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1. Microsoft Excel)

.

2.

(1) Start All Programs Microsoft Office .

(2)
(Desktop

3. Excel
 (Blank

workbook). Excel
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Microsoft Excel ,
 (Rows  (Columns), ,

 (Cells).

, .
, D3, H7.  (Active Cell)

4.  (Cells Area)
, .

,
, ,

.

5.  (Blank workbook)
(1) File New

Available Templates
Blank workbook Create.

File New

(Template Sample
templates.

(2) , CTRL + N .

6.  (Open)
(1) File Open.

(2) ,

CTRL + O .

7.  (Save)
CD Memory Stick

Memory Stick USB CD CD.

, , Excel Workbook
.xlsx
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File Save As Save as
type:

(1) File Save As,

ALT + F , A ).

File Save,

,

File Save,

CTRL + S .

(2)  (Filename  (Save in  (Save as
type).

(3) Save,

8.  (Switch Windows)
(1) View Window Switch

Windows.

(2)

9.  (Close)
(1) File Close.

(2) ,

CTRL + W .

10.  (Exit)
(1) File Exit.

(2) ,

ALT + F , X .

11. Help)

F1
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12.
Excel,

,
,

(1) File Options.

(2) General
Name) User name

(3) Save
Browse

(4) .

13. Zoom)
(1) View Zoom.

(2)
Custom.

(3) .

14. Ribbon)
Ribbon

Ctrl+F1 .

(Description) (Tab) (Icon) (Group) (Dialog Box) (Keys)

(Blank workbook)
CTRL + N

(Open)
CTRL + O

(Switch Windows)

(Help) F1
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(Save)
CTRL + S

(Save As)

ALT
+

F , A

F12

(Close)
CTRL + W

(Exit)

ALT
+

F , X

Zoom)

Options)

CTRL + F1


