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Cells Group Command

Home Menu -> Cells Ribbon ®/3 3T ?l'?f%

Insert
Delete

Format
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Insert — SE<hT T ek workbook T§ oA, T, hicTH, IT I i FFli E3) Gn?l'l_g

Add new cells, rows or columns, sheet to your workbook

For Insert a cell/row/column/sheet E{Ctrl + Shift + +,

insert

| Insert

:l ' l..f Shift ce[l r:qh’[
B 1' ) Shift cells dcw. m

Sheet Columns

- k__‘ Entire [Ui..r

' (O Entire column /
e
[\

Insert Sheet

Insert Cells = Ctrl + Shift + +
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Delete - SHEhRT TTTT Shich T, U, h1eTH, IAT 112 Tl Delete Torat ATarT 2

Using this, row, column, or sheet is deleted.

' Ctrl + - For Delete a cell/row/column/sheet T=s q [5== 2 AutoSum
Delete : X | - ; I*
! i elete Cells...

®) Shift ceilg'ief't_ '/

) Shift cellsup "

_) Entire row /
) Entire column /

(T )
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Format — 4% 1 3rarmé o vy ot wiveTé araed, vfte swrafterd s, an &refi it wefiae

wE a1 foam) Change the row height or column width, organize sheets, or protect

or hide cells.
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Cell Size

CONSTABLEIHCM JAWO/TPO

| Row Height

Autofit Row Hieght SHh! TETIaT | U i 2132
=a: g e gramat g

|Column Width
Autofit Column Width 3‘8’%1 AETIAT | Shiciq
ht width ¥4 g The gt 2|

Default Width

ZAutoSum v
Fill ~

Cell Size

I]: Row Height... v

Column Width...””

AutoFit Column Width

Default Width...
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Row Height

Row Height must be between 0 and 409.
Row Height = 409 points

By Default Row Height in MS Excel
365,2007, 2010, 2016, 2019, 2021,2024 D

15 Points
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Column width must be between 0 and 255 characters.
Column Width = 255 Characters.

By Default Column Width in MS Excel
365,2007, 2010, 2016, 2019, 2021,2024 )

8.43 Characters

Column Width [4

Column width: 8.43

Cancel

-

Column Width 1) ,})e c)icK on GJ«:,
T endiny

WPOTER




1

=, DELHI P |
wy CONSTABLETHCM JAWO/TPO 5
'\ k3, | Hide & Unhide | IEIEE o

| Fill ~
Insert Delete Furmat? D
v || # Clear~

Home-> Cells-> Visibility-> Hide&Unhide s =

:[ Row Height...

—_————
e ==

l ! Column Width...

Hide RO“’S ] Ctrl + 9 AutoFit Row Height

AutoFit Column Width
Unhide Rows — Ctrl + Shift + 9 Default Width...
3 T i —— ) Visibility
Hide & Unhide

Hide Columns e B

Rename Sheet

Unhide Columns — Ctrl + Shift + ( Move or Copy Shet.

.

Protection

! Hide Sheet 5" Protect Sheet...

I Unhide Sheet
L__
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Name

W}?'%(W 34\(\ Head: R Dwﬂc

[ ‘h( A I
¢ Hide an o
4 Onl Uhln)( Ty %%_,jgow?kagihf :){/i 1‘11"1'\
Doube de)‘ chik n3q) T 3
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Organize Sheets

Rename Sheets — to rename a worksheet

— ———

Move or Copy Sheet — To position or copy a worksheet TR hl QIS a1
| STt o & I

rmat '.__r{:
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‘@@ protemon-

Protection

Protect Shee

With the help of this, you can put [ ocK on a worksheet or cell.

FEch! TETIAT & ThvTe I1 U W FAIh o Tehd &

Insert

Row Height...

AutoFit Row Heigh

Column Width

Autc Fl_t L olumn Wi

Default Width..

Visibility

Hide & Unhide
Organize Sheets
Rename Sheet
Move or Copy Sh
Tab Color

Protection

F Protect Sheet

| Lock Cell

E Format Cells...
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Filter

AutoFit Ryw Height
Column Width...
AutoFit Cojumn Width

Default Wigth...

Visibility

Hide & Unkide

Rename SHleet
Move or opy Sheet...

Tab Color

Protection
E Protect $heet...

Format Cell Dialog Box
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| Editing Group Command in Excel |

Home -> Editing Group Command

Auto Sum — Alt +=
F

Z AutoSum

Clear

Sort & Filter @ Fill ~

: Clear ~
| Fill

Find & Select

IGo to

I Replace
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‘ AutoSum — Automatically add it up. vour total will appear after the selected

cells. 38 TTATICTA &9 & WIS, ATYHT el TATA el & F18 f&@Tg 2

AutoSum Features helps us to add the contents (numeric Values) of a cluster

adjacent cells. ATCTEH FAUTd E"’Lm & ﬁmﬁ Hell hi ATHIT (AEATTHh
qH) AT ° HeE HTAl 2 _ Fee B A (¢

AutoSum Shortcut

Sybat) << Equdio_

»

-
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If we select the cell range Al to AS and click en AutoSum, then its result will be
shown in the next cell i.e. A6. TS TH T &l Al H A5 7 i [ATaE hteh AutoSum
W foFeTes o ® a1 30T fieiee @ faeaes 3TTTet! Ot o aieh A1 aTeit det gt
f A6)® o1t Zrm] A

If we select the cell range D6 to D20\and click on AutoSum.

If we do this then in which cell will its result be shown?

qfe 29 Ot T D6 & D20 Tk i feiae T T forran
A & a1 SHT [oTee e ot § 9T

25
36
49

1
2
3
4 64
>
0

| 74
375}

74|
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Fill - Continue a series or a pattern

Into neighbouring cells in any direction
feret ot fevm ¥ e 9 |/
Ush HEAT a1 Y2 AR W@

S&tieq in

Series...

Justify

Flash Fill




