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O INSERTING A TABLE

o0 INSERTING ATEXT BOX

on INSERTIN AHEADER & FOOTER
oV INSERTING AWORD ART
T INSERTING A SIGNATURE LINE
Y INSERTING AN EQUATION

Y INSERTING A SYMBOL

T INSERTING AHYPERLINK

A FUNCTION LIBRARY

1y CUSTOMIZE THE RIBBON

1y THEMES

L PP PUPRPPPPPRR PAGE SETUP

Y CONDITIONAL FORMATTING
" PROTECT SHEETS

L T U TPUPPPRPOPPP DATA VALIDATION

A CHARTS

14 ELEMENTS OF THE CHARTS
v SPARKLINES

vy PREPARING TABLES FOR PRINTING
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