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How to keep Ribbon minimized: Right-click the Ribbon, and then
click Minimize the Ribbon. To use Ribbon while it is minimized,
click the tab you want to use, and then click the option or command
you want to use.

e A Microsoft Excel workbook is a file that contains one or more
worksheets (worksheet: The primary document that you use in
Excel to store and work with data. Also called a spreadsheet. A
worksheet consists of cells that are organized into columns and
rows; a worksheet is always stored in a workbook.) that you can
use to organize various kinds of related information. To create a
new workbook, you can open a blank workbook. You can also base
a new workbook on an existing workbook, the default workbook
template, or any other template.

e By default, a new workbook contains three worksheets, but
you can change the number of worksheets that you want a new
workbook to contain.

e If you are using Office 2010, you can save files in an earlier
version of Microsoft Office by selecting the version in the Save
as type list in the Save As dialog box.
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To work with data on a worksheet, you first have to enter that
data in the cells on the worksheet. Then, you might want to adjust
the data so that it is visible, and display it just the way that you
want.

o Pressing the F2 key: Edits the active cell and positions the insertion
point at the end of the cell contents. It also moves the insertion
point into the Formula Bar when editing in a cell is turned off.

o Pressing the Delete key: Removes the cell contents (data and
formulas) from selected cells without affecting cell formats or
comments.

o By applying different number formats, you can change the
appearance of a number without changing the number itself. A
number format does not affect the actual cell value that Excel
uses to perform calculations. The actual value is displayed in the
Formula Bar.

e The default number format that Excel applies when you type a
number is General. For the most part, numbers that are formatted
with the General format are displayed just the way you type
them.

e The Percentage number format multiplies the cell value by 100
and displays the result with a percent (%) symbol. You can specify
the number of decimal places that you want to use.

o Ctrl+Z shortcut Uses the Undo command to reverse the last
command or to delete the last entry that you typed.
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9- Why is it recommended to use thousands separator?

a- This makes numbers readable.
b- It's an old mathematical tradition.

c- Differs numbers from text.

d- Numbers would not function correctly without them.
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On a worksheet (worksheet: The primary document that you use
in Excel to store and work with data. Also called a spreadsheet.
A worksheet consists of cells that are organized into columns
and rows; a worksheet is always stored in a workbook.), you can
select cells, ranges (range: Two or more cells on a sheet. The cells
in a range can be adjacent or nonadjacent.), rows, or columns —
for example, to format the data in the selection, or to insert other
cells, rows, or columns. You can also select all or part of the cell
contents and turn on Editing mode so that you can modify the
data.

o In order to select a range of cells, click the first cell in the range,
and then drag to the last cell, or hold down SHIFT while you
press the arrow keys to extend the selection. You can also select
the first cell in the range, and then press F8 to extend the selection
by using the arrow keys. To stop extending the selection, press F8
again.

o To select the entire worksheet, you can also press CTRL+A.

e You can insert blank cells above or to the left of the active cell
(active cell: The selected cell in which data is entered when you
begin typing. Only one cell is active at a time. The active cell
is bounded by a heavy border.) on a worksheet (worksheet: The
primary document that you use in Excel to store and work with
data. Also called a spreadsheet. A worksheet consists of cells
that are organized into columns and rows; a worksheet is always
stored in a workbook.). When you insert blank cells, Excel shifts
other cells in the same column down or cells in the same row to
the right to accommodate the new cells. Similarly, you can insert
rows above a selected row and columns to the left of a selected
column. You can also delete cells, rows, and columns.

e If needed, you can restore deleted data immediately after you
delete it. On the Quick Access Toolbar, click Undo Delete, or
press CTRL+Z.



S NI BUPISESICAY n® SMioa 5 8 plosl — elaial sl 5 L ool m® e
Slasio SIS 0l sl o WS @ Ml I3l S sl S m Py vp
A -5\ Viasladk gy YoFY/YVE/N /Y o la gy =i
o Pressing DELETE deletes the contents of the selected cells only,
not the cells themselves.
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6- Suppose you have clicked on cell D5, pressed Shift key and clicked on
E6. How many cells are selected?

a- There's no cells selected
b- 1 cell
c- 2 cells

d- 4 cells
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