4- Applying Borders Cells : &mihadus Cells 4

Murnber I Alignment I Fonk Border | Patkerns I Prokection I

FPresets —Line
aensuns - Stvle:
: am : .- E : NI:II'IE-' -----
HDHE QLIHII‘IE-' lns"je ................ —_—_—
Border —_—-
- Texk Texk __j::
S Texk Texk
b Calor:
___________ Automatic |
| i

The selected border stvle can be applied by clicking the presets, prewview
diagram or the butkons above,

Ik, I Cancel
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5- Filling a Cell With a Pattern or Color : &ms

’ a =\
mananiew Cells « 21
Mumber I Alignment I Font | Border  Patterns | Proteckion I
i_ell shading

Colar:

| Mo Color |
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seti: s

]y | Cancel
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V. Inserting Delete Cells, Renaming Worksheet

1- Inserting Cells : smiuifis Cells, Rows, Column
uigy #{gd Select cells iiwss Insert ifwii Cells

- Shift cells right : &intuifin Cells igiewanye
Cell yijus Cell 4

- Shift cells down : winduifis Cells igiens{muyen
Cell yifus Cell 4

- Entire row : sinduilisgingn

- Entire column : einduiisgings 4
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Inserk

(™ shift cells down

(" Entire Fio
" Entire colurnn

‘ Ik I Cancel ‘
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2- Delete Cells : &inty Cells, Rows, Column s

Select cells sinwws Edit Menu s{fisiies Delete

- Shift cells left : wintwu Cells namighigusw Cell

yifns Cell 4

- Shift cells up : windwu Cells tigmusiginssu Cell

yifus Cell 4
- Entire row : aintauRingn |

- Entire column : &intasugingi 4
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Deleke

(" shift cells up

(" Entire Fio
" Entire colurnn

‘ Ik I Cancel ‘

Prepared by: Keo Mithona, Prok Veasna Build Bright University



3- Inserting Delete and Renaming Worksheet :

- Inserting New Worksheets : sjiieintuilis

Worksheet § &ijsifasiu Insert Menu iifiasizes Worksheet

- Deleting Worksheets : ijpaindmu Worksheet
sl Bpiusi Eit Menu iRt Delete sheet

- Renaming  Worksheets :  &mmignams
Worksheet or missenianin sheet amyigushiynams
inwi{hisiiasmi] Rename sinweasniaamsigusigs
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V1. Creating Page Setup with File Menu

1. Setting the Page Options : mifsdmag{ithe &

s File Menu ithaniRiuiies Page Setup...
- Portrait : sintrss{fthaumi
- Landscape : aintifiss{rthaiisn

- Paper Size : einti{Rasiiauingnheg
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2. Setting the Margins . mifsatht{rtha
- Top : entAsAthu Rt R
- Bottom : ainidsfth{rthaigrensimy
- Left : eindfsfthuijnthaiinremiiss
- Right : eintifsfitheurrthaignesa
- Header : sintfssthuiues Header

- Footer : ainufgathusiue Footer
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Page Setup

Page i Margins

IHeader,l'Fcu:uI:er I Sheek I

e .3

Prinkt...

Print Prewview

Dpkions. ..

Top: Header:
= ]
I1 == ID'5 ==
Left: Righk:
075 = 075 =
EBokttom: Fooker:
= ]
I1 == ID'5 ==
—enker on page
I Horizontally [ “ertically

| ] 4 I Zancel
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