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Microsoft Office
MS Word and MS Excel

Practical
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Creation of a word file

Start — All Programs —
Microsoft Office — Microsoft
Word — File Save As — File

name — Save
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Start — All Programs — Microsoft

Office — Microsoft Word
E B :) =

P;l\' a3 Lecture MATLAR
Notes RX0103 ¢ .mmn w\.
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Start — All Programs — Microsoft
Oftice — Microsoft Word

s e LT r . . - 2 ~ O "1 =
s AsBbceDc! AsBbcede AaBbC: AaBbce AADB A086CcDx £R @ paopes
N & 3G Headingl Heading 2 Teie Subtitle Subtie Em Emphasis Thangs K
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2) Ggmev G&MUY HMeHdHev
Opening of a word file

m [ile — Open — File name — Open



File — Open — File name — Open
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3) Gamuy Calluusm@

Saving an existing file

m File Save

m (Short cut key: Control+S)
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Gamuy G&LALLSMG

Review v
Save a copy of the document b= e . , 2 34 Find ~
Word Document L i [ Z AaBbCcDc | AaBbCcDe AaBbC Ad]j aBbC “cDi AaBbCcDt \

i!I;’ 3ac Replace
ope J Save the file as a Word Document. “[| <y - T Normal |7 NoSpaci. Headingl Heading2 Title Subtitle  Subtle Em..,  Emphasis Change ot
Open = Stylesv || W Seiect™

New

Word Template

Save — | Save the document as a template that can
- be used to format future documents,

Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

Save As

Save As (F

OpenDocument Text
Save the document in the Open Document
Format.

Prepare  PDF or XPS

Publish a copy of the document as a PDF or
_ XPS file.
Send
) Other Formats
Open the Save As dialog box to select from
Publish all possible file types.

Close

2] Word Options | | X Exit Word

Page:1ofl | Words: 0 {, English (India)

[
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Gamuy GCalLUUSNHG

2 "~ W o |

Favoraes luhun; c'-xlv'nm""al Compute: Network Desktop Dr. S madurai Sarthosh
B Desitop or photos

& Downloads

Recent Places

g Libranes

*| Documents

o Music
o Pictures

u Videos

4 '8 Computer
;_, Local Disk {C:

g D Drve (D)

Ferve ()

GD (G
s GDnve (G)

N Network
File pame  MMS

Seve 23 type: | Word Document

~ Hide Foiders 5 Cancel
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File — Open — File name

Aab
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File — Open — File name — Open

nistrator » Desitop »
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File — Open — File name — Open
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4) G&MLY cLp@EUBNEG

For closing a file

m File Close
m (Short cut key: Control+W)
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For closing a file

Aab
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5) SIL L 6U6M6TUI6MIU 2_(Ih6UTHEGSH6V

Table creation

m [nsert — Table — Choose number of rows
and columns
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5) SILL_6U6M60TI60ILI 2_(IhH6UTHEGHSHEV
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6) 260 6UlgQlL L 6V
Formatting the text
" 595G 61(RPHFHSHNTSHS:Control + B

= SMLBHS 61(10SH G H&TSHS: Control + |
s 3 HGaMg (HeusHm@  : Control +U



&l105d 61(0DHFHSHMMT&HS:Control

MLWA. HR.SEC.MADURAI - 625 001
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&MUDbS 61(RSHGHIHSHNMMTSHS: Control + |
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3llq &CaHMg.(heuUSHM@E: Control +U

Miwa. Hr Sec School Maduran — 625 001
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Paragraph alignment

2 M0 QL & USHID D&
Control + L

= 2 6060 6U6VG| LSHDHLO S6DL0SHE:
Control + R
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Paragraph alignment

= 2_60)J60LL H(HedleL  SMLN&HG:
Control + E

x 2 6060l ChHdHd ClgL :
Control + ]
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2_emjenill QLG LsHSLO
SlNLASHS Control + L

Microsoft Office Is a famlily of
e_and services developed by Microsof

< on 1 August 1988, at

1t Word
1, Over the
tantially
loser with shared leatures such
hecker, OLE data integration ang

plications scripting language
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2 606N 6U6VG| LIGSHLO
3IMLOGHS: Control + R

reloped by Micr ft. It was
i « on 1 August 1988, at
X In Las Vegas. Initially 8 marketing term for an
office suite (bundied set of productivity applications)
the tirst version of Office contained Microsoft Word
Microsoft Excel, and Microsoft PowerPoint, Over the
years, Office applications have grown substantially
loser with shared features suc
hecker, OLE data Integration and Visual Basi

Applications scripting language
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o_empenil H(HedleL
SlNL0&HSH: Control + E

Microsoft Office is a family of clie

the first sio i & contained Microsolt
Microsoft Exced, and Micrasoft PowerPoint. Over the
years, Office applications have grown substantially
closer with shared features such 8s a common spell
checker, OLE data integration and Visual Basic for

Applications s¢
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2 _snenil GhiTeHSH Cl&UILL
Control + ]

Microsoft Office

an 1 August

In Las slly & marketin~*~
ite {bundied set of productivity | Cut-Clid

Hirst version of ( d Microzoft Word
Microsoft Excel verPoint, Over the
Dffice applications have grown substantially
with shared Teatures such a5 3 common spell
hecker, Ol data Integration and Visual HBasic for

scripting language
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8) el QL Gleueall mL0SHGH6V
Line spacing

]l Uil @evL GleueidH@ : Control + 1
22 el QenLGleuale@ : Control +2
1.5 el @evL Gleuaied@ : Control+5
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1 aufl QemL_Gleuaia@

Control + 1

set of productivity applicat

MHhice conteined Microsoflt Word
applications h grown substar
ared features such as a8 commaon spell

Integration

s scripting language
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2 aufl QemnL_GleuaidH@

Control +

Microsoft Office is a family of dient s
oftware, and services deveioped by Mic
mn

August 1988, at

nitially 8 marketing term for an

grown substant
d festures such as a common-speil
data Integration

s scripting language
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1.5 auil @enL_GCleueais@

Control+d

Aa8bCelx

mphast

Microsoft Office is & family of dient s
oft and sen s developed by Microsoft, It was

first announced by Bill Gates on 1 August 1988, at

COMDEX In Las Vegas, Initially a marketing term for an

ite {bundled set of productivity applications)

the first version of Office contain it Word

and M oft PowerPoint. Over the

years, Office applications have grown substantially
loser with shared features h as 8 common spell
»

checker, OLE data integration and Visusl Basic for

lications scripting language
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9) LS&6MIq 6U6MLALIL]
Page lay out
o @ULD Margin
(@weoumest, GmISIL, elifhd)
(normal, narrow, wide, etc.)
= SI60LN6Y&H6YT Orientation
(Portrait, Landscape)
m 3|6116)] Size
(A4, A5, etc)
m Columns (1,2,3, etc.)
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@I]LD Margin
(@uwieoLimenT, @gueﬂu_l MbhS)

(normal, narrow, wide, etc.)
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SIMLOGYHOT Orientation
(Portrait, Landscape)

w0 ft Office

5 a NAY ¢ cilent sontware, sevvers
and services developed by Microsoft. It was

first announced by Bill Gates on 1 August 1988, at

COMDEX In Las Vegas, Initially a marketing term for an

iffice suite {bundled set of productivity applications)

the first version of Office contained Microsoft Word

Microsoft Excel, and Microsoft PowerPoint. Over the

years, Office applications have grown substantially
loser with shared features such a3 8 commaon spell
checker, OLE data integration and Vis

18] Bas i

Applications scripting language
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HOYT6)Y] Size
(A4, A5, etc)

B- = MME [Compatibility Mode] - Word (Product Actavabon Failed)

Heme Inven Devign (Y References Madingt Tleveew View W Toll i what you want te &

Microsoft Office is a family of client software, server

software, and services developed by Microsoft. It was
first announced by Bill Gates on 1 August 1988, at

COMDEX in Las Vegas. Initially a marketing term for an

office suite (bundled set of productivity applications),

the first version of Office contained Microsoft Word,

" Microsoft Excel, and Microsoft PowerPoint. Over the

years, Office applications have grown substantially

closer with shared features such as a common spell
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Columns (1,2,3, etc.)

B- = MME [Compatibility Mode] - Word (Product Actavabion Faited)

Heme Invent Devign (Y References Madingt Teveew View W Toll i what you want te &

re  Columns

Microsoft Office is a family of client software, server
software, and services developed by Microsoft. It was
first announced by Bill Gates on 1 August 1988, at

COMDEX in Las Vegas. Initially a marketing term for an

office suite (bundled set of productivity applications),

the first version of Office contained Microsoft Word,

Microsoft Excel, and Microsoft PowerPoint. Over the

years, Office applications have grown substantially

closer with shared features such as a common spell
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10) LISHSH6ET6001SH6YT

Page number

m Insert Fields Page Number
= (GLO6L LUSHSHLN, 3l LILISHSLN)
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Insert Fields Page Number
((Bmcu Li&&L0, guquua:&m)

MME [Compatibility Mode] - Woed (Product Actavation Failed)
References Mahirgs Reveew g
Header ~
Focter

L Page Number «

Current Pmitson

Microsoft | 1t software, server

software, T y Microsoft. It was

first annot 1 August 1988, at

Accent Bar J

COMDEX it| rketing term for an

office sulte.... ... . . “tivity applications),

tha firct varcinn nf Nffira rantainad NMicracaft \NAard
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61(h9FHHSHTL (b 1

n HNHH6E00IL. 2 660U MS Word 6V
SLL GG Glgllg, Llergamllelrm)
6Uiq el L 6)|LO.

m ra [Luca Bartolomeo de Pacioli was an Italian
mathematician (1447 - 1517). He is referred to as
The Father of Accounting and Book keeping in
Furope and he was the first person to publish a
work on the double-entry system of book

keeping.
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ey
C1&1L6L(LA6M
ml) Fra Luca Bartolomeo de Pacioli 61601 m

CQuwsng  GCHNMHEISHSS  Sl9Hd
a@g@a@mn&&mm

m2) The Father of Accounting and Book

keeping  6T60T6MILD  EUTHSIISSHIMS
(LO6OTLILD LTI6DTLILD €2M6DM

GCLHGSMI GL6yLn.



Q& ILI6L(LA6™M

=3) uope 61601 GUMTHENSH6EMIL

oMol (HS Gl FMbS
a@@@a@mn&&mm

m 4) double-entry GTGUTm GUMMSH 60 60)LL
CHNMHOSH(HDGH llgdHCEHTigL eLn.



Q& 1L6L (LAMM

= 5) L QUUSSH6DLIL|LD
Coh6 s [HSH 3 61O ([
EUMSHEMILI  Arial  6160IQLD  6T(LLDH ([
Slenemed 10 eTevieyld  LAMMMEYLO.



QeuamNui®

m Fra Luca Bartolomeo de Pacioli was an
[talian mathematician (1447 - 1517). He is
referred to as “The Father of Accounting and
Book keeping’ in Exrope and he was the first
person to publish a work on the double-entry

system of book keeping.
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mMicrosoft Excel
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Quick ,
\ C 2 IZIH :
Access Toolbar /g ..

4

e Insert Page Layout

L0 Tege Calibri
Ribbon :

Name Box

&@ufim

! Wil =) ;‘14:.; A o Ay "‘J
5 B 4 il Sizing buttons

«0 o | Conddfional Format  Call Sort & Find &

Formatting * a: Table + Styles » (Edroiliote, 2° Riers Seledt~ Help l)lltto”

Style

Active cell

Formula Bar

Row numbers

Work area

Sheet tabs

Status bar

40 W sheett Snzet2 |, Shaetd
Ready | [ |

23-Jan-19

Title bar

Column letters

Scrol| bar

View buttons

Zoom controls
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MS-Excel 1) Q&M FJamiden
(1) yenefdliLiev Q&M Famiden
AVERAGE

MAX SIS SHLILIGUITEET LOSHILITen6tTdH =MAX(numberl,number2)
C&M(H&HGLD

Min GDhSULE LOHILINeM6sTH  =MIN(numberl,number2...)
C&M(H&HGLD

COUNT 6160015H601611SH G &IT6H0TL =COUNT (valuel,value2...)
Slemm erTlewt
616001600118 60) SH60ILLIS
C&M(HS&HGL0

COUNTA  &M60 @6L6VNS SMMSEA6H  =COUNTA (range)
61600160011 560) &H60ILLIS
Q&M (H'&H@G L0
GSOILILL edé&@

COUNTIF QU (KhHSIL Hemm&eriledt =COUNTIF (range,criteria)

61600160011 &H60) &H60LLIS
Q&M (H'&H@G L0
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gyma
= AVERAGE (celll, cell2...)

- + 1 Pubiic Mark Shest 2017-2018 - Excel (Product Actavaton Failed)

Invert Page Layout Farmulas Duta Sevew View Q. Tell stnn et you vt to. de

1z Shoet3
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SIS SLILIG LTS LOSILILT 606015
Q&HT(HSHGLD =MAX (numberl,number2)

=] - = +1 Pubiic Mark Sheet 2017-2018 - Excel (Product Actavation Failed)

Invert Page Layout Farmulas Duta Sevew View Q. Tell stnn et you vt to. de
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616001BH6M6NSH GIHTEIIL SI6MM S 66T
616030160811 5H60&H60ILS G&HT(HSHG LD
=COUNT (valuel,value2...)

+1 Public Mark Sheet 2017-2018 - Excel (Product Actvation Failed)

t Page Layout Farmulas Dt Revew View Q Talt e \

= L2 DO B £ &

r3 ‘ xB
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&Sm0l @6eL6VNMSH MM 6601
61630160011 5H60&H6NILS G&HT(HSHG LD
=COUNTA((range)

+1 Public Mark Sheet 2017-2018 - Excel (Product Actvation Failed)

Duta Sevew View @ Telt e what

= L2 DO B £ &

r3 ‘ xB
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GO L 5H&H G QU (T, Sl
3lemm S 6leot 61600160011 560)BH60ILLI S
QG)IT@G;@LQ =COUNTIF (range,criteria)

+1 Public Mark Sheet 2017-2018 - Excel (Product Actvation Failed)

23-Jan-19 M.MuthuSelvam Madurai



(3)) 2m) Q& Jnmisen

CONCATENATE uebcsugu 2 _6MIJ&H6MeN =CONCATENATE (textl,
G 2_aIIns text2...)

€2 651(DI6METTI &G LD
3606015 )| =UPPER(text)
61(RSHGSHenaiLn Gl
61(RSHGIHSHHMMS LOMMMILD

3I6N6V S G)l =LOWER(text)
61(RSHGHHemaILLD Sl
61(RSHGIHSHMMS LOMMHMILD
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um(%eugu a &Hemen G 2 LIS
6060015 (G0
:CONCATENATE (textl, text2...)

+1 Public Mark Sheet 2017-2018 - Excel (Product Actvation Failed)

t Page Layout Farmulas Dt Revew View Q Talt e \

: Helld
good
; Morrling

. |=Concatenate(A1,A2,A3)
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N6 H G| 61(PSHSHISHEHEMONMILILD CILITIL

61 Qgggua@m 1L, LDITmm
=UPPER((text)

+1 Public Mark Sheet 2117-2018 + Excel (Product Actvation Failed)

r——

, miwa.hr.sec.school

=upper(A1)
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SNV H G| 61(SHGISHeneNLn Sl

61(L0SHGIHSHEHS LAMMM
—LOWER(text)

1 Public Mark Sheet 2017-2018 - Excel (Product Actavation Failed)

; _mlwa hr sec. school

. MLWA HR.SEC.SCHOOL
|[=Lower(A2)
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@) S5

QFWIND FamISH6N

AND | Sie06uTH )]
QUM SRS EHLO
&MEGlLievileL,
JCH@ILD €2
eleUMGLD
&MGlesileL

gl &Melssilev
¢

LOSILILT 69601 LL|LD
@60 6mELGILLIGTTIEL
LOM G (Ih
LOSILILT 60607 LL|LD
lefl&@L0.

23-Jan-19

=AND(logicall,logical2...)

=OR(logicall,logical2...)

=IF(logical_test,value if true,value_if false)
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Slen6uIH G| TS MISEHLD
FMGlLedTlev, =AND(logicalllogical2...)

H : AND OR IF - Excel {Prodoct Activation Faded) m - & x

AND
10 5 FALSE

10 6 FALSE
2 TRIIE
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= CLOGUTMI  QTIMUEHETTLITENTSHET 2 666
sleunsen  @peoi(h bILdHefled Cl&IlG)
e HS S LIEHEUT
Clam(B&&LLL (heneng). 626)GI6UIM (K
mn@m GOMhHeHG ¢h 400 edlmLem60T
Clgwigl (N95HS IMUEHETTLITENT LT
sTeoillemd  Heool(hUllgHS 2 RIS LD
GCamyLUUhSHeTm ).

Salesman Day 1 Rs Day 2 RS
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‘ v 3 AND OR IF « Excel (Prodoct Activation Faded)

Invert Page Layout Farmulas Data Review ' @ Talt v et 0w want to de

A B G
1 Salesman Day 1 Rs Day 2 RS
Anand 500 250 FALSE

| Balu | 600 | 500 |-andisscsvace
Cibi 250 300 D Tegea, Pegica2] llogica
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61GCSHeMILD 1) alleunSLn
FMOeILeslev =OR(logicall,logical2...)

AND OR IF « Excel (Prodoct Active

10 5 TRUE

10 6 TRUE
4n 2 TRIIF
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n Gl | Clam(H&sLUUL (Herern
11618660l (HbHS) GNMDbSLIL &
UGHOMS ¢h 500 8 gGCHamILn €(lh
bmedlev  eTLigl  edmuemsorLiLliMeneu
&6001(H'L1q & &6)L0.

Counter Day 1 sales Rs Day 2 sales Rs
Ground floor

First floor

Second floor
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=) &> E A AND OR IF « Excel {Prodoct Activation Faded) m - 8 x

Fee Hoeme Invert Page Layout Formulas Dwta Revew View @ Talt v wehat you wunt to e Signin S Sham

2 Groundfloor 600 600  TRUE
3 | Firstfloor |_850_ L|=Or(5%>=500,6%>=50d
4 Second floor 350 400 Rbogical, logical2) (1ogica
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allgl  FMGlleileL 6@ LOSILTIEMEUTILLD
@6L6mELGILLIEBTIEL Lo CIMIT(IH
LOSILILTN6M6BTLL|LD SM&HGL0.
=IF (logical_test,value_if_true,value_if_ false)

H ®- - AND OR £ - Bxcel (Product Actvation Failed) wm - & X
et Pagelwour  foomwdas  Uatn Revew  View V Tl me shat you want 1 do Sgnin 1. Share

3

|F
«| 60 Pass

s 45 Fall
s 950 Pass
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= LDMEOOTEUTLILIQUISVID  6UF&H6T THSHS
DS LI LI FHAH GO LIleoTeU(HLDmm

@) (H S 60T. 62 (IH L0 [T600T 61 60T
GOMBSLLFID  50% T(HSH[HHSTEV,
l6U[ CHIFF WL [HEHEHTSHELD

@) 6LED VGGV B TEFF W6t L6l 6L6etI6V
eTeoTILD oMl SLILIH S 6TM S

Student Percentage of marks
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5] &> E A AND OR IF « Excel {Prodoct Activation Faded) m - (-] ~
Fe Home Invert Page Layout Fatrmulas Dt Reovew View T ol it what pou wunt to de Signin S Sham

C

Result
imarks

=If(B2>=50,"Pass","Fail")

Pass
Pass
Fail
Fail
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(FF) HiGaiLiev Q&M Famiser

SLN Q&nggé,a,a‘nm @@ GO =SLN(cost,salvage,life)

SMTELSHHMBMEN GCHLILATEIS MG

ConeHCaTL®B Laemmuiled

leN&@L0.

PMT &L D)|&H&HMHE Q&g)_@%m =PMT(rate,nper,pv,fv,type)
L0.

QSHMENGHENI! &H6001&H S

RATE ep(p GMIUIILL &Me0&HSHMSMenT =RATE(nper,pmt,pv,fv,type)
&SL_60T LOGHM6T 6UL_lg IHSHSHm
&H6onSHSHIL (' Sieflé@ L.
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Q&FMSHGHHdeMetT ¢ GOILNLL STVHHMSHT60
GCaHILLOMEETSHMSD GCHITHCHTL (B (LasmMUII6L
AleM&@GLD. =SLN(cost,salvage,life)

AND OR IF « Excel (Prodoct Activation Faded)
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s 5C QHTHSHSHLULL (HeTen 6I6)UJhi&H6T
SlgLlemL_ullev eiNsnenensd Clamesor
GChn&GaL(h (LuemmUT
CHIILMETISHMGHS SH6uuISHSIL_6)LO.

8@ 2!

Cost of Installation | Transportation | Salvage | Life in

purchase charge charge value years

Rs RS RS RS
Machinery 200000 20000 5000 25000 10

Asset

Furniture 50000 4000 2000 5000 8
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H ©- E A AND OR IF - Excel {Product Activation Faded) m - & x

Fee Hoeme Invert Page Layout Formulas Dwta Revew View & Tolt nw et 0w vt to e Signin S Sham

C D E i
Installation |Transportation [Salvage |Life
value in Total cost
|RS ears

200000 | 25000 10 |=sum(22.D2)
50000 5000 @ 8 (SO

Annual
depreciation

3
4
5
6
7
8
9

-
-

hests Shaet?
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H ©- E A AND OR IF - Excel {Product Activation Faded) m - & x

Fee Hoeme Invert Page Layout Formulas Dwta Revew View & Tolt nw et 0w vt to e Signin S Sham

F
Life

. Annual
in Total cost

depreciation

| years .
200000 | 10 | 225000/=stn(G2,E2,72
50000 i e [ ommen

3
4
5
6
7
8
9

-
-

hests Shaet?
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SLISHSHMHG ClFVISHGILN ClG T SHEMILE
SHeooIHSH(PLD. =PMT(rate,nper,pv,fv,type)
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PMT
(Interest_rate, number_payments, PV, [FV],

[Type])

Interest_rate
The Interest rate for the loan.

number_ payments
The number of payments for the loan.

PV
The present value or principal of the loan.

23-Jan-19 M.MuthuSelvam Madurai
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m FV Optional. It Is the future value or the
oan amount outstanding after all
payments have been made. If this
parameter Is omitted, It assumes
a FV value of 0.

m Type Optional. It Indicates when the
payments are due. If the Type parameter
IS omitted, it assumes a Type value of
0. Type can be one of the following values:

0 Payments are due at the end of the period. (default)

1 Payments are due at the beginning of the period.
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‘ v 3 AND OR IF « Excel (Prodoct Activation Faded)

Invent Page Layout Farmulas Dt Revew

B

Rate of interest (p.a.)

Number of instalments

(nper) s

Loan amount (pv) -300000
FV 0
Type 0
|=PMT(C1/12,62,C3,C4,C5 |

{1 . begmning of the penod

O o N W

T ™ Y
-0

Sheet2
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23-Jan-19

s v 3 AND OR IF « Excel (Prodoct Activation Faded)

Invert Page Layout Farmulas Dt Reovew ' T Tolt i what you want to. e
» Wrap Tet

Motge & Center

B

Rate of interest (p.a.)

Number of instalments
(nper)
Loan amount (pv) -300000

FV 0
Type 0

S7,608.78.

Sheet2
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m RATE( number_payments, payment, PV, [FV],
[Type], [Estimate] )

B number_payments

The number of payment periods for the annuity.
m Payment

The amount of the payment made each payment

period.
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m PV
It 1s the present value.

m FV
Optional. It is the future value. If this parameter
1s omitted, 1t assumes a 'l value of 0.

m Type
Optional. It indicates when the payments are
due. If the Type parameter is omitted, it assumes
a Type value of 0. Type can be one of the

following values
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H ©- E A AND OR IF - Excel {Prodoct Activation Faded)

Fee Home RGN t Page Layout Farmulas Dt Revew View C Tell e what

A B
No. of instalments (nper) | _
Periodic payment (pmt) | 3300
Loan amount (pv) -200000

0
| 0

|=Rate(B1,82,B3,B4,B5)*12*100)
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H ©- E A AND OR IF - Excel {Product Activation Faded) m - & X

1 No. of instalments (nper)
2 Periodic payment (pmt) 3300
3 Loan amount (pv) -200000

s FV 0
s Type 0
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M Gumllyd GaHieded  fleo
LamesoieUdhen  GUMM  LOGHILIGILIGHIIS 6N

1N60162(IHLOMM)] @\, b SH6vl.

H
1 NAME Anbu  Balu Gobu Ramu Somu Raju Anu

2 SCORES 60 80 164 192 104 64 204

adlmMamenlelenen 2 (Tl
QFMIaMiBbemen Ganeui(y &pme,

SiGSLLIgLITeT MM GODbHSD
LOSILIGILIGTTT60)600T &%m@ﬂn&a:eum
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ey C&WeL(LAMM

m 1) MS-Excel 60 L&l edlifpmenend
$HIM&H&H6YLD.

2 2) 61(HPHGISHSHITL g 6V
CBHT(H&SHSHLLIL (henenLily enessHa)
LOSILIL&H6Dr6ILLD 2616
Gl LN,



Q& ILI6L(LA6™M

= 3) gnn&M LOGHILIGILIETIIEn60016
&6001(hLUllg.&&, SlemM B5 -6V
SRS G SH[HNS

3|61 &H & 6)L0.

=AV]

FRAGE (B2:H2)

5 4) SISHGLILIGLITET
LOSILIGILI6ooT6m6001S  &6001(H'LIlG. 5,
3160 B3-60 SHLOS 60011
GHOHHNSHMG o6 &6 LD,

=MAX (B2:H2)



Q& ILI6L(LA6™M

= 5) GOMHS LOGILICILIETIIED 60016
&6001(HUllg &, 60N B4-6V
SPHESTIL. HSHHMS
3|61 & &6)LN.

=MIN(B2:H2)

s Qlen FoM&i LSlUCILeo 124,
SIS ILITesT LoSlLIGIL6vor 204,
GOMhSd LOGILICILIGvE 60.

am Madurai



1(HhSHSHSML(h4
SUHSHEIL.  SILL U6l 2 MhsHEhHG URMIGLILIL (RET6Ng).
SussTauld aeaebsHErdsen allenlemil SeulLHiule|Ln.

1 550 156 852 584 TAX 573 GST 1234

2 340 1285 468 584 268 222 CASH BRS STOCK DEBT

(Sstevuidben LRG0 CBHTEOIIL.  MS6N
618G 611601 ?

(&) gGHE@In @ LSHLmUS C&Meulg (hHGSLo

SlOMBENeoT  6T6UUI6TINSHMSBENII  HEUTIHSHIL_6LLO.

(@) 1000 &@ Gued wWAHUY C&mesTIRS6iT6N

3IOHM&6IM6tT 6160016081 H6MSHEMIL &H6001&HSHIL_6)LN.
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&6y Q& LLI6L(LAEMHM

m 1) MS-Excel 60 LS eIiNGHMemensd
$HIM&&H6YLD.

s 2) 61(H5HGHHDHMLIg6L 2 616M SHJene6l
3lenM Al (LOGH6L J2 euemIe_enefi(h
GClFLLLIa]LN.

= 3) eT6vuIdHen LOL_ (hGLD Gl&T6ToTL
SI6M 6111601 61600160011860)&6MILLILL
CQuUM, B3-6L HU&HSHEUIL G SHIH &0
6M&H&H6)IN. =COUNT (Al:]2)
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Q& ILI6L(LA6™M

=4) ¢gCahemiln  e(h  LOSILMLIG
Gl &T6vvIL (Ih &G L0 Si60 M &H6xTl6oT
61600160011 H6MBHEMILI  ClUM, B4 -6
&HL0 6 & 6001

= H5IIHNS 3161586 L0.
=COUNTA(A1:]2)



G136V (LA6M

=5) 1000 &@ CGLeL LWSHLYS
Gl & IT6vu1 (B eYTeN 3{60M &H6xTl 60T
61600160011 &H6M&6MIUI  GlUM, B5 -6V
&108 6001

" 55INSDS SieM&&eLn
=COUNTIF (A1:]2,">1000")

oML (21) 12 (&) 18 (@) 2
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= FMOM HMieuell &L 60T Sl LILIEML U6V
QIMLIED60T6MUIGCLOMCISHTENSI60T M G)l.
HMVHCIHE  (LNIghHEL 60T 60019 DS
2% el lg  eMFluugl  leunserleo
Q&MENeNS. LN6oT6U(H LN &1J6)| &HeNe0l(Ih h &l
@@an@ eUIMLG. &M SHUITENITIL LA (H h&LO
GILIMG6L600TLG. UL CIBT6m &1L1169)601 5
&6001(hLIllq. &8 6| LD. 3),600119. M G 365
HIL_&6N 616018 GlSHMeneney]Ln.

10-04-16 05-07-16

28-05-16 25-07-16

14-07-16 25-08-16

03-08-16 02-01-17
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HL_60T SHITELSHMG
r,r;rn.&eﬁlsu 5666[6:5:1@@60

AND OR IF « Excel (Prodoct Activation Faded)

t Page Layout Formulas Dt Revew View W Telt e what

Period
Date of of Date of

Customer Sales . E-C
‘ Sales Credit Settlement

| (days) .
25,000 | 10-04-16 | 60 | 05-07-16
14,000 28-05-16 30  25-07-16
28,000 14-07-16 45  25-08-16
54,000 03-08-16 ¢ 02-01-17
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SHMTVGHCIH(H SHeUMILLL
[brrl_&mme% a>6ma>eﬂ|_

AND OR IF - Excef (Product Actvation Failed)]

D Vel rve st y0u weant 1 e

F
& L_60T
Period of Dt GE GSITGUQ}GU)Q') &SMeV&H6 &(h
Customer Sales Rs Date of Sales Credit S - I'_F)FI'I_.&»GTﬂGU . Q)@@LU
(days) H600THF (H&H6L [HITL&emer

L | | E-C  HEUSHHIL
25,000 10-04-16 | 60 | 05-07-16 | 86 |=1f(F2-D2>0,F2-D2,0
14,000 28-05-16 30  25-07-16 58 = s
28,000 14-07-16 45  25-08-16 42
54,000 03-08-16 90  02-01-17 152
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HMVHGH(H HeUMIL HTLHEhHEG 6ULlq &
SH600IHHIL (B 6D (HSlevIenen ¢hLUMLISHG
(LN (LSHTH&H6V GI&UIGH 6D

‘ v 3 AND OR IF « Excel (Prodoct Activation Faded)

t Page Layout Formulas Duta Hevew View & Tl i what ytiu wanit o s

&L_60T

Period Date of SMTUGHMS &HTVEH S

H116VHGI&(h
: X Y . . el
Sales Rs  Date of Sales of Credit BITL&6rflev &eumiwl

Settlement ; . . [BITL & EHEE
(days) GSGOUT&}@@EGU BTL&SEOOT i iqd

| E-C SOERL.  HaonsEHHH60
25000 | 10-04-16 60  05-07-16 86 | 26 |-Roundup((B2*2%)*
14,000 28-05-16 30  25-07-16 58 28 G2/365),0)
28.000 14-07-16 45  25-08-16 42 0
54.000 03-08-16 02-01-17 62
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QIMUEMETISHCISHTENSHEMILILLD 6L _Lg 6DLLILL|LO
FoL_L_6)|L0

‘ v 3 AND OR IF « Excel (Prodoct Activation Faded)

Invert Page Layout Farmulas Data Review ' T Tell e what yu want to. e

D F G H

G5L_60T

i £ i JAY; 3
Period Déte:of BITEVHMSB  &HMeVSH6ISH(H

HTsGsE ailbhusheang

. M. . ST z e Heumiw Q&memss
Customer Sales Rs Date of Sales of Credit Sertlerasiit mprLsertfley  gseumlu B HEB6E D

(days) HEOTHEHISH HTL ST  q s QUL eIy
E-C 856007 & 5 L

25,000 | 10-04-16 60  05-07-16 86 % | 36|=B2+H2
14,000 28-05-16 30 25-07-16 58 28 22
28,000 14-07-16 45  25-08-16 42 0 0
54,000 03-08-16 02-01-17 62

oz
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Sheet10
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Invent Page Layout

Sales Rs

25,000
14,000
28,000
54,000

Formulas Dt

Date of Sales of Credit

10-04-16
28-05-16
14-07-16
03-08-16

Revew

Period

(days)

60
30
45

Sheet10

AND OR IF -

Date of
Settlement

05-07-16
25-07-16
25-08-16
02-01-17

Excel (Prodoct Activation Faded)

851607
85160 & 60) &

BITL_&erfley
SH6001 HEI(HNSH6D BT gemen

E-C
86
58
42

&MEVEHGE (h

Seumlwl

&5 6007 & Rl 1L
26
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0
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NebTeunLD LieoonImeniT&erfleot
gLoLeMUUL IguieL SWmif&H&e]Ln
A

B

Name Basic pay Rs.

Sasi 8000
Hari 10000
Karthi 6500
Viji 12000
Soni 9000

Fo.(BHLD HIHEULGH6N:

(3!) DA : Basic Pay @60 125%

(34) HRA: Rs. 8,000 &@® GCled Basic Pay GumMD
LiGsonImenidhenéHh@ €, 4,000 LnmHmeuisehsH@ ¢h 2,500

(@) PF LRSI : Basic Pay L0MMILD Rs. 12%

(IF) TDS : Grass Pay uileb em 25,000 &@ GLoev Q(HHHmeL 10%,
LOMMEUTHELSHEG 6JGILAIL6m6V.
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DA 860015

H ©- - s AND OR IF - Excet (Product Activation Failed) m - ] *

Fie Hemne Invert  Pagelayost Formubs  Date  Feview  View Q Vel e st y0u seans tis dee Signin 2 Shae

Name

DA

Sasi | 8000 |15

Hari 10000
Karthi 6500
Viji 12000
Soni 9000
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HRA &6001SHSHIL_

H ©- - s AND OR IF - Excet (Product Activation Failed) m - ] *

Fie Heeme Invert Page Layout Farmuian Data Fevsew View Q Tk e et 500 s 1 e Signin 2 Shae

Name

Sasi I 8000 ’ 10000|=If(B2>8000,4000,2500

Hari 10000 12500
Karthi 6500 8125
Viji 12000 15000
Soni 9000 11250

Sheet!l
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Gross Pay &6001&H )L

H ©- - s AND OR IF - Excet (Product Activation Failed) m - ] *

Fie Heene Invert Page Layout Farmubas Data Tleview View 0 Tl me bt 500 wans te e Signin S Shae

Name Gross Pay

Sasi I 8000 10000 25001=Sum(82:D2

Hari 10000 12500 4000
Karthi 6500 8125 2500
Viji 12000 15000 4000

Soni 9000 11250 4000

Sheet!l
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H - $- AND OR IF - Exces (Product Activation Failed)

Fée Heoeme Invert Page Layout Farmulas Data Teview View T Tkt e bt y0u weans s e

Name Gross Pay PF

— — | —
Sasi I 8000 ’ 10000/ 2500  20500|=(B2+C2)*12%

Hari 10000 12500 4000 26500
Karthi 6500 8125 2500 17125
Viji 12000 15000 4000 31000

Soni 9000 11250 4000 24250

Sheet!l
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TDS &H6001HHIL_

H ©- - s AND OR IF - Excet (Product Activation Failed) m - ] *

Fie Heme Invert Page Layout Farmubas Data Tevew View i‘ Tkl e sehat 500 weli 1 ol Sign Q, Shae

Gross Pay PF TDS

8000 10000 2500’ 20500‘ 2160|=If(E2>25000,E2*10%,0

10000 12500 4000 26500 2700
6500 8125 2500 17125 1755
12000 15000 4000 31000 3240

9000 11250 4000 24250 2430

Sheet!l
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Net Pay &H60015HSH L

H ©- - s AND OR IF - Excet (Product Activation Failed) m - ] *

Fie Hene Invert Page Layout Farmubas Data Tevew View Q Tl v el 50U sonit 1 clee Sign Q, Shae

Net P
DA= et Pay

Name Sb4g0cas HRA  Gross Pay =E2-
(F2+G2)

Sasi 8000 10000 zsool_ 20500!. OI_=E2-(F 2+G2)

Hari 10000 12500 4000 26500 2650
Karthi 6500 8125 2500 17125

Viji 12000 15000 4000 31000
Soni 9000 11250 4000 24250

Shest Sheet!l
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Toothpaste

Toothbrush
Hair Oil

Shampoo

Toilet Soap

Bath Soap

(21) speysemen  gneo  eNendsLLL 6L
6ULMRISHELN.

(<) G[16301 EUEMILIL $EH 60\ (I [hG) eI
Al&HSLLL HHMG LAMTMMELD.
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=) - - ‘ v - AND OR IF - Exces (Product Actwation Failed)

Fee Heme Invert Page Layout Farmubn Data Teview View Power Pivot U Tl me mhat you want te de Signin 2 Shae

Clustered Column

Toothpaste

Toothbrush

Hair Oil |

= |
Toilet Soap

Bath Soap

Sheet!3 sher

23-Jan-19 M.MuthuSelvam Madurai 106



G6001 V16MTSHSHLILIL G Hl6VL

H - $- AND OR IF - Excel (Product Actvation Failed) hart Too

Fie Heome Invert Page Layout Farmubn Data eview View Power Pivot Desigr Formm VYol i wihat il want 10 de

D

Sales Rs.

Toothpaste

Toothbrush
Hair Oil

Shampoo s
Toilet Soap o I I
Bath Soap .

Sheet!3 het ..
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H ©- $- AND OR IF - Excel (Product Actvation Failed) Chart Too m - ] *

Fee Home Invert Page Layout Farmubis Data Teview View Powet Pivot Devigr VYol i wihat il want 10 de Signin 2 Shae

2 Axis Options ¥ Text Options
Sales Rs. ) = i

4 A Options
Aw= Type
Automstically select based on
dota

[est an

13000

11000 i crosse
9000 22K Autgrryatic
A catgger
nunbes
At mustmam
A pasithon
O fick mnrks
pasts Toothbrush { Shampoo oilet Soag Bath Soa

- Betyeen tick macks
ootl

Categores in reverse orifer

Tick Marks
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AND OR IF - Exces (Product Actwation Failed)
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flecommended Charts Al Tharts

Toothpaste
Toothbrush
Hair Oil
Shampoo
Toilet Soap
Bath Soap

Cancel
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H %- t AND OR IF - Excel (Product Actvation Failed) Chart ook m - & »®

Fie Home Invert Page Layout Farmuln Data Teview View Power Pivot Desige C Ted YoMl waAnt 10 e Signn Fl Shae

Axis Options ¥ Text Options

‘ L]
Sales Rs. - =l

Shadow

Toothpaste b Gl
Toothbrush 000 o
Hair Oil
Shampoo
Toilet Soap
Bath Soap
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a6l hminddlear 2017 Lo
31,6001l MM6sT eTMLIEmes HGLg
CHT(HSHSLLIL (heendg.

x (3]) 60U alen&aLILIL LD
() GLme edlenéaLLIL LD
6UEMJLLIGEYLO

1 CITY Chennai Coimbatore Madurai Trichy Tanjore Tirunelveli

2 Sales 500 350 250 250 200 150
Rs (In
Lakhs)
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flecommended Charts  All Tharts

CITY Chennai Coimbatﬁi

Sales
Rs (In 500 350
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H %- t AND OR IF - Excel (Product Actvation Failed) Chart ook m - & »®

Fee Heme Invert Page Layout Farmubn Data Teview View Power Pivot Desigr V1w ¥ Signin 2 Shae

Chent
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H - - AND QR IF - Exest (Product Actavation Failed;

Horme Invert Page Layout Farmuian Data Fevsew View Parwet Prvot Desigs Y T yiml want 10 e Signin 2 Shae

hange Chart Type
flecommended Charts Al Tharts

e

Chcnx Doughnut

500
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AFEfage JEIITINISY T CaonE T Sen TID
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H - t AND OR IF - Exceld (Product Actreation Failed) Chart Tools m - &5 %

Horme Invert Page Layout Farmuian Data Fevsew View Parwet Prvot Desigs Y T yiml want 10 e Signin 2 Shae

E G

mclvel

Chent

500
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