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UH U Tdd 2013 H AT & AU HIH HaAT

UA o e 2013 H A & A FH1H FHEAT
(Working with Cell in MS Excel 2013)

I 3T TFdT H H1H FT g & al 3T [T 39 AT T YA FHT93dT & FAeh fndr oy
STeT & §cX Pl & [T Tl I TAWET TRAT ST 8] Excel § 3T T 07T, fagevor iR cgafeaa
el & [T IR AT & TR F FO & AGH gl STl 8-

e (Cell)

U 3R FriadT & Aol T T FoIdr gl Th gohdic H 1,048,576%16,384 cells g §1 Tel & 3TET &l
for@r Srar &1 Ucde AT T Uk address 81T &1 S Tl TSH &gl ST g1 I§ TsH oo 3R
& AH I A 91 8T g1 S AL, B10 37| & AT Ugd fAce 397 U3d deld gl 39 & a1
ar o 31 AT F YT H AT fhAr ST TAhaT § 3R AT A FEARET 7 FT o fRar S Fqehar
gl U AT H 255 378N o ST Thd &1 Ueh ahdiec & 1,048,576 U 3R 16,384 T gl g1 T T
ST Number & TEdT &1 3R FISTH FT AT alphabet H I{aT &1 TH el JoT &I TEAT fae=t gielr
€11,048,576*16,384 Teh dehdeh # 255 aehdlic Bl g1 SHH ST BlSel Selci g | JHeT extension ATH .xlsx
gicr &

Tl gohelic §oIRI IR g O deil 8ldr g, folee Cell 8T SA@T gl T Row 3R Column &
fAcreY o= g1 &1 Columns &I H&RT (A, B, C) GaRT Ygdlell STl &, STdieh Rows I HEIT3T (1, 2, 3)
GaRT YgdTAT SATdT g
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Il T Fl YT ATH AT T IdT- 394 Column 31 Row TR 3menRa &ar §1 3T 3eT8oT H,
TIfAT AT Column C 31X Row 5 W &, 38T AT FT IaT C581 VT U3H o7 ST & fe@rs &ar
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Y Th & FAT A &S Aol & TTA FX Thd ol Cells T Teh FHg Aol LT (Cell range) & §F & A1 ST g1 Teh
JoT I (Cell address) & &I, 39 Tl T (Cell range) & uger 3R 3fae Cells & Tel g (Cell address) T 3TNAT
Fh T ol o (Cell range) FT 3eol@ X Tohd g, ST Fleled GART 379l fhaT ST 1 3a1830T & fav, Cell AL, A2, A3,
A4, 31 AS @I AL: A5 & &9 # far@r e
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gfe 3mgdT Tsefe # Column 37&8RT & Tl TEATIT & 1Y ofdol fhU T §, dr 39 Excel &
forT f3wiee reference style & Seodel &I TATHAT Bl |

dor & ffelae F¥ FY (How to Select a Cell)
dol H STeT H input IT edit AT & ToIT, ITIRT TaH Tgol Jol I Helde AT gl
o I FI Relae A & T, I W Faaw |

o TIAT AT & TRT 3R TH border fg@s afr, 31X Column heading 3iR Row heading & ggarse fhar suem|
A a9 deh TATIT I I doh o 3T gohelic & [FEY 3T cell R [Fae a HYI

3T 39T HIES 9T Arrow keys T 39ITT Hich 3T Tod T TIA H Tohd &l

T 3o F1 Ha Rede ¥ (How to Select a Sell Range)

hafl-shefl 3MTeRT Cells T Teh 98T HHE AT Aol {1 I TdeleFe e I Ml gl g

o JUABH F Forh Y I AZH H ga1¢ gU GGl dh U SAgl doh T Cells T Relere A =ead § 309

O & A3 H DI Cells gTSASE glet A3 |
o I do 3T gheMe H frdY 3T cell R fFae A8 e & a9 da& Cell highlight T&3fr|
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Cell Content

Tse H 319 aRT gl T SATe dTell Hig T AHARRT o H FId I Seafl| g dT H
Text, Formatting, Functions 3R Formula @fgd Affee R &1 Fce enter F Tohd gl




o Text

Cells H eae, S 37eRT, g3t 3R A g godr &

A B C

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

3 |5/7/2013 78 0.78

4 |5/8/2013 112 0.86

5 |5/9/2013 54 0.28

6 |5/10/2013 99 0.49

7 |5/11/2013 189 0.65

8 [5/12/2013 120 0.57

9

e Formatting attributes

Cells & Formatting attributes @7 Al fhaT ST FahaT § S 318RT, I&An3it 3R fafdat & geiia
A & dld F dead &1 30T & I, wfderd 0.15 37 15% & §9 & WS & ohd &1 39 T
VT HT IHA3S T 8 deoT TAhd Bl

- - Percentage of Total

1 .

2 Monday, May 06, 2013 $ 65.00 71%
3 Tuesday, May 07, 2013 3 73.00 78%
4 | Wednesday, May 08, 2013 $112.00 86%
5 Thursday, May 09, 2013 3 54.00 28%
4] Friday, May 10, 2013 S 99.00 49%
7 Saturday, May 11, 2013 5 189.00 65%
] Sunday, May 12, 2013 5 120.00 57%,
2]

e Formulas and functions

Cells & Formulas and functions @1 &l fham ST Gehar § ST AT AT T IO FRa &1 §AR
3CTI0T #, SUM (B2 : B8) T I5T B2 : B8 # Ul Aol &1 AT siisdr ¢ 31X total e B9 H weikia
AT ¢



B9 v £ | =sum(s2:B8)

A B C
Date Sales Percentage of Total
1
20 Monday, May 06,2013 $ | 600 1%
3 Tuesday, May 07, 2013 $ 78.00 78%
4 | Wednesday, May 08,2013 5 11200 86%
5 Thursday, May 09, 2013 5 54.00 28%
R Friday, May10,2013 §  9%.00 49%
7 Saturday, May 11, 2013 5 139.00 65%
O Sunday, May 12, 2013 _$ iw00 57%
9 ] Weekly Sales 5 717.00 )
37T F 3=d¢ Hd Y (How to Insert Data)
o 38 Yo & AT Th AT W fFersh A
A | B C
1l
2
o TAAT AT A 31er BT &Y, Y 39 HIaE T U gard| 31er Aol 3N Formula bar & E@rS am| 39 wieen
IR # 31eT & input 3R edit 8 X T B
Al | o Je First
A B F
1 |First |
2
3
a Content appears in
5 cell and formula bar
&
7
der & 3rer & f3elic FF &Y (How to Delete Cell Data)
e 3T 3ET & TIY T & IIT Y oIF 3T ger=T I8d &l
A . B . C
1
2 |First Mame Middle Name Last Name
3 ]Heidi |Lauren gE .II_EE
4 losie Marie Gates
5 |'Wendy Anne Crocker
& |Loretta Susan Johnson

e 31UsY FIEIS UT Delete AT Backspace key GaTT| Tl &7 3T &€ S|



1

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

4 |Josie Marie Gates

5 'Wendy Anne Crocker

o

Loretta Susan Johnson

39 Tk & fF Cells T 31T T gl & T 37Yad SIEIS 9T Delete key T 39T F Thd 6|
Backspace key Teh THT H hdol Teh Hol &l geldT g

JeT AT Belic HA Y (How to Delete Cells)

ol & e & gl AR Vel & gl & oI Ueh Hgedqol Al g1 I 3T R Aol A1 gerd &, al
g% o I Cell geT &F UM 3R gerw 30 AT Hl gfaeaiiia & g3l

o 3H U & TIA FY oIy 3T gl aiga &

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

e & 9T Home tab & Delete command &T IIT HY|

[ ) | A S -
EEED E}c‘ g 2 AutoSum %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 &/ & TS Cell 9T ST



A B C

1 |First Name Middle Name Last Name
2 |Heidi loy Lee

3 |losie Marie Gates

4 |'Wendy Anne Crocker

5 |Loretta Susan Johnson

del & shee @l Hrar 3R 9¥¢ HT HY (How to Copy and Paste Cell Content)

Tl 3R 30 Biselie & ggad @ gof 1 715 e A TAfafy a0 3R 38 He H 317
Cells # Paste sh¥el &1 eTATT #f1 2T &, ST M9l A 3R T2 kil =T Hehll §

o 3T A FT IIUT F Y 3T Copy FT IAEA &

D E
Friday, March 01, 2013 Friday, March 08, 2013
x 1

e Home Tab W f&d Copy command WX f&Fees &Y, AT 3197 HI&ls 9T Ctrl + C SaT0|

FILE HOME IMSERT PAGE LAYOUT

aley W
o Cut Calibri -ln
- R CDP‘%'
aste R s
- ¥ Formit Painter B 1 U -
Clipboard P Font

Copy (Ctrl+C)

D2 X
Put a copy of the selection on the
Clipboard so you can paste it

— somewhere else,

1 Fir

o 3 Tl & TUT Y T&T 3T Hec Paste HIAT AR &l PIAT ST IS Cells H 3T 3T ART
3R U dashed dferq G@S 3|



D E
Friday, March 01, 2013 Friday, March 08, 2013

?{:-I

e destination

o 3% §1¢ Home Tab T Paste command X fFeleh &Y AT 379a0 s W Ctrl + V o0

FILE HOME IMSERT PAGE LAYOUT

s
ET}E}E o Calibri -l
B Copy ~
Paste e
- ~' Format Painter I u e
Clipboard I Font
Paste (Ctrl+V)

Add content on the Clipboard to
your document.

1 |FirstName  LastName Email

o e TIfAA Cells F paste g SATTIT|

D i E
F_ri_d_a!,_l"u_"lg r_cﬂ 01, 2013 Friday, March 08, 2013
N I |

del hee @l Hhe IR T HF A (How to Cut and Paste Cell Content)

319 Copy 3R Paste #at & faqdId, fRaY Cell & Fide FI cut FTd paste X Tehd 8] 3T Cells & drar
T Dl TUEAART FT Thd gl

o 3T AT H TS A [T 3T Cut FHAT I8 &l



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

X
X
X

or

e Home Tab W Cut FATE W Fdsh HT AT 39 HAIE 9T Ctrl + X ST

FILE HOME IMSERT PAGE LAYOUT
e
B &b C”t% Calibri -|11
- ER Copy -
aste R
- ~ Farmat Painter I u =
Clipboard ] Font
Fa Cut (Ctrl+X) .

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

— somewhere else, —
1 |Fir

o 3T Cells T TTT Y g7 T shee Paste ST 8T &1 Cut Cells H 31T 39 IRT 3T Tah
dashed ST @S &arm|

D _ E

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

destination Cut Cells

e 3T% §C Home Tab WX Paste HHTS T Feleh &Y AT 3797 dhI&ls W Ctrl + V 17|



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 Cut®héc el Cellsd ger feam STRET 3R =TT Cells 7 Paste g1 Swam|

(D] E
Friday, March 01, 2013 Friday, March 08, 2013
X X

X
X
X

How to Access more Paste options

3719 additional paste options den §i1 qu Hohd g, ST formulas TT formatting aTel’ Cells & AT &1 A
AT a9y §9 @ glaurseis gid g

31T Paste fashedl T 9go= & AT, Paste FaTs X Eurd 319-3131 dR T el &I
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FILE HOME IMSERT PAGE LAYOL

Calibri -

Paste ] Faont

Dﬁ‘%ﬁ%‘ £

£ F

£ N
s L LER Keep Source Formatting (K)
Paste Values
e il
123 "123 123
Other Paste Options

? il = il
] s,
s loo Ll Gl'?l

Paste Special...

R @ AT oo & oI, T Tge-Felh I HATS H Slodl A THAH I Thd ¢ a0 38
ol 1 Tl A T 3T Format T A6 &, Y ABH I Tse-[Feleh | Teh 319813 Ao
femrs 2o, et 3yl Rea W &ad #3 Fais A

D E F

Friday, March 01, 2017
Calibi |11 - A" & % - 9 o

E® Copy
y Paste Options:

il il
|
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Paste Special...
Insert...

Delete...

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

Clear Contents
How to Drag and Drop Cells

Cut, Copy T Paste & Sl 3T Uil e ! TARTART el & ToIlT Cells T drag 33X drop 8fF &
'Hhd gl

o 3H A F IUT F TSH 3T move FAT AT ¢l
11



o HBH & YT Aol & border W AR Sid b foh HEX The AR & TR ART & HY Teh Hrel i A
gRafdd g S|

F G
Friday, March 1, 2013 Friday, March 8, 2013
X

X
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x %

o TIfdT TUT W Cells A Faash FY, garv 3R i

F G
Friday, March 1, 2013 Friday, March 8, 2013

S S

e HABH F B ¢, IR TIAT TUT H Cells ' dropped X feam Smwam|

F G
Friday, March 1, 2013 Friday, March 8, 2013

O OH | H XK |H X
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