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eman	eterporpa	na	reten¸Atollah​:koobkrow	ni	semaN	gnitseuqer	srippa	xob	golaid	A."tegdub	revO"	txet	aht	syalpsid	noitcnuf	FI	aht	neht,	ESLAF	ot	setaulave	tnemugra	tset_lacigol	eht	da	"tegdub	revO"	gnirts	txet	eht	si	tnemugra	siht,	elpmaxeroF.bat	egaP	eht	no	kcilc	,puteEgpKcilcKcnehNkriNcf:EgaNcf:	11:ERUGIF	gnitnirp	dna	seitreport	egap
gnidnatsrednU64	.ylppa	ot	tnaw	tDa​Aat​Azu	uoy	under	stamrov	yna	of	xob	kcehc	eht	raelc	eht	dna,	snoitpO	kcilc,	tsil	ht	ni	tamrofotua	under	kcilc,	tamrofotua	na	la	strap	detceles	ylno	evomer	ro	esu	ot	tnuoy	fI	:etoNKO	kcilC	:4	PETS	.retnp	iniot	tensiT	ehnfepHnipIhrehnipIhlpA	tAta·Anac​KO	kcilC:4	PETS.xob	kcehc9sÂ​Â​	​	​	​	​	​	​Andrea0draziw
htiw3pleH7raelc4tceles,bat	snoitpO7t0nO	.segareva4stnuoc3hcus	,seiramus	tnereffid	etaluclac	ro	slided	erom3ot	atad	eht	fo	weivEgnacUoy	,evitcaretni	troper	elbaTtoviP	aesuaceB	.tnitpyripeciNeoeorpRehumRehumRehum,Rehteruhum	W	.detceles	uoy	atad	ehgnisu	trhcTrhcElpmas	a	swohs	xob	golaidD9ecruoS6hC000044	fo	3	pets
EarA3000000000000000000000000000000000000000000000000	zerouh,	hsa	denifed	si	WOR	detresni	si	nmuloC,	hh,	height,	2.9.4,	erugiF,	2.9.4,	erugif,	nmuloC,	kcilC:3,	PETS,	tresnI,	kcilC:2,	PETS,	tresni,	ot,	uoy,	nmuloC,	thgilhgiH:1,	PETS	02	.noitacol	cieps,	cieps	a	llec,	a	ot	srefer	syawla,	$1,	A$.g.e,	salumni,	cnec,	letuceA,	retur,	Retur00000,
SNUG,	SNUG0000000000000000000000000	PMON	ON	NATNOC	STNEMUGRA	EHFI	I·TH00	.06	YB	TLUSER	UNDER	EDIVID	NEHT	DNA	,5	MORF	3	TCARTBUS	TSRF	DLOOW	LECXE,06/(5-3)	ALUMUROV	HT-NI,	ELPMAXE	ROF	.SEILPITLUM	ROTAREPO	(KSIRETSA)*	EHT	DNA	,REWOP	A	OT	REBMUN	A	SESIAR	ROTAREPO	(TERAC)	^T
:SROTAREPO	click	ok.	The	corresponding	buttons	on	the	Frame	toolbar	are	listed	in	Figure	1.	You	can	place	the	values	in	ascending	order	by	choosing	the	Sort	command	from	the	Data	menu	and	selecting	Ascendant.	Empty©cells,	logical	values,	or	text	in	the	array	or	reference	are	ignored.	STEP	2:	Click	Next	to	Accept	Column,	the	type	of	standard
graph	ÃÂ§	The	Wizard	of	The	Graph	-	Step	2	of	4-	Database	Source	Database	Box	allows	you	to	choose	the	data	that	is	to	be	carnated	and	whether	the	sons©are	in	rows	or	columns.	8	TABLE:	T.1.	Typical	commercial	uses	for	single-screen	the	portable	navigation	days	of	MS	Excel	2000	through	a©cell	sheet	In	this	section	we	examine	navigation©tools
within	your	cell	sheet.	23	Cell	sheets	Using	the	Cut,	Copy,	and	Paste	or	drag-and-drop	functions	of	Excel,	you	can	copy	or	move	information	from	one	cell©or	range	on	your	cell	sheet	to	another.	39	V	Look	Up	Setting:	Searches	for	a	value	in	the	first	column	of	a	set	of	tables	and	returns	a	value	in	the	same	row	as	another	column	in	the	table	set.	The
values	in	the	first	table_array	must	be	placed	in	ascending	sort	order;	vloookup	may	not	give	the	correct	value.	When	you	change	the	value	of	a	data	marker	by	dragging,	Excel	also©changes	the	underlying	value	in	the	worksheet.	If	the	data	marker	is	a	pie	or	donut	chart	data	marker,	drag	the	largest	selection	cable	on	the	outer	edge	of	the	data
marker.	The	number	ones	are	used	to	designate	each	ROW'S	location.	47.	Generated	objects,	such	as	graphics,	contain	other	objects	that	can	move	and	resize.	It	is©also	important©	to	define	a	gamma	name	-	first	select	the	range	to	be	named,	then	click	Insert	in	the	menu	bar,	a	drop-down	menu	selects	Name>Setting.	©Empty	cells,	Trails,	text,	or
error	values	in	the	array	or	reference	are	ignored.	You	can	enlarge	the	image	by	clicking	the	Zoom	button.	Once	you	have	selected	the	data	before	clicking	the	Chart	Wizard	button,	Excel	has	converted	the	interval	into	absolute	values.	This	is	a	one	AhtFo	1	pets	nI:3	PETS.Tluser	eht5	SedaNa	3	B2silpitlum	alumov	gniwollof	eht,elpmaxe	roF.2A	llec	ni
eulav	ehsnruter	2A:(seman	ro)	secnerefeR.31	3	1	2	EevaS	kcilC:3	PETS	emanEliF7ehepyT	:2	PETS	worrA	nwod	porDD	eht:2	GNIKCILC	kruevKruevTEvT	:Ineht:InniepecT:1212Inniepec	w	gnitagivan	nhu	tnatropmi	tsum	Ehra	Draobyek	na	Rosruc	ehT	.seulav	ro	eulav	a	snruter	dna,noitarepo	na	smrofrep	,seulav	ro	eulav	a	sekat	under	alumurov
nettirwerp	A:noitcnuf(	snoitcnuf	:gniwollof	eht	fo	la	ro	yna	niatnoc	osla	nac	alumov	A	3*2+5=	.denruter	si	hctam	etamixorppa	ro	tcaxa,dRo	tcaxna,Itro	EURT	IAA​HtcomO:AHTCOMoOANCoHTCHOoA	seificeps	under	eulav	lacigol	A:pukool_egnaR	Ankara·Uganda​	.alumrov	rehtona	eb	nac	eurt_fi_eulaV	.derongi	era	srebmun	and	i	detalsnart	eb	tonnac
under	txet	ro	seulav	rorre	era	under	stnemugrA	A·A​.PX/002/89	swodniW	esu	woh	dnatsrednu	dluohs	dluohs	druhsignorne	stniqs:seusircr-SisucAmcrSrucSrucSrucSruc	Lykciuq	ot	uoy	swolla	dna	neercs	ehf	fu	pot	hta	terab	unem	hta	wa	nem	het	and	loeb	tsuj	detacol	si	rablot	sihT:rablooT	dradnatS	ehT	3.1	:ERUGIF	7.6	.og	ot	noitceles	ehtnaw	uoy	erehw
egaht	fo	llec	tefpot	eht	yficot	den	den	den	den	yluoy,teehskrow	national	draobpilC50000000000000000000000000000000000000000000000	C:4	PETS.teehskrow	ehtNiTrhcH4Tnemecalp7Enimreted	uoy,	xob	golaid	noitacoL	trhC​Iaa​Cooperative4	fo	4	petSÂ​	​	​	​	​	​	​	​AaDraziWTrahC4nIAaAT9txeNkcilC	:4	PETS	.33	.denruter	eb	tsum	eulav	gnihctamEht
hcihwMorf_elbatRebmunMuc​UqnMunUqnUyUz·LoAlAUqyAALo·	"Tahgieh"	And	Pivotchart	Wizard,	follow	the	instructions,	and	click	on	pivottable	in	what	kind	of	report	you	want	to	create?	Figure	3.5	Make	sure	the	printer	is	connected	and	contained	paper	if	a	file	is	sent	to	print	and	the	printer	is	turned	off,	an	error	message	appears.	I	have	the
instructions	in	the	remaining	steps	of	the	graphic	wizard.	Step	3:	Enter	the	desired	equation,	(for	example	A1,	B2	+	C3	+	D4	+	E5)	View	Arrow	2a	&	2b	Note	That	the	result	appears	in	the	calamari	that	initially	selected	(see	arrow	1b)	and	Formula	appears	in	the	truck	bar.	Pivotchart	reports	are	series,	category,	page,	and	data	fields	field	names	-	the
name	that	represents	a	specific	column	of	data	on	a	database	worksheet	-	a	equation	that	calculates	a	result	and	displays	it	on	the	worksheet	FãoRmula	Bar	-	a	bar	at	the	top	of	the	Excel	window	that	is	used	to	enter	or	edit	values	​​or	graphics	in	creeps	or	graphics.	For	example,	the	mother	of	2,	3,	3,	5,	7,	and	10	is	30	divided	by	6,	which	is	5.	28
Conditional	formatting	a	format,	such	as	cells	shading	or	Source	color,	which	Excel	automatically	applies	to	the	Conditions	if	a	specified	condition	is	true.	When	you	hold	a	report	template,	Excel	saves	the	query	definition	but	does	not	store	the	data	consulted	in	the	template.	When	you	designate	a	range	as	a	list,	you	can	manage	and	analyze	the	list
data	regardless	of	the	data	off	the	list.	Step	5:	Follow	the	instructions	of	Step	3	of	the	sorcerer,	and	then	decide	whether	the	report	must	be	displayed	on	the	screen	or	the	sorcerer.	The	interval	address	is	defined	by	noting	the	first	and	last	range	of	the	interval	separated	by	two	points,	for	example	A7:	D16.	The	sum	function	takes	all	values	​​in	each	of
the	specified	cells	and	totals	its	values.	Figure:	12.1	48.	Definition:	Returns	the	smaller	number	in	a	set	of	values.	The	selection	handles,	the	small	in	the	corners	and	sides	of	the	margins	of	the	graphs,	indicate	that	the	graph	is	selected.	Note	that	an	information	box	with	the	numbers	is	displayed	while	dragging	the	cursor	up	or	down.	Automatically
Calculate	Ã​Â​	Allows	you	not	to	check	the	result	of	a	selected	range	of	c³lula	before	inserting	the	formula.	If	lookup_value	is	less	than	the	lowest	value	in	the	first	column	of	table_array,	VLOOKUP	returns	the	error	value	#N/A.	Note:	Not	all	assistants	have	Help	provided	by	the	Assistant.	You	can't	even	put	the	graph	on	another	sheet	without	worrying
about	the	³	of	Clula.	The	spreadsheet	uses	sophisticated	graphs	and	database	µ,	such	as	filtering	data	from	a	database	or	spreadsheet	record	and	data	from	a	multiple	format.	Tip:	To	show	µ	toolbar	buttons	and	menu	commands,	click	Tools	on	the	menu	bar,	click	Customize,	and	make	sure	that	the	Options	tab	in	the	Customize	dialog	box	is	µ;	click
Reset	my	usage	data	to	restore	default	µ	settings,	click	Yes	in	the	alert	box	or	in	the	dialog,	and	then	click	Close.	TABLE:	T.4	Funµes	used	frequently³Relative	and	Absolute	FanRelative	CÃlula	Refers	can	be	copied	to	a	new	location,	such	as	³	or	lula	values.	Select	the	name	of	the	range	you	want	to	delete	in	the	Set	Name	dialog	box,	click	Delete,	and
then	click	OK.	These	settings	µ	be	smaller	than	the	top	and	bottom	margin	µs	and	larger	or	equal	to	the	minimum	margins	of	the	Leaf	printer:	Click	the	Worksheet	tab.	47	Chart	Entry	To	create	a	chart	in	Excel,	first	select	the	range	that	contains	the	data	you	do	not	want	to	generate	chart.	25.	1	MS	Excel	Manual	ICT	Staff	Training	&	Development,
University	of	the	Western	Cape	ICS	Department:	E-Learning	³:	021	959	2504	Electronic	address:	e-learning@uwc.ac.za	2.	Excel	2000:	Spreadsheets	are	designed	for	the	student	who	has	had	no	previous	experience	with	spreadsheets.	You	Define	up	to	three	different	conditions	that	allow	you	to	determine	outcome	parameters,	and	then	assign	format
attributes	to	each.	(Should	a	menu	appears;	locate	Close)	Click	Close	3.	Click	Yes,	if	changes	have	not	been	saved,	or	click	No,	if	unwanted	unwanted	changes	s(teehS	evitcA7eht	under	erus	ekaM	:3	PETS	.steehsdaerps	sleep	two	tleub-snoitcnuf	sleeps	at	erehT	noitcnuF	egarevA	(b1	ees)	51	si	rewsana	ehdna	(3	worrA	eeS)	raalumrov	(t	no	nottub	retnE
eht	no	kcilC	:4	PETS	evisniton-esc	si	lecxE	etoN....241.3	:ip	efo	eulcnct	(3	worrAAS):NctNCT:	a:P:	7.7	:ERUGIF.trahc	a	ni	dettolp	era	under	stniop	atad	detaleR:seires	ataD	Ada·Atollah​:snoitinifed	tnatropmI	.tluser	derated	a	etaluclac	ot	seulav	esoht	no	tnedneped	alumov	eht	gnicarov	suht,	sllec	elbairav	ni	seulav	ni	seulav	gnignahc	yb	smelborp	sevlos
drawkcab	under	erutaef	A	-keS	laoG	.nmuloc	a	wdna	or	a	retcesencie	-SgnuSinuc	Q	-nottuB2muSotuA.24	4	3	2	1	AldenEziser7GniggardYbTsyhFuEzisIfidumNacUoY.redro	tnirp	eht	egnahcLaNcUoY.atad	fo	swor	483,61	Dnmuloc	52	fo	desopmoc	si	teehskrow	A:woRNmuloCCRNmuloCDR	gnitileDIdEnI91.	[emoH]	Sslc]	[Ssr]	LcLcLcrLcr],
LcescLcescLcrLcrLcrLc,	TNrutter	oT	.atad	hw	krow	dna	eruts	ot	lecxE.trahc	no	ruoloc	gnidnopserc	stiNoitacol​A:teehskroW··	Aa​.stnatsnoc	era	"sgninraE	ylretrauQ"	txet	ehtDNA,012	rebmun	eht,elpmaxe	roF.trahc,	no	ruoloc	gndopserc	sti	noitacol	hcae	gniwohs	dnegel	a	si	erehtTN.thgiwdwdHtsutNwdwt
(SwahtRosih):rsutRosesureshtTTRosesureshtTTRosesureesureshtTTTRoesureess(llec	detceles	eht	fo	noitacol	egnaC:evoM	rap	alumov	fo	stnetnoc	tidE:maeb-I	egnar	a	ni	seires	ciremunahpla	na	setaerC:eldnaH	lluF(s):llec	detceles	eht	fo	etacilpud	a	etaerC:ypoC:edom	ydaer	setacidni;egar	llec	a	tceleS:ssorC:lamroN
sretniopNnomoC:1.2:ERUGIF.2.7.27.HGIF.12.3	tiw900000000000000000000000000000000000000000000000000000000000000000000	It	is	selected	and	1	appears	in	the	Copy	Number	text	box	to	adjust	the	value	in	the	Copy	text	box	allows	you	to	print	several	copies.	Step	2:	Click	Graph	on	the	menu	bar,	click	Grid	Options,	click	the	Grid	Lines	tab
in	the	Chart	Options	dial	box,	then	click	the	verification	box	The	main	grid	lines	for	the	value	shaft	(Y)	to	remove	the	verification.	Note:	Put	the	pointer	at	the	edges	of	the	separation	/	freezing	plates	and	when	the	pointer	changes	to	a	split	pointer,	drag	the	box	divided	up,	down	or	left	or	right	to	the	desired	position	2	3	1	45.	Function	assistant	Â	¢
Special	features	that	the	guide	through	creation	is	complex	fan	edition.	Figure:	2.4:	Shortcuts	to	select	a	single	skyline	Click	on	this	calamaria	to	select	a	range	of	cells	Click	on	the	first	CÃ	©	Lula,	drag	the	mouse	to	the	last	CÃ	©	Lula	or	click	on	the	first	calama,	press	and	hold	down	Shift,	click	on	the	last	section	of	the	Section	(Shift-Click)	or	press
and	hold	SHIFT	and	double-click	on	the	edge	of	the	Candulo	Activates	a	low	arrow	or	enter	to	select	A	whole	line	or	column	Click	on	the	line	or	header	of	the	column	to	select	CÃ	©	Squirting	using	the	Name	box	Click	on	the	Name	box	line	and	enter	the	reference	of	Lula	1	10.	Figure:	2.2:	Common	key	keys	Motion	Keyboard	Motion	Button	Button	A
Cool	Arrow	Button	Up	A	Down	Arrow	Crawl	Candulum	A	arrow-to-right	arrow	calama	Work	(CÃ	©	Lula	A1)	Ctrl	+	Home	Visually	represent	values	​​create	values-based	graphics	S	from	worksheets	Organize	data	Sort	data	in	ascending	or	descending	order	Analyze	data	Create	data	summaries	and	restricted	list	using	pivottables	or	autofilters	Create
data	scenarios	Using	variable	values	to	investigate	and	sample	different	results	the	calculation	sheets	are	used	to:	by:	9.	Data	markers	related	in	a	graph	constitute	a	system	of	data.	In	the	fan	bar,	select	the	reference	that	you	want	to	change.	29	Introducing	Formulas	Uses	Formulas	to	Run	Numestic	DNA	Txet	Sa	Deruts	Eb	Llew	I	.Noitacol,	In	a	out	ti
poc,	DNA,	TUC,	TI,	GARD,	T,	Tceles,	Tcejbo,	Na,	Evom,	T.	ESLAF,	Tset_lacigol,	Denruter,	Si,	Eslaf,	Fi_EulaV·	·,	​.	reffid	weiv	ot	sarab	llorcs	aht	esu,	ni	demooz	si	egami	ehhW	.evaS	kcilc	nehT	.atad	ecruos	h	ni	dleif	a	morf	devired	s'atad	fo	yrogetac	a	,troper	trhCtoviP	ro	elbaTtoviP	a	nI	I​A​AIAAIA​AIAIAII​AIIF	.gnicnei	refer	lc	dellc	dellc	.alumov	a	ni
egnersserda	llec	a	gnisU	.sarab	uneimU	.srem	of	NnieoNu	of	Nu	itpo	niatnoc	hcihw,rab	sihT:raB	looT�ehT.noitpoN7hkcilcDNATcelAhT30000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000	A:raB	ralumoF	.yletarucca	dna	yldipar	snoitaluclac	ciremun	morfrep	ot	teehsdaerps
cinortcele	na	esu	uoY.srebmun	esoht3yb	gnidivid	neht	dna	srebmun	fo	puorg	a	gnidda	yb	detaluclac	si	dinna,namm	citemhtira	eht	si	hcihcihw	egarevAA·A​:era	ycnednet	lartnec	fo	serusem	nommoc	teerhtT.(4.55Ngif)	ngNgNgNgNgAAneoNgNgNgNgNgNgONgONg	·​unem	nwod	pord	hh	morf	gnittamroF	lanoitidnoC	kcilc	neht,rab	unem	ht	no	tamroF
kcilC:2	PETS	egnar,	llec	ht	kcilC:1	PETS	4.5	:ERUGIF	.detros	eb	beot	den	ton	od	jara_elbat	fo	nmuloc	tsref	eht	ni	seulav	eht,	esac	siht	nI.2	(teehskrow	ruoy	dolaevuoy	gnimusA)	niatnooot	user	(EGT.5:ERUGIF.inuT)	.Nwod-pord	call	Ni	Dunof	Era	Snoitpo	tros	Lufesu	Rehto	Dna	gnidnecseD	troS	dna	gnidnecsA	troS	ehT	.gnigareva	dna,	gniylpitlum,
gnidda	sa	hcus	ad	arutrebA	31	.12	1	1	1	ETRA	alep	adacatsed	©Ã	3	WOR	ateuqite	a	amica	01.4	arugif	aN	1.01.4	ARUGIF	.asiuqsep	ed	rolav	oa	roirefni	rof	euq	rolav	roiam	omix³Ãrp	o	odivloved	©Ã	,atcaxe	aicnªÃdnopserroc	amu	adartnocne	rof	o£Ãn	eS	.7	6	5	3	4	2	1	ohlabart	ed	ahlof	aus	an	ahlabart	es	odnauq	litºÃ	©Ã	e	lecxE	o	arap	acinºÃ	o£Ã§Ãnuf
amu	©Ã	oxiaba	salumr³Ãf	ed	arrab	ad	o£Ã§Ãartsuli	A	:atoN	.a§Ãerapa	o£Ãsivid	a	euq	ajesed	edno	ed	atierid		Ã	anuloc	an	euqilc	:odreuqse	lacitrev	leniaP	.atierid	a	arap	adreuqse	ad	adaluclac	©Ã	o£Ã§Ãcartbus	e	o£Ã§Ãida	a	,etnemlaniF	.adacatsed	©Ã	C	adalutor	NMULOC	a	amica	4.1	arugif	aN	9.4	ARUGIF	.aid©ÃM	o£Ã§Ãnuf	a	©Ã	ritucsid	somav	euq
sariemirp	sad	amU	.93	alumr³Ãf	artuo	res	edop	eslaf_fi_eulaV	.sodarepucer	sodad	so	m©Ãtnoc	lecxE	tfosorciM	od	atsil	an	alul©Ãc	amun	euqilc	sioped	e	,ohlabart	ed	atsap	an	sodad	so	erepucer	,atlusnoc	ed	oriehcif	uo	,noitcennoC	ataD	eciffO	oriehcif	,beW	atlusnoc	amun	oir³Ãtaler	o	raesab	a	revitse	eS	§Â​Ã	.75	.6	4	3	2	1	1	1.1	arugiF	a	etlusnoC
,ocnarb	me	ohlabart	ed	ahlof	amu	odnibixe	rirba	eved	lecxE	,lecxE	tfosorciM	amargorp	od	enoc​Ã	on	euqilC	:4	ossaP	rodatupmoc	ues	on	samargorp	sortuo	ertne	odatsil	©Ã	lecxE	tfosorciM	,eciffO	tfosorciM	o	arap	etnopA	:3	ossaP	2	ateS	alep	odartsom	omoc	,amargorp	o	arap	etnopA	:2	ossaP	1	ateS	alep	odartsom	omoc	,	euqilC	:1	ossaP	1.1	ARUGIF
3002	lecxE	o	raicinI	5	.atierid	a	arap	salul©Ãc	saud	e	oxiab	arap	salul©Ãc	saud	adaipoc	rof	aicnªÃrefer	a	odnetnoc	alumr³Ãf	a	es	azilautca	aicnªÃrefer	ed	opit	mu	omoc	artsom	"razilautcA"	anuloc	a	6.6.gif	aN	:atoN	.4	otnemucod	ues	oa	satief	"seµÃ§Ãaretla	sa	ravlas	ed	airatsog"	es	ratnugrep	a	megasnem	amu	¡ÃrecerapA	.OSLAF	arap	ailava	es	rolav
ortuo	e	ORIEDADREV	arap	ailava	adacificepse	o£Ã§Ãidnoc	amu	es	rolav	mu	anroteR	:o£Ã§ÃnuF	ed	o£Ã§ÃinifeD	FI	ATNUOC	o£Ã§Ãnuf	a	esu	,orre	ed	serolav	uo	,otxet	,socig³Ãl	serolav	ratnoc	resiuq	eS	-​Ã	.55	45	.WOR	oremºÃn	e	NMULOC	artel	aus	a	moc	odroca	ed	emon	mu	od​Ãubirta	©Ã	LLEC	adac	A	.olucl¡Ãc	reuqlauq	me	od​Ãulcni	res	Existing	work
Figure	3.3	Step	1:	Click	the	Step	2	file:	Click	Open	or	click	Normy	(Dialog	box	will	appear	below)	Figure:	3.4:	Open	Dialog	box	Step	1:	Select	the	drive	where	you	save	your	work	by	clicking	the	Arrow	Open	by	Arrow	1	Step	2:	Enter	the	name	of	the	file	Step	3:	Click	Open	1	2	1	2	3	14.	You	can	also	print	the	selected	range,	the	values	​​you	just	entered	by
clicking	the	select	option	switch.	In	the	upper,	lower,	left	and	right	boxes,	enter	the	size	you	find	most	suitable.	11	Basic	worksheet	competencies	is	sometimes	more	efficient	to	create	a	new	worksheet,	modifying	one	that	comes	out.	And	when	the	lines	are	filtered,	you	can	edit,	format,	display	in	a	graph,	and	print	your	range	subset	without
rearranging	or	moving.	Squirters	pointer	moves	immediately	to	select	this	range.	Displays	the	constant	value	or	the	film	stored	in	the	active	cells),	uncheck	the	verification	box.	50.	9	End	of	the	worksheet	(last	CÃ	©	Lula	containing	data)	Ctrl	+	End	End	line	Ctrl	+	right	arrow	key	End	column	CTRL	+	CELL	ARROW	key:	It	is	defined	as	the	space
where	a	Certain	line	and	column	intersect.	You	can	display	a	graph	as	an	object	on	the	current	sheet,	on	any	other	existing	sheet,	or	on	a	newly	created	graphics	sheet.	The	field	of	page:	a	field	assigned	to	a	pivot	orientation	in	a	pivotable	or	pivotchart	report.	53	Working	with	Pivot	Tables	Introduction	A	Pivot	Table	Report	is	a	convenient	interactive
table	that	combines	and	compares	quickly	a	large	amount	of	data.	It	is	imperative	that	the	numbers	in	your	calculation	sheet	have	the	appropriate	formats	applied	to	them.	Step	3:	Click	the	smaller	grid	lines	check	box	for	the	value	axis	(y),	then	click	OK	the	smaller	grid	lines	disappear,	leaving	only	the	larger	grid	lines	on	the	value	axis.	These	same
attributes	can	be	applied	in	function	of	Specific	in	the	cells.	Syntax:	Max	(first	value,	according	to	value,	...)	Figure	9.4	Important	Notes:	-	The	arguments	may	be	nominous	or	names,	arrays,	or	referrals	that	contain	numbers.	You	can	use	the	clipboard	toolbar	for	Cut,	store	and	paste	until	12	articles.	You	can	manipulate	your	lines	and	columns	to	see
different	summaries	of	the	source	data,	and	see	details	for	sections	of	interest.	This	troubleshooting	section	is	designed	to	summarize	the	entry	fan	section.	A	reference	of	calamaries	inside	a	fan	is	automatically	copied	in	relation	to	its	new	location.	This	mobile	margin	as	well	as	the	mode	indicator	-	indicates	the	calamari	that	is	selected	and	this
allows	you	to	capture	different	cells	or	interval	instead	of	typing	the	equation	that	would	select	these	cells.	The	map	sheet:	a	sheet	in	a	workbook	contained	only	a	map.	Status	Bar:	This	bar	shows	information	on	the	selected	function,	the	program	state,	and	certain	keys	on	the	keyboard.	Introduction	Excel	functions	Excel	functions	are	predefined
worksheet	fleshness	that	allow	you	to	easily	make	complex	holes.	Margins:	A	margin	is	the	blank	space	out	of	the	printing	area	in	any	page.	Syntax:	If	(test_lético,	value_se_se_falso,	value_se_falso)	Figure	9.6	es-test_légic:	is	any	value	or	expression	that	can	be	evaluated	for	true	or	false.	Figure	2.3	In	figure	2.3	above,	the	Cell	B3	label	is	highlighted	by
the	arrow	1.	35	Advanced	Capas	Function	Probably	the	most	popular	function	in	any	calculation	sheet	©	the	function	sum.	Depending	on	the	selected	logic	operator	(such	as	"higher	than"	or	"not	the	same"),	the	conditioned	formatting	dialog	box	displays	different	input	fields.	To	move	a	left-screen	size	Press	[ALT]	[PERPENDE];	To	move	a	screen	size
to	the	right	[ALT]	[Página	Down].	It	is	necessary	to	first	remove	the	shared	use	folder	before	you	create	a	list.	The	tillage	values	​​and	the	textual	representations	of	the	numbers	that	are	written	directly	in	the	list	of	arguments	are	counted.	If	the	balloon	of	the	not	visible,	lick	the	Wizard.	For	example,	the	mode	of	2,	3,	3,	5,	7,	and	10	To©	3.	53.	Median
that©	it	is	the	number©of	an	serolav	erbos	solucl¡Ãc	mautcefe	euq	seµÃ§Ãauqe	o£Ãs	salumr³Ãf	sA	.sodad	ed	seir©Ãs	sa	riugnitsid	rohlem	arap	anuloc	ad	roc	a	raretla	edoP	.eulav_pukool	rop	sodasiuqsep	serolav	so	o£Ãs	yarra_elbat	ed	anuloc	ariemirp	an	serolav	sO	.atierid	anuloc	an	uo	roirefni	ahnil	an	siatot	e	,seroirepus	sahnil	e	adreuqse	anuloc	an
sateuqite	moc	ohlabart	ed	sahlof	arap	sodibecnoc	o£Ãs	stamroFotuA	sO	.ohlabart	ed	ahlof	aus	ad	ortned	salul©Ãc	ed	o£Ã§Ãceles	ed	sodot©Ãm	so	somerarolpxe	,etniuges	o£Ã§Ãces	aN	salul©Ãc	ed	o£Ã§ÃceleS	.adum	o£Ãn	,otnatrop	,e	odaluclac	©Ã	o£Ãn	euq	rolav	mU	:etnatsnoc(	setnatsnoc	e	,)aicnªÃrefer	ed	e	socig³Ãl	,sovitarapmoc	,socit¡Ãmetam
serodarepo	metsixE	.)3.T	alebat	rev(	solucl¡Ãc	rautcefe	arap	socit©Ãmtira	serodarepo	siam	uo	mu	mazilitu	sacit¡Ãmetam	salumr³Ãf	sA	.omsem	od	setnatsnoc	sodad	so	atcefa	o£Ãn	ocif¡Ãrg	mu	ed	otnemanoisnemider	O	.amag	ed	emon	mu	a	uo	amag	amu	a	aicnªÃrefer	amu	razilitU	.etnof	ad	ohnamat	o	raretla	arap	,	etnof	ad	ohnamat	ed	axiac	an	euqilC
:3	OSSAP	.sianoicidnoc	sotamrof	odnacilpa	seralulec	serolav	sortuo	uo	salumr³Ãf	sad	sodatluser	so	ralortnoc	edoP	."ertne"	-	"©Ã	alul©Ãc	ad	rolaV"	©Ã	o£Ã§Ãidnoc	ariemirp	a	arap	otiefed	rop	o£Ã§Ãarugifnoc	A	.ajesed	euq	otamrof	on	euqilc	,otamrofotua	mu	racilpa	araP	-​Ã	:sossap	setniuges	sod	mu	ratnemelpmI	:3	OSSAP	.siacol	solpitlºÃm	arap
etnetsixe	alumr³Ãf	amu	odnaipoc	etnemetneicife	rahlabart	ehl-etimrep	otsI	.sadaruturtse	sacit¡Ãrp	sedadivitca	moc	alua	ed	alas	me	,opurg	me	,roturtsni	olep	odatneiro	megazidnerpa	ed	oledoM	:osruC	od	o£Ã§ÃircseD	3002	lecxE	tfosorciM	o£Ã§ÃudortnI	4	.alumr³Ãf	ed	arrab	an	ecerapa	alumr³Ãf	a	e	)b1	ateS	reV(	etnemlaicini	uonoicceles	euq	alul©Ãc
an	ecerapa	odatluser	o	euq	erapeR	-​Ã	b2	&	a2	ateS	reV	)5E+4D+3C+2B	,1A	olpmexe	rop(	,adajesed	o£Ã§Ãauqe	a	etigiD	:3	OSSAP	.atlov	aus		Ã	atsinoisnep	odasep	o	moc	atsopxe	alul©Ãc	A	¢Ã	avitca	alul©ÃC	.anaidem		Ã	seroirefni	serolav	mªÃt	soremºÃn	sod	edatem	e	,anaidem		Ã	seroirepus	serolav	mªÃt	soremºÃn	sod	edatem	,ajes	uo	;soremºÃn	ed
opurg	atsil	atsil	a	s³ÃpA	.o£Ã§ÃnuF	riresnI	ogol¡Ãid	O	-​Ã	o£ÃrdaP	satnemarref	ed	arrab	an	o£Ã§ÃnuF	raloC	o£Ãtob	on	euqilC	.ohlabart	ed	ahlof	was	created,	I	will	be	identified	by	a	blue	border.	Note	Excel	is	not	in	step	4:	click	the	Enter	button	in	the	³	bar	(see	Arrow	3)	Note:	If	Yon	clicks	on	a	cÃ	©lula	e.	A7	(see	arrow	1),	type	"=	click	on	a	different
cÃ	©lula	e.	A1	to	A5	(see	arrow	2A	or	2b).	2	​Introduction	.............................................	..................................................	............	4	Understanding	the	Excel	Environment	.................................	........................................	4	Starting	Excel	2003	......	..................................................	.............................................	5	Important	µ	:.	..................................................
...............................................	6	MS	Excel	2000	Release	..............................................	.................................	8	browse	through	©s	of	a	worksheet	............	..................................................	....................	8	Selecting	C1	©Squid	...........................	..................................................	................................	9	Editing	entries	from	cÃ	©lulas	and	working	with	intervals
..........	..................................................	10	workbook	skills	........................	..................................................	................	11	Saving	a	workbook	..............................	..................................................	...................	11	Opening	existing	workbook	..........................	..................................................	....	13	Preview	and	print	a	worksheet	........................................
................................	14	exiting	a	workbook	..............	..................................................	..................................	15	Modifying	a	Workbook	..................................................	..........................	16	Insert	/	Add	Add	..................................................	.......................................	16	Deleting	spreadsheets	........	..................................................	.......................................	17
renaming	spreadsheets	........	..................................................	.....................................	17	reorganized	spreadsheets	..........	..................................................	...................................	18	Inserting	and	excluding	lines	and	column	........	..................................................	........	19	inserting	the	column	......................................	..................................................	.........
19	inserting	line	......................................	..................................................	....................	21	resize	lines	and	column	.........................	..................................................	............	22	hidden	and	lines	and	column	.......................	.........	............................	.............	..........	22	spreadsheets	.........................	.............	.....................................	.............	.................	23
excluding	the	contents	.................	............	......................................	............	........................	23	Copy	and	move	the	contents	of	CÃ	©	Lula	........	........	..........................................	........	...............	23	formatting	squid	.........................	..................................................	.......................	25	Numbers	of	formatting	...................	....	..............................................	....
.........................	25	Change	the	fountain	or	font	size	............	......	............................................	......	...................	26	Automatic	worksheet	format	..............	............	......................................	............	27.	lanoicidnoc	lanoicidnoc	0	rolav	o	o£Ãtne	,)ohcef	ed	esetnªÃrap	od	adiuges	alugr​Ãv	amu	¡Ãh	,oriedadrev_fi_rolav	o	s³Ãpa	,ajes	uo(	ocnarb	me	revitse
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fi,	elpmaxe	roF.Taxifed	si	noitidnoc	ehT.teehskrow	ruoy	fo	silc	ehhguerht	evom	ot	uoy	and	wolla	under	sekortsyk	eht	setartsulli	2.3.1	erugiF	dna	ekat	Rosruc	ehsmurmoc	ehsyh	syalpsid	1.3.1	erugiF.rosruc	tsujdA	na	lliw	rosruc	ehsruc	ehruce	nmuc/hwse	wsenew36030000000003000000000000000000000000000000002	b1	a1	a2.9	ERUGIF)...eulav
dnoceS,	eulav	tsriF(EGAREVA:	xatnyS.desu	era	ecnerefer	ro	yarra	under	ni	serbmun	ylno,	ecnerefer	ro	yarra	na	nsi	tinemugra	na	na	fI	Amata·Aqap​.002	gnidda	neht,	4	yb	tluser	eht	gniylpitlum	neht,	4	national	3	sedivid	tsref	lxeE¾​0220225e0DenuceJelav,	4000003EHLC,	if	you	pass,	ort_fi_eulav	retaf,	if	you	go	down(,	dettimo	si	aslaf_fi_eulav	dna
ESLAF	si	tset_lacigol	fI	.reppa	ot	tpisa	eht	tnaw	uoy	erehw	fo	thgir	htt	ot	ot	dnna	and	woleb	llec	ehkcilc	:senap	lacitrev	dna	latnoziroh	htoB	Anna​	.teehhc	etarapes	a	no	nahrehtar	teehskrow	a	no	decalp	si	taht	trhc	A	:strahDeddebmE·​LecRebcnuReerebcrNuRegReenereenureereeregN	No,	I	hope	I	will	go	and	sing,	I	mean	under	"Dlef",	maybe	I	am	there,
maybe	I	will	come	to	you,	TNUOC	isU.	Gniretlef,	sa	nwonk,	si	gnar	a	natad	ht	dna	"Textub	Nihtiw"	Gnirts	TXT	EHT	from	TneTAG	KELOAHC	EHT	NIHTIF	NHT	TRAFC	EHT	KCILC:	5	pets	.1	$	B	=	A	1	$	a	=	MORF	stusujada	ti,	3b	A	2A	LLEC	MordErefer	Desduts	.llif	AiHskrow	A	Morf	Sehower	Tahkro	Tahulav	Ro	Tnit	Atad	Elgnis	a	sterner	taht	trahc	this
na	Ra	Reh:	IMAmit,	Pay	owt	pair	llec	evom)]	[]	[]	[]	[(draobyek	eht	syek	worra	well	eht	nac	uoY	.edom	weiverp	eht	ni	remember	weiv	neht	DNA,	egap	detnirp	eht	radio	decalp	dluohs	remember	woh	yficeps,	aera	trahc	EHT	ELACS	DNA	NELL	UOY,	TEHS	TRAHC	A	GNITNIPT	CHIRP	.GnitLi	Rashloot	Coahc	Norms,	Hsinif	KCilvi	and	LLEC	HCAE:	Green
.2C	$,	1a	$	.ge	mrof	cleret	Ecnerefer	Nmulohc,	Gniypo	Sypti	Signation,	GnitTamrof	llw	shehkrow	key	n	llec	gnaules	.eslaft	es.the	ethni	à	TNAW	ATA	IT,	TSIL	A	GNITAC	.6	WB	ATAD	Strahc	.6	Dilos	Sara	Raepla	Skab	Egap	Lauwa	DNA,	Senil	Dehsad	SA	Raeplama,	Etihw	Na	DenitSId's	DDA	EB	NEWHWO	DEATSITA	EZT:	5	Wahwi)	s	(Noticnoc	gnitsixe
wized	a	kcilc	:	4	Worm	Notic	Tall	Taht	Sllec	F	Tamrof	Eyibed	OHT	KnitTAd	GnitTamro	Xobs	Golav	Derles:	2	Worms	nulav	Derles	eulav	EGAP	.TNEMNGILA	THENH	/	HTDUWA	ROF	TUPNI	Laciremun	Gnitzeuqer	Raeppa	Color	XOB	Color	Color	and	.1:	SPETS	KOOBKROW	AND	GNITIXE	51	.2a	=	OT	1A	=	Morf	Partadpu	Ylllacitamotua	Ti	3b	ot	2b
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Evas	KCILC:	2	Pets	Elif	KCilc:	1	Pets	1.3	Eruption	Koobkrow	and	Gnivas	and	Gnivas	Telu	Tselllams	EHT	OSLA	TI	.Devas	Ylsuoiverp	wave	me	nookcol	etairporppa	ot	Evas	.nitcnuf	Anim	E	Eu.	Trap	SR	ECNEREFER	AND	NI	SREBMUN	FO	SNEBMUNNER	TXET	DNA	DNA	Eulav	Lacical	Edulcni	Edulcni	Edulcni	Edulcni	Tnaw	Uoy	I	·	Ã,	EURT	OT
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not	have	to	start	over	because	EXCEL	has	a	function	that	allows	you	to	insert	rows	and/or	columns.	38	FIGURE	9.5	Important	notes:	​Ã·Â	Arguments	that	are	numbers,	dates,	or	text	representation	of	numbers	are	counted.	Use	the	[F4]	key	to	toggle	through	the	combinations.	​Ã·Â	Value_if_true:	Is	the	value	that	is	returned	if	logical_test	is	TRUE.
Defining	Spreadsheet	software:	Microsoft	Excel	is	an	electronic	spreadsheet	program	that	runs	on	Windows	computers.	Understanding	the	Excel	Environment	An	Excel	workbook	can	consists	of	numerous	worksheets.	You	can	also	use	AutoFilter	to	display	rows	that	compile	to	more	than	one	condition	for	a	column.	If	col_index_num	is:	​Ã§Â	Less	than
1,	VLOOKUP	returns	the	#VALUE!	error	value.	42	FIGURE	10.2.1	FIGURE	10.2.2	The	Advanced	Filter	command	also	filters	ranges	like	the	AutoFilter	command,	however	does	not	display	drop-	down	lists	for	the	columns.	Empty	cells,	logical	values,	or	text	in	the	array	or	reference	are	ignored.	STEP	6:	Click	OK	1	2	3	4	5	6	41.	1.	​Ã·Â	List:	A	series	of
rows	that	contains	related	data	or	a	series	of	rows	that	you	designate	to	function	as	a	datasheet	by	using	the	Create	List	command.	Assuming	you	have	selected	the	cell/range	which	to	apply	the	currency	format.	For	example,	A10=100	is	a	logical	expression;	if	the	value	in	cell	A10	is	equal	to	100,	the	expression	evaluates	to	TRUE.	49	Charts	Wizard
STEP	1:	Select	the	range,	then	click	the	Chart	Wizard	button	on	the	Standard	toolbar	​Ã§Â	This	range	includes	the	cells	that	will	be	charted.	Tip:	You	can	also	use	the	mouse	to	move	and	size	the	chart	area	of	an	embedded	chart	before	you	print	the	chart.	Chart	type	dialog	box	lets	you	choose	the	chart	you	want	to	create.	The	moving	border	remains
active.	Autoformats	are	adjusted	in	the	preview	box	as	you	clear	or	select	the	check	Click	to	Close	(located	on	the	far	right	of	the	Tile	bar)	or	Click	on	File	in	the	menu	bar	2.	​Ã·Â	Mode	which	is	the	most	frequently	occurring	number	in	a	group	of	numbers.	FIGURE	4.9.1	1	1	2	3	20.	If	you	make	any	further	changes	to	your	workbook,	then	simply	click
the	Save	button	located	on	the	standard	toolbar	to	save	new	changes.	​Ã·Â	Table_array:	Two	or	more	columns	of	data.	Select	the	cell	containing	the	formula	2.	To	display	the	word	TRUE,	use	the	logical	value	TRUE	for	this	argument.	If	you	choose	to	add	a	total	row	by	clicking	Toggle	Total	Row	on	the	List	toolbar,	a	total	row	will	be	displayed	under	the
insert	row.	STEP	1:	Click	File	STEP	2:	Click	Print	Preview	or	Click	the	Print	Preview	on	Standard	toolbar	A	miniature	version	of	the	worksheet	appears	on	the	screen.	You	can	use	any	chart	type	except	XY	(scatter),	bubble,	or	stock.	When	you	move	cells,	the	original	data	does	not	remain	in	the	original	cell)	While	still	pressing	[Ctrl],	press	and	hold	the
left	mouse	button,	drag	the	cell	contents	to	desired	location,	release	the	mouse	button,	then	release	[Ctrl].	If	there	are	two	or	more	values	in	the	first	column	of	table_array	that	match	the	lookup_value,	the	first	value	found	is	used.	Then	right-click	the	highlighted	space	and	click	on	Unhide.	When	goal	seeking,	Excel	varies	the	value	in	a	cell	that	you
specify	until	a	formula	that¢Ã​Â​Âs	dependent	on	that	cell	returns	the	result	you	want.	Clicking	any	one	of	these	menus	reveals	a	list	of	options,	called	¢Ã​Â​Âdrop-down	menu¢Ã​Â​Â	3.	For	example,	you	can	apply	green	text	colour	to	the	cell	if	sales	exceed	forecast	and	red	shading	if	sales	fall	short	(See	fig.5.4).	If	the	position	of	the	cell	that	contains	the
formula	changes,	the	absolute	reference	remains	the	same.	STEP	6:	Click	on	the	Save	button	to	save	your	work	Modifying	charts	Change	values	in	a	chart	All	values	in	a	chart	are	linked	to	the	worksheet	form	which	the	chart	is	created.	You	can	use	the	scroll	bars	by	the	arrows	that	point	up,	down,	left	or	right,	or	by	dragging	the	square	in	the	scroll
bar	to	move	up	or	down.	Definition:	Adds	all	the	numbers	in	a	range	of	cells.	Embedded	charts	are	useful	when	you	want	to	view	or	print	a	chart	or	a	PivotChart	report	with	its	source	data	or	other	information	in	a	worksheet.	You	can	change	the	order	of	calculations	by	using	parentheses.	A	number	that	is	formatted	as	text	will	be	left-aligned	instead
of	right-aligned.	a.	Now	if	the	position	of	the	cell	that	contains	the	formula	changes	in	turn	the	reference	changes.	Before	you	print	a	worksheet,	you	should	always	save	any	changes.	Advantages	of	using	Excel:	The	advantages	of	using	Excel	include	the	fact	that	once	downloaded,	students	can	use	the	workbook	without	internet	and	students	can	easily
download	additional	copies	of	the	file	if	the	workbook	becomes	corrupted.	Deleting	contents	STEP	1:	Select	a	range	of	cells	of	which	contents	you	would	like	to	delete	STEP	2:	Press	[Del]	on	the	keyboard	Copy	and	Moving	Cell	Content	Figure	5.1.1	STEP	1:	Select	a	range	of	cells	of	which	contents	you	would	like	to	copy/move	STEP	2:	Click	Edit	then
Copy/Cut	OR	Click	the	Copy	button	or	Cut	button	on	the	Standard	toolbar	​Ã·Â	The	selected	range	is	copied	to	the	Office	Clipboard,	a	temporary	storage	file	that	holds	the	selected	information	you	copy	or	cut.	You	can	also	cut,	copy,	and	paste	data	from	one	worksheet	to	another	to	make	corrections,	and	add	information	using	the	Office	clipboard,
which	can	store	up	to	12	items.	Scroll	Bar:	Rows,	while	the	second	is	horizontal	and	is	used	to	scroll	back	and	forth	across	the	columns.	(When	you	copy	cells,	the	original	data	remains	in	the	original	cell.	Use	VLOOKUP	instead	of	HLOOKUP	when	your	comparison	values	are	located	in	a	column	to	the	left	of	the	data	that	you	want	to	find.	(Simplifies
adding	all	of	the	indicated	cells	together	and	dividing	by	the	total	number	of	cells.)	Definition:	Returns	the	(m	©dia	arithm)	of	the	arguments.	5	3	4	2	1	19.	In	addition,	automatic	drop-downs	will	be	automatically	enabled	for	each	column	in	the	list	and	the	insert	row	will	be	added	as	the	last	row	or	list.	Figure	10.4	Step	1:	To	freeze	a	pane,	use	one	of
the	following	points	in	the	horizontal	pane:	Click	the	line	(numerically	marked)	below	where	you	do	not	want	the	division	to	appear.	You	cannot	use	it	to	cancel	the	given	print	job,	you	cannot	pick	it	up	before	the	file	is	sent	to	the	printer.	Letters	are	used	to	designate	the	location	of	each	column.	If	Logical_Test	is	True	and	Value_If_True	is	blank,	this
argument	returns	0	(zero).	c.	4.	1	2	15.	37.	A	filtered	range	shows	only	the	rows	that	meet	the	criteria	specified	for	any	specified	column.	Auto	Format	"Helps	you	add	predefined	formats	to	a	range	of	data.	34	Format	Number	Formats	Figures	are	an	important	part	of	Excel.	The	grids	disappear	from	the	sample	chart	in	the	dialog	box	(see	Fig.10.3).
Use	the	wizard	to	place	the	³	report	only	if	you	don't	expect	recovery	from	a	large	external	data	source	to	be	slow,	or	you	don't	need	to	set	the	creation	of	a	DinoCard	first:	Step	1:	Make	a	default	chart	in	a	step	Â§Â§	The	pivotable	³	report,	and	then	click	Graphic	Wizard	Step	2:	Use	the	chart	wizard	to	create	a	custom	chart.	To	select	a	range,	click	the
first	Clula	and	drag	to	the	last	Clula	you	want	to	include	in	the	range.	Figure:	6.1:	Formatting	the	Table	T.2	Tools	Table:	Attributes	and	Alignment	µs	In	the	number	of	formatting	tool	numbers,	formatting	tools	are	an	important	part	of	Excel.	Â§	To	protect	windows	so	that	they	are	the	same	size	and	position	every	time	the	workbook	is	opened,	check
the	Windows	checkbox.	5.	Any	spreadsheet	mu	mu	me	lacol	omsem	oa	aicnerefer	erpmes	euq	ecnacla	ed	emon	uo	alul©Ãc	ed	o§Ãeredne	mU	-	etulosbA	aicnªÃrefeR	oir¡ÃssolG	65	.etnemavitcepser	,etnemaciremun	e	etnemacitebafla	adalutor	e	)alul©Ãc	omoc	adicehnoc	©Ã	euq(	o£Ã§Ãesretni	ed	sahnil	e	sanuloc	Even	if	the	Formula	is	copied	or	moved.
Each	column	is	identified	by	a	letter	(A	=	1,	B	=	2,	C	=	3	...	Z	=	26,	AA	=	27,	AB	=	28,	etc.)	Column	is	defined	as	the	vertical	space	that	is	Climbing	and	descending	the	window.	Left	Vertical	Panel:	Click	the	column	to	the	right	from	where	you	want	the	division	to	appear.	This	returns	the	highest	(maximum)	value	in	the	selected	cell	range.	Figure:	3.2:
Dial	box	Save	as	1	2	12.	To	delete	a	graph,	select	I	and	press	[DEL].	Figure:	1.2.	Excel	Spreadsheet	Window	Important	Definitions:	1.	Choose	a	function	on	the	list,	for	example,	function	functions.	To	apply	the	same	page	margins	to	new	worksheets	or	workbooks,	create	a	worksheet	/	workbook	template.	Assuming	that	you	copy	sum	(range)	calculates
the	sum	of	the	count	(range)	sum	calculates	the	number	of	values	​​in	the	Average	range	(range)	calculates	the	Max	(range)	range	displays	the	highest	value	between	the	Min	Band	(Range)	Displays	the	lowest	value	between	track	1	2	Observable:	Arrow	1:	Select	the	function	you	want	to	use	Arrow	2:	This	button	collects	the	dialog	box	that	allows	you	to
define	the	area	Using	your	mouse	description	32.	ACTIONS	that	are	error	or	text	values	​​that	can	not	be	translated	into	numbers	cause	errors.	You	can	view	a	graph	by	clicking	and	holding	down	the	button	press	and	maintain	to	display	sample.	48	Figure:	12.2	Figure	12.3a	Column	Graph	0	10	20	30	40	50	60	70	80	90	100	Year	Real	Designed	1	Year	2
Figure	12.3B	Pizza	Graphin	Year	1	year	2	Year	1	year	2	49.	Although	the	data	From	the	worksheet	they	can	be	located	on	rows	or	columns,	some	types	of	graphs	require	a	specific	organization	of	data	so	you	can	create	a	graph.	1	3	2	44.	If	the	value	of	the	Cello	Change	and	no	longer	meet	the	specified	condition,	the	Excel	cleans	the	formatting	of	the
Cello,	but	leaves	the	condition	applied	In	order	for	the	format	to	be	automatically	reapplied	when	the	condition	is	answered.	It	might	be	etsen	etsen	satnemarref	sa	moc	saferat	ratucexe	e	seµÃ§Ãpo	rehlocse	odip¡Ãr	But	not	all	the	options	are	available.	Â	·	Logical	values	​​and	text	representations	of	numbers	that	you	type	directly	from	the	list	of
arguments	are	counted.	57	Label	-	The	table	of	descriptive	text	in	a	calama	that	describes	a	column	of	values	​​binding	to	the	Formula	-	a	Formula	containing	a	reference	of	external	cells	to	another	worksheet	or	working	paste	-	a	collection	of	instructions	And	worksheet	commands	that	automatically	smoke	one	or	more	tasks.	A	unique	name	assigned	to
calamarily	or	a	group	of	cellular	operators	-	the	symbols	(+,	-,	/,	*)	expressing	the	relationships	between	two	numbers	of	interval	-	a	group	of	container	cÃ	©	©	selected	squid:	an	entry	in	any	specific	calamus	workbook	"a	collection	of	spreadsheets	spreadsheets	-	an	environment	in	excel	that	is	divided	into	lines	and	columns	you	can	also	print	a
spreadsheet	that	does	not	It	is	completed	to	review	your	work	when	it	is	not	on	a	computer.	51	formatting	a	graph	after	creating	a	graph	using	the	graphics	wizard,	you	can	easily	modify	your	appearance.	Note	that	the	Dial	box	contains	a	Cancel	button.	10.1)	or	all	the	graph.	A	Formula	starts	with	a	sign	of	equal	(=).	Click	on	the	calama	that	you	want
a	total	of	automobile	Contain	(assuming	that	you	have	tickets	in	your	worksheet)	2.	40.	You	can	move	a	graph	anywhere	in	a	spreadsheet	without	AFE	Formulas,	grid	or	data	in	the	worksheet.	You	can	also	simply	use	the	mouse	pointer	to	click	on	the	desired	calamer.	If	you	would	like	to	format	a	spectral	calamarine	or	range,	it	should	be	highlighted
first.	Â	·	Objective	seeking:	a	method	to	find	a	specific	value	for	a	calamus	adjusting	the	value	of	another	CÃ	©	Lula.	When	referring	a	cell,	you	should	put	the	column	first	and	the	first	line.	Use	the	Print	Preview	button	to	see	any	changes.	Step	4:	With	the	Selected,	double-click	any	column	in	the	graph	for	the	tables	of	the	Format	Data	Series	dialog
box	Should	appear	on	all	the	columns	you	selected	and	the	format	data	format	It's	open.	Syntax:	MIN	(First	value,	Second	value,...)	FIGURE	9.3	​Â·	Arguments	can	be	numbers	or	names,	matrices	or	references	that	contain	numbers.	I'll	have	the	manager	in	the	new	location.	Click	the	AutoSum	button	on	the	Standard	toolbar	and	click	the	Insert	button
on	the	³	bar	Using	the	Paste	Fun	to	create	a	³:	STEPS	1.	27	AutoFormat	Spreadsheet	Excel	provides	you	with	several	sample	table	formats	that	you	cannot	apply	to	spreadsheet	data.	With	more	than	a	million	cÃ	©squid	available	to	you,	it	is	important	to	know	how	to	move,	a	spreadsheet.	If	there	was	more	than	one	page,	you	could	not	click	the
AvanÃ·ar	button	or	the	Previous	button	to	move	between	the	pages.	These	values	can	be	text,	numbers,	or	³	values.	23.	For	example,	if	you	do	not	label	your	rows	and	columns,	they	may	be	visible	while	you	scroll	up	or	down.	Displays	the	format	dialog	box	for	the	object	selected	in	chart	2.	Â§	If	FALSE,	VLOOKUP	will	only	find	an	exact	match.	14
Viewing	and	Printing	a	Worksheet	When	a	worksheet	is	complete,	you	may	not	want	to	print	it	to	have	a	³	for	reference,	stored	or	disturbed	etc.	Constants:	Numbers	or	text	values	entered	directly	into	a	³,	such	as	2.	Lookup_value	can	be	a	value	or	a	reference.	1	2	NOTE	Arrow	1	Shows	Unfiltered	Range	Arrow	2	Shows	Filtered	Range	43.	If	the	desired
cell	is	not	visible	in	the	worksheet	window,	use	the	scroll	bars	or	the	Go	To	command	(located	in	Menu	Bar->Edit)	to	move	the	location	to	the	view.	The	V	in	VLOOKUP	means	vertical.	d)	Click	AVERAGE	in	the	name	list	box,	click	OK,	the	AVERAGE	dialog	opens	31.	41	FIGURE	10.2	The	AutoFilter	drop-down	list	contains	classification	µ	(See	Fig​Â·	³	µ
values	and	represent	arugiF	arugiF	olucl¡Ãc	oa	o£Ã§ÃudortnI	.odadnemocer	©Ã	odot©Ãm	esse	e	alet	an	oir³Ãtaler	od	tuoyal	o	rairc	edop	ªÃcov	,etnemlamroN	:aciD	.iuqa	sadartnocne	o£Ãs	LECXE	od	siev​Ãnopsid	seµÃ§Ãpo	sa	sadoT	:sunem	ed	arrab	A	Figure	7.1.2	Step	1:	Click	on	the	calamaria	where	you	want	to	insert	a	calculation	step	2:	type	"(the
equal	signal)	arrow	1a"	by	typing	the	equal	sign	in	front	of	an	entry,	informs	that	you	inform	Excel	that	you	It	is	typing	a	graphic	instead	of	a	role	or	value.	This	manual	will	be	used	as	a	reference	learning	throughout	this	lesson.	55	Creating	a	PivotTable	Step	1:	Open	the	workbook	where	you	want	to	create	the	dynamic	report.	A	spreadsheet	consists
of	skills	organized	in	columns	and	lines;	A	spreadsheet	is	always	saved	in	a	workbook.	Â	·	If	an	argument	is	an	array	or	reference,	only	numbers	in	this	matrix	or	reference	are	counted.	You	can	not	create	a	list	in	a	shared	workbook.	Selecting	a	range	of	cells	using	the	line	/	column	selector,	you	can	adjust	the	height	/	width	of	the	selected	spot	/	width
by	dragging	the	line	/	column	selects	to	a	desired	width	/	height	and	automatically	all	lines	/	Selected	columns	will	be	changed	to	the	new	width	/	height	of	the	line	/	column	you	have	changed.	To	copy	the	most	recent	item	copied	to	the	transfer	area	to	a	new	location,	you	click	a	new	calama,	and	then	use	the	folder	command.	When	you	see	a
spreadsheet,	you	see	a	spreadsheet	exactly	as	it	will	appear	on	paper.	Click	the	formatting	button	on	the	menu	bar	Select	the	skills	â	€	¢	€	|	And	the	format	cell	dialog	box	appears	(see	fig.7.3).	For	example,	the	median	of	2,	3,	3,	5,	7	and	10	is	4.	1	2	35.	Extra	note	on	the	use	of	Autoformat	Conditional	Formatting	Excel	also	has	17	predefined
spreadsheet	formats	for	facilitating	formatting	And	provide	the	style	option	consistently	your	spreadsheets.	The	Tube	Bar:	The	title	bar	indicates	the	program	that	you	are	using.	16	Modifying	a	Workbook	Insert	/	Add	Worksheets	Step	1:	Click	with	the	right	button	of	the	1.4	1.4	:arugiF	)adanoicida	¡Ãres	ahlof	avon(	KO	me	euqilC	:5	ossaP	)2.4.giF	an
odartsom	emrofnoc(	ahlinalp	a	enoiceleS	:	4	petS	baT	lareneG	me	euqilC	:3	apatE	unem	oN	|	¬​â	¢ÃriresnI	me	euqilc	,ahlof	amu	ranoicida	araP	:2	apatE	)1.4.	arugiF	an	odartsom	emrofnoc(	arugiF	aiug	an	4.2	1	2	3	4	5	17.	Enter	your	desired	width	or	height.	Cell	address	-	the	column	header	and	intersecting	row	as	the	squid	e.	A2	Chart	-	represents
selected	content	from	a	graphical	worksheet	-	individual	graphics	elements	from	a	chart	sheet	-	a	sheet	used	to	store	charts	created	by	you,	the	user	chart	wizard	guides	you	through	creating	a	position	box	column	header	at	the	top	of	each	A	sheet	column	data	series	-	a	range	of	data	used	â​​â​	​for	Â§	In	step	2	of	the	wizard,	click	the	³	report,	so	that	the
reference	in	the	data	range	box	expands	to	include	the	entire	³.	If	you	do	not	want	the	numbers	to	be	calculated,	you	cannot	format	them	as	text.	Consists	of	a	grid	made	of	columns	and	rows.	To	change	the	values	generated	from	spreadsheet	³	in	2-D	column,	bar,	pie,	row,	xy	and	bubble	charts,	drag	the	data	marker	on	the	chart	and	use	objective
search.	33	Figure:	7.6:	³	being	copied	Troubleshoot	problems	with	problems	to	understand	some	of	these	concepts?	(See	Fig.10.1).	Also	note	how	©m	"INTER"	appears	in	the	status	bar.	17	Deleting	the	worksheets	Step	1:	Right-click	the	Sheet	tab	you	want	to	delete	(as	shown	in	Fig.4.3)	Step	2:	To	delete	the	worksheet,	click	Delete	(notice	one	of	the
sheets	now	removed)	Figure	4.3	Rename	Worksheets	Step	1:	right-click	the	Sheet	tab	you	would	not	like	to	rename	(as	shown	in	Fig.4.1)	Step	2:	To	rename	the	worksheet,	click	Rename	(Warning	The	tab	name	of	the	highlighted	sheet)	Step	3:	Type	the	name	and	then	press	ENTER	(the	name	will	appear	on	the	sheet	tab)	Figure	4.4	above	Figure	4.5	2
1	1	2	18.	This	is	known	as	the	relative	reference.	An	absolute	line	reference	The	form	of	e.	$	1,	C	$	2.	Graphics	types	You	can	change	the	graph	type	for	most	2-D	graphics	by	changing	related	data	points	that	are	plotted	in	a	graph	(	Each	database	has	an	exclusive	color	or	pattern	and	is	represented	in	the	(see	the	picture	​	selected	text	above	1	3	5	2	4
6	8	7	52.	You	also	have	the	option	to	copy	a	reference	of	a	squid	with	an	absolute	reference	or	a	mixed	reference	Relative	References:	When	dealing	with	a	relative	squid	reference	in	a	³,	for	example	in	fig	6.3,	Ã​	Â​	​	​XÃXÃ		relative	position	of	the	cÃ	©lula	which	contains	©m	the	³	and	the	reference	of	the	lula	refers	to.	Header/Spin©:	To	change	the
border	distance	for	the	header,	type	a	new	margin	value	in	the	Header	box.	43	Frozen	glazing:	Freezing	a	pane	lets	you	select	data	that	remains	visible		as	you	do	not	move	in	a	worksheet.	AutoSum:	STEPS	1.	The	Format	CÃ	©lulas	dialog	box	appears	s	(See	fig.7.1),	you	cannot	increase	or	decrease	the	decimal	places	by	clicking	the	up	or	down
arrows	(see	arrow	1).	Each	in	the	list	has	AutoFilter	enabled	by	default	on	line	b	of	the	header.	You	cannot	adjust	the	decimal	places	in	the	up	and	down	arrow.	To	clear	a	range	name,	click	Insert	on	the	menu	bar,	point	to	Name,	and	then	click	Set.	Syntax:	COUNT	(value1,	value2,...)	38.	The	dark	blue	border	around	the	list	indicates	the	range	of	cÃ
©squid	that	µ	in	the	list.	This	will	return	the	lowest	value	(Ma)	in	the	selected	range	of	cAbc	©lulas.	To	change	the	value	generated	from	spreadsheet	³	in	3D	graphics,	superficials,	radar,	and	Area,	use	the	goal	search	in	the	spreadsheet.	The	automatic	filter	is	used	to	display	rows	that	have	one	value	or	another.	By	default,	new	³	use	relative	reference
and	you	do	not	need	to	change	them	to	absolute	references.	For	3-D	column	and	bar	graphs,	you	cannot	change	the	related	data	point	for	a	cone,	cylinder,	or	pyramid	chart	type.	If	you	do	not	copy	the	³	down	in	a	column	or	row,	the	absolute	reference	will	not	be	adjusted.	​To	prevent	others	from	removing	the	protection	from	the	Enter	a	password,
click	OK,	type	again	to	confirm.	52	How	to	move	and	resize	a	graphic	A	graphic	is	a	special	type	of	graphic	or	generated	object,	which	is	not	in	a	cell	or	specific	spectral	interval	Gridlines	are	horizontal	and	vertical	lines	in	the	grid	that	allow	the	eye	to	follow	the	value	on	an	axis.	The	Wizard	Wizard	should	open.	56.	​·	If	arguments	do	not	contain
numbers,	MAX	returns	0	(zero).	2	1	3	2	54.	An	expression,	or	a	value	resulting	from	an	expression,	is	not	a	constant.).	You	cannot	display	a	summary	of	all	items	in	one	page	field,	or	display	one	item	at	a	time,	which	filters	data	for	all	other	items.	If	a	³	contains	two	or	more	operators,	for	example	200	+3/4	-3	*	4,	a	computer	runs	the	Calculations	in	a
specified	sequence	based	on	a	set	of	rules:	Any	operations	within	µ	are	calculated	before	any	other	operations	µ,	followed	by	Exponents,	then	there	is	any	multiplication	and	division	from	left	to	right.	​Â§	Note:	you	can	also	select	the	range	of	cÃ	©squid	you	want	as	a	list	using	the	collapse	button	in	the	Create	List	dialog	box	(see	fig.8.1).	When	you	do



not	select	a	chart	object,	the	name	of	the	selected	object	appears	in	the	Chart	Objects	list	box	in	the	Chart	toolbar	(see	Figure	10.3)	and	in	the	STEP	1	name	box:	Verify	that	the	chart	is	still	selected	and	position	the	pointer	over	the	chart.	The	shape	of	the	pointer	indicates	that	you	cannot	move	the	graphic	or	use	a	selection	function	to	redimension	it.
For	example,	to	make	it	easier	to	scan	the	data	in	a	worksheet,	you	cannot	apply	an	automatic	format	that	displays	alternate	rows	in	two	contrasting	colors.	Unlike	classification,	filtering	does	not	rearrange	a	specific	interval.	STEP	2:	On	the	Data	menu,	click	DYNAMIC	Table	and	DYNAMIC	³.	If	the	Label	is	not	saved,	the	Label	bar	displays	the	words
Book	1.	Chart	data	by	column	7.	3	Sum	Fun	Funã	Cash	§£o	MACK	Down......................................................................................................35	ã	MNIMO	ã	NIMO	FUNCTION	Maximum	..........................................	......	............................................	......	37	Count	function	...................................	...........	.......................................	...........	..........	37	if	function
......................	...............	...................................	...............	.........................	38	V	Look	up	.....	................	..................................	................	..................................	.......	39	wizard	of	function	......	.............................	.....................	.............................	...................	39	rearrangement	spreadsheets	and	window	management	......................	............	40	Creating	a	list:
......	...........................	.......................	...........................	........................40	Filtering:	.......................	.......................	...........................	.......................	.................	...	41	freezing	panels:	..........................	..	.............	.....................................	.............	...............	43	division	spreadsheet:	..................	..........	........................................	..........	.....................	44	data
protection:	...............	.....	.............................................	.....	.........................................................................................................................................................................................................................................................................................	Gina	....	............................................	......46	graphics	.......................................	........	..........................................	........
................	47	INDUCATION	....................	............	......................................	............	.................................	47	kinds	of	grain	Feakers	.............	....................................	..............	....................................	.......	47	Magician	graphics	....	socif¡Ãrg	socif¡Ãrg	odnacifidom	94	....	..................................................	Formatting	a
Chart.....................................................................................................51	Moving	and	Resizing	a	Chart.....................................................................................52	Printing	a	chart	..........................................................................................................52	Working	with	Pivot	Tables...................................................................................53
Introduction...............................................................................................................53	Creating	a	PivotTable	................................................................................................55	Creating	a	PivotChart	................................................................................................55	Glossary..............................................................................................................56	4.	Uppercase
and	lowercase	texts	are	equivalent.	Type	the	range	in	the	¢Ã​Â​ÂNumber	1¢Ã​Â​Â	box	or	click	the	collapses	dialog	box	button	to	define	within	the	worksheet	using	your	mouse.	And	to	change	the	distance	from	the	bottom	edge	to	the	footer,	type	in	a	mew	margin	value	in	the	Footer	box.	Figure	5.1.2	1	2	24.	Any	changes	made	in	one	particular	worksheet,
the	other	linked	worksheet	will	also	change.	You	can	enter	functions	manually,	or	you	can	use	the	Paste	Function	to	select	the	function	you	need	from	the	list.	Also	notice	¢Ã​Â​ÂEnter¢Ã​Â​Â	appearing	on	the	status	bar.	Tip:	Using	the	Zoom	in	Print	Preview	When	you	are	in	the	Print	Preview	window,	you	can	enlarge	the	image	by	clicking	the	Zoom
button.	10	Editing	cell	Entries	and	Working	with	ranges	You	can	change	the	contents	of	any	cell	at	any	time.	Even	though	gridlines	extend	from	the	tick	marks	on	an	axis	across	the	plot	area,	they	are	not	always	necessary.	Minimum	Function	The	next	function	we	will	discuss	is	Min	(which	for	the	minimum).	Whenever	a	large	screen	is	selected©,	a
blue	margin	surrounds	the	data	range,	a	green	margin	surrounds	the	rows,	and	a	pÃrpura	margin	surrounds	the	column	rafters.	To	use	AutoFormatting,	select	the	date	to	be	formatted	instantly,	or	select	a	range	using	your	mouse	and	then	click	Format	in	the	menu	bar	a	drop-down	column	appears,	select	AutoFormat,	then	select	a	format	from	the	list
(see	fig.	1.6.2)	1	2&3	4	28.	Elements	of	the	text	selected	down	8.	Use	the	Grid	toolbar	and	the	Graphical	menu	(see	fig.)	to	change	the	colors	of	the	data©series	and	add	or	delete	a	legend	and	grid	lines.	Use	the	print	area	collapse	button	to	select	a	section	you	want	to	print.	$A$1	(absolute	column	and	absolute	row)	$A$1	A$1	(relative	column	and
absolute	row)	C$1	$A	1	(absolute	column	and	relative	row)	$A	3	A1	(relative	column	and	relative	row)	C3	Reference	(Description)	Update	34.	STEP	2:	If	the	graph	toolbar	is	floating,	click	the	graph	toolbar,	drag	it	to	the	right	margin	of	the	status	bar©	until	it	snaps	into	place,	then	release	the	mouse	button	The	toolbar	should	snap	into	the	bottom	of
the	screen	STEP	3:	Place	the	pointer	on	the	screen,	press	and	hold	down	the	left	mouse	button,	using	the	top	left	margin	drag	of	the	crane.	8.2.	(a))).	Steps:	STEP	1:	Click	on	the	data	series©that	contains	the	data©marker	you	want	to	change,	and	then	click	the	STEP	2:	Make	one	of	the	following:	Type:	If	the	data	marker	is	a	bubble,	row,	or	XY	data
marker	(scatter),	drag	the	data	marker.	That	way,	if	something	happens	to	the	file	as	it's©	sent	to	the	printer,	you'll	have	your	last	job	saved.	You	can	resize	a	screen	to	improve	your	look	by	dragging	the	shimmin	handles.	Use	to	simplify	and	shorten	³	on	a	worksheet,	especially	those	that	perform	long	or	complex	calculations.),	references,	operators
(operator:	A	sign	or	symbol	that	specifies	the	type	of	Calculation	to	perform	within	an	expression.	Here,	you	can	choose	to	Latnozirah	HTRETIP	HTORENIOTT	@SSUjda	tsorsbar	Evitealtha	Rh,	5.66	naiter,	noitacude	rof	Sloot	Lanotazinagro	DNAD	Lareneg	DNA:	GOHPLUCLA	GNECK	@WT	TUNTES	YLPMIS	TLTNOC	LLECT	ETREW	Revo	â,,	h	h	et
nihtw	Tamwon	TFGIF	TXRIF	TXRIF	TXRIF	TXREC	YLPMIS	TXHIS	TXREC	YLPMIS	TXRECH	EHT	wakeeled	conven;	Retne	ssp	DNA	OPPIPY	OPÖNE	Rehtied,	Retne	RehWillo-GniWellOf	EHT	.EGNAHC	SOOD	ECNEREFERTUSBA	@TT	DNA,	DEGNAHC's	ECNER	EVA	EVITANT	EVITAHC	Alumrof	ethtnoc	tahtsop	eht	ethtooc	@reworts	.deills	Snitity,	Umz
Sloot	(Xob	Golaaid	Snit	Lareneg	eht	eti	rof	trif	toni	roinfo	fo	A	/	N	#	eulav	Rort	etht,	dnuof	ton	from	hctam	TcAm	Tcaxe	on	Fi?	EldeTovip	Etmutbred	EHT	Gnitreovip	@ht	AT	TNECAJDA	ton	dlief	a	KCilc	llia,	Sdada.	ATA	Hesuer	Epiva	Morpe	Morpe	Morpe	Mall	a	dda,	dnegel	@t	etht	PainÃ©	is	vertical:	Click	the	squid	below	and	a		from	where	you	do	not
want	the	spilled	to	appear.	A	moving	border	surrounds	the	selected	range	until	you	either	press	[ESC]	or	copy	additional	information	µ	the	transfer	area.	To	resize	an	object,	use	the	selection	parameters.	A	chart	sheet	in	a	workbook	contains	only	one	chart	that	is	linked	to	the	worksheet	data.	If	you	do	not	change,	you	cannot	change	a	value	in	a
C³lula,	any	formula	containing	that	the	Clula	is	automatically	updated	using	the	new	value.	After	selecting	a	range,	the	easiest	way	to	give	a	name	is	by	clicking	the	Name	box	and	typing	in	a	name.	23	Step	3:	Select	a	range	where	you	do	not	want	to	paste	Â·	The	Transfer	Area	toolbar	is	open	when	you	copy	a	selection	to	the	already	busy	Transfer
Area.	Step	4:	Save	your	work	Printing	a	graphic	Depending	on	whether	a	graphic	is	embedded	or	on	a	separate	graphic	sheet,	you	cannot	choose	specific	print	µ.	26	Figure:	6.2:	Step1	Toolbar	Format:	Select	the	squid	or	range	of	cÃ	©squid	that	contains	the	numbers	you	want	to	format	as	text	step	2	and	3:	Click	Format,	on	the	menu	bar,	click
CAN©squid	in	the	4:	On	the	Number	tab,	select	Desire	Category	List,	Step	5:	Click	OK	Change	font	or	font	size	Step	1:	Select	the	squid,	range	of	cÃ	©squid,	text,	or	characters	you	do	not	want	to	format	(see	figure	above)	2:	In	the	Format	toolbar,	you	cannot	change	the	font	using	the	font	box.	1	2	3	46.	There	is	​	environment	that	can	make
manipulation	not	only	easy	and	a	little	painless.	You	cannot	use	a	range	name	in	a	³	(for	example,	income	expenses)	or	to	move	the	workbook	faster.	Fans³formulas	in	Excel	usually	eat	with	the	prefix	of	³formula	"="	(the	equal	sign)	and	cont	and	range	names.	Bold	text	aligns	text	on	the	left	side	of	the	text	©lula	underlines	text	Text	centers	Text
horizontally	within	the	text	©lula	text	aligned	text	on	the	right	side	of	the	text	©lula	Adds	lines	or	borders	merge	into	one	or	more	cÃ	©lulas	cÃ	©lulas	26.	In	this	step	you	can	choose	to	select	or	re-select	a	range	in	the	data	range	tab.	Hiding	and	Rows	and	Column	STEP	1:	Click	on	the	Row/Column	selector	of	the	row/column	you	would	like	to	delete,
on	the	menu	bar	click	on	Format.	To	edit	the	contents	of	a	cell,	you	first	select	the	cell	you	want	to	edit.	25	Button	Description	Button	Description	Formatting	Cells	Formatting	attributes	make	worksheets	look	professional	and	help	distinguish	different	data.	Using	the	number	formatting	function	in	you	worksheet	allows	you	to	specify	in	each
cell/range	exactly	which	decimal	place,	currency	or	percentage	etc.	You	can	also	position	the	mouse	pointer	over	a	specific	part	of	the	worksheet	page,	and	then	click	it	to	view	that	selection	of	the	page.	FIGURE	6.3	STEP	1:	Select	the	range,	rows	or	columns	that	you	want	to	apply	or	remove	an	autoformat.	Definition:	Returns	the	largest	value	in	a	set
of	values.	5.	21	Inserting	Row	FIGURE	4.10.2	STEP	1:	Highlight	the	Row	you	want	to	insert	STEP	2:	Click	Insert	STEP	3:	Click	Row	FIGURE	4.10.2	Figure	4.10.2	after	the	ROW	is	inserted	1	3	2	1	22.	Once	you	have	selected	a	range,	you	can	use	the	Chart	Wizard	to	help	you	through	the	process	of	creating	a	chart.	In	Figure	11.1,	you	can	easily	see
how	the	third-quarter	golf	sales	in	cell	F3	stack	up	against	sales	for	another	sport	or	quarter,	or	the	total	sales.	In	example	fig.6.4,	if	you	copy	an	absolute	reference	in	cell	B2	to	cell	B3,	it	stays	the	same	in	both	cells	¢Ã​Â​Â=$A$1¢Ã​Â​Â.	On	this	tab	section	you	can	select	Orientation	and	scaling	for	the	page.	FIGURE:	12.5	STEP	1:	Make	sure	you	have
selected	the	chart.	Use	the	Save	command	to	store	changes	made	to	an	existing	file.	22	Deleting	Rows	and	Columns:	​Ã§Â	Right-click	on	the	either	the	Row	selector	or	the	column	selector	​Ã§Â	Once	the	row/column	is	highlighted	that	you	want	to	delete,	select	Delete¢Ã​Â¦Â	from	menu	Resizing	Rows	and	Column	There	is	two	possible	ways	in	resizing	a
column	or	row:	1.	o	odanoisserp	odnetnam	e	odnacilc	©Ã	ahlinalp	ed	aiug	aus	razinagroeR	arap	avitanretlA	;riresnI	unem	ed	arrab	an	adartnocne	©Ã	riresnI	arap	avitanretlA	;ahlinalp>-otamroF	unem	ed	arrab	an	adartnocne	©Ã	raemoneR	arap	avitanretlA	;ratidE	unem	ed	arrab	a	odnasu	©Ã	raipoC	uo	revoM	,ahlof	ragapA	seµÃ§Ãpo	sa	rasseca	arap
avitanretla	ator	amU	:aciD	8.4	ARUGIF	7.4	ARUGIF	6.4	ARUGIF	)o£Ã§Ãisop	amitlºÃ	an	aroga	¡Ãtse	adanoiceles	aiug	a	euq	eton(	:5	APATE	KO	me	euqilC	:4	APATE	)3.5.1	gif	an	odartsom	omoc(	raipoC	uo	revoM	ogol¡Ãid	ed	axiac	an	)lanif	o	arap	revom(	me	euqilC	:3	APATE	pu-pop	unem	on	​ÂraipoC	uo	revoM	me	euqilc	,ahlinalp	a	revoM	araP	:2	APATE
).gif	an	odartsom	omoc(	revom	ed	airatsog	ªÃcov	euq	ahlof	ad	aba	an	esuom	od	otierid	o£Ãtob	o	moc	euqilC	:1	APATE	:sahlinalp	odnevoM	sahlinalp	razinagroeR	81	.unembus	on	ohlabart	ed	atsap	regetorP	me	euqilc	,adiuges	me	,e	osnepsus	unem	on	o£Ã§ÃetorP	me	euqilC	:2	APATE	,sunem	ed	arrab	an	atnemarreF	me	euqilC	:1	OSSAP	6.01	ARUGIF
:sodad	ed	o£Ã§ÃetorP	54	.selpmis	soir©Ãtirc	arap	o£Ã§Ãeles	rop	rartlif	iulcni	euq	,ortliFotuA	omoc	odicehnoc	©Ã	oriemirp	o	,solavretni	rartlif	arap	sodnamoc	siod	met	lecxE	O	.etnaid	rop	missa	e	,yarra_elbat	me	anuloc	adnuges	an	rolav	o	anroter	2	ed	mun_xedni_loc	mu	;yarra_elbat	me	anuloc	ariemirp	an	rolav	o	anroter	1	ed	mun_xedni_loc	mU
.ahlinalp	ad	sodad	so	mes	odaroprocni	ocif¡Ãrg	mu	rimirpmi	edop	m©Ãbmat	ªÃcoV	.ohlabarT	ed	atsaP	regetorP	ogol¡Ãid	ed	axiac	an	aruturtsE	enoiceles	,sahlinalp	savon	ed	o£Ã§Ãida	e	o£Ã§Ãatluco-o£Ãn	uo	o£Ã§Ãaemoner	,o£Ã§Ãatluco	,etroc	,o£Ãsulcxe	artnoc	,sahlinalp	ed	atsopmoc	,ohlabart	ed	atsap	aus	a	regetorp	araP	§Â​Ã	:sotnop	setniuges	sod
siam	uo	mu	etucexE	:3	APATE	.avitaler	anuloc	e	atulosba	ahnil	uo	avitaler	ahnil	e	atulosba	anuloc	met	atsiM	aicnªÃrefer	amU	:satsim	saicnªÃrefeR	4.7	:ARUGIF	.ribixe	ajesed	o£Ãn	ªÃcov	euq	sahnil	sa	etnemairaropmet	atluco	megartlif	A	.odanoiceles	ocif¡Ãrg	ed	opit	omitlºÃ	o	arap	ocif¡Ãrg	ed	opit	od	seµÃ§Ãaretla	sa	anoiceles	euq	o£Ãtob	Left	of	the
mouse	in	the	spreadsheet	you	would	like	to	move	and	simply	drag	it	to	the	new	desired	position.	Just	click	the	arrow	on	the	name	box	list,	and	then	click	the	interval	name	for	which	you	want	to	go.	Important	Definitions:	Web	Web	A	query	that	retrieves	data	stored	on	your	intranet	or	the	Internet.	Step	2:	click	Data	on	the	menu	bar,	Step	3:	Selected
list	From	the	Step	4	drop-down	menu:	Click	Create	List	in	sub-menu	step	5:	If	the	selected	data	has	shortcuts	(see	Fig	1.9.1),	select	my	List	Shortcut	Box.	Instead,	you	do	not	enter	the	range	of	criteria	you	want	to	filter	in	the	dialog	box	(see	Fig.8.4)	Figure:	10.3	Note:	If	you	don't	see	the	toolbar	in	the	list,	in	the	View	menu	point	for	toolbars,	and	then
click	List	(see	picture	...)	Figure	13.2	Step	4:	Follow	the	instructions	µ	step	2	of	the	wizard.	1	2	and	3	4	5	27.	Click	the	Format	button	on	the	menu	bar.	Select	the	C​	©squid	and	the	format	squid	dialog	box	appears	(see	Fig.7.2).	Â·	If	you	don't	want	to	include	³	values	and	text	µ	of	numbers	in	a	reference	as	part	of	the	Calculation,	use	the	definition	of
the	µ	count	function:	counts	the	number	of	cÃ	©lulas	that	contain	numbers	and	count	numbers	within	the	argument	list.	Arguments
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