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TH W TRAd 2013 & AT & AT FIH HIAT
(Working with Cell in MS Excel 2013)

I Y _TFHA H A FT d8d & dl 3% o0 YR Tl Pl TIRT FAT USAT & FAIh Thar
Y 31T FI §eX XA o foIT Tl T GAIT TRAT ST & | _Excel F 3eT &l 10T, fageryor 3R cgafeya
el & fIT IR AT & R A FT 10 AIH gl Tl 8-

et (Cell)

U 3R FAH & Aol T T Soicl gl Th aohdic # 1,048,576%16,384 cells it &1 el & 3T
Fr for@r S1ar g1 9% A T TH address gidT &1 98 AT USH Fgl ST &1 T§ USH Froodd
IR A F A1 & AAR F1 81T &1 o A1, B10 30| g df 13 Ao IS T3H §a1d &1 397
ar ar &y ¥ 3 AT 1 39E H Ao fFA1 I Thar & 3R I Hr wroAfET wr F7 oY har s
TohdT g1 Th ol H 255 38R oI ST Tohdd g1 Th adic H 1,048,576 T 3R 16,384 STeld g
€1 W &1 A Number & TgaT &1 3R HI50H &1 A1H alphabet # @ 81 $HH Sl Aol & H&T
foi#=T @I &1 1,048,576%16,384 Ush dengeh H 255 Tehdiic Bldl &1 SHH St WIgel &eicll &l 3Hehl
extension ATH .xIsx gxdT ¥

I gaefic §oIRl AATRRT didd & Jel gldr g, foies Cell 8T STaT §1 Al Row 3R Column &
fAerRT 6t g1 81 Columns &l 38R (A, B, C) GaRT UgdTeAT ATl &, STaidh Rows I HE&ATIT (1, 2,
3) GaRT YgdT=AT ST gl
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Jcdeh T FT 39T AT AT Tl IdT- 39% Column 3 Row I MR gidar &1 39 3cmeIor &,
TIfeId ¥ Column C 3R Row 5 TR &, AT T &1 9ar C5 8| A T3H oA digd H Q@S &dr
gl

Cell address appears

in Name box

= TR T, [ S NI (N

Y Toh & AT H $S Ao HT IqA X Tohd ol Cells T Th FHg AT I (Cell range) & &1 H
ST ST &1 T AT 9 (Cell address) & 91, 39 &l 37 (Cell range) § ugar 3R 3ifa# Cells



& el Id (Cell address) T 39T ek Teh Aol Io7 (Cell range) AT 3eol@ X Hhd o, Sil hlelel
SART 3TeeT fohaT JTAT §1 36T8<0T & T, Cell A1, A2, A3, A4, 3R AS &I A1: A5 9 # fora@r STueT|

S & 9% images H, & 3TeldT-31e9T Al A0 Tafad §:

o U T A1: A8
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g 3mghr Tseie A Column 318RT & ST G&I3NT & TTY odel fhw v & ar 3mger Excel &
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T a1 eee F w7 (How to Select a Cell)

deT H 37T &l input AT edit I o AT, TR FIH Tgel Acl Hl elde AT gHEI|

o T FI Tolde A & T, AT W [Fard HL|
Tgafad ¥ & IRT 3R e border f&@ms oM, 31k Column heading 31k Row heading & gsemse fonar

S| A a9 deh IAT I S deh 6 3T ghefic & FEY 37 cell W Foaw aF #|

l;| ‘

3T 39T _HES W Arrow keys T 3TIHET s 8 Jod & IIA R Thd &l

ol IS & Fa Reee wT (How to Select a Sell Range)

hef-shell 3MIeRl Cells &1 Ueh &ST FHE IT Al 1T @l Aol el HT HEThT glell ¢ |

o 39 A3H A Foash A 3R ASH I @ §U dgi b WA gl deh 319 Cells T eiFe Fem =gd § 39
O & #Ar3E @ o3I Cells grsase gl o |
S d% 3T gedfic A R 377 cell R Fae 18 aXd § a9 as Cell highlight 3gsfr|

Al -
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Cell Content

s H 39 aRT gof H AT dTell Hlg T ATTHRT T H GIgd Hr el g3 T A
Text, Formatting, Functions 3iR Formula &fgd faffiest 9&R &$r de enter & Tohd B

o TJext
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Cells & Tate, ST 318WT, gear3tt 3k AT & g=dar g1

A E C

1 Date Sales Percentage of Total
2 |5/6/2013 65 0.71

3 |5/7/2013 7B 0.78

4 |5/8f2013 112 0.86

5 |5/9/2013 54 0.28

6 [5/10/2013 99 0.49

7 5/11/2013 183 0.65

& |5/12/2013 120 0.57

9

e Formatting attributes

Cells & Formatting attributes &I enfAer fFIT ST Thar & S 37eRT, FEamt ik Afdat
Yefld #¥el & dlieh T dead ¢l 36180 & faw, gfaerd 0.15a1 15% & & § @ & Ioa &l
3T Th Aol HT JHI3s 3T 3 g Tod gl

A B C
Date Percentage of Total

1

2 Monday, May 06, 2013 5 65.00 71%
3 Tuesday, May 07, 2013 5 78.00 78%
4 | Wednesday, May 08, 2013 5 112.00 86%
5 Thursday, May 09, 2013 5 54.00 28%
6 Friday, May 10, 2013 $ 99.00 49%
7 Saturday, May 11, 2013 5 189.00 65%
g Sunday, May 12, 2013 5 120.00 57%,
9

o Formulas and functions

Cells # Formulas and functions &I A FAT ST JohaT § ST T AT ST 0T T &1 §AR
3CTe0T &, SUM (B2 : B8) ¥l IsT B2 : B8 H YA+ I &1 AT Siisar § 3R total el BOH wefid
AT ¢



B9 v| i Fe | =SUM(B2:B8)

1

2] Monday, May 06,2013 $ ese 71%
3 Tuesday, May 07, 2013 5 78.00 78%
4 | Wednesday, May 08,2013 5 1200 86%
5 Thursday, May 09, 2013 5 54.00 28%
6| | Friday, May 10,2013 3 9900 49%
7 Saturday, May 11, 2013 5 139.00 65%
81 Sunday, May 12, 2013 5 12000 . 57%
9:| Weekly Sales | 5 717.00 | |

31eT A 5=0¢ A HL (How to Insert Data)

o 3 gAd & fAU T Ao W Fom |

A E C

1 d}i

o TIfAT Tl # 3MET BT A, I 30al FEE W TeX gav| 31er d 3R Formula bar & fe@s gam 3ma
HIHET IR # 31T & input 3R edit 5 #X @& E

Al | f Je First
A | B C D E F
1|rirst |
2
3
a Content appears in
5 cell and formula bar
6
7

[T ¥ 31T & Belic T FY (How to Delete Cell Data)

o 39 3T & T T HT I A [oIF 3T gelam Iigd &l



1

2 |First Name Middle Name Last Name
3 |Heidi |Lauren QE .ILEE

4 |Josie Marie Gates

5 'Wendy Anne Crocker

& | Loretta Susan Johnson

o 39 HEs W Delete a1 Backspace key gaTd| del &7 31T §¢ S|
A B C

1

2 |First Mame Middle Name Last Name
3 |Heidi | .ILEE

4 |Josie Marie Gates

5 'Wendy Anne Crocker

& | Loretta Susan Johnson

3T TFH & ’AF Cells & 37T A el & AT 379 AAIS G Delete key FT 3TI{T F Tehol
£ Backspace key Ush THT H shad Udh dol Hl geldT & |

ol &1 f3elic @ & (How to Delete Cells)

el & e @l gelel AN A F gelel & dig T Agedqul e g1 IR 319 Q@ del & gerd g,
ar g@eh i T Cell ger & Sueh 3R gerw 1w Ao & gfasaiiad & el

o 3T AT F T FY oI 3T gl TEd Bl

A B C
1| o)
2 |First Name Middle Mame Last Name
3 |Heidi Joy Lee
4 |Josie Marie Gates
5 'Wendy Anne Crocker
& | Loretta Susan Johnson

e & W Home tab & Delete command &1 TJsT |



[ ) —3| A S -
EEED Ex g E,—tutn L %Y

] Fill -
Inzert Delete”Format Sort &
- v - € Clear~ Filter ~
Cells Editing

Delete Cells

Delete cells, rows, columns, or
0 sheets from your workbook,

FYL: To delete multiple rows or
columns at a time, select multiple
rows ar calumns in the sheet, and
click Delete,

o o & S Cell gear ST

A B C
1 |First Name Middle Name Last Name
2 |Heidi loy Lee
3 |Josie Marie Gates
4 |'Wendy Anne Crocker
5 |Loretta Susan Johnson

¥l & Hee H Hiar 3R e FF F (How to Copy and Paste Cell Content)

TFAS 3T 3T Eisee F ggel § g9l Y I Hee H YAl S R 38 Hée H 3T
Cells & Paste %= &I AT o T €, ST 3M9h! FHY 3R 9ISt s Fehell &

o 3 U & TIA HY o 3T Copy FT AR &l
D E
Friday, March 01, 2013 Friday, March 08, 2013

X I
| ]

o Home Tab =X Rud Copy command T &Fes &, AT 39a _Has )X Ctrl + C garg|
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FILE HOME IMSERT PAGE LAYOUT

e
B b Cut Calibri -lu
. ER Cup%*
aste S
- ¥ Format Painter B 1 U =
Clipboard T Font
D2 Copy (Ctrl+C) !

Put a copy of the selection on the
Clipboard so you can paste it

— somewhere else, —
1 |Fir

o 3 A & TUT Y SI@T 1T shee Paste HT aAigd g1 Frdt &Y 718 Cells F 319 3d% IRT 3T T dashed

drerd fe@rs gam|
D | E .
Friday, March 01, 2013 Friday, March 08, 2013
» 3 ]

Copied cell

destination

e 3T$ s Home Tab X Paste command ® f&Fa& &Y a7 39et deis 9 Ctrl + V garv|
HOME = INSERT  PAGE LAYOUT

bl
db Cut Calibri -l
I3 Co -

Paste w T S O

. Format Painter = -

Clipboard Fa Faont
Paste [(Ctrl+V)
§ 2

Add content on the Clipboard to
your document,

1 FirstName LastName Email

o @ee TIfAT Cells & paste g Saam|
D | E

Friday, March 01, 2013 Friday, March 08, 2013
""""""" = |
| |

1X 1%




[T Hce & Fe IR ¥ FF FL (How to Cut and Paste Cell Content)

3T Copy 3R Paste ®ta & faudld, fhell Cell & ce &I cut I paste F Tdhd & | 3T Cellsh
I e P TAHAART H Thd &l

o 39 A FT IS A o8 39 Cut T I8 &l

D E
Friday, March 01, 2013 Friday, March 08, 2013
X X
X
X
X e |

e Home Tab 9T Cut FATE W Faed HY IT 39« g W Ctrl + X 17|

FILE HOME IMSERT PAGE LAYOUT
e
i £ m% Calibri -|n
p E‘@ |.:|:|F|'_|'|' -
aste o
- ¥ Format Painter I u e
Clipboard P Font
E2 Cut (Ctrl+X) .

Remove the selection and put it on
the Clipboard so you can paste it

— somewhere else, —
1 |Fir!

o 3 Cells & TaeT Y T8 3T Hee Paste a=Tm agd &1 Cut Cells & 319 3% IRT 31X T dashed steg
fe@rs am|
D E

Friday, March 01, 2013 Friday, March 08, 2013
X

destination Cut Cells

e 3% d1¢ Home Tab 9X Paste #AE W Faoleh Y AT 3o Hrais o Ctrl + V gard|
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FILE HOME IMSERT PAGE LAYOUT

ale, Y
Jo Cut Calibri -lu
) Copy -
Paste - | B oL
- ¥ Format Painter B I U -
Clipboard Fa Faont
Paste (Ctrl+V) £

Add content on the Clipboard to
your document,

1 |FirstName  LastName Email

o Cutaic Ao Cells & ger f&ar smdem 3R =wafea Cells # Paste g1 Srwa|
(D] E
Friday, March 01, 2013 Friday, March 08, 2013
X X

X
X
X

How to Access more Paste options

39 additional paste options @& # 9gd Fehd &, ST formulas AT formatting arel’ Cells & AT
HH Fd TAY AT &9 § Fiaureleis g ¢ |

317 Paste fahed d& Tgaet & far, Paste #HE W UT 3M9-3134 dR W Felsp Y
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FILE HOME IMSERT PAGE LAYOL

Calibri -

Paste ] Faont

Dﬁ‘%ﬁ%‘ £

£ F

L W gE Keep Source Formatting (K)
Paste Values
oy :-4
123 "123 123
Other Paste Options
s s il s

ﬁ“m@aﬁ'—‘l

Paste Special...

ReeT @ FATEs I & T, AT se-[Foleh I HAS A Seal  THIT N THhd &l 59 39
el &1 T Y T 39 Format AT amed &, R ABH W Tge-Fera w1 T 3M9-813 A
femrs 2o, S1gT 3 Rest W feud +8 w3 &

D E F
Friday, March 01, 2017
Calibi ~|11 ~| A" a7 § =~ 9 » =

(B I =0 A E-R8 Y

Ee Copy
y Paste Options:

o, e
ey
F i

Paste Special...
Insert...

Delete...

oM M M M M M M M |H H H X

Clear Contents

How to Drag and Drop Cells

Cut, Copy IT Paste & &1, 3T AU shec I TUGIART el & foIv Cells &I drag 3iR drop
A A TR Bl
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o 3H A F ITT H ST 3T move AT I8 ¢l
o HABH & TAd Aol & border W AR S1d o foh HE Fhe AR F IR ART & AY Teh dlel i &
gfafdd & g sv|
F G

Friday, March 1, 2013 Friday, March 8, 2013
X

X

o gifdd T W Cells & Faes &, gav 3R diT|
F G
Friday, March 1, 2013 Friday, March 8, 2013

S S

o ABH A B3 &, 3N wafAT T F Cells & dropped &% f&m rwam|
F G
Friday, March 1, 2013 Friday, March 8, 2013

O OH|H XK |H X
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