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Date and time formats
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Example
Positive:  123,456,789.00 Negative:  -123,456,789.00
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Display leading zeros: [U.? ']
List separator: . -
Measurement system: [U.S. ']
Standard digits: [018456?89 ']
Use native digits: [Never ']
Click Reset to restore the system default settings for
numbers, currency, time, and date.
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Advi | [] Automatically insert a decimal point
Places: |2
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Enable AutaComplete for cell values
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When this number of cells (in th ds) is affected: 33,334

Use system separators

Decimal separator:
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Justify distributed

Text — ¢
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Numbers

Example

123,456,789.00

Positive:

Decimal symbol:

No. of digits after decimal:
Digit greuping symbol:
Digit grouping:

Negative sign symbal:
Negative number format:
Display leading zeros:

List separator:
Measurement system:
Standard digits:

Use native digits:

nurbers, currency, time, and date.

Click Reset to restore the system default settings for

-
S Region and Language

e |

Megative:  -123,456,789.00

123,456,789 -
Al - Il
07 -

O D e

Formats | Location I Keyboards and Languages I Administrative

Format:

[English (United States) -]

Date and time formats

Short date: [Mrdryyyy -
Long date: [ dddd, MMMM dd, yyyy -
Short time: h:mm tt 2

Phaid b3
longtime [mmm o O
First day of week: lSunday v]

What does the notation mean?

Examples

Short date: 3/5/2018

Long date: Monday, March 05, 2018

Short time: 438 AM

Long time: 4:38:36 AM 9)

e —
‘ Additional settings... ’
e ———

Go online to learn about changing languages and regional formats

Apply i

Apply
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Calibri ~[11 <[ A 4§ - % 0 B v
H B I =0O-A-5-4%8 c B | A

2 Cut

ER Copy

21 iy Paste Options:

- o

=4 =

200
Paste Special...
Insert...
Delete...
Clear Contents
e 1

Quick Analysis

L1

Filter
Sort

{7 Insert Comment 11

Format Cells... 12

Pick From Drop-down List... 13

Define Name. 14

B, Hyperlink... 15

16

S pldl Jolyo

.S ozl 1) Paste Special ays Home o 51 g awles )21 1, Word aelsy, -v

.Adbb o Ctrl + Alt + V gloauls wus,s Paste Special yslo aals :aiss

EE‘UO:

o G - -
0 cut Calibri (Body) - |11 - A" A" Aa- %

Copy
B I U-akex, x* A-%-A-

= © ® Format Painter 'l - =
Pastc Opions: \wfwfxce ut,com

o, o
= 2 S

=t =

Paste Special...

Set Default Paste...

& LA

ik

| INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

ojgel 8%)“’ U"e)"s))" s

Ales SIS OK (69, 2 9 33 plaxl 5 JSib aiilad 1) eileatsss Paste Special syzuy ys -1

[[Paste Special www.Excelut.com el

Source: Microsoft Excel Binary Worksheeld o | OI32T EZ)2 O2)9))

Sheetl!RIC1:RBCE

Ast

. | [[] Display as icon

Unfarmatted Text
Picture (Windows Metafile]
Eitmap

Ward Hyperlink

HTML Format
Unformatted Unicode Text

Result
Inserts the contents of the Clipboard as a picture.

i
@ Paste Link creates a shorteut to the source file, Changes to the source file will be
reflected in your document.
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125 U5 aile . awiS wiliusl 1) ,5T aiy;S Start Mail Merge cuouws 3l g MAILINGS s 51 -3

HICIER
HOME
= E

Envelopes Labels

INSERT

[=

tart Mail
Merge -
B Letters

DESIGN

=

Select

Edit

Create
© E-mail Messages
B3 Envelopes..
T Labels..

B Directory

[+3]

Normal Word Document

PAGE LAYOUT

Recipients - Recipient List | Merge Fields Block

[3] Step-by-Step Mail Merge Wizard. I I I T

sisi s (Q4) - Word
VIEW

REFERENCES REVIEW

Rules

Find Recipient

Match Fields
Finish &
Merge

SRR E)"(cheluf“ gm
Jmitoijgel 820 02 .

Highlight Address Greeting Insert Merge
Line  Field
Write & Insert Fields

s s

Préview

&

——
[,

A 1y Next b g3 pj IS asste Mail Merge eloaiss cuaws ) -4




Mail Merge M
Mgw,,&xcelut cam
hesitinth 820 02357
Select from Outlook contacts
Type a new list
Use an existing list

Use names and addresses from a file or a database.

Step 3of6
= Hext: Write your letter

€ Previous: Starting document

Mail Merg\éww Excelut.cons

TS hjgel @20 S

Select document type
What type of document are you working on?
®) Letters
E-mail messages
Envelopes
Labels
Directory

Letters

Send letters to a group of people. You can

personalize the letter that each person receives.

Click Mext to continue.

L3S (lg51)5 1) JuST Jold g S S Brows (gg) 51 p93 Next 535 51 a2y -5

5 JSib Ao L duglas Ll 1) 391 635 3)lg 1) lelbl (4T 3 dS Hhi5 3,90 Cassd 394 (50 5 5 3)90 JauST J3ld (535 il 5l Ay a5 (gl 623 55 -6
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Select Table

www.Excelut.com (8. [ |

k}"’" U"J?"’ C’}"’ L)"J"")}"

Name

| et2%
Sheet3s

Description  Modified

Created
12/5/2017 6:16:00 PN 12/5/2017 6:16:00 PM  TABLE
12/5/2017 6:16:00 PN 12/5/2017 6:16:00 PM  TABLE
12/5/2017 6:16:00 PN 12/5/2017 6:16:00 PM  TAELE

Type

<

[

I r

First row of data contains column headers

i OK i

Cancel
A

3555 OK 551 052003 032l 394 (50 31 25 JSib 3o (g1 652003 My 823 35 OK jl sy -7




Mail Merge Recipients [ 9 [t
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list.
Use the checkboxes to add or remove recipients fram the merge. When your list is ready, dick OK.

Data Source 2 JESTIRIURC Pt -SNTERNEINTIN [V ) P - | J) ek 3
(L | g5 e | 4295521456
Qdxisx v 1202 JER. e gl 1< 2543321508 19400000
Qs v 1203 JPPSTINY g pme Wil IS 3254412569 15500000
Qdxisx v 1208 S 18y latl mls alze 3652214785 35600000
Qxlsx c
Qd.xlsx It
Qxlsx c
www.Excelut.com
PP T
< o | ()01 )0 Iy | r
Data Source Refine recipient list
Qd.xlsx | 8] sort..
T Fiter...
X9 Find duplicates...
_| [P FEind recipient...
[ validate addresses...
Edit
Ok

Mail Merge

Select recipients
#® Use an existing list
Select from Outlook contacts
) Type a new list
Use an existing list
Currently, your recipients are selected from:
[Datas] in "Qd.xlsx”
[ select a different list..,
S, Excelut.com

FOE98T 8250 (23532

Step3of 6
F
=3 HMext: Write your letter

€ Previous: Starting document

Asply Next Kos )b -8

125 JSib Aile a8 Sals More items gg, , Mail Merge wilaabhis caaws jl g 63)5 SulS iy 35 3L Jylio Juss 55 -9

s i (Q4) - Word TABLETOOLS
T DESIGN  PAGELAYOUT  REFERENCES | MAIINGS ~ REVIEW  VIEW  DESIGN  LAYOUT
-, & [3 Rules - >
2 5D B . & Er
o e B Match Fields Find Recipient
Select Edit Highlight  Address Greeting Insert Merge Previe Finish &
Recipients - Recipient List  Merge Fields  Block  Line Field ~ UpdateLabels  Resyis [ Checkfor Errors Merge~

Start Mail Merge Write & Insert Fields Preview Results Finish

& ¢ & . ’”WWW*EX,CEHH.Com . . ‘
JuS| sbjg0l 8250 ¢52535,5 Mail Merge

Write your letter

1 you have not already done so, write your letter

n
To add recipient information ta your letter, dick a
) location inthe document, and then dlick one of the
T items below.
1 ol £
JESEE T ) Address block.
)

B) Greeting line...

When you have finished writing your letter, click
Hext. Then you can preview and personalize each

L) st il 1 2ss ol g B e Sas eyl recipient's letter,

Stepdof 6

> Next: Preview your letters

€ Previous: Select recipients

[} Electronic postage..

-

B - 8 %

Sign in
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Fields:
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e
e S
() &by d=
Match Fields. ] " Insert " [ Cancel
L a
35005 1,55 55 W @il olaw (gl 1) lakae ¢yl -11
13D AlgS 55 JSib Able Jaas cales yd =12
B H S O-= ok i (Q4) - Word
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES = MAILNGS — REVIEW  VEW
= F . B B a [5 Rules~ M4 > M
= b @O o & N B
2% Match Fields [0 Find Recipient
Envelopes Labels  StartMail  Select Edit Highlight Address Greeting Insert Merge Finish &
Merge - Recipients - Recipient List Merge Fields Black  Line Field ~ Update Labels | pesyits [+ Checkfor Errors Merge ~
Create Start Mail Merge Write & Insert Figids Preview Results Finish
= — : = Wikw: Excelut.com:, 2
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+
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@ Zia 5, oy | Es i,
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- Q= sk s (Q4) - Word 7 @ - x
ME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Sign in
= [ L [3 Rules~ M 41 [ ]
E| & « 1
H ’TDj E &4 B B S5 03 Match Fields & [ Find Recipient FD
bls  StartMail ~ Select Edit Highlight ~Address Greeting Insert Merge Preview Finish &
Merge - Recipients = Recipient List Merge Fields Block  Line, Field ~ UpdateLabels | Resufts | [3 Check for Errors Merge~
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Mail Merge

Write your letter

If you have not already done so, write your letter
now.
To add recpient information to your letter, dick a
location in the document, and then dlick one of the
items below.

[} Address block..

B creeting line...

= Electronic postage

B More items...
When you have finished wiiting your letter, diick

Next. Then you can preview and personalize each
recipient s letter,

Step40f 6

['S et Preview your letters

€ Previous: Select recipients

Al (g0 (385 Cuigyg o3Lol IS (49iS] -14
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2 Match Fields

- [ Find Recipient
nvelopes Labels  Start Mail  Selec i ighli ress Greeting Insert Merge revi inis!
Envelopes Labels  Start Mail  Select Edit Highlight Address Greeting Insert Merg P Finish &
Merge~ Recipients - Recipient List Merge Fields Block  Line Field - Update Labels | Resujts [+ Check for Errors Merge -
Create Start Mail Merge wrrite Yl deftFies, Exce | ut.com rreviewresuts Finish
= B A T oy St 2 3
s & Just gjgel @30 ¢2y5)1 g
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[$-fa-ir,16]yy/mm/dd

(2 |
Format Cells www.Excelut.com Z

Jud T 33901 R0 1933043
Mumber | Alignment I Font | BorderT Fill [ PmtectmnT

Category:

General « | Sample

Number

Currency

Accounting Type:

Dat:

e l [5-fa-ir, 16]yy/dd/mm]|

Percentage General -
Fraction r
Scientific 0.00 |i|
Text ##£0

Special #££0.00

[ECTR | |+ve0 ) 5,550

# ££0 | [Red](# #£0)

##20,00_),[£,£20,00)

###0.00_). [Red](#,#£0.00)

S# #20 ) (5# #50)

§# #20_);[Red](5%,££0) B

-

Type the number format code, using one of the existing codes as a starting point.
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