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M5 Excel is a software M5 Excel files are They have
program developed called workbooks extensions such as new workbook can
.xls or .xlsx be created from a
blank workbook or
a template

by Microsoft
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M Click the Start button Min
"] ]

M 4

Click Microsoft Excel 2007

| Microsoft Excel is Launched |
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The Run command opens. Type Excel and click OK.

Microsoft Excel application is launched.

Method-2:

Microsoft Excel
application is launched

Click on the Search Bar | | Type Excel | Select the program
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Expense statement - Excel A\ Lakshmikundu (k. @) @2 - @ x
@ Home
Ly 3 c =
N New 1
2
2 Open 3
4
5
Info 6
7
Save Blank workbook
Save As
Search for online templates pel ‘

Suggested searches: Business Personal Planners and Trackers Lists Budgets Charts Calendars

Create a

Take a tour Drop-down list
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““Class Report !

| |
The Gingerbread House Preschool ' ° ) )

11 * K *)
f ) :
Student Nome: —— level and Section: — 0 ™4 *|
SchoolYear: — Teacher'sMame: — ¥ . !
!

We're Lear Class Grade | Things o | < ts,
je're: Learning lass Grade | Things to Imprave | Comment o + & n
spelling + ABCs

o
Reading + Writing

o $
Counting + Numbers

Drawing + Coloring

Playing + Sharing

Talking + Listening

Politeness + Manners

Readiness + Punctuality

Our Grading System
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PreschosiTarm 1

Sreschoai Trm 1
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Account

Options

Open

(L) Recent Workbooks
@ OneDrive - Personal
L3 computer

o= AddaPlace

Book! - Excel (Product Activation Failed)

Recent Workbooks

MS Excel - 4MAT

Documents » CNK » CNK 2021 » Feb 16 2021 » M6

MS Excel - 4MAT (2)

Documents » CNK » CNK 2021 » Feb 16 2021 » M6 » $Bs
MS Excel - 4MAT (2)

C:» Users » Dell » Downloads.

DOS_Linux - 4AMAT

C:» Users » Dell » Downloads

Seasonal photo calendarl
Desktop

MS Excel - 4MAT (1)

> Users » Dell » Downioads

DOS_Linux - AMAT

Documents » CNK » CNK 2021 » Feb 16 2021 » e earning » M
COPA Valma Deliverables

Documents » CNK » CNK 2021 » Feb 16,2021

MS Excel - AMAT

> Users » Dell» Dowloads

DOS_Linux - 4AMAT

Documents » CNK » CNK 2021 »Feb 16 2021 » eLearning » Mé » Mé
DOS_Linux - AMAT- topic 2

Documents » CNK » CNK 2021 » Feb 16 2021 » eLarring » Mé » Mé-Topic? - rasheel
Copy of MS Excel - AMAT

C:» Users » Dell » Downloads.
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Sample C5V file content

Structure of .csv file
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Method - 1

Press Ctrl key + F

Method - 2

v iR

Sort & | Find 8
Filter - [Select =

dit $§
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Find...
Replace...

To...

([}
o

Go To Special...
Formylas

Comments
Conditional Formatting
Copstants

Data Validation

Select Objects

Selection Pane...
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Find and Replace
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Type the text or numbers you

Display the format you hawve
O5Ef.

Choose the format from the drop-
dowmn options.

Choose te find within the
sheati¥orkbook.

Choose to search by Within:  Sheet I"’
Rows/Columns. = ——
: |
- Search: _& Rows e
|

L Lookin:  Formulas

[ ] Match case

Lists every oocumence

of the criteria searched.

giHnFurmatSﬁ! |

Check to Match the case.

Check to Match entire cell

Highlights each
ent where the text
is found.

Format.. =

Eormat...

Cheose Format From Cell..,
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