


AGENDA

Basics

Simple Formulas

Auto Functions

Multiple/Complex Formulas

Percentages

Sorting Data

Filtering Data

Duplicates



BASIC BASICS
THE HOME TAB

Text Alignment within a Cell

Fonts, Sizes, and Colors

Border Options

Cell Formatting

Adding/Deleting Rows and Columns

Conditional Formatting 
(highlight duplicates)

Merge and Wrap Text



Ready…
Set…
FREEZE!











SIMPLE 
FORMULAS

ADDITION

SUBTRACTION



SIMPLE 
FORMULAS

MULTIPLICATION

DIVISION



AUTO FUNCTIONS



MULTIPLE CALCULATIONS



PERCENTAGES



SORTING
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FILTERS

RESULTS
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STEP 2
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DUPLICATES

Finding them…



Finding them…



Removing them...



THANK YOU
For attending this workshop

achisolm@ccsnh.edu connect@graftonrdc.org answers@unh.edu

(603) 536-2011 (603) 862-1520(603) 443-4200


