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A v qv
t:tJau Lt{'tu lr/icrosoft Excel

U , qy J y .o fll:01{Ft'tn1:L{{'luLlJolrlu (option)

o nr:airlfiqn{ru (Workbook) rraunl:"l{rrilrruu

. nl:fufintv'l#Lu;rJurllrirll (Save)

o nr:lY!\l.tl.Jo{nr:rLao{r.Ja (View)

r,{xruirlril Cel.I

. i{'nri'u Cel.I uuavl:yrnil?o{dol]nfiodnru"tu ceIlu!tu-
o nt:16on Cei[ *aynr:rfionrirrdo{a (range)

. n1:l6idoHaa{h Cel.l. ldu fi'rrat rionrruuioiufi
Vu v ;o 5o'nn'rrn5orfio Fil.I Handl.e
!

. duvrrio{anrulu Cel'[ 6'rurnr6o{fi0 Find & Setect

o rBurrir6'lruovufionuaoldolafiaulod'ru Sort & Filter
U

uiinrjnuavuiinflm (Workbook & Worksheet)

o nl:tfiontdlru Row rrav Cotumn

o nl:rpTrn a! ttnurLffh?utql Row uav Cotumn

o nr:6'onrt Worksheet rriu rfrl, al, riru
o nr:!fu\:.Jlro{nr:rraFl{,.Ja (View)

{n;!*runr: utaa{,.,]a (Formatting Ce[[)

. nr:6'o;luw toila 6'ruarurnviufi

o nr:rinnon:r]urlufrrunru:tnr{r (Format painter)

o nt:riryuo:tJrLlunultouh (ConditionaI Formatting)
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. n1:rir!!rulprunl:drl6l Cel.t Reference

o fl'ri Lock Cel'1. loatduniolratru S

. nr:riun'ldrllrirYulunr:rirurru(Sum, Average,rfi 1)

. nt:L;unldrlsririu{enr:donru(proper, Trim rar)
o nr:#unldrlrricyulunr:riruunuloutt (tF)

o nr:rirurruduWorksheet
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. ril6'u uravi6'n rnrE olfl o n r:"lEil ru N4icrosoft Word

. nr:o-nnr:rdoyruavufirnruo.rle

o nr:t-n Text Style / paragraph / Line Styte Format

. nl:[y:n Symbol / Chartluronar:
o nr:d'onr:riolraar:1i (Tabt.e) odrlfirj:vfrvrBnln
. nr:Fnurr!nr:mernir Break ufirn:ualu
. riruuo Section / page Break nrlnluanrydruonal:*uneiru
. nr:l{lru:vll Tracking / Comment uonar:luolrin:
. nr:lirqqullruiiuu (lt/ail. tr/erge) 6'rugrudolaorrin:
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o nr:or?1flraanrravfiFrfr{Tr.J:irn::r N4icrosoft Teams rraunl:d{piluriol6'u
o uiaufn,:aixn{:r (Teams) uavrfirarr0nndr
r io-niBnr:airrnr:r]:vrl6ruth "tv4eet"
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o nriFr'{Fi'tTBnr: Speaker uau lvlicrophone riruYlnr:qoqulu#osl:vmr
o lt/eeting Option e{rficyflitrfiinr:!:ytr?
o nlrlirl*drufirqottanlzualuuln Large Gal'[ery, Together lrlode
o n1i!'ufini61o:vy'jrrnr:l:vr1l (Recording)

o Screen Share uriyriloouortr,ld dryYr:nr:r]:vtlirlfru
o a;r{rr!!dr:rq (Pol.[) :vy'irqnr:rJ:vrt 
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o nr:ldlru Breakout Room r{rvirrujr#ouj:vtlndl l6n uravneilh,rr!

o oon:tu{rufrrririurJ:vtl6'rur-h Download Attendance Listu91
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