Jo¥) Juadll

o

4adda

JusS) sala

zU) e Spreedsheet is Clada (Bubd sl =ali s Excel JuS)

(8 g 9 )Sae AS 4

Jalail) Leia Adline Gilalading Ld 483 Glanks e 3 ke o Al Alada

Analy) Jlso sy A8l 5 4 saall 5 Abll 5 dgaell 5 dpaill bl ae

ealally Gl Jisas dihaie 5 4ie ) Aalle s duaia 5 dlianl 5 44l

SSa Jlsd ) ALaYL iy e sheall J) g0 iy 2ol sl J) g

pdaiuall Ao 5o Lgdy yas

Jand) clada g sildy

Glile J85 A sl Je 4553 Workbooks dee iy (e Jus) (585

O SS) sl 3aal (5 sa Jasdl i (BankRecords.xls Jie xIs alaia) L

.2 Sheet2 s Sheetl <~ Worksheet Jeall Glsdia

slasl 322D Jany ascls sl 8 4050 LA (e ¢ 5SE Janl) dadia

Jsl oA A1 AN Diad 1 &80 Taii i) and Slaull s A Cajall fag

Home Lay lgle Bl s Jae dadia A 4s

sac Y ¢ laud

AB,...Z.AAAB,.. ,AZBABB,...BZCA,....CZ.... . ZAZB,
LLZ. .. etc

Dbl Al

12



1,2,3,...,65536
5 shull g D 2genll ol b aii i) 3030 8 D5 Al i
L 8 . 16 . L )
Slo aainy iy J8) ol lagee 20 3 1ohu 2 (e oSH Jae daia
Sl JSal 3 LS oy axdiveall Calall 3 SI3 aaa

E3 Microsoft Excel - Book1 [Z]@@

Arial

Elle Edit View Insert Format Tools Data Window Help
DeEam SRV & :
RAEN BRI MAED | &2

-8 %

<t
&

@z 43 W -0,
BIEPEERERE N =T,
B s %, e B A

B4z B

B Iru
F

440 00 5
0 4l | EEE

M35

=

LO.DD;-I:CD o R =

Ready

M 4 » r]\Sheet1 { Sheet2 { Sheet3 /

A B c

(]

E F G

14l |
Draw~ [¢ | Autshapes~ . w [ O [ 4] 72 10 D d A =

Excel (w dae QUS 8 Jae dndia

13



E3 Microsoft Excel - Book2 k_ius e.mj

File Edit Mew Insert Format Tools Dats Window WB! Help Acrobat \..JA ‘; M\
DEeES8 GRAY R - - % =-@a i A
i [ e e W gﬁ : 3 . b @ Security
Book?2
A1 . A aaY) aad g
A B | c [ D | E [ o L
3 | | | | bl
E3 Microsoft Excel - BankRecord.xls dlc\
Fle Edit View Insert Format Tools Dats  Window WB! Help  Acobat BankRecord.xls
DeEds™E RV &B2ERA-T - R E-BAL @ JSA) LS
ta % G ¥ | A Wy YeRe -« - ¥ @ Searity. “d-'u-‘d‘
A1l - A
A | B _ C _ D _ E
1 |
2 4
3 4
4

(Default ol 581 saadl 5 5) dee laiia 3 I Jaall S (5 5a
& ) Aadill .a Sheetl ¢f adls Sheet3 5 Sheet2 s Sheetl
se aldl sl il 8 aSadll aolaiaiy JWA) sl JaEl) sasiie g dgal )

A ) A8l (s Tools (4 Options A& (e Ciladiall

39

40

41 |
M 4 » M Sheetl / Sheet2 / Sheet3 /

14



Excel & Je dada 4y Bils)

e Jee dndia Ao Bale) (Sa

B =@ 2 ~ Format Jbas 4 )l 4alall

Format | Toolz= Data Window WB! Help Acrobat
Cells. . Cirl+1
Row 4
4 = [ S
Column 3
| Sheet 3 || Rename |
b AutoFormat. .. Hide
Conditional Formatting...,
Style... Background...
Tab Colar,..
40 |
41 Insert...
42 | Delete
43 Rename
a4 1 Mowve or Copy
45 B
46 . Select All Sheets
A7 Tab Color...
48 .. &1 view Code L
Ready
41
o4 v o RN Sheet2 f Sheetd /
Ready
41
4 4 » ] First Page { Sheet2 / Sheet3 /
Ready

15

Rename & Sheet

ekt o) sl 3 Jaral
Rename e lias 4l

JAd dadiall an) Jlay Ledie
Al ay)

Oe eyl Upe Jiaall gl 3
.First Page ! Sheet1



Excel ail 2

Aot || Aol

Ed Microsoft Excel - Book1
@jlﬁile Edit View Insert Format IDD|E Data Window WB! Help

DEEa8 LY BB a0 @& T
e e B e R AR

Al - A

O (S 5 A Hl) Al
1- File ALl o Jaladl) -
2- Edit & Gl g ensilly o yaill 22
3- View & il e 5 JSG re Jaladll -3
4- Insert & Clada o saec) 5l shaul o) LA ddlay -4
5- Format & sae Yl gl haul) ol LA Jil -5
6- Tools A a5k s bl Jalas Jie @l ol e Jpasll -6
7- Data &) 5 alall 5 i Al Jie Skl ae Jalaill 7
8- Windows & elia) o ledal (e Adliaal) 380 gill e Jalaill -8
9- Help gl ac bl Cale (e aelin e J pnall -9

16



ile

m

Edit Wiew Insert Format Tools Data Window

Ew... Ctrl+M

W O
[ =

Cpen. .. Cirl+0

Close

Ctrl45

In|
[#2]
ol
=
i

Save As...
Save as Web Page...

Save Workspace. ..

B B

Search...

Web Page Preview

Page Setup...

Print Area ]
Print Preview

Print... Ctrl+p

e

Send To 3
Properties

1Bank20031005.xls

2 C:\Documents and Settings\amb\Desktop'\Begger. xls
3 C:'\Documents and Setti... \or433NewtonRaphson. xls
4 C:\Documents and Settings\ambDes. .. \or433rng. ws
5 C:\Documents and Settings\amb'D... \or 24 1temp. xds
6 Bank20031002. xls

7 cmdMR. xls

8 C:\Documents and Se... \MewtonRaphsonVariable, xls
3 C:\Documents and Settings\a.. . \MewtonRaphsaon. xls

Exit

File biiuy) daid

LY A L) gl oS

&b e W Drop Down List
J.u.!‘j\ BJ&\ R Elle L_AQ PRESA |

gl ) il AIHF e baall

o Fille Blind 008 555 5 (e

axdiul o) New was s ié -1

(CtrlHN 3_paidall 44 yhal)

35l 1) Open il s o -2
(Ctrl+O

Close Sl yidall @3] -3

iy Jall sl Sgve sl -4
428 g0 (i) A5 Ctrl+S 4o

Sl il Save As S Lial -5
“an glf 5 AxBge ul By dan) Ly
B B AL (Sar gl 5 AL sl

Al

DRl Ui A Lealading) 5 W ad Badall (o ) il L) aa 50 LS -6

Search Guyh o sl & Sl 451S4) -7

Print dc saas (3o il S 5l ¢ 3 delidal Al -8

W e Jlen Y sl oSl a5 Iy a by el Jla ) 4lSa) -9

17



Send To &b o=

Properties s#all pal sa i 5l 48 y2a =10

Sl iall 8 cad ey AT &8 se g elaul =11

Llany) dald aladin) o Gy ol A el 5V a2 Jsasll Sy Adadle

Lt Ll Ll @l g AJHFAN Jbaid) a5 aaa yiay 8l Dlied
JSE e Al 5 1Y 5 paidall A5y skl aladin) ) <Y Casa

18



Edit | View Insert Format

i) RepeatNew Ctrl+Y
g Cut Ctrl+¥
Copy Crl+C
: % Office Clipboard...
{[&, Paste Ctrl+v
. Paste Spedial...

Paste as Hyperlink
Fill

Clear

Delete...

Delete Sheet

Mowve or Copy Sheet...

#% Find... Ctrl+F
Replace... Ctrl+H
Go To... Ctrl+G

EDIT btiuy) daild

DGk oo W el deadd (S

¥ 3, 3 Edit e bl
OsSH g lal® AItHE e baally
1= Edit blau) 48

5085 5 a3 WY 6 5 -1
L.:f'd\ e JgYl JA\J\)).:);S
Y Al (SE Y

2GR (S

Gada b U ¢ ) adad yal -2
Cut il

Copy il

& dladll ¢ 5l ) Bual jal -4
Paste il daia

da iw g Paste Special ! -5
el g Y Juadilly
s Office Clipboard
£ LY el Al

A (e A Tl g lal aadiing 5 dpila Lali) 3280 415 Fill el -6

sy al (3 ylati g

o cligdad gl ol jal s andion s dpils Lalan) 33806 415 Clear sl -7

19



Sl Andia (4o fpa
Jliss (28 gl mwdd Delete el -8
iaiill il daia zud Delete Sheet i -9
Al dae jialdsiall 2 5zl Move or Copy Sheet i -10
2aail 3380 JJaay s Jaall 583 8 08 (5) e Canll Find Jal -11

2 sllaall

33U lany g Jaall yia 8 (o (28 Jaw s Say Replace ) -12

o sthaall aaa]

G osthaall apaail 3380 any g 4 g3l (28 ) iy Go To el -13

20



View

£

Insert Fgrmat

Tools

Mormal

Page Break Preview

Task Pane
Toolbars
Formula Bar

atatus Bar

Header and Footer...

Comments
Custom Views...
Full Screen

Zoom...

Gk o W el dsma oS
J.uu\)_“ BJ\_@M R M|eW ‘_Aﬁ: Lozl

0K s ad AtV e baally

o View hblia) 4403

gle JS& Al dadia 3aalie -1
Glada e 51 Normal

(sl aim L) 42

Task Pane sl 2 sle jleda) -2

Toolbars <l sVl a3l & sy -3

53U ) sekapae 5l )seda HLEAY -4

s Formula Bar geall
L) seb sl a3 Jsil)

&5 JSl 8y Status Bar Alall 338l seda are i )5l JiaY -5

W) seda las)

Header and Footer il dadia Jaul i Ll A Gl ALY -6

Comments il daica 8 Jlae gl xie Gl diLay -7

Custom Views il # (e addid oy Lo laY -8

2 slac Y axiiun g Full Screen il daday 43030 L el -9

Sl Aadeal au

daiia (e JliSa e Ja gl pral ol 0SS ki s Zoom < el =10

21



)

Insert Lliwy) 4aild

Insert | Format  Tools Da Buyk e W) el Jeasll Say

Fe

A0
L]
Lot

Cells... s Wl ,n Insert e Ll
Rows Ll AltH e brcall 5 )
Columns B Insert 'L"u"““ 48 O}Sﬁ}
ﬂ:rksheet J.Lu.n\ Qells L AALA\ 1
Chart...

Columns sxci Rows
S : as ) Worksheet dec daia
Symbol < Chart

Function... _ N
Function 4> J&a) -2

Mame k

Comment Mame e-“‘\ ;Uas:j 3

Picture 3

Diagram. .. Comment Gal=s J&) -4

Cbject...

Picture 3 5= 4ils| -5

Hyperlink... Ctrl+

Diagram Lkhis 4dLx) -6
Object (i 4l -7

Hyperlink zési ki, 8Ly -8

22



Format Liawy) 4aid

Format | Tools Data  Window Gaob oo W Ll Jsasll (Sas

Cells... Ctrl+1 sl ,» Format e .Lu.ml\
R el AltHO e brall 5l V)
= ' (e Format Jbaliw) 448 o S g
Colurmn b
Sheet b Cells W& s 40 J<atl jal -1
AutoFormat. ..

Conditional Formatting...

Style. ..

Row _hu J&idl el -2

Column 2se JSail yal -3

Sheet daia JSEi i -4
AutoFormat ¥ J<aidll -5

Conditional Format -k il JiSiall -6

Style Ll jlia) -7

23



IOO'S .1:\.3.\.;.:‘2\ 3\.4415

Help -ﬁ-crli LB")L Ce LAJ L@—d! d}*éjj‘ USA'U

W Speling...

@ Error Checking...
Speech
Share Workboak. ..
Track Changes

Protection

Euro Conwersion. ..
Cnline Collaboration
Solver...

Goal Seek. ..
SCENarios. ..
Formula Auditing
Tools on the Web, ..
Macro

Add-Ins...

| 2 AutoCorrect Options. ..

Customize, .,
Options. .,
Conditional Sunm...
Lookup. ..

Data Analysis. ..

8 Macro Systems Add-ins

F7

k

L ,n Tools e bl

Lolis AT e baacalls of Yl
< Tools blan) 4l G Sa pal

Spelling 3wy dxal j -1

Error WiV dasl -2
Checking

Protection Jeall yis ajles -3

Al 7 3aill (Ja dli s Al 4
Solver vy dpball e g

Ginll JSLie Jal iy dal 5 -5
Goal (o5 Bl Juzdl (e
Seek

Scenarios <l g Ll

Add-

Macro s Skl pladiu] 4eal 5 -7

INs JusY saa J) 52 48y 425 -8

AutoCorrection Options V! sl jba 4al 5 -9

Options <l LYl juidals-10

24



Conditional Sum bl xeall ds)5-11
Lookup &l Jlgaaals-12

Data Analysis Wilea] clilnll dilsidaly-13

Data Llauy) aaild

Data | Window WB! Help Acrobat Gk e Wl Jeasll oSag

24 sort.. sl 5% Data e el
S vLAIHD e baaly S el
Form.. Data Lliu) auli oS5, s
Subtotals. .. g
Validation. ..

Table... Sort <bball s 5 -1

Text to Columns...

Consolidate... E'Iter QUQJ\ Ll -2

Group and Outline 3

Form &ua Jasl 4gal5-3

@ PivotTable and PivotChart Repart...

Import External Data b SUQtOtaIS 4:,4);}\ @A\;A]\ -4

Validation &a~ill 4ulsa) -5

Table Jsla <L) -6
Text to Columns sxel ) (o pad Jy 53 -7

Consolidate z«!1 -8

25



Group and Outline cakayll § cile ganall 13a31 -9

PivotTable and la i, gilakia g3 58 5l 5l ) saall Jslan =10

PivotChart Report

Import External Data 4= )la Slly 3 yia) -11

| Window | WB!  Help

Windows hliwy) daild

Gk oo W @l deasll Sas

Mew Window
Arrange. ..

Hide

Split

Freeze Panes

| v | 1Book2

s, 55 Windows LA‘:M\
ks AW e Laially Sl

e Windows bliw) daild o < g

New suaa 3380 L&Yy -1
Window

Arrange ) sill s il -2

sl LaY) Hide 35 claay -3
(his e sa 5 £lAY) axe

Split (s3a oo S G aveil) sl -4

Freeze Panes “ulall yldaill cuidl -5

26

Aa giaall Jaall ilay, 3l -6



Help bliwy) daild

Help | Acrobat Ahasiny saeluall Cale e (5 5a5
Microsoft Excel Help F1 FPEN u‘y Jas pes aldll \'JA} d_mS\
Show the Office Assistant B d“S\ e @\)Aj\j il
K? What's This? shift#F1 | aclue s by oY) W jaas
Office on the Web U'—\UJSY\ Uan Sle S LS Jus)
Activate Product... d—ws‘ 3\353““ g_é e L ggfm

Lotus 1-2-3 Help...

Detect and Repair...

About Microsoft Excel

Time Saving Excel Solutions

About Macro Systems Add-ins

27



