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Bausnugruvavdilsnga (Spreadsheets)
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What is a sheet?

How do you create a new sheet?
How do you delete a sheet?
How do you rename a sheet?
How do you hide a sheet?

How do you select an entire
sheet?
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What is a cell? Haa Aaas 157

1. How do you write a cell address? 1. AouztdauiaginadnadN 13
2. How do you select a cell? 2. AmILIFANLTAA Leatingls




What is a row?

How do you write a row address?
How do you select an entire row?
How do you delete a row?

How do you insert a new row,
both above and below another
row?
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What is a column? AaaNil Aaax 1a?

How do you write a column 1. aosdouiiagradunlldagels
address? 2 ﬂmaztﬁanﬁoﬂaé’uﬂﬁamﬂs
How do you select an entire 3. Aaraunaani laag1vls
column? 4 amqumaﬂﬂaé’uﬂ‘lwﬂﬁoﬁm
How do you delete a column? HouasFTuLINvavnadNEAWLE
How do you insert a new column, atvls

both to the left and to the right of
another column?




What is a range? UAULUH AL 157

1. How do you write a range
address?
2. How do you select a range?

1. Aouzdaunag®N leadvls
2. AUALLRDNTW Leadd s
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Fill column A with numbers from "~
110 200 au200
2. Fill column B with months from : Lmuﬂaasiuf pritiaal 390
January to December ANITANTIDUITAN




Formula Basics gnTNUFIU

What is a formula? 1. dnsAaacls

What is the formula bar? 2. unugnsmaacls

What symbol does a formula 3. gnsisudusaddnualarls
start with? 4. dougasiuan 3 uas 4 luiead
Write a formula that adds 3 and A5

4, in cell A5. 5. Lsﬁﬂuajmﬁmmsﬁaé B1 wuaz B2
Write a formula that add cells B1 luiyad B3

and B2, in cell B3.




n153nsduuuinug U (Formatting Basics)

o WAnunsInsUuLLVaNEadlusUNIWN G NNl TIuaadlugUnn
AU / Change the formatting of the cells on the picture on the left to
make it into the cells on the picture on the right

A B A B
L 1 L 1
2 1 2 1
3 1 3 1.00
4 1 4 $1.00
5 1 5 100.00%



Viewing Basics

How do you zoom in and out of
the spreadsheet?

How do you freeze the top row?
How do you freeze the top 4
rows?

How do you freeze the leftmost
column?

How do you freeze the leftmost 4
columns?
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Downloading

How do you download your

Google sheet as an Excel file?
a. After you download, open the file
in Excel

2. How do you download your
Google sheet as a CSV file?
a. After you download, open the file

in Notepad or another simple text
editor
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AUALANIU AR Google TR
UINWA Excel laatinels
e UAVIMNAUANIUIUAR A
e TWaTu Excel
2. AuzA1NINan Google Tn
TulnWa csv leatinels
e uAVAINAUMIUINAA A
e TnaTu Notepad 132
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Adantileias (Frequently used shortcut keys)

Crtl + A >> 1danvuiue / select all Crtl + B >> virgiavua / bold

Crtl + C >> Aamaan / copy Crtl + V >> 1919 / paste
Crtl + | >> viagrudew / italic Crtl + X >> ¢im / cut

Crtl +Y >> vinai1 / repeat Crtl + Z >> aniandviininavyin / cancel
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