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}Hopefully you will:
Ɓbe able to create and save a basic Excel 

Spreadsheet

Ɓbe able to enter data and create a simple chart

Ɓbe able to add and subtract rows and columns; 
freeze panes; format cells and enter a simple 
formula
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}How often have you been emailed a 
spreadsheet and been unable to:
Ɓadd information?

Ɓf igure out the formatting?

Ɓsort the data to make sense of it?

Ɓdo whatever it is you want to with it?
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NAME WORKBOOK

SELECT FOLDER


