


Microsoft Excel 2002

I. Stating Excel
- Start
- Program
- Ms. Excel

II. Closing Excel
- Click Menu File
- Click Exit
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III. karbgðajGMBI Logo Windows

Work Space

Fill Handle

Active Cell Current Cell Address
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IV. Setting Format Cell
1- Number Format

- Number : KWCakMnt;ek,óscugeRkayelx/ karkat;xÞg;elx.

- Currency = Accounting : KWCadak;rUbiyb½NÑepSg²
nigkMNt;ek,óscugeRkayelx.

- Date : sMrab;kMNt;BIRbePTénéf¶ Ex.

- Time : sMrab;kMNt;BIRbePTénem:ag.
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- Percentage : sMrab;kMNt;PaKry. 

- Fraction : sMrab;kMNt;tMélelxeGaysMNl;sl;CaRbPaK.

- Text : sMrab;kMNt;CaGtßbTFmµta.

- Special : kardak; Phone Number and Social 

Security Number.

- Custom : #,##0.00.
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2- Aligning Entries in Their Cell
KWCakarkMNt;TisedA b¤tMrwmGkSreTAtamRbePTepSg.

Horizontal
- Left Indent : sMrab;kMNt;karsresrTinñn½ydkXøaeGaycUl 

xageqVg.
- Center Or Center Across Selection : sMrab;kMNt; 

karsresreGayTinñn½yenAkNþal Cell.
- Right : kMNt;karsresreGayTinñn½yenAtMrwmxagsþaM.
- Fill : dak;Tinñn½ydUc²KñaeGayenAkñúg Cell.
- Justify : sMrab;sresrtMrwmsgxag.
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Vertical

- Top : sMrab;kMNt;Tinñn½yeGaysßitenAEpñkxagelI Cell

- Center : sMrab;kMNt;eGayTinñn½ysßitenAkNþal Cell

- Bottom : sMrab;kMNt;Tinñn½yeGaysßitenAEpñkxageRkay Cell

Wrap Tex : sMrab;kMNt;GkSrmineGayqøg Cell epSgeTot

Shrint to Fit : KWCakarbRgYmGkSreGaysßitenA Cell EtmYy

Merge Cells : KWCakarkat; Cells CaeRcIneGaycUlkñúg
Cell EtmYy
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3- Applying Fonts : sMrab;dUrRbePTGkSr TMhMGkSr.
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