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“Success is the sum of *_,
all efforts, repeated

day in and day out”.
— Robert Collier
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Settings

Print Active Sheets

Print Active Sheets
Only print the active sheets

Print Entire Workbook

Print the entire workbook

Print Selection

Only print the current selection

lgnore Print Area




ELHI POLICE 2025

% DELHI POLICE 2025 oyopl— 2=y GOVPUTER

Print Active Sheets- To print the currently selected worksheet

% frerare ardhvite 1 e et o forg IR

Print Entire Workbooq To print all the worksheets in the workbook

e i vt oft ahwte & et fite et 3 fore ISR
(| Print Selec@To print only the selected portion of a worksheet

fareft vt i firds firerae far gu vl wt fire et 3 forg

Print Selection

Only print the current selection
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No Scaling

-
Print sheets at their actual size

: @ n

Print sheets at their actual size
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No Scaling — Print Sheets at their actual size |[IEIEEE R

Print sheets at their actual size
II2T Shi 37k ATEA T ATHR H {82

100
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Fit Sheet on One Page — Shrmk the printout so that it fits on one page

fiicaAT3E i [t atieh 9% Uk 98 W e 21 91e

Fit Sheet on One Page
Shrink the printout sc that it fits
on cne page
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Flt All Column on One Page Shrink the printout so that it is one page

mfﬁzmaﬁﬁaﬁ%mﬁag@ﬁaﬁyg‘rm

Fit All Columns on One Page
_)m(_ g
-
T

Shrink the printout sc that it Is
one page wide
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Flt All Rows on One Page —{Shrink the Printout so that it is one page high

ﬁzmaﬁ%ﬁ%aﬁﬁ@ﬁamam

3o Fit All Rows on One Page
[ L][__ Shrink the printout sc that it s
b cne page high
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Menu 3T9= AT %| When Excel is opened, Home Menu opens by default.
) H ©- - s
File m Insert Page Layout Formulas Data Review View C

e

E X Lut
| ER Copy ~
Paste <

Clipboard

0 GET GENUINE OFFICE Your license 1sn't genuine. and yvou may be a victim of software count
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| Orientation

M.S. Excel & 2 WehT & ATUZI 2 3|

1. POl‘trait ' 2. Landscape ® Landscape} |
| . ‘ "
Portrait L_UJY| )

U

M.S. Excel ¥ fe®Tee ®9 & AU &1 &9 - Portrait

Format of orientation by default in M.S.Excel— Portrait
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Minimum Default Maximum

Zoom In M.S. Excel — { 10%) 100% ! 400% ’
o =

For Zoom In — Ctrl + Scrollwheel(Scroll button in mouse) Up
= -—____-_'ﬁ—-_

CONSTABLE JHCM JAWO/TPO

For Zoom Out) Ctrl + Scrollwheel(Scroll button in mouse) Down

The Zoom option is present in the View menu and on the bottom right side of the status bar.

Zoom ma{ﬁgﬁa_\maﬂ?ﬁﬁiﬁmﬂ?ﬁ?ﬁﬁgﬁmﬁl







@BE[HIPBHGE 2025

CONSTABLEJTHCM FAWO/TPO

Quick Access Toolbar

The Quick Access Toolbar in MS-Excel contains Save, Undo, Redo buttons by default.

W-qﬁﬁﬁmmwﬁ%ﬁwm ®- g 2|

We can add more buttons to the Quick Access Toolbar.

7 forreh TatE ZeTaR WX 3 Y STeA o R |
C N~~~
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File Home Insert Page Layout Formulas Data Review View Office Tab Help Q Tell me what you want t*"Q"o
F N g p M A R W Y1 Y2

¥ - ® Wrap Text Genc—rai v \

— — .0 00
Merge & Center ~ - ‘

Clipboard ¥ Alignment
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Vow -im P agr Lapaar Vg i Chatm LY Woma Offue Lats Vil Q) el e st poas st 1 o -

‘] Clipboard Styles

i Font Cells

' Alignment Editing
i Number

. _—
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Cut —> il +x
Copy —cAnd+ ¢

Paste — C}ﬂJr V

Format Painter
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Font /

Font Size /

Increase Font Size \/

Decrease Font Size /

Bold l/

Italic
Underline / @h%




& DEHIEONCEZ0%5 wyyser St CONPUTER

Microsoft Excel 2007, 2010, 2013, 2016, 2019, 2021, 365 =i Calibri 11 Pt.
<3 '

Manually Minimum Size =

Manually Maximum Size

Font Size in MS Excel Drop Down list = Minimum 8 -t Maximum 72
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Bold in Excel Ctrl +BCul+2 oy S Exed)

Italic in Excel . Ctrl+1=Ctrl+3 ( o%JJ MSE xal)
Underline in Excel H Ctrl + U= Ctrl +4 Cm«lé/ M3 Exal)

For Double Underline - Home menu -> Font Group Command -

Calibri
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Strikethrough in Excel E =@ OW mMS £ qu
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Open Font Setting Dialogue Box in Word

(%)

Ctrl + Shift + F

Open Font Setting Dialogue Box in Excel =

Font Ford Sy l, -
Font Style -{ Regular, Bold, Italic, Bold ltalicx

Size, Underline, Color, Strikethrough

Superscript, Subscript
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IHome Menu +> Font Group-> Border, Fill Color to Cell, Font Color

Fill Color — Color the background of cells to make them stand out.
Cell T T fa@™ o foTu I7eht ggwiy & &1 W
Font Color- Change the color of your text. YA THL T T7 T2,
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|B0rder To give border around the cell
Cell & IR T I1=X 24 6 %‘Q
Bottom Border, Top Border, Left Border
Right Border, No Border, All Borders

Outside Borders. Thick Outside Borders

AN

There is no middle border.

Middle Border T&1 grdT|
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