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Laminated quick reference card showing step-by-step instructions and shortcuts for Microsoft Excel 2011 for
Mac. Thisguide is suitable as atraining handout, or smply 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
Cdlls, Deleting Rows, Columns, or Cells, Column Width and Row Height, Changing Column Width to Fit,
Entering Dates, Copying to Adjacent Cédlls, Entering a Sequence of Numbers, Excel Formulas, Entering a
Formula, Commonly Used Functions, Entering a SUM “Function 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:
Brandy Hagaman:

Why don't make it to be your habit? Right now, try to ready your time to do the important action, like
looking for your favorite reserve and reading a e-book. Beside you can solve your short lived problem; you
can add your knowledge by the publication entitled Excel 2011 for Mac: Introduction Quick Reference
Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Cards). Try to face the book Excel 2011
for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated
Cards) as your good friend. It means that it can to be your friend when you experience alone and beside
associated with course make you smarter than previously. Yeah, it is very fortuned for you personally. The
book makes you more confidence because you can know everything by the book. So , let me make new
experience as well as knowledge with this book.

ChrisWolf:

In other case, little folks like to read book Excel 2011 for Mac: Introduction Quick Reference Guide (Cheat
Sheet of Instructions, Tips & Shortcuts - Laminated Cards). Y ou can choose the best book if you'd prefer
reading a book. So long as we know about how is important any book Excel 2011 for Mac: Introduction
Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Cards). Y ou can add
know-how and of course you can around the world with a book. Absolutely right, since from book you can
realize everything! From your country until eventually foreign or abroad you will find yourself known.
About simple issue until wonderful thing you could know that. In this era, we can easily open a book or even
searching by internet device. It is called e-book. Y ou may use it when you feel weary to go to the library.
Let'sread.

Jim Loop:

This book untitled Excel 2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Cards) to be one of several books that best seller in this year, that's because
when you read this reserve you can get alot of benefit into it. Y ou will easily to buy that book in the book
retail outlet or you can order it by means of online. The publisher on this book sells the e-book too. It makes
you quicker to read this book, as you can read this book in your Cell phone. So thereis no reason for you to
past this guide from your list.

Betty Peoples:

The reserve untitled Excel 2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions,
Tips & Shortcuts - Laminated Cards) is the reserve that recommended to you to read. Y ou can see the quality
of the book content that will be shown to anyone. The language that author use to explained their way of
doing something is easily to understand. The article author was did alot of study when write the book, so the
information that they share to your account is absolutely accurate. Y ou also could get the e-book of Excel



2011 for Mac: Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Cards) from the publisher to make you considerably more enjoy free time.
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