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File : New, Open, Close, Save, Save As, Print,... , Exit

Edit : Find, Replace, ...
View ¢ Toolbars, Header and Footer, ..., Zoom

IASeFt: Break, Page Numbers, Symbol, Reference, Picture, File, Object, Bookmark, Hyperlink, ...

Format: Font, Paragraph, Bullets and Numbering, Borders, Columns, BackGround

Tools : Spelling and Grammar, Letters & Mailings, Macro, AutoCorrect, Customize, ...
Table : Draw & Insert, AutoFormat, Sort & Formula, Properties

Window

Help

Curs 5. Microsoft Exeel ~ 2Nei.2016...
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7. Table > Draw & Insert:

Table | Window Help

Tables and Borders

|j Draw Table -| Yepizl -] - -
Insert 3 I H |7j “ﬂ i\lr il z
Delete 3 |
Select 3
#l Solit Cells ‘@ ) ] TIable..
Split Table IH] Columns to the Left
# Table AutoFormat... ai Columns to the Right | Insert Table Iﬁ
AutoFit 3 J'L_j Rows Above Table size
Heading Rows Repeat =" Rows Below Mumber of columns: 5} =
Convert 3 g2 Cells... Mumber of rows: 2 =
A
Z 1' Sort... AutoFit behavior
Formula... i@ Fixed column width: Auto =

Hide Gridlines

(7 AutoFit to contents
(7 AutoFit to window

Table style: Table Theme AutoFaormat. ..

[ Remember dimensions for new tables

QK ] [ Cancel
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7. Table > AutoFormat:

Table | Window Help

—

j Draw Table

Insert
Delete

Select

m
m
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|;="_=] Table AutoFormat...

AutoFit

Convert
71 sor.

Formula...

Hide Gridlines

m

m

L =

L -

Table AutoFormat

S5

Category:
Al table styles |

Table styles:
Table 30 effects 1 -

‘

Table 30 effects 3
Table Classic 1
Table Classic 2
Table Classic 3
Table Classic 4
Table Colorful 1
Table Colorful 2

[ m

Table Calorful 3
Table Columns 1
Table Columns 2 -
Preview
Jan Feb Mar Total
East 7 7 5 19
West ] 4 T 17
South 8 7 9 24
Total 21 18 21 60
Apply spedal formats to
Heading rows Last row
First column Last column
[ Apply ] [ Cancel
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7. Table - Sort & Formula:

Table | Window Help

Hide Gridlines

j Draw Table
Insert 3
Delete 3
Select 3

# Table AutoFormat...
AutoFit 3
Convert 3

Bl sor |
Formula...

—

-

S5

Sort
Sort by )
= Type: | Text @ Ascending
|Z| = Izl " Descending
Using: |Paragraphs |E|
Then by d
@ Ascending
Type: |Text @) Asg
|E| ¥ ex Izl il
Using: |Paragraphs |E|
Then by
Type: |Text :i:-E-i::F EF
Using: |Paragraphs
My list has
@ Header row 5 No header row
Options... | ok || canc
.
r .
Formula 3
Formula:

cccee -) =AYVERAGE [:LEFI_:I

Mumber format:

#,#%0.00

Paste function: Pazte bookmark:

]
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STTTETTY =

(=]
=]
]
1
=

] [ Cancel

Notal | Nota2 | Media
8 10 9.00
9 10 9.50
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Table | Window Help

Draw Table

Insert
Delete
Select

=]

vIErNge Lells

Split Cells...
Split Table

Table AutoFormat...

AutoFit

Heading Rows Repea
Convert

Sort.

Formula...

Hide Gridlines

Table Properties...

7. Table > Propetties:

—

Table Properties

D | |

Table | Row |Culgmn| Cell |

i : Measure in: | Inches

B & |2

Left Center Right
Text wrapping

3| o

None Around

Indent from left:

-

0" =

Borders and Shading. ..

] [ Options... ]

Ok

] [ Cancel ]
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8. Window:

Window | Help

Mew Window

Arrange All

Split

1 Ex C4.doc

/

/ €2 - Microsoft Word

Wiew
_ ) 3¢ |2l) one Page = | -
I'h .QTWU Pages - — I
Zoom 100% Mew  Arrange Split
= Page Width || window Al
Zoom

Window

==

Switch
Windows -
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9. Help:

Help |

@ Microsoft Office Word Help  FL
Show the Office Assistant

¥

Microsoft Office Online
Contact Us

WordPerfect Help...

Check for Updates
Detect and Repair...
Activate Product...
Customer Feedback Options...

About Microsoft Office Word

® @6 &M e

©) Word Help - M=

~ K Search -

ca.Office tad bing

More on Office.com: downleads | images | templates

Getting Started with Word 2007

What's new in Word 2007

Article | Learn about new tools for editing, formatting, and
reviewing documents in Word 2007...

Find Weord 2003 commands in Word 2007

Article | Get help finding your faverite Word 2003
coemmands in the new Word 2007 interface...

View all Word support >

Top Word 2007 Training

Up to speed with Word 2007

Training | Learn the best ways to use the new Ribbon, and
get a handle on finding popular commands...

Header and footer basics

All Word | _ci Connected to Office Online
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Picture, Shapes, Drawing Tools
Not Ready Vet !!! ‘

what part of
“It's NOT ready yet”
dont you understand?
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Tema - Aplicati (Utilizati):
v Table:

v Draw & Insert, AutoFormat, Sort & Formula, Properties

v Picture:

Voo
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