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Shortcuts 
 

 

Functions and Features 
Text to Speech 

AutoCorrect Options 

Custom Lists 

 

 

Working with Worksheets 
Advanced Filter 

Workbook Security 

 

 

Calculations 
Outlining and Subtotals  

IF Function 

Named Ranges 

Data Validation 

 

 

Pivot Tables 
Creating and Modifying  

Pivot Charts 

 
Q & A 

 
 
 

 

 

1205 E. Fifth St. 
Dayton, OH  45402 

www.SOITA.org 937.746.6333 or 
800.964.8211 

 


