


Microsoft Excel 2002

I. Stating Excel
- Start
- Program
- Ms. Excel

II. Closing Excel
- Click Menu File
- Click Exit
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III. karbgðajGMBI Logo Windows

Work Space

Fill Handle

Active Cell Current Cell Address
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IV. Setting Format Cell
1- Number Format

- Number : KWCakMnt;ek,óscugeRkayelx/ karkat;xÞg;elx.

- Currency = Accounting : KWCadak;rUbiyb½NÑepSg²
nigkMNt;ek,óscugeRkayelx.

- Date : sMrab;kMNt;BIRbePTénéf¶ Ex.

- Time : sMrab;kMNt;BIRbePTénem:ag.
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- Percentage : sMrab;kMNt;PaKry. 

- Fraction : sMrab;kMNt;tMélelxeGaysMNl;sl;CaRbPaK.

- Text : sMrab;kMNt;CaGtßbTFmµta.

- Special : kardak; Phone Number and Social 

Security Number.

- Custom : #,##0.00.
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2- Aligning Entries in Their Cell
KWCakarkMNt;TisedA b¤tMrwmGkSreTAtamRbePTepSg.

Horizontal
- Left Indent : sMrab;kMNt;karsresrTinñn½ydkXøaeGaycUl 

xageqVg.
- Center Or Center Across Selection : sMrab;kMNt; 

karsresreGayTinñn½yenAkNþal Cell.
- Right : kMNt;karsresreGayTinñn½yenAtMrwmxagsþaM.
- Fill : dak;Tinñn½ydUc²KñaeGayenAkñúg Cell.
- Justify : sMrab;sresrtMrwmsgxag.
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Vertical

- Top : sMrab;kMNt;Tinñn½yeGaysßitenAEpñkxagelI Cell

- Center : sMrab;kMNt;eGayTinñn½ysßitenAkNþal Cell

- Bottom : sMrab;kMNt;Tinñn½yeGaysßitenAEpñkxageRkay Cell

Wrap Tex : sMrab;kMNt;GkSrmineGayqøg Cell epSgeTot

Shrint to Fit : KWCakarbRgYmGkSreGaysßitenA Cell EtmYy

Merge Cells : KWCakarkat; Cells CaeRcIneGaycUlkñúg
Cell EtmYy
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3- Applying Fonts : sMrab;dUrRbePTGkSr TMhMGkSr.
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4- Applying Borders Cells : KWkardak;s‘¿uelI Cells.
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5- Filling a Cell With a Pattern or Color : KWkar
pat;BN’elI Cells.
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V. Inserting Delete Cells, Renaming Worksheet
1- Inserting Cells : KWkarbegáIt Cells, Rows, Column 

bEnßm KWRtUv Select cells ehIycuc Insert eRCIserIs Cells

- Shift cells right : sMrab;begáIt Cells eTAxagsþaMmYy
Cell b¤eRcIn Cell.

- Shift cells down : sMrab;begáIt Cells eTAxageRkammYy
Cell b¤eRcIn Cell.

- Entire row : sMrab;begáItCYredk.
- Entire column : sMrab;begáItCYrQr.
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2- Delete Cells : sMrab;lub Cells, Rows, Column KWRtUv
Select cells ehIycuc Edit Menu eRCIserIs Delete

- Shift cells left : sMrab;lub Cells BIsþaMeTAeqVgmYy Cell 

b¤eRcIn Cell.

- Shift cells up : sMrab;lub Cells BIeRkameTAelImYy Cell 

b¤eRcIn Cell.

- Entire row : sMrab;lubCYredk.

- Entire column : sMrab;lubCYrQr.
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3- Inserting Delete and Renaming Worksheet ³

- Inserting New Worksheets : eRbIsMrab;begáIt
Worksheet fµI KWRtUvcucelI Insert Menu eRCIserIs Worksheet

- Deleting Worksheets : eRbIsMrab;lub Worksheet

ecalvij KWRtUvcucelI Edit Menu eRCIserIs Delete sheet

- Renaming Worksheets : KWCakardUreQµaH
Worksheet or RtUvcucxagsþaMelI sheet NamYyEdlcg;bþÚreQµaH
ehIyeRCIserIsBakü Rename ehIysresreQµaHEdlcg;dUr
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VI. Creating Page Setup with File Menu :

1. Setting the Page Options : karkMnt;RbePTRkdas; KWRtUv
cuc File Menu ehIyeRCIserIs Page Setup...

- Portrait : sMrab;kMnt;Rkdas;bBaÄr

- Landscape : sMrab;kMnt;Rkdas;edk

- Paper Size : sMrab;eRCIserIsRbePTRkdas

Prepared by: Keo Mithona, Prok Veasna Build Bright University



2. Setting the Margins : karkMnt;CayRkdas;

- Top : sMrab;kMnt;CayRkdas;EpñkxagelI

- Bottom : sMrab;kMnt;CayRkdas;EpñkxageRkam

- Left : sMrab;kMnt;CayRkdas;EpñkxageqVg

- Right : sMrab;kMnt;CayRkdas;EpñkxagsþaM

- Header : sMrab;kMnt;Cayrbs; Header 

- Footer : sMrab;kMnt;Cayrbs; Footer 
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3. Specifying the Header and Footer : karsresr
GtßbTelIk,alTMB½r nigcugTMB½r
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- Left Section : karsresrGtßbTEpñkxageqVgénCayrbs; 
Header nig  Footer

- Center Section : karsresrGtßbTcMkNþalénCayrbs; 
Header nig  Footer

- Right Section : karsresrGtßbTEpñkxagsþaMénCayrbs; 
Header nig  Footer
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VII. How to Create Chart :

- mundMbUgvayTinñn½yCamunsin

- bnÞab;mk Select Data

- rYccuc Insert Menu

- ehIycucelI Chart

- rWcucelI Button 
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- Chart Title : sMrab;sresrcMNgeCIg Chart

- Axes : sMrab;kMnt;ykG½kSGab;suIs nigG½kSGredaen
- Gridlines : sMrab;RkitbnÞat;elIRkaPic
- Legend : sMrab;bgðaj b¤minbgðajBIcMNgeCIg Chart

- Data Label : sMrab;bgðajtMélelx PaKry elIbegÁal Chart 

nImYy²
- Data Table : sMrab;bgðajtaragRkaPic
- Finish
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Example:

Income 2,000$  8,000$  5,000$  2,000$  9,000$  1,000$ 9,000$  1,000$ 
Expense 500$     -$         400$     200$     40$       70$      500$     -$        
Net Profit 1,500$  8,000$  4,600$  1,800$  8,960$  930$    8,960$  930$    

Week1 Week2 Week3Account 
Weekly MinWeek4 Week5 Week6 Max

Income Statement Chart

$-
$2,000
$4,000
$6,000
$8,000

$10,000

Week1 Week2 Week3 Week4 Week5 Week6
Week

U
S$

Expense

Net Profit

Income
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VIII. Function :
1- rUbmnþplbUk Sum 7- rUbmnþsV½yKuN Power or (^)

2- rUbmnþpldk 8- rUbmnþtMélFMCag Max

3- rUbmnþplKuN Product 9- rUbmnþtMéltUcCag Min

4- rUbmnþplEck 10- rUbmnþ Concatenate 

5- rUbmnþmFümPaK Average 11- rUbmnþcMNat;fñak; Rank

6- rUbmnþbJskaer: SQRT 12- rUbmnþ CountIf
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13> GnuKmn_ IF

GnuKmn_enH RtUv)aneRbIsMrab;bgðajtémøBit RbsinebIlkçxNÐEdleFVI
etsþenHBit pÞúymkvijvanwgbgðajtémøminBit kñúgkrNIEdllkçxNÐminBit. 

TMrg;TUeTA

IF(logical_test,value_if_true,value_if_false)
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Ex:

=IF(D3<50,"Failed","Pass")
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14> GnuKmn_ IF eRcIn

CakarsresrGnuKmn_ IF eRcInbBa©ÚlKña edIm,IrkcMelIyBitNamYy

TMrg;TUeTA

=IF(Condition,True,IF(Condition,True,...,False))
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lMhat;1³
cUrsresrGnuKmn_edIm,IrkR)ak;ExsuT§rbs;buKÁlikenARbeTsGaemrikmñak;²

bnÞab;BIbg;Bn§rYc. karykBn§elIR)ak;ExKWyktameKalxageRkamenH ³
- R)ak;ExticCagb¤esµI 160 duløar enaHminbg;Bn§eT .
- R)ak;ExeRcInCag 160 duløar nig ticCagb¤esµI 300 duløar

enaHRtg;bg;Bn§ 10°.
- R)ak;ExeRcInCag 300 duløar enaHRtg;bg;Bn§ 20°.

=IF(E3<=160,E3,IF(E3<=300,E3*0.9,E3*0.8))
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15> GnuKmn_ DAYS360

GnuKmn_ Days360 EdlnwgbgðajCacMnYnéf¶BitR)akd .

TMrg;TUeTA

=Days360(StartDate,EndDate)

Edl³ - StartDate: éf¶cab;epþIm
- EndDate: éf¶cugbBa©b;
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16> GnuKmn_ SumIf

CaGnuKmn_sMrab;KNnaelIlkçxNÐrbs; Criteria EdleyIgcg;)an

TMrg;TUeTA =SUMIF(Range,Criteria,Sum_Range)

- Range: CaCYrQrEdllkçxNÐsißtenA

- Criteria: lkçxNÐEdlRtUvrk

- Sum_Range: CatMbn;CYrQr ¬mantémøCaelx¦ én Criteria
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lMhat;1³
cUrKNnacMeBaHmuxTMnijCatMélsrubrbs; Book, Pen nig Pencil  

enAkñúgtaragxageRkam ³
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17> karpÁúMGnuKmn_ IF nigGnuKmn_ Sumif

TMrg;TUeTA

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

- Condition : CalkçxNÐrbs;RbFanlMhat;
- Sumif (Range, Criteria, Sum_Range) : CacMelIyEdl
RsbnwgRbFanlMhat;
- False : CacMelIyEdlRcasnwgRbFanlMhat;
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lMhat;1³

enAkñúg Restaurant mYy manlk;eRKOgePsC¢³RKb;mux. 

GñkRKb;RKg Restaurant enaH)anmkBwgBak;eyIgeGaysresr

karRKb;RKglk;TMnijenAkñúgkmµviFI Microsoft Excel edIm,Irk

cMnYnsrubrbs;ePsC¢³RKb;mux.

Prepared by: Keo Mithona, Prok Veasna Build Bright University



Prepared by: Keo Mithona, Prok Veasna Build Bright University



18> GnuKmn_ Vlookup

CaGnuKmn_EdleKeRbIedIm,IRsg;ykTinñn½yBI Fieldname xageFVg
eKbMputén Table ehIycMelIyKWCatémøkñúg Record EtmYyrbs; 
Fieldname EdleyIg)anbBa¢ak;kñúg Table.

TMrg;TUeTA

=VLookup(Lookup_Value,Table_Array, 
Col_Index_Num)
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- Lookup_Value : CatémøEdlRtUvrk¼bgðajenAkñúg Column 

TI1én Table vaGacCatémøelx/ GkSr b¤témøCa Reference. 

- Table_Array : Ca Table EdlpÞúknUvtémøelx/ GkSr b¤témøCa
Reference EdleyIgRsg;yk.

- Col_Index_Num: Ca Column EdlsßitenAkñúg
Table_Array EdleyIgRsg;ykTinñn½yecj ¬Edl Field dMbUgeK
eKnwgrab;vaCa Column TI1 nigbnþbnÞab;¦.
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lMhat;1³ eKman Table BIrEdl³

- Table TImYy (Old Table) niyayGMBITMnijEdl)anTijRbcaMéf¶.

- Table TIBIr (New Table) niyayGMBIkarRsg;ykTMnijmYymux

tamelxlMdab;.
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19> karpÁúMrvagGnuKmn_ IF nigGnuKmn_ VLookup 

TMrg;TUeTA
=If(Condtion,VLookup(Lookup_Value,
Table_Array,Col_Index_Num),False)

- Condition: CalkçxNÐrbs;RbFanlMhat;
- VLookup(Lookup_Value,Table_Array,Col_Index_Num):
Ca True statement

- False: CacMelIyEdlRcasnwgRbFanlMhat;
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