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Data Menu 4 Get & Transform Data
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To import data from external sources, through this you can import data from MS

Access, Web, Text, Excel File, SQL Database, etc.WW?WWﬁ%%ﬁ|,
3'{1'3-7 AT 239 MS Access, Web, Text, Excel File, SQL Database, AT A 1T 3'=Eﬁ'£‘
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Queries & Connections — Data Menu -> &2 utyief 5 @h’ber_}i"ﬁroup Command

You can also update the data by refreshing and viewing the data connection. Era k-

aﬁwaﬁéaﬁ&:%qq&%wméaaﬁmﬁwmlj

‘ Sort & Filter-\Data Menu -> Get & Transform Data Group Command 5

With the help of this data can be sorted, you can sort the data in increasing /
decreasing karma and in different categories by Advance Filter. SUh! TETIAT H <27
Eﬁmmm%méaaﬁaﬁmﬁ MU TAT Advance Filter ERT AT 37T
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Data Tools
Data Menu -> Data Tools -> Remove Duplicates

ge B BE| =X B

Textto Flash] Remove Data Consolidate Manage
Columns Fill | Duplicates Malidation ~ Data Model

Data Tools

Can remove duplicate data, can divide data into columns, can also validate data.
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QOutline

Data Menu ->/Outline Group Command -> Group / Ungroup / Subtotal
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lGroup - By group we can group two or more rows or columns.
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Ungroup - 3TT § FW 1 AT &1 & HTereh T AT hIoTH i T T Thd |

With ungroup we can group two or more rows or columns.

| Subtotal- & Z1eT Y Tehd & (ehH! AT Sl TUT Wl Tehd &

Can total all, can also hide any information.

Subtotal
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| Review Menu in MS- Excel UK +F

Formulas Data Review View  Office Tab Help Q Tell me what you want to do

e |
ax v

= S . =
[ Show All Comments n .

Smart lranslate New : Protect Protect Allow Edit
Lookup Comment Sheet Workbook Ranges

Insights | Language Comments Protect

Proofing Comments
{ Accessibility Protect
Insights Ink |

‘Language



'8 ‘ I | ) | I ' ' .j
CONSTABLEIHCM JAWO/TPO |

Workbook Statistics
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Review Menu -> Proofing > Workbook Statistics

et 20 2 Tohd & 299 TohaT sh1a R § & T a1 Shieid i A1 & o s

fema %] Here we can see how much work we have done, which is the last row or

column in which we have worked.
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Smart Lookup

-> lnsight Group Command -> Smart Lookup
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WIS 379 3T T hich " | This option is found in the Insights ribbon of the Review
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tab. With the help of this, when we select our data or text and click on Smart Lookup, then the
e C— = R

information related to it comes by automatically searching the photos.
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Language
Review Menu-> Language Group Command -> Translate

To translate written text into another language

vl gu ez a1 fonelt qerdt v & Zieete @ 3 forg

(1anguaoe
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Protect

’Review Menuq Protect Group Command > Protect Sheet)’ Protect Workbook_-‘:* Allow Edit Ranges

Protect Protect Allow Edit

Sheet Workbook Ranges

ﬁmmmﬁsﬁzmaﬁgﬁaﬁmaﬂmﬁﬁmﬁaﬁéwﬁ@w
famT JTaht 3ATST o A1 SR Tk A1 fEAT 9TEES 3 AT S Aeh| By this we can lock

our sheet or work book so that no one can make any changes in it without your

permission or without password.
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Window Group Command
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Switch
Window  All Windows ~

Split Window - e ga wt forrer ot @ far=t 21 womt o e St 2

Cllckmg the split button spllts the window into two parts.
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Insert Function

search for a function:

Type a brief description of what you want to do and then
click Go

Or select a category: | Most Recently Used
Select a function:
N S —
AND
SUM
IF
HYPERLINK
COUNT

AVERAGE(numberi,number2....)

Returns the average (arnthmetic mean) of its arguments, which ¢an be
numbers or names, arrays, or references that contain numbers.

Help on this function
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