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Protect worksheet and contents of lodked cells
Password to unprotect sheet:
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Format columns
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Insert hyperlinks
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Caution: If you lose or
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Reenter password to proceed.

their corresponding workbook and sheet names in a safe
place. {(Remember that passwords are case-sensitive.)

forget the password, it cannot be
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[ Permissions... ] [ QK
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Confirm Password ﬁ

Reenter password to proceed.

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive,)
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Press Enter to separate list entries.
Import list from cells:

Tools | Data Window Help
VY speling.. AR TN | R
4l Research.. Alt+Click o, s %0 0| E= sE|
® Error Checking...
Shared Workspace... P | Q | R 3
Share Workbook...
Protection 3
Online Collaboration  »
Goal 5eek...
Fermula Auditing r Hf Trace Precedents
Customize.. *| Trace Dependents
Opticns... & TraceError
¥ ,ﬂ Remove All Arrows
@ Evaluate Formula
ﬁ Show Watch Window
@ Formula Auditing Mode Ctrl+"
Show Foermula Auditing Toolbar
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Color | International | Save | Error Checking | Speling | Security
w| Calculation | Edit | General | Transition | Custom Lists | Chart

Show
Startup Task Pane Formula bar Status bar Windows in Taskbar

Comments

(7 Mone i@ Comment indicator only  (©) Comment & indicator
Obijects

@ Show all (71 Show placeholders () Hide all

Window options

[] Page breaks Row & column headers Horizontal scroll bar
[] Formulas Dutline symbals Vertical scroll bar
aridlines Zero values Sheet tabs

Gridlines color: | Automatic IEI
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Colar | International | Save I Error Checking | Speling | Security

Wiew | Calculation | Edit |[i General : Transition | Custom Lists | Chart
Settings
[ R1C1 reference style [] Prompt for workbook properties
[] Ignore other applications [] Provide feedback with sound
Function toaltips [] Zoom on roll with InteliMouse
Recently used file list: |4 | entries
[ Web Options... ] [ Service Options... ]
Sheets in new workbook: | 3 =
Standard font: Arial |E| Size: | 10 IEl
Default file location: C:WUsers\Pana\Documents
At startup, open all files in:
User name: Pana
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Naw3 20 310 S
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Naw7 23 160 My data range has
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Data | Window Help Name -] Age |-| Salary
24] ot 0% - o8 Name 1 | 18 200
Ftter [ Autofite Name 2 | 20 250
Subtotals... Show A Name 3 22 300
Validation... Advanced Filter... Name 4 24 350
Name 5 26 400
Teat tn Crlumne ) Name _1 28 450
¢ 47 - ap e Jsd Name 2 | 30 500
Name 3 32 550
 EECERETESEET  [Nemet| s | oo
Sort Ascending 18 200 Name 2 36 650
Sort Descending 20 550 Name 3 38 700
Name 4 40 750
'ﬁ"] o gi ggg Name 5 42 800
0
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MName 1
Name 2 28 450
Name 3 30 500
Mame 4 32 550
Name 5 NEme 1 34 600
Name 2 36 650
Name 3 38 700
Name 4 40 750
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Custom AutoFilter

Show rows where:
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equals

equals

does not equal
is greater than

is less than

begins with

is greater than or equal to

ig less than or egual to

[m] [
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4]

[

Ok J [ Cancel ]
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Mame 1 18 200
Mame 2 20 250
Mame 3 22 300
Mame 4 24 350
Mame 5 26 400
Mame 1 28 450
Mame 2 30 500
Mame 3 32 550
Mame 1 34 600
Mame 2 36 650
Mame 3 38 100
Mame 4 40 750
MName 5 42 800 I
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Data | Window Help
ZH s

Eilter

Form...

Subtotals...
Walidation...

Text to Columns...

PivotTable and PivotChart Report...
Import External Data

List

AML

Befresh Data

w
Lo
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Sheet1 e
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Age: |13 il
Salary: | 200 Delete

Find Brew

Cloze

Find Mext
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Name 1 18 200
Name 2 20 250
Name 3 22 300
Name 4 24 350
Name 5 26 400
Name 1 28 450
Name 2 30 500
Name 3 32 550
Name 1 34 600
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Data Validation

S

Settings

Input Message | Error Alert |

Validation criteria
Allow:
Whole number
Data:
between

Ignore blank

-]

Clear All

[ OK ] [ Cancel
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Data I Window

Help

A1 Sort..
Eilter
Farm...
Subtotals...

| Validation...

Text to Columns...

PivotTable and PivotChart Report...
Import External Data
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Data Validation

Error Alert

Show input message when cell is selected
When cell is selected, show this input message:
Title:

Input message:

.
Data Validation

| Setlings | Input Message

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:

Style: Title:
Stop [~
. Error message:
3 R
()]

Clear All

[ 0K ][ Cancel ]
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200

Name 2
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250

Name 3

22

300

Name 4

24

320

Name 5

26

400

Name 1

28

450

Name 2

30

200

Name 3

32

290
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Insert | Format Toc

Rows
Columns
Worksheet
Chart...

Jf= | Function...
Mame »
Comment
Bicture »
Diagram...

Object...
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Window | Help

Mew Window

Arrange...

Compare Side by Side with...
Hide

Unhide...

Split

Ereeze Panes

1 Mew Microsoft Excel 97-2003 Worksheet
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Chart Wizard - Step 1 of 4 - Chart Type

Chart Wizard - Step 1 of 4 - Chart Type

9 oo

Chart type:

E Bar
|ﬁ Lire
» Pie

‘ Area

fra ) Doughnut
@r Radar
@ Surface

®s Bubble

Standard Types | Custom Types

Mo |

.+ XY (Scatter)

Chart sub-type:

‘m
i
.

ihiy
il

ibhd
i

m

(Clustered Column. Compares values across
categories.

E Press and Hold to View Sample i

Cancel

[ mext> | [ Enish |

Chart type:

Standard Types | Custom Types

Sample:

‘;Area Blocks

»

‘ BaW Area

M B&W Column

‘ B&W Line - Timescale
» B&W Pie

i Blue Pie

et Colored Lines

l]:iﬂ: Column - Area

M Columns with Depth
‘ Cones

m

Select from
) User-defined

@) Built-in

Age

DU-E?EQEEE#’-

oAge

,

Cancel

Next> | [ Finish
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1 Chart Wizard - Step 2 of 4 - Chart Source Data m

Data Range Series

cuddBHEES S

Data range:

Series in:

) Rows

@ Columns

[

Cancel || <Back || MNext> || Finish
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Chart Wizard - Step 3 of 4 - Chart Options L2 o)
_______ TI ﬂES| Axes | Gridlines | Legend | Data Labels | Data Table |
Chart title:
Age | =
Categary (X)) axis: ﬁ
| || s
Yalue () axis: g_
| || =
Second category (X) axis: 1:1:
| | 3
Second value () axis: B
| |
| Cancel || <Back || mMext> || Einish
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Chart Wizard - Step 3 of 4 - Chart Options L2 [

Primary axis
Category (X)) axis
@ Automatic
() Category

) Time-scale

Value () axis

oS EBUEESS

| cancel || <Back || Mext> || Finsh |

457 & @by JS& [ Chart Wizard - Step 3 of 4 - Chart Options NG LD [

| Titles | Axes

| Legend | Data Labels | Data Table |

Category (X) axis
[7] Major gridiines
| [7] Miner gridines
Value () axis
Major gridlines
II [7] Miner gridines

cwda BHEESS

— N M < 0o~ N~ MM w0
o oW oW W w W W W m W W @
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=z ¥ T E T E ZEZEZETEZT ZEEZ

[ Cancel ][ < Back “ Mext =

J |
[ Chart Wizard - Step 3 of 4 - Chart Options =) %58 % @2y JS&

Einish

| Titles I Anes IGridIines

Data Labels | Data Table |

Show legend

Placement
) Bottom

(7)) Corner

(O Top
@ Right
0 Left

cow S o BRSNS L

Cancel || <Back || Next> || GFEinish |

I | 459 » @3y JS&




IS

r

Chart Wizard - Step 3 of 4 - Chart Options -2 [

Label Contains
|:| Series name Ag2

|:| Category name
[ value
Percentage

Bubble size

Separator: El
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Legend key

| cancel || <Back || mext> || FEinish
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Chart Wizard - Step 3 of 4 - Chart Opticns

| Titles | Axes I Gridlines I Legend | Data Labels

[] show data table

Age
Show legend keys
45
40
=1
3
25.
Z].
15 4
10 4
5.
oeezezooz 2o ze
EE 5 G EFEEEEEEEE
= = = = = = X = = = = =
| Cancel || <Back || mext> || Finish

.
Chart Wizard - Step 4 of 4 - Chart Location L2 (eS|

Place chart:
nl () As new sheet: Chart1
o
T
Bl ©Asciecn BT - |
Cow ) ) o ) L)
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