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10. D\A\r‘\\\"\ I Formatting Paragraphs and Lists o\’\“\(\
F Creating and Applying Styles and -
11. tﬁ\'\\ﬂ ! Themes b@\(\\\q
2 Formatting Documents and
12. OX.\(\\\ I Sections O\o\r\\q
Using and Creating Project AY)
13. ] o ﬁs\'\\“ I Templates ol
] Working with Nonstandard
14. \):\“H\\\W I Document Layouts. \"\\\(\
. AN, 11 Tables and Graphics: N .
15. [ 1\ p Ny \\\(\\ ]
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19. \6\(\\ N Creating and Formatting Tables \6\‘\\\(\
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N ) T e
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/\ \
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i - s B\ A
NN Copying Linking and Embedding
: 0
_—
30. \?\/\\(\ II citing sources and references \r\\\\

Using Microsoft Office 2007, Ed Bott and Woody Leonard, Que Publishin
Indiana (USA) ' &
Microsoft Office 2007 All in One, Greg Perry, SAMS Publishing, Indiana (UsA)
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oo\® mail merge em\®
N\ Preparation of Sales Report using A\
35 D\NS\ i Tables graphs or charts oM N>
\) preparing Labels and Application *L\\-/\
36. ’\%\ I of Macros (simple macros only). <\
37. 0.6\75\\(\ II Excel- Introducing Excel 2007 ) \f, \L
A Working with Worksheets and | R AV
8. 0\\\\S\\ B Workbooks o
- Controlling Data Entry with C AN
39. \G\K\\q i AutoComplete Options WO
Automatically Filling in a Series of A
40. \\\cé\'\ I S W\
Finding Replacing and \+ A
41. \\\5\\,\ 1 Transforming Data ="
| A\ Customizing the Worksheet AN
42.| B I Window )
i ~
| Hiding Rows and ColumnsUsing )
43. \g\ﬁ\\(\ I the Zoom C onrols ot
| \/\ /m;\;Rm\ and C\A\.lumn Labels ‘C»l )
44 \O\b\ 1 for Onscreen Viewing B -
oy ‘S\ﬂ 1 | Splitting the Worksheet Window
w0 [ .
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Functions
AN Organizing Data with Tables and
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A Case Study: Preparation of Sales W 7
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NN - - \\N\
76. NS Unit I & II Revision ©
L = (90\\\__\ S |

Using Microsoft Office 2007, Ed Bott and Woody Leonard, Que Publishing,

Indiana (USA)

Microsoft Office 2007 All in One, Greg Perry, SAMS Publishing, Indiana (USA)
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