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2. �=New ��
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1. �� !"#$%=Menu Bar=�� !"#$%&'(=Edit – Go To

��=Go To �� 

2. �� !"#$%&'()*+,-�� !"�
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�� !"#$%&'
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�� !�� !"#$%&'()*+,-./ 28 �� “ �� !"
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�� !"#$
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�� !"#$%&'()*+,-./012(345+,�6789

�� !"#$%�&'()*+,-./01(23-

�� !"#$
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��

�� =A1=�� !"#�$A����$1��
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�� !"#$

�� !"#$%&'#$()�� !"#$�� !"#$%&

�� !"#$%� &'()*+,-&

�� !"#$

�� !"#$%&'()*+,(-./0&123456789

�� !"

• �� !"#$%= =�� !"#$%&'

• �� !"#$%= =�� !"#$%&'
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�� !"#$
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��
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�� !"#$%

�� !"#$%&'()*+� !,-./(0'(�� ! 

�� !�� !"#$%&'()"#$%*+=SUM�� !"#�

MIN�� !"#$� COUNT�� !�"#�$�� !"#$%&

�� !"#$%&'()*+

• �� !"#$%&'()*+,-.#/01 !"#$2345

�� !"#$

• �� !"#$%&'()*+,-./

• �� !"#$%"&'$�()*+,-./*+,012=# ��

�� !"#$%&'()*+,-"./012�345678

�� !"#$%&'(��=19=���

�� !"#$%&

1. �� !"#$%&'()*+,'()-

2. �� !"#$== �

• �� !"#$%&'== �� !=PV �� !"#$%&'()*

3. �� !"#$%&'()*+,-

• �� !"#$%&'()*+#,-./0123456789#

“ �� ” �

4. �� !"#$%&'=NEXT �� !"#
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�� !"
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=EVEN(3)

=INT(8.9)
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�� =A1=��  + �� =B2=�� 
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�� =A1=�=A7=�� !"#$%&'
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8�� !"#$%&'(

�� =A1=�=D5=�� !"
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3�� !"#$%&'(
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�� !"

�� !"#$%&'()*+,-./01%&#$�� !"

���

• �� !"#$% �� !"#$�� !"#$%&'()*+

�� !"#$%&&'�� !"#$%&�� !"#$%&

• �� !"#$%&'()*+,$%-'().

• �� !"#$%&'()*#$%+,-./0'123� 45

�� !"#$%&'()'*+,-./01�+23

• �� !"#!$%&'()*+&'(,-.=#=�� !"#$
�� !"#$%&'()*+,-./0123456789:�
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�� !

�� !"#$%&'�Pocket Sheet��� !"#$%

�� !

�� !"#$%&'()*+,-./

�� !"#$%&'()*+,-=C5 �

=SUM(A2:B5)*C2

• �� !" #$%&=A2=�=B5=�� !"#$%&'()*+
C2=�� !�4��

1. �� !"#$%&'=C5 �

2. �� !"#$%&'()*()+,-

=SUM

3. �� !"#$%=A2=��=B5�� !"#$%&'()*+

4. �� !"#$%&'()*+,-./01/0234

5. �� !"#$%&'$()*+,-./01
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6. � *�� ! !"#$%

7. �� !=C2 �

8. �� !"#$%&=NEXT=�� !"#$%
• �� =C5=�� !"#$%&'(

�� !"#$%&'

�� !"#$%&'(()*+,-./01&'(2&'(34567

�� !"#$"%&'()*+,�� !"#$%&'�� ! �"#�

�� !�� !"#$�� !"#$%&'()*+,-.

�� !"#$%$&'(

1. �� !"#$%&"'()*+%&"��=6=���

• �� !"#$%&'$%&()*

2. �=Menu Bar=�� !"#$%&'(=Option – Formats=��=Formats

�� 
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3. �� !"#$%

• �� =Formats=�� !"#$%&'%()*+,-./012

4. �� !"#$=Set=�� !"#$
• �=Esc=�� !=Formats=�� !"#$%&'()*+,-./

Category�� !

• �=Category=�� !"=L=�� !"#$%&'()*+,-.
�� !"#�$%&'( "#)*+,-./�%&01234

�� !"#$%&

• �� !"#$%&'()*+,-./0123456789

• �� !"#$%&'()*+,!-=0.1=�� !=10% � 1=��

�� 100% � 10=�� !=1000%�� !"#

��

• ���� !"

• �� 
• �� !
• ��� !"
• �� !"
• �� !

�� !
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Edit�� !

• �� !"#$%&'()*+,-./01

• �� !"#$%&'()*+,- ./&'()01234

• �� !"#$%&'()*+,-./012345#6789*

� DEM�� ! "#$=FRF=��� !"#$%&=Set=�� 
�� 

• �� !"#$%&'()*+=Category=�� !"#$%&
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Decimal Places�� !"

• �=Decimal Places=�� !"=L=�� !"#$%&'()*+
�� =0=�=4=�� !"#$%&'()=Free=�� !"#$%
�� !"#$%&'()*+

Alignment�� !

• �=Alignment=�� !"=L=�� !"#$%&'()*+,-
General�� !�Left�� �Center�� !�=Right�� �� 

�� !" !=General=�� !"#$%&'()!"*$%&+

Bold�� !

• �� !"#$%&'�� !�� �� !"�� !"#$

Comma�� !

• �� !"#$%&'�� !�� �� !"�� !�"#$

��
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Lock�� !

• �� !"#$%&'�� !�� �� !"�� !"#

• �� !"#$%&'()$%&��=31=���� !"#$%&

�� !"#$%&'()*+,-./01)23,456789

�� !"#$%&'()*+,-."#$/0123+4567

�� !"#

�� !"#$%&'

1. �� !"#$%&'()*+

• �� !=6=�� “�� !"#$%& ” �� 

2. �=Menu Bar=�� !"#$%&'(=Option – Border �

�� !"

��

��

�� 

�� 

�� !"

��

�� 

��

�� 

�� !"#$%

��

�

�
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3. �� !"#$%&'

4. �� !"#$=Exe=�� !"#$%&=Border=�� 

�� !"

�� !"#$%&'("#)*+,&(-,"#./+,&0

�� !"#

�� !"#$%&'()*+%,-./012345678%,

�� !"#$%&

�� !"#$%&'()*$+

• �� !"#$%&'�A�B�C��� !"#$%&'()*+

�� !"#$%�&'()*+,-./01

• �� !"#$%&'()*+,-."/0

�� !"#$%&

�� !

�� !"

�� !"#!

�� 

�� !"#

�� 
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�� !"#$%&'()*

1. �� !"#$%&'%()*+,-()*��=6=���

2. �=Menu Bar=�� !"#$%&'(=Option – Width=��=Width

�� !�� !"

3. �=K=�� !"#$%=L=�� !"#$
• �� =3=�=130=�� !"#$%&'

4. �� !"#$%&'=Set=�� !"#
• �=Esc=�� !"=Width=�� !"#$%&'()*+,

�� !"#$%

“ �� !"=” �� !"#$%!&'()*+$ ,-./01

�� !"#$%&'��()*+,-.$%/01234567��

�� !"#$%&'

�� !"#$%&'()"#*+&',

�� !�� !"#$
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�� !"#

�� !"#$%&'()*+,-=A �

1. �� !"#$%&'()*+$,$-.,/$0123

• �� !"#$=A=�� !"#$%&'=B�� !"#$%=A

�� B=�� !"#$%&=C �

2. �=Menu Bar=�� !"#$%&'(=Option – Freeze �

�� !"#

1. �� !"#$%&'$()*+,-.$/$01/)$2345

• �� !"#$=1=�� !"#$%&'()*=2�� !"#$

�=1 ��=2=�� !"#$=3 �

2. �=Menu Bar=�� !"#$%&'(=Option – Freeze �

�� !"#$%&

�� !

�� !"#$%&

�� !
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�� !"#$%&

1. �� !"#"$%#&'"()'"*+,-

• �� !"#$=A=��=1=�� !"#$=B2 �

2. �=Menu Bar=�� !"#$%&'(=Option – Freeze �

�� !"#$

�� !"#$%&'()*+,-./=Menu Bar=�� !"#
�� !"=Option – Freeze=�� !"#$

�� !

1. �� !"#$%&'()*+,

• �� !"#$%&'()*+,!%&-./0� =C1=�� !
1=�� !"#$%=C1=�=C2=�� !=1=��=2=�� !"

• �� !"#$%&'() *+,-.

2. �=Menu Bar=�� !"#$%&'(=Option – Insert �

3. �� !"#$%=Rows�� !"=1=�� !"#$%&''(
�� !
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�� !

1. �� !"#$%&'()*+,

• �� !"#$%&'()*+,!%&-./0� =C1=�� !
C�� !"#$%=C1=�=D1=�� !=C=��=D=�� !"

• �� !"#$%&'() *+,-.

2. �=Menu Bar=�� !"#$%&'(=Option – Insert �

3. �� !"#$%=Columns�� !"=1=�� !"#$%&'(
�� !"

�� !"#

1. �� !"#$%&'()*+(,-.

• �� !"#$%&'()*#+,-#$%.

• ��=C1=�� !=1=��=C �

• ��=C1=�=D1=�� !=C=��=D �

• ��=C1=�=C2=�� !=1=��=2 �

• �� !"# $��%&'#%()*+,-./�� $%01

�� !"

2. �=Menu Bar=�� !"#$%&'(=Option – Delete �

3. �� !"#$%=Rows=�=Columns=�� !"=1=�� !"#$
�� !"#$%
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�� !"

�� !"#$%&'()"#*+,-./

�� !"

1. �� !"#$"%&'

2. �� !"#$% &'()*+

�� !"#

�� !"#$%&'()*+,-./01+,2

• �� !

• �� !"�� !�� !

�� !"#$%&'"#()*+=Esc=��

�� !"#$%

1. �� !"#$%&'()=Menu Bar=�� !"#$%&'(=Edit

– Save �

2. �� !=32=�� !"#$%&'()
3. �=Save=�� !"#$%
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�� !"#$%&'(

1. �=Menu Bar=�� !"#$%&'(=Edit – Save As �

2. �� !=32=�� !"#$%&'()
3. �=Save=�� !"#$%

�� !"

�� !"#$%=Esc=�� !"#�$%&

• ��=Esc=�� !"=Menu Bar=�� !"#$%&'(=Edit –

Close�� 

• �� !"#$%&'()*+,-./=Esc=�� !"#$%&
�� !"#$%&'()*=Save=�� !"#$

• �� !"#$%&'()*+=Esc=��

�� !"#

1. �� !"#"$%&

2. �� !"#$%&'()*

3. �=Menu Bar=�� !"#$%&'(=Edit – Rename item�

4. �� !=32=�� !"#$%&'()
5. �=Save=�� !"#$%&'(
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�� !" #$ %&

�� !"#$%&'()*+,-./01!"23456

�� !"#$

1. �� !"#$%&'$%&()*

• �� !=6=�� “�� !"#$%& ” �� 

2. �=Menu Bar=�� !"#$%&'(=Edit – Cut �

• �� !"#$%&'()*+,

• �� !" #"$%&'()*+,-./0123'45��=14

���� !"#$%&

• �=Paste=����=27=���� !"#$%&!'()*+,-*

�� !"#

�� !"#$

1. �� !"#$%&'$%&()*

• �� !=6=�� “�� !"#$%& ” �� 

2. �=Menu Bar=�� !"#$%&'(Edit – Copy �

• �� !"#$%&'()*+,

• �� !" #"$%&'()*+,-./0123'45��14

���� !"#$%&

• �=Paste=����=27=���� !"#$%&!'()*+,-*

�� !"#
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�� !"#$

�� 

• �� !"#$%&'(%&')*+,-"#./0!"#1,-"#2

��

1. �� !"#$%&'()*%+(,-./,-.012

• �� !=6 �� “�� !"#$%& ” �� 

• �� ��=26=���� ��=26=���� !"#$%&'()

2. �=Menu Bar=�� !"#$%&'(=Edit – Paste �

• �� !"#$#%&'()*+,-.

• �� !" #"$%&'()*+,-./0123'45�� 14

���� !"#$%&'

�

• �� !"#$%&'()*+,-./)�999����26��� !"

�� !"#$%This operation will push some data outside the sheet.

Continue?�� !"#$%&'()*+,-./ ?�

�=Yes=�� !"#$%&'()*+,-./0�12345=No=��

�� !"#

• �� !"#$%&'()*+,-./0123%&=256=�� !
• �� !"=2KB=�� !"#
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�� !"#$%&'

�� �!"#$%&!"#'$%()*+,&-$%!"#./

�� !"#$%&'()*+,-./0123,

=A2+B2+C2+D2

=B5+C5+D5+E5

A B C
1
2
3
4
5

PASTE

�� !"#$%&'()*

�� !"#$%&' “ �� ” �� !"#$%&'()�*+,

�� !"#$%&'()*+� !,-./(,-01$23#&.

�� !"#$%&'()*+,-�./0�� !"#$%

=$A$2+$B2+C$2+D2

=$A$2+$B5+D$2+E5

A B C
1
2
3
4
5

PASTE

�� !"#$

1. �� !"#$%&'()&'(*+,

• �� !=6=�� “ �� !"#$%& ” �� 

2. �=Menu Bar=�� !"#$%&'(=Edit – Clear �
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3. �� !"#$%&'()*+!,-.

• All=�� !"##$%&��=14=���� !"#$

• Formats=�� !"#$%&%'()*+,-./01#$%&2
�� !"#$

• Contents=�� !"#$%&'�� !"#!$%&'�� !"
�� !

�� !"#$%&

�� !"#$%&'()*+,-./0

�

• �� !"#$%&'()*+,"-./0123456789:;<

• �� !"#$%&'()*+,-./01234��5

• �� !"#$%!&'()*+,�-./0-.12&'(%!)*

�� !"#$%&'()*

�� !"#$%&'(

1. �� !"#$%&'()*+,-� !.

2. �� !"�#$%&'()*
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3. �=Menu Bar=�� !"#$%&'(Edit – Search �

• �� !"#$%&'()*+,-./012+,345!678

�� !"#$

4. �� !=12=�� !"#
5. �=Exe=�� !"#

• �� !"#$%&'()*+,-)./0Data item not found!

�� !"#$ !��� !"#

6. �� !"#$%&'()=Next=�� !"#$%&'()*+,�
7. �� !"#$=Esc=�� !"#$%

�� !"
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�� !"#$%&'()*+,-

1. �� !"#$%&'()

2. �=Menu Bar=�� !"#$%&'(=Option – Sheet=�� !"
�� !"#

3. �� !"#$%&'�� !�� �� !"�

• �� =Auto Calculation=�� !"#$%&'()* +,-./
�� !"#Auto Calculation=�� !"#$%&'=Menu Bar –

Option – Calc Now=�� !"#$%&
• �� =Gridlines=�� !"#$%&'()*+,
• �� =Protect Sheet=�� !"#$%&'()*+,-./01 
�� !"#$=18=�� “ Lock�� !”�� !"#$%&'(

�� !

4. �� !"#$=Set=�� !"#

�� !"#$

�� !"#$%&'()*+,-./01234567879:;<=

�� !"#$�%&'()

�� !"#$%&'(

1. �� !"#"$%&

2. �� !"#$%&'()*+,-./0
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3. �=Menu Bar=�� !"#$%&'(=Option – Date/Size=�

• �� !�M/D/Y � D/M/Y � Y/M/D��� Pocket Viewer �� 

�� “�� !�Date��� �Time��� �Calendar��� 

�Keyboard��� ”�� !"#$%&'(

4. �� !"#$%=OK=�� !"#$%&'(

Pocket Sheet Sync ��

Pocket Sheet Sync for Microsoft® Excel 95/97/2000 �� !"#=PV=�� !"#
�� !"#=Microsoft Excel�95 � 97 � 2000��� !"# $%&'(

Pocket Sheet Sync=�� !"#$%&'()*+,-. /01

�� !"#

�� !"=Pocket Sheet Sync=�� !"#$%&'()*+,

• Windows 95/98/NT�� !"#$ !% !& '()* +

• Excel 95/97/2000
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�� !"

�� !"#$%&'()*+,-.=#ERR=�� 

• �� 

• �� !"#��$%&'()*+�

• �� !"#$%&'()*+,-

• �� !"#$%&'(!�� )*+

• �� !"#$%&'()*+,-.

• �� !"#$%&'()*"#+,-.(/012=256=��

• �� !"

• ��=Auto Calculation=�� !"#$%&'()*+#,-./0
��=#ERR=�� !"

• �� !"#$%&'(=10=�� !
• �� !"#$%&'()*+,-./0123=256=��

�� 

• �� !"#$%&'()*+,-&'./01234
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�� 

�� �� ! Pocket Sheet �� 

���� !"#$%&'()*+

�� !"#

�� � Yes �� !"#$%& No

�� !"#$%&'()*+,-

Cells in the range you are deleting contain data. Delete them anyway?

�� !"#$%&'()(*+#,-./0123456*+78

�� � Pocket Sheet�� !"#$

�� !"#$%&'()*&'(

�� !"#

�� �� !"#$%&'()�

��  2 �� !"#$

Sheet is too big!�� !"#$%

�� � Yes �� !"#$%&'

No  �� !"#$%&'()*

��

This operation will push some data outside the sheet. Continue?

�� !"#$%&'()*+���� !"#$%&'()*+,-./0

�� Pocket Sheet�� !"�� 

�� !"#$%&'()*+,-

�� !"#$%#&'()*+�

�� !"


