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323 FIEAEEN FGHoR (Mainframe Computer)
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@G 3= (Note Book)
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Y - 2 8 TI@H XP 8 2000 (Windows XP & 2000)
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Tarem & 2 (What is Windows ?)
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Menu «@< @% AT S AYERT ARIGEIR PICTLEIT A<pe %
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AR

Settings:
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23 |

Find:

FBE ql @ICR @SR T @3 NP J[8F F9 37 |

Help:
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2.%% Windows XP 3= 9= 3

Windows XP 3= F4F &=y |

Shut Down ‘Windows

Start Menu (¢ Shut Down
O T FEa @ wE ,[: .
Shut Down Windows <Is<¢
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A - © NSEEPTG SIS (Microsoft Word)

O.R

NE@PEE W1 F 2 (What is MS Office?)

MS Office «@si %jsf =<l Microsoft Office. 221 GG NeFe (AN TS G
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TBCEFPTFG ST @& (Microsoft Word Open)
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0 Save: «d G T4 FiES save T = | =
} Web Page Preview
O Save As : @3 TG &FF TEAE S @ TEFaee
Page Setup. ..
save <€ =3 | & Prink Prewview
0 Save As Web Page : «= sixc1 v wizeis Web Page | & it chltP
Send Ta 3
4 save = =1 | Properties
o Page Set Up : @3 stiwiw &I wigcew Page Set Up =i -
o3 | 2 M3 _Ward_From Mr, Munir
3 Ward
O Print Preview : @5 S (9 w12 25 9@ A i T B el
o =ite el e G AR .

O Print: @3 e @ FEs 7% 49 =9
@afes Gy

O Undo : M =T Z@iel =i @ e daiel o e
S WES G S Sl ey @3 A j9ale e | Edk Wew Insert Fomat Teoks Tab

- 7 Undo Format Pickure Chrl+Z

=T 3 Repeat Format Picture Crrl+y
0 Redo : &= Undo SIS ==eaim SRS 6K & @2 | ¥ oy Chrl
IAG 929 < 2T | i B2y Copy Ghr| e
ER paste ChrlHy
o Cut: @+ text 9 ToEaE @G W0 ~2E @ The Paste Special...
Paste as Hyperlink.
230 |
Clear Dl
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1 SRl R el o7 dh Find. .. Ctr+F
) Replace. .. Chrl+H
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19 AT TG 28T



O Replace : FEEE (@9 S @I text ¢ e @@ FE@ = text replace € @y

a3 IAG IR 9 2 |
LA %@(Nﬁ

o Normal : = s s=t=ii=7 Page Lay out Pies <l =31 |

a Web lay out : «s st Web lay out >t=1$ <=1 231 |

O Toolbars : @2 =ices S @8 (NG poRE @6 <= <=
EC

0 Ruler: @3 =3CSs TG fOT @CT [ 2PN Fh00 AE |

0 Header and Footer : @5 sixcsl =ifST ~ie@ i@ ¢ SIG &
@6 ==&l #fgm e fwcs i

0 Full Screen : @2 =wCTa ol == 8T @CE A FiA
I IE

O Zoom : &2 Fed WK 88 Zoom F=c i |

0.9 W(ﬂi

O Break : @z =iy Page ¢ =1s Break s@ics ~iife =i Page

€ TN I Toq Page ¢ e todl Fwee Al |

o Page Number : @3 A=y 2fsft ~rorr =81 759 cs =i1F |

o Date and Time : @a A=y =2feh ~TorR ©fFy € SR Mcs
=

QO Symbol : @2 <wcew Stz Rfes Symbol =ismEl TG
TR FACS AR |

0 Picture : @3 TSI RET AN TIECT [Tow v FmoE
FACS A |

O Text Box : @2 <5CT ARG SISl text box ==+ <ars
=

u - Microzoft Word

Wiew Insert Format Tool:
= Marmal
% ‘ireh Layout
E Print Lawaut
Qutlime

@ Dacument Map

Header and Fooker

Eootrnokes
B Camments

Full Screen

Zoarm. .,

icrozoft Word
Insert Formak Tools Table

Page Mumbers. ..

Date and Time. ..
AukoTexk »
Field. ..
Symbal. ..

ﬁ Comment

Footnote. .,
Caption...
Cross-reference. ..

Index and Tables. ..

Pickture 4
Text Box

File. ..

Ohject...

Bookmark. ..
% Hyperlink...  Ckrl+k
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O W(Nﬂ

o Font : @= =y ==l Text @= Font size, Font color,

Font styleiwﬁﬁ s Face AF | Format Tools Table ‘Window |
i A Eonk. ..
O Paragraph : @3 =@ =sEl Line space SoOiCsS/F IS = paragraph...

N | i= Bullets and Mumbering. ..
Borders and Shading. ..

o Bullets and Numbering : @2 =slices sy 2fsG =2
wHcs numbering w2l =16 Wes A | f:'b“smns---

0 Border and Shading : @ =iz border <« shade #ics — Dropcap...
NE | “ﬂ Text Direction, ..

S

0 Columns : @3 <L ARET NE TFEEH TN GOl

@Baclﬁgrnund *
o it | [ Theme...
0 Change Case : «= =iy =is= Font @s Style change Frames v
@S AE | ‘@ AukoFormat, ..
Skyle. ..
0 Background : @3 SECTT OARET  SEI SFCECHA
P Gbiect..

FFATT WAICS A |

o5 JePT G

o Spelling and Grammar : @5 szl ssEl @ ogeeta [T

0 Tools Table Window Help
M @3 A 0T =itz Tl Sl 6 FEce A — :
:J Speling and Grammar... F7

o Language : @3 >z =sEl TEceicew Language = =3 | Language v
=t %?ﬁ =@ s i | | Word Count...

‘@ Autosummarize, .,

o Merge Documents : @2 <5Cod ARG SN G50 | AutoCorrect...

SFEOEEF SN GEAIT TFEICH A Merge @ W = | Track Changes »

Merge Docurments. ..
a Protect Document : @5 gl S &I Wﬂ—“@?ﬁ? Erotect Document...
Password ez Protect <sics =iifs | Online Collaboration g

o Mail Merge : @3 S=Gn <l GevResl [fen Demr | MaiMere..
=] Envelopes and Labels. ..

AR AN Tﬁ PACO QH-% | Letker Wizard. ..
0 Envelops and Labels : @3 stz =iis&l 4 276 F€cs Macra ,
= Templates and Add-Ins. ..
Customize, .

Q Letter Wizard : @3 =iy =S« 9=Es @ @ B A Qptions. ..
AR 513 FEce AAfE |
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w. 0 GiRe G

Table Window Help

_! Draw Table
o Draw Table : a3 = =Sl 3Rt @ @GR ol oot X
Inser!
Faco A | Delete b

0 Insert : @3 wMcew AMEen WS P Table/Columns/ Select

[erge Gells
Row/Cellt=st =acs =& | % ol Col..
0 Delete : @3 F=cTa s @l PifE Table/Columns/ Splie M=ol
Row/Cell 3tz @Feics =i | ¥ TeblE AutoRormat. .
fAukoFiE 3
o Select : @3 =wcTs i wsEl 7 Table/Columns/ Heading Rows Repeat
Row/Cell #it=1g <sscs #iifF | R ,
A
0 Convert : @3 @wiCed EE SEEl @ GIGE GRE WE 28 9ty
Formula, ..

PGS NS g9 I GieT @ GH-a Convert SECS A 1 [ Hide aridiines

Tiable Properbies, ..
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AS- 8 ¢ WNBEFPTE AT (Microsoft Excel)

8o & & 2 (Whatis Excel)

Excel =t=11 Windows fefess «=sfG Application Program =11 Microsoft Corporation =<
AeReege | @bl 9 #FE Worksheet Analysis Programme | JET®8  OCHETE
ARG THI @FF @9 @iEEEitT Ten R e 4 mm | Teclfe S @

Excel Ffo7w opfd Sifows @@ | o=@ 5.0 @de 7.0 @ SRS e« FEA02
ae. FAEE o wife@e Excel XP

85 W MGG T T SBEFPHE G B ble] F4el (To Run/Open Ms-Excel XP
from Office Shortcut Bar)

G G GG kg i

y) Start-Up Screen @ S8 T |
FTF] T OF IR T (IR T FovE SE (el AeE | SR [
Office Shortcut Bar @311 -

| <] =] [2

Microsoft Word : &=l
a3 SESE FF @ Microsoft Word XP t2fiairst Run 41 =19 |
Microsoft Excel :

a3 SESE FF 6@ Microsoft Excel t2iiallst Run =1 TR |
Microsoft Power Point :

a3 BHE FF @ Microsoft Power Point t2iiast Run <11 =1 |
Microsoft Access :

a3 WEwE T @ Microsoft Explorer t2iielst Run =1 == |
S =f Microsoft Excel XP ¢2liallst Run <8< | ©I=(e -

?) Microsoft Excel =33 & = |
@7 #i@ Microsoft Excel XP v15] 23 @32 Window Tl MG |
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8.

Excel XP Window ~f3f6f®

8.x.> Concept:

8.

8.9

Default Setting ==p7icd Excel XP Window ¢S Scroll Bars, Title Bar, Zoom Boxes,
Menu Bar @32 Si=7« Elements (=l I3 | @ STE Q960 A IS | SRl

Excel XP @ @A Rl ~Mel a7 w1l | Qeel| S iRyl A | @S -

Title Bar Menu Bar

B 1 i 2 ] 2 01 5 5 | = T =]

B Ele Ede Wiew Inset Format Tools Dats Window Help =18 x]

DEHa SRY =R &= £ 25 @E 2 w - BrU EEEE _-5-A- Y|k|rm
A2 & =

A [ 8 [T c [ o T [ F e [TH T T [T 0 T T U "M [N T 0 [ 7

= Talo =]
L2 aw
EERRRRE]

ursor/Cell Pointer

EEE

SIS

NN

T4y [pil\Sheet 1 { Shestz f shests Il | ﬂJJ
Ready IT [ == || (|
stan|| A & 1 & || -wikopp | A Disler dsshtart | |A|PRABARTAN [ | (3 Tiabing Mol | EEwcetTRG_upd. [[E Microson Ex... |23 H[O@ 257pm

Status Bar

T¥iae  Window (& J@ = Microsoft Excel @3 Editing ==al  Starting

Window/Screen | &% FF« FIAN WRIOCHE@I IF @6 o Jws= 1 3«

Gl AEGIF TR SR WA= | @9 AL Y GRS FHS AE |

Title Bar

Excel Window @@= #ia=ics et Title Bar | o) S<r«l S7icae Window @ Ticd
@ =itz Microsoft Excel-Bookl %=/ Title Bar <=l | ISWA (FA, TTEICH
(Workbook) <t 2%z T2 =Sl @3 GIEGa AlE 5@ TE @l [E |

Menu Bar

SCINE S S CETRN GRS it Excel-TRG_updated by protul - Microsoft Word
File, Edit, View, .. I <916 JEiIe Edit Wiew Insert Farmat Tools Table Window Help

1 T ]
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8.k.8

8.

RN | 9eE 9F GF0 G | S GHSER RS @ e @)l 9@
Tz I Menu Bar.

Tool Bar

Excel XP @ Tool Bar SIs1®@ >T2RE TAME | Gl (F ==& Function Key @3 STy
@ T Fleera RAl Wiz GTetea iEwiesl Fier Tool Bar @1 sigRy Ha S==ieT
<4 = | Excel XP @ FAG %=1 #=icel Tool Bar fwrsi | @+ -

1)  Worksheet Menubar
2)  Chart MenuBar

3) Standard ToolBar
4)  Formatting ToolBar
5) Pivot Table ToolBar
6) Chart ToolBar

7) Reviewing

8) Forms ToolBar

9) Stop Recording
10) External Data

11) Auditing

12) Full Screen

13) Circular Reference
14) Visual Basic

15) Web

16) Control Tool Box
17) Exit Design Mode
18) Drawing

19) WordArt

20) Picture

21) Shadow Settings
22) 3-D Settings

Sy Standard @< Formatting Tool Bar AEersg Default Qics | S Alt+V, T
TG g[S Tool Bars TR I Q&F @ &< Tool Bar & Active Window ¢S
Oon/Of =4I =™ |

Scroll Bar
Excel Window @3 Ti @< «ice 96 Bar @<l @@ | T=El @b Vertical @92

<=1 Horizontal Scroll Bar. =/ <<= Bar =@« 72 #ice Arrow o fwrsi= |
@ -

25 AT TG 28T



8.9

o Vertical Scroll Bar :

9@ Up Arrow o= 5 a1 Teicba Text T8 Tocs <t =@ Down Arrow
Brz fo a1 Text Fic wNCeS ACF | @ofcd Vertically Scroll <58 TG
S AR S @, Vertical Scroll Bar @@ diga e |l AR
2] 9|z PfEs 226 a3 1 [z I 9@ fFw Fae qfo aF 7@

T T 1 = g Box a5 s e @ op S e

o Horizontal Scroll Bar
| 4] | M

Excel Window «@3 fwie=im fae oiwien 4 g2 P oz s=fets @ Scroll Bar

@l =@ TEE A Horizontal Scroll Bar €4 @3 forz @99 55 a6 Window

g Text AN @ T 5@ =7 P Bz adfsam T Fa Text ©F @& A
SE | T AR aF RS 7P Text SREw T2s 27 |

o Status Bar

Work Sheet @a =wler=l Ready, Caps, Num <l S¥feTs J€GF =1 SIGPRE |
FIGPECT 2mie 7' o= | @ -

Mode of Indicator : =it «ic= Mode of Indicator (T NA==F) | Flcera T3 (I

TS, @FF YPC TIWCA T T2 O G2 SFIE el AR TE @ Ready
@l AR TS 2 Feerd @« Work Sheet Ready itz | SIgiR. O« G
TG @3 FE |

Special Key Indicator Area : ZIGPAIGEE O @<l IR BAG 99 | GF A
Special Key Indicator Area | @3 ¢ Caps Lock On SI9gF @it Caps @l I3 |

Excel XP Worksheet #f@pf®

sl wif e Work = S5t =i Sheet =g #irst | ©13 Work Sheet =< wieRr ssicea

“Isil Excel Run =59 =9 ==l Starting Area i Editing Screen (2CS =i | T2
J=1 Workbook | TE=r @, MS-Word @3 o= = Document, Excel @ 1 Workbook |
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8.\9.5

8\9.]

8.\0.9

2is Workbook @ 21 @«s Worksheet vz <1 Sheet eyt ~fdgs w1 =T |
JOW &= Sheet @ e =z ol &=l =R Indicator Bar @ SIFIGE |

Sheet Bar/Tab

Workbook @3 Status Bar @3 T*itd [Twrsii< Bar @9 JCsE e A1 Sheet Bar &7
=4l = Sheetl, Sheet2, Sheet3, Sheet4, =@ Sheet 92 (AR | @S -

33
34
35

|4 4[»[p]Sheet1 / Sheetz # Sheets /
Ready

Fleers ARl @eFE e G Sheet @ s w4 TR 1 @WEg AW B © W
Sheet & Active Sheet @ ¥ s Fa@= ©==1 Sheet Bar @3 Sheet3 @ T T |
«“glole T& Sheet Bar @3 Sheet Scroll Button @ &< (3 @< Sheet @F =7
Sheet @ >2(s SR 4 A=

Worksheet Column

7% =41 T Worksheet @5 ©#1@ A, B, C, D, E ........... ofes @6 Bar =iE I

Column Bar =5 A, B, C, 2052 @ @36 eS| A6 el sy (A-IV) 256 T
@Al Press (3 (a8 =&l Horizontal Right Scroll Arrow @ 5= <53 563 A &G IV

2@ AT TN @Al A | AT T ool 8.43 cm. AfS TG ACE A&
Numeric 722y =IGiG, Capital Letter =3 s, =i Small Letter @ @@ <=6

Character |

Worksheet Row

Worksheet @3 =1 1, 2, 3, 4, .......... ==FIE Vertically @6 J@ @il T | ACEF A
Row Bar 1, 2, 3, 0%z «<F @36 Row &G Row 141l (1-65536) 65536 6 |
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8.0.8

80.¢

ISAVAC)

8.0.49

Workspace/Work Area

SidEeros Worksheet @31 A @G 1 #if®@ =G Fellsl @92 1 @ 18 *1F® Row <P
Mz e @l Ao @g RS
Workspace T« @, “wf@ Formula Bar @< Status Bar On/Off «s T#E w=rsi=

Total Column X Total Row & 3¢

Row 22 o9 3@ |

Worksheet Cell

@3 Column X Row = @5 Cell =igfic Column A X Row 1 = Cell A1 I (HCS
SESCHRES | GARSE GFB OTEE SREEEE T G2 Ol Address |l
Reference SI@ FOE/IEHR I @ G S8M @ && e a1 Active
s | 1237 Active 7«1 Address d1 Reference &=t I (Formula Bar @3 JiC)

Name Box @ SIFIE | 99 aifaF @7« Block S98w @6 37&1 Active <G |

Cursor / Pointer

Work sheet @ =T Ioe Bfess SRrssKGEE a1 Pointer | Worksheet @3 @ @i

BIz¥ =9l Z@e Arrow/Mouse BRI (T8 GTCE =ICal #EFbIA Bl A0S 27 | @S-

J@ Eile Edit Wiew Insert Format Tools Data ‘Window Help

DEeEe SRy |(sm@d|- @ = & 8
2 f =

1
2
En
4

TE @, 92 SIReTE BT WA @ CE AF O FEE & O AT | JeTes

Excel @ F=o@e 799 ooN@ T Siresd B=bd Ifew |

Mouse Pointer

Worksheet @ + fofzrss de SIS @R | @ O GiEs T4 maF [ 89 o
@ G183 ONE S WO ATTRE  BPE FEcs 2T | oRHE B T
FEOTE/AEDE @ O ST %= 5137 9@ el 23 |
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(]

@S 7F ©feH @ (Excell Pull Down Menu)

Excel XP @ <=6 G o= | @3 @b GRS 9 @ T vRe Yo
(B S Menu Bar =IF 2ifelb Gle &I S==wpTees SHEfs THers Glaa =i
Pull Down G 1 Pull Down G52 i) ¢l =ifsvza =i | =i 5ief#@ i ¢
& =e Fa A g3 AEE FiewE o= TG F oSl 9% wecE@ Pull Down GRS

—

ez TR | FEIE AEHACS O[S 209 A7E Excel XP Gprees ~Rbls a3

@ e o < s | Excel XP «@d Editing Screen @ SRBEIE @GN
@ @ @ Pull Down G5 Open 11 AR | @ e el foals F=ie [vrsie |
@ -

o @M F10 (Function Key) Press =@ =g 9@ Underlined Character & Press
FE |

o <@ I Alt 6ot @@ WWE @@= Underlined Character 5 Press <5 |

Q WoA FEGR WME Gre BT @ SSeE AN A6E FE wE

TERI @, (@ TiEre el e Open e Arrow Key <i9gie e Gl

([ e L (G S ECE A ke b D I S SRS G [ WM icrosoft Excel - Book

1 Mew... Ctrl+h
C@<r @, @ Open B GF] (T SIPRCT 22 oo, , Chrl+0
Editing Screen @ == @7 Alt i Esc Key Close
Press == @l SI@A ~i@6 Editing Screen « I Save Chrht5
Save 4s...
fer<e. e a1 F10 Press <=1 1@< | o i e P,
Save Workspace. ..
File Menu Web Page Preview
Page Setup...
Print &rea 3
Excel XP Window «@s &St I File G | A= [&, Print Preview
&5 Print... Ctrl+P

=iHi New, Open (Retrieve), Close, Save, Save

Create Adobe PDF. ..

As, Save as HTML, Save Workspace,
Send To 3

Properties

Properties, Page Setup, Print Area, Print

Preview, Print, Document (Workbook) List, @3 1 Dty Yalu,. \Misc, cost_Octaber, 2001

2 Secretary
3 ...\Budget For School SurvewWarkshop
4 Manthly .. .\Misc. cost_Movember 2001

Exit =sIg f=wrsti=1 | File Menu Open  <s=eiicef
A== e aeE 3

Exit
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Press ALt+F (File)
@ e File G MGIe SU#i=wp12 smfz sipis |0 @S -

File TR ===y ~R6fS/F =

New

9= o= zFE= (Normal Workbook) @it =5 @3 === f=afoa <scs =30 |
Open

T TEEIS @36 TG (Workbook) (IETE (Retrieve F4I9) el @3 S
o Sac® =31 | Open H=ba #mfm =PI Open ©RIES I/ | O« TS
N BiEH @ @R ts =W

Close

TEEs  (Workbook) TFer e T®l % M @A @8 SPEG e Al |
TEey @, I Save Al CF THEIGH 9% wce Close [Fafow wa= Sieget ~mif
Microsoft Excel TRi== <5 | AM Save TS b9 Y WA N GI7ICS 27 |

Save

v (Workbook) s =@ Tz ikl Ty Save fEfod s =3

Save o= *mfm =7 Save As TRIEE 37 | 33 Ao FSod ==
SHER FAE 90 AN WEE o 1 9299 @36 9N 5E 7 9E s 27
=] GG T e fod Srwa SIE S 49 T

Save As

A FRAFFS (T TR YL TG (FIH AT FRETFHCT &= Save As HAlbE TS
27 | Save As 6@ ~miE W1 @6 RIS 9 1AM WO AR TSR
TS TS BIF SR TR SH Enter Mcs =21 | I #@res (i w2 AN

M= S1=(=1 Replace @3 =7 Y (Yes) TS 27 | I <94 Al Save FACO 2
=6 BIE%t == Enter ics =3

Save Workspace

TEEIo (Workbook) ¢Te #iffasa @ @b SA=we=P FiEe (odce a3
NA*CT AR TS 23 |

Page Setup

TG (Workbook) =it fafae)/ Mafora o @3 swiies sT=rRy Fes =31 |
Print Area

Workbook @3 g =i<E Print @32 Print Preview S9F &= @2 S 27

<P |
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a Print Preview

THEEG  (Workbook) =i#iies 7t TRIF el SSesTRE &= Print Preview
FANG Fler DA |
o Print
TG (Workbook) s e 216 ZIPIICS Print SoIe1st 2= <l |
o Sent To
BTl CHEIHE LT GIBCF (@A &) 9B W= AR Wbl 23 |
o Exit
Excel XP Window (2t (<51 2919 &) G2 S A<l 27 |

. File GRm =#i*= Tjces Sicc Exit @9 o @G T2 SN @l qE SgEl @a<ie

] B SN TETS FIZEPRA Slfer<d | @S Qi Az Excel XP Window T @2
SE WA GGG TGS S Witz | === Program @s Setting @@= T E @3
TS R (1-9) e w=ieT |

¢ Edit Menu
Edit =1 s™ime 96 | @s 8 Undo Typing, il E IS
Repeat Typing, Cut, Copy, Paste Special, Paste as |E] File | gdit Yiew Insert Format To
= !
Hyperlink, Clear (Delete), Move or Copy Sheet, Find, JD_E" it s s
A L3 Cankt Repeat  @hrl4Y
Replace, Go To, Links, @3 Object @ s S5 Edit
_ ) : ¥ Cut Chel+
GHes fTws= 1 Edit ) Open <F=eliedl  fewa=i= > Copy Chrh
[EEElE: 3 R Paste Chrl+
4 Paste Special. ..
5 Paste as Hyperlink
Press ALt+E (Edit) 2 " X
@ SN Edit G Foie s==r2 ~mfz Open =3 | | 8 Clear ‘
g Delete, ..
G - 10 Delete Sheet
11 Move or Copy Sheet, .,
12 = :
@o.5> Edit GRE S ARG/ 13 Eind.. il
14 Feplace. .. Ckrl+H
12 Go Ta... Chrl+i3
o Undo 17 (i Fr
12 Object
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ASE @ TSI FAC IR FE DE(E; FE€ TR GEEEl Tl DR G935

fAfe® =71 Undo =&foe <@ Te Fucos FR@el dzs 0 T[> | @@ 3
&= == Block &3 2z @l 2@ | 93@| [AFve zew am @, 93 e (7))
o = @ 1 o9 T A Undo F&afee 8 @3 gred AR TBE 23 |

o Repeat

TG (Workbook) @stia @ ier =e1l S 7j=ig =g Fald &) o=l fwafo=

IO T | @S ¢ @@ @ Paste FHEH ©f AWM R[S IR WEFE D
S A9 I Block, Cut/Copy F9® IR« (F OO Repeat ==
Al <s=eeT Al e =7

o Cut
Tlcsa (Workbook) e ©iesl (6 Sie@ SREe eey Cut ==foe ecs
27 | O@F MME WS =l 77 @ e 23

o Copy
2w Workbook «@a Mg ==l 7 =@ @@E wEwE 23 wew Copy FEibw
Ao 2 @ Source FEF G FF FE WS 2 |

o Paste
GG @3 WMg ==l Cut 1 Copy (& =@ SR TR @3 7= afbEa
AGETeT 23|

o Delete
Row, Column =531 Selected GTe1 J2F &= G2 A=A AL A 2T |
o Find
THEECHA  (Workbook) e =il (G == al Text) (4 IS a3 S2=I=d

EN

IR TACHET
o Replace
TG (Workbook) (i =gl (G =11 a1 Text) = eer SR=[ (i =<1 [l

Text @Kl #f® B#i=7 &= Replace === &b Tac® 23 |

View Menu

Excel XP Window @5 SRl Gy View G | TIEIHCEE A SRGEwE @SN 8

Zoom, Full Screen @ <@ View e fAwrsii= | @=iel Toolbars Off/On. Formula

Bar On/Off ===, @a2 Report Manager @5 =S View G S€SEA | View Gl

Open [ &= A==l fweF=i 8
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c.c

Press ALt+V (View)
G S View GF TRE SPEER AWl

-4 Microsoft Excel - Book1

J Eile Edit | Wiew Insert Formak Tools

JD = E Emrmal

Open 2= | @& -

A2 I Page Break Preview
View W it Wmﬁmﬁ@ : A Toolbars 3
;— | v Formula Bar
o Normal e |w Status Bar
TG Normal Ui SISCeTIel 4 Header and Faater. ..
Ty 92 W WA TS o3 | g @& Comments
o Page Break Preview 7 Custom Yiews. ..
Page Break Preview SIEGEFEE &) @3 g Full Screen
@meﬁ | 10 200, ..,

o Formula Bar
Editing =itst Formula Bar & Display On/Off 419 &= @3 Siof ffon F9cS
=3I | On SB[ @3 S 5 Bfze 23 |

o Status Bar
Status Bar @3 Display On/Off <=1l =R @3 S#=[(~= ST2ICT |

o Toolbars
Window ¢S fafes Toolbar weisi= =l af =1 9K &=7 @2 Toolbars ===
ARy fH e =7

o Full Screen
TECTIOCE (Workbook) sTwisf el a2l View FF &l Q3 SI7=[(a SRR WaE
=3 | Full Screen On ===zl Toolbar, Formula bar Fiv =583 @<l 1= =1 |

o Zoom
s (Workbook) =i =icd T2t @6 1 S8 (% SEpIEE) (Rl e
Zoom == 3o FACS 23 |

Insert Menu

Insert < Excel XP Window &« 5gd G-y | Page Break, Cells, Row, Column,

Worksheet, Chart, Function, Name, Comment, Picture, Hyperlink «32 Object a3

TG FAG G2 @0 [msli= | Insert (5 Open <9 &=y =il fFaee=i ¢
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Press ALt+l (Insert)
G @ WS WP TEETS Insert G TWMi S |0 @ -

Insert treg@ == RIS/ TR :

a

Cells
Row, Column <1 Selected CToICF eTE FACS GT A=A AR WS 27 |

Rows Ed Microsoft Excel - Book1

Partial =1 Entire Row s <=l =m @2 |EZ File Edt Wiew | Insert Format Tools Data
DEEa ¢ b

= ) ! AD j Rows
Columns A | Colurins
. . . 1 Warksheet
Partial Sl Entire <e1is e &= @2 [ | chert..
SR MR e o3 | 3
4 Page Break.
Worksheet 5 Fe Function. ..
B N »
o Workbook = b st Worksheet. |7 T
TRIE Al AR G2 AT MG | g _
Picture 3
Chart 1? Obiect...
Chart Wizard =792/ <= Workbook @ |12 % Hyperlnk... ek

a5 g Chart 5iggces o=y a8 S#i=it=a 2Ry oS 237 |

Page Break

Manually Page Break 5¢® @3 W7+« &6 o 23 |

Function

«= Function & Insert dl Edit = &= Function Wizard ¢& %8 Function
& Activate SIS 27 G2 ST ARIGET |

Comment

«=f6 Name & Define, Paste, Create @3 Apply =t @2 7= Tt (T |
Note

Cell Note & Add, Delete 21 Edit 56t @3 7= Fer 5 |

Picture

TIEs (Workbook) Picture s@aIerc=s &= Picture S#i=i< f<foe <o 230 |
Object

TEICs @G (Workbook) Excel XP @ =mysiiwi Drawing Object zrele fafes el
Drawing Object (SIts @2 === =Ry o 23 |
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Format Menu

Format <] Excel XP Window @5 =5 92 & | «@¢S Cells Font, Row, Column,

Sheet, Borders and Shading Columns, Change, Change Case, Auto Format, Style,

Picture, Drawing Object @32 Conditional @3 Format Command wrsti= |  Format

< Open s ==l = wee=t ¢

Press ALt+O (Faormat)

@ STE Format G 2@ MG Siomp »wfa Ii

Format Tools Daka Window E

SPTE 1 @S - ;
ells. .. Chrl+1
E.ow F
Format G == RS/ Column \
o Cells Sheet k
Gl Font, Border, Alignment @32 Sl
Formats *IRSE=a Se G2 == 2R} | Eutnl.:?rmat... _
Conditional Formatking. ..
o Row Style...
Row @3 Height, Auto, Fit, Hide @32 Unhide
Zorifn Formatting (Change) 91 &7 @3 =7+ F& FGF |
a Column
Column @32 Width, Auto, Fit, Selection, Hide, Unhide @32 Standard Width Z=jiw
Format ~fTSE=a &= @3 S=Ea ARR S 23 |
o Sheet
Active Sheet @& Rename, Hide «©32 Unhide 7w Format @3 =7 @3 =
o Facs 23 |
o Auto Format
«=5 Tabular Report (& Formatting @3 =7 @2 2= T2 WEFE 27 |
o Style
«@=f5 Cell Style & Apply JI Define @3 &1 @3 ==« =Ry FE |
Tools Menu

Excel XP Window @3 =3 <2 I Tools Gii 1 Spelling Check, Auditing, Goal Seek,

Scenarios, Solver, Protect (Workbook, Sheet), Add-Ins, Macro (Record & Run),
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&Y

Lookup Reference, Track Change, Share Workbook, Merge Workbook, Customize,
Wizard @< Options @« <531 Tools GRes s | Tools G5 Open <<t =i
==t g

Press ALt+T (Tools)

@ >N ToOols G =1y el =T | @S-

Tools g e RS/
H

- Spelllng Imgata Window  Help
TG (Workbook) Ti<zrs AiH was| e e 8 speling... F7
Spelling F<foa <t =31 | BB ETTER .

o Auto Correct Share Workbook...

Track Changes 3
Text FIfeF  Melad 3R Default @3 &=zt Merge Workbooks, .
AATSEHT T @3 TR FIS FE | Protection »
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