An easy way to change case in excel
Copy all the cells you want to change case from Upper to Lower………or vice versa…………

For example: -----------

	m/s abc ltd.

	m/s ram kumar (huf)

	m/s india petro


Select All the text above.

And Press Shift + F3
	M/S ABC LTD.

	M/S RAM KUMAR (HUF)

	M/S INDIA PETRO


If you can not see Excel like gridlines in words Then go to Table Menu. And Unclick the Hide Gridlines Options………….

Pressing Shift+F3 again will do some extra for YOU………….
GO TYPE……..

