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1. Increase the column width for the "Name" column to 20 and the “Remarks” column

to 25 so that the text is fully visible.
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Select the column (e.g., "B" for Name).
Right-click — Click Column Width — Enter 20 — Click OK.
Repeat for the "Remarks" column with width 25.

2. AutoFit the Column Width
AutoFit the column width for the "Present Days" and "Absent Days" columns.
Steps:
Select the columns (e.g., "I" and "J").
Go to Home — Format — AutoFit Column Width.

3. Set Row Height
Set row height to 22 for all rows so that the data is evenly spaced.
Steps:
Select all rows.
Right-click — Click Row Height — Enter 22 — Click OK.

— Banking & 4. Bold and Center-Align Headers

Insurance Apply Bold formatting to the headers and center-align them.
Steps:
_ Select the header row.
Click Bold (Ctrl + B) and Center Align.
Central Govt.
5. Add Borders
Add borders to the entire table to enhance visibility and organization.
Steps:
m State Govt. Select the dataset.
Services Click Home — Borders — All Borders.

6. Save the File
Save the file as "Employee Attendance Report".
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