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« You can help improve the readability of a worksheet by applying

different types of formatting. For example, you can apply borders
and shading to help define the cells in a worksheet.
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To change the text color of the selected cells, click the arrow next
to Font Color, and then under Theme Colors or Standard Colors,
click the color that you want to use.

To change the background color of selected cells, click the arrow
next to Fill Color, and then under Theme Colors or Standard
Colors, click the background color that you want to use.

If the colors in the palette don't meet your needs, you can click
More Colors. In the Colors box, click the color that you want.

To apply a new or different border style for the selected cells,
click the arrow next to Borders icon in Ribbon, and then click a
border style.

To change the vertical alignment of cell contents, click Top Align,
Middle Align, or Bottom Align buttons in Ribbon.

You can't split an individual cell, but you can make it appear as if
a cell has been split by merging the cells above it.

When you merge two or more adjacent horizontal or vertical cells,
the cells become one larger cell that is displayed across multiple
columns or rows.

In order to merge cells, start by select two or more adjacent cells
and then click on Merge & Center icon located in then Home tab
of the Ribbon.

For splitting a merged cell, select it and then click on Merge &
Center icon in the Home tab of the Ribbon.

If you want text to appear on multiple lines in a cell, you can
format the cell so that the text wraps automatically, or you can
enter a manual line break. In order to do that, select cells and then
click on Wrap Text icon in the Home tab of the Ribbon.

Use a conditional format to help you visually explore and analyze
data, detect critical issues, and identify patterns and trends.

In order to clear the conditional formats of a range, select the
range, then on the Home tab, in the Styles group, click the arrow
next to Conditional Formatting, and then click Clear Rules.
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To prevent a user from accidentally or deliberately changing,
moving, or deleting important data from a worksheet or workbook,
you can protect certain worksheet (worksheet: The primary
document that you use in Excel to store and work with data.
Also called a spreadsheet. A worksheet consists of cells that are
organized into columns and rows; a worksheet is always stored in
a workbook.) or workbook elements, with or without a password
(password: A way to restrict access to a workbook, worksheet,
or part of a worksheet. Excel passwords can be up to 255 letters,
numbers, spaces, and symbols. You must type uppercase and
lowercase letters correctly when you set and enter passwords.).
You can remove the protection from a worksheet as needed.

In order to remove protection from a worksheet, on the Review
tab, in the Changes group, click Unprotect Sheet.

When you protect a worksheet, all cells are locked by default,
which means that they cannot be edited. To enable cells to be
edited while leaving only some cells locked, you can unlock all
the cells and then lock only specific cells and ranges before you
protect the worksheet. You can also enable specific users to edit
specific ranges in a protected worksheet.
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17- What's recommended for increasing the features of sharing system?
a- Excel Sharing
b- Microsoft Groove

c- Microsoft Sharepoint

d- All of the items
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Formulas are equations that can perform calculations, return
information, manipulate the contents of other cells, test conditions,
and more. A formula always starts with an equal sign (=).

o Informulas, the ~ (caret) operator raises a number to a power, and
the * (asterisk) operator multiplies two or more numbers.

« MAX function returns the largest value in a set of values. Its
syntax is MAX(numberl, [number2], ...).

o The SUM function adds all the numbers that you specify as
arguments. Each argument can be a range, a cell reference, an
array, a constant, a formula, or the result from another function.
Forexample, SUM(AL:A5) adds all the numbers that are contained
in cells Al through A5. For another example, SUM(AL, A3, A5)
adds the numbers that are contained in cells Al, A3, and A5.

o Ctrl+D shortcut uses the Fill Down command to copy the contents
and format of the topmost cell of a selected range into the cells
below.

o The ROUND function rounds a number to a specified number of
digits. For example, if cell Al contains 23.7825, and you want to
round that value to two decimal places, you can use the following
formula: =ROUND(AL, 2), and the result of this function is
23.78.

o ###t error: Excel displays this error when a column is not wide
enough to display all the characters in a cell, or a cell contains
negative date or time values.

o #DIV/0! error: Excel displays this error when a number is divided
either by zero (0) or by a cell that contains no value.
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