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Unlock ranges to allow editing to cells within a protected worksheet.
Add a password to open a workbook.
Track changes made to a workbook.
Modify and resolve tracked changes.

Record, run, and edit a macro.

Save a workbook containing macros as a macro-enabled workbook.

Create a macro that is run using a shortcut key combination.

Pin and unpin a frequently used file to the Recent Workbooks list.

Add and remove buttons for frequently-used commands to the Quick Access toolbar.
Hide the ribbon to increase space in the work area.

Create and use a template.

Customize the display options for EXCEL.

Import data from an ACCESS table, web site, and a text file.

Append data from an EXCEL worksheet to an ACCESS table.

Embed and link data in an EXCEL worksheet to a WORD Document.

Copy and paste data in an EXCEL worksheet to a POWERPOINT presentation.
Export data as a comma delimited text file.

Scan and remove private or confidential information from a workbook.

Mark a workbook as final.

Check a workbook for incompatible features with earlier versions of EXCEL.
View Trust Center settings.

Identify the differences between computerized and manual accounting.
Open SAGE 50 software.

Use the basic SAGE 50 window, Navigation Aids, and the Menu bar.
Use the Help feature

Open, save, and back up files

Set up a new company in SAGE 50.
Create a chart of accounts.
Enter beginning account balances.

Create new accounts and enter beginning balances for a simple cash business.
Record transactions in the general journal.

Edit selected transactions in the general journal.

Print the general journal and financial statements.

Create subsidiary ledger accounts for customers and enter the beginning balances.
Process accounts receivable and sales transactions.

Create action items and event logs.

Adjust the accounts receivable for uncollectible accounts and print reports.

Create subsidiary ledger accounts for vendors and enter the beginning balances.
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