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3. CIRL+ S:o save a WoYkbook. 

EXCEL 

CTRL + N:To Create a new OxKbok. 

CTRL O: 1O Open a saved workbook 

AUL KomeNKEDN) 
NOTES GoLLEEY(TELEGRPn) 

CTRL + C:|1o copy 

lussmate 

CTRL t A:To Select al) the Contents în a 
WOrkb0oK. 

CTRL+ B:To tuyn hiahliahte d cell BOLD 

workbooK 

CTRL t Gl: To iuMp_ to 

7 TRL+ D:TO Fill the selected cel 
Hhe content of the cell yiant above 

ceils that are hiahliahte d. 

3. ARL + F:T Search fox anything in a 

with 

la single conMMan d. 
Cextain axea with 

CTRL H:|To find and xeplace cell content. 

RL+ II: To italicise cell contents. 
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