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Microsoft Excel 2002

|. Stating Excel
- Start
- Program
- Ms. Excel

I1. Closing Excel
- Click Menu File
- Click Exit
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1. sssgnsga Logo Windows

Ed Microsoft Excel - Book1 - =] x|
@ Eilz Edit Wew Insett  Formak  Tools  Daka  Window  Help Twpe a question For help - - B x
DS SRY L BR-<F - o- | @ = -2 3|l -0,
Arial -0 - B I U EE=EE$ %, BB E DA T
A s

A p | e | F [ & [ H | | =
] 1=
= | Active Cell
3 ctive Ce
4 Current Cell Address
B
i
g
9 : ‘ Work Space ‘
11
12
13 . |
14 Fill Handle
16
17 I:l
4 4 » M[sSheetl ; Sheetz / Sheet3 / |+ | 3
Draw = [z  AutoShapes = ™. “w DQA[ e o] O~ ﬁvivE:Hﬁi .
Ready MR
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V. Setting Format Cell
1- Number Format

- Number : sthissiniiausdiimeaniine, mimsedine 9
1] 10T s

- Currency = Accounting : #mfiwianigue

suRRNE] g MwIse 1
- Date : aingfnnstjuisgisis is

- Time : ainoAansd{iAg s |
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- Percentage : asnufnngdmeies 9
- Fraction : aingdanssinsaeimmaianaiaait{ums 4
- Text : nURANFHHETSEYE

- Special : mithd Phone Number and Social
Security Number

- Custom : #,##0.00 4
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?Numherﬁl Aligrirnent I Forik I Border I Patterns I F‘ru:utectinnl

iCakegory: amnple

‘General ...|

CUrrency Decirnal places: |2 i
Accounting

Date

Tirne Iv Use 1000 Separator ()
Percentage — bers:

Frachion Megative numbers:

Scientific

Texk 1,234.10

Special (1,234.10)

Custom = it z34.10) =l

Mumber is used for general display of numbers, Currency and Accounking
affer specialized Formatting For monetary waloe,

| K, I Zancel
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2- Aligning Entries in Their Cell
AtMIRANEGaIE YR BHAIGIMBINAGIRH
% Horizontal

- Left Indent : aindfansmiaiiasiGgawRRUNIMLUEL
ST |

-Center Or Center Across Selection : wngfnns
masanrtnuggswisinames Cell

-Right : fnndimimsnanmmsgannsifiveia |

J

-Fill : siggsmwsomimuiising Cell

v

-Justify : aindmnaifivaiens
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s Vertical

- Top : aintfnnsisgamimmasnisiigroun Cell

- Center : sintfnansimewsgsuasisinanmes Cell

?

- Bottom : aintdanisgamimmasisiinnewiymes Cell
& Wrap Tex : aingrinnsanpgsimemsi Cell igpsngis
L Shrint to Fit : fthmiumssmnnmugsist Cell ingns

L Merge Cells : &hmims Cells thifEsimnusgis

Cell inyw
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Texk alignment —rientation
Horizonkal: ..
izeneral 1 Indent: ; * .
Yertical: o =
= = Textk —#
Bokbom - x .
| A _
I~ Justify distributed _*
Text conkrol *+ -
I Wrap fext
[ Shrink ko Fit U = Dedgrees
[ Merge cells
Right-to-left

Text direction:

ICDnI:E:-:I: *

| 2K, I Cancel
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3- Applying Fonts : eindgi{uiagnm) suIHRj

Format Cells

Murnber I Alignmment ;| Font | Border | Patterns I Protection I
Fonk: Fonk skyle: Size:
I.ﬁ.rial IReguIar I 10
El antique Clive Cu:nmpan:t:l g -
Bl antique Clive Roman —_ |Italic 9

Eiold

Eodttalic <] [11 7]
Underline: iZolar:
Mone - Automatic j Iv Mormal Font
—Effects —Preview

2l x|

[ strikethrough
I Superscripk
[~ Subscript

AabBbCchyiz

This is a TrueType font, The same Font will be used on bokh wour prinker
and your screen,

K, I Cancel
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4- Applying Borders Cells : &mihadus Cells 4

Murnber I Alignment I Fonk Border | Patkerns I Prokection I

FPresets —Line
aensuns - Stvle:
: am : .- E : NI:II'IE-' -----
HDHE QLIHII‘IE-' lns"je ................ —_—_—
Border —_—-
- Texk Texk __j::
S Texk Texk
b Calor:
___________ Automatic |
| i

The selected border stvle can be applied by clicking the presets, prewview
diagram or the butkons above,

Ik, I Cancel
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5- Filling a Cell With a Pattern or Color : &ms

’ a =\
mananiew Cells « 21
Mumber I Alignment I Font | Border  Patterns | Proteckion I
i_ell shading

Colar:

| Mo Color |

EEEEEEEN
EEEEEEEN
EDEEEEEN
_JEEEE EEy § QN

00000008 O
ample

seti: s

]y | Cancel
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V. Inserting Delete Cells, Renaming Worksheet

1- Inserting Cells : smiuifis Cells, Rows, Column
uigy #{gd Select cells iiwss Insert ifwii Cells

- Shift cells right : &intuifin Cells igiewanye
Cell yijus Cell 4

- Shift cells down : winduifis Cells igiens{muyen
Cell yifus Cell 4

- Entire row : sinduilisgingn

- Entire column : einduiisgings 4
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Inserk

(™ shift cells down

(" Entire Fio
" Entire colurnn

‘ Ik I Cancel ‘
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2- Delete Cells : &inty Cells, Rows, Column s

Select cells sinwws Edit Menu s{fisiies Delete

- Shift cells left : wintwu Cells namighigusw Cell

yifns Cell 4

- Shift cells up : windwu Cells tigmusiginssu Cell

yifus Cell 4
- Entire row : aintauRingn |

- Entire column : &intasugingi 4
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Deleke

(" shift cells up

(" Entire Fio
" Entire colurnn

‘ Ik I Cancel ‘
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3- Inserting Delete and Renaming Worksheet :

- Inserting New Worksheets : sjiieintuilis

Worksheet § &ijsifasiu Insert Menu iifiasizes Worksheet

- Deleting Worksheets : ijpaindmu Worksheet
sl Bpiusi Eit Menu iRt Delete sheet

- Renaming  Worksheets :  &mmignams
Worksheet or missenianin sheet amyigushiynams
inwi{hisiiasmi] Rename sinweasniaamsigusigs
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V1. Creating Page Setup with File Menu

1. Setting the Page Options : mifsdmag{ithe &

s File Menu ithaniRiuiies Page Setup...
- Portrait : sintrss{fthaumi
- Landscape : aintifiss{rthaiisn

- Paper Size : einti{Rasiiauingnheg
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2. Setting the Margins . mifsatht{rtha
- Top : entAsAthu Rt R
- Bottom : ainidsfth{rthaigrensimy
- Left : eindfsfthuijnthaiinremiiss
- Right : eintifsfitheurrthaignesa
- Header : sintfssthuiues Header

- Footer : ainufgathusiue Footer
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Page Setup

Page i Margins

IHeader,l'Fcu:uI:er I Sheek I

e .3

Prinkt...

Print Prewview

Dpkions. ..

Top: Header:
= ]
I1 == ID'5 ==
Left: Righk:
075 = 075 =
EBokttom: Fooker:
= ]
I1 == ID'5 ==
—enker on page
I Horizontally [ “ertically

| ] 4 I Zancel
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3. Specifying the Header and Footer . miasitess

HRUGIUNNUGHT SuEiéhs

Page Setup d
Page | Margins [HeaderiFoster!| sheet |
Brink...
Frint Prewview
Header:
Cptions. ..
(none) |
iZustom Header. .. _usktom Fooker. ..
Fooker:
none) |
Ik I Zancel
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21x

Tio Format kext: select the kext, then choose the font buktan, oK
Toinsert a page number, date, kime, file path, filename, or tab name: position the
insertion point in the edit bow, then choose the appropriate butkon, Cancel

Toinsert picture: press the Insert Picture button, To Format your pickure, place the
cursar in the edit box and press the Format Picture button,

A @ 2 a9 D] &

Left section; Center section: Right section:

' N B| E|
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- Left Section : mimnansRusiBHMIEHISHEITA

Header si1 Footer

- Center Section : mimmaIHRUSERAMAIISTTITA]

Header si1 Footer

- Right Section : miammianugignawim isthiag

Header si1 Footer
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VII. How to Create Chart :
- yeduhthwsghwhysas
- umiiwn Select Data
- sun Insert Menu

- 1tnwsui Chart

- 1w Button | i
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Chart Wizard - Step 1 of 4 - Chart Type 7] x|

ihl
il

Standard Types | Cuskom Types |

Zhart bvpe: Chart sub-kype:
Mycourn B
E Ear
E Line
(@ Pie

2 BY (Scatker)
by Area
@ Doughrut

@f Radat
@ Surface i

o+ Bubble

Lﬁ;ﬁ Skock ;l

_lustered Column. Compares values across
cakbegories,

Press and Hold ko View Sample

@l Cancel | = Back || Mext = I Finish
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Chart Wizard - Step 2 of 4 - Chart Source Dak: d
DataRange | Series ||
$10,000
$3,000
$5,000
$7,000
5,000 B Income:
5,000 4 O Expense
$4,000 - O Met Prof
$3,000 -
$2,000 -
$1,000
wheckl wWeek2  ‘weeksS weekd  weekS ek
Series
|| Mame: —sheeta!$a$10 ]
Expense
Met Profik
| vales: —cSheet | $E410:4G410 Y
add | Remove |
Cakeqgory () axis labels: |=Sheet6!$Ei$Ei:$G$E jﬂ
@l Zancel | < Back, || Mext = I Finish
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Chart Wizard - Step 3 of 4 - Chart Options 2| x|

i Titles | Des | Gridlines | Legend I Daka Labels I [aka Table

Zhark kitle:
$10,000
£3,000
iCakbegory [X) axis: $5, 0010
£7,000
6,000 B Income:
Walue () axis: $5.000 - O Expense
£4.000 - I 0 Met Profi
£5,000 -
Second category (5 axis: 2000 -
£1,000 -
. L i i i i i
Second walue () axis: I R ﬁ%,gl .
PO L L
@l Cancel < Back || Mexk = I Finish
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- Chart Title : eintanaisanissis Chart

- AXeS : eintfstmnAnInUn SuinjHITS

- Gridlines : wGnvRavEIE MG

-Legend : &intuinm ydsuinmosansty Chart

- Data Label : sinsuinmdinine s sousna Chart
SHWY

- Data Table : eintuinmaniimas

- Finish
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Example:  TreGOmiG S{ﬁmmm Clizrt

Account
Weekly

Weekl

Week?2

Week3

Week4

Week5

Week6

Max

Min

Income

$ 2,000

$ 8,000

$ 5,000

$ 2,000

$ 9,000

$ 1,000

$ 9,000

¥
$ 1,000

Expense

$ 500

$ -

$ 400

$ 200

$ 40

$ 70

r
500

Net Profit

$ 1,500

$ 8,000

$ 4,600

$ 1,800

$ 8,960

$ 930

$ 8,960

$ 930
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VIII. Function :

9- JUBEROYH SUM - jusgagwnan Power or (M)
- JUYSBLEn d- juygiinsthis Max

m- jusgnugan Product - jusgdingathi Min
G- JUHSRIGH 90- jung Concatenate
¢- juuguRjume Average 99- jusgsamasin Rank

9- jungumit SQRT ob- juug Countlf
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om. sgase IF

130

Henudise  [HinsDantunmeiyis  pasifuneanita

iiegissia BuHIMOSHUNMETE TSN punIANtEuuTenNBeN 4

21092627

IF(logical test,value If true,value if false)
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EX:

o [=[ 5]
@J File Edit ‘iew Insert Format Tools Data Window  Help -3 X
E. - e =IF(D2=50 "Failed" "Pass")
A, B L O E 3’
1 IN° Name Sex |Average ResuItJ
2 | 1 |Dul Vantha Male 70|Pass
3 | 2 [Sann Vanthoeun |Male 6H|Pass
s | 3 |Ty Sophana Vale 45| Failed
5 | 4 |Ms. Jany Vale 49|Failed | _

M 4 » M] Sheetl £ CONCATEMATE f Count %IF ¢ WaterPay(2), Ex2 £ and £ IT_and £ |4] ]
Draw = L¢ | AukoShapes = ™, ™ D{jﬂd{jﬁ a| & {t}**ﬁvﬁ'f ﬁ
Feady MLIM o

=1F(D3<50," Failed",""Pass"")
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oé. sgast IF ege

G o o o & oo
miminiHssEs IF ilsumeom Bgjnsubwhsamyts

2109627

=IF(Condition, True,IF(Condition,True,...,False))
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BENG9:

BIIEIHSHUSIH U IR (AT GTURI U RIS (ST BIRYAY

UUNUTENGIS 1 MINIANSHB{ATe U R MYIMuSRI M HISs :
- [MATSHEMNYIY 990 HINI 1918BSURNGIS

- [mAieiEsthy 990 ZANT S8 HuthHYIE Moo BT

1918 {HNUHNG 90% ¢

- [WATEIEST MO0 HANT IS HNUHNG Bo%

=1F(E3<=160,E3,IF(E3<=300,E3*0.9,E3*0.8))
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od. sigms® DAYS360

nenwd Days360 inSsunmmsssigha g

21092627

=Days360(StartDate,EndDate)

608 - StartDate: igmuiRu

- EndDate: iguuumd
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Ri=
@J File Edit Mew Insert  Format  Tools  Data Window  Help -7 X
D4 v £ =DAYSIE0ES C4)
A, B » [ E'
3 Sex |BeginDate | CurrentDate  DAYS360
s [IMale| 29-Oct-03]  19-Sep-04 320
s Male| 1-Apr-02| 19-Sep-04 888|_
s Male| 16-Feb-01| 16-Feb-02 360
7 Male| 10-Jan-03| 19-Sep-04 609ﬂ
M 4 v M CONCATENATE £ Count £IF / WaterPay(2), Ex2 £ and £ IT_and fOR £ 1F_anD_oR *|«] ]

Draww ¢ |Autoshapess S N OO A 4l o5 8] & & - 2

Ready
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ob. wgase Sumlif

masrusinusAnsmunennus Criteria inuithisins

298968  =SUMIF(Range,Criteria,Sum_Range)

- Range: shgiwngumwiennasis]

o

- Criteria: speaniguisinm

=1

- Sum_Range: siusginns (nsiigthiue is Criteria
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BENE:

mrannssinsyedamihiinmiviue Book, Pen s Pencil

ISINMMNNWII MY ¢

11 - e =SUMIFISESS . FEBSY B  FESS: FERT
A, B I C E M
= M- Description [ate Chty Unit Price
3 1 Boolk B 22002 100 K 1 .,000.00
4 2 Fen B 32002 240 R S00.00
o 3 Boolk ES4.2002 150 F 1 .,000.00
= 4 Fencil B5200%2 S0 R =00.00
v o Boolk 2002 1500 K 1 .,000.00
3 B Pencil S5 22002 170 F =300.00
= 7 Fen Ba200%2 180 R S00.00 -
10
11 Total for Boaol F 3. 00000
12 Total for Pen F 1 ,000.00
13 Total for Pencil F bO0. EID
4 4 » k[nSumIFTest(Z4) & IF 5um1|=|:25:| A wlookupizey & |4 » |_|'
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ocl. mugugase IF fexgass Sumif

21092627

=IF(Condition,SUMIF(Range,Criteria,Sum_Range),False

- Condition : thwRgn)Iua [ImSmuns

- Sumif (Range, Criteria, Sum_Range) : thistsigag
[AIUSHITISHIME

- False : thiiunisns i st{umnsmms
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BBNE:

gt Restaurant  ww  sswsfi{fjinsag: poye
arfdpy Restaurant istsunisenAEE a6
mimtEafassmsinunyis  Microsoft Excel sdgpm

BESUIUIUNTANG: (HUYS 4
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Fd Microsoft Excel - Pre-Built functions12.xls

F—E. File Edit Wiew Insert  Formakt  Tools  Datka Windoww  Help - F X

D=EHsS Sa BR- - i = - A (4B 100w - [7) 2

Arial 10 - B U = = = B3 WM EE | Hie oy T
I - B =IF(HE="Abc" SUMIF(FEFE. FEF1S HE FFFE. $FF15) IF(HE=
o, B "Tiger" SUMIF(SESS: FER 15 HE FF 6 5F$15), IF(HE="Angkar",

1 SUMIFCRESE- SES1S HE BF 6 5F515) IF(HE="Anchar",

2 SUMIFCRESE-SER 1S HE BF 0 3F 515) IFIHE="Bech" SLIMIF{

3 PEREBER1S He SFERRFH15) 00000

4 Stock Sale Out Last Stock

L N- ltem In Stock Item Sale| Amt Sale Item Oty

B 1(ABC 1000 Abhc 10 ABC 40

7 2 Tiger 1000 Ahc 20 Tiger a3l

& J|Anglkar 1000 Tiger a3l Angloar 2

o dlAnchar 1000 Angkar 14 Anchar 23

10 S|Bech 1000 Anchar 17 Bech SE]

11 Bech 15 |

12 Bech 21

13 Ahbc 10

14 Anchor b

15 Angkor 5] =

M4 4 » M[F SumIFTestiz4) % IF_SumiIF{25) ¢ YiookupiZe) & Lookup(z7) & IF-Wiook | 4] | rlj_‘

auktoshapes = ™. Cw [ ]| D 4"—1[ g8 i

Sum=151

Draws - [:,g

Ready

o
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od. sgase VIookup

thagnusiguimitg innsgimn  Fieldname  Sisitis
gl Table ifNwsubwHtheign Record  THytuivs

Fieldname igmsitsismsuanisii Table 9

21092627

=VLookup(Lookup Value, Table Array,
Col_Index_Num)
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o

- Lookup_Value : shatgigrsim/ommsigs Column

(31}

Gois Table hmuthaiyive, sy usigth Reference +

- Table_Array : o Table igwgnginigiwe, nap gaig
Reference ignsitiisjsoties

- Col Index Num: # Column ‘ftﬂmiﬁmmgﬁ
Table_Array igmimsjtinnggsunsm Gow Field duins

insunthth Column go suugun)
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BeNE9: g Table ftgm:

- Table Gyw (Old Table) sunwinésmiamadmpuiig 4

- Table gni (New Table) sunwinmipotiwngsmytye

USG9
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18]
IE_’] Fil=  Edit Miew Insert  Format  Tools Data Window  Help Type a question For help - _ & X
|4 - e =WLOOKUPHA AS:F132)
A, B O E F = | H I J Ifg
2 Stock In Sale Out
3 | N°| Descrip | Qty |Unit Price| Subtotal N | ltem Found |£:1ty
4| 1|Book 100/ $ 1,000 |$ 100,000 1|Book 200
5| 2|Pen 240 $ 500 % 120,000 9 |Pencil TSDD
5| 3|Book 1501 $ 1,000 | $ 150,000
7 | 4|Book 150 $ 15,200 | $2,280,000
g | 5|Pencil [200| % 35,400 | $7,080,000
g | 6|pen 300|$ 3,600 | $1,080,000 |
10| 7|Pencil 300 $ -
11| 8|Book 150 $ 1,000 | $ 150,000
12| 9|Pencil 170| $ 300 $ 51,000
13| 10|Pen 180| $ 500 $ 90,000
|;I 41 v M[{OR £ IF_AND_OR £ Days3ed £ SumIF £ IF_SumlIF % ¥lookup ¢ If-vlookup £ IF_and_vlookup /| 4] rIJJ
Draw ~ Li | dutoshapes~ ™ [ O & <l 2 @] & | & - o - ﬁ*—_*—ﬂjn
Ready IR
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08. mugssnase |F fesugmsd VLookup

21092627

=If(Condtion,VLookup(Lookup Value,
Table Array,Col _Index Num),False)

- Condition: thrennivImsmsuns

- V0Lookup(Lookup Value, Table Array,Col Index_ Num):
1 True statement

- False: th&tbtismmasHmemims
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Microsoft Excel - Pre-Built functions ;lilil

@_1 File Edit \jew Inserk Format  Tools Data Window  Help Type a question for help » _ &
H4 - A =IF(Gd«=11 YLOOKUP(G4 $A53: 5E513,2),"Error™)
A B C ] E F = H Izi
2 Stock In Sale Out
3 |N°|Descrip|Qty| Unit Price Subtotal Code |Amount |
4| 1|Book 100 R 1,000.00{ R 100,000.00 1| Book ][
5 | 2|Pen 240 R 50000 R 120,000.00 12| Error |
5§ J3|Book 150 R 1,000.00| R 150,000.00 1| Book
7 | 4|Book 150| R 15,200.00| R 2,280,000.00 3| Book
g 5|Pencil |200{R 35,400.00| R 7,080,000.00
a | 6|pen 300 R 3,600.00| R 1,080,000.00 |
10| 7|Pencil |300 R -
11| 8|Book 150 R 1,000.00| R 150,000.00
12| 9|Pencil |170 R 30000 R 51,000.00
12| 10|Pen 180 R 500.00( R 90,000.00
|J 44 b mlfor £ IF_AND_OR 4 Days360 4 sumIF 4 IF_SumlF £ viookup % IF-¥lookup ¢ If_and Wookup /7 |« »] -
Draw = L | Agtoshapes~ ™ [0 A &l 93 8] & {h*;ﬂ'v&v—fﬁﬂja
Ready LM
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