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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use Microsoft
Office Excel 2010. This guide is suitable as a training handout, or simply an easy to use reference guide, for
any type of user. The following topics are covered:

Creating Workbooks, Entering and Editing Data, Undo and Redo, Resizing Column Width and Row Height,
Inserting and Deleting Rows Columns and Cells, Clearing Cells, Clearing Formatting, Formatting Numbers
and Cells, Aligning and Merging Cell Contents, Borders and Grids, Viewing the Worksheet as it will Print,
Entering Dates, Entering Sequences.
Entering Formulas & Functions, Entering a SUM Function Quickly, Absolute vs. Relative Cell References.
Copying and Moving Data: Copying to Adjacent Cells; Cut, Copy, Paste; Drag & Drop.
Sheet Features: Renaming, Moving, Copying, Selecting, Inserting, Deleting Sheets.
Editing Multiple Worksheets Simultaneously, Copying Data and Formatting to Multiple Worksheets.
Previewing, Printing and Page Setup, Printing a Specific Area, Using Page Break Preview to Adjust Page
Breaks, Repeating Rows/Columns on Every Page.
Working with Previous Versions (Compatibility Mode).
Also includes: Lists of Selection and Movement Shortcuts.

This guide is one of several titles available for Excel 2010: Excel 2010 Introduction; Excel 2010 Tables,
PivotTables, Sorting & Filtering; Advanced & Macros; Charts & Sparklines; Functions & Formulas.
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From reader reviews:

Peter Tesch:

Do you certainly one of people who can't read pleasurable if the sentence chained inside straightway, hold on
guys this particular aren't like that. This Microsoft Excel 2010 Introduction Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card) book is readable by means of you who hate those
straight word style. You will find the information here are arrange for enjoyable examining experience
without leaving actually decrease the knowledge that want to provide to you. The writer of Microsoft Excel
2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card)
content conveys objective easily to understand by a lot of people. The printed and e-book are not different in
the written content but it just different as it. So , do you still thinking Microsoft Excel 2010 Introduction
Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) is not loveable to
be your top checklist reading book?

Luis Gray:

Nowadays reading books are more than want or need but also turn into a life style. This reading addiction
give you lot of advantages. The huge benefits you got of course the knowledge the rest of the information
inside the book that improve your knowledge and information. The details you get based on what kind of
publication you read, if you want attract knowledge just go with training books but if you want really feel
happy read one together with theme for entertaining for instance comic or novel. Often the Microsoft Excel
2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card)
is kind of book which is giving the reader unstable experience.

Frederica Dawkins:

The book untitled Microsoft Excel 2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Card) is the book that recommended to you to learn. You can see the quality of
the book content that will be shown to a person. The language that writer use to explained their way of doing
something is easily to understand. The writer was did a lot of analysis when write the book, to ensure the
information that they share for you is absolutely accurate. You also will get the e-book of Microsoft Excel
2010 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card)
from the publisher to make you a lot more enjoy free time.

Roy Taylor:

That book can make you to feel relax. This kind of book Microsoft Excel 2010 Introduction Quick Reference
Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) was colorful and of course has
pictures around. As we know that book Microsoft Excel 2010 Introduction Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Card) has many kinds or type. Start from kids until
young adults. For example Naruto or Detective Conan you can read and feel that you are the character on



there. Therefore , not at all of book usually are make you bored, any it makes you feel happy, fun and relax.
Try to choose the best book to suit your needs and try to like reading this.
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