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Jolw )5 39>90 0305, 0SS Lzl |) aiiwgy 4l S U os3Lw s 508
1S Olsinl 0,b95 |y SuiS5 ol 9 05, i |, A5

sls=od sue Slplolw sl b S Gl

|, Ctrl.owas ,Lasd |, Ctrl + Shift + Down Arrow SlaadS. S olxwl |) Al Jolw
W, |, gwole adS.auS wlxil | 5,55 asb guwglo 5l oslawl b g als a5 Ulixod
AsS ozl [ %0 soles Crl inolapgSs b g oS

Shift L Ctrl Ul ,Lid Vel poduw jl Aawgw Jaf U dwgw x>l wlxiil
Ao Adlgs 00w wusog Hler 5> EXT w)lc.auds ;Lid ainwgy bl sl |, F8 oS
9 S il 1) Al Jglw.sgi s sulxil ausb asawgs el F8 oS wsls ,Laus
EXT NUM aews LB, L wp> SladS awy 4 | bkl asb
o Jugols bkl sl aswgi s> U agas ;Lad o,bgs | F8 audS .ouas
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g 55 ADD &,lc.auds ,Lisd |, Shift + F8 SoaulS ,lgzad e csuliesl (slos sl
kil guglo U | Lloxod jue axl aizand adlgs 0> g

WSS 5l o 5SS

o Gugols s ol b uds ,Lad |, Shift + F8 slaauls

Ed Microsoft Excel - Chapter 1

ADD MUM

File Edit ‘Wiew Insert Format Tools Data  Window  Help

A B C | D | E F G H
Running Invoice

1 Number Number Date Customer Name Market Quantity Income
L 1 101 05/10/2000  MrExcel LISA 15 2,136,753
i 2 102 056,/10/2000  Intel LIS 17 2,270.94
4 )3 103 07,/10/2000  Motorola Asiz 20 10,152.14
| 5 |4 104 08,/10/2000  Pacific Bell Western Europe S0 11,111.11
| B |5 105 09,/10/2000  Motorola Asiz 100 8,717.95
L a} 107 11/A0/2000  Armazon asiz 15 29,280.00
|8 |7 1n0s 12/0/2000 Microsoft Asiz a0 G,020.00
i a2 109 01,/10/2001 AIG asiz 40 3,040.00
10 |9 110 02/10/2001 Cisco Asiz a0 37,065.81
l 10 111 03,/10/2001 mrExcel LIS a7 15,452.00
1211 112 04,10/2001 Pacific Bell Asia 77 13,032.00
ﬁ 12 113 05/10/2001 Amazon africa a9 13,095.00
|14 13 114 05,10/2001 | Intel LIS 101 23,084.00

15

16 (15 116 02,/10/2001  Intel LIS 125 18,495.00
17 |16 117 Microsoft AsSia 138 23,506.50
| 18 |17 118 10072001 AIG africa 150 25,129,990
ﬁ 1= 119 1102001 Pacific Bell africa 162 26,733.30
| 20|19 120 12/0/2001 Microsoft Asia 174 28,376.70
A 20 121 01402002 Cisco asia 186 30,000.10

22|21 122 02,/10/2002  Amazon africa 193 31,290,286

23|22 123 03/10/2002 | AIG Western Europe (210 32,850.02

=9 as>U ool

a>U Lol w03l Shls as Ldolw ;1 Sl aswgy Al 5l cowl w)le (Jed a=U
b cowl oas ablal s sSlpdelw 5l (sigiow b b I Slpdolw 51 (sius, b (sd2d
S 508 S8 slpul s asil

5,5 oslaiwl (sded asU Lol sy Ulgs sw aS siiwd S,ule Slaads Ctrl + *
S oslaiiwl 505 SlaadS 5l ailgi s S (s oslaiwl LU I 5l aS Lsulpsl sl
Ctrl + Shift + 8
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Ed Microsoft Excel - Chapter 1

File Edit Wiew Inserk Format Tools Daka  window  Help

A | B | c | D E F G H
Running [Invoice

1 [Number Number Date Customer Name Market Quantity Income
211 101 05/10,/2000 MrExcel LISA, 15 2,136.75
d |2 10z 05/10,/2000 Intel LISA, 17 2,270.94
4 |3 103 07/10/2000 Motorola Asia 20 10,152.14
g 104 02102000 Pacific Bell VWestern Eurcpe |50 11,111,111
B |5 105 09/10/2000 Motorola Asia 100 8,717,953
7|6 107 11/10/2000  Armazon Asia 15 29,280.00
g8 |7 108 12/10/2000  Microsoft Asia 20 6,020.00
=l 109 01/10/2001 AIG Asia 40 8,040.00
10 |9 110 02/10,/2001 Cisco Asia a0 37,063.81
11 |10 111 03/10,/2001 MrExcel LISa, 57 15,452.00
12 111 112 04/10/2001 Pacific Bell Asiz 7 13,032.00
13 |12 113 05/10/2001 Armazon Africa g9 13,095,00
14 |13 114 06/10/2001 Intel 1 SA, 101 23,084.00
15

16 |15 116 08/10,/2001  Intel LISA, 125 18,493.00
17 |16 117 09/10/2001 ' Microsoft Asia 138 23,506,350
18 (17 113 10/10/2001 | AIG Africa 150 25,129.90
19 |18 119 11/10/2001 | Pacific Bell Africa 1562 26,753.30
20 |19 120 12/10/2001 | Microsoft Asia 174 28,376.70
21 |20 121 01/10/2002 | Cisco Asia 126 30,000,104

solzsl sl o0 s Jles Jolw oS,>
WolS (sulzisl ausb Wlhbl bglas ¢ auS (s wlxil | lpdslw 5l asl S aS ol
DS &Sy Gl oew 4 ulzol asb J3Is s U auas ,Las |) Enter aJS

AuS WS> Vb woow a0 U auss ,Laws | Shift + Enter oJsS

AS S > wowly woaw @ U awas ;Las | Tab ads

AuS WS> e woew 4 U awss ,Las [, Shift + Tab ads

SLad | Ctri+. adS SausS wS,> sulxil Aol sl ausS @ aS ay)ls cowgs Ul

udd

S)J_)lS e dg.l_u.; uAJBl ul.xu'
Al Jglw au u_uug).) Sl Ctrl + Home slaoads ool S)_;)ls Sy S Jolw odol Al
A9y 5w LS a4 5,8 Jolw o 5
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a8, LIS Al 55 Jelw Gyl Ol

LJS—MJ L')._J_l)b.))lb S\o q§J q.b9l.>‘)b |) OQLO.A_MJI LJL>‘)) !JS.l.u) L)J).>‘T L).&J))T Ml

N23 - A 19
A | B | ¢ | o | e | FfF | & [ W [ 1t [ 9 | k& | ¢ [ m | N | o

1| 14 15 16 17 18 19

| 2 | 14 15 16 17 18 19

| 3 | 14 15 16 17 18 19

| 4 | 14 15 16 17 18 19

5 | 14 15 16 17 18 19

|6 | 14 15 16 17 18 19

| 7 | 14 15 16 17 18 19

| B | 14 15 16 17 18 19

| 9 | 14 15 16 17 18 19

10| 14 15 16 17 18 19

11| 14 15 16 17 18 19

12|

113 ] 14 15 16 17 18 19
|14 | 14 15 16 17 18 19
15| 14 15 16 17 18 19
16| 14 15 16 17 18 19
117 | 14 15 16 17 18 19
18| 14 15 16 17 18 19
19| 14 15 16 17 18 19
20| 14 15 16 17 18 19
| 21| 14 15 16 17 18 19
| 22| 14 15 16 17 18 19
|23 14 15 16 17 18 19
| 24 |

|25 |

28 5L JowsS| oS B> YU JSio 55 1) o9y asl s 39>90 S 03l S 7_417
03 ,lg 03ls Jolw ¢l 55 HLS, Ue=>.0S (s (89,20 N23 |, Jglw (3l
oS 03035 1) Juld S31 acdlocal B aS cowl $Sow UesS| iz s. cawl

D9 o J> JSaiwe ol

Jolow sl 0 b suds ,Las |, Ctrl + Home Y. 1uS SU Lil G 90008 3,5 o5l

Jslw ou3l.asS wS,> Ctrl + End wsls ,Lad b Jsbw o3l @ g Jas
ol F1000 b, 1S,

S8 s ad) ) Al usls
394 csw Mol @id, HI0 Jgbw sl Ulgic @ wS| adasls s 39390 Gyl
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Silwl Ol 5l eslaiwl 9 0w LidligS Ul whgo ol H> — Sdgee LU Jg,Suwl M

Ao Adlgs

Shcwl S5u8 55 s, L0 asb Ol Sy 0o Juw sl — el sl M

S5 ol 03T b 1y Ledolw aod JousS| 2S5 Lasdio |, syl asb loos
AS o ol S)._UlS 2> A,

L s 55 Jad ol > basy = dwian SHulS )d L) Spivian S odl> M
|, aid, L5 asb aS cowles abdles lows S5 Sl 05> and v Ulgic

Aadd SudlS

AaiS BA> SHu,ls Slpdolw Sl ) W odly i) au — auss
ww ;=1 loww a4 Ctrl + Shift +Home ¢ Ctrl + Shift + End s ,ulwo o
ool @ Lol 9 asS Olsssl ,ls oy aS |, (sulpdolw wac,w @ aS aids

A GisiaS SHul8 s aid; L8 @ Jolw sl @ b SHul8 Jolw
SLas | Ctrl + Shift + End slaadS. oS olxol S8 s 1) osJelw
oo ol Jolw 5l Lplolw and ol laws wlsasl waudys ol @0 20>

: JUo
o>l U YY) Slaybhw 5 59>90 S 031y pudlgs (sw.5,l5 03l Hlaw Yeoe (58,08
oS B> |, Jolw
DD )Luu.9 |) Del

’ Default
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lpigiw 9 @,k

logiw b Ugiw Sy ol

Auds ,Lad |, Ctrl + Spacebar g oS ool S5, 55 ) Jolw 2> U S

o "elesl lpgiw Ul Jobw U vgiw ol Jobw aS 5,5 Slpgiw il oxw

[ITSEnis

Insert
() shift cells right

{:} Entire row
() Entire column

Ao dles Lol jw wowl

ybw b b bkl

s ,Lad |, Shift + Spacebar g 63,5 wlswl |, Jelw 1z b S

x|

[ Ok ] [ Cancel

() shift cells up

'D Entire row
) Entire column

x|

[ OK ] [ Cancel

50 oy sy JLad | (+ 9 Ctrl ) Ctrl + + LIS ol sl
Slg Jolw b Ugiw ¢ Hlow audlgs (s aS 2GS oo 00w

Ugiw 9 )Ja_».u n5|)._: Sy xSngb 9 dgl_w xSl).g LJ9| Q.u)§ 930S

.kl&.u)l

5L 0ymiy ,oeauds HLad |y (- o Ctrl ) Ctrl + - L8 ol by

L Jolw b vgiw « Jloaw audlgs> (s aS auS jakiiw 0w
9 slw Sly s Sligs 9 Jolw Sy Jgl @S 95,068 Wi

ow| Ugsiw

8 Merge
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OUgiw 1> U S ws,S L 8al U ws,S (o

A HLad | Ctrl + 0 9 oS olxil |) Jolw i U SO 1 Ud)S oo

HLid g9 S ozl 1) oo (séo Ugiw wowly 9 e Slpdelw 1 USS HlSwl
Ctrl + Shift +0 o>

20 5l U puS oslaiwl 5,908 WBg,> ol > 39>90 L0 IS Sl aS wowl iy S

S > U S us,S Ll b us,S (ko
s ,Lad [, Ctrl +9 5 auS wlsisl [ Jelow aix b St UnpS Sl

|, Ctrl + Shift +9 g 05,5 Llxil |, a0 Jloow Sl 9 VYU Slpdglw: UD,S (oo
Aaddd s

Suiu S8 s | i S osls

osls shls Jolw ullia ¢ baw Jola lsi (o JuwS! S,

Magrification L ol U oaaw L S8 sasls aod awlgi o lowi.ousb
e 5 eSS o3Liianl b 43S yiSzsS |, 4o b 03,5 535
g;: o kil (29 asb b awas [Las |, Ctrl + * oS )
O 25% DS olxwl |, View > Zoom aiy;S .Y
ggﬁ:ﬂr&;ﬁmm % 2wS wlzl 1, Fit selection .Y

[ ok | [ cance | A [, OK LY

Jlos ¢ a8, Sl @l Ugeyd Lles Jie JowsST oyziy Szl 03,5 eo b ailgi (svo
Auds Gl 1 0,5y 5> Cug, LB Sl osls slasi cumog Hlge e, Ll

S wlxol |, Tools = Options aiu;S )

AwS wlxol |, View tab .Y

° Formula bar
10 Sheet tabs
1 toolbars
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Row & column headers , Horizontal scroll bar, :au,ls0 |, 55 Sla a8 cwle .V
Vertical scroll bar, Sheet tabs, Formula bar and Status bar.

A |, OK LY

015U Sgio jlasS SIS cowl, Ul Sy, g 05,8 Lol | byl le 51 Sy .0
Close g 1S 2> Lol Js 5l sl Hle aed.auS wlxil |, “"Customize...”
RV

oad gy JB S Slayaw 9 wowl sanw osly Giwles ) aw uolic had

File Edit ‘iew Insert Format  Tools Daka  Mindow — Help

A | B | © ] D | E | F | & H
Running Invoice

1 |Number Number Date Customer Name Market Quantity Income
21 101 05/10/2000 MrExcel LS4, 15 2,136,753
3|2 102 06/10/2000 Intel LS4, 17 2,270,94
4 |3 1032 07/10/2000 Motorola Asig 20 10,152.14
5 |4 104 08/10/2000 Pacific Bell Western Europe S50 11,111.11
6 |5 105 09/10/2000 Motorola Asia 100 8,717.93
Fll = 107 11/10/2000  Arnazon Azia 15 29,280.00
=0 108 12/10/2000 Microsoft Azia 20 B,020.00
el = 109 0171042001 AIG Asia 40 2,040.00
1|9 110 02/10/2001 Cisco Asiz S0 37,065,81
11 |10 111 03/10/2001 MrExcel LS4, =K 15,452.00
12 |11 112 04/10/2001 Pacific Bell Asig 7 13,022,00
13 |12 1132 05/10/2001 Amazon africa =i ] 13,095,00
14 |13 114 06/10/2001 Intel LS4, 101 23,084.00
15 |14 116 08/10/2001 Intel IS4, 125 15,495,00
16 |15 117 09/10/2001 Microsoft Asia 138 23,506,350
17 |16 118 10/10/2001  AIG africa 150 23,129.90
18 |17 119 11/10/2001  Pacific Bell africa 152 26,753.30
19 |18 120 12/10/2001 Microsoft Azia 174 28,376.70
20 |19 121 01/10/2002 Cisco Asia 186 30,000,104
21 |20 122 02/10/2002 Amazon africa 192 31,290,86
2221 122 03/10/2002 AIG Western ELrope 210 32,850,02
23 |22 124 10/04/2002 MrExcel LS4, 222 24,409,182
24 |23 126 06/10/2002 Intel LS4, 246 37,527.50
25 |24 127 07/10/2002 Cisco africa 239 39,086,656
26 |25 128 08/10/2002 Pacific Bell IS4, 271 40,645.82
27 |25 129 09/10/2002  Microsoft Asia 283 42,204,953
28 |27 130 10/10/2002  MrExcel IS4, 295 43,764,14
29 =8 131 11/10/2002  Amazon Africa 307 45,323.30
30 =29 132 12/10/2002  Intel IS4, 219 46,882,468
31 |20 132 01/10/2003 AIG LS4, 331 42,441,632
32|31 135 03/10/2003 Microsoft LS4, 255 51,559,953
33 |32 136 04/10/2003 Cisco africa 367 53,119,11
34 |33 137 05/10/2003 Pacific Bell LS4, 280 54,678.27
35 |34 138 06/10/2003 AIG LS4, 292 56,237 .43
36 |35 139 07/10/2003 Cisco africa 404 57,796,359
37 |36 140 08/10/2003 MrEsxcel IS4, 416 59,355,753
33
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wvolo > 5l odleiwl — sy
Ol | AL Jolw uds udlS b Gaulsdl | amis csulaiSy acpuw @ 6

Al e bgl> @ |y pwgle &5 90 wdds ,Lad | Ctrl ass

Ligh)S Sy s W a8y pur &SH>

Aoab acaly S8 s Blgi o JowsS| aligy, S

L S il gwolo 5l eslaiwl b pudles I g0 adlgs JSio W a8 o wiuse
) CL§)J_ 9 1wl awly sl sla qS)J_ aigylS aS il 55 3,90 (il oS Ll

Sgy Adlgs> Gwgau=o MolS 2ol Lls suVeb slpol

G b SHulS 6ol slagi G 5> s> (ol ) Sleing, W5l 3929 50 S0 ol
HAap SHLS

2SS GS,> Sas a8y @ b awas ,Lad |, Ctrl + Page down auls
S S, s aS a b auds ,Las |, Ctrl + Page up oS

owglo .3;15 39>9 51> wp> coMe s sadl L Jg,Sewl s W aSy ail; e Conw
L, 5o 5,00 a8 oU oani 5L Sgio 3l oS SS cowly 9 05 il 51 S Sy, |

32 Sheeti

33 Sheet2
34
2L Sheet3

M 4 »FTsTEECTr Sheet2 / Sheet3 /
Readv

12 sheet
3 menu
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Ly, S Slpdelw G irw G

Laio aS (siloy [ loats ¢ 30 o LS a8 Gadig, 5o Sl e ¢ s a8y S ol
L Jolw @ oS> Sl ol, gl sga80 @ 2lgi (oi 2l Lk 55 |, swols
el 50l e Sl asl ob b Jsluw ob wlssle S5ul8 s pols sl

0 Jgo,9 lgi x> wouw 53 Ulgi (s | pU aue>

U aue> 5l oslaswl

aisslS Sy s csdsbuw Lol Lkl ale U Sy sl gl @z | — pb aue>

wiled) i adles Jaie 75000 Jslw @ losis aseds 5> .aadd Lad |, il
(. Edit Sgio ;5 GO TO ... Wzl L Ctrl + g L F5 5l oslaiwl

lpdolw 51 (88,50 Al wlxl
S ozl [, D1000 U Al Jolw 5l JUw
oS s vzl | Al Jglw )
. D1000 268 b ¢ pb aue> ;> .Y
A s ed U ) Shift + Enter oS .Y
L, Lol « & Juad « auigy,lS 55 (s>lei 9 Lpdolw S,10800 @y g1, iy wleMbl sy,

14 Name box
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OB o= 9 vy anigig)

a8 51 sl slass Lodls lawh «3uiS wswo osléial US| 51 wiso lass aS silos
BTV IWES' ST

1S axss "MSla,lo

Ctrl +C Caiiigi9))
Ctrl + X Uy
Ctrl + V Joc 5085 eoblb b coxilow
Enter Joc 5SS B ey Wl

0 (S S)len LU SO 5l i Uslow

TR L’ R VIRVEVER PN S WRE RN [V W] IV IRE VR VARSIV VRPSS N UV RN
ahdl> )5 1) 5,00 YT U wilgi (s 3,00 wadS Yoo o STy ilowsy (005,l0p50 aixs)
AdS . (cowl a8l a8l 500 YF @ Yoo LSl 5y 500 oul ) S S)lapS
A uliw Wl 05,5 oS aS | Ss)lge 9 350 5L 5,90 wdS U awas ,Las | Ctrl+C+C

Nus,S B, 9 TusmaS 5l esleiwl U vailows 9 Us,S S

aS |, Ctrl adS. auS SIS Gwolo U Jglw 550 oz Sgy.auS wlxil | Jolw &S
AS W, [ Ctrl 9 gwalo adS .oyl was Sbs SO @ | Jolow 9 acwls
Jolw vaniS o |, Ctrl + Alt slaads ;305 S, S v Jolw ws)S (suS sl

DD )Lu.\.g

15 COpy

16 Cut

17 paste

18 Shortcuts
19 Clipboard
% Drag

21 Drop
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Us,S ) 9 waiS 5l eslawl L vulows 9 Gu

1> Sl S a4 gwole b Ll g asS SS Jolw e Sgp.auS ol | Jolw &

A Hlid 0 1) Alt oS Joe a5 5305 S S @ Jal sy Lasass
9.0 (s plzsl O wey b Ctrl b g pwolo 5l osleswl b aS Gy 9 oS Sl Givgy ol
ol e gy SHulS o US b g pisiw 9 sk Gy 9 S Sy

Jolw e a4 Jgo,d U o b Jolw &G (S

S A5000 U A2 sslpdglw au 1) Al Jolw 5> 39>90 o Jlo
& Type a question for help |7 .LuS
ARNE=N" WENE= RN =N AwS b [ " Excel book " io A1 Jglw 5> )
As000 - &
A | B | AS oS AL Jglw WY
1 {Excel book
72— 2SOl [, A2 Jglw .Y
; . A5000 1S b pb s> 55 .Y
g 5l @iwga @b U ) auds ,Lad ed U |, Shift + Enter s .0
“ DD )L)..\.Lg |) Enter .#
A | B | Cc |
Running Invoi
1 |Number Number Date TY\S.__LlS Joos U Jolw S (S
2|1 101 |2{1?EDI331||_
2 o (oo |, Blio JSii ).awsS wlsasl |, €2 Jglow )
5 |4 104 ¢ ¢
BB 105 S Hbi s 1) gl alsS Jelw wowl, conw Y
; ? 13; Jugs oKl sl + o Ui a4 pwglo caole aS ol LY
9 |s 109 _
10 |2 110 oS o Slpdsbw a0 1) Jgoyd b e JowSlawss Suls
1110 111
12 11 112 390 5l e woew Ugiw L aS s U LIS uliauS w
1312 113
1413 114 Ugiw il B e ceoow vgiw SLaul (o aslsl
15 |14 116
16 |15 117 35S w Lbd Joe SVo cowl) Caow
17 |16 118

22 Double click
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)'L_; Sl Cl_ab_g._g)ls STy, QS).>

DS bzl 5L sla awgy, S cowdd Sl Ly 5,90 aligy, S« Window Sgio 5l

L Ctrl F6 : 5l cowl o)lie 5L Sld atug,S pw oS> Shy adS axan Sla,ube
Ctrl + Shift sads 51 5L slad asig,lS cowd 5> wic a4 wS,> sly. Ctrl + Tab
AwS oslaiwl Ctrl + Shift + Tab L +F6

oS,y Sy Il b (suS

oaud (igles a5 Aod USS S 9 B S U lpdoliw dod LSS (uS L Lo il

S, 5l pdobw (S

(.59 w0 auxliow Select All oL L anSs ¢pl ) 2SS SIS A Ugiiw Ulgic
9 05,5 ulxil [, Al Jglw g 05,5 Llxil |, 5,5 a8, .auds ,Las |, Ctrl + C asS

Dudd )Lukg I) Enter

S S S

Olowbii g lpob olod @ « Lplohw aod aS 3l |, popin ol Sy Sy 0SS (S
Lo s Jlad |, Clrl s S apw a8y @l Sy Soy 4 b pwsle LS5Las -Y @S )
asS W, |, Ctrl g Gwslo 3ulS. iy ,S0s Sl U @ | a8, uslo 5l o5laiwl
Move aiy;S oaui 5b Seio 5lawS SS cowl, shi 3,90 a5, @l Sy, — T QS LY
@, SlS as aos (s | UlSol ul locsr @ @3S eloawsS Llsal |, or Copy
S0 g, So ) SHulS il b3S S a8 peed 5y > olse S

.l 055 |, Create a copy aiu;S Sw aS 1gui iedoo .auS Jéiio

2 Move
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ool 0ui 5U 0,z H3.0wuS wlkal |, Arrange aiysS Window Sgie 51 — ¥ @igyS LY
A Jol 1) S5, L ass

Ll
S8 aS loy X auiey,S @ a8 S 5l Syl Sy Jlawl
Gel cowl S50 sl @ oy TS Slpdesyd g Lpdolw sLls Q
lowo aSiul 5l a= oo adlgs> Lo ag,lS s Las sl S sl —_—

9 auS wlxil |, Links aiy38. Edit Sgio 51« 05,8 Jsio |, S,ul8
ignlS asil 51 Jud awler Bi> b esyS Piiluy s ) b S
» L Sid a4 byyo gus i oleMbl sl auS 0,035 | uas

Ao B Jgo,9 Ulgic LV Jad

2% Link
25 Update
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cToio bl csisliio S osls Shls 1ilgi (o Jolaw 5 « JuwST o S0 s
il 36 U g slacl
JSoiio swS Of @S ol oS00 Lolical 05bw JowS] S Jolaw @0 io 0,5 3l
oad> pll 1) 505 3ile (e, S aS eudlez ,SI

Jolw 55 BLSLL sz 1wl owsiS Sl ) e Sl pax> >

0w 3l e 0,LSy Liwlg >

ciond 9 i Lo 5l csvaawd Wiedolw S 5 Sy S Sa JSw >

. Noowo

ol S 4 39,9 o i Jlail >

J90,9 Sy axuis b Jelow i plesl >

2205 Slpdolw ay Gio LA 5054 5l SHSel> 9 Lgiw SV Llgic skl >

S (swoi oS5 ST @y o Giwlug L3I oy Sy Vlsie 4 JuwsST 0L, S Sl S5 bon
albo o5 ,0uS axbn S Ulgic @ 3>

osliinwl 305 csdlo Slplus ygo slxl Sly Word asly 5l ad i lous S|
wyso Sl Sh 3V Slaslul aed JuwST aS b oSy L ol o 530 2iS Gw
ow Juad Gal5,138 o Lo Hlasl 5y b il i il esls) 9 o slpulus
S csuloasdl, sdlo Sa Ll @0 b s | lowk aS 5,5 aslgs

% Text
% Bold
28 Spreadsheet
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W LIl Ll 9 i

cwlio i b S Sy aS auin oo 1y JowsS] Sl Sles 51 e 5 3.5 v

Formatting
Drawing

Picture

Shadow Settings
3-D Setting
WordArt

Borders

Drawing Canvas

NN NNNRNEN-ENWEN

Power Formatting

lolw @y (io US,S 5)lg

1S sw Ao, LBJ}Lw a o US,S ))lg)b lowss a4 SwoS LS|)J)|)J| O ,J.u}Sl

g3 0SS 5l oslaiwl

w29 Ugiiw > 39290 S o3y S| ¢ 3uS sw 3l Jelw 55 | (s aS sl
Ugiw 1> 39>90 S o b 1l 03,5 5,19 Lo aS (o Ul 3o b S (w0 9> |,
2 oot by b e @ty J593 job s aiS oy |, Gubaio Gio SIS s willae
Sl andl) sl asles ol vsie @ b caiims 5l | losis Jac ol 15,5 salss

(25 2o 0,00 wubB pl 01 5l aS audlg=y
5 wex Jscwl oanw 5o wuolie Jol Shaw 5 asws v JSL 5y aS gb Uled
Obe JouSl gy ol S Gudy> Gudol oS 25l pudlss o aS il pgs Hlaw

2 Icon
% formatting
31 Auto Complete
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Sl U35 b pwilei Lsw 3uil oo Ul Us,S 35lg o Helhio JS1 aS ads (sw Slpiios |, VU
3,55 1 Sl wle aod b a4 )30 i il U S 3)ls JolS slay | i

A |
i g g JuaS) ) gl LU

U |
2 |

L8 Slpangre s ypd 5l wlxil

Locis. el 03, 3)lg Wgiw 53 ) e i oo aS S w0 LB (ilo; Wbl
|, Pick from list @58 oauis 5L Sgio 5l 9 05,5 SIS wowl, Jolw Sg,y lei (sw
G w3l dwlgi (s looi.cwl ALT + Down Arrow ol il S oS olsl

S bl 1) )b 590 o (sS Slpangrg 3,8 raxio

wleMbl (ol
o315 b olucl Sa ol 3959 51 ilgi (s« wleMbl Sy Mosubs,l bw okl b
Sld Giwsw 5o bl (ol oS S,Sel> 3GS swv B oo aisS by )y aS uld

Ao Bl sy i Saey

il 5l sy Jles Jgluw S,>

Us; g o> U,S SHlg 5l ae) Adlgw aS cwl HSow « lou S o> g9 A A
JB x4 Joae il S @Sy pulb g VU L G b cowl) @ JIed Jolw « il
owl JyiuS

S U 1, Edit S, ow 03,S wlkal Tools sgis 5l |, Options aiu;S )

owl 03,95 S Move selection After Enter Direction a3 aS sgi oo .Y

DadS 5 93 olgzds @ W | wS,> wp> aigS LY

32 validation
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Edit directly in cell

Allow cell drag and drop
Alert before overwriting cells

Move selection after Enter
Direction:

[] Fixed decimal
Flaces:

Cut, copy, and sort ohjects 4
Ask to update automatic links

Color International Save
Wigw Calculation Edit General
Settings

[] Provide feedbadk with Animation
Enable AutoComplete for cell values

Error Chedking Spelling

Security

Transition Custom Lists Chart

Extend data range formats and formulas
Enable automatic percent entry

Show Paste Options buttons

Show Ingert Options buttons

oK ][ Cancel ]

Slaads o3l 39,9 ploil 5l ay Jled Jglw &S ,> 5l S,8¢l> sly — auss
&S,> Ueild (suidgo 59,5 0l sl Ctrl +Enter: ads ,Lid od U 1) 05

O

AuS oslewl s wps Slaads 5l anl Sl as

>l S ol

Jolw (paix Jola sl asbos)ls wleMbl 5959 55 Sl Lol asl S ws,S Ll
@ sJolw ;1 wS,> sl Enter 5l osls ws,S 5)lg @ 2GS g9, 9 W ALS Ll |
5 aS (siloj.aun audlgs 3)lg bzl S Jglw 55 b osl5.0uuS oslaiwl L0 Jolw

Ugiiw Jgl Jolw @ 58505 ,ob @ LS| 3o 3,lg 0sls wgiw 53 39>g90 Jglw sl

29 Adlgs Sasy

@, Gl U gy il WS> aS puwuS Lo,9.0S Lkl [, D5 U AL sla Jglw @ Jlw
a4 oSl oo plos AS Jolw S aS (suloj.auS d osl> Us,S )l @y g9 .l oouw

.D)S .L&|_9.> ULZ&JI I) B1 !J_Q,Lu) )lS)_gj' )_gb

s
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593> Mol 5l aslaiwl

AutoCorrect: English (U.S.) Al4] Tools seio 5l |, Autocorrect Optionsai,;S

AutoCorrect | AutoFormat As You Type | Smart Tags UlS.OI L)Jl l.o.».u =¥ ! AUtOCOI‘I‘ect'..\.US ULZUI
Show AutoCorrect Options buttons

Mol |, b aul, walaowl as ads sw |

AS s JolS Ugie | waao Ugio.auS

ww Juaws between aols a4, |, betwen Mio

Correct TWo IMitial CApitals

Capitalize first letter of sentences _

Capitalize names of days
Correct acddental use of cAPS LOCK key
Replace text as you type

Replace: With: (M I) LJS-“J)'J""S
betwen between
-
beutiful beautiful
blase blasé
boxs boxes b
Vb o Ailgi o Lo 1o

book wasxo0 aolS L |, The best excel book
136S oo il o aS swolid oS 0,033

S o ouSuls oo i Gie U ) oo 35lg o 58593 Mol wululs book

[ OK I[ Cancel ]

AwS oslaiwl Lols euMe Us,S 5)lg S|, Autocorrect ;- aiss 0

S 3)lg Jglw S5 s 1) 9580 woMeidlio
SLad ) F9 Guew 9 2w |, F2 2SS =CHAR(128) S 35l Jglw >
Ctrl + 5l oslaiwl U 1) 9500 caoMe. (uslio « "2uols 5500 )10 ) auds
J=o 55 0SS olxwl |, Autocorrect au;S Tools Sgio 5l oS S C
Aaddd Hlad | Crl + Vo slaads With J=o > 9 Euro auS ul Replace
b Jolw 8 55 Ul Ulxswl sl s Lad |, OK g 3uS SIS |, Add

Aol Adles w9590 woMe @y o Euro aus

>y
BB 56 Word > 3l eas wauyei S| Autocorrect > aS (suld,ulo
55 Word aol s Autocorrect s> odui i Ugsio uizod .l oslaiwl ”<“:

D9y Ldlgs w5 5w JawSl

33 Auto correct
34 paste special
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(Validation Data) wleMbl (sul;)l

5l oss s Slpbyw U 1) oanw 3l wleMbl JwSTe oleMbl (bl 5l oslaiw! b

Ao sl 3)lg Jolw 5 Ll ¢« aiils jusize d 03l ,S1.05S Lo wsuliyl lois Sgaw

bsd Ol 55 aS auS s Ldolw 5l Sl os93x0 Sl |, by wilgi (s loiiJlio
bl aLdls 39,0 03l Yoo ¥ o 2u,b

S olsal |, AL:ALS slpdelu )

S wlzal | validation au;S Data sgiwo

S wlkaol |, Date a3 Allow aue> 5l Setting &, 0w 5l

1/1/2002:2S >,lg Start date aLs >

12/31/2002: .S >,lg End date 2L >

S wlzawl |, Input Message S, ,w

Date validation auS »,lg Title aue> ;>

> < Y b % o4+

o3y Giwlos audlgs> sw aS | 5,505 plew o L by Input Message caoauwd >
DS 3)lg dgun
5 S 3l | Slasl Olgic Title awe> ;> g 05,5 wlxwl |, Error Alert S,u,w .Q
plany ol S 3Hlg | 5305 oxuds Hloid plesy 4o U byw Error Message caoowd
S 3ls [ bl osls 18 aS i asles ,alb (ol
9 Warning . Stop .>)Is Hloid egg Sly auS aw Error Alert S,u,w
.Information
&io oluil osls Ws,S 3)lg 5l |, e Stop aiysS
@ il 2002 Ul Z3bi 10l 53838 Bl S o

[ Retry | [ Cancel ]

o3> 39,9 o3>l lowwy o Warning a3

1y 2002 JLaw &l sl S3a8 Eub. locy aSwul 5l a asdl s> s | ol
o= pMel olucwl osls 2,5 U | 593 wsdlgo
=) (o= e
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a &>l |, wileMbl lass Information au;S
|, oluil o5l 39,9 05> 9 AS sw Uy by

L]
5_12 2l 2002 Ul Funpli ol S39g Fuls.

[ ok [ Cancel ]
LADD (o
bl
uewd Wygo 4 aS dgub sw Jloel (suld osls 5,00 5> ksd ol
3l Ul 9 S Yugy U aS uld o3> 3,90 5> 9 Mgl w0 3)le

i adless Jlacl (sulisyl digs

b Jolw @ b, b cwd aS 18> s o a4 [ OlSel (ol e Gugy 4 bl
Wygo 4 b asS bkl cowd Sl L g aslei (o oo HIS il ol L. oS Joaio
o pio subil by Syise yug, aSe 39w s sulil v U i awsS 5)le (i
Aol

G, 5 Ul S caind Mo ¢3S sl | sdglaso (ol Slpsiund 3ulss (o oo
Y TS| SWESRCUWIN [P VEVIR V- SCAWH

Al

. Data validation "'l opl=e B8 >

F3 Microsoft Excel - Chapter 2

File Edit Wiew Insert Format  Tools Data  Window  Helr A"OW ae> > 05)5 ul_zul |) Sett|ng S)J)_u;

& | B | C (B E . P
Customer S uLxu ol I) List Q.AJ)S
1 [Name
g :ﬁiﬂc eall Pacific Bell -L‘-‘-‘-‘J LJ-’JL’ Jb l) UL’)-‘-*-M '-‘U‘-U—'J
Amazon
4 | A i .
5 Cir:jDZDn ;:rlli;? ULZAJI A U_9.L_uJ )) I) ULJ_).A_A.LLO '_LA.UAJ .\
& | Intal M_rExceI
N I — Microsoft . S
8 | Microsoft
190 U awas Jlas |, Crl + F3 saads .Y
1 AS ool cowdd sy | b awlen
3 List
36 Dialog box
bR
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Aaddd ,Lad | OK g 05,5 5)lg |, CustomerList oL Names in workbook aus> >
S ozl |, D1:D10 sla Jolw

S wlxol |, Data->Validation a3

S wlxaol | List aigsS Allow caoaudd s 03,5 wlxal |, Setting S 50w

S >)lg | CustomerlList ob g auds jLawd |, F3 adS Source aLs >

Aadd ,Las | OK

2> Gp> oMe Sy, ) U L obside cowd 9 03,8 Olsl | DT Jolw
SWIRWILSVRFRVISVOVTIS PR VH E WiRK WAL PRCV-UW

> < W b % o=

S,LS0 sla osls 3959 5l L_S).S_gb

S S,Sel> )L sl osls 39,9 5l Lsulisyl 5l eslaiwl b
AsS wlxal [ A2:A20 slpdolw )

.S wlxwol |, Data->Validation a3

S wlzal | Setting &S0 0w

S wlxaol [ (Gaiyleaw) Custom aiy;S Allow caowd >

DRSPS

S s s Formula au slooy9lxo 538 > 29 uogw Ulgic - a>gj
S 3)l9 Jgo,d A 55 | o5 Jooyd
=COUNTIF($A$2:$A$20,A2)=1

e ‘ S wlsl |, Error Alert S w0

"L " asS s)lg Ulgie aue> 5y LF

3 "13S 5,lg Error Message caouwd 5> WV

|m|m|w|m wn Jb-|w|m|_.

=1

It

[

B

G ) 03,8 3l lawis a5 S)l1é0

il (o 39290
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S39,9 Sd o vl

Low. il o wao wsulbyl sy by 288 Setting S).g)_uu 5 Allow  couwd

DS | Sxgy9 Wdgwi b Udgy o algi swoi Lol S ulpl [ W io ales s

Data Validation
SEttII'lgS Input Message || Error Alert
Validation criteria
Allow:
Custom b

Data:

Formula:

=ISTEXT(D4)

S S | 39,9 wsgy i U oS s5lg | sJgo,9: J=> ol

Ignore blank

[] apply these changes to all other cells with the same settings

Clear Al

3

OK ] [ Cancel

wlxul |, Data->Validation au;S )

S wlxaol | Setting S, .Y

|, Custom a8 Allow couwd 5> .Y
AS wlxol

Slo ) 55 Jooy,d Formula ol > .Y
Jslw Jsl D4) =IsText(D4) .asS
(oewl Hlbs 5,90 035900 >

DD )LUJB |) oK .0

gS\JL’.)')' u\*s

Ve 23S o S S50 Jolw @y el sulsyl i Sbls aS 1, (gl (sidg
390 o 5w Lploo)d 9 e« SaudSiw ool @
S ol by oS esleiwl byl hisd Us,S (S Sy Lol see SISl
¢S SlS cowlye S ol [ aas ol (S oS )l sulil &S 1 el

|, Validation oouw U 0,2y 5l.awsS wlkil eaw 5L Sgeio 5l |, Paste Special  aiu;S

37 Criteria
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bl by Vi

Lpdolw 55 59>90 subyl by, aod Bi> g Lkl ¢ 8k

Data au;S.auS SJS |, Special oxnw 5L o8 5l 9 awds JLid |, F5 ads )
ey HLad | OK es,S wlxwl |, validation

S wlxwsl |, Data > Validation a3 .Y

S SJS | Clear All aiy;S Data validation sl 0,9lxo ;518 ;> .Y

Jolw U wgys |y o 5l s uiis aS ads wsw | UlSel cul boow a0 e MUduzsy
g 9le Slpdelw @ i Gz, le 9 s> Ulas
S8 W osls U aS (siloj oo Wiuzewe Jolw S5 U9, o S,lapS5 0309 cwod! 5l o>

Ao b osly Gus 10 sl cuod| 2uS sw

0 Udazyy Slpdg,
L5935 Wigo A pie Uz <

wvwd j9b a4 i Uz <

owl 000 03,50wS Lsulzisl 039320 5> aS Lsusio 3l e Uz <

Number | Alignment Fant Border | Patterns || Protection

Text alignment COrientation
Horizontal: . .
General v *
T
Vertical: 0 B e '
—%
Bottom W X L. 5
t .
A *

0 % |Degrees

[ Merge cells
Right-to-eft

Text direction:

Context ¥

oK l [ Cancel

38 Wrapping
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ARR=N" N

= AN+ STF;

Al

-

B

A

B

This is
the best
Excel
hook over

1 |publizhed 1

AwS Lol cowl eau SauSLl e Uz L aS | (sJolw

L8385 W90 U o Udazw

1S Slg Al Jolw 55 1) o5 i
This is the best Excel book over published

A

Aaddd Slas | sl LY

S5 vns U sly) aues LLlas |, Ctrl + 1 .S ¥

(b Jolow ™SS i

S wlxaol |, Alignment S 5y ,ow
S wlxaol |, Wrap text aiu;S
Aads ,las | OK

0
¥
V

DD |) Ugiw LJ)Ja_uJ 0)'|.).J| o (S\woJ |) o od lo.'.";)§|

W858 W90 U o Udazy 99

Aaddd SLas | Ctrl +1 ads

S wlxaol |, Alignment S ow

(Ul Swi isilsy ) oS Jled e |, Wrap text a3
Aads ,Lasd | OK

—

D % —t A

wvowd Hob U ie Uduzy

2ad> 518 " Excel " aodS 5l ass | 2 les UlSe Jgo,d lgi 5
Aad> ,Las | Alt + Enter sla oS
g 2, Jolw 51 U sy jLaws | Sl

3 Format
40 Cursor
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wuowd Hob U i Uiz 92

A 58 Loz | o aS uls 5o | oo wlSe Jgo,9 5lgi 5>
M Excel " aodS 5l aes (susy

Aad> s | Delete ads .Y

e 2ol Jolw 516 oz ) il WY

la 03l> 059a=0 ;| ;19 (o Uz

U) soleo Slpdobw @ oo ¢« S w 2)ls Al Jolw 5> | siVsb (siso aS (silo;
oo aS Adlgs> (s lowi.dgul s 2 suls 05930 I L dgui sw 3)lg ( E wgiiw

i b 505 Jlie W3guw 05,008 5)lg E Ugiw @

Ed Microsoft Excel - Chapter 2

Eile Edit ‘iew Insert Format  Tools Data Window  Help
A - # List of invaoices issued to company customers far the last four
& B | C | o | E | F | @

1 |List of invinices issued to company customers for the last four years

2

]

Invoice

4 |Number Date Customer Name Quantity Income

o (101 05/10,/1995 | MrExcel 15 2,136,735

6 (102 06/10/1996 | Intel 17 2,270.94

F 103 07/10/1995 | Motorola 20 10,152, 14

2 (104 08/10/1995 | Pacific Bell a0 11,111.11

Q105 09/10/1996 | Motorola 100 8,717.95

10 107 11/10/1996  Amazon 15 20,280.00

11 |108 12/10/1996  Microsoft 20 G,020.00

owl 00 359 Al Jolw s asd aul 05,5 ol aS | (susio g piedao )
S bl | ALEL slpdglw .Y

(Alt + E +I +J sslaads L) Edit = Fill & Justify .asS olxol | 505 agS ¥
1395 0 9,09, pley U auas ,Lad |, OK ¥

Text will extend below selected range.
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Microsoft Excel

! "_., Text will extend below selected range.

[ ok | [Cancel

SUas|
oo b osly Gy Saslhw 55 Ul aS 36S sowye OK SIS 51 Jud
el o Saylaw 5> GusiowS Sy gao aw wsls o3>l .54l 59>9
Py 0,ledy lid Lie Sle @ wax> Sl Lie aS Lo asles

8 V1. W)

0duzn o Sy il SO WS ,S aslol

oslaiwl Ol 5l Hlowns JuSI L L8 oK boww aS cowl e [lul SO oio Uz
QS o e sbe S Shw due> 5 T Sw K0S Wlol b L. asS sw

Ed Microsoft Excel - Chapter 2

File Edit View Insert Faormat  Tools Daka  Window  Help

Taharna (Hebrew) - 10 - | Ve B 7 U = == © - B %%
Al - et 'Eﬂmma . el book ever published.
A E.cﬂﬁ':;”,f'cE,] [ E | F | & | H
Currency [0]
Marrmal
This is the best Percent
Excel book ever
1 |publizhed.
2
3

Sl Hle a4 Saow S WS aslol

AwS ool |, Customize oani 5L Seio 5l 05,5 SIS cowl) W)l Hles 51 Sy Sg,
»8 11, Style weSulauS wlkwnl |, Format g 05,5 SJUS |, Commands &S, ,w

1 Overwrite
42 Style
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o, Format ,lul )lg g, )5 9 aiusS, Formatting 1l [lgy au Customize sl o,9lx0
AuS SIS | Close jugw . asS

Srnw aad> 5Lad | octrl +1 0dS 9 S s)ly SHuls s elw 55 ) e
OK Luw 9 3,15 S Wrap text aiusS Ul aS asS coaw o 05,5 wlzal |, Alignment
9 1S 3,09 |, Wrap text oU Style name .28 SuS Style ugSul Sg) oS SIS |,
3851 2SSl 5805 Jolas o5 L csiio « S ol Jloel Sly wuds ,Laid |, OK

Aadd e Wrap text @ |, Sew g0 Style

Jolw > zyd\i-\'-é) 9 s

AuS W8> A Ugiiw ) 39390 o U LIS a>gi Sl @
5 858, 95 oS b i aS awuwd Uleuisbw L8 Sly o3V Jlwy Sgls b Jglw

Ed Microsoft Excel - Chapter 2

File Edit ‘iew Insert Formg

1 hE A. 2 '-L‘-‘SWL‘LQLJS.LMJ)DIJM A
g g?f’l%?esE}{p A2:A6 sld Jglw Jlo Sly.auS ool |, Jbbws caownd .Y
BT 09,5 8 Shy iy w0 @ 9 () Vlouslu Jiluwg 09)5)

f Travel Exp.

53 Departme Audd Aol

g wages L

B cron Formatting Ll Jlei ,s 2= #5858, o5 bl UsST oSy, ¥
11 Teleph é .. . .. . .

. BTV oS8, o 5l b 90 Ubee 4 U S SIS LU
T s |, Ctrl+1 05,5 wlsal |, A2:A6 o Jslaw bossrwy

15 Office E _

16 Cat’lclls}{p}{p slaes Indent 0l > 05,5 5L |, Alignment & ,w.0uds

17 Telephone o

18 Trawvel Exp. DS SWS ) OK oS pasiw | 0849, g5 sSla sS,18

19

43 Indentation
* Increase indent
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Jolw > Vlgic Sy ol
A 525 JSow 5 | AL Jelw
. Title number: 1uS >,lg Al Jglw ;> )
2> 1,8 Title aodS 5l o 1) los WS Jgo,d Hlgi 5> 9 05,5 Lzl |, Al Jolw .Y
siagl (dlal w9 i Uk Sly).auds JLad LU o> | Alt + Enter oS .Y
g 2o Jolw 516 oy )

(Format cells o,y v b Shy) agss |, Ctrl+1 ¥
File Edit Wiew Insert  Formak Z
Title 2SS vl ) e woge IS L8
Invoice
1 |Numbei Number Date S ozl |, Alignment S upow WV
2 11 101 05/10/199¢ . . ] ]
3 |2 102 06,/10,/199¢ AuS wlxwl |, Justify (Horizontal) (sssl aLs ;> A
4 |3 103 07 /101996 1 . .
S |4 104 08/10/199€ _mS ul.xul I) JUStIfy).u (Vertlcal) S>gocC _\.LuS PR .Q
a |5 105 09,/10/199¢ .
7 |o 107 11/10/199¢ S SIS L OK -

a osl> oslpil

uSE 3 b psS i Sxgac 4ol Sy @ | sl ol S (ise W o3l eslgsl
(i S0 5 |, A1:CO Sl Jglw) .3 S | o Jglaw 6358350 )

S SWS il 9 05,8 il 8550 S, L d=d Sy 55 | sJelw WY

S wlxaol |, paste special aiy;3S oo 5L Sgio 51 .Y

A3 woMe |, transpose aiy;S ¥

Eile  Edit  Wew Insert  Format  Tools  Data Window  Help

* Transpose

0o
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A | E | ¢ |
Invoice
1 !Number Customer Name Income
| 2 hm MrExcel 2,136.75
ERi Intel 2,270.94
| 4 j103 Motorala 10,152, 14
ilD‘i Pacific Bell 11,111.11
| 6 105 Motorola B,717.95
| 7 o7 Aazan 29,280.00
g 1108 Iicrosoft 6,020.00
Ea
10
1]
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Ed Microsoft Excel - Book2

File Edit iew Insert Format Tools Data  Window  Help
A . B ¢ | D ] E | F | 6 | H |
1 |Invoice Number 101 10z 103 104 105 107 103
Customer Name MrExcel | Intel Motorola | Pacific Bell | Motorola | Amazon | Microsoft
Income 2,136,735 2,270.94 10,152.14 | 11,111.11 @ 8,717.95 29,230.00 6,020.00

[ = T R A

oleMbl Sl | b Jgoyd s 5l V Jad 5s L sl alyl lpdgoyd @ bgsyo b

O AU Ssac uglic

3lg Ulgic Sl> @ | slacl aS cowl S S sw pubii | uld GivylsS aS silo;
sls Jlw Lpisiw YL 55 o il 0amb pubi Jw s S csinhS WiooaniS

G i 9 Mgin J>Id wlowlxo > slacl il pudlez aS wowl (Sow Lol oaw
MWio .S 3l 1) (WBgyiwgy]) ¥ coMe sae 255 5l Jud Ll Sy caisil oso Ulgie

‘2001

Uls oo had aS sulpdolw Ll

COTTTI ) =L - 15 oo Lo e Sl ol |

Select

) Eormulas

) Blanks

C' Current region
{:} Current array
) Objects

) Row differences
{3 Column differences
) Precedents

(") Dependents

) Last cel

) visible cells only
) Conditional formats
() Data validation

l

QK

l [ Cancel

ol U aSugsn LB uled (suso pue Sl osls L %0
Lo 5S Jed « 5,5 L Llobw ool Olgi (o adiwg
230 sbe,s

Y Uws,

S sl |, Edit > Go To... b uas ,Las |, F5 )
AwS SIS Special g, Go To sl o,9lxo ;58 ;> .Y
S Wkl | Constants aiy38 oauw 5L IS ) .Y
Aads ,las [, OK LY
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.J.J.J.SLS.LISOK&SB) LB;U')) .

Y vy,
AS wlxol | b osls ashio
S wlxaol |, Conditional Formatting aiu;S Format sgio i
AwS wlxol |, Formula is Y byw s
=Istext(Al) 28 >l Jgo,9 alis >
SdS OK 59, 05,5 Lzl adlgs> (s aS |, SaudSow o awusS SJS |, Format...
S

Conditional Formatting

Condition 1
FormulaIs % | | =istext{A1)

Preview of format to use
when condition is true:

Mo Format Set

Add >> | | Delete.. | |

Ok

] [ Cancel

a

D % —1 A

03,8 passsi 9t ul

Sl S wlxwol | Find au;S Edit Sgio 51 U s |, Ctrl +F. (susio Sexim> Sl

S wlxil |, Replace aiy;S Edit 51 L awizw L Ctrl + H o oo paussi 9 sxicus>

ozl SpS,0,8 and s | sz puw 9 03,5 kil [, S8 iz awlgi v
Sld b Sy, pwsle U g awlapSs |, Ctrl S, s wlxol sy, s> axlsl
s sl L b aS, ol pledl 5l aes b 0lsh aS cowl ppo auS SIS b a8,y
g Jlocl oaw wlxil LS, awd a4 iy L8 Us.aLS 2l Lkl

ungroup i3S g 05,5 SdS vl ulxaol sl a8, @il Sgy L8 ol Shuaos
AuS wlxwl |, Sheets

* Find
* Replace

oV
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Ugio Soziawn> Hd pulle 1 odlaiwl

L J8 wlgs o * oS oslaiwl SIS 5l slaw o Sl a4 * woMce 5l aulg (s

Aol ol sy
9L adlgs |, Telco g Cisco wledS *CO sl g=iw> tJlo
AwS oslawl LSHS S; s § 5l

S,S adlgse 1w | Rain ol wsl aslgs |, Ran L Ron wledS R?N sl 9> :Jdlo

AwS oslaiwl ~* o)lie 5l * Seziw> Sl

Lig,S Sl a8, aed Sgxiuw>

Y6 Jad) 1auS Joc s SoSle b Sl sl e Sl dod Sexiwe> Sy

b AllS3heetFindl()
Dim 1 As Integer, sh As TWorksheet
Dim MyFind As Range
Application.3creenlUpdating = False

met sh = Activelheet

Dim Message, Title, MyValue

Message = "Enter item number™

Title foearch Item"

MyWalue = InputBox (Message, Title, Default)
For 1 1 To Sheets.Count

mheetz (1) .2elect
met MyFind = Cells.Find(What:=HyvWalue)
IT Not MyFind Is Nothing Then

Cells.Find(lMhat:=MyVWalue) . Activate

Application.Screenlpdating = True
Exit 3Zub
End It
Hext 1
M=zgEBox "Item not found, =zearch again®

sh. Aotivate
Application.acreenlpdating = True

End Sub
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oo Slolgo,8 5l oslaiwl

E Ugiw 55 aS dwiow b oo Slplonyd 51 ssowrpd 3l o loos 5oy JSow 5o
osls Wi C Ugiw > pd Jgoyd asuis .owl o3 03,91 pl3S 18 0,U,5 sy

owl 000

Ed Microsoft Excel - Chapter 2

Eile Edit Wiew Insert  Format  Tools  Data window  Help

A B [= D E
1 Function Text Result Function Syntax Details
2 LEFT Excel book Exic =LEFT{B2,3) Returns the first character or characters in a text string.
3 RIGHT Excel book ook =RIGHT(B3,3) Returns the last character or characters in a text string,
Returns a specific number of characters from a text
4 MID Excel book b =MID{E4,5,3) string.
5 LEM Excel book 10 =LEM{BS) Returns the number of characters in a text string.
& REPT X HAKXHHXK  =REPT(BG,8) Repeats text a given number of times,
Returns the number of the character at which a specific
7 SEARCH Excel book 1 =SE&RCH("E".B7) character or text string is first found.
Finds one text string {find_text) within another text
B8 FIND Excel book 2 =FIND("x",B8) string (within_text).
Compares two text strings and returns TRUE if they are
9 EXACT Excel book TRUE =EXACT(BS,ET) exactly the same,

Replaces part of a text string, based on the nurmber of
10 REFLACE  Excel book  EXxX|book =REPLACE{RZ2,2,3,"Xx¥x") characters vou specify, with a different text string.

11 TEXT 353534 353,534 =TEXT{C10,"#,##0") Converts a walue to text in a specific number format,
Function Text =COMCATEMATE(AL,"
12 |COMCATEMATE Excel book | Excel book  ".B1," ".B2) Joins several text strings into one text string.
Removes all spaces from text except for single spaces
13 TRIM Excel book | BExcel book  =TRIM({(BZ) between words,
14 CLEAM Excel book  Excel book  =CLEAM(EZ) Removes all nonprintable characters from text,
15
U0 UMS)J

Jolas aS auS skl )50 slpdolw e 5l oslawl U | s> eo wlsi (s loww
cowl 0aui SaudSLw slacl g ¢ dasgw

005 Syl sl oslesiwl b Gie Sy

3,905 S ,le Sl oslawl Gio Gup 9 LS Sk« S, Sy oslw Slpg, 5l Sy
Aol csw Ctrl +X g Ctrl +V. Ctrl +C oo @

oq
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aod U 18,55,15 Jso,d loi 55,108 wlssil |, il o cio Shls aS | csJoluw :Jlio

Aaddd Hlas |

Best Excel book ever published :3.uS >)lg | 909, o A2 Jglw 55 .Y
=A1&" "&AZ:_\MS b)lg |) 99 LJS.D)S‘ A3 LJ_gl_uJ PR Y

Ed Microsoft Excel - Chapter 2 Ulz“oy

File Edit Mew Insert  Formak  Tools  Dal .3 " SA )
SHESE SRl @ |, ugino (Shift + 7 « &) sl coMe

A& | B | ¢ | D |+ cole aS Sghiled 1S o adlol ,5aS,
This is the
Best Excel book ever published uSl.g.'&.o\lL AS o Blol pd @ |) slacl
This is ﬁﬂe!aest Excel book ever published _ _ 5q
> Slad S us)S aAlol sl T aiuigS

S5 VU Jlio L.l @b, LISy Ugio ow (alold)

[ Ty e o T L

Ao b 000 iS5 e dwilgi (s A3 Jolw Hs.cawl oaui aslol Lgie ¢ alold

CONCATENATE Jgo, 5l oslaiwl b pio wuS,

Ed Microsoft Excel - Chapter 2 e | . 1 5> UGS N S)J

File Edit Mew Insert  Formak  Tools  Data  Window

A3 - £ =COMCATENATE(MD " A2) o o CONCATENATE &)U Ll

A B C D E s .. .
This 5 'U"|E| | | | | PR |) walizo ),J_bl.o.o as 18> swo ulSaol
Best Excel book ever published DS Sy Jolw S,

This is ﬂﬁe!aeat Excel book ever published

Spacebar ;| oslaiwl L lowy Jgo,d s

() [ T R W

48 ampersand
9 quotation
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ay Spacebar wsls [Las « JStw ol 55 09> A8 H3.06S sw Sl albld wledS

S adlg> adlol 19, (s Sy Al @ aS (siloy | d uinaisS 8595 j6b

Function Arguments @

CONCATENATE
Text1 A1 = "this is”
Text2|=" ==
Text3 (a2 = "the book™

“this is the book™
Joins several text strings into one text string.

Texk1: text1,text?,... are 1 to 30 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.

Formula result = this is the book

Help on this function K ] [ Cancel

0diiS o> L« s lacl o8] v slachauS saudsSol 5y wysar | slacl: Jle
oo b Ul Sy 9 U s

You Still owe the sum: 2uS >,lg Al Jolw 5> )

5434:3.uS >,lg A2 Jglw ;> .Y

for invoice #2232 from 6/15/2001 2uS 5,lg A3 Jglow ;5 .Y

=A1&" "&TEXT(A2,"#,##0")&" "&A3 1uS >)lg A4 Jglw ,> .Y

E3 Microsoft Excel - Chapter 2

File Edit Wiew Insert Format  Tools Data Window  Help

A4 - B =ATL" "ETEXTAZ "##0"L" "8A3
A | 8 [ ¢ [ o [ e | F | & |
fou still owe the sum of
5434

for invoice # 2232 from 6/15/2001
"o still mie the sum of 5,434 for invoice # 2232 from 6/15/2001

et I S TR R )

1
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k O — U5, 158 wwle U dae Saulsui

=A1&" "QTEXT(A2, "#,K")& " "&A3 : Jgo,9

i gy el Jglw > as sl alo>

You still owe the sum of 5K for invoice #2232 from 6/15/20012
Do b slael SaudSii s ¥ Jad i g Mbl sl

Liawsd o ShId as uld ool sSaulsuw

=A1&" "&TEXT(A2,"mm/dd/yyyy)&" “A3 : Jgo,9

1390 s ol Jolw > as sl ao>

On 10/22/2000 you had a cup of coffee...

Ao |y dlael SaudSoih ioawd TG < SauudSlw sla aiusS 5l e Mbl sl

oo 5l We> zlhziwl
Joo,9 5l oslaiwl U oo 5l B> alhsiwl

File Edit Wiew Insert Format Tools Data  Window  Help

B2 - B =LEFTAZ T
B B | C | D =
3
characters
first 3 from 2 last

1 | Number characters middle characters
2 ll:IlEEIlEIlI 101 _I 201 a1

3 | 20130102 201 J01 oz

4 | 30140103 J01 401 ()]

5

gl (s S i auw 5l asagy s b SHlauluis )y slaceloiao | JSow
Jol 08, aw — VleusLlw o)l
Say pI) Lw — Ad
»>1 3, 95 — 3D Zuog)

Lowit. 2SS o> adgl a5l ) d wonwd ul 0auw osls Ulin Jgo,d 5l oslawl U

Insert - Function > Text 1awly 505 Cwowwd )5 ) d Jgo,d ¢l dulgi (swo

ay
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Jgo,9 5l oslaiwl ugay io 5l We,> glhzeiwl

S oslawl e au3=s sl Text to Column

DS ool 1) A vgiw )

S wlxwol |, Data = text to columns a3

S olswl |, Fixed width ausS « T 51 ) al>yo s

AuS SuS | Next

M 5,00 Slpigiw S,y Gwole SUS U wginw 55 [ d osls lowise Y51 ¥ al> 0 )

D =% -t A

AuS SUS | Next .5
S (sw 3l9 |, Bl Jglw Lw,sl Destination ol 55 « Y51 ¥ al>,0 55 .V
AwS SuS | Finish (A

Convert Text to Columns Wizard - Step 2 of 3 [ 2] =]

This screen lets you set field widths {column breaks).

Lines with arrows signify a column break.
To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line.
To MOVE a break line, dick and drag it.

ata previes

10 20 30 40 50 &0

Flamb e x| ;I
poOLEOIDL
golpolpz
[FoOlp0lpz

|

il i
Cancel < Back Finish |

5Sslgils ob g b S5Luwlas

._5\§)|_9JL>‘ pl.i gpl.i tS)l_w|_\.> LSl)._J ,_S\Jl.@l_g.o)s

b sw John Smith eU slls Al Jglw oS (5,9

=LEFT(AL,FIND(" *,A1)) : 5l cowl o lie 36S glhziwl | Jgl U asS (sJgo,9

L5l cowl wslie 1S ghasiwl 1) Sslgils ob aS (sJgo,9
~MID(A1,FINDC" *,A1)+1,LEN(A1))

v
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Joo,8 5l o3laiwl Wes (53515l U g pU S3Luwla>

wsS35lgils oU g oLl (s cswolwl 5l svwd Sol> A Ugiw Sledglw
c S ol ) vl wowud 0590=0 L A Ugiw )

S Lkl | Text to column aiy;S DATA Sgio 5l .Y
AwS wlxwol | Delimited « Y 51 ) al>,0 5> .Y
S Wil | Space a8 Y5l Y al>yo 5y WY
SIS |, Finish g auS ol | B1 Jgluw Destination als ;5 « Y51 ¥ al>,0 5 .0
File Edit Wiew Insert Formatk  Tools Data  Window  Help
2 | 8 [ ¢ | o | e | F |
1 |Henry Kissinger Henry Kizsinger
2 |John Dark John Duark
2 |Elvis Presley Elvis Presley
4 |Bill Clinban Bill Clirton
2
=]
b2
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loew aS 2wl w Lls | slacl sl saidsSs 51 (sows 0SS Jows|
Format Cells ;518 > slacl SaudSow. oS oslaiwl Ll 51 5 w0 dwlgi sw
51 Sl oojgle 3,8 cul Galos Sy o9 o pudais  Number S,u,w > 9
1S oslaiwl 55 Slpg,

Ay ,Lad |, Gl +1 v

AuS wlol |, Format cells g 05,5 SWUS wwl) Jglw g, v

Aads ,Lad | Alt+ O +E v

S wlxil | Cells aiy38 Format gio 51 v/
o JolS Lol il o Lls ) o sasdsew 5l (g b Juwsl asil b
|, cseols SadSow @50l b osaio slacl 3,00 55 (sJoazo Sl SadSw W
sac SauudSw ar 5SLIS Usg8le ulis)ld a sae Us,S 5,5 )5 Lads (swi il
wwouMe Usg38l (Wgy L ie S sw pazuiw |) Uy aS suSLIS Jln sly)
s3lin Sipol Sy ¢ SadSib 4 Gio 9 WlolS g8l (9)82) Lol Joy a>lg islo
g ol by cows
L locts Slasls @S 1S slal | (sdlesds s SadSow awlgy wo JowsS! b
S 0,ud Sasy wlsds Sl |, SauudSaw ol 9 3550w 03,91,
@ JouSl aS |, (o> puMe g slael sasudSiw sl ¢ Jool lew a0 Juad ol

ADD s Uuigoel 3w 8

%0 parentheses
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gl (s 0,35 =S ) s leaw sl sauudsiw

|, Custom ai,;3 category ,u5 ,> 9 Number & ,u,w 5> .2S 5L |, Format Cells 518
s adles ool 5 L bl Sl SaidSis Sl csuwngd lood oS olsal
0l 000 0,33 15 ul 53 9 05,8 skl | Ll bocis aS (suld Sl

2> Sow S Lol Joas bg 05,8 slal | seiylaw Sla SaidSw awles o lows
S 03laiuw] SadSis ol 5l 5w 550 Sl s « abgs,lS 'Sl

Auiow b B Sew 0 Jad

Ao (oS 0s,S Csainleow VY Jad s | eSIl caoowd uixod

pawlicin 5,5 udlgs oslawl slacl saudSiw )> aS | (wogaxo puMe 2l
owud o 00 Jold aS.ass s vlin Jglw 55 | 08, — (L) 0 Lwolle

obiv 0.99 vy a ,lacl 08, 9o L |, 0.987 sac 0.00 sadsi: JUwo
005U aS S5 laso L. 00040 sw 3,5 1l ouud ai8,S ol aS Saliel sy sw
ewl 000 3,5 0.99 sac @y 0.987 5,00 ¢l 535920 (5w 5,5 g @id,S

A8 v Vi | (samo v Sld,a 9 4> (sw wliw | slacl :°7 # wwlle

200 U b yeo b )licl 09, 95 b sasudSaidlo

w0 Sy SaadSw

> swolas |, 5delw  #.#

8> sw ulaw |, .50 Jolw  #.#0

8> sw wlaw 1, 0.50 Jglw  0.00

owlsle Silw s sy — (CTLLS) , wwelle

g sw oy wlin 4,543 W g0 a0 4543 sac #,##0 oS Lidlo

18> 558 sac sSlpol ) ) LS low SSs,ls slacl saudSiw 55 50 S50 5,8 LS
D90 5w 03> Ula Yoo s LYoo LIS ja SLL sac

*! Template
>2 pound
>3 Comma

1"
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.LQIP ULM.U Yoo |) Yoo oo M) .)lb _L&|_9.> ULM.U )l).@ ) |) bl.\.CI #,##0,
( sls
Sy adles ulin vedio wysas |) slacl #,##0,,

395 w0 IS0 S Usls Vi Sl puwds cuoMe — (PEginduwl) / Gwlle

394 £9,ui A aS suls U asS sw Ly [ s Sle,asLS — (%o, lw) * caole
$ *#.##0. SaudSio S s w odls vliw $ 4,543 wyea 4543 sac iJlo
Cowl) Coow 5> dac g dgub sw oy Ui Jolw > wwoow 53§ weMe. b

59 swo o3l i lou

oo S @ slacl SaudSis olod @ g 03l H18 uinisS J3Is | e ST — "TEXT"

D9 (o SudSLi dae 9 3gb (sw oIy Jiwlos Joluw > i
osl> wliw Balance 4,543 w50 @b 4543 >ac "Balance” #,##0 saudsw Lidlo
3l )58 seb A Gie A4S Sl b sac b Lo leod « S, Jslw 5305940 (s

Ao Adlgs

55 Wy Ol U oy LS Ol 5l asy Wy> S oo a1 O Giudowl SO cwoMe -\ GoMe
ey sw vbin vedwe Wl s | sace lie audSCasgan ol wlin Jolw
Do sw o3l bliw Julso Wy 123,789,456 sac saidsow ool U #,##0.0,,\M
S Sl K Sy B> 3929 L as conls asles ) OlSol ¢ul Jowsl. 123.8M
ey o wlan ubbe wiear | sac gy, SaudSln ol acwlu Gulwl
g csw osls wlaw 123,789K w)e.0 123,789,456 sac Sadsow ool L. #,##0,K

>* Slash
> Asterisk
> Backslash

v
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> s wlode L @ slacl Us,S 58 Logao SaudSlw

>ac g9 o Yawlodisulsha

D vgiw > b SadSow 25085 sw vlin |) yogaxe woyd 5l o 5y JSow
owl 39>90 A Ugiw 5> Wikwogi 9 cawl 000 o3ls wliw

F3 Microsoft Excel - Chapter 3

@ File Edit View Insert Format  Tools  Daka Window  Help

A | B | C | D |
1 |Special Formats Number Result Format
2 |[Two decimal places 345345.245 345,345 .35 #,##0.00
3 |Zero decimal places 345345.245 345,345 #,##0
4 |Round to Thousands 345345.245 345 #,#EH,
5 |Round To Milions 23424442377 22,424 #EEE,,
& |Round To Milions with hundreds and M letter 23424442377 23,4244 M #,##0.0,, W
7 |Round to Thousands with hundreds 345345245 345.3 0.0,
2 |Round to Thousands with hundreds with K letter . 245345.345 3452 K #,##0.0, K
9 |Mumber & Text 345345.345 Balance: 345,345 "Balance:" #,##0
10 Mumber & Characters 345345 345 345,345 T #HEHOT
11
12

SulSi a0 ,lp>

)I)S U-LULD)T >)90 |) SAcC J_A.M\SI ‘ .LJ))S b)l_g LJ_g.LuJ PR |) SHIAC LQ_uJ ClS.u| )l U
ol o Sl g o pudl i Llp @ sac 58 SaudSs aas Gw

wlos wow)dy SaudSoio U L) sace 9 55 w80 sae o asub sl ) b Gl
3a€ 9 480 udlio (o slacl ¢ wuso slacl: 5l aws)le SaudSiw jusw Hlp>.085 sw

ot
oslawl (YuglsS (souw) ; woMe I SadSis wlie S Guze Silwlas sl

(Uws) ®*Dash L 0 Lasesic 5l U (s dac Sl

#,##0 ;[RED](#,##0);-; :ssaudsw

>/ Semicolon
%8 Dash alold b« 0,0 s

A
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#,##0 2uS >)lg Type 2L >
AwS pasiw | giuse ool Slpol U oS ol 9 auds ,Las | Spacebar aJs .
[RED].2uS Lagsiw ' wShy J3Is 55 1, &) WY
5l YU 55 a8 i Cond SaidSli ailed (S 5L | suly) ) asS ol Y
(2 b 500150) (S 55l 50 il pu>,S
9 paseaine 3 g o0l Slpil b5 oS b LY
20 ydlko Sl
s alold zuy U aes ,Lad |, spacebar aJS. auS b | (M lpin) — coMe .0
D9 pasie pow s Sl U oS ol aey g awS sl
S SuS [, OK .5
HUICIW-1 V)
ol U ulainlilS abll S loos ¢ (Cawie dac) SadSls e Goaw )

Cowl) Goew 5> abld S U Jglw @ o0 3l wasin dace aS cowl suso

Shls (st slacl SaudSoin Giuzw.5,.8 sw b8 Jglw

B Ble Edt view Inset Format > (Qwiw JSoi 5 [ A2 g Al Slpdolw).sg 5wl

A | B | cC . A e
3,636 soo Hplie Gwles 5> dac SudSla pgw G

2,329, aS sl alold guy. s Laswi lpio cwole b a0 ,laso.

o TR S R

CwoMe aS 3gui (s acl 05,8 55l oo woMe i Ay
(i [ A3 Jolw). 2,550 51,8 Jslw by 5> Lpio

TS s b8 i awle Lol 55 W osls Ul @

Aaddd ,Lad | Crl +Shift + ~ slaads -

> Brackets [ ]
% Minus

19
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Lng.uo — UP PO X0 LS_L;JS_MJ'_

oo g el SandSs Guse aw sy | saidsos 5y JSab 5y s9=90 Slpllio

A
File Edit ‘“iew Insert Format Tools Data  Window  Help Type
A | B | C | D

1 |Special Formats Number Result Format

Mo decimal places Brackets Megative
2 |numbers in red 0 replace by dash -45646 45 B4B) #E0 [Fed](#H0)-

thousands Brackets Megative
3 |numbers in red, 0 replace by dash -45646 [46) #, [Red](#.);-
4 | Text with special format -45646 Credit: (45 B48) "Balance:"# 30 ;[Red]"Credit:"(# ##0),"Zera:"-
5 |Percentage, brackets for negative -10.00% (10.00%) 0.00% ;[Fed](0.00%)
&

shael SadSis @ pogaso plle Us,S adlol

35 aS CswouMe aiilo (samasS slacl Sl sls [ (swogaio pudle 1wilg o Lo
il Lsws 59>90 " Accounting L Currency " aiws Sa SauudSis

¢ SudSll a4 wa> woMe Us,S adlal sy sw vlis | euMe CHAR Jgo,d
S S Type alwd @ |, woMe

il asals | (€) 9,0 coMe aS au;lun SalSs Syidbio

DO G 39>90 CwoMe ool AV wST s ug>

=CHAR(128) :1S 5,ls Joluw U 5 1y 505 Jgoss )

( 5o SU Jg0,8 ) .iloy (58U ,lndo basd b sy |, FO Luw 055 [, F2 2JS .Y
DS S | € woMe Jgoyd Hlgi 5> .Y
Dww L Crl+ 1 50 Jolw 5> WY
i3S |, Custom g 05,5 wlzwl |, Number &S,,w .0
Aad> s | Ctrl +V ads Type ol s .8
s aolsl #,##0 ole b U |, SaudSos WV
Ay b sl LA
€#,##0 1azxai
6 g,
62 s |l
Ve
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S 5)ls ,1S305 2Mool oonid @ |, 9,01 Caolle O

DS ase>lo « i « ¥ Jad @ awlgi L —

slacl U yogaxo ooMe aod Gilos

U YY 5l Sxgoo Wy @ ) slacl 5l Syw S« slacl g Wg,>¢ puMe and vy Sl
CHAR Jgo, Bl Jsluw ,5.300b AL Jgluw 5l slacl g9, aS 38 )l A Ggiew s YO+

ol byt Gulwl s slael SaudSLy

Sl 39>9 i wows Ly slacel saidsSol sl ol 9
byi b sae sy ailew saidson <

by U sae Sl coain)lew Sauudsow 5l oslaiwl

30,8 WHgay (o dae iwlos @ 390=0 i sae S Siuel Ky Sl loos Sl S
sb5)asl b elexds &)y @y 9 2SS0, 50 b e slacl 1l o lowbn oy
(S o waLw oiles Sl Ul i 9 wuwl U A b &) slasi -2uguin 035 Ulzud
35S S,ls Jslaw oS s 5 0ls s @Sy Jls L &5, oU L1 ol sl
[BLUE]#,##0 ;[RED](#,##0) :Jlo

ol Koy @ 0 s0cc 30,8 S, U i slael. g (s 0 sul KU, W o slacl
SudSii 0 Gy poul 05,55 35lg | pgow waoawd SauudSii > V).l dles oy

(.58 sw |y o slacl

83 Conditional formatting
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1SSl @ by Sy U,S aslol

[BLUE][>5000]#,##0 :[RED](#,##0);#,##0

oo dlaclsg aslgs (ol ssimwd 5000 ;1 8,0 aS siie Slacliolzasg
Sgu Ldlgs> (sSiuo 4999 U 0 1 wusio slacl g 50,9

S R W VWI O WIIV IR VI R VIPAS SV

[BLACK], [CYAN], [MAGENTA], [WHITE], [GREEN], [YELLOW]

L Il G b saciawsS G ) byi 4w U awles v oodoys SasdSei aliws @
1z U S ogi s Jloel il @ SaiudSit pagw 2igir o 03uzsow Slpbys il
wlxul |, Conditional Formatting au;3 Format Sgie laus olxol |, Jelw
Hlase gwlwl 5 aS aas o vbiw ) b byw 5l wolain g9 aw JSw oS sw

AGS o Joe loc (sulzol sla Jglw

Conditional Formatting E

~Condikion 1

|CEII Yalue Is j Ihetween j ISIII =] and |100

Preview DF_Fprm_at ko use AaBbCCYyzz
when condition is true:

Formak. ..

—Condition 2

5
Cell value Is j Ibetween j |1I]1 | and |2IIIIII Y|
5

Prewiew of format to use

when condition is true: AaBbCCYyZz Format...

~i_ondition 3
ICEII Yalue Is j Ibetween ;i |2I]1 :k_] and ISDD
Preview of faormat to use
when condition is true: ASBDCCTYZz
@l addi= | Delete... | Lol 4 I Cancel
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. Z
0 5, slacl Sauso>

15 (s ol wed | wlowlxo Jwsl

wolw: o Ulgic a0.058 (5w Ju> sl wlowlso s | sae saudsSw oSl
S,linel 08, S50 Jolw g.5,0s [linel o8, V¢ juow 3l gy aS cowl Sxae slls
Jool> 3ac aod g 0395 L35 slacl 5l oo sac 95 ol o> Jols oSl W)l
D9 cswo o> wlaw
Cowl Sow il wolasie oaci osls Jawles slacl U Jolow ;> 59>90 slacl aS (sulo;
g 04y ssulpigles (swolyy wlowlxo )y aS
Jolw 55> ggoz0.3l oo 5,5 il saudSiw (gub slacl « B3:B7 slpdlw 5> 1Jln
Ao w1 F L ash o oauw ol wliw slacl ggoxo ul, B8
a>gi aSil b wowl oai 05,01 Vo shw 5> e wisar A shw Jsoyd 99, JSb o
w03l cew | uls> ax (sJgo,d ax as auS

A B | c |

1.11
2.22
3.33
4.44
b.5B5

16.65 1

o e La R —

Hm-ﬁan_L

16

00D | = ||| La | R —

=5UM{AI-AT) =ROUND{AB.0)| =SUM{ROUND{A3-AT.0))

| =k | =k
V=

(Cos oS p oly) sl > ol

.S wlzawl |, Tools = Options aiu;3

.2uS wlxwl |, Precision as displayed aiu;S 05900 wlxil |, Calculation S5,

Lok slaclas usles ghd b Jglw s se>g0 ,Liel 5l 1 Slpionud olosiasuis
Doy Adlgs slacl (ul JolS ggox0 od Eg0x0 9 Lguis (s 03> wliw JolS

padd FeniS | Joe ool aS s)lu 39>9 (sl tlao

4 Undo
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o1 al,] Jgo,d « piy Blasil J> ol

¢ B Jgoy9 V Juad 5 2w LK oani 5,8 slacl U go> Sy | sl ayll Jgoys S

i [y Sl aull sla Jgo,d i

JLisd |, Ctrl +A Gusrw. =ROUND 1S ol « (owinw |, VU JSi) C8 Jglw 5 2
Slg I, C3:C7 o0390=0 « Number 1Lsd ;5> ROUND Jgo,d oanw U oS Hs.ouds
oniSasy @ | sac aS cowl ol 555l aS 0 1S b Num_digits aLé s oS
S SIS | OK.aGS (5w 3,5 zu=o ac

25 5y S paw 368 b Soluwo 5l a=y | SUM w)lie 05,550 Jgo)d Hler a4 WY
Ctrl + Shift +Enter sloads .28 255 [ S,505 50l 5w Jeo,d Slpiil 5> 9 asS
9 Juad Sl ayll Jgoyd @y Jgoyd b awds ,Lad pa b I,

30 |, Ctrl + Shift +Enter gugw 9 230 |, F2 sls axui |, #value slas Jgo,d S|
29280 il U U9y Gualdsm LIS Al o ilee 8o 5 55 | Sl bl Jgoyd ol
|, Olaobl ¢l a=uis 9 2,100 ROUND Jgo,9 (pdi> ws)S s)ls a4 Sl as el

Al 05,50 50 slael SaudSiw > aS cowl (sads 5y audnin Egoo aS 1D s

85 array
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¥ JLad
OUloj 9 &u,U

1S s Awlo eS|, loj 9 &b JowS|

Ul 2wl slael 039320 2558 s LIS shacel JSoo @ 1) Voloy 9 Tauwb JowsS|
B,20 TAOAYSO sac g 1A+ agli oS &b By2o ) sac aS Lol Lo TAOAFSO
il v 9999 ol oS0 5 csow du,b

SadS Jusw o |, Crl + Enter 9 055 sl Jolw SO 5o | Ssac
o9y ol b awss JLid oouw s)lg sac U ,blus du,b v sl |, Cirl + Shift + #
9 o> b (ilowlxo 9 03,5 ,19, (WJsawo dlacl Ulgic @ o 2u,b b algi o Lo
as 2158 w50 o @ | Svae Eu,b 95 Bosi Wio awds pll il o) 1) osss
Al o e 5l B 9> alold [, S5law

Oly aul @ aS wowl 59, 5l SrwS ,Sky 9 390 w0 @i V B¢ Sl Uloy 63900
Mo .>gudb 5w

0.589618=14:09:03 5. 0.5= ,pb. O=cw was

1S 55,8 o plil wygo Gl 4 3T awlxe

=(14*3600+9*60+3)/(24*3600)

Jolw au d o3> 59,9

a4 ool 0oLl o> od 5l 9 oauw Sl (/) woMe alwg @ asS | slacel Jouws
335 s s 5> b Ulgice

% Date
7 Time
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7/25/2006 o s | JowST s Zu,U SauiudSoiw 09 Sl (sJlio

QS osleiwl (/) sl a (L) Mabhs cwole 5l aS uds w ausyi UlnlS e

Sy b 00,9 Uiy wlowhis aS abdlgs o 9 dsowd 3191 Gl dox 5l pd Lo S

L s dobe mas sue 20U saudsw

Customize Regional Options ? ] 5U 1, start. Windows buso 5> oS Jlos

trbers | Curency | Tme | Dete Regional ai;S Control panel 5l g 05,5
Sample
Postive: |123,456,783.00 Negative: |123,456,789.00- AuS owlkol |, and language option
Positive: TTFAS VAR .+ | Nagative: AT FOS VAR, - Date .Lé )5 05,8 )'l-! |) Date S)g)_w
e J 4 s (DeoMe @ |, (/) wwoMe separator
No. of digits after decimal: 2 w
Digit grouping symbal: ) w D> )L“"“"9 I) OK9 ODID
Digit grouping: 123,456,785 L
MNegative sign symbal: - w
MNegative number format: 1.1- w
Display leading 2smos: 0.7 v
List separator: ; w
Measurement system: Metric v
Standard digits: I TITOSVAR A
Digit substitution: Context A
QK ] [ Cancel

Jolw @ ® o3> ulwl 59,9

Cow)d B 0sly 3959 SaudSLi aS Al hedas awlei s LIS ul L (A sae SYL

.QA..L.UI

C 59 v SadSii s Ulgie @ loos S99 du,li Ul - auss O
st 2wy saudSew @ U auas ,Las | Ctrl + Shift +# slaalds
S

%8 period
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I nf o@ RANMVEET. COM



=29 2u)l 9 Ulojy 5959 Sl (uld o

Aaddd las [ Crl + 5 Jolw 5> (=9 2u,b 205 sl

Lol 5> 2wl &iw U
sdsd 59, ol U | 15,8 @i | Lons 2ils5 cswo 1 Jalaw 5 2l S3b; slass b

C S ,ieS 505 Jge)9 5l eslaiwl U g
—DATE(YEAR(TODAY()),MONTH(TODAY()),A1)

L0 s 20U 25 Sy b s Jgeyd 9 auS 255 Us)S b wen | 2ol US asal b

VSV
=DATEVALUE(LEFT(A1,2)&"/"&MID(A1,3,2)&"/"RIGHT(A1,4))

SdSol Ly Hd dae Jiwlos — Ulo; 9 Zu)l

2> L lpdee,d Sy wlgi s swilie Gl puimed. s SLas | Ctrl + ~ slaauls
Aoy ulbaw B Jglw

awils,S ol edls @ |, a8 b auds ,Lid o,les |, Ctrl + ~ slaaus

Qs ,Lad |y Ctrl + Shift + ~ « ula,blsw sac @ uloy L du,b wails, S50 sl

(el wouls i Gl Gdlo )

Ed Microsoft Excel - Chapter 4

File Edit Wiew Insert Format  Tools  Data indow
A B

3772

0.204361111111111

on (|0 Pa|
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OUlo) 9 du,li L8595 5959

£ Microsoft Excel - Book 1.xls =] Eq iy |) Y CU)L’ .LUI_QJ W0 ) U9 l_,
@ File Edit “iew |Inset Format Tools  Data _
Window  Help -8 X Jlw 9 olo gy > 11 9 oy b Sxgeo
e ¢ [ 5 [ £5 TR
1 (01/01/2003 — X
2 | 01/02/2003 . .
0102003 L Ctrl +; ¢ auS ool ) Al Jglw .
4 |01/04/2003
5 |01/05/2003 > ;L
6 | 01/06/2003 . , spa
7 | 01/07/2003 IJSJ.,w g;.uub Coaw D |) Fill “aws .Y
8 |01/08/2003 _ v 3 .
3 |E|:! N> 4 g adS Al Ll cwonwd s
10
11 1) Copy Cells |) wulxil asl oo Lsxuub dng
12 ®  Fill Series .. ) e _
ﬁ I3 Fill Formatting Only So Jsl S 2, ol el
15 i1 Fill Without Formatting oo Sl booi sl ) b gu,b 5l Syw
16 3 Fill Days
E ) Fill Weekdays S
i B o @b oul 5> 39790 SasS s Y
20 1 Fill ¥ears | r
21 | |, Fill Months 5 05,5 5U |, (sulzal
H;‘pi b W% Sheetl {Sheetz £ 2|4 | LljJ _ Y
series sl 0,9l=0 IS L b &u,U 5l Syuw Sy 3959
L Ctrl + 5 o auS Olsal | Al Jobw )
Series X Auds ,Lad
Series in Type Date unit A S ul2u| |) Al1:A10 L_SLng.LuJ Y
"EJ' Rows {:} Linear '@' Day . _ .
) Columns ) Weekday 0>, wlzxol |) Fill cw,S Edit Sgio j| Y
= © Month - .
[ Trend O AutoFil O Year AwS wlxol | Series jugw
Step value: 1 Stop value: 9 Date CLAJ)S SerIeS k.SI O)SLZO )blS PR Y
AuS ol |, Time
oK ] [ Cancel ]

DD )Lu.\.g I) oK .0

% handle
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>l Sgio U 0l 5l Sypw S5 5959

isnxceha Fgmat Tools Data A ,Lad | Ctrl + 5 9 oS olssol |, Al Jolw )
1 leﬂffEDDE - . _— JS-W L UJUBLO CoMe. S olsol |) Fill O)eS-wa Y
S SulS el WY
s , | Gwsle 1S 5 oSy ol Sdgac wygo @ ¥

Fill Eormatting Only | J‘**S

Fill “Without Formatting

Fill Days el - . 5 . . .
Fillw:ekdays |) UlJ)LU >)90 S,w €9 0w )L_J ).AJLLD Sgio )l 0
Fill Morths S ulzwul

Fill ¥ears ) -

Series. ..

R S e e e T I e T =y =

ulo; Sd o3ls ,S5¢5 39,9
as,8> Sy dold U (silo) S,w S5 39,9

A ,Lad | Ctrl + shift + ; 9 awsS wlxaol | AL Jelw )

S ool | AL:ALO0 Jolw .Y

S wlxwil | Fill >Series aiu;3 Edit sgio 1 .Y

2.S ,lg  Step value s g 05,5 Llxil |, Liner a5 Type ,u5 ,> Series ;IS s .Y
0.000694:

DS SWUS 1, 0K Lo

el Sy alobb U (ulo; Srw Sudg)9

Aadd s | Ctrl + shift + ;) 9 auS ool | A1 Jglw )
S SIS Fill acows g, WY
AS B, 1 Gwolo adS ¢ waniS 5l gy WY
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Sl U, ei)lew

i ,Las |, Ctrl + shift + ;¢ 1S sl |, Al Jgluw )

g 05,5 5L |, Number &, w.2ud> ,Lad |, Ctrl + 1 9 05,5 Llzwl |, Al Jglw .Y
S wlzxal |, Custom ai;S

AwS SL L Type als .Y

2SS G8s deuw v Lol Type ald SVL > aS Sl aigos @« Sl ojglxo IS >

AS 3l Al 5y | L S0 SaidSow  2u,U saadSaw poMe Jgax o ,p9 bl

2w, sadsSs Jeas>

Aol Ve 5l 508 olo o)lon ,S1 0 W9y olo o)lonis . olo m

Aol Ve 5l 508 olo o,loniw ,SI 0L olo o)los . olo mm

590 (sw o3l Giwlos olo Slawl B> aLw . olo mmm

590 (swo 03> Giuglos ole JolS oU . olo mmmm

Al Ve 5l a8 59, 5310 Ve e, 0 loci. 59, d

Al Ve 158 50, 510G 595 05lons ) dd

. 390 sw 03> iwlos Thue Thursday :Jle.sgi (sw 0515 Giuulos 0,loni o Jol B> auw . 59, ddd
9 (s 030> iwles 59, oL JolS s . 59, dddd

D9 s 0y AV JSLi @ 19V Jlie.sgun (s 03> Giwules JLw 08, 95 . JLw yy or y

590 (s 0315 Liwles JolS Jluw 0)loss . JLw  yyy or yyyy

FA Microsoft Excel - Chapter 4

File Edit ‘Yiew Insert Format  Tools  Data  Window  Help

& | B | ¢ | D | E | F | & [ H | 1
1 |Date Format - Samples
2
3 |Narne Date of Birth Manth Faormat Day Format Yaar Format
4 |Jahn 11/05/1571 1 ] ] D 71 Lk
5 |Mark 01/01/1950 1 ] 1 D = Lk
& |Mancy 08/25/1965 0s il 25 oo 1965 VY
7 |Craig 091871945 | September | MM 18 oD 1945 VY
8 |Brian 03/15/1954 karch R Monday ooDD 1954 VY
9 |Patrick 03/20/1920 karch el Tuesday oooD 1890 WY
10 |Lee a1/17/15962 January Midhitd | Wednesday | DDDD 1962 Y
11
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Olwlxo 9 ® Jgo,8 — &u,l

5,8 55 .S 5L |, Function aiusS 9 05,5 wlzal | Insert (gu,b Jgo,8 o Lzl sl
S wlxwol |, Date & Time aiy;3 Paste Function

Add-ins ¢ul.cowl 9,0 Analysis Toolpak siss abgs o ¥ Add-iNs o

Add-ins ¢pl s Sly cacwl U U LS sy )l Slpdeod Sol> —_—
Analysis oo U 558 > 05,5 Lkl Tools Sgio I |, Add-ins a3,

FA Microsoft Excel - Book1

J File Edit ‘iew Insert Format Tools Data ‘Window Help
A | B | C | D | E

L1 Function Date Result  Syntax Details

| 2 | TODAY 1/4/2003  =TODAY( Returns the current date.

| 3 | MOy 14442003 7251 |=NOWI) Returns the current date & time.

|4 DAY /2372001 23 =DAY(B4) Returns the day of a date (from 1 to 31).

| 5 | MWONTH 1/2352001 1 =MONTH(BS) Returns the maonth of a date (from 1 to 12]).

| B | YEAR /23,2001 2001 =YVEAR(EE) Returns the year of a date.

|7 DATE /2372001 =DATE(CE,C5,C4) Returns the date for a particular year, maonth, day.

| 8 | DATEWALUE 17272001 102772001 =DATEVALUE(BE) Returns the date represented by text.
Returns the date that is the indicated number of

| 9 | EDATE 115/2003) 44152003 =EDATE(BI 3] months befare or after a specified date
Returns the serial number for the last day of the
month that is the indicated number of months before

10|  EOMONTH 1A15/2003| 443052003 |=ECMONTH(E10,3) or after start_date.
Returns the number of days between two dates

11| DAY S360 1415/2003 105 =DAYS3E0(E11,C10) based on a 360-day year
Returns the number of whole working days between
start_date and end_date. Working days exclude

| 12 | NETWORKDAYS | 2/28/2003 33 =NETWORKDAYS(B11 B12) weekends and any dates identified in holidays.
Returns the day of the week corresponding to a date.
The day is given as an integer, ranging from 1

113 |  WEEKDAY 2252003 1 =WEEKDAY(B13) (Sunday) to 7 (Saturday), by default.
Calculates the fraction of the year represented by the

14 YEARFRAC BATR2003| 0422222 | =YEARFRACIE14 B11) numnber of whole days between two dates

Coud 5> Jdooyd Lauw adlgs oy vliw Ldlw ¢ Lale JS sheic jg, slas

59 3l Ciws Wigo U Wb 9 o >9>go0 Paste Function

ol 03,5 Jledsigis o Lol LSl @ Of 5l s b S| e pl€id @S siiwud csuld aoli,y oAdd-ins 7

A
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Fd Microsoft Excel - Chapter 4

File Edit ‘Wiew Inserk  Format  Tools  Data  Window  Help

& B C ] E F
1 | DATEDIF Start Date | End Date | Diffrence | Syntax Function
2 |Days 031015935 | 127311998 13582 [=DATEDIF(C4 D4 "d")
2 |Months 0301995 | 12/31/1993 45 =DATEDIF{CS D5 "m"
4 |Years 031015935 | 127311998 3 =DATEDIF(CE DB "y
]
6 |Mumber of Months above Years [03/10/1995 | 12/31/1993 9 =DATEDIF{BS C8,"ym")
7 |Mumber of Days above Years Q30995 | 1243141998 296 =DATEDIF{BES C9 "vd")
g

& ated slae auwl=eo

Add - ins 5> &b ool 39, o LI b @iss sl acwlxo sl WEEKNUM g

owd d9>g0 Analysis Toolpak

5 Jod slass duwlso

L, o Sd aied 9 (swugsi S aed aigS> aS 1d> (sw b Uiy ol
A9 (w0 9 S| L SVg> 5> aS puiS dwlxo

i 25 JSab 53 1) Jgesd Sy o9z Jlw eugdi Sy Juad Sy avwlxe Sl
ol 01 0515 L B15 JsLuw 55 10l e B2 Jsluw Sy aS Jso,d o,
B2 Jsluw Jsosd 3eis csww Eopts »uS] 51 @S sdlo Jlw Sby Jund arwloeo oSl
winw B17 Jolaw s |,

Jolw Jgo,9 390 (s g9rw SVo= 5l a5 (Wlo Jlw sly Juad anwlo 1y
iz B19 Jslaw s |, D2

Jad ;Slin aS 35S w55 zuzo dae @ | odol cown zul INT Jgo,d

Aol

AY
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Ed Microsoft Excel - Chapter 4

@ File Edit Wew Insert Format Tools Data  Window  Help

A | B | C | D | E | F
Calculate Quarter Calculate
Calculate number- Fiscal Quarter number-
Quarter year starting Fiscal year
1 Date Number October starting July
2 | 01/01/2001 1 2 3
| 3 | 02017200 1 2 3
4 | 030172001 1 2 3
| 5 | 04/01/200 2 3 4
| 6 | 0&/01/2001 2 3 4
7| 060172001 2 3 4
| 8 | 070172001 3 4 1
9 | 0a/m1720 3 4 1
| 10 | 08/01/2001 3 4 1
| 11 | 10/01/2001 4 1 2
| 12 | 110172001 4 1 2
| 13 | 12/01/2001 4 1 2
| 14 |
15 |Formula Syntax Colurnn B =INT{(MONTH{AZ)-1)/3)+1
16
| 17 |Formula Syntax Column € =INT(IF(MONTH(AZ)>=10 (MONTH(AZ)- 1)/3-2 (MONTH{AZ)-1)/3+2))
18
| 19 |Formula Syntax Column D =INT(F(MONTH(AZ)==7 (MONTH(AZ)-1)/3-1 (MONTH(AZ)-1)/3+3))
20

Vi VBA)) J..a.9 kSJ O)LQ.UJ Q.A_MJLZD L_Sl)J ‘_5\1_9.0)9 a))

Paste Function ,5IS ;5> 9 5,5 skl | olgzds (sl Ulgy aS sSuSs &b Sl
S as=lro lploeyd « V Jad a wlxS
i W s S |, DataPart g,U
Function QuarterNum(Enter_Date)
QuarterNum=DatePart(“q”,Enter_Date)

End Function

ulo; Sy i) leaw saudSiw
aelw YY 5l i ulo; usleo

owl Y g 0w o ooy g Juad slawl s aS gk Uled Ul Sl Syace Hlase
Aol o hhimmiss JSCw a4 JolS welw YY ol uloy sauudSia
590 (s 03> Gauulos 14:56:00 w)e.00 488> 0F 9 wuclw VY Ulo; t:Jlio

! S Jlgiue
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I nf o@ RANMVEET. COM


www.iranmeet.com

WWW.IRANMEET.COM

cclw Y 5l Jolw Jsls 0lo; aS ads v |y 0lSol ol Olos udyd Ui SaudSid
D> sw iwlos 04:56:00 1, ,laso JwS! 28:56:00 2sS b ,S1 Wi . ulos 9l

J> ol,
g0 il U SudSLl o)l eSSl welw Vbl g ads w1 Jelw sadSw
28:56:00: >¢s adlg> a=uis g [hh]:mm:ss:sg) adlg>

Ulo) SaudSoi Joa>

b 10 5 5508 welw 5310 U9y caclw s3c . euclw h

Aol 10 51 ieS welw 810 L wclw sac . euclw  hh

Aol 10 5 5i0S welw S8 0 Wy a8 ds sac . asds m
b 10 5 5508 cuclw 310 L asds sac . aads mm

Aol 10 5 508 welw ,810 wgay auli sac . asli s

Aol 10 5 5508 welw 810 L ausli sac . auli ss

i xelos TF 51 i @S csuld cacbo Gioles Sy el Blybl Shy [ ]

Olowl=o 9 ® Jgo,8 — Ul

Paste Function ,>IS ,> Date & Time iz )5 | Ulo; wlowlxo a4 bgsyo S Jgo,9

E3 Microsoft Excel - Chapter 4

‘

Eile Edit Yiew Insert Format  Tools Data  Window  Help

s | B | c | D | E |
1 Function Time Result Syntax Details
2 [ NOwW 04022003 11:17  =NOW( Returns the serial number of the current date and time.
| 2 | TOoDAY 12/01/2003 =TODAY Returnes the serial number of the current date.
| 4 [ HOUR 2350 23 =HOUR(ES) Returns the hour of a time value.
| 5 | MINUTE 13:52 52 =MINUTE(E4) Returng the minutes of a time value.
| 6 [ SECOND | 10:30:38 35 =SECOND(BS)  Returns the seconds of a time value.
| 7 | TIME 0250 11:52 PM =TIME(C3,C4,C58) Returns the decimal number for a particular time.
| &8 [TIMEvVALUE | 3:580:00 03:50 =TIMEYALUE(B?) Returns the decimal number of the time represented by a text string.
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Ed Microsoft Excel - Chapter 4

File Edit ‘jew Insert Format  Tools Data  window  Help
E2 - e =HOURCA+MINUTE(C2)B0)
I | B | C |D | E | F |

Converting Time

1 Summing Time to Decimal  Syntax

2 15:10 15:10 1517 =HOUR(CI)+MINUTE({CZ)E0)

3 20:50 20:50 20.83

4 2325 23:25 23.42

3 |Total 1125 59:24 59.42

6 |Syntax =SLIM(B3:B5) =5UM{C3:C5) =SUMF3:F3)

7 |Format Totals in line S h:rmm [h]:mm

2

aS E4:E8 Slo Jolow SadSois a5 JSobs 530S awlso |y 0laio,lS LIS sl

o> ) azis aS cowl oul Sl Jso)d 53 ) sac.auS azgi cowl hhimmiss 9.0 4

A8 ulan b 59, 55 welw YY1 Giuw LS|
ewo 7:00 cclw g oaol L8 1w @ 23:00 cclw Mark Bl Jbo 55 |, 0 bs
owl 05,5 plod | Giu,lS 15,9
A s wbaw 1) )8 welw 8:00 axyw

Ed Microsoft Excel - Chapter 4

File Edit ‘“ew Insert Format  Tools Data  Window  Help
Al B | C | D | E F |
1
2 Employee Name Start Time End Time Difference Formula Syntax
3
4 Jaohin 03:.00 11:00 0g:00 =04-CA+F(Ca=D4 1)
] Mark 23:.00 0700 0g:00
] Mancy 19:00 05:00 10:00
7 Craig 20:00 00:ao0 04:00
8 Brian 22:00 03:30 05:30
=
Ao
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VU @ lpiclw Us,S 5,8
a4 S5 s welw ws,S 5,5 sl CELLING Jgo,d aS auS a>gi Ly JSai s

ool o 1/24 sl Hlase 0.04167 sac.cowVU

File Edit iew Insert Format Tools Daka Window  Help
A | B | C | D | E | F |
1
2 Name Start Time End Time Round up Formula Syntax
3
Gl John 0g:22 12:00 4 =CEILING({(+D4-C410.04167 1)
5 Mark 0943 1324 4
& Mancy 0725 13:58 7
7 Craig 10:43 11:20 1
g Brian 12:38 13:580 2
=

-

Ulo; Hlaso @y sae S oW

Ulo; Hlase dolgs (s oot (sus 5,05 | Uloj Hlase @ sae SO o subles Jowsl
S 3l we,w @ 09, Ll b b

JSoi 5 oo osls wliw Jgo,9. 2330 0SS b A Uginw 5> 23:30 sace slyidln

AwS SaudSoo hhimm w50 @4 1) B Uginw Slpdglw.auS b B ugiw ) | 505

Ed Microsoft Excel - Chapter 4

File Edit ‘iew Insert Format Tools Data  Window  Help
B3 - fe =IF(A3<1000 TIMEWVALUE(LEFT(AZ 118" "&RIGHT(AI 21 TIMEVALUE(LEFT(AS 28" "&RIGHT (A3 29))
A | B | C | o | E | F |
1
2 Number Convert To Time
3 2330 | 23:30 |
4 1059 10:09
5 (22 G222
] 1428 14:28
7

ulp> wlixo blas Slpiclw uw ilo; OV acwlxo

Aol sw [hh]:mm:ss oo @ Jgo,9 Sl Jolw 5> saidsow

Ed Microsoft Excel - Chapter 4

File Edit Wew Inserk Format  Tools Data  iindow  Help

3 - H =FEHS+HCZA

A | B | C | D | E |

1 NY LA London Tokyo
2 |Hours Difference o -5 -14
3 |Local Tirme 2000 | 1-00 ! 15:00 G:00
)
3
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2ol wsw bls 5,8 Jleel wlgi s Format cells ;518 s aS |, (silowbris aod " Suw

A>gj

LgpS uod > i S s 0,0 Suw Ulgic v o a5 SausSLw Céw&’f
U 2sS 0,5 Y381 Olgic @ |y Sucw ol awilgi (s Lomis 59 (w0 0pu5d ,4';::
S oslasiwl Ol 5l s Sla aligy,S s wlgw
(i ¢ JoS1 03,8 oylow VY Jad s |, oS0 )

72 Font

73 Borders

74 Underlining
7> Locking

7% Hide

’7 Protected
78 Style
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SL8 sylsbiw! Sl Sl 5o aSs = el (JSes o,ls) weSal Shls Sl ol awS Jlacl

Sl

Aiaw b GwlauS oslaiwl F4 ulo adS 51 L auS SUS Jugs yivlss saudsSii S,

L 0U olgzds SaudSit 9 3uS bl a8y 5 | (Vsiw b o) 4ol S L Jdolw S
wulol Jelw gl aS Sygb @y 0SS il ) b Jolw 5l asb S JsawsS Jlocl
Sly 9 SHIFT 5l asiwgny (s>l wlsisl Slyonol saidSia Sgls Jelw Jols locis
SadSo s HLlad |) F4 oudS Js oS oslaiwl Cirl oudS 5l ascwgy jue s>l

Ao bl Jleel (swlil asb @ loow
b S5 b Maigo; o S0y 518 038 (S 108 S sgs adlg> aueo by F4 1S

Aol aswls 1)
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8 Background
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SudS_i (5SSl uols 5,90 SIS 5l oslaswl

SIS 368 S LS Jelw ay Jolw S 5l ) saiudSisr S audlgs o aS (sulos
L Jslw 9 35S S b a8 b Jolw & o3gs adlgs Sagsn 5l Ll pols 3590
Gy3S oas 5L Sgio 5l 9 1S SIS wowl, Vo S Olkil [ )50 @S5 L asl

S SIS |, OK g 05, Llxisl |, Format aisS.0uS okl |, Paste Special

Aol Adlgs slacl

ol 5l 9 auS olxwl |, Format Sgio )
Style name:  [rormal =] oK,

Saads 5l L asS olxwol |, Style
AuS oslaiwl Alt +, ol

Skyle includes

Cancel
v Mumber General

Flit

Modify. ..
v alignment General, Boktom Aligned, Context — Z .
Reading Crder |) Normal CLU)S StYIe name .\.1.;.9 PR Y
v Fart Arial 10 &dd
DS ol
¥ Border Mo Borders Delate

[v Patterns Mo Shading Merge... -)-US \Sh*ls MOdIfY LSS) Y

¥ Protection  Locked J.MS uLZ.ul |) Normal S)J).MJ Y

Il

|, Custom ;S Category Lo > .0
#,##0;[Red]-#,##0;0;,@ :25S >)l9 |5 9509, SaudSi Type alid )s.068 bl

S wlil [ Font S .6

Awlos Lzl | ol o516l g s .V

DS SIS 1, OK LA

HUICPW-1Y

pd aS ad> o ) UlSol ol Salpiing SadSis adg,S 5> Lo)d Juw wigo
ol b oo Sl bhas Jolw oS oS Jolw slg |) sac pd 9 i
wles aS o adlgs el s)lulicwl Sl saudSis wow,pd 5l oo Sl SauudSiw
sac Shy | Jelw loots cowl (Sow wowl guzeo 50 Ol GuSe .awsS Jolw 3)lg 1) sac
Ao sl osls Ui 0au 3,y Ugie g Ul s 3uS Sl

AQ
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Ao« OSlael audSLa Y Jad 5o | i oldis ol Guse Sl slacl oS
Jdolw 55 ) s )5 UlSel @ wwoMe )5 U YU s sae saudSou e puoyle>

Sls aslgs

0 u.uJLoJ )'| nS).Sgb

b s ol 2l95 (o losivsgsis (o 0 s @y bgyye sae SaidSii s Gaogaw
0> B 0 Gimlos 5l aliws ol (ST 5)l9 Shux ;5 woMe 95 G ) awliS I

DS 5w uS_,.S_gb osls >9>9 U9 LJQ.LuJ

i) leow Sl Siew 0,055 9 wslw

2D 9 3l [ Sl osuzs 9 £giio S Sow 24lgi s looise Style sl 0,90 5518 5>
390 wledsy a4 i wlgi o W Siew ol S 0,035 iglaie oL L I, plas
255.50 518 oslaiwl
9 390 03ly Uliw &Sy J3Is (o dac aS auS SauudSw agSul sae slidle
QS ol | bas o5lasl g 95560 pasgei () wwoMe L 0 sac
Alt +  5lbo SaS 51 L awuS ol |, Style of ;1 g 3uS wlzal |, Format Sgio )
AS oslaowl
Negative Numbers with brackets :Mo.auS 5)lg |, Saow oU Style name ol ;> .Y
, 0=-
S SS Modify g,
S wlxal |, Custom aiy3S category a8 5> 9 05,5 Lkl |, Number &5,
#,##0;[Red](#,##0);-; 1S s)lg sac Sl |, Jolio SadSiw Type ald s
S wlxal | Font &0 0w
wlxwil |, Regular a8 Font style aLd )5 9 05,5 wlxwl |, Arial ks Font aLs s
DS wlxol [ Ve sace Size als s.0uS
DS SWUS 1, OK LA
AuS SWS OK osg,¢ Style sl o 9l=0 518 55 .Q

< W b % 4
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Saew ilgi o B SS uod U

Style
Style name:  [Megative Mumbers with brachets, 0=- =] oF; slacl a8 aiS g | )b sla
Style includes Carel ) l_; S S\o >)§ ul§)l)-.a =) |)

W Mumber #2220 [Redli#, ##0)-
Modiy... g0 U i b auS w Ly b

QS w Lls s 505 Jues

V¥ alignment General, Bottom Aligned, Conkext
Reading Crder

¥ Font Arial 10 dd

¥ Border Mo Borders ek

Lk FEEE

¥ Patterns Mo Shading Merge. ..,

¥ Protection  Locked

S, a4 gy, S Sl Seew (plesl ) S

Sl aigy)S plaS 5> aSiul @ axgi b il 05,5 wsei loow aS | suld S Jous
Lo « 3,15 558 50 alagy)lS s aS (sSuw 5l oslaiwl Sl .S (5w 0,035 il ool

35S S b plesl 1Sy aigy,S @ aie,S S 5l L sl aS i ol il
S 5b L o aig) S Sy

Fd Microsoft Excel - Book5

File Edit  Wew  Insert Frnat Tools  Data  Window  Help ) S ul : I I Format 9 Style q_u)§ _\
A E | ¢ | 0D | E [ F [ 1 o g :

1 .

& i S SuS Merge g, .Y

(4| Slenamel Juormel = || alig,S Merge Style sl ojglxo ,318 Js LY

| 5 | style includes Cancel | )

E ¥ Bumber General i ..

7 . Cowl 90 SlSw Sol> as |, sl

% W alinnment General. Bnttom Alinned. Cnntect &l )bJ )9.0 . 9 ?

£ € Olas]

% ME Merge styles Fram: A4dd| i s

E ¥ Br FEookd ;I [elete | . )_._ '.S [ s.ls I) OK .\‘

o . ¢

% " o if ) s aS dgub )EUO dlg_uu )bls )S| .0

16 .

17 = you want Merge Style with Same

18

o | o Cancel Z

i ' ' Lo ,S1 sl .20 SIS OK (sg, Format

S0 gy, S 5l adles o aS uld Shew pliod Sl Sow (sded aigylS )
9 aid; ol e S Sew aS L Wlgs el L8l el aswls A4S 5)lg
gt Sl > sl Sew

AuS SWS OK osg, Style sl o 9l=o joIS 5> . #
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A=>9)
)lJ.\B.LA.AS/Olﬁbl)LJL_SL&q_uJSJ)lSUAJ))|)LQKSU_A.UJ.AJ|9JL5\.OLQ.ULD_uJ A
| )leS.A_LAJLS_Sl} Cl_wgJ)lSClS_b_g_a.u U.ux]a.opLCbl '—C/'\

g, S s Jslow 1i U Jaluw S 0 S Sy Jlael

M sosldl ol @S Formatting 1l Llei @

Customize 20 %] .).MS q_9l_,o| |) StYIe

Toolbars  Commands | Cptions |

T add a command to a toolbar: seleck a categary and drag the -L“'“S Ul'z*"l l) )l)"l )I.9J a

cornmand out of this dialog box ko a toolbar,

Categories: Commands: ol )l_, ‘5_9"'0 )l 9 wS S A |S Ca ,,,l) Y

Ell.'et - Cells. .. ﬂ .

ViE:W Font: o ._LUS ul.xul |) CUSt0m|Ze

Insert

Fank size . i -

Lot o Categories a8 ,> Commands S,,w )5 .Y
wle. ..

Daka

oy EZ -]~ 2SOzl |, Format aiy;S

Aukashapes ;I ; P .

Selected command: LSV>L’~9I U-‘JL’ CLM)S Commands _).L_Q ) Y

Description | Madify Seleckion v|

o5l Couwd Susy 9 oaS Formatting

o 1S o, bas

P JSow ol D>
Ed Microsoft Excel - Book5
File Edit Wiew Inserk Format  Tools Data  Window  Help
Arial = 10 - | fllnEl B I O

Camma
2 | B | Comma [0] E |

i
Il
@l &

El"ﬂa%,
| L

1
H

=

Currency

Currenci 0

Percent
Found ko Thousands

|| e | L D —

5940 (sw 0> Style wgSl ol s @ Formatting L1l ,lgi
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9 GSrw 4 Wlgi (o w3, SaudSw | Jolw SO s aSiol Sl Gy 6

A b saul 9 05,5 55lg oL S Style 518

a>gj
us,S @lol Sl g @ |, Style (susldl ol @S asil 5l &
Ll 1, Style aLé leyyw aS 1ids csw |, 0ol ool Alt +° slasls <~
5,8 adlgz 5U 1) oslidl Gl @S Gl oS ol ass

1l oo 3,5 ubhhe @ as (siMo> iwles

dulS 5o b o wlbMhol Wygo @ | W osls wucy,w a4 aulei (o Siow e b
ol S8 5 b wbhbe a | slacl Us)S 53 55 JSd udd Hus S50

S Ol | oons 5,8 slacl gul as sy | 0ol Gl by cads s
aS uld SuSi U oS olzsl i 3,5 audlgs (sw aS | uld osly Sgixo Ugiw

S S awlgi sw 0 L LIS g Jue ol Ll sy

Aad> olsl Ctrl adS goals a6 U 1) wlzail Joc 9 05, Lkl | Ugiw ool 1SS
Round to aiu;S ol 5l 9 ais, Style 58 b ws,S ol | B vgiw aS ol 5l Law
asls wliw (cent) Ciw sy B osls aS auwlgs (sw Ll.awS wlkwol |, Thousands
e b B Shew M8 b adl) oS bl ) %0 Seew U wigo il 5> de
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Ed Microsoft Excel - Chapters

File Edit Miew Insert Formak  Tools Daka  Window  Help

Taharna -~ 10 - | T I U= E [ M- % 2%,
e T § S g
Running Invoice Currency
1 |Number MNumber DatecCurrency [0] Market Quantity] Income
21 101 05/1 Lﬂurmalt LS4, 15 2,136.75
3 |2 102 06/1 F!.ltl:l Thousands LUSA 17} 2,270.94
4 |3 103 07/1 otorola Asia 20010,15:2,14
g |4 104 03,/10/2000  Pacific Bell | \Western Europe SOf11,111.11
B |5 105 09/10,/2000  Motarola Asia 100) &8,717.95
i |6 107 11/10/2000  Amazon Asiz 15(29,280.00
g |7 103 12/10/2000  Microsoft Asia 30§ 6,020,000
9 |3 109 01/10/2001 | AIG Asia 404 8,040,00
10 |9 110 02/10/2001  Cisco Asia S0f 37,065,281
11 |10 111 03/10,/2001  MrExcel LIS, 67| 15,452.00
12 |11 112 04/10/2001 | Pacific Bell | Asia FA13,032.00
13 |12 113 05,/10/2001 | Amazon Africa 29f13,095,00
14 13 114 06/10/2001  Intel LS4, 101§ 23,0800
15 |14 116 02/10/2001  Intel LIS, 125) 18,495.00
Qs
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Lo Ugiw S ¢ Hhw Sy ¢ Jolw diz b Jsbw S pupsl oSuls wilsi o ool S
> > UT&>_)D obod 4 puwl « 5,8 Wiy | puwl lowi aSiul 51 Guy.dgw qg)JkSJ
05 5158 Jgo,9 5lei (> Caoow > puwl Aue> 3940 (sw 0,x35 M Name

MyT otal - B =2ULMIEL:

S (o i |y powl 1)

Al o B, sl ad,> g 55 plil Sy asb So L ol Sl powl s

—Sheet2!Al Jgo,d ol > @ « Jlio Slyoids cso yudlS |, Jso,d Job owl )
sl asliS David 1T b 31 o .58 505 ) @S 55 |, Al Jsluw b aslss Lo
=David 145 b

a>gi L9 S oslaiwl g8 55 LS &0 S W irw WS> Shy el Sl LY
305 slas a5 ol (uld ais,lS LIS Sl wsdle SuiSs Sy ol a5y oU
Ayl a8,

9 oS Jac aS deui o el gl 558 o | Mlho g2 Sl euwl Sy LY
o plil i s, lpdgoyd )il

olowlsen Jled job @ aS 185 s |, 0l ol boss @ B pwl 8510 05,8 50, @ ¥
G 9 S jg) W ShHgxo Joa> Sy oo | W esls o3gaxe S 5o, |, lploo)d

S 3)lg Aob.*s)b > Sy L) ole bg asS 59, 0 ) o)l

83 Name box
8 Absolute reference
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powl oS 5

sac 5l alei o B> ol Sl aw)sac b @ sgh gori B> b Wb ool Sy e
(0 oslaiwl

pd () dwg a4 |y aolS 95,5940 syl diwgs od a4 Bgy> 5l b powl S @
S ol ub boow.ssiowd jlzo jue Excel Book wlodS ¢ Jbio Slyu.auS Jaio
Excel_Book

Al Sl ool awlg sosedlio Shysgads Jolids 1y 5305 Jolw U ool 1l ool @
i Jolw ool ¢l Ug> 1w 0 |, 152002 L

S5l 59>9 0Ll wayyei (swoawl Slaei )3 (sudgIxo gud e

ol 03,8 eslaiwl S8l Sy 38 saxie wlwl I aS dugw iolao e
AGS (s 0z | Lo LIS Jasd 1pS,0)8 s bl Sla ool

powl S =i

Sl 59>9 powl wayyei Sy ol 9>

AwiS 5)l9 puwl A ) 1) puwl lowsiiawo
S Olsesl 1 Al Jglaw )
DS b [ oo Name age> ;s .Y
uds L |l LY

A uSs SoS puwl Wi Sloygle oS 5l
S Olsewl 1, Bl Jglw )

Define Name El
Names in workboak: ds ,Lid | Ctrl + 3 slaads .Y
Bresbosk 9 Name aiy;S Insert Sgio I L
Cloze .
AwS wlxol |, Define jugw
_ _
Names in workbook L& .Y
.J.A.LS ))lg |) MI
Refers to: .LuS \.S.».LS |) OK .¥
=Sheet1!gAs1
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B ouwl WBiI>

AuS SUS Delete sy, 9 05,8 Ll | powl 9 auds ;L6 |, Ctrl + F3 slaauds

Sl slaes d9>9.00.0 7wl powl 8L aS deu (s el LIS Gl ) @

w29 aligy,)lS 4 gy Sy >0 Su.dd swo oSl | g>o B oowl LY
 V Jad S0 pue Sy Wi Sy wcowl S50 awwg,8 4 b

A | B9 a9 W Jgo)9

PR Refer to )blS PR .JJ.J.S ULZUI I))b) >)90 MI 9 udd )L}J.Lg I) Ctrl + F3 LSL@J.ALS

& ool s9,0

S Ol S8 s 1 Jolw )

A ,las [ F3 LY

AwS SIS Paste Link g, .Y
b Cowspgde d9d o SIS aSy 5 aiignlS Ly 39290 S el S siiwsed
vaxuio ) olidwl gao L el b9 Sy see wlwl ¢ S ey
ol U >g.w ;U Define Names sl o,9lxo0 ;58 U awyp |, Ctrl + F3 slaadS.owus
S 2Vl b 05,5 Bi> |, (swoluwl

v
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9 VU Llbow 55 39290 Gio w5 wlwl [, s

Ugiw 9 YU Llaw 53 Ol 5y aS. 1,uS0 Lb 5y cowl osls by aS 1) alig,S S )

Create names in
[v Top row

[ Bottom row
[ Right column

o]

Cancel

AuS wlsol Ctrl + * slaads wsls Lad U ) sd=d asl .Y

Insert Sgio ;I L s ;L [, Ctrl + Shift + F3 slaads .Y
S wlxol |, Name > Create a;S

S wlxwol |, Left column g Top row e ausS ¥

S SJS 1, OK .0

wswolbwlasaw | oout e swlwl 9 0uS 5L |, Name ae>

> Ugiiw 9 YU Hlaw 55 39>90 S io ywlwl . 0oni e

BV R SRSy

i | JSicowl pdsoyd 55 ol 5l eslaiwl « (soluwl Gyyi Juds oriogo

Uity 90 @ 01 8y S pul £l og0

Paste name

Accounk Mame

April_z00z2
Augusk_2002
Car_Exp.
Zammissians
Data
December_2002
eura

Paste Lisk

2K
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_)blS PR ClS J.A.AS q.>‘_9.' .Q.u)l @l-b-o &L?‘)I‘ UO)S
Refer to.. ,slS ,>. Define Name Sl o,9l=0
S,ls 39>9 gl AU s $ wwoMe

Sio ob b 393 L8 Ll a8, ay lpdonsd 5959 51 Ju8
S s | 5L 300 (swlwl g 03,8

QA



Jgo,9 a4 ol Sy, 8595 599

S 35lg sae 1= B1:B10 slpdolw 55 )

»E s awds ,lad | Ctrl + F3 slaadS.asS ool |, B1:B10 slpdelw .Y

SS OK sg,) 9 05,5 SdS Add Sg, 9 Array auS b Names in workbook

S Olsl |, B11 Jglw .Y

Az il 9 05,5 SIS | AutoSum weSul b auss L |, Alt + = slaads ¥
varzais | asb powl JowSl.=SUM(Array) cowl wye0 ool o B11l Jolw Jgo,9
A5 (sw b8 Jgo,d 55,8393 Wigo i Ll g osls

Jg90,9 55 powl S )1

E1 Mo S Olsal a5 s |, 5,80 Jglw )

S SIS AutoSum wesul g, b auss ,Las | Alt + = slaads .Y

S wlxil |, name >Paste au;S Insert Sgio 51 L« auds ,Lad |, F3 oS .Y
AS SIS | OK 05,8 Wl | Array oowl .Y

Ay bl .0
=SUM(Array) ;| cowl o,)le E1 Jglw Jgo,9 — azss

ol Jsoyd0 2SS wpyei | wlwl a5, @y Jgoyd 959 5l gy Lo S ]
iy udlgz (sublss Jgoyd locts 8 3,0 adlgsi IS0 | ool —<,

9 o390 wlxul [, AL:A10 a>U.auS )lg AL:AL0 slpdslw 55 ) sac 1zt Jlo
(LoSw woMe) .ausS SUJS AutoSum g, b osls ;Las |, Alt+=

=SUM(A1:A10) 55l cowl ©)lie A1l Jglw Jgo,d — Qi

D9 03uin W, cswoawl Lol Sl Jolow @ Jgo,9 3959 51 Jud Jlio ol )
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Q) LJSI)Ja_u)_,b >9>90 Sl o u.ul.w'y ) Ugiow Sl |) wswobwl JS_JJ)b
SdS |, OK g 05,5 Llxil |, Top row (suss Jgl @3S « Create Names sl o,9lxo

File Edit Yew Insert Format Tools Data  Window  Help

A B C D E F G

sl Account Name January 2002 February 2002 March 2002 April 2002 May 2002 June 2002

2 |Income 100,000 200,000 300,000 400,000 500,000 600,000
3 |Wages & Salary -70,000 71,000 -72,000 -73,000 74,000 -75,000
4 |Pension & Benefits -10,000 -11,000 -12,000 -13,000 -14,000 -15,000
5 |Commissions -1,000 -2,000 -3,000 -4,000 -5,000 -6,000
& |Car Exp. -3,000 -3,500 -4,000 -4,500 -5,000 -5,500
7 |Travel -5,000 -35,100 -5,200 5,300 -3,400 -3,500
8 |Postage -1,000 -1,100 -1,200 -1,300 -1,400 -1,500
9 |Training -1,500 -1,600 -1,700 -1,800 -1,500 -2,000
10 |Office Supplies -4,000 -4,050 -4,100 -4,150 -4,200 -4,250
11 |Materials -2,000 -2,050 -2,100 -2,150 -2,200 2,250
12

ool -.Sl).g &>,0 Cl.._>l.;>9_w SO & 2 W osls 0>9)>x0 tSl)._! Ugiow D -.5|).g wswolwl
=Sheet1!$B$2:$B$11 : ;| wowl w,le January

Paste narne

Occounk Mame HPS
april_2002
Augusk_Z002

Car_Exp.

Commissions

Data

December_2002

euro hal I

Paste Lisk | i | Cancel |

1S 3ylg Jgl Jad Sl 0sls g Sl |, (sJgo,s

8 Argument
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Function Arguments

~5LM
Number1 | January_z002 ] = {100000;-70000;-10
Murnber2 !Fehruar\,-'_ZDDZ :"J = {200000;-71000;-11
Number3 [March_z002 =] = {300000;-72000;-12
Mumber4 ! _’ﬂ =
= 295600

Adds all the numbers in a range of cells,

Mumber3: numberl,numberz, ... are 1 to 30 numbers to sum. Logical values and bext
are ignored in cells, included if byped as arguments,

Faormula result = #95,500,00
Help on this funckion fe]'4 I Cancel |

S Ol Ol s L ol 5 05,5 Ol aiigs, S s 1y 5,805 S, .

=SUM 12uS <ol |, 55 Jgo,9

s ,Lad |, Ctrl + A

i | F3 5 05,8 Olswl |, sl jusiio 2L

S SIS 1, OK g 03,5 wlsal |, January_2002 el

5 |, March_2002 g asS )i Sasy usio a9 > |, February_2002 owl
S 3)le Sasy jusie AS

S SIS [, OK .V

4 0 ™M =t oA

10l 03,5 3,09 | 55 Jgoyd loss Jl>

=SUM(January_2002, February_2002, March_2002).
Ulgi (swo ¢« s Jlio > aS ,gb Ulod ¢ lpdgo,9 55 swolwl 5l oslaiwl xiodgw zuli
15,5 o)Ll 505 3)lge @
ol S paxie dsusio 55 1) s>ler a8 5l pdslw wlsnl wgay awles o oo 1)

S (w0 SSel> oliil 590 5l 9 059s 05l Joc

D90 s i opd b8 g 00u 5 oslw Jgo,d .Y
IS5 Jgosd s S |, csoluwl 5l (sSy Name aue> 51591 adle> i 05w csuussl Sy .¥

Y
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Sl A=oand @i 03U powl SH L Jgoyd 55 g0 Ko pauss
Jolw @y Jgo,9 5959

Apply Names = SIS0 9 wlwl wyei Juds e J
Apply names: 500 55 ol .awls o lpdeoyd 5 |, Ll
Account_Marme

; Ik ) )

Aol 2002 |_I Ll oo anpi M8 as i8S 9 Jgla>
I:arnElm;l ................................................................................ Carll:EI |

Commissions : Insert Sgio ;I 3ol (swi 0> swouwl
December_2002 Dpkions | )
February_z002 WS wlxl |) Name -> Apply ay3S
Income ;I

[v Ignore Relativefabsalute >S9 L)J)§JL>‘ D |9.> S\o as |) ._5\.0..,w|

W Use row and column names

AuS SuS OK sg) 05,8 Lzl

due> 5> 0,Lgs oslaiwl Sl Sxac Hlabo L Jgo,d S 0,055

ool
ol S Ay o L L g )L | vl Slpdsosd oot ¢ JuwsST 55 LS olKis
>,lg Refer to 1l ;> Define Name sl o,9l=o ;018 )5 | Jgo,9 Sy awlgs (s Lo
Awlos 0,035 9 05,5

=Year(Today())-1 awiS sldlw sl acwlxo Sl Jgo,d S, 1Jlie

2002 -.a8> s Giwlos 9 03,5 awlxo ) aiS Slpdlw slasi Jgo,d 1wlaogi
Ay HLas | Ctrl + F3 slaads 0

LastYear auS ul Names in workbook aLd ;> .Y

AuS b Refer to ,s18 s> |, =Year(Today())-1 Jgo,9 .Y

DS SWJUS |, 0K LY

S 35l 4850 55 obw s | Jgoyd S,
DD )Lu.LS |) F3 Usow =Sign VLY ;ul.; A
AS SUS | OK g 05,8 wlxwl |, LastYear oowl .Y

YY
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Define Hame

Mames in workbook:

Lastyear

Acoount_Mame
April_z2002
Augusk_z200z
Car_Exp.
Zammissions
December_2002
February_2002
Income

January 2002
July_2002

Refers ko

!=\fear{TDda':.-'{]|]|-1

Define Name sl 0,9l=o ;58 )5 uslén 0,033

S 0,55 Refer to )5S s | Luslen aulgi (s lowis Define Name sl 0,90 5518 >

20555 0,55 VU Jlio )5 | Jgo,8 aS aigSilod

oadais 0.88 ,laio )> ¢ cowl b e EUFO pwl U @S¢ 900 Sby alslio 2550 JUie

owl 00
Define Name EHE
Mames in workbook: LJQ.Lu) ))..\._Q.BS ))lg Al ds.LuJ PR |) )l.L0.0
Euro | QK I
| )9+%x0.3:6S 3,lg |, =A1/Euro Jgo,9 Bl
Close |
add wwo S b |, Euro gue aS ausoww
Dol | Ao SoS F3 il S 5l auilgs
=
Refers to:
=0.53 :‘J

Cowl 000 0.3 puwl Ulgie a4 aS lase S il jg, W

AS SWS OK S99 osl>

¢ alsbo &0 ubb Syuslin awlgi (sw LS o,u5 Refer to )5S )5 |) uslao O

(RO ¥
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powl @50 8383 (slw, 59,

59 4 Vlgi aS cowl gl powl b Jgo,d >0 pauges diesgw 9 > aulo 51 Sy
9 (s bpo ool g0 (il 59y 4 b Jgeyd @10 ) S595 (il

Ssasio swolwl 5l g8 55 S1 sgr adlgzi LS laix powl So @20 il 5oy
Al 05,5 oslaiwl

il 59y 4 L swlul s weyw 4 aS wowl veSbe 5l eslawl J> o, S,
S Lsw

S o s J90,y9 S b ) ol aSl S i oslascwl Vo Sko Sl 50 U ol

S w59y U b el @250 58585 job @ as

owl 0a0i wyyes January_2002 eowl B2:B11 05900 )>:Jliw

15,8 (s by YooY augily 5 iugyd aolys JS =SUM(Jaunary_2002) Jgo,9

@ File Edit Wiew Insert  Format  Tools  Data Window  Help

B13 - e =SUM(January_ 2002
A B C D E F [

il Account Name January2002 February 2002 March 2002 April 2002 May 2002 June 2002
2 |Incame 100,000 200,000 300,000 400,000 500,000 &00,000
3 |WWages B Salary -70,000 -71,000 -72,000 -73,000 -74,000 -73,000
4 |Pension & Benefits -10,000 -11,000 -12,000 -13,000 -14,000 -15,000
5 |[Commissions -1,000 -2,000 -3,000 -4,000 -5,000 -6,000
6 |Car Exp. -3,000 -3,500 -4,000 -4,500 -5,000 -5,500
7 |Travel -5,000 -5,100 -5,200 -5,300 -5,400 -5,500
8 |Postage -1,000 -1,100 -1,200 -1,300 -1,400 -1,500
9 |Training -1,500 -1,600 -1,700 -1,800 -1,900 -2,000
10 |Office Supplies -4,000 -4,050 -4,100 -4,150 -4,200 -4,250
11 |Materials -2,000 -2,050 -2,100 -2,150 -2,200 -2,250
12

13 I 25EID!

14

15

S)gre |, januray_2002 oowl 8>50 sl 595 U« o3l Sols Hlaw S 0SS aslol

.))Lw S\o

9 S b Refer to... )38 )5 | (sJgo,9 Define Name sl o 9l=xo ;oIS )51 J> ol,

2SS 0,035 powl U 1) Jgo,d

Sa,lS plil 5 gySlo .30 s (baws b ) aiigs JowS| 55 518 bwgs a8 cowl Sl aoliyy 9,5LY Macro
9xSko 5> W,lS Ol g 4> o ol b SHLST Sayls Ol Ll S Lo aS wigo ol @ il (o LIS Sl LSS
530S o plxil 9,Sbo b )18 pled SIS S U lpis a=y asds 9 digi (s 0u>d

oL
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Sl Sagae auxb 55 « g0 L8595 (il 59, 4 Sy (8Jge)d

ol

=OFFSET('1"1$A$2,0,0,COUNTA('1"1$A:$A)) Jgo,d

OFFSET(&>10, W)law, lpigiw, Jgb, yo,c) Jgoyd St lmogi

A2 Jlio ¢l 3. Al Jolw sl &> ,0 — OFFSET g>,0

oo Sy> Jdolw ol 5l aS cowl (ulpigiw 9 Wilkhw s - pigiw « )bw
(Usiw 0w 0 Wio).iS

390 (w0 Awlxo i Jolw 5l pose 9 Job - yo,e « Jgb

s as L5\.]_9.40).‘))_5_9_w wwo dwlxo COUNTA d_g.o).‘) Q.l._,_a.u_g U LJ_9]o « Jlwo >
0 i VB> Jlo ol )y yore ((ad> w Vliw |) 4l )5 9390 (I ue Slpdolw

Define Hame E
Mames in workbook:
Draka | OF I
Accounk_MName -

Augusk_2002
Zar_Exp. add

april_z002 j Close l
omrissions
Delete I

iDaka
December_2002
February_2002

Income
January 2002 LI
Refers to:
!=0FFSETI{Sh1 MEagL,0,0,COUMNTAShLIEA: $4), COUNTALSRLIEL:$10) f"_j

>l ol Shy ¢ g0 L8585 b, Sg, U SLy (go)d

(05> Jga> ) sd=9

=OFFSET('1"1$A$1,0,0,CONTA( 1'$A:$A),CONTA('1"1$1:$1))

O lxaogi
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w0 Awlxo COUTA Jgo,d aliwg @ W o3ls Jga> (W) Job o lpigiw) po,e

owl Jgo,9 ol as cowl a8 55 swouwl ) 08, 9.500

a>gj &i&;‘
Ogiw 9 shw &8>1o 5l b [ $ cwole) S syly wds @ |, slho g0 | ;./
(:2S 3)l9 b

S b g>0 b vl 59y U 9 powl So gy

wibw, 59 W aS by iz L i | @250 4ol 9 058 Wi | eewl aslei o loow
S e b s b ¢ lpdelw Sl asb SO b Jolw S Ol 51 gy S
Selection.Name="Table”
S (il 59, 4 |, ALIAL0 sl Jolw powl @250 b 2SS @y | powl Sor Jle
Ctrl + Shift + Down Arrow :cowl Sy 505 SaadS L aS pgs b
Sub NameToZelectRange ()
Range (Range ("41"), Range ("A1").End(x1Down)) .Namwe = "List"
End Sub
dled ax>b 55 powl (il 59, 4 b ol Sy e
Ctrl + * 1wl by 05 3dS U aS 9> b

aub NameTolelectTalbhle ()

Bange ("B2™) .CurrentFeglion.Name = "Table™
End Sub

Y
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Jolw 55 Jgo,8 Sy s
S 0 3lpintin Il @2 Jsad 5 39,9 by |y ausS 95 Jows|

Joo,9 b

5 Lowsiwo |, Jgo,d @S 10ds (s gy JowS] 039051 LIS o Sl as,> ol,,lS
il iS55 9 W Jgo,d b aS sillS oSly Givg)y ol aisS 55 Jso,d 5l b Jeluw
iy 3l 0,138 il 9 Ll xS awly G sy ) cowl ause Hlowy BT
ool ¢ A piodro 593 Hhy 3590 Jgoyd oSy Sl SI. (e 9 1aBT e a0
oLad |, Ctrl + Shift +A juypwasS b L Jsoyd pb g 05,8 b |, =
2L 5l asy ,31 pas Sl JowsS 53) iy e b Jsoyd Sy looi wgiSlauss
20lgi (o O 8osb 5l aS 590 s ol (5S35 Ll 1S U |y Sl Joo)d
(2w b Jgo,8 Slaysusio

Joo,9 Giwlg Saald ay W osl> 5959

5,S aidlg> )l g9 5.8 S 5o |y oo Gilug Slaalsd

/
0‘0

*

MJge,9 Joaz Us,S 53U Shy uld il

idlo Shy.asS o 5L 1) Jgoyd Joa> ey @ Jgoyd ob b 5l g — Clrl + A
590 35U Jgo,9 Jga> U auds ,Las | Ctrl + A 9 =SUM auS b

,5> Paste Function ugSul ;1 L.owS ;U |, Paste Function sl 6,9l 558 — Shift + F3
AwS oslaiwl Sl les

8 Formula palette
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Now pd 4 d a5 G 0 | Ldolw aS 4uS (v )lg | (sJsoyd aS (suloj 6
9 0 suVgb W Jgo,dc 1l 05,0, &>1e Sy svoawl low 9 18> sw
35kw (s JSino | Lol Gilig 9 3959 G008 (o 1> Hhw i Vsoso

¢ Yo ¥ 9) Jio cad> Hue S,udligS Slol a |) b a8, ob o S|
e 531 4 Jgod Giwlig b 3959 LIS aSiyl 5l gy s asles ,ialsS Jgo,d
DD i Syl sumo Sleol @ ) d a8, ob algi (s

s 9l >0 Ugo,d Sy (S

M s @250
Wold (st 830.39) (w0 LU ud 82506 39 (o S Ugoyd Sy aS (siles
Sl s Ul Ugiw 9 Jhbw slae a4 aS wowl Jgo,d Syls Jelw 9 >0 wlo
Jolw.awS )5 [, =Al Jgo,9 Bl Jolw 55068 b ) Yo+ sae Al Jolw > Jlwo
Jolw @ Bl Jolw 5l Jgoyd (sudg. wwl cwl, conw 55 Al Jolw S,LS ugiw Bl
U Ugiw Sy Vlizod Jgoyd Sol> Jolw 9 8250w alold 39 v suS B10
=A10 ;| cewl w,lie B10 Jglw Jgo,8. 35l (s

Jbio @394 (w0 S il Bhio & Jgo,d 03,5 (S > aS wsS Olgi (s &3ly 3}
S a>gi 5

&> B2 Jolw 5> |, 505 Jgo,9 pudles (o g9, Joa> s
oS C2 Jglw @y |y Jgo,9 ol LS JIs> =B14+A2 aS oS
=C1+4+B2 ;| >os adlg> w)lic Jgo,9 59 w0 A oS
S pains o0 oS s 53 505 wgo ) Jsoyd shie S

ol Gow)s 030l Cows a4 Ulg> ol

8 Relative
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PuS (S C3 Jslw 55 1, Jso)d ued S|

o X 390 g3 ax Jgo,d aS sy (s gwi>
O =0+ =X+(0O+0)
% | =(O+0O)+% ?
{-p=i0 -

oo g>50

=$A%$1 ;| cowl o)lic az ey s
6 1S i s Jsoyd S S amganS oS B10 Jsluw @ |, Bl Jsluw oSlgizeo
| =$A$1 ul....zo.& &> )0

F4 odsS

ole= 3, L8 9w i 9 Bllbo @210 b aS F4 il cowl swopo sl 2S ol
il = cole 5l i b Jsosd Ller iamaw 3 awsS bl | Bl Joluw. 305 s
JLid |, F4 aS LU 50 aieS aS auS wds Jooyd au.auds ,Lisd 5L x| F4aus
=$A3$1 .ugiw g Lhw Sl Blhe g0 -) >

=A$1  Jlow Sl $lho g0 9 Ugiw Shy (uw g0 — T >

=$A1  hw Sby s 8250 9 Ugiw Sl Blbo g0 — T >

=Al . ,lhw 9 Ugiw Sy (s >0 — ¥ >

Ed Microsoft Excel - Chapter 7

File Edit Wiew Insert Farmat  Tools  Data  Window
DATE * X & =AR
A | B cC | D | E
100 =4$1
200

FoR TR
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Jg0,8 )13 oK Csuws @0 iy a5

5L 26S o S LS Jolw @y (sdolw 5l 1) oy o Lo « 5)le0 51 oS5l 5o
Jg0,9 suusi Shy F4 0S5l ¢ 5590 ool 53,058 54850 Jg0,9 Sol> Slpdolw @250 juusi
o>l_o.._..u|)§.;>)b F4)| Ui)l UM .\.uS ._5\..5 |) LJS.O)S U ¢ .\.uS oslaiwl L_Q.UO.O Y
33,550 393 Csws e Ulod @ Jgo,9 U S

Pl Jgoyd Hlei Soy L) LIS wul « Jelw @y Jolw 5l Jgoyd 0s)S (suS S @y o
D>

1S Ol Jgos8 ,les 51 | Jgoys oiorcwl =A$1 Jgo,d Shls Al Jglw: Jlio Sl
JLad U 1) Jgoyd Jlein((suS )-auds ,Lad |, Ctrl + C g (0SS ool | Jgoyd ¢ sus)
UeSul Hehhin) .auS SIS Cancel U il S cwoMe Sy, L.awS S, Esc ads wsls
L, 5,505 Jolw (5,05 508 X o V' USi @ Jgoyd slgi vz caoow 5> @S cowl (suld

B4 Microsoft Excel - Chapter 7

@ File Edit ‘Wew Insert Format Tools Data ‘Window

DATE = X / /&~ =Ab1
LA | B c | D | E

100 =A$1
200

NN
-

&>0 e U9l |) Jgoyd Sols sl Jolw 5l Sl aslb — auss O
1S S 9 S L

SLad | Crl + H slaads oS olxol | Jgoyd Sols> slpdglw 5l sl ausb
Su o b Jolw )l 5l payawsS pasgs # woMe U | = coMe b auds
S pasgei = coMe U ) # coMe 305 ule

)
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V93 55 95 Sld Jgo,d

owl 5305 Jgo,d Sols aS (sJge,d Sl cawl (s> Mool i > g

: JUo Sl

DS ol L Yoo sae A2 Jolw 530S b Yo+ sace ¢ Al Jolw s

(owl Yoo azn).auS &5 |, =SUM(AL1:A2) Jgo,d « Bl Jglw >

(owl =)+ azw). 2SS b |, =A2-Bl Jgo,8 « B2 Jglw >

S 25 |, =IF(A1>A2,B1,B2) Jgo,d « C1 Jolw 5>

A1:B2 slpdolw uslée @ axiic 3940 (5w Awlxo Cl Jglw Jgo,d aS sollin
cow| iuwlg

o] =Y e )._Jl).g C1 dgl_u) Al >)90 o._)_l))

Ed Microsoft Excel - Chapter 7 Ed Microsoft Excel - Chapter 7
@ File Edit Wiew Insert Format Tools Data @ File Edit Wiew Insert Format Tools Data  window
1 - # =IF{A1=A2 B1 B2 Y - Ao =IFIAT=A2 SUMIAL AL AZ-BT)
A | B C D | A | B | C D E |
1 100 300 -lElEl. -100 1 100 300 -100| -1EIEI.
2 200 -100 2 200 -100
3 ]
4 4

osl> Mg pd @ |; Jgo,d 95 IF Jgo,9.0uS «ds D1 Jolw Jgoyd @y « VU JSow s
Sl Logazo o @l JolS sgb @ g3 53 5 S Jgoyd Sk JuuST g,
Aol aiwls 1) 0duzey Jogo,d o Us,S 5)lg Aad

s ,Lid |, Ctrl + A o =TF « 1S bl les s E1 Jslaw sy @ Jlio

Jgo,9 )ley uxr cow @0.awS 255 [, AL>A2 Jgo,dc IF Jgo,d Giwlug abd ooz s
aS 39 (w0 005 (sl Ll A4S SO Vs 5l L3 el s> aS uls.asS asgs
26500 50 b 2SS SlS suslidl Gl Gudd Sopecwl S50 &ilgi 5l Ciwspd Sl
Jsluw SUM 36 005 aLd ,5.A1 35S 505 SUM 2,6 aLd ol .S bl [, SUM
S S 1) OK G 6 aiS Llesl [, A2

0 Nesting

)
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EA Microsoft Excel - Bqﬂ]ﬂ_aﬁ

=] File Edit ¥iew Insert Format Tools Data Window  Help Type a questic
FIND X [ =IF()
FIND | _F | 6 | H I | d
MLOCEUR
CELL =
CODE _inl
COLMTELARE B
CHAR. Logical_test I :';! =
EEF?I‘_B.:\[;EST Walue if_true I :k_! =
ExacT Yalue_if_False l _’s_j =
CEILIMGG
More Functions. .. -
T Checks whether a condition is met, and returns one value if TRUE, and another walue if
1 FALSE,
12
13 Logical test is anv value or expression that can be evaluated to TRUE or FALSE.
14
15
16 Formula result =
255 Help on this Furction ok I Cancel |
18
19

S SulS cowly Gonw sl 95 G ¢ Jgey9 )les Hscowl eani b TF Giolug AL
L, A2-Bl Jgo,0 e .S s 5L b IF Giwlg axen Joo culawsS ol LS o g
1S SS 1, OK g 05,5 ol
5Us i Gsns SS1 5e sdleze Lot 5b Gwilis <l 0358 oS MolS a8 ol

AuS 0,5l Giugy ol b 1y oS5l 9 0umxa Slpdgo,yd audlgy

Jso,9 Ug,> Jgo,d S, g (S

Js0,9 Wey> ;5 9 03,5 (suS Jsoyd Jlei b 5l 1 Jeesd Spicwl wluwl Gug, ol
olei 55 1S sl b i Jsbw S5 Joeyd 0n)S (S Sl g S SIS S50

9 Blho 8>50 « Jgod US,S (S Uiy S SIS Ctrl + V L g 23S SIS Jgoyd

ol A B gy wdwiow 1) o

:Jlo

=SUM(A:A)  2uS 3)ls | 909, Jse,9 « D1 Jgluw >
=SUM(B:B) 1S 35l L, v, Jgo,9 « E1 Jgluw 55
=SUM(D1+E1) .S s)le 1) 909, Jgo,9 F1 Jglw s

aSil Sl @S S Jelw S 55 Jsosd Sy s 9 05,5 wsuS | o Jgo,d aosd

Yy
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I, X 0sSul w9 3ud> ,Lad |, Ctrl + CoawS wlxil = coMe weay |, SUM(A:A)
g0 « F1 Joluw Sl Jgeyd Hlei so.gi 2ol Jolw Ginbg <> 51 G ass Suls
A HLad [ Cirl + Vg 03,8 wlxwol |, D1

ol F1 Jolw a4 E1 Jglw Jgo,8 (= woMe wgn) (suS Shu o,Lgs |, wldoce Ulos
S SHlIS> EL g0 5l a2y 9 2ud>

: 59y g >yei0 (sJolw JSib  axyw

=SUM(SUM(A:A)+SUM(B:B))

Vs, lol slgdgo,8 wWag;sl

Analysis ToolPak , Analysis ToolPak — VBA

BIs5 A0 355 n0 ut JuuS] S (silo;
Add-Ins available: Analysis Toolpak VOV RN V. WV R V. VW W-Y)
Access Links

2k &iralysis ToolPak Sl | owl &)l) Yoo J.ol_uu T)g.)..>
V¥ analysis ToolPak - VEA
[T autosave add-in

[ Conditional Sum Wizard
™ Euro Currency Tools

|_ Internet Assiskant YBA

Cancel

I, isungs8l ool LU &ilgi ol 5l oslaswl

Pl

Browse, ..

™ Lookup Wizard .

[~ M3 Qupew Add-in S a0 |, Analysis Toolpak-VBA

[T CDEC Add-in =] Dt ol o | ¢ o
finalysis ToolPak 939 LVU) @ Aol u-u)-u_u-LS Sl
Provides Functions and interfaces Faor financial and scientific FYY-) )lS ).| .J.a.‘) . | o S

data analysis

DS was | sungsel

& (593939 s

S wlxol |, Add-ins @iy Tools Sgio 5l )

. Analysis ToolPak —VBA g Analysis ToolPak.auS wlxil |, (595938 95 1 .Y

DS SUS 0K LY

|, Shift + F3..l oaw a8lol Analysis ToolPak @y bgsyo gilgi Ul aS 3uS (sawyp JI>
Select Function caouwd > .auS wlxol |, All au;S ¢ (Paste Function) s Lasd

%1 Gtatistical
2 Add-in
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L &ilgi ol oty .auS asgi wwl oond aiuing S>¢S Wg,> L uliol aS swlgi au.

.l 05,5 i Analysis ToolPak wuas L

Sl aul)l Jgo,9
S sl o3y wlowlo plasl Sy | sl al,] Jgo,d
Fd Microsoft Excel - Chapter 7 > Aw ). A J
ool L S Jhe Sl
File Edit ‘iew Insert Format  Tools Data  Window  Help
D16 v #& [=SUM{Quantity*Price)} ow| 0w ) ) wula
A | B | C | D E
1| Part_Number A4:A12 a>U
2
| 3 | Part Number | Quanti Pii Total 5 . , .
i al AElEII;I el uan It_‘g‘l"5 II(‘.E“IE-DD (1) '15I1?5 Quantlty B4.B].2 A lJ
B 205 12.00 2 4ED .
(& | ABSS 257 13.00 3,341 Price C4:C12 a>U
ERR 13 18.00 7 434
] ABET 13 18.00 7 434 .
ER 517 20.00 10,340 JSow @ sl ayll Jgo,d D16 Jolow 5>
10| AgG3 21 22.00 13 662
11 AREA 73 23.00 15 479 o .
| 12| ABBS 725 24.00 17 400 ) | 29290 >
13 . .
(14 | Total B2 725 ={(SUM(Quant|ty*Pr|ce)}
15
15 [ 57=] 5 | Quantity ausU Jgo,9 1 asi
18| . . : .
20

Sl wsls HLad Uloy WL bos I alyl Jgo,d SO 255 Sl — ass O
A5l ol [ Ctrl + Shift slaads

s,l5 1 55 oo, D19 Jeluw:Jbio

={SUM(IF(Part_Number=C19,Price*Quntity,0)}

AB63 iuzs Sy lpis adl 36l5,8 (s s Price > |, Quantity oo axai Jgo,d
1S oslaswl Sl bl Jgoyd Sy 255 Sl 5o G, Sl
|, .swlwl =SUM(Price*Quantity) :auS 55 |, Jbléo Jgo,d « Jolw &5 5y 0

AusS @y, Jgoyd 959 51 S8

Aadd HLad pd U | Ctrl + Shift + Enter adS aw .Y

&
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Shbl ({ 1) b &Shyses ww skl YU S aw 0s; L &l al,] Jgo,d .Y
ol Sl )l Jgo,d pul @S aisS Loz U b (sw 2,5 Ugo,d

Jgo,9 1,l2p55 |, Ctrl + shift SaaudS aS auS Jugelyd il Us; 0oy I .¥
i oai> LS| WVALUE! ERROR: &> (sw Uit 9 05,5 awl=o |, 55 Hlase
Jgo,9 5lei 55 ) 8> Sy pwsle U b (obw iwlng) auds ;Lad | F2 auds
2> ,Lad pd U |, Ctrl + Shift + Enter auS atw Gupew.0usS Olks]

Sl al,l S Jgo,d (sid v
LJS CLA_uJLZD PR I.\&J as..uS wS\o O).A?) qY;ASS.O ahsl> PR I) ULA_UJLZO qu)T LSJ
A pll | 3wy as (sJlio dilo |) oz wlowlxo

L Swgw Sbd Jolw clw s sl al)l sl Jgo,d 50,8

Eivicrosoitbxcel-chapter 7 [ e
File Edit Wiew Insert Formak  Tools  Daka  Window )l 9 |) Ctrl + C 9 05)5 ul.zu|
Ad ~ f {=TRANSPOSE(range)} _ _
A | B | C | O | !._S\Jl->' q-‘->'l" SR l) 'JS'LW ‘SJM)
1 9 S SIS cowl, ¢ 03,8 Ll
2 Year sum
3 1999 5,251 S wlxwl |, Paste Special a3
4 2000 6,452 _
5 2001 7,582 Paste Special sl o)9l=o BI85 >
6 |Total 19,285 _ _
7 >9>9 Paste link ol a sl ay;S.
8 [vear 1999 2000 2001 _
9 |Sum 5251 6452 ?592! L ool il bew @ ;S ulos)ls
10 .
11 L&dgl.w%bl@dgzpqsm.s@.o

aS »,l> |, Transpose ol @, 5,55 aiy;S Paste Special sl o,9lxo ;318 . 2ud> Xgw

(UuSe g Sxgoc U | a8l i) 1S v Sl Wlke we> 5 | b osls

% Temporary memory
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QLLUJ.D
53505 oylie @S ulzal Paste link ol,o @ |, Transpose a3 swilgi (swoi Lo
A3 s s | SIS s aS (W s sl | dgwy SO awlgi (v Lo

J> ol

|, v Su g b auS eslaiwl Sl aul] Jgo,d Swuss olyos @ TRANSPOSE &)U |
2SSyl SIS 55 g s olos @

Ol pid.a,,8s o5lml (sulzisl So Ugiw 3 Wyhw 5 | b Joluw slasic lawl
AwS a9 powl o> a4 4>l

a=>U ojlul ccowl oo i Ul sl Range  powl aSoawS wlkl |, A2:B6 asb
aS 1S Ol | Sl ausb A8 Jglw 5l g9, bacil (s (Ugiw T g shaww ¥) 4RX2C
(uuSe cap> 5 bol o516l Ulod (suss). ol 2RX4C Ol o5l

=TRANSPOSE .3.a> ,Laud |, Ctrl + A Ol 5l G 9 05,5 3lg 5 505 Jgo,d )

5L |, Ctrl + Shift + Enter g 05,5 ,l3%> |, Range oowloawas jLas |, F3 .Y

Dad>

05 5l 1 @Sy 0w b views sl FUled aie,lS e @S, Lu wls o s
wglase aligy,S

2sS 25« a8, Ko AL Jolw 5y 1 Jled aligy,S Sl aSy pw Vg KU wsbw sl
A 5Lad | il 9 05,8 Gl ) Bl Jolw « dugy S50 a8y 9 =

595 5w LU Wy A 9> gyl 399 B digy)) S G g pudais Sy g, 95
wowl i oslw ol

fhaso awgplS sl e, ) g,

Bl JoluweasiS wliail |, 5,55 auiven,lS WIiNdow Seio 5l = auiS b « Al Jgluw 55
s 5L |y il 9 05,8 Gl s a5, 51 (sSu s |

Hawe aig))S 5l g9 Y Givg,

% Active
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oS> Shy 1) auss ,Las Ctrl + Tab 9 oS oS | Bl Jglw L2090 auo auingy,)lS au
oaud 35U Soio 5l 9 S SuS il 5 05,5 wlswl |, Al Jgluw. (L o alings,lS o
i |, Paste link aiu;S 05,5 wlzil |, Paste Special

s

Vaiuuly b (cowl Jgoyd Sol> aS (sulpdolw ) Mease Slpdolw (sulisy 9 sl
Sy SH owdyy K wlgi sw (Wl eaw osly gl Jgo,d bwgi aS (sulpdelw)
bl S| Ol

03 Y0 Uloy yaudlS 5 (A [ Blhao 9 s @200 inw ) B ool 5l oslaiwl
Sleal, bow @ gy ouleccwl a0 s paso Slpdolw subsl 9 o3l sy
1> asles vl |, W Jseyd (ol 9 sl

S S|y i wsw 030l YAuditing formulas. abgs o 5l Hlg Yoo ¥ LwS! s
weils pb Auditing Sl les ol (s

Jg0,9 (sl L1l ey

o 5L Sgie Slans SIS cowl, 9 0 obksl | slall Lle sl S
Cowypd 5> Auditing [l Hlgs AV g Yoo o ST s.06S wlsaol |, Auditing formulas
5l 9 05,8 SUS wowl) g 03,8 bl | ylul e 5l sSuvei o Lol W)Ll lgs
Sl Slei 9 auS 5L |, Toolbars &S,y ow.asS wlxil |, Customize oo 5L Sgio
(Tools > Auditing formulas . JouwuS| Sgio 5l L) 2SS ool |, Auditing

% Auditing
% Precedent
%7 Dependent

% Ugo,% (sl
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pdio Jolw &S >
Sl Hlgi 5> sg>g0 Trace precedents woSul Sy, g 05,5 wlkul |, Al Jolw
ovbin | Jdolw ol pase Slgdelw SHls wp> Giudd.ausS SUS Auditing formulas

A | B | C | VTR PRSVITH LU E V- 'S

27
% 13
14

e L | R —

Llgi ;> as Trace dependents gSul Sy, 9¢ (Jgo,d We).awuS wlkil |, Al Jolw
aS 185 s Vliv | csulpdolw oouis slsl Sl (s 1S SIS cowd 39590 Ll

A B | ¢c | DS a>gi JSow @i Al Jolw @ asauwls
13

41
28

|| | e [ iLa | pa | —

S 51 5> Sigw Slpdelw G WS>

vl Uudd Sg,.auS SIS Trace dependents S, (=B10 Jlo Sly )asS ol
Db Jeol Giudd dase a4 U oS SIS Jugs K,

Couwlg 9 pase Slplelw Sy alS axes Sla,sbe

Ctrl + [ — paio Joluw

Ctrl + Shift { — paso Slpdolw aod wlxil

L oosls ,Lad |, F2 cowl a8l diga a8 Huod 5> 8,505 Jolbw @ aS (sJglw Sg,
Ao 1> paziw prso Slplelw.auS SIS Lugs

A
I nf o@ RANMVEET. COM



Slpdolw aod Guuei Sy g Sol> (sJelw g, SUS Jugs — S5
28 SHul8 55 paso O
S wlxaol | Edit guww 9 Options aiu;S Tools Sgiwo i
S SIS |, OK g asS S | Edit directly in cell aiu;3

Jg0,9 U9, @ ubliS a8

Sgio ;313,65 w0 bl Awlxo S LU e L WIS 038 B Joeyd Wliwlxo Uy
S5l 5lgs 51 L awS ol |, Evaluate formula of 1 9 Formula Auditing aiy38 Tools
.S LS Evaluate formula uesul <sg, Formula Auditing

Evaluate Formula E|
Reference: Evaluation:
Sheet115Cs1 = [Flal=AZAL:AZ) |
To show the result of the underlined expression, dick Evaluate. The most recent result
appears italicized.
Step In | | Close |

Olowlzxo Gw aS 18> 5w boww @ |, ulSol ¢l Evaluate formula sl o,9lxo ;IS
&lho Jgo,9 5l (suowwd awlzo 09 5l U auS SIS Step In Sg,.auei0 buls Jgo,9

88 V1. W)

lolas S\ )

oSow e lbax 5l JolS sud .o U 5l S)le JuwsSl Slpdelw > Lpdgoyd 2o
S Gsw oS | las sl a8 cowd ulpal, bl « cowl

lpoo9 aS 5, sl SwS lowi @ 3w 03> zuiogi 9,595 Ugo,d ius 55 @S (s,
Oliwlxo axui ,SI ISERROR Jgo,d U IF Jgoy8 S 5.3l 5305 Slpdgoyd we)s |
2515,8 w 5U |, TRUE asews il olusil
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:Jln

S b 1) 100 sac Al Jolw s

|, #DIV/0! oliiil Olg> awlxo.=A1/A2 :20uS b |, g9, Jso,d Bl Jglw >

(A2) 1S puwdi 480 |, Soac udlgss aS Ll (o Uiy olo; Uas pulads Lsw

s Jdolw )y Uas ol Giwulos 5l 5ud s,y Sl

oo 0 |, TRUE Ulg> Jgo,8.=ISERROR(B1) :3uS 3,l5 |, 9,09, Jgo,d C1 Jgluw 5 .\
aiw> ,> ISERROR Jgo,d) .55l Uas 3¢5 wlowlxo ;5 Bl Jglw: (su=s.ails)S
(wewl 0aui g8lg Paste Function sl o,9l=0o 515 ;> Information

=IF(C1,0,B1) :3uS 5,ls |, IF Jgo,8 D1 Jglw 55 .Y

= woMe Vg | Jgoyd: C1 Joluw 5lasS Sy 9359 Jgoyd Sy 5o ) Lpdgoyd .Y
S 5,138l CL sl @ D1 Jglw 55 g 0SS

Bl Sl> @ 9 0 SI> @ ,Lgs 9 auS (oS = woMe gy | Jgo,d « Bl Jglw 5l ¥
S SIS

=IF(ISERROR(A1/A2),0,A1/A2) :gi,565 Jgo,d Sy — ameuiv

Function Arguments g|
IF

Logical_test |[SERROR(41/42) i = FALSE

Value_if_true ||:| E =0

Value_if _falze |,-5.1,f,-5.2 y =0.5

=0.5

Checks whether a condition is met, and returns one value if TRUE, and another value if
FALSE.

Value_if_true is the value that is returned if Logical_test is TRUE. If omitted, TRUE is
returned. You can nest up to seven IF functions.

Formula result = 0.5

Help on this function a4 | Cancel
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Uas Sol> slpdglw S,158 coMe

ww Lalb S, S s aS sybhlhs slpddlw woMe

&2 To Special E-' a Jwlgi o b dssawd pansais JB sSslw av digu
Select N )
() Comments () Row differences 9 S>> c_5\-'>|)

() Constants i) Column differences .

(*) Formulas ) Precedents U3
[ humbers () Dependents |, Go To... a3 Edit sgio 51 L auds ;Lad |, F5 )
|:|TE1t o
Ctsae 28 A
dz . R S.S Special g, Go To... <l 0,90 3l 5 .Y

) Blanks ) visible cells only

() Currentregion ) Conditional formats S

) Current array ) Data validation

O Opjects S wlzawl |, Formulas Errors sla a8 .Y

S SUS |, OK .5

[ Ok l [ Cancel

Y g,
A L0 bl Slpddlw Siuel K 9 S,1A8 CwoMe Sl | b i SauudSow
wlxiol a8 aod U o> ,Las | Cirl + Aagas L8 Jled Jolw |) Al Jglw )
D9
2SS wlzwl |, Conditional Formatting a3 Format Sgio 1 .Y
AwS wlzol |, Formula Is ) byw 5> .Y
9 duS SJUS Format g, JI>.=ISERROR(A1l) :3uS b Jgo,9 2l s &
S bzl 1) ol 5,90 SaidSiw
DS SWUS OK osg, .0

"lalas> subs,

100 . 2SS b Al Jgluw s
sls aslgs olio |, #DIV/0! slas awlxo.=A1/A2 15S b B Jgluw s

% Tracing errors
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wus* LS SWS Error checking wgSul Sg) 9 3wuS wlxil | s)ls Uas aS Bl Jgluw

(Jo0,9 Csanrsl Jgo,9 e 53z o oSy

" Xioag® ok

Ed Microsoft Excel - Chapter 7 LVT u|9> as ‘_SVLBJ | 5 A 9-‘5 . > 3

Wigww Imsert  Format  Tools  Dal

B File  Edit

B1

- B =A1AD

Sgio 594 (s Sl L8595 s9b 4y Al Ua>

A

B c |

DI <08 g Sy 1 SalS b 5l L il

0 -

0 VA |

ke Yl e RS T W S TR T

Divide by Zero Error

Help on this error

Shaow Calculation Steps. ..
Ignare Errar

Edit in Eormula Bar

Error Checking Qptions. .,

Shove Formula Auditing Toolbar

il Sgio G1b 1S 5L eaied Cow
¢ s o)l ilxwog 4 wlg o e
oadlie 9 Ua> (,i8,S oasb « Jgoyd Giwlys
Show Calculation g, SJUS L byl J=bwo

Al wows Steps

—
I

Error Checking

Error in cell B1
=A1az

—Divide by Zero Error

The Formula or Function used is dividing by
zero or empky cells,

Show Calculation Skeps. .. |

Ignore Error |

Edit in Earmila Bar |

Qpkions. ..

Prervious ek |

0> ,> &>1,0

aS 3uS 2,5 Jolw 53 |, (sJgo,9 lowi aS 3¢ csw skl olo; ' Mosis > g>50 SO
&> 0 Sgl> Slpdglw oaiz,> 8>50 Ll Ll .ol pado Jglw yusgs Sy Jglw
o9 ,le a4 b Jgo,d Hlg v (sdlox] 055 S5 bows ST .68 sw paiw | oduis,>

Mol |, 0l 9 05,5 i |, Uas gun wds @y 2lgi swo il (S owl 5> )

100 smart tag
101 Circular references
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Ed Microsoft Excel - Chapter 7

@ File Edit Wew Inserk Format Tools Data  Window  Help
03 - e =SLIMD:DY
a | 8 [ c [o] e | F | e [ H | 1 |
; 1007 #00V/0! | TRUE
5 ® "’ D! $D43 - 'C‘.':', g:' el
; Formula Refers to Emply Cells
& Trace Empty Cell
7 Help on this error
g Ignore Error
10 Edit in Formula Bar
1; Error Checking Qptions. .,
1z Show Formula Auditing Toolbar
14
15

R}

bS5

Iteration 0¥ SoS a4 Sianc 9 Gl Uygo W d1S > 8550 5l Awlgi s Lo

S sw
E3 Microsoft Excel - Chapter 7
File Edit Miew Insert  Formak  Tools  Data  Window
B2 - B =AZ"B1
A [ B | ¢ [ b [ E |
1 25.47003 +—— | =R3-B2
2 I:I.l?l 14.5299! +—— =AZ¥EL
3 100
4
]
:Jlio Sl

(VAT) " To3933l Gl wldlo gox Jga)d

Oldle VgL go> Awlxo ol azs ) =B3-B2 2uS ol | Jgo,d « B1 Jolw 5> )

(owl

0.17 : asS b ) oldle ao)sc A2 Jolw 55 .Y

102 Tteration
103 y/alue-added tax
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268 SIS LOK L( VAT lase acwlxo) =A2*B1 2uS b |, Jgo,9 B2 Jglw ;> .Y
g po M 0, g0 sl 51 U

0w Sl Bl Jglw > o ,> @>50 SuawsS b [ Voo Slaso « B3 Jolw ;s .8

B2 Jolw ;5 wldlo lase avwlxoe @ beuiw ldle g Slase awlxe.cowl

Shyramdl awls 1 les wlowlxo 0kl b ay3lw Jled |, Tteration aiy;S.couwl

|, OK g 05900 wlxwl |, Tools = Options - Calculation - Iteration IS ..l

ot a JuShads Lo

Caolor International Save Error Chedking Speliing Security >I \J qs DS LSO O)l>‘|
View Calculation Edit General Transition Custom Lists Chart )
Calculation NEYS ) J.uS A |) L®)|)SJ

(& Automatic ) Manual Calc Mow (F9)

() Automatic except tables Aw LZD LJ9.0)9 as SN l&gb
shei aS (siloy U (bguis 5w

Iteration (G D) (

Maximum iterations: | 100| Maximum change: | 0.001 |: | lS . l l:
D9 p S ()
Workbook options
Update remote references Save external link values
[ Precision as displayed [ Accept labels in formulas

[1 1504 date system

0K ll Cancel
EAVIRIN e 4
A B C
1 X y z
2 7 4 =A2+B2+C2

w003 ,> &> L Sl ojuls Jgo,9 51 (sJlio ol
231 g YT Sy 593 5305040 (w0 1) Jol 493 55 Lls> oS wds Jgoyd @y ,S| ug>
3S sw ol el Sy hed ol v b awlxo Sl a4 JousST s,lee i S5 bl
w0 18 500 pd | Az S 2ol Lil 9 cowl oais > lai Jgoy8 aS (sizo il @
option > .50 Wgio A 9 g Awl=o (sileds U aS 5,5 S, wlew Lla.ads

Shy oo 9 1bl s 990 VLS (shol Gio 53 deub e 03,0] (eSS Llbae Ulgic i @S sullao 1
xioe b (leaS5 (oo Slpwl s il aulos sl [, llno ol @S cuol Qiaails 395 adaby oxily> e £ Mbl
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95 Ll 55 L3515, 00> Jgoy9 awlxo 4 55 bl U aS auds wsw o5l S|

P Cawud Dg>g0 Q.u)g

S8 pll awl=o 95 2> csussi(Maximum Iteration) o 1S5 (s =)
5330 vl ol U gy 255 adlgs 195 LMol awlxo L Vo v suss 2l Voo

c 390 (w0 Uwlxo Jgo,9 9 10> pudlsxi | 0z, Jgo,d Slas
Slde O Ubwo U acwlo L > usy ((Maximum change) & ,usi i =Y
U35 195 5B 5 1S pudais 0 S, ) sl Gl SSI Mo L3gi Jol> Az 5> S
Qowlzo HU S dnsd asly 15 (oo 595 LU ) v e LSS Jgoyd bl 0 5l sxeS s S

.LuJ.L@'PCh_uuLzo)lJ\”M)JUT)|UM90QJ)M2J)§|LO|>9_MJ._5\D

P S axgi Jbo aix @
03, S5 035 L) pail 0358 slxe |, LIS aS puiS 40,9.30,:%0 Hbi ) |, VU Joax
Anis > Jol> s Vg ol 05,5 il |) 0 sac s uyisiw Sl 9 (option
A oY 2) o L X Mo JS1 Lol Ly adlgs 595 5L Ve Gy (V) ) cowl 05l G
Uwlxo Sy hasd Gy 90w Sy b eS g 0 S Dy azss e pwds 108
095 5b Ve Guy (FR)HY = -00Ugx ouds L3 -A 1) X 31 9.5,,5 w el (Wsoso

ﬁ._\g Adlg>

& a8 pw Sldrigw

Jgo,9 L oot aislw Slosgy e
oy axlw S5 4 a8 Sl swlwl U e a8, Jlil U aS (suldaigy o
olod @ a8, 3uS o wS b Jssie Suas a8 @ | sl aSy as (siloj.ul
sbul axi ulsgas w Jsiie > aig,S @ ol s ooy wu,ei (swlwl

wowl LA gy, S s (awlesx b wdel) Sldaigy 9 > swolwl
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B 5 pase S g, aS g w Sl wiley ALy Sldsgy e

9 ol >0 Ubzod Jgl alig,S (auds w Jaul Suws 5 ) S50
QS Csw b Seaws e 5 | de sulawl

SVgw Slpdgo,d &) w vl — s
b Jolw 3l Sl axb.0uS oslaiwl gy 8595 skl sl Paste Special |

O

Paste links g, yuwuww.duS wlxul |, Paste Special g 05,5 SUS wowl,)

LigplS LS 5L P g il 59, U plesy ws,S Jbl

S wlxaol | Edit S5 w Gasw 9 Option aiusS Tools sgio 5l )
S Sb |, Ask to update automatic links syl S ¢ Edit S,00w 5> WY

Lo wlug Sl oglxo »IS

oiwSod awle Saas bkl 2002 JwslawsS olswl |, Links @S Edit Sgio |

L Hw bigy Slas (sow,w Sy as awl o Lis | \’VQ._E.Q.bg S 9 \‘TJJS.}__J_

105 Broken links
106 Break
107 Check Status
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Edit Links X
Source Type Update Status Update Values
BookZ.xls  Worksheet A Unknown
Change Source...
Break Link
Check Status
Location: C:'\Documents and Settings\bahram'\Desktop
Item:
Update: (¥) Automatic



S>9,9 ply

AwS pasiw | Sagw Slelld ualw U og= 9 LS SIS Startup Prompt oS g,

Startup Prompt P§|

When this workbook is opened, Excel can ask whether or not to update
links to other workbooks,

@il;et users choose to display the alert or not!
) Don't display the alert and don't update automatic links
) Don't display the alert and update links

Ok ][ Cancel ]

l.&.bg.u oS

o Ugw.auS SUS Break Links Sg) 9 05900 Wil auSiw dudlgs> (o aS |, Saigw

94 v O3> aidl) Wigw Jgo,9 9 39 o WS B gy, lS G

Hlas|
Jl ,J,,_g AsS Aupi CL-WSJ)LS )'l UL*-MU S S 9 IS sew o)lJ_9>
DS | gy asul —

5B 5 L adsg,S S suS L8 xo aS add sw b U |y UKol ul fuio s
S Gaueei S50 b 1) aldign)lS S S L8 U= b osls s Sws

S Ol (ol 395 @ by | link @S )

.AuS SuS Change source g,

S SIS b Wgw wowl L8 as sl aligy,lS sy,

g s 39 U Jmeo Ol b gy plod.aus SLS |, OK

“ 1 =
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Aiwlg>U Sldgy VB> g Bugay Huus

Gl

S Ol a8y 55 1) elw )

S SLS Paste list g, 9 « auds ,Las |, F3
S Lot dwowd Ul Bis> ulalgs aS |, (swoowl
Aads las | Crl + F3

5 =% -1 -

5S Bi> Ulgi w0 aS | (uldigs 9 S awny S50 0 b gy — ¥ al>e

SVAREW

Aads las | Ctrl + F

oo Sy weMe shls 2, a, gy Jgoyd sa.( [ ) awuS b Find oLs ;> .Y
Aol

AuS Jolw S Jgo,9 Seiu> 4 ggrw b, WY
(auds plssl blasl U 1,8 ol )easS Wis |y 000 s o aiwlesl Slavign .Y

AsS oo b M esls wuS i 09l 538 = ¥ al> 0

L, b8 S, Sl ooyglzo 5318 oul.auS wlxail |, Consolidate ai;S Data Sgio 5l )
S sw Syglsl

|, Lol S oLl aiwlg>l sxugw @ All Reference  aLd s 3)lgo 51 SO e 31 LY
Aad> ,Las | Delete g 05,5 ol

DS o b gy o8 = ¥ al> o

S wlxaol | Links asy;S Edit Sgiw 51 )

DS Okl asS Bis 1l 4 Saigy udles (sw aS |, Sl aligr, S powl .Y
.AuS SLUS Change source g, .Y

108 Consolidate data
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(2D Ngay Judg> A |, aiugy) S
S SIS 1, OK .0

AuS 0,033 LA> sl U ) aligy,S — 0 al> 0

wd> ol ¢ cowl oo 05,.0U Links 538 5y 9 Cowud 3990 Al digw auigy,lS 3
U39S A > duigy)S). g (s WBi> ,S5¢5 ,9b a4 daigw .(Links 58 sub)

DS 0,055 olgzds (sl b o)lgs | aliugy,S (dgis (o gy

ALl 5l g b il aS s seemo aS Cow o ol @ lpdeoyd Sl eslaiwl
@ aSiul 0Su s N azit A Jgo,d Sl slagi 0,u35.00,10p5 ed 5L wlowlxe
o BUgy « cuwls udlgs ol px> @ aligy, S « )l 5L akdls sl Hlase

230 S s 9 i jlw
L, VU oMo U oS Wi azewis Usly wows 5l g | 1 Jgo,9 aS wwl w>lg

51 il asls gMbl Ll aSul Uss puinuts VLS @ | csainhS Mio b oms J>
Pl 0350 59w (ilowlxo Slpig) 9 d Jgoyd ax

030 owlxo wilso iowlapss « lplgo,d Vi
AuS S 1) Jgoyd Sol> Jglw
S wlxwl |, Paste Special a3 oani 5L Sgin 5l 9 05,5 SIS wwl, .Y
Aad> ,Lad |, OK g 05,5 Lkl |, Values aiu;S Paste coowd > .Y

S Laues Ul @z lago U |y Jgoyd vty @y — @i O
|) FO Luww 9 osls )l_a.u.‘) |) F2 9 05,5 ozl |) LJ_g.Lu) ‘ !J_g.LuJ Sy LS|)J
A s
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9 UaisS plid SIS cowl) 5l oslaiwl b Lpdgo,9 jusléo (suS
ws,S b,

S |y pugle. 2SS lxil | Lpdelw 5l sl asls
woMe S a4 gwgle aS ulojiasw Jolw 5y0 b

Mowve Here

Copy Here a>U 9 05,5 SIS wowl, i o L Gp> ogMe
e ¥ uosle 955 ] s 1y St Gl o
Link Here |, Copy here as Value only a3 oas 3L Sgio
Create Hyperlink Here S olsesl

Shift Doven and Copy
Shift Right and Copy
Shift Down and Mowve
shift Right and Maove

Cancel

Sy 938 bs S5 5l oslaiwl U uslio 5,138l o lodgo,d Bis
>olo 2udS

vt aigplS 5o | 958l 9 S i O Sy [ Syilio 9 03,8 bawo | 95l S5
AwS adlol 9,8 @y | 5 aS JIs>.0u6S 0,455 (Personal)

Selection.Formula=Selection.Value

“ Book1 - Module1 (Code)
(General) j |'-'|acrc-1 lJ m-’ )L"*""L9 I) Alt + F8 S)SLO O)PS ).l =
.?'.Jl: Macroli() u_JuJ).BB )>ls qu )b.bs_kil )lJ LQS)SLD )-’LS

Macrol Macro b,,o

' Macro recorded 10/3/2006 by 22277 772727 LSS)SLD D o |) 0w = 6L®9)SL°
: RKeyboard Shortcut: Ctrl+g kSu.lS Ed|t "59) 9 OD)S ulk.ul |) )_b) ))9.0
Eicllegzion.Formala = Selection.Value |) Oy q,_g§ aS M 'JIB)-B bm )b..L_A_JS
@_u.b.u Lol 9 awS 2,5
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Joo,8 Sol> slplolu Ll

S, 55 lpdao,d Lzl sl |, Go To... Sl oygleo oIS

Select

Text

) Blanks

) Objects

Mumbers

) Comments
O Constants

Logicals
Errors

O Current region
{:} Current array

(") Row differences
() Column differences
) Precedents

(") Dependents

) Last cell

(" visible cellz only
(") Conditional formats
) Data validation

l

Ok

l [ Cancel

S, b oS wdbdlze oS Wi ) Lpdgo,d U uyw LIS

|, Go To... @3S Edit Sgio 51 L auads ;Lad |, F5 )
AuS ool
SIS |, Special aiy338 Go To... ol o,9lxo ;38 ;5 .Y

AuS wlxwol |, Formulas .Y
AuS SUS [ OK LY
Ao sl Lol a5l Jgo,d aS sulpdelw Lo

Jgo,9 Sol> Slpdelw SaulSiis g Lawseis

HasFormula oU @ (s VBA.5>)l36 (sJgo,9 « d Jgo,d Wsls Lo sl Juwsl
sl |y Jgo,d Sol> slpdglw U vowl (soin)leaw U SO wslbw 5y > olhus)ls

(dign Joad Slpiil 5> | wlwngs) 1>

Function FormulaInCell(Cell) As Boolean

FormulaInCell = Cell.HasFormula

End Function

)

1S SaidSi |, Jgosd Sols Slpdglw b el by

2SS,y esdoain SaudSew b sl FormulaInCell Jgo s sleul 51 G

Conditional Formatting B
ondition 1
|Formula Is j |=F|:|rmulaInCeII(F\1) :*J
Previgw DF_Fprm_at to use AaBbCCWZZ Format
when condition is brue: K Tt R
@l Add == Delete. .. fuls | Cancel |
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SuudSo Sy b Sl 9 Get.cell Jgo,8 Sy

Jgo,9 Sol> Jolw

oalosls Get.Cell plu caal 9, 0l; ouloail (so XLM Sg,Ske 0b; hls Jws|
S Sy byt SadSi b Ll 9 03,0 5180 Jolw 0g)s &b paszesis shy |, &b
owl 000w 03,91 505 55 L8 Sivg,

Mames in workbook: S 'L"‘S ULZ“" C{S)__; SR l) LS\JS-L"-” 2
IF::urmuIaInCeII K D> )| . |) Ctrl + F3

o |
_ e || Define sl olxo nIS ;5 .Y
Add
_ bolere |
B

Define Hame E

:FormulalnCel

|, FormulaInCell oowl. Name

Delete .xuS uJL'
| Reference a9 ;> | 505 Jgo,9 .Y
Refers to: J..MS wb
=(3ET.CELL(4a, INDIRECT{"RC", FALSED
=GET.CELL(48,INDIRECT(“rc
" FALSE))

AS Lol Ctrl + AL | a8, sl Jglw aod

.S wlxwsl |, Conditional Formatting aiy;S Format Sgiw
S wlxol |, Formula is ai33 Conditional 1 >
=FormulalnCell 1uS ol Jgo,9 29 >

AwS SIS |, Format

A Hlad |, OK os,S wlxal | 5,5 K, Font S w5l
DS SIS, 0K Y.

o > < 4 0 ™

Conditional Formatting 7
~Condition 1
|F-:urmu|a Is j |=F|:|rmuIaInCeII :‘J
Preview DF_Fprm_at ko use Mo Farmat Set Eerihat |
when condition is true:
@l add == Delete, ., | | QI I ancel I
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lJolw 55 Lplgo,d ' edaslxe
e IR

Mumber || Alignment Font Border || Patterns F‘rotectlnn \-9-L>’ lJ ”»UJ"' J I M9 ¢ Ul LW SJ )I 'JQJ-MJ
7] Locked Joo,d i 5l 9 03,8 SySel> Jslw
[+] Hidden

Sy wb brs 9008 o weilewo
Locking cells or hiding formulas has no effect unless the iV lJ d | :)9_;.1) o d I . I 9' lZD

worksheet is protected. To protect the worksheet, choose
Protection from the Tools menu, and then choose Protect

Sheet. A password is optional. kS I 9' l .XJL} qu 9 ¢ lJ H’o " l . 9"

Aol ooow

[ oK ] [ Canicel

byi ool « 0s,S Jed
Format Cell sl o,9lxo0 ;58 [s.0uds ;Lad [, Ctrl + 1 g 05,5 wlxwol |) Jolw S
S wlxal |, Locked ai58.0.uS wlxwl |, Protection.

by 09> CL§)4 wbla>

2> ,Lad |, OK g 05,5 wlxl |, Protection > Protect sheet a3 Tools Sgio

LpJgo,d wlslas
ol a8 Sledolw i 5l Jgo,d hyls Slpdglw 3lwlas diosli Llge,d wlblas

a8, Slpdglw aod Jab 9ol — ) al>,o
S Ol Ctrl + A wsls ,Lad U |, a5 slpdglw aos )

109 protecting
10| ocked
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s Lad |, Ctrl +1 .y
.S wlxwsl |, Protection S,,w .Y
S S |, Locked aiusS S WY
S SJS 1, 0K .0

Protect worksheet and contents of locked cells

Password to unprotect sheet: LJQ.D)9 L_Sl)lb tSLgJQ.Lu) uLzul -Y CLL>‘).D
Aadd 5Llas [ F5 )
Allow all users of this worksheet to: QS SuS Special Sy, .Y
M|selectlocked cells I o ¢
select unlocked cells J-MS ulz.ul I) Formulas un)S Y
Format cells )
Format columns DD )LM.\S |) oK .¥
Format rows

Insert columns
Insert rows
Insert hyperlinks

e B Joo,9 Shls slpdglw 0SS Jed — Y al> 0
A ,las [ Crl +1 0

Lo [ concel | S wlzssl |, Protection S, ,w .Y

S wlxwol |, Locked a8 .Y
S SulS 1, OK ¥

CIEEEEEEr=]

aS, ws,S Jed — ¥ al>,0

o U S ,s.auS olkal |, Protection >Protect Sheet ai ;S Tools Sgio 5l )
U ads o loww @ | 0ol ol JowsS|(cowl Sl 50,).068 SIS OK s,
Allow all users of this worksheet to wiouwd [5.0u6S whhdlxo |, (salizxo >,lg0
2SS Olsail | sl )90 e @S

Jgo,9 Ll 9 Jolw 5> Jgo,d Giyles

Jg0,9 S,y Jiwlos

Ll Olgi (o aS 39 (s Lol axan > sac & Wyso A Jooyd Sy dwlxo Az
Clxil U ) Jo0yd o Sy uilgi (o puizxad.n,S Ll « Print usSHl g, SIS L
Sgio 5l L auds ,Lad [, Crl + ~ a8, & Slpdgo,9 and oadline Sl wiww Jelw
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olxwl |, Formulas ai;S View S w5 ol 5l 9 03,5 Olkwl |, Options a3 Tools
A Hlad | Ctrl + ~ o,lbg> « Sale el @b wniS;5L sluaawss

Jso)9 oSy vl
0gauts A Apilgi sl 03,8 LISl a8, 55 | Lpsoyd Ctrl + ~ Gub @y aS (slo;

VY UL> |) LBJT -_S\JSD&D

Ed Microsoft Excel - Chapter 7

File Edit Miew Insert Formak  Tools Data  Window  Help

A | B | c | D |
1
2 Year Sum
3 1999 2251
4 |2000 5452
3 2001 =
6 |Total =SUM(B3:ES)
7
8 |=TRAMSPOSE(range) =TRANSPOSE(range) =TRANSPOSErange) =TRANSPOSE(range)
O |=TRAMSPOSE{range) =TRANSPOSE(range) =TRANSPOSE(range) =TRANSPOSErange)
10

u gl S us)S alol 9 wslw sl VBA 5l oslawl
Function Wizard

9 oduzy Joord 1pgexe aS Wl o G WL S Gw LS JuwsS] 5y as sules
D palls Bes> aS sl (o | (Jeoyd asS vos8 Jlo Sy sl b o) law
Jolis @S wem adb wse | Sl onmn Jsod ol S anwlxe Lallsl Beis
e 9 B plg ¢ eloisl ol Gwilgde ildlo uwilgd ¢ W osls aslo sl Slpiowd
D9 (50

goiio aS |, pwlixl (ueyd UgrwneS (5> Ubwo aS pudlys (s « JSs Jlo Vlgic @
Lo b SyS o5lal 9 pulito sueic Joy Juaw ailo 5505 3)ls0 9 puwiS dwlxo Jiiwsd
i b s S 0359, U,S 3)le0 1T Jad auilgi s puds pll ) e L

S sl Vs ol 5l Sooaiil aiils 5,58 swls o Jus ai> @ VBA Slpleo,d
nolonds sz 05wl by il Janyd

S adlol Insert Function oS au |) gilgi ¢l awlei (s

‘Yo
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Olxaogi 9 b (o) leaw gilgs

9> &S go> AWl8las Jolw 95 55 pd U |, sac 95 aS 15w Add powl @4 sl
odld adlgs i A0

Function Add(MNuwmberl, NwuwaberzZ) Az Integer
Add = Numberl + Number:
End Function

dgo,9 lisLw
Add = gl ol
)15 su2io 95 VU Jlw.ai)ls 519 5000 weys U Slajuseio *
Olerogi. il w i Jiuyyl 00iS Uly « As Integer. Jgo,d s o>l #
Auian VBA S50 Sla SwaSie YA Jad 5s | s
Wit 9 05,5 Bl | Al Az gl S ol vl — &b Awlxo #
15,8 s |y esulps
r &l 0)ud J=o
DS 0,055 Lwazed duignlS s b osdwd alig,lS s | gl aS ouwS (sw slpising o
A b (azeds g5 53 9,5l Sy S5l e Y < 9Sle Sy Sh=l Y Jab

Pl slw Jled

DS ol ALIA2 sslpdolw 55 | slacl 0

AS Lkl a8 vled 5> |, A3 Jolw

(S sw ;U |, Paste Function sl o 9l=o ,518). 005 ,Lawd |, Shift + F3 slaads
AuS wlxwl |, User Defined aiws

QS wlxol 1) Add g

S S)le 1) Al Jolw Jgl jusio a0y >

S 3)le [, A2 Jolw 9> susio a5 )

Aads H,las [ OK .

S < Wb 94 o4 o4
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Function Arguments ll ll

Add

Number1 [a1 Sl =20
Number2 |.q2| :k_] =25
=45
Mo help available.
Number2
Formula result = 45
Help on this funiction fe's I Cancel

Insert Function Ed

Search For a Function:

[Tvpe a brief description of what you want ko do and then Go I
click Go

Or select a category: IUser Defined ;I

Select a function:

IsShared

add{number 1,number2)
Mo help available,

Help on this Function QK Cancel

)'| J..DT)D Oldle awlxo L.Sl)._) L_S\.uJ)LQ_uJ &J'_g.) )'| osleiwl

>l 9g8>

wodls aslgs Lallsb Bos> pwlwl L el Ll ol awlxo Ulgi s &1L
(10],5) AL Bgas. cowls Adlgs S3g,9 Sy s g

o> Ol Hlase (s Conste il oad vy ol uio S bwsi uslie — Gaa
A0S w9 ahdls s iU Skl e coli Jusleo.auS (s Juasi Gowlxo

a0 b 3ylgo 51 S3b; 31asi csowy 0ol los 0 & ol « IF suilo — 5,90

'YV
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Function IncomeTax (Income) As Single
Const D1 A= Double = 1940 adl
Const DZ As Double = 3890 >
Const D4 Ls Double = 18560 uwhﬂtbhﬂﬂ
Const Pl L= Double = 0.1
Const PE2 Ls Double 0.2 o
Const P3 Lz Double 0.3 Yo
Const P4 Ls Double 0.45 =
Const PS5 Ais Double = 0.5 wulps ol
Casel = D1 * FP1
Cage:d (D2 — D1) * P2 + Casel q+¢uhzo
Cased = (D3 — DZd) * P3 + Casel
- +* UULQ
Cased (D4g D3 Pd + Casel =
CaseS = (D5 - D4) * PS + Cased .
LS\
SJelect Case Income
Case 0 To D1
IncomweTax = Income ¥ P1
Case (D1 + 1) To D2
IncomeTax = [(Income D1y * P2 Casel
Caze (D2 + 1) TD D3 QSt£b|"
IncomeTax = [(Income D21 * P3 Cased
Case (D3 + 1) To D4 UJLMJ)J
IncomeTax = (Income D3) * P4 Casel }
Case Is » D4 90>
IncomeTax = [Income D4y * P& Cased .
End Select vallsb
End Function (539,9
Cowl 030l Cow
Function Arquments 2]
IncomeTax
’V Income |E4] ] = 7500
= 1667
Mo help available,
Incone
Formula result = 1,667.00
Help on this Funckion i I Zancel
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A Jad
Uyl 9 US,S Rox>

go> Joc aS aiuid sulpdeord S0 5ol8 S boads « 3uiS s LS JowsST s Lo 3
kSLQ.uJB) = V) Mb) ULL_MJLZO PR |) Lo LJ-A-L\S' U D duo,ol.x;l I) W osl> uu)l.o_wg
9 SUMIF. COUNTIF aiile Sl otz Slpig, ouizxod 1S o wuloisl, giw

315 olyod U (swols byis U W osls 39,9 Sy |y Sl aul,] Sl Jgo,

d osl> oslw go>

0 e gbliio Joa> x> - Sxac S odls go> ggiio Slpig, guog Sl
S Aupi JowS| sl a5,

@ |, Y 9) Sasac AL:A2 slpdolw 5> )

1 Fi | a5 7 1] I-"i. “.

e ey S 35le Ly

+ & a 1z 16 =m 4 ;| = .3 <0 220

5 '.u ||:: 1'- :\|| - a0 _?_ :II '|'.| I-‘-E ?.1"\3 .

; con s 2oz ozos o2 o o% o2 al)Y oY slasac B1iB2 slpdelw 5> .Y
1] 2 15 24 e 40 2 56 &4 72 (1] 450

9 .'I 18 a7 wn EEY -_ﬂ T.. 4 A1 _-n w5
R S P R - DS 5)lg iy

1

12

5 Soy.dS ool |, AL:B2 slpdglw .Y
17

» Gob 4 9 S SIS Fill opSiws
oS Ve b Be gl o vaas
U g aid,S |, Fill 0,uSiws o0,Lgs.auS
ok Gob @ 1y (sl asb) supo Jsa Y

- |
¥ M Pageli { PRRidl £ PagRiad J Paghlit § Paghids J Pegaldl |7| um I (Kl

j 05,5 Lzl [, Al Jgluw.awsS Ol s
._\*@))L&hs I) Ctrl + *_9

gfs_ﬁ_aaxmhrswwa_:‘_w 3

S Ozl [ M'Sum ausS oo U Sgin S SS cowl, curog Hlgi g, .0

111
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Aubl w3025 Ul S o> 590 (s 00U wueog Hlgs 5> aS S ghiled 1Al

Sygoc >l > usléo go>
PR HY)LS)P&”USSJ]- LSS)L)M) )LAJJ.g |) A|t+ =9 f.l.&.\SULZ.Ul I) (GFWo) LJS.D
(oS caoMe) 1S S 5 iliawl Il los

23940 (w0 0> Uginw D ULl )5 ,8595 j9b A o> Jgo,9! Az

w89l g Sygoc x>l > usléo go>
@ ciiSsh Sy L Ctrl + Z 0).awsS Bis L 15,8 sl YU s aS |, csso> b

(..L_f.@) )Lu.ls woc

:owslo 51 aslaiwl Ve W osls Llsiil Sl &uyw (g, — WSS O
S Ol | K11 Jglaw g ols ,Lad I, Shift « oS olsasl |, Al Jglw
-.L&AS kS.LlS)lS)P o> Sy, lJ 0)') )L;..uS |) Alt + = LJL>'

g o Aol Ugiw 9 slaw ;8 Slpwl @y gox Jgo,s: Az

Fd Microsoft Excel - Chapter &
File Edit  Wiew Insert  Formak  Tools  Daka Window  Help

K11 - fo =SUMATTITT)

4 | B8 | ¢ | o | e | Ff | e | wH | 1 | 1 | k¥ |
1 1 z 3 4 5 6 7 E g 10 55
2 2 4 & g 10 12 14 16 18 20 110
3 3 5 g 1z 15 13 21 24 27 30 165
4 4 g 1z 16 20 24 28 32 36 40 220
5 5 10 15 20 25 30 35 40 45 50 275
& 6 1z 18 24 30 36 4z 45 54 &0 330
7 7 14 21 28 35 4z 49 6 63 70 385
E g 16 24 32 40 43 56 54 72 &0 440
g g 18 27 36 45 54 &3 72 g1 a0 425
10 10 20 30 40 50 60 70 B0 o0 100 550
E 55 110 165 z20 275 330 365 440 495 550 3025_|

ldolw wlxil U o> go>
iy ol U S 92 L (sid Joe Undo wgSul oSg, SIS L Ctrl + Z sls ,Lad b

U9l (s B> Ugiw 9 Lhbw @ oaui adlol Sld go>

112 AutoSum
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Jolis olsasl ). oS Olsawl |, G131 slpdglw G1:31 slpdslw Sla osls ga> Sl

g cswo osls wlaw

" ggoxo ,0) o

1S B> Undo Joe b | 15,8 sbl aS |, cszo>

S Ol | Insert @38 000 5b Sgio 5l.0wiS SuS il 0 Hlaw g, )

oy b uds LLisd | Alt + =.uss ,Lad |, Ctrl + * ¢ 05,5 Llsesil |, Al Jglw .Y
2SS SIS SS393 gor WS

SS ,S395 8o g, b s Lid | Alt + = ssS sl |, A6:J11 asb .Y
S

il i F U ) Sk Sl osls gas by csuledsnsd Shls 0 b

20l o0 1) U 8 Sl Sl o3l 2o by wsulplsesd SLISIT

sl g, b osls ,Lid |, Alt + = ¢ 1,ms ,Lid | Ctrl + * 016 Glawsl |, A1 JgLuw
DS SUUS L8593 2o

asgio JuuS] .=SUM(AI2,A5) 5l coml oylie A13 Jslw Jsod aS 5uS s
900 55 [=8ly Lpil aS 10pd (s 9 Aiwd 900 505 1V 9 0 Slashw aS 59 (s

a>qi

a

Olgic @ |, I Sa,bow ool JowSLa,liSs W Slad b,bow w “"\;
S LS\o Cl.;_‘_szo 0591 >0 L',.g| ¥ |) E9o=x0 ) 9 0_5)5 Q\.o.b))p ’4‘:

113 gybtotal
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SUM Jgo,9 Sl go> 039a=0 i yiusS

. Jl>.=SUM(AL:C5) 1308 sls |, 515 Jonyd AL:C5 slpdoluw 2o Sy E15 Jglu s
C10 Johuw Jolis aS pud> GuyinsS Sygb |, o> 039130 aS pusdlss (w0 1S ()9
Jgo,9 b .(awS Giulig |, Jobuw B) auss ;Las |, F2 9 0SS ol |, EL Jolw & g,
S @8> Jgoyd @50 A.awuS Wil Jgo)d Slei 5 |,

S Al ) o Gl sS 5> 008w, 158 SAlS @350 AU 0,:Siws Ss,
|, 5935 039a=0 aSiul 5l Gun.dguis 538,50 05920 U 2winSy | 0,080ws (C5 Jglw).s,ls
Aads ,lad | Enter aus,S ol

Olol gilgic ;5595 go>

il s AutoSum s sl o3U Sa aiusS Shyls asS s)ls | sueSul asy @ 2002w
go> arwlxo Shy | 5,505 @b 9 4uS SS 8585 8o weSHI LS S¢S wulio Sy,
SIS cowly byll Hlgs 51 sSu g,y L8593 o> WUl US,S 3Hlg SlyawS wlxil
awd 5l 9 Commands S, w lauS olxol |, Customize oas 5L Sgio 5l 05,8
2SS B 9 2inSo Ll Hlgs @y Ll 9 05,8 SIS AutoSum sg, Insert

Ed Microsoft Excel - Chapter 8

File Edit Wew Insert Format  TJools  Daka  Window  Help

DEHSm ERY| 2R Q-5 2l 3 P -0,
K11 - e =SUM(AT1J11) Sum
4 | e | ¢ | b | E | F Average 1 | 1 |k

1 1 2 3 4 5 E 9 10 55
2 z 4 & 5 10 1 Eatnt 18 20 110
3 3 & g 12 15 15 Max 27 a0 165
4 4 B 12 16 20 2 i 36 40 220
5 5 10 15 20 25 31 : 45 50 275
& & 12 18 24 30 a3 Mare Functions. .. 54 &0 330
7 7 14 21 28 35 42 a9 56 53 70 385
g g 16 24 32 40 48 56 &4 72 80 440
g g 18 27 36 45 54 63 72 B1 a0 405
10 10 20 a0 a0 50 B0 70 B0 o0 100 550
E 55 110 165 220 275 320 305 440 405 S5 31:125_|
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Lpdoo,9 5l oslaswl Uy puudi 9 Wy « (81,85 « W59
Joc [lo> 2ol s oo « Paste Special sl o,9l=o ,5IS ;> Operation couwd >

llooyd Sl oslaiwl o |, soly, (sl
osl> sShls axb Sy ¢ Jbo Shy.auds plxl

Paste Special

Al O validation Aol sw F g E uginw 55 sul
) Formulas (3 All except borders
() Values () Column widths .)..uS LS\JS |) E1:E13 L.SLQJS.LMJ °h>'lJ )
) Formats () Formulas and number formats ) b . .
) Comments () values and number formats S bl I) F1:F13 a>b .Y
Operation [ B )'L_J Sgio )'| 9 « S kS.le ﬁuuul) Y
{¥) Nane ) Multiply . _
O subtract |, Add au;S Operation cuouwd s .¥
] skip blanks [] Transpose _LuS \S.JS I) OK 9 .LuS ul.xul
[ Paste Link ] [ Ok l [ Cancel ]

-1 5> Lo — S O
DS wuo =) s | asb S Paste Special 5l oslaiwl U

-1 258 b« Jglow S5 s )
(0SS )euds ,Lid |, Ctrl + C g 03,5 Olsewsl |, Jglow

Alos Olil 23S Cro -) )y adlgs s aS |, asb

S wlzal |, Paste Special aiusS oo 5L Sgio 5l 9 03,5 SIS wowl,
S wlzal |, Multiply e

S SIS 1, OK

oo Blol Jgod @ Wil o *-10 ol awls Jgeyd Lplelw 51 Sy S

V]SV

w D 4 1t M

1S 05laiwl Jgo,d Ush g Slowlxo plsl by Jenyd lei 5l — s 6
Wio )asS oo pd 53 L) d3e 95 pupw 9 =S ol ¢« Jgoyd Lly s
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a>U g5 gbléi J=o0 )5  o3l> go>

S i Jolw i shls asb 95,0600l sw osls slls A5:D7 9 A1:D10 slplglw
Aiiowd S o A5:D7 slpdglw. ol (sw

DS o> | S e Sledolw 5> 359>90 Sl osls

=SUM(A1:D10 A5:E7): ;| cwl )le Jgo,9

23 5L Al 95 G Aold S aS wowl S ol @ LS Givg,

Sy >, Jolw SO S osls go>

S o> wlio S a8, 55 | Jolw S5

January I aii,le Ll swolwl aS ool (s a5 Ll Shls aligy, S S5 Jle Sl
=SUM(January:April'B2) : ;| vowl ,lie Jgo,8. February ,March ,April

Aalos Ll auS 255 Ol )y | Jgo,d audlgs (sw aS |, sl a8,y )

=SUM( S b

AuS Lkl [ January (suss a8, oudgl a6l

S wlxal 1 April (sasy a8 50 sl b g 0sls ;LG |, Shift

S ozl | B2 Jglw

A ,Las | Enter

“ D % 1 A

SUMIF Jgo,8: b, jwlwl 5 go>

oo @ Jgo,9.000b (swo JowsST )5 Lpdooyd (uyi 3,0, 9 Gurips 5l Sy SUMIF Jgo 9
noiin Slob i anS 8o uols (bbb Bab o 1y 1 osls aS 185 wsw |, Vel ol
9> wwlwl 0 JS e aS 2uS axgi 0y JSaw > 5)S G SUMIF sy Olgi e
Jgo,9 sl 03ul8.cowl Sxae S350 9 suiio 5SunCiow! 00ud owlzo wlio by

S go> Mo U sl ausb s | W osls awlgi (sw aS cowl ¢l SUMIF

114 Unsorted
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Ed Microsoft Excel - Chapter 8

@ File Edit Wiew Insert Format  Tools Daka  Window  Help

H4 - fe =SUMIF(B:B G4, D:0)
A B | ¢ | o | E [F]l & | H [ 1
Running Invoice Sumif
1 |Number Customer Name Number Income  Sales Tax  Criteria  Function
2 |1 Al 101 a,040.00 G03.00
3 |2 MrExcel 102 2,136,753 160,26
4 |3 Al 103 25,129.90 @ 1,554.74 AlG I2E|E| 773,36 .I
o |4 AlG 104 2,270,094 170,32
B |5 Al 105 10,152.14 Jal.41
FIE Pacific Ball 106 11,111.11 233,33
a |7 Motorola 107 2,717,935 023,85
o |8 Amazon 108 29,280.00  2,195.00
10 (9 Microsoft 109 G,020.00 451,50
11 (10 AlG 110 3706581 @ 2,779.94
12 (11 MrExcel 111 15,4532.00 1,155.90
13 (12 Pacific Ball 112 13,032.00 a7 7. 40
14 (13 AMazon 113 13,085.00 032,13
15 (14 Al 114 23,084,.00 1,731.30
16 (15 Motorola 115 23,118.00  1,733.85
17 |16 Irte| 116 12,405.00 | 1,287,132
Range . Jgl jusio
S Olsal | sees Jloel OF s by 1dlgs o aS |, sl asb
Criteria « 9> juio
awlos sl [ byd Sols Jolw U 3wiS <ol opminsS s |y by
Sum_Range « pguw juio
AsS bzl [ 3900 8o Judlgs (5w 9 Cd 0305 Ul s aS |, Sl asb
=SUMIF(B:B,G4,D:D) : ;| viwl w,le Jgo,9
Aol o5lul od WL w9 Jgl jusio 5> (sulzil Slpdglw 05910 ,_._/'\—m_j
\&o
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SUMIF Jgo,9 jusio 9> 5l oslaiwl

g s 00> SyiwS K, i ayasio oIS 5> Sum_Range (suss « pgaw aio
aS |, sl @b sla osls. ;305 w)lie @.auS osleiwl SUMIF Jgo,d 5l jusin 95 Us,S

S o> 1l 05,5 5)l9 09> o 5> aS o Gwlwl 1l 05,5 5)lg Jgl usin >

b,w vlgic a4 (< >) Suly sa,Zlec 5l oslaiwl

S oslasiiwl 051y o> Sy by Ulgie @ < L > puMce 5l
wuld,9:518 slie Ro> Az, >100 oS b (d JSew ,d) G4 Jglw s Jlwo
S 255 Jgo,d 5 | byw awlei (oo lowis disowd Voo 5l 538,50 aS cowl D wugiiw Sl
aS g piodno (aud> bl LIS gul audles (s ST 59>9 ol b (594 (svoi Apog))

2l 03, ol ) inisS coMe byuw 5l a9 Jud
w505 G)go W 9> ke 5> by b SUMIF Jgs,d S,
=SUMIF(C:C,”>100",D:D)

SUMIF Jgo,9 5l oslaiwl U by (gub 0 a>l 95 go>

Jgo,9 il 5l audles (s JS1asS (oo gex> ) asl Sy Sa osls> khsd SUMIF Jgo,d

uew 9 AisLw SUMIF Jgo,9 95 1L oo awuS oslaiwl ausl 95 (80,95 U go> Sl

DS iS55 J90y8 S s | 95 o

JUUW VRO WL VT WASVRUIVST

=SUMIF(B:B,G4,D:D) — SUMIF(B:B,G4,E:E)

AS 255 ) SUMIF Jgo,d 95 « Joluw 95 5>

1S ol = cwMe g |) Jgo)d « Jgo,9 Hlgi 55 )

(S ) ,Lad |, Ctrl + C Y

(( Jgo,9 5les x> uoow 5> X woMe) o> jLad |, Cancel .Y

L) 0SS 255 L — woMe Jooyd Slpisl )> 9 03,5 Ol Jgo,9 Jles 1> |, pes e, .Y
(+ woMc
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DD )Lu.k.g I) Ctl’| +V .0
Aad> ,Las | Enter .#

Jo)_d; U|9.;_cq4 LS\iio 99 ,> L U>,S o>
Wioo S awlseo I osumn byt polol 51 L JS go> suwilsi wso SUMIF Jgeo,s b
9 €85 A« JSub 5. S8 wels aMe b pie bawg Bgy>e e Sy Sl Bgy>
coils souyiws il @ 4ol S JS gax itk 53 Ulgi (v aS LISl (sS3S

Ed Microsoft Excel - Chapter &

@ Eile Edit Miew Insert Format Tools Data  wWindow  Help

A | 8 Je] b | E | F I G I
1 Text Sum Criteria, Result Function Syntax Details
2 | AlG -113,778 MArE -87 5E4.02 =SUMIF(A A D2E™" B:BY Sum by 3 left digits
3 | MrExcel -52,331 MArE 503895 =SURMIFAA "WME™ B:B) Sum by 3 left digits
4 | AlG 5,232
5 | AG -252 5338 A <360, 168 64 =5UMIF(AA DSE™ B:B) Sum by 1 left digits
& | Drx 76 857 A <360, 168 64 =S5UMIF(AA A BB Sum by 1 left digits
7 | Pacific Bell B 8296
8 | Motorola 125326 7Y -421 950,20 =SUMIF(A:ADS B:B) Sum by text that have only 3 digits
2 | Amazon 45 853
10 | D -33 533 "Excel™ | -87 564.02 =SUMIF(A:A D10 B:B) Sum by exact characters in middle of text
11 | AIG -10 552
12 | MrExcel -5 233 5,085.95 SUMIF(A A D12 B:B) Sum from text that has period
13 | Pacific Bell -126 B&52
14 | Armazon -5 586
15 | AIG -6 2BY
16 | Dr.x -36 235
17 | Intel 4 554
18 | AIG -45 235
19 | Pacific Bell -5 242
20 | Microzoft -g2 561
21 | Cisco 78 shE
22 | Amazon 22 A15
23

COUNT Jgo,

S0 Eei ¢y JSb 53590 (0 03,0 LS (sSUSS SlpdSiiy @y COUNT  Jgo,9
S a>g5 COUNT &L

&V
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Ed Microsoft Excel - Chapter 8

File Edit  “iew Insert  Format  Tools  Data Window  Help

a | B | ¢ ] D | E |
Numbers
1 & Text  Result | Critera Function Syntax  Detalis
Counts the number of cells that contain numbers and also
2 1 11 =COUMTEAA) numbers within the list of arguments.
Counts the number of cells that are not empty and the
3 2 15 =COUNTARAA) walues within the list of arguments.
4 3 B5521 =COUNTBLANKAA) | Counts empty cells in a specified range of cells.
=] 4
& B
7 7 4 <5 | =COUNTIFA A CT Count cells with numbers less than &
B 5 4 - =COUNTIF A A ) Count cells with text.
9 9 3 10 =COUNTIF(A A CH) Count cells with numbers = 10.
10 10 1 ?eY =COUNTIF(AA, C10)  Count cells with text 3 digits only.
11 10 2 by =COUNTIFAAC11) Count cells starts with the letter X
12 10 1 THCT =COUNTIFAA C1Z]  Count cells that has the characters ¥C.
13 p
14 *
15 | Excel
16

>59>90 COUNT g&,U ;| wlixo g9 95. Paste Function 5§ ;| Database uzw >
Ao b @ o5y < 10 Jad. DCOUNTA g DCOUNT Jgo,8. cauud

Sxace Sld osly L acsb S slpdglw slacl Givyloi

:Jlo

L o dobw Voo anl & iy il o Ugiw V¢ g sl Ve Ly asl S
Sxac Sl osls

o iy, slacl Jgas sl Table ouwl)=COUNT(Table) ;I wowl w,lie Jgo,d

(el

oo Shls asl Sy slpdelw slacl Givylowi

S adlol (o8 Jlo Sl susio Ulgice 1w S

=COUNTA(Table) — COUNT(Table) ;I wowl w,le Jgo,9

dwl=o ,hhi 5,90 05930 55 |) Sl osls g95 ,d Sols Slpdglw slaei COUNTA Jgo,9
S o duowl=o | Soae S osls Sol> Slpdglw slags COUNT Jgo,d .auS (sw

YEA
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by audo uosls shls slpdolw v, loni

o i cswlwl Shls Ugiw Vlgie Gwlwl u lgiw 55 JSow aSu sla osls
Wil  osls Jga> s | Jolw S5 ¢ Ulgie Gwlwl 1 powl wauye Sl caiiowd Sl
Top Row aiu;S. > HLad |, Ctrl + Shift + F3 Guw 9.0ud> ,Lad |, Ctrl + * 05,8

S SS |, OK 03,8 wlzawl |

File Edit Miew Insert Faormat  Tools Data  Window  Help

2 - Fe [=SUM{(Market="USA"+{Customer_Marme="Intel")]}
a e | ¢ | D | E | F [ & [H[ T
Running Invoice

1 |Number Number Date Customer Name Market Quantity Income

2 |1 109 10/01,1997 | AIG Asia 40 3,040.00 I 18!
3 |2 118 10101997 | AIG Africa 150 25,129.90

4 |3 123 10/03,/1992  AIG Western Europe 210 32,850.02

2 (4 133 10/01,1999  AIG LS4, 331 48,441.63

B (S 138 10/06,/1999 | AIG LS4 392 S56,237.43

7|6 107 10111996  Amazon Asig 15 29,280.00

= 112 1070541997 | Amazon Africa 29 13,095.00

o (g 1z2 10/02,/1992 | Armazon Africa 193 31,290,896

10 |9 131 10/11,/1998 | Arnazon africa 307 43,323.30

11 |10 110 10/02,/1997 | Cisco Asia S0 37,065.81

12 (11 121 10/01/1998  Cisco Asiz 186 30,000, 10

13 |12 127 10/07,/1992  Cisco Africa 239 39,086.66

14 |13 136 10/04,1999 | Cisco Africa 367 53,119.11

15 |14 139 10/07,/1999 | Cisco africa 404 57,796.59

16 (15 101 10/05/1996 | MrExcel LS4, 15 2,136.75

17 |16 111 10/03,/1997  MrExcel LS4, 67 15,452.00

158 |17 124 04/10/19928 | MrExcel LS4, 222 34,409,185

19 |13 130 10/10,/1998 | MrExcel LS4 295 43,764.14

20 |19 140 10/08/1999 | MrExcel LISA, 416 59,335.75

21 |20 102 100641996  Intel US4 17 2,270.94

22 |21 114 10/06,1997 | Intel Asia 101 23,084.00

AND Jgo,5

5 aSwl by b oosgs Intel (o Shhls as |, Customer Name vgiw Slpdolw slass
ol U Jooyd.cowl ¥ aswlxo azin.awuS Guyload | aswl USA eowl « Market wgiiw
={SUM((Market="USA")*(Customer_Name="Intel”))} rcowl w 50

Sy i Shyy Syuilo ol Lxigl.s,ls AND Jgo,d aislo Syl sl aylyl Jgo,d s * code
O 2> s | F2 9 auS Okl | Jelw lailis)ls s9>9 oSl aulyl Jgo,9 @y Jgo,9
Aadd ,Lad od U 1, Ctrl + Shift + Enter slaads

V&9
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OR Jgo,9
5 Jolw 0vcwl YA acwlso aei.0uS Jaugsi Jgoyd 55 + woMe UL | * wole

Sl ayl,l Jgo,d 55 + wwole. Market ugiw 5> Jolw Y g Customer Name  wgsw

5,15 15 OR Jgo,9 5,S)ec

S 0slaiwl Sl al] Jgo,s sl @y COUNTIF Jgo,s 5l awilei csw
=COUNTIF(Market ,"USA")+COUNTIF(Customer_Name ,"Intel”)

COUNTIF Jgod « 1 Carnrpd S, 9 anulin

o Wolaso 9 Al blas aS ad> sw loww @y | UlSkel ¢l w99 95 atuulsn wuild
Cowypd Sy LS 39 Sy el a5 S pasie leS (sw.awS pasede | cowypd 9>
il 39>90 Cowyp8 95 58 5y Luwl 9 5L8l oU b g auils 5505 55 9 il ol
Ao B oy S Y Lad s | i oo

g9 b g Ui 8. Lo « 5185 L8 Jilwg « OLS, IS g0 Sy o spd S,
duwlao | ULS;S wow,pd 95 « Jlio ol 3.0, 9 Sl picuaw 5> swolwl
E Ugiw 9 35 |, OLS,S 5l cnw,pd SO A Ugiw aS auS s Sasy JSow Hd.awS
OLS,S 5l %05 cow,pd

AS oy b owypd 50 - ) al>se
=IF(CONUTIF(E:E,A2)>0,3,1) :3:S lo |, Jgo,d « B2 Jglw )5
=IF(CONUTIF(A:A,E2)>0,3,2) 1S 3ls |, Jgo,d « F2 Jglaw s

Ologi
W0 sugiow U yaaw 3590 55 ol byas S aS suleds S slass COUNTIF Jgo,9
95 5D 5,5 Lo,lS pU ¢ cewl ¥ wlowlso axs aS siloj.ad> (s Az |) 390 5w
9 Jol w09 55 had 1o)lS oewl ¢ cowl ) azis aS (sudq. Ll s 39>90 w9

Aol Gw 39>90 095 w9 S 1asd dio,S oL wowl ¥ azi aS sulo;
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Fd Microsoft Excel - Chapter 8

@ File  Edit  Wiew Insert  Formabk  Tools  Data Window  Help

B2 - A =IF(COUNTIF(E:E A2)=0,3,1)
s | B | C o[ & | F | G |
1 |List1 Result Function syntax List 2 Result Function syntax
2 |Merrill I 1 _| =IF(COUNTIF(E:E A2)=03,1)  Neil 3 =IF(COUNTIF(AA E2)=0,3.2)
2 |Meil £ John 3
4 |Karen 1 Patrick 3
5 |Julie 1 Fred 3
& |Bonnie 3 Joseph 2
7 |John £ Bonnie 3
8 | Trudy 1 Bill 2
9 [Woody 1 lee |
0 |lee & hark 3
11 |Patrick £
12 |Mark &
12 [Craig 1
14 |Fred &
13

D cw,pd olesl = Y al> 0

SIS s)lubowl Sl Ll 5> Sort Ascending wgSul Sy, g 05,5 Llkl |, B2 Jglw
S SIS s,lsliowl Ll Llei 5> Sort Ascending wgSul Sy, 9 05,5 Llkl |, F2 Jglw
@ |, Y sac F ugiiw 5 aS (silaio,S Ol swolwl « E2 Jolw 5l £9,00 U « E Ugiw >
S S Jol wnnpd Guil 55 b ol paewnawsS (oS | 4> axuw vlgic

Al o OLS, 8 Csoluwl Sl 5,80 sazio (i 29 VeS| pd Jol wypder; JSb 5>

Ed Microsoft Excel - Chapter 8

@ File Edit Wiew Insert Faormatk Tools Data  Window Help

B2 - # =IF(COUNTIF(E:E A29=03 1)
A | 8 | c [D] E | F | G |
1 |List1 Result Function syntax List 2 Result Function syntax
2 |Merrill I 1 ! =IF{COUNTIF(E.EA2)=0,3,1)  |Joseph 2 =IF(COUNTIF(A:A E23=03,2)
3 |Karen 1 Bill 2
4 |Julie 1 Meil 3
5 | Trudy 1 John 3
& [WWioody 1 Fatrick 3
7 |Craig 1 Fred 3
g |Meil 3 Bonnie 3
9 |Bonnie 3 lee 3
10 |John 3 Mark 3
11 |lee a3
12 |Patrick 3
13 |Mark 3
14 |Fred 3
15
o)
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Q
cbla> g sl

sl o il aS b .oyl (o Lloois @ ppe (scoo90 1 03l ol (siloslu Hd )
Sy000 « otbpluailos (38l wloyxo « Ul gy 5> 28 9 Ulojlw gy 5l pd W o>l
SHSel> s Ul bwei W 63l Sgpw U Saee Vi 5l alen low aS cowl
whdlxo 3l 05,5 qupi iw 4 aS silewlxo 5 lpdgoyd « W ol 5l e 9 2uS
B osls Meble> ¢ Mol @ ldly [z aS cowl sV 51 Sl oyl L Ll oS
A S0 B oaigy wbla> sl aulei s aS |y Guld 4SS aed Jad oulapls 5l

S Csw a=llao

V) ._s\gy_)..w 2002 J.M.LS| PR

View Calculation Edit General Transition Custom Lists Chart 6' °)9L2° )bls Y Securlty /°L’
Color International Save Error Checking Speling Security

aS cowl oo adlol Options

File encryption settings for this workbook

Password to open: MTIIT] wlmbu )I g_Sl 053_).20 J.ol_u)

File sharing settings for this workbook
Password to modify:

9 ol 55 loow a4 aS woul

[ read-only recommended Oblb 9 L® S-Uls v |l -
Ll eble
Privacy options -b)s m|9.> SoS LQJI Sla

[1 remaove personal information from file properties on save

- P
oo scei Options ai;S Tools Sgio
Adjust the security level for files that might contain macro viruses and é -7 s
specify names of trusted macro developers. Macro Security. . kS)")'“" Ul )I S OD)S ULZ‘JI I)
Awlos Lzl |, Security

[ OK ]’ Cancel l

15 Security
116 protection
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ol Sy Sld a8

HVL’J)M Sy Hgac anlS

Masd, i

ausS ol auS olxwl |, Office 97/2000 compatible ¢ auS S.US Advanced s,
L Sl 0,8 sl | oos )18 jeue andS Jod aS sas (sw bows a |, Ul ¢l

Awwsrds i owl M asxoww

T ez Slaol

logazo 1S sw sl | ool 5l SHVL adow (s> Slael S5 ws)S aslol
DS w8 aSow adaow 5y oS sl L asS (sulo;

\T\s)sl'o S |

oy Shy | 35 (sl adaw U ads s ulSsel lewis o Macro security aiu;S
S pubais 1uib g,Slo Shls aS cowl Sow aS (sulpluld

09+€ alS aliwgr AigplS Sy 03,5 5Ll wsilew

H9+€ AodS S, Us,S Wdlol U awlgi (sw pusls g Wd asS jgb Uled 2002 JwsS! ,>

Ui oD 3.8 S,Sel> UL bhawgi aligy, S walh 5L 5l Security S0 mw >

2,5 oslasiwl auigy,) S walw 5L 5l wsilow Sy jgac aodS 5l Ulgi (s JuST Sl

S Lkl |, Save as ai;S File sgio 5l )

Sl aiu;S 2002 L g9 2000 JowsS| s.068 Wkl |, Options a8 AV S| s .Y
AwS wlxwl |, Tools > General Options

117 password to open
118 Advanced

119 version

120 Digital signature
121 Macro security
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-.LA.AS kS.A.lS |) OK_9 Ob)s ))IB)L_}_QD |))9.§£ CLQ.lS Y

o aigs,lS 5l elsles

@ o€ AolS Sy Us,S Wlol L.sgus s Ul Hlislw s &ile alig,S K 5l wble>
Ui 5L Lg c wa> Sl a8, vaw ol b a5, vk Vi 5l Alg e aigy,lS
S S5Sel> (ixo Sl @S,

SdS |, OK g asS wlxwl |, Protection = Protect Workbook ai,;S Tools Sgio
2S5l |, OK g 2SS 25U | jgue andS 0,Lgs Jl>auss

0w whbla> sl aigy,lS

aolS .auS wlxil |, Protection - Unprotect Workbook sla a5 Tools Sgio
S SUS |, OK g aS b | gue

W a8 Usgos Ulpiy

(ool cug, LB b aS, S)oasS "Toloi | W oS, as syls | olSel ol Jows!
S,Sel> UL bwgi Lpdgo,d 9 W osly L b g wanw o 5l W a8, ws,S wlewy
S 5w

wlxil |, Sheet>Hide a8 Format Sgio 5l pusw S Ll | Ja 5,90 a5y

3wl U oS 2, wblas> s 5l Ll 3L looi « il oons wbla> aligy, S &, S|
ozl |, Sheet > Unhide sla a8 Format Sgie loawles MLl |, ol a8,
S SS |, OK g 03905 sl |y 390 LS0iT udles s aS |, oSl a8,y Jl> .S
llolw | b a8,y wbla>

Jolow o Jgoyd b g ¢ auS wbslas 8L s 5l L Llglw Slgiso awiles (o o
L Ctrl + 1 . Jolw S5 Ose0s 0lpiy U s,S J6d Sl 2guis 0us b aglos ol |, W

122 Hide
123 Unhide
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Protection &, ,w.(awlos Wil |, Format Cells g 05,5 SWJS cowl, §) ads jLad
|, Hidden i3S o 135 o S |, Locked aisS 6,9 i seb 0 JwsSlaws olsal |,
&S il aals sb o a ¢ 5,8 asles wbles |, S8 loos ,Shas; csws Su

Aale ool Jod el 5l g wble> ausles> o aS | culplelw

Lol wbla> sy oyl

Aol oo Jed LU Jolw [E
Aol oouw whbla> ubaS,y [

Jgo,9 5lg5 5> Jgo,d \ e WS Vg Sy (sdaul
Aol oo wlpy WL Jolw [
Aol oo wble> ubaS,y [

Protection = Protect Sheet ai,;3 Tools sgio

¥ Protect workshest and contents of locked cells S| O)glzo )bls 2002 J | )+ W ol l)
Password to unprotect shest: w8 as aas (s UlSsl leww @, Protect Sheet

Protect Sheet EHE

Allow all users of this warksheet to: Allow all users of this worksheet )_»lS ) )s..x._gS

Ll Select locked cells

Iv select unlocked cells g iU wble> .L@|_9.>' ww as |) wuld Cl.u)g . to
[~ Format cells
I Farmat columns oD JuuS| Guing SO s 5. a0los wlxil |
[~ Format rows
™ Insert columns | lS i IS 5 as uS\-‘l-@ Cl.u)s

[ Insert rows
[ Insert hyperlinks
[ Delete columns

[ Delete rows |

(0.4 I Cancel |

59>9 g wlkil aAlllas aSuyl ool g b
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ol wble> a8, U s ooiw wbles Slpdglw G oS >

wblas> a8, K )y o whle> slpdelw Gw algi s Tab adS wsls ,Las L
DS WS> 0w

d Ugiw 9 o w Wsgos Vg U a osls whbla>

-4 Microsoft Excel - Chapterd

@ File Edit Wiew Insert Format Tools Data wWindow  Help

A | B ] C | o | E |
Running

1 |Number Date Customer Name Income

2 |1 05/10/2000  MrExcel 2,136.75
3 |z 05,/10,/2000 | Intel 2,270.94
4 |32 07072000  Motorola 10,152.14
5 |4 0s,/10/2000 | Pacific Bell 11,111.11
B |5 09/10/2000  Motorola 2,717,932
FL= 11/10/2000 @ Amszon 29,280.00
a |7 12/10/2000  Microsoft B,020.00
9 |2 01/10/2001  AIG 2,040,00
10 | 02/10/2001 | Cisco 27,065,581
11 |10 0=3/10/2001  MrExcel 15,452.00
12 (11 0402001 @ Pacific Bell 13,032.00
13 |12 05/10/2001 @ Amazon 13,095,000
14 113 06/10/2001 | Intel 23,084.00

wlgi s aS Sl asl azs 5.0 oouw Ulpiy VY 5 S, haw 9 E 5l oy Sld Ugiw
AL:E14 : 5l cowl o lie 2SS &S,> ol s
DS ozl | F ugicw )
A ,Las [ Crl + Shift + Right Arrow slaauds
S bkl ) Hide a3 oauw 5L Sgio 5l 9« 2SS SIS wwl,
QS ool HNo )hw
AuS wlxwl |, Ctrl + Shift + Down Arrow Slaauds
S Lkl | hide a8 oanis 5L Sgio Sl ¢ asS SIS ol

S I e
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D vgiw g b daw UdgoU )lS_wT
18 shw oylons Sg,y Lwsle LSiLis aS s> s g « auS wlkal [ V¥ Ll )
U ) awlis s00 Hlaso @ Vb @ (il coawd 0aiS L ) slaw pose sl
(>0 Ul Lo
Awlos Lzl [ Unhide aiusS oo 5L Sgio 5l ¢ auS SWdS cowl, WY

S LSS (il o3V S 56 e Ogiw Sby | Gy ol Y

ol whle> s=>lgi s wS,> 5l suSel>

Al S 1S pwwdi i 95 @ by ey aS |, a8, slpdolw awlei sw oo
Ol 53 &S,> aS Gul> LS Al g (Al M jilow ) o 39ax0 &S,> aS sl
wowl oonw whble> susy ¢ wowl 0aLd d9a=0

8 55 s g 4 L S bawgi a8 Sl> 8 55 |y diwlow J1B 4> aulei sw
.AwS skl Properties sl o,9lx0

Properties sl 0,910 ;58 )5 B sS5u9 yuus

(VBE ).3sS 5U 1 95Sbo 58 Giwalg aS apls 5lo « a5y Sl (58549 suasti S

s ,Lad |, Alt + F11 .

|, Jwlow =l Oluogas Ol 5> adlgs> (5w aS |, sl aS, « VBA Project 55 .Y
Silos Sy I, Ctrl + R aS il ol siosls uli)oasS Olssl auds s
(.aud> ;s VBA Project

ol 90 Ouiww | yweai ) asS olxwl |, Scroll Area Jglw « Properties 5 .Y
2338 3)lg Wg Llil Giwlewy Al Ulsic 4 audls (s aS |, sulpdelw
$A$1:$C$15 ol wowl w)lue 0ani 03l> 8> 50 aS AuS ax>gi JSiw

s ,Lad | Alt + Q JowsS! a4 eoiSsb b VBE iww Sly ¥

124 seroll
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3 Microsoft Yisual Basic - Book7 - [Modulel {Code}]

# Fle  Edit
Ea-"J fE2Rd oo

Project - VBAProject

B B [&]

Views  Inserk  Format

Debug

r

-

Run add-Ins

n om b &2 3

Tools Window  Help

I{General}

=& ¥BAProject (Book?)
=25 Microsoft Excel Objects
- i) Chartl (Chart1)
Sheet? (Sheetl)
Sheet3 (Sheet?)
1 Sheetd (Sheet3)
@ Thistwarkbook
-5 Madules

----- o Modulel

Properties - Sheet2

IShEEI:Z Wiorksheet
Alphabetic |Categl:urized I

(Marne) Sheetz
DisplayPageBreaks False
DisplavRightToLeft False

EnablesutoFiker  False
Enablealculation  True
Enablecutlining False
EnablePivotTable False
EnableSelection |0 - xIMoRestrictions
rlarne Sheet1

Scrolldrea $051:$C415
Skandardwidth .43
Wisible -1 - xIsheetvisible

a>qJ

Aad> ,Lad VBE s |y F4 oS ¢ auw wswu |, properties sl o,9lxo 518 3

%J\_f
L=

5,90 55 bol aud> pll Ldolw U |, (sdoc ;8 awlgi (s oo AL:C15 asU ,s: aswi
wSy> il @ 9 duinr b Ll aples (swod 9 dwid d9axo0 Lo « @S5 LS Slpdolw
Aalos Giglow b 03,S

VBA 9,5 Sl giws 51 oslaiwl

5l 2o elw Wlgi swoi )8 aS Sygb WS w pubaii | Giwlow AU 505 Heiws
Ales vl | asb ol

Sheets (1) . ScrollArea = "A1:C15”
AuS osleswl 5 Heiws 5l ¢ ole Wl a4 Giwlow U.Ulb_S)._J Sl

Sheets (1) . ScrollArea = ™"
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oo b Jgoyd shhls slpdelw wble>

Aaiaw B Jgo,9:V Lad > 9 il ¥ Juad s | i wleMbl

L5\.>|9.J U-*Ul)-’ﬁ tSl)J )J_)lS A wsl> O)'L>_'|

olawles Wkl |, Protection = Allow Users to Edit Ranges ai;S Tools Sgio
CCT VR NV VE S VR T JUVWRC T

Allow Users to Edit Ranges

Ranges unlocked by a password when sheet is protected:
Title Refers to cells

w>le s ) W eshy aS(ouS w

[ o, | W LS 59 4 s wloyxe
_ oeete |

WS S L pame Aol S aigylS

.>)|> U2 X0 HuC

Spedfy who may edit the range without a password:

e

[ Paste permissions information into & new workboaok

Protect Sheet... | oK | Cancel | |

Caud (s> ol,¢ Hgue aodS US,S ugol,d
c ibio wlsy JLE g dwol U aul 05,8 Lugels |, Wlssee anlS Losi 3|

AwS g |, Excel Password aolS gxiu> S ,gige (8sb 5l awlei (sw
Sl 58l sl 8l 6,5 LostPasswords.com ey lw
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oleMb

|, 595 wleMbl aS 185 (s Ul b a0 JowSlsgis sw oslasiwl Ol 1 d osls Ll
Jolw @ aS 2> sw o351 9 awlos 0,055 9 osls Liwles Jgo,9 aliws @ Jglw >

| "Toewlasl

9 05,5 sebils W wulw wg 5l ) soleMbl 2wlgi (o uizod. 2SS adlo
i | 'udlo 0,2y oU 4 JwsS| ua> il SoS @ |y juglai g W osls guls
Slag,Slo 5l 9 ud> 2gw i b syl @ | Lol wleMbl aulyi (o culnly

.\.uS oslawl Lg.oi stl.ul.: 9 la osl> Cl.;.wl.zo LSI)._J VBA

o 9 Aug), S ool S).DLS ool 028 i

alo> 51wl 03,5 0,ud Ol oy |, Jled alig,S b aS ol auigy JolS "o
Al gl ol @ a8 0,053 L us,S 5L Sl asS cowl (sileMbl

Lo« awS osleiwl wleMbl us,gl cows Sy CELL s8,0,8 &b 5l awlgs (s Loois

¢ SadSls Sl pel ads o @byl Jslw 300 55 | sileMbl CELL (8,0,8 &)U
w9 Ul J=o 9 wlgizo

Sl oj9lx0 LIS Sl asles o [ &b ol ) 1S 255 1) CELL 35,8 &b (sJelaw >
oiigS W, |, filename (o 9 (LS oy Information aiws > 9 Paste Function
2l

ADS (s Az |y JolS o 9 Lo oL g =CELL(“filename”)

125 Comment
126 \Watch window
127 path
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315,85 w0 b JolS o a5 53,0, &
=MID(CELL("filename”),1,FIND(*[",CELL(“filename™))-1)

=MID(CELL("filename”),1,FIND("[*,CELL("filename™))+1,
FIND("1”,(CELL(“filename™))-FIND(*[*,CELL("filename™))-1)

.U|>)§ SO M |) qu_pb asS ._5\§)J_)ls &_JL'J
=MID(CELL("filename”),FIND(*]",CELL(“filename”))+1,255)

o9 Hlg a4 b ulgie Hlgr 4 o 0SS adlol
w209 les b "M0lgic Llgs 55 VBA So,Slo 5l osliiwl b |, JolS sxmo 1sls3 cswo Lo

Ao b aligy,) S 0,053 9 iaw < 0SS 5L VY Jad. sy Giulos

. Ed C:%ExcelBook - Chapter 10
: @ File Edit Wew Inserk Format  Tools Data  Window  Help Type aquestion for help = 2 & X
=17 - b
A | B [ ¢ | o | B [ F e W [ v | J5
1
2
3
4
a
G
7
a
9 -
4 4 » M[% Pagel53 % Sheet? / Sheets / |4 | L|J_‘
CExcelBookl Chapter 10.xls MR v
128 Title bar
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ldslw wleMbl ¢ W osls oaaliw

Ed Microsoft Excel - Chapter 10
File Edit Wiew Insert Format Tools Data  Window  Help

B30 - P

A | B | ¢ [ D E [ F | 6 [ H [ 1+ | J [ K |

1 |Year Amount
| 2 |
% 2 add Watch,,. 7% Delere Wakch
5 Bk, | sheet | Mame | Cel | Walue | Faormula
5 |Toi Chapter 10.xls Page153 A Taotal
7 Chapter 10.xls sheetz Far Az faoc
T Chapter 10,xls Sheet3 Al
| 2 | |l Chaprer 23P8d... PEL G2F 27.59% =IF(ISERROR(FZ7I$F$129=TRUE,0,F27[$F 121
9 Chapter 23 P&d... PaL E12 100,00% =IF{ISERRORID12i40412=TRIE, 0,0 12040412
10 Chapker 23 PRJ... PEL 2 1,001 =(TNDEX(Daka, MATCHICS, DataCalZ, 00, MonthColMumber -, .
11
12

S, 50 g8 5 b ded aingyy) S 5 |y (dslw alei o oo ¢ wudlio 0=y o
i powl b g duiow ) gy 9 B Jgoyd (i |, awlxe aulo ales (s o
AwS oadliw | Jelw sl oani

Hlal ol b awles (s bocis.cowl 05,5 > | Wy 20 JSine aS canwl 13> ULl ol
U 2wilgi (s lowie Jbio Ulgic ay.auw | wows j95 Slpdolw 5> adl Hue zulo
S Siu, eab Ules 5 b asg awlze oK Ol g 9w Oliue 55 | siolhl SO L
.S wlxwsl |, Tools »>Formula Auditing = Show Watch Window ai, 33

TS

Paste ;| awiwwilgi (sw lowi « YooY JwS| 5> Watch Window lul vawl I .8
S osleiwl 95 Slpdalw zulio waus Sy T a9 WU L picture

oSe a5l ol Sl ey sl

(5S> ,Lid | Ctrl + C g 3 wlsesil | clio Jolow S )
..LL.LS uLZUl)in S)J)lS)) I) L.S)§J> LJS.LMJ Y

129 picture
130 Camera

Y
I nf o@ RANMVEET. COM


www.iranmeet.com

WWW.IRANMEET.COM

S wlxaol |, Paste picture link aiy;8 Edit Sgio 1> ,Laws |, Shift ads .Y

9 | (A
o adlol Edit Sgie @ Shift S wsls ,Lad L Paste picture Sgio 5 % 7

S s adgl lase LS s> 2@ (s Wi | Jglw Hlase LuSe .agui |

Sl Sles @y Ganes VST 0SS adlal

03,5 wlswl |, Customize ai;S.aulos SS cowl, 5 1S Ol [y Wyl les 51 (s
Uyl 9 05,5 Lkl |, Camera a3 Tools ;l.owuS 5L |, Commands & w Gusw «
S SS Close g 3uinss il Hlgr au Ll

Jolw 9 « 3uS SIS Camera weSyl Sg,.auS wlzal | Ldelw 5l Al b Jelw S
9 Sl puSe U auS SS9 05,8 Lkl | 550
N L oesh L wlhewlss guli awles sw Jasd lows 9 wwl d9a=0 uuy9> 5l oslaswl

iy 030l Gy >l

b b o ue> a lpdolw g
S8 W ie due> SuawS wlkol |, Text Box « '™ Drawing il Hlg 5l .0
S aslol
Aadd 5Lad | F2 g 05,8 ol | o aue> .Y
L Jolw Gt 9 23S sl Jolw &So @y g So = ol b« Jgoyd Lles 5> WY
Ao adlgs osly Giulos hie due> 5> Jgliw wlhgizo.auS ol

Ed Microsoft Excel - Chapter 10

File Edit ‘iew Insert Format  Tools Data  Window  Help

Text Box1 = # =iB%E
A | B | ¢ | D | E | F

1 |Year Amount

2 1998 15,235

3 19599 25,325

4 2000 21 562

5 2001 24 9R5

G |Total 87.087

7

g

g
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ldolw Ug,> wleMbl Gaulos sl MsgBox ;| oslaiwl

Jio « cowl wleMbl g a8, sl slasi shyls aS 4SS sw LS sl aigy, S L asS (siloj
Sy 1 1y lenwlon ol 5 SLeMbl @S 3l Sl Lo+ il 2o S, L gy 3190
S csw osleiwl Yeoo LAV w5l boew SShacal acsly cows > wlike sla
lowss JSeino 5w puSe 5l oslaiwl 9wy adlgx (s ,iw> Watch Window 15l
Sliiroskinirals oS o, 55 Wik S, L puse oS Lo Taudloss > |,
, Wbisss ol ool swisw |y TV Jud) .aanl "TMSGBOX Sy cuslaw Sy 5,Slo
1835 5 1S ko |, 9,5lo Ctrl + Shift + Q yulo oS 5 o5l b.(" Arrsis

S Bl 03,5 s sgSbo @ | 55

Sub Result=s()
Dim A ks Long, B As Long, C As Long
A = Bange ("CashFlow"™) .Value

E = Range ("NetIncome™) .Value
Z = Bange ("IncomeTax™) .Value
MsgBox "Cash Flow= " & Format (A, "§#,##0") & vhir &
"Wet Income= " & Format (B, "i#,#H0") & vhir &
"Income Tax= " & Format (T, "$#,##0"),
Title:="ABC Company Business Plan Eesults"
End Sub

s> ,Las |, Ctrl + Shift + Q slaauls
ABC Company Business Plan Results A

CashFlow= $ 33,523
Metinocome=  § 152,523
IncomeT ax= $ 52,365

o cowlsst g wlxwogs

IncomeTax , NetIncome , CashFlow— eul 05,5

B2 pley aue
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50 2SS S)lg Ll S oo ) aS s — auS aSlol ply s> 4 Sua> b LY
Ao Bl puwdi Sasy Hlaaw a4 VBCr wledS oud

UoS> aSiyl puizod A o U b Jooyd SaudSii o9 — dac SaudSw WY
Do Lo SaiudSw

DS s Ulgie jueio caonud s 1) Ulgie — 2d> s | ply Ulgic o ¥

S0 SwS Help VBA conud 5l MSgBOX wauS i 3,90 45 i & Mbl sl
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Su ¢ Jgoy8 Slpil 53050 5K Jsoyd S @y wablssly S ws)S adlol sy | 3y
o S b osgs wowlssbasS U sohy 9 05,5 25 L N U, ausS adlol + wolMe
Jolw aS wolid 1) cowlssl awlei (o lowdss 2 | W 561y 9 auS b GsinwisS
i Sl s wlzwl

: Jlwo

=A1+A2*4.71+N("asgleo g0 * a1,99 9 gils olo ug,9 ggozeo” )

b cowlssl s wleMbl 6,.33

Cowl ue> S ol SHaauS adlol wowlssh lpdgw @y as sy w05 JuuwS|
TYe oo @ d90=0 csundi Hob @ cowlssl Ld.36S ol | wsuso Ol 5> Juilsi (sw as
.ﬁa..uJI ).ISI)lS

b cowlssl us,S aslol

S el |, Jolw 5 )

Insert ;S il Sgio 5l 05,5 SIS cowl, U s> ,Las |, Shift + F2 slaads .Y
AwS wlxol |, comment

AuS ol adlgs sw aS | (s woilyslh aue> 5> LY

11
I nf o@ RANMVEET. COM



ol uloy wowlssl ads o Vlaw | b cowlsst o9 Guw ssb @ JuuS
Ao waialsl Sl Jglw HLS S¢S Glin Sg) | gwgle lowis aS g 5w

(0sS SIS View > Comments g, S 55 W coslssl aed v Sl @ asgi )

AL B3> b s Shy.cowl oxung U Shls analssh e« po,9 G ssb @

uds pll ) o oo woblssh eascungs
|, b 5,90 pU.awuS wlxwl |, Options = General 2> User name a8 Tools Sgio
Ldlgs> Jlocl va> Sl cowlsst 5,90 5> hsd Ol (ulauS Bi> L osls ,us

ol

Gl Uo,9 Uiuwy Sl s

B cowlsl (o9 Giuw SaudSlh Hue

Display Sl oslme o5 b i

i wwo o=l Windows ku=o ;> Properties

Mormal Disabled  Selected 29

Window Text L 5% b sl asly 5 Juwsl )

. o . WYY .
SalS Sl aslsi oS T dies
b 599 S ).awuS oslawl Win + m

Ok |
axso el 5 aS wowl sads

If wou select a windows and buttons setting other than Windows Classic,

it will cverride the Following settings, except in some alder programs., )99 o Me S ol >9>9.0 L@.\.»JS
Tkem: Size; Color 1: Color 2; (L_le 0w Ju UT S
ToolTip =] = |:||v| |,|

I I o U Sgio lauS SJS wewl, Y
Fonk: Size: Color:

[Brial =ls = M- 8] | AwS wlxwl |, Properties aiy;S

ok | coce | Sl 9.3uS 5L |, Appearance Sy, Y

S wlxwl |, Advanced ol
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Aadd s ) K 9 05,5 Lkl | ToolTip aigsS « Item s s

> s olgzds o3lal @ | s 03160 9 Soy g suds s |, s . Font aLé s
2SS 1, OK

AwS SUS | OK 50 Sl ojgl=o 518 s

< % b =

s | A

ADS (5w s g Lol b ugSil

B cowlssl oadluwe

Reviewing |l Slgs 51 L auS olxwl |, Options > View au;S Tools Sgio
S s Sl Giwlos 0g=i Sy a8 aw JuwSlauS oslaiwl
9 590 i 030> B cwlssl L Goyd calio ) cowlssl LSliv — Meusd E
g (oo 03l uliw b wawlssb
aS Jglw cowl, aoow YU abingS 3 SxgS culio — Moilasl [ Las bas [
woloy cowlsslb.ag i csw 03ls wlin cowd Jolw 5> conlssl s> ,SLaw
A DS5LEG il Se) |y pwslo aS sgd o alb

osls Wl a8y 5> o g S cowldsl aod — TLOLIU 9 wodlssl [

D9 (S0

Lo cowlssl Su Gawulos

i3S ¢ 02 U BSgin 3l g ¢ kS SIS cowlyawuS kil sl cowlssl as | (sJelw

AwS wlxol |, Show Comment
lige [ 1 osls U auds e 5305 Sls @y ol wawaS U | coalssly 58 518 J=o
594 (s 00> cuilasl aS (siloy i | coslssl 58 518 J=o awilgi (s Lo

134 None
135 Comment indicator only
136 Comment & indicator
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550 Sledalw a0 b cuwlsst oS

(sS) > ,Las | Ctrl + C g 05,5 Lzl cowl cowlsst shls as |, sdglw )

Paste a3 oo 5L Sgio 5l auS SIS cowly g 05,5 olxaol | 50 Jolw .Y
AwS wlxwl |, Special

S SS |, OK g 05,5 Llzil |, Comments aiu;S .Y

d cowlsst Wi

au3S oo U Sgio oS SUS cowl) 9 ¢ awsS kil cowl coslsl aS 1, (sJelw
AuS wlxil |, Delete Comment

a5, Sd cowldsl aosd Vi

S SIS Special g, 90 (GO To Sl 0,9l=o ,51S) .auds ,Land |, F5 )

S wlxwol |, comments aiu;S « Go To Special sl o,9l=0 )58 ;5 .Y

DS SUS |, 0K LY

S Lkl |, Delete Comment aiy3S « oaui 5L Sgio 5l 9 auS SIS cowl, WY

b cowlsst wls
wlxil |, Sheet &5, 9 05,5 Llxil |, Page Setup - Sheet au;S File Sgio
S wlzsl Comments aLd s | 55 Sl a8 51 S« w5l Jud.asS

DS g s ) b wowlsst —gua [

Wz a8y Ol sl 9 BBl sl aSy s 1) b coalsst = eSS, ol Hs [

5,5 Adlgs
W= b Bgab o os aS (suld coalsst Lo =" a8, s Giwles dlesd [

S,S adlgs

137 At end of sheet
138 As displayed on sheet
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Page Setup ﬂ E |
Page I IMargins I Header [Fooker Sheet I
Prink area: I :k_j Prink. .. |
Prink titles . .
Prink Preview |
Rows to repeat ak top: I % |
Qpkions. ..
Columns to repeat at left: I :k_l
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[= = =] [= =
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WS ol ) ol S - ass

Page Setup = ai;S File Sgin l.auS Ulzxil 5,1 coslsst aS |, sJelw 6
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|, Selection ai;33 Print What coowd > 9 Print aiy3S File Sgio l.asS
S SS 1, OK 9 3S ol
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ity wablssly olrod @ 5w ) awSe aS auslss> (s Ul
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b cowlssl au wleMbl uslicw,9

S wlie aads dgw Jolw Sy |y anwlasl awle o basws « JuwsST s
5 0l 9 3wuS b ol 55 L) Slosls b i aS ausS S8 awilgi cswoo loois Lsusy
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owl VBA 5l oslacwl J> ol
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D cnwlssl @ e US,S adlol sl

Range(“Al1").AddComment Text :="Reviewed on * & Date
renlssly i i b ws,S 59, 4 Sl

Range(“Al”).Comment Text :="Change On * & Date

il 5l wleMbl s;Lwgs g WS,S 5)lg

@ Ailgy oo JuuST UL, S cwd sg>90 il 5> wleMbl 51 S0l JoB jue uslen
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eyl S5l T Sslwg 5 oleMbl T0s)S sls Sy sulpuin, Joli oS ol

Excel 97

L iso bl > gz 58 Sy | (URL) wolw (ilian 10U oo « AV ST s

AS 0,035 QY Vg

b Lo dobe ¢ gxiwe S Ulsie 4 uie B Sy Ly wlin S 05 Sy

LS

|, WWW.bloomberg.com «ulw ¢ Jbo Shu.awusS 5L L L 590 (somml wolw )
o Shy wolw cul wlbas.s)ls 5,1 &5 Shy salixo Jolas colw ool .S 5L
|, wuliw http://www.bloomberg.com/markets/fxc.html ;I cowl o)be Jgla>
(Ctrl + C).awuS S

|, Start & Programs - Accessories = Notepad au;S Windows luxo > .Y
S ozl

wx | Jbogs SIS s LB s culw ulao b agas [Lad |, Ctrl + V.Y
Jlo Slu.(0uS oslaiwl S=9S WBg)> 5l aS 4SS Wds) Iqy:asS 0,035 4u) Vg
CrossCurrencyRates.iqy s> 51,8 Lil oU

Get External Data & Run Web Query ai,;3 Data Sgio l.asS 5L [, aV Jows! ¥

DS ozl |

g 15,5 CrossCurrencyRates.iqy L Jlis a4 « Run Query sl o,9lx0 138 5> .0
Amlos sl 1l

SS OK sg, Returning External Data to Microsoft Excel sl o,9l=0 ;58 )5 .#
S

ok Jisie JawS! a8y au ol 5l oleMbl b3S o abaz) 1 WV

139 Importing
140 Refresh
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Returning External Data to Microsoft Excel

Where do waou wank bo put the data? lal's
%' Exisking worksheet:

Cancel
(= =]
™ Mew workshest Properties. ..
= FivotTable Report

Parameters. ..

L

Excel 2000

S wlkaol |, Get External Data > New Web Query aiu;S Data Sgio 5l )
cwlw: Mio. 2SS S | culw JolS suliu « Enter the address aLs ;> .Y
w0l 1S SIS Save Query Sy, 9 05,5 3,lg bl (ol ,uSs Hbs 55 1, (sld

A0S 0335 Ll 9 005Ky 5hai 55 ez Sy )

DS SUS |, OK LY

S.S OK sg, Returning External Data to Microsoft Excel sl o,9lx0 ;518 > .¥
Loy

Excel 2002

1hdd g 05,8 )lo siwyd w ) W o3y aS ads v lowk @ | UKol ul YooV JowS
HAwlos S3Lwe | W osls Jga>

141 Query
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Address: Ihttp:,i,l’www.bloomberg.com,l’markets,l’fxc.html

=l & = @ 2 B LG options..

It

Jick. nexk to the tables you want to select, then click Import,

[#1[+]

.com

=

MONITOR

HOME

Bloomberg

=

MARKETS

* Cross Currency Rates

24 Hours a Day

www.fxcm.

Y a B

MONEY | JOBS ™ RADIO

Fr

I

CHARTS

rom Linio

USD/IPY
11355/R#

=
BLOOMBERG L.P.

7z

TOOLS HELP

Mon. 31 Mar 2003. 10:48am EST

Sponsored by

I?S(;f:“ﬂg{gfzs ----- USD | GBP | CHE | JPY | CAD | AUD | EUR | NZD | DKK | SEK Providi
SEK 84895 [ 1340 |6.2603 [7.1720 [5.7620 [5.1288 |9.2468 [4.7000 [1.2962 é@ﬂf
DKK |628138 [ 1076 [5.0348 (57590 (46274 (41173 [7.4261 (37746 08031 (
NZD | 1.8052 |2.8501 |1.3339 |1.5260 |1.2260 |1.090% | 1.9674 0.2649 |0.2128 environ
EUR |0.8176 [1.4486 (06720 (07756 |0.6231 [05544 05083 01347 |0.1082 for your 1
AUD [18530 [2.5128 [1.2220 [1.3080 [1.4230 18036 (00168 [0.2420 |0.1951 to gre
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Syl les sg, @ 9

29 v i il |, View S, 6Qe

Sy, « Commands sl o,9lxo 58

Toolbars | Commands | Options
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Categories: Commands: . i n &
G Clear Print Area ~ w S0 )|9J 69) e 3 Q.A.9)S
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Toos (3 Pt | Sl slass Us,S adlol bl auS aslol
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File Sgio 5l oslaiwl @ S3L0 ;%0 aS 3. (sw acl 13,8 aslol aS (sulaul WSyl 95
odly Judlgss Setup Print Area g Print a4 (s yiws Sl

Ao Jad uod S Ll @ by Jiuss « Custom Views ugSul cuosdl wlu Sl

Ed Microsoft Excel - Chapter 11

Ele Edt Wew Insert Format  Tools  Data || Window  Help
B © | B Profit & Loss Statement | L | 0 | =)
] Cash Flow report
Balance Sheet |
5 April 2001 - |
3 | ABC Compary Limited
4 | Profit & Loss Statement for April 2001
R
B YTD Previous Year Budget YTD
|7 $ ) L i) $ 0p
8 Income
g Sales 1,015,016 08.77% 1,003,004 08.88% 901,016 958.91%
10 Interest 11,616 1.13% 10,404 1.03% 9,015 0,999 %
11 Other 1,018 0.10% 1,004 0.10% =il 0.10%
12 Total Income 1,027,548 100,00% 1,014,412 100.00% 010,948 100,00 %
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Ed Microsoft Excel - Chapter 11

File Edit ‘“iew Insert Format  Tools  Data = Window Help
B C | G | H | K | L [ 0 | P | a
1
5 I April 2001 vl
3 | ABC Cormpany Lirmited
4 | Profit & Loss Staternent for April 2001
5
B YTD Previous Year Budget YTD
7 % Oq % 00 % 0q
&} Income
9 Sales 1,015,016 Q3,77 % 1,003,004 03.88% a01,016 093.91%
10 Interest 11,616 1.13% 10,404 1.03% 0,016 0.99%
11 Other 1,016 0. 10% 1,004 0.10% 916 0. 10%
12 Total Income 1,027,548 100,00% 1,014,412 100.00% 910,948 100.00%
13
14 Cost of goods sold 24,992 2.43% 24,348 2.45% 26,678 2.93%
15 Gross income 1,002,656 C7.57% 289,564 97.55% 854,270 97 .07%
1B
17 General & Administrative 282,138 27.45% 281,922 27.79% 280,248 30.76%
18 Seling Exp. 164,792 1604 % 164,648 16.23% 190,772 20.94%
19 Total G&A B selling Exp. 445,930 43.49% 446,570 44,02% 471,020 51.71%
20
21 ket Earnings 555,726 54.08% 542,994 53.53% 413,250 43,36%
24| |Interest 5,332 0.52% {5,308 {0.52%) (7,158} {0.79%)
25 Met Earnings before income taxes 550,710 53.59% 547,993 54,02% 419,154 46,01%
26 Income taxes 193,256 19.29% 197,279 19.45% 150,896 16.56%
27 Met Earnings 352,454 34.30% 350,719 34.57% 268,259 29.45%
28
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Ed Microsoft Excel - Chapter 11

File Edit ‘“iew Insert Format  Tools  Data = Window Help
B C | G | H | K | L [ 0 | P | a
1
5 I April 2001 Vl
3 | ABC Cormpany Lirmited
4 | Profit & Loss Staternent for April 2001
5
B YTD Previous Year Budget YTD
| 7 % 0% $ 0o $ el
&} Income
9 Sales 1,015,016 Q3,77 % 1,003,004 03.88% a01,016 093.91%
10 Interest 11,616 1.13% 10,404 1.03% 0,016 0.99%
11 Other 1,016 0. 10% 1,004 0.10% 916 0. 10%
12 Total Income 1,027,548 100,00% 1,014,412 100.00% 910,948 100.00%
13
14 Cost of goods sold 24,992 2.43% 24,348 2.45% 26,678 2.93%
15 Gross income 1,002,656 C7.57% 289,564 97.55% 854,270 97 .07%
16
17 General & Administrative 282,138 27.45% 281,922 27.79% 280,248 30.76%
18 Seling Exp. 164,792 1604 % 164,648 16.23% 190,772 20.94%
19 Total G&A B selling Exp. 445,930 43.49% 446,570 44,02% 471,020 51.71%
20
21 ket Earnings 555,726 54.08% 542,994 53.53% 413,250 43,36%
24| |Interest 5,332 0.52% {5,308 {0.52%) (7,158} {0.79%)
25 Met Earnings before income taxes 550,710 53.59% 547,993 54,02% 419,154 46,01%
26 Income taxes 193,256 19.29% 197,279 19.45% 150,896 16.56%
27 Met Earnings 352,454 34.30% 350,719 34.57% 268,259 29.45%
28
29
30
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@ File: Edt Wew Insert Format  Tools Data - Wwindow Help
B| g | G [ H | K [ L | 0 [ P | @
1|
3 I april 001 vl
3 | ABC Company Limited
4 | Profit & Loss Statement for Apri 2001
| & |
B YTD Previous Year Budget YTD
7 4 O & O G ]
g Income
9 Sales 1,015,016 98,77 % 1,003,004 08.88% 901,016 958.91%
10 Interast 11,616 1.13% 10,404 1.03% 9,016 0.99%
1 Other 1,018 0.10% 1,004 0.10% 916 0.10%
12 Total Income 1,027,548 100,00% 1,014,412 100.00% 010,948 100.00%
13
14 Cost of goods sald 24,992 2.43% 24,3438 2.45% 26,678 2.93%
15 Gross income 1,002,656 C7.57% 080,564 07.55% 884,270 07.07 %
16
17 General & Administrative 282,138 27.45% 281,922 27.79% 280,248 30.76%
18 Seling Exp. 164,792 16.04% 164,648 16.23% 190,772 20,94 %
19 Total G&A & selling Exp. 446,930 43.49% 446,570 44.02% 471,020 51.71%
20
21 Met Earnings 955,726 54.08% 542,004 53.53% 413,250 45.36%
24| Interest 5,332 0.52% (5,308) (0.52%) (7,158) (0.79%)
25 Met Earnings before income taxes 550,710 53.59% 547,993 54.02% 419,154 46.01%
26 [ncome taxes 108,256 19.20% 197,279 10.45% 150,896 16.56%
27 Met Earnings 352,454 34.30% 350,719 34.57% 268,259 29.45%
28
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@ File Edit Wiew Insert Formak  Tools  Data * ‘Window Help
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1=Sheet Sheet Name Print Report
2=Area Name Area Name Page
1 3=Custom View Custom View Mumber
2 1 Balance Sheet 1
3 a FrofitLoss 2
4 2 SalesFeport a
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2ubh PrintBReportsi)
Dim NuwberPages iz Integer
Dim PageMNumber Az Integer
Dim 1 As Integer
Dim ActiveSh As Worksheet
Dim ChooselhNaweView Ls 2tring
Dim 3hfameView iz 3tring

bpplication.3creenlpdating = Falzse
Aet Activelh = ActiveSheet
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For Each Cell In Range (Range ("i2™),
Range ("AZ2") .End (x1Down) )

ShlfamweView = Cell.0ffset (0, 1) .Value
Pagellurber = Cell.0ffset (0, 2).Value
aelect Case Cell.Value
cage 1
sheets (ShlameView) .3elect
Case 2
Application.Goto Reference:=3hNameView
case 3
AetivelWorkhook. CustonViews (ShlilawmeView) . Show
End Zelect

With Activelheet.Pageletup
CenterFooter = Pagelwurber
LeftFooter = ActivelWorkbook.Fulllame &

el £T gD
End With
Aetivellindow.ZelectedSheets . PrintOut Copies:=1
Next Cell
Aetivelh.Zelect
End Suhb
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Asilgy o Loy i b S oo slpining ST aS Gl il 5l (spwg 0,008 U
3l @V 1z Sl ggoxo 405 « AS 3l ggox0 5« Awles (VL) Likd S Cise
S skl S S osls 5l L 595,55 ,9U SHe=e Jglax 9 auS sSu ) d osls ¢ auS
35S w018 @i JawsS] aS il b il Las, o Ul el 51 o5l S,
S50 oL oSslw il awls Ll )5 |, paxsiw 9 0sbw Slousl, 1> 0L oo
35S s oo |y of 2l JsS] o canol Lt o

L 4%, 5 Lo 051 (sdilosluwcwl GUS ool Joad cuiago 5l (xSy Jad ol
Ledao)d 5l as aas (oo L 0lSel ¢l lowis 0 JowsST conae uiled (Bubo 50 ¢ aingylS
03z UinlS SU augi Sho | 500 5,90 o3l ¢ 28 eslaiwl W osls ws,S oy sl
2058 osliasanl 1 o5l 52U S1,, Data Sein 5 36380 Sl 5l o 1S Lo

LS] s s o3ls csdailozbw Sy (slSs
L 2ol La osls 5l (svwd ,a:(59-i (swo 030U 30 Database aS) ] HUsLw =
Ao SO algi o b 88 Vlgic sl w ol aS sg b g9, Ulgic Sol> Syl
051> Ugiw > .l 3,9 jaxio WU Ulgic Jhw 5> S9>90 Slpdolw aod. il
Aol s ue Olgie w5 Wb b
> Gl o L ggoxo 9 g9ox0 505« W Sl Jolos o osls coud S

9 059 5lg =0 ;50U U L o3ls cowd )5 59>90 Slpigiw .59 i (5o Ugiw
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o3y o WIs Ugiw S 9 WIS Lhw SOt sy uaxiie Sleje ¢ e L
La o3ls o S (swyw Sho 55l 39 >9 5505 SLa 6sly 9 o] sl
Ctl +  SowdS « 1S Ll o 55 | Jslas S5t suds plsl |, s sla,ls
b o] hsd 9 v aed.0sS e ) oo bkl a9 auas JLas | *
sl axls 3 Csulzal 4l s

AL S Vlgic @) (Uginw ) d o3l Sxgoc Al cuwd Sy s D sl >lgs [E
9 390 50 a8,S b 5> Al ol Ulsic ay Vlgic w53 59290 oL Jidwd
Shis (veiw ) 2L ;8 bl o 38 Wl Vlgic @ Vlgic sl 5 3)ls0
L« o> a9 55 Lo ggoxo « gu,b ald 5o W gu,b ) il (o wleMbl g5 S
((Ol,ine s 5 Vb swluwl

oo 3585, Ulgic a4y (hw ) e osly 5l bl asl « o Sy 5ot )88, ®
a ).l awls ol Loi> aS s j9a0 3,95, S aw Slpdglw il
(ccaow! 02ui0S 19558 o loc 33 5> 4955 o,loui « Jlie Ulgic

— S
Ad> H8 aS, awgS 5o ) Ol 9 w3l a8 )y W osls o] K s
LU U9y 5> a5, 55 035lodl Slpdelw. (Al ¢ cd Jslw Gl 55) 6
ool s s W osls

135S Lsw bipo bos Sl a8, 55 d osly cound 5,90 55 | Jbio x> 4oy JSow

o1 > WL L w SO U e osls oL 595 51 Vs osls oKL SV vlgic @
ol

23> i S;lw 05,9 wyg0 U (ol pwl U guglic Ugiw Hhaw ) Y o)kbw @
¢S ozl K Y jlbw — sasdSw oal Slho )eawl oo sasdSw Jolw
ay3S « s oS olzal | Alignment S0 0w 9 auds ,Lad | Ctrl + 1 slaads
(.asS SS OK sy, 9 S wlzawl |, Wrap text

(Y low ¢ guolic Ugiw). dsiwud >,9) Jaxio @ 28 swlwl @

)l 39>9 Sl alold zus lpigiw U W)hw G @

169 Record
170 Database
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Fd Microsoft Excel - Chapter 15

File Edit ‘iew Insert Format Tools Data  Sindow  Help

A | B | co D | E | F | G . H

1 Invouce List

2

Running Invoice

3 |Number Number Date Customer Name Market Quantity Income
4 |1 101 051041995 MrExcel LISA 15 213675
& |2 102 061041998 | Intel LISA 17 227094
B |3 103 07 A10/1995 | Motorola Asia 20 10,152.14
7|4 104 03/10/1995 | Pacific Bell Western Europe 50 11,111.11
g |5 105 09410/1996 | Motorola Asia 100 8,717.95
9 6 107 11101996 Amazon Asia 15 29.,280.00
10 |7 108 121015996 | Microsoft Asia 30 £,020.00
11 |8 109 011101997 | AlG Asgia 40 2,040.00
129 110 02A10M1997 | Cisco Asia &0 37 0B5.581
13 |10 111 03101997 | MrExcel LISA &7 15,452.00
14 |11 112 04101997 | Pacific Bell Asia 77 13,032.00
15 12 113 051041997 | Amazon Aftica 89 13,095.00
16 |13 114 06A10M997 | Intel LISA 101 23,084.00
17 |14 115 a7 A0M997 | Motorola Asia 113 23,118.00
18 |15 116 05101997 | Intel LISA 125 18,495.00
19 |16 117 094101997 | Microsoft Asia 138 2350650
20 (17 118 10101997 | AlG Africa 150 25.129.90
2118 119 11101997 | Pacific Bell Africa 162 26,753,350
2219 120 12101997 | Microsoft Asia 174 28,376.70
23 |20 121 01A10A1998 | Cisco Asia 186 30,000.10
24 (2 122 0241041998  Amazon Africa 198 31,290.86
25 |22 123 03410M1998 | AlG Western Europe 210 3285002

> e9020 505 255 9 UVl « US,S e Sy o S;lw osbol

CNmwd A ) LAwS aSlol 3g3> S osly wowd 4 1) S)lewns Sl awlgi (s Lo

oVl ¢ 05,5 Wire ) W osly awlen U (L3505 w5l W o3ls 39,9 &jga) ax
S 5JUT L W osls 9 awles (Lilud )

oolic Ugiw Llaw ouwd pudbis Sl SaudSow sl oslaiwl

A wlgi (s 2GS s Sl JowsST s | d osly wnwnd S (si8g aS anil aawls sU @
9 (ald wlwl ) asS sleul | Ligiw uglie Hlhw.auas 519 alold ylaw G
S SaadSw Ledolw L350 51 ulese LS Ky Lg s 0SS e U L Ll
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La-j . LJJ_SLAS \V\bl . |
Jg,S_wl plid Ligiw SYU s lpigiw cuglic [31 59) aslgs ,ilwl o osls agllao
Aol oadlie LB o 5L Gl @ d osls Us,S

olSul > (a8 ) Ugiw udsl Ulgic 505 Jolw (i) asS Lzl |, A4 Jelw )
(W osls
S ol |, "VTFreeze Panes aiy;S Window Sgio 5l .Y

Coud @ ® 0315 59,9

35S (s Lgo 1@ 0l 359 Sy | wsilizen Slpal, S|
|, csiso S 0309, US,S 5)lg « 185 Lad 5505 i Sl @ o3l 39,9 @

Ao b oo ¢ ¥ il ssiws jgo a4 d osls dg,9 [
a o515 39,9 SLy d 0,9 5| oslaiwl [

d o3l> 39,9 Sy W 0,9 51 oslaiwl
loos @ & 0315 39,9 Sy 1 0,9 5l esleswl

Running Mumber 1 H 1 of 39 Saul> LSLQD)QS) aS 1s> |) olSl qu
Invvoice Mumber I Mew |

Wi > |) >9->90 L.SL&))SS) ‘ J._A.AS ol I)

o 3 b dolw S 30 Sl e
;S Data g 5l 9 auS wlzil W osls
AwS wlzxwol |, Form

Ctiteria

Close

Date |05/1071996 Delete |
Saul> > asS s9q |, Ld Jgo,9 ¢ auS
Zuskamer Mame IMrExceI Reskore | T )95) e 909 ¢ s
Find Prew |
Quantity [1s 9 AwS gxiw> I, La osly sols b U
Find Mext |
Incame |2136.75213675214

71 Freezing
172 u_9>)L> )LQRJI
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oSy Form sl o glxo oS a4 al& S awly
wl a8 pliod 300 s b aS uld osl> p,9 @
2155 3,5 Jsnyd Sol (1 Jsbuw ) Slaaled s |, 1 o3l asls  suai Loy

S 1w sols by Gulwl 1 L W osls 2uwilg (o

S5l olzol « 58593 U,S 5 Ale Sawan Sl 5l aslgi (i « auS oslaiwl 0,9 51 3
AasS o laswl Csuls,l 9 ]

byi owbwl W osls 4 &5,y Jlacl

wtlizo 3)lg0 0SS Laxuiw aS owl (segiio Hloww Sla osls Joli W osly ]
5y Sy SE Lo o axiw ool aw « canl (sSiiin b 55, aS csilo; .Aikuusd
W w U g lpdolw 55 La osls aS 59 (oo el S5, S 0s,S adlol s

35S 18l SoS oo @ ols by SO Vb o @ gl 9wl L @ S aws

:Jlo

59 £ 5l G oo a0 bgiyo S osls aS audlgsy ula « 0)les GisbS Sy s
B Shy adlgsy wowl Sow. 3ol aswls | 1l 05,55 50le | 593 (sd aS ol
AS S s U awss polaisl 5505 K55 59, A0 5l Giuw Sla

S0y U oS eslaswl (sdopts SaudSiis 5l 9S> aS 5,8 pudles ey Juad puod 5>
9 UnS JwVL YA Jad.auS Jlocl (seols by iy (sibio S osls 4 |) o>
= L esls Ll U ulgs aS (salizo Slping, s by |y d ggoxo0 55 « 14 Juad
it 35S Siaol Ky ol byi pwlwl

& 0315 Szuol S5y Sy sy SaidSiw 5l o5laiwl

1S SaidSn Ll Jgoys 51 sl U b awiws | Jad ol oSlasl JSii
o Ol (sdsd s uds ,Las |, Ctrl + * g aiS olsewl |, A3 Jglw )

Yo)
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.2uS wlxwsl |, Conditional Formatting a8 Format «Sgio 51 .Y
1S i 9 05,5 wlxwl |, Formula Is aiy;S « Condition 1 (suslidl il caund 55 .Y
905, Wzl |, &, Font S u,—w 5l 9 auS SUS Format  sg,. =$E3="ASIA"

S SulS OK s,

S wuli g 05,8 wlkal |, Formula Is a8 Condition 2 (suslidl ¢l couwd 5> WY
S, U wglaie %5, Font S, ,ow 5l 9 auS SWJS Format  osg, . =$E3="AFRICA"

S SlS OK 59, 9 05,8 Wbl ) (5l

1S il 9 05, wlxwl |, Formula Is a3 Condition 3 (suslidl ol couwd 55 .0
SLeSs, b wolein (35, Font S, ,w 5l 9 2uS SIS Format osg, . =$E3="USA"

2SS SulS OK S99 05,8 Lzl |, L8
S S OK s, .6

Olxwogi

Sho L) (s @200 9 V9w a4 cunis ) G lbbo g =50 S ¢ Jgoyd 5> Jolw g0
))tSIO)I)J._LWlJJ.ASNM))JM))l)dSLU}@ML.LAS@O)LMI)bM
Conditional Formatting > lo—w lawgi 0ai wlzil byw U E Uginw s Hlaw Ulod

DU (S0 .§+L2Lo

Logical test _suiss IF Jg 0,9 sugio =l aui (b SaudSi 5> 39>90 Jgo,9

o0 s Jloel i 5,90 SaudSii 9 S v o | ww)s Hlase Jgo,d Lanil sw

Conditional Formatting

—icondition 1

IF:::rmuIa Is j |=$E3=".ﬁ.sia"

Preview of Format ko use
when condition is krue:

AaBbCcYyez

Format. ..

—i_ondition 2

Formula Is j |=$E3="P.Fri|:a"

Preview of Format ko use
when condition is krue:

AaBbCoYyzz

Farmat. ..

—Condition 3

Formuals  v| [=§E3="UsA"

Presiew of Format o use
when condition is krue:

AaBbCcYyZz

3]
[, |
3]
|
3]

o

Delete. ..

Ik

Zancel
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Ypouwino 9 1 pousSlo suslie @ S, Jlacl

Olsil (sdes aLsb G auds ,Lad |, Ctrl + * slaadS ¢ auS olsaol |, A3 Jglw )
YW

Formula Is a_u;S .28 wlzal |, Conditional Formatting a8 « Format Sgio 51 .Y
L 5o S owlowl 5o 9 4iS sl Condition 1,2 (suslidl ol o by |
S Jloel | olgsds SaidSiiasS i Max o Min slplgo,s

a>g)

sl o aod WLl 51 Jod s ols s 55 | Jolw sl %&x

wolai Jgo,9 255 Uloj (sumats >0 9 Blhao @50 Gy aS 36S wds.auS _,4’:_:"'
g B

Conditional Formatting

—Condition 1

(RN | [=sra=masisrisF)

Prewview of Format to use
when condition is true:

AabhCoyyZzs Farmat...

~_ondition 2

¥
Formulals = | |=$F3=MIN($F:$F) =l

Preview of Farmat to use
when condition is krue;

@l add == Delete, .. | (8] 4 I Zancel |

AaBbCcyrz Format. ..

173 Maximum
174 Minimum
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\§ Jad
o S 02ug,y &)

L aolyy ol as auS 5)lg 5,505 aoliyy sl L d osls aS audles (s oo wldgl sals

. (ol 5850w DOS s b Mo ) oo 5850w 593009 s
S5 3ibl ppo sl Gl a9 5JUT S e osls ol 5929 aS oS o,
Sl osly Jga> S skl 5o 1) lois (suiio Sd 069, 255 So), 19 Juluwo 9 JSiio
e | o SLa o9y JLawl Slpig, Jad (ul.o)S aslss )L Jwssl s phio

ADS (5w Za i b lpg; ol So) iy OMS Lo o d (ADS (5w

Lo 09,y Sy Sl

o=l ¢ 593509 »ue Joole piiiw > 2 L 3uiS 5w L8 DOS wxi aS (suld aoli) aod
o, lS Ul Whsas (saie 029, Su s L osly GiuslsS aS sy tsw o @ |, ulsl
Aedl anls 0l s Wl Sl @ oy S5 s

( Bookkeeping a ol ;> Jlio Slyu ) a6S (oo wlxil |, Print to file aiusS aS (silo;
AG 1 oxgy oU.asS (50 wuli O s |y oxgy ob Lasis aS sgir (s 5U Sl 0,9l50 18
Nigay 4 bgyyo iSLIS auw ;595 gy doly.aues [Lad | il 9 S b SLS
.doC Wio.s,S aalgs> aslol |, aol,

Vo sSowl Lsuio S 09y 255

S wlxil |, Open au;S File sgio 5l )
.S Wkl |, File Type = All Files aiu;S « Open sl o,9lxo ,3IS ;> .Y

LG bl 5y sk olwsy csubwlii Sl aS siuwd Ssylaibowl Sloas sSowl slaas :17° ASCII
49 (5w
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Test.doc : Jlw.auS ool |) olgzds (suio 0259,y « Search ol ;> .Y
AwS SIS OK osg, WY

DS (suS S0 alig w |y oo Al S oxigyy — iss
0309, 39 i1 (50 Amogi ,SUd Aigy U U ol Al S 039, S 6
|, 50 wla,sS 9 JowSl o alwgy) S aS auS (oS sl aawgy @ ) b —
Al 03,8 0,033 Ll s

. I Wi e ..
Y )l ) QL>‘).O U0 G )S 0 )0
Text Import Wizard - Step 1 of 3 " ')"*‘\S o Lx"ll |) Del I m Ited q”)g b \

The Text Wizard has determined that vour data is Fixed Width.

If this is carrect, choose Mext, or choose the data tvpe that best describes wour data. FI Ie Orlg in Ls\'ib L‘BI U L‘ "—1‘“9 )b . Y
riginal data type
“hoose the file type that best describes your data: l " |S | 6' I OS 2 L, DOS AU ; <
r v D - Characters such as commas or tabs separate each Field. XD / - )S
i i - Fields are aligned in columns with spaces between each Field,
a6S Ol YooY g Vove sl

Skart import at pow: |1 5‘ File origin: I 437 1 OEM United States j

Preview aof file D:\Mr Excel on Excel final\Chapter16itest. doc.

L] 1,000.00 10 2041000 1 CH4 4032 .

12 | 6,000.00 3 30,/09,00 z CHA solj "“-PS tS"JS NeXt 69) 'Y
E 6,000.00 9 1541100 z CHa 50

4] 2,000.00 & 30/12/00 z OFFICE 37 306

15| 1,500.00 & 15/11/00 ] OFFICE 97 06| v |

1] | 2

Cancel = Back I Mext = I Einish I

Y5l Y al>,0 — ¢io 255 ,S 0 3=x=20
DS @ lboslw Logiow 5o [ d osls aS s3Lw o ;0B | bowis al> 0 ol
b azis > casS puandi pigiw @ 59>90 43S 95 5l oSy Wil U ) W osls )

AwS S )
AuS SuS Next osg), WY

Y5l Y al>y0 — o )5 )S 0320
wlos SaadSob | Wsgiaw aS 530w csw 550 |, lows al>pe ol

il 3 oL ol 95 ol 51iS (so Ll | W, (s plzil 53 05320 S aiilo @y aS wl 1581 0,5:176 Wizard
owl oo ol

Yo'
I nf o@ RANMVEET. COM



YoV

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set

the Data Format,

" General

‘General’ converts numeric values ko numbers, date 7 Tewt

walues to dates, and all remaining walues to bext,

Advanced. .. |

i Date:

£~ Do not import column {skip)

olurmn data Format

MDY

i E3

-

—Data preview

1,500.

Gopergl
1,000,
&, 000,
G, 000,
Z,000.

oo
oo
oo
oo

oo

Coneral E
CH+ 403 zﬂ
CHA 50l E
CHA E01
OFFICE 27 a0
OFFICE 27 ane le

(2ol s3lg> 55 (sShino Koy @ Ugiw ) aS Wzl | Usiw S )
AaS wlzol | sg>90 SaudSi g9 aw 5l Sy« Column date format ,; .Y
51 U awsS wlzal |, Do not import column (skip) aiu;3 L (General , Text , Date)
Al doc @) 5,80l> S)9,0 5ue Slpigiw 3959
S SuS Finish g, .Y

AS Sauudsiw 9,9 /:Eiiib [) ululd osly — auss
L |, Date saudS_w 59,9 51 J=8 20U 2sS 5)lg Date vgiw S5 oo S
Jloc! Ugiw ¢l @ Column date format ;5 ;5 Ol @ bgiyo @S Llzl
3lg ice L sac wigo a4 d osly auSs saudSiw | wgicw boww [ oS
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Hio 39,9 pKid WM i b wuc

a0 v ,d b sae wowl; wonw 5> Lo woMle

aliwo

Cowl) woew 55 (=) woMe U (siio w)go 4 Vooso JowS| @y 000i 5)lg (stio slacl
o Wwgw 4 aS | shcl ol JouSI e o SauudSlh wy oaw S @
ks 0356S (swoly 00l Cowy guli 9 15 (swou go 1l oaud SauudSib

J>

Slpio woMe Jgoyd oulasw L0 J> o, Ulgie @ |, L5 JSci 55 39>90 Jgo)d
W90 U Hio S @ slacl g S (e Jbiie e coew 4 L cowl) Gonw 5 3990

Fd Microsoft Excel - Chapter 16

File Edit Wiew Insert Faormat  Tools Data  Window  Help

B1 - A =VALUE(F(RIGHT(A 13="" RIGHT(A1 1)&LEFT(AT LENGATI1) A1)
A B c [ o [ E [ F | & [ H
1 HB45665- -5 645 665
:
4
3
M eis595 Jgeyd 5> s, LIS gilgi S

Oleogi | &

S s Skl sae a4y ool SaudSLa )y e Ko | Value

S o ey b sdhnio Hlase wsgy bble L caow)s If

15,8 w4 cowly Sl L ,SLS slasi | Right

15,3 sy cowly 4wl L aSLIS sslass Left

15,5 s |y o > d9>g0 S SLIS slass Len

77 Nested
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g (swod SudSLi Zu,l b osace whgo a4 d osls

aliuo

U 2, sla osls U ssulpigiw U Ssace sla osls sgls slpigiw « wldgl a8
sigo U calel sac ay o 5l Ugiw SaidSid 5 g v SadSLl pio Wygo
ol

J>

V> oo

Wy9-0 9y S |y (ugiaw S (S il pagw 9 268 Sl ) sae Il Jolw Sy 5>
5L Seio 5l 9 A4S SIS il Of 595 9 48 Ozl | ol oad SaidSd e
5U sl o,9l=0 5518 51 1, Multiply @3S Gasw .auS wlzil |, Paste Special aiy;S oo
S S OK g, 5 S Lkl oo

lpigiw @ o

;S Data Sgo 5l oS wlkil | cowl 0ani SaudSis e Wygo @ aS |y sugiow
Y al>0.0ulos Lkl |, Fixed width a3 Guwew 9 05,5 wlxwl |, Text to Columns
05,5 Llziwl Column data format caoewuwsd 5l |, General aiu;S « ¥ al>,0 53068 W, |,
Date aiy;S « 2l wigo Ay Ugiww S b e Sl auS SIS OK sy, 9
S SS OK sy, 9 05,5 Lkl |, ( Column data formataiysS ;5 )

S SbL L S)9,0 e Slausls

W Bla adlold us,S SL sy aS Ll sw d9>90 &ilgi yiopo 31 sSu Trim &)U
oS Insert oo 5l .59, (o LS @ Jolw 55 39>90 o SWSLES Gw SHe0 st
&lgi wuw,p9 o d > Paste Function sl o 9l=o /58 5l 0SS wlxwl |, Function

2SS Olxal [ Trim &)U ol 5l 9 05,8 Lkl |, Text aiysS
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Function Arquments | 7]

TRIM
[ Text |1 ] = "Data"

= "Data"
Removes all spaces from a text string except for single spaces between words,

Text is the text fram which you want spaces removed.

Faormula result = Data
Help on this function oK I Cancel |

A0 g33)>vkbq)s quyign LSLH 8gb gSngb)S QSL2>|9 bt;q|

Ao b Jgo,yd « V Lad 5> gl us,S adlol slpg, « U Us)S aslal I s
9. 5 S Jlgiug U auwds jLas | Alt + F11 slaads )
(cauS a8lol 1) saya> Jgao b).auS wlkaol |, Module a8 Insert Sgio 51 .Y

1S 3)lg 00uw 5L Jgao ) | 55 sSleas .Y

Function RewverseText (Text) Az 3tring
Dimm i As Integer

For i = Len(Text) To 1 3tep -1

FewverseText = RewverseText & Mid(Text, i, 1)
Next 1

End Function

r &b gwlosl

(Shift + F3 ) .owuS 35U |, Paste Function . U Gwlosl sl )
AwS wlxwol |, ReversedText g,U « User Defined asows 1 .Y
S Ol cowl g Shls as 1) (Jolw Lo &L ald 5> .Y
DS SuS OK osg, WY

Yl
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W Jad

10 Jad ccowl  o3ls SLw i  osls U ,I8 sy JuwST s Jglase Jlocl 51 oSy
5 0aw atieS Wlho (3495 popd Lawiles w8y @ |, Silw Wi Slousl, 9 « d osls .
wl S)9,0 (Jloixl WMo 5l SS9l> Sl Jad ol

D 031> S lw wire ;1 Jud wulowdl,

Jolw & il =@
S wlzol | Jolw S bhsd oSS olxol a8, 55 1) d osls Al b ugiiw S5
osl> v g i Wi HLS393 Whgo A Cuud S o3l U asS SIS Sort ugSl s,

A dlgs Ciye wewl oo wlxil Jglw aS Sl asb pulwl 3

D Jgo,9 [
Sslw e S w8y Jgo,9 shls sla Jolw a4 o3l Sslw Wiy olKia
2SS sz ) oliwlxo vlgi (s 25l aidly digw L0 Slpdelw @ aS (il Jelw
L (( ddoo w90 au ) 00i SHIAS0l solgs SLa osls 3w wiye oL
S G8 [l 9 3uds 2,3 U pwlgws Blbo g>e L sulpls,d

gl Cwisd bl Sy W) Vgiuw <o 2y [E
S adlol W osls ausb a4 Sxgeo slacl b vgiw S W osls Sl oo 5l Jud
(2SS oslaiwl Jgoyd 51 ) VGYLY ... alo
Ugiw A4S Cwl gy ol G wsu L wsv dlael b sugicw shhls W esls asb 3

Aud> 519 Veiw ool H> | s,
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o sl B

e ) sl w gus Ulgic Haw Hs. 0ol acwls vlgie Hhbw S had LU o
..\J)l.\i.) L.S\JL> |) k_S\J_Q.LuJCLL@ & osl> Q.J..>'LJ PR .JJ)IKJ

o3l S5Lw i Sy ol

(i b oo JSo )eawsS olsasl |, E5 Jelw )
S SIS slubwl il le s B ssg20 S3lw iy wsS o, ¥
(Ll Goliwl 0 ) S92 &9 U o Market 1Lé owlol 5 1o osls Jgas — asis

D9U (SO 0
£4 Microsoft Excel - Chapter1?

J File Edit Yiew Insert Format Tools Data Window Help

DERe SRV BER S v-o-

—

@ = ﬁ;ﬂi”ﬂ@mn% - 3.

A | B | C | D | E Sork .ﬁ.scendingl | G |
Running Invoice

1 |[Number MNumber Date Customer Name Market Quantity Income
2 1 109 0141041997 | AIG Asia 40 &,040.00
3 2 118 10101997 | AIG Africa 180 25.129.90
ENE 123 0341041993 | AIG IWestern Eurnée _l 210 32 850.02
| 5 |4 133 0141041999 | AIG LISA 33 48 441.63
| B |5 1358 06/10/19939 | AIG LISA 392 56 237 .43
| 7 |6 107 111019965 | Amazon Asia 15 29 260.00
| 8 |7 113 0541041997 | Amazon Africa g9 13,095.00
R 122 02410119958 | Amazon Africa 198 31,290.86
e 131 1141041998 | Amazan Aftica 307 45 323.30
| 1110 110 0241041997 | Cisco Asia al 37 085.81
1211 121 01/10/1998 | Cisco Asia 156 30,000.10
113 12 127 07101998 | Cisco Alfrica 259 39 05666
14113 136 04/10/1999 | Cisco Africa 367 83,119.1
15 |14 139 07101999 | Cisco Africa 404 a7 796.29
|16 |15 102 0610/1996 | Intel LISA 17 2.270.94
|17 |16 114 061041997 | Intel LISA 101 23,084.00
|18 |17 116 081041997 | Intel LISA 126 18 ,495.00
| 19|15 126 0641041998 | Intel LISA 246 37 527.50
|20 |19 132 121041998 | Intel LISA 319 46 562 .46
21|20 108 12/10/1996 | Microsoft Asia 30 6,020.00

|, S;Lw o dwlgi (sw Shift + Sort Ascending slaads wsls jLad L
Aadd pll (ZA) oy g 4 (AZ) Sxgeo Sl> a —

Yy
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b osls Sslw iy Shy sulousl,

AUS (w0 Lo 030 W vy wlwl u [ W esls JuwS|
iy A (o ) Hlade GieS 5l Oloj 9 &l Jolss ¢ Ssac slie — pudlae [
sl 5,8 i shi s | Jolw SaiudSii JuwS i (s o (o ) Hlado
S5lso Silw wiiw oK Uloj 9 b uslan.ods wsw ,L8 Jbi sw Ll Hlaée bhad

(dian b 0loy 9 )b ¢ ¥ Juad ). 35S (w0 Saac

o Mg o o ¥, () $ aile (ule,sSHS pwliwl o ool i — Yo [
sl aols coglel Liall B9, > wnlps 55 o wils aidlgs wuglgl (Sewl sla s, S
wl=wl |, Case Sensitive au;3 9 05,5 5L |, Sort = Options au;S Data Sg o
5940 (w0 im0 S>9S B9,> b i 5l Jud Shi B9y b e L3S

D900 (S0 i o) Sl Jud cw ;v — vadouio judlao [

iro Jog 55 Mg cswo bl silowlxe wldoc pEis aS ulblhs — Wlas @
il cseo JWasl o0 e v Slewl 4 ;b

g s e Lpiil )y o)lged (s slpdslw — W Slplgduw [

= 4 Al 2> (s s Lacl aod Sl |, Sl e wwini e Silw o
U9l (w0 iy o] Sl [y Wigo Ha > aS s slpdolw

b s, lhw Wis — @S

1S oslaiwl Sort Ulo,d 5l ¢ JowST @ (susio S oug,+ US,S 3,lg KD 6

03w lg aiwlg>l B9, > aSil pd 9 ¥gy w5l W Saslhw pa b —
Aol Jeol cowd slpol a

aLs 51 sbj slase s3lw wiso

1uS wlzl | Sort aiy;38 Data Sgio 5l g ¢ 2SS wlzxil W osls o 55 1) Jolw S5
o Sho il o A aiw Sl S;Lw Wi VSl shhls Sort sl o glxe IS
Ohiogo A U awiS £9rd wuodl o5 A8 aw 5l aSy S5 Ly A8 Sl e SiLlw

Ay ale
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Uoiaw U.ul.:w' M L_S)'l_uu J )0

Shy ol v shbw pwlul 1 ey b Sxgeo SLw e Sl po,9 i wlewdais

DS Joe 5 wige 4 ugiow ywlbwl 3 S3Lw oo

E4 Microsoft Excel - Chapter1?

J File Edit W¥iew Insert Format Tools Data window Help

A | B8 | ¢ | b | E | F | 6 ]
1 Eric Nancy John Lee Ana Stephen
5 |Gross Salary 2,540 3,256 2028 1,987 2,854 4,285
3 |Income Tax Je1 488 434 248 a78 493
4 |Social Security 127 183 146 e 143 184
£ (401K Th 8 a8 il 116 4O
g |Met Paycheck 1,456 2,507 2,285 1,530 2 0OBB 2524
7
Ugiw gwlwl u S)lw ijyo
Sortoptions e |, Sort > Options a_i,;S Data g o 5l .\
First key sort arder S ULZ""
[rormal oo | S Uzl 1, Sort left to right @S .Y
[ Case sensitive Cancel | AuS SS OK osg, .Y
Crrientation B
" Sort top to battam . Sort sl 0,9l=0 ,5LS )> Sort by o d )

53 39>90 Sl osls Slu w9y slaw Julie JSw H.006S wlxwol |) oo sl
wowl oani wlzol VU JSow

3
Sork by : JLo
| & ascending ' .
¢ Descending o Uliio,lS Yg8> Sla oslsy Sol> (v
* ascending
™ Descending Sy and L. adles Cijo uyieS
I ;I {* Ascending JSDS LJSI )JQ_M) PR UI.LA.D)[S pL) QS k.*.u)l L.Sl
D di 7
B =ecendia 5> awl 00 255 p9> Ll w > Lpil Lallsb
{¥ Header row € Mo header row L_S)'l_w )0 k_Sl)_J |) £9> o Sort by Caooud
Cipkions. .. | | (a4 I Cancel | -L“S ULZ‘-’I
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A9 (0 ip0 I9b> rieS U IJgb> i 5l Jgax 5> s9>90 Slpigiw

o S| 0259 G i3S sl pwlwl 5o Sikw e ¢ b 5S35 VU s aS AgSilos
wJoy ax g Sxge o ax (wlall Wy o 4 5 Vgiw pwlul S5l e 9 b
S, S0 by pwlbawl o L) e osls aS udlgs (s lowws wligl (sd8.55-5 (5w plxil
ovlbwl 2 L g ple < a9 ¢ @sils — Lol woud wlwl v Jlie Sy ¢3S Cise
Custom List cuouwd )5 g9 ol 5l cownd SO . suladl iy 5l jue a Ulaso, S o
cowl 00l 0,035

— b ww pal > sbls (sdud Jbo 5> ) Market a8

A Ldlgs oo 4oy vy pwlwl o W osls. Western Europe , USA |, Asia , Africa

( wsuladl ;¢ ) Asia, Africa , Western Europe , USA —

S 3lg wini 4 s Slee  ALAG Slpdolw 55 ¢ S aS, ) L)
Asia, Africa, Western Europe, USA

AuS ool [ AL:A4 slpdglw .Y

wlxwl |, Custom list &S, w Gusw 9 26S Lkl |, Options ai,33 Tools sgio 5l .Y
auy AL:A4 lxol ausl aS ag i iedno U auS (saw,ypr | Import aiy35.0.6S
Aol oond 3)le siw)s

S SudS Import g, WY

AuS SUS OK s, .0

Yo
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Options

Calor | International I

Wigw | Calculation | Edit

Custom lists;

Y
Sun, Mon, Tue, Wed, Thu, Fri, £
Sunday, Monday, Tuesday, We
Jan, Feb, Mar, apr, May, Jun, 1
January, Februatry, March, April

[~

Save I Error Checking

| Speling | SECuriky I

Press Enter to separate lisk entries,

Import lisk From cells:

WWW.IRANMEET.COM

I aeneral | Transition C ______ LIS':DITILIS'ZS ________ Chart I
List entries:
Al add
Delete |
=
|$E$11:4E412 EY Import
a4 I Cancel |

._sxw)l.o_w\_a_u.uJuuLw|)JtS)l_w ;_aJ).o—TCLL>).o

S bl | o) Sledobw 5l (s )

S wlkwl |, Sort = Options aiu;S Data Sgio 5l .
05,5 0,235 ) al>,0 ;5 aS |, s First key sort order (susldl ¢l S s .

ozl |, Market ol 5l 9 368 Wl |, Sort by au;S « Sort sl o,9L=0 ,5LS s

Awlos wlzxol Wl
LS SJS OK s,

23S SWS OK s,

S5Lw iy 5l s d osls 09,5 w b S )

5liAiS 55le 5505 09,5 Ly 0y wudize 09,5 S Sl Shy | 60, by S
AwS sl | Ulbysiiw pU G 00iS s> b U oS oslaiwl (sbo i sSasudsSow
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Ol siixo 09,5 w b Jlesl

AS ool [ b esls v ¢ Ulgic Hlaw ay bgy o Uginw 5l oslaiwl b .Y

505,55 Ll |, A2 Jolw aSiul 5l el o,lie wlsal ol Sl ,olo Slaads .y
ay3S Format g 5l JLs.aas jLas |, Ctrl + Shift + Down Arrow slaoa S
S wlxwol |, Conditional Formatting

S Wkl |, Formula Is aiy3S Conditional 1 (suslisl ol @S 55 .Y

L |, Jgoyd aS 3gis iodao .=$D2<>$D3 1 aS 35l9 1) 505 Jgo,8 « Jgoyd alid 5> ¥
2l 03,8 3,09 shaw Shy uws gl 9 Usiw Sl Bl gl piMe

9 1S SJS Format a_oSs g, « Conditional Formatting sl o,9l=o ,5LS ;> .0
SO,y s 9 03,5 wlzil |, Underline aiu;S. 268 wlxl |, Border & pow Gusw
S w509 |,

AuS SdS Les OK sg, .6

Conditional Formatting
ondition 1
(AN ~ | [=s02<>403 Y
Preview DF.F!:urm_at ko use AaBbCcYyZz Format... |
when condition is true;
@l Add == Delete. .. | | K, I Cancel I
Oleogi

aod Sy oS o> 50,8 s ¢ 2ol welbin Sino Su powl ,Slag b 5o

DU (S0 Sl >, ol LSL&]S.LMJ
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E4 Microsoft Excel - Chapterl?

J File Edit Miew Insert Format Tools Daka Window Help

A [ B | C | D | E | F | 6 |
Running Invoice
1 |Number Number Date Customer Name Market Quantity Income
21 109 01/10/1997  AIG Asia 40 2,040.00
3|2 118 10/10,/1997 | AIG Africa 150 253,129.90
4 |3 123 03/10/1993  AIG Yilestern Europe 210 32,850.02
5 |4 133 01/10/1999  AIG LSA 321 43,441.63
E |5 138 06/10/1999  AIG LSA 392 o56,237.43
FLE] 107 11/10/1996  Amazon Asia 15 29,280.00
8 |7 113 05/10/1997 | Amazon Africa 29 13,095.00
9 |8 122 02/10/19958 | Amazon Africa 193 321,290,586
109 131 11/10/1998  Amazon Africa 307 45,323.30
11 |10 110 02/10/1997 | Cisco Asia 20 37,065.81
12111 121 01/10/1995 | Cisco Asia 136 20,000,10
13 |12 127 07/10/1995 | Cisco Africa 259 29,086,656
14 |13 136 04,/10/1999 | Cisco Africa 367 53,119.11
15 |14 139 07/10/1999 | Cisco Africa 404 57,796,529
16 |15 102 06,/10/1996 | Intel LSA 17 2,270.94
17 |16 114 06,/10/1997 | Intel LSA 101 23,084.00
18 |17 116 038/10/1997 | Intel LSA 125 13,495.00
19 |18 126 06,/10/1995 | Inte| LSA 246 37,527.50
20 |19 132 12/10/1998 | Intel LSA 319 46,882,465
21 |20 108 12/10/1996  Microsoft Asia 30 6,020.00
2221 117 09,/10/1997 | Microsoft Asia 133 23,506,50
23 |22 120 12/10/1997 | Microsoft Asia 174 28,376,770
24 123 129 09,/10/1995 | Microsoft Asia 283 42,204,938
25 |24 135 03/10/1999 | Microsoft LSA 355 51,559.95
26 |25 103 07/10/1996 | Motorala Asia 20 10,152.14
27 |26 105 09/10/1996 | Motorala Asia 100 8,717.95
YA
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A Jad
Us,S ilyd

Sl Gwlod 9 3,5 (saxo | 2GS (swoi

LS s Slpaig ws,S e sy ausS 95 sl
byw v L S gwlbul o cowd S iy, Auto Filtering [=

0dazxn b ywlwl 5 Advanced Filtering [E

Sl slg @ d weSul Us,S aslol
Sl o900 ,3S bwgi Data aws I L ol @ beyyo WSl Us,S Lild > & Sy
Lg oS ,dd ) B oy weyw a awlew U oS adlol Ll Hlgs 4 Customize

Aadd Gasles | oonw ,ilad sla osls

Auto Filter ugSoI

show Al oo All s

a8y 55 aS Cwl IS cowl (ulwl LS H85g5 ,ild 5l oslawl U W osls ws,S ulud
S9y S SIS L8595 ,iled VST S, 9 03,8 Llxwl | 2L 55 59>90 3l90 5l S
|, o (b0 Sla,haw g 05,5 g8l | (sld ,ild Joc b S SuJS Show Al wgS,l
9 05,5 wlxul |, b,lul Hle 51 oS« Ll Hle @ el S ws,S aslol Sly.ads vliw
8 5l 9 05,8 Llkwsl |, Customize a8 ooui 3L Sgie 5l 9 05,5 SIS cowl, Ul s,
AutoFilter >,lgo Data asws ;| 9 3uS wlxil |, Command S w020 5L Sl o,9lx0

S SIS Close sg).0uS ) 9 23Sy Ll lgs S, a9 20,5 |, Show All o

178 Auto Filter
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(L8595 ,ilud ) AutoFilter

|, Filter & AutoFilter ai,;3 Data Sgio l.auS Olxul b osls cowd 5l | Jolw S5

Ef"hl.rlnulr. Emiel = Chapler 10

Elpe pe gew fneet Foma Iock peta Windew b

Dol SRY LHBS - =~ 8Eline
(=3
A B | & 1] | pin — F | &
Rumning  Iranasics

1 numbse = [Numbe = [Date = |Cusbomer Nam = |Market = |Ouantil = |Income = |
21 LI} O5/10/1990  Mriacel Lrafk 15 £,130.75
32 -] O, /10, 165 Irtal (171 17 2,904
_L{.—: loc] !'-.f,.".ll.":'l'h Bl Fail 10, 1514
B 101 A0S PacEc Ball Wisshirn Burope S0 11.111.11
B.S 105 DOAI071006  Motorols Azia 100 8,717,095
-] 7 L1F10/1996 Amazon AElE 15 29, 200,00
B 7 108 12/10/19%6 | Microsoft Asia 1] 6, 020,00
9 e 109 OLI0/1997  AIG el 50 040, 0l
L[LRE] 110 02101997  Chco f55ia ol I gl
11 (10 111 O/10/1997  MrEacal [1=71 a7 15,452 00
1211 112 O4/10/1557 | Pacdic Ball Bl trd pETiceT i]
1312 113 051071957 Amagon Africa -] 1306500
14 113 114 06 1071807 | Intal (=" 101 23,084.00
15 |14 115 071071997 Motmrola a5ia 113 23, 118,00
16 (15 116 08/10/1997  Iniel LS 125 1B, 45500
17 {14 117 09,/10,1997  Micrcaeoft hsla 133 23,506.50
L REY) 118 10101997 AlG Africa 14 P il
19 18 118 1/10/1967 | Pacific Rall africa 163 M, 751
2015 1M L2015 | Microsoft ARl 174 ol
a1 20 121 OI0719%8 Checo B 186 000010
2021 12 0271071998 | Amacon Afrcs 103 L. 20.85

b Shy i o Wlol o 55 59290 a8 L SYL @ Gusldl Gl S S
SdS LoawsS SIS cwl, cow 5 88lg Jolw LUS S=gS elio So, ¢ o] 0SS
5 sSy wlzil Lo csw 0sls Giwles 515 5ue 55lan 5l (it Sldio ol SS9, WSS
S (o bl Lild sy | brw So wsis> s leow s)lse ol

sSaino 5l oo ilyd Al wdio Sy b Hild o 9 b ol s)lse aSiyl Sl g
aS b axgio Ulgi (o vl Sl wlio Gl 4 azgi b g ) WS (o susi il
(cowl oonw ,uild Wald elas pwlwl H cowy

aA>9J
byo SOl Guw d6lgi (o lois — walizeo 29 2 Gwlwl o 0SS il %Af’

o 51l Joc glsl pladl Ll gy 35S Ol 1 osls 03,5 ik Sy |, L
Aud> aolsl [0 ugiw wlxol U 1 ,ile
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I nf o@ RANMVEET. COM



S5 G Shls aS v wlgi swoi JawSTcowl s9a=0 58 5)lgo Slass
Sild sy Vs, iy Lid aausS 5hasS Lalkd | cowl wliko ewl Q49
S oslaiiwl pwl 49 5l Giuw Sols o] US,S

0> @ Jgo,y9 ol 05)S ,iid auS W suu @250 b suld Jgoy9 5500 5
O ile; bsd W Jgoyd sy | ,idid 58 aslgs skl JWis| wlowlxo
Aol sw slloo @>50 ShIs L osgs oL Shis d Jglw aS 1y,

593 58 Sl pun W 0dls Ll

L 1 osls vwnd Ctrl + * Slaads osls ,Lid U 8595 ,ilid Joe 5l ams U Jud )
AS ool

S wlxol |, Page Setup aiy;S File sgio 51 .Y

AwS oubais | Print Area .Y
S osls khsd W osly US,S S 5l Juy ALl v d9>90 ] JS uls Al

A dles ol g, JIB

iy lew Slalos aliws @ 58595 53lid byois 0,055

|, Custom Views ueSyl il Of Sla by 5,90 55,8593 ,ild S Wysei 0,055 Sy

S oy dwlgi (s

i) leow Slos S 0,055

DS 5ild ul 05,5 s aS (s 5l eslaiwl U 1 esls oKL )
S 3509 3900 0,55 Lod Sl Al sw aS |y sl « abogsyo WeSUT )y .Y
Aads Hlad | ol LY

179 advanced Filter
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S 033 |y ol @ bgyyso S el Guized 9 519 0z

E4 Microsoft Excel - Chapter 18

F Window Help

J File Edit Yiew Insert Formak Tools Qata|

DE2Ea SRY LR

EE, o -

£ 81 2|00 B 00

54
| B [ € [ Amawen | F | 6 [ H |
Asia
Running Invoice
1 |Numbei ~|Numbe ~|Date  ~|Customer Nam ~|Market ~|Quantil = [Income ~|
2 |1 101 05,/10,/1996 | MrExcel !US.-‘l'-. 15 2,136,759
11 |10 111 03/10/1997  MrExcel IS4 a7 15,452.00
24 |23 124 10/04/1998  MrE:Cel LSa, 222 24,409,183
a3l |29 130 10/10/1998  MrE:Cel LSa, 295 43,764, 14
40 |39 140 02/10/1999  MrExcel LISA 4164 29,355,752
41
42
43
44

B> adlgs (s aS (suloi pU Sy, . awuS lxl |, Custom View aiy;S View Sgio
DS kS-le Delete S99 S .S,|S 39

i lew L8595 5ilud

Shy L, Sl osumn S byis aS 435 (s bowis @ 1 0ol ol coainliw 595 ,ilud

sl oslaial b Syiian 55 sl + Jl

Show rows where:
14

|equals

" and ©* Or

j |Cisco

=

|equals

Use ? to represent any single character
Use * to represent any series of characters

- |Amazon

o]

=l

Cancel |
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5 903,S wlxil |, equals au;S Show rows where: Customer Name caoausd 5> .Y
AuS wlxiol 1 Cisco s yuikiio wwl, Ciouwd

(2ol s And aiysS wllxo aS ) awlos wlxil |, Or a8 ¥

|, equals a,;5 Show rows where: Customer Name couwd ;5 p9> ald 5 .0
+ Alos Lzl cowl) woaw > |, Amazon i 9 05,5 Lol

DS SudS OK s, . F

L090E (suio WO9,> 5l oslawl L ws,S iy

Hoecowl A Ll slawl Gg,> aS auS ,ikd uld osls sl | b oslsy cowdd & Jbo
|, begins with ai;58 oS 5L |, abgso 43S « Custom AutoFilter sl o 9lxo 518
AS SS OK s, JIs A* 0SS ol wwl) caonw 5> 9 05,5 Ll

Custom AutoFilter g]

Show rows where:
14

|begins with j |A“ ﬂ

* and  Or
| Rl =]

Use ? to represent any single character
lUse * to represent any series of characters

Ok | Cancel ‘

2,6 AL 5l oslaiwl L ws,S il

Jolow Hlaso Gwluwl 5 Lol ¢ 1S (swou wie Lol SaidSeis pwlul o | Lasls Jows|
» b1 gl JuuSl« 5,55 w plxil Silw i EU pwlwl 51 (sa8g .S (s i
&b b ,blio Ssac laso « Jlio Sl 1S o iy il U 4blise sac g pwluwl
Pad> i MMMM < |, Jelw SaudSoi S8 .YV Y 1 cewl w)le Yo o) oliw Q
¢ 39l s wiso B osly i (sudg.5gs adlgs September Jolw > 39>90 w,lie
Sbi s ) Jelw 2u,b U blee Ssac laéo basd g ais,S oausl | juoliw Hlase JowSl
YVIEY sac (i .58 s

G 9 05,5 aexbo B gl @ JusSl ¢ cowl Sl i wllxe aS L8595 Lild L
S 5ild SaudSew pwlwl o ) W osls aS 28> (sw o3> loow
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SxadSoi s b 2b pulwl 5y 058 ,ald

uasw 9 Filter juuew 9 Data sgio (s, 5l L 60! . auslule L8 51 L 585 a0
A pol=slAutoFilter

DS oS L 2wl vginw LY

Soio 5l 9 aS SIS cowl, ¢ S Olxal | 2l cowl, w5 d9>90 Ugiw 9> LY
OUgiow 95 dwilgi (s LS Gl b ) oS wlxil |, Insert Copied Cells aiy3S oo U
(S SIS Lol 55 1y oai (S Slpdolw 9 03,8 sl |

AwS b | Year ulgice E1 Joluw 5> 9 Month ulgice « D1 Jglw ;> .Y

9 05,5 wlxil |, D2 Jolw Ul giyw wlxil ShyauS olxol |, Month alé .0

A L |, Ctrl + Shift + down Arrow slaads

(b Jelw saudsiw ) o> jLad |, Ctrl + 1 oS

S wlxol |, Custom aiu;S - Number S 0w 5>

( JolS oo SaudSii). oS s)lg |, mmmm saiudsow - Type als s

QS SuS OK s,

S 9 05,8 Lzl |y E2 Jelw Ul gyw wlxiil Slhy.auS olzaol |, Year ol ) -
ey ,Lad | Ctrl + Shift + down Arrow sla

Aaddd Slas | Crl + 1 s N

S wlxol |, Custom aiu;S - Number Sppow 5> Y

(Jlw ssadSiw).aws >l L yyyy oasdsew « Type abid 55 Y

DS SUS OK sg, Y

AutoFilter wsSl g, 9 05,5 Llzwl |, Year ald 5 39>90 S Jolw 5l S 10

DB (s Zudsi | aseis S

o > < ~e
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FA Microsoft Ercel - Chapter 16

|E File Edit Yiew Insart Format Tools [Daka = Windoew Help
DEeEaeRy |t 2R o =il @ E & 404 & -0,
A& | B | c o G | H | |
Running  Invoice

1 [Number = |Numbe = [Date = [Month [+ |Customer = |Market = |Quantil = [Incoma ~|
i 101 05101996 May MrEucal i 15 212675
J |2 2 06/10/1995 June Int=| LIS 17 2,270,94
ERE 103 071041996 July Motorola asia z0 10,152, 14
L 104 OB10/1996 ALgust Facific Bell IWestern Europe S0 11,111.11
| B |5 105 091101996 Septemb Motorola Azim 100 2,717.95
AL 107 111101996 Moverbs AMAzon Azim 15 28,280.00
d (7 108 12/10/1996 Decambar Microsoft AGiT 30 &,020.00
9 |& 9 01/10/1997 January 1257 AIG Asiz 40 3,040.00
110 |9 110 02/10/1997 Februsry 1997 Cisoa Asia S0 37 065.91
111 |10 111 03/10/1997 March 1997 MrExCe| LIS, a7 13.432.00
11211 112 04101997 april 1997 Pacific Bell Azim rr 13,0=2.00
£12 113 05101997 May 1997 AMAazon Africa 20 13,095.00
14 |12 114 05/10/1997 June 1997 Int=l LIS#, 101 23,084.00
15 |14 115 07 101997 July 1997 Maotorola Asim 113 23,1158.00
|16 |15 116 0B/10/1997  ALgust 1997 Int=| LISA 125 16,455.00
17|16 117 09/10/1997 Seplember 1997 MICros0ft Asia 135 23,305.30
|16 |17 118 10/10,1997 October 1997 AT afica 150 25,1239.90
ﬂlg 110 11/10/1997 MNoverbor 1007 Pacific Ball Africa 162 26,752.30
| 20 |19 120 12/10/1007 Decerbar 1007 Microzoft AGiT 174 2B,375.70

bys gwlwl 3 b Hbw 0SS S,
oslaiwl W osls glgil Ulo wolss ungi 9 Larwivi Sy Siuol S5y 5l Algi (s Lo
199V 9 1345 Jlw buis pwlwl 3 o Siuel S

Aol 5855 5ild sy wowd as auS wds

bl Gl @S 5l Gy maawS sild Jilso by pwlwl 5o ) 1245 Jlw ald
QS ool [ Yaas a3 Year ol

) iy LLad L Ctrl + * Slaads -auS okl b osls cowd L 1, Jolw S,
(28 axl wlxil sl

S0 aS |, &, ,d 9 05,5 wlxwul |, Fill Color aiy;8 Formatting 15l [l 5l
2SOl uslgs>

aLd suslidl Gl @S Sl S Lald Jlie byd pwlwl 5 b 12V Jlw ald
S wlxaol |, Yaav a8 Year

) ad> ,Lad | Crl + * SlaadS -.auS okl  esls couwd )5 | Jelw S
((d=d Al olxaol sl
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I nf o@ RANMVEET. COM

A
Y


www.iranmeet.com

WWW.IRANMEET.COM

|, Jol &, 5l sue @ (555, 9 05,5 wlxwl | Fill Color aiy33 Formatting Sl 5l 51 .V
S Gugols 1) )59 ,ilks A

)l.b)l
Sy plosl Sl pay 5,8 adles e 50 o > 39390 Luglic K Q
S Jloel Ul @ wglasio S5, S g 05,5 wlkil |, Olgie Jhaw Sl

0w Hidad Sld 03l> go>

Saylhw Ubao aS s s el S o Jloel ild bbb 5y aS Sus L

(1S o s L LU LB L )law slasi aS 2SS (2,9) 1S L o o3y Gl

el go> Shuai; o &> | o S bw s> < ylaaw asd SUM &)U

S oslaowl SUBTOTAL &G 5l svswsd g, JB8 as

S SUS Show All weSyl sy, )

0oyl Sy, 9 05,5 wlxul Market L Customer Name L3 ;5 |, Jobw S .Y
AwS SWUS AutoFilter

(d=d Al wlxol sl ) s ,Lad |, Ctrl + * slaads .Y

( loSw ).2usS SJS AutoSum wgSl g, ¥

owl 0aud 35l W osls Ugiw 45 5> H,85¢5 b @ SUBTOTAL gL

=SUBTOTAL(9,F2:F42) : ;| vowl o,le Jgo,d

Ll 0aui 05 o> SUM &L U oaci osls Gawlos Sloosls aS wowl (susmo ¢l a0 A 08,

2> 5 [ e, ol ¢ ilewlxo I s sl

SUBTOTAL &U sl gilgi b )bls slacl Jga> 9 b Jgo,d wond 5l awlei (sw loow

SUBTOTAL &U Help 5l cowd ool .S osleiwl cowl ooui 03,9 55 Jga> s as

Help g, &b Sl 0,9lx0 5518 55 algi (s Ul @ (sowsiows Sk wcowl 00 (S

Ll o Sl &b 00uS Huasi ) 08, =SUBTOTAL(1,F2:F42) Jgo,d 5> @ Jlo

A gy JB 4ol 5 aS cowl Gulpdolw GaSilo dwlxo Sl as
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Num Function

O W ~N o U ks W N

10
11

Function
AVERAGE
COUNT
COUNTA
MAX

MIN
PRODUCT
STDEV
STDEVP
SUM

VAR
VARP

2ty 0 505 SUlSal Sl @iy il @S
byi i pwlwl o  osls Us,S il [
5,80 yazio pol 499 slaei > Cudgixo Ug Lild @

5,9 oo Slpsowd Us,S e @

A9 iy »idad 5l oslaiwl
S skl W esls oL YL (W Lhw s )

I nf o@ RANMVEET. COM

(wian b 5oy JSoi ).awS SIS 390 shaw ool 55 9 05,5 oS | Vlgic Llbw WY
51 cowl w)le Quantity ol sl s byw o AIG Ltd 5l ol o,lle Name

>100

9 03,5 wlxil b osly Jga> )5 |) Jolw & auS e U Sy W osly Jgas 55 WY


www.iranmeet.com

WWW.IRANMEET.COM

Sy ) wb « Jlo Sy oS SJS OK Sg) 9 05,5 bl | swoawl workbook
Data Mo .auS uasi d osls asb

Ulgic Hlaw ) auS Olxol |) ALIL2 asl . awuS Guas byw asb Sl 50 1) ol .0
Wio 2SS uwi byw aslb Sy | wb VU o albed ( bow Jlw +
. CriteriaRange

J@ File Edit Wiew Insert Farmat Tools Data = Window  Help
A | B [ C | D | E _F [ & |

Running Invoice

1 [Number MNumber Date Customer Name Market Quantity Income
% #1G [z100 1
Ex
| 5

Running Invoice

B |Number Number Date Customer Name Market Quantity Income
L 1 109 01101997  AIG Asia 4] 9,040,00
i 2 112 10/10/1997 | AIG Africa 150 25,129.90
i 3 123 037101998 | AIG Vyestern Europe |210 32,850.02
ﬂ 4 133 01101999 AIG LIS4 331 43,441.63
l 3 138 06/10/1999 | AIG LIS4 392 56,237 .43
1215 104 08101996 | Pacific Bell Western Europe (S0 11,111.11
ﬁ 7 112 04101997 | Pacific Bell hsia 77 13,0232.00
i a 119 11101997 | Pacific Bell Africa 162 26,753,320
i a 123 081019938 | Pacific Bell LIS4 271 40,645,282
ﬁ 10 137 05/101999  Pacific Bell LIS4 380 54,678.27
i 11 a7 11/10/1996  Amazon Asia 15 29,280,000
ﬂ 12 113 05/10/1997  Amazon Africa aa 13,085,00
ﬁ 13 122 027101998  Amazon Africa 198 31,290,286

20 (14 131 11/10/1998  Amazon Africa 307 45,323,320

.2uS wlzwl |, Filter = Advanced Filter aiy;8 Data Sgio 3l .8

S, | Data peewl 9 ads jLad | F3 adS ¢ asS wlxal | List Range als .V

|, CriteriaRange poowl 9 2ua> ,Lad |, F3 oS ¢« S olxwl | List Range aLs A
LS Sl

S SIS OK osg, A

wlzl |, Filter > Show All aiy38 Data Sgie 5l U« asS SWS Show All wgSl sg,
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advancedriter 3] )
Action 0 | by 4ol o by auts vgie B D,
% Filcer the list, in-place A

" Copy ko another location _LuS 9D Sl &> 0 lJ Sla !Jg.o)S )90 )d [w] ’_4 7

List range:! IData

Criteria range: |CriteriaRangel

g« 390 ol 53 S skl asagy, S 5y X0 sl a8y,

S,50s J=o 5o L Liid 5l Jols auls 31 e aslgs

] ] e

Copy ko |

[ Unigue records anly

(4 I Cancel |
P -~ " . - -t
S50 J=o U s iy s pulo S
Advanced Filter [ ? | %] )l J"DL> CULU S > SO |) Vol UJl lous v LJ-“*Sl
Action Gl Saubo Ul ul S WS S50 J=o a0 | Lalld
i~ Filker the list, in-place Ny
* Copy ko anaother location U..B)S )Ja-’ PR L’ l) & osl> mb} S\We as @JLOJ Low
Lisk range: IData :“J A 'J\AS Mb Jo)_uu
Critetia range: ICriteriaRange Zd Copy to q_._;)f . Advanced Filter sl O)gl.zo )bls 2>
Copy ko i g : i
opy to [imvcices! g1 S a>U  Copy To aLd > .0wuS olxwl |, another location
I+ Unique records onl ¢ < 5
nique records only DS sl Ligid S |)|)9 & osls as |) Sl
2K I Cancel |

® o3> (s, o> Sl 03ls oKL lgi 51 osleswl

oo .06S (w0 (@0 ¢« AS (i Jo ,ilkd by 5 aS ) uleylaw ad iy Lalld
5o ) W osls 9 auS oslaswl asd iy ,3lud olod ay SUBTOTAL iU 5l awlei (sw
02 SUBTOTAL U L, &b 3, sus U ) ibowlxo &L .y ga> « Us)S ,alid
Sg, ) Paste Function sl o,9l=o ,5S ,> Database ai_w> ;> 39>90 Slplgo,9.0ua>
o> swols by pwlwl 5o [ W osls (s ,Lad |, Shift + F3 L oS SIS wgSll

=DSUM(Data, FielName, Criteria): >g9s adlg> 505 w90 @ Jgo,9 S 3 . 06S (s
9 by Shls @b powl Jolas 095 jugio « 3,55 o w5 L @ osls b jusio ool
(Data) sizo 4 D By> L osls oSuL &ilgi aod .S o i [ by pgw msio
DAVERAGE , DCOUNT , DCOUNTA , DGET , DMAX , : ailbo seu sw lel
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wwo » wolaie | b osls 5y wowl woldio auss L DGET g,t. DSUM ¢ DPRODUCT
( VLOOKUP &,U aislo ) .auls,S

osl> oLl &ilgi 5l oslaiwl wulso

wldoc S ccel gilgi ol 5l 5HSo oslaiwl.au,ls 5L |, sl akhsls osls oL &ilgs
33,5 s ilbowl=o

DSUM g : Jlw

J File Edit Wiew Insert Format Tools Daka - window Help
G4 4| =| =DSUM(Data,G1,CreteriaRange)
A B | ¢ | D | E [ F [ 6 [ H ] |
Running Invoice

1 |Number Number Date Customer Name Market Quantity Income VAT Total
| 2 | AIG =100
1 3 |
4| [ezesesr _|
| 5 |

Running Invoice

B |WNumber Number Date Customer Name NMarket Quantity Income VAT Total
| 7 |1 109 01/10/1997 | AIG Asia 40 8,040.00 1,367.00 9,407.00
| 8 2 118 10/10/1997 | AlG Africa 150 2512900 427200 29,401.90
19 |3 123 03/10/1998  AIG \Western Europe 210 32,830.02 558450 38,434.52
ﬂ 4 133 01/10/1999  AIG LIS 31 48,441,632 8,235.21 56,676.84
1115 138 06/10/1999  AIG USA 392 596,237.43 9,560.57 65,798.00
|12 |6 107 11/10/1996 | Amazon Asia 15 29,280.00 4,978.00 34,258.00
|13 [7 113 05/10/1997 | Armazon Africa a9 13,095.00 2,225.00 (15,321.00
ﬁ g 122 02/10/1998  Amazon Africa 198 31,290.86 5,319.43  36,610.29
| 15 |9 131 11/10/1998 | Amazon africa 307 45,323.30 770507 53,028.38
| 16 [10 110 02/10/1997 | Cisco Asia 50 3706581 630119 43,367.00
i 11 121 01/10/1993 | Cisco Asia 186 320,000.10 5,100,000  35,100.10
ﬂ 12 127 07/10/1998  Cisco Africa 259 29,086.66 6,644.79 45,731.45
| 19 (13 136 04/10/1999 | Cisco africa 367 53,119.11 903043 62,149.54

2014 139 07/10/1999 | Cisco Africa 404 5779659 982564 67,622.23

)).Q.J)..m LSL&))SS)

LSy bsd 5,55, 18 3,0 yaz=io 355, 5> -owl Wolasio i 3,95, b 3,0 raxio 365,
Do s ol

2L Cowd ol 53 WU aS cowl oans osly lows U csvowd ¢ win)l3S @l glhio @

aS pudlgs> oo I . cowl 0w LS LU uais B o > Ubsiiae pU oS
59 HLSH LU S s e ,a ol aS Sigb oS ghsuiwl | Ul e oU
owl 00w g2hiiwl caoud 5l Ul pU gS> aS ads (o 2 4oy JSew
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)8y yozin 595, Sy A 3,985, Sy U>)S il
S bl | Al Jolw

= Fi i i B . Z
[I] £ Edt vlew Insert Formak 1”'25 ® |, Filter > Advanced Filter a3 Data Sgio 5l .Y

A | B |
Customer DS u,;l'z‘i.ﬂ
1 |Name _ .
2 | alG S wlxwl |, Copy to another location a8 .Y
3 | AIG :
4 | AlG AwS >lg | C1 Jolow Copy to ol s .Y
5 | AIG g ; . &
— AuS wlxwl |, Unique records only au;S .0
7 | Amazon AuS SS OK s, .7
8 | Amazon
9 | Amazon
10 | Arnazon
11 | Cisco Advanced Filter 7 x|
12 | Cisco At
13 | Cisco '}_'_Dn_ -
14 | Cisco Filker the list, in-place
15 | Cisco ® Copy ko another location
16 | MrExcel _
17 | MrExcel SN [$a31: 50540 =l
18 | MrExcel iCriteria range: I :k_]
19 | MrExcel
Copy ko =
20 | MrEscel opy ko |sheet11$C$1] BT
21 | Intel ¥ Unigue records only
22 | Intel
23 | Intel (]9 I Cancel |
24 | Intel
25 | Intel
26 | Microsoft
27 | Microsoft _
owl sadlie J8 C uginw 5 3,9 jazio Wygar UL L Cowyd
J File Edit Yiew Insert Format Tools Data Window Help
A T8 C | D |
Customer Customer
1 |Name Name
| 2 | A AIG
| 3 | AIG &mazan
|4 | AIG Cisco
| 5 | Al MrExcel
| B | AIG Intel
| 7 | Amazon Microsoft
| G | Amazon Motorala
| 9 | Amazon Pacific Ball
| 10 | Amazon
11| Cisco
| 12 | Cisco
| 13 | Cisca
| 14 | Cisco
| 15 | Cisca
| 16 | MrExcel
17 | MrE:xcel
YA
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So W 5,85, S ws,S Lald sl COUNTIF U 1 oslaswl

)8 pa=io 3,85,

S 25 LY 3,0 samie 565, " o« Bl Jglw 55 )

=IF(COUNTIF($A$2:A2,A2)>1,1,0) : oS s,ls |, Llio Jgo,d « B2 Jglw 5 .Y

b A Ugiw > Ui ow ) 2wS (suS B40 Jslw b B2 Jslw 5l I, Jgo,s .Y
(. ol @8l ivyinS A40 Jglow

S wlxwol | Filter aig;S Data Sgio 5l .Y

wlos Gl | 0 sae OF 519 auS 5U L 03,8 ,iked csuslisl ul @S .0

.J.MS Q>‘9JAU9..L.~U)) )).DJ).AZ&.O LSL@))SS)QJ e

J File Edit “iew Insert Format Tools Data ‘Window Help
B2 | = | =IF{COUNTIF(§A52:A2 AZ)=110)
A | B | ¢ | D |

1 |[Customer Name - |[Unique Records
2 | AlG

7| Amazon
11 | Cisco

16 | MrExcel
21 | Intel

26 | Microsoft
31 | Motorola
36 | Facific Bell

o oooooolo]d

Oleogi
¢ S sw Yo U byw )y asS | asl s se>90 Slpdglw slaei COUNTIF gL
o xS S yininn Sy o @S |, Lsuleds slass COUNTIF g5l « Jlio by .5,lons cswo
azeais S| iz 395 o L0 &b Awlzo ozl by IF &)U w50l (o cowy wawl
200 A0 590 i ol DS 9 3 s el ) sae U Az 3901 Sl G Awlxo

gy Adlg>
¢ Cowl @bl aolsl (A2) (sus Jolw o @ ($A$2) Gslho Jolw & 5l @l v
LS (50 s b s S S8 S @) Jgoyd @S iloy Jgoyd g>s0 a>l

S 528 0 502 byt bl o | Wk awilgs i « 505 5ild oslaiwl
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S8y yaxin 3,955 Sy Sipol S,

Conditional Formatting EEd
ondition 1
m v |=counTIF($asz:a7,A7)=1 Ry
Preview n:nF_Fprm_at ko use AaBhCCvyZz Eormat... |
when condition is true;
Ell Add == Delete. .. | | Ik I Zancel I

S ozl | A2 Jglw )

S OLol 0,S ld Sl L8 | Olpidie cwd WY
Aas L |, Ctrl +Shift + Down Arrow slaads

.S wlxwol |, Conditional Formatting a.u;S Format wsgio 1 .Y

S wlzal |, Formula a8 Conditional 1 a3 > ¥

lho 8> aS 2uS wds ) =COUNTIF($A$2:A2,A2)=1 1.5S 3,lo |, 9,9, Jgo,d .0
(S 3lo sswsd ) w9

QS wlxaol | Pattern S w9 auS SJS Format sy, .8

DS ool 1), S, S WV

S SS ,les OK s, WA

Oleogi

05U semb s LU Syiaine Sy oU @S LU ol by L ) sac COUNTIF g
S cowl sihaio o whgas « IF U )5 jusio gl « coboyoi SauudSiw s Wwls,S
DS SaidSow olesds 1) Jglw 3lss (s loois 90 (380 by
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Q4 Lad
o> Sld go>

Sl les @ (> ga WSyl LSS adlol

AuS aslol ,lul le @y | (s> gox UeSul AuS sw oslaiwl 3Ly M (s> ge 5l S
AwS wlxwol |, Customize oonw U Sgio 5l 9 auS SIS wowl) Sl Hlegg SU S,
@ Iyl g ai8,3 |, Subtotals ugSI Data aiws 5l 9 1S wlxwl |, Commands S ,w
S SUS Close S, ( dwiaw |, Saw axbo JSub ) 2iiiS) gio )lys So,

V> o> LS,S aslol
: Jbwo
i b Sa SO S adlol 5> o> ¢ )9S coud 5> SHidie Lo Sl

=y Ly
957 8% Ly 1S 0 | s b ¢ Subtotal S5l oslaul 51 J8 /=
0,5 i a8 o ol b s gax 2k > seme0 pl vass b
35S adlgs S,89l> (sueo v S > o> skl 5l W osls

(oL vgiw ) oS olawl Ol,ine U AL, | Jelw &5 )

S SIS Sort Ascending wgSul S, .Y

wl=wl |, Subtotals a8 Data Sgio 51 L ¢ 1S SWJS Subtotals wgSul s, .Y
S wlxwil |, Customer Name @3S At each change (suslidl ol cound 5> WY

180 gybtotal
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I nf o@ RANMVEET. COM


www.iranmeet.com

WWW.IRANMEET.COM

looy aidl ) 2SS olxwol |, Sum a8 Use function susldl ¢l cowd 55 .0
(i U ol 5l oslaiwl a s9a=0

Shls aS sy S |, wuld a8 Add subtotal to (sustidl Sl cowdd 5> .6
o ol 550t awlo (353> 8o il Ly b siiwd sl U (sJlo o osls
5,5 wlxwol | Income ¢ Quantity slaald ulgs (swo

S 2
J@ File Edit Wiew Insert Format Tools Data Sul;totals...|Mndow Help Ak each change in:
A | B | c | subtotas ML E | F | £} [ ICustDmer Pamme j
Running  Invoice Use funckion:
1 |Number Number Date Customer Name [Market Quantity Income
2 1 101 05/10/1996 | MrExcel USA, 15 2,136.75 IS"'m j
ERE 102 06/10/1996  Intel LS 17 2,270.94
ERE 103 07/10/1996 Maotorola Asia 20 10,152.14
| 5 |4 104 02,/10,/1996 | Pacific Bell \Western Europe S0 11,111.11
| B |5 105 09/10/1996 | Motorola Azia 100 8,717.95
7 s 107 11/10/1996 | Amazon Asia 15 29,280.00
W Replace current subkotals
I Page break between groups
W summary below data
Remove Al | (0]4 I Cancel
J File Edit “iew Insert Format Tools Data Subbotals... Window Help
G7 | =| =SUBTOTAL(Y,G2:GE)
123 A E | c | 5] | E | F | G |
Running Invoice
1 |Number Number Date Customer Name Market Quantity Income
[[-12 |1 109 01/10/1997 | AIG Asia 40 8,040.00
1 3 ]2 118 10/10/1997 | AIG Africa 150 29,129,90
4 13 123 03/10/1998  AIG \Wiastern Europe 210 32,820.02
| 5 |4 132 01/10/1999  AIG Uss 231 48,441.03
- | B |5 138 06/10/1999  AIG W=7 392 56,237.43
= LI AIG Total 1, 122' 170,698.97 .I
[ - | 8 |7 107 11/10/1996  Amazon Asia 15 29,280.00
9 = 113 05/10/1997 | Amazon Africa f=i] 13,095.00
- 109 122 02/10/1998  Amazon Africa 198 31,290.86
- | 1110 131 11/10/1998  Armazon Africa 207 45,323.30
= |12] Amazon Total 609  118,989.16
[ - 13 12 110 027101997 | Cisco Asia 50 37,065.81
- | 1413 121 017101998  Cisco Asia 186 30,000, 10
- | 1514 127 077101998  Cisco Africa 259 39,086.66
» | 16|15 136 044101999 | Cisco Africa 367 53,119.11
= 17|16 139 077101999  Cisco Africa 404 57,796.59
= 18 | Cisco Total 1,266 217,068.27
[ - 19 |18 102 06/10/1996  Intel (W=7 17 2,270.94
20 |19 114 06/10/1997 | Intel (W=7 101 23,084.00
YAT
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adlol Syuiw o wowd Sl a |, SUM gl 856> ,9b @ Subtotals <SS
Olod e Gow @ |, ahw Sl aeS> (Wi g SuSS l prixed S G
LS v Blol W wys,

hsd g 05,5 Ul |) W aw aod .ad> sw Vlin |) coawd IS go> ) adbaw a0S>
A8 sw ulias | IS go>

U gy b osls Hlaw 3¢5 08> sw Vlin |) )lhw go> had T adoaw AoS>

Tow pd g B (i3> o> pd ¢ diiwd oddliw LB W lhw s T adbaw aeS>
Aaew L YU S, W ool

=SUBTOTL(9,F4:F6) P ol 909, ey F7 dgL.u 0> U o> dg.o).‘)

AaS oy oouw ,ild Sld osls o> Juzs )3 9 WSS

Olpiy |, SUBTOTAL gdow Sd anSs aS au)ls cowes Ul — auss
CaS O

. subtotal agdow S aeS> Gwlos Shy.awds ;Las | Cirl + 8 slaads
DudDd )l.«.u.‘) 0)[._!3) |) Ctrl + 8 hSL& oS>

G SU 5l U o> Vi

So, . (Ol @ csiz> go> U,S Wlol 5l gy @il ) oS Ol o 55 | Jelw
Sq, 9 (asS wlxwl |, Subtotals a3 Data Sgio 5l U ).awS SIS Subtotal wgSol
AwS SudS Remove All

AuS Vi | i go> we w4 — S G
S.JS Sort Ascending wgSul Sy, 9 IS Lkl B esls sl 5y |y Jolw S
3,5 adlg> Vi |, (595> e LS593> jeb v JuwST . auS
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148 95 uwbwl i (s> Sl gos Us,S adlol

S ol ¢ (w95 9 sl ¢ cuglsl iy A 9> Gub 1 | (595> Re> Ailei (s

: Jlwo

S ¢ pe> adaw 9 Market a9 ¢ (595> gex Jol adow oS Adlal |, (95> ge

2wl _sw Customer Name

L b i3> go> U auS SIS Remove All g, « Subtotals sl o,9l=o 538 s )
S Vi

> ge> iy AU Silw i wudyi S e A9 L, s L e esls WY
.20l s Customer Name 9> 9 Market ;L iy Sy Jgl adS.cowl

@3S At each change in (sustidl bl ausS s .asS SWS Subtotal weSul g, .Y
AuS wlxwl |, Market

AuS SWdS OK s, WY

aiu;S At each change in (sustidl bl @S 5> .auS SuS Subtotal weSul g, .0
S wlxwl |, Customer Name

|, s3> o> ) . auS S |, Replace current subtotals a3 LS S woMe .6
(. 2S ko> Market als sl

AuS SUS OK sg, WV

S SUS Y adaw 2ulS s, A

PR WL IWETH TSWEWASSIPL L VTSP VVVISVE I ANSU R PICE SR W] VIR VRV
Saads ceowl oanw awlio 1wl o 8 S pwlwl 3> ge> aS silo;

5 Jsl Saakd gwlwl o | csisz> 8o aS a5 s bt @ |, 0lSol ¢l T o T adow

D> plxil pg>
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E4 Microsoft Excel - Chapter 19

J File Edit Wiew Insert Format Tools Data Subbotals.., Window Help

G14 | =| =SUBTOTAL(S,52:G12)
1)2[ 3] 4 A B | ¢ | D | E | F | G |
Running Invoice
1 |Number Number Date Customer Name Market Quantity Income
[T [ 121 118 10/10/1997 | AIG Africa 150 25,129,590
= 1 3 AIG Total 150 23,129.90
[ - 4 |3 113 05/10/1997 | Armazon Africa 29 13,095.00
i 4 122 02/10/1992  Amazon Africa 193 31,290,286
. i 3 131 11/10/1998  Amazon Africa 307 45,323,320
= Amazon Total 594 29,709.16
[ - 8 |7 127 07/10/1993 | Cisco Africa 239 29,086.66
9 8 136 04/10/1999 | Cisco Africa 267 53,119.11
. ﬂ a 129 07/10/1999  Cisco Africa 404 57,796,259
= l Cisco Total 1,020 150,002,236
r . i 11 119 11/10/1997 | Pacific Bell Africa 152 26,753.30
= 113 Pacific Bell Total 162 26,753.30
= ﬂl Africa Total 1,935| 201,594.72 .I
[ r . £14 109 01/10/1997  AlG hsia 40 3,040.00
= ﬂ AIG Total 40 a,040.00
[- 11718 107 11/10/1996  Amazon Asia 15/ 29,280.00
= 18] Amazon Total 15 20,280,00
- | 1918 110 02/10/1997 | Cisco Asia S0 37,065.81
|- . ﬂ 19 121 01/10/1992  Cisco hsia 126 30,000,10
= A Cisco Total 236 67,065.91
[-[22]21 108 12/10/1996 | Microsoft Asia 20 6,020,000
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Condition 1
[Formulals | [=ISBLANK($D1) EY
when condition is true: Format...
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Formuals v| [=ISBLANK(SE1) EY
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1 T
2 r - - —
s r -
4
I & B C o E F G H I
1 |Income January February March | Quarterd | April May June | Quariers
[T 2 |Sales 350,000 FF0,000 200,000 I 1I1dadd 410,000 0 430,000 0 450,000 I.299.000
3 |Interest 5,000 £,000 7,000 18000 8,000 0,000 10,000 27000
4 |Other Income 7,500 8,500 9,500 29,500 10,500 11,500 12,500 2500
- 5 |Total Income 362,500 384,500 406,500 I 153500 428,500 430,500 | 472,500 I 351500 ¢
[ 6 [wages Depart.1 70,000 75,000 80,000 Af5000  95,000 0 90,000 0 95,000 AA0O00
7 |Office Exp Depat.1 25,000 30,000 35,000 20000 40,000 45,000 50,000 155000
8 |Car Exp. Depart.1 12,000 14,000 16,000 42000 18,000 20,000 22,000 &0.000
9 |Telephone Departl 16,000 | 18,000 20,000 54,000 22,000 24,000 26,000 72000
10 |Other Exp. Departl 30,000 40,000 41,000 120,000 42,000 43,000 44,000 128,000
= 11 |Total Exp. Departl 162,000 | 177,000 192,000 531,000 207,000 222,000 237,000 658,000
12 \Wages Depart.2 41,000 42,000 43,000 125,000 44,000 45,000 46,000 133000
13 |Office Exp Depat.2 5,000 7,500 | 10,000 Aasp0) 12500 | 15,000 | 17,500 45 000
14 [Car Exp. Depart.2 10,000 | 12,000 | 14,000 35000 16,000 | 18,000 | 20,000 54000
15 |Telephone Depart2 13,000 15,000 17,000 45,000 19,000 21,000 =3,000 85000
16 [Other Exp. Depart2 59,000 76,500 54,000 0 279509 91,500 99,000 106,500 297400
- 17 |Total Exp. Depart2 231,000 253,500 276,000 Jo0.500 0 298,500 0 321,000 | 343,500 QeZ 07 -
- 18 |\ Net corme JAL A0 135000 130500 IS 000 130000 135000 | 129.000 J9E 00
19 |Interest Exp. 15,000 16,000 17,000 48,000 18,000 15,000 20,000 57000
20 |Net income After interest Exp. 116,500 119,000 113,500 349,000 112,000 116,000 109,000 337,000 1
21 Income Tax 41,940 42,840 40,860 125,540 40,320 41,760 39,240 121,320
22 |Net After Income Tax 74,560 76,160 72,640 223,760 71,680 74,240 59,760 215,880
23
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1 T j
: 4| 4| + 4|
El
4q
1] 2|3]4]s] A | e | 1 | m | o | rR |
1 |Income Puarterl | Quarter?  Duarter? | Quarterd YTD
| 5 |Tatal Income 1,153,500 1,251,500 1152500 1251500 5,010,000
¥ 17 |Total Exp. Depart2 ZE0.500 962000 70500 953000 3,447,000
= 18 | Mt acoms FEL000 4000 3950000 F94.000 1,582,000
. 19 |Interest Exp. 42000 S52000 48000 57000 210,000
- 20 |Net income After interest Exp. 349,000 337,000 349,000 337,000 1,372,000
21 [Income Tax 125,640 1231320 125,640 121520 493,920
22 |Net After Income Tax 223,380 215,660 2233500 215,660 878,080
23
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GRAND TOTAL 5 SUBTOTAL gilyi &
silo; +5,S owos GRAND TOTAL g SUBTOTAL gilgi cu |, csulos gy Olgi (sw
Sl g osls Lawsii by W (s> 8o JowS] ¢ 3wS csw stl | Los wgp Sy lons as
S Csw osleiwl adow i Sy Ll
S bw b Vgiw weyy @
Aol acaoly WG vgiw U Hlbw ulo W osls v

o, Hle au d ugsul ws,S aslol

aS adlgzs cowl HSow « 3uS (s oslaiwl sulos Wgw 9 S 09,3 5l Wi Lo S
AUTO Outline , clear Outline , Show Sl VgSul .asS adlol Ll Hle @ |, o VgSul
AwS adlol il lgs @ |, Outline Symbols

Yan
I nf o@ RANMVEET. COM
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C - =]
= . . .
| A B [ ¢ [T o [ e [ ® [ & [ w [ 1 |
1 |Income January February March | Qusrierd | April May June Quarter2
[ | 2 |Sales 350,000 | 370,000 @ 390,000 I X18.09090 410,000 430,000 450,000 @ F.280.000
| 3 |Interest 5,000 6,000 7,000 J8.000 5,000 9,000 10,000 27,000
. 4 |Other Income 7,500 8,500 9,500 25,500 10,500 11,500 12,500 2500
= 5 |Total Income 362,500 384,500 406,500 I 53500 428,500 450,500 472,500 1 351500
[ - | 6 |Wages Depart.1 70,000 75,000 80,000 225,000 85,000 90,000 935,000 270,000
| 7 |Office Exp Depat.l 25,000 30,000 35,000 S0.009 0 40,000 45,000 50,000 135,000
| 8 |Car Exp. Depart.1 12,000 14,000 16,000 42000 18,000 20,000 22,000 A0.900
| 9 |Telephaone Departl 16,000 18,000 20,000 54,000 22,000 24,000 26,000 S 000
- | 10 |Other Exp. Departl 39,000 40,000 41,000 220000 42,0000 43,000 0 44,000 129.000
= 11 |Total Exp. Departl 162,000 177,000 192,000 531,000 207,000 222,000 237,000 &68,000
[ - | 12 Wages Depart.2 41,000 42,000 43,000 128,000 44,000 45,000 46,000 135,800
13 |Office Exp Depat.2 5,000 7,500 10,000 22,500 12,500 15,000 17,500 45,000
14 |Car Exp. Depart.2 10,000 12,000 14,000 38,000 16,000 18,000 20,000 54,000
15 |Telephone Depart2 13,000 15,000 17,000 45000 19,000 21,000 23,000 &3.000
- | 16 |Other Exp. Depart2 59,000 76,500 84,000 228,500 91,500 99,000 | 106,500 237000
=| | 17 [Total Exp. Departz 231,000 | 253,500 | 276,000 | 754500 298,500 | 321,000 | 343,500 983000
18 | et imcome 151,500 135000 130500 7000 130000 135000 124000 354,000 .
19 |Interest Exp. 15,000 16,000 17,000 45, 000 18,000 19,000 20,000 57000
20 |Net income After interest Exp. 116,500 119,000 113,500 349,000 112,000 116,000 109,000 337,000 1
21 Income Tax 41,940 42,840 40,860 125,640 40,320 41,760 39,240 121,320
22 |Net After Income Tax 74,560 76,160 72,640 ~23 350 71,6280 74,240 59,760 2158620
23
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g sl osl> Jol January , February , March sla a5, « atigy,S 5> : Jle
aS 58 55 siowd UbwsSy A2:A8 Slpdalw 55 b pwl « a8 48 5 bl (o Jgs>
owl i U9y 9 03gs ULWS, B1:H1 > Ulauwe, S o]

B2 Jolw 1> aS (sJs0,8 A (sJg0yd Sl oS adlol Total ob @ wa> a5, S
S 35lg 50 L 50 S a8, U S eslasiw! cowl 0ani osls wliw

J File Edit Yiew Insert Format Tools Data MWindow Help

B2 | =| =SUM(January:MarchlB2)

A _ B | ¢ | ©o | E | F | ©
1 Eric Nancy John Lee Ana Stephen
o |Gross Salary 4,839 4,368 4453 7,870 18,056 18,004
3 Income Tax 1,897 1452 1,393 1,210 2,881 2,701
4 |Social Security 496 467 473 a7d 291 400
5 (401K 301 241 203 187 641 334
g |Other Deductions Fad 830 T71 815 3,137 442
2 Total Deductions 3,048 2880 28439 2,590 74580 4 376
g |Net Paycheck 6,791 5,376 B614 8,280 10,606 13,628
9

=SUM(January:March!B2) : ;| wowl w,lic B2 Jglw Jgo,9

LS goo waliceo S aSy ) 1) Johw SO aS (Jg0,9 2,0 Sl SauSs

S Lkl Total a8, 55 |, B2 Jglw )

S b ads HLas | Ctrl + A SaaudS Guww 9 =SUM 1S wub Jglaw s .Y
Do 03l wlin gl Sld jusio

January .asS wlkaol | a8, oudgl pU jusio gl 2o 5> .Y

March .auS Olxil | a8, sl 9 asils a%s 1) Shift ads ¥

AuS SdS OK s, .0
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A | B | C | ] | E | F | [ |
| 1 |Budget Department1 January 2002 February 2002  March 2002 April 2002 May 2002 June 2002
| 2 |¥Yages 100 110 120 130 140 150
| 3 [Car Exp. 13 16 13 13 13 13
| 4 |Advertising 10 12 5 B ] 5
| & |Printing 4 4 4 4 4 4
| 6 |Office Exp 5] ] 5] g ] 5]
| 7 [Rent 10 10 5 3 1 1
| G [Office Supplies 4 4 4 4 4 4
| 9 |Taxes 5 5 5 T 5 5
| 10 |Other 1 1 1 1 1 1
|11 |
| 12 |Tatal 155 168 164 172 180 190
13

Joa> 18 @ Ul lw pU wgiw Su US,S aslol

il adls | oloslw U Jgluw 53 55 aS auiS @dlol Jgas @ |, Ugiw

T sl Jslow 53 |, 0losliw ool 8 ( uiow |y Sy JSoi ) oS adlol wginw S5 )
S ol

S (S b ol cnd 5 39290 Jelaw 3T b 1 0losLw ool .Y
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A | B | C | D | E | F | G |
| 1 |Budget Department1 Departmant January 2002 February 2002 March 2002 April 2002 May 2002
| 2 |WWages Department 1 100 110 120 130 140
| 3 |Car Exp. Department 1 15 18 13 13 13
| 4 |Advertising Department 1 a 12 B B B
| 5 |Printing Department 1 4 4 4 4 4
| B |Office Exp Department 1 53 B B B B
| 7 |Rent Department 1 10 10 5 &) 1
| B |Office Supplies Department 1 4 4 4 4 4
| 9 |Taxes Department 1 4 5 5 5 5
| 10 | Other Department 1 1 1 1 1 1
1
| 12 |Total 155 168 164 172 180
13

& Jga> Us)S Sy

U9L). 2SS (suS g 05,5 wlxil |, W osls Jga> .auS wlkwul |, Department 1 a5,
L il ) 2SS0l oS,y aSp Al Jolw 55 L W osls Joas « (b JS go=
9 vl b JS go> U uolic g |, Joa> Department 2 Jga> 5l .(aud> ,Lad
905, lay b A Ogicw > 39290 Jsluw ay3T 9 05,8 Clsl | saaS 55 a5 ¢ 1S (S
9 05,5 L1, Department 3 Jga> sy | Joe ool ((2wijs | sswl) .S S8 il
2SS0 1a> Joax 5 Sy @S s Ll

(s [ 50 IS ) woils pudles o osls Jgas S — A

Sy9x0 Joa> il 5k ,S1 g auS Hild ¢ S Ciye lgi o lowds ¢ sy gl >
Awlos sl

B Microsoft Lucel - Chapber 21
] fle Bt Wiew [recet Format Took [oba Windwy Helo

A (1] C D E F (£]

1 Budyget [Feparimant Jampary F0E  Febowary A0 Karch A7 Bpril 007 Tay A2
& |Wanes [epnietmuenl 1 1 1] 1 1Al 131 140
3 |Cir Enp Dapritempen] 1 15 15} 13 13 13
4 | Advertising Dapartment 1 0 12 b b b
5 |Printing Department 1 4 4 4 4 4
B |Office Exp Department 1 ] b B b b
T Rent Diepartment 10 0 g 3 1
B |Office Supplies Diepartment | 4 i 4 i 4
9 Tazes Department ¢ g g g 5 5
10| Cher Liepartrmenl 1 1 1 1 1 1
11 Wagos Dupnelmenl 2 o ) e ] S
12|{Cim Exp Dieprastrml| 2 ] 5 ] L] ]
13 | Rent Dinpartment 2 in 11 12 13 14
14 | Prmting Department 2 i) TG w7 o -]
15| Cffice Exp Dapartment 2 E| El E| k| £}
16 | Office Supplies Department 2 1 1 1 1 1
IT "Wages Diepartment 3 250 251 252 253 20d
18 | Car Exp. Diepartment 3 52 54 5B 8 B0
13 | Adverlizing Lieparlmenl 3 12 16 17 1o 19
Al Frmling [eprieterem| 3 1 1] i %! 0L (i
£1 | Db Exp Dprisrlmien| 3 ] L] & 2] L]
22 |Renl Depirtmimi 5 4 4 4 @ -
24 | Cffice Sipplies Dapadmant 3 ] 3 C ] 1 |
24 | Caher Cepartment 2 1 1 1 1 1
25
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Aol LSy il 55 e>90 S Gie waini 1L il 5,136 39>9 lpigiw
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Ao il wlixo Sla a5, s

(i by 505 JS0 ) w20l (s B2 Jolw 51 Ldolw aod oshls W osls aus

J File Edit Wiew Insert Format Tools Data Window Help

A B | ¢ | D | E | F G |

1 Ana Nancy John Eric Lee Total
5 |Gross Salary 3,758 3,125 3,526 2,758 1,552 | 14,719
3 |Income Tax 564 469 o529 414 233 2,208
4 |Social Security 188 156 176 138 78 736
g |Other Deductions 100 S50 25 35 25 235
F [401K 113 94 106 83 47 442
7 |Total Deductions 9641 769 836 669 382 3,620
g | Net 2,794 2,356 2,690 2,089 1,170 | 11,099
g
10
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A B | ¢ | b | E | F G

1 Ana Mancy John Eric Lee Total

5 |Gross Salary 3,758 3,125 3,526 2,758 1,552 | 14,719
3 |Income Tax o64 469 029 414 233 2,208
4 |Social Security 188 156 176 138 78 736
£ |Other Deductions 100 50 25 35 25 235
£ (401K 113 94 106 83 47 442
= |Total Deductions 9641 769 836 669 382 3,620
g | Net 2,794 2,356 2,690 2,089 1,170 | 11,099
9
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Ed Microsoft Excel - Chapter 21

J File Edit Wiew Insert Format Tools Data indow Help

A | B [ ¢ | o [ E | F | &6 | |

1 Eric Nancy John Lee Ana Stephen

2 |Gross Salary 8297 8 505 8995 3,539 7 B12 B 270

3 |[Income Tax 1,220 1 455 1,620 531 1,142 o35

4 |Social Security 415 451 a04 177 331 312

5 |Other Deductions 35 50 25 25 100

B (401K 249 233 319 105 228 192

7

W odl> s;Lwes

ol S Joa> s (sl juslao Usly Suei 590 Juslen > bhad B osly S, azuw
D90 (swod (swaS i Jga> )y W osls walw g, @ wucel

J> ol

aiy;S Data Sgio 5l 9 2SS wlxil | Al Jglw 0SS Wi (suSyi &Sy 55 | d el
031> Jga> swlwl lowis All Reference sl 0,90 538 > .auS wlxwl |, Consolidate
OK sg, .5l oai 0,035 Consolidate All Reference ;> (swolwl 20> adlgs |,
S wlxol ) Al Jolw 9 03,5 Wis> (suwsS,i a8, 5 |, d asls )

AuS wlxwl |, Consolidate ai,33 Data Sgio 1 .Y

S wlxol |, COUNT &b 9 auS wlkal |, Function aig;S .Y

AuS SudS OK sg,), WY

LS 9 2ol 2o, U g Ulaio, S oowl wanw ,aUls slaei COUNT &b b wuS i asas
15,3 oy s> Vlsic @y |, Joax 5>

&L« Sy 5 L ol oad plil S5 Vlod 5> LU Aw Sy Jae ¢y JSow 5o
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F4 Microsoft Excel - Chapter 21

J File Edit Wiew Insert Format Tools Data ‘Window Help
A [ B [ ¢ | b | E | F | G |

1 |Consolidate - Sum function

2

3 Eric Nancy  John Lee Ana Stephen
4 |Gross Salary g.297 9 506 8 995 3539 7B12 6,270
9 |[Income Tax 1,220 1,455 1,620 531 1,142 988
E |Social Security 41A 451 a04 177 381 3z
7 |Other Deductions 34 a0 24 25 100

g (401K 249 203 39 106 228 192
9

10 |Consolidate - Count Function

12 Eric Nancy  John Lee Ana Stephen
13 |Gross Salary 3 3 3 2 2 2
14 [Income Tax 3 3 3 2 2 2
15 |Social Security 3 3 3 2 2 2
16 |Other Deductions 1 1 1 1 1

17 401K &) &) &) 2 2 2
15

19 |Consolidate - Average Function

20

21 Eric Mancy John Lee Ana Stephen
22 |Gross Salary 2 766 3,169 3,332 1,770 3,806 3,135
23 [Income Tax 407 485 240 265 a7 434
24 [Social Security 138 154 166 g 190 1596
25 [Other Deductions 34 al 25 24 100

26 (401K 83 94 106 53 114 96
e

Bigw b Us,S oS

S Ol | Al Jgluw 9 05,5 Bis oSy Joa 5l |  osls
.S wlxwil |, Consolidate au;S Data sgiwo 5l
.S wlxwl |, Create links to source data a3 .

AuS SuS OK osg,

A

Y
Y
\G

g Microsoft Excel - Chapter 21

J File Edit Wiew Insert Formak Tools Data Window Help

1] 2] A | B | ¢ | b | E | F |1 &6 | H |
1 Eric Nancy |John Lee Ana Stephen
#* | 5 |Gross Salary 8 2497 9 A06 9 oo5 3539 7 B12 B 270
| 9 |Income Tax 1,220 1,455 1,620 531 1,142 S33
#* |13 |Social Security 415 461 a04 177 331 2
# |15 |Other Deductions 35 ol 25 25 100
* 119 401K 249 2a3 319 106 228 192
20
21
.9
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5 Wl eanw g ol Sla esls a4 Jgo,9 Slpdglw 0SS asg wuS ) asin @
Wsls HLéd oS axgi (i3> 8o WS> @ a5y Ulgic Lhw aolsl )y« a8, L Caoow
osly ausy Y oS wsls [Land sl adles vliw ) (i3> Sd go> hisd loww au ) AdS
S,S adlgs 5L L

Eric oU @ 350,S 2ol,s 2, Ol @ .awS SdS b pwl > Cuoow + CoMe Sy,
DS A>g5 5w0 S9 ol ,d Ay U Lrixed A6S A>g)

F24 Microsoft Excel - Chapter 21

J File Edit “iew Insert Format Tools Data ‘indow Help

JD@E|§&R~B}’|%E‘@|ﬂvﬂvv=|§haw.ﬁ.ll@%z £ %li”ﬂﬂmﬂ‘

5 | =| =SUM(C2:C4) ,
1 2| A | B | C I O | E | Trace Precedents | H | |
1 Eric Nancy  John Lee Ana Stephen
2 Book1 2540 3,200 2920 18957 3,854 3,285
3 Book1 2758 3,125 3526 15652 3,758
4 Book1 28999 1 3125 3541 2 5934
=l | 5 |Gross Salary 8,297 9,506 9,995 3,539 7612 6270
| 9 |Income Tax 1,220 1,455 1520 531 1,142 S lata
#| | 13 |Social Security 415 461 S04 177 331 312
#| | 15 |Other Deductions 35 a0 2h 24 100
119 [401K 249 283 319 106 228 192
20
21
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J@ File Edit few I_nselrt Fgrmatalools D_ai:a j ]S >)|3 I) Y SAc D2:D7 thgJ I )) .Y
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2 |Lee 1

3 s 1 (VL JSi s )
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| 7 |Nancy 5
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.2uS wlxwl |, PivotTable Report au;S Data Sgio 5l .Y
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AuS SLS Next osg) 9 auS wlxal
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(0l L8 Jled aigy,S

AwS SUS OK S99 05,8 Ll |, AJanuary oowl dol cauds ;Las |, F3 oads .8

Do (s Jssuo All Ranges waouwd @y 5 5,90 oowl 0SS SUS Add sg, WV
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Where are the worksheet ranges that
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Range:

ICmarchl 5|

Add | Delete Browse, .. |
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Ajanuary ;I
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Cmarch
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Cancel | <Back | nmext»> | Ensh |
25 5 39290 J>bo ol aiun b5k aS 5505 alien, S Sl b osls Sy sehaio @
AwS LS5 |, Reference Gz
S SuS Next s, .9
AS SS Next osg), Y51 Y J>bho sl AV s s ) .
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osls  go> sl SUM g,U aS aguw sodao « PivotTable Field sl o)9l=o ;oIS )5\ Y
L, b 3,90 SadSla 9 05,5 SUS Number &S, ,ow Sy cwl oo Lzl B
AwS Jlocl

S SS Les OK sg, 1Y

EA Microsoft Excel - Chapter 21

J File Edit Wew Insert Format Tools Data Window Help

| erotrable - | 2 G B | =2 22| ¢ | @ )|
A

B C | D | E | F

1 |Month (Al -

2

3 |Sum of Yalue Employee MName vi

4 |Gross Salary & Deductions «)4na Eric John Lee Mancy
| 5 40K 228 249 319 106 283
| B |Gross Salary 7812 8,297 9,895 3,539 9,508
| 7 |Income Tax 1,142 1,220 1,620 a1 1455
| 8 |Other Deductions 100 35 25 25 a0

8 |Social Security 381 415 a04 177 461

10 |Grand Total 9463 10,215 12,462 4378 11,786

11

Joa> Sloald ol swlgiwe oo Shls K) SriwsSs Sld asSs g, SUS Lgs U
(Al 9 B3 g A4 sSlplolw) ) axan g Usiw « low = 308> L |, S 9=0

Gross Salary & Deduction auS b « Hlow S )0

Employee Name auS ol ¢ Ugiw Sls a,.) ¢

Month auS b ) axen S @1V

owl uladl Wigo 4 dyw UBo,9 Uiy iy

1) Jlo
wS,> A6 Jolw (suVL 550 au |, jwgle . Gross Salary « auS olxil |, A6 Jglw
L pwale 2S¢ ot s v Llex b coMe Sy @ pugle JSii a5 (589 Laud>

BRAVR BUSWEI I T TRIV PRV R I

'Y Jlo
Jeul sly .oowl ai8,3 1,8 Gross Salary & Deduction ;S,0 ,> Gross Salary el
o,lw coMe ) *Gross Salary :awuS wuli A6 Jolw 55 « o) Slawl @ swlys oo,
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Sort Ascending weSul Sy, 9 3wuS Lzl |, A5 Jglw « ( 3,5 sw ,bd o 51 Jud
Sy Adles wowd Slawl a4 1, Gross Salary Joc (ol .a6S SUWS

'Y JUo

|, sl audS . Gross Salary auS ol g osls 518 AS Jolw ) 1) Jolw Slos UlSs
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A | B | C
1
2 |Employee Mame (Al -
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8 |Sum of Yalue
B |Maonth - | Tatal
7 |[January 21,956
3 |February 18,3349
9 |March 15,741
10 |Grand Total 56,036
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1

Employee Name - | Tatal
| 7 |Ana 7,612
| 8 |Eric 8,287
| 9 |John 9945
| 10 |Lee 2,539
| 11 |Mancy 9 506
12 |Stephen 6,270
13 |Grand Total 45219
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New in Excel 2002
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14 [Aaia B an 0f5% &40 066% i 01 | Duantity
15 AMEZon 15 020% 290280 2.41% 1 1952 [ Income
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20 [Aaia Total 1EER | 2077% GOGEIS 05 45% 13 197
| 21[usa I 723 957% 142 BE1% 2 145 = =
3 Intel B I072%  12B2R11065% 5 jen || [2ed1e] [fow area =]
] ticroso 355 471%  SVERD 424% 1 145

S,9%x0 Jgax> S sl

S 90 Jga> skl Sy d osls sdulo;lw Sl (suwilgd

Aol acwls Olgice Hlaaw S wlgi s lpis d osls Jgoa> @
oo MU Ulgic 18 .ol gao Shls b vlgie Hlaw 5> >9>90 Slpdglw plos [

Aol >,ey
. J < e .
J @ Fil= Edit Yiews Insert Format Tools Data Window Help
A [ B ] € [ D [ E [ F [ G
Running Invoice

1 |Number Number Date Customer Name Market Quantity Income
| 2 1 109 10/01/1997 | AIG Asia 40 2,040.00
| 3 |2 112 10/10/1997  AIG Africa 150 25,129.90
|4 3 123 10/07/1995  AIG Wiestern Europe 210 22,850.02
| 5 |4 123 10/04/1999 | AIG LIS, 21 42,441,632
| B |S 122 10/06/1999 | AIG LIS, F9z 56,237,432
| 7 6 104 10,/02/1995  Pacific Ball wWwestern Europe 50 11,111.11
| 8 |7 112 10/04/1997  Pacific Bell Asia 77 13,022.00
| 9 |8 119 10/11/1997  Pacific Bell Africa 162 26,752.20
| 10 |9 128 10/08/19928 Pacific Bell LIS, 271 40,645,282
| 11 |10 137 10,/05/1992  Pacific Bell LIS, 280 54,678.27
|12 |11 107 10/11/1995 Amazon Asia 15 29,280.00
|13 |12 113 10/05/1997  Amazon Africa 829 13,095.00
| 14 |13 122 10,/02/1998  Amazon Africa 195 31,290.86
| 15 14 131 10,/11/1998 Amazon Africa 307 45,323.30
| 16 |15 110 10/02/1997  Cisco Asia S0 37,065,581
| 17 |16 121 10/01/1998  Cisco Asia 136 30,000.10
| 15 |17 127 10/07/1998  Cisco Africa 259 39,035,656
| 19 |18 136 10/04/1999  Cisco Africa 357 53,119.11

20 |19 139 10/0771999 | Cisco Africa 404 57,796,599
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B |Asia B24 100,103
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9 Pacific Bell 162 26,753 i -
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14 Motorola 577 91 989 ( S,9%0 Jga>
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18 Microsoft 355 51 560
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|, Custom Subtotals ;S

o ]

Cancel

)

A B c [ b |
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3
4 Data .J.US kS..\.LS OK LSB) UM
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B |Africa AlG 150 25,130
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B Cisco 1,030 150,002 cud
g Facific Bell 162 26,753
10 Afrin:a Sum 1535 291 595 l.o.; v.S\j)?' o> U9l B osls
11 |Africa Count g g
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J File Edit Wwiew Insert Format Tools Data Window Help

| evettable - [ MR | =22 | ¢ & T
A B c | [

1 |Market (Al -

2 |Custormer Marne (A -

3 |Date Al -

4

& Data -

6 |Invoice Mumber - |Total Quantity Total Income
| 7| 101 15 2137
N 102 17 2271
EN 103 20 10,152
10 | 105 100 8,718
|11 107 15 29 280
| 12| 108 an E,020
|13 | 109 40 8,040
14 | 110 a0 37 066
15 | 111 67 16,452
|16 | 112 7 13,032
| 17 | 114 101 23,084
| 18 | 115 13 23,118
| 19| 116 125 18,495
| 20 | 117 138 23 507

21 120 174 28 377

Sl oj9l=o S U ausS SUS A6 Jolw s ((Invoice ) ,0iS1 S uwsSs 0l Sq, [

A [ Sye=o Jga>

PivotTable Field H
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&+ Automatic aum - i
) Counk Hide |
— Average
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Produck LI Layout. . |
[ Show items with no data Mumber. .., |
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Top 10 ;5 ,5 |, On a8  PivotTable Field Advanced Options 58 > [
38 ) omb SO L VL st Ve agsS @ |, Show ol . auS wlxol AutoShow
A 5 (Cowl UL, cowlio asS plas
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PivotTable Field Advanced Options [ 7| x| |

Page field options

¥ Retrieve external data for all page field items (Faster performance)

" Cuery external data source as you seleck each page Field item {requires less memary)

[T Disable pivoting of this field (recommended)

AutoSort options

f* Manual (vou can drag items to rearrange them)

" ascending

™ Descending

" Data source order
Ising Field:

Top 10 AutoShow

= o =

Shiow: ITn:np

Ising Field:

IInvu:uiu:e Murmber
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B [
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A [ o | E | F [ 6 |

1 |Invoice Murnber Al -

2 |Customer Name Al -

3 |Market (A0

4

5 Data |

Tatal % Tatal % Invoices  Awe.Price

6 |Date ~ |Quantity Quantity Income  Income  Number | Sold
| 7 |05/10/1996 - 05/16/1996 15 0.20% 2137 0.18% 1 142
| 8 |06/07/1996 - 06/13/1996 17 0.23% 2271 0.19% 1 134
| 9 |07/05/1996 - 07/11/1996 200 026% 10152 0.83% 1 a0s
| 10 |05/09/1996 - 08/15/1996 500 0BG% M1 091% 1 222
| 11 |09/06/1996 - 09/12/1996 1000 1.32% 8718 072% 1 a7
| 12 [11/08/1996 - 11/14/1996 15 020% 29280 241% 1 1252
| 13 [12/06/1996 - 12/12/1996 30 0.40% 60200 0.50% 1 2m
| 14 |01/10/1997 - 01/16A1997 400 0.583% 80400 0.66% 1 2m
| 15 |02/07/1997 - 02/13A1997 50 0B6% 37086 3.05% 1 741
| 16 |03/07/1997 - 034131997 67  089% 15452 1.27% 1 231
| 17 |04/04/1997 - 04/10A19597 77 1.02% 13032 1.07% 1 163
| 18 |05/09/1997 - 05/15A1997 g8 1.18% 13095 1.08% 1 147
| 19 |05/06/1997 - O6/12/1997 101 1.34% 23084 1.50% 1 225
| 20 |07 /0471997 - 07/10A1997 113 1.80% 23,118 1.90% 1 204
21 |08/08/1997 - 08/14/1597 125 1B6% 18495 1.82% 1 147
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Ed Microsolt Bxcel - Chapter 22

|'-'ﬂ Fie Edt liew Ins=rt Formet  Took  Dista Windaw  Help

EratTable - | 59 ] =5 ¥ 8 E‘@E.

A B 2 ] [ E F £ [ |
1 |lhwoice Rlumber A0 -
2 |Markat ety -
3 |Daie AN -
4 |Custormer Mame2  [0A0 -
g
B Oata -
Diff from S CIiff friom
Total Previous Previous Irvoices
J |Custorner Hame = |Cluanty custormer customer " Lluantity Murmbear Total Ihcame
B |AIG 1,122 14.87% L) 170559
| 9 |Am=zon ECE 513 -45.740% 307 % 4 113,389
10 |Cisen 1,26E 143 12.76% 15.75% £ 217 OBA
11 |Intal s 313 -37 82% 10.72% £ 155 260
| 12 |Micrasoft =] -143 SR 1A% 5 151 6EH
13 | Mataralz a1 -312 -27 VB 10 4% L] 127 257
| 4 [Pacific Bell ot -164 -16.36% 12.44% = 145,221
15 |hrE xcel 1015 -8 -9 59% 13.4% % 5 155,110
16 |Grand Tolal Teen 100,033 = 1,215,980
i
Unit Change vs. % Difference From, Percent of Total
Previous Customey Previous Customer Quantity
Pivat Tatle Field PreotTable Freld HE PlvatTo. Je Fasli
Scrcaficid  Quantty = | Scurce field:  Cuantty o | Soorce el caancty [ |
hagre: |[‘l|FFn:l11 Prawicus custom e | Mams: I%fo from Frevice ok i :amu: |%t2.mlt:.- el
s Q WiE 8 b _I
TS e e = - =
Q Q Courk
by _tenter,. | e it |
M DIpEons = Egmn: Opliors ==
ot Mums =l
Sheoww dpta as1 Show dats 2 Shiowy dats ==:
Yo of bral -
o =)
% Coffm rance From
Fumrrg Toksl
of rom
o of column
[redex b
[Ty = i

Jsleio Shh>l Ugiw S, WSS adlol

i 9 esilbowlzo ALS KU ws,S Wlol Jobs MWdsleio Sl Ugiw o ws,S aslol
Aol Lo > L 00usS anwlxe Ul

187 Running balance

Y&Y
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4 Microsoft Excel - Chapter 22

J Eile Edit W%iew Insert Format Tools Data Window Help

J PiwotTable =

AlE =%t | @eF
B C

A
1 |Date (A -
2
3 Data =)
4 |Details - |Total Credit Total Debit ' Running Balance
5 |Bank Charges 103 -1,0Mm
E |Bank Interest 1,749 -2 340
7 |Bank Loan 20,000 1] 17,160
8 |Car Lease 3,544 13,616
9 CK 1] 78,185 -64 569
10 |Credit Card pmts. 20970 -85 ,539
11 |Deposit 99 958 1] 14,450
12 |Loan payment - principle 7 936 6513
13 |Loan payment -Interest 2 B44 3,869
14 |Openning Balance 9852 13724
15 |i5rand Total 1295400 116,119
16

DS a>gi D wugiow a0 JSow s

DL - Yloyw « (ilewlxo AS 2,0 — ) Al>j0

|, Calculated Field ¢ Formulas _uw.w 9 PivotTable ai,;3 PivotTable |l ,lgs 5> .

AuS ol powl Ulgice a4 |, Calc Running Balance . Name woowd >

AuS SuS Insert S 9 AuS wlxal | Credit ald « ald wowdd 5l
S wlssl Formula woawd 5> (-) ) Lo woMe
Awlos SS Insert g 9 05,5 Wil |, Debit ol il wowdd s

w D 4 1 M

S SIS OK sy,

Dileio S @  osls Jiwlos = ¥ al> 50
.S wlxol Calc Running Balance ugiiw ;5 b osls 4l 55 | Jolw S5 )
S SIS Field Setting wsg, PivotTable |1l 5lgs 5> .

Running Balance auS ul Name coowd > .

v
v
S SLS Options g, .Y
0

.S wlzil |, Running Total In @S ol 5l g 05,5 50 |, Show data as ai;S .

Y&y
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|, Details .l . Base Field wowd ;> .¢
AS SWS OK S99 05,8 wlxwl

Source Figld:

Zalc Running Balan o I

Funning Balance

[arne:
Cancel

Surnmarize by
Hide

Murmber, ..

Fhl

Opkions >

Counk MNums

Show data as:

Running Tokal in

=
=

Base field: Base item:

[

S, 90 Jga=> 55 o3l Slaald o Gwlos s

59>9 Data ocwd 55 a8 95 Ul )5 aS > il (sw 3,8 pamio S)exo Jga> ol
JSew Guipr a4 | add 95 ol aS S s M JowS| . Income g Quantity (susy 50>

39y o LS S Giwled « 89 Uiuw Leb U LSy gl U S)e=xo Jga> >

J File Edit WYiew Insert Format Tools Data wWwindow Help

JHVDtTahIev ﬂﬂ|:'§ H‘:‘E| 4 %§|

A B C o | E | F [ & | v [ 1 | J K
1 |Invoice Nurmber (AL -
2 |Customer Mame [(Alll ~
3 |Date Ay -
4 |Quarters (Al ~
5 |Maonths (Al -
]
| 7 | Years v |Data =
g 1996 1997 1998 1999 Total Total Quantity |Total Total Income

Total Tatal Tatal Tatal Tatal Tatal Tatal Tatal

9 |Market | Quantity Income  |Quantity Income  [Quantity Income  [Quantity Income
| 10 |Africa 400 | 64978 763 | 115,701 771 110916 15935 291 595
| 11 |Asia 165 | 54,170 8592 133,139 468 | 72205 343 50,001 1568 308 515
| 12 |USA 32 4,408 294 57 031 1687 239197 | 1873 270273 3,786 570,909
13 [Western Europe 500 11,111 210 | 32850 260 43 961
14 | Grand Tatal 247 B96BY | 1286 255148 | 3029 458953 | 2983 431,190 7550 1,215,280
15

518 od ,LS > Quantity 3ld elod Ol s aS L> ddicww | giwles £95 ol lows L
Sy Data g cewl) coow au | Years ald sSslw @y .5l
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Ed Microsoft Excel - Chapter 22

J@ File Edit WYiew Insert Format Tools Data Window Help

JEVDtTahIev|ﬁﬂ|=§ﬁ§|, %%‘

A B c o | E | F | & | H | | K |
1 |Invaice Mumber [(Al «
2 |Customer Mame [(Alll «
3 |Date (Al -
4 |Quarters Al
5 |Manths Al -
]
|7 Data Tl‘r’ears vI

Total Tatal

g Quantity Incorne Total Total Quantity |Total Total Income
9 |Market = |1996 1997 1998 1999 1996 1997 1998 1929
| 10 |Africa 400 763 771 64978 [ 115,701 [ 110916 1,935 291 595
| 11 |Asia 165 = 465 343 | 54170 133139 72205 50,001 1,568 309 815
| 12 |USA 32 294 0 1587 1873 4408 57031 239197 270273 3,786 570,908
13 [Western Europe 50 210 11,11 32850 260 43 961
14 | Grand Tatal 27 1286 3028 2955 | BBEBES 255143 458953 | 431,190 7580 1,215 380
15

Market;lawwm |) Data aLs as woul qu b).g)ls.g uly@.quﬁJ_» Cl.u)g

Fd Microsoft Excel - Book1

(w00 o3ls Vliw 590 ¢l ) sy

S )90 Joa> S SaiudSiu

File Edit View Insert Format Tools Data  Window Help Type a question for help [=|fo @ X
FieotTablz = %57 il 4 & B .
A B E | D | E | F | G | H e
1 IMarket (A - —
2 |Date Al hd
3 |Invoice Number (A -
4
Diff from  "h Diff from
Total previous Previous Invoices
Customer Name [ Quantity  customer customr % Quantity numhber
AlG 11224 14.57% 170 B93
Amazaon G039 &03 G039 B8.07% 4 118 983
Cisco 1,266 1,266 12655 16.76% 5 217 063
Intel 809 809 809 10.72% 5 128 260
Mlicrosoft 979 979 9793 12.97% g 151 BB8
| 11 |Mataorala g11 811 g10.8 10.74% g 127 957
12 |Pacific Bell 939 939 9338 12.44% g 146 221
MrExcel 1015 1,015 10148 13.44% 5 155,118
7,550 7,550 75496 100.00% 39 1,215980

EE}
(P8 Grand Total
| 15 |
B

M 4 » M[\ PivotTable # sheetd # sheetd £ Invoices ' Sheetl

Chartl £ sheets |4 | ﬂJJ

o

Yo

.AsS SIS PivotTable 1l Llgi ;> Format Tables ugsSul g, « AV JwS| 5> .Y

S wlxol |, AutoFormat aiu;3 Format Sgio
S SJS OK s, .5
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S,9=x0 Jga> S vl

S Ol Sy30 Jgas s |y s Jglaw 5l oSy )
(2S wlxil ) ded asl ) auds SLlas | Cirl + * slaads .Y
S wlxwl |, File > Set Print Area sl @3S .Y

a>qJ

Ly

4‘%7

ovowd WHgo U 9 S oslaiwl YU ol 2S5l 55lee @Sl 5> g

Options sl o ,9lxo 58

S Olzal S0 Joax 5 |y Jolw

Mame: IPivotTabIel|

PivotTable ai,;3 . PivotTable 15l ,lgi s

Farrnat opkions
|+ Grand totals for columns
v Grand tatals For raws
¥ autoFarmat table
[ subtotal hidden page items
[ Merge labels
v Preserve Formatting

¥ Repeat item labels on each printed
page
[~ mMark Tatals with *
Data options

Page layout: IDown, Then Cwer vl
H =

—
—

Eields per column:

[ For error walues, show:

v For empty cells, show:
[~ Set print titles

L S olxwul |, > Table &> Options
Table Options a3 9 auS SJS cowl,
AS ool oo UL S 5l 1

Data source options:

¥ Save data with Eable lavout
Iv Enable drill to details

[ Refresh on open

External data options:
[T save password
™ Backaround query
I Optimize memory

[~ Refresh every ID 5‘ minukes

[ o |

Cancel

options sl o,9l=0 ;)58 ;> ppo uglic

ylbw b g lpigiw Sy JS go> [

Format Options wouwd )5 Sl o)9lxo ,38 ;5 | opo d)leo ul @ bbgsyo woMe

S SU U olswl
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AuS 0,33 Joa> b U | e osls [
0,035 plEid S 9=0 Jga> 5 39>g0 Sa 03> aS s sw el 4SS ol wlkal
S ol Lol 35,5 0,033 9 oanw ha> 3o (s Auww aS (siloj 9 aligy,lS
Sl (9o 2l 0,5 wlxil |, Refresh on open a8 o aS (siloj

Axso &b @

Eroosott el -Chopterzz

J@ File Edit Yiew Insert Format Tools Data MWindow Help

T THERINCLE
C

J PiwvotTable -

| il

A D E F | G |
1 |Market (Al - Customer MameZ |(All) -
2 |Invoice Mumber  |{All) - Date (Al -
3 [Customer Mame (Al -
4
H] Data =1
B Total Quantity % Quantity Total Income % Income |Invoices Number | Ave. Price Sold
7 |Tatal 7550 100.00% 1,215,980 100.00% 39 161
d
VU Goawd > ol ulss jue cucl Down , Then over W g0 @ axsn g b s

(i | S ) 390 (50 SH90 Jga> uxr Coaw 9
g v 031y Ul 09,5 Wigw A ALY 9 LS w e (siglaie Heb @ | sac
S iawd Sl Sloals 9  osls Shhls aS Sjg=o Jgla> U L8 sSby g,y ol

.]'.'l._l

o5y Joga> Ul Lo (s8lol S jg=0 Jga> &)

L Joa> 55 1 ols .55 wsw ol o3l by | Ley 5JUT 0lSel Sj0m0 Jons
b 4 Joax>  Slislw 9 el o GaxdS WS il Lex alixe Slpg,
S o ws Ugiw b slaw @ axas 5l aald ull>

Joa> (=g cgab pabii Ll S)exo Joa> Slaald « phio Slpi) S aps sl
Jlo sl .l vgiw 9 )lbw Saals Sy oani Wy S)Lisbw Shls LU S j9=0
2 4 g UiulS ¢ apluy Siie 58 a4 Gugyd sJUT Shy | Siexe Joax S
dgp@g‘w|wbxgﬁ6)9zoJ3pm|Q4QSwl |.\.>_LS|Q§)._:)>6).LJA.0
oubwl 5 Gueyd UaslS Sy 9 0ligyd pwliwl 5 Gwgyd LT by s8lol s)90
owl a8b Mgy g0 Jgas ul @ aS i sl a8, s ol8lig 8

Asbun B osls Joa> S5 5l ) She=o Jgas i — > ol

Y&V
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a>qJ

%Afﬂ

253 b, Sl > oS 395 n0 bl ol ool bl v Sime dpax /
o o Bbl SaS el g o590 o3V d osls o,L auw b o,lgs )5 .55l

alhdl> > dg>90 Sd o3l 5l ¢ akdls ay W osls o,Lgs &) 5l wlusl iy

Sy o 0 B oy Uled 5l aS > Se=xe Joa> 2,5 Sy bl

DS o laiwl

g, s awS skl | s> Sjg=oe Jga> Ol Ly audlgs (sw S was Sy K

S olsal |, AL Jgluw

.auS wlxwul |, Data - PivotTable and PivotChart Report a3
.2uS wlxwsl |, Another PivotTable or PivotChart aiu;S « Y 51 ) al>,0 >

PivolT able and PivotChart Wizard - Step 2 of 3 7| x|

Which PivotTable report contains the data you want ko usey

TBooki «slaheetdiPiyotTablez
[Bookl . xls]Sheet11PivotTablel
[Bioakl . xls]PivotTable!Pivot Tablez

a

@l Cancel < Back | Mext = I Finish |

S SLdS Next sq,
AwS ol il 0,8

> % 1

AuS SUS Next osg, .

Aadd olsl g0 Jga> wslbw a .

S)9x0 d_9.)..>_ kS._J_)'I S)9x0 d_9.)..>_ WA ) oo lw

Joa> aS cowl ¢l Sje=o Joa> Syl (s8lol )90 Jgla> skl Sy ol i 0sbw
AuS S 5,505 Sl s 9 05,5 S | 39>90 Sjg=o

S ozl | Jolw Sy adsl Sy90 Jgax s

S Ul 5l g 05,5 Llkol |, Select aiu;S oo 53U Sgio 5l ¢ S SIS ol

(S350 ) auas ,Lad |, Enter g 03,5 sl |, AL Jolw .

Awles Wil [, Entire Table

(S ) - s ,Las |, Ctrl + C slaoaus .

a
Y

S wlxol | o> asag,S L aS,y S LY

YEA
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Cowl @85 aod U,S S 50 Livg,

S Lkl | g0 Jga> Shyls a8, Sppw )

OlSo Sy @ ) a8, pwsbo Sl eslawl U J> Oled 5 9 auwads Lad |, Ctrl ads .Y
S W, [ Ctrl g gwglo S 9 2y 5,30

2Ll | 5l 3500 whansi il Sg)y 9 05,5 (suS |y Syexo Jgax> L8l b swiles swo
add

a>qJ

Ao adlgs 305 9= Jglas S5Lwe cucl S)e=xo Joas S Silwe [

Ly

Number of i 69,3 5 S auS oslaiwl Bgd ivg, 5l dwilgi s Loy [ f'—/\“;ﬂ/

59>90 S 03l> 5l aulei (sos lowis 5,90 ol 5> Lol 05,8 oslaiwl Day
Shy oo Gugy U b o oS skl 5,505 Sje=0 Jga> abadl> s

AS pl.).§| LI> SHe=x0 d9_1.>; skl

SS90 Joa> S 5l W osls (sulysb

Sy el Sl a6, Gw ooy UL @i, Sl L bed S)e=e Jgax 5l eslaiwl
zhaiwl S =0 Jga> 5l |, d osls GETPIVOTDATA g,U 5l oslesiwl L ¢ S 90 Jga>

Asban [ Slosumy Sla iy l53 53505 Sla aS, )5 9 05,8
S a8y Sl Jolw @ il 2,5 9 Sjg=o Jga> 51 d osls zlhswl sl o, urolwl
@ Jelw aS oy L6 | oSl osbw Sd Jgo,d aS cwl ool @ G, 53 skl sl S50
S)9=0 Jga> . ud> Migwy S)e=0 Jgi> )3 39>90 Sld Jolw @ Scle sld a8 55 |,
Joa> Silwgi 9 d osls Joa> 55 @ ooy jue cwowl Lgy o3y Jga> &S wsb> s
Joa= ol Se) 5l aS uld Ju)lsS 9 Siexo Jolax> aed aS sgui e el Syexo

DS s 5w Ml oo sl S j9=0

Yea
I nf o@ RANMVEET. COM


www.iranmeet.com

WWW.IRANMEET.COM

E4 Microsoft Excel - Chapter 22

J@ File Edit ‘iew Insert Format Tools Data ‘Window Help

AP =% oD

J PivatTable -

A B C D E F | G |
1 |Market (AN - Date (A -
2 |Invaice Mumber AN -
3 |Customer MameZ (AN -
4
5 Data vI

Invoices

6 |Customer Mame = |Total Quantity % Guantity  Total Incorme (% Income Mumber Awe. Price Sold
7 AIG 1,122 14.87% 170,629 14.04% S 152
g |Amazon B03 8.07% 118982 9.79% 4 195
9 |Cisco 1,266 16.76% 217 063 17.85% 8 172
10 |Intel 809 10.72% 1268 260 10.55% 5 159
11 |Microsoft 8979 12.97% 151 B6E 12.47% S 155
12 |Motarala 811 10.74% 127 957 10.52% S 158
13 |Pacific Bell 9339 12.44% 146 221 12.02% 5 156
14 |MrExcel 1,015 13.44% 155,118 12.76% 8 153
15 | Grand Total 7 550 100.00% 1215980 100.00% 39 161
16

D o3> S lwei 9 S)gx0 Jga> Uz lw juasi > JSwine S d9>9

Syex0 Jga> ) JS 2ol cauil sw )8 sla,eiS sl osls Jolis W osls Jga>
ww 03> D16 Jolw > asw aS 1,215,980% : 5l wowl w)le (o S0 o 1)
Aoy oo b a4 (Ol SlyeiSB s Sl asy Sig=e Jgax SiLwgi paze @ g
D19 Jglw )5 S)e=xo Jga> 55 JS o> cwwl oo aSlol wa> S S as
Aol Gsw

o9, b Srexe0 Jgax subigs 9 0391 swb Si9x0 Jgax s d osls 5l Ll S 20
ol 5l eslesiwl b lowws aS 590 (o (swin S s el Joe ol ¢ iz 58 .S o
Al 03,8 sl S H9=x0 Jga>

9 oy Sye=o Joa=> 5l |, b osls aS wwl (sJgo,9 5l oslaiwl - > ol
S zhzowl

A5 9 05,5 S, MATCH gL L |, INDEX &G

Ay 580 9 05,5 S, OFFSET &)U L [, SUMIF g,U .Y

S osleswl GETPIVOTDATA g 5l .Y

Ao b W osly ghzewl sy Luwl 9 gilgs 51 oslasowle YV ad Hs | suiinw wlsaogs

Yo-
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MATCH ¢ INDEX slgJgo,d

5l csuinzo Lgo,d ) aiiwd LOOKUP gl oslgils 51 MATCH o INDEX slplo,d

( 2w Lookup & Reference aiws Slplgo,d

FA Microsoft Excel - Chapter 22
J@ File Edit Wiew Insert Format Tools Data Window Help

B2 | =| =INDEX(ShPivatTable MATCH(FAS2 ColA 0) B51)

A | B | C | D | E | F | G | H |
| 1] 2 3 1 5 B 7 g
| 2 |Grand Total 2471 128560% 3,029 298760% 69,689 256,148 | 459,953
3
4
| 5 |Grand Total 247 128560% 3029 29A760% 69,609 255148 | 459,953
B

Clg).g pewl teowl oaLl el SHe=e Jga> Cl§)4 5 aS owl o 93 SLIs o9y Jgo,d
Us,S ainlew sly L ColA Sl cowl o)lie A Vgiw pewl 9 wwl PivotTable
PivotTable a5, ;> Grand Total (o aS 2uS wds « 39 plil cowyd U wlowlxo

Aol LJ_g_o)B Shls q§)__;J>_9 Ll oz

OFFSET ¢ SUMIF slgJgo,

AuS Sy o U | OFFSET g SUMIF &6 95 1L aS cwl (o8 ol) awnis > ol

EA Microsoft Excel - Chapter 22
J File Edit View Insert Format Tools Data ‘Window Help

B = =] =SUMIF(ColA $A$5, OFF SET(CalA 0 B1-1))
A [ B [ ¢ [ o [ E [ F [ & [ H ]
1| 2 3 4 5 B 7 8
| 2 |Grand Total 247 126560% 3029 297B0%  BOBED 256,148 453 953
3
4
| 5 |Grand Total 7] 126560% 3029 9A7E0%  GOEEO 256,148 459 943
| B
GETPIVOTDAT Jgo,8
owl SS90 Jga> S ugys I ol ghseiwl Sl pogaxo Jgo,d Sy ol
: JUo
S sw ghsuiowl 129A Jlw Givg,d wgiow 5l L JS b,y Jgo,d
ol o s b 4 Jgeyd 5l > 90 Sl usio
W osls ald ool — ) o
Yol
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s Joss IO
J File Edit Wiew Insert Format Tools Data ‘Window Help )-920 9 . &>)'° ).AQ.A.D
| ewotTable - | #59 4l [ | <= #2 | ¢ | & T ;

El - = [ =GETPIVOTDATACIncome" 45 "customer name” “intel’) /D U susio 5> ool + ald = Y4V jusio

A B c | D E F | & |
1 [Invoice Nurnber _ [(Al] = 126 760 Ll as .,.,|_9 PD A g 039 Lud> W)go U
2 |Date (Al - ' : ' d
3 |Market Al -
4
5 Data |
Tatal % Tatal Invoices

B [Customer Mame - |CQuantity Quantity Income % Income Mo
| 7 |AIG 1122 1487% 170699 14.04% 1,122
| 8 |Amazon G059 §.07% 118932 9.79% GOS
| 9 [Cisca 1266 0 16.76% 217068 17.85% 1,266
| 10 |Intel 809 10.72% 128260 0 10.55% g0%
| 11 |Microsoft are | 12597% 151668 12.47% a7s
| 12 |Motorola 811 10.74% 127257 10.82% 811
| 13 |Pacific Bell 938 12.44% 0 146,221 12.02% 935
14 [WIrExcel 1015 153.44% 185118 1276% 1,015
15 | Grand Total 7550 100.00% 1215580 100.00% 7550
16

DS 8> Jgo 8 Sld jusio @ JSCw >

aS cowl W osls alé oL — Data _Field
Pivot_table | gl<si=y :‘J = "income"
Name |45 S o | oLy abls| i 95 oMo b
|"customer narne" :K_] = "tustomer name"
['intel" 3 = inter “Tncome" Wi
Returns data stared within a PivatTable, - —_ 6)920 LJSD &>‘).D —_— P|VOtTab|e
Pivol_tahle 5 a reference to a cell or range of cells in the PivotTable that contains the
aka wou wank ko retrieve, .A9 — lJ d I kSJ I - 9
Farmula result = OF. I Cancel | PSP h &>)ID
“Customer — Jl.w sy ald — ) aLs
Name”

“Intel” — Customer Name 1L3 > el SO — ) pwl

S, 90 Jgia> Sld osls 5l Hlsg0 Su )

Joa> @ ,8585 ,9b @ ,lse00 . 0S 255 Se=e Jgax Sy sll > 55 1) Lldees S
w0 Lle00 55 sl el Syexo Jgax 53 SHuki WS LD 9 Wb o Vew Syexo
D9

o15905 53 s el SHexo Jgax 55 s Ul 5> 9 3l 3939 @S cul AV JawsST s
9 sbw slaals lslw acgoxo U I) Sig=o Joax> aS cowl ol J> ol 39 (5w
il 9 03,8 b 5l loods Syg=o Jgax @ WSS Al PBid ;5 5 « 1S 25> Lsiw
S osleiwl 9> 9 G

09> 43S « What kind of report do you want to create cioouwd 55 « Y51 ) al>,0 5
PivotChart Report ( with PivotTable report ) (suss 1S ol |

YoY
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>l 9 8w JuwsS| igol

AwS sl Jad ol 5> 00ui 0sls Wlsogs Gwlwl 1) S 90 Jga>

PivolT able and PivotChart Wizard - Step 1 of 3

\Where is the data that vou want ko analyze?
& Microsoft Excel list or database!

" External data source
™ Multiple consolidation ranges
" Another PivotTable report o PivotChart report

‘WWhat kind of report do vou wank ko create?
& PpivokTable
" PivotChart report (with PivotTable report)

1[4
| ||I||||_|
([l

Cance| | = Bach | Mexk = I Einish |

ol 53> wcewl 0w adlol Chartl oU L oS S ¢l aslw aS Sjg=o Jga> sl

DS s als sl uld aeSs U lsges aw a8y

il |, W oy g o3y Husi Sjg=o Jga> 55 |, ol Hlslw 9 o3l 1wlgi (sw Lo

s el Sygmo Jga> a5, 55 i B .5,S Adle> L 595 seb A Hlag0s L auS

YoY

9 wsw Chartl s Hlsgei a5,y 5>

Bl e ES ew et Fomat Dk (et wede bee "8
hart e TE\'TE L
Clartérea = =

ovasiumte o} 2 e e = 2]
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& o3l5 Jga> Sl bhsd ool U e

Ui, udd [Lad | Ctrl + * SlaadsS 9 05,5 wlxol b osls Joa> )5 | Jelw S5
Names in workbook 515 ;5 |, a osls Jga> oowlcauds ;Lad |, Ctrl + F3 slaads
S SUlS OK sy, 9 S )9

® o5l5 Joa> ,5 ol by (solwl e
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L b osls axb Guww « (Ulgie Jolw ) auS ool add 51 oSy ) 1) Jelw ool
(2> s |, Ctrl + Shift + Down Arrow Slaads ) auS ool albgy o 249 s
AwS SS OK S99 auS 5,19 Names in workbook 18 s | eowl S5
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pabii Ugiw 0loud 9 sbaw G gblas 5> g8ly Jslw 5> aS wls)S o i |y S)lase
VLOOKUP g, ,5> MATCH &b ;| gi)ngi oslawl .50 518 @ osls Jea> > eaw
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LOOKUP &b

Select Arguments E
Lok LIP

This Function has mulkiple argument lists, Please select one of them.
Argunents:

Help on this Function I I Cancel |

aiws 5l auds ,Lad |, Shift + F3 sSlaadS g 05,5 wlxil a5y 55 | Jolw S
Jolw & > |, =Lookup b .auS ol |, LOOKUP gl « Lookup and Reference
o9l S wsls Vi Sy Wl AdS ) Lauds [JLad |) Ctrl + A uew 9 26S )l
( &lgi Select Arguments sl
;5,05 39>9 Jobw Sl 5lase Su wls,S5L Sl acwlxo 95 UKLl LOOKUP &G >

L b Vlod > Jolw & 5l Hlaso SO wIS,S50L 9 W osly Al Sexiw> @

Jol > Sliod )§._:_> a>U 5l Hlase S L'J.U|>)§)'L_: 9 b osly Al Sgziw> @

 osls Al &5 5l Hlase SO wls,S ;5L

Select sl axlao U g 2o
Sg,y 9 ( ,dlsS yuzio ) xS wlxil Arguments |E]Ele Edt ¥iew Insert Format Tools

. a | 8 [ ¢ |
S SWlS OK 1y 01/01/2001
- . . - ) 2 |nz/01/2001
O a0 oud UD.>'LuJ Aow =0 )g.la.uo (< U Jlo 3 | 03/01/2001
Yo \ sl PI S 4 |04/01/2001
owle 10 2l 4 spiio (CPI) o &9l 05,/01/2001
7 |07/01/2001
AS oy | 8 |os/01/2001
o |09/01/2001

Aaaw S o L b &Ll cewd T asei |10 | 10/01/20m
_ _ 11 | 11/01/2001
Yool gl 10 oloxds 2, @ gl wusSoss |12 | 12/01/2000
132 | 01/01/2002
14 |02/01/2002
15 | 03,/01/2002
16 | 04,/01/2002
17 | 05/01/2002
18 | 08,/01/2002

Yool pwlbo )l el o)le
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LOOKUP &b avwlxo g,

iy 33,5 (sw lpdelw 039a=0 55 Yo o) Lwylo Yo Jlis a4 JuwS| - LOOKUP &G s
¢ il Guiis UGS 5l 2w, 0dgaxo LS aidl ) cowl ol @ Lol 5l gxius
Y 5lase Jbo ol ) .\Jlb)g o | UT)l)...oS L ubu Slase &b .((Sx900 iy (s

DgJ .).®|9.> u|9.> Yool U..u)bo

a>g %&;

Ol 55 1 031> 03930 9 1S w0 ey S uld o3l 503 £9i 90 53 .
(... 9 dlacl /3aec B 2u,U / E0,b) oS Joc aigS .,41_

—r

&L Sla ju2io .LOOKUP &,U

Function Arguments E
OOk LP
Lookup_value |H3 j‘_‘ = 36965
Array |Dat85| | = {"'Dates";36892;363:
= 36951

Looks up a walue either From a one-row or one-column range or From an array, Provided For
backward compatibility,

Array is a range of cells that contain text, number, or logical walues that wou
wank ko compare with Lookup_wvalue,

Farmula result = 36951

Help on this funckion i I Zancel |

3,90 5laso Sol> aS auS Lol | Jolow S« Jgl add s 551> jusio 95 LOOKUP g,U
Sl b ¢3S 3)lg [ @200 auxb pwli o9 susio a9 5> Lanil (o awlxo sy Lk
335 plol gxiu> Audlgs o aS Sl alie,lS 55 9 aSh L 1) g0 Slpdslw a4l
(Sdgac x>l S hhsd ) oS olswl

Olenogs

Int oo C2 Jolw 55 ¢ caowl 00ui Wijo Sdg20 Wigw A aS Cuwd SO ulb sl
AwS 255 1, LOOKUP g, D2 Jolow 5> .awsS ol |
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ool Lsulall blxd 5l aS ¢« (owiuw |, A4 Jolw ) 5,91 (s cawy |, Cisco i JowsS|

owl 5iS>9S Int (o 5l aS wowl S)lase

Ed Microsoft Excel - Chapter 23

J@ File Edit %iew Insert Format Tools Data Window Help
D2 -] =| =LOOKUP(C2 A A)
A | B | ¢ | b | E
Customer Name
AlG Int ICiSIII _l
Armazon
CisCo
Intel
Microsoft
Motorola
MrExcel
Facific Bell

WO (00|~ O D) M

=
o

Sjloo 05910 & 5l Hlado Sy ghzsiwl :ILOOKUP &)U

J File Edit “iew Insert Format Tools Daka ‘Window Help

E4 | =| =LOOKUP(E3 Dates,CPI)
al B8 [ ¢ [ Do [ _E [ F
1
2 Dates CPI 2
3 01,/01/2001 100.00 03/15/2001
4 0z,/01/2001 110.00 120 1
S 03/01/2001 120.00 120
=] 04,/01/2001 120.00 2
7 05/01/2001 140.00 110
g 06/01/2001 150,00
9 07/01/2001 160,00
10 03,/01/2001 170.00
11 09,/01/2001 120.00
12 10,/01,/2001 190.00
12 11/01/2001 200.00
14 12/01/2001 210.00
15 01,/01/2002 =220.00
16

(i | JS0i) 615,58 (w0 0 Yo o) Guwslo Y0 &)l sl | awlys Slaie LOOKUP &,
FCowl 0auw e Jbio > oowl 9

B3:B15 Jglw 0390=0 — Dates [

C3:C15 Jglw 035900 — CPI [
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. A
1) diiwwd ulwsy Jgb sLls ( Dates g CPI ) lpJolw 03930 9> : 7
00l Cowl Az aS il uilwsSs Jgb Shls b 0393=0 95 .( Jglw "4‘:

..LquJ Cow)d

» ey ;Las | Ctrl + A S 9 = Lookup asS b « oS ozl | E4 Jglw )
g csw el Function Arguments sl o,9lx0

OK g, 9 05,5 Ll |, @3S udgl « Function Arguments sl o,9lxo ;38 ;5 .Y
o sw el Function Arguments sl o,9lxo )5S .auS SJS

Function Arguments
COKLP
Lookup_value |E3 :"J = 36965
Lookup_vector |Dates ) = {36892;38923; 3695
Result_vector |cPI ) = {100;110;120;130;1

=120
Looks up a value either From a one-row or one-calumn range o from an array, Provided For
backward compatibility.

Lookup_value is a value that LOOKUP searches for in Lookup_wector and can be a
number, text, a logical walue, or a name or reference ko a value.

Faormula result = 120

Help on this funckion Ik I Cancel |

QS wlxwol | E3 Jelw Lookup_Value jusio >

S 135 |, Dates oowl 9 auds ,Las |, F3 ¢ Lookup_Vector j.sio >
S 15 | CPI powl 9 auds ,Lad |, F3 ¢ Result_Vector j.sio 5>
S SIS OK S99 auS ploi |, &1L Us)S 5)lg

4 O ™M =

9> A 9,0 Yoo ) Lo 10 Sgluo S (s, S|y Dates osga=o ;5 gL
> 30l 5w To o) ol ) 3u,b S (s Bawo byt 55 MolS aS syl .S Lswo
&l aS S lase g (sw 03l5,5, Income aLd o39a=0 ;> Lblue Jglw 5l axuw

(C5 Jglw ) el 1Y+ 50 215,35 (0
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VLOOKUP g

LS\ W osly Jga> Slgsigivw 51 oSy 5> Jolw S5 5l 1 lase Sy VLOOKUP &L
&b slhwl 55 V &,> .ol s LOOKUP gl aidl aswgi VLOOKUP &G .l ;S
> Coow S | 5lase S5 VLOOKUP &G .auil, sw ((Saxgec ) Vertical aolS waexo
2l 03,5 oz lowd aS (sugiw 53 | Hlase Sy g S 5w gxiw> Jga> Ugiw ()0

21,8 sy shbw Uled U, blso

J@ File Edit %iew Insert Format Tools Data Window Help

F5 -] =| =\LOOKUP(F3 Data F2)
a] B | ¢ | b | E T _F_ T
1
2 Dates CPI 2
2 01,/01/2001 100.00 03/15/2001
4 0z,/01/2001 110.00 120
] 03/01/2001 120.00 I 120 .l
=] 04,/01/2001 120.00 3
7 05/01/2001 140,00 110
=] 05/01/2001 150.00
9 07,/01/2001 160.00
10 0s,/01/2001 170.00
11 09,/01/2001 120.00
12 10/01 /2001 190.00
13 11,/01/2001 200.00
14 12/01/2001 210.00
15 01/01/2002 220,00
16

Jlg
<.. La..qu O)S._J).Lé_?__‘ Yeoo) L).&J)LO \OJQ(CPI) o.LLiS k.9).u0.0 UD?LMJ)I.LQ.D

Sewly
(eawin b JSoi ) cauib csw 1T+ CPI o

Oy
05)5 d.\..D.b)_uJ)) CU)LJ [’ LJ_9I U_g.'LuJ)b‘ UTJ) QS u_uJI QW |.LAJ ._S\on)b 'Y~ )I.LQ.D

L',._J_l_g(Y”\ u.u)l.b \ CU)L}MWJ' O_La.uu.u.w@)b tSSLA.LLDlJ).A.QSM)LA_LUl
coowl aisals L8 Hhw Uled L bl auil (s CPI juslés aS o9y Wgsiiw > dac
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AuS @y Joa> Sl powl St ) a> o

s HLad | Ctrl + * SlaaudS 9 05,8 wlxisl d o3ls Jga> 5o | Jolw S5 )
>,lg Names in workbook .l ;5 |, eowl 9 « aud> ;Lad |, Ctrl + F3 slaads .Y
AwS SuS OK osg, .Y

2GS b | &b ¥ al> 0

(W osl> Jga> ;5 CPI wgsiw o)locis ) oS b ) Y osae « F2 Jglw 55
9 =VLOOKUP 1uS b ( Jgo,d [les ) &b Lle 5 oS wlzwl |, F5 Jolw .Y
ww ol Function Arguments Sl o 9l=o 5318 o> L |, Ctrl + A slaads

.)9.}.:)
Function Arguments K
—YLOOKLIP
Lookup_value IFB ] = 36965
Table_array IData :'t_] = {"Dates","Quantity",
Col_index_num |F2 :&J =3
Fange_lookup I fn_j =
= {120}

Looks for a walue in the leftmost colurmn of a kable, and then returns a value in the same row
from a column wou specify, By defaulk, the table rmust be sarked in an ascending arder,

Lookup_value is the value to be found in the first column of the table, and can be a
walue, a reference, or a text string.

Formula result = 120

Help on khis funckion (0] 4 I Cancel |
Sy aS S)lase ) oS ool ) F3 Jolow «( sJgl ) Lookup_value oo aLS ;> .Y

(394 s plzl apwlo Ol

L Data powl 5 osls ,Lid L F3 adS « (we> ) Table_array ,usmo ald 55 .8
2SS Sl

o,lonts ) S wlzwl | F2 Jglw ¢ (swow ) Col_Index_num ,usio aLé 55 .0

(W osls Joa> 5> Ugiw
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AuS SS OK sg, .11
AV 5l cowl o)le Y1 /10/Y )5 CPT laso @ U quawlxo gulv

Ologs

2850 093 Ulgic @ d 0sls Jgax &Sy 5l (Jglw 0v9ax0 Sy L) ool Sy aS (5589
dwl=xo B o3l> Joa> ;5 | lgiw slass JowS| « seu0 (5w 3,lg VLOOKUP g, >
L,  osl> Jga> 5 39>90 Slpigiw slasi 5l 168,50 Sl oslons aS 3uS @ds .S o
s aols Uns pléy oS! L 0 Syl

Range_Lookup : juio (a0, lp>

Function Arguments E
ALOOKLP
Lookup_walue |F3 j‘_‘ = 36965
Tahle_array IData :KJ = {"Dates", "Quantity”,
Col_index_num |F2| :u_j =3
Range_lookup |false ] = FaLsE

Looks For a walue in the leftmost colurn of a table, and then returns a walue in the same row
fram a column wou specify, By default, the table rmust be sarted in an ascending order,

Col_index_num is the column number in table_array From which the matching walue should
be returned. The First column of values in the table is column 1.

Farmula result =

Help on this Funckion (o4 I Cancel |

0 aS Cowl S)lade wowl sanw g5 aS S)lase « VLOOKUP g jusio oudgl adid s
3,15 513 Joa= wgiw sl 9 sl ol

ewl ugo ol 4 ol weewl Il (Range_lookup) sl setie U2)8 Ui usb
Su 0,S oy SLuas,S o ol lase U Solwo b ,iS>9S lasoe Jlis JowsS| as
dlezs S5l « 23Sy L LWl 31 False 3uS Gub ool sasio 5> « (348> WolS 5590
WolS 5,90 Su Jlus VLOOKUP &U.a6S iso A ugiow ywlwl u ) W sls as wowls
33,5 (w0 e e Ugiw > sbol lase b (gubaio
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MATCH &L

J File Edit Wiew Insert Format Tools Data  Window Help

E5 | =| =MATCH(ES, Dates)
b | B | C | D | E |
1
2 Dates CPI 2
3 01,/01/2001 100.00 03/15/2001
4 02,/01/2001 110,00 120
=] 03,/01/2001 120,00 120
[i] 04,/01,/2001 130.00 3 1
7 05,/01/2001 140,00 110
g 05,/01,/2001 150.00
9 07/01/2001 160,00
10 03,/01/2001 170,00
11 09,/01,/2001 150.00
12 10/01/2001 190,00
12 11/01/2001 =200.00
14 12/01/2001  210.00
15 01,/01/2002 220,00
16

 Jebw @b w5 @S |, Ol Jolw iy aylocts b s, o,loets MATCH g
(015,3 (swov 0 b Jglaw 51380 9 ) 315,35 Cow 51 ol 05,5 gz

AU L aS el uld Jglaw 0391050 o 55 wilSo Jolw cuods B12 Jglw: Jlio
.l oauw s,13860 Dates ( B3:B15)

ATCH 0w &)d E3 !J_gl_a.u)b Y"\/\O/Yaq)b

Lookup_value |E3 :“_J = 3R0E5

Lookup_array [Dates e - {36892;36923;3695 ol
Makch_type | =

AwS ool 1) E6 Jolw
Retu_rljs the relative position of an ikern in an array that matches a specified valug in a .
specified order. 9 =MATCH IS k_&JlJ . LJ9.0)9 )|9J )) .Y
explanations of the match kvpes,

e s o 1,0, 7o e o sl 2305y
B Fomdarest =3 [ 1 cne || s> ,Lad |, Crl + A slaads
Ao csw el Function Arguments sl o,9lxo

AwS wlxol 1) E3 Jelow « ((sJsl ) Lookup_Value jusio 29 55 .Y

|, Dates puwl 9 dud> ;Lad |, F3 adS ¢ ( swe> ) Lookup_Array jusio a8 s W&
BWLRTH AL

AuS SWUS OK s, .0
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MATCH_type : jisio 3.9 (uogaw

S o vl sxiw> 05930 w53 b Jol usio > 39=90 Llade ukio puegw
35 2w oal ¢ ool o Yoo Guslo V0 Eu,l susio Gudsl 5> de>g90 Hlaso « Jlio Sy
o A8 55 (849> Sgmiw> Sk |, 0 laso 510 3959 @ osls odga=0 w
Sy Olg> U aS Lw adlgs> el Joc ool Jbo ¢l )> .auS >,lg Match_type

ls,S5 1, #N/A

INDEX &b

§1 63y Lot Usinw 5 sk gbli Jxo s gdls Joluw 5l |, lade Sy INDEX g/
15,8 o B osly Jga>

Select Arguments E
INDEX

This Function has mulkiple arqument lists, Please select one of them.
Argunents:

oo o T ColLE B
reference, row_num, column_num, area_num

Help on this Funckion I I Cancel |

: 1S o pald |, 0lSol 95 5l (sSy INDEX U
015,8 swow Jolw KUl Hlase S5 aS LislisS iU jusio M
15,8 o | 8250 Sy aS i Vg iU susie M

E4 Microsoft Excel - Chapter 23
J File Edit Yew Insert Format Tools Data Window Help

E7 | =| =INDEX(Data,E6 E2)
A] B | € | D | E |
1
2 Dates CPI 2
3 01/01/2001 100,00 03/15/2001
4 0z/01/2001 110,00 120
] 03/01/2001 120.00 120
=] 04,/01/2001 120,00 3
7 05/01/2001 140,00 I 110 _l
8 05,/01/2001 150,00
9 07/01/2001 160,00
10 0s/01/2001 170,00
11 09/01/2001 1=20.00
12 10/01/2001 190,00
13 11/01/2001 200,00
14 12/01/2001 210,00
15 01/01/2002 220,00
15
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e VU s |, oo« Jbo

Aol o d osls Jga> 5> 39>90 Slpigiw slaes slls E2 Jglw

Aol o W osl> Jga> s ds9>90 Sldhaw slasi slhls E6 Jglw

Cowl 59>90 E7 Jglw 5 aS wlowl=o azn .auwl o Data W osls Jga> oowl

Aol o 1) e

2iles S, 1 olowleo WS,S Cugds

MATCH g VLOOKUP gilgi S5

o 1S Uil Losds @S sugiow »8 5l Jolw U 51 1 W osls VLOOKUP g
s ol Ogiw ylouts 4y bgiyo aS 1) pgw suie $Sclw @ Al o ¢ WlsS
o, lois UeS> oo .3, 39>9 (sSiino il lol siw, (s L @ oslw di> e s>
o s ol v Uginw S)loww slasi Shls as esls Jgas> Sy s | veiw Sy
&L pow 2o > aS | siw o)lot Sclw A Al o WS> laws oS
Sl aS VLOOKUP osuzn ulsi Sl Ulgi (so 93> Sauds i 3yl 51,8 VLOOKUP
€3S o Ssbw ay | JSiine ol 19y s LIS Gl aups

J>

S oS, VLOOKUP gl juéio ¢puosw U |, MATCH g

MATCH 9 VLOOKUP glgi wusS,J
AwS dwlxo MATCH &U 5l oslaiwl U 1) ogiw slases )
S oSy gl Sy s L gies Y

B Microsalt Ercel - Chapter 22

(=] Fhe M Wew [l Fyeoh Teoh Qels Wieskss el

A 1] [= (] 7 F G 2]

Acconnt
1 Paamiber  Account Nanee Pl Jarmsary 2001 Pebruary 2001 March 2001 Apel 2001 May 2001
F 101 Tealis coma BT 37, 30,751 26,585 20,565
3 a0 o tg Fr) i al Exp e v ] JETE F.Aazxs FEE1l B,
4 |z Employes Beredtn  Ganaral Fag 1,54 1,767 1,554 1 1,775

a3 Roal)i o] Candal Exp e 1,05 =7 1425 1,423
& 0d Pl G &l Mo 3,500 3, S0 3,500 2,500 3,500
T 205 Aghvgrtiing Cngal Evp 145 2,765 1,233 1492 1,224
[ -] ralwrs Lap e al Lep bl i, 70 2/ <, J 1 L2
9T afficn: sppios Gl B e 33T 162 kL GBS
L] Office Eap. Cemeral L kel B4 423 15 54
1R Trisgpors Caner sl e 7 QT 2 e EE4

210 Cudprdiation il B = i} 250 0 0 250
b
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..LJJL_Jk_S\OVD.LCY”\ J}_)B‘I’USMJOJLQ_A.AJ‘XJLJ‘JS_MUJ)b

9 wlw> ol « Ll o)leui @ Jo_g._;)p b osly Jgax> > Jgl wgiw aw — OUlaawlxo
Juol U assils slpalo wsly Lgiw 5lp 09Mes 9wl (0L 9 59.w) P&L

WWgiow Ulgie o pwlbwl 5 Uginw 0,)loniy duwlzo — IS

AS aaol b osly Jgas a4y 3> Ulgice Sy — @S
L YV /YY) 20U E1 Jolw 55 oS S5lg [, Yo /0 /) &u,b « D1 Jglw s @
G 0S, Aiws LadS @ | il 9 S Okl | Jelw 95,048 5)lg —
SS9 4SS vl b lplohw aod 2SS ) b )05 slpdolw
Ao sw ol Format Cells sl o)glxo )58 (auds jLad |) Crl + 1

|, Custom ai,;3 Category caowwd 5> g 05,5 wlxil |, Number &, w
AuS SUS OK s, 9 mmmm yyyy auS <ol « Type ald s oS olsl

2SS e powl 93 1) al> 0

Names in  ciowd >« 2ud> ,Lad | Ctrl + F3 sSlaads ¢ ausS ool H ) Jlaw )
AuS SLdS OK sg), 9 Rowl ausS b workbook

L, Ctrl + F3 SadS guww .auS ozl Ctrl + * osls ;Lad U ) d osls Jga> .Y
AuS SWUS OK sg,) 9 auS >,lg Names in workbook s s |, Data s> ;Laus

S Ol [ AL Jglw ¢ 3wS 5L 1, Sl &5 )
.Y”\/\/Z#&waAl LJS.Lw)b Y
J40 >ac aS S wds ) . =MATCH(AL,ROW1,0) 1S s,ls |, &G « B1 Jglw 5 .Y

(3553 plxl gudnio MolS 5,90 Slyy x> U iS5l suio Gaogaw 55 )

Vo acwlxoe axs LS
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..\.A.AS >)|.9 A2 LJ_Q.l_uJ qJ I) Y“ ULA.LD OJLQ_A.AJ .\
&b 0 uosw > - =VLOOKUP(A2,DATA,B1) 1S s,ls B2 Jglw ,s |, &b .Y
. VAA) @ acwlxo axs WY

&lgi S5 & al>se

9 S wlxil = woMe v | Jgo,d «( MATCH gL ) Bl Jolw Jgoyd ,lgs 5>

> Caoow D ) S SuS "Mas) coMe Sy, uw s LLas |, Ctrl + C slaoals

9 1S bzl 1) B gwysl Jsoyd Hlei 55 9 awuS wlxwl |, B2 Jolw .( Jgosd Jlgs

AwS )l | Ctrl + V slaads

P 3 adle> 65,565 Jgo,9 Sy (sulp Az
=VLOOKUP(A2,DATA,MATCH(A1,ROW1,0))

MATCH ¢ INDEX ilgi S,

DS 3)lg 25 cowd 5l lase SO AL Jolw 5y oS ol uas a8, S5 L)
. =MATCH(AL,ColB,0) 1S 5,ls Bl Jskuw 55 1S awlo |, Wyl slasi ¥
ool sw A dac aswlxo axuw

Y”‘/‘/Z . .LA.AS ))|_9 I))J_) CU)LJ A2 ds.l_u.')) Y

188 Cancel
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>lg |, =MATCH(A2,Row1,0) &U B2 Jglw > .S acwlxo |, lpgiw slaes &

ol YEO sac @i .3uiS 3,lg |, =INDEX(Data,B1,B2) &b C1 Jglw 55

S Sy L gl 18 al> 0

&L 55 U 5, audlgs osleiwl = woMe gy Jgo,d les 51 &b (suS SwuSi 5l lowws JI>

AS S Ll %0

92 CoMe Sy, auS (S = woMe wen |, MATCH g « Bl Jglw Jgo,9 Sl

ozl |y Bl Jelw gw,ysl « Jgo,d Slgi 55 9 05,8 wlkil 1) C1 Jglw G .2u6S SIS

A ,lad | Ctrl + V sloads g 05,8

S ay C1 Jglw )5 1) B2 Joluw 5> 39>90 MATCH g,U U auS oslaiwl Givg, Ulesd 5l

1390 (w0 0D 505, LS, &b LS SIS B2 Gl
—INDEX(DATA,MATCH(A1,ColB,0),MATCH(A2,Row1,0))

J@ File Edit Wiew Insert Format Tools Data Window Help

1 j =| =INDEXTable MATCHAT CaolB 0) MATCHAZ FHow 07)
& . B C p | E | FE | & | H |
1 |office supplies q . 345 1
2 april 2001 7
3
4 |Function incell B1 =MATCH{AL ColB, 0}
5 |Function in cell B2 =MATCH{AZ, Row 1,0}
& |Function incell C1 =INDEX(Table,MATCH{AL, ColB,0),MATCH{AZ Rowe 1,00
7
Combo Box

S dowlxo | ugiiw o)loci U aus,S adlol VLOOKUP &b a4 |, MATCH gL oo
Awl=o |, Ugiw 9 Haw o)los U aus,S aslol INDEX U @ |, MATCH iU lowis
Cowd S5l L sae S algn aS sgui s wucl Combo Box Syl eslaiwl (oS
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I nf o@ RANMVEET. COM


www.iranmeet.com

WWW.IRANMEET.COM

MATCH &b ;| oslaiwl b S3lo aS 3o (s el L8 ol wigail 5> auS Ol
Aol aisiwlas VLOOKUP g INDEX gilgi 5y wesiow 6;locis awwlxo Sl

$oaS |y =S 51 |, Combo Box

@3S o b Sgio 5l kS SIS wowl, Ol o) 9 05,8 Wzl | sl e S Sy
AuS wlzwol |, Forms

Combo Box U ,8

ol SoaS o8 4o .wl 03ui Cwgay Combo Box @ o Jglw 03930 | Caound S
03 gy Combo Box b aS (sJeluw 53 eal Of s, o)los e Wil o]
D9 (S0 ) ol

: Jlo

o duwglio Ju8 Jlw a0 cuwws Ubj 9 9w Ulho aS ad> sw vliw y JSow
3 0duw ooy Gauulos Sl osly 8593 e ucl, Combo Box s oo juus ool

Ao Adlgs abgy o olo Luwlwl

Ele Edit ‘iew Insert Format Tools Data Window Help

A B [ D | E | F | | H | I | J | K|
1|
ol | March 2001 Y| ZZZ Company Inc.
| 3 | [apri 200t ﬁ Profit & Loss Statement March 2001
4 May 2001
| June 2001
| 5 | | uky 2001
B | | e ot F Current Year Previous Year
October 2001 > Current Current
| 7 | Month 90 ¥.I1.D 90 Month ei!] ¥.I1.D ei!]
| 8 | Revenues
| 9 | Sales 1,001 20.75% 1,014,015 93.78% 1,001 o0.75% 1,002,003 98.28%
| 10| Interest 101 9.16% 11,515 1.12% 101 9.16% 10,303 1.02%
| 11| [Other 1 0.09% 1,015 0.10% 1 0.09% 1,003 0.10%
| 12| Total Revenues 1,103 100.00% 1,026,545 100.00% 1,103 100.00% 1,013,309 100.00%
13
| 14 | Operating Expenses 10 0.91% 125,150 12.19% 10 0.91% 125,020 12.34%
| 15| Gross Income 1,003 09.09% 001,395 57.81% 1,003 09.09% 838,279 57.66%
16
| 17 | |General & Administration Exp. 17 L54% 282,005 27.47% 17 1.54% 281,801 27.81%
| 18 | Marketing Exp. 12 1.03% 164,760 16.05% 12 1.09% 164,636 16.25%|
| 19| Total G&A & Sales Exp. 23 2.63% 446,785 43.52% 29 2.63% 446,437 44.06%
20
| 21| Net Profit before interest 1,064 96.46% 454,610 44,29% 1,064 05.46% 441,842 43.60%
| 22 | 1 0.09% 5,015 0.49% &) (0.09%) (5,003) (0.49%)
|23 | 1 0.09% 315 0.03% 6} (0.09%) (303) (0.03%)
| 24 | Interest 2 0.18% 5,330 0.52% ) (0.18%) (5,306) (0.52%)
| 25| Net Profit before Income Tax 1,062 06.28% 449,505 43.80% 1,065 095.55% 446,845 44.10%
| 26 | [Income Tax 352 34.66% 161,554 15.77% 353 34.76% 160,564 15.86%
| 27 | Net profit 680 61.62% 287,741 28.03% 682 61.80% 285,981 28.22%
28
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Combo Box <, ws,S aslol

wwolbwl wei 1) a> o

AwS 3lg sauas S8 s A12 B AL slpdglw 5o | suolws U aysils slealo )

Names in aLsd > ¢ s> ;L |, Ctrl + F3 slaads ¢ oS olxil | ale caownd .Y
AuS SS OK sg,) 9 05,5 >,lg |, MonthsList eowl workbook

powl oS Sl ), Crl + F3 slaads ¢ oS ol |, Bl Jolw .Y
AS SS OK sg, 9 2uiS >,lg Names in workbookals > |, MonthsNumber

2wS a8lol S8 a4 Combo Box &5 1 ¥ al>,0

0. 53U Sgio 5l 9 05,5 SIS cowly Ul Sy, 9 ¢ asS Lol | 1l Hle 5l eSs L)
S wlxaol |, Forms aigsS
Combo Box .3wS puw), a8, 5y Jubiwe U .asS SuS Combo Box weSul g, .Y

owl 000 adlol

Combo Box saudsow 1Y al>,0

Format au;S oauiw 5L Sgio 5l 9 auS SJS wowly oS wlxsl |, Combo Box )
AS wlxol |) Control S).;).w P VTPUVTINL WA ol |) Control

Format Control 7| x|
Size: | Protection I Properties I Web Controll
Inpuk range: IMonthsList :*_J
Cell link: IMonthNumber i

Drop down lines: IB

¥ 3-D shading

Ok I Zancel
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|, F3 audS awlgi (swi loww ) oS b |, MonthsList eowl « Input range aLs > .Y
(-2S SISl L ool OF b 51 G s JLasd

2SS b [, MonthNumber oowl « Cell link 0l ;s .Y

(i osuly; sy ) oS SUS 3-D shading oS g, .2

AuS SuS OK sg, .0

L 530 Jolw SO aslgi (s L8 ol by g 2, Combo Box wsauudSea «Jis 5l

aS 1S a>gi .awS wlxil | oo Sy 9 2SS 5L |, Combo Box v Js .0wsS wlssl

g s 03> Ul Bl Jolw 5> Saua> oo o) lonw

Combo Box ,> (swlwl U ,I8 sblso

asS >g.0 swo acl Combo Box s> oo e (swlbwl diows @ cowd Su Bl
aS >g.u s ael a8 55 Cowd Slw Wi Seub 59y U 85935 59 4 lood o

390 iy 3 Combo Box > 39>90

Combo Box <, Wi>

AwS wlxol | Cut oocw 5L Sgiw 5l 9 auS SIS wowl). oS ol |, Combo Box

¢ S wlzail [, Object aiusS (oS SIS Special anSs S, « auds ,Lad |, F5 oS
AuS SuS Delete g, w9 S SUS OK s,

leJolw UL Combo Box o;laul eulais

<> 5 Combo Box Jls oS SudS cowl, Ul Sq; 9 05,5 wlzil |, Combo Box 5
Sle> 55 39290 S 0,,.8ws I sSU a3,S L |, Combo Box o1l .s,ls 5L, Giwlug
olgzds WSo @ |, Ul g 23S S Combo Box Sy, .3uS eudais Ol wawiS 9 aLigS

S pabais Ol Ve U oSy
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S eubaii 1) ol o5lal B ay,ls oS5 Co

Combo Box ,S>g5> pulhis
mbo Box Sy, SUS pKid a |, Alt 2S

F2 Microsoft Excel - Chapter 23 P&l

October 2001
MNovermber 2001
December 2001

J File Edit Wiew Insert Format Tools Data Window Help
A B | c [ o [ E | F | G

1 January 2001 3
2 February 2001
- Marcﬁ 2001 March 2001 -
4 April 2001 January 2001 |-
= May 2001 February 2001
G June 2001 April 2001
7 July 2001 May 2001
5 August 2001 Pyl r
8 | September 2001 August 2001 st
1a
11
12
13

Combo Box g VLOOKUP &, S,

o |, ol (To o) Jlw 5l ga U ) olo Y1 Jolis aS Jlw Slpalo 5l ) &

S "M Log Combo Box

Ed Microsoft Excel - Chapter 23 P&l

J@ File Edit “ew Insert Format Tools Dats Window Help
A | B | c | D | E L F [ & [ H |
Consolidate Account
| 1 |Account Name P&L Name 8 PRL January 2001 February 2001 March 2001 April 2001 | May 2001
| 2 |Sales Revenue Revenue - Sales (1,000,001 (1,001,002) (1,002,003 {1,003,004) (1,004,005}
| 3 |Interest Revenue Revenue - Interest ({10,101} (10,2023 (10,303} (10,4043 (10,505}
| 4 |Other Income Revenue Revenue - Other Income (1,001} (1,002} (1,003} 1,004) (1,005)
| & |Car Exp. GEA GBA - Car Exp. 5,001 5,002 5,002 5,009 5,005
| B |Office Supplies GRA G&a& - Office Supplies 301 302 303 304 305
| 7 |Computers Exp, GEA GEA - Computers Exp, 201 202 203 204 205
| 8 |Insurance GEA GEA - Insurance 1,001 1,002 1,003 1,004 1,005
| 9 |Audit GEA GEA - Audit 1,101 1,102 1,102 1,104 1,105
| 10 [Rent GRA G8A - Rent 5,001 5,002 5,003 5,004 5,005
| 11 |He:ad Hunting GRA GBA - Head Hunting 7,501 7,502 7,503 7,504 7,505
| 12 |Courses GEA G&A - Courses 901 o0z 03 004 o0s
| 13 |Other GBA G&& - Dther 101 102 103 104 105
| 14 |Utilities GEA GRA - Liilities 1,251 1,252 1,233 1,254 1,235
| 16 |Maintenance GEA GEA - Maintenance 1,501 1,502 1,503 1,504 1,505
| 16 |Tares GEA GBA - Taxes 951 o952 953 o954 935
| 17 |Salaries GEA GBA - Salaries 250,001 250,002 250,003 250,004 250,005
| 16 |Legal GRA =84 - Legal 2,501 2,502 2,503 2,504 2,505
| 19 |office Exp. GRA GRA - Office Exp. 1,201 1,202 1,203 1,204 1,205
| 20 |Cleaning GaA GRA - Cleaning 251 252 253 254 255
| 21 |Telephane GRA GaA - Telephone 3,001 3,002 3,003 3,004 3,005
22 [Interest Interest Interest - Inferest 5,001 5,002 5,002 5,009 5,005

23S ¢ S Olswl [ D1 Jglaw auS (sS o

ul.xu")l.g.&Lou_ou‘\)Ja_nu)b.\

[, Ctrl + C slaads g osls ,Las Ctrl + Shift obod @ |, > wonw Sl wp>

18 Attach
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SIS cowl) ¢ auS Olxaol [ AL Jelw asS ol aligy)S 55 ) o> a8 S LY
Sl ooyglxo H38 5 .auS kil |, Paste Special aiu;S oas 5L Sgio 5l 9 AsS
Combo > 3959 x>l & Juds oS ulxwl |, Transpose aw3S « Paste Special
2wl Sxgoc wigo 4 LU Box

ool ads ,Lad | Ctrl + F3 slaads « balbe wowd Shy oowl So vy sl WY
S SUS OK sg;, 9 auS >)l9 Names in workbook 208 > |, MonthsList

MonthsNumber powl (> ;Lad |, Ctrl + F3 slaads ¢ asS olxol | Bl Jglw &
AuS SWS OK sg, 9 05,5 5,lg Names in workbook s s |

0l 5 Sgio 3l 9 A4S SIS cowl, Ul gy 9 05,8 Llaul | Wl Hles 51 S, .0
S wlxol |, Forms ai;S

S adlol a5, 4y Combo Box S, « Forms 1l lgi 5l oslaiwl b .11

powl o Link to cell ol 5.0 5)lg |, MonthsList eewl ¢ Input range aLs ;> .V
o il aS AuS a>gi ) LauS SWUS OK g,y usw .26S 5,lg |, MonthsNumber
(c2S oslaiwl (swolwl )13 sl F3 oS 5l awlgs

AwsS olxol 1) Yoo gwylo ol 5l 9 05,5 50 |, Combo Box .A

o S,1i86L MonthsNumber M.d aS « > (sw 255 Bl Jglw 5,5 Y sac @ Qs

.Qa_u.ll

J File Edit Yiew Insert Format Tools Data ‘Window Help
Drop Dowen 1 j =| =MuonthMurmber
A& | e [ ¢ | o | E [ F [ & | H | I [ 4
| 1 | January 2001 3 _
2 February 2001
3] March 2001 g”mh o LE
| 4 | april 2001
| 5 | May 2001 Format Control
| 6 | June 2001 Az ah
7 July 2001 Size Protection | Properties Web ; o
B Augus};: 2001 | | propones | L
| 9 | September 2001 - F ®
10 October 2001 Input range: |M0nthsLlst
I Movember 2001 Cell link: |M0nthNumber
12 | December 2001 R —
E January 2002 Drop down lines: |3 EE
| 14 | February 2002
| 15 | March 2002
16 | April 2002
| 17 | May 2002
| 15 | June 2002
| 19 | July 2002
| 20 | August 2002
| 21 | Septermber 2002 [ 30 shading
| 22|  October 2002
| 23 | Movember 2002
| 24 | December 2002
| 25|  January 2003
| 26 | February 2003
| 27 | March 2003 ok | concel
E= April 2003
29 May 2003
yvA
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Combo @, asS slasi U d osls Jga> Slpiginw slasi pulais
Ll 0o Jgay BOX

low aS wewl o 0)lois @ bgsyo L ,alb MonthsNumber Jglw ;> aS Y sac
Yoo sl Sy d osls Jga> s o 5,90 sac 05,8 wliol Combo Box wowdd >
9( Ul 9 590w ) P&L 9 Ll o)locis « Ll U Sy Ugiw aw oLl sw T sac
Ugiow 0,lonis iy « dac ol Yeo) ulo U Yeo) agil; Sale Sl ugiw aw
o0 >)lg VLOOKUP g,U )5 jusio yuogaw Ulgic @ 1L« Yoo Lu)lo
=VLOOKUP(B3,DATA,MonthsNumber+3)

Combo Box g sulij,l « INDEX &)U S,

widg |y Ugiw 8)lonw aS Ll ww LS 9 ulwl 9 (sJle SwuSs &, Combo Box |zl
Combo Box au Jglw 5,5 39>90 0,lois .36S (s duwlxo bo Sy « ouyls 3o ol @ as
& 5> Ugiiw 0,locs Awlzo ;5> MATCH &b 5,0,8 s cucl Ul g Cowl 030 Aigay
9. _sw INDEX g, g VLOOKUP

S oo (0SS o au INDEX g,U s Haw 0)lois auwl=o ;5> Combo Box s> ,a

S 03lol Yo o) Lyl olo Shy | iugyd 5l L] : Jlie
1S aSlol ol I soowd Su L ), Combo Box & ¢ Ugiw 0)loss awl=o Sl
03 g Combo Box au Jolw ;5> 59>g0 sac .aui o3l> i Wd aS (suig, dislod
Joa> 55 1) eiw aiwlxo a2yl JuwsSl 59t v i a5, Slpigiw b g woul
ww INDEX &)U jusio uogaw 55> Ugiw 0,loci cubud> 55 oul 9 15,5 (5o 0 B o3ls

Aol

U 2o Gaogs aS |, Sibw o)lonts auilei o WS> — slaaw o)low Auawlxs
Account sl coud SO AuS v sew boo A4S U659 TS anwl=o wowl INDEX
Gt w9 ¢ (o] sl U B2 5l Jglw asb « B Ugiw ) 2sS w25 Name
Ao a0 lowd & dawd S bl loww oS Juog Combo Box Sy« |,

YVV
I nf o@ RANMVEET. COM


www.iranmeet.com

WWW.IRANMEET.COM

S khad Combo Box 8 5 9 auS skl Ldolw aesd ;5> Combo Box sl slasi as
o doe J> o) ol S Ol | Gl ool

J?Ol)
Jad au subipyl 3590 5 ik wlawogi Sl asS Jos Ldolw a4 ul)l cowd S

J File Edit “Wiew Insert Format Tools Data indow Help

cz2 | =[=E23" - "aAZ
A | B | [ | D | E | F [ G | H
Consolidate Account

| 1 |Account Name P&L Mame 8 P&l January 2001 February 2001 March 2001 April 2001 May 2001
LISE”ES Reverue |Re\renue - Sales | (1,000,001 (1,001,002 (1,002,003) (1,003,004) (1,004,005
| 3 |Interest Reveriue Reverue - Interest (10,1013 {10,202) (10,303) (10,4043 (10,505)
| 4 |Other Income Reverue Revenue - Other Income (1,001% 1,002} (1,003) 1,004) 1,005)
| 5 |Car Exp. GBA GEA - Car Exp. 5,001 5,002 5,003 5,004 5,005
| B |Office Supplies GRA GEA - Office Supplies 301 302 303 304 305
| 7 |Computers Exp. GEA GEA - Computers Exp. 201 202 203 204 205
ilnsurance GEA GEA - Insurance 1,001 1,002 1,003 1,004 1,005
| 9 |audit GEA GBA - Audit 1,101 1,102 1,103 1,104 1,105
| 10 |Rent GEA GEA - Rent 5,001 5,002 5,003 5,004 5,005
| 11 |Head Hunting GEA G4 - Head Hunting 7,501 7,502 7,503 7,504 7,505
| 12 |Courses GBA GBA - Courses 201 302 303 904 905
| 13 [Other GEA GBA - Other 101 102 103 104 105
| 14 |Utilities GEA GBA - Utilities 1,251 1,252 1,253 1,254 1,255
ﬁMaintenance GE.A GE4 - Maintenance 1,501 1,502 1,503 1,504 1,505
| 16 | Taxes GEA GEA - Taxes ==x 952 933 954 935
| 17 |Salaries GEA GBA - Salaries 250,001 250,002 250,003 250,004 250,005
| 18 |Legal GERA GEA - Legal 2,501 2,502 2,503 2,504 2,505

19 |Office Exp. GEA GBA - Office Exp. 1,201 1,202 1,203 1,204 1,205

2wS adlal (sull S

Down Arrow + Slaads wsls jLas 9 A2 Jglw il U |, Account Name ]
29 s | IndexList oowl 9 auds ,Lad | Ctrl + F3 slaadS.ausS olsol Ctrl + Shift
AuS SuS OK sg), 9 auS b Names in workbook

S Juog lpdolw @ | cnnd S 1 Y ad> 0

BS U I, Ldslw 9 28 53U s9u slal GiylsS Ol 55 audles o aS |, SHuls S5 )
S Ll |, Validation aiy;38 Data sgio 5l .Y

S Wkl | List aiy38 Allow L5 9 « S wlxal |, Setting S50 ,0w .Y
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I nf o@ RANMVEET. COM



|, AccountName oowl « aud> ,Lid |, F3 adS « auS olxwol |, Source als .&
S SIS OK 59, 9 S 5,150
ozl |, Glus pul 9 2uS 5U s @y BS Sl (sdobw 5o 53 1) Gulil wowd 5o 0

(owiow |, S0 ) 2S 3,ls €5 Jglaw s |, INDEX gl
ssbio 4 ubsl cowd Sl olsil SWSS 5l MATCH iU jusio o9 S5 1 Olbaogd
|, wsasio wwiyi 0,lony MATCH U oS oslaiw! couwdd 5l pwl olxol 5> <lopw
@ o3> Jga> ;5 ColB wgiw ¢l vl 0w Ll Name Ugiw > aS 15,5 (s

.\:A_qu

Ed Microsoft Excel - Chapter 23

J File Edit Wiew Insert Format Tools Data Window Help

D& j =| =INDEX[Data MATCH{BS CalB 0, MonthMumber+3)
A | B | c | D | | F | G
1
2
5 March 2001 w
4
3 Sales I 30,251 _l
] Fevenues 7,425
7 Emploves Benefits 1,554
= Litilities aa7
o Fent 3,500
10 Advertising 1,233
11 Sales Exp, 2,665
12 office supplies 152
13 Office Exp. 425
14 Telephone 759
15 Depreciation 230
15

b osls Jga> 5l sy ywlbwl 30 W osly o go>

Ulgic a4  oslsy Joa> 5l | Hlase S Lo suly,l 9 Combo Box s lpdgo,d S )5

Jad ) 1S (oo Saw o> by pwlwl 4w |, ® osls SUMIF &b . 3615,5 (s Llg>
s |y &>50 aS 55Lw s ;o8 |, Lo OFFSET &L .( Giv,lowis 9 Saiu o> « duaw |, A

yvAa
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> s lowi @ |) UlSel ¢l Combo Box U a4 ws,S adlol g Jgo,9 95 S )i . oudd
S Saw ge> b 03y Jga> 5l Loy pwlwl o L d osls (sulwl @y as

Ao b 5y JSow f Jle

o> Judlgs (o aS S,5 olo L, L Yeo) agils oo Sly |, 0l 9 sew Sld pwl
(cawiow [ B Ugiw ) asS sap

o P ronsdll Faeord - Chapler 275 P
¥

B e pdr wew fraat Fomst Took [Mte Window Hsb

A B [ D E F G H
Comrsolclate Account

I |Account Kame Pid dame fy PRl lanuary 001 Feheruary 2001 March 2000 Ageril 2000 vy Sl
2 |Sakrs Flerwernss Prverus = Sallers 1 001 1001, 00z 1, 1 +1 {100, 0
3 |Iremrese Ryt Rifdruat - [ribtrast

4 |Tther Income PErverss Pevenue - Cther [ncoma 1,001 1,0k L i 1 L

& |Cor Fip. [T A = Cir Bip 50001 S 5,000 5, [EH SN
B |Offica Supplies GEA i - Office Supplies 01 a2 03 3 xs
§ | Computies Exp == R - Compubirs Exp 201 a2 203 2064 205
B |Iraranca sy GRh - Insur ance 1,001 1006 1,003 1, Cnsd 5005
B | st (=T R - il 1101 110z 1,103 1,104 1105
10 |Rent [T kA - Rk 5] SN 5,003 o, (EH SN
11 |Haad Hunting (et 354 - Head Hunting 7501 7502 7.503 7,504 7505
12 | Conarae=; [T s = o a1 L e L el L] bi ]
13 | Srthar ot GEA - Other 101 102 103 104 105
14 Ll (= A = LRIIAE 1321 v 1,293 1,83 B |
15 |Manbsnancs Gl GG - Manenance 1,501 1500 1,503 1,504 LS50S
16 | Tames (=T 0k - Tanes 251 a5 g5 o34 k=]
17 |Sailowns i Okl - Sl s e i1 B | e 1R ER £, (3 o), (M e R4 B
18 |Lieqgal et 554 - Legal 2501 2502 2,503 2,504 2505
19 | o B, [T A - Officd Bap 1.1 LA 1,03 1.:H LA
A |Cleaning o SaA - Cleaning 251 252 251 =2 255

S, 55 B ugiw Sl powl SO s 1) ad> 50
S SuS OK sg, 9 auS >,l9 Names in workbook

SUMIF &b : ¥ al>,0

L, Uvsloais 9 Saiu go> ¢ A Jad . 06S swo &o> byui pwlwl Ly | W osls SUMIF &,U

Function Arguments
MIF
Range ICnIB| :‘J =
Criteria |b3 ] = "Revenus”
SuUMm_range ID:D fn_‘ =D
=-1011103

Adds the cells specified by a given condition ar criteria.

Range is the range of cells vou want evaluated.

Formula resul: = (1,011,103
Help on this function [o]4 I Cancel
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35 juio ¥ U

(b osls Jga> a3, 55 B ugiw ) ColB — Range — Jgl jusio )

( Revenue : (o ) B3 — Criteria — o9> jusio .Y

L sl asb cul (Yo agl; « D ugiw ) D:D — Sum_range — jusio (uogw .YV
Ao udlgs go> by gwlwl Ol S osls aS 1S (o Gus

aliuo

0 oswlpusgazo bol cocwl (e by wlwl W osls Saw go> sy SUMIF &L

low « YU Jlo )5 .audd plxl go> sl 5> SHusi gud dwlgi oo lows .5)1> 39>9

G |, go> 4>l aulsi o WS> > .anyS go> YU @ Yeo) awsils 5l L W esls

(gl olo Sl> @y ) Tauds i Juysl b pasle Slpdle 4 wlopaw

a1 aS ADS (5w L Wygo il U ) Ugiw o,lowi VLOOKUP &L jusio (yuogaw

Slasil INDEX g,U oo adlgs gbléio ugiw o)locis juusi Cucl Uginw ol WSl

o b Ugiw g shhw @ bgiye o)loc 95 L Aslei e lood Ll i Sl

OFFSET we> sy 5l b JSiio J> Sy g 059 oS siosls SUMIF gl .ouds

g 0 lasiwl

OFFSET &b : ¥ al> 0

5l Vgiw 9 Hlaw o lowi Ul s aS Wls,S o sl Ko @ |y g>50 Sy OFFSET gL

S0 3940 (s 015,55 aS (se>p0 39w e Jolw iz b Jslw SO sk
5,90 Sloigiw b s 6,losis il (s losis 30ub Jolis |, Jolaw 2i5 U Sy s

2SS G |y Hdas
Function Arguments E1E3
FFSET
Reference |B4 :“J = "Rewenue"

Rows ID :k_] =0

Cols |z Sl=2
Height | &=
width | BT

= Yolakile
Returns a reference to a range that is a given number of raws and calumns from a given

reference.

Cols is the number of columns, to the left or right, that you want the upper-left
cell of the result to refer ta,

Formula result = Yolatile
Help on this function (o] 4 I Canicel
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Joluw 51 of alols aS 115,8 cswo  Jolaw 5l | ladio o VU JSob 55 59580 Jgo,d

Aol

SUMIF g OFFSET &l Sy 1 & al>,0

0l oand o go> byw (gubb 3 Yo o) agils 5l osls ¢ 5 00 wuS ) Jgo,9 s
=SUMIF(ColB,B3,0FFSET(ColB,0,2))

b UlSo ) sls adlgs ,uw | Saw ge> au>b OFFSET &b )5 jusio Guogw uus
S adlol a5, 4y Combo Box Sy « ¢l plzil sl .((0,Lg>

Combo Box : 0 al> 0

@ aS sJolw puwl .auS adlol aub osls guogs W8 as s ghilos |, Combo Box S,
20l s MonthsNumber sLw aslgs 1590 Combo Box
 aS (ol powl aun Jgo)d Hlei 55 1) SUMIF iU jusie Guogw ¢ 5 S s

owl oani el il )y cowl 0aui 29 Combo Box

J File Edit Wiew Insert Format Tools Data Window Help
4 j =| =2UMIF(ColB B4 OFFSET(ColB 0 MonthMumber))
A | 8 | ¢ | o | E | F | G | F

September 2001
Cckober 2001

1

2

3

; RevenLe I =101 EEDE! March 2001 :

E April 2001 =
May 2001

I June 2001

a Juky 2001

9 &ugust 2001

10 -

11

17

5,50 59U ek aS s (sw ucl, Combo Box g SUMIF , OFFSET gilgi «usS )i
S oslaiwl Giu,lS KU s d ol Saw o> 9 9> 9 G WLkl 5l awlgn
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(LS s dwl=o swolce LJ9..0| u.uLqu By |) Lw|9 Sl Q:'>|>),g_)'l._; U|)'+o as ._5\:L9J9.o).9
0,90 ;38 > Financial aiws 5> 1S Auwlxo ilgi s |, ' ol 39w 50 9 Jeol 9
SlpuS i obod au | gilgi 51 csviwd 505 JSow 5> L0 (sw 1oy Paste Function sl
SlpuSyi 9 SywS Slpdslw 53 1) lpdeoyd L awis o ply awlzo Sy il 5L 50

a0 )V E Y sbyaw s | Ll

EA Microsoft Excel - Chapter 24

J File Edit Wiew Insert Format Tools Data Window Help

A B C (] E F G

1 |Functions PMT PPMT NPER RATE PY IPMT

2
| 3 |Principal 100,000 100,000 100,000 100,000 113,922 75,000
| 4 |Interest rate 10% 10% 10% 83% 12% 12%
| 5 |Total No. of Payments 36 36 36 36 48 48
| & |Monthly payment 3,227 3,227 3,227 3,227 3,000

7
| 8 |First Month Payment -2,393
| 9 |Principal first year -33,057
| 10 |Principal last year -33,610

11 |Interest first month 750

———{Function Syntax

=PMT(B4/12,B5,-B3)

=NPER{D4/12,D6,-D3)

=RATE(ES,-EG,E3)*100

=PV{F4/12,F5,F6)*-1

=IPMT{G4/12,1,G5/12,-G3}

14 |Principal first year
15 |Principal last year
16 |Interest first month

—PPMT(C4/12.1,C5,C3)
=PPMT{C4/12,1,C5/12,C3)
=PPMT{C4/12,3,C5/12,C3)

190 | pan

YAY
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ply Awleo ilgi S,

0,95 ,® ,> 0,ps & Rate

5940 (s Awlo Ol Sl 0,0 aS Sl oygs  Per

b lowd JS slasi Nper

Cewl 0o w3y, Js @ U asS os)laso « (sl )l Py

Al cows Ol @ bwd sl sl l o ausdles (sw aS (sdgy Usles b ol Giv)l Fv

1L 0 slacl ool 0,95 sSlpwsl )3 b o9y Slawl 5> wlgi (s aS « wslsyy vlo; Type
Slgil 5y wlsyy 0auS Lasuiun 90 dac il o Wl Ul 0uuS e
029 Uiuw Lok U Ll sw 0,95 Sl 5y wslyyy 00LS e ) dac 9 0,9

> Olowlxo g v Wid)S by )y H00 sac (e ) W suio SSI)
Aol Adlgs ol 0,95 Slpwl

PMT (Rate, Nper, -Loan Amount)

D9 (w0 plil ol baid Oliao 5w 9 wul 0yp0 &5 b o pls S bludl acwlxo
Jos ol ) b o 58 wslsyy Obuo @b ol 2oil ol bwd 58 55 050 255 @S wiles

S o owl=o | (3w +
Oljao 2ol s alw aw plg wao 9 1l o $ 100,000 ply S, Jool @ JUno
B ugiw YU JSoi 5o cowl 00ui awl=o $ 3,227 Ulhuo @ oo ,a ) bwd wslsyy

Ao |

PPMT (Rate, Which Period, Nper, -Loan Amount)

s uuL».u|)._ip|3 Ui)bqs.uSLs\.oCLg_wl.zo o o3l 09> n5|)._; |) ngJ ,J..ol U|)._w

590 (5w Awlxo ol Sl wls,y 9 wulb o,y 0 L uld
s> .Jgy Juol adl .S (s awlxo aLwiS Sl kawd s | oanw wsls,y Jgy JS
Ol 0,00 Jobis pd 9 il s Jgy Jeol Jolis pd olo 18 53 osuiw wls,y Jowsd
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25U sl

IPPMT (Rate, Which Period, Nper, -Loan Amount)

Awl=o ¢l 5> . 26S v Aowlxo 00 aziw 0,95 Shy | eaui wls,y 0,00 Uluo
9 s 29 Ll B bhwd Ulsuo 9 0,00 &5

S v Awlxo d il el wan b )y | oani wslsy 0,0 Ul &I ol
|, Olowlxo (- cowl Ol 0,5 9 Jgy Jool 5l susS i Jod 18 1 aisS aS jghilos )
DA G13 )5 1) Jgo,y9 Sy 9 G11 Jglw

NPER (Rate, Pmt, -Loan Amount)

Jolw 55 1) Jgo,9 S0 .68 (s Awl=o 0,00 wil 30 SO Sy ) W el slass

Dwuw D12

RATE (Nper, Pmt, -Loan Amount)

oo LDST g, ¢ 0 E Awlxo g, S o Awlxo s Sy S | oy &5
il Ulem et bl b il aiili csuls> 1ilgi e el 5 il

PV (Rate, Nper, Pmt)

aS sl JS = auil w (Ld=d lass) present value wlodS wwaxo PV aolS
owl 03,5 sl VeSS U W s wls

YAo
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o>Lw

A 505 JSw 5 b M SMpiwl @by 0l Jlie S,

icrosoft Excel - Chapter 24

@Jﬂle Edit Yiew Insert Format Tools Data Window Help

2B lom|-o ;| & k|

e
= |00 | P

-
[

17
18
19
20
21
22
23
24

A B C D E F G
Data Results Function Syntax
Cell Name
Principal Loan 100,000 |Monthly payment 3,321 =PMT{Int"12,NumPay,-Loan)
Interest rate Int 12% Total Interest paid 19,572 =SUM(D:D)
MNo. of payments NumPay 36 Total Principal paid 100,000 =SUM|(E:E)
Function in cell B17 =IF[ROWS{$B$17:B17)>NumPay,0.ROWS ($B$17:B17))
Function in cell C17 =Loan
Function in cell C18 =IF(B18=0,0,G17)
Function in cell D17 =IF(B17=0,0,IPMT(Int/12,B17 NumPay,-Loan})
Function in cell E17 =IF(B17=0,0,PPMT{Int/12,B17, NumPay,-Loan))
Function in cell F17 =D17+E17
Function in cell G17 =IF(B17=0,0,Loan-SUM($E$17:E17))
Principal
balance
at the
Payment beginning Monthly  Principal balance end of
Return Date number  of month Interest Principal payment month
0141042000 1 100,000 1,000 2,321 3,321 97 679
0141142000 2 97 G789 977 2,345 3,321 95,334
0141242000 5 95,334 953 2,368 3,321 92 966
014012001 4 92 566 930 2,392 3,321 90 574
010252001 5 90,574 906 2416 3,321 88,158
01032001 B 853,158 382 2,440 3,321 85,719
01042001 7 85,718 857 2464 3,321 83,254
01052001 g 83,254 333 2,459 3,321 80,765

(il s C4 Jslw ol LOAN )
Slolw aod @ C18 Jglw 5l |, Jgo,s

191 Amortization

1090 (swou 04> JSLib )y aS sulplgo,d

=LOAN : 5| cowl lie C17 Jglw Jgo,8
=G17 : 5l cowl w,lie C18 Jgluw Jgo,d

S (oS C18 Jolw 5l gori L C ugiw ,5 3990
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Clpo 0,95 Su L SMpswl aoliy

¢ w9d > aS owl ol wdpo 0,90 SU L Sale SMpwl Aol S G woles
w550 aS 3o (s A8 plg £95 ol SIs,1L8 s cnwl oled U L ol wsls 5L
Ao Adlgs> g9, wdlo ax 5l plg

51 sskhio g (s £9,mi Jgl olo 5l 0,00 w9 wawl vau awlxo Ju8 5l 0,00 &5
Aol o )8 ase 5l a0l udgl Jgl olo

ol o IPMT g PPMT aus,) IS5 Slplgao,d aS auS asgi awiaw | Jbo 5 JSow )
Aol Cewou awlio Ul cowws b WHeay awlze aS sulo) lpdgo,d

icrosoft Excel - Chapter 24

@jﬁle Edit Wiew Insert Format Tools Data Window Help

& B c 8] E F 5
1
3 Data Results Function syntax
4 |Principal 100,000 |Monthly payment 3,227 =PMT(C5/12,C6,-C4)
5 |Interest rate 10% Total interest paid 21,162 =SUM(D:D)
6 |No. of payments 36 Total principal paid 100,000 =SUM|(E:E)
Total grace
period +no. of
7 |Grace Period 7 payments 42 =IF{C7=0,C6,C6+{C7-1))
9 |Function in cell C16 =C4
10 |Function in cell D16 =IF(B13<=%F$7,C13*($C$5/12),0)
11 |Function in cell E16 =IF(B13<%C%7,0,IF(B13< =$F$7.$F$4-D13,0))
12 |Function in cell F16 =D16+E16
12 |Function in cell G16 =IF{B16< =%F}7,C16-E16,0)
Principal
balance at
the
Payment beginning of Monthly Principal balance end
15 Return date number month Interest Principal payment of month
16 0141072000 1 100 ,000.00 833.33 0.00 833.33 100 ,000.00
17 014112000 2 100 000.00 833.33 0.00 833.33 100 000.00
15 0141242000 3 100 000.00 833.33 0.00 833.33 100 000.00
19 01017200 4 100 ,000.00 833.33 0.00 833.33 100 ,000.00
20 01027200 5 100 000.00 833.33 0.00 833.33 100 000.00
21 01/03/200 B 100 000.00 833.33 0.00 833.33 100 000.00
22 01047200 7 100 ,000.00 §33.33 239339 322672 97 B06.61
23 01057200 8 97 B0B.61 81339 241333 322672 95,193.28
24 010672001 3 95 .193.28 79328 0 243344 322672 92.759.84
YAV
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s\9sLai C*.'>|>),_J_ L.Sl)J_ kS\LQ.A_qu Cbol.i)q

03 03,91 Jwd 18 5> 0,ps 9 Jgy Jeol 900 awlzxo Sy aS s |y 55 Sledgo,d
ol
S\ Awl=o 45 WHg0 U 0ps G Wdiiawd s95lai plg bluwdl wsls,sl sl

Jlw SO 5 59, TR0 0 puaunds D)._S o alei 0,ps aS suldjg, Slas & dgub

J File Edit Yiew Insert Format Tools Data Window Help

A | B | c | D | E | F | G |
-
1
2 Data Results
3 Cell Name Function syntax Total
4 |Principal Loan 100,000 Total Interest paid =SUMIE.E) 419
5 |Date Loan received Date 01152001  JTotal principal paid =sUMI(F:F) 22,081
& |Interest rate It 12%
7
8 |Function in cell C16 =Loan
9 |Function in cell C17 =IF(316=0,0,316)
10 |Function in cell D16 =IF{B16=0,0,IF{A16<Date, "Ck return date", A16-Date))
11 |Function in cell E16 =IF(A16<Date,0,B16*D16/365*INt)
12 |Function in cell F16 =IF(E16=0,0,B16-E16)
13 |Function in cell G16 =IF{E16=0,0,C16-F15)
Beginning Ending
principal principal

15 Return date Principal paid balance No. of days interest  Principal return balance
15 16/0222001 10,000 100,000 ) 102 9,593 0,102
17 20/03/2007 7800 a0 102 b4 150 7342 82 760
18 2200472001 5,000 82 760 a7 159 45341 77,919
19 77919 a a a 1]
20 a a a a 1]
M

2o 95 U Juuwd acwlxo Sl (sJga>

Sld s,y 5o loww ubles Ol @ 23S (559 Adlgs> (s loww aS |, (sJoy Uluo
JS Ubhuo « 3 S Jole aix @ bud 58 5y sasls,y Uluo 3l ailale pldaio
plo 0,00 &5 Vo 9 ply wxls,5L Wi « plg

loes Sy Jos ,laso @z 18,5 Loyd aS awln Vliebl U aSil b loss @ SoS sl
aio w jl lite S ply Shy Jgax> ol 53 auS 0K 505 Jga> @ « cewl iodoo
vasite Wolds Ulao U puds (o msti | x5 oS o ol b Wdysio 1 S
wleMbl sl cowl sauw aaslw Data > Data Table Sgin (80)b 5l Jga> .5gui
AuiS as>lo Sl —ax YO Jad @y Joa> slel SLuSs 5,90 55 i

1 Jga> )> Jgo,9 9 d odld

(c2ud> s I3z | sae ol 3wilgs Csw oo ) 76 — ol bludl slass
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i S5 55 L 8 Lhaw . $ 100,000 ¢ $ 10,000 o « pls Olsso — suio sl
i JSew 55 ) B ugicw « %) ¢ 9 %Y G ¢ 0,40 55— aio a09d

0 s bnd 53 Sy L (sislsy Olsse &6 ol w05 513 B Jolw 55 PMT Jgwo,d
D4 b D2 59, sw L0 &b awlxo Sl aS ulpdebw (orpy 5 + Joy Jol ) S
Aol o

Jg0,9 ,lgi ) d odl> Jga> Jgo,9

o Al |, Blolo o bawd Ulsse 1 01,0b TABLE @S oS,lako 5| loo,d
b3 shw 9 Ugiw 5> Mgl o Lo &1L Sdg)9 Ulgic @ aS Syusio 9> LGS
VR

s)ls Lol @ TABLE s, U L3965 ,eb @ 2 03,0U TABLE aS oS laio 51 Lplgo,d
a |, &l awlgi swi loww . =TABLE(D4:D2) : ;| cawl w)lie Jgo,8 S, .59 (5w
S S owd 55 39290 J>ho b lasw S )lg Lpdolw 55 pudiiue W90
2wS agllho |, " SanS bl o 95 b Jgas

J File Edit Yiew Inserk Formak Tools Data indow Help

Al B | C | D | E | F | G | H
1 Data Table
5 Interest rate 10%
2 Mo. of payments 36 ELRESEH
4 | Loan Principal 100,000 =PMT(D2/12,D3.D4)
5
6 3.226.72 10,000 40,000 50,000 75,000 100,000
7 4.00% 205 1,181 1,476 2,214 2,952
g 4.50% 297 1,190 1,487 2,231 2,975
g 5.00% 300 1,199 1,499 2,248 2,997
10 5.50% 302 1,208 1,510 2,265 3,020
11 6.00% 304 1,217 1,521 2,282 3,042
1z 6.50% 306 1,226 1,532 2,299 3,065
13 7.00% 309 1,235 1,544 2,316 3,088
14 7.50% 311 1,244 1,555 2,333 3,111
15 8.00% 313 1,253 1,567 2,350 3,134
16 8.50% 316 1,263 1,578 2,368 3,157
17 9.00% 318 1,272 1,590 2,385 3,180
15 9.50% 320 1,281 1,602 2,402 3,203
19 10.00% 323 1,291 1,613 2,420 3,227
20 10.50% 325 1,300 1,625 2,438 3,250
21 11.00% 327 1,310 1,637 2,455 3,274
2z 11.50% 330 1,319 1,649 2,473 3,208
YAQ
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T puiS skl juio 95 U (o> aigS>

AS SHle JSow il Y U Y saslaw ) | plg b bgyyo Sla osls )

S psio aS 1S wids .S 3,lg B6 Jglw 55 =PMT(D2/12,D3,-D4) |, PMT &b .Y
S v o,Lil D2:D4 slpdglw au gL

plg Uluo .2S 55l PMT U Jgo,9 505 55 B Uginw 55 | 0,50 wlike Sldas,s .Y

S 35l G6 U C6 slpdglw 55 Jga> Ulgice Hlaw s 5w | walio Sla

(VU agS ;5> PMT Jgo,d ) awS wlzil | B6:G40 a>U

S wlxal | Table a8 Data Sgio

( plg Ulsuo ) A4S wlxwl |, D4 Jglw Row input cell caouud >

(orp 2oy ) awS wlxwl ) D12 Jglw Column input cell wouwd >

S SUlS OK ws,

> < ~w D =

Table EdE3

Row input cell: |$D$4 :‘J
Colurmn input cell; |$D$2| :‘J

(04 I Cancel |

S5 Jeols> zuls @b ol 5> s9>90 Sledglw 558 adlgs 5y | W osls Jga> oy JouwS
sl usles Olan a4l Jgoyd s | walizo Huslaoe suusSuls
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What — if
(Sl=ax)

55 1y Lo Wyl ol i s9pino What = if @ S cowl (wld S5 Shls Jows|
L, oo 58 owonai @08 wwiyi ol 4 g 2SS o SHb wlie WVl auwlxo
D AD> (s Yndigy b 5oy wdlbo Juad gl iy o Giwlhdl

& osls Jga> 5l oslsiwl b ulws 5JUT olssl ®

olg> 03,8 1y Sy 'V Bud Sexiwe 5l eslaiwl @

0ol bl o csulpile> 08l by ' TouisS > 5l oslaiwl @

D% bow Lll 5l osleiwl U sslaidl wliseo Slplas syl B

(b o5ls Jga>) Lwluws 5JUI

9> Sl osls Jga> S, Table (gi,b 5l aigS> aS ai osls 2 « d plg « YF Jad >
S wals,y shy |y bl 9 05,5 adei | avwlxo gyl Jga> .auS szl | Su2io
w0 s LSS i 95 9 059 Cwli juio U Ul s aS Ads sw Wi olo L b

Break - Even Point awl=o — .o |, 5y JSow : JUo

192 Goal seeking
193 5olver
194 Scenario
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EA Microsoft Excel - Chapter 25

Ele Edit Wiew Insert Format Tools Data Window Help

—

A B | ¢ [o & T[T F T 6 T H T 1

1
| 2 |
| 3 |Sales Sales - Units Sales Expenses = Net income
| 4 [Units 3,000
| 5 |Sale price 5.30 =Sales =Expenses =F6-G5
| 5 |Total Sales 15,900 15,900 19,000 -3,100
| 7 | 2,500 13,250 17,500 -4,250
| 5 |Direct Cost 3,000 15,900 19,000 -3,100
| 9 |Materials { per unit ) 2.00 3,500 18,530 20,500 -1,950
| 10 |Labor cost  per unit ) 1.00 4,000 21,200 22,000 -800
| 11 |Total direct cost 3.00 9,000 4,500 23,850 23,500 350
| 12 |Axed cost 10,000 5,000 26,500 25,000 1,500
| 13 |Total direct & fixed cost 19,000 5,500 29,150 26,500 2,650
|14 | 6,000 31,800 28,000 3,800

15 |Net income -3,100 6,500 34,450 29,500 4,950
|16 |
|17

plul LU aS uld yugyd shae zuli I wowl w,le Break — Even Point « Jawo s
51 iy Giwg,d slass 58 g oy Giusdgy VIS gghhso 9 pousiwo S aiy;a U sgub
9 b adlgs> ol8ig,8 ol w8l ¢ucl Break — Even Point oaui awlxo abs;
Adlgs 0899 o acl dwy Uw9yd U 0and uwlxo alas I LieS aS ilagi L
2ol .l oand 3,lg ArC Slpigiow 15 5SS )5 Coud 9 Giugyd Logas 5> Sa osls
Sac Yoo Gugyd sl Sy | o Ulhwe 9 wowl oaui ,alb C15 Jolw )y awlxeo

DD cswo wlaw

B osls Jga> S sl

(Jbo Gab 1) 2S5l SHl8 55 1) Ugr9 9 caowd @y bgsso S o3l

5 Sales powl @ C6 Jgluw @ sy Lolais! oo aisS lpdelw @ | 5 Slpob )
S S,13860 Expenses oowl @4 |, C13 Jolw

P S 39 505 o] Bab  FOIHE Slpdelw 55 | s slplgo,d WY

N VELSEN ' ] Jolw
=Sales F6
=Expenses G6
=F6-G6 H6

AwS >)lg E7:ELS ausU s | suglasie Slpivg,9 slass .Y

Yay
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W99 Uliuo Ugitw pd aS 2uS s oS wlxwol |) E6:H15 ausU ) 59>90 Jga> .Y
Soan Wil wowl Jgo,yd Shls asS Ulgie jlhaw o 9

S wlxwl |, Table aiy;S Data sgio 5l .0

AuS wlzxol 1) B4 Jglw Row input cell wouwd 5> .

S SUS OK osg, WV

o

E3 Microsoft Excel - Chapter 25

J File Edit Wiew Insert Format Tools Data indow Help

A | B | C [ o] E | F | G | H |

| 1]
2
' 3 |5ales Sales - Units Sales Expenses | Net income
4 |units V3,000
| 9 |Sale price 5.30 =Sales =Expenses =F5-Ga
|6 [Total Sales 15,900
7 13,250 17,500 -4,250
8 loivect Cost T - 1] "
|9 |Materials { per unit ) 2.00 950
|10 |Labor cost { per unit 1.00 R input cell: I ]q‘ 200
11 |Total direct cost 3.00 9,000 el et sl Im 350
|12 |Fixed cost 10,000 500

13 |Total direct 8 fixed cost 19,000 I 650
i [6]4 Cancel | 200

15 |Net income -3,100 34,450 29,500 4,950
16 |

17

Jlso ) .l oo ol Jga> Slpdao,d F7:H15 slpdolw 5> Lo JSow 5o | gulo
Slago ool ;o a>lg YO+ U Yoo o Break-even point (sil,=s alasi oo aisS

Aol Gsw A>lg FYYA (848>

Break — Even Point ,lsg00 S, U>,S adlol

( H vgiw Slplgo,9 Uey ) .auS wlxwl |, E6:G15 03900 )

S SIS s,latiowl 1l Hles 5> Chart Wizard wgSul sg, .Y

eo Chart type coowd > .auS wlxul |, Standard S,u,w « ¥ 51 ) al>p0 55 .Y
AwS SS Next sg) 9 05,5 wlswl | Line

AwS SudS Next sg), ¢ Y5l Y al>,0 55 WY

5 .S b |, Break — Even Point w,lLe Chart title oL )5 « ¥ 51 ¥ al>,0 55 .0
w,le Value (Y) axis aLs > 9 .auS b |, Units w,le Category (X) axis il
AuS SLdS Next g, .S b | Sales

S SS Finish g, « ¥ 51 ¥ al>jy0 5> .°

Awlos wlxil | Cut aiysS 9 2SS SIS wowl) « auS wlzail | Slsges WV

yay
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Ed Microsoft Excel - Chapter 25
@Ele Edit Yiew Insert Format Tools Data Window Help

A | 8B [ ¢ [ o [ E | F [ & [ H [ 1 |
1
[ 2 |
% Break-Even point
5 |
| 6 | 40,000
7 | 35,000
8 30,000 ":___;
9 | @ 25,000
| 10 5 20,000 ﬁ!’f—
11 | @ 15,000
12| 10,000
| 13| 3,000
l O T T T T T T T T
15 S S S Cr S
16 Sy S Sy S Sy N ks S S
17 ,]f: ,‘)Q» ,‘)‘o o0& 0:’::1 (OQ} (06:. o Q_fc
18 ;
19 Units
20|
21

Goal Seeking ;l eslaiwl U Llg> S5 0SS 1oy

L, Jop=o S aliwe Ko Az Jwilgi v lo « Goal Seeking SLusi 5l oslasiwl
)90 Axal S ad> SN0 s )-"-°-’T |) LJS-LW > >9=>9.0 )l.l.é.o Goal Seek _\.._.S Cb.szo
A5lw o omig) 1) wddao ol sy Slpdlio 3gi Juols 00ub 35l Jgoyd @y asiuw b

olgzds Sguw U Uiaew, Sl 5o 5,90 ivg,9 Ulhuo awlxo
Uz 259l Ai>9,9 Wb A=y Ul ax aS 1S i $50,000 9w 4 Law, Sl

Al o axlg YVIY sac

3 Micrimailt Fuied - Chagtes 35
E]Be R Yo [met Fgmd Tooh (ot Yirdm el
| A 3] ¥ V] E F G H

1 Productl Product Total
thhl'la.- L....Ele".'ﬂ...._i 30,000 ST500

3 Sale price 13 15 Goal Scek EiE3

4 |Income S0 500, [N HHIF, 500 Sat ool o '\.]

3 |Direct cost | per unit ) 5 5 To ylom: )

b Cost of goods 134,500 10U R N rrre ¥

7 lomfreed cosd 107,853 7851 405, 706

B Total costs 135,353 447,053 703,206 [ | cacel |

9 met income P47 AL 24,299

10

1
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Solver : b cudga=xo J> Sl Ligs g,

Soow aS Cowl o3V g9 Ulwo ax aS s ol Jlgw Goal Seek ;I oslawl >
S, $50,000 las0 @ 08ig,d

L aS a6S poyd ewl sail Jlocl byd gud aliuoe il 5> A 1S asg
Cud9ax0 IS Aupi Awilgine aS (sJgaxo Ulswo 55 Loods HSI Lewdl aLwls wodgaxo
098> |, aliwo lowd « 3wl <ol 9 gghio Lok Gugyd woud aSiuyl b acwl ails
93,5 wales> J>

S alowe Sy |) wlg> wlgi (s aS 5,ls 59>9 Solver ob a4 Add-in S JowS| s
Lol Givgyd couwd U Jga=o slasi b S cusgixo Jlio ¢l 53 . 2uS 1oy Cudgizo U

590w LU 9 0390 JuwS| e3> Solver aS 4uS a>gi .auul sw

Yoo 9V LSl s Solver @y bgs,o Add — In uas

S wlxaol |, Add = Ins aiu;8 Tools Sgio 5l )
AS SWS OK Sy, 9 duwi wwoMe |, Solver @, bgy o S .Y

YooY JosSl s

Do cswou Ll wowdd 5> Solver @, bgy o aoli

S Wkl | Add — Ins a8 Tools sgino 5l )

5 > VYooso .S oy |, Solver.xla a4 by JB U ausS SJS Browse g, .Y
AwS o awles sw | LB cul Microsoft Office\Office\Library aigy

AuS SLdS OK S 9 Ao woMe |, Solver a4 bgy o S .Y

Solver L L8 sl Suss

Olg> 5 wlgr L oot Jlacl buli uas Wb SonlS s | 0l8iisg,d wSalaidl Joo
3138 566 o> aliwe

Yao
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EE4 Microsoft Excel - Chapter 25

@ﬂle Edit Miew Insert Format Tools Data ‘Window Help

A | B | C | D | E

1 Productl Product2 Tatal
| 2 |units 27,500 30,000 57,500
| 3 |5ale price 13 15
| 4 |Income 357,500 450,000 807,500
| 5 |Direct cost { per unit ) 5 5
| 6 |Cost of goods 137,500 150,000 287,500
| 7 |Indirect cost 197,853 297,853 495,706
| 3 |Total costs 335,353 447,853 783,206
| 9 |Net income 22,147 2,147 | 24,294 |
| 10 |
| 11

Solver Parameters E1E3

Set Target Cell: B Solve I

Equal Ta: W Max O Min O Valueof: IU
By Changing Cells:

|sB42: 4043, $m45: 4045, $B47:4047 =] =
~Subject b the Constrainks:

$B42 == 30000 m add

4643 <= 14 [~ A |

$B47 <= 200000 ok

$C$2 <= 32500 Change |

$C$3 <= 15

$CE7 <= 297000 :I Delete |

Close

Opkions

Reset al

Help

L

Solver sld aaJgo pubis

DS 35l YU Ui (vl S50, 55 | W osls g Lpdgo,d )

18> polais! Ll @y | (swoowl 2SS wlxil 1) Jgo,d weay suslio Sol> slpdgluw .Y
o Ao 5> lpdolw Gl widl s |y oo Joe ol ) oS bl |, il o

(5,8 alg> s, Solver slpb

Ao Hlaso Shls as auS ool | sulpdelw bhsd — aiss
o 03l Shls asS A vgiiw we @l ) L auS kil ) b esls asU
ai;S ol 5l 9 05,5 Llkwl |, Special a4 s HLad |, F5 (cowl

AwS SWS OK sy, oS ozl |, Constants

S wlxaol |, Solver aig;S Tools sgio 51 .Y

D9 Joglw Jlio sl ¢ auS 5)lg Set Target Cell waouwd 5> |, Wod Jolw .Y
Awlos wlzil |, Max aiy38 Equal To w5 .0

yan
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odb Sy ad> sw o551 Solver @, as |, suld osls < By Changing Cells aLs > .#
ool oo bwgi Lol (ul WS aS 3uS azgi oS olxil 08> Hue azw
ol oo

Ao csw ol Add Constraint sl o9l 1S .auS SWUS Add S, WV

: D by U,S aslol

——— |, Jelw Lw,sl Cell Reference caoowd > .l
Cell Reference: Constraint: ) LT a

=7 =] [« =] J=a000 =] | S wlgs 255 ol )5 |, i Hlase Solver as

[ o ] Cancel | add | i | | 90 Jolw w ) b 590 al) LasS s)lg

( <=, =, >=, Int, Bin) .auS olxil byw 9 )by
Jgo,9 b 05ga=0 L Jglaw ¢ sae & — auS 5)lg wowl;) caow 3 ) by SO Guisw oo
03,5 SJS OK g, aSiyl b auS aslol ) s,50s sla bys 9 S SIS Add sy, .2
by plail @ 1, L, 9
Solver Results sl 0,9lxo ,515.058 oy | cowlio wlg> U ausS SIS Solver g, A

Aol aslgs s alb

Solver Results E|
Saolver has converged ko the current solution, Al
constraints are satisfied, Eeports
Answer
Keep Solver Solutioni Sensitivity

©keen : Lirmits

() Restare Original Yalues

[ Ok, ] [ Cancel ] [ Save Scenario. .. ] [ Help ]

s> .auS SUS Save Scenario Sy, ¢ g)low Sy Ulgic a4 W Llg> 0,035 sl A

Ao Joad rod (sl Slpioand 55 1y g0,low 3,90 53 i
AS Ol S sl 1) Lol Solver au)ls cowes aS |, ulpa S 0 -

Solver L w58 skl

.J.Js_u.) S\o0 )LZJI q_uJSJ)lS Ulod D> S>> S)J)ls PR )lS)9.>' )g.b.a.} > ud)l)i

yav
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Sowly gulS

o Aulio bgyiio abbgsyo slacl U b ads o Liwlos | csdol slacel i3S

& wusgazo Giw,l5S

A8 (s Vi 1 by i8)S Hhi 5> e |) W jusio Hlade ¢uyioiws Gy lS ol

Caewlw> Gy l5S

o1 Jlocl S cudgizo A o | 03wl cown wlg> cuowlws Oliuo Giusl3S ol

A swo uliw

Solver wloudnss

S SuS Options g, Solver Parameters sl 0,9lxo )5S >

Solver slpiiay wlg> i cacl Caonwd ol > 39590 SB ausS 5l KU LD Hu

Aol Adlgs
Solver Options EiE3
Max Tirve: 100 seconds | oK I
Iterations: 100 Cancel |
Precision: [.oononi Load Model... |
Tolerance: |5 % Save Model... I
Conyergence: | J0001 Help I
[ Assume Linear Model ™ Use aukomatic Scaling
[T Assume Non-Negative I~ show Iteration Results
rEstimates o Derivatives ~Search
& Tangent & Forward & pewton
" Quadratic " Central " Conjugate
YaA
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Ll Solver aS sgi el wowl (Sow (sddaio jue 9 5L S b Jlocl O
5 SSuST 5l S o | wle> cowles Solver (SIS by |, wlg> =
1S oslaswl

Aadd susalS | b byuw slaes )

b S sye0 5 aS Ul e S Ll bw Sy oshy L e | Solver LY

90 5S> by Elw 4 aw; Olo> @

<l > Solver

5,81 vl 0anin 9, U 9 vewl asls 399 a2 4 0 ARl JwsS| 51 Solver aol
_LuS b_g.blb >0 \_ul_uu )'| |J Cl.ol.i)._) qu

www.solver.com

alw Slpoyd e L 1) salixo Sladvgy,low Sxlaidl Jaw S, Sl awlei (o lowis
L Siexe Jolax 5w 9 IS GaslS ailei s g, low auds Ginles 9 05,5 0,03

DS Sl 3)lee i (o) Sy
1dlgs L VIS (siuso 3lawi @S 1S (s u,d oo « doleo Sy olssl by Sals s
Cowl g Salasdl Souwu,y L 1l boos 069 (il U it Aoleo Az Wasg,9
VS sy (susy ) AwsS Csuw Ui | 00wl 3iul,8 5l diges aiw J8las awlgn low as
S Awlxo |) aloleo asuis 1 009 Aw il LU Vliwo 9 ((aumigrer als Hlaul as
Gl i Ui T i 2dlgS 000l 5oy wigo W ¢ g, low b 1 i Uiy ol
o S80S i 9 g Wygo A |y gyliw wligl a8 . le g hwgio ¢
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lixo Slags,low Us,S aslol

G, 8 L cowl 0ani 03,91 Sl Wl UL 9 9w W bgsye Sslaidl Jao 5 JSoiw s
oo AwiS S axi Al 5 Sy S osly 9 WS w el Jgaxo Sy hasd
Slago Sl 1l oo paxuiw SwSs S, a0 B g C ugiow s aS wsulpdelw ol
wolpdgo,d SLIs B g C ugiw 55 (b ulssil ,ue ) Lol ausy . asswd Jgo)d U
Sledelw a4 aS wowl wlwl 5l sviwd LIS E ugiiw aiiwd guls avwlxo sl

wowl 000w 03> yolais| C g B ugiow

L, ool ¢ laso Sols> Slpdelw by loas g bow 51 oslescwl 51 b

Ao v ol caedl 4 U aiaws | 0y JSCi ey polais|

Fd Microsoft Excel - Chapter 25
J Filz Edit MWiew [nsert Format Tools Data wWindow Help

A | B | C | D | E |
1 Weelk Year Cell Define Mame
2 |Average income per customer 34.78 Average icome_per custonmer
3 |Direct Cost 20,12 Dvert Cost
4 |Gross income 4,66 &rass_fome
5 |Average number sales per month 33,759 Avarage number_salas per month
E |Gross income - week 157,317 Gross_income_ week
7 |Gross income - year 8,180,481 Grass fcome pess
3
9 |Fxed cost
10 | labar 3,494,046 istar
11 |Rent 1,635,511 Ramt
12 [Depreciation 453,305 Daprecistion
13 | Advertising 201,647 Adlartising
14 |Office exp. 496,944 Office_axp.
15 [Other exp, 1,295,828 Otfer_exp.
16 |Total Fixed costs 7,667,281 Totz! Fived costs
17 |Net income 513,200 Mgt o
18

9 S wlxil |) B3 Jolw & Jodaw S Sy puwl 8w i Sy S,
L 9 deuio ,alb Define Name sl o,9l=xo 38 .auds ;Las |, Ctrl + F3 slaauds

ZO *
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OK g, o8> (sw slgiiuw |, Direct_Cost  pouwl A3 Jglw > 39>90 Ulgic ;I oslawl
L cswlwl coud ) cacals aslgs | 0w by 9 alold aigS , JuwS| .auS SIS

(wsan YU 5 D vgiw
Ugiow Su L b Ulgie jJlaiw Ug> dgu adlgse Jigo 1+ WV Slas,law 5590 5> 2690 ol
B10:B17 a |, A10:A17 Slpdolw « 590 ol 5> .l 0anw la> Gad Slpdglw 5l (s
B10:B17 slpJolw Lusw 2SS oslaiwl S)la860 sl awlaw g, 5l .auS uS

AwS Wi | wdgo

B10:B17 ay A10:A17 U5,S (S 5l a1yl Slgdodluw S,1480U Sl S,
N s aues ,Las | Ctrl + Shift + F3 slaadsS oS ozl | B10:C17 slpdolw
OK g, 9 auS wlxwul |, Right Column a, bg) o S Create Names sl o,9lxo

g2, slsl 1 T >0

S wlxaol |, Scenarios aiy;S Tools Sgio 5l )
S wlxaol |, Add @3S Scenario Manager sl 0,9lxo 538 s .Y

J@ File Edit Yiew Insert Format Tools Daka ‘Window Help

A | B | C | D E F
1 Weelk Year Cell Define Name
2 |Average income per customer 34.78 Average income_per customer
3 |Direct Cost 20,12 Direct Cost
4 |Gross income 4,66 &rOss Fwoime
o e oo Pormonth 1 o
B |Gross income - week 157,317 Edit Scenario 21X
7 |Gross income - year 8,180,481 Scenario name:
5] |Origina| SCenario
9 |Fixed cost _
10 [Iabar 3,494,046  Changing cells:
11 |Rent 1,635,511  |B2:iB3,B5,CL0iC1S 5%
12 |Depreciation 433,305 Chrl+click cells ta seleck non-adjacent
13 |Advertising 291,647 changing cells,
14 | Office exp. 496,944 Camment:
15 |Other exp. 1,295,828 |_ ;l
16 |Total Fixed costs 7,667,281
17 |Met income 513,200
18 =
ﬁ Praotection
% v Prevent changes [ Hide
% [o]4 I Cancel
| 24 |
&)
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.Original Scenario :auS b « Scenario name alLs ;> .\

Sg) 9 IS wlxil | jusio [/ lade Sol> Slpdelw aod Changing cells 5Ls ;> .Y
Ao csw el Scenario Values sl o,9lxo 315,068 SuS OK

S SIS Add Sg, 9 S M9 Lpdglw s Sl |, aa> sleo Y

1S )l L ailiuay souliow Sy

. Pessimistic Scenario : a.uS b « Scenario name LS ;> )

Sq) 9 IS Wil | jusio [/ lase Sol> Slpelw asd Changing cells aLs ;> .Y
Ao csw el Scenario Values sl o)9lxo 315, 0uS SudS OK

L, aluny Sopliow aS Syuslio ) auS 3)lg lpdolw s Ly |, na> susles WY
(35S s paseiine

DS SIS Add s, LY

23S S)le |y by yiugs> Sgusliow S

. Optimistic Scenario : 1uS b « Scenario name s ;> .\

Sg) 9 IS wlxil | jueio [/ lade Sol> Slpdelw aod Changing cells aLs ;> .Y
oo csw el Scenario Values sl og9lxo 15, 0uS SuS OK

b @l yugs Sepliw aS Syuslio ) 2sS 5)lo lpdolw s Shy | aa> Hlée WY
(AS o pasinw

S SIS Add s, LY

&Y
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2GS swo oslainwl wdgn Slplgo s 5l as s yuslin &)

Scenario Yalues E
Enter walues for each of the changing cells. e I
1 Average_jincome |34.?B -

Cancel |
2 Direct_Cost [30.12
3 Awerage_number |33?59
4 labor |3494046
5: Rent [1635511 hd

J s oS SUS OK Sg) 9 S 3)lg ) (sJooyd L gL « Scenarios Values 2l >

ol oo HusSuls Hsleo U lpdgo,d Lol
A, ) =B2*1.25 1auS s)lg | 505 Jgo,9 ( E2 ) Average_income ald > @ JUe
Jolw lase 5l i %Y0 Average_income Jolw Hlase « s 0,035 5l sy .( %Y0

DgJ .ub|9> B2

SJ)LO.LAJ PP L& ODID L..S\JL‘UJ))S) =

9 2SS SS Edit ) 9 2SS wlxwl |) gu,lw « Scenario Manager sl o 9o 5518 >
S 59y 4 b splew sl

S 5> gpliow Giwlos

l, suliaw « Scenario Manager s oslso 315 55
aS 2uS il LS SUS Show g, g 05,5 Lzl
Pessirnistic Scenario Close | |E )J)LSZ.D L)J,)iJL>’ UA> )J)LQ.O . l S)J)LS 55
add. ..
— Ao uslgs ool w
Delete |
=l Edit... |
Zhanging cells: Merge. .. I
|$B$2:$B$3,Average_number_salesg
Summary. ., |
Cornrment:
&Y
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g S ozl |, Customize jwew oS olxwul |, Toolbar au;S View Sgio i
wlzwl |, Scenario @y bbgs,e wWeSHI Tools aiws ;I .auS wlzul |, Command &S ,w

Ao il Lles S, @ Ll g 03,8

> LS

Slooy9lxo S oS SUS Summary Sg, « Scenario Manager sl o 9l=o 38 >
api B low Soplow Shy GulsS 95 95 300 s ,allb Scenario Summary

Scenario Summary 7| x| Scenario summary [=
Report Lype Scenario PivotTable report [

® Scenarnio sumMmary
(™ Scenario PivotTable report

Result cells:
J=$C$?J$C$16;$C$I 7] f“J

Scenario Summary u,|;3

S wlxwol |, Scenario summary au;S )

ool wlowl=o 9 go> Jgo,9 olod @ |, Lpdolw aosd « Result cells als ;> .Y
2ol L, 1S Ol | apo Slpdelu bas ¢ 0ol b Ll slass ,31 .0
09,8 2ol 9 £glie uosd

AuS SUS OK s, WY

J File Edit %iew Insert Format Tools Data Window Help

T

Scenario Summary

Optimistic Scenario

Changing Cells:

el o= e

|
|
= Result Cells:
- 16 Gross_income___year 5,180,481 G,180 481 14 560,000 -4 GE0,000
- 17 Total_Fixed_costs 7 BB7 251 7 BE7 251 7 BB7 251 7 BB7 251
- |18 Net income 513,200 513,200 5,892 719 -12,347 281
| 19 | Motes: Curent Values column represents values of changing cells at
20| time Scenario Surmmary Report was created. Changing cells for each

scenario are highlighted in gray.

NS
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a8 Llosds S8 B Ugiw 55 | pdolw sl (swoluwl aigS> as S wds
g csw LHSLal el gy, bow skl 51 8 Cswolwl @y cuodl .2l osls

S| @y

4:57

Slio Jobas D Ugiw 9 oSow e UiwliS ghziwl « swolwl U9
Original Scenario ol w= sdol Sl osls 0.5 Ll v Jao (=8

2 b oS awlio pa b L auls ey cowl oSow Loy 3900 v awogs

S b U 1 osdeol Jao sla osls ol

PivotTable _i,l5S

|, Scenario PivotTable report ai;3 « Scenario Summary sl o,9l=0 ;38 > )

Wil wlawl=o 9 o> Jgo,9 olod @ |, lpJolw and  Result cells Al ;> .Y
¢ ol i, oS wlxil 1) epo Slpdolw hsd ol sb;y Lol slasi 81 .ausS
89,9 2ol 9 oo Caod

F4 Microsoft Excel - Chapter 25

J File Edit Yiew Insert Format Tools Data Window Help

JBVDtTabIev|ﬁﬂ =§ﬁ§| ' |%£

A

FB52:.5B%3 Average number sales

(AN

-

Result Cells

-]

§B32:5B%3 Average number sales per month, FCHI0:FCEHIE

-

Grogs income

year Total Fixed costs Met income

Optimistic Scenario
Original Scenario
Pessimistic Scenatio

14,560,000 7BE7 281 5892719
3,180,481 7 BE7 281 513,200
-4 650,000 7BRE7 281 12,347 231

|, Report Manager Gz .auS wls wawiyi @ | eyliow i8S suawe 5l oslaiwl b
Ao S Ol V) Jad s
vl sl Sl | ol cowys wlawais 9 1S sl a8, 55 b spliow @b )

195 Report Manager

$+0
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.S wlxwl |, Report Manager aiu;S View Sgio 1 .Y
AwS wlxwol | Edit Report sl o,9l=0 )5S .auS SUS Add S, WY
S b | Gu,l5S ewl Report Name aLs s .Y
S wlzawl |, Scenario 43S K. Section to Add caoawd 5> .0
Section L9 > weSI .auS SUS Add S 9 05,5 Lol wowd Sl L gu,low ol L F
aslol |, gy,)lew aod U auds anlsl | Joe ul 390 5w ol in this Report
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