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Kumar is assigned a task to combine all What will Kumar do?, He will have to
the data placed month wise into a single copy the data from several worksheets
work sheet. to a single one.

Let see how will Kumar perform this task.
Copy and paste is one of
the most performed
actions in excel.
EE——————
O
L}
We use copy and paste —
to use the same data in —
multiple places in the —
computer.
Used in excel and also COpy & Paste

in other places like word,
power point, notepad etc.
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Select the data you want to copy.

Right click the mouse, you will get
the options to copy and paste.

Select copy, the data will be copied.
Select the place you would like to
past the data.

Right click the mouse and select
paste option.

The data will get pasted.
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Alignment Shortcut keys
Top Alt+ Hthen A+T
alignment

Middle Alt+ HthenA+ M
alignment

Bottom Alt+ HthenA+B
alignment

Left Alt +H then A + L
alignment

Center Alt+ HthenA+C
alignment

Right Alt+ HthenA+R
alignment
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