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EDITING CELL CONTENTS IN EXCEL 2016 Chapter>
A. Fillin the blanks using the hints given below:
Hints: Editing, Cells, Delete, Column, Number
1. To edit any content, you have to select the
2. Toselect a column, place the mouse pointer on the header.
3. Timeand date can be entered in a cell from group under Home tab.
4. To delete the contents of cells, select the cells and press the key.

5. TheFill buttonis in the group under Home tab.

B. Write shortcut keys for the following:
1. To copy the text

2. To paste the text
3. Toeditacell
4. To select the entire worksheet

C. Answer the following questions.

1. Write steps to select a row.

2. Write steps toreplace cell contents. ...
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3.  Whatis arange? How can you select a range of cells using the mouse? EEEEE
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