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(86]RBO+ (e5SHeTB988 MICROSOFT EXCEL 2010

I.Microsoft Excel 2010
Microsoft Excel 2010 # thApplication Program HwLﬁtﬁﬁiﬁmmSiﬁmSMﬁimﬁﬁ Microsoft Office 2010 thii ?
MHJitﬂthjﬁgfﬁgﬁﬂmiLﬁS ttﬂmﬁyfﬁmhimoﬁ‘jgﬁjﬁtﬁmﬁLijfmimmﬁﬁJLmUI;IﬁtLULﬁ‘IﬁjﬁnJgigtﬂtﬁﬂjfﬂﬁgﬁ
igighminugnn 1 thhamimayil MS Excel 2010 Agsnyil MS Excel ub{rtfimain (1§ Microsoft Office
Excel 2010 N8 Menu ign9sinmiss Budtivwn fnmsimdhnamfunwinisiiansgaiuimuifming

ywhssgsm: miannmitunsinadstisifumwmnindfunia nuditmimassswmy 4

115685368558 SE Microsoft Excel 2010

i 17w Microsoft Excel 2010 mngiigsywinudaisighngil MS Office 2010 goissifidushifd
(Ml Microsoft Excel 2010 iz iinidinesinmsis MS office 2010 Setup j5 1 idnfinidnmstig)anAvny
Tindinn setup jonipiinne Fie gwinni§angil Bnfimi File 1ms(pinsipsgoinvainyiishms
Extension.EXE §§1U110fl Excel.EXE 9

1- GG i;ifjij Start >All Programs - Microsoft Office> Microsoft Excel 20101

2-GGiU i;irjﬁ Start > Search Programs and Files > ﬁmﬁj Excel 4

3- it eiiimivifia Shortcut 18110 Desktop

mq@tﬁmtﬁﬁ@imm:1§ﬁﬁ§?ﬁ§J°ﬁtnﬁjmjtn°j1Lﬁsmj]u?

Download Guru
Games

Google Chrome
HP

HP User Manuals e ORI, Sseaisle
Intel

Intense Language Office
Kaspersky Internet Security 2012
Khmer Unicode 2.0.1

Khmer Unicode Application
Khmer Unicode Typing 1.6
Maintenance

Media Finder

Microsoft Office

AZ Microsoft Access 2010
Microsoft Excel 2010

Microsoft InfoPath Designer 2010
Microsoft InfoPath Filler 2010
Microsoft OneNote 2010
Microsoft Outlook 2010
Microsoft PowerPoint 2010
Microsoft Publisher 2010

5. Microsoft SharePoint Workspace 201 |
W Microsoft Word 2010

| Microsoft Office 2010 Tools
Microsoft Silverlight

Microsoft Student

}. MpcStar

Help and Support

EREEEBRE

4 Back

[ search programs an es ~| ey

wm+ nyjuiinnyiianiohanidisabupinmingmsopaisiubiitywogom

a J J

AiSoidhmnidngjiinfiminuhmund]vgomnsvinmatidimeninfwidunyitifums office 2010

o o

Gt mswrvmimifigihinsns|pt Components 1w 4

o

RS bidhmuiingfinfiminghmundugonsvinmanidiiimenofwidungifiils MS office 2010

J

iuidhmswrvmimifighiams File (HU1F8] MS- Excel 2010 1R1NI8IAYN 26 Excel.exe *
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J

AR m ibhpimimivifis shortcut 1 SHinwiunhmningindiim 4

I11. 5685355648 585 Tools of Microsoft Excel 2010
ighdmdwnngiidnguitmdeiifudonun:  bynnohofidneadangfnfm vpbvn
it ansaBmaon Wwmituidhehfmaonissiidimogs FLiddmesifiswsislivnnyli pudinid

Timamnygiiimey

@) Excel Help - @ sz

=203 & B AMe e
~ P Search ~

Visit Office.com for more help with Excel 2010 :
ﬂl’f‘lOfﬁEé Search help [z oing

More on Office.com: downloads | images | templates

Getting started with Excel 2010

Getting started with Excel 2010

| e‘?r'\ Create a new workbook
%V - Accessibility

m

Browse Excel 2010 support

Charts Getting help
Customizing Getting started
Formulas Macros R
Function reference Worksheets
All Excel | | @ Connected to Office.com -

) '

ytrig) ardufatan ET Tools 16) MS-Excel 2010 issiti iffmwitiandmms Tools mifFsinuiduhang

anigaissidpiAinn#Ah Tools AiN8ANIMATI[MS Tools 1WA MS-Excel 2010 hiGM8EMHILIFwTIF Y
8 MS-Excel inumsiimsnumbis: uptumdnimnfuiomamuinighBiwsiinimudminiuwidig

Sal

WM+ MS.Excel AMnyiiywidUM{Uing Spreadsheet tHumsmunmwuiinhmiviiammat, mi

ane, miamassswmify 4

<

IV.2gmngeaiiengSE Excel 2010
imwiianyiiosiioiGhEinsapdusdiug Menu Bywoivmn puduny]ufimuiv Tools &

o aa

gwoimesh fiymshmosumiimsysovfoussiti justimuissuinmAisgmngisiis MS-Excel 2010 *

=4
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(@d2-o-+ Bookd - Microsoft Excel lolER
n Home  Inset  Pagelayout  Formulas  Data  Review, View  Adddns o 0 o B
= = = . v | B - .
|j e m rrege =s i Conditional Formatting = S=lnsert = E ﬁ! ﬂ
bl I EEZ= N s | 35 Format as Table - FDetete +  [3]*
Paste BIU- B+ A i Sort & Find &
gl 5 EE y W \\ S
Clipboard al Font i Alignment » | Number Styles
| F, 6

Ribbon Tab

Column Header

Worksheet

Sheet Tabs

20 : |
2 ]

M
Vow s /Sheets /53 7 e p—p
Ready | — - p O

IV.1. 8462023448 Ribbon
fih Excel 2010 meuifinifftiungis[uh user interface §fi§t standard menu &1 toolbar T [AimsLGH
1UTIg Ribbon 4 1817 Ribbon msgfﬁnjﬁs tabs Vi (U tabs 8yt siniginicommands t{fit (Group)

IV.2. sERaRIEA Quick Access Toolbar
Quick Access Toolbar agnislignstish Wiwisifil Ribbon Fhislnhahiiiah Office
ibhmeHsingo ANy
o 1[fieuiiuwn Ribbon Tabs Ut 813 command T shuigs gk Quick Access Toolbar |
o @i Mouse a1 f;lﬁ - GGWnH Add to Quick Access Toolbar
o 1U)UU command 15T Quick Access Toolbar +
+ GG Mouse NNl command 1HUGHNUIGMT Toolbar

e GG Remove from Quick Access Toolbar
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BeiRd b MIFB L6 WORKBOOKS

1.WORKBOOKS
g oo uiBmanyiE MS-Excel 2010 ug iGN Menu AN ywissidiwims idihEianim

ugi§)AtnAHISIM  Workbooks and Worksheet ~Workbook Mhfianiiuniniyii Excel iHuUnhiMznetnigi

worksheet i i i[5S

IL. 58835588 Workbook
ifl )8 Workbook fniidinBspima(d idihpngsatime
- 1fins workbooks (i sfinhinilin imsidit (i active 11l workbook AMIHMIBHTSINW GHLT View tab 181
105 Ribbon > 661G {ifik Switch Windows > 1[fauiiasturinins workbook i 6iilis- Gt File > G610 Close
(Ctrl + W) 4

@H H9- 0= Bookl - Microsoft Excel
Home Insert Pagelayout Formulas  Data  Review | View | Developer  Add-ns  PDF
. = - = © @ 2l E 2 split N View Side by Side = % E
% \EI = Eg Ruler Formula Bar s [§s8 e | Bt Symctronous scrling = E
Normal| Page Page Break Custom  Ful Gridiines (] Hesdings | Z00m 100% Zoomto  New Arrange Freeze j e o ,‘7 o save | Switch | WMacros
Layout Preview  Views Screen Selection | Window Al Panes - ) Unhide =14 Reset Window Position  workspace [Windows =
Waorkbook Views Show Zoom Window 1Bookl
\ AL - |

I11. 565385628 WORKBOOKS
- GO {nHh File > G610 New > tifiBlank Workbook > Gl Create
- G0 Ctrl + N

W 9-d0
= = = s o Y
B 08 D _-|X Z- ¥ ¥ 3l T AaBKC I AaBbC AaBbCoDi| L AaBbC AsBbCcDd 1) AaBb A. AaBbC AaBbcedd AaBbCc AaBbC £
PO e e B |l Bookl - Microsoft Excel - @ 2
cphoss & ome et pogeloyk_fomols_Oda R Vew _Dowloper_ hdd 08 °
= i s B
Available Templates Blank workbook
& saveas
& Open 3 Home
" & Close &
ol Info P
| ) m
I~ Recent Blank Recent Sample  Mytemplates New from
workbook | templates  templates existing
m Office.com Templates earch Office.com for template: +
Print - - =
3 o =
] Save & Send D | i m
| = = =
B Help Agendas  Budgets  Calendars  Expense Faxes Forms  Inwentories  Invoices
=l reports
| 2) Options
i;‘ B et 4 ./ | 3 [ = — ] -—
v % =
| v o ’ - ;
| Labels Lists Memos Plans Planners Receipts Reports Schedules q
H = & Greate
| ) oD
% ‘ Statements  Stationery  Time sheets More
I categories -

IV. 562838685 WORKBOOKS

184]18n workbook frmstwawn il ssingentimy:

- GuiU{inHh File > GGLWH Open

- y(Ctrl + O yCtrl + F12) il §juinmdit Open-

- i{fiufiuwrtgnes workbook tHrusiilin > weubiiah Open y 56 Mouse it 1AM workbook 1811

nwhmsiinsis isHgiunimins
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V. 5615515 Save Workbook

o [udisilworkbook BitUESHIEMS Save isimsidihmoHsifHoNHIMY+
- auil{nl File > GGWA Save i Save As
- 4 GG (Ctrl + S y Shift + F12)
- fitnins workbooks JutBili{kSave

« [UEsil workbook MUt save joitiw 1ot save ugiMms{msinusings nhijmu+
- goil{nh File > GG Save <

- 4 §6 (Ctrl + S y Shift + F12)
o [UAi8il workbook MM save Juilits it Gl save ithwinfiinnsd imsHsiagoNimY

- §6iU{nHh File > 6N Save As > i{fi (wilatisfi Excel Workbook
- fitnns workbooks Fiunailifatsave

VI. 588385585558 WOORKBOOK $estsi WORKBOOK eas6R38s
[uasiimidiine workbooks iFsfinhiailn imHAMEIBUNGMIE workbook ywiims inilHAGIE
mMiuiT workbook i1 workbook Htwitijhig)nilitmuHsinyGARi|ME

- GBI View tab > uii{inh Switch Windows > 1 auiinsinine workbook
-y u6Ctrl + F6 yCtrl + Tab

VIL. #25648 15785 WORKBOOK TEMPLATE
Workbook template fitf workbook witnitnengiworksheet gt y 1[fsEtjumedinmi hnnds(siin)
#19 (Formatting) &1 Jug (Formulas) 1 mtri’mmmﬁmmq; Esdw B §§U MBUGH UMY
1) sswe8s WORKBOOK TEMPLATE &
illdjuifiim workbook template § ims[AiHSIAHEANNIMY+
-GGG {ah File > i[fiwii Save as > i811h Save as type Drop down list R ituwn
Excel template 4
-1 s thiBhshuifinth workbook template it um e wigiifithyw Office 97, 2000,Xp,
2003 i@ {fifi{fi asfiaun Excel 97-2003 template |
husinne 8] Template JBGGIUTHH Save
2) #8628 WORKBOOK Seo63;@ TEMPLATE
i smidtohuifin workbook Fiumii template THUMS{ G ims(AfHSIAGEANHIME
o ueUGHAN File > yfauiiuwn New > hEHUINMEiH New Workbook
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4 BBass |

L 4 4

@

Search Microsoft Office Online for a template

Personal Monthly Budget

Billing Statement

‘ Installed Templates

Blood Pressure Tracker

) Personal Monthly Bu

wane 1
Extraincome

RaifivwrtiBuisiignntigh

-Blank and recent: ti[MUI[faulirutwi Default template 8 template T uiFuinwavmi[d

-Installed Templates: iLﬁ fuii e s template iHushims > tjtit;ifjti Create 9

-My templates : (i{MUI[f (Ut templates THumsuiaithwgtini

-New from existing: y{BUi{f ity workbook Uy tifi templates iU tuAuRUiRad

~

-Microsoft Office Online: il A8 HANMSMU Internet HAMGNMWATH templates WABAT{MAIME

VIIL 562535583 Worksheetgeseai Worksheetgesiais

18111k workbook YWHIGHIE worksheets Mi[B8 11U worksheets Ryt 9uinmisiiinshijmuis workbook

1 1#4]iimiyif worksheet yigl worksheet 1EN M &6 WA mouse GHIMIAINS worksheet tab y M G1[H

shortcut key gaaiijmy+

- Ctrl+PageDown : J{UUii§1 worksheet Mg uGIy

- Ctrl + PageUp : ni[eU11i81 worksheet S1Hi[mti

@| H9-w~- ‘ < Tanzania & Singapore 2009_2010xIs_10_02_2011 .xis [Compatibility Mode] - Micros.. = &R
Home Insert Page Layout Formulas Data Review  View Developer  Add-Ins PDF & 0 o @ R
“"‘—j % Calibri -1 = E] =S¢ General A g Insert ~ z - % ﬁ
- Ga- B 7 U~ A a BRI S &% Delete + | [@] ~
Paste Styles Sort & Find &
T F | m (& -A- ] - Bromat | @< frery seleet
Clipboard & Font Alignment | Number I Cells Editing
E11 - E| v
D E F G H J K Lz
7
8
9
10
11 I _I
12
13
14
15
16 -
H 4 M Tanzana&Sngapore12-16-Oct-09 Spacil for Internet (iTd) OT-ITD 20121 | Return fund g@:
Ready | 73 | [EEE 00w 0 — P~

™ Active worksheet highlighted
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IX. 56555&5&535355 WORKSHEET § (Adding New Worksheet)
it uiimiuigs worksheet Bmuiiguatimy+

5610 Insert Worksheet tab 16 U aj 181 GH1{M Wwin1s worksheet tab

i_j,, %% Shift + F11 4 4 » v | Sheetl ~Sheet2 - Sheet3 ("%
I Dazarhe

X. sessjssgssag:s WORKSHEET (Renaming Worksheet)

it s migine worksheet muiigshijmy+
J

9- Gt mouse Tl sheet tab THUGHUIANS Y GG mouse gt > 1[fieulifu Wi Rename
b- D BN wi sl tab > G0 key Enter 4

XI.sessjssﬁasge WORKSHEET (Copying Worksheet)

iftmiFmisHoyh worksheet YN fiisl workbook HIHM y fimBenfitsifh workbook 1jhig)afitns
INWHEIGHENHIME+

9- GGmouse mﬁr}ﬁ > iLﬁmﬁﬁjmﬁ Move or Copy > ﬁgﬂﬁﬁlmgf@&lﬁ Move or Copy%iLﬁﬁjﬁmm@:
workbook iHGHSasEhA> tfwiiwinne sheet iHUGHIAGYN> check Wi Create a copy
B- G610 worksheet tab > 6 Ctrl > joganginAsmbidushnshmijs

Move or Copy M

Move selected sheets
To book:

Book3 |Z|

Before sheet:

sheet1
Sheet2
Sheet3

(move to end)

Fligreate a copy;

XII.seisjssszgss WORKSHEET) DELETING WORKSHEET)

1l]yu worksheet AMyW{MAIGGTE mouse AN sheet THUBHNU> GEIU Delete > GHIGTHN
Delete

18] U worksheets 1[G8ig1s[MBIEGE Ctrl 8] UIGGGI0 sheet THUGANU > G0 mouse AN sheet
tHuehyu> goid Delete > guidijah Delete

XIIL st gpeemaestaine Cel
U@t‘jﬁttﬁﬁmmfﬁmmn;mﬁ‘igmgﬁ cell iBhmsiiminivmsmuiigontimy:
- yUHLEIGMT cell
- figrunigisint cell inwniyd

J

- infjunigisint cel
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L sessisisd cell

igEmiyunigiomicell 12 [MAIGH1SIIN cell J566 DELETE 1 18 8] yui|Bscells imsiditjfiiifiruiing
cells it Uit o0y uj6G6 DELETE

1. Sgesaigening cell swsaisd

<

ilghimifiswaiyBonisinh cell imsmastngsiehd celltuohfigoifiumimiumn sigdsummijue
1 Y

. Embppatgesing cel

ighinuiduidhshinijuaiyisioh cel amywiGhmoimuiiysntimy+

- gofiidingil cell fHuohin imsnShasmadpiminijuvisiah cel
- goul cell THushin jogs F2 1@ d]intjuniy

9 S

- §6160 cell THUshin j6661T Formula bar i#d]int[uaiy

?

(]| & 9 - o - |+ Bookl-MicrosoftE. . @ 53
Hor Inse| Pag | For | Dat| Rev Vier dﬂ o @ o @ =
e _ - T - 4
B A = %] 4 0@ :

G - , cRER
pafte 5 Fovnt Al|gn'ment NurTber St)iles Ce'IIs o -
Clipboard Editing
Al - £ 2013 v
A B C D E i
1 2013 E

2
3

w
M < » »| Sheetl . Sheet2 She[ITI i \Zlﬂ
Ready | 3 | [ @ w00% O 0 (&) |

IV. susesssposesinseeine cell (Format cells)

o~ <
1

-siphivniueRgumsuGiinfmismid o yis phismivinmismivaosigidumsisia cell
Y

-mifiands{phapimshiontinid cel amidumeiffviiniagiams gigsddfiondids cells idh[png
L4 L4
mii[fiuiing cells Joifimifiantihmitjs

1234 51,234.00 Currency
0.256 26% Percentage
4050 2/1/1911 Date
250000| S 250,000.00 Accounting
0.36 1/3 Fraction
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V. ﬁ:sejg?@e{s (General Formatting)
General Format At{Uins8ywinunsisintFormat cells 1 1810k Excel #Mji T VBN UMMANUGAN:

General tininhinghuan:Satimein Excel B8 umMURN: General +

- §(uf General Bhnthu T niimiagintiieiimebgeiBsisinh cel iimsuhd gmuini+ [Gds
miGHNWUNUEHIS 12345678901234 18130 BUUMMISIMI234567E+13 4

- g6 General BemusuinmsisumaituMsaiyyLiNisT gaIAN+ iifihhwumuins 123.00 1812
nEhuinmigit 123

- mivmUingsuma uhwismshwumugiiveiinniigh imnfhuisy wsnsjiinntintinw
qﬁmLﬁiﬁﬂa;mmm ihdbhwumuine 123 19:hEN uinmigim 0.123 4

VI. ﬁ:sé’sszs:e’saigsémmse (Number Formatting)

mifinnfis{Efmius (Number) estijfunienminimivinm Sefwyums(uhm iuont inssuma T
wasigmsmillyq ildjimifianasshmiusis ghmu (tab) Home imzmoifniims N wEsIY Format
Cells imshEhuinmeifings abimu+

Format Cells

humber |Alignment || Fonk || Border || Fill || Protection
Caktegory:

General Sample

12345600

Currency o

Accounting . , =
Time [¥liUse 1000 Separator ()
Percentage

Fraction Megative numbers:

Scientific =24 11

Texk ]

Special (1,234,10)

ustam (1,234.10)

murnber is used For general display of numbers, Currency and Accounting ofFer
specialized Formatting For monetary value,

[ Ok I l Cancel

VI sufiessegpecyBussas (Currency Formatting)

s R wiiwngSaam Currency [ ] isighimu (tab) Home inidsmidnstfinnd sjuhigjhoig)s
insasiff fimnsin wooid Format Cells THUMSUINM HoMbimy+

nwhmsiinsis isHgiunimins g
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VII.  ssfessiagdsand(Accounting Formatting)
isintngif Excel misgimifinnfisuhwpnodmiuiasannfiny minwiun dominmosL) |
mifinnfig{elith{UiAg Currency 811 Accounting M1SIURIAN: g MEGNHI[MY+
- mIinNGs[Bht Accounting uinmismginUAIR A misiiinntighis cel 1R wivsdnisitnnhaiis

cell 4

o

- mifinngis|phm Accounting aigHigmsinhinuinmisinhifinontmsnad g4

- mifinnfig{phim Accounting fik Ay 8J{AIE S TN W AIIMHA ()4
Y
_3 ‘* Calibri n -lA ) [E == |§
I=-|ﬁ ) FI . —
e 2 | (B2 1B (@A) [E==EH 8-
Clipboard s Font P} Alignment ]
& ~ Co]
A | B | c D
1
2 Accounting Formating Currency Formating
3 ) 12,345.00 512,345.00
4 S {12,345.00) -$12,345.00
5 5 - 50.00

IX. ISRNSRPSNMREHRER (Date Formatting)

Ammifinnd{uiasisMIvNMIGMIvAMUTTEs
'FormatCeHs m

Number | Algnment | Font | Border | Fil | Protection

Category:
General | sample
Monday, December 21, 2009

G
noccununi Type:

Time 3/14/2001 i
Percentage ‘WEdnemav March 14, 2001 3
Fr 314
ract
scientific 3/14f01
T 03/14/01
ext
Spedal 14Mar |
Custom 14Mar-01
Locale (ocation):
English (United States) =

X. mufensspecusie (Time Formatting)

ammifinnduiasismvinmiGmivaisiie

At dAoshidimis 90
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-
Format Cells [ 2 [

number | Alignment | Font | Border | il | Protection

Category:

General .| Sample

Number 12:00:00 AM

Currency

Accounting Type:

bat =1:30:55 PM o

w

Percentage .

F 1:30PM

raction

Scientific 13:30:55

Text 30:55.2

Spedal 37:30:55 -

Custom —

Locale (location):
English (United States) =]
Time formats display date and time serial numbers as date values, Time formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are spedfied for the operating
system. Formats without an asterisk are not affected by operating system settings.
o ]

XI. SuUSRNsREetERses (Percentage Formatting)

n"ic?jsmtti“jﬁun; wiussumaiwifvwasphmmaiwinnshvinmmmawihwuigssBaum
MAnwisiNHimw

A2 - (> f |

I

u
0.1233  12.35%

| a

XII.  ssdensapetigsma(Fraction Formatting)

Fraction Formatting Athmifinnas{phjuma ithwinvhiiiusswmaisinumea

Genearl Number  |Fraction Formatting
123.456 12312

Nk (o [ R

XIII. ms%as:a’sagsé%sy&szlaﬁs (%sagas:éé&s;as) Scientific Formatting
mjﬁmﬁmsmﬁ?spﬁnmj ammivinmiuens{hiowanhinjuiduiomiin i E 1 ganian
it WU M 987564321 i sNEhuINmigit 9.88E+8

A B | c | D

General Number |Scientific Format
987654321 9.88E+08

R = Y I ST T

99



MICROSOFT EXCEL

XIV. suARKssEpeuis (Text Formatting)

a J

giuhis: Aujmifiandsinimivmut s wyugh cells ysinmunpnmiGhumunivsh
Y 1 Y

< Y

inw i whEhuinmisfwisintighiscel 1 ifidnFminnwguegsint cell fHumshandm
HijimsnEhBsuinmmustuis AhuinmeiFidumshwumu

<

Number Format Text Format
123.00 23.00|=sum|C10:D10)

XV.  muRaassgotunsefisasss (Special Number Formatting)
hmmifinntigisphlivnbigsysi:
- Zip code: mifinndis{shivninafiug
- Phone number: MifinNtiMiuagiain-
- Social Security Number: mifinntiths{siiingniimne

a o . % o

- Locale: muijfiiiasGatisfiugivainy

Format Cells

Murnber |Alignment | Font | Border | Fil | Protection

Category:

General Sample

Mumbrer 1234567591011
Currency

Accounting Type:

Date Cade

Time ip Code

Percentage Zip Code + 4

Fraci Phione Number
raction Social Security Number
Scientific t

Text

Custom

Locale {location):

English {U.5.) v

Spedial farmats are useful For tracking list and database values,

[ Ok ] [ Cancel

At dAoshidimis ok
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XVI.  susesstepeiesgede (Custom Formatting)
ahsjphiss AiGhmoifniivwagimbontsphidumsmbsniiminijusisphivan y moiimi
ﬁwmymgfsiﬁﬁﬁtmwgsnﬁﬁmm imuissimmntivwsphinumns|nt+

Category:
General « | ~5ample
Numnber
Currency
Accounting Type:
Date
Time General
Percentage
Fraction 1}
Sdentific 0.00
Text 750
SEdal #,£20.00
#,#30_);(#,4#0)
#,#:#0_);[Red](#,£%0)
#,220.00_):(%,£20.00)
#,220,00_):[Red](#,2£0.00)
§#, %50 0;(5%,##0)
$#,##0_);[Red] (5%, #20)

Type the number format code, using one of the existing codes as & starting point.

Ce [

Category Custom Format Codes

#,4H0_);(#,440)
#,##0_);[Red](#,#40)
#,##0.00_); (#,##0.00)

#,##0.00_);[Red](#,##0.00)

Currency SH,##0_);(S#,##0)
S#,##0_);[Red](S#,##0)
S#,##0.00_);(S#,##0.00)

S#,##0.00_);[Red](S#,##0.00)

Percentage 0%
0.00%

Scientific 0.00E+00
##0.0E+0

Fraction #2/?
#722/??

At dAoshidimis om
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#uUImS 82 8§65 Cells (Merge and Unmerge cells)

=

1) #8838 Cells (Merge cells)

iHdfimimt cells Byhpaniuiiagt cells iHnuhmouuIb{nh Merge & Center 18 Home tab menu
ntissemimobgsli=

- Merge & Center: | =3 Amimi cells i yiisumumununsim cell ingw B4 ajFusnistd
AAMis cell

- Merge Across: aimimi cells fis gt]ﬁsun; UMM ITHA

- Merge cells: imim cells i gifsummuminisin cel tay

B = D E F G H 1

Merge Across

NMerge & Center Merge cells

2) suBkss Cells (Unmerge cells)

gpimibiun cells THumsMUIoITiw (Merge cells) Huhiaiifinlingi cells THumsmi-
B

I:j 11 Merge & Center 18 Home tab menu

mRRns@oEes Somintypsiasialsss Cells, rows, column
ntbansiss shEwwiimifinnfijghmuwishd cells gommimadgud)cells, mimfnofig, nodsny,
y mifinnfispiggSw midu.....

3) mss‘%as:ésa@émﬁmge@(mnditional Formatting)
mifinndgpimynpsanfimitywidunwguatmisiisn wimsugaitushns:
aqnind+ iShmoshionfigivimeniySmaMan Ui 10 sl 100 Hon imspiuin
wsinafigabiymwnafijing inibaigfimh 100 o iosuinmismginaisnnafig)iq
ifhmsmangonhijme+

A B C D E F G

ProductlD Product Name Unit Price Quality (case) Total Price

1|Coca Cola S 15.00 10[ $ 150.00
3 $ 1450 8| 3 116.00
B|Tiger beer $ 21.00 6| 3 126.00
5|7 up $ 15.00 2] 5 30.00
8 s 3
9 s 5

Pepsi

Angkar beer 20.00 3 60.00
$ 7250

Wl =~ @ W w e

Fanta 14.50

-
1=

a S o

- Biyhanif it giginui Total Price muTinigluhdmishijmw ueGEn il Home Guil Conditional

Yy ¥ o ¥ 1

Formatting is Styles Group itfltis t[ﬁ fUiifu i Manage Rules...

nwhmsiinsis isHgiunimins
8

(Rt g

hilimis ot

P
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- uIUUAGEITYHAN New Rule igsnShuinmsiftywamidjdh iimibontgonsvinmsijuat

imy+

New Formatting Rule

Select 3 Rule Type:

» Format all cell based on their values

» Format only cels that contain

» Format only top or bottam ranked values

» Format anly values that are sbove or belaw average
» Format only unigus or duplicate values

» Use  formula to determine which cells to format

Edit the Rule Description:

Format only cells with:

[cell value | [between v | [1al

and [100

Preview:

No Format Set

Format Cells j -

rr—

New Formatting Rule

Pattern Color:
Automatic
Pattern Style:

Select a Rule Type:

No Color

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

» Use a formula to determine which cells to format

e

Edit the Rule Description:

Format only cells with:

Sample Cell value v| ‘between v| ‘10

Frevie I:l

and 100

- 1[fiwitu(uiAs (Format only cells that contain) Biifinntigajusiid ugtiungoiliyfit Format 1130
shuinmsidibgemsuinmysiuniimy Jeeeibmu Fill --

Format Cells

| Mumber | Font | Border Fil

Background Color:

Pgttern Color:

ONOEEEEEEE  Btenstye
gEzmooooog b/
ONEEEEOE@EO

ENEEEEEEES

EEEEEEN NN

EEEEEEEEEN

EEEEEEEEN

Sample

o o g

wwifalinnai{fng uaUengoyin OK

- umtisnosilyfit New Rule joifiwiigoys Tnjailivwnmn] greater than &4 htweiy 100 G

o
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U ol a~ a o al ao I o o o
ﬁﬁ textbox U@Uﬁﬁﬁﬁimgf‘iﬁ Format Sﬁ[jﬁiﬂjmiﬂ' Font iiig]n ﬂ,ﬂﬁgfﬂ ANHETJIN ﬂﬂi?:lf tjﬁ im [ﬁ[ﬁﬁlﬂig
1
fit1 OK
Edit Formatting Rule
Format Cells 3]
b ?|W\|T\ Select a Rule Type:
Foct style: » Format all cells based on their values
» Format only cells that contain
; f‘;ﬁf‘ar » Format only top or bottom ranked values
g SSE Ttalic » Format only values that are above or below average
g » Format only unique or duplicate values
Underine: Cobr: » Use a formulz to determine which cells to format
Effects Preview ) L
] strikethrough Edit the Rule Description:
Format only cells with:
Cell value v ‘ ‘greater than hd | |=IDD
For Conditional Formatting you can set Font Style, Underling, Color, and Strikethrough.
Preview: AaBbCcYyZz [ Format... |
Clear

- ugUuANEHUINME] Rules THnidhmsuifiagontimy:

Conditional Formatting Rules Manager |2”Z‘
Show formatting rules for: | current Selection v
[@ New Rule... ] [ [EbEditrule... ] [ XK Delete Rule ] i @
Rule (applied in order shown) | Format Applies to Stop If True
Cell Value > 100 AaBbCc¥yZz I:$G$4:$G$9 |

Cel Value between 10 ... _ =jastgaia &) |

oc_ | [ canced | [ apei

- MoHMWHsHUTah OK thmijus
4) mss‘%szaésssaig?e Cells
mifianisint cell AmmifionmiBGunmmismgiugon:iuasEng 8 e
5) musiEaaRigd Cells

yhaiE wiiugi cells TushmAnaiig ugtunif aiiown Home tab Jousid ah Fill Color ~ ~
Y

o~ 9

B
giniivwanal Hushhhi
6) ﬁ:sgsé’gﬁ 2% RenaRsesnss (Change Font, Font size, and Font color)
ff[{]%fffﬁﬁﬁq/f (Change Font) =
- il cells Tl ok
- G610 Home tab jGGGLU[UHU Font
- ifinfivwagdanpiduohns mmiue
.fi[[7ffgffi§ U 1iji(Chang Font size)
- il cells i ot
- §61(0 Home tab jGGGIU[UHU Font size

nwhmsiinsis isHgiunimins )
9
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- ifwlivwahanpitushmsmmnjuo

IJuinaiAz(Chang Font color) #

- i{fesiiartn cells HUGHYS

- G610 Home tab jGGGLU{UHU Font color

- i wilivwanaiaipidushnshmijue

7) muRensaposunrnsiensn
idsmidtifuilivgd cell amywsiimifionds{uh imsn8nfionsig §jaoguny yiuedha it

meisifh el imdufimsifmifinndsiphmbimuigniimmnein Gighims wsiGudsmsfiondmeifws
njuiiapmstniSinfoiiosima) yguapomitustifmifions (gommigigaang nafanjimide...) vaon
AONGIG[MSIAGE Enter MMI[UGY

Pte. . [B. 2 b -|[E-|[&- A-|[= === mE- (s
Clipboard ™ Font = Alignment F]
B2 ~ @ J= | My name is BOPHA

o B C
1
2 My NAME IS BOPHA
3
4

8) musinedsdjCells
1ldmAGud) cells il msinifinlivg cells amiduohinfidiy 66610 Home tab - Font group >
border ugitisnijfinilinwrgiugaldushnshmijuseH

®@o-o-
Home Insert Page Layout Formulas Data Review View Developer
& Cut calibri - 11 Ay E = E] P =F Wrap
B3 copy ~
Paste B 7 U - h-A- EEE EE£ M
# Format Painter = L B Merge
Clipboard £} 7 BEEES gnment
| Al - A= Bottom Border
A B c 7 Top Border G
1 [¥% Left Border
2 i Right Border
3 ¥ No Border
£ EH Al Borders
5
= [  outside Borders
7 B Thick Box Border
8 = Bottom Double Border
9 L& Thick Bottom Border
10 = Top and Bottom Border
11 E  Top and Thick Bottom Border
e Z  Top and Double Bottom Border
13
an Draw Borders
4 Draw Border
5 = oraw
P
16 fa  Draw Border Grid
17 2  Erase Border
18 a2 Line Color »
19 Line Style 4
20 H More Borders...
21

nwhmsiinsis isHgiunimins
3 ol

At dAoshidimis
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min[§urisinh Cells
181t cells Bywordnmuimifinnaigiduismivinmgsny yivems fuhwefiBugontimys
Q)] mjﬁLﬁﬁﬁﬁjimgm:gilﬁﬁ (Aligning Text Horizontally)
g iimiaBuanpunan:giEn izt A5 610 Format Cells group > i Alignment tab

Format Cells |2‘E|
wumber || Algnment | Fonc | Border | Fil | Protection
Text alignment Oriertation
Horizontal: ..
.
Werticals T .
& ! .
e —
t .
*
Text control A
Dot T
[ shrink ko Fie
[ Merge cells
Right-ta-leFt
Text direction:

mifisndunan:gidn fubhmohonadEnnsiantish abg sibnamuis cell y ajfuwhannmidue
- General: G{FYIGH"
- Left(indent): ajHuighithwosHAwEsU
- Center: G[HHHRAMU cell 4
- Right(indent): a[Huafithwmsdruidsuga
- Fill: ajFuicnwhinmgimnjdjnmnt cell
- Justify: G{BYHAUS LM
- Center Across Selection: ﬁLﬁHﬁﬂ‘{nmtmmH cells THUsigigigntg 4
- Distributed(indent): ﬁLﬁHmﬁmﬁtmmmSﬁﬁ@tﬁﬁﬁ@ﬁﬂ
(i) minjBuHAjIUGAN:UM] (Aligning Text Vertical)

dniminBusnpunan: i adh[Eieeil Format Cells group > 61T Alignment tab

Format Cells ‘E‘E‘
Number |{igrment §| Fort | Border | Al | Protecton a2 - al
- Top: B{HUHAJIG]ISI U
Horizontal: + .
wertical: ; . -~ @ -~ o -~ > &
Erm— o - Center: A{BYHAJIGJISIGANMAIISAN
Text control s -t ﬁj ”
[ wirap te
O ::\ri:;to :\t QEWES Ce
[ Merge cells
Right-to-left P
Text direction: _ . - o~
Bottom: i BHAIIGIISINMIIMY

nwhmsiinsis isHgiunimins
At dAoshidimis O]
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(iii) MIfinN&S (HAISIAN Cells
it uiFmifan % i s giusisigh cell simu i) Huohms
ignimifionas tmaa) i [Aigo10 Format Cells group > GG1U

Alignment tab 4

Format Cells |E||Z|

Number | | Font H Border H Fill H Protectlon|

Text alignment Orientation
Ce— ifnmeifminwomugiiusmiin ymm
ndent: ] 5 i Iy

Wertical: |D £

Baoktam L

Justify distributed

oo

81[886 orientation 1g1MEMIGH NS

Text contral .
A g (]
= Degrees
[ shrink to fit
[ Merge cells
Right-to-left

Text direction:

miuigs 81 (UUGIALI YGIilf (Insert and Delete Rows and Column)

idtmeiimivigy yugino Bhgndnms ishnuiduidtnuiiwns: nsfws i@hyusd
nugfwdhanonigiumiiignatnidiyadnis sanmeisufamin ifidhnugngn
insfimsfwondhnuginiissw mofigtistafisu§aminivadhie

- aylomugiao

Ea9-o-|= Exercise 2010.xls [Compatibility Mode] - Microsoft Excel = @ &2
n Wome  Insent  Page Layost  Formulas  Data  Review  view  Developer  Adddns  PDF o @o@ B
= o
. - - ) 3 =4 I autosum - 3
R i o A w T[Ee ®e Fwepten Gerers - E g [Noma Bad Good el = B S Y

B Copy - - & Fin -

paste B I O-E- M-A- E[E = e vrgeacetnr $ - % » W & Condtional Formatas Neutral Calculation m | nsert | Delete | Format . sona Fnda

- Format painter — = Formatting - Table - S e e | @t s selea
Cligboard o Font J Aligoment w Numbe u Styles 5 pelete Calls.. Jiting

A3 ~ 8 £ A

B c D E F G H i J K L ] N O % Dette sheetconmns | R 5l —

General Gl Delete Sheet

Account Name Acel N :

Date Explanation Ref Debit Credit Balance _q Gl Ffi 9’ i ﬂiﬁ‘fﬁ G E] qu

«— -ﬁ;msﬁ Delete S Cells group

olw[=fofo[s]e |s |-

-D:tim“j' Delete Sheet Columns

General

13 _—

Account Name Acct N° -

Date Explanation Ref Debit Credit Balance

o General =
H 4 » M Sheetl “Sheet? 'Sheetl = Sheetd -~ SheetS ~Sheet6 ~ Sheet? - Sheet8 'Sheetd ~SheetiD ~— Sheetil - 'Sheet1? ~'Sheet1l - 'Sheet14 ~ Sheet15  ‘Sheet16 T3 K I vl

Re; = | Count 6 ||FE|IC] 2 100% (= " L)
~ B o ) 1007 AM

98
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- Il[fZU[lltfﬁllﬂﬁ iy

Ed9-o-|s Exercise 2010xIs [Compatibility Mode] - Microsoft Excel = & 2
- Mome  Insent  Pagelayowt  Formulas  Dala  Review  View  Developer  Adddns  PDF o @ o @ =
- o — _ Y 5 =t E autosum -
I Aral o VAN = mE ® SwapTen General S | vomal Bad Good o= | H : T B
2a Copy - - | = il + o
paste B 7 u- @ H-A- EEE E Smegedcenter- § - % o | &4 Conditional Farmatas Neutral Calculation | LI NGu ] .  tert [Delele | Format . Sort& Fnd&
7" Format Painter = AR Formatting * Table L | : L | @G g cea
clipboard = Fart & Alignment & Mumbe = Styles | pelete Cells. Jting
AS - £ S5 Delete Sheet Rows 4}
| B G| D E I F G H ] U [ w Tt T wm TN T 0]y, 'R s s
General G Delete Sheet

Account Name Acet N°

Date Explanation Ref Debit Credit Balance

General
Account Name Acct N°

Date Explanation Ref Debit Credit Balance

General -
M 4 » M Sheetl -~ Sheet? ~Sheet3 ~Sheetd ~SheetS ~Sheet6 ~Sheet? = SheetS8 —Gheetd ~Sheet10 ~ Sheetii ~ Gheet1? ~Sheet13 ~Sheetid ~Sheeti5 ~—Sheet16 T3
Ready | 7 |

- Mo ) 1010 AM

- itujuvigy = P

-soulshtgiinmywidushuigy ma s ED gRr A
' g “ s ) | el il YR

5= Insert Cells... Editing

- 66100 Insert 18 Cells group - e

[l

P =} | %" Insertsheet Columns | u v

- 351U Insert Sheet Columns [EEETTI

- Hyjuvigygnan: P

sia 9 K} 3 K} Bad =] ? FEF | E AutoSum - Eﬁ |
-soiUE M giiamywitushuigy =, I EE R

= Sort& Find &
i s hd Eog Filter - Select ~
T M o 8= [nsert Cells.., Editing |
-GG1U Insert 1§ Cells group L mesenm
' P Q ' Insert Sheet Columns u v
[ Ingert Sheet

-5 Insert Sheet Rows

mifinndjuiitging 81Anaigiita (Columns Width and Rows Hieght)

Aanauith gy (Columns Width) +

- iLﬁmﬁmwﬁgjﬂﬁifHMﬁﬁgi

- §OiU Home tab jGGG1U Fomat - Column width
- ﬂwurymtma?sthgﬁqﬁgﬁﬁ OK
AANGRENAIGIAwT (Rows Height) =

- iLﬁmﬁmwﬁgjﬂﬁifHMﬁﬁgi

- G610 Home tab GGG Fomat - Row Height

- f]ﬁiU@ﬂiiﬂjS%tﬁjﬁt‘mgﬁﬁ oK

Mii]U]0 I Shortcut Key 1817t Ms. Excel

U O =

ale]



Shortcut key 8391817t Ms.Excel

Shortcut Keys

L2

CTRL+F1 uinm yanf Ribbon
ALT+SHIFT+F1 uis 5 Worksheet 3
SHIFT+F11 - N

CTRL+F2 Ui Print Preview

F2 in8 g S wisipticells

SHIFT+F3 u@mgﬁﬁnn; Uy s
CTRL+F4 is Workbook

CTRL+F6 M f{jgiﬁ workbook i tiii§1 workbook UUYWis)t
F12 IRpRAIGHANINT
ALT+ENTER nUIfBuMaTisint cel
CTRL+SPACEBAR i[f ity wijinwiis worksheet
SHIFT+SPACEBAR

iR ity i nie worksheet

CTRL + SHIFT+ 7

Mfidud]cells THUMS select

CTRL + SHIFT + -

wuiuismi cells iHUMS select

CTRL +;

Uﬂjmmmﬁ?tgﬁﬁgﬁjgmf{j?‘mjéi

CTRL + SHIFT+:

um UG §Iuaif i

CTRL + 1

uinmit Format cells

nwhmsifinsis) isHgiunimins
At dAoshidimis
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seiRd m: pransEatagies
wefenipleates

J

aljd|use 8w Ames whmni|uts S wimwmum Uit T thoissmoi|umurl thiifie (Ascending)
< < g

y inis (Descending) 1 18] u il niifiivgivafsg s winnohniy]u> goid Data menu > 11

p o

uf Sort & Filter panel "~ > goil{igh Sort > imsFhuinmeffitgs sbimey:

' |
Sort (2 [
“’;1 Add Level ” )( Delete Level ] [ 53 Copy Level ” i (| @ [ Options... ] [T My data has headers

Column Sort On Order

Sortby | Column A |Z| Values lz‘ Smallest to Largest lz‘
Smallesttolargest
Largest to Smallest

Custom List...

OK ] [ Cancel

- fums Sort by Drop Down List: e tiffi it waginuiin mﬁﬁmuﬂm
- Bims Sort On Drop Down List: i{fituiiuti Values
- ime Order Drop Down List:

o Smallest to Largest: mLmiimLﬁ]Uﬁgmmfﬁ

o Largest to Smallest: mLmﬁﬁtLﬁ]Uﬁﬁmgm

| wsisesegnes

ilgjeohith chart Byiidt iR alivwanigiveituehwrisiuh> 1810 Insert Menu-> Tihini Chart
panel > i[firsiicu At Chart

/

Insert
Chart2 hlL’ £ [
ﬁh ?X\,{ ‘ :i & :-..' ‘J A B c D E F G H 1 J
Column  Line Pie Bar Area Xy Other ;
Kl Kl Ed Kl E [Scatter) = Charts = B
=
Charts = 4 Columni ~ Jan v Fﬂ Mar| Apr| =

5 Pen 25 50 63 55

6 Pencil 30 43 33 34

7 Baook 23 33 43 33

8 Bag 44 34 23 21
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

Ja 5 a
nwhmsiinsis isHgiunimins
a B a )
[t gRgshilimia
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g6 L5eS Chart (Chart Style)
ilhmoiimivigd Chart msithwinw [uAsiTanBsmsnimyniua Chart i imsiw{msin
GG Chart NEHUINMET Design Menu G Nti[muy+

Chart Tools

View PDF Design Layout Format

=

=T

FUBIBPOMIBZUNIGES Chart (Chart Layout)
iGhMeiFmIyIs [P MIVINMIUN Chart 1NWEE Chart Layout panel 18110 i Design tab->
iR aiivsphituohine

[ Chart Layouts

Tl ki Ty

=uIPIpesa Chart (Chart Type)
1§ uI{uiAs Chart [A{GE Type panel 111G T5if Design tab> ifiwiijuinsinuehms:

4 Change Chart Type
3 Templates Column — — — — —
— i ‘ﬂﬂﬂ (A8 i o8 83 dd
o e = — - - - - -
a af =~ Jis) Jaf ) MR ) ) JaA] JAA]
Char ope Tempit oo | A1) bA) A4 0
l Type J @ sutce e
o | i e bl I
y  Radar Pie
A o | o] [ AR [an] (o] v
[ Menage Templates... | [ Setas Default Chart | [ ok [ caneel

nwhmsiinsis isHgiunimins

At dAoshidimis Bm
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FUBIBPSIBES5 Chart (Format Chart)

1f§juis|uh Chart [5G Format Tab > i[fiwilrus|whituotime

Y ookt - st Ot e
&)

Home ot Pagelnent  Fomuss nxmuvmmmyum
y

ﬁs

5
Iﬂﬂﬂlﬂﬂ -
A 1 1 K L M N 0 P a R s T u Vi
: agagpan
z |
a5 < [ () (=
= llﬂﬂﬂﬂﬂ

@)
Q)
@
@
@

SRR ESHEEHEERHEH BB R SR DS

sssgresdoRisasngSE EXCEL (Formulas)
1) ssegsasss SUM():
S[uhgIsT+

=SUM(numberl,number2,

- BgsthitunmsbgsiBsbin 255 bgsq

2) sswesassan PRODUCT():
S[uhgIsT+

=PRODUCT(numberl,number2, ...)

a o a o o

- tilté(n y sminsbgsiBsbdin 255 bgsq

o 1 e

3) sseendaigmseisRsmRumnsge Cells (COUNT()):
iR

=COUNT(valuel,value2, ...

a o a o o

- tilté(n y sminsbgsiBsbin 255 bgsq

o 1 e

nwhmsiinsis isHgiunimins
At dAoshidimis b
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4) s588n888% Cells ERMRBRBRRLVESHS Cells COUNTA()
[utgIsT=

=COUNTA(valuel,value2, ...)

a o a o o

- tilda y imiivebgsiBsinn 255 dgs

& 1 »

5) sssantége Cells msnsgean COUNTIR()
[utgIsT=

=COUNTIF( Range, Criteria)

- Range: UnNiscellsiHumeifi i wivAnG
- Criteria: MURSANTHU{AETUEMING cells

6) sEBRBTRSIHEITHESIR MAX()
s{uhigisl+

=MAX(numberl,number2, ...)

- tiltén y sminsbgsiBsdin 255 dgsq

7) sesgespnsmaissese: MIN():
s{uhgisT+

=MIN(numberl,number2, ...)

a o al o o

- thitld(s y nminedssiBsinn 255 dgs

X 1 u

8) ssvResEbInBEIBMmE AVERAGE()
s[utigisl+

=AVERAGE(numberl,number2, ...)

- thitld(a y nminedssiBsinn 255 Ggs

nwhmsiinsis isHgiunimins
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9) smmwsnsgmean SUMIF()
s{uhgisl+

=SUMIF(range,criteria,sum_range)

bd 9% o ' '
- range: AMUMIS cells HUNUWAYAMANGS3 0N
- criteria: Ammitnfiugeanidghiimiynina-
- sum_range: Amunfiniyis cells iupiymisinuiguunsania
1 Y

<
ganinn =
A B
i Property Value Commission
2 100000 7000
3 |200000 14000
2 300000 21000
5 400000 28000
5
7 | =SUMIF(A2:A5,">160000",82:B5) Sum of the commissions for property values over 160,000 (63,000)
8 | =SUMIF(A2:A5,">160000") Sum of thg property values over 160,000 (900,000)
3 | =SUMIF(A2:A5,"=300000",B2:B5) Sum of thg commissions for property values equal to 300,000 (21,000)
A B
)l Property Value Commission
2 (100,000 7,000
3 200,000 14,000
4 300,000 21,000
5 400,000 28,000
@ Formula Description (Result)
7 163000 Sum of the commissions for property values over 160,000 (63,000)
2 900000 Sum of the property values over 160,000 (900,000)
g 21000 Sum of the commissions for property values equal to 300,000 (21,000)

10)sswindamains RANK()
s(phigisl+

=RANK(number,ref,[order])

- number: AmiusiduiGhstinbaman
- ref: MUARiRAIgIUAY
- order: AmiusmbumMARTnGumbamamna+
- 1y order 1 0: AinbamamAildis refifs|umudimigs(descending)

a v

- 16ty order il 0: AinbamammTOsm refﬁtLﬁ]tjmHrfjmijtf"m(acending)

uk]



11)msdanssgens IF

s{uhgisl+

12)msssg:a\3masss?egass?ssj§ TODAY()

MICROSOFT EXCEL

=IF(logical_test, [value_if_true],[value_if_false])

logical_test: Athmitha s

ANTHEIEIN Y 4

g

g a

Value_if_true: fith ﬁ'iir:j‘t’ﬁ U{RTUMNIGMm §f~m fU logical_test e

wn

Value_if_false: Hiaiyiduaiuinismsiini logical_test Bsiin

TODAY mignudywiffrmiunmgimuiigsivaifidi

s[uhgisl+

=TODAY( )

13)mussgupmnssiiga 228108388 NOW()
?’!W N o ?

Now gy wiinmuunmeimuiiigs Bhidiudsfingdie

s[uhgisT+

=NOW()

Using NOW(]

6,/19/2009 10:05

Using TODAY(
6/19/2009|

14) msgnsagusne cell &2 cell (Concatenate)

Concatenate AHgAUSITN[MIMUTEEWIUN cell ywisimywih cells ywy iFsiijhig)a y

mumimywsniduiBhmaumuntusginsfins

=CONCATENATE(Text1, text2,....,textn )

Text : momsigsmuiib isidN b

First Name

Last Name

Full Name Sex

Sok

Chathy

=CONCATENATE(BS," ",C6)

F
Khoun Maly =CONCATENATE(B7," ",C7) |F
Moun Dara =CONCATENATE(B3," ",.C8) |M
Kong Vuthy =CONCATENATE(BS," ",C9) (M

]y
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15) msmansundgRig DAYS360()
DAYS360 Amjusgywijiujminansunbgsigimtmuihigsiie
s[phigisl+

=DAYS360(starting_date, ending_date)

nwhmsiinsis isHgiunimins

[AhingAgshiimin la]x]
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Marigin Amsisn Hum ﬁiﬁ?is‘éﬁj(Top, Bottom, Left, Right) 4 §UMargin m&infiige it

moimsnymsmeings giasibhmoiiminijudissmsgonhimes

Y =

5160 Page Layout tab 18 Ribbon > guil{ah Margins> 1 wilrstun Options tdustims y ifidhot

iimitnijuigiis)a +
- t‘iﬁi[fit;ifjﬁ Custom Margins ﬁ§htjg”|ﬂ‘]§ﬁj’lh Page Setup itumedjidiig minijudth
Top, Bottom, Left, &1 Right
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{1ifi Center on page

'Page Setup @Iﬁ1
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Top; Header:
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0.7 |5 0.7

0
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s {EosS Page Setting
1) msdensinaEeiEsss Psimeag Page Setup
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#3553% Header ®2 Footer

Header Atiifimsinuuinmismisiinsntidigniss

o v

imubais

FIsywo

MICROSOFT EXCEL

- o

1iRyws, Footer AmiAmsinnunmismisignsnt

iglnt Header &1 Footer i’ﬁﬁtﬁmm?j’fﬁﬁﬁ Left, Center, 81 Right 4 iEﬁjmﬁ Header &1 Footer tﬁﬁmﬁﬁgig

gonhimy+

3

> G610 Insert tab 18 Ribbon > 1817t Header & Footer Group 1[fi fuiifytwifi Header 1y Footer

> idtmsiimivmyuifns Y MBUMUMAYWEHES (Elements) Yo+

Button Code Faunction

Page Number &[Page] Inserts the page number

Number of Pages &[Pages] Inserts the total number of pages to print
Current Date &#[Date] Inserts the current date

Current Time &[Time] Inserts the current time

File Path &[Pathl& [File] Inserts the path and filename of the workbook
. . 1
File Name &[File] Inserts the workbook’s name
1
Sheet Name &[Tab] Inserts the sheet’s name
Picture &[Picture] Inzerts a picture in the header or footer
Fai L] Exercise 2010xs [Compatibility Made] - Microsaft Excel = B
B v | v rweinn o b e Ves  Owlopw Adtwe por | romat c@-su
i d B PR o dxe B ol Q Q@ L 3 4 & T O
PivotTable Picture  Clip Shapes Smartart Screemshot | Colmn Line  Pie  Bar  Area Scatter Other Hyperlink || Text viordart Signature Object | Equation Symbol
Text Box 1 - 2 Taxt Box -
B DR R R LA R R I, B NG R MR - A AT MK M BT DAL ‘[| B | =
A B © D E F pusitioned anywhere on the page. | H 1 J K L M N o
Il anmmsSapaies adeniy im : o wmnedansies qEe o
A B c D E F G H | J K L M N 0
L8 . General Ledger .
| Account Name: Acct N°
2 2 2
1 3 3 Date Explanation Ref. Debit Credit Balance 3
i 4 4 4
5 5 5
] [:] 6
7 7 T
8 8 8
B9 9 9
[ 10 10 10
F1 1" 1
12 12 12
. . General Ledger .
Account Name: Acct. N*
14 14 14
15 15 Date Explanation Raf Debit Credit Balance 15
16 16 16
17 17 17
L8 18 18
19 19 18 -4
H 4> ¥ Sh 11 - Sheet? Sheet3 Shestd SheetS Sheetfy Shest7 Sheet8 Sheetd Sheet10 Shest11 Sheet12 Shest13 Sheet14 Sheet15 Sheet16 723 4 »
Ready | T | count:6 | BE IO 8 100% — [ +
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[t ERes
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y G0 Ctrl + F2
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o s .
Print
B save s i
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s ascTRsEREB RN Selectig Printer
wasiignnsyimahisimngiisianpimifoiommbiynohinny hasywom idd
wmaiaiivpiasiggenmime
> unilifinh Office > [ iinitn Print >Print (Ctir + P)
> 1811t Name G610 Drop down list > i{ficuiiasininshiysimey(Printer)
it OK

1 Y

Print (B [

Printer

Name: (4 HP Color LaserJet CP4005 PCL 6 - Properties...
Statws: | \Dany P LaserJet P20 15 Series PCL 5e
Find Printer...

b [556 \\Dany_itd \HP LaserJet P2015 Series PCL 52 [
L= |53 Adobe PDF £
Where:  [*%

S§Fax
Comment:

1

&* HP Color LaserJet CP4005PCL 6
|58 Migrosoft Office Document Image Writer - [T Print to file

Print range Copies
@ al Number of copies: | 1
) Page(s) From: | To:

Print what ljl @ Olere
() Selection () Entire workbook 3 -

@ Active sheet(s) Table
[ 1anore print areas

FURRNSSANRSRToemINS

o o

Excel Mstijuywissn[mudnimifinntiligs worksheet yworkbook itruatiimeny+ 1l
mifianfigoiss HeInEo NIy

> u6ili{inh Office > 1[f iinitini Print >Print (Ctir + P)
iS‘IQh’i’gﬁ Print range =

> Al dinengadE s nh worksheet |

> Page(s) From To: wjmiumuinishisduohinzqymifsdmaibiome
110 Print what +

A\

Selection : 1T sMeAGHIM

oo

nySgRwinnfinh Select 1811l worksheet 4
Active Sheet(s): (I{MUIMSNY sheets THUfinh Select
Entire workbook: ti{B1UIt2NH{AU worksheets §i16 it (UBN818TGH workbook

Table: Hijfwissmuiims sminidimsmat (Table) 1816t worksheet
guinh OK iHgjmtifuimeny

Print

YV V V V

Printer

Name: | HP Color Laserlet CPA0D5 PCL & -
Status: Idle ———
Type: HP Calor LaserJet CP4005 PCL 6 ind Printer....
Where:  HPDIU_192.168.0.120

Comment:

Il

[ Print to file
Print range Copies
@ Al Number of copies:

() Page(s) From: & To:

Print what @ ] Collate
() Selection () Entire workbook 2 2

(@ Active sheet{s) Table
[] 1gnore print areas
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