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b y  V e r i F o r m :

Excel files, Menu and Environment, Cells and indexing, Rows and columns, Excel spreadsheet, What
can a cell contain, Copy and Paste, Drag, An effective data selection, Lists and numeral series,
Usefulness of “Find and select ”, How to order the data quickly, Formatting from user interface,
Effective formatting, Preview worksheet pages before print, Excel Template, Operators, The
BODMAS logic, Absolute, relative and mix references, Evaluate formulas, Display formulas, Function
syntax, SOMMA() function, Count and analysis functions, Sum and analysis functions, How does
CERCA.VERT() work, SE() function, SE.ERRORE() function, Number format, Add shapes in Excel,
"Selection box”, Align shapes, Images, SmartArt, Add a chart, Chart properties, Combined charts,
Add a secondary axis in a chart.


