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5.

6. Undo)  (Redo)

Ctrl + Z.

.

7. Find)

(1) Home Find & Replace.
(2) Find.
(3)
(4) Find Next.

8.

(1) Home Find & Replace.
(2) Replace.
(3) Find what
(4) Replace with
(5) Replace

Replace All

9.  (Sort)

(



B.4 B -B.4.1.M4

25

(1) .

(2) Data Sort & Filter
:

10.

(1) .

(2) Home Copy (
Copy).

(3)

(4) Home Paste
Paste).

11.

(1) .

(2) Home Cut (
Cut).

(3)

(4) Home Paste
Paste).

12.

(1) .

(2) Delete .

13.

(1)
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(2)
(3)
(4)  Autofill

(5)

(6)

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

UNDO) CTRL + Z

(REDO) CTRL + Y

(Sort A to Z)

(Sort Z to A)

FIND) CTRL + F

(REPLACE) CTRL + H


