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Excel Window
Moving Around in a Worksheet

Activating Cells
Selecting Columns and Rows
Entering Data
Deleting Data in Cells
Formatting Cell Data
Font
Font Size
Font Styles
Font Dialogue
Colour
Shrink to Fit
Alignment
Merge Cells
Undoing and Re-doing a Command
Undoing a Command
Performing Multiple Undo Options
Re-doing an Action
Performing Multiple Redo Options
Copying Data
Moving Data
Formatting Columns/Rows
AutoFit Column Width
Row Height
AutoFit Row Height
Inserting Columns/Rows
Deleting Columns, Rows and Cells
Splitting Windows
Freezing Panes
Applying Patterns and Borders
Calculations
Basic Calculations
Creating Calculations Using the Mouse
‘SUM’ Function

AutoSum
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Max, Min, Average
Copying Calculations
Sorting Data in a List

Filtering Data in a List
Custom Filter
Saving Workbooks
Page Setup
Margins
Positioning the Data on the Page
Page Orientation
Fitting the Print Range to a Reduced Number of Pages
Previewing a Worksheet/s
Printing Worsheet Data
Protecting Worksheets/Workbooks
Protecting a Range of Cells From Being Edited
Making a Workbook Password Protected
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