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TOPIC: FORMATTING DATA IN CELLS

A. Name the tools below
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B. Steps to format datain cells
Step 1
Home | Insert  Pagelayout Formulas  Data  Review
Click on at the top
of the screen
Step 2
Select the  if A 8 c D
ITEM NAME QUANTITY UNIT PRICE PRICE |
you are formating more than one cell, | CANDY 4 5050 $2.00
ICE CREAM 2 $0.80 $1.60
click on the first cell and drag to the
last cell
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