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Shortcut

Ctrl + A

Shift + Spacebar

¢ entire column [Ctrl + Spacebar

“Hold Shift + with Left, Right, Up, Down Arrow Key
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Ctrl + Space

Shift + Space

Ctrl +Z

e - ¥

“Equals sign {eg. =SUM(A1+A2)}
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shortcut Key
Ctrl + B
, “Ctrl +1
> toggle for selectionl trl + U

| ugh for selection ”Ctrl +5
|ctrl + shift + F

nge the font size “Ctrl + Shift + P
”Ctrl + Shift + 7
Ctrl + Shift + Underline

It + Enter
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Turn off Data Labels for

selection

Center ;
Disptay Data Labels and position
centered on the data pointis)

Inside End :
Display Data Labels and position
inside the end of data point{s)

Inside Base

~ 180000 1‘50000 1 ‘_J Display Data Labels and pasition :
Chart Title | - | Jo s

More Data Label Options...
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PHYSICS Total GPA T. Grade
Grade Marks GPA  Grade

50 1B 1871
B 8 i ABN75

AA %0
‘A 0
‘A
S5 A
A
CASA
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ELECTRICITY BILL

Electricity Bill Amount
=IF(_B3<=75,BS*3.33,IF(
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To Create A Wage Sheet (W@%MWT)
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To Create A Sales Rapozt (ﬁwﬁmﬂdwp:
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1-No|Code No|Name of Item Quantlty Unn Price Totzl Price| Commission Pcymulll"ld
001 [MB-501 Rice 8 220 0|
2 |1 Tea 5 56 500]
003 |MB-503 Sugar 7 850 0|
004 |MB-504 Soap 3 105
)5 | MB-505 Fish 15 85
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