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       EXERCISE 

1. Perform the following activities  

S.No Activities 

1. Set, move and delete page breaks 

2. Create the worksheets given below. Calculate the closing balance. Add 10 more items 

to the list and set page breaks for printing. Move page breaks if content do not fit 

onto one page. Save this file to be used in the following exercise with the name 

items_{your name}. 

 

 

 

 

 

 

2.  Fill in the blanks: 

a) To insert a _______page break, select the row below where you want to insert the page break. 

b) To insert a _________page break, select the column to the right of where you want to insert the 

page break. 

c) The Breaks option is available under________ group in the Page Layout tab. 

d) To return to normal view after you finish working with the page breaks, you need to click 

______in the _______group under the view tab. 
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