
4- Applying Borders Cells : KWkardak;s‘¿uelI Cells.
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5- Filling a Cell With a Pattern or Color : KWkar
pat;BN’elI Cells.
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V. Inserting Delete Cells, Renaming Worksheet
1- Inserting Cells : KWkarbegáIt Cells, Rows, Column 

bEnßm KWRtUv Select cells ehIycuc Insert eRCIserIs Cells

- Shift cells right : sMrab;begáIt Cells eTAxagsþaMmYy
Cell b¤eRcIn Cell.

- Shift cells down : sMrab;begáIt Cells eTAxageRkammYy
Cell b¤eRcIn Cell.

- Entire row : sMrab;begáItCYredk.
- Entire column : sMrab;begáItCYrQr.
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2- Delete Cells : sMrab;lub Cells, Rows, Column KWRtUv
Select cells ehIycuc Edit Menu eRCIserIs Delete

- Shift cells left : sMrab;lub Cells BIsþaMeTAeqVgmYy Cell 

b¤eRcIn Cell.

- Shift cells up : sMrab;lub Cells BIeRkameTAelImYy Cell 

b¤eRcIn Cell.

- Entire row : sMrab;lubCYredk.

- Entire column : sMrab;lubCYrQr.
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3- Inserting Delete and Renaming Worksheet ³

- Inserting New Worksheets : eRbIsMrab;begáIt
Worksheet fµI KWRtUvcucelI Insert Menu eRCIserIs Worksheet

- Deleting Worksheets : eRbIsMrab;lub Worksheet

ecalvij KWRtUvcucelI Edit Menu eRCIserIs Delete sheet

- Renaming Worksheets : KWCakardUreQµaH
Worksheet or RtUvcucxagsþaMelI sheet NamYyEdlcg;bþÚreQµaH
ehIyeRCIserIsBakü Rename ehIysresreQµaHEdlcg;dUr
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VI. Creating Page Setup with File Menu :

1. Setting the Page Options : karkMnt;RbePTRkdas; KWRtUv
cuc File Menu ehIyeRCIserIs Page Setup...

- Portrait : sMrab;kMnt;Rkdas;bBaÄr

- Landscape : sMrab;kMnt;Rkdas;edk

- Paper Size : sMrab;eRCIserIsRbePTRkdas
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2. Setting the Margins : karkMnt;CayRkdas;

- Top : sMrab;kMnt;CayRkdas;EpñkxagelI

- Bottom : sMrab;kMnt;CayRkdas;EpñkxageRkam

- Left : sMrab;kMnt;CayRkdas;EpñkxageqVg

- Right : sMrab;kMnt;CayRkdas;EpñkxagsþaM

- Header : sMrab;kMnt;Cayrbs; Header 

- Footer : sMrab;kMnt;Cayrbs; Footer 
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