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n131497u Microsoft Excel 1Uaadu (Excel fundamentals) (m 971u4)
Anens : wreniyy Taunse Undvinisaeuiames drd.uns.duun
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Susultau Microsoft Excel

massernslFnudedu (Option)
MIANALAIY (Workbook) waznnsldusiuuy
mytuiiniwdluguuusneg (Save)
MsUSULNLBINISUARINE (View)

YIusauniu Cell

$infiu Cell warUszavnvasdayaiiogniglu Cell
maiden Cell uagnisidenyidoya (range)
nsladoyantlu Cell wu duan fammmdeiud
finfuie3eaiie Fill Handle

fumdyanislu Cell fuaaaiio Find & Select
Sesdduuazidenuansdoyariaulade Sort & Filter

Aindnuazi3snTm (Workbook & Worksheet)

nsidenlyeu Row wax Column

NSUVIN au wazunlvwunm Row wag Column
M3RAN1T Worksheet iy vy, au, £
MIUTURUUBINSHARINE (View)

InguuuunsuanIna (Formatting Cell)

M3IngULUY doya duavuayiud
MIFRABNFULUUAIBAIINTIAGT (Format Painter)
msfmuaguuuumuiauly (Conditional Formatting)

BUANNNSAUILU Microsoft Excel

'§5ﬂLﬂ‘§aawuwaﬁ1ﬂ'ﬂuﬂwsﬁmm
NMIAUILLAEA1591989 Cell Reference

M3 Lock Cell Tngldiadasmune $
mssenldfariFulunsiuin(Sum, Average 7a+)
maenldfeituinnsdennuProper, Trim ma%)
maenldfasdulunsimuadouly 0F)
AIATUIULIN Worksheet
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o L%Nﬁuuﬁtiﬁ’ﬂLﬂ%@x‘iﬁﬂﬂﬂﬂ‘ﬁ’ﬁu Microsoft Word

o msdanmsilemuarntinszany

® n133m Text Style / Paragraph / Line Style Format

® Msunsn Symbol / Chart Tulenans

e MsIaMstayaniin (Table) egnilusydvsam

o msmuqumsﬁv’aﬁh Break winnszawy

® A Section / Page Break AIUANLAAIMILONAIUENAIY
®  MslPausEUL Tracking / Comment LanNansluaIAng

e  msyvhaavanedou (Mail Merge) FieguToyaaIANS

e mMyysanMaRIeisansauwAlieIuIINTEnIe MS Word wag POF File
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Inens : wwpaunIng Junasny Undvinsreunames ave.uns.duun
a w o oad
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nrsamiinanuazfiadalusunsy Microsoft Teams wagmsmaniossiu
Bouimsaiingu (Teams) uasiinaudnngy
§9nTBnsasensUsEgumely “Meet”

M3RIA1I3n13 Speaker waw Microphone dwiummengluieayssyn
Meeting Option dArydslariunisuseyw?
nsuSuuRautvsuanINaluviug Large Gallery, Together Mode
nsUuindalaseninan1suseyy (Recording)

Screen Share wyswinvawazlng dwmiunisussyusiuiu
A3704UUd379 (Poll) sEwinamsusea

A3l4a1u Breakout Room @vsuwuwiaslsyyunguidn uaznaulng
PONTIBNUAUNTINUTEYUAIBUYN Download Attendance List



