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1.) Creating and Naming Documents and Worksheets.

2.) Cell Formatting.

3.) Formulas.

a. Referencing formulas from other documents/worksheets.
b. Financial & Mathematical Models.

c. Checking Formulas/Proof-reading Spreadsheets.

d. Repeating Cells and Copying Formulas.

e. Sum( ), Average(), Count(), Max(), Min(), vLookup( ), Rank(), PMT(), If( ),
Dsum()...

4.) Sorting

5.) PivotTable Making

6.) Data Filtering

7.) Graphing/Charts.
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