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Agenda 

• Features & Overview

• Structure

• Aesthetics

• Organization of Data

• Assignment 
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Features & Overview

• Microsoft Layout 

• The Ribbon

• View and Print Area



Tom Wolf, Governor

Pedro Rivera, Secretary of Education | Teresa Miller, Secretary of Human Services

Excel Structure

• Understanding the Cells

• Column and Rows

• Freezing Cells

• Selecting  Data
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Aesthetics 

• Typical Microsoft Office Tools

• Font Size 

• Color 

• Tabs
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Organization 

• Find and Replace

• Basic Formulas

• Filter and Sort

• Drag and Fill

• Sequencing
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Individual Assignment 

• Handout


