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(|Clear —\Delete Everything in the cell or remove just the

formatting contents, comments or hyperlink. e 0 a9 W;

T S AT hAA WIHTST ATHI, mmmw&p

2 AutoSum ~ Ace
I Clear All ZV }:
. .

|~lf Fill ~ |
Sort & Find |
Filter ~ Select

IClear Formats
I Clear Contents
1 Clear Comments

lClear Hyperlink, Remove Hyperlink
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Find & Select — Home —@T ind & Select

Find— CAM+F
Replace — CAsd +H

Go To- Chsl 46
Go To Special.... m
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FormUIaS Data Validation

& Select Objects

Selection Pane...

Comments
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Sort & Filter m%am&uﬂaﬁaﬁﬁ%wmmmg‘n

/ Organize your data so it’s easier to analyze.
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A 2| TheeX T ITART ShicTH | S 32T i ATUTH &9 ¥ fFuret ok 37 ser
@™ & %I‘Q a9 7w AT O §| LFiltering disp}ays only data in

worksheet columns that meet a criteria. Filters are used to temporarily hide

some data in a column to show only the data we want to see.
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Select the header of the column you want to filter.
: Sort & | Find & Add-

Filter ¥ |Select ~

ﬂfmmmﬁﬁ%mé@mmmmaﬁ (Elter )
— s - — - 7l SortAtoZ

Select the boxes you want to see & click Ok. Sort Z to A

4 - > - _ustom Sort..

qmaﬂ%ammﬁmmmﬁw ITTATE TehdT AT ThdT 2| Cncein
~ = - - Filter

Filters can be applied to more than one column at a time.

Apply Filter Shortcut Key} Ctrl + Shift + L @
(-M\’_\

i Sort - Operation is used to arrange the data in a particular order.
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|Fllter - Table created through Table feature allows users to ﬁlter

[columns by different values. I HIel <k HIEgH | 410 U G [
ZRT IR Tat8=1 AT ¥ ShicTH i (hoed ht Thd |
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Illustrations

Add-Ins
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Tables Group Command in Excel

Insert Menu -> Tables Group Command -$ Pivot Table

l Pivot Tables —, A pivot table is a table with grouped values that stores individual items of

a more detailed table within one or more discrete ranges. ‘T@Eéﬁﬁ, Waﬂm
UHT ST & W1 Ueh AT ATk Eaa ATorat o wia fopdt arfa faeqa 2aer & arer-
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Recommended PivotTables —

Table —

PivotTable Recommended Table
PivotTables

Pivot Table Shortcut= Alt+ N+ YV
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Illustrations Group Command in Excel
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Insert Menu -> lllustrations

Shapes @ [:] SmartArt

M4 creenshot ~

Icons Pictures Shapt:_, Icom
- N Models v
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Charts My
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Pictures | Shapes Icons 3D
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Equation Shapes E—;
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| Insert Menu in MS- Excel \
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Header WordArt Signature Objec Equation Symbol
:Dx & Footer - Line v

Text Symbols

Maps Links
Pivot Chart Text
Tours Symbols [
> clal +k
Sparklines |

Filters
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Maps PrvotChart D
- Map ~ Loss

Line Column Win/ Slicer Timeline Link Sugnature Equation Symbol

M Tours Sparklines

i Text

Symbols
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Line Column Win/ Slicer Timeline Link Text  Header WordArt Segnature Of
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Maps PivotChart

Tours Sparklines Filters Links Text

Maps Links
Pivot Chart Text
Tours Symbols
Sparklines
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