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Download files and save to folder 
1. Right-click file link 

2. Click on Save As 

3. In the Save As Dialog box, create a folder where you can save all class files. Cytl + Shift + N is keyboard to create 

a new folder 

4. Save files to the folder that you created 

 

Conventions used for the Excel files 
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Structure and Layout of Excel Workbook File 
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Keyboards and Keyboard Shortcuts 

 

 
 

** Shift + Tab moves to left (not right). 
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Mouse Cursors in Excel 
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Data and Alignment in Worksheet 
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What Excel Does do? 
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