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MS Excel 
 

Get Started 
 

Create a Workbook in Excel 

Save you workbook to the One drive 

Analyse and Format 

 

Share and Print 
 

Collaborate in Excel 

Work on a file at the same time with co-authoring  

Password protect a workbook  

Protect a worksheet with or without a password  

Remove a password from a worksheet or workbook  

Print a worksheet in landscape or portrait orientation  

Print rows with column headers on top of every page  

Create and print mailing labels for an address list in Excel  

Set a specific print area   

Insert, move, or delete page breaks in a worksheet   

Print the top row on every page  

Preview worksheet pages before you print  

Make a worksheet fit the printed page  

Print gridlines in a worksheet  

Scale a worksheet for printing  

Repeat specific rows or columns on every printed page  

 

Formulas and Functions 
 

Overview of formulas in Excel  

Define and use names in formulas  

https://support.microsoft.com/en-us/office/create-a-workbook-in-excel-94b00f50-5896-479c-b0c5-ff74603b35a3
https://support.microsoft.com/en-us/office/save-your-workbook-to-onedrive-in-excel-0cf0055d-49f8-464e-9dfa-8f582b32453b
https://support.microsoft.com/en-us/office/analyze-and-format-in-excel-11a632c1-197e-454f-a515-374a4aa2b3dd
https://support.microsoft.com/en-us/office/collaborate-in-excel-a8af741e-00f2-44c0-a94b-38abd51af01f
https://support.microsoft.com/en-us/office/collaborate-on-excel-workbooks-at-the-same-time-with-co-authoring-7152aa8b-b791-414c-a3bb-3024e46fb104
https://support.microsoft.com/en-us/office/protect-a-workbook-7e365a4d-3e89-4616-84ca-1931257c1517
https://support.microsoft.com/en-us/office/protect-a-worksheet-3179efdb-1285-4d49-a9c3-f4ca36276de6
https://support.microsoft.com/en-us/office/protect-a-document-with-a-password-05084cc3-300d-4c1a-8416-38d3e37d6826
https://support.microsoft.com/en-us/office/print-a-worksheet-in-landscape-or-portrait-orientation-1af561b2-5444-4fc1-b24d-9e4d05b9ebf1
https://support.microsoft.com/en-us/office/print-rows-with-column-headers-on-top-of-every-page-d3550133-f6a1-4c72-ad70-5309a2e8fe8c
https://support.microsoft.com/en-us/office/create-and-print-mailing-labels-for-an-address-list-in-excel-d9484315-5123-48ae-bc58-2e8dcf271252
https://support.microsoft.com/en-us/office/set-or-clear-a-print-area-on-a-worksheet-27048af8-a321-416d-ba1b-e99ae2182a7e
https://support.microsoft.com/en-us/office/insert-move-or-delete-page-breaks-in-a-worksheet-ad3dc726-beec-4a4c-861f-ed640612bdc2
https://support.microsoft.com/en-us/office/print-the-top-row-on-every-page-3e4f2a66-7350-4042-9639-418da7ab5b37
https://support.microsoft.com/en-us/office/preview-worksheet-pages-before-you-print-bcd8f03a-c28d-42a2-9217-aab0e43aa930
https://support.microsoft.com/en-us/office/scale-a-worksheet-34a91eb5-8b4e-4a8a-ab28-b6492012eaae
https://support.microsoft.com/en-us/office/print-gridlines-in-a-worksheet-fdb32f2a-8a5a-41fe-a5b0-0a734fdfade1
https://support.microsoft.com/en-us/office/scale-a-worksheet-34a91eb5-8b4e-4a8a-ab28-b6492012eaae
https://support.microsoft.com/en-us/office/repeat-specific-rows-or-columns-on-every-printed-page-0d6dac43-7ee7-4f34-8b08-ffcc8b022409
https://support.microsoft.com/en-us/office/overview-of-formulas-in-excel-ecfdc708-9162-49e8-b993-c311f47ca173
https://support.microsoft.com/en-us/office/define-and-use-names-in-formulas-4d0f13ac-53b7-422e-afd2-abd7ff379c64
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Create a simple formula  

Display or hide formulas   

Move or copy a formula  

Display or hide zero values  

Use Excel as your calculator  

Summing up ways to add and count Excel data  

Count how often a value occurs  

Find external references (links) in a workbook  

Calculate the average of a group of numbers  

Sum values based on multiple conditions  

Calculate percentages  

Subtract numbers  

Guidelines and examples of array formulas  

Write, insert, or change an equation  

YouTube: Learn basic formulas and functions with Microsoft Creators (English only)  

YouTube: Learn advanced formulas and Functions with Microsoft Creators (English 

only)  

SUM function  

AVERAGE function  

MAX function  

MIN function  

COUNT function  

All functions (alphabetical)  

All functions (categories)  

YouTube: Learn basic formulas and functions with Microsoft Creators (English only)  

YouTube: Learn advanced formulas and Functions with Microsoft Creators (English 

only)  

 

Logical Functions 
 

Logically compare values with the IF function  

https://support.microsoft.com/en-us/office/create-a-simple-formula-in-excel-11a5f0e5-38a3-4115-85bc-f4a465f64a8a
https://support.microsoft.com/en-us/office/display-or-hide-formulas-f7f5ab4e-bf24-4efc-8fc9-0c1b77a5356f
https://support.microsoft.com/en-us/office/move-or-copy-a-formula-1f5cf825-9b07-41b1-8719-bf88b07450c6
https://support.microsoft.com/en-us/office/display-or-hide-zero-values-3ec7a433-46b8-4516-8085-a00e9e476b03
https://support.microsoft.com/en-us/office/use-excel-as-your-calculator-a1abc057-ed11-443a-a635-68216555ad0a
https://support.microsoft.com/en-us/office/ways-to-add-values-in-a-spreadsheet-d3f918a1-0151-403e-881f-a92f3176f8ea
https://support.microsoft.com/en-us/office/count-how-often-a-value-occurs-aa1f3067-05c9-44e4-b141-f75bb9bb89bd
https://support.microsoft.com/en-us/office/find-links-external-references-in-a-workbook-fcbf4576-3aab-4029-ba25-54313a532ff1
https://support.microsoft.com/en-us/office/calculate-the-average-of-a-group-of-numbers-e158ef61-421c-4839-8290-34d7b1e68283
https://support.microsoft.com/en-us/office/sum-values-based-on-multiple-conditions-e610ae0f-4d27-480c-9119-eb644f1e847e
https://support.microsoft.com/en-us/office/calculate-percentages-6b5506e9-125a-4aba-a638-d6b40e603981
https://support.microsoft.com/en-us/office/subtract-numbers-938b7912-5699-4609-969b-38b23ca00d54
https://support.microsoft.com/en-us/office/guidelines-and-examples-of-array-formulas-7d94a64e-3ff3-4686-9372-ecfd5caa57c7
https://support.microsoft.com/en-us/office/write-an-equation-or-formula-1d01cabc-ceb1-458d-bc70-7f9737722702
https://www.youtube.com/playlist?list=PLXPr7gfUMmKwfnLIBIw2exEfOegPO8d_z
https://www.youtube.com/playlist?list=PLXPr7gfUMmKx_e6Rf0ywsPWP5xU9sEOsQ
https://www.youtube.com/playlist?list=PLXPr7gfUMmKx_e6Rf0ywsPWP5xU9sEOsQ
https://support.microsoft.com/en-us/office/sum-function-043e1c7d-7726-4e80-8f32-07b23e057f89
https://support.microsoft.com/en-us/office/average-function-047bac88-d466-426c-a32b-8f33eb960cf6
https://support.microsoft.com/en-us/office/max-function-e0012414-9ac8-4b34-9a47-73e662c08098
https://support.microsoft.com/en-us/office/min-function-61635d12-920f-4ce2-a70f-96f202dcc152
https://support.microsoft.com/en-us/office/count-function-a59cd7fc-b623-4d93-87a4-d23bf411294c
https://support.microsoft.com/en-us/office/excel-functions-alphabetical-b3944572-255d-4efb-bb96-c6d90033e188
https://support.microsoft.com/en-us/office/excel-functions-by-category-5f91f4e9-7b42-46d2-9bd1-63f26a86c0eb
https://www.youtube.com/playlist?list=PLXPr7gfUMmKwfnLIBIw2exEfOegPO8d_z
https://www.youtube.com/playlist?list=PLXPr7gfUMmKx_e6Rf0ywsPWP5xU9sEOsQ
https://www.youtube.com/playlist?list=PLXPr7gfUMmKx_e6Rf0ywsPWP5xU9sEOsQ
https://support.microsoft.com/en-us/office/if-function-69aed7c9-4e8a-4755-a9bc-aa8bbff73be2
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IF function - nested formulas and avoiding pitfalls  

IFS function  

Count cells using a single criteria, use the COUNTIF function  

Count cells using multiple criteria, use the COUNTIFS function  

Count unique values among duplicates  

Add values that meet a single criteria with SUMIF function  

Add all values that meet multiple criteria with SUMIFS function  

Return the average of all cells that meet a single criteria with AVERAGEIF  

Return the average of all cells that meet multiple criteria with AVERAGEIFS  

AND-function  

OR-function  

NOT function  

All logical functions  

 

Errors 
 

How to avoid broken formulas  

How to correct #VALUE errors  

How to correct #NUM errors  

How to correct #NA error  

How to correct #REF! error  

How to correct #NAME? error  

How to correct a ##### error   

Hide error values and error indicators in cells  

Count unique values among duplicates  

All math functions  

 

Import and Analyse 
 

Getting Started with Get and Transform  

Import data from external data sources  

https://support.microsoft.com/en-us/office/if-function-–-nested-formulas-and-avoiding-pitfalls-0b22ff44-f149-44ba-aeb5-4ef99da241c8
https://support.microsoft.com/en-us/office/ifs-function-36329a26-37b2-467c-972b-4a39bd951d45
https://support.microsoft.com/en-us/office/countif-function-e0de10c6-f885-4e71-abb4-1f464816df34
https://support.microsoft.com/en-us/office/countifs-function-dda3dc6e-f74e-4aee-88bc-aa8c2a866842
https://support.microsoft.com/en-us/office/count-unique-values-among-duplicates-8d9a69b3-b867-490e-82e0-a929fbc1e273
https://support.microsoft.com/en-us/office/sumif-function-169b8c99-c05c-4483-a712-1697a653039b
https://support.microsoft.com/en-us/office/sumifs-function-c9e748f5-7ea7-455d-9406-611cebce642b
https://support.microsoft.com/en-us/office/averageif-function-faec8e2e-0dec-4308-af69-f5576d8ac642
https://support.microsoft.com/en-us/office/averageifs-function-48910c45-1fc0-4389-a028-f7c5c3001690
https://support.microsoft.com/en-us/office/and-function-5f19b2e8-e1df-4408-897a-ce285a19e9d9
https://support.microsoft.com/en-us/office/or-function-7d17ad14-8700-4281-b308-00b131e22af0
https://support.microsoft.com/en-us/office/not-function-9cfc6011-a054-40c7-a140-cd4ba2d87d77
https://support.microsoft.com/en-us/office/logical-functions-reference-e093c192-278b-43f6-8c3a-b6ce299931f5
https://support.microsoft.com/en-us/office/how-to-avoid-broken-formulas-8309381d-33e8-42f6-b889-84ef6df1d586
https://support.microsoft.com/en-us/office/how-to-correct-a-value-error-15e1b616-fbf2-4147-9c0b-0a11a20e409e
https://support.microsoft.com/en-us/office/how-to-correct-a-num-error-f5193bfc-4400-43f4-88c4-8e1dcca0428b
https://support.microsoft.com/en-us/office/how-to-correct-a-n-a-error-a9708411-f82e-4e1b-8a7e-28c28311b993
https://support.microsoft.com/en-us/office/how-to-correct-a-ref-error-822c8e46-e610-4d02-bf29-ec4b8c5ff4be
https://support.microsoft.com/en-us/office/how-to-correct-a-name-error-b6d54e31-a743-4d7d-9b61-40002a7b4286
https://support.microsoft.com/en-us/office/how-to-correct-a-error-bf801d0a-2a6e-44bd-a70e-0f780ae8f11e
https://support.microsoft.com/en-us/office/hide-error-values-and-error-indicators-in-cells-d171b96e-8fb4-4863-a1ba-b64557474439
https://support.microsoft.com/en-us/office/count-unique-values-among-duplicates-8d9a69b3-b867-490e-82e0-a929fbc1e273
https://support.microsoft.com/en-us/office/math-and-trigonometry-functions-reference-ee158fd6-33be-42c9-9ae5-d635c3ae8c16
https://support.microsoft.com/en-us/office/getting-started-with-get-transform-in-excel-a8310388-2a12-438c-9d29-c6d29cb8df6a
https://support.microsoft.com/en-us/office/import-data-from-external-data-sources-power-query-be4330b3-5356-486c-a168-b68e9e616f5a
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View and Manage Queries in a Workbook  

Add a query to an Excel worksheet  

Introduction to the Query Editor  

Shape data  

Edit Query Step Settings  

YouTube: Learn Get & Transform with Microsoft Creators (English only 

 

Tables 
 

Overview of Excel tables  

Create and format tables  

Copy a Word table into Excel  

Format an Excel table  

Resize a table by adding or removing rows and columns  

Use calculated columns in an Excel table  

Total the data in an Excel table  

YouTube: Learn tables with Microsoft Creators (English only)  

 

Sort and Filter 
 

Sort data in a range or table  

Filter data in a range or table  

Filter for unique values or remove duplicate values  

 

Charts 
 

Available chart types in Office  

Create a chart  

Add a pie chart  

Present your data in a Gantt chart  

Create a waterfall chart in Office 2016  

https://support.microsoft.com/en-us/office/view-and-manage-queries-in-a-workbook-power-query-76f93a6d-37d9-46b5-bc40-d5f2162401f5
https://support.microsoft.com/en-us/office/add-a-query-to-an-excel-worksheet-power-query-ca69e0f0-3db1-4493-900c-6279bef08df4
https://support.microsoft.com/en-us/office/introduction-to-the-query-editor-power-query-1d6cdb63-bf70-4ae8-a7d5-6ae9547004d9
https://support.microsoft.com/en-us/office/shape-data-power-query-9b2dac2b-e13d-46a4-8940-7bc55f44597d
https://support.microsoft.com/en-us/office/edit-query-step-settings-power-query-3e221afc-c764-4cd9-9a96-a5a5a7688e46
https://www.youtube.com/playlist?list=PLXPr7gfUMmKy_4mJ1x4gaRyhDVnr_jovh
https://support.microsoft.com/en-us/office/overview-of-excel-tables-7ab0bb7d-3a9e-4b56-a3c9-6c94334e492c
https://support.microsoft.com/en-us/office/create-and-format-tables-e81aa349-b006-4f8a-9806-5af9df0ac664
https://support.microsoft.com/en-us/office/copy-a-word-table-into-excel-b4f89ace-513c-4226-a167-ea3a9c307e43
https://support.microsoft.com/en-us/office/format-an-excel-table-6789619f-c889-495c-99c2-2f971c0e2370
https://support.microsoft.com/en-us/office/resize-a-table-by-adding-or-removing-rows-and-columns-e65ae4bb-e44b-43f4-ad8b-7d68784f1165
https://support.microsoft.com/en-us/office/use-calculated-columns-in-an-excel-table-873fbac6-7110-4300-8f6f-aafa2ea11ce8
https://support.microsoft.com/en-us/office/total-the-data-in-an-excel-table-6944378f-a222-4449-93d8-474386b11f20
https://www.youtube.com/playlist?list=PLXPr7gfUMmKyA4JtOriRmo1kq_1mtwa34
https://support.microsoft.com/en-us/office/sort-data-in-a-range-or-table-62d0b95d-2a90-4610-a6ae-2e545c4a4654
https://support.microsoft.com/en-us/office/filter-data-in-a-range-or-table-01832226-31b5-4568-8806-38c37dcc180e
https://support.microsoft.com/en-us/office/filter-for-unique-values-or-remove-duplicate-values-ccf664b0-81d6-449b-bbe1-8daaec1e83c2
https://support.microsoft.com/en-us/office/available-chart-types-in-office-a6187218-807e-4103-9e0a-27cdb19afb90
https://support.microsoft.com/en-us/office/create-a-chart-with-recommended-charts-cd131b77-79c7-4537-a438-8db20cea84c0
https://support.microsoft.com/en-us/office/add-a-pie-chart-1a5f08ae-ba40-46f2-9ed0-ff84873b7863
https://support.microsoft.com/en-us/office/present-your-data-in-a-gantt-chart-in-excel-f8910ab4-ceda-4521-8207-f0fb34d9e2b6
https://support.microsoft.com/en-us/office/create-a-waterfall-chart-8de1ece4-ff21-4d37-acd7-546f5527f185
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Create a histogram  

Change axis labels in a chart  

Select data for a chart  

Add axis titles to a chart  

Add a trend or moving average line to a chart   

YouTube: Learn charts and dashboards with Microsoft Creators (English only)  

 

Pivot Tables 
 

Create a PivotTable to analyze worksheet data  

Use multiple tables to create a PivotTable  

Calculate values in a PivotTable  

Format PivotTables by using the Field List to arrange fields  

Change the source data for a PivotTable  

Delete a PivotTable  

Create dynamic charts by using PivotCharts  

Filter data in a PivotTable  

Create a PivotTable timeline to filter dates  

YouTube: Learn PivotTables with Microsoft Creators (English only)  

 

Data Models 
 

Create a data model in Excel  

Import Data into Excel and Create a Data Model  

Power Pivot Overview and Learning  

Delete relationships between tables in a Data Model  

Measures in Power Pivot  

Data Model specification and limits  

Add worksheet data to a Data Model using a linked table   

Data Analysis Expressions DAX in Power Pivot  

Upgrade Power Pivot Data Models to Excel 2013 or Excel 2016   

https://support.microsoft.com/en-us/office/create-a-histogram-85680173-064b-4024-b39d-80f17ff2f4e8
https://support.microsoft.com/en-us/office/change-axis-labels-in-a-chart-1c32436b-fb12-450b-aefa-cc7e4584456a
https://support.microsoft.com/en-us/office/select-data-for-a-chart-5fca57b7-8c52-4e09-979a-631085113862
https://support.microsoft.com/en-us/office/add-or-remove-titles-in-a-chart-4cf3c009-1482-4908-922a-997c32ea8250
https://support.microsoft.com/en-us/office/add-a-trend-or-moving-average-line-to-a-chart-fa59f86c-5852-4b68-a6d4-901a745842ad
https://www.youtube.com/playlist?list=PLXPr7gfUMmKxRkRZ8e4oPb4MaTjodNI1F
https://support.microsoft.com/en-us/office/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
https://support.microsoft.com/en-us/office/use-multiple-tables-to-create-a-pivottable-b5e3ff48-2921-4e29-be15-511e09b5cf2d
https://support.microsoft.com/en-us/office/calculate-values-in-a-pivottable-11f41417-da80-435c-a5c6-b0185e59da77
https://support.microsoft.com/en-us/office/use-the-field-list-to-arrange-fields-in-a-pivottable-43980e05-a585-4fcd-bd91-80160adfebec
https://support.microsoft.com/en-us/office/change-the-source-data-for-a-pivottable-afd93524-f7de-432c-84d0-3896fbbc2577
https://support.microsoft.com/en-us/office/delete-a-pivottable-1de9b894-9178-43b3-b436-92e3ddb9175b
https://support.microsoft.com/en-us/office/create-a-pivotchart-c1b1e057-6990-4c38-b52b-8255538e7b1c
https://support.microsoft.com/en-us/office/filter-data-in-a-pivottable-cc1ed287-3a97-4e95-b377-ddfafe79fa8f
https://support.microsoft.com/en-us/office/create-a-pivottable-timeline-to-filter-dates-d3956083-01be-408c-906d-6fc99d9fadfa
https://www.youtube.com/playlist?list=PLXPr7gfUMmKxa8ZcCQ04Pd3nXrdrC6N_9
https://support.microsoft.com/en-us/office/create-a-data-model-in-excel-87e7a54c-87dc-488e-9410-5c75dbcb0f7b
https://support.microsoft.com/en-us/office/tutorial-import-data-into-excel-and-create-a-data-model-4b4e5ab4-60ee-465e-8195-09ebba060bf0
https://support.microsoft.com/en-us/office/power-pivot-overview-and-learning-f9001958-7901-4caa-ad80-028a6d2432ed
https://support.microsoft.com/en-us/office/delete-relationships-between-tables-in-a-data-model-6e1bd568-f6ee-4cf8-913d-e18e46e570f7
https://support.microsoft.com/en-us/office/measures-in-power-pivot-86484821-a324-4da3-803b-82fd2e5033f4
https://support.microsoft.com/en-us/office/data-model-specification-and-limits-19aa79f8-e6e8-45a8-9be2-b58778fd68ef
https://support.microsoft.com/en-us/office/add-worksheet-data-to-a-data-model-using-a-linked-table-d3665fc3-99b0-479d-ba09-a37640f5be42
https://support.microsoft.com/en-us/office/data-analysis-expressions-dax-in-power-pivot-bab3fbe3-2385-485a-980b-5f64d3b0f730
https://support.microsoft.com/en-us/office/upgrade-power-pivot-data-models-to-excel-2013-or-excel-2016-c66578cb-74d5-43ae-a474-5a01be5db439
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YouTube: Learn data analysis with Microsoft Creators (English only)  

 

Enter Data 
 

Enter data manually in worksheet cells  

Fill data automatically in worksheet cells  

Turn Flash Fill on in Excel 2016  

Move or copy worksheets or worksheet data   

Create a list of sequential dates   

Create a custom list  

Select cells, ranges, rows, or columns on a worksheet  

Copy visible cells only  

Move or copy cells and cell contents  

Paste options  

Locate hidden cells on a worksheet  

Find or replace text and numbers on a worksheet  

Find and remove duplicates  

Learn how to use rows, columns, and cells with Microsoft Creators (English only)  

 

Format Data 
 

Available number formats  

Apply or remove cell borders  

Format numbers  

Format numbers as percentages  

Format a date the way you want  

Format text in cells  

Format numbers as dates or times  

Format numbers as currency  

Keeping leading zeros and large numbers  

Create or delete a custom number format  

https://www.youtube.com/playlist?list=PLXPr7gfUMmKwZTzgUtrmkP6YQDKuzJyBm
https://support.microsoft.com/en-us/office/enter-data-manually-in-worksheet-cells-c798181d-d75a-41b1-92ad-6c0800f80038
https://support.microsoft.com/en-us/office/fill-data-automatically-in-worksheet-cells-74e31bdd-d993-45da-aa82-35a236c5b5db
https://support.microsoft.com/en-us/office/enable-flash-fill-in-excel-4e8cda31-51a7-45b7-ad19-a050ecc63cc4
https://support.microsoft.com/en-us/office/move-or-copy-worksheets-or-worksheet-data-47207967-bbb2-4e95-9b5c-3c174aa69328
https://support.microsoft.com/en-us/office/create-a-list-of-sequential-dates-aa1c0fa7-c76a-4762-8bc9-46f1691defec
https://support.microsoft.com/en-us/office/create-or-delete-a-custom-list-for-sorting-and-filling-data-d1cf624f-2d2b-44fa-814b-ba213ec2fd61
https://support.microsoft.com/en-us/office/select-cell-contents-in-excel-23f64223-2b6b-453a-8688-248355f10fa9
https://support.microsoft.com/en-us/office/copy-visible-cells-only-6e3a1f01-2884-4332-b262-8b814412847e
https://support.microsoft.com/en-us/office/move-or-copy-cells-and-cell-contents-803d65eb-6a3e-4534-8c6f-ff12d1c4139e
https://support.microsoft.com/en-us/office/paste-options-8ea795b0-87cd-46af-9b59-ed4d8b1669ad
https://support.microsoft.com/en-us/office/locate-hidden-cells-on-a-worksheet-94d66405-2d11-486d-925b-3575da95e5d8
https://support.microsoft.com/en-us/office/find-or-replace-text-and-numbers-on-a-worksheet-0e304ca5-ecef-4808-b90f-fdb42f892e90
https://support.microsoft.com/en-us/office/find-and-remove-duplicates-00e35bea-b46a-4d5d-b28e-66a552dc138d
https://www.youtube.com/playlist?list=PLXPr7gfUMmKxyF3ea9Ay3htE991N_d6UF
https://support.microsoft.com/en-us/office/available-number-formats-in-excel-0afe8f52-97db-41f1-b972-4b46e9f1e8d2
https://support.microsoft.com/en-us/office/apply-or-remove-cell-borders-on-a-worksheet-dc8a310b-92e3-46a7-9f17-2ab745810f4a
https://support.microsoft.com/en-us/office/format-numbers-f27f865b-2dc5-4970-b289-5286be8b994a
https://support.microsoft.com/en-us/office/format-numbers-as-percentages-de49167b-d603-4450-bcaa-31fba6c7b6b4
https://support.microsoft.com/en-us/office/format-a-date-the-way-you-want-8e10019e-d5d8-47a1-ba95-db95123d273e
https://support.microsoft.com/en-us/office/format-text-in-cells-ca112674-a567-4d6f-b5f8-3100aa27f40e
https://support.microsoft.com/en-us/office/format-numbers-as-dates-or-times-418bd3fe-0577-47c8-8caa-b4d30c528309
https://support.microsoft.com/en-us/office/format-numbers-as-currency-0a03bb38-1a07-458d-9e30-2b54366bc7a4
https://support.microsoft.com/en-us/office/keeping-leading-zeros-and-large-numbers-1bf7b935-36e1-4985-842f-5dfa51f85fe7
https://support.microsoft.com/en-us/office/create-a-custom-number-format-78f2a361-936b-4c03-8772-09fab54be7f4
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Hide or show gridlines on a worksheet  

Change the case of text  

Convert numbers stored as text to numbers  

Wrap text in a cell  

Align or rotate text in a cell  

Use conditional formatting to highlight information  

Learn formatting with Microsoft Creators (English only)  

 

Layout 
 

Hide or show worksheets or workbooks   

Insert or delete cells, rows, and columns   

Hide or show rows or columns  

Move or copy cells  

Change the column width and row height   

Merge and unmerge cells   

Combine text from two or more cells into one cell  

Split text into different columns with the Convert Text to Columns Wizard  

Freeze panes to lock rows and columns  

Create, apply, or delete a custom view  

Lock or unlock specific areas of a protected worksheet  

Turn off Scroll Lock   

Split panes to lock rows or columns in separate worksheet areas  

Automatically number rows  

Group or ungroup shapes, pictures, or other objects   

Insert or delete a worksheet  

Split text into different columns with functions  

Combine two or more columns by using a function  

Consolidate data in multiple worksheets  

Learn formatting with Microsoft Creators (English only)  

Learn how to use rows, columns, and cells with Microsoft Creators (English only)  

https://support.microsoft.com/en-us/office/show-or-hide-gridlines-on-a-worksheet-3ef5aacb-4539-4ad5-9945-5ed53772dc4d
https://support.microsoft.com/en-us/office/change-the-case-of-text-01481046-0fa7-4f3b-a693-496795a7a44d
https://support.microsoft.com/en-us/office/convert-numbers-stored-as-text-to-numbers-40105f2a-fe79-4477-a171-c5bad0f0a885
https://support.microsoft.com/en-us/office/wrap-text-in-a-cell-2a18cff5-ccc1-4bce-95e4-f0d4f3ff4e84
https://support.microsoft.com/en-us/office/align-or-rotate-text-in-a-cell-8bf8177a-d2e8-4f5c-a707-d51625fd7758
https://support.microsoft.com/en-us/office/use-conditional-formatting-to-highlight-information-fed60dfa-1d3f-4e13-9ecb-f1951ff89d7f
https://www.youtube.com/playlist?list=PLXPr7gfUMmKyGo1bDk7-F802jvHyM_kOW
https://support.microsoft.com/en-us/office/hide-or-show-worksheets-or-workbooks-69f2701a-21f5-4186-87d7-341a8cf53344
https://support.microsoft.com/en-us/office/insert-or-delete-rows-and-columns-6f40e6e4-85af-45e0-b39d-65dd504a3246
https://support.microsoft.com/en-us/office/hide-or-show-rows-or-columns-659c2cad-802e-44ee-a614-dde8443579f8
https://support.microsoft.com/en-us/office/move-or-copy-cells-and-cell-contents-803d65eb-6a3e-4534-8c6f-ff12d1c4139e
https://support.microsoft.com/en-us/office/change-the-column-width-and-row-height-72f5e3cc-994d-43e8-ae58-9774a0905f46
https://support.microsoft.com/en-us/office/merge-and-unmerge-cells-5cbd15d5-9375-4540-907f-c673a93fcedf
https://support.microsoft.com/en-us/office/combine-text-from-two-or-more-cells-into-one-cell-81ba0946-ce78-42ed-b3c3-21340eb164a6
https://support.microsoft.com/en-us/office/split-text-into-different-columns-with-the-convert-text-to-columns-wizard-30b14928-5550-41f5-97ca-7a3e9c363ed7
https://support.microsoft.com/en-us/office/freeze-panes-to-lock-rows-and-columns-dab2ffc9-020d-4026-8121-67dd25f2508f
https://support.microsoft.com/en-us/office/create-apply-or-delete-a-custom-view-ce722bf9-0b4a-49a5-94ba-438fde18fc2b
https://support.microsoft.com/en-us/office/lock-or-unlock-specific-areas-of-a-protected-worksheet-75481b72-db8a-4267-8c43-042a5f2cd93a
https://support.microsoft.com/en-us/office/turn-off-scroll-lock-a78492cc-c124-4782-a38b-df46669520e0
https://support.microsoft.com/en-us/office/split-panes-to-lock-rows-or-columns-in-separate-worksheet-areas-516a7001-b3ed-4122-a6bb-fd6d4a9d6434
https://support.microsoft.com/en-us/office/automatically-number-rows-76ce49e3-d8d2-459b-bd85-ee1d3973e6e6
https://support.microsoft.com/en-us/office/group-or-ungroup-shapes-pictures-or-other-objects-a7374c35-20fe-4e0a-9637-7de7d844724b
https://support.microsoft.com/en-us/office/d29f9c85-27a6-4571-be40-9ea9f6ac7c13
https://support.microsoft.com/en-us/office/split-text-into-different-columns-with-functions-49ec57f9-3d5a-44b2-82da-50dded6e4a68
https://support.microsoft.com/en-us/office/combine-text-from-two-or-more-cells-into-one-cell-81ba0946-ce78-42ed-b3c3-21340eb164a6
https://support.microsoft.com/en-us/office/consolidate-data-in-multiple-worksheets-007ce8f4-2fae-4fea-9ee5-a0b2c9e36d9b
https://www.youtube.com/playlist?list=PLXPr7gfUMmKyGo1bDk7-F802jvHyM_kOW
https://www.youtube.com/playlist?list=PLXPr7gfUMmKxyF3ea9Ay3htE991N_d6UF
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Validation 
 

Apply data validation to cells   

More on data validation  

Create a drop-down list  

Add or remove items from a drop-down list  

Remove a drop-down list  

 

Customise  
 

Customize the QAT (Quick Access Toolbar)  

Customize the ribbon in Office  

View two or more worksheets at the same time  

 

 

 

 

https://support.microsoft.com/en-us/office/apply-data-validation-to-cells-29fecbcc-d1b9-42c1-9d76-eff3ce5f7249
https://support.microsoft.com/en-us/office/more-on-data-validation-f38dee73-9900-4ca6-9301-8a5f6e1f0c4c
https://support.microsoft.com/en-us/office/create-a-drop-down-list-7693307a-59ef-400a-b769-c5402dce407b
https://support.microsoft.com/en-us/office/add-or-remove-items-from-a-drop-down-list-0b26d3d1-3c4d-41f5-adb4-0addb82e8d2c
https://support.microsoft.com/en-us/office/remove-a-drop-down-list-01b38366-f5bb-43f8-9df9-8a707b9502f0
https://support.microsoft.com/en-us/office/customize-the-quick-access-toolbar-43fff1c9-ebc4-4963-bdbd-c2b6b0739e52
https://support.microsoft.com/en-us/office/customize-the-ribbon-in-office-00f24ca7-6021-48d3-9514-a31a460ecb31
https://support.microsoft.com/en-us/office/compare-two-or-more-worksheets-at-the-same-time-1deed3da-a297-4260-98aa-a7b2d90c81ab

