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* Excel 3.0 (1990)
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* Excel 5 (Version 5, released 1993)
* Excel 6 (Version 6)
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* Excel 2003 (Version 11, released 2003)
* Excel 2007 (Version 12, released 2007)
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m"\e Insert Page Layout Formulas Data Review View Load Test Team @ 0 o @

fj: 5 autosum v fBlogial”  [f} Lookup & Reference = <5 i Define Name + i Trace Precedents ] Show Formulas ‘% B

ﬁ,‘ Recently Used ~ [—A Text = @ Math & Trig = £ Use in Formula Iz’(‘.iTrace Dependents @Errov Checking =
Insert HName X - ‘Watch | Caleulation L{_E
Function [ Finandial~ B Date & Time.~ (] More Functions = Manager B Create from Selection | 7, Remove Arrows + (B) Evaluate Formula  \indow | Options »
Function Library Defined Names Formula Auditing Calculation
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{8 Recently Used ~ A Text - -

AU gl T8 5 ame S by o (S )5 005530 e (A / el / pst) Gl el 3al e o
“_Hnme Insert Page Layruul Formulas | Data Review View

Insert Mame For
Function @ Financial * ‘rﬁ Date & Time = " | Manager B Create from Selection | Audi

(DATE) gl alls

Serial Number lulodll

Bookl - Microsoft Excel

A3 Define Mame ~ .

£2 Use in Formula

Function Li DATE Al| Defined Names
DATEVALUE !
DATE(year,month,day)
| A ] B DAY i s
1 Returns the number that
DAYS360 represents the date in Microsoft
2 Excel date-time code.
EDATE
3
a EOMONTH e Press F1 for more help.
5 HOUR
6 MINUTE =
7 MONTH
8
5 NETWORKDAYS
10 HETWORKDAYS. INTL
11 HOW
1
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ALY sy T8 5 e QY by o (R a5 0 5S baa (Ris / e / ps2) Gl el al an

9 t-|=

f = AutoSum ~
{8 Recently Used ~ A Text -

Insert
Function @ Financial *

Functio

l6 e |~ e lwm|=]

Serial Number il

Bookl - Microsoft Excel

ert Page Layruul Formulas | Data Review View (DATE) M\_\ﬂ 3 ?AJ.\GJ QLL&M:}” °
ﬁ Logical = ﬁ' § A3 Define Name ~ ¥
- £2 Use in Formula /
([ Date & Time +| i Function Arguments 7 x

u DATE
DATEVALUE
DAY

DAYS360
EDATE
EOMONTH
HOUR
MINUTE
MONTH
NETWORKDAYS
MNETWORKDAYS |

NOW

DATE

Returns the number that represents the date in Microsoft Excel date-time code.

Year isanumber from 1900 to 9999 in Microsoft Excel for Windows or from 1904 to
9999 in Microsoft Excel for the Macintosh,

Formula result =

Help on this function
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Function Li|
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EXACT o GleSle
FIND =l
FIXED . PUETITR .

g_q‘);\J\ Q:\:\A.:‘)IAS\ Calaliall L._ll.m; ?“5 .

LEFT | PR
=l caoal gl e
LOWER LEN(text)
Mip Returns the number of characters
PROPER in atext string.
REPLACE @ PressFi for more help.
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Load anf g llayu sl e o
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Function Arguments T x
LEN

Text |"wael said’ "wael said”

=39
Returns the number of characters in a text string.

Text is the text whose length you want to find, Spaces count as characters.

Formula result = 9

Function Argurnents T x

Help on this function
LEN

Text |1 (5] = “abeder

=6
Returns the number of characters in a text string.

Text is the text whose length you want to find. Spaces count as characters.

Formula result = 6

Help on this function III | Cancel
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Clipboard T Font Alignment Mumber Cells Editing
IF v (" ¥  fx| =IF(A1>10,"Large","Smale") i1
A B z p | E F | & | n | 0 | 1 K =
I‘ imale"} | |
2
- Function Arguments ? X
3
a IF
5 Logical_test A1 10 FALSE
o | Value i true | rge” “Large” =
| Value_if false i‘Sma\e' “Smale”
8
9 [ = "Srale”
! Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE,
10
5 Value if false i the valus thatis returned if Logical_testis FALSE. If omitted, FALSE
1 isreturned, L
12|
13|
1] Formula result = Smale -
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A jlee Gidad Al g aase Glai 8 LT sae ilal (COUNTIF) lall axdius

= COUNTIF(Range, Criteria) Al oly

(Criteria) Jb=all 5 (Range) bl Laa 5 2 ildasus sl) axe

Ly A Candi ST LAY e sana s 3Ll

Function Arguments
COUNTIF
Range
Criteria |

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

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

Formula result =

Help on this function

Lo 10 cnad |
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Initial selection
1,23

9:00

Mon

Monday

Jan

Jan, Apr
Jan-07, Apr-07
15-Jan, 15-Apr
2007, 2008
1-Jan, 1-Mar
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text1, textA
1st Period
Product 1

LA aran (o8 Aanall (puii s o AN 2wl Jans
sl sl e el Jaly Gogheall 8w
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Extended series

4,5,6,..

10:00, 11:00, 12:00,...

Tue, Wed, Thu,...

Tuesday, Wednesday, Thursday,...
Feb, Mar, Apr,...

Jul, Oct, Jan,...

Jul-07, Oct-07, Jan-08,...
15-Jul, 15-Oct...

2009, 2010, 2011,...
1-May, 1-Jul, 1-Sep,...
Qtr4, Qtr1, Qtr2,...

text2, textA, text3, textA,...
2nd Period, 3rd Period,...
Product 2, Product 3,...
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Color Scales » 40%-Accentl  40%-Accent? 40%-Accentd 40%-Accentd  40%-AccentS  40%-Accents

L L .

Number Format
Comma Comma [0] Ccurrency Currency [0] Percent
New Rule... =
1] New Cell Style.
Clear Rules » 51 Merge styes

| & 8

Manage Rules...

GS 152 - SV sl &l Jlea ) j8a

—i |
'@ t D P = Autesum -
Cell i g == = B o @
EHARRDR) o5 Table w Slyles IRAR I =il - | Il 17 YO el e
- G000, Bad and Neutral
Highlight Cells Rules * | Normal | Bad Good Neutral
Data and Mode!

(Conditional Formatting) (s il Ggawiill o

ol ol Bulsi o

(Format as Table) JsaaS Guatill o

Joall iy 58 o
LRl Ll .

[r &

Sort & |Find &
o g ]
4l sotAtez
%] SortZteA

|
L
B Custom Sort... |

W= Filter

= AutoSum v A? ﬁ
3] Fil - Z Al cld LAl g cbludl e caalll
Sort & Find & CTRL+F <l 5 Ll e 0 M
&2 Clear ~ Filter = Selact =
Editing |
£ autosum - ﬂ ) CTRL+H <l Jlagial e
@] Fin~
Sort & |Find &
2 Clear™  Filter~ |Select -
L B Find.
| meplace Find and Replace ? X
S B
R ™| GoTou. Find  Replace
Go To Spedial..
Find what: | [+]
Farmulas
Comments
Conditional Formatting | Laiirsas
Constants
Data Validation Frdal | [ondhedt | [ cose |
l¢  select Objects
Eb Selection Pane.. Find and Replace ? x
Find Replace
Find what: || []
Replace with: | [«]
| options >»
| Replace sl | | Replace | | Andal | [ Endhext | | cose |
GS 152 - V) caulall &l e ) jia se

28



% -

General

% v | &

MNumber

d ) iy e s i ) LA Al

Format Cells

{Number | alignment

MHumber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text
Spedal
Custom

Sample

Font Border Fill Protection

General format cells have no specific number format.

Lo ][ anal |
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.0
.60

.00
.0

Format Cells

Number  Alignment

Category:
General
Currency
Accounting
Date
Time
Percentage
Fraction
Sdentific

Text
Spedial

Custom

Font Border Fill Protection

Sample
FVALUE!

Decmal places: ‘2 Fgﬂ

[ use 1000 Separator ()

Megative numbers:

Number is used for general display of numbers. Currency and Accounting offer specialized
formatting for monetary value.

[ o
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