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Laminated quick reference card showing step-by-step instructions and shortcuts for Microsoft Excel 2011 for
Mac. 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:
Beginning a New Workbook, Opening an Existing Document, Page Layout vs. Normal View, Entering New
Data, Entering Data into a Selected Range, Replacing the Contents of a Cell, Undo or Redo an Action,
Editing the Contents of a Cell, Clearing Cells or Ranges of Cells, Inserting Rows or Columns, Inserting
Cells, Deleting Rows, Columns, or Cells, Column Width and Row Height, Changing Column Width to Fit,
Entering Dates, Copying to Adjacent Cells, Entering a Sequence of Numbers, Excel Formulas, Entering a
Formula, Commonly Used Functions, Entering a SUM ˆFunction Quickly, Using the Formula Builder,
Absolute vs. Relative Cell References, Moving or Copying Data: Cut, Copy, and Paste; Drag and Drop.
Formatting Numbers, Aligning Cell Contents, Borders, Shading, Clearing Formatting, Renaming a Sheet,
Selecting Sheets, Moving Sheets, Copying Sheets, Inserting a Worksheet, Deleting Sheets, Moving Among
Sheets, Printing the Worksheet, Printing a Specific Area, Setting a Page Break, Repeating Rows or Columns
on Every Page of a Printout.
This guide is suitable as a training handout, or simply an easy to use reference guide, for any type of user.
This card is one of two titles available for Excel 2011: Excel 2011 Introduction and Excel 2011 Charts,
Tables & PivotTables.
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From reader reviews:

Dale Burt:

What do you consider book? It is just for students as they are still students or it for all people in the world,
the particular best subject for that? Just you can be answered for that concern above. Every person has
various personality and hobby per other. Don't to be compelled someone or something that they don't would
like do that. You must know how great along with important the book Excel 2011 for Mac: Introduction
Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Cards). All type of book
can you see on many options. You can look for the internet sources or other social media.

Brian Rankins:

What do you concerning book? It is not important along with you? Or just adding material when you want
something to explain what the ones you have problem? How about your extra time? Or are you busy
individual? If you don't have spare time to accomplish others business, it is make one feel bored faster. And
you have free time? What did you do? Every individual has many questions above. They need to answer that
question mainly because just their can do in which. It said that about publication. Book is familiar in each
person. Yes, it is appropriate. Because start from on pre-school until university need this Excel 2011 for
Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Cards)
to read.

George Bash:

Reading a book to be new life style in this year; every people loves to read a book. When you learn a book
you can get a lots of benefit. When you read ebooks, you can improve your knowledge, due to the fact book
has a lot of information onto it. The information that you will get depend on what kinds of book that you
have read. If you would like get information about your review, you can read education books, but if you
want to entertain yourself read a fiction books, this sort of us novel, comics, in addition to soon. The Excel
2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Cards) will give you a new experience in reading a book.

Christopher Williams:

As a scholar exactly feel bored to be able to reading. If their teacher expected them to go to the library as
well as to make summary for some reserve, they are complained. Just tiny students that has reading's heart
and soul or real their leisure activity. They just do what the instructor want, like asked to the library. They go
to right now there but nothing reading critically. Any students feel that reading is not important, boring as
well as can't see colorful photos on there. Yeah, it is for being complicated. Book is very important for you.
As we know that on this period, many ways to get whatever we wish. Likewise word says, many ways to
reach Chinese's country. Therefore , this Excel 2011 for Mac: Introduction Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Cards) can make you truly feel more interested to read.
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