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Alignment Group Command Located in - Home Menu

&*3)

| Alignment Wrap Text

Orientation Merge & Center

{ Decrease Indent Increase Indent
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There are total 6 alignments in MS Excel. MS Excel ¥ Total 6 Alignment &1d 2]

3 Vertical Alignment

S ki
[I. Middle
l1I. Bottom

3 Horizontal Alignment

IV. Left
V. Center
VI. Right
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Home

Insert
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Formulas

Data

vl A®

Review

View

2rast=r ot=r COMPUTER

Allgnment — Home Menu -> Ahgnment Group Command -> Alignment

Help
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{oU T f=ors T 312U & T AT Toh A1,B1,A2,B2 AT | for@d &hee TR Alignment ¥

%@nﬁ%| Study the given picture and tell in which alignment the content written ﬁ

in cells A1.B1.A2.B2 is written.
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-> Alignment Group Command —

Rotate Your Text Diagonally & Vertically. This is a great way to label a narrow column
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Indent

Increase/Add Indent— Move Your content further away from the cell border.
AT ATEA K EAATH A ARFAAT pA |
Decrease/ Remove Indent — Move Your content closer to the cell border.
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File Home Insert Remove Indent Formulas Add Indent
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Wrap Text - 9d UaHcT § T4 &D
a1 39 3T A H UE &I & o

When we type something in Excel and it goes out of a cell, then we use Wrap

Text to set it in the same cell. / Wrap Extra Long text into multiple lines so you

can see all of it.

Wrap Text &hT 3T ﬁ::g\an Q-T Alignment Ribbon o 3Tt %]

The option of Wrap Text comes in the Alignment Ribbon of the Home tab of the

menu bar. Wrap Text m > JM {)
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e e s Rer e 3 e € o fven 14 3 e Cell e
Qﬁiﬂﬁaﬁ@m@ﬁmwlﬁ‘mﬂﬂmm%\ Combine two or more

selected cells using Merge and Center to create a single cell and after merging

cells, a cell can be divided into one or more parts with the help of Split Cell.

Merge & Centre T AT ﬁ?{ﬁ'ﬂ & 219 2a & (Alignment Ribbon\® 31TaT 2|

The option of Merge & Centre comes in the Alignment Ribbon of the Home tab
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Combine and center the contents of the selected cells in a new larger cell.
AT Tt hi ATHHT Shi U A0 98 AT § GAAT 31T g il

This is a great way to create a label that spans multiple Columns
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If two boxes are merged then only the data of the first one will be saved.
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Merge & Center, Merge Across, Merge Cells,.Unmerge Cells WS IEEEFYE
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Merge and Center in Excel '
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Numbers-

Home -> N\f\'\ﬂ\b@ﬂ Group Command -> Numbers

Choose the format for your cells, such as percentage, date, or time.

Increase Decimal A==

_ General
Decrease Decimal
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General (No Specific Format)
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1S called drop down menu or pull down menu.
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Styles — ST ST &3 BT 1 LT 3 WIS § T A1 HEHAT | 30 forg arer
T TSATST T F13A &t E|al 2| Using this, cells can be converted into table

format. For this, different designs and styles are given.
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Condltlonal Formatting - It is used to change the formatting of cells in a range based on your

condition, it can be a condition number value or a rule based on any text. Cells can be

highlighted to analyze any data by changing the formatting of the cells. SHhT IUITT YT

SHISIA(TAT) 3 HATYR WX {Et Range ¥ Cells T Formatting 31 I2e & fo1g forar st 2 o2
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Conditional |Format as |Calculation ’|aiff:.--:- e - Conditional |Format as | Calculation
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Gradient Fill - === re—
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Format as Table — Quickly convert a range of cells to a table with its own style
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