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nr:l{.:ru Microsoft rxcet rdoldu (Excet fundamentaLs) (m d'rlu.r)

iuurn: : uT Un;rUg lorir:.: rinirrnr:noufirrsrai aaa.uu:.frruur
ouJ
LU?U1^10 il bo nlnfllnlJ bdbd [?fr'l oe(.oo - ob.oo U.

r3lfruhi.:ru Micros oft Excel.

. nr:d.:rilnr:1{rruuJ'o.:o1u (option)

o nr:6il{4iln.:1u (Workbook) uavnr:l{uiLru!
o nl:fufintr4dlu:rluuuoirrl (save)

o nr:r.Jir.rl.jlJro{nr:tt6orzua (View)

dr.:ruiuriu Cel.L
Vu v I Yo !Qnnu cel.[ uavrJ:vrnyro{dolJafiodnrutu CettU!U

. nr:ra'on Cetl. uavnr:rf,ontir.:rioXa (range)

o nr:lddotaa{tu Cel.l, rtiu sr'nua.u rlonrruraioiufiv
evuio 5i'nfi'urn5o.rfio Fil.l Handl.e

. riuvrrlolanlulu Cel.[ drurn5olfio Find & Sel.ect!
deio l5ura'rnl*avr6onlranlriorLafiaulodru Sort & Fitter

riinrjnuavriinfin (Workbook & Worlsheet)

o n1:t6on1d'rru Row uav Cotumn

o nl:uyt:n nu uasttfitttulfl Row rrav Cotumn

o nt:!-nn1: Worksheet rdu rfru, au, r]ru
o nr:rji!l{luJo{n1:ttanrzua (View)

{'or:iluuu nrt$an{ala (Formatting Ce|.[)

. n1:e-Frrtjuuu {o!a n'':ratuaviufiU!

o n1:n"naon:r.J*uupirunrrl:tnrir (Format Painter)

. nt:ri'n4uo?tJrtuuFrrtrlioult (ConditionaL Formatting)
-YoOuilrtunr:nru'tru Lu Microsoft ExceI

vv i .i.r qo :lnLn:0{14}t1uyr LlJLun15nlu?tu
U

o nr:rirurrulnanr:drlilCeLl Reference

o nr: Lock CelL TquldunSowlilru S

o nr: 6unl,ilfl .rrid'ulu nr:n"ru:ru(Sum, Avera ge ra r)
a qvu toi - e .r nt:riunLtfllndu{on''l:fl0n11il(Proper, Trim "td1)
I qea tir q 
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io nr:riun'[tnlntutunlrnluuoL{ouh (lF)

o nt:n"rurruriuworksheet
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iuurn: : u1uaoilfl;uei 6unowru rinitrnr:nourirrsrai ara.uu:.f,ruur
ouJ
[U?U1^15 Y1 bo fllnfl1nU bdbd [?d1 osn.oo - ob.oo U.

o v eu Jo rir 6'rluac5f,n rni o.:fl o nr:ldsru M icrosoft v/ord
!

o nlTt'o Text Styl.e / Paragraph / Line Styl.e Format

. nl:Ltv:n Symbol. / Chaft.'Lutonar:

. nr:t-er nt:doila n1:1.r (Ta bl.e) otirll'!:vfr nBn rvr
!

Z,. nlrn?un!nr:Fr"{ri'r Break y'irntuolu

o riruuo Section / Page Break nlunu*aoruilruona'r:uund'tu

. nr:l{lru:vUU Tracking / Comment uonar:'[uolr{n:

. nr:rirroulluriuu (Mail' Merge) rirugruriotao{rin:
J - ov. nl:!:turnr:rnso.:fr oar:aurun'L{{ruir:.::vu'ir.: tu1S Word rrav PDF Fite

udv. n1:{qn1:tu0141tLaudlJln:uFt1



nr:ldmu Microsoft reams drraiun, :{nrJ:;qu (* drlu.r)

ivrurn: : uluoaum;flti 6unostru finitrnr:noufiarnai ara.uu:.druur
avuaA
tU2Ul^lqUAUe yl bb n:n01nil b6bd [?61 oe(.oo - ob.oo U.

o n1 :Fl1-t{Tua o Lra v 6 o d.:Il : uun:r lv1 icrosoft Team s *a u nr r d{rir uio.r du

r riaufnr:air.:n{l (Teams) iravrfrualrBnndl
o it'ni6nr:airrnr:rJ:vtl6'railr "Meet"

utt
J,-. n1:d..rn'r:6nr: Speaker rrau tulicrophone dru:-unr:vroquturi'o{!:vql

o Meetin g option rirn'rX ri.:tt riu n'ttil:ulJl ?

o nr:rliurrritvrriroouaqr.:zunluuln Large GaLlery, Together Mode

r nr:lhfini6To:vr,t'irrnr:l:vtu (Recording)

o Screen Sha re tttivri'roo lravlv,l d iir,,l:"u n r:'J :vtrirl ri'u

o airruuur-ra"r:rr (Pott) :sv'jxnr:il:vtrr 
!


