UNCAT /Exa3 417

Compensation

Administration Tool m Wm

Use your thh Fhe row
cursor to T ————— highlighted, o
select the Rp— R R use the n 5 e
o Dare Ogunbowale " 08 L2} n o - - .
first cell, and - e keyboard i
SELECT nd o B S - shortcut to souow
press an i st . highlight down Wonow

; ooy

LIS : — all the data e
dragging : o )
1 s o Shift + Control s s s
over L : R

+ Down Arrow

— Use the

e — (eyboard

Select your o I T shortcut to

COPY desired area P copy the
= il data

;“:;:E“ﬂ l 'E 'g Ig » eControl + C

Use the

T —— keyboard

Select your e — s shortcut to

PASTE destination ESEESEEE paste the
cell e - — data

! S — eControl +V

@

Place your
cursor over
the bottom
right corner.

It will look

like a little
black cross.
Double click.

|

Select the
cell with the
formula you
want to copy

COPY
FORMULA

meBcucxsaaonEENE
SosemzgcszEzREE

oy e Y B BN
P e

Select all um. Bow 8o 8
4& s 2w ox
column Ere=a a - [ s
headers. Use _ _, ,— — ~ . Jaowmow s
the shortcut to | - s = Click the gray QER
FILTER G B IR T onn l box to filter = (.
o lizers i 2 v your column =z R
oShift + r m L e T
Control + L 3 e ot [T
4 4 Ca)




