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Using backstage view to print and Share
document

e —.d

The new Microsoft Office Backstage view lets you quickly gain access to
common tasks related to managing files, such as viewing document

properties, setting permissions, and opening, saving, printing, and
sharing your document.
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Using Mini Translator
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phrase, and a Copy button so you can paste the translation into another
document.
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You can search for text in your
document by typing in the search box
above.

Click the Magnifying Glass button to
find commands to search for objects,
such as Graphics, Tables, Equations, or
Comments.
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Merge records

rreree

() Current record
O from: |

| To:

| Cancel
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Using new conditional formatting features

X9~ -5
E Home Insert Page Layout Formulas Data Review
‘% Tahoma 1l ot A A == B =
_‘g' ....... {'}‘ A —_ — —_ [ —
¥ B 7 U~ | - - - E E = Ei= _:-E
Clipboard Font Alignment
117 - Je
A B C D E
1
2 &l 100 10 ® 10
3 [ -300 20 ® 20
4 @ 250 | 30 % 30
5 15 % 15
6 320 60 ¥ 60
7 % -150 50 % 50
8 il | 200 . 40 ¥ 40
9

e Use a conditional format to help you visually explore and analyze data,

detect critical issues, and identify patterns and trends. In Excel 2010 has
a new icon sets and more options for data bars.



Using Sparklines

Year2001 Year2002 Year2003 Year2004 Year2005 Year2006 Year2007 Year2008 Year2009

i\ YU 500,000 | 200,000 400000 | 280000 ( ¥50000 | 570,000( 550000 | 800,000 900,000 W .I__I..II
i\ A 500,000 | 750,000 ( 550000 | 200000 ( 220000 | 230,000( 800000 | 950,000( 800,000 W .I.I_IIII
i\ A 400000 | 280,000 800000 | 950000 ( 800000 | 600000( V50000 | 550,000 550000 kf\\)\_. __III.I..
el AV 550000 | 800,000 ( 830,000 | 600000 ( 200000 | 400000( 280000 | 800000 590000 f’\‘\v.\/\' IIII_I-II

You can use sparklines—tiny charts that fit in a cell—to visually
summarize trends alongside data. Because sparklines show trends in a
small amount of space, they are especially useful for dashboards or

other places where you need to show a snapshot of your business in an
easy-to-understand visual format.

Compueercivil



Using Slicer

}
4 @ Excal Excel Total I8l REE]
5 L o Advanced
6 Anne 15 15 15
7 |Debble 65 65 65
8 Smith 30 30 30
9 Susan 30 30 30
10 Ton 45 45 45
IS Grand Total B85
12
13 = !
14 Course & | | Level ¢ || Instructor
15 |
16 Excal | Advanced | Anne
1 1
17 PowerPaint | Foundation | Debbie
18 |
19 Word [ Intermediate [ | | Smith
— | |
M ! Susan
21
) Tony
IJ" 1
: 1
24 [ |
23
|
1 1
27 | [
28
29

e Slicers are easy-to-use filtering components that contain a set of buttons
that enable you to quickly filter the data in a PivotTable report, without
the need to open drop-down lists to find the items that you want to
filter.



New Search Box - Auto Filter

A B C D E F G
’
2 Zone ﬂ Positiorﬂ Salar\,tﬂ Overtim{®
A A i
2l Sortatoz A Sale 10,000 2,000
Z] sotzZtoa
Al setzto B IT Support 12,000 4,000
Sort by Color 3
B Sale 9,000 3,000
C Manager 20,000 2,000
Filter by Calor 3
Test Filters N A IT Support 13,000 3,000
B Manager 22.000 3,500
to| ES
o[ (Select All Search Results) C Sale 10,000 2,500
&[] Add current selection to filter B Sale 12,000 3,000
i W] Tom
| Tomson A Manager 23,000 2,000
= Tony B Sale 13,000 4,000
c IT Support 156,000 1,000
A Sale 12,000 2.000
C Sale 9,000 4.000
B Sale 8,000 5,000
ok | [ concel C Sale 10,000 2,000
187 10016 Dan B Sale 12,000 2,000
19 10017 Sunny A Sale 12,000 2,000
20

When filtering data in, you can take advantage of a new search

box, which helps you to quickly find what you need in large
worksheets.



Hame s Page Lapout Fastmil T ats EviEw Vegvr Deesign e ﬂ = g B
J _: j _ ' % Rt . |f_|j Jl il J &l Different First Fage ¥ Scale with Document
Header Footer Page Mumber Cusent Curremt Fée  File  Sheet Pichare it to Gats Different Gdd & Even Fages ¥ Agn with Page Margins
b * Humber of Pages Date  Teme Path  Name HName t H Fodaber
|‘Hl=pller & Footer _ Hieader & Faoter Elements Haigation Oikions _
| H20 - A +
| L e | )|
A B C o E F o " | B
I
|F
|
|E- 2
F 3 500,000 280,000|
| r . 1
I . February 00,000 850,000 550.000 800,000
| March -100.000 280,000 800000 950,000 o
C 8 April | 50,000 ang. on 430,000 £00,000]
= — il St AR SE—— e}
|- By _B00j000 950,000 00,000 BOD,0D0)|
I, Juna 830000 600,000 450,000 250,000
Flg July ] 420,000 504,000 800, 000| 950, lJI]Di
IF - August |j_ -240,000 400,000 830,000 B0, 000
E
I s
£
i
-
= 1] -
[W 4 ¢ W] Tabk | tonditional formatting . Sparkne  Coursa Data _ Sheetl . Wear 2000 Data__ Sheatil e |90 I il
=] e :
_meineil)

If you want numbers shown on pages when you print a worksheet, you can
insert page numbers in the headers or footers of the worksheet pages. Page
numbers that you insert are not displayed on the worksheet in Normal view —
they are shown only in Page Layout view and on the printed pages.
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Uszanvesdllanlulasseviadnasa 2010 dlansetivinla

e .xXIs Competibility Mode
e Xlsx 2007
e xlsx 2010
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aveyanuu Hyperlink mahawaa

[® =]

Insert Hyperlink
Link to: Text to display: |ﬂ’li Capture 1malad ScreenShot Tu Microsoft Office 2010 | 9Expert Training ‘ ScreenTip...
' ' = Look in: | | My Documents Izl
Existing File or =
In cp r-t Web Page | Avatar - Bookmark.
CF%:;:T | CyberLink
= — o QTh | The KMPlayer
ace in IS
Document | Wondershare PDF to Word =
Browsed | | Youcam
. " Fages W9 Cleaning Up your Maibox
Hyperlink Grse e a e
Document S #9 presentationi
ST ﬂ Presentation11
] WY gy suazmls=Insninas Outlook 2010 -
E-mail Address | Address: |ynsA%Eﬂ%Bg%ag—screenshot—%Eﬂ%Bg%sa%Eﬂ%BB%gg—mmmsoﬁ—ofﬁmzmﬂ El
[ o [ cancel

Edit Hyperlink 7 =]
Link to: Text to display: |C:\Users\ﬁdm|mstrator\Documents\C\eamng Up your Mailbox.docx | ScreenTip...
-
Evwis o0 Look in: | [ My Documents El ﬂ
Web Page | Avatar - Bookmark.
CF%:IZT | Cyberlink
o GTh' | The KMPlayer
ace in s
—— | Wondershare PDF to Word E
Browsed | | ‘Youcam
L5 Fages | Cleaning Up your Maibox
Create New ) ex
Document cecent Fil ®/] presentationl
SCentFies | 214 presentation1l
& W gadnmmsuazlslnminnag Qutlook 2010 -
E-mail Address | Address: |C:\Users\hdministrator\Documents\CIeaning Up your Mailbox.doox El [ Remaove Link I —
I 0K I [ Cancel l
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Home

o

Conditional Format as  Cell
Formatting - Table = Styles -

Styles

Format as EEEEE SEEEs SEEEs SRS SEEEs SESs. Sss==

Table - Si==i=ls| SEEEE - - - - EEEEE ==== S oo

@ New Table Style...
i3 Mew PivotTable Style...
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matinaveveyanmunugi/Spark line

Sales Data
Year2001 Year2002 Year2003 Year2004 Year2005 Year2006 Year2007 Year2008  Year2009 Create Spark]ines @
Zone A 500,000 800,000 |- 200,000 280,000 750,000 570,000 550,000 800,000 700,000
Choose the data that you want
Zone B 600,000 750,000 550,000 800,000 280,000 830,000 800,000 950,000 800,000
Zone C 400,000 |- 150,000 800,000 950,000 800,000 600,000 750,000 550,000 550,000 Qata REHgE. ‘E'q-._'H- %i
Zone D 550,000 800,000 830,000 600,000 |- 100,000 400,000 280,000 800,000 590,000
Choose where you want the s
Location Range:
Insert

¥¥ Line
E Calumn

™" Win/Loss 00,000 | 700,000 /W‘

150,000 ‘ 800,000

Sparklines
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LRANTINDRANARINTG
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UfuamsnumasiuIn

e msiranCell naasnslagasnisAuacn
a -3 a i Qs a

® NUN =, +, - (AAAIAILRUNARL)

* ldgnsnisATuIn
— \RangaaNAaINTg

— LATAINNIENITATUITY

— Wangun g
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= Y

AANLAanLIaNNIayanaainisyin Sparkline

¥ ¥

o o (] = 1 o
ﬂﬂd@uuﬁﬂm’ﬂu“ﬂﬂﬁd@"ﬁﬂLﬂﬂ')l;‘l/l']uu

Qq

aanund Insert Group Sparkline
ARNLAANULLLAINSGI8NS

— Line

— Win/Loss

— Column

aantaansurusgaanazng Sparkline
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Insert

1=k

g

‘EIE

=iE:E:
B E & A E
EEEEE
B EE

15-16 August 2013

R I VA e

Column  Line Pie Bar Area Scatter Other
- - - ~  Charts ~
Charts M=
2-D Bar
2.D Line 2-D Pie % g g
) ,/"=/ (
-/-\J{ S N~ @ @‘ m 3.D Bar
) ] o] | e = & =
3-D Line 3-D Pie i
> ©| & AR
Cone
il Al Chart Types.. il Al Chart Types..
Pyramid
iﬁ All Chart Types...
° Computercivil NKE
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W Seriesl |
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i g

| 8 i fﬂ.ﬁﬂf
Change Saveds  Switch Seled = == | == = Move
Chart Type Template  Row/Column Data
Type ‘ Data ‘ Chart Layouts Chart Styles ‘ Locatlon
o
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MINUTUBVOYAAIUN U

Chart Tools

Chart Area . = = | . — Chart Name;
FEEEEREEE EFREEEE
% Format Selection Chart 1
A Picture Shapes Text  Chat Avis legend Data Data = Axes Gridlnes Plot Chart Chat 3D Trendlne Lines Up/Down Error
Reset to Match Style v Box  Tiller Titlesr - Labels~Tabler - . Area~ Wall - Floor - Rotation v © Barst BarsT
Current Selection ‘ Insert | Labels | Axes | Background ‘ Analysis ‘ Properties
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Chart Area ’ & Shape Fil - » L4 Bring Forward - [ Align *

i
—=]

&% Reset to Metch Sty < Shape Effects - B Selection Pane ) Rofate -+ LI

= | 762em 4
By Format Selection Abc | | Abc | | Abc Hgshape Outline * A A H » Gy Send Backward - 8] Group -
=

Current Selection Shape Styles fi WordArt Styles P Arrange Size

&
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MSNUNAIT MU

Page Layout
A Save B
Print =
El save As L@ﬂ
Copies: 1 .
.| Save as Adobe PDF e
Print
& Open Sales Data
[ Close Printer o= —
Zona A 500,000 800000 |- 200000 280,000 750000 570000 $50000 800,000 700,000
Info 7 Adobe PDF . Zone B 00,000 h:mm 550,000 afou:o 250000 | 830000 afou:o ancm ?mn 5
%Ready Zone C 400000 (- 150,000 800,000 250000 800,000 600,000 750000 550000 $50000
Recent Zona D $50.000 800,000 830,000 600000 |- 100,000 400000 280000 800,000 $20.000
Printer Properties
New Settings
- Only print the active sheets
Save & Send Pages: : to : X
Help .. Collated .
123 123 123
1 Options )
Landscape Orientation -
B Exit _—\, .
A4
A
\ 21 cm x 29.7 cm
1 Normal Margins .
I Left: 1.78cm Right: 1.78 cm
i
[y Mo 5caling .
; ; ; 41 »
Print sheets at their actual size - of 2
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il L o L L o 1 af o d L
ARSI AT W3 ﬁ‘ﬂﬂﬂﬂllﬂ‘]’lilﬂﬂﬁﬂ{IL%H‘.LI‘;THHLLﬂ?ﬂﬂﬂLmﬂﬂ’lﬂL‘ﬁﬂqﬂmﬂlﬁ

ud o 1 o e J o 1 d 1 b ]
gumnmiﬂlﬂﬁ’ﬁﬂ mﬂﬁﬂ’lﬂ’liﬂﬂaﬂmuﬂmLm:gﬁiﬂ’ﬁﬂmmnﬂw,wﬂiuﬁﬂamﬂ’lmmﬂ“lmgﬁi

=y d a =1 1 1 d w LE]
LR R NAR LS il'l'r’lLH‘IJ:LHﬂlﬁ‘i:ﬁ?’ldﬂ’l‘ﬂ‘ﬂﬁ’l%ﬂﬂdﬂw *ﬁdﬂ’l‘ﬂ]ﬂdﬂ%ﬂ’l‘iﬂﬂ"jﬂm&mm:

& 4 |, adyu
mﬂwmﬂﬂ E?ﬂﬁLLﬂ

1. msL

2. ML

3. ML
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£ msdasiwsanasznudaa (Cell Protection)

PR e g e o oomg o 1o v
mﬁﬂaaﬂwagﬂ*s:ﬁwﬁamnﬂuﬂﬁﬂmﬂmagm:ﬁmﬁnﬂm Lmﬁaaﬂﬁﬂawagmum:
B ] 1 1 £ s =B Il s P
LHRRLT AT LY T Hﬂmﬂmﬁﬂaaﬂw:ﬁmmuw*u:wsﬂii'ﬁﬂﬂguum’mu
d ap o da ar oms = & =g o
1. ‘Lﬂﬂn?ﬂﬂmﬂﬁmmsﬂamﬂmgﬂ WRZLRENNILISATR (Ctrl + A)
o 3 g 4 P
2. panwET T WK LRzIRana# Format Cells. .

3 adsngnsauldnau Format Cells. .. uRz@RNLYIL Protection

harler | Algrererl 51 Berder Fil Frotedion

[2#] ke

[ Hesden

Loosciirey ol o bk Do e Furs me e et wnbll ol probedt the modbeheed (Rireuw
Eaby, Chareged groaug, Probect Shesst button),

4. @RnanLAEnNdTLRan Locked LLEﬁFIEﬂlJa.I
= 6 w =l _— e = & =
5 \Rantisirantayandasmelasin uazefnwEurnEan Fomat Cells.

6. il ngnsauldnay Format Cells ((wdauda 3)
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=N = e = L= =
[, BRALKRENAKRDN Locked LLﬂ‘]ﬂﬂﬂ]Jﬂ..l

8. MANUYILLYY Review P Changes P Protect Sheet
9. azisngnsavldnoy Protect Sheet

[+] Protext verukshest snd gorterts of lodked cels
Password bo unprobect sheet:

Alony sl users off this woriakeet boc
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a 1 = e =5 o
10. nsonswaEwNalanwISndnaslutos Password to unprotect sheet:
11, 1Soudasusi aanu zinglaazfandant iuduwmslasiadnads

Confirm Password

Resrter password bo proceed.
| |
Caution: If you ose or forget the password, it cannot be
recovered, It 5 advisable to keep & st of passwords and

their corresponding workbook and shest names in a safe
place. (Remember that passwords are case-sansitive, )

| ok || cance

12, tauswasnuliasmunowniin LLH:‘FIE?'H]J&.I
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msdagluuulvinuveyasaiineuly

= - Conditinnal
ARAUALLAIY Home B Styles B 1 Femting-

wrngsluuudmiiageng

Diirectiomal
*+ =8 &+ = J
A o= v T+ AN d
4+ Aud AP
:tjil Highlight Cells Rules > + A @
= —
., o @O 208
g Top/meom RS @ere @00
E Data Bars _ ® I“@ ®
_EEI cor i @00 « 1 R
: or e e
= Ratings
2] komsew ' E:) & O ol il ll all
[H MNew Rule... @IPEO J o wl all il
LE'.} Clear Rules . ' ﬂ 35 38 88
(5] Manage Bules... More Rules...

= -
4. LﬂﬂﬂEﬂLLﬂﬂmLmﬁﬂ-ﬂﬂ'Ti
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d 20 ¥ Yo ¥ P aA
mmmmmﬂgﬂamn@!ﬁnu%;\l_mmawaﬂﬁh
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':;, Highlight Cells Rules *
g
EE[{B Top/Bottom Rules  »

Data Bars ]

e

Color Scales r
Icon Sets 3
E  New Rule..

Clear Rules 3

i &

Manage Rules...

° Cormputereivil

Highlight Cells Rules *

[con Sets b

B NewRule..

B Clear Rules »

Manage Rules...

NKE

Duplicate Values...

More Rules...

12



d 29 ¥ Yo ¥ T oA
mmmmmﬂgﬂunﬂﬁnummg_aﬂmawmu%

Conditional Formatting Rules Manager

Show formatting rules for: |Current Selection

=

(B =]

|5 Mew Rule... ‘ ‘ b Edit Rule... ‘ ‘ X Delete Rule ‘ ‘* ‘ " |

Fule (applied in order shown)  Format

Applies to

Stop If True =

|

Close

| |

Apply

15-16 August 2013
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inannl¥dagduuulviiuveyasttineuly

MNew Formatting Rule @

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

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

» Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: |2—COI0r Scale E”

Minimum Maximum
Type: |Lr:-west‘l.-’a|ue E” |Highest‘l.-’a|ue E”
Value: |[anestva|ue] R |(Highestva|ue]
Color: [~ | | -]

S

o ) [ ol ]
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BNV

Juvula

U/

) <! ‘ﬂ‘
mm\gmmama@ﬁ’!m

New Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format enly cells that contain

» Format only top or bottom ranked values

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

» Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:
Cell value E” |between E” ‘ and
Preview: No Format Set

15-16 August 2013

Ll
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NKE

Edit Formatting Rule

Select a Rule Type:

(@ ]

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format enly unique or duplicate values

- Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: |1con Sets lz‘ Reverse Icon Order
Igon Style: "YoY ) |v Shaw Icon Only

Display each icon according to these rules:
Icon Value Type

@ when value is >= El 67 . Percent El
when < 67 and >= El 33 . Percent lz‘

@ |v when < 33

o | [ |
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nsagldeyannuiluiaiiednlulasveriadniaa

* lunisldeu Microsoft Excel aaiinnsifiususmudays
v 1 = ¢ di = 9/QI 1 o/
1Alunane < weanu visanane < Wa ianisizanldnuansnanu
* padunslfnulidinaanninisalifludayaniiunldivanisla
= A 2 el ¥ @
nnguilaisatunnizanldainuana iwanlaiususonluluy
Excel format 14
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4 Y a aa
mIajUveyanuue1Rl 3 iR

1. @Aand kgL raani ﬂluﬁ{ﬂ%mﬁﬁaaﬂ’lﬂmmawaa‘gﬂ
2.  WuWIaaIW =sum(
BAHTTEXT ~ (2 X & S| =sum(|
A l B LEUM(numberli [Nnumber2], u
1 Department Sale
2 | Me=at =sum( I
1 -
3 |Fish
e

Confectionary

3. ﬂﬁﬂﬁLLﬁuL3§ﬂ%mLLa:Lﬁraﬁﬂj’aaﬂm%‘adﬁu
4.  neundu Shift @9l dnaaaanunulisasane luanasy

5. wanNLSusayuan neiu Enter
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msajlveyanluimds Consolidate

1. ﬂﬁmﬁanﬁ%%mﬁﬁaamnmwawaa’gﬂ

2. ﬂﬁﬂLLﬁm\lE Data P Data Tools P |8 Consolidate)

3. azivinglaazdandand Consolidate

Use labels in
Top row
Left column Create links to source data

[ OK ][ Close ]
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msajlveyamemds Consolidate

o

4. MAnaaLaan agik

4.1,

4.2.

4.3.

4.4.

5.  1SYUTOULAN fﬂ’ﬁﬂw

15-16 August 2013

P e e e cll =7
Laaﬂmﬂﬁﬁumaamm‘gﬂ

5049 Reference: TvlAantsiouandosnizas uazaaniu (T1UATY

L)
aanLRanaian Top row, Left column LWaas1902ANNAIABANY

AanLAanA7Laan Create links to source data Lﬁalﬁ%i’ayjm%mﬂma'ml,m@iﬂﬂj’aga@i’u

AR
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A 4 v ¥
mMInaanaajUveyan AAIIT

Outline

MsUandtalasaatdunsuandlamz@uadnaans laoldnandd usadTiuazidue 1Wa

ANMNA=AINIUANTAUAINAANT WnHLSunlgInud1ad Consolidate w3adinad Subtotal azwuinnns

uandnavztdunuualasasalulauaa lwila a9l
D7 v ( fe| =SUM(D5:D6)
12| A Bl ¢ | b | E
1
2
3
4 Sales Profits
[+ [ 7 | Quarter 1 |_111.2460 13,235
* |10 Quarter2 119,536 13,782
* |13 Quarter3 129,307 14,146
* | 16 Quarter4 119,643 14,145
* |19 Total 479,732 55,308
‘ Computereivil
15-16 August 2013 v NKE
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mIdanguveyama Group T
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Outline

MIMGLTAR AT UGILA I TR mﬂﬁﬂammmm

afnuiiuy Data » Outline P anastadly (#5709

]

J g]cmumm 3 :] _r ( ag ﬁ:.' :::....,,,. laamnﬂ JE

\

h % gGroup..
Gl Rern m son | Patr oL m:w Ramore I
Data = weanunn | &) "j AGMnctd | Columns Duplicates S WHat-IF Anadyis = | &ute Outiine
Connedtion Sort & Filter r.m Tock
6 _.El 5’”'(‘“5 |
| T-FRSSTR O S RS [—y — S0, 7S —S—— E—, - |
2 Item Cost Sale  Profit % Profit
3 Shit 20000 300.00 100.00 50.00%
4 skt | 25000 40000 150.00  60.00%
| Te 150,00 50.00  50.00%
6 £50.00  300.00
Y
<6 O A )
] —
3] . .
EeE A [T [/ 3 F
11
P3| Item Cost  Sake  Profit % Profit
< BE Shet | 200.00  300.00 100.00  50.00%
4] Sket | 250.00 40000  150.00  60.00%
;| B T 00 150.00 5000  50.00%
= e 850.00 300.00

Computereivil NKE
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P Auto Outline
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mIgaanMtaauflnIveya

ARNUNLLUY Data » Outline Group » SRR (¥ Ungreup 1 b Clear Outline
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= Y ¢ U
ﬂ’lﬁ!ﬁﬂﬂc!“lﬂfmﬁflﬂ%u
2_.7_

|

Insert Function @
2. Sum

Search for a function:
Type a brief description of what you want to do and then dick | Go I

Ave ra g e Or select a category: |I'~"|nst Recently Used Izl
Select a function:
-
Count Numbers o H
y
Max L00KE -

IRR(values,guess)

Returns the internal rate of return for a series of cash flows.,

Min

Help on this function oK ] [ Cancel

More Functions...
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Jr

Inser

= Y ¢ U
msasanlmmﬁaﬂw
ﬁ

" Formulas !

2. AutoSum - i Logical ~ ﬂ v

t @ Recently Used ~ @ Text ~ ﬁ v

Function @ Financial ~ ﬁ Date & Time ~ '

Function Library

15-16 August 2013
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() SECOND
() SERIESSUM

() SIGN
) 5IN
() SINH
() SKEW
(%) 5L
() SLOPE
() SMALL

() SQRT

() SORTPI

5
|
CE -

m




¢ W ¢
WINFUMIATINFTAI
i Logical " ﬂ' 3

AND

N

FALSE

IF
IFERROR
NOT

OR
TRUE

fr Insert Function...

° Computereivil NKE




Wandu IF

59 /LUy
FULLY

=IF (oulunidlumsasovdou, msas:miatiouloithns, msas:mudiatioulodhumo)

Function Argurnents

IF

Logical_test = logical
Value_if_true = any
Value_if_false = any

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

Formula result =

[z =]

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Help on this function [ Ok

] [ Cancel
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Wan¥u AND

FISIT,
UYL

=AND(lT]:alllufi 1, Houlufi 2, GHouluti 3 ..., Hoului 255)

Function Arguments @
AND
Logicall = logical
Logical2 = logical

Chedks whether all arguments are TRUE, and returns TRUE if all arguments are TRUE.

Logicall: logicall,logical2,... are 1 to 255 conditions you want to test that can be either
TRUE or FALSE and can be logical values, arrays, or references.

Formula result =

Help on this function [ 0K ] ’ Cancel
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Wan¥u OR

59/543J9)

a

=OR(lT:|:au’lﬂﬁ' 1, Hoului 2, Hoului 3, ..., Hoului 255)

Function Arguments @
OR
Logicall = logical
Loqgical2 = logical

Chedks whether any of the arguments are TRUE, and returns TRUE or FALSE. Returns FALSE only if all arguments are
FALSE.

Logicall: logicall,logical?,... are 1to 255 conditions that you want to test that can be
either TRUUE or FALSE.

Formula result =

Help on this function [ 0K ] ’ Cancel
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Wanvu NOT

Wansw NOT tDdurlsnsunlsnauaiassnaIansSLOduansanis

59Uy
er 15 15T,

=NOT(mnssnrmdansnsSatioulonisnsovdou)

Function Arguments @

MOT

Logical FRz

logical

Changes FALSE to TRUE, or TRUE to FALSE.

Logical is a value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function [ Ok ] [ Cancel
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¢ W aa
Wanvuneaan

COUNT
COUNTA
COUNTBLANK
COUNTIF

COUNTIFS

15-16 AUgUSt 2013 ° Computercivil NKE




Wan¥u COUNT

Wansit COUNT tduwWansui sty 1wl a ﬁﬁﬁﬂj’aaﬂmﬂuﬁm ALY

59 L9
er 25157

=COUNT(ﬂDﬂLﬂaﬁfi 1 ,l'i:mma::i'fi 2, ...,ii:mma::i'fi 255)

15-16 August 2013

Function Arguments @
COUNT
Valuel = number
Value2 = number

Counts the number of cells in a range that contain numbers.

Valuel: valuel,value2,... are 1 to 255 arguments that can contain or refer to a
variety of different types of data, but anly numbers are counted.

Farmula result =

Help on this function [ oK ] [ Cancel
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Wan¥u COUNTA

=Y

e a e s i G4 @ o P - 2 P o ]
Wans COUNTA tiluwWansuinlsiusnurulsa €1/13J°uaaq\1mhzmwu QM NBITINAIAILAVILA=A

HANAIAATG

UYLy
e 1S 15T

|=COUNTA(t'l:mmaa'fi 1.600waan 2..._.aootaan 255)

Function Argurnents @
COUNTA

valuel | ER:| = number

Value2 | ER:| = number

Counts the number of cells in a range that are not empty.

Valuel: valuel,valuez,... are 1to 255 arguments representing the values and cells
you want to count. Values can be any type of information,

Formula result =

Help on this function [ CK ] [ Cancel
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Wan¥u COUNTIF

Wansw COUNTIF iduwanswnlsiuinwiwsa ﬁﬁﬁﬂi’aaﬂa‘[ﬂ elsi o il n e

15-16 August 2013

53/iLyy
FUbyY

=COUNTIF(doatsaaniosmsuu, tioulvnldlunisuu)

Function Argurnents @
COUMNTIF

Range | = reference

Criteria | = any

Counts the number of cells within a range that meet the given condition.

Range is the range of cells from which you want to count nonblank cells.

Formula result =

Help on this function [ Ok ] [ Cancel
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Wan¥u COUNTIFS

o iasannisldnesdie COUNTIF suagneddaulasiugnungn
Tl aNgeRaulaagn @9 INeNNaAaANNARIN1T N9 11
AnEniEnIaane Naulels Fatiung lulasaan s laasewa sl
v . y ¥4 &y A4 A 5
duauaulnen vaaklasns 2 Marlaauld Ndenaulagag
waz(And) nnnso
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Wan¥u COUNTIFS

=COUNTIFS(CriteriaRangel, criterial, CriteriaRange2, criteria2, ... ,Criterial27,criterial27)

Function Arguments
COUNTIFS
Criteria_rangel |
Criterial |

Formula result =

Help on this function

Counts the number of cells specified by a given set of conditions or criteria.

Criteria_rangel: is the range of cells you want evaluated fol Criterial

= reference

= any

Function Argurments

15-16 August 2013

COUMNTIFS
z Criteria_rangel | | = reference
| | = any
Criteria_range?2 | | = reference
0 Criteria2 | fRs| = any
Criteria_range3 | | = reference

Counts the number of cells specified by a given set of conditions ar criteria.

which cells will be counted.

Formula result =

Help on this function

Criteria2: is the condition in the form of @ number, expression, or text that defines

| ok || cancel
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Wan¥u SUMIF

=SUMIF (i gaditdasnisnssasan, Raulanlilunisasrasan, draaadndasnissan )

Functicn Arguments @
SUMIF
Range = reference
Criteria = any
Sum_range = reference

Adds the cells spedified by a given condition or criteria.

Range is the range of cells you want evaluated.

Formula result =

Help on this function [ Ok ] [ Cancel
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Wanv¥u SUMIFS

= A

o = dl ¥y A oy o
¢ GL“I]MWN@?QNWQ\IN@HVL‘H LL@%N@%VL?JG]’NL“H’ﬂﬂJﬂuﬂ’JﬁlLLﬂgugﬂﬁ“]_l

Function Argurments @
SUMIFS
Sum_range = reference
Criteria_rangel = reference
Criterial = any

Adds the cells specified by a given set of conditions or criteria.

Criteria_rangel: is the range of cels you want evaluated for the particular condition.

Formula result =

Help on this function [ Ok ] [ Cancel

15-16 August 2013
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=sSUMIFS(sum_range,criteria_range1,criterial,criteria_range2 criteriaz..)
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Wan¥u AVERAGEIF

Function Arguments @

AVERAGEIF
Range | [ﬁ] = reference
Criteria | [E] = any
Average_range | [B88] = reference

Finds average(arithmetic mean) for the cells spedfied by a given condition or criteria.

Range is the range of cells you want evaluated.

Formula result =

Help on this function oK ] [ Cancel
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Wan¥u AVERAGEIFS

Function Arguments @

AVERAGEIFS
Average_range | Fiz| = reference
Criteria_rangel | el = reference
Criterial | | = any

Finds average(arithmetic mean) for the cells spedfied by a given set of conditions or criteria.

Criteria_rangel: is the range of cells you want evaluated for the particular condition.

Formula result =

Help on this function I oK I [ Cancel
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Applymg artlstlc effects to plctures

UPd e Border

~— - —
- | w Picture Effects
> ""p:’ Picture Layout 7|

B Artistic Effects Options...
7

& |
>

You can apply different artistic effects to your pictures to make them
look more like a sketch, drawing, or painting. Some of the new effects
include Pencil Sketch, Line Drawing, Chalk Sketch, Watercolor Sponge,

Mosaic Bubbles, Glass, Cement, Pastels Smooth, Plastic Wrap, Glow
Edges, Photocopy, and Paint Strokes.
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Removing background from pictures

* You can use the automatic background removal or you can draw lines to

indicate which areas of the picture background to keep and which to
remove



Applying 3-D transition effects

Home Insert Design Transitions Animations Slide Show Review View
Subtle =
d = B =
| B & @ & =
MNone Cut Fade Push Wipe Split Feveal Fandom Bars
= 4 B
Shape Uncover Cover Flash
Exciting
H = W @ @ & @ M
Dissolve Checkerboard Elinds Clock Ripple Honeyoomb Glitter Vortex
e T——
o B & [ [ [of | =]
Shred Switch Flip Gallery Cube Doors EBox Zoom
Dynamic Content
= m I & I &

Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through -

e With PowerPoint 2010, you can captivate audiences with new, fluid transitions
between slides that include motion paths and rotations in a true 3-D space
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Inserting, formatting and trimming
videos _

d ¢

 Trim your video or audio clips to remove parts that are not pertinent to
the message of your clip and to make the clip shorter.



Copying animation effects

YowerPoint Picture Tools
S5lide Show Feview View Format

Ej'}_. Animation Pane P Start: | With Previous -

JTrigger* 5 Duration: 00,50 s

Effect Add i "

L2 Delay: 00,50 -

Advanced Animation

g g 2| Animation Painter (Alt+Shift=C) 1A 42|

Copy the animation from one
object and apply it to another,

Double-click this button to apply

L]
An I IT the same animation to multiple

objects in the presentation.

is animation: lﬂ Press F1 for more help.

The Animation Painter in PowerPoint 2010 allows you to copy animations,
similar to how you would use the Format Painter to copy text formatting. With

the Animation Painter you can re-create the same animation with one click



Saving your presentation as a video

bt e
{7 Home | Imsert  Den g Transtbonms | Amimation:s  ShdeShow  REvew View 7
il save
Save & Send Create a Videa
B savea
ja  Sendlkin g E-rmuad Creste a full-fidelity video from this presentstion
_'.F Qpen that can be distributed by using a disc, the Web, or
A B . . l.
Save to Wb —
J Clos 0 Incerporates &ll reconded imengs, nearabang [+ | = | & &=
k b
Save b SharePoant and lases pointer gestures
Info Imclugles all sides net hidden o the shde show
@  Broadcast Side Show Presences animaticns, trensitions, and medis
Recent
A Publish Slides
MW
File Types
Prant

B ChangeFile Type

4 Create POFAXPS Document

POWERPOINT 2010 .

Help & Create a Video ._ Computer Bt HD Dispilays
—— For viewing on & computer monitor, pr
2] Adddns + §% Packsge Presentatian for CD
i . Don't Use Recorded Timangs and Marre.. _
i Options B Create Handouts @ Mo timangs or namations have been rec
Ed B Seconds to spend on each slide:  05.00 -
ol
e
Create

e

e Turning your presentation into a video is a new way to distribute and
deliver it. When you want to give a high-fidelity version of your
presentation to customers, save it as a video file. And you can control
the size of the multimedia file and the quality of your video
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e PPTX Awduanuinguanuilauu PowerPoint
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1ai18
e WMV dwiulnsanla

o suuuvinflugilnamn

e siuuulva PDF
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NITN Package for CD

1. panuiiu File = aanAnds Save &
Send

2. nanAnds Package Presentation
for CD = aamju Package for CD EE——

3. Aantju Options Wanwwaduda =2 = Qo T

@ B fram  Any ot fies a00ed b0 The pacia

ﬂaﬂjqu\l OK ¥ The Microsnlt PowerPolst Viewer |
Hel File Types
~Q 1 I o/ j;ﬁq @.&
4. panilu Copy to CD atiunnenu o | B e
Hduaads CD '

— 1 Credle Handouss
|Package fior CO R ==
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[7] unked fles:

2 S _— Inchud thesa tis .
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f ]—\ Fasgweord to madify sach presantntizn: | seease
3o ' [zt presaations o nagpropeits or gty o), AR wszuiy
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Sul%1Usunsy Microsoft PowerPoint 2010

e panfitlu Start = All Programs
* naan Microsoft Office = Microsoft PowerPoint 2010
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Sul%1Usunsy Microsoft PowerPoint 2010

* FEUFIDNITATIN LAZTAANITNIULILALS

— NN9A5I99UUILAWALLAN (Blank Presentation)

@\1} Insert  Design  Transitions  Animations  Slic

[ save
Save As
5 Open

[T Close

Info

Recent

Print

Save & Send

resen

Available Templates and Themes

-+ f} Home

Blank presentation

PSPPSR

WD

0

Create @
B Y A S
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AANT Blank presentation
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Sul%1Usunsy Microsoft PowerPoint 2010
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i S Available Templates and Themes Blnk prewsntatlon
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+ @ Home

* Computercivil

A€ LL%:I LU (Sample Templates)
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o &> b
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AANA1A9 New
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Sul#lsunsu Microsoft PowerPoint 2010
nastiunnlndlugluuusine (Save As)

1. AANWAL File = AANAT&Y Save As

2. aananunlunsaaiulng uaz Feta s ludas File name

3. Save as type: WaanTNA289 AN UINLEUENFRINT
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Sul%1Usunsy Microsoft PowerPoint 2010
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Sul%1Usunsy Microsoft PowerPoint 2010
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