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F u nctlons Used to modify the width of the column to the left of

the cursor.
You can click and hold the mouse button and drag
it to the appropriate width.

OR

You can double click which autosizes the column
(column automatically adjusts its size according to
the longest value in any of the cells in that column).

Used to modify the height of the row above the

You can click and hold the mouse button and drag
it down to the appropriate height.

You can double click which autosizes the row (row
automatically adjusts its size according to the
largest font or contents in any of the cells in that

Used to drag the value or function containe
current cell to a section of consecutive cells.

Used to move the cell, row, or column to another
location. When you move the cell, row, or column it
will show the shape of it with a dotted line around it.
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Parts of the Excel Window
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Menu Bar. This bar provides you with menu
options.

Tool Bar. This bar provides you with shortcuts
to the most commonly used menu options.
The tool bar is discussed in more detail in
the next section.

Formula Bar. This field shows the contents of
the selected cell. You can input, edit, or
delete the contents from here.

Cell. This is a cell. The name of cellis A1.
The name is made up of the column name
and the row name.

Column. This is a column. The name of this
column is E.

- Row. This is a row. The name of this row is 6.
“ Worksheet selector tabs.
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