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Microsoft Excel 2002

|. Stating Excel
- Start
- Program
- Ms. Excel

I1. Closing Excel
- Click Menu File
- Click Exit
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V. Setting Format Cell
1- Number Format

- Number : sthissiniiausdiimeaniine, mimsedine 9
1] 10T s

- Currency = Accounting : #mfiwianigue

suRRNE] g MwIse 1
- Date : aingfnnstjuisgisis is

- Time : ainoAansd{iAg s |
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- Percentage : asnufnngdmeies 9
- Fraction : aingdanssinsaeimmaianaiaait{ums 4
- Text : nURANFHHETSEYE

- Special : mithd Phone Number and Social
Security Number

- Custom : #,##0.00 4
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?Numherﬁl Aligrirnent I Forik I Border I Patterns I F‘ru:utectinnl

iCakegory: amnple

‘General ...|

CUrrency Decirnal places: |2 i
Accounting

Date

Tirne Iv Use 1000 Separator ()
Percentage — bers:

Frachion Megative numbers:

Scientific

Texk 1,234.10

Special (1,234.10)

Custom = it z34.10) =l

Mumber is used for general display of numbers, Currency and Accounking
affer specialized Formatting For monetary waloe,

| K, I Zancel
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2- Aligning Entries in Their Cell
AtMIRANEGaIE YR BHAIGIMBINAGIRH
% Horizontal

- Left Indent : aindfansmiaiiasiGgawRRUNIMLUEL
ST |

-Center Or Center Across Selection : wngfnns
masanrtnuggswisinames Cell

-Right : fnndimimsnanmmsgannsifiveia |

J

-Fill : siggsmwsomimuiising Cell

v

-Justify : aindmnaifivaiens
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s Vertical

- Top : aintfnnsisgamimmasnisiigroun Cell

- Center : sintfnansimewsgsuasisinanmes Cell

?

- Bottom : aintdanisgamimmasisiinnewiymes Cell
& Wrap Tex : aingrinnsanpgsimemsi Cell igpsngis
L Shrint to Fit : fthmiumssmnnmugsist Cell ingns

L Merge Cells : &hmims Cells thifEsimnusgis

Cell inyw
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Texk alignment —rientation
Horizonkal: ..
izeneral 1 Indent: ; * .
Yertical: o =
= = Textk —#
Bokbom - x .
| A _
I~ Justify distributed _*
Text conkrol *+ -
I Wrap fext
[ Shrink ko Fit U = Dedgrees
[ Merge cells
Right-to-left

Text direction:

ICDnI:E:-:I: *

| 2K, I Cancel
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3- Applying Fonts : eindgi{uiagnm) suIHRj

Format Cells

Murnber I Alignmment ;| Font | Border | Patterns I Protection I
Fonk: Fonk skyle: Size:
I.ﬁ.rial IReguIar I 10
El antique Clive Cu:nmpan:t:l g -
Bl antique Clive Roman —_ |Italic 9

Eiold

Eodttalic <] [11 7]
Underline: iZolar:
Mone - Automatic j Iv Mormal Font
—Effects —Preview

2l x|

[ strikethrough
I Superscripk
[~ Subscript

AabBbCchyiz

This is a TrueType font, The same Font will be used on bokh wour prinker
and your screen,

K, I Cancel
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