Computer Skills

MS Excel

Work Sheet # 4
Topics Covered:

Paste Special

Working Steps:
1. Write your name in any cell
2. Copy your name and paste it in another cell
3. Cut your name and paste it in another cell

4. Insert the following:

	50
	10

	60
	20

	70
	30

	80
	40


5. Select a cell below, and add a formula that sums the previous values. 

6. Change the font in that cell to Bold.

7. Copy the summation cell, and paste only its formula, to another cell.

8. Copy the summation cell, and paste only its value to another cell.

9. Copy the summation cell, and paste only its format to another cell with data.

10. Add number 5 to all values inserted in step 4.

11. Copy column 1 in the table above, and paste its cells horizontally.

