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8-1
:

Use the fill handle to fill data
To quickly fill in several types of data series, you can select cells and drag the fill

handle . To use the fill handle, you select the cells that you want to use as a

basis for filling additional cells, and then drag the fill handle across or down the cells

that you want to fill.

Microsoft Excel
.

ExcelWorkbook) (1255Sheet) (.
ExcelSheet) (:Worksheet)(:

Chart Sheet)(
Excel 2007Worksheet) (576,048,1(Row)384,1

(Column)(Cell).
.

.Excel.
.:.

Excel 2007
.Ribbon)()

(.
ExcelTemplate) (.Template

.
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AutoFill
Access
Across
Additional
Basis
Cell
Chart Sheet
Column
Data
Drag
Fill
Fill handle
Font
Formula
Formula Bar
Home
Name Box
Quick
Redo
Ribbon
Row
Scroll Bar
Sheet
Status Bar
Tab
Template
Save as
Several types
Undo



Excel 2007

 :Excel

29

Value
View
Workbook
Worksheet
Zoom



1/1/15�
4/1/24/42-3

30

.
1.Excel 2007.
2.Status.
3.Zoom)(.
4.Autofill.

.
5.Column
6.Worksheet
7.Template
8.Autofill
9.Workbook

10.Ribbon
Sheet

11.Excel

12.
-2C-B2D

 -CAD -BA2
13.

-New Template- Install Template
 - My Template -Blank and recent
14.ExcelSheet

-255-1 -3 -2
15.

-Office-Quick Access
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 -Ribbon -
16.Quick Access

-.
-.
 -.
 -.
17.

--
 - -
18.

-Copy-Autofill
 -Template -Save As
19.AutoFill

-Shift-Alt -Ctrl -Tab
20.AutoFillCtrl

--
 - -
21.K6

-$K$6-K$6$ -$K6 -K6$
22.Template

--
 - -
23.Enter

-Excel Options-Customize
 -AutoComplete -Format

.
24.Template. .. . . . .Template.
25.Excel. .. . . . . .. . . . .. .. . . . .. . . . ..
26. . . .. . . . . . . . . . . . . . . . ..
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.
27.Workbook
28.
29.Cell

40. When do you use the fill handle?
A) To quickly fill in several type of data.
B) To cut data from a cell.
C) To copy format from a cell to another.
D) To fill cells by color.

41. How do you use the fill handle?
A) By double clicking on it.
B) By right clicking on it.
C) By dragging across or down.
D) By pointing on it.
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