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B3 Office 2010

— GETTING |
~ " STARTED

Microsoft

Excel2010

Microsoft Office Excel o workbook sopo3 create | format coSff: data
c0p03 analyze cw68&c spreadsheet program dldi 0808 Excel oo business application ¢
m§005 mad{jomenndsd scientific 3§ mathematical application cop | optimization problem
cpdcogh: elggé:8€o3 powerful tool oé30lon Excel 2007 o3glqé program window 8,
medl ndned sanfesep woedlesad Microsoft Office button @ o3 Excel 2010 ¢> File tab .
3 mondelfpiad condlosuSi workbook management task sogux Excel 2007 opé:on ribbon
tab epaden csepoag cbaRandlgn: [GBescvecd Excel 2010 ¢ File tab o> Backstage view
e oophicuicononadecon Excel 2010 ermmbolonc Paste Preview v» 2§y paste
@ 65p5tadmaoé [§¢ dloveSu sparkline oSeslo3 cell ndampbien chart memicc:
copdeutodgpdraopsidliloncdi PivotTable data c00 Slicer s2ob:[gfS: filter cpOspdroncopd: saabol
c§205 feature ;dsen Math Equation editor [§8dloocSi workbook yeopmeelyed math equa-
tion ecp3aiGedigaicas meadobdloruds math editor B¢n megudenmwadz@Esd built-in com-
mon equation cag:.ﬂme@ custom equation copes: gﬁemﬁ math symbol mwp:m@xrﬁ
copbevicondloddi slecpuxn Excel 2010 8, ap:fgagodecyolon
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o.o0 Starting Office Excel 2010

>

Create a New Workbook

workbook sbox worksheet ccgqu@% eclézcono Excel a€onbach workbook oodach
create codgiEqé blank workbook Sdewpos existing template oobscdescfgafiy create avd
Sadloacdi eo&f 1 All Programs - Microsoft Office Microsoft Excel 2010 o click
cwdalecdi Sleecnds Start menu ¢o E Excel 2010 shortcut &3 pin codeongé sislad
click co&fzgéch & (0. o) eofgooniaisaché: File tab-New-Blank Workbook-yCreate
0% click cgﬁq@ Book2 {ﬂ@é% blank workbook mﬁ?mﬁcJ andlech codoubeor Excel
o3 start cxdomg Bookl goupd empty workbook oodgon oodiedlesdIGi

Eid -0 . Book) Microsod Excel = B 2
[ T e e @58
H save Available Templates Blank workbook
B save as pLe e
S Opan

ol close
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existing template dad base b8 workbook o create wb3Eet & (o. o) eofg€esaq0p
Available Templates csz3050> Sample templates o3 click cx6Jli template copgEongd
a38cdon Time Card template o3 select coéf@: Create o click apbilecSy 3lBeg & (0. )
¢o[goonioy=ec’é: Time Card1 $20p58 new workbook eoloonendh $E5o08 906083
cuiff: save mqEapdal e§205Gte 0%05&?6:‘:0%@5%96]:

[Street Address]

[Address 2]

[City, ST ZIP Code]

Week ending; 12/31/2010

B [t

12/30/2010
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P oodonScd existing template obech download pSeaef Available Templates csxd5a
Office.com c3o» Invoice that calculates total 3 click cpodl Office.com § link (oo
o (0. 9) ooncimecdt: edTanqé Download o} click cwbdlecdn SlBqE new workbook
obad} create cp6 base cpbedeo; template 8ededifn §Esr0bmnds save et

w8 egdy BScSond BEapetedloncdn

" Invoice that calculates total
| Provided by: Microsoft Comoration

| Download size: 74KE

Rating: ¥ % 7 71X (16962Vates) |
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»>.; The Improved Ribbon

>

Accessing Commands in Ribbon

tibbon o8 Microsoft Excel 2007 goooogiion eonanaxigdoxdli Excel 2010 ¢o Microsoft
Office button ) o3 File tab § seexcdiconcloxch File tab o click cobqé Backstage
view sdTamngadh new §Eecpad create apdedd | existing déecpadetund 1 save 1 send |
protect | preview | print cpbaiéqé Backstage megcobadeilorddi Ins_and_Outs task
e0pad cmbesepopdien popdiconicdadomdln Excel ribbon & 28mm:8053E0 tabs Al
related command ecpdb 52503 tab oobos:Bencopioonieud command saceca’
o3 buttons | check box 1 command group  dialog launcher i drop-down list Gallery s20
§o3 control sopmaixgfs access cpbcdqdloacdi § (o. g) oHfo3each ribbon edlen button
sagpioun formatting button sopmaget text descriptive [§8[3cloacdn mouse pointer
o3 button edlgaomevgl ergpfiecgedl cngad

—— File tab

Quick Access toolbar
Dialog launcher ——— Command group

B

Chgboard &

Hame I"'Eiiﬂ hg‘elpiutt Formulas  Data  Review  View | Aaobal

| Calibri -ln = = [ 5 [Genera .|| B condionl Formatting - | 5= Insert -
B U- & | E = = EBE- 5§ - % » | 58 FormatasTable - &* Delete -
Bl A |~m§: B- WA 5 cell Styles - 4 Format -

| . Font Alignmenk G| Mumber [ Styles Cells |
] s

Xl 9 - 0 -4 ¥ caibi | D) F B+ Book1 -[Microsoft Excel

&
Ry -
L4

Format Cells: Font (Ctrl+Shift-F)

Show the Font tab of the Format
Cells dialog box.

___Split button
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> ribbon edTex§o} tab Sz related command e030% Group cdedgaess oopSiaoniondl
poed font §s3¢03 command soya3eaciigsi€qé Home tab->Fonts group cdes gpgdlon
Command group o poomadesmadelggrgn§o; dialog launcher [goecoiad click ogé
wmdbEep dialog box mba géosendli predefined layout copad gallery cdealGlosuds
contextual tab s3> chart 1 shape | table | picture s3c) object ombasdd select insert
b€ ribbon > wdedlanc} tab dfodadcddloncdi pown worksheet oo chart 06303
insert ap6qé Chart Styles group sacoc5es tab (4) 9602¢ adlegcifi & (o. 9) BfzpSdl

Tty

L

ACE)
» Hiding the Ribbon Commands

worksheet ¢ ribbon command eopb hide cpbsqé CTRL+F1 o3850l ribbon seen:
menu bar sesgedl conclecdn o (ﬂ. @}I cﬁénﬂu 3¢5 Home tab t‘ﬁ click 095615 ribbon
E%sﬁr conclecdn ribbon Ei_@éum&e%sp?ﬁ click a?ﬁqa ribbon oo hide @g@ﬁaga:tﬂ@u

X 9-©-G §caibi - () B @ & | Bookl - Microsofi—

m |Home | mnsert Pagelayout fomulas Data Review View  Acrobat
Al Eno &

-

#B|c|aae1F_

(6.6
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The Quick Access Toolbar

Quick Access toolbar oo File tab | Home tab 260l ¢§0lorSi efRpefpateo) w8iecp
ob macgabenons access cpb8Eesnd Redycoghenicoondh default command sb:sgos
Save 1 Undo § Redo a3dcopbeonicordloadSn Quick Access toolbar ¢> command b3
pow> Quick Print command cjcopbeo:qfqé dropdown menu o8 Quick Print o3 click
cpdqdleci § (2. 9) Bf3psch Quick Access toolbar 92503 Printicon @ sdTaondlecS
3udedaéop command o3 dropdown menu goesop oaeS 38 command §o3 ribbon
tab 3§5{G: command o right-click cySqdlecSi menu solomgé Add to Quick Access
Toolbar o3 click axbcl Quick Access toolbar o5 customize codaEq¢ File tab->Options
a3 dlick cp6cln Excel Options dialog box edT: coogé Quick Access Toolbar 386 005095
3grratqdlosadn ribbon command sopc hide opbooniff: Quick Access toolbar 35 s’
cwdgEqf toolbar o3 right-click w68 menu o> Show Quick Access Toolbar Below the
Ribbon o3 click saq€apbal c§205(g: CTRL+F1 B860lecd

X&o-o-8
Customize Quick Access Toolbar

Mew

Open
Save
E-mail

[———

Print Preview and Print
Spelling ¢ (=-9)
Undo

Redo

Sort Ascending
Sort Descending
Open Recent File

More Commands...
Show Below the Ribbon
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o.o Creating a Custom Tab

» Add an Own Tab in the Ribbon

Quick Access toolbar o3 customize cpSff: ribbon ¢roopiora’ ontfioige Excel 2007
oS 83> Quick Access toolbar o3 customize cpbcgeglonch slevwdd custom tab
Reox; copdeceidEdlop Excel 2010 oye ribbon ¢> custom tab Beopd8Eomdl oaeSedoogd
scda3¢¢ File tab-Options o3 click co6f8: Excel Options dialog sdTooeé Customize
Ribbon o click ap5dli ego05F: Choose commands from caabe> All Commands o

select cxgﬁm:r:sm@: New Tab o% click al}ﬁq(;lraoSI o (a. n] cﬁ@é&ll

Getting Started
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Customize the Ribbon,

Choose commands from:D

EE FLEFEP-~EORE

| EEFD e

Customize the Ripbancl)

[main Tabs

Main Tabs
Ell-lomt

@ [Flinsert

& [{fpage Layout
@ [ Formulas
& [ Dota

& [¥F] Review

& ] view

& [Fl peveloper
@ [ add-ns

= [ acrabat
& [ eackground Remaoval

Al




New Tab (Custom) § New Group (Custom) eclangf Rename button 386G My Tab
& My Tools c§ googSsfptieordlactn BreonqfAll Commands comdborfySep command

eogf:?r Add button o3:[3: proadfgéiadBeuich OK n? click cobalec !ﬂa%qE ribbon ¢»
My Tab § My Tools group 3 & (. @) lgoroymadEfgEaendl

B [FMy Tab (Custom)
B My Tools (Custom)
@ custom
Chart

& cut B Formatting ) Quick Print
#Emal  EF open
— L My Tools

Ak
r Create POF Va Filter B Paste
H
Chart

Chp  Copy
Mt

¢ (>-e)
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o.c Working with Worksheets
» Add Sheets to a Workbook

Excel 2010 o3 start cp5c3abcd blank workbook eobgedl aneé default s2e53 worksheet
(3) ?Gcﬂcﬂm(ﬁl File tab->Options o3 click cod[g: ExcelOptions dialog box edl coogé
General>When creating new workbooks esenc3an Include this many sheets box ¢o
5 n%e@:&m% OK n@ click ogﬁc"tl 0 (::.. ::c:) r%@eéo’h 1518%515 new workbook mmﬁm&-?{%
create co§c3E: default sheet meqgacycbon (5) slgdegclcdfectn default sheet name
cogumaopS: tab eopen Sheetl meg SheetS =B eepffiav{gdesyodl

a General options for working with Excel.

User Interface options
Save Show Mini Toolbar on selection ™
o Enable Live Preview D
nquage
Color scheme:

Advanced ScreenTip style: [Show feature descriptions in ScreenTips
Customize Ribbon

When creating new workbooks

Quick Access Toolbar

Use this fopt: 1Bndy Font Ia
Andxg Font sige: [ﬁ-la

I Seee Default view for new sheets: |Eﬂ.ﬂ View EI

Include this many sheets:

Mhmmﬂﬂmm

User name: [AUNG MYINT

& (o 20)
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Move or Copy Sheets

workbook cdon sheet sopad move/copy ecpbsé select cpdspbicd BoomqglecSu sheet
06303 select apdgiEqt sheet tab o click oSl ooy tab Boscy of tab scrolling
button eopc3 dlick cobffspfogadch adjacent sheet eopch select cpdgqé vowesd: sheet
tab o dlick cp&ff: Shift key §6comqf: ego0ba sheet tab o3 dlick cobdh select cwbgeed
sheet sy od930bombendeuycdgl vcoesi: sheet tab o click cp&(f: Ctrl key 86coxef:
oodfgo: sheet tab eopch click qpdogmilecn workbook adoo sheet sasiaixc? select cod
5Eq¢ sheet tab oo} right-click ap&ff: shortcut menu el conojessl Select All Sheets
a3 click ap&Sln workbook c3oo sheet sopB esepaéionabatal pown Sheetl o select
>6[: Sheet3 tab e5o0573 drag SHfo3pddh drag sjesoden engadafgntdecores | Sheet3
tab cdlen [Bomeophiecoionds edlegcloddi & (0. 00) seedl dcBogedoh drag sfragmied
mouse release cpbeotong Sheetl tab v Sheet3 c§0503 eapadagadiEi

Rename a Sheet

800831 § (0. 09) ¢ofgaoaio) Sheetl tab o3 rename opSfoipdeesann Sheetl tab o right-
click p5f: contextual menu edToxgE Rename o click cuSln My Sheet B3§aScogSl
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sldq¢ Sheetl ceg My Sheet soupdRelgpiopdi@n My Sheet o new book o copy
opoogdeusatel right-click cp6f§: contextual menu ;sg Move or Copy o3 click bl
Move or Copy dialog box eTaxet My Sheet o3 select cp&ffs To book: list box oo (new
book) o3 choose cp&cli My Sheet o copy oxg€ciaacyc Create a copy check box o}
check coboon§ veedln & (0. o ) Blegeddl OK o8 click apdolecSn slaqé Book2 ux
53 create cobfropeffe 9. B¢ My Sheet cox38oods cepabesdifin Book1 workbook
d¢ocoph: My Sheet oo socb§egdleaionddi

] &g | protect Sheet... ' - |
| Tab Color »

[ Create a copy, fan
! 'i!i_ ""E"ﬂllil ]
CACEEN)
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Insert a New Sheet

& (0. 09) oo workbook > default sheet eqzqHa3 (5) ac3[gEconffieon Sheet4 3
Sheet5 o} delete cpd30loncSn Sheetl Besepegff: My Sheet <3 rename d3ed
26§ New worksheet oodedh add cpdgfet egocdax My Sheet tab §egocdhon Insert
Worksheet button o} click apdcli SHIFT+F11 o3 86efcopSeqdloncdi § (2. 0p) oRfozpddl
new worksheet v Sheet6 o053 active sheet w[Gd cSeoeadh

Coloring a Worksheet Tab

Sheet6 tab o} seepéondagfguSeorgtel & (o. o¢) wolgeonicyercdé: tab of right-click
p6f5: contextual menu edlaxc3=e3] Tab ColorColor picker oxes Bjboimecepéonds
powd mfracepta’ pick apbong Sheet6 tab o mfipeepéfgdapreadh

I|||"Iill_ o
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» Change the Color of Gridlines in a Workbook

worksheet coyesfgEesqod gridline sopeacyo’ default color o Automatic o8 wodecdeo:
oo Slevedd meepeplicorgtel sfgp&:cdedloncd comtff 1 § (o a6) oo Sheetb
o} select apbeo:{f File tab->Options o3 click cpbcl Excel Options dialog box edTomgt
Advanced category o3 click ey Display options for this worksheet comamm Show
gridlines check box o5 check cp8lecdi Breomgt & (o- 09) wofgooncyzecié: Gridline
color box a3 sa§espéad pick o8fE: OK o click cpdqt Sheetb o gridlineline sggu»
m8eepfgbay:dig gridline eopad conlepigpiadl coziéqt Home tab->Font group->
Borders->All Borders o3 click 533l BedTag€aondlcdguadi

Display options for this worksheet: | sheets

Show row and column headers

] show formulas in cells instead of their calculated results
] show sheet right-to-left

[} show page breaks

Show a gero in cells that have zero value

Show gutline symbols if an cutline is applied

Show griglines

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Getting Started JJ
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Change the Default Font

Excel worksheet oy 5oy sapilgoy default font o> Body font (11 pt) cli worksheet
¢ data copdeé Calibri font (11 pt) 3 display w6fgeloncS =38 default font o efgoés
su:gEq€ Excel Options dialog box o3on General category o3 click cpSfE: When creating
new workbooks csacSas Use this font box ¢> Arial 6§ choose > Font size: 11
§ Include this many sheets: 5 o3 enter coSdli egoci OK o click cp&dlecsi & (o. o6)
BlogeSah font change o0} 205fgbGsacy05 Excel o3 restart [§§epSedlocsi

a General options for working with Excel,

User Interface options

Show Mini Toolbar on selection (D)

¥ Enable Live Preview D

Color scheme:
sqmmmﬂmwfummmmimumﬁps
Use this fopt: iﬂ'ﬂl

Font size:

Getting Started
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».q Viewing Worksheets

» View Two Parts of a Document Simultaneously

worksheet o0 view s00¢% BeaedaEet pane gﬁ?mcu:o?'x@cmﬁn 9383006880005
o (0. 09) &2 fgeonoyzedié: vertical scrollbar saedl sxon split box o point oo6fG pointer
o o990} 2= [gBogaqf split box o} comcdndd drag gch s’]a%q& horizontal pane
&S?G{JTCUJU‘}BII reset Eg@&g&ﬁ pane ecpcifgeiconio} split box o double-click 20bCl

(& 9 - & - @ |+ SOLVSAMP [Compatibility Mode] - Microsoft Excel o] i
Moo sert_age ayout_Formuias Data_Revew View Auobit MyTah © @ = & =
Al w0 CQuick Tour of Microsoft Excel Solver .
4 o e e e e o o 5 LR
Quick Tour ummm =
2 1 02 a3 o Total ¥
Saasonalily 0.9 1.1 0.8 1.2 |
einits Sold 3,502 4,390 3,192 4789 | 15962 :
B |sates mmense | 143562  $175587  $127,700  $191,549 | $638,498 Color Coding |
E Cost of Sales B9,789 100, 742 79,812 119,718 389,061
LB Groas pargn 53,873 65,845 47,887 71,831 | 239437 E== 1.;;
T_rrﬂ'm 000 9,000 5,000 | 34,000 —
11 |advertising 10,000 10, 1 1 000 |
1 ey ST AT R o
ﬁmﬂm 39,540 44,338 am 155 47732 | 189775 = |
15 [Frod. Frofit Tiaae4 | $01,507 W73 a0 | seeeal |
A6 [Frofir Margin 0% 1% 3 1% 11%] k.
B[ Fododt frice  540.00
; Froduct Cost ] SN
—F
r»

48/ maw

mmmwmﬁmmmmmﬂtwmm
140 |the best solution to a prodlem. For example, you can changs 8 constraint to see whether the results
| 150 fare better or warse than before. mhmwmemmmmm

mﬂM»mﬂdeh&ﬁm
__'.mmmmm mmm:nmm
. siready be seleded in the Subject to the constraints hox. ddmmm
. the Constraint bex, change 40000 ts 50000, Click OK, and then dick Sohe,
s mmmmwmmummwmﬁum e (a}
mﬂqw‘?mmmawmﬂﬂmt Thﬂ&mmﬁtﬂgm e ]
e e tast figure of $71 :.mnmnmmmmm
4 4 b M| Quick Tour rﬁfm "Mﬂlfﬂi [‘i"ﬂl;

¢ (o- 29)
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View Two Worksheets in the Same Workbook Side
by Side

workbook ooscsen worksheet §dacd emq&w@@éq5¢ View tab->Window group
->New Window o click o8l c3505: View Side by Side I3 o3 click cpSq€ worksheet
95? qu&uj)ég:mﬂ“mu%cﬁl :ﬂa%q:s compare codgéo) worksheet 303(':% click cpbgdlon
9 (0. o0) B33

g |

¥=01107x + 0008
A = (0008

N Getting Started
[ e v



» View Two Worksheets of Different Workbooks Side
by Side

workbook sz worksheet §9aB comg€roofll: 8&:08fapd e View tab>Window
group->View Side by Side (11 o3 click cpbq¢ worksheet §62 contgEraofBredlandledd
dldq¢ compare cobaiéoy worksheet tab copcd click apbgalon Synchronous Scrolling
o select cpbeongg scroll cobcBé: worksheet gdac3n BiEegesgo0h ¢ (0. o) Bloggddl

e R ] 28 Mew Window 1 [
e Q m i: B arange sl =T | { E E T'_ll
Toom 100% Zoomio Sane Swilch Neacros |
m|ﬂﬁm’“'ﬂ B workspaes Wiodows -+ | -
Zoom Window ]Mi-n'ni;
O -
| B ne Simple Chart
] . = T el Jtl.n-u.l‘-_l
i ] 4
7 Lis] E
g 206 1]
g _am 7
0 me B
! T i
Q- X009 L]
e D | E— ——
it
=
]
|7 i =
||
ki ]
|
Sheetl 7 -
JE——
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>.8 Paste Preview Feature

>

Paste or Paste Values

Excel 2010 ¢> new feature safg8claxc) Paste Preview v normal Paste §pSi00b 86
Sloochi & (0. jo) o> Worksheet o cell range B2:D7 o select co&ff: Home tab— Clipboard
group->Copy o386e¢ cell range ochaopden marquee odadl caondleci $0083) cell A9
¢ click 3ff: Paste o> down-arrow o3 864§ Paste options menu cilcngodh o38mes
Paste values 8] o} dlick cpdaf cell format scpedls value 205005030 paste apbeozgnd
number formatting cSedked $ sign copieapaSoncSi original formatting copStegpabayfEs

P Getting Started
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Transpose Paste Values

levedS Values & number formatting i3] o3 click cpbeé $ sign g§eclaonerdh Values
& source formatting fiE§] cobefcon wqieachE: normal paste Bedleci 6g20500dspSion
Transpose [ paste option o3 select cobq€ row § column value copegepadayriond}

c0p,80188ecdn & (0. Jo) ARfo3pach

e s —

i _;lll '|. = -.;!-| Eeneral. J LJ g= Insert ~

B+ B 7 U-|A V| EE BB S - E"nelete-!ﬂ
7 |H-1S-A- i® 6F | ¥ ﬂ# . | Birormat-| @-
: Alignment | Number F Cells
Month Sales Sl ©
Jan $54,000 |
Feb $ 46,000 =
Mar $76.000 .
Jan $ 85,000 2 C o)
Feb $ 49,000 = |y
= = Mar $21,000 gl
8 NS
9 |East Weat East North West South
10 |Jan Feb Mar Jan Feb Mar
11| $ 54,000 $46,000 $76,000 $85000 $  49.000 $ 21,000
3 (o- Jo)

ribbon o> Paste option copadeaxd &8 copy-paste sghadogéet cell range B2:D7 )
Select-Copy co6: cell A9 ¢» Select-Paste cx5h selection border 3 psodSeandieyo:
o Paste options sdlaondlecdn Ctrl 3 click cpbeé Paste options menu 0l oonench =38
meslobo) paste qér%a?c%q&ﬂmtﬁl B (0. JJ) BHo3edch oodeacdch Paste options icon
wedTonBeé File tab->Options->Advanced->Cut, copy, and paste cscben Show
Paste Options button when content is pasted box o check cobeusf OK o click cpdcl

Getting Started Je
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B2 Office 2010

g WORKING
- WITH DATA

Microsoft

Excel 2010

m9§:(0) e eoespaoEfgdomm built-in template o>dz03¢pff: new workbook
mdach create ::?55: save c?ﬁmat.ﬂu msmobaodencn worksheet o> data :Q&ucﬁl format
data cobecSecon worksheet o cell c82¢> number Bouydh text o0} enter apbet cell
name oo Name box rjnauqu,d]ucSu data o» Formula bar ?a:;;.ﬂ” ?Oi.ﬂll Enter gﬁqﬁ selection
0 eonchnodo cell Baoiagrerdlon Tab key §6q¢ pxoovcdon cell B efgplaagnrclecdn cell
mdsmphiadend data o new line ¢ ocogéqt Alt+Enter Bop&tcli Tab sacged direction
cfp&:Buqeoudd Enter sacpch efgoéicdqalonddi sfgoiojgpdion File tab->Excel Options 3
click o[ Excel Options window edlaxef Advanced tab 3§6clechn Editing options cSod
After pressing Enter, move selection check box o3 select cp6cl Direction box o> downarrow
oo 88@: FyoSop direction o choose apb§cldn § (. o) Ffozpddh

Working with Data po
[t =]
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Advanced options for working with Excel,

i e L IE.-___!'_" Sk AR

m After pressing Enter, move selection

Customize Ribbon
Quick Access Toolbar || Alert before overwriting cells
e = — Allow editing directly in cells
Extend data range formats and formulas
Enable automatic percent entry
Enable AutoComplete for cell values
1 zoom on roll with InteliMouse
Alert the user when a potentially time consuming operation occurs
When this nymber of celfs (in thousands) is affected: [33,554 =1

Add-Ins

% (U9

Enter Data Manually
Enter Text or a Number in a Cell

worksheet o> cell 0583 Bevpch cell cogeacp:fFren number | text | date § time data ooy
ob manual copbecSedel sp5oadpds enter  format opScdqdlonchi text 1 number o>6s
oRoopdeorgéeé worksheet oo cell o3 click ap&(: 8cBE:§Scopdagogdlon c$205(: Enter
§6edli cell ;8905630 data o new line ¢ enter opbaiéqt Alt+Enter key o3850k fixed
decimal number o>dg0? enter cpbaiéqé File tab-Options o click co&ff: Excel Options
dialog eolangé Advanced o click o8l 6§05 Editing options ceancSon Automati-

0o Working with Data
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cally insert a decimal point check box o5 select coGdli Places box ¢> 3 &3 enter codff:
cell d¢> 2834 Bfodcopdat 2.834 odeclclecdi Places box ¢o -3 o enter cpdeongé
2834000 c3edlendln Fixed decimal option o3 and override cpbeoigéqé number o
enter C\Efrﬁ: decimal point m@.’fﬂ% %ﬁmémﬁll 2834. o‘}%o%méq& 2834 c3dedl cledhi
& (U J) SBapSol check box o3 clear cpd: OK o3 click cpbdlu

Advanced options for working with Excel.

After pressing Enter, move selection
orecon |
Automatically insert a decimal point |
poces: [3 [
] Enable fill handle and cell grag-and-drop
Quick Access Toolbar Abert before averwmiting cells
——1| B allow gditing directly in cells
Extend dats range formats and formulas
¥ Enable auvtomatic percent entry
Enable AutoComplete for cell values
E] Zoom on rofl with InteliMouse
Alert the user when a potentially fime mnsumgnpﬁwm!
When this nymber of cells in thousands) s affected: 3.5,
Use system separators '

Add-Ins

» Enter a Date or a Time in a Cell

worksheet cell ;bseo date o0} enter apdaqé slash mark (/) Bocpds hypen (-) §
date part :c@rﬁ@xmcm@: pow 92acd 10/25/2010 3evych 25-0ct-2010 Pespagach

Working with Data 2l
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12-hour clock Gjoacgaff: time o3 enter qpS98ef time o} space 5 a Becycd p B
ega0deeepeuich current date colcogiEet Ctrl+; 380qclecdn current time cilcogytel
Ctri+Shift+; 3860l slaBqé meacdd: 8/2/2010 9:47 PM edlanendly 6§205mdgpdion
cell g =TODAY() o3 enter cpbet 8/2/2010 Do} current date edlcondlecSs =NOW()
o enter cybqé current date 3 time o3 %30 8/2/2010 21:47 3fFrecTandlB

Change the Format of a Number

worksheet ooz cell B2 o 12345 nm&gﬁiméq& cell g 12345 ol 20cb formula
bar encogd: s38oan§idedleacl Home tab-»Number group->Dialog box launcher-
Number tab o386 Category: Number o select cwdcledhs Sample v 12345.00 ksbes
wSh o34 default number format [38clonci Use 1000 Separator (,) o check cpdf: OK
o click opBqf call B2 4o 12,345.00 edTagodh formula bar gofegciomfion vl
o (e o) r%@éd]n §§.E§;$_ decimal places oS 1 1000 separator rﬁméamcﬁqﬂmuﬁu

Decimal places: |2
[¥luse 1000 Separator (,)
Hegative numbers:

Number is used for general display of numbers, Currency and Accounting offer specialized formatting

for monetary value.
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P> number oodscd sacacSonepi default format [géeomtafiplicuiaet Home tab—Number
group o> Number down-arrow sco:c386(: dropdown menu e format ndidpad
select cxc3agloncSn s3ge Number format o click cobe cell B2 ¢ 12345.00 odlan
il & (J- G) Bfogeddh Bsdiop Currency B8t cell B2 ¢ $12,345.00 Bedlaoadlecsn
g default format sopdeop: obabfrgiclpa format o mcondifgéetet Format
Cells dialog box c3¢ofgEdl

¢ (r9)
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Custom Format

cell 035?0::@?0 text ¢ number ey} nf§Eonpd: display nfacnqﬁqé custom format
o Create cpbegndli text character copuf:cSeoné double quotation marks (" ") ecp3
Bodconteorgilochi com&f 1 custom format % $0.00 "Surplus";$-0.00 "Shortage"
<§ create pdf: 123.456 § -123.456 ocnfigac} <38 custom format § apply cpbes
$123.46 Surplus 3 $-123.46 Shortage <§ cell apenedesdifn decimal point e
dlo number | fraction eoga format cobafeé digit placeholder sopoacpo’ 0 § # oicd
22253fgcl 0 Beaoxfgeé display v 0 sogedlfgeotdloseSi 0 odexanphoieoné format
45362 0 scgmapldisply cySigadh # placeholder oot ocSorbe 0 e
Excel mlgobeeurdlond ? placeholder Haaaxfgef decimal point Qeqe§205e meqredlod
0 eopcd mﬁme’écmﬁ: decimal point sogo’ align wbeuzgndln (9 Rfegpach

¢ (r9)
Excel mes display C\i'fﬁo}nm%mﬁﬁn comma ( , ) cﬂmqﬁq& custom format e (, )
cogdsuigdlecdi opéiedlol comma drecpa? saadfgecSaBq8 gooomn§iad 1000 3oo:fiao:
fado3 nm&o’;ﬁ display codfgencl comma é&@ﬂmécqmﬁaﬁq& 108 %Ofb:co:a:c}om%r%ﬁ
dispiay cp3GS50n § (.6) e
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B underscore (_) & minus (- ) cju> character copd3 align cpbgeacyed mafgdloncSs
underscore o3 format ¢ cogiconedSaRel 2 sgncHon character a3 skip cpboloacS
minus sign dlggeox, mﬁﬁm@m?@méew- 5 (59 Blegeddh

o e S B Y )

"ACCT NO." 0000

"DONE"
|"FINISHED"

FINISHED |
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> mmmmegmﬁ%@@u.n)?acﬂﬁmohﬁlmw@&
display > scep&ifGeoatef square bracket [ ] ¢ o) color name o §obaopbeoich
meeptecyon Black | Blue | Cyan Green | Magenta | Red 1 White | Yellow saclmoé =29
Beedgdloncdi poen [BLUE] format BoroxfecdBel Excel o mffpeept color § display
op6fgeach data entry o3 hide coboongfef custom format ¢> semicolon ;;; adracd

sodifgedlecSn cell content Bo3edagqé double-click opdfogpdal

m 4/5/20610 21:30 4

mmmm d, yyyy April 5, 2010
d mmm, yy 05-Apr-10
yy/mm/dd 04/05/10

| [BLU] d mmm, yy

& (o)
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» Validating Data

worksheet o cell ;ba ey cell range sopen user meganchecdeoc) data type 530
cochaeostet data validation cobeorgdlecdi poes cell range A1:AL0 ¢ 50 3 200 o5
momiecpd enter cobomaochdedd | om8fFrincniiecyddooghe? error alert [gdogmreomt
cpbaef cell range o} select cpbooniff Data tab-Data Tools group-»Data Validation
o3 click opbdln Data Validation dialog box g&axngé Settings tab B8Glecdn Breomgé
Validation criteria caxa5as Allow box ¢> Whole number o3 choose cpbdlechi e5205(:
Data box ¢» between | Minimum: 50 § Maximum: 200 o3 set c8ft OK o3 click gl
sses cell range AL:ALD deo omiisopdoiaophal data oopi8ed error message box
edlondleddt & (. @) fo3eSch Retry button g6 data E@méc\%q:ﬂmﬁu

e T
e T

| validation criteria
Allow:
{Mﬁemmbur ]ﬂ [¥] xgnore piank

[pmese 12 o (s @)
ER Ea
[200 B

| | [ Apply these changes to all other cells with the same settings

b 55

P 75 ° The value you entered is not valid.

3 150 A user has restricted values that can be entered into this cefl.
i ‘ [reryy ] [comcnt | [ b |

6 Was this information helpful?

Working with Data oo
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worksheet ¢o data copboxog input message box cobsedleogtaf Input Message tab
355 Enter a number between 50 and 200 vefogé:c3§oSeopSil OK o dlick apbdl
sldqt cell Al oo data copdomni Input message odzedlaonclecdi § (. o0) Bgpsah
ondfge: Validation criteria sopfgéoy Date | Decimal | Text length 1 Custom SRoRcogh:
wabifgdedlordSn orucdorcdba3E cocbeey cobfogabil

[ setuogs | § oct eammpe e R :

[#] Show input message when cell is selected

When cell s selected, show this input message: — - -
Title:

o Working with Data




-, Fill Data Automatically in
Worksheet Cells

» Drag the Fill Handle to Fill Data into Adjacent Cells

adjacent cell copyo data series sadjji? fill cpdsuig€eg Fill handle o} drag s3ff: cell
sog coSBogaopSearefadioacdi Fill handle o hide apSeonatef Excel Options dialog
box cden Editing options esacben§o; Enable Fill handle and cell drag-and-drop box
& deselect cydeu:dln Auto Fill Options [B] button o3 hide cpbeom:siéeE Cut, copy, and
paste cemdchon Show Paste Options buttons box o3 uncheck eobsorgilocdi om&f |
& (J 00) o0 d;BRFEegngeonio) cell Al ¢ 123456 Bespeopyf: Fill handle o5 point
ﬂ.:raqé cursor o plus (+) oad chE:ogqun Fill handle o> fill cxl_)faqSDE direction saché:
cell A10 58 drag 3c3a5dli fill 0351803 cell range gff=Bq€ mouse button Gaooio1a}
release cobomy cell range cdacdien COPY 63 mlgpdoéagdiG

o 123456
- 123456
3 123456
4 i ! *.'123‘;455
5 123456
= ety 123456 3
: ice
3 123456
a3 123456
10 123456
11 [12356) it
12 '
Fill handle — Auto Fill Options button
2(J-00)
Working with Data it




205008 cell ¥dagaeszannio) data o3 cell range ¢ 28005903 hiay3tiudd
soopogstigéal Excel default sacé: pbcdqdloncdu slewwnod user choice 2203¢E: step
value cc:gsaa'at@@: fill series cobolelooub m&§ 16( o J) o cell Al o select obff
Ctrl €5o0:: Fill handle o3 cell A11 58 drag 33yl cell range oo data cop o628
Sheogooma eop qdlecn b cell C11 ¢ 30 3 enter cxdff: Fill handle 3 saeTon0d
cell Bl egepadod drag BopredBet 30 mes 20 sepododmedd decrementing [gBagozencln
sleowch cell Al ¢ 100 cell A2 o> 110 o5 enter cpbfE: 3 cell 88503 A1l 528 Ctrl £6
eoon:0 drag spec default incrementing step o> 10 [g8aprtomelopé 1001 1101 120
130 1 140 ss080) data series m@?ﬂ%q&mﬂn

RlB[(e o Nie v sjwN

b
[

ot
Lt

AWEN)

More Examples of Series that You Can Fill

adjacent cell sopen fill series apSqé selection ox sacdorcayas fill data [§8ogiondd
0 (J- 20) 92 €G30 obncSeon series extension e0g GdogeeE§dlorcds & ( J. op)
266l [goooro) table d3scoaonfmpiol

Go Working with Data
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Initial Selection Extended Series

1;2.3 4,5, 6,..
9:00 10:00, 11:00, 12:00, ...
Mon Tue, Wed, Thu, ...
‘Monday Tuesday, Wednesday, Thursday, ...
lan Feb, Mar, Apr, ...
Jan, Apr Jul, Oct, Jan, ...
10-Jan,10-Apr 10-Jul, 10-Oct, 10-Jan, ...
2010, 2011 2012, 2013, ...
Qtr3 Qtr4, Qtrl, Qtr2, ...
Q3 Q4,Q1,Q2,03, ..
Quarter3 Quarter4, Quarterl,...
textl, textA text2, textA, text3, textA,...
1st Period 2nd Period, 3rd Period, ...
Productl Product2, Product3, ...
¢ (- 29)

» Using the Fill Command

Gmammv:\gf@m:mcgo%ﬁ Fill command m:.e:&ﬁ: 0.35531&515 cell Al & 123456 n?:: enter
&G blank cell opc? cell A10 Beepodesant drag eyl Breored Home tab- Editing
group->Fill>Down & click cpbilecSi sladgé & (. @) prrargéimdeecdéfgeqoled
807631 cell Al o 10 o3 enter cp&ff: blank cell soyc cell A10 GBeepadecaat drag pafs
Home tab->Editing group->Fill>Series o3 click cobclecSi Series dialog box ecl'crs
oyoasl o ( J sq} ?’JEDDD:O\‘}W-E%& Step value: 10 § Stop value: 100 o%mam@ OK rfé
click p5e€ 10 meg 100 sacB0} Step value: 10 8% cell sopgnedlanedlon

Working with Data ¢}
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Fill Formulas into Adjacent Cells

cell A1 ¢> =SUM(D1+E1) formula o3 enter co8f§: Fill handle o cell A7 Segpobesmt

drag hsjapoiqt 0odfge: cell eopen formula eop fill [goay:dl@n cell A2 seopcSBeé =SUM
(D2+E2): Cell A3 sacpabadqf =SUM(D3+E3) sa080op5gégbesdlectn & (. o) o¥fogaddl

Al - ' =SUM(D1+E1)
33 . 12 21
13 22
14 23
15 24
16 25
17 26
18 27
bt
¢ (s29)



o Drag-and-Drop Editing Cells
» Move or Copy Cells

worksheet ooda¢> data sogdBespoopdfl: data cop esepefgot:ode: Hd[gdoresqomd;
ofgbesnt mc\g«ﬁmaﬁ maove | copy ofﬂsm%gq?au% cell eopa’ move 0950_55351 F8m
sfgE cut-and-paste pScdoixdloncSn mouse saaxgfs move cpbao) cell range oobed,
selection border o drag &ff cSodegepyo drop apoet move [gbagoroncSecon poen cell
range AL:E2 o row 8 Beepodesant move cybucSadef cell sopch select apdfi pointer
o3 selection border silenonédl plus (+) sign mes awacdlgx: R oodelgobiognqt drag
30l row 10 B cepcbojeacd drag shanddlecds § (. o6) Bloapddh

T
5 15 25 35 45 -
10 30 50 70 g
3 20 60 100 140 1800
4 40 120| 200 280
5 80 240 400 560
6 160 480 800
7 320 960
8 640
9
10
] =Ty 1
12

¢ (U 06)

> pointer o [go:dc} efgptreogaonadet Excel Options window a3éfE: Advanced > Editing
options esxob Enable fill handle and cell drag-and-drop box o3 check cobcomzgdlechn
row 10 Beepcborng mouse button Saosiona? release apboli sladeé & (. 09) gofgoo
Seeché cell range A1:E2 uo row 10 epepad move apbandigi geo cell range cpepeo
blank [§8oy§3¢loouSs Ctrl key §6con(: cell range o3 move cpdet copy [gdeodh

Working with Data G
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1
2
3 20 60 100 140 180
4 40 120 200 280
5= 280 240 400 560
6 160 480 800
7 320 960
8 640
5 15 25 35 45

10 30 s0l 70 90
11
12

o (U 29)

Move the Cell Contents with Commands

cell content sopc3 move cpbojossl drag-and-drop sghum seolfgedegcSopeved) 6onod
worksheet sdgfo3oien move cpbgfel BgpSionoaduedlonn Excel command | shorteut
key ecgdsasixlgegach cpbgphon cell range o3 select cobf Ctri+X A6k move opbedd
efanodheopden rotating marquee odaedlomet paste cobudd cell epepyn click cpff:
Ctri+Vv n%@ﬁqr.ﬂausu

Drag and Insert Cells

& (Jr 09) 9olg€esqop cell range A2:A6 o3 worksheet o ombfgreseper poes column C
% D fogoeo insert cpboCeé cell range A2:A6 o3 select cxSff: mouse pointer o3 selection
bar cdloxEc3aidl pointer shape o [§o:003 effplragnayons] Shift key $6coniqé: border
o columns C § D o3} drag sjoondlecSn slaBef 1 beam soqeSFonds cdlesdn s3]
bt mouse button § Shift key Soonzomd? release cobeordlecSs column A v column

C e G@Wagx{.ﬂﬁn

G Working with Data
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» Insert the Blank Cells

worksheet o>82¢> blank cell range 026503 insert cpdsiéoncbadeé insert cpbedesepyd

pointer o3co{G: BB eandd cell area ;méz03 select meobdl poeds & (- op)
¢f§Eesqa; cell range B1:B4 sepyo blank cell copg insert wbai€oncbadolde slBetcell

range B1:B4 o} select cx&f: Home tab-Cells group->Insert o} click cpboli shortcut
menu sclangé Insert Cells o click cpbcln Insert dialog box sol conoyoesl Shift cells

down option o3 select cpd OK o click cpbilecdn slbeé blank cell 5200860007 oOM
8es0) cell s comdSopliaff: mentepepologaydi

Working with Data o6
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Enter the Same Data into Several Cells at Once

data ;mdacd od3loogbs §oScopSoms cell copoaep:Fien mﬁﬁﬁmécmémc\%«ﬁ: oo
sogitat macdarbiogedol data &:34€a} cell sop? select opdeglechi cell copcd Bod0cd
select cpéch mese5 Office Excel 2010 BYBcopdff Ctri+Enter B86q¢ cell sogemtadien
Bercey sacfedeqpffionn: [Sagdf

50 Working with Data
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;. Apply Conditional Formatting
» Highlight Cells Rules

conditional formatting 230> Excel mes cell epen 2a0heodoonia) condition qeomt apply
cobeo:déa) spedial format Aoi Excel oveon rule cBeslSloocdi rule copmmepRoh &
(o Jo) goedlfgoon:o worksheet o> Average colume o> cell eepa? Highlight Cells Rule 3
apply coBfgdlecsi cell range F2:F16 o3 select cpbolecd

| Home

o ; Arial i 5| o= ! & [Number +| ) Conditional i-'nnnal.‘th'bg -
-8 rug-AAs | ER =ME- $-% i Format as Table ~
Pa?te = el B A - ‘|2 WD = cell Styles -
| Clipboard T | __ Fomt — - il Alignment | MNumbsr 7| Styles
T 2~ CEEE —AVERAGE(B2:E2)
i e

77
66

- 79
15 | Win Naing 80 75 85 71 78
16 | Tin Win 94 87 78 75 84|

17|

18

¢ (Jr Jo)
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Home tab- Styles group- Conditional Formatting-Highlight Cells Rule-> Greater
Than o} click cpdclecSn Greater Than dialog box sdlongé Format cells that are
GREATER THAN text box ¢ 90 38c5copSfi: highlight sacyo Light Red Fill with Dark
Red Text o} select cpdclochn ego05: OK o3 click aobili slsBef Average column o cell
content 90 coobeoydap cell sogad sa§eapés highlight cydigesfgdcloscde & (4. jo) o3
[3p3ch 85p5:003¢E: Less Than | Between | Equal To | Text That Contains s0§o3
Hightlight Cell Rule co3c3 saa3fgcdedloncSs

24 53|

T e 70

90 Sl 01)

92| 65

86 63

67] 80

97| 89

% 1 ?ﬁ,{,%

88 94

o2 a3

e 1] 87

B | Clear Rules v 85 = ?5
E Manage E‘UIE" L _8'-2| TE'
: ' Q n 78
2 75 84

G@ Working with Data
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Top/Bottom Rules

Top/Bottom Rules ¢> Top 10 Items | Top 10%  Bottom 10 Items | Above Average §
Below Average o3c3 saodtfgcdsoloncdn Average column cdod Top 3 o3 highlight cells
969868 & (U JJ) o Top 10 Items o dlick cpbch Top 10 Items dialog box edlongé
Format cells that rank in the TOP text box o> 3 R&cbeopifls highlight sacych Light Red
Fill with Dark Red Text o select cxSclecSs sgo0if OK o dlick apdlu sla3q8 Average
column o> Top 3 &3 highlight p6Gesg8dlorcSn Bcobqpieané Sort cobfgeoaomdloncde

:E‘m:l;: ? n

E Highlight Cells Rules * = o . Pna Find &
Filter = Sefect =

ﬁ Data Bars ¥ ﬁ .Tonﬂ'lm

I Color Scales ¥ % Bottom 10 Items...
HE sonsen | Gl satom20%.. % (0 1))
B pew Rule.

E Above Average...
[ | clear Rules ]




Adding Data Bars

selected cell co303 Gradient Fill S3ocpcS Solid Fill apSconzob horizontal data bar cop

ool cell range value copc3 dfgedTfgedadloncdn & ( . jo) oo Average column ¢>§c3
cell value (15) 28 5005235903 Data Bars § olgedlgeon:dlonadu cell range cdon mafgéad:

o$&ia) mqpdad: data bar § colgeuiendl

[ ]
E A2 ol
HEEE

B | Clear Rules b
Manage Rules...

Adding Color Scales

éslodd) data copa3dedayassl overall distribution fo3pbaéef big picture view oo
Bdandloddn mdepepecyen [§E0) value sopdffs sp5:03 value eqganean mSesepen
sepodegadadomed]i slbqé Color Scales Boopbeviqendli & ( . i) oo cell range A2:F16
o3 select op6fG: gradient color scale sga3copbfgooicloncdn sacepéangadion lowest
value f;r:@uﬂn mcq:ﬁmga:}:m highest value Gogﬁéﬂmusll
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Adding Icon Sets

Average column o> cell cope> Icon Sets sopa? add cpbeogéqt  Conditional Format-
ting->Icon Sets-3Rating icon set o693 choose cyéq€ & (- J9) @olgoonioimdit:
GEqwodln co8[ge: icon eopfgéo Directional | Shapes § Indicators icon set copadoopd:

m@@cﬁqﬂmusl i

HE owarae .
B Color scaes ;
Directional
. |+ = £+ 3
B | New Rule A=V +A%S |
B | Cloar ks 2 AN 2A2NI
B romgemies 1o Aed Y
[ Project _ Average [ il
770 s O@0@ 000
ﬁ?_g_oao o200
e 8088 $ (0 J)
80 63 Indicators
0w ©00  v1IX
— e e
L. B o4 . [eems
T e «u |wiw afl il ll il |
“e o |@IIIBISIO) .l ull il wll
wo 75 |MEEEER
710 78 | More Rules...
Tﬁ_ﬂ a4
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Using New Rules

80-64] Average column oo cell range o select w6:sor; Home tab->Styles group->

Conditional Formatting->New Rule o3 dlick cpbq€ & (- f6) ¢olgoon:ah New Format-
ting Rule dialog box eTaxgsdli Format only values that are above or below average

o3 choose o8 Format button o click cpSdlech

Select a Rule Type: -~ L

p Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values
» Eormat only values that are above or below average
» Format only unique or duplicate values

i Use a formula to determine which cells to format

Edit the Rule Description:
Format values that are:

above !Ei the average for the selected range

| Preview: No Format Set aEomabery,
% (> )

b Format Cells dialog box elaonef Fill tab 0336 safGpgeqpde? select cpdff OK o3 click
co8dlecd & (4 J2) Blogpdol 8xaceptom rule ofoj cell cogeacped background colof
Slon rule omes cell range copodon average cochempop cell sopad color fill opbeugadl

» o (. Jo) o> background color fill codfgeonioy cell (6) p¢» average value (78) cocheoe
value sopélonchn cell F17 ¢ average value 3 =AVERAGE(A2:F16) formula & spfgeo

SoncS 1 >IN
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3

| No Colar |_ Automatic @
mISI T Il Pattern Styl: _
OEsEEEoEEE [ &
ENENERDEEDN
ANEEEEEEEN
ENNEEEEEEN
ENEEEEEEEN
T EEETTTIT & (U J2)
| i
Sample
13 :
2 Arkar 66, 47| 42 7| 98
3 (Ayelwin 43 79 73| 85/ 70
4 (ZarNi 94 93 86 90 91
5 |Khin Zaw [a 42 50 92 65
6 |Khitko 56 43 65 86| 63
7 |PoZaw 97 70 84 67 80
8 | Aung Aung 91 90 9 ar 89
9 | Sein Win Aung 54 87 70 77 72
10 |Soe Lwin 100 100 88 88 94
11 500 Win 100 8 » o o
EMva Aung 77 93 84 94 87
13 [Tommy 66 90 72 85 78
14 /Aung Win Fi: 1 66 82 75
15 |Win Naing 80 75 85 71 78
16 | Tin Win 94 87 78 75 84
id
¢ (U o)

Working with Data
[=—Ses i



» Using Manage Rules

Average column o> cell range o} select w6fg: Home tab->Styles group->Conditional
Formatting->Manage Rules o click cobalecd Conditional Formatting Rule Manager
eTeonef & (- J6) mGoTEE?ﬁ'émo’:nmo%& New Rule (2) 905 create pbfg: cell range
o apply cqumt.ﬂuo'.‘;u sgochfge sorting copd: cobSlecd aldet & (Ur ) eI
conodeacits Top 5 kg meul e | {;rﬁﬁ:aqn&po%g: m&cspévm’gcéﬁlu cell F13
b >= 70 [gbos cell coglgdoloacdi condday (3) 30 < 70 [ges cell copalon

smplf True =

- ) "
92 ]
7 | Tin Win G4 87 78 75 ‘84
8 |Po Zaw o7 70 84 67 80
' 9 | Tommy 66 90 72 85 78
10 |Win Naing 80 75 85 71 78
11 |Aung Win 79 h 66 82 75
12 |Sein Win Aung | 54 87 70 77 72
13 | Aye Lwin 43 79 73 85 70
14 | Khin Zaw 7 42 50 92 65
15 | Knit Ko 56 43 65 86 63!
| 16 | Ariar 66 47 42 77 58,
& (0 Je)
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J9 Filtering Data
» Tracking Sales Transaction

& (- o) gecllgoom:al worksheet o> Code number | Salesperson | Date | Product soldi
Units sold 1 Transaction § Location s3c3 column (5) sdldloschi sag64 cell oodacd dlick
p6f: Data tab-»Sort & Filter group-Filter o3 click cobef column sa8:58:8 poncben
drop-down arrow coxiecgedl condleddn

Sﬂiﬂpﬁrﬂ{ﬂ ME[MMWGWB

1 IMeMs  330/2000  ipgloss
2 |MaAye  3/30/2009 | foundation ! 5.0
3 |Mgko | 3/30/2009 lipstick 23 80.5| Northwest
4 Mgshwe | 3/30/2009 |  lipgloss 25 875 Northeast
5 ManNi |3/30/2009 | lipgloss 45 1575  Midwest
6  MgMg |3/30/2009 eyelner 31 1085  Central
7 IMgKo 1 3/30/2009 eyeliner, 65 2275  Central
8 MaAye  3/30/2009 lipstick ___sq_____ 1260 Central
9  MaNi | 3/31/2009  foundation 21 735 South
10 L"""‘“W .3;3112{109; T s uz.n' Southwest
11 MgShwe | 3/31/2009 | e'.mlmﬂr—| 55 1925  South
12 |MaAye 3!3_1;1093_!_ fnundal_mﬂ___ 61 - i 5uuti1‘
13 MaNi | 3/31/2009 eyelinerr: 48 168.0 Southwest
15| 14 Mgko | 4/1/2009  lipgoss 27| 945  Midwest
| 15 MgMg  4/1/2000  lipgloss| 33 1155 Midwest
17| 16 Mgshwe _! 4/1/2009 eyelinerl 48| 1680  Midwest|
17 MgMg | 4/1/2009 | eyeliner 65 227.5 Northeast
18 Mgko 4/1/2009  lipgoss] 34 1190 Northeast
19 MaAye | 4/1/2009  lipstick 58 203.0 Northwest
0 MgMg | 4/2/2009 | lpstick) - 41| . 1435 Central
21 MaNi | 4/2/2000  eyeliner 63 2205  Midwest
2 MgMg | 4/2/2009 lpgloss 38 133.0| Southwest

23 MgKo | 4/2/2009 eyeliner, 44 1540  South
24 MgMg | 4/2/2009  foundation| 54 1890  Central
25

MaAve | 4/2/2009 | lipstickl 49 1715 Midwest|
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Salesperson eoson drop-down arrow i click apbfF: (Select All) o8 dlick oooff Ma
Aye check box o select apbdli egoa5{G: OK o click cobef Ma Aye 35¢a3 sepliaegss
oBaafich display g8 ¢ (Jr o) Boapch

% | hlear ther me“'.s..-;lesp-e;nn' ------------------ rgf_aﬂf_qug__ - —IJPmc—k
vy . _3;'311{ 2009 lip gloss
R — .ﬂm lip gloss




> coneonmspdisacié: Product sold soxon  drop-down arrow ceored click cp&fg: (Select
All) &3 click cpboli egoo5fG Lipstick box ¢ select cobdli eg205( OK o click cpoe¢ Ma
Aye §€ap Lipstick cep&qegorbaaia display cpdfgdlecn ¢ (. o) SBeeSch

Units sd - | Transaction ~ |

o 36 126.0

| 3/31 32| 112.0/

19 ‘MaAye | 4/1/2009 lip stick 58 zuaul

25 MaAye | 4/2/2009 | lipstick 49 171.5|
¢ (s

> Soo83] Date coxon drop-down arrow eaxid click cy5f§: Date Filters—Custom Filter
a3 dlick cpSdlecu ¢ (. pp) Bgdeh

|1 | Code nul -] Y| _Date []Product sol(X| Units sd - |
| 8] | sort Oldest to Newest lip stick 36
| il»; Sort Newest to Oldest . lipstick 32
M & , Clear Filter From “Date - I-IF—SPCk- 21




P Custom Autofilter dialog box ciTaxnqé Show rows where: esmdbe Date box (2) 5
¢ s after 3/30/2009 And is before 4/2/2009  enter S OK & click ol o33
Bq€ Ma Aye 3/31 § 4/1 egecpon Lipstick cepéqoiegepadqdigr & (- pg) Bl3psok

o g 22000

-me‘ztouprmiawﬂnﬂadnm
Use * to represent any series of characters

10 |Ma Aye | Ly [ L0 |
19 | MahAye 4.-"1!21'.109 Ilpstlck __5-'! = ___2_£I_3_:D___Nurthw_e_s‘t__

% (U 99)

| e§acbfreon Mg Ko § Ma Aye cdsbeundciedlé: Lipstick sepi:qegomiaia’ Salespersor
column > filter cp5(G: Transaction column o3 sum codeéqgloacdn & (. p9) Alegpddlk
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)-8 Consolidating Data
» Create a Master Workbook

& (- 76) ¢oedlGeonoy East.xisx 3 West.xlsx §20p53 workbook §8300aB4¢ Jan | Feb
§ Mar cosgpen 93888600 Gm&qq@gémq&eqﬁ&hﬁ =8 workbook data e
coléf master workbook odsch Create p&Bqilonci c§o05fG 38 data sop0) master
workbook £ link cpboonngé East § West o> cobéeeptiaod mcqmogcﬁauTmc%& master
¢ 22c3c3 update [GéesdlocSs somcsff 1 blank workbook b0} create apbolecSs

Heast | | Ewest
4 A B s i
3 3 lanuary ~ Feburary  March
| 4 | foundation 25 49 83 4 lip gloss: 32| 56 73]
5 eye liner 45 73 49| i foundation 87 120 96
6| lipstick 31 86 73 16| lipstick 2 47 55
7 |  makeup 65/ 55 8 | 7| lipgloss 25 76 73
(8| lipgloss 36 79| 55 (8] makeup a5 48 56
9 lip gloss 99 37 79| 9 eyeliner 31 95 83
101  eye liner 3z 28 37 110| eye i}'ner_ 65 35 19
11 lipgloss. 55 4 28 1] i stick 36 28 73
12| makeup 61 57| 87 |12 | foundation 99 110 86
13| lip stick 48 83 23| 18]  lip stick 32 56 55
(14| eyeliner 35, 49 25 |18) eyeliner 55 74 79
15 | foundation 28 73 45 135 foundation| 61 88 37|
16| eyeliner 110 26 31| Bl eve finer 48 35 28
_1‘_?_'__ makeup 56 55 65 17 makeup 27 a2 44
(18| eyeliner 74 79 36, 8] lipgloss| 33 77 57
19 foundation 88 37 99 1981 eyeliner 48 51 49
120| lipgloss. 35 28 32 120| eyeliner 65 110 89
2 21| lip gloss 34 a7 56,
22 22| makeup. 58 68 77
| 23 23| lip stick. a1 38 56
24 24| eyeliner 63 62 43 I
i) == lipgloss) 38 81 99 '
¢ (- 96)
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B masterxisx soep5} save cpbdlocSi workbook ob:ac3 Arrange Vertical cpdeor(@: Data
tab-»Data Tools group-»Consolidate g o3 click ap85h Consolidate dialog box cT
cxoqf All references box ¢o cell range §6303 Add cpbecxff: OK 3 click cpdl slade

master workbook o3qdligi & (- p9) F3pddh workbook o3 update cpdfo3ghol

% (29




)7 Format Text and Characters Cells

>

Adjusting Column Width

cell c283¢ display cobfgeecs content o> cell width co0deprecdBal maacdd #H####
cell e display cpdfgeach sleé cell column width oBfgEevteilecSs Excel ¢o coifgoio}
sghondyobon cell format 3 cell data Buor Bifgdaveon§dlorcSs cell soan Del key
g0 cell content copdgjoSdlonci format cwqoddlog BeBoman cell adon cell data
eoge, format o0 coxd8ontayff: oodlgo: cell sope apply cpbedqlonchn cell data oponom
vopcdolon Sadacn 228gluSfgorgnrdlonude com&ff 1 blank workbook @903 open cooft

data entry oxéacogbecidledSi & (. po) Bfpadh

Overnight | 10,132 |

_____ Priority Overnif 2,509 |
_ Ground | o/ a1l
_|oay T Tagm(
; 2Day I 18337 |
0 R ] i e i 1
JWED)

worksheet ¢ entry cpbcon:o} data sopoos column A& C 9 e26090:ndff: 0obdf 006y
edleomEesdlGlogu column width cpoyprepedci adjust cpSspion text sopimbeso)
columns A § B [p3p:on border d3ononcd drag opdpesdl column A §, width oycSop:
Slecdn gloeurcs column A § B G3=0n border 7% double-click opSfaScln column A c3¢n
Tagpdadeso) entry odaeol oo cell width 208§dorod3 eopgdlecht column
Ci D o3, width copad adjust C\gﬁ»@méc 85 pS:0lon 6905005 column 60 2005030

Bo Working with Data
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oodffEongh: adjust cpbaiEel worksheet § mddodbmedl mgesepo Select All button
o? click codff: eecguimbego; column sopcdan border mdaah double-click cgﬁqr.ﬂucﬁr
sldeé cell width eopoenicoadfEonpds adjust [gdogmiGecon & (- o) Blogesch

— Select All button
Al - (i-r'_ :F-'-:':- 3 'ﬁ' Customer

Customer Month  Category  Count

ArKar Aung January Ground 3458
Arkar Aung January 3Day 2902
ArKar Aung lanuary 2Day 14901
ArKar Aung lanuary Overnight 10,132
ArKar Aung January Priority Overnight 2,509
Arkar Aung February Ground 4501
ArkarAung February 3Day 1873
ArKar Aung February 2Day 18,337

» Rotating Text and Borders

& (U o) o column border copa3 cen&:3E:atql conticlelonddn cell range Al:D1 B
select o6z Home tab-Cells group-»Format->Format Cells o3 dlick cpboli Format
Cells dialog box céTeongé Border tab o click apoff: Presets ssax03on Outline § Inside
button 33 click cobcleci Line Style box o c§eorSojyfiaacpobaa? choose cpbals
Rreomet Alignment tab o} click cobff: s38mes Text alignment: Center (Vertical) §
Orientation: 30 Degrees o} select cpdff: OK o3 click cpdclecdn & ( . o) dBfagedah

> fﬂa%qs: worksheet adon text § border cop 30 degrees corérogfecon § (1 go) Blogpdch
06mu5§ column width o> adjust sfgdef column width copc? adjust apdgglecdn
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A o
el S
ArKar Aung |January |Ground ... | 3AS8 e
ArKar Aung :fjanuar\r IDay 2,902
ArKarAungIE.lﬂnuaw 2Day 14,901 | ——t
ArKar Aung |January |Overnight T e A
Arl(arﬂ.ungi.lanuarv Priority Overnight | 2,509 | __|
ArKar Aung |February |Ground 4,501 |
ArKar Aung |February 3Day 1,873 |
ArKar Aung February 2Day | 18337
¢ (> 9°)

» Add Borders and Colors

& (Jr p@) 9olgeoncl worksheet ddcood ieclapEondepicmnsent cpdaEeionddade
cell range medleomnchen border ey copbeorf: cofepieogia) cell range o} shadin
cobeuicoidl cell range A1:D9 o select cx&fF: Format Cells dialog box c3c3o€dlec
egch: Green border line oy add cpbeuzdlechi Fill color adcogh: cell ranges A1:D1

A2:D9 sopen cobeeptdoopdeuiqf & (- ¢ ) erlgoonioicedié: [geqeadh

» Copy Formats Quickly

Home tab-3Clipboard group c3o> Format Painter < button o3 sas3ffs cell sopoesyia
format efgoiopcoied qloncdn cpbgpSion & (. ¢ j) oo cell Al &5 select cpéfG: Form:
Painter @ button o3 click codolecdn cell Al vobeopden marquee box cds edlandlee
22903 h @ icon cophiedlangadli § icon § paste format coégéo} cell range A2:L
o} click apbq€ cell range A2:D9 ¢»> format paste [gdagnicisacyed cell content ecpu
Bold style [gop§clge
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Formulas sfo» Excel ooeg worksheet data sopod opobsjode[gel:§ eaoifge
instruction scpdlon Formulas cxmefie Excel v 8038000539005 sfgatiepdd amefawmde
[googarclechi Excel formula ovbaon pog[gtronecdm ( =) 3odloach formula Moﬁ%ﬂmaoga
+ - * | ~ & simple operator ¢p: 1 constant ep: 1 cell reference Bewpch reference name op
function ¢p:{gédloocbn Excel o> space eopal ignore apbeowch formula gocopap&ienad:{Gedsg
i 0658E:00doq e§ongpoy formula BespgEal =PI( )*A1A2 Geepoli PI( ) Bomon |
0§ 3.141593 o3 return cpbeoed function [gécdloocSi Al o 0058&maiocdondad ston
apboonzo) cell &3 pp§od reference cell [§6SloncSu reference cell seen: reference name pow
radius &§ efpieotcogh: gdlorctn 2 oo formula ¢o BoS§oSolamed constant odadli constan
sogux number s3ewdd text value copfgdsEdlonuds constant v» formula Me§RHRGE
value wopodiloym =PI()*A112 erseadfged ~ (caret) 3 * (asterisk) o303 operators cdealc
odds N m oméiondacd power ;éom|gdfl: * o» mutiplication operator [gdcloncd
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2-o Building Basic Formulas

>

Formula Limits in Excel 2007 and Excel 2010

Excel formula sopé, general structure o ogienelgoaffdlG formula o630 equal sign
(=) §off: op.64205¢> operand s0p eepifpfdloondloaddn operand eogum values i cell
references | ranges | range names 3 function name eopfybendh operand scpad Opera-
tor o4 [gorcomclonudn operator  operand eop[gren space ey cooddoncd formula
sopdpespopesal line break dfcophicodbacloncti line break cobach create cxbsel Alt+
Enter 63l & (5. o) cnewen Excel ¢ formula-related limit Gt@ﬂ%ﬁrﬁ@m:u’]muﬂu

Formula-Related Limits in Excel 2007 and Excel 2010

Object New Maximum Old Maximum
Columns 16,384 1,024
Rows 16,777,216 65,536
Formula length (characters) 8,192 1,024
Function argument 255 30
Formula nesting levels 64 7
Array references (rows or columns) Unlimited 65,335
Pivot Table columr 16,384 255
Pivot Table rows 1,048,576 65,536
Pivot Table fields 16,384 255
Unique PivotField items 1,048,576 32,768
¢ (p+9)

Arithmetic and Logical Operators

Excel formula copen mealfgedqes operator sogoaepidgfuloncdn data eopadedituds |
§0200d | efgnadedd | power nEeudadqt & (p. ) o Arithmetic operator ecgabaaadgdl

E.@ Formulas and Functions
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Operator Name Example Result

+ Addition =1+1 2

- Subtraction =1-1 0

. Multiplication =2*2 4

/ Division =4f2 2

A Exponentiation =2A3 8

% Percent =20% 0.2
ACN)

ke value sb03 8E:3p5Eq¢ Logical operator sopBmadfgeclecdn & (p- ) woeal [geon:o}
Lomparison operator eca? sopcofogpacl

Operator Name Example Result
- Equal to 1=2 FALSE
> Greater than 1>2 FALSE
< Less than 1<2 TRUE

>= Greater than or equal to 1==1 TRUE

<= Less than or equal to 1<=1 TRUE

<> Not equal to 1<>1 FALSE
¢ (- %)

» Text Concatenation and Reference Operators

text string copc’ ampersand (&) operator saolg[: evodslpyptionphfgdesané woadsu:
&&lonud cell ¢» ="North"&"Wind" cdeepqe NorthWind c%r;uTm:gr:uﬂ- = o0l egdlog
cell range sopadedié:géqé Reference operator ecgfgda} 1 (colon) 1, (comma) § (space)
BB madgeglecs pows cell B5 oeg B10 odon cell cogeamiaio; reference odampdis
cdl[g5€ef B5:B10 cBegrdloacdu : (colon) o3 Range operator c3esl loouds cell range
Goarﬁaﬂﬁ:emadﬁqé Union operator 460} , (comma) n%sa::.?:@_ﬁ]m pow> =SUM(B5:B10,

Formulas and Functions 0o
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D1:D5) ofegpicl cell range §dacxa3Ea) cell eoped saaixfge€qf Intersection operator
[soc3 (space) §onadoeboll =SUM(B7:D7 C6:C8) el & (7. g) Blogedal

& Concatenation operator ="North"&"Wind"
2 Range operator B5:B10
: Union operator =SUM(B5:B10,D1:D5)
Space Intersection operator =SUM(B7:D7 C6:C8)
¢ (- 9)

Using Functions in Formulas

Functions s3o>> predefined formula sopdlon function structure eTc3c5: argument
value copc} wogojeadoaofy Excel aoagabopgndh ag0h0m cguSegaSanbac function o
aprc} qdloadu § (p. 9) oo cell range C2:C5 oo price value soye? sum ozEqt =SUM
(C2:C5) o} enter cpdeo:dl saefgod cell C7 o display oy6[g3&:dloneSs SUM() function
opeapansiéel cell C7 o} select cpboonifl Shift+F3 386k Insert Function dialog box
sdlanqé Search for a function: box ¢> SUM §oSeogii: OK o3 click agSdlecSs Function
Arguments dialog box ecT'axqé Number box ¢ C2:C6 o3§c5eopifE: OK o click opbeé
cell B7 ¢» $787.50 sacfgegnch

afsfznm ‘Meat | $22.50 |

afs!zum Fresh fruit | $10.50

umhased‘

__8/5/2010 Dell Laptop|  $750
'8/5/2010 Diary I 5450'

- P S M0 S O s
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Search for a function:
[rmammdesmmmawmyaummmdundmmd;m @l

Select a function ction: : .

Adds all the numbers in a range of cells.

AR TR S

Numberl | [EEHES §| = {22.5;10.5;750;4.5;0}
= number

=: 7815

Adds all the numbers in a range of cells,

[ Mumberl: numberl,number2,... are 1 to 255 numbers to sum. Logical values and text are ignored
| in cells, included if typed as arguments.

| Formula result = 787.5

6 (5-9)

» Evaluating a Nested Formula

formula ox83¢> function eopo? oo8fFo: function o698, argument coyoafyd seadfgaec
nesting coboncScdeal dloachn & (p- 6) 9sBe€ cell range B1:C9 cdon value copch average
wetepls qodeeclgorn 30 cocdeaef cell range B1:B9 oo value copap sum cpifl: cell

Formulas and Functions 0]
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B11 ¢ display cpSfgecsu s38cewcieé 0 o display 6fgladondiad nested formula
& macdespceqpaoniondln Formula bar ¢oeepooio) formula 03 ecgcofogpddl

The AVERAGE and SUM functions are nested
within the IF function

l
I fi = ] l

% -IF(AVERAGE(B1:C9)>30, SUM(B1:89),0)

| §
i
l

¢ (3-6)

IF() function §, logical test &3 coSo§rwasponcbondqS cell B11 o3 click aoifls SHIFT+F3
oB8bol Insert Function dialog box sclangé Select a function esacbon list box o IF
function o3¢pfE: select a5l s5205G: OK o} click cob6h Function Arguments dialog
box edlangé & (p+ ) erffoontadaBe: §odeopdr OK 3 click p&clectn slaBeé Function
Arguments dialog box o5¢>0 Formula result = 405 Loymeyad ap.c$90lGn nesting
6oxa} function (64) 2908 F239:fge8qolondS

Excel aoes step by step opcdapmomiogaefef o (- ) oo formula §o3cell B11 o select
cw&f: Formula tab- Formula Auditing group- Evaluate Formula o3 dlick cp6ff: dialog

box 30> Evaluate button o m@qéq&m&qosgﬂaﬁmqﬁ ogo?vﬁé:nﬁagu’@a

29 Formulas and Functions
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S i e WAL

munl_m 1mmmqm :C9)>30 E TRUE

T aa | veekue [sumen) ] - s
% o  Value_if_false | ] = anv
| - = 405
(B1:B9)) | | checks whether a condion ks met, and returns one value if TRUE, and another value if FALSE.

Valse il true isthe mﬂu um if Logical_test is TRUE. I omitted, TRUE S
mmmnneﬂ'w hmn‘l’fmﬂhm

% (-9

Reference: Evaluation:
Sheet1!$8$11 . - [IF{AVERAGE(B1:C9)>30,5UM(B1:89),0) e

F(42.7722722277778>30, SUM(B1:89),0) il

|
IF{ TRUE,SUM(B1:89),0) '
IF(TRUE, 405,0) .

405 L

et e 2

To show the rmttnfﬂae underlined expression, click Evaluate.

The most recent result appears italicized.
| stepm | | stepout | m
Q (5- )
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2-J Using References in Formulas
» Apply Absolute and Relative Cell References

reference coges relative reference 3 absolute reference 3B3fG: (2) r§cloncSn 20358
opFed m@:ﬂ}fni‘:eomemeﬂ& 23005203 cpordeurcdm SSorefpff ooi§SEiangd
Ropragcodepepa} reference geig cobigpfarndh Sovss sqospSorgeagoSoprdh b
ohicodieoyed odbdl dFsopiecicoy gf 381§ comaEianbeadum sEqprepegoysdbild
Sefgrgolon eepadffied] sopdSovm 8cobinybspSicd Excel msslo relative cell reference
el Gloncdn Sones bom current cell egepoli current cell spepan efgpéiopnel Scodiazh
$pdton ogobogadsleamentog Seradomm cell sgeped voompel absolute cell ref-
erence odesl GloacSa

reference gddc3oaaxgf: Excel $ocfgepc) 03Hopbspkmbecd mfaldlorcSy oS
6294, square root gro3ogadh square root epqeadomion Xn | melgoeod ofiafed:
0§80 Xr Bl 203Hopchpdien Xr=(xr + xn/xr)/2 sééc?:'[wsmq:é:o?r 0bslerbadogod
cuigt c&F§en X o§Gion sefgoiadeondloy sla3q€ xr v root Glon programming
*é:gnefgqa looping ucﬁ@u cgodeeachn Excel e 3:3%5: manual caobenoli xn oo SLUErE
velpé:adoysacyod absolute cell reference wdpmenfgbiloacSi xr o gpdesqtickpiies
¢8 relative cell reference sadjsaon:dlon cell E5 o absolute cell reference 3 pp§3&q€
$E$5 Seepaalonddi com&f 1 & (p. o) oo worksheet ¢ cell range A1:G1 o5 select ool
Home tab-Alignment group-»Merge & Center o click cpbals s$205[G: Finding the
Square Root of a Number o3§c5co05fE: merged cells o color fill w6dlectn 8p530BE:
cell range B3:F3 ¢ocoph: Use this formula: xr = (xr + xXn/xr) | 2 B&cdoopif: color fill
3 text align coponbeozclecy 92965 Cell ES oo xn o0§§: 123456789 3 cell E6 xr 58
1000 n%%rﬁmégusaﬁd}%u cell E7 ¢» =(E6+$E$5/E6)/2 n% enter 095@: Fill handle o%
commmcHd drag Hayeat cell value SUD m&@é@émﬁanm@co&aﬁnﬂl 1111.11
46219 oanfion oducabeomdlom slBqf 123456789 €, square root v»» 1111.11
lgdenilon Scgadspiien cell E8 o3 click agﬁ@éq& formula bar ¢» =(E7+$E$5/E7)/2 3
edlegolecd cell E6 §, relative cell reference oefpéiapreoed absolute cell reference
[3803 $E$5 orwefgpéiaddlopm calculation opodegop§: obeagpadaddldn 85p5:03 Newton
iteration method c3esTGloscS

29 Formulas and Functions
=" ===V



¢ (30

2.2 Using Names
» Define and Use Names in Formulas

worksheet o> celli cell range 1 formula 1 constant value | Excel table cegeacgo> defing
name cop create cpbciqoloochr defined name copoaaffgtion cell reference socis
omo0cddfG ?cﬂc\}ngcﬁag&mﬁu puw =SUM(C10:C20) meo>: =SUM(FirstQuarter_Sale
Bospel desoméiopcoon name BediffBeontic) egrodmbajadon worksheet 0o
saxjgdop defined name sop0? oodfge: worksheet sogonoopt conddewoloncdn define
name ocdad} create Jouvpcd edit wbecdBqé comnddlogSionbienydd Bodgrged

Valid characters defined name o>6a80fencx0s letter | underscore () B
backslash ( \ ) o823fgdedlecSi oo character sopon lette

Formulas and Functions ?f-;
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number | period | underscore cgbcdgdlonddi slevecd "R 1 "r
"C" | "c" letter copo} defined name ¢ saaifgcdeqalop

Cell references name codgum reference (o HDEEF.;]:!EGI puwn A21 24501 R1ClL
disallowed s’aﬂgpnr;crgo% name m;ﬁcu:c@uqu’l::a:u

Case sensitivity name copuxs case-sensitive ofgbcymecycd Sales § SALES oo
5000101 ¢2:ox86f 903> Name o ocow Name o3 replace apd

ogarenal
Name length name méezc; 255 cd:acdespgégcloncdn

Spaces not valid name od¢> cpadeodeny (spaces) Beocdesdloyn Sales Tax
o%cq:qﬁq& Sales_Tax o3ewpos Sales.Tax o3 cepgolecd

com&if 1 Loan program ox$203 name copoasiifgff: Excel jeepfoipdqeosntn saajfgech
formula o> seac3cl

-Term

Payment = Loan*IR/[1-(1+IR) ]

where
IR = Monthly Interest Rate = Annual Interest Rate/(100*12)
Term = Terms in months = Term in year*12

Loan 1 Annual interest rate | Term (years) 3 Payment &3cjenecpc} Al1A2 1 A3 § AS
cell sopen§cdeopd(d: B11 B2 1 B3 ojgo 1280001 9.75 3 30 o} enter cpbclecdn B11 B2
B3 § BS cell copoacycd name copc}  Name box ¢o Loan 1 IR 1 Term § Payment o)
oobogyf:§odeopifes Enter 85apqdlec sages cell B1 of select bt Bl efgeomdloz
Loan c3[Geswodl Formula bar ¢50 128000 cdsdlegclecds Sdadomon Loan = 128000
8 Excel coBc3cddIfn 82203&:0 IR = 9.75 § Term = 30 [gdegench com&:fg 1 cell BS 3
select co6ff: Formula bar ¢> =Loan*(IR/1200)/(1-(1+IR/1200)(-12*Term)) §doogd
cu:qé Payment value o} 1099.72 § Excel magadsordloaddi § (p. 00) Blogpdch

09 Formulas and Functions
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—— Name box —— Formula bar

fe| =Loan*(IR/1200)/(1-(1+IR/1200)A(-12*Term))

B Annual interest rate | 75|
Term (years) } 30 =
{8l Payment 1099.72 NiL-, W] (S
¢ (- o)

P sBosphion cell codagdid define qySomadfiecndda cell range codgciich codfEops:
define cybeuiomndla cell range A1:B5 o3 select x6ff: Formula tab-Defined Names
group->Create from Selection o3 click coSdlecSi & (p. 00) Bfegedol

8 (8- 00)

P Create Names from Selection dialog box sdTaxg€ Left Column box o3 check codfg:
OK o3 click coblecSs & (p. o) Blogpdch
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1

e

e £
e

column A cSen name ecpu column B oo cell sopsacyod defined name eoplydoyaclGu
w364 cell Bl o) select cpbqé Bl cGefgeondlopm Loan c¥Gesendli defined name 803

cell g data copa} enter ydeg & (p. op) ¢ofjoonoheacht: Payment value & Excel
mesopadeuadaddifn Payment ¢o #NUM cfGorqd input data o893 on:c3gdcloncSi

f| ~Loan"(R/1200)/(1-{141R/1200(-12"Term)

% (3- 29)

oxcBaxgpbien Loan 1 Annual interest rate | Term § Payment o33 column A ¢ 5E805
copbdh freomqé cell B1 o3 select oG Formula tab-» Defined Names group—>Define
Name o3 click codclecSn New Name dialog box edT: cngé Name: box o> Loan oedl’
cpdlecti 8goupSBaseomoyet OK o click cobdh Annual interest rate o3¢ IR cBefgésdh
Rfoimcpbeqmeon sqEmdd:dlon
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o.c Array Formulas

>

Multiple Calculation Using Array Formulas

Array formula 8392006006003 vecpansé &oog: formula cb90pdpb0d} opiox
[r3e5dh cell cobaen =B2*B3 sfoj formula despconqt cells B2 § B3 3§, value copct
cfgoobdled Bcdomdlon sleved array formula o3 {=SUM(B2:E2*B3:E3)} cdegpod
Beé Excel o> mafgecoipomdfEongd: opadeoigadhn sacfgon =B2*B3+C2*C3+D2*D3+
E2*E3 [gcloncSs 38 formula o} array formula cesldloauSu arrayformula oodad
create cpbocSBef target cell o} select cpbff: formula B8oBcopidli ego0G Ctri+Shift+
Enter a3c3§6c3c50x3 formula o Excel o> brace { } eopg Scdeuigndli { } o} aond
§odeop3Gecdalo Seon array formula oxbg0> multiple calculation capaiopabaiosfa
mc[jondy Bendd me§mbondadd return apdsu:dEoddadedsoln array formula §
oddff sesrodecméfgeoiclecdn & (p. og) o worksheet oo Price § Quantity syt
array forula o single result [3803 Grand Total c3ogcdapconisloadi feharesiaded
Subtotal o =B2*B3 $0050uf3: fill handle o} E3 o3 drag s3op>:q¢ Subtotal sco:gal
ogogﬁmgj:(ﬂﬁu s38ecoread =SUM(B4:E4) C%GSFE:cgnsqé Grand Total (ﬁqﬂutﬁu 8 phon
array formula BoaxospSiedh ego05065p500 =SUMPRODUCT(B2:E2,B3:E3) Jeszef
array formula oh:gecddlogu

B6 ~E B (-SUM(B2E2"B3:E3)}
| T SATR ST S| SN R )
e North  South East  West
2 | Price 124.5| 2305 550.0) 3755
'3 |Quantity 500 250 200 350
4 |Subtotal | 62,250.0| 57,625.0/110,000.0/131,425.0

_ Grand Total |361,300.0

¢ (- 29)
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Summing Second Digits in a Set of Integers

¢ (p- 09) ¢redlfgoonc) worksheet oo cell range B3:B10 5 integer omnéiecpdodoopd
condloachn Bamiieqydor 3welo’ digit soyBegl: cdltatdloud sisladet cell
C3 ¢ =VALUE(MID(B3,2,1)) formula 6% §o5copSfi fill handle o drag sef cell C10
mepffy: cell Béien second digit copsesSisiadl andledd cell C10 oo error [geseodh MID
function & format o> MID(text,start_num,num_chars) [gédloaeSs VALUE function oo
numeric [géeoaésfré:eoiondli cell C10 ¢> oan§iorboiiorph:§oieacyad error [goroolon

Al g e

L et

Summing Second Digits in a Set of Integers

S S

e

1[svaruel|

¢ (- 29)

m?mﬁ:ﬂ o (p- 0) oo cell E10 o select codff: {=SUM(VALUE(MID(B3:B10,2,1)))}

array formula o} enter cp6eé sacfgecgaddloy error Sfgendln oxmfgedadadeox cell 10
FRooghopodconcdch Sldeg array formula of seecd {=SUM(VALUE(MID(B3:B9,2,1)))}
GEsezqf wcfges 40 o3 display crdfgolad§ecss Seoméromm array formula ¢-d digit
odaigom§ienyad cdepoidEiaomiqedh slle calculation oo error Genwwrcdeoma
array formula s3208ab saacd {=SUM(IF(LEN(B3:B10)>=2, VALUE( MID(B3:B10,2,1)),

0))} sepsplechn cell range B3:B10 cdon aniiecpdaseqeacyadum 2 Seopdh 2 codbeoybel
2nd digit B3copdfreciEiecdn 2 mrﬁctﬁqﬁ‘ Wpadedléench & (p. o6) cﬁ@étﬂu
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B (SSUMIVALUEMAID(E3 81021

Summing Second Digits in a Set of Integers

M0 4 | =
hd 185 8 |
76 6 | £
1610l = 6 ju | — i
3402 4 D)
—— 434 3 | . ey
I - 19: Gt _ ]
~ 1/#VALUEL 40 9

¢ (3: 28)

» Averaging Prices at Least as Large as Median Pri

& (9. 09) gaeulfgoonio) worksheet oo Prices name esacben price value sopad§oseo
contoloncdn s38omniiecyd, Median esaqéepft 938008 raocdfofiecS SJewpoh pBucdad
select cpbopffy Average od&ddopcdudendh 8eom cell E14 o select opbf formula

¢ {=MEDIAN(Prices)} array formula eggeopbeé mefgon 265 eclanclecdy Sobsl

Formulas and Functions o
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cell F14 ¢> array formula {=AVERAGE(IF(Prices>=MEDIAN(Prices),Prices," "))} o
enter ybqé Prices o> Median cocbecSoion§diecyaiiff: Median cocd >= [gdc3n§a:
sopadedlé:B: AVERAGE function 3 average Rl mefgm 488.4 guloac

fe | {=AVE

T

Averaging Prices at Least as Large as Median Price

¢ (3+29)

» Using Array Constants

array constants s3o>> number  text 3 logical value sopoldn array constant 0600
ecpo} data type ey puwn {1,2,3; TRUE,FALSE,FALSE} cloéescdqclorci number com
integer | decimal 1 scientific format [oboxfgécdqdloscSi text ddeor; double quotation
marks (" ") § 8cbeurqencl "Monday"” Boxdged)i ondzoocdeoniqeonn array constant
copen cell reference cop 1 formula sop 1 $ () % sign g | ;acdmgdecya columns §
row Gogéiﬁuﬂoen array constant £:8s920€ constant sopod braces { } copg Bodeur
QE(.‘J]H(JE!I 2x3 array m&;a:go ocoe row o value sogox 10, 20, 30 ES@: 3cbw row ¢ 50,

0P Formulas and Functions
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60, 70 [gdecSBe array constant o5 {10,20,30;50,60,70} Bespqolecdn determinant
0698,00§8:05 MDETERM function ggpqé array constant Beeadfggeadh

1 2 3
4 5 6
7 -8 9

= 1(5x9 - 6x(-8)) + 2(6x7 - 4x9) + 3(4x(-8) - 5x7)
= (45 + 48) + 2(42 - 36) + 3(-32 -35)
= -96

Excel ¢o m@%ﬁ@;c@gﬁcﬁ% determinant o2§g:c -96 3 meﬁogcﬁemtjmﬂl 5 (o 00) Hfo3pich

» Array Formulas Using Arrays of Data

o (- o) o» worksheet column eopeo Product | Salesman 3 Units Sold sacz05 d
copa el Jgoonscloacd ogpSizadfizeeniecyal column A oof3p3ch eepéigiapecy §2e
column B enfgaontcloacdi $com salesman Aye Lwin cepé:gqop PC 526q220Q0HVYE
macy array formula cetlG gpeecloncdn eon&f 1 cell D2 o5 select 6% formula
¢» =(A2="PC")*(B2="Aye Lwin")*(C2) o enter cof 23 qdlonc sxsloncScdasefe

Formulas and Functions 0G
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=(A2="PC")*(B2="Aye Lwin"}*(C2) = TRUE*TRUE*23=1*1%23=23 c§ Excel cs
qadGeoiondlon cell D2 o> handle of drag ejq€ egocdbmsfgec; qdldiech sislecy
cclé:Babqé salesman Aye Lwin cepéiaqos PC meqoecpodadadqencli §5p5:c005 meacd
array formula esgeé sacfgfiaplondsi

{=SUM((A2:A11="PC")*(B2:B11="Aye Lwin")*(C2:C11))}

M-[ (SUMI(A2:ALL*PCY (B2 BII-“A';*E me'j*{cz cu)}
2pC AyeLwin | 3 » [ 1
3 |Printer | KhinZaw | 15 0 | |
4 |PC Aye lwin | 27/ 27 | |
S[PC_ (ChitOoko | 14 0
6 |Monitor Khin Zaw 19 0
7 |Printer  Ayelwin 10 __9
'8 PC Aye lwin | 25| SR8 5 )
(9 |Printer  |ChitOoKo | 1] o0l T
10 |Hard disk Ay lwin | 14 0
14 PC Khin Zaw | 13 ]

@ (7 2g)

-9 Creating Conditional Formulas

» Formula that Results in a Logical Value

AND 1 OR 1 NOT | IF | SUMIF | COUNTIF function GEQO% operator copgcpesy: create
cobeonio} formula gfrecpa’ conditional formulas 32T dloaddi & (p. o) eoedlGoonia)
worksheet ¢o AND 1 OR 1 NOT function (3) 93 operator cop ojeszcon:o3 conditional

09 Formulas and Functions
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formula sczmes; logical value (TRUE sdwopo’ FALSE) 0382803 column C ¢o seefgooody
coxdlooadn saadifgiol formula $é63 column E ¢o sacdd: '=NOT(A2+A3+C1=50)

eeglgeonional wdBfgogpdol

=NOT(A1+A2+A3=50)

15 FALSE =AND{A1<A2,A2<A3)
9 TRUE =OR(A1<2,A2<A3)
11 TRUE =NOT{A1+A2+A3=50)

Enter "=NOT(A1+A2+A3=50 to display as in E3 ——

6 (p+ o)

» Formula that Results in Another Calculation

80063] TRUE | FALSE o3 return ap68&:0me0p05d calculation result sopcB seefgoocbeo:o
conditional formula gadesggi€qé IF1 AND 1 OR function (3) 903 operator copgssacd
aegpgtaoloddi & (p. o) dBfogpddln Formula bar eeeglgoonio)

=IF(NOT(A1+A2=24),"0K","NOT OK")

Recpenfogpbed IF( ) function secpdopbios IF function cdon vcowsd: expression ob
Gmm%rﬁc\?; True aal_qE ?cﬂm argument n% return aeﬁemt.ﬂmﬁa mﬁm{ﬁc% False BEqﬁ
c$ocHa: argument o3 return cybeoiendlon sa2pg740

=IF(NOT(A1+A2=24)

=IF(NOT(15+9=24)

=IF(NOT(True)

=IF(False) [géc3s20305 NOT OK o} IF( ) function o> return cobeozomdlon

Formulas and Functions o
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3 =IF{(A.1 "OK","NOT oK)

9 OK =IFIDR{&1M2,A2<A3],“GK‘,“NDT oK")
11 NOT OK =IF(NOT(A1+A2=24),"OK","NOT OK")
% (p+ o)

-8 Using the Advanced Criterias

>

Using DSUM( ) Function

user megwcbucdeouiconia) condition ccz4. match [g6o3 database s3wono list con
column sopen nm&scgctﬂ&mémrgﬁcmqﬁqﬁ DSUM ( ) function Boadgedqdloncds
DSUM function § syntax o

=DSUM(database,field,criteria)

[35cloncSi database o list Fevndh database 08B v§heoconoy cell range Hepd
3§:0loacSi related row information eog0} records o3esTfG: data column sopa? fields
aBeal dloncu column oBérdocos row ¢ label cox§fosclonc function e3en o6 column
BeraxfgorcSadornd? field »e338[gdlorchi column label o8 double quotation mark
634 8oBeuicdadeg field [gbclencdn pows "Age" | "Yield" LBomdjrech criteria Bornm
user megaodecdeu:oy condition spuldos cell range o3epdppé:Sloncdi criteria argu-
ment sgepoacycdadeé sespSiaix column label nd93mcy Remndenoageiax cell ;s
§3c8cloncS ¢ (p+ JJ) o worksheet Beapen(odpief range A4:E10 oo Profit field -
data eopa3eaci:GfE: separate cell range [3605 Tree field 3o Apple e 00500
profit obgpgoacych {=DSUM(A%E1D,"Profit",AL:A2)} cfeqpedlotn Sle cell A12 o
mely 225 oBepGraga:dIn

00 Formulas and Functions
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A12 v {=DSUM(A4:E10,"Profit" A1:A2)}

Yield Profit

2
4 Yield Profit
il 20 14 e
6 12 10 96
7 14 9 105
8 |4 15 10 Sg S|
o8 8 8 78
0 |/ 8 9 6 45
$ (- uJ)

P 8c0b3l worksheet ¢» Height column oodacobeoplf§: row2 oo Height column ¢ <16
o8 enter cpSecrdlucSs sages cell A3 o select cpSff: Formula bar ¢ {=DSUM(A4:E10,
"Profit",A1:B2)} cdeepocdadqt Height>10 4o} Apple tree copd, profit eecdlti 180
Smefgoocdeoidledecdn sleved {=DSUM(A4:E10,"Profit",A1:F2)} § epecdadaieon
10<Height<16 [4éc} Apple tree eopzacyad profit value o} 75 Bopadeorendh & (p. jp)
Alegpdoli ovdancSed row2 > Apple >12 3 <161 row3 ¢ Pear<10 303 sebfgeeqs:
cell A12 o3 select cp6ffeor; Formula bar > {=DSUM(A4:E10,"Profit",A3:F3)} Besg
curecdaBet Height<10 § 12<Height<16 sadfseen: Apple+Pear tree sogsacyad Profit
op6dlé:a} cell A15 womely 153 Boycbeurendl

Formulas and Functions o)
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Al4 - {=DSUM(A4:E10,"Profit" A1:F2)}
Pear
Tree Height Age Yield Profit
Apple 18 20 14 105
Pear 12 12 10 96
Cherry 13 14 9 105
15 10

Pear 9 8 8 78
Apple 8 9 6 45

225

180

¢ (o %)
e
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B3 Office 2010

LOGICAL
AND MATH
FUNCTIONS

Microsoft

Excel 2010

Excel 2010 o> Logical function sbees function (7) & cloloscbn AND 1 FALSE
IF 1 IFERROR | NOT 1 OR 3 TRUE S3géclencdn AND function ¢> argument scpewoiad: TRUE
[369¢ TRUE o} return cpbeuigadli mbogeniesqt FALSE & return aobdleocdn logical test o3
255 58 copdespcdaulorcdn TRUE § FALSE function apad worksheet ¢ 83E:§0depdedqcloach
OR function o> argument cngqu@:cﬁm mda90 TRUE @5§: TRUE o3 return cvbeordloaads
argument s sac§ciigoie FALSE [§8¢odli argument sopcdyo logical value wdlqé #VALUE!
error o return coSe>dli NOT function eyjeo function ¢aoley argument o3 cfgpéigh effect
owbsuidloncds =NOT(FALSE) Sespqé TRUE gmecpopslon IF function oo logical functions
sffmgcﬁg:& ma’gmﬁs@tﬂﬁl IF function o poes =IF(A2=100,A2+B2,") c%sq:ci_ﬁmﬁ A2=100
[g69 A2 3 B2 BeclEdErechn efgbgé blank consrdlad@dcddlenadi IFERROR function
RBmadgeé puen =IFERROR(5/0, "Error in calculation”) o3elgg€:3&:qf Error in calculation
oy message o3 return cvbeozenoh cell ¢ =5/0 cepoopdet #DIV/O! error eolaoncledd

Logical and Math Functions o
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¢.o IF( ) Function
»  Counting Words in a Single Cell

& (5- 2) goedTeonic) worksheet o> cell B3 ¢» Excel 2010 3 merged cells B4 > Excel
2010 VBA Programming oocfoppéieoyad type wbeotdlencdi seses cell D16 o> =IF(LEN
(84)=0,0,LEN(TRIM(B4))-LEN(SUBSTITUTE(TRIM(B4)," *,")+1) formula oo
Rodet ey 4 qdloncSi wcdcogadedBeory LEN(TRIM(B4)) mey character eop count
9560 26 eglorcSi LEN(SUBSTITUTE (TRIM (B4)," ",™) oncs Excel VBA Program-
ming encfrpEendloy blank sogeupasfy count cbeon 23 qoloacdi 8soxy Excel 2010
VBA Programming s3c3enefoqofzen word count o 26-23+1=4 [58q¢>dh 850500 single
cell Sewcd merged cells §bfoinen m2d[gedqcloncdi

x| =IF(LEN(B4)=0,0,LEN(TRIM(B4))-LEN(SUBSTITUTE(TRIM(B4)" " 1)

ounting Wordss in a Single Cell

=LENSUBSTITUTETRIM(BA)" ™) 23

- . e ] e
{98 -LENORIMBA) LEN(SUBSTITUTETRIMBA)™ * ). 4 s W
I |
S e [ R e
% (g-0)
. g2 Logical and Math Functions
_




Summing Transaction

o (| o) goeal[g3oy worksheet oo A, B, D 3 F column sogar0a§: ogjécy column ecp
3 hide co&[g: filter control drop-down arrow copadcopbrecdarclecdn sages cell F28
o select cp&ff array formula {=SUM(IF((Salesperson="Ma Aye™")+(Product_sold="lip
stick"),1,0)*Transaction) o3 enter cobf Saleperson="Ma Aye" espiqopeg + lip stick
cepEiqopegoasdiéa; cell F28 ¢ display co8fgeadh result Bfogpdcegcdopesant wcdod
row Gaar% hide gﬁ@mﬂmuﬂu ¢ (s J) Pfepdal

F28

=

£ | =SUM(IF((Salesperson="Ma Aye"}H
(Product_sold="lip stick"),1,0)*Transaction)

w

10
12

20

BEiEREERREER
5

19

Ma Aye

MgKo

Ma Aye

Ma Aye

Ma Aye
Ma Aye
Mg Mg

Ma Aye

D

foundation
lip stick
lip stick
lip stick
foundation
lip stick
lip stick
lip stick

175.0

126.0
112.0
2135
203.0
143.5
171.5

H

mbmudc] Ma Aye mbeandompheeptiqo) lip stick cepirqegoosolt:dopadgiet array

formula {=SUM(IF((Salesperson="Ma Aye")+(Product_sold="lip stick"), 1,0)*Trans-
action) o + mo2: * Bgéeerfi p058Erqfqdlonchn array formula ¢o oyfomecgeciint:
Sz § (5 9) AT
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10 Melesewviessaig iesnens i diae
19 MaAye lip stick 203.0
- __..—;;.Em;ﬁ-:.ﬁm—--i:n_'ﬁ: - lipstick

=x

¢ (5%)
Other Useful Array Formulas

& (g- ¢) oo cell range A1:D10 mo@&g:%o}om&eogcﬂm >=50 [§60) oanficapd scle:de:
Slocn saefgod E12 eamaodeondloacdi array formula o3 formula bar eofmpSah on§ieay
pedlt:oes] cell cden error §esqf SUM function mefgoyodusudlon

e? Logical and Math Functions
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SEgDO% SUMIF function mn?%:oa{ﬁuosa%qé mﬁcﬁeqcﬁqﬂmoﬂu

{=SUMIF(A1:D10,">=50")}
P 8083 multiple criterias escixfGeEef SUMIF function sbaciaffs maciesicdadlonce
{=SUM(IF((A1:D10>=50)*(A1:D10<=70),A1:D10))}
eg0dmdgazon SUMIFS function saad{goispdicl 05,4, syntax oo geacddl

{=SUMIFS(sum_range, criteria_rangel, criterial,
[criteria_range2, criteria2], ...)}

> 5 (g. 9) o> data eopcBdzealfyfE: cell range A1:D10 sacpignoiomfieczadon >=50
§ <=70 gSopomiiecydd SUMIFS function saoixfgff: edl&:8&{madesomti sum_ range
 criteria_range1 oo A1:D10 §gadl criterial o> >=50 §8dlecSs criteria_range2 o>
A1:D10 [géf: criteria2 oo <=70 Jh array formula o sascdesgolecdi & (p. o) Begpddl

{=SUMIFS(A1:D10,A1:D10,">=50", A1:D10,"<=70")}

Logical and Math Functions ES
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¢ (g- 9) 9lg€s4903 highlighted cell sacqeacposc? sqo053€qé COUNTIFS function
Feaprfglagrch

{=COUNTIFS(A1:D10,">=50",A1:D10,"<=70")}
Seegong mefgon 7 qdloscSi

¢ (- 6) ¢ofgeom:op worksheet o> data copen 2opecgolanc wbeoo’fl: average
Ptef sazfegrcl
{=AVERAGE(IF(A1:D10<>0,A1:D10,FALSE))}

sladqt 0 eopodald 1195/33=36.21 3 gebeugadl

s§2050083 cell range obog> googdecgestooniql sagbatngrueSel Bapddeuigbef pow

cell range A1:A5 ¢> {U Aung Myint, ZarNi Aung, Arkar Aung, U Sein Win Aung, Aye

Lwin} 3§egqf

{=OFFSET(A1,MATCH(MAX(LEN(A1:A5)),LEN(A1:A5),0)-1,0,1,1) }

Seepornd U Sein Win Aung o FHooodeuierdldi

£ Logical and Math Functions
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» Nested IF( ) Function

b (g 9) woesglgeonioy formula Bo3gdel column A o coypiamiecydqeodecpad enter
cboomdlorcdi quodecydl grade safgdelgpd:Goacycd spbegoontom 522030l

Score greater than 89 A
Score from 80 to 89 A-
Score from 70 to 79 B
Score from 60 to 69 B
Score less than 60 C

v B =IF(A1>89,"A" IF(A1>79,"A-" IF(A1>69,
"B",IF(A1>59,"B-","C"))))

¢ (5-9)

» Quantity Discount

6 (. o) ereeflgeonoy formula Be3cSe order ¢ meqmeacadedlgorph(: discount
cutomadcpadoy worksheet odaoh 3bo) condition sy s500501mc3E:[gbolonudn

[gefgotifoacyad spdogcondan 529030l

If A9<= cutl, cost = pricel*A9

If A9 <= cut2, cost = price2*A9

If A9 <= cut3, cost = price3*A9

If A9 > cut4, cost = price4*A9
cutl = 500 cut2 = 1200 s cut3 = 2000 38 pricel = 3 | price2 = 2.7 price3 = 2.3
3 price4 = 2 [gbcloacdn meai{ged formula oo

Logical and Math Functions g6
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=IF(A9<=cutl_ , price1*A9, IF(A9<=cut2_ , price2*A9,
IF(A9<=cut3_, price3*A9, price4*A9)))

| =IF(A9<=cut1 _/price1*AS,IF(A9<=cut2_,price2*A9,
IF(A9<=cut3 _price3*A9,price4*Ag)))

s-J NOT( ) Function
> Reversing a Number

ongentec worksheet o> peineniontci) o GfobmofimciiiGiems G55
cuidloncSi reverse cwbspad pseudo code peepucdBql m?cﬁeqqptﬂu

INPUT num
g = INT(num/10)
rev= MOD(num,10)

E? Logical and Math Functions
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IFg<=10
num = Q;
q = INT(num/10)
r = MOD(num,10)
rev = rev*10+r
ELSE
PRINT "STOP"
END

som&ff | merged cells AL:E1 oedlioph cells B31 CG31 D31 B3 Beo UM Q1 T § Tev
oﬁrﬁgpﬁméﬂmﬁn e§00ofG: cell B4 oo 123456789 c3§cdeopafE: reverse qﬁ@éqsm&u
cell C4 o select co&fee formula bar ¢o =INT(B4/10) o enter ol =INT(123456789/
10)=12345678 cdl concledd 80o53| cell E4 o select cpdffs formula bar ¢> =MOD(B4,10)
o enter opoef =MOD(123456789,10) = 9 r%aacﬁau:?:@mra:nﬁu 5 (5- @) Blogedol

— = G _
T T L T Y S e e i
i : r b ;
- ¢ (5@
3| num q r rev
4 123456789 12345678 | 9
B 8084l IF-THEN-ELSE block co8eacpsd gell BS o select opbffy =IF(NOT(C4=0), C4,

'STOP") & enter g =IF(NOT(12345678=0) 308fr3cifly TRUE [goponcped cell C4
content o3 cell BS eefplioopieuigach mgum block IF cd¢nd§dleaioncd cell C5 o
select cofff =INT(BS/10) ob enter cpbef =INT(12345678/10=1234567 o} cell C5
gopodaoghenigadl 80064 cell DS 3 select opdfF: =MOD(B5,10) o enter cpdef Excel
me§ =MOD(12345678,10)=8 o cgrﬁsm@: cell D5 ;J;r::ccéam:g:tﬂn sagux block IF os]
o egochad statement Befgad:qeofgddloncdn cell ES ob select cpf8: formula bar ¢o
=E4*10+D5 o} enter cpoqé =9*10+8 =98 Bopodeor(: cell DS oopdeuienfgddlondd

% (g s0) c%@éﬂlu dlowaBef IF-THEN-ELSE block cb¢o mﬁ@éuo‘&@agmﬂ@n

Logical and Math Functions o
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.
Reversing a Number

— . ;
| | | [

¢ (g 20)

65205m8[FHé cobocSudSsBe€ num i qir rev value cogon BFrooifges@8 cell range
B5:ES o fill handle o3 drag s3ox3 B6:E6 40 005Goosacly on§sedlepdl 85192038
BG:E6 oo fill handle o3 drag sjaeocSs3af 028§§e> STOP escos column B ¢ T
i seefgeff | gbBooBeviamdldn STOP e§209060] 6503 #VALUE! copon Fexeu0H
urkix 1 mtﬁogﬁc%uqc% error Emu?l mﬁr’% STOP row sacdl rev column GS’H‘JEE'E:G{}EPM

cell E‘r)ﬁe;‘u’lﬁu ) (q. ::-a) c%@éurlu

e T — e, . |

e

| " (= ESN ) B S LSRR (TR 4 | =
(4] | 123456789 12345678 | 9
. 12345678 1234567 8 98
By 1234567 123456 7 987
- 1123456 12345 6 9876
g B 12345 1234 5 98765
, J 1234 123 4 987654
10| 123 12 3 9876543
=i 12 1 2 98765432
a2 1 | 1 987654321
13|  sTop " #VALUE! "HVALUEI " #VALUEL
¢ (g-00)
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94;1AhHD()IHunctknn
» The Area of a Triangle

AND 3 IF function capcbeaaX{ifSs [Fo0rded, area RepucdBet cuicnichergraxntimNes
B3oladelgdo? setodgoledd [géoncSaBet (30 area Bozadclecd ofgbonBeé ERROR
By message Bedleozgaoh fognd} pseudocode seepocddel macdespaeach

IF (a+b>c AND b+c>a AND c+a>b) THEN
s = (a+b+c)/2
area= SQRT(s*(s-a)*(s-b)*(s-c))

ELSE
PRINT "ERROR"
END IF
mh:c&nn@ﬁqm;md;mcﬁmgémg@&qs cell range B3:C6 b select oplf Create

from selection mes define name wbclecdiarbic_is fyloocbu com&ff 1 a=34
b=24 3 ¢_=55 B3&cdcopickecSi cel (5 &} select cpSff: s 50305 formula o3 formula
bar o> enter cpbdlecd b (5. 2) Hfo3eddh IF(AND(34+24>55,24+55>34,55+34>24)
oo TRUE [gboysacga’ cell C6 ¢ 56.5 Bogodeureadh g0 cell C7 ¢o area ¢pay
formula zﬁ%{ﬁméq& mefg 248.9 Beclecdn €_=65 [g6op>:q€ ERROR Bedl aongnclon

S v =IF(AND{SA+SB>5C,5B+5C>5A,5C+5A>5B),
____ . iiiiii| (sA+5B+5C)/2,"ERROR") —

r:‘:.]:l‘_:tl' !'-ﬁ-,n' Pl =] fiL'N. ﬁ-mi'-'[
g
3 isA 3
4 sB 4
5 Ee 5

S 6
p":i" AREA =

6 (g-2J)
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GG OR( ) Function
» Use OR Function in stead of AND Function

eq8Eeo AND function saoxfgffs [Fo0obsq, area spoxad OR function saoxfgff saacd
gedclelonadi Sogoch program weomjeqrecdadel macdesrqeadli

IF (a+b<c OR b+c<a OR c+a<b) THEN
PRINT "ERROR"
ELSE
s = (a+b+c)/2
area= SQRT(s*(s-a)*(s-b)*(s-c))
END IF

worksheet oo cell C6 &> formula t% =IF(OR(s+b<c_, b+c_<a, c_+a<b), "ERROR",

(a+b+c_)/2) Befgrtieqpqiagloncd poen cell C5 ¢o 12 o data efpticopdel BFoslgdeon
Slopmn 93890905 cell C6 ¢ ERROR 803000 edlamndlecSi Excel o DHRHReqeon
cell C7 gocoph: #VALUE! fo} error message cobedl Biwocls

G- Nested IF( ) Function

» Exam Result

nested IF function cjsaal:{gff: exam result 36903 cocSeo:o} Excel worsheet edach
create cugﬁuoSa%qﬁ po§0m6s3 comaded [gdl criteria ccgo% malfgfoypdgesné

No moderation: if (one subject<30 marks) FAILED
No moderation: if (30 marks<two subjects each<40 marks) FAILED
No moderation: if (30 marks<one subject<40 marks and

total marks<200) FAILED
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Moderation: if (30 marks<one subject<40 marks and total
marks>200) PASSED or Blank

Credit: if (all subjects each>40 marks and total marks>350)
CREDIT
Distinctions: if (Myanmar marks>=75) MYAN

if (English marks>=75) ENG

if (Math marks >= 80) MATH

if (Physics marks >= 75) PHY

if (Chemistry marks >=75) CHEM

> Bogradefggt:Boacgcd veowaicbagao smpt:oot (9) canchd), :ecbonefich Sodopges
o ﬁ&mﬁ@é&]mﬁu o (g- 00) @Emcﬁmoﬁﬁt conpeion: (9) mmrﬁﬁsa?cﬁmq&r%
cepoofrdifn coopéra: (9) concdoddeon muSoymdddlecy ocdootqedPona) ondeelp
§&loncdu mcﬁagaca:q%&moﬁa%own%mﬁ cf8Edloncd | cospliomdi Slevodh eaptioon:
26qIeR0d spSecntf§oniel 60I6EIMD cgnﬁ?&uo?cgemgcﬂagn 8[googoad Excel
oneg agoSogedecor ofggl:Edionth orjesoipecyicop: moderation 3eomnbeont cpbeuide
SloncSn com&f 1 538 Excel worksheet G ndcBegpocdn § (g- o) o> worksheet ¢o
cell range B2:G10 o5 select o8 Home tab ecTo> Sum button o3 click cpblecds

o (g+29)
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Moderation: if (30 marks<one subject<40 marks and total
marks>200) PASSED or Blank

Credit: if (all subjects each>40 marks and total marks>350)
CREDIT
Distinctions: if (Myanmar marks>=75) MYAN

if (English marks>=75) ENG

if (Math marks >= 80) MATH

if (Physics marks >= 75) PHY

if (Chemistry marks >=75) CHEM

> SogpddcgeSdmccd veowsicbegaon somptoot (9) candhd, :ecbonefich Sodopges
o ﬁ&mﬁ@é&]mﬁu o (g 20) @DEMD’EWO%&: conpeion: (9) mmrﬁilsa?cﬁmq&r%
cepoofpdifn coopéran: (9) concdodadeon mSaymdddlec ocootqedPomnd} el
8&dloncdu mgﬁagaogcq%&moﬁ;%ono}m@ cfgr8Edloncd cgspSomdi Slevodh eoptioon:
NeqRD spSecntf§onsiel 60I60IM) cguﬁg}uu?cgem;ﬂcgn 8[googoad Excel
oneg agoSogedecor sfggl:Edionh orjesoipecyicop: moderation 3eomnbeont cpbeuide
SloncSn comn&f 1 538 Excel worksheet GrBndcBegpocdn § (g. o) o> worksheet ¢o
cell range B2:G10 3 select cpSff: Home tab edlo> Sum button o click cpbolecds

g MYAN |ENG MATH  |PHY CHEM  |TOTAL
MG MG 45 50 T L ] A
MG BA .50 35 Sel 32 60
MGHLA [ 42| o 32 421 4| 43
MG KO [ A5l 35w & ob|s 73 64
MG GYI 85 56 74 80 76
MOEMOH 76| 80 100, 65 76
SOE SOE 54 36 67 65 70
Y1 Y1 65 76 27 | Ao A 66
MI MI T e R gy e e 54

i .

% (g+0?)
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sleg & (5. o) eoleonoyeacis: sonpéamnsmiadd, 083ia&quciosedi&on coloumn
G ¢» §:8edToodn cell H2 ¢ formula ooégeeedloctn 8 formula o> IF function 3
20pqfG cell B2 o [g§enengecion 75 9o83BecSaBef Ruundh soopecafeé cell H2 oo
(MYAN) penmfiocs cTBdoc fenenpobepiqondic cgfqonen snSocemdl
0qef o9eefpoedh Spgolesa) formula mecmp =IF(B2>=75, (MYAN)", ™) G6lorcSs

@ £ F{azk?sm"rmrﬁ
55 —_—
3 |MGBA 50 35 55 32 60 232
4 |MG HLA 42 32 42 44 43 203 .
5 |MG KO 45 35 56 73 64 273
6 |MGGYI 85 56 74 80 76 371
7 |MOE MOE 76 80 100 65 76 397
' 8 |SOE SOE 54 36 67 65 70 292
9 (vivi 65 76 27 54 66 288
10 |MI MI 55 72 42 76 54 299
11
¢ g 9g)
BpSronddés cell 12 oo =IF(C2>=75,"(ENG)",") 1 cell 12 ¢ =IF(D2>=80,"(MATH)",")
Cell K2 9> =IF(E2>=75,"(PHY)", ™) § cell L2 ¢> =IF(F2>=75,"(CHEM)",") Boqif:
Enter £5Jl cell range H2:L2 o} scSorcbanes poo0d cell L10 &8 Fill handle o3 drag
BGrgclecs slBq€ & (. on) 9fgeoncimddé: coypéioon: (9) cantden mudarmudol
60R paboprqadadonad Excel mes m6lgepcien:cdadiifn vcdeunds check cpdfegpdln

8ané3lor exam moderation pSecieadEdlon cell M2 o> formula oboeeff: oborfan
w0905 moderation gécaycadlordhn 3560 oBonfrafanbecndiom coplicBigaotct
qoocaBqé Bosombontavan formula o} momes &gt sopenfrpdeesntn & (g. of)
3fo3pedh § formula ¢> =IF(COUNTIF(B2:F2,"<30")>=1,"FAILED", Qeepom o3ad
e, cell range B2:F2 ¢ 2905 (30) cocdgpd:Giqo) omaepdel 2udgbaclaied
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6 G- 09)

COUNTIF function 3eB&ff: sagpSiadionomandlegefeont cell M2 ¢ FAILED o)
cf3Ereuidle espoonionndhi § argument o FALSE B€ FAILED cgo0dgn soodespoonio)
formula c3eocbobecl 8 IF(COUNTIF(B2:F2,"<40")>=2, "FAILED", §, 58¢lcdm

=
M2 M _IF(COUNTIF(B2:F2,"<30")>=1,"FAILED",

IF(COUNTIF(B2:F2,"<40"}>=2,"FAILED",
IF(G2<200,"FAILED" IF(G2>=350,"CREDIT","*))})

¢ (- °6)
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cell range B2:F2 c3¢n 92905 40 odspbifl (Slevedd sagod 30 caeonsmbodess)
qEIomanecples cubsbacladcd cqopan &[G 24p5iadgdomandlesef moderation
wofeondlopn FAILED 3 eloalgoqeeSaBon IF function ;a3dloscSi argument oo oofon:
Dt e*&ég:mosﬁq:maﬁ formula § mrﬁmﬁ@écflé:@uﬁn § IF(G2<200,"FAILED",
formula ¢ 25 cq 00 argument cgee§opiadel mBwmie odomanopSioyodScd
Excel o Be50I81 oxdomaayodeopSiamiom Total marks 200 cocS vsoponBel
moderation wGl§€sax:dlon FAILED dldu argument o FALSE Bet ego05¢naocdeepernicy
formula 3 mnﬂoﬁqé:gn@&ﬂmcﬁl IF(G2>=350,"CREDIT"," ")))) formula o> c§205al
23086101 Smmﬁoﬁcq:&mw&mm odomamoeont seddedi&an (200) coPo)
320205 moderation 3es22&apxIfi sa605el&om 350 coddenpocSBal Seop&iaiom
CREDIT gendlon cell M2 aoeg cell M10 o drag Paycdodgé ocugesmniongticd denfgeon:
mddtieny qeool § worksheet v Exam Result w{e3bcopdeorrgayrdif

Sonbal mp&moogc@ m@m*écqumc%ﬁ &;m@éqcm&n m?cﬁmupzaéeqo?nem
medls:mnedl cell N2 ¢» & formula =TEXT(G2:610,"###) o} saqaszaopdl cepfd
3329 ENTER key §50h § formula § §ed3y050n cell range G2:G10 cdendlo} Total
mark ccgr:% text @5*&3}359535:%3:&‘05 SlonaSy & (5;. :m} o%@é(ﬁu

N2 - =TEXT(G2:G10,"##4")
1 |[MYAN |ENG MATH  |PHY CHEM  |TOTAL
45 50 25 65 54 239 FAILED |[239

3] 50 35 55 32 60 232 FAILED
a 42 32 42 44 43 203
S0 45 35 56 73 64 273 T
6 85 56 74 80 76 371 CREDIT
N7 76 BO 100 65 76 397 CREDIT
8 54 36 67 BS 70 292
9 76 27 54 66 288  [FAILED
10 55 72 42 76 54 299

: ; | —

¢ (g 20)
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> cell range N2:N10 o3 drag s3c3cbecSsdef cell range G2:G10 o mark oo text
ofgb cell range N2:N10 o3 eapoandi cell range N2 meg A10 3 drag =%

Descending order cobeozqf & (g- 9@) wfgeorcyeaddé: [GEqeadh

> 5(g ) o medbemepiorppiioncs Sooxojeamtenatidion Mg GYI Ho) eoplomiom
mbBbenoabongeuech 3pygd 27 gobdec} enceionomf§diloachiYl YT oyeon gdoman
oycd oo MG KO meo 2503607 36 gohdqeued) Total marks (200) conPagoicd
sogerqfidlo) row eopc} delete cod: [§58c3cecSsBqf Exam final result cgobosagdl




.6 Math Functions

>

Calculate a Running Balance

Excel 2010 ¢oma3fg3e0 Math function cpoacfopéicd 6q &y Pieoc3enéfgscloacsy
SUM(2,4,5) 1 SUM(A2:A10) Bq¢ sum calculation ed)y SUMIF(A2:AS,">2000") umDeé
cell range A2:A5 en >2000 Grqgo:mmg:scgo%mﬂ&ﬁ&mﬁu SUMIF(A2:A5,">2000",
B2:B5) ) cBespochadef cell range A2:A5 wan >2000 coySojocniecyBenff: cell range
B2:B5 o> 2208BEep oenfreopdadiEBiiondion SUMSQ(3,4) Bosef 3%-+42 Bopcdev:
SloocSi SUMPRODUCT(A2:B4,C2:D4) Sespaf array oo 200abep element sg&ig8:
BefgrorfrediEicotdlorcSu ¢ (g Jo) ¢nlgeonio} worksheet o> SUM function BeolffS:
deposits 3 withdrawls o3ealgoné: balance w6eoieafgdiloncS cell C2 e =SUM(A2,-
B2) § cell C3 &> =SUM(C2,A3,-B3) caBesfS: fill handle 3 C8 mcB drag Bajedddel
running balance ojqdlfs cell C3 o> formula &3 esaadbondSon cell range sopen relative
cell reference s2[gé formula ecp cfgoroagacdalon

C3 & E| =sum(c2,a3,-B3)

= TR = e T T )

N Deno Bala o

2 $1,200  $625 5575 | =SuM(A2,B2) |
1$1,500 | 85501  s1525 | =SUM(C2,A3,83) |
$2,000 $425 E: ' , |
$1,250
$1,400 =]
$1,500 el
$1,600
$1,750 gt
$1,450
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» Creating a Linear Curve Fit

5250083] oéfggoen summation function sopRmaxfaffs given data set :bpa} Linear
Curve fit o.fﬁq.é@rﬂaﬂmcﬁu 8gpoon data point Gcgo%rf}oSm:Elc} ErTor sagpdiad: appeefgrd
odefpppéiadahg ol equation o3 array formula scbi3gpapecdecon given data 2H}
Y=mX+C 3 fit cxbecSa8qE equation §, slope (m) 3 intercept (C) 303 ssmodesl ol
equation Gcg%cgrﬁuiqqmﬂu N o> given data point ma:imaarﬁtﬂﬁl & (g ) a%@écﬂl
given data o3 array name X1 Y § define cobf5: data point N o COUNT(X) 3ogodapclonche
slope (m) 3 intercept (C) o cell D181 cell D20 Fyyespoon:o; formula copiopabeonioml
sacfgecycd cell B18 § B20 o3¢ display cobfgeondloncdi

;! B L e
3 .
s 13600/ 1
25| _1!‘.]50{.'! e : =%
i 2 L S0 B NIXY - ZXZY
65| 5320/ o
S e e TN
80/ 1940
94 80 | | c= 2y ZmlX
i =R NB]Y 225 ¥ N
10 . 1‘@‘!' - 0| ! =
N 20N = [ 9 | =COUNT(X) 3
13| sumx=| 581 |=SUMKX) .
8|  sumy=|  43745] |SSUMIY) =
15| Sumxy= 1511710 | =SUMPRODUCT(X,Y) .
16| SUM(XA2)= 46669  =SUMSQ(X)
_______ m= -143.2 ~ |=(B12°B15-B13*B14)/(B12*B16-B13"2) &

~ c-[_1a1066] |=(B14-818°B13)/B12
o (g JJ)
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» Working with Matrices

Excel §, built-in matrix function copoo> MINVERSE | MMULT | MDETERM § TRANSPOSE
BIon Bordslon€genon & (s. Jp) o box dde¢nedlgeono) simultaneous equation ode)
matrix function copsea3fgfE: clges:cdspSgdilorcSu cell range B3:D5 @ equation o
coefficient matrix [A] 3 cell range B7:B9 ¢ right-hand side vector [b] o33 enter b
B inverse of A [A""] o cell range B11:D13 > {=MINVERSE(B3:D5)} array formula
32334% cpodupdloachi A B3ef solution vector [X] o3 {=MMULT(B11:D13,B7:89)}
array formula §opcdapeg X1 = 0.897 1 X2 = 0.764 3 X3 = 0.615 SiRaolfn A § deter-
minant cispaéeé {=MDETERM(B3:D5)} formula RG:epcddli sefg 341.89 gdlorcS

v A B C D E Foo
1 . a a quatio
= | |
3 937 | 304 @ 244
4 A= | 304 | 618 @ 122
5 244 | 1.22 8.44
7 9.23 |
o b= 8.2
s 3.93
21| 0.15 -0.08 | 0.05
12 A'l =| -D.08 0.21 -0.06 {(=MINVERSE(B3:D5))
13 0.05 -0.06 0.14
S | |
15 0.897
16 X= ¥y  [=MMULT(B11:D13,87
17 0.615
19 Determinatof A= 341.89 BENIsIau=IVI{-E Ry
a2

¢ (5 )
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» Creating a Polynomial Curve Fit

b (6. Jg) eolgoonod worksheet [X,Y] data ecpsaaixfgff: Polynomial (2nd order) curve
fit codsphiRdecocfmicdaeonts given data array o Y= a + bX + cX? o) polynomial
equation § curve fit codeudBeé box cdunedl [geoa:o) matrix equation o efggt:eotqendh
poed IXY = {= SUMPRODUCT(X,Y)} 1 Zx?y = {=SUMPRODUCT(X,Y)} 1 [a,bc] =
{=MMULT(MINVERSE(D9:F11), E13:E15)} formula sopa3ssiBioyobogrefqdloncSu

Xzl
L _35 N b3 G a Y ===
2 16.5 |
165 . e Ak e
4 385 e e B |ele X2y
5| 525 _ _

6 685 | _ | |
7 865 | 10 55 385
8 106.5 | 55| 385 3025
9| 1285 385 3025 25333
10 1525
635.
5087.5

a= 2.5
b= 5 {EMMULT(MINVERSE(D9:F11),E13:E15)}
= 1 |

Rﬂ H E E 5‘5 ':.'l H.ii _E'_:];,‘. g E e |~ @ A e e

o (g+ J5)
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» Rounding and Truncating the Numbers

cell ;dayngeso) data value cadadB 3Sc3aEa3 decimal place eops display cpdfgeoses
cell & format coSeo:cdedlondi puws 3.253 o8 1 decimal place 3 round w63egEql
=ROUND(3.253,1) = 3.3 qgodli =ROUND(3.253,-1)=0 1 =ROUND(5.253,-1)= 10
quloocdn nearest integer digit & round capbeozomdl =ROUND(123856.78,-3) c3esy
Bodet ovelg 124000 qdlondid (5. o) Maeanigd gegedl [GooidloacS | saparnfogpSd

Rounds a number to a specified number of

=ROUND{2.15, 1) digits. Rounds 2.15 to one decimal place
(2.2)
=ROUND(2.149, 1) Rounds 2.149 to one decimal place (2.1)

=ROUND({-1.475, 2} {Rounds -1.475 to two decimal places {-1.48)

Rounds a number down, toward zero.
Rounds 3.2 down to zero decimal places (3)
Rounds 76.9 down to zero decimal places
(76)

Rounds 3.14159 down to three decimal
places (3.141)

Rounds -3.14159 down to one decimal
place (-3.1)

Rounds 31415.92654 down to 2 decimal
places to the left of the decimal (31400)

=ROUNDDOWN(3.2, 0}

=ROUNDDOWM(76.9,0)

=ROUNDDOWN(3.14159, 3)

=ROUNDDOWN(-3.14159, 1)

=ROUNDDOWN(31415.92654, -2)

Rounds a number up, away from 0 (zero).

=ROUNDUP(3.2,0 )
( ) Rounds 3.2 up to zero decimal places (4)
=ROUNDUP(76.9,0) Rounds 76.9 up to zero decimal places (77)
R ds 3. 5 i
~ROUNDUP(3.14159, 3) ounds 3.14159 up to three decimal places
) (3.142)
Trun.cates a .r;u.mher to an. inteiger by
=TRUNC(8.9) removing the fractional part of the number.
Integer part of 8.9 (8)
STRUNC(8.9) |Integerpartof -8.9(-8)
¢ (5+ )
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.7 Using Trigonometry Functions

Excel § Trigonometry function s} & (g. f5) ovawign el geoadlondd 1 sopanfogpdd

Function reference

Description

Returns the arccosine, or inverse cosine, of a

=ACOS(-0.5) number. Arccosine of -0.5 in radians, 2*pi/3
(2.094395)
=ACOS(-0.5)*180/PI() Arccosine of -0.5 in degrees (120)

=DEGREES(ACOS(-0.5))

Arccosine of -0.5 in degrees (120)

Returns the inverse hyperbolic cosine of a

=ACOSH(1 :
() number. Inverse hyperbolic cosine of 1 (0}
=ACOSH(10} Inverse hyperbolic cosine of 10 (2.993223)
Returns the arcsine, or inverse sine, of a
=ASIN(-0.5) number. Arcsine of -0.5 in radians, -pi/6 (-

10.5236)

=ASIN(-0.5)*180/PI()

Arcsine of -0.5 in degrees (-30)

=DEGREES(ASIN(-0.5))

Arcsine of -0.5 in degrees (-30})

Returns the inverse hyperbolic sine of a

=ASINH(-2.5) number. Inverse hyperbolic sine of -2.5 (-
11.64723)

=ASINH(10) Inverse hyperbolic sine of 10 (2.998223)
Returns the arctangent, or inverse tangent,

=ATAN(1} of a number. Arctangent of 1 in radians, pi/4

(0.785398)

=ATAN(1)*180/PI{)

Arctangent of 1 in degrees (45)

=DEGREES(ATAN(1))

Arctangent of 1 in degrees (45)

Logical and Math Functions
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cription

Returns the inverse hyperbolic tangent of a
=ATANH(0.76159416) number. Inverse hyperbolic tangent of
0.76159416 (1, approximately)

Returns the arctangent, or inverse tangent,
of the specified x- and y-coordinates.

saThen; 1) Arctangent of the point 1,1 in radians, pi/4
B (0.785398)
=DEGREES(ATAN2(-1,-1)) {Arctangent of the point 1,1 in ll.'ha-_grees (-135)
=COS(60*PI()/180) Cosine of 60 degrees (0.5)
=COS{RADIANS(60)} Cosine of 60 degrees (0.5) )

Returns the hyperbalic cosine of a number.
=COSH(4) Hyperbolic cosine of 4 (27.30823)

Hyperbolic cosine of the base of the natural

=COSH(EXP(1)) logarithm (7.610125)

=DEGREES(PI()) Converts radians into degrees. Degrees of pi
radians (180)

¢ (s- B)

eoné&if§ 1 sin%6 + c0s0 —1 =0 303 equation % clgglilozpdaeoenéi row 1 3 row 2 @
o (g o) lgooniciendie: orecpeefl: cell range A3:A15 ¢ 8 20005 degree npGecpad
create X cell B3 ¢o formula =(SIN(RADIANS(A3)))~2 +2*SIN(RADIANS(A3))-1
o3 enter cp&clouSi ¢59058: cell B3 o fill handle o3 row 15 508 drag 5q€ sin%0 +
cos?0 -1 PR NiGe0d padeuicdandin sign change @5333:0?@@903@ 0 sacpad
megecpdclosuS 0 < 8 < 30 mopé: 0 value Roepfpdaesat

a0l mgpbicBood@: 0 <6 <30 520p&t 8 Rgpal 24 <8< 27 scptien sign change
[gdporomaep.qdioncsn & (g. go) oBeFeSAl
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] Sin20 + 2*SinB- 1

B3 = =(SIN(RADIANS(A3))}A2+ 2*SIN(RADIANS(A3))-1

Logical and Math Functions
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j

> m?mSSIH{H{Z?mag&&o%ﬁgaq824<ﬁ{24.5moa&gasignmange [g8ogaromnc?
s.q6loai § (5. g) fegeddh

¢ (5- ue)

P 33 socdefefiomnal 24.46980050 < 6 < 24.46980060 wopéion 0 =24.46980052 o
sin%0 + cos? -1 = 0 [§8332:07 08605 qdlecSn ¢ (g- o) oHfo3pSdl

¢ (g+ p0)
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Microsoft

Excel 2010

2600 cocbenyobanbemesqfo) experimental data dadisd | CROPYADCBN03
calculated data 30[g8[gé cyudapaq€fgheg chart [gdogoicenct create apdeugtel Excel ¢adlop
built-in charting support cepa sacmsagdapqeach Office Excel 2007ovoff: chart wizard es3:eon
Slogm Ribbon edlen chart type o905 click cobom basic chart cbam godgif: oo§:qesGecon
a38mes chart godleogto) detail eoyc} onbaoéaytiondfgadqolecdn chart layout Sevpod chart
style o3 built-in chart layout Bownod style o>b93 apply o6elgtcdaclonddu chart element
a4, layout/format chart title s axis titles data label | legend scpcdcopdeuqends legend 53
sedlGaef hide cybaoicdqdloncs chart gridlines sopy> Major/Minor axes scpabaf: edlfed
qoloncSn Jxabel chart o} cgepeg ooacuidh resize copSrapbeozdli slBet egacdadimantyn o33
chart o3 template cé99ec53[g6fsd &&o§i00§:0[gb[gd save apbeoncdqdin

Excel Charts el
===




9.0 Create a Simple Chart

Present Your Data in a Scatter Chart

>

¢ (9- 2) goeaTfgeonzo} cell range A2:B12 o> data pair o} Scatter chart $pa)ecs
et cell range o select coif: Insert tab- Charts group->Scatter— Scatter with only
Markers o3 click apSclecSn data pair > column §dadldlonSi column A ¢o X-axis value
sy Year §fG: column B ¢ Y-axis value oecpad Total World Population (billions) §
Sloncdn & chart n'z) Simple Chart.xls ﬁt&wuéé save na-ﬁmu’imﬁu scatter chart > data
point copuxo horizontal axis cdl'y> evenly fuwrcd unevenly distributed [géeseodh

1%

-
i
LT

PivotTable Table

-

Art

EE @ Shapes~
E_ P Smartart
2 @=+ Screenshot =

Column

& Pie - 508

- Bpear-

1=
2

il Al Chart Types...

o
3
]9?4_ B ¥ 4 ¥
1987 T W
1999, DNINL S gx b = k
2006, S et .68 {
£ 2010 SRS 7/ ‘et
2018 e YL .
R SR 0" s S, T gt -
2029 i0
¢ (9. 0)
:13!2
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chart o> data series edl w90 cdlangf csepsgoncurdlects heading ¢» Total World
Population (billions) escfoypion ceffraoifydesendh legend o chart & prooddfzéiend
Sloncdu axis values 58fF: axis labels o§clonn coxé(f 1 Chart area o click cpdfogpdch
Chart tools eilcooeé Design tab o386(G: Style 32 o3 choose cpbilochn slsqé chart

§60 ¢ (9+ J) lgoomcreddiafpplioprdBn

Chart Toals




chart title o} click cp&: World Population Growth escp8:c38SconSclci Font Size
o3 14 coneuidh Chart area 3 click ap&f§: Chart Tools &dT: coogé Layout tab-y Labels
group->Axis Titles-Primary Horizontal Axis Title> Title Below Axis o click cobcleu
Axis Title oood: GuTMq& Year (ﬁ%&ﬁﬂ:&éﬁin c:?rqséwa vertical axis title r%mésmqéq&
Primary Vertical Axis Title—Rotated Title o3 click pé(f: Axis Title oacixedTaxef Total
Population (billions) o3§ioScogiclucSi sleBq€ & (1. o) ¢ofgeoraymdés GEqeadl

it |l @l | (0] (@] (]|
= Axes  Gridlines fﬂaﬁgmmdihﬂyﬂs Properties,
&l Data Table - = 3 . £

[&] | primary Horizontal Axis Tite »
ey None
E Do not display an Axis Title

=

Vertical Title

@ Display Axis Tithe with vertical text and
resize chart
Horizontal Title

E gitphymrﬂehnrﬁnmhwresiza

Idore Primary x}mmme Options...

#

World Population Growth ‘1
12
Ewo
3 s
=8
| 56 :
& @ Total World Population ‘ ¢ (9-9)
i o ‘ [hllhns] |
_ o Q P e o
1 1750 1800 1850 1900 1950 2000 2050
: Year
& I
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» Set Chart Axis Scales

chart legend o right-click cp5{F: context menu mes Format Legend o3 click cpbclech
Format Legend dialog box céTangé Legend Option (Bottom) o3 choose cp6fg: Close
0?3 click cobcle Legend o chart GﬁwoSmnS:srmnptﬁagmﬂﬁl ] (9. o) o chart cr%@éq&
Excel megsacdeacapod set cobeuicy axis scale sy eghrogancdulgddlop horizontal
axis scale 3 right-click ;8f§: context menu ooes Add Major Gridlines o3 choose apb
SlecSs BgpSiop vertical axis scale o} right-click p5{F: context menu osg Add Minor
Gridlines o3 choose cp6cl sladqf chart dd920803 & (9. g) wlgencyeedié: [gEegach

i s ; |
] World Population Growth

i 12

| =10

| = L=

H © - i
i E 8

i [ =

| & ’ ra—— |

| S 6 |
|3 =
& ﬂ_c: 4 1
o ". ‘ ¥
H 2 2 ‘

1 0 I

T 1750 1800 1850 1500 1950 2000 2050 |

Year

& Total World Population (billions)

Fry

9 (2:5)

» Change Chart Type
6 (9- g) o» chart o3 click co8ff: Chart Tools—>Design tab-»Type group-Change Chart
Type o3 click cpoch Change Chart Type dialog box ol condlgn Excel chart egpen ‘
|
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Column | Line | Pie | Bar | Area | X-Y (Scatter) | Stock 1 Surface | Doughnut | Bubble
Radar type chart eoplgéfoiclonchi o38aden Clustered Column o3 select codff: OK o3

click ninﬁu"lmﬁu o (j. 3} n%@éuﬂu

W e R EEE

2 o Excel Charts
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> slbqC chart type o> Column chart dfg6opo: i egocdondspSion default (Office) theme
color deaslfG: chart $dc} sacpuonapelgodicd qdlorcdi efgpiodgpSion chart o select
cpbeoniff: Page Layout tab->Themes group->Themes o click co&cli drop-down list
oo Built-in ooeg Trek theme o3 click cpbeg & (9. 6) eofgoonicy chart Boqeadl s3slo3
template ;6392644 save cobaongiat chart o3 select co6fE: Design tab-> Type group>
Save as Template o3 click cpbdls File name box edTeoneé myTemplate g50p53 Charts
folder ¢> save cxbcdeclgn slsbqé Change Chart Type dialog box o> Templates folder

t:frrf:r Gﬁpfﬁ@@@@ﬂ}n

World Population Growth

Total Popul ation (billions)
o

ank |

1804 1922 1959 1974 1987 1999 2006 2040 2048 2025 2029 |
Year |

B Tota] World Population (billions)

¢ (9:6)

» Fill Plot Area with a Picture

& (9- 6) o> Plot Area o right-click cp6f8: context menu oxe4 Format Plot Area o click
cpdolecSi Format Plot Area dialog box scl'axgé Picture or texture fill option o3 click
oo File button o3 click cpdclecdi ego03(F: cofeondep picture oxd203 choose codfE:
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Total Population (billions)

chart s3{g§cogé § (9. 9) ¢ofgeoniosondd&: [§Eqe2cl den column bar coyon Ga0tE5200Y

[ybescloacdn Preotcdailoac

Fill

@ nNofil

# solid fill

® Gradient fill

@ Picture or texture fill
{® Pattern fill

@ Automatic

Textyre: ﬂi" i

Insert from:

Tile picture a5 texture
Tiling options

Offset X: ’_tcr pt E‘ Scale X: Fﬂiﬁ E’-‘
offsty: [opt  [E] Scaley: [100% [=]

World Population Growth

10
8 - S
G
a-
o
0 .‘. :
1804 1922 1950 1974 1087 1999 2006 2010
Year
¢ (99
L
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B

sgocaiersnéen column bar oxdedh right-click cx6ff: Format Data Series o3 click cof
clechi dialog box gEoungé Series Options sszo05an Gap Width o 30% cosecsfl: Fil
gocogs: Solid fill (Transparency: 50%) comcosdli sleeé chart o3 & (9. 0) eocdfgEqeach

Series Options
Gap Width —
NoGap [} Large Gap

o |

Fill

) Mo till

@ ol fill

) Gradsent il

() Pictura or tedura fill

& rattern fill

&) Aytomatic

] powert If negative
[ vary colors by point




9.y Format the Data Distribution
» Setting Log or Semilog Scales

Excel ¢o§iconza} built-in chart eogom 23tfgcdeplogeoed mbslordecogn BbaSa€od
chart $603 vq§€omecy qiloxcdi g chart soyc? GlgEsfpicdeoied B48a) chart type
oBadfrech poes & (9. @) eoedlGaoniod worksheet o» data a3 XY(Scatter) chart [
e HcdodelBat proddFsidefGomios chart &3 992[g8dlorcdi slecec§ chart @
data distribuition o3 conéicomné:ecicdugdlon Wavelength 0§8: 0 3 1 [ppren data
s ¢fjjescloncSi Smes data vodegé ?$§uago§-cﬂag:ﬂ chart %5%036]00051 aScd
[lgéecdn Y - axis 3 right-click &f8: shortcut menu o> Format Axis 3 click cpbcl

Wavelength Index of Refraction

Index of Refraction

0.1348] 1.657 18 - B -
0.1380 1.630 : . =,
0.1445) 1,607 | 16 = = =
0.1514 1.576 =
0.1622 1.552 = == =5
0.1698 1.530 E N —— —
0.1820 1510 D —— —
10 0.1995| 1.49 el = =
a1, 0.2291] 1.474 CPPES —
12 0.2630 1.460 | -E = = |
13 0.3890 1.442 o T =— = |
0.5888 1.436 = = 4 ||
08511 1am e — — |
1.7378 1.423 I 02 = — — |
3.2359 1.417 = =
5.2481 1807 0.0 - : '
6.4565 1.379 . ¢ 2 4 6 8 10
7.4131 1.358 Wavelength !
8.7096 1.332 | |
9.3325 L 4,517 | —C=—Index of Refraction '
i = = 4
¢ (2@
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> Format Axis dialog box adTaxqf Axis Options o3 select cpdfi: & (4. 90) gofcomcrsaciis
Minimum: 1.3 Maximum: 1.7 Major unit: 0.1 3 Minor unit: 0.01 o3a3 set coSclecSs
Display units: None § Axis value 3 0 coxeoif§: Close o3 click cpdch chart ddsecodal
[gEqdlecSn chart o meqEmescsmaniadd Seoméandlonods )

oo o e |y

17

0
16 g
-
215 |3 :
% (9 20)
L
e %-—(‘E.
= M
13 |
0 2 4 6 8 10
Wavelength
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8083 Value X-axis scale Bg&dlecSi X-axis o log scale [§8cosi80x8 logarithmic scale
check box ¢ check cp8f8: Minimum: 0.1 Maximum: 10 § Horizontal axis crosses:

soddon Axis value o3 0.1 coozecxfls Close o click cobcl 31B3q€ & (9. 99) wofgooniod
chart $6s203&: [§Bogo:I

Show display units labal on chart

Index of Refraction

1-?'_1 T T 1 ==T=1

i

—
Ln

Refractive index
/

e , ¢ (9-99)

5
|
1

13

Wavelength
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9.2 Using Multiple Axes
» Two Data Series with Very Different Scales

Y axis sdacloj chart o>6903 create cydgEqé voow data series sagyob Y-axis of primary
axis safgboo:ff: oyfod data series sa0p05 secondary axis B3saodfgeéaclorcdi & (4. o )
wedlfgoonay X vs X210 3 X vs X3/2 oBc3 X-Y (Scatter) plot cySecSadat proomadfEé:
dunfgeoniop default scatter chart o qeofgéloncSi proancbaagsires legend dldloacds
com&f 1 X4/10 data series o3 right-click co8: context menu o>e¢ Format Data Series
0% click c‘gaﬁlucﬂﬂ

o wmiwiaouvna wnkle

10 10 500| [

i
A

¢ (9-0J)
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T a0 R

> Format Data Series dialog box cdTaxg Series Options cawcSos Primary Axis o3
select cp6f§: Close o3 click aySclocSu Bspdion X*/2 data series o3 right-click co&fg:
Secondary Axis o3 choose cpbgt custom chart 3qesdli Legend o3 chart cemndborch |
Beusff: border mbeudlecSs White fill avdeuidlecSs Chart area o wgrsmeapés fill b
Jlecu Chart Area o3 click codfg: Home tab-Chart Tools—Layout tab-3Labels group>
Chart Title-»Above Chart o click cp6[§: Using Multiple Axes =305 title copdevicoion
n%@é{ﬂn chart c:% :;53:0%05 stretch ogﬁmmﬂmofn

E

o & e E OE
Labels - Table = | = -

Chart

5 F

i3

e
.

\ 4 |

=W=N"32 —e—=NA2D

% (9:09)
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» Combination Charts

b (9. 0p) eofgEesaoy worksheet oo data series ecpod apfgufemigoigo Eﬁcg(ﬁcmf:c\ﬁqlﬁ@ﬁ
chart type scgo3eciE:ed(G: combination chart ombac} create cpdgeach pows primary

data series x%/10 o select codf: Clustered Column type wfgdelpéieoiat § (9. 0g) ¢0
[eonicyencdé: [§Eqeach background picture Reopdcopdevconidlonddi

Using Multiple Axes

mm X72/10 —O—X"3/2

¢ (9 29)
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chart ¢ linear trendline oogffsoofgbesdifn slevwch equation § R? value cooudleasioxi
goodness of fit o [o3pbseeoméiediadondloaddi soxé:fg 1 linear trendline o3 right-
click o0& Format Trendline o select cobcleady Format Trendline dialog box sol gt
Trendline Options cewnchon Linear o> select [gbesfaacli Display Equation on char 3
Display R-squared value on chart check box sopc3 check codf: [g§agahangé & (9. o6)
wlgeoncyeacié: [gEegrdh Equation § R-squared value copc} safgiespe box adenelg
corcondlonchi R? = 0.7342 [§8es030a0p05 1 joaepdicorssdlorudi Seom s§05 equa-
tion o2&} fit apdfmpbeeanén trendline seunéicd Sd3éiqgcmclects Polynomial
trendline o3 chart ¢ocobfge3ff: linear trendline § §&:00p{3pbee206n

Trendline Options

Trend/Regression Type World Population Growth
12
@ Exponential
@ Linear 10 H .
| y=0.0381x- 69.576 &
(] © togorthmic : R?=0.7342 J
© eoimomiel  onger: EE] & 4
3 /
@ @ Power = z "r
= PARL
© vomgaverage eeros: BIINE]  F Al
L L | N
~Trendline Name ——— % ')
(=
@ putomatic :  Linear (Total World Population (billions)) 2 -
@ custom: B LR @] 7
B 0
17660 | 1808 0] 1900 (1950 50
2
Year

+* Total World Population [billions)
—— Unear (Total World Population (billions))

¥ Display R-squared value on chart

¢ (9.96)
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> &(3- o) yrsomo} Linear trendline § Polynomial trendiine Ac335:SEE55 9k
trendline o> 8 fit §8onofecy qeadln R? value o> 0.9823 [§8oyacych BeomEianndln

S oo [EEREE

Total Population (billions)

&

oy
=]

Tetal Population [billions).

2100




» Equation for Calculating Exponential Trendline

Microsoft Office Excel ¢ exponential trendline ox8303 y = ce™ &30} equaton §
wobedsiloddicib o constant ccp3bfE: e o> base of the natural logarithm [gd
SloocSs Bogodfad & (9. o) ¢ culfgeonc) data seriesc3oeoigf: exponential fit o3
5 Saoncs Gmberpgpecy BeSgrSs oS cocberg BRI

Blwlo vl s wine
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¢ (9- o») o> data series o35 4th order Polynomial fit pboddaBqé  Exponential fit
o§0 trendline 02 comrg§omecy qdloncSi R? value oo 1 $2190 mbesomudecon slevecd
Trendiine Options sza050n Forecast Forward o 6 coszcof: future value 030} o§ef:
36t estimated value v mcodadesdayionad d9of3ededecp §Eclonadi Exponential

fit equation aeom, [§68Ea[gecloocSi & (4. op) Hfopdch Epgoon data fit cp6fF: equa-
tion cochapaieslyr wdBoonqudbergoifgbilondsi

Voltage vs Time
20.00 |
18.00 |
| I |
e y=0.0021x*- 0.0669x* + 0.8118x2- 4.4728x +9.935| |
: R?=0.9995 ]
N
14.00 | | +
!
12.00 F
w 1000
g \ '
S 20 . I
]
6.00 - | ,}
y = 9.75340492x /
4.00 R? = 0.9988 L
I
o | /
#
i
0.00 i
3 15
'__2"[!] 1 l T
) - Time
© Vohags ——Expon. (Volage) = = Poly. [Voltage)
¢ (9+ 0g)
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9.9 The Power Curve
» Total Production Cost vs Units Produced

Power curve equation o> y=a x® [§8cloacSi @ § b oo constant eog 1 X o> dependent
variable o>62dli & (9. jo) o chart ¢o b > 1 [gécjmacgo’ x value [F:congé power curve
slope aocop: increase [gSeonomddecy godh overtime secpeuiqoyzacyd per cost oxdsao
oyooeomdldn b=2 [§oef 0gpS:sdaocdanciclt: cacSapbuedcioph: §dm00anddlorcbi

12 = |
14 !
EEl 140,000 ) r 12.00 B
16| 5 2000 7 000 |-
0 E 100,000
18] | o - 8,00 g
B & 00w g [
2001l T 60,000 S ¢ (9 o)

o0l y = 0.001x? il
23 20,000 g Faly) |
= (i 5000 10000 15000

=l Units produced i

# Cost of Production B percost : I
—— Power (Cost of Production) —— Linear (per cost)
b _— -
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Total Sales vs Advertising Cost

ogpSiecpeepliqeant advertise cxbo3msl limit 08329080 w0i§ord & (5. jo) o
Power curve goeop §&dloadSi curve slope o2 x value d3:ancoud§ decrease [§8aon:
flatten concdgagarendh curve equation ¢ b o 0<b § b<1 [gédloocSi

2000
s 82
6,500 87,701

7,500 e ST L[|
5300 . " 90977|.
4 1.7 e e ¢ ST [
= BANNIS S o 1 SOLIDOIETEET o [ =
Rl ] _ - 91,200 '8
10,000 91,250
Sales vs Advertising Cost
100,000 |
50,000 -
80,000 TR
g 70000 7 i
Bl y = 238660147
5 20000 R?=0.9987 _
§ 40,000 - * ;
= a6 0w
20,000 :
10,000
0 | 1
0 2,000 4,000 6000 8,000 10,000 12,000
7 Advertising cost
E & Sales —— Power (Sales)
=1 | |
30 = i
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9.6 The Running Average Curve
» Seasonal High Sales

& (9. Jy) gredlgoom:or (5) oo toy sale chart ¢o §603¢: 4th quarter ¢ scepliqa
G6esomon christmas sa§§saslefoppédln 538c3 chart draacyed <S:0§, formula cpode}
sqdlonn 285605 588 (4) §&:3(8: running average dopegodls s38mecdecyadeoadel
denfgeoniop trendline codacdedlonc s38¢ifianes forecast sale cxbegdlon




Break-Even Analysis

& (9 Jp) 9oealfgoonio} (11) sbeo Expenses vs Revenue worksheet Bt vogbegm
$97,000 [yof%: m%-ﬁmc‘g&nﬁw%ﬂ) $9,600 cloocd Ssom vcoesdomée cummulative
expenses o> =G7+E8 [g6dloacSi qgoﬁgﬁcgamogrﬁcgcﬁqé GB o Fill handle 3 drag

33l forcummulative revenue Bopcbafel =H7+F8 §po0edlocht s§o08f oyfcrsbecy
waradqé HB oo Fill handle o} drag =5l Net revenue Rogodgceé =H7-G7 §

o3o5(G: 17 oo Fill handle 03 drag Haich rg&:aoﬂmmcogm minus value scpdly

P e e ey [ Sl i
=
- _ n AL STRE |
I.E Year Expenses Revenue CEI;:::' ':;T C;:n“u:g:a Net Revenue
7 % $97,000 $0 | $97,000 $0 ($97,000)
8 1 $9.600  $15000 $106,600  $15000  ($91,600)
9 2 $10560  $18000  $117,160  $33,000  ($84.160)
10 3 $11,040  $25000  $128200 $58000  ($70,200)
1 4 $11,520 | $37,000 |  $139,720 | $95000  ($44,720)
12 5 $12,000 | $40,000  $151,720 | $135000  ($16,720)
18] | 6 | $12480 $41,000| $164200 $176000  $11,800
4 7 s12060 $4100  $177,160 | $217.000  $39.840
e | 8 $13,440 | $41,000  $190,600 $258,000 $67,400
16 9 $13,920  $41,000  $204520  $299.000  $94.480
a7 10 _$14,400 | 841,000 $218,920  $340,000  $121,080
18
19
o

% (9- Jp)
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| 2 maes columns D1 G H 3o} select codff: chart ;dea36€ 6 (9. Jg) eolgeorciendié:
[Eqendl 938 chart o> Cummulative Expenses ¢f:3 Cummulative Revenue gz} [gob
opegspu Break-even point dloi Sseecbembet cvbesien mafgodecl condlgn safybeanfyd
5.5 sbeoyayief mgodedlddech cummulative expenses omcox $160,000 cp§ogff
[§8SloncSiegaodend 5 sdeandifpef mgodm metimboddempaorygach

$400,000

$350,000

e g
Ak

$300,000 —+ O

™ e

$250,000 -+ SEEEREETC

$200,000 -+ — ey r

$150,000

Cummulative Expenses or Revenue
~

$100,000

$50,000

® "[ |
0 2 4 6 8 10 12
Year

—&— Cumulative Expenses —¢& Cumulative Revenue
¢ (9 J9)
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~ STATISTICAL
=k FUNCTIONS
Microsoft :

Excel 2010

business world ¢>ssa3:fg0) statistical function copmcopt: clgpecdeBed sanp:
[P:cloe COUNT( ) 3 AVERAGE( ) function ccgux argument list o> number meqeacyohs
average chepeoidloaddn criteria cacdaocSocieo range won cell content cope|, average
Pepaj€aé AVERAGEIF( ) o3eaciifgel multiple criteria fgdoooe AVERAGEIFS( ) BadeulecS
array sd=q, correlation coefficient BepaEeé CORREL( ) 3obicln X-y array odaomes X
$0&a y value 03 a§0§:96qE FORECAST( ) Blqclectn frequency distribution mﬁ?n‘?g‘aqaqé
PREQUENCY( ) 3ofrch GROWTH( ) oBai:q8 exponential trend 38503 return cpSeotgadl
linear regression trendline o intercept RopcdaiéeE INTERCEPT( ) $opobcdqaloncdi array
mbsadon Kth largest value pepaytet LARGE( ) $gpcdqoloncSy SMALL( ) Bt Kth smallest
value ddepeuigadli least square method waifg@: straight-line fit opbgyéqé LINEST( ) 3
ogodupcdqdlonad exponential fit et LOGEST( ) r%c@o&a;nﬂu MAX( ) + MIN( ) « MEDIAN( )

cgmeon efpespecddlon com&f | S e e e

oG Statistical Functions
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G.o Analysing Class's Performance
» Using AVERAGE( ), MEDIAN( ), MODE( ) Functions

o (6. o) evedlfgeono) class mark distribution 3 AVERAGE( ) function seaifgffs class
avearage cbodesoifrpicresl 47 Seprmacyed class performance mécbycbespdl slevedd
MEDIAN( ) %ﬂﬁ@m@é@m‘q 55 qw:r% class qgmﬁ:m:mﬁﬂrﬁm m*écz'g: 55 & 55
F2000) gegonudecull 6oy Class mbeal: phomevcdeomopedh MODE( ) function 308
esoifmpdoymeslen 70 [ydegoisacyod & class ¢o mech 70 o) empérorieqygpigmidescd
dlon esacbff: average mes deviation o3

1
?lef X el

formula %cgfﬁogmtﬂmtﬁu

1 Analysing a Class's Performance
A Class mark | Formulas
3 100 Average = 46.87 =AVERAGE(A4:A18)
4 50 Median = 55 =MEDIAN(A4:A18)
5 63 Avedev = 24 =AVEDEV(A4:A18)
6 70 Mode = | 70 =MODE{A4:A18)
7 : bl |
8 40 Max mark = 100 =MAX(A4:A18)
9 70 Min mark =| 0 =MIN(A4:A18)
10 15 No of students = 15 =COUNT(A4:A18)
-
12 5 No of students (marks <= 50) = 7 =COUNTIF{A4:A18, "<=50")
13 60 No of students (marks <= 70) =| 14 =COUNTIF(A4:A18,"<=70")
14 70 No of students (marks < =100) =| 15 =COUNTIF(A4:A18,"<=100")
15 65
16 0
17 25
2 (6.9)
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COUNTIF( ) and FREQUENCY( ) Functions

¢ (6. 0) yredT oo} class mark distribution o3 COUNTIF function saoixgf&: eSeacised
edaBgé 0<=501 <=70 § <=100 meddepqaindoenyer cmpianiondseunnddf
FBecdshona Sobegqdlorch cell C12 o select oy =COUNTIF(A:A18,"<=50") b
formula bar > enter apde sasfg 7 quloaudi Bgbeon cell C13 o select cobffy =COUNTIF
(A4:A18,"<=70") o} enter cpbet melg 14 dloocdi 8eox 50 coyP} 70 s20p&: 5200590}
soppeonimeqeopabum 7 sunoif§dayedli medd <=100 4o coypEianigcemeayod
o 15 Beox 100 qojeoypéionmon obeunadd §eomeddecui

2266l ¢> COUNTIF function ssabgff: 0<=501 <=70 3 <1=00 290560pq0) 336960
330mcd FREQUENCY function aaosfgffson maageSoncp cfgficlqdloncSi FREQUENCY
function oxaet codbeddenionnto) mby Fewrad cbamada) value soyd? value range
0bae0 2bgd[H8 dlofesdBornadeqopaif vertical array cbosesd sulfgeurdlonabi
culfgclsesoogoen eoypéiamieqeoimeuddecyd 9369 3 5 JoddaBdleonpn (0-50) 1 (51-
70) 3 (71-100) sagodecpoactiBiqoiaboscyen compiononcSsboundd® HozecdBondd

8od3Eeg cell range D13:D15 o} select cy8fE: formula bar o array formula sesi
{=FREQUENCY(A3:A17,B17:B19)}

o} enter cpdeorqf (0-50) muciqo vemnbogs eoyplion: 7 cunds |
(51570) w9050} gBwebess copio: 7 sun0d
(715100) me¢cbqoicrBoombess copion: 1 cundd

§oocc§ FREQUENCY function mes egropodeuidlcgectn ¢ (6. ) Bf3pddl
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AVERAGEIFS( ) Function

O (6. p) enlgoon:al worksheet o> East 1 West 1 North § ecpon 538sadpdpad ovéiecpismoy
G(;[E{ﬂ):(ﬂm(ﬁll H8;nes s&ﬂmﬁnﬁr%ousmﬁaﬁﬂéu FBIIem Wﬂ&ﬂn@@q@tﬁl ok
ma’ré:a:?: (3) a@:cﬂq&cﬁu m%ﬁm&(ﬂq{ﬂmﬁn ﬁ&mqoﬁct@%@é{:@a&ﬁm@rﬁcg@: qﬂ-:ta
soponmudecnodlgbecisdona opodewadgt AVERAGEIFS( ) function adax{Gopabeendl
cell A9 o3 select cpdfF: formula bar ¢ossacdesanéifE:

=AVERAGEIFS(A2:A7, B2:B7, "West", C2:C7, ">2",D2:D7, "Yes")

Enter 8698 soef§ 417,500 gdlocSi s3dloncScBedadeo; =AVERAGEIFS(A2:A7, TRUE,
TRUE, TRUE) [géoxmcBodesoifoipdoyansl row 4 § 6 5690 criterias a3abgBdloacdn saefgad
oo =AVERAGE(A2:A7) = AVERAGE(395,000,440,000) = 417,500 30pcomdl

AQ . - £ | =AVERAGEIFS(A2:A7, B2:B7, "West", €2:C7, ">2",02:D7, "Yes")
B = D
NMumber of

Bedrooms ThILI
230,000 East 3 No
255,000 West___ r 2 _ Yes
U
321,900 Morth 2 Yes
O = &
395,000 West 4 No
Formula Description (resuit)

Aversge price of a home
in Bellevue that has at

417,300 Lieast 3 bedrooms and a
garage (397839)
¢ (6.9)
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6., Analysing Product Defects
» Descriptive Statistics

¢ (6. ) o> worksheet ¢ columns B »e$ F ofgo workgroup e (20) mesmnéfgod
defect ogoS:mcqeacyady % defective oBcBeop qeadl s38ces descriptive statistics

oBgpcqdloncSs
- [
- Workgroup  Group Leader Defects Units % Defective

1 & " rozew] 8 | oeo] 0.8%
) T AungAung 4 815  0.5%
5 C Ayelwin 14 1625  po%
B D Akar 3 1453 02%
' E_ | ChtOoke| 9 | 767 12%

- Zami, 10 | 1,023 1.0%
0| G KhinZaw 15 1256  1.2%
; a H Sein WinAung 8 781 1.0%
- 2 SN L ) SoeWin| 13 | 999)  1:3%
3| I MyaAung 9 | 1172 0%
8 K AungKyaing 0 936  0.0%
14 L Tommy 7 1,109  0.6%
15 | M| Theinshwekyi 8 | 1,001 0.8%
16 N | AungMyat 6 812  0.7%
17| 0 TinWin 11 977 1%
a8 p Soelwin 5 1,182 0.4%
Q Aung Win ] o5]) 0.7%

20 R i WinNaing| 12 | 680  1.7%
21 s ZawWin 10 1,104 0.9%
22 T Sanlwin 19 1,308 1.5%

¢ (6.9
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P soiffod formula eqadeog: columns J § M eaozeslgaomdlondd & (6. 9) ¢ofeapdls

Iﬂ == R T |Jl{r%"ﬁ
~ Count| 20| ~COUNT(D3:022)

~ Mean 8.9 =AVERAGE(SDS3: 3[1522} 53
~ Median 85 =MEDIAN(SDS3:$DS22)
2 * Mode 8 =MODE.SNGL(SD$3:5D$22) n .
“Weighted Mean %, 0.8% {-SUM(F3:F22 * E3:E22) / SUM(E3:E22))

‘Maximum| 19 -MAX($D$3:5D$22) =

Minimum 0 =MIN(SD$3:5D522)

2nd Largest | 15 =LARGE($D$3:9D522, 2) _ D]

~ 3rdSmallest 4 =SMALL(D3:D22, 3) _
_ Top 5 Average 14.6 -AVERAGE(LARGE(SDS3:5D$22, {1,2,3,4,5))

~ Bottom 3 Sum| 7 =SUM(SMALL($DS$3:5DS$22, {1,2,3)))

Range| 19| =MAX($D$3:5D522) - MIN(SD$3:5D$22)
Variance,  18.5| =VAR.P(SDS$3: SDSH_]
Standard Deviation 4, 3| =STDEV.P(D3:D22)
Skewness 0.25 __-55@!{{93_[)221 _

Kurtosis 0.51 =KURT(D3:D22)

Bins  FREQUENCY()  Formula

310k 2 {=FREQUENCY(D3:D22, K4:K7)}
7 5 - -
11 8 " R
15 5
1
% (6. 9)
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» Analysing Weight Mean Profit

& (6. 6) ¢oedlfgoontal worksheet ¢ division ox835€:4, Sales x Profit Margin % RBopoife
Total divisions sacge5 sum apbolecSi se3secgo? Total Sales $oxf: percent Bpodaet
Weight Mean Profit Margin c3qdloacSi

=4 i ' Profit eE)
|2 |Division |Prnﬁt Margin | Sales |l5ules x Profit Margin)
3 |East _51% | 100,0000000 5,100,000
(4 (West | 75% | 50000000 3750000
(5 North | 93% 20,000,000 1,860,000
[Bsouth | 112% | 1,000,000 112,000
LZjtotAL 171,000,000 10,822,000
! |
s Weight Mean Profit Margin|__6.3% : AN
. et i la i A I 13057 ) af

.o Analysing Linear Curve Fit
» SLOPE( ), INTERCEPT( ), and RSQ( ) Functions

INTERCEPT( ) function u»aef data set b2 Y = mX + C wT'E.moma‘gEjﬁ: linear
fit cobaomaigfion y axis oBfgodogaiod intercept value Bepeviench SLOPE( ) function
o> linear fit cpbeonojefaslodot:d, slope value o gpeusdloncSs RSQ( ) function o» data
set v straight line 3 mcﬁcmn’ﬁ?:nﬁmcﬁa@mrﬁ calfgeloacSs RSQ( ) function mes
pe5adqos value o 1 $$:00q¢ data set v linear [g8SloncSi ¢ (6. 9) woeol [geonio}
worksheet ¢ gz05fgeontornddecpcnfoiadd

260 Statistical Functions
e



B12,A4:A12)

B18 ~@ 7 E[ -rsaea:

oG e

Jl'. § - ks ‘:..;_.

2 —_

3 X Y

.. 3 13,600

5 25 10,600 3

6_ 47| 7,740| S
65| 5,320/

FORMULAS

m= -143.2| | =SLOPE(B4:B12,A4:A12)
S . C= 141066 | =INTERCEPT(B4:B12,A4:A12)
17 | Correlation = -0.996 | =CORREL(B4:B12,A4:A12)
R = 0.992 | =RSQ(B4:B12,A4:A12)
¢8-2)

» Using LINEST( ) Function

LINEST( ) function umaBeé data set od03 y = mx + ¢ equation seax[gfE: linear fit
apbaoyyid, slope § intercept o3 Bod§adepsuidloncdi ¢ (6. 9) o> data set 30
oadgG:qpecdhet cell range B15:B16 o3 select oy6ff: {=TRANSPOSE(LINEST
(B5:B13,A5:A13))} array formula secs3 enter cpbucSaef sonconm mefgeopdedlocts
¢ (6. ») Bfo3pdaln LINEST( ) function oses seefged horizontal array saesgcocbeoiond
vertical array [§beoao€ TRANSPOSE( ) function saal:(gff: position efgo&eozcontdloneSi

Statistical Functions 26O
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FORMULAS
m = -143.2  {=TRANSPOSE(LINEST(B4:B12,A4:A12))}
e | ;
17 |Correlation=|  -0.996 | =CORREL(B4:B12,A4:A12)
18 = 0.992 =RSQ(B4:B12,A4:A12)

5 6.0)

8. Forecasting a Future Value
» FORECAST( ) Function

FORECAST function voo8es[fiox: existing value ecgoaxfgffs future value oxdacBafes:
suz&édlenad function ¢don FORECAST(x, known_yarray, known_xarray) [gécloncSa

X o sjepieorgio) data point § x value :8sdli x value o> numeric value euachon:
29¢ error value #VALUE! &} return cybeciesdh cell B14a} select ap&f:

{=FORECAST(12,B4:B13,A4:A13)}
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o enter cpbef 12 th year production o} s§e§iopdbaobeciendh trendiine formula oxeg
ogodescopd: 8acgc8qeodh chart plot cp6@: graph eeanosmpdgtaoghigdloacdn
J= | {(=FORECAST(12,84:B13 A4:A13)}

STo[ e ¢ [GI
> || | | -
250,000
200,000 =
v
& 150,000 -
£
----- <
E 100,000 . | =
/ | y=11080x+62012 |
' & R 1 il | =
50,000 : B
0 B
0 5 10 5 |
Year —
¢ Production —— Linear (Production) = _
¢ E.e)

6.9 GROWTH( ) Functions
» Exponential Trend Function

FORECAST( ) function v linear trend function [g8{& GROWTH( ) function o> expo-
nential trend function Jhi ¢ (6. o) gosescon:03 Month vs Units data set o3 sacdfgfE:
array Bsaox[gfe Month = 171 18 [59e¢ Units oddeanddfgbarecssdonds GROWTH
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function mes opobeordlondSi 8sesfsod Exponential trendline o» mefys E&adgoo
Slond | eapanfegpdile

Bi13 - {=GROWIH{B4:BB,A4:A9,A13:A14}}
| . . i
o e
i 1 33,100 | 3 sy el L)
- 2 —_1_2 el 4?.3‘_!]_ _ —
B i 13} 69,0000
14 102,000/
¥ L) 150,000, o S =T i
16 L2 220,000 &
g i | L
1 3201971
18 468,536 ;
C7TEYT R
; ==
500,000
450,000 /,’ j=——
400,000 D Sy
. 350,000 =
.9 300,000 y = 495.303807x ,/ —
3 LN Py o
E 200,000 : P iy
150,000 ———t—————— /,J‘r : -
a1 m‘m == gl "...- _.I -: i .-.;-.f - : - . - L - e
£ 50,000 Lo | —
e & pr ] "
10 12 14 16 18 20 |
I Year =l
# Units ——Expon. (Units) —
=] i T i
2(B. 20)
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8.6 LOGEST( ) Function
» Compare with GROWTH( ) Function

¢ (6. 00) goeepoon:oy data set 03 GROWTH( ) function seoc: LOGEST( ) function
sl oao%qémé:qu’]musu sacfgecyen Exponential trendline soporataop: 2200010
b 3 m os§sopdbopdbafaf range D13:D14 & select oyl =L OGEST(B4:B9,A4:A9,1,0)
o% array formula mepicopdevial Bt M =1.4633gb = 495.3048 egloacSi cell B13
o select oo {=B17*A17~A13) formula 3op05fedet Month = 17 [§6c3993] Units
= 320,197 Q?Lm'}me@qélucﬁl GROWTH( ) function | Exponential trendline formula
obifds oao%m%mogaau’]ﬁu Month= 18 =3q¢ msfyo> 468,536 ch & (6. 29) Bfegpach

ol A | B |
|
B e v
4 11 _ 33,100
5 12 _ 47,300
6 13 . 69,000
7 14 102,000
q 15 150,000
9 16 _ 220,000
10
11
12 0 o =il =%
13| 17 320,197
14 18 468,536
15
16
17 1.4633 4953048
[:3{.@‘ as]
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.o Multiple Linear Regression

>

Estimating the Best Price

SBomeepimod abeso) S36Qomnmbeurchur copasiopdfoo) qboychonbagn SBbobax
oubechadaé multiple linear regression analysis 3c305505: capecrSo3sBéd3 ouScly

B24 ~(* £ =C15"B20+B15*B21+A15*B224D15
Ange S s
2 Multiple Linear Regression
BB Floor space (sq ft) No of rooms Age (yr) Value [millions)
3 2310 2 20 L 4
4 2333 2 12 | 44
5 2356 3 33 | 51
6 2379 3 s | 50
7 2402 2 53 39
8 2425 4 23 | 69
9 2448 2 - CENE 26
10 2471 2 34 42
n 2494 3 3 | e
19 2517 4 s5 | 69
13 | 2540 2 22 49
355 -0.247314425 13.0394181 0.042798454  -79.33288746
16 | 0.027824819 0.84335138 0.009159629  21.56981424
E2a 0.982519601 2.090912713| #N/A | #N/A
18 131.149506 7 #N/A | EN/A
20 Floor space = | 2550 _
et No of rooms = 4
32 Age =| . k 15.
23 '
g Predicted value =| 75.78
0 {G o)
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AoncSi BSoShmsler 2 28maof: efinoismsodegmenn (o) BémoySmoi:
() 2298:9.0p5:0 (p) B88, 05083, (g) 738368, cocb§eslegpd [§8cou5BCRn Sladel
opanefadr omepdgeaddeon qﬁq;rﬁc&gacepﬁ:uu@:ﬁécogc&m oowd $360b oo}
data eopad mqteomnodff carondaBedleds O (6. o) Blegpach

> Sugomogod Boepiep: orqfieomadiilefeontioned) § data copc3malg[G: multiple
linear regression cpdcdoSecdaBqt formula oods cochcdeplonah 538 formula qgS socdgbay
c5a36c30(gblys copebofmbmt [god3sfGecon Bogoum wqmmcﬁaarﬁ@mm@&%%
Bsgdosiged qateqdlech 2560 BMREOYNFIIRT) onégomdl 1 sepon
33 & (6. o) @ofgoontojeadit: cell range A3:D13 ¢» data co303 §odcopdol Breoqf
cell range A15:D18 o3 select cpofg:

{=LINEST (D3:D13,A3:C13,TRUE, TRUE) }

o3 array formula sssopbecSadql range A15:D18 ¢ multiple linear regression
result ey edlegdlg sldef

Predicted value = C15*Floor space+ B15*No of rooms +
Al15*Age + D15

8o} formula Beffecon Bd1@ Floor space = 2550 sqft | No of rooms = 4 3 Age = 25
years [§6es0p Bboobeixa? copfchecSadel Predicted value = C15*2550 + B15%4 +
A15*25 + D15 = 75.78 million [gboloacn Begpom 8ReGmecycd mecﬁa?cqﬁﬁa}mogrﬁ
8copcocdoocomeddBet ocSoofaixdlon segmélgadegror multiple linear regression o3
theory «dld seqgdoom ma¥fgedspdiRd cilfgededomfgddlonads codbeq gBdpdeant
%Eﬂé:@étﬂi
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