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l Page Layout Menu in MS- Excel ==~ Aﬂ: ./.

HE Book! - Excel

i h“'?f

T"!]f Unentabon S

' Themes

| Page Setup
1Scale to fit

l Sheet Options

l Arrange
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l Page Setup Group Command in Page Layout I

Margins | By Default Normal

J .. IMPUTER'

B ——— |

- — _'_

Orientation | By Default Portrait

By Default|Letter

Breaks|- Insert Page Break or Remove Page Break

"""—_

Background —[To apply background in worksheet, Worksheet | Background T o feTu

Dk Bkt
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To print a limited portion, after selecting the print area, the rest of
the worksheet will not print. %% T T 2R Fé‘Fﬁ i e A & f%lt{ fiie ute feae
F TS AhIITE ST ATehT Y-St TE |

To print a specific row or column as the title on each page
TS T 97 S TeTH ol 2132 o B9 H & U W {32 & & ™o




| I '
~uum|- ‘ ”I

|
| Scale to Fit Group Command in Page Layout | |

Settings related to printing the excel sheet are done and we can set the Height & |

Width of the worksheet according to our own. U VI ohi T2 &t | Ara i
| hl AT & F 89 A9 f3ama & Fehvite &t Height & Width i 9 & Tehd g

ﬁ Width: |1 page v

%H Height: |Automatic  ~
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| Sheet Options Group Command in Page Layout |

To show View Gridlines on the worksheet Gnidlines [ Headings

View Gridlines 3! TRYIE YT I T ok (10 ;-/_:u’i e*? A View

Print To print Gridlines ﬁrints ﬁrint
S —

Print Gridlines 1 {3 &t & feTo Sheet Options
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Headings

To show the heading of Row & Column
Row & Column ﬁ%‘%ﬂaﬁ?ﬁ?ﬂﬁ%%ﬁ

|T0 print the heading of Row & Column
| Row & Cotumn #t &g it firz w5 fory

Gridlines Headings

LG o s WS T
71 VIeW v vV IEeW

| Print | | Print

sheet Options
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Page Layout ->(Arrange

Bring Send  Selection Align
Forward ¥ Backward Pane
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o [ View Menu in MS- Excel

=] IEEY SRR Coaey: 5

Bookl -

File Home Insert Page Layout Formulas Data Review View Office Tab Help Q Tell me what you want to do

L ; _.T“: & 1= — Y ==
I 1] ._. [ ] | j Formula Bar Q I_E}n E_Q

NormallPace Bre dane (uchn — r ¥ o2 100% Zoom t - ’ s Ereaze
Norm Custor - DI N Ty \ i
Normal| Page Break FaeJF- ustom [ Gridlines ] Head ngs doc 0% JZoomto New Arrange Freeze

Prey e Layout Views selection | Window Al Panes ~

NMorkbook Views Show Zoom

Workbook Viewﬂ

{ Show
Zoom -- 100% - Zoom to Selection ﬁﬁ A faeiae g 39 25 &l s HH S %I'Q)

Window -

|-Macros g

Macros

Macros
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Macros Group Command

View Menu-> Macros Group Command -@
Macros Shortcut Key = Alt + F8

Its work like a recording tool.

>

If anyone information is to be used again and again, then by recording that

information in Macro, after writing it once, you can use that information without
writing it. AT feRET Ueh TR Sl TR TR ITANT § &A1 & a1 30 AHEHRT Sl Macro
Record S{eh HTY Ush IR fo1@ o 918 39 ATHRRI hi TaHT (o1 e | of Tehd 2|

—
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Window Group Command

Switch
Windows ~
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Freeze Panes

View Menu -> Window Group Command -> Freeze Panes

With the help of this, we can freeze one or more columns or rows, that is, when you scroll left, right or

up-down the data of a cell, the column or row you freeze will be visible to you, regardless of the data.

No matter how much you move up and down here and there. Bﬂ'ﬁ e o gH Uch 41 Uch q

AT ST AT W T Freeze T Tehd & AT chl AT Uk HeT o ST Shi A T4
mmmmmﬁﬁ#ﬁaﬁﬁnmmﬁa&msﬁmaﬂ%%aﬁm

Pt vt i T aht fer it oo Pt 3ere 3w e - fE=E
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th: wn.,rL*'h et rcrn,llf IL,afv.:d on current sele urr-:nt "cln:ctmm
Freeze Top Row

Keep the top row v I"IL|I: while scrolling through
the rest of the workshee

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,
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Freeze Panes — Keep rows and columns visible while the rest of the worksheet scrolls.

Y Frehvite Tohiet Shid THT UThal A EAHT hl SYaHH W@

S . IMPUTER'

J———

Sra rhvite  TRier s e it Ui i gvanT T

Freeze First Column — Keep the first column visible while scrolling through the rest of

the worksheet. TEhITIE oh ATeh! (AT W Th1cT Shid THT UEC ShicTH i SYIHH |
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| Data Menu in MS- Excel Q:;;— /ZH. 4 )4

Book! -~ Ewied

T Frvew  Vew  Offceled  Help () Tell me what you et 1o do

p— :
| Quenies & Connections |~ a; [TTT Y <’ = v H. " r'?‘
2 > . : !
; T e el A [ - # .r..'. - .J
&l vl St i et 1o il BT T Dhiili 1l ila Nl Eye
X
A ahurers [ Duplie pee Waligptar wta Wl

[
T Asvarved

Get & Transform Data

Queries & Connections




