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quick reference card the office button located in the upper left hand corner of to create a new workbook click the the program window replaces the file menu found in office button select new and click previous
versions of microsoft excel the office button menu create or press ctrl n open save print and close office button contains a menu of basic commands such as open print and save for managing excel workbooks as a
whole rather than workbook content quick access toolbar on title bar or can be moved below the ribbon contains commands most often used can be customized ribbon area and tabs necessary the file 3 in the save in
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