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S

10 IDIOMS
=== ABOUT BOOKS

A closed book

A topic or person about
which/whom very little
is known

Read someone like a book

To understand easily
what someone or
thinking or feeling

In someone’s good books

Used for saying that
someone is pleased with

you

Bring someone to book

To punish someone
when they have done

wrong

£

Don’t judge a book by its

COvVer

Not to form an opinion
abouf someone only
from their appearance

An open book
Someone that is easy fo

know about because ‘ | '
nothing is kept secret. ==

The oldest trick in the book

A dishonest action that
has been used many
times before

By the book

Following all the rules =
for doing somethingina |
strict way — -
Take a leaf out of
someone’s book

To copy what someone else
does because they are '
successful at doing it

Cook the books

To change accounts
and figures dishonestly,
usually fo get money

-y -
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Idioms About NATURE g,

%ﬂ Ashrinking violet ) On cloud nine

A shy person Very happy

¢« Many moons ago :ﬁr " Once in a blue moon
% A very long time ago tJt » Very rarely

~ .. Cutsnoice Calm before the storm
L. -+ Doesn't have any Unusual or false quiet
? effect or influence period before a period of
upheaval

Stealing my thunder  £A) In the air
3T
Making people pay V Happening or about to

attention to you w happen 0

~m_Out of the woods A ray of sunshine
I Qut of danger Something that brings

happiness to someone

Fore s bS89



Food idiom

mefl ana o hiips./ume/EFL ana
spill the beans
(clivulge; reveal a secrel)
as cool as a cucumber hot potato
(really cool) (controversial issue)

bananas
(crazy; enthusiastic)

sell like hot cakes in a nutshell
(sell easily) (simply)
as different as chalk and cheese
(completely ditterent)

bread and butter
(Ivelihood; whal one

does for a living)

full of beans
(full of energy)

red like a beetroo BN Skt s
- (meet the requirements)
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HAPPINESS IDIOMS
ON A CLOUD NINE
Very happy and excited
a He was on cloud nine when his sister
[

came to visit him.

- HAVE A WHALE OF ATIME
To enjoy yourself very much
We were having a whale of time,
dancing and drinking.

MAKE SOMEONE'S DAY
To make someone feel very happy
L B ]

i Her smile made my day:.
-

WALK ON AIR

To feel extremely happy
After he won the race, he was
walking on air

TICKLED PINK

). /A Very amused
ﬂ*ﬂi | was tickled pink to see her picture.

INSEVENTH HEAVEN

7 Extremely happy

H She was in seventh heaven when
they praised her cooking.

OVER THE MOON

% Very happy
She was in seventh heaven when
they praised her cooking.

ON TOP OF THE WORLD
Proud of something

When | heard the news | was on top
of the world.
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ADVANCED

EXCEL

KEYBOARD SHORTCUTS

CTRL+A: Select All
CTRLA+C: Copy
CTRL+X: Cut
CTRL+V: Paste
CTRL+F: Find
CTRLA+H: Replace
CTRL+B: Bold
CTRLAI: Ttalics
CTRLAU: Underline




ADVANCED

EXCEL

KEYBOARD SHORTCUTS

CTRLAP: Displays the Print dialog box
CTRL+R: Uses the Fill Right command to
copy the contents and format of the leftmost
cell of a selected range into the cells to the right
CTRL+S:Saves the active file with its

current file name,location and file format
CTRL+T:Displays the Create Table dialog box
CTRL+W:Closes the selected workbook
window

CTRL:+Y:Repeats the last command or action,
If possible:

CTRLAZ:Uses the Undo command to reverse
the last command or to delete the last entry

that you typed
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ADVANCED
- EXCEL
KEYBOARD SHORTCUTS S

CTRLASHIFT: Removes the outline border
from the selected cells.

CTRL+SHIFT+*: Selects the current region
around the active cell (the data area enclosed
by blank rows and blank columns)

In a PivotTable, 1t selects the entire PivotTabld
report

CTRLASHIFT+:: Enters the current time
CTRL+SHIFT+”: Copics the value from the
cell above the active cell into the cell or the
Formula bar

|
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ADVANCED
ﬁ EXCEL
KEYBOARD SHORTCUTS

CTRLA+FS: XL, Restore window size
CTRL+F6: Next workbook window
CTRL+SHIFT+F6: Previous workbook windc
CTRL+F9; To minimize workbook
CTRL+FI11: To open VBE
CTRLASHIFT+F6: For previous window
CTRLASHIFT+F1: To open new worksheet
CTRLA0O: To open workbook
CTRLASHIFT+TAB: To active previous
workbook

CTRLA+N: To create new workbook
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