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1.
Microsoft Excel  (Workbook).

 (Worksheets)

 (Rows)  (Columns)
 (Cell).

2.
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Ctrl

3. /  (Insert Sheet Columns/Rows)
(1)

/ .

(2) Home Cells
Insert.

4. /  (Delete Sheet Columns/Rows)
(1) .

(2) Home Cells
Delete.

5. (Row Height)
(1) Home Cells

Format
Row Height
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Home Cells Format
AutoFit Row Height,

6.  (Column Width)
(1) Home Cells

Format Column Width

Home Cells Format
AutoFit Column Width,

,

7.

(1)

(2) Freeze Panes.
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(3) Freeze Panes.

8.
(1) View Freeze Panes.
(2) Unfreeze Panes.

9. Insert Sheet)
(1) Home Cells

Insert.

(2) Insert Sheet.

10. Delete Sheet)
(1) Home Cells

Delete.

(2) Delete Sheet.

11. Rename Sheet)
(1) Home Cells

Format  Rename Sheet

Sheet1 .

12.

Sheet1, Sheet2
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(Description) (Tab) (Icon) (Group) (Dialog Box) (Keys)

(Insert
Sheet Columns)

(Insert
Sheet Rows)

(Delete
Sheet Columns

(Delete
Sheet Rows)

(Insert Sheet)

(Delete Sheet)

(Rename Sheet)

(Row Height)

(Column Width)


