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How to work with Edit

How to work with Cut command

To work with Cut command

Step 1
If you want to work with Cut command, first you must highlight the word that you
want to cut.

[FC Motebook Serer |
19595 15% 10% 26%
1997 26% 15% 34%

19593 40% 0% A40%

Step 2
After that, you can use the mouse to open the Edit menu and then click on the
Cut command.

Edit | ¥iew Insert  Formak  Tools

7 Undo Typing '40%' in D4 Ckrl+2

B Chrbbx |

Step 3
In the image below, you are able to see that the data is being cut.
FC Motebook Server
15% 10% 25% 1996
25% 15% 34% 1997
40% 30% 40% 1995




How to work with Copy and Paste

To work with Copy and Paste

Step 1
To work with copy and paste, first you must highlight the text that you want to
copy.
After that, use the mouse to open the Edit menu and then click on the Copy
command.

Edit I Wiewd Imsert  Formak  Tools

7 Undo Typing '40%' in D4 Chrl+2

g Cut Chrl+x
" Copy ChrlHiC
Step 2
Then, you must place the insertion point at the place where are you would like to
paste it.

Choose Edit>Paste

Edit Iiiew Insert  Formal

7 Undo Paste  Ctrl+Z2

g Cut Chrl+x
| Copy Zhrl+iC |
Step 3
Then, you'll see that your data has changed just like the picture below.
T ] T ]
PC Motebook Server PC Motebook Server
1995 15% 10% 25% 1995 15% 10% 25%

1997 25% 15% 4% 1997 25% 15% 4%
1955 40% 0% 40% 1955 40% 0% 40%

Before After




How to work with Insert

How to insert new Cells

To insert new Cells

Step 1
If you wish to insert new cells, you have to place the insertion point at the place
where you would like to insert it.
PC Motebook Server
“IBEJE_ 15% 10% 26%
1997 25% 15% 34%
1998 40% 0% 40%

Step 2
Then, just use the mouse to open the Insert menu and then click on the Cells

command.
Insert IFgrmat Tools  De

| Zells. ..
Step 4
Then, you'll see that your table has changed just like the picture below.
PC Motebook Server
_| 15% 10% 25%
EES 25% 15% 34%

1997 40% 0% 40%
1955




How to insert new Rows

To insert new Rows

Step 1
If you wish to insert new rows, what you have to do first is to place the insertion
point at the place where you would like to insert it.
PC Motebook  Server
“IBEJE! 15% 10% 25%
1997 25% 15% 34%
1995 40% 30% 40%

Step 2
Next, you have to use the mouse to open the Insert menu and then click on the

Rows command.
Insert IFgrmat Tools [

Cells. ..
| Rows |
Step 3
Then, you'll see that your table has changed just like the picture below.
FC Motebook Server
N |
1995 15% 10% 25%
1997 25% 15% 34%

19593 40% 0% A40%



How to insert new Columns

To insert new Columns

Step 1
To insert new columns, you have to place the insertion point at the place where
you want it to be inserted.

PC Motebook  Server
1995! 168% 10% 28%
1997 5% 16% 34%

15955 40% 30% 40%,

Step 2
After that, just use the mouse to open the Insert menu and then click on the
Columns command.

Insett I Format  Tools D
Cells. ..
Raows
| Columns |
Step 3
The image below shows that the new column has been inserted in the table.
PC Motebook | Sernver
1996 18% 10% 25%
1997 25% 15% 34%

1953 A0% 0% A0%



How to insert the Worksheet

To insert the Worksheet

Step 1

It's easy to insert the worksheet. For example, there are three sheets and you
would like to add more sheets.

4 4 ¢ b Sheetl / Sheetz # Sheet3 /

Ready

Step 2
What you have to do first is, you have to use the mouse to open the Insert menu

and then click on the Worksheet option.
Insett I Farmat Tools D

Cells. ..
Rows

Columns

| Worksheet

Step 3

Now you could see that the new sheet, which is sheet 5 has been inserted.
M 4 » w|\Sheet5  sheetl f Sheetz 4 Sheets /

Ready
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How to insert a chart

To insert a chart

Step 1

To insert a chart, first you must select the Data which you would like to place it in

the chart.

FC
15956 15%
1957 25%
15955 A0%

Motebook Semer

10%: 25%
15% 34 %
30 % A40%

Step 2

After that, use the mouse to open the Insert menu and then click on the Chart

command.
Insert IFgrmat Tools

[

Rows
Columns

Wiarkshest

|g_ Chart...

Step 3

Later, you have to select the chart of your choice and then click Next button as

shown by the picture below.

K E

Chart Wizard - Step 1 of 4 - Chart Type

Standard Twpes | Custom Types I

Chart bype:

o WY (Scatter)

Il ~rea

i@ Doughruk
@r Radar
.@ Surface

@ Eubble

[ﬁ;ﬁ_ Skack

Chart sub-tvpe:

il
"

m

i
|

lustered Calumn, Compares walues across
akeqories.

Press and Haold to Wiew Sample

Cancel

| = Bach “ Mexk = I

Einish
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Step 3
_Now, all you have to do is,_to follow the step by step guide to create the Chart.
]

Sales
a0%
40%

2 =0 n @ 1995
mE S0 B 1997
: L

0% . | .
PC Motebook Server
Product
n n n

12



How to insert the calculate function

To insert the calculate function

Step 1
To insert the calculate function, first, you have to place your insertion point to

where you want it to be inserted.
Apple Waterhelon Orange

20 40 11

10 50 14

30 90 18
Step 2

Next, you have to use the mouse to open the Insert menu and then click at the

Function command.
Insett IFgrmat Tools [

Cells...
Rows
Columns

Worksheet

[H_], Chart...
|Jﬁ, Eunction. .. |

Step 3
Then, you have to select the function and later just click on the Ok button.

Inzert Function X

Search Far a funckion:

O select a cakeqory: |Most Recently Used j

Select a function:

COUMT

sUM{number1,numberz,...)
#dds all the numbers in a range of cells,

Help on this Funckion QK Cancel

13



Step 4
Now you just have to enter the number of the cell that you want to calculate and
then click Ok button.

Function Arguments

I - = |  number

Step 5

Apple YWatertelon Orange
20 40 i
10 a0 14
30 a0 15
B0

14



How to insert the clip art

To insert the clip art

Step 1

To insert the clip art, you have to place the insertion point to where you would
like to insert the picture. After that, you have to use the mouse to open the Insert
menu and then open the Picture sub menu. Then, just click on the Clip Art
command.

| Picture 3 | Clip &rt...

Step 2

It will display a new window in your right hand side and then click on the Clip Art
Organizer text.

A o Inserk Clip Ark v X

Search For

Search bext:

| Search | | Restore |

Other Search Options

Search in:

| All collections | - |

Resulks should be:

|.ﬁ.II media file bypes | v|

See also

(2 Clip Organizer. ..

@ Clips Opline
lick here ko
@ Tips Fot organize your
media clips.

Step 3
After that, just select the picture that you want to insert in the document. Then,

15



click at the Copy command from the menu.

¥ Delete from Clip Organizer

Cpen Clip I,
Tools on the \Wweb, .,

7% Copy ta Collectian...

Edit keywards, .,

Find Similar Style

Preview/Properties

Step 4

Now you have to place the insertion point to the place where you want to paste
the picture. Next, you must use the mouse to open the Edit menu and then click
the Paste command.

Edit I Wiew  Insett  Forma

7 Undo Paste  Chrl+2

S
@ COffice Cliphoard. ..
|a Paste Chrly

Step 5
Now you can see that the clip art that you've chosen is in your document.

16
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How to insert the picture from file

To insert the picture from file

Step 1

To insert the picture from the file, first, you have to use the mouse to open the
Insert menu and then open the Picture sub menu. Then, click the From File

command.

Pickure » | B Clip At
¥ Hyperlink...  Chr+K | From File...
Step 2

After that, select the picture that you want to insert in the document and then
click the Insert button.

Inzert Picture

ki B3

Look in: II:l Windows j e o @ P * Toals =
M ame | Sizel Type ﬂ
ﬁ (s Temparary Intermet. . File Falc
History [ Twain32 File: Folc
[(wieh File Falz
. 5 1sthact 2B Bitmap |
ﬂ (35 B ackand 102KE  GIF Ima
My Documenkts {Black Thatch 1B Bitmap|
BGH Blue Rivets KB Bitmap |
m EGH Bubbles KB Bitmap|
@aned Stone 1KE  Bitmap |
Deskhop @Eircles 1KE  Bitmap|
(35 Cloud 12KB  GIF Ima
ﬁ (35 Content KB GIF Ima
| I Hipbel 2KE GIF Ima
Favorites | fa Hipcd KB GIF Ima =
. | il
é File namne: I j Tnsert vI
Web Folders  ijes of type: I.ﬁ.ll Pictures j Cancel |
Step 3

You could see that the picture from the file is now appearing in your document.

18



How to insert Organization Chart

To insert Organization Chart

Step 1
If you would like to insert the organization chart, first you have to place the
insertion point in the document where you want to insert.

I

Step 2
After that, use the mouse to open the Insert menu and then open the Picture
sub menu. Later, click on the Organization Chart command.

Picture * | (M Clip s,

Lokon!

¥ Hypetlink...  Chrl+K 23] From File...

b
W
a' From Scanmer ar Camera. ..

‘ders are shipped by po.|,%, Organization Chark

Step 3
Now you could see that the Organization Chart is been inserted in the

document.
?///////////////////////////////////////////////////////////////////////////////////////////////////////////////é

Click to add text

i
|

Click to add te>¢] [Click to add te)ft] [Cli ck to add text

A A SN
R R RN R

SN

AL A A A

BRSNS
T T

b

i



How to add the text in the
Organization Chart

To add the text in the Organization Chart

Step 1
To add the text in the Organization Chart, first you have to select the shape that
you want to insert

E.?Iick to add textE

&

Step 2
Next, move the mouse to the shape that you want to add the text and then click
the mouse button.

i 7
I

z
x/”/////////////////xﬁf////////////////f;’;
Step 3
Now you can start entering the words in the shape box.

-
7 %
Manager

4’\ = /Zg
i : , ~ ; i
{ Click to add text] Click to add text [Cli ck to add text J

20



How to insert a new shape in the
Organization Chart

To insert a new shape in the Organization Chart

Step 1
To insert a new shape in the organization chart, first you have to place the
insertion point to where you want to insert the shape.

—
Click to add text

Step 2

Next, just click the New Shape command in the Organization Chart menu bar
and then select the option you want to add the shape as shown by the picture
below.

Organization Chark

EE* Insett Shape - |[Layouk = @ Seleck = :?z

|%- Subardinate

4o Coworker
= Assistant LZEL |

Step 3
Below is an example of how your document with the organization chart will look
like.

%”/////////////////////////////////////////////////////L///////////////////////////////////////////////////////é

r

Click to add text

& p iy 1
Click to add text% Click to add text [Cli ck to add text

T | ,

Cliclk to add text

T S R

B
3

—
Q\\\\\\\\\\\\\‘\\\\\\\\m\\\\\\\\\\\\R\\\\\\\\\\\\\

o e
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How to select the layout

To select the layout

Step 1

To select the layout, you must select the shape that you want to change its layout
first.

Y o

I
f/////////////////W////////////////X/%
Step 2
Later, you must move the mouse to the Layout in the Organization Chart menu
bar and thne select the layout you want.

Layauk 'I Select = f’:: l

Standard

Bokh Hanging

Left Hanging

Right Hangirg

Eit: Qrganization Chart to Conkents
Expand Organization Chart

Scale Organization Chart

L] L 3 et w5 ]

Aukolayouk

Step 3
If you have chosen Left Hanging, your organization chart will look like the picture
below.

- - ™
g Manager g

Click to add text

Click to add text

L : Click to add tic;t ‘— ]

22



How to work with Draw

How to show the AutoShapes menu
bar

To show the AutoShapes menu bar

Step 1
Use the mouse to open the Insert menu and then open the Picture sub menu.
Click the AutoShapes command.

| Ficture B ip

% Hyperlink...  CtrlHE 2] From File...

R Y *: s%a Organization Chart
.“/ , = ]'. o |@' autoshapes
Step 2

Next, you must use the mouse to open the Callout menu and then click the Line
Callout 1.

%

= 7

DO O3

Eooe

- Line callaut 1|

Step 3

Finally, you could use the mouse to drag and draw the Line Callout.

23



How to draw the line

To draw the line

Step 1
To draw the line, you have to use the mouse to open the Insert menu and then
open the Picture sub menu. After that, just click on the AutoShapes command.

| Picture ’ | D dip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

o . s&=  Organization Chart

II/ : =N ]|| . |@ ELItDEhEIDES

Step 2

Later, just click at the Lines command in the AutoShapes menu bar. Now you
have to choose the Line in the option menu.

Sukoshapes v X

DS =%

TICIC o T LTSI
g’//////////////////x&

Step 3
Finally, you could use the mouse to drag and draw the line.

24



How to draw the Arrow Line

To draw the Arrow Line

Step 1

To draw the arrow line, first, you have to use the mouse to open the Insert menu
and then open the Picture sub menu. Then, click on the AutoShapes command.
| Picture ’ | D dip At

2
¥ Hyperlink... Ctrl+ (-2 From File...
——

o . s&=  Organization Chart

III/ : =N ]|| . |@ ELItDEhEIDES

Step 2
Later, choose the Arrow in the option menu.

FRI O % 0
N ;

5 (5 Arrow

e

Step 3
Finally, you have to use the mouse to drag and draw the Arrow as shown by the
picture below.

25



How to draw the Double Arrow

To draw the Double Arrow

Step 1
To draw the double arrow, first, use the mouse to open the Insert menu and then
open the Picture sub menu. Then, click on the AutoShapes command.

| pictue v |81 cip ...

o

¥ Hyperlink... Ctrl+ (-2 From File...
——

o . s&=  Organization Chart

III/ : =N ]|| . |@ ELItDEhEIDES

Step 2

After that, choose the Double Arrow in the option menu.

DB %D

S % Double Arrow
AR

Step 3
Finally, you could use the mouse to drag and draw the Arrow.

26



How to draw the Curve

To draw the Curve

Step 1
To draw the curve, first, use the mouse to open the Insert menu and then open
the Picture sub menu. Then, click the AutoShapes command.

| Pickure » | (R Cip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

o . s&=  Organization Chart

II/ : =N ]|| . |@ ELItDEhEIDES

Step 2
Later, you must choose the Curve in the option menu.

)

e My
Ec <,
s
' I

Curve

Step 3
Now you could use the mouse to drag the start and end point. When you have
finished, press the ESC button.

27



How to draw the Freeform

To draw the Freeform

Step 1

To draw the freeform, first you have to use the mouse to open the Insert menu
and then open the Picture sub menu. Now you just click on the AutoShapes
command.

| Picture J | (B Clip At
¥ Hyperlink...  Ctrl+ 23] From File...
.

o Y see  Drganization Chart

.-/ ,' = ]'l S |@' Autoshapes

Step 2
Later, you have to choose the Freeform in the option menu.

Step 3
Finally, you just use the mouse to drag and draw the line. When you have
finished, press the ESC button.



How to draw the Scribble

To draw the Scribble

Step 1

To draw the scribble, first, you have to use the mouse to open the Insert menu
and then open the Picture sub menu. After that, click the AutoShapes
command.

| Picture J | (B Clip At
¥ Hyperlink...  Ctrl+ 23] From File...
.

. . sga  Drganization Chart

.-/ ,' = ]'l S |@' Autoshapes

Step 2
Next, you have to choose the Scribble in the option menu.

"
m
(5
i
é Scribble
Step 3

Finally, you just have to use the mouse to drag and draw the line as shown by

the picture below.
&

29



How to draw the Straight Connector

To draw the Straight Connector

Step 1

To draw the straight connector, first you have to use the mouse to open the
Insert menu and then open the Picture sub menu. Click the AutoShapes
command.

| Picture J | (B Clip At
¥ Hyperlink...  Ctrl+ 23] From File...
.

o Y see  Drganization Chart

I.-/ ,' = ]'l S |@' Autoshapes

Step 2
After that, just click at the Connector command in the AutoShapes menu bar

and then choose the Straight Connector.
Autoshapes > X

L | %o i
R S
AR

o Skraight Connector |

T .;ﬂrl: applies

Step 3
Finally, you just have to use the mouse to draw the start and end point.

30



How to draw the Straight Arrow
Connector

To draw the Straight Arrow Connector

Step 1
To draw the straight arrow connector, first you have to use the mouse to open
the Insert menu and then open the Picture sub menu. After that, click at the
AutoShapes command.

| Pickure 3 | h

f dip At
% Hyperlink...  Ctrl+K =2 From File, .
o

S Y sds  Drganization Chart

III./ I:. \Q. ]Il . - |@ EutDShapes

Step 2
Next thing to do is to click at the Connector command in the AutoShapes menu
bar and then choose the Straight Arrow Connector option.

] R
"o ol ™,

I:'I_n i Straight Arrow Cu:unneu:tu:ur|

"2 % %0 e applies to th

N, DI

Step 3
Finally, use the mouse to draw the start and end point.
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How to draw the Straight Double-
Arrow Connector

To draw the Straight Double-Arrow Connector

Step 1

If you would like to draw the straight double-arrow connector, first you have to
use the mouse to open the Insert menu and then open the Picture sub menu.
Later you have to click the AutoShapes command.

| Fictue B ip

.
% Hyperlink...  Ctrl+K =2 From File, .
o

oo Y sds  Drganization Chart

I.-'/ , = ]'. o |@' autoshapes

Step 2
After that, just click at the Connector command in the AutoShapes menu bar
and then choose the Straight Double-Arrow Connector option.

o Bl

=
I:-I-n D-Lu Straight Double-Arrow Connectar

% % G

Step 3
Finally, you just have to use the mouse to draw the start and end point.

32



How to draw the Elbow Connector

To draw the Elbow Connector

Step 1

If you wish to draw the elbow connector, you have to use the mouse to open the
Insert menu first. And then open the Picture sub menu. After that, click on the
AutoShapes command.

| Picture J | (B Clip At
¥ Hyperlink...  Ctrl+ 23] From File...
.

o Y see  Drganization Chart

.-/ ,' = ]'l S |@' Autoshapes

Step 2
The next thing to do is to click at the Connector command in the AutoShapes
menu bar and then choose the EIbow Connector option.

|0 B 2o d O

=R
Fi 1. L.

nz' Elbow Connector

Step 3
Finally, you just have to use the mouse to draw the start and end point.

33



How to draw the Elbow Arrow
Connector

To draw the Elbow Arrow Connector

Step 1

To draw the use the mouse to open the Insert menu and then open the Picture
sub menu. Then, click the AutoShapes command.

| Picture ’ | D dip At

2
¥ Hyperlink... Ctrl+ (-2 From File...
——

S . s&=  Organization Chart

III/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2
Later, you just have to click the Connector command in the AutoShapes menu
bar and then choose the Elbow Arrow Connector option.

| B %o 2 O

" M
"L el "1

I:Zn na E|;DW Arraw Cu:unneu:t-:ur|

Step 3
Finally, use the mouse to draw the start and end point.
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How to draw the Elbow Double-Arrow
Connector

To draw the Elbow Double-Arrow Connector

Step 1

To draw the Elbow Double-Arrow Connector, first, you have to use the mouse to
open the Insert menu and then open the Picture sub menu. Click the
AutoShapes command.

| Ficture B ip
% Hyperlink...  Ctrl+K =2 From File, .
=

oo Y sds  Drganization Chart

I.-'/ , = ]'. o |@' autoshapes

Step 2
Later, just click on the Connector command in the AutoShapes menu bar and
then choose the Elbow Double-Arrow Connector option.
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Step 3
Finally, you just have to use the mouse to draw the start and end point.
I —
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How to draw the Curved Connector

To draw the Curved Connector

Step 1

To draw the curved connector, first, you have to use the mouse to open the
Insert menu and then open the Picture sub menu. Then, click at the
AutoShapes command.
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Step 2
After that, you just have to choose the Connector command in the AutoShapes
menu bar and then select the Curved Connector.
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Step 3
Finally, just use the mouse to draw the start and end point.
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How to draw the Curved Arrow
Connector

To draw the Curved Arrow Connector

Step 1
To draw the curved arrow connector, the first thing you have to do is to use the
mouse to open the Insert menu and then open the Picture sub menu. Click the
AutoShapes command.
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Step 2
After that, just click at the Connector command in the AutoShapes menu bar
and then choose the Curved Arrow Connector option.
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Step 3
Finally, use the mouse to draw the start and end point.
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How to draw the Curved Double-
Arrow Connector

To draw the Curved Double-Arrow Connector

Step 1

First you have to use the mouse to open the Insert menu and then open the
Picture sub menu if you would like to draw the Curved Double-Arrow Connector.
After that, just click on the AutoShapes command.
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Step 2
Now you have to click on the Connector command in the AutoShapes menu
bar and then choose the Curved Double-Arrow Connector option.
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Step 3
Finally, use the mouse to draw the start and end point.
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How to draw the Rectangle

To draw the Rectangle

Step 1

To draw the rectangle, first you have to use the mouse to open the Insert menu
and then open the Picture sub menu. Later, you just click at the AutoShapes
command.
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Step 2
After that, just click the Basic shapes command and then choose the Rectangle
option.
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Step 3
Finally, you could use the mouse to drag and draw the rectangle.
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How to draw the Parallelogram

To draw the Parallelogram

Step 1

To draw the parallelogram, you have to use the mouse to open the Insert menu
first. And then open the Picture sub menu. Next, you just click on the
AutoShapes command.
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Step 2
After that, just click on the Basic shapes command and then choose the
Parallelogram.

Parallelogram

Th

Step 3

Finally, use the mouse to drag and draw the Parallelogram as shown by the
picture below.
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How to draw the Trapezoid

To draw the Trapezoid

Step 1
If you wish to use the mouse to open the Insert menu and then open the Picture
sub menu. After that, click on the AutoShapes command.
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Step 2
Then, click the Basic shapes command and then choose the Trapezoid.
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Step 3
Finally, use the mouse to drag and draw the Trapezoid.
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How to draw the Diamond

To draw the Diamond

Step 1

To draw the Diamond, first, you have to use the mouse to open the Insert menu
and then open the Picture sub menu. Then, click the AutoShapes command.
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Step 2

Now, click on the Basic shapes command and then choose the Diamond
option.
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Step 3
Finally, you just use the mouse to drag and draw the Diamond.
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How to draw the Rounded Rectangle

To draw the Rounded Rectangle

Step 1

If you wish to draw the rounded rectangle, you have to use the mouse to open
the Insert menu and then open the Picture sub menu. Then, click on the
AutoShapes command.
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Step 2
Now, you have to click on the Basic shapes command and then choose the
Rounded Rectangle option.

{pounded Rectangle |

Step 3

Finally, use the mouse to drag and draw the Rounded Rectangle.
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How to draw the Octagon

To draw the Octagon

Step 1

If you wish to draw the octagon, first, you have to use the mouse to open the
Insert menu and then open the Picture sub menu. After that, just click on the
AutoShapes command.
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Step 2
Later, you need to click the Basic shapes command and then choose the
Octagon.

Step 3
Finally, you just have to use the mouse to drag and draw the Octagon.
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How to draw the Hexagon

To draw the Hexagon

Step 1
If you need to draw the hexagon, you have to use the mouse to open the Insert

menu and then open the Picture sub menu. Then, just click on the AutoShapes
command.
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Step 2

After that, you need to click the Basic shapes command and then choose the
Hexagon.
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Step 3
Finally, you just have to use the mouse to drag and draw the Hexagon.
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How to draw the Can

To draw the Can

Step 1

To draw the can, first you have to use the mouse to open the Insert menu and
then open the Picture sub menu. Now, you have to click the AutoShapes
command.
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Step 2
After that, you need to click the Basic shapes command and then choose the
Can option.
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Step 3
Finally, use the mouse to drag and draw the Can.
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How to draw the Cube

To draw the Cube

Step 1

To draw the cube, the first thing to do is to use the mouse to open the Insert
menu and then open the Picture sub menu. Later, click the AutoShapes
command as shown by the picture below.
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Step 2

Next, you have to click the Basic shapes command and then choose the Can
option.

Step 3
Finally, you need to use the mouse to drag and draw the Cube.
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How to draw the Right Arrow

To draw the Right Arrow

Step 1

To draw the right arrow, you need to use the mouse to open the Insert menu
first. And then open the Picture sub menu. Next, click on the AutoShapes
command.
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Step 2
After that, just click on the Block Arrow in the AutoShapes menu and then
choose the Right Arrow as shown by the picture below.
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Step 3
Finally, you just have to use the mouse to drag and draw the Right Arrow.
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How to draw the Left Arrow

To draw the Left Arrow

Step 1

If you need to draw the left arrow, first, you have to use the mouse to open the
Insert menu and then open the Picture sub menu. Next, click the AutoShapes
command.
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Step 2
After that, you just need to click on the Block Arrow in the AutoShapes menu
and then choose the Left Arrow.
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Step 3
Finally, just use the mouse to drag and draw the Left Arrow.
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How draw the Up Arrow

Draw the Up Arrow

Step 1

To draw the up arrow, the first thing to do is to use the mouse to open the Insert
menu and then open the Picture sub menu. Later, you need to click on the
AutoShapes command as shown by the picture below.
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Step 2

After that, you need to click the Block Arrow in the AutoShapes menu and then
choose the Up Arrow.
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Step 3
Finally, use the mouse to drag and draw the Up Arrow.
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How to draw the Down Arrow

To draw the Down Arrow

Step 1

To draw the down arrow, first you have to use the mouse to open the Insert
menu and then open the Picture sub menu. Then, click on the AutoShapes
command.
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Step 2
Now, just click on the Block Arrow option in the AutoShapes menu and then

choose the Down Arrow.
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Step 3
Finally, you need to use the mouse to drag and draw the Down Arrow.

51



How to draw the Bent Arrow

To draw the Bent Arrow

Step 1

To draw the bent arrow, first you just have to use the mouse to open the Insert
menu and then open the Picture sub menu. Next, you need to click the
AutoShapes command.
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Step 2
After that, you need to click on the Block Arrow option in the AutoShapes menu
and then choose the Bent Arrow.
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Step 3
Finally, you have to use the mouse to drag and draw the Bent Arrow.

™
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How to draw the Left-Up Arrow

To draw the Left-Up Arrow

Step 1

To draw the left-up arrow, first you have to use the mouse to open the Insert
menu and choose the Picture sub menu. After that, click on the AutoShapes
command.
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Step 2
Next, you need to click on the Block Arrow in the AutoShapes menu and then

choose the Left-up Arrow option.
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Step 3

Finally, use the mouse to drag and draw the Left-up Arrow.
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How to draw the Flowchart: Process

To draw the Flowchart: Process

Step 1

If you need to draw the flowchart: Process, you have to use the mouse to open
the Insert menu and choose the Picture sub menu. Then, click the AutoShapes
command.
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Step 2
After that, just click on the Flowchart in the AutoShapes menu and then choose
the Flowchart: Process option.
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Step 3
Finally, you need to use the mouse to drag and draw the Flowchart: Process.
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How to draw the Flowchart: Alternate
Process

To draw the Flowchart: Alternate Process

Step 1

To draw the flowchart: Alternate Process, you have to use the mouse to open the
Insert menu and then open the Picture sub menu. Next, Click the AutoShapes
command.
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Step 2
After that, click on the Flowchart in the AutoShapes menu and then choose the

Flowchart: Alternate Process option.
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Step 3
Finally, use the mouse to drag and draw Flowchart: Alternate Process.
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How to draw the Flowchart: Decision

To draw the Flowchart: Decision

Step 1

To draw the flowchart: Decision, first, you have to use the mouse to open the
Insert menu and then open the Picture sub menu. Next, you need to click the
AutoShapes command.
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Step 2
After that, click on the Flowchart in the AutoShapes menu and then choose the
Flowchart: Decision option.
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Step 3
Finally, you need to use the mouse to drag and draw Flowchart: Alternate
Process.
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How to draw the Flowchart Data

To draw the Flowchart Data

Step 1
To draw the flowchart: Data, you have to use the mouse to open the Insert menu

and then open the Picture sub menu. Next, you have to click the AutoShapes
command.
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Step 2

After that, just click the Flowchart in the AutoShapes menu and then choose the
Flowchart: Data.
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Step 3
Finally, you could use the mouse to drag and draw Flowchart: Alternate Process.
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How to draw the starts and banners

To draw the starts and banners

Step 1

To draw the starts and the banners, first, you have to use the mouse to open the
Insert menu and then open the Picture sub menu. Then, click the AutoShapes
command.
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Step 2
After that, you need to click the Starts and Banners option in the AutoShapes
menu and then choose the Explosion 1.

Step 3
Finally, just use the mouse to drag and draw the Explosion 1 as shown by the
picture below.
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How to draw the callouts

To draw the callouts

Step 1
If you wish to draw the callouts, first you have to use the mouse to open the

Insert menu and then open the Picture sub menu. Later, just click on the
AutoShapes command.
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Step 2

After that, click on the Callout option in the AutoShapes menu and then choose
the Rectangular Callout.
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Step 3

Finally, use the mouse to drag and draw the Rectangular Callout.
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How to show the AutoShapes
properties

To show the AutoShapes properties

Step 1
To show the Autoshapes properties, first you must select the shape that you
want to change its property.

Step 2
Later, use the mouse to open the Format menu and then click on the

AutoShapes command.

Formak II::u:uIs Table  Window

Borders and shading...
[ Theme...

|% Autoshape. .. |

Step 3
Next, you will see many options in the Format AutoShape dialog box as shown

by the picture below.
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Format AutoShape
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How to work with Format

How to change the Fill Color

To change the Fill Color

Step 1
If you wish to change the fill color, first you have to use the mouse to open the
Format menu and then click on the AutoShape command.
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Step 2
Later, select the color in the Color list box and then click Ok button.
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Ok, | Cancel |
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Step 3
Then, you'll see that the fill color has changed just like the picture below.

Before After
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How to add the Effect in the fill

To add the Effect in the fill

Step 1
To add the effect in the fill, first you have to use the mouse to open the Format
menu and then click on the AutoShape command.
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Step 2

Later, select the Fill Effect in the Color list box.
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Step 3

Next, you have to click on the Gradient in the Fill Effect dialog box. Now you can
start to adjust the color and effect that you want.
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Fill Effects

Step 4
Then, you'll see that your image has changed just like the picture below.

Before After
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How to add the texture in the fill

To add the texture in the fill

Step 1
To add the texture in the fill, first you have to use the mouse to open the Format
menu and then click the AutoShape command.
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Step 2
Later, just select the Fill Effect in the Color list box.
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Step 3

After that, you need to click on the Texture tab in the Fill Effect dialog box and
then select the texture that you want to add in the fill.

66



Fill Effects

Step 4
Then, you'll see that your image has changed just like the picture below.
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How to add the pattern in the fill

To add the pattern in the fill

Step 1
To add the pattern in the fill, first you have to use the mouse to open the Format
menu and then click the AutoShape command.
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Step 2
Next, you need to select the Fill Effect in the Color list box.
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Step 3

After that, you have to click on the Pattern tab in the Fill Effect dialog box and
then select the pattern that you want to add in the fill. You could also change the
Foreground and Background color.
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Fill Effects HE|
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Step 4
Then, you'll see that your image has changed just like the picture below.



How to insert the picture in the fill

To insert the picture in the fill

Step 1
If you need to insert the picture in the fill, first you have to use the mouse to open
the Format menu and then click on the AutoShape command.
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Step 2

Then, select the Fill Effect in the Color list box.

Format AutoShape ElE3
Colors and Lines | Size | Layouk | Picture I Texk Box | Web |
Fill

Color:
Transparency' Mo Fill 0% =
e AEEEEEEEN
| EEEEEEEN
Cglr: TITTIIL E
Dashed: I— EONEENEO II:I.?S pk ﬂ
BOOOOR @O
Arrows
Mare Colors, ..
Bz 0 e I Fill Effects. .. I &
Eeqin size: I =l Fil Effects I j
(] 4 | Cancel |
Step 3

Next, you need to click on the Picture tab. After that, just click on the Select
Picture button to choose the picture that you wish to insert the fill and then click
Ok button.
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Fill Effects E

Gradient | Texture | Pattern
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Step 4
Then, you'll see that your image has changed just like the picture below.

Before After



How to change the Line Color

To change the Line Color

Step 1
To change the line color, first you have to use the mouse to open the Format
menu and then click on the AutoShape command.
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Step 2
After that, select the color in the Color list box as shown by the picture below.
Format AutoShape EHE
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Step 3
Then, you'll see that your image has changed just like the picture below.
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How to change the line Dashed

To change the line Dashed

Step 1
To change the line’s dashed, first you have to use the mouse to open the Format
menu and then click the AutoShape command.

Format I Tools  Table  window
A
Borders and Shading. ..
[ Theme...
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Step 2
After that, select the dashed in the Dashed list box as shown in the picture below.
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Step 3

Then, you'll see that your image has changed just like the picture below.
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How to change the line style

To change the line style

Step 1
To change the line style, first, you have to use the mouse to open the Format
menu and click on the AutoShape command.
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Step 2
After that, you need to select the style in the Style list box.
Format AutoShape Kk F
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Color: ﬁ Style: =7’ oo
Dashed: | ————— | Weight: hpt — M8
Arrows ot ————

Beqin style: I j End stwle: 114 pt
[

Begin size: I
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Step 3
Then, you'll see that your image has changed just like the picture below.
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How to change the Line Weight

To change the Line Weight

Step 1
To change the line weight, first you have to use the mouse to open the Format
menu and then click on the AutoShape command.
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Step 2

Enter the value in the text box.
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Eeqin size: I j End size! I j
K I Cancel |
Step 3

Then, you'll see that your image has changed just like the picture below.
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How to insert the WordArt

To insert the WordArt

Step 1
To insert the WordArt, you have to use the mouse to open the Insert menu and
then open the Picture sub menu. After that, just click on the WordArt command.
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Step 2
Next, you can select the pattern that you would like to choose.
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Select a WordArt skvle:
rﬁ i ert I _":' w
Hhardvrt fio worday, (IWordAr] Wordart | 2
TN WA . . T W
Worellrd (Word Art [WordAet {0742+ WordBirt | =
s YW
W Wordart ||-Word Art 1k"*—'*«JT{Li'iri !
T T T —
Wordaet [WordAre | Wardhet | Mgl smamilil| 2
L
(04 I Cancel
Step 3

Now you could start entering the text that you want. You could also change the

Font type and the Font size.
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E dit WordArt Text Tl

| =
Fant: bize!
i Arial Black ;‘ I Bl Il

TE=L:

| LOVE YOU

2K | Cancel |

Step 4
Then, you'll see that your text has changed just like the picture below.

L
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How to insert the Diagram

To insert the Diagram

Step 1
To insert the diagram, you have to use the mouse to open the Insert menu first,
and then click the Diagram command.

Insett IFgrmat Tools T

Break...

Page Mumbers. ..

Date and Time. ..

AutaText 3

Symbal, ..

Picture »
|%23 Diagrarm. .. |
Step 2

Now you can select what Dia
Diagram Gallery

gram you would like to insert.
]

Select a diagram tvpe:

=
o]
Qi o o

T
A&)|O

Yenn Diagram
IUsed ko show areas of overlap between

elements
Ik I Cancel

Faa®

Step 3
Then, you'll see that your diagram has appeared just like the picture below.
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How to insert the object in the
document

To insert the object in the document

Step 1

If you want to insert the object in the document, first, you have to use the mouse
to open the Insert menu and then click on the Object command.

Insert I Formak  Tools D

Cells...

Rows

Columns

Wiarkshest
|ﬂ Chart...

Symbal. .

Page Break

#% Function. ..

Mame [
@ Comment
Picture [

l .
£,4 Diagram...

| Object... |

Step 2
Next, select the object, which you want to insert in the document.
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Dbject 2] x|

I Create from Eile |

Chiect type:

Eitrnap Image &
Eitrnap Image
Calendar Conkral 10.0

Image Document

Image Document

Media Clip [ Display as icon
Microsaft Clip Gallery

Microsoft Excel Chart ;I

Result
Inserts a new Calendar Conkrol 10,0 objeck inko

L
Em wour document.

Step 3
If you've chosen a calendar, then a calendar will appear in the document as
shown below.

u |
May 2001  [may Ehon o
Sun | Mon | Tue | Wed | Thu Fri Sat
29 30 1 3 4 )
B 7 g g 10 11 12
| | |

13 14 13 16 17 18 19

20 iyl 22 23 24 23 26

27 28 23 30 i 1 2
3 4 = G 7 & 9




How to change the row height

To change the row height

Step 1

To change the row height, first you have to use the mouse to open the Format
menu and then open the Row sub menu. Later, you need to click on the Height
command.

Farrnak IIn:n:-Is Data ‘Window  Help

Cells... Ctrl+1 % - [2) 2
| R >||ﬂ Height...
Step 2

When the Row Height windows appears, you can start entering the value.

Rowe height:

o, I Cancel |

Step 3
Finally, you will see that the row’s height has changed.

L1
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How to hide the row

To hide the row

Step 1

To hide the row, first you have to select the row that you want to hide.
2
3
4

Step 2
Now you could use the mouse to open the Format menu and then open the Row

sub menu. Later, you need to click on the Hide command.
Format I Tools Data  wWindow  Help

Cells... Ctrl+1 0% e »
| Row [EE Height...
Calurmn » aukaFit
Sheet » | Hide
Step 3

Later, you could see that the row is being hidden.
1

4]
5
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How to unhide the row

To unhide the row

Step 1

To unhide the row, first, you have to select a row that is hidden.
1

4
5

Step 2
After that, you have to use the mouse to open the Format menu and then open
the Row sub menu. Later, just click on the Unhide command.

Forrat II::u:uIs Data  Window  Help
Cells... Chrl+1 w% - [7) 2
| Row > | [ Height...
Zolumn r AukoFit
Sheet k Hide
AutoFormat. .. | Lnhide |
Step 3
Now you could see that the row is restoring.
2
3
| |
P
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How to change the Width

To change the Width

Step 1
If you wish to change the width, first, you have to select the Column that you
want to change its Width.

I

Step 2
After that, you need to use the mouse open the Format menu and then open the
Column menu. Next, click the Width command.

Formak II::u:uIs Data ‘indow  Help

Cells... Corlbl hoow = [2) 2 avial
R k

| Colurmn 2 mﬁ width, .,

Step 3

After that, the column width windows will appear as shown below and you can

start entering the column width value.

Column width:

K I Cancel |

Step 4
Now you could see that the column has changed.

—1
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How to hide the column

To hide the column

Step 1
If you wish to hide the column, first you have to select the column that you want
to hide.

Step 2
Next, you have to use the mouse to open the Format menu and then open the
Column menu. Later, click on the Hide command.

Farrmak I Tools  Data  Window  Help
Cels. .. Chri+1 Illiltl% - [2] # arial
Row [
| Colurrn 3 | 7 width,..
Shest 3 AutoFit Selection
AutoFarmat. ., | Hide: |
Step 2
Now you could see that the column has been hidden.
e
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How to unhide the column

To unhide the column

Step 1
To unhide the column, first, you must select the column that is hidden.
e

Step 2
After that, you have to use the mouse to open the Format menu and then open
the Column menu. Later, just click on the Unhide command.

Farrmat I Tools Daka  Windaow  Help

Cells... Chrl+1 Illillil% - @ :} avial
o F
| Colurnm k | — width, .
Shest » AutoFit Selection
AutoFarmat, .. Hide
onditional Formatking. . | Unhide |
Step 3
|NowEiyou |can sie that| the [c];olur|nn is restoring.

— 1
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