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Microsoft 365 Family

USD$79.99 ™
=

Or buy at USD$7.99 per month

Try free for 1 month »

£
fes

Cne convenient subscription for up to six people. Includes
Al-powered apps, up to § T8 of cloud storage (1 TB per
person) and advanced security for all your devices.

Premium apps

H E &

Word Excel PowerPoint COnsNote
Qutlock Access (PC Publisher
only) {PC only)

Premium value

e O £

OneDrive Skyps Microsoft
Editor

Up to 6 people
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Microsoft 365 Personal

USD$59.99 "

Or buy at USD$5.99 per month

Cne convenient subscription that includes Al-powsred
apps, 1 T8 of cloud storage and advanced security for all

your devicss.

Word

Qutoock

OneDrive

Premium apps

& o

Excel PowerPoint CneNote
Access (PC Publisher
only) {PC only)

Premium value

e £

Skyps Microsoft
Editor

1 person

Office Home & Student 2019

(one-off purchase for PC and Mac )

USD$119.99
=]

One-time purchase

The essentials for individuals to get it all done. Classic
versions of the Office apps installed on 1 PC or Mac.

Classic apps
Word Excsl PowerPoint

Premium value

(not included)

shorturl.at/muRT

1 PC/MAC

Ref : https://www.microsoft.com/en/microsoft-365/buy/compare-all-microsoft-365-products-

b?=&market=af&ef_id=EAlalQobChMIlja78tLTo7AIVVWQrCh10aAUVEAAYASAAEQLKu_D_BwWE%3AG%3As&ocid=AlD2100138_
SEM_EAlalQobChMIja78tLTo7AIVVWQrCh10aAUVEAAYASAAEgLKu_D_BwE%3AG%3As&nkd=Google_0365SMB_Brand&gclid
=EAlalQobChMIja78tLTo7AIVVWQrCh10aAUVEAAYASAAEgLKu_D_BwE
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Ref : https://support.microsoft.com/en-us/office/what-s-new-in-excel-2019-for-windows-
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New Feature Detail Example
New Functios - Concat : This new function | CONCAT (text1, [text2],...)
is like CONCATENATE, but
better. First of all, it's

shorter and easier to type.

o £
ANAAS

But it also supports range
references, in addition to

cell references.

-IFS : Tired of typing | =IFS([Something is Truel, Value if
complicated, nested IF | Truel,Something is True2,Value if
functions? The IFS function | True2,Something is True3,Value if
is the solution. With this | True3)
function, conditions are

tested in the order that you

[Microsof Office Exce Advanced | 2019] - 251058 las

specify. If passed, the result

is returned. You can also

o

specify an else "catch all" if

s

none of the conditions are

a

met.
MAXIFS : This function | MAXIFS(max_range, criteria_rangel,

returns the largest number | criterial, [criteria_range2, criteria2], ...)

=

ANUNTUADALAIYIR ANN. NANNAIUITZUULAIDIADUNILADLAZLAIDUNY

in a range, that meets a

o

9

single or multiple criteria.

MINIFS : This function is | MINIFS(min_range, criteria_rangel,

a

similar to MAXIFS, but it | criterial, [criteria_range2, criteria2], ...)

returns the smallest

aa

number in a range, that

s
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New Feature

Detail

Example

meets a single or multiple

criteria.

o £
AnNAAS

- SWITCH : This function
evaluates an expression
against a list of values in
order, and returns the first
matching result. If no
results match, the "else" is

returned.

=SWITCH(Value to switch, Value to
match1...[2-126], Value to return if
there's a match1...[2-126], Value to

return if there's no match)

TEXTJOIN : This function

combines text from

multiple ranges, and each
item is separated by a

delimiter that you specify.

TEXTJOIN(delimiter, ignore_empty,
textl, [text2], ...)

NEW

| [Microsof Office Exce Advanced | 2019] - 251a58d las
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CHARTS

- Map charts
You can create a map chart
to compare values and show
categories across
geographical regions. Use it
when you have geographical
regions in your data, like
countries/regions, states,
counties or postal codes.
- Transform geographic data
into professional

visualizations

- Insert > Recommended Charts/Maps

Countries by Population

-
43,850 1,376,830,000

Population

Map chart by Value

------ d by Bing

© GeoNames, Microsct, Navtag, Wikipadia

A AN NFUNAINITZUULATDIABNNILABTLAZIATEYY
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- Funnel charts

Funnel charts show values
across multiple stages in a
process. For example, you
could use a funnel chart to

show the number of sales

- Insert > Funnel Charts

sales Pipeline
Stage Amount
Prospects 500
Qualified prospects 425
Needs analysis 200
Price quotes 150
Negotiations 100
Closed sales %0

-
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Detail

Example

prospects at each stage in a

sales pipeline. Typically, the

values

decrease gradually,

allowing the bars to resemble

a funnel.

ENHANCED
VISUALS

- Scalable Vector Graphics
(SVG)

Bring visual interest to
your documents,
worksheets, and
presentations by
inserting Scalable
Vector Graphics (SVG)
that have filters
applied to them.

- Insert > illustrator

| B Get Add-ins 12 g
Illustrations 8 My Add-ins ~ Recommended
X Charts

Add-ins

[‘_‘Ql '}’5 @ %) SmartArt

&4 Screenshot ~

Pictures Shapes lcons 3D
Models ~

lllustrations

v -

£
A3

- Convert SVG icons to

shapes

Transform all SVG
pictures and icons
into Office shapes so
you can change their

color, size, or texture.

- Format > Convert to Shape

Gad
Change Convert
Graphic ~ to Shape

(Y
|

Change

[Microsof Office Exce Advanced | 2019] - 251050! las
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- Insert 3D models to see
all the angles

- Use 3D to increase
the visual and
creative impact of
your workbooks.
Easily insert a 3D
model, then you can
rotate it through 360

degrees.

- Insert > illustrator > 3D Models

Insert Page Layout Formulas Data Review View|
i N =
p) ‘ L Y Get Add-ins 1?2
ended lllustrations & My Add-ins - Recommended
bles e Charts

Add-ins

lj rl '('_1 @ 5 SmartArt

4 Screenshot ~

Pictures Shapes Icons

B | v . Models'

lllus! [nsert 3D Model From
0 —
This Device...

Stock 3D Models...

INK
IMPROVEMENTS
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- New ink effects

Express your ideas with flair
using metallic pens and ink
effects like rainbow, galaxy,
lava, ocean, gold, silver, and

maore.

- Insert Draw Ribbon

File Home  Insert [MVCUM Pagelayout  Formulas

I+

’ v
Penv

Draw Eraser Lasso
Select

Tools Pens

Data

v
m
Ink to
Math

Convert
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- Digital Pencil
Write or sketch out ideas

with our new pencil texture.
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- Customizable, portable
pen set

Create a personal set of pens

to suit your needs. Office

remembers your pen set in

Word, Excel, and PowerPoint

across all your Windows

devices.
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New Feature Detail Example
- Ink equations
Including math equations has
gotten much easier. Now, you | | ™" e X
can go to Insert > Equation > Preview here
Ink Equation, any time you
want to include a complex
math  equation in  your
workbook. If you have a touch w
. S
device, you can use your e S X ;E
finger or a touch stylus to M e, Scectand Comes: Gl S
Insert Cancel

write  math equations by
hand, and Excel will convert
it to text. (If you don't have a
touch device, you can use a
mouse to write, too). You can
also erase, select, and correct

what you've written as you

go.

BETTER
ACCESSIBILITY
FEATURES

- One-click fixes for
accessibility issues
The Accessibility Checker is
better than ever with
updated support for
international standards, and
handy recommendations to
make your documents more

accessible.

- Review > Check Accessibility Icon

Draw  Pagelayout  Formulas  Data [EGGEYIEN
Check Smart
Accessibility | Lookup
Accessibility | Insights | Language
Accessibility > =

Inspection Results

Errors

> Missing alternative text (6)

Warnings

~~ Default Sheet Names

Sheetl ~
Recommended Actions
Rename Sheet

Other Suggestions

~ Keep accessibi
while | work o

Additional Information ~

Learn more
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New Feature

Detail

Example

SHARING IS
EASIER

o £
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- Insert recent links

Easily attach hyperlinks to
recent cloud-based files or
websites, and Create
meaningful display names for
people using screen readers.
To add a link to a recently
used file, on the Insert tab,
choose Link and select any

file from the displayed list.

- Insert > Link

PowerPoint

Links  Comment
Comments
I I
=
"-_'~-c.' ) Zo'om
L' n k Links
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- View and restore changes
in workbooks that are
shared

Quickly view who has made

changes in workbooks that

are shared, and easily restore
versions. For

earlier more

information, see View
historical versions of Office

files.

Microsoft 365 Office 2019 - 2016

1. Open the file you want to view.

2. Click File > Info > Version history.
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- Quickly save to recent
folders
This highly

requested by our customers:

feature  was
Go to File > Save As >
Recent, and you’ll see a list
of recently accessed folders

that you can save to.
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New Feature

Detail Example

GENERAL
IMPROVEMENTS

- Precision selecting
Ever selected too many cells
or the wrong ones? You can

now deselect extraneous f ctri

cells without having to start

X P
over.

- Quick access to superscript and subscript
Keep the superscript and subscript commands at your fingertips by adding
them to the Ribbon or Quick Access Toolbar.
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- Improved autocomplete

Excel autocomplete isn't as picky as it was before. For example, let's say
you want to use the NETWORKDAYS function, but you can't remember
how it is spelled. If you just type =DAYS, the autocomplete menu will
bring back all of the functions that contain "DAYS," including,
NETWORKDAYS. Before, you had to spell the function name exactly.

- New Themes
There are now three Office Themes that you can apply: Colorful, Dark
Gray, and White. To access these themes, go to File >Options > General,

and then click the drop-down menu next to Office Theme.

- Black Theme

The highest-contrast Office theme yet has arrived. To change your Office
theme, go to File > Account, and then click the drop-down menu next to
Office Theme. The theme you choose will be applied across all your
Office apps. To learn more about Office themes, see Change the look and
feel of Office for Windows with Office themes.
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- Break the language barrier
Translate words, phrases, or sentences to another language with Microsoft

Translator. You can do this from the Review tab in the ribbon.

o

9

- No warnings when saving a CSV file
Remember this warning? "This file may contain features that are not
compatible with CSV..." Well, you asked for it We will no longer show this

when saving a CSV file.
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New Feature

Detail Example
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- CSV (UTF-8) support

You asked for it on our Excel User Voice forum: You can now open and
save CSV files that use UTF-8 character encoding. Go to File > Save As >
Browse. Then click the Save as type menu, and you'll find the new option
for CSV UTF-8 (Comma delimited). CSV UTF-8 is a commonly used file
format that supports more characters than Excel’s existing CSV option
(ANSI). What does this mean? Better support for working with non-English

data, and ease of moving data to other applications.

fn

- Data Loss Protection (DLP) in Excel

Data Loss Protection (DLP) is a high-value enterprise feature that is well
loved in Outlook. We are introducing DLP in Excel to enable real time
scan of content based on a set of predefined policies for the most
common sensitive data types (e.g., credit card number, social security
number, and US bank account number). This capability will also enable
the synchronization of DLP policies from Office 365 in Excel, Word, and
PowerPoint, and provide organizations with unified policies across content

stored in Exchange, SharePoint and OneDrive for Business.

PIVOTTABLE
ENHANCEMENTS
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- PivotTable enhancements

Excel is known for its flexible and powerful analysis experiences, through
the familiar PivotTable authoring environment. With Excel 2010 and Excel
2013, this experience was significantly enhanced with the introduction of
Power Pivot and the Data Model, bringing the ability to easily build
sophisticated models across your data, augment them with measures and
KPIs, and then calculate over millions of rows with high speed. Here are
some of the enhancements we made, so that you can focus less on

managing your data and more on uncovering the insights that matter.

POWER PIVOT
UPDATES

o
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- Save relationship diagram view as picture

- Enhanced Edit Relationship dialog creates faster and more accurate data
relationships

- Table selection using keyboard navigation

- Column selection using column navigation

- Auto column suggestion for same column name in both tables

Fixes that improve your overall modeling user experience
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New Feature

Detail

Example

PUBLISH TO If you have a Power Bl subscription, you can now publish files that are
POWER BI stored locally to Power BI. To get started, first save your file to your
computer. Then click File > Publish > Publish to Power BI. After you
upload, you can click the Go To Power Bl button to see the file in your
web browser.
GET & - This section contains
TRANSFORM improvements made to F D D S== D
(POWER QUERY) | Get & Transform (also B =l S O
Get Fromm  From From Table/ Recent
known as Power Query). Data = Text/C5V Web Range  Sources
: Dat
- New and improved ﬁ From File g i
connectors
- Improved transformations From Database » 5
- General improvements B
_E]. From Azure ¥
=
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D2 v Jx =CONCAT(A2:C3)
A B € D
i NJNAME SALARY [CONCAT

1|WARAPORN

35000 1WARAPORN350002AMAN
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2
3 | 2|AMAN 2AMAN
Y ¥ v  J | =IFS($D2>=4,"Gun",$D2>=3.5,"",$D2>=3,"1huna", TRUE,"5u1l5s")
A B c D E 7 F
'NO. |[NAME SALARY | azuuuilszisiv 5zRl CONCAT
1|{WARAPORN 35000 - =IFS($D2>=4,"a:n", |IWARAPORN350002AMAN
$D2>=3.5,"8",$D2>=3,
"ihuna”, TRUE, "d5u
il59")
2|AMAN 2.9 IFS{logical_test1, value_if_truel, [logical_test2, value_if_true2], [logical_t

=IFS($D2>=4,"au1n",$D2>=3.5,"a",$D2>=3,"Uruna149", TRUE,"

UYiuusa")
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File formats that are supported in Microsoft Office 2019

Application Extension Description
Word .docx Word 2010 XML Document
.docm Word 2010 XML Macro-Enabled Document
.dotx Word 2010 XML Template
Eg .dotm Word 2010 XML Macro-Enabled Template
% Excel Xxlsx Excel 2019 XML Workbook
§ Xlsm Excel 2019 XML Macro-Enabled Workbook
g - xltx Excel 2019 XML Template
-é'g Xltm Excel 2019 XML Macro-Enabled Template
&
% Xlsb Excel 2019 binary workbook (BIFF12)
E . xlam Excel 2019 XML Macro-Enabled Add-In
% Office 2019 applications now save files with new, different file extensions
S
% Application Extension Description
v% PowerPoint .pptx PowerPoint 2010 XML Presentation
§ .pptm PowerPoint 2010 Macro-Enabled XML Presentation
é . potm PowerPoint 2010 Macro-Enabled XML Template
_é . ppam PowerPoint 2010 Macro-Enabled XML Add-In
;g . Ppsx PowerPoint 2010 XML Show
:%’ Access . ACCDB The file extension for the new Office Access 2010 file
; format. This takes the place of the MDB file extension.
€

a

. ACCDE The file extension for Office Access 2010 files that are

in "execute only" mode. ACCDE files have all Visual

aa

Basic for Applications (VBA) source code hidden. A user

AUNUFDRUAIVIR

of an ACCDE file can only execute VBA code, but not

-




1

Juhoiuangsosd

File formats that are supported in Microsoft Office 2019

Application Extension Description

L@ Feature

view or modify it. ACCDE takes the place of the MDE

file extension.
. ACCDT The file extension for Access Database Templates.

. ACCDR A new file extension that enables you to open a
database in runtime mode. By simply changing a
database's file extension from .accdb to .accdr, you

can create a "locked-down" version of your Office
Access 2010 database. You can change the file

extension back to .accdb to restore full functionality.

sldx Slide
.sldm Macro-enabled slide
thmx Office theme

in Microsoft Office Excel 2019
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ﬂﬂi%ﬂg‘ﬂLL‘UUL‘UGLL‘U‘Uf\OﬂﬂuﬂLEN (Custom)

ustom Excel number format : Microsoft Excel has a lot of built-in formats for number,
L currency, percentage, accounting, dates and times. But there are situations when you
need something very specific. If none of the inbuilt Excel formats meets your needs,

you can create your own number format.

Number
formatting in Excel
is a very powerful
tool, and once
you learn how to
use it property,
your options are
almost unlimited.
The aim of this
tutorial is  to
explain the most
essential aspects
of Excel number
format and set
you on the right
track to mastering
custom  number

formatting.

Ref: https://www.ablebits.com/office-addins-blog/2016/07/07/custom-excel-number-format/

Format Cells

Number Alignment

Cateqgory:

General
Murmber
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

SEeciaI

Type the number format code, using one of the existing codes as a starting point.

#,4#0.00 );[Red](#,##0.00) ™ (1,000.00)

Ctrl+1

'

&

o

Font Border Fill Protection =
3

['ad

=

(o

Sample pas

|

100033 ~
i

o

Type: S
# ##0,00):[Red](# ##£0.00) -8
(8]

0.00 ~ 5
#3#0 3
#3##0,00 i
# 3430 );(# 2240) X
###0 J[Red](# #0) P
# 340,00 ):(#,#%0.00) o

# #3#0.00_):[Red](# ##0.00)

$#,##[}_] X ($#,##D]

§# #20 ) [Red](5% #£0)

4 #20,00 ):(5% ££0,00)

§# 0,00 );[Red]($# ##0.00) i
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General | "Increase " £.00; "Decrease "-#.00; 0
20 Increase 20.00

-20.5 Decrease -20.50

0 0

0.0 Increase .60

-12 Decrease -12.00

o
k]

Understanding Excel number format

A

fn

To be able to create a custom format in Excel, it is important that you understand how
Microsoft Excel sees the number format.

An Excel number format consists of 4 sections of code, separated by semicolons, in this order:

POSITIVE; NEGATIVE; ZERO; TEXT

1 2 3 4

# #50.00; (£,#£0.00); "-"- [Magenta] @

Format for positive numbers (display 2 decimal places and a thousands separator).

2. Format for negative numbers (the same as for positive numbers, but enclosed in

parenthesis).

| [Microsof Office Exce Advanced | 2019] - 251a58d las

Format for zeros (display dashes instead of zeros).

Format for text values (display text in magenta font color).

=

<

Digit and text placeholders

a

For starters, let's learn 4 basic placeholders that you can use in your custom Excel format.

AN, NEUNAUITZTUULATDIADNNANDILAZIATOUY

Code Description Example
K 0 Digit placeholder that displays insignificant zeros. #.00 - always displays 2
nsldduan Tneiav 0 avgnuansoanuuiilid iy decimal places.

a

If you type 5.5 in a cell, it will
display as 5.50

aa

AUNUFDRUAIVIR

-
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Code Description Example

# Digit placeholder that represents optional digits and | #.## - displays up to 2
does not display extra zeros. decimal places.

That is, if a number doesn't need a certain digit, it If you type 5.5 in a cell, it will

won't be displayed. display as 5.5

nstadas lngia 0 aggndnfisninludian If you type 5.555, it will
display as 5.56.

? Digit placeholder that leaves a space for #.77? - displays a maximum of
insignificant zeros on either side of the decimal 3 decimal places and aligns
point but doesn't display them. It is often used to numbers in a column by
align numbers in a column by decimal point. decimal point.
nslddian lneta 0 avgnunuiietesitaminliiian

@ Text placeholder 0.00; -0.00; 0; [Red]® -

applies the red font color for

text values.

gniu 63 $ - + /() : space WidadldinTomuneng

@ v
ATAUNLA

formatting in Excel.

Below you will find a few more examples that will hopefully shed more light on number

Format Description Input values | Display as
#.000 Always display 3 decimal places. 2 2.000
2.5 2.500
0.5556 556
#.0# Display a minimum of 1 and a maximum of 2 2.0
2 decimal places. 2.205 2.21
0.555 .56

o £
ANAAS
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Format Description Input values | Display as
mam Display up to 3 decimal places with aligned 22.55 22.55
decimals. 2.5 2.5
2222.5555 2222.556
0.55 .55
###0 "um" | nslaternusindugueuuiiay 2,200 2,200 UM
»Z% d AvungUuuumsuanssaidy Juil 1 ndn 9/8/2019 9
B
- dd AvungUuuumsuanssaidy Juil 2 nén 9/8/2019 09
g
& ddd MnupgUiuunswananaidu Ju wuudu 9/8/2019 Thu
2 dddd MuuazUwuunsuananally u wuudiy 9/8/2019 Thursday
ae]
5 m AnungUuuunIswananaidy weou 1 vdn 9/8/2019 5
©
>
§e]
§ mm AmuagusuunsuanIaLdy WWeu 2 wan 9/8/2019 05
X
ke mmm AnupgUiuunIswananaidy e wuudu 9/8/2019 Aug
5
8 mmmm AnungUiuuNIswanaNaLdy wWou wuuALay 9/8/2019 August
§ o A o
= mmmmm MnupgUiuunIswananaidy wou wuudLay 9/8/2019 A
-
e %% ﬁmumgmwumﬂmmmmﬁu U 2 vdin 9/8/2019 19
E [d
g VyYy MvuasUwuuNsuanaxalduy U 4 wian 9/8/2019 2019
H
= <
3 h Flag 10:08:38 PM 22
2 ;
S hh:rnm i 10:08:38 PM 10:08
=]
§ *Note: The m or mm code must appear
°§ immediately after the h or hh code or
& immediately before the ss code; otherwise,
s
a‘: Excel displays the month instead of minutes.
_§ " Elapsed time in hours; for example, | =MINUTE(A5) 08
= 25.02 >> [hl:mm
=
S ss Jundl 10:08:38 PM 38
@

-
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Format Description Input values | Display as
[YELLOW] AMAUARLUNITUANINA [Color23J#,##0
http://dmcritchie.mvps.org/excel/colors.htm | A ;[Red]#, ##0
[BLACK], [BLUEI, [CYAN], [GREEN], v
[MAGENTA], [RED], [WHITE], [YELLOW],
[COLOR 1-56]
e
widedn' 0w | dmusliuansderuidetmuslddouludy | =B2 - Today) | aewuda |
"asude’ 0 | uan au wazaud (Tuil 4/5/2019 Juitaqdy 5 =
S Sudwed | 1 9/5/2019) é
[Green] "Wwi@edn" 0 "JU"; [Red] "taatad" 0 ;
"fu'; [Black] "Suilned; g
§
&
g
o
$179819n15 Custom Fomat Cell é
Fandu Format Cell (Custom) NN NUYLYR ] %
1.2 0.00 1.20 g
1.2 H 1.2 2
04-08-19 | dd 04 [$-411]ddd H “§
04-08-19 | mm 08 §
04-08-19 | yyyy 2019 =
04-08-19 | mmm Aug 2
g
04-08-19 | mmmm August 2
04-08-19 | mmmmm A é
12:33:55 | hh 12 %
25:33:55 | [hh] 25:33:55 =
PM PM E
12:33:55 | hh:mm 1233 | =MINUTEGSA$ | 33 | Z
19) g
12:33:55 | ss 55 )2
G



http://dmcritchie.mvps.org/excel/colors.htm
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f79819n15 Custom Fomat Cell
RL G Format Cell (Custom) LENING NUYLUA wuY
L)
12.23 [S-DO7041E]#,##0.00 ebo,mcd o | [$-DOT041E]0 | t# #HO
MS Office 2019 o.lb& )i(t# ##
0)
-201 [Red][<-2001(-0.00);[Blue][=200](0.00);[Black]0.00 (-201.00) GIGN
200 [[Red][<-200](-0.00);[Blue][=200](0.00);[Black]0.00 (200.00) ?ﬁj”]ﬁu
o 199 [Red][<-2001(-0.00);[Blue][=200](0.00);[Black]0.00 199.00 @en
200 #,##0 "un" 200 v
04-05-19 | [Green] "widedn" 0 "JU"; [Red]lagua?” 0 "' | LaguIla? =D18- Today
[Black]"Suilned; 5 $u TODAY() | 09-05-
19

[Color10] A # ##0.00%:[Red] V ###0.00%;Black] V # ##0.00%

Macro

| [Microsof Office Exce Advanced | 2019] - 251a5ai lasdnfe3

Sub ArabicToThai()
Fori=0To 9
Cells.Replace What:=Chr(48 + i), Replacement:=Chr(240 + i)
Next

End Sub

=

<

a

Sub ThaiToarAbic()
Fori=0To 9
Cells.Replace What:=Chr(240 + i), Replacement:=Chr(48 + i)
Next

End Sub

AN, ﬂ?quWﬂﬂizUULﬂ%aﬂﬂauW?LﬂaiLLaZLﬂiaﬂhﬂ

o

aa a
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duhouansmsosna

10

11

12

1 |unefiu w o du 0017011003703 |v18 |Wlousn |nssuns 31 4.A. 63 1
2 |junAulvy 1700600000358  [ndja |@12 N33UN3 31 d.A. 63 3
3 |wsfien 1w 1700600000359 |19 |fumwn  |nssung 31 3.A. 63 3
4 |wiegge nu 0017011003703  |v1e |Wauin |nssuns 31 d.A. 63 3 W
b &
1 |uesuesl Tadt 1700600000358 %18 @12 ALEIY 30 il.g. 60 1 =
=
r =
2 Juauasl laf2 1700600000359 |ndJa |famwn |79 30 8.6 60 3 =
r =
3 |unauasl lafz 1700600001073 |8 |Weun |Ausdu 30 1l.8. 60 3 &
v |
4 |unaudsl lafa 1700600000358  |vi4 |an U4 30 .8, 60 3 o
o
N
5 uneauasl lafs 1700600000358  |ve [iuywn  faueaiu 30 fl.e. 60 3 3
S
C
©
3
<
g
o
AUWTY | AU 30 4.8, 60 S
Ctrl+D u :
U7 5
o
(%]
Qg 2
el
=
A B () W
A6 URy VD - FANALIINIUATIG G ' ItO FI 2
3
1 w1eiu LY w0 83U 2
" ' . ' ﬂg
= I o w a 1 a
2 UNAY 1 g Wumdsyeidanuaemntunig S
" @
= 1% v} wa £ I3 o -VE
| 3 |uedenlewm nsenteyadnludf windeyaluduavey | 3
a UILYD NI X o o wve va A A ¢ 2
- FINUITOLN UAR ‘uiﬂamiuum UIDWUN 3
1 u9gaNAs 1 Tad 1 5 o oon o . 2
- S — Jaanuenlud® laglgisn19u1 Mouse | &
2 uENAs 1l Taf2 e
s . 1 ¥ =
3 wganes1 e Pointer ANANHUTIEN LAIAN q;
.l I L% 1 . b4
a4 |ungsue1 Toda 139U um 11U Excel Option > || 2
=
= = . . [(~3
5 uN9dNFAs 1 Tafs Advance > Edit Custome Lists C
=
=
G
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Workshop : inalian1snsandayauuudnlusif (Flash Fill : Excel 2013-2019, 365)

Flash Fill

1

2 1 |5asai lasanaes
3 2 |u@ 1aad

- 3 |asya lad

Ctrl+E

Data View Developer LOAD TEST TEAM Q Tell me wha. st to do...
Queries F y [2] Connections & [TTA W Clear V[ Flash Fill B+= Consolidate
T‘A = 2l : El= , e
lable & [:Z] Properties : Reapply B+l Remove Duplicates D’S Relationships
Refresh 4l Sort Filter Textto
tSources All~ Edit Links £ Y Advanced Columns =& Data Validation ~
orm Connections Sort & Filter Data Tools

What is Flash Fill in Excel?

Excel Flash Fill is a special tool that analyzes the information you are entering and
automatically fills data when it identifies a pattern.
The Flash Fill feature was introduced in Excel 2013 and is available in all later versions of

Excel 2016, Excel 2019, and Excel for Office 365.

Workshop : wnalian1snsandayauuudnludd (Flash Fil) wuusnee

9

s 2SOM Flash Fil : Down Flash Fil : UP

(%] Fill

QC wn

Cork 4 Clnd &

Right
Up
Left

DB N E

|
L

Fill Series

=5

§e..Fm !'.Eﬁ Copy Cells
Justify O
O

[ Flash Fill Fill FEormatting Only
) Fill Withgut Formatting
O ElashFill
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Workshop : n15A3UANAQ13QNABIYaeUayan 8 Data Validation

TUsunsu Microsoft Excel 2007 Fuluiinsiisanuaunsalunisdnnisiudeyalivainaiedu

laglunsinnisiunisnsandayadae Drop Down List @snsariilalagldmdsuuuiu Data > Data

Validation

excel_workshop2562.xlsx - Microsoft Excel TABLE TOCLS I

DATA REVIEW VIEW DEVELOPER FOXIT READER PDF POWER QUERY ACROBAT DESIGN

Jections Al Y ’Ej E‘ E_)g 5’ E-’D B

‘%Ll Sort Filter ¥ Textto Flash Remove Data Consolidate What-If Relationsk
Y Advanced  columns Fill Duplicates Malidation = Analysis ~

15 Sort & Filter == Data Validation..

i
3

E Circle Invalid Data
Fe C ear Validation Circles

E

8

;§°

g

&

C D E F z H =

S

F

0017011003703  |v1® [wlguun  |ASSUNST 31 d.a. 63 1 5
T

<

1700600000358 |t |83 NI3N3 31 il.A. 63 3 Y
1700600000359  |¥1g |ANWYY  [nI3UNT 31 il.A. 63 3 g

Data Validation @

‘Data Validation

2139918 [Microsof Of

s

Allow:
List e Ignore blank

Any value In-cell dropdown
Whale number
Decimal

List

Date

Time

Text length
Custom

a

=

1]
il

9

] Apply these changes to all other cells with the same settings

Clear all | oK Cancel

aa a

AUNUEDAUAIVIR ANN. NFUNAIUITZUULATDIABUNAADUA

==
Y

Data Validation

:data_l.falidation!$B$2:$B$fﬂ L@
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Workshop : inaliadani1sfiudayan®1fis Remove Duplicates

TUsunsu Microsoft Excel 2007 ulufinisiiuanuanansalunisdanmsivteyalaviainaneu
laglun1sdanisiudeyafigniuinne anunsavildlaglddsuuuiu Data > Remove Duplicates

H - D I:é == excel_workshop2562.xlsx - Microsoft Excel TABLE TOOLS I

HOME  INSERT ~ PAGE LAYOUT  FORMULAS DATA  REVIEW  VIEW  DEVELOPER  FOXITREADERPDF  POWER QUERY  ACROBAT DESIGN

rlru‘ [#] Connections ;z'l Y ?j E"g 5’ E-’D D :I/g

Refresh zl Sort Filter Text to Remove Data Consolidate What-If Relationsh
All - T Advanced  Colymns Duplicates Validation - Analysis -
we Get External Data Connections Sort & Filter
s
(N
[ A2
Rl
w
=
>
2
g 1
& - r
e 2 1 [UA8EU ] Remove Duplicates % hfleunn  |nssung 31 il.n. 63 1
R i - To delete duplicate values, select one or maore columns that contain -
= 3 2 unAy 1o g duplicates. 172 AIIUNT 31 1.A. 63 3
S I - EE Selact All EE Unselect All My data has headers L -
Eo) 4 3 UBLA-A I‘I ﬂll‘ﬂ“ﬂﬂ AN33UNT 31 1.A. 63 3
0]
] " Columns
& 5 4 [UeHe MY O e Weunn  |ngsung 31 4l.a. 63 3
% r [] fa- ANAUSINTUFIETT
= 4 X =
2() 6 1 UENAT] | L wvttueuanaios anm AUEIU 30 .84, 60 1
% | 1 wiet
Y 7| 2 |wwewesl] 500 Ay |49 30 §1.8. 60 3
L‘QL:_J I i I} Tuliasuuaane = -
le) 8 3 UNFNATT O e LUEULT  [AUEIU 30 1.8. 60 3
b l
o 4 . a
8 9| 4 |unauAil cancel | |13 %19 30 9.8, 60 3
3] r
2 10| 5 |unauesl Wds 1700600000358 |wg |fuyw AU 30 {l.e. 60 3

=

Remove Duplicates

<

a

Remove Duplicates ? s

To delete duplicate values, select one or more columns that contain
duplicates.

AN, NEUNAUITZTUULATDIADNNANDILAZIATOUY

- -

= selectall | B= unselect Al My data has headers Microsoft Excel pe

o

Columns 0 7 duplicate values found and removed; 4 unique values remain.
|:| FEun

-l . -
|:| i - ANALTIITUETIGT

. .
] LRTATUan IR

O we
Aoy

|:| FIUWUITY

9

a

aa

|:| Tulesnuaag

O Tal=)TH]

drinauadfuiernf

o
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n1sUszenaldssuugiudaya (Database)

atabase 39 §1ulaya A NauvettayaNdAUduTUSTITuLaziY Lag '

INIQUQQU’J’]‘U’@N@VN‘MQJG]‘L!‘U G]’eNLﬂUl’ﬁULLﬁ%J‘U@SJﬁL@ g2 UNS DULENLAY ..|

wae 9 uiludoy

%

a UiuIEJ‘U‘lJ‘U’eNﬁ’]u‘UEJiJa

g

Py ]
ig REPORTING dj PLANNING D DASHBOARD

DATABASE

\NI—\HI:HUUDI:

=N OTHER DATA
EEm SOURCE

® annsiiudauandgou

Y

® FNYIAIUYNH DIV

® nN15U09NULAYS NYN

anudaeadeliiudeyaiilaseg

drmIn N1SUBINULALSAYIAINY

v Y

Uaendeiudeyaszuugiuteyass

19 va Y O =
IVLQW']gﬂ:L‘VI LA YIVDILNTIU U W

v a
YAUAUILLNANNING

QHLY G SmtheeMILaLIATaIRY [T 19 1R- 8 Y]
e o G SvheamTsanAIRIRY [Nl 25 25-29 & H Y
v - : " ¥ LIEUUT 817 ﬂ&IWU‘U'I
QHICY G ImhpematATERY (118 .
- A Lism LAz
A D nAmuTaT e Eord ST
: B s DATABASE
e - L L ST | . . i - .88 | - —
g & ATde ATIEN uRiaDE e nilaans/mile sy
naywT O MTbAimTANe LR [») fanmradiaintnnwns
F fiantsnaaing
G e ERaLIATa IR
I vugedunmnaun th Adadun
Y] o/ a S A
SI1UVDY a RILiRG K antuintminge uid Wawmda
9 v s
I anTuAne yalf auAu anmmeTo
e ﬂl‘ (=) o (=Y - = R -
INHAYYIR  dyuR WA 0 nslyiunTaing
1
. - P grulalnim
NTOOD1 LLEILIT
NTOO0Z 8711
NTOO03 ﬂil"nﬂﬁ‘i"

A

o £
ANAAS
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Workshop : nwmu%’ay’aé’wﬂ"ﬂé’a Consolidate (Excel 2013)

ata Consolidation allows you to gather together your data from separate worksheets
into a master worksheet. In other words, the Data Consolidation function takes data

from a series of worksheets or workbooks and summaries it into a single worksheet that

you can update easily. anduves Microsoft Excel lumsmdeya SUM ,
mAaY wseduquegenuglusaziAou 1@ saldfenduues Excel 2013 1Hu

(g L% o =1 Y 1 { £%
< suld Tumsvihgeswanll ieasuilurauiisndeans

&

‘Consolidate-Year2561'!SBS5:SES16 Add

g 'Consolidate-Year2563'1SB$5:SES$16 | | Consolidate-Year2562'1SBS5:SES 16
‘Consolidate-Year2563'1SBS5:SES16

<

i

2 A B ¢ _..sadlu Worksheett aen

c i —

& 3 (& H .

. 3 — Consolidate ? X
2 4 NAME - SERNAME

S 5 I l l Function:

3 6 | Sum 4

¢ 7 'Consolidate-Year2561'I$B$5:9E$16 | ... .

> 8 = :

g 9 | . . , | F®: | Browse..
¥ 10 'Consolidate-Year2562'1$B$5:5E$16

X | All references:

et

=

o]

2

S

I.é

14 Delete
15 R
16 | Use labels in
17| [J10p row
el o
S Left column Create links to source data
33
g Close
2 ]zl « A [B C D E F
= 1
3
@ 2
2 3 .
"g | & NAME - SERNAME saaalszdndau Al %
> [+ 8 January 1,200,000 42,000 0.11]
§ L+ 12 February 1,500,000 45,000 0.09
S [+ 16 March 900,000 51,000 0.17
z [x 2 Apri , 900,000 60,000 0.20
E +| 24 May , 900,000 51,000 0.17
& [+ 28 June _ 900,000 51,000 0.17
s [ 3 July v 900,000 36,000 0.12
| [+ 36 August 1,650,000 36,000 0.07
. [+] 40 September 1,650,000 43,500 0.08
[+] 44 October 1,650,000 30,000 0.05
*] E8 November 1,650,000 39,000 0.07
|+ 52 December 1,800,000 36,000 0.06

aa

AUNUFDRUAIVIR
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n1sdnnTsigauazdaya

Juhoiuangsosd

® /\

Joya n1sdrasumia 1Wusdu Tnenisdanisiuwadiulngazdendendunisvansy udr3adenads

lun1sdnnisteyannsenadluwaaiuisarilavaieds wu nisuily n1svigwmsenisAnasn

'
[ [

v

Nneensinnisiulea Ml (MdsdAeee) avausasenlylaainnisaanean)

nsAnasniwa (Copy)

n1sdewa (Cut)

A5 WYALUUNS

fi (Paste Special)

ANSINBUURLAEHI991NNITIBUUN L UAD

msnenlvazfunsdrasnguuuuanguatiy
Fanuakaus JULUU Snwaiz @ viegns uwins
MNuvuiiasiasnsodonldindesmanadnsly
sUnula amnedastumieidosnts dedasedl

AUl : Faaenamauifannduaiusimn
Formulas : ARABNLANILENS

Values : AnaananizA1vastayalaely
ANBBNENT

Format : finaaniangsuluues
Comments : Anaantanty Comment

All using Source theme : ARaBNLANIZEN

(7 Formulas
() Values
(7 Formats
() Comments
(0) validation
Cperation

@) None

O Add

() Subtract

[ 5kip blanks

Paste Link

(7 all using Source theme
() all except borders

() Column widths

() Formulas and number formats

() Yalues and number Farmats

() Mulkiply
() Divide

D Transpose

Lo J|

Cancel

o £
ANAAS
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N1329LYALUUNLAY (Paste Special #B)

" All except boeders : Aaaonitanus
gnLIULEUNIOU

B Column widths : ARa8ALANIZAIN
N19ABANY

® Formulas and number formats
ARRBNIANILENT kasULUUMLaY

®  Values and number formats : finasn
NEAvRIlaYa hargUuluURIaY

winwailfesnIsanasn waslgafifoinisg
fadusaies isranunsaimualiing 2 wailng
frunnuneufinealddsdl (ngusds Operation)
" None : ldfinsAwadlag
" Add: ¥wat Anasnu1ulIniuLYa
Uaneymsnoudiazang
" Subtract : YwafidAnaenutauiuLga
Uaneymsnoudiazang
" Multiply : ﬁﬂmaﬁﬁmaaﬂmqmﬁuma
Uaneymsneudiazang
" Divide : YLwafi AnasnuInshuLa
Uanemsneudiazing

nguAndely Excel 2019

" Skip blanks : 8 waduatululwainag
waziwauatenaditeya waua1enieae
grunuisheiwasuatuiiidusaing

" Transpose : 115319004 ANTUINNLYA
fuatiu iy Mnuudaduiuuey

() all using Source theme
() All except borders

() Colurin widths
() Formulas and number Formats

() Walues and number Formats

Operation
@ Maone () Mulkiply
) Add () Divide
() Subtract
[ skip blanks [ Transpose.
o] (oo
o/ 1
ADYY
A B C D £ F G
sz oy |wonn| wad | wald |wilay| la;did
1
D irinzan aann 95 (Gasohol 95610) | 4003 | 4003 | 4003 | 4003 | 4003 4003
3 |ufinyzaa aanom 95 (Gasohol 95.620) | 3728 | 3.8 . . . -
4 |ufnlzaa aanom 95 (Gasohol 95.605) | 2378 | 2378 - - - -
9 uialygaa aanm 01 (Gasohol 91-ELD) | 3828 | B8 | BB | BB | UM 38.28
6 i aanum 95 (ULG 93 RON) . - . - 47.40" -
7 aanom 81 (UGR 91 RON) 4343 | 4945 | 4343 | B4 | 44 .
8 Mﬂﬂlﬂlﬁ][HSD,U.U35%S] 3.6 3163 3163 3163 323 3163
n |
HA b H ] Sheatt (7) /Sheetl | ran /wia /%3 || Il |

(L Transpose

A B C D 3 F G H
| ﬂiﬁlﬂ‘l’lﬁ’lﬁu wiatzan oLl ajuiatisan aluiriaan ol aanalby ganissmuch (15D, 0.035%3)
7 |1l 0 | 78 | B8 | B8 4343 18
3 [ean 00 | 78 | BB | BB 4345 18
4 | mai 4 B 84 18
i @m 0.0 BB - 4343 18
] Mia_u 4.0 IR | a4 | 88 EIAK]
7 g | 4w na 16
8
il
WA b Shestt (1) /Shestl iy | e /7 / N 1 |
Select destination and press ENTER or choase Paste 100% @—@—@
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n1saua (Delete)

d

Y

® Shift cells left : aUWALAY LAYLRBULYATID

k¢ - I : |
AUV INUNUT] . - —— 22
" Shift cells up : aUALAY ULagiouITaTag
AIUANUINUN
. & 4 <
® Entire row : aUY 907 LALLADULYAT BY
ATUANUINUN
® Entire column : aUN9ABANY LaviAULYA
MOYAUVIU MU [ CK ] [ cancel x
B
€
Yy v =
n1sansdeyaluiwa (Clear) =
[ad
[~
" Clear All : 81990uaNNUTELAN IUrL oL Cir &
v |~_-£ Clear "'| Filter = Sel T
" Clear Formats : an9iaw1g3utuy 5 | clear an B
[ [ N
" Clear Contents : 819218 U0YA %> | Clear Formats =
o Zlear Contents S
® Clear Comments a 19Ltaniy = e
Clear Comments B
Comment <
8]
[v; X
N1SUNINLLE / wad /Aaul o
v
= C i = an &
N 1 Fii I
1. Insert Cells : nN1sLNSN Cellts = cere [ | . %
2. Insert Sheet Rows : N1FLNHLLAD I'Tnsert | Delete Format P é’
! o i - - S
3. Insert Sheet Columns : N1stiuABEANT Se= | Insert Cells... 3
a 2
4. Insert Sheet : N19L0U Sheet = | Insert Sheet Rows %
':5" Insert Sheet Columns ﬂg
33
i 1 Insert Sheet g
& @
s
N15AULYA /4a/AaNY nNSYRU/BNLENNTS YU «%
_STahoma -1z | A AT EE - oo s F g
—— - Tl 578 B e
Temm | T v—:'l T autosum + LU BU | 1S = : S s
} — Cut
= @] Fill = NSUNIA 9 @a | copy ° 2
Insert [Delete’|Farmat 14 % | Paste S
- * * ,__2 Clear = L szj a = Paste Special... 3§
m ] 'y 1§ Insert _Rr
—| g% Delete Cells.. ATUUU 17 Detete &
= | Delete Sheet Rows 1q | Slearcomvemts S
20 = | Eormat Cells.. . e
M aF' | Delete Sheet Columns 21 _Bow Height.. &
23 ,—’ Hide ‘\\ §
=l 23\ nhide - =
B | Delete Sheet =1 T~ MHnhid=_ - 2
=
=
[
Z
=
©

s

°
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A15INNISNULAY/ABANL/ Worksheet

ANssen NN TUNISATUIMENLANNISTBY

> AutoSum W
=] Fill ~ )
e || = ciear - i
Cell Size
Y row Height...
AutoFit Row Height
™ | column width...
AutoFit Column Width
Drefault Width...
Wisibility

Hide & LUnhide -
COrrganize Sheets

Eename Sheet

Mowe or Copy Sheet...

Tab Color -
Protection
5y Protect Sheet...
(23| Lock Cell

Format Cells...

x i.ut-JSumq h .—iﬁ

X | Sum

i

Average

2l

Count Mumbers

I El

Max

g

Min

More Fundtions..,

il

lihy

il

m

a9

Right

Up

Left ]

il

1

]

U1

a1

Right

Justify

http//www.uwec.edu/help/Excel07/ws-fills.htm

n133nisesdaya (Sort)

n1snsesdoya (Filter)

Adh

Sort & | Find &

N33 gea1a udeya

AL DU LI NUUR 1ae

_ Filter = | Select ~

A - Y a ° '

z} SotAtoz Tadan a sunrdangly

2l sotZtoa d o o
Column 71$199N153ALTY

E Custom Sort... e .

. . NI DLABNN UN VN INUAN
ADINITIALI LY WAZLABN
A9 Sort WU Home

>> nguA1d ¢ Editing >> Sort & Fillter %3 o7

Wiy Data >> ﬂ's‘j&lﬁ’]ﬁ"ﬁ Sort & Fillte

Adh

Sort & | Find &

N13n5997 83 AN
L aule? Mvue e

e - = v
iLERggy ~elee MIIVADUV 0 MY
A i 1 { o
zy| somAteZ Reuluiifmun
2l sotzZtoa
ﬁ L EH__SE:”" Silite Fud '1 Fud v‘ wilnaug
ag Y 09-Jan-1| 24| Sort Oldest to Newest
~ :{:_ _E_'_H_E La l £¢ Sort Newest to Oldest
Sk Sart by Color
£19e FQ
Date Filters
0-Jan-1 (Select All)
42012
[ [ wnaAn
[ ] s
[ [ waraAu
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File Home  Inset  Pagelayout  Formulas i i Developer  LOADTEST  TEAM  Q Tell me whatyou want to do y4 % ;Z\ | |

[EFromAccess E:} |jﬂ FD [ Show Queries FQ @Eir‘]he:t.iéns i\l Y ) r‘” E}% 5 Flash il Zl Sort
operties £

) From Web From Table eappl *H Remove Duplica
L From Other  Existing New D Refresh ‘ 7l Sort  Filter . ext to HE ;
[ From Text Sources~  Connections  Query~ [‘{9 Recent Sources  pjj+ [} Edit Links A Vi Advanced Columns £o Data Validation @
Get External Data Get & Transform Connections Sort & Filter Data Tool
A2 v fe || 1008 s
NI
%
A | B C D E F G H I e
1  OrderID Customer l Employee l Order Date I Required Date I Shipped Date l Ship Via [Freight I Ship Name | %
2 | 10248\Vinsetalcools Chevalier Buchanan, Steven  04-Aug-94  (01-Sep-94  16-Aug-94 Federal Shipping  $32.38 Vins et alcools Chevalier 59 P
3| 10249 Toms Spezialititen Suyama, Michael ~ 05-Aug94  16-Sep-94  10-Aug-94 SpeedyExpress  $11.61 Toms Spezialitéten L E
4 10250§Hanari Carnes Peacock, Margaret  08-Aug-94 05-Sep-94  12-Aug-94 United Package  $65.83 Hanari Carnes Ru !
5 10251§Victuailles en stock Leverling, Janet 08-Aug-94 05-Sep-94  15-Aug-94 Speedy Express $41.34 Victuailles en stock 2, o
| P 2t | | i | e [ PO 24 | Q
6 | 10252 Suprémes délices Peacock, Margaret  09-Aug-94  06-Sep-94  11-Aug-94 UnitedPackage 95130 Suprémes délices Bo N
7| 10253 Hanari Carnes Leverling Janet  10-Aug94  24-Aug94  16-Aug-94 UnitedPackage $58.17 Hanari Carnes Ru o
8 10254 Choo-suev Chinese Buchanan. Steven 11-Aug-94. 08-Sen-94  23-Aug-94 United Packase = $22.98 Chon-suev Chinese Ha g
kS
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Sort & | Find &
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1 | Order 1D Customer Employee | Order Date | Required Date | Shipped Date | Ship Via =
2 10249|Toms Spezialitaten Suyama, Michael 05-Aug-954 16-Sep- 10-Aug-94 Speedy Express ag
3 10252 Suprémes délices Peacock, Margaret 09-Aug-94 06-Sep-9: 11-Aug-94 United Package -Ef
4 10250 Hanari Carnes Peacock, Margaret 08-Aug-94 05-Sep- 12-Aug-94 United Package c
5 10255 Richter Supermarkt Dodsworth, Anne 12-Aug-94 09-Sep-9: 15-Aug-94 Federal Shipping é
6 10251 | Victuailles en stock Leverling, Janet 08-Aug-94 05-Sep- 15-Aug-94 Speedy Express =
7 10248 |Vins et alcools Chevalier Buchanan, Steven 04-Aug-94 01-Sep-9: 16-Aug-94 Federal Shipping _5
8 10253 Hanari Carnes Leverling, Janet 10-Aug-94 24-Aug- 16-Aug-94 United Package é
9 10256 Wellington Importadora Leverling, Janet 15-Aug-94 12-Sep-9 17-Aug-94 United Package "§
10 10257 HILARION-Abastos Peacock, Margaret 16-Aug-94 13-Sep- 22-Aug-94 Federal Shipping %
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! 5 1 O&%-_zn-1 Equals...
1 1 1 Before...
I |3 Fuil Audn WENIUYIE 1 After...
- 10-Jan-1 Date Filters =
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10-Jan-12 |Software Mext Week
This Week
a8 10-Jan-12 |Lagtops %: i lﬁ D L]
ate Fitters | .
9 | 10-Jan-12 ornitors Sort & | Find & Mext Month
10| 11-Aor-12 ornitors Filter = | Select ~ ) This Month
oK
11| 11-Apr-12 [Networking | 24| SertAteZ ot et
- Mext Quarter
12 11-Apr-12 |Training i-l— Sort Zto A a1 This Quarter
3| 12-Apr-12 |0 = +F | Custom Sort... st Quarter
14 S per-12 |Laotons 1 Mext Year
— — - = E”t!:_'l' This Year
15 12-Apr-12 ormitors Last Year
16 | 1a-May-12 |MNetworking , Year to Date
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_ Custom Filter...
18 | 16-May-12 |Software ]
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e ’ oK H Cancel ]

250

Does Mot Equal...

Greater Than Or Equal To..,

Less Than Or Egual To..,

Between..,

Below Average

Custom Filter...
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mﬂéfaqmiﬁfmumL‘ﬁaulﬂumamaﬁaga'IiJiLmsu Excel 2019 wag Excel 2007 3'111'155117]""{]3
Avuniteulvlunisnsesdoyadisiioulals

When you use the Advanced Filter, you need to enter the criteria on the worksheet. Create
a Criteria range (blue border below for illustration only) above your data set. Use the same column

headers. Be sure there's at least one blank row between your Criteria range and data set.

= MISEx \NSOTraining_Worksho

3. Advanced

File Home Insert Draw Page Layout Farmulas i View Developer Help 9] aé
b
; N | :
o o
1. Muuaauly 2

il Sort Filter

Y» Advanced

Get & Transform Data & Connections

Criteria x: fe uk

A B
gagany g Usivdg lasundg

[Microsof Office Exce Advanced | 2019] - 25105

___________________ uk |
16,000,000 £ @
U2 1 7’000’000 U K Q 1 g z::; ::ea::t;r::::::tlon

o

UM 18,000,000 |Malasia  |Q3 |.nge sasisosd
5100l 19,000,000 (Japan Q4  criteria range: [sast:sps2
Uun 20,000,000 |UK Q4 comio

10 ] unique records only
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6 &unw 17,000,000 |UK Q1
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AS -0 AET
N = | - | 5 = AutoSum ~ W [ﬂ
&5 @] Fill - N .
Sort & [Find &
2 &2 Clear = Filter = |Select -
3
p | ,ﬁ Find...
S o Eeplace...@
B
- = | GoTo.
8 Go To Special...
9
@ F-::rmglas( trl I I I
L Comments
12
o= Conditional Formatting
= Constants
15 34000
o= zor Data Validation
ot 190 ki | Select Objects
=] 220
= PP Ef"[} Selection Pane...
20 =
21 I
O
Y
(o)
8 cs - f | mn an
§ A ‘ B | c ‘ D ‘ E ‘ o
= N15NUN (Replace)
o) ool =% [ = o ar '
S VTN dd8 AT Wau 9978 310A : et 7o S
vg " Find What : l@98a3u91989n15AUNN
5 v 6 - lugog
= 3 Tl B HIAUTE " ' v [ o
5 —— m I - " Replace With : lddaA11uidains
2 4 08-Jzr-12 arnitors 17/ 339kl X SO00 o d' ,
= N S R — T Tununlusos
2 5 | 09-Jan-12 |Metworking T WRTRNRAT 29000
[ | ]
Z 6 | 09-Jan-12 |Training wAe ARl — 12000 ° = .
4 —== n1vuanN19aan (Option)
= 7 | 10-Jan-12 |Software ik SRR 25000 iy
§ oo | oo . | . B Search by : AURINIULUIUDU(ROW)
a3 o 0-Jz 2 |Laptops ELT fiF 221077 o
— U
= Uuee (Column)
= . v v
-2 10 " ookin: AunIvemIuly g03
= Find | Replace L e o
g (Formula) A1va3a (Value) ANDTUNE
12 Find what; 2] - |N0 Format Set | [ Format... v]
© = (Notes)
e - Replare with: | afdias - |Nn Farmat Set | [ Format... v]
-§ — R ™ . ¥ 0 X = o Aa &
2 | vt e o [ Match case Match Case : N13AUNIATUIDIATNUN
“% ——— [ Match entire cell contents £ 6‘1 '
g 15 Search; By Columns N LANTHN ny}
5 15 Lookin: |Formulas - @ u Find Entire Cells Only : ﬁu‘lﬁ’lﬁﬂ@@ G]
[
G 1 o
7 : : Wudruusenauvesrndu
- Replace Al ] [ [ Find Al ] [ Find Mext l [ Close ]
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laritu Transpose Wuilaiduinldlunmsaduiunisdayaanuailuneduil vieaedulduuny

Inggradeyanldilandy Transpose anunsawdsundasiuuienledlagdnluia

Al - X v =TRANSPOSE(A1:C4
A B C D E

1 lsd1eun |deuané [dszine | x
| ’E
2 il Tmel |win | "g
3 2 a1 a7 I 5
4 i3 AMWZY [ ANWZ | g
5 =
6 ||=TRANSPOSE(A1:C4 g
7 TRANSPOSE(array) %
8
0
l— Array = CTRL+SHIFT+ENTER :

s

el
c
Paste Special ? X g
e
B7 Jr | {=TRANSPOSE(A1:C4)} paste ?'é
A B C D @AII (O All using Source theme e
s & = o - ]J O Formulas O All except borders «%

ar
1 [aUN a m'ﬂ’lﬁ SUNd O Values O Column widths 2
= 1 O %
\ Formats O Formulas and number formats e
2 1 LHEUU wiin g
Comments O Values and number formats g
3 12 a1 |l Validation All merging conditional formats E’
=
4 3 AW ANWIN Operation €
=2
@ None O Multiply &
O add (O pivide 5
6 g
O Subtract =
b=
7 . £
D Skip blanks D Transpose fé
8 =
=
~ Paste Link Cancel S
S
G

{TRANSPOSE(A1:c4)}

o

w5a\9A1 Paste >Transpose
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H ©- L N MSExcel2563-03-18_20_NSOTraining_Workshop2563-03-19_001.xlsx - Excel
File Home  Inset  Draw  Pagelayout [EFIMIENM Data  Review  View  Developer  Help Q Tell me what you want to do
= (=]Define Name ~ o Trace Precedents % Sh
‘:g fx z IE E IE Ig 5 ine Name ' race Precedents U] Show
>§ Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  More Name ol Reme Name: Define Nane
= Function v Used~ - v *  Time~ Reference~ Trig~ Functions~ | Manager Apply Names... Define and apply names.
bg Function Library Defined Names Formuia Auar
€ v £ || 10000
2 . A B C D E F 6 g I )
S 1| asaviia Cell (Name Range)
? 2 |
§ 3 | NO. Spark Line Region Jan Feb Mar Apr May Jun Jul
2 4 1 «HniNl Bangkok 10,000.00 § 16,000.00 | 14,000.00 | 18,000.00 | 19,000.00 | 20,000.00
9 5 2 Innnin Central a 17,000.00 | 18,000.00 | 19,000.00 | 20,000.00 | 19,000.00
E 6 3 lna_Bn North (I) 18,000.00 | 11,000.00 | 4,000.00 | 20,000.00 | 15,000.00
ﬂ“:_’ 7 4 | [Cpp— NorthEast 30,000.00 § 19,000.00 | 8,000.00 | 9,000.00 | 10,000.00 | 11,000.00
8 8 5 lunnill South 20,000.00 | 25,000.00 | 30,000.00 [ 35,000.00 | 40,000.00
g 9 ket 120,000.00 ,000.00 | 76,000.00 [ 80,000.00 | 104,000.00 | 105,000.00 =
S 10 s 210000 210000
ST
2 127‘\ C4:INDEX(C4:04,,COUNTA($D$3:5053))
2 B Edit Name ? W
S 141
3 Name: '
§ 22aNTcs Jan
qg Scope: Waorkbook v
@ v - — - 4
% SUM X v | =SUM(Jan) Comment:
-2
= A B C D
21
g 2
& 3 _NO. | Sparkline | Region Jan
; B 1 «HulNl Bangkok 10,000.00 : s
€ 5 2 TT111) Central 20,000.00 || Refersto: | _kpsa:spss |21
= s = Smas
g 6 3 In._in North 25,000.00
s : OK C |
€ 7|4 | Wme-oe _ |NothEast | 30,000.00 o J
€ 8] 5 | nassmN  [South U,000.00 -
© o]
g 9 o =SUM(Jan) J 90,000.00 =SUM(Jan)
°§ 10 ERHERH SUM(number1, [number2], ...
©

-
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n1suilun1sAe¥aigaa (Name box) #28 Name Manager

dwsuiidielunisdanis wilvnsistowad Ae Name Manager laganunsasenldlaanuiiu

Formulas > Name Manager

@ Criteria
@ Data
@ excel_

Name Manager ? X
New... Edit... Delete ‘ Eilter~
Name Value Refers To Scope Comment ‘:E

oo

data {17, nsnllesdnd... =ImportText!SAS2:S... ImportText
{" 10,000.00 ;" 20,0... ='NaminbBox {2})'!$... Workbo...

@Tablﬂ {17, auenw17,"1381°... =Table1!SAS5:51524 Workbo...
EHTable13 17, @0, 7,702, &, =Summary!SAS2:SC... Workbo...
@q?aga {NO.","Spark Line",... ='NaminbBox (2}'!S... Naminb...
doua [#Fduit’, Sa7, Gwd.. =NaminbBox!SAS3:... Workbo...
Gu@ausal 120,000.00 ='NaminbBox (2)'!S... Naminb...
Guifousal 90000 =NaminbBox!SCS8 Workbo...
B aaos 90,000.00 ='NaminbBox (2)'!S... Naminb...
B qadon 7000 =NaminbBox!5D$8 Workbo...

{'ﬁa',' gaRew T, dse...

‘Filter-Advanced’!... Filter-Ad...
‘NaminbBox (2)''E... Workbo...

fice Exce Advanced | 2019] - 25105ai Tnsén

Refers to:

| ='NaminbBox (2/15D54:SDS8

1
b

—_—

21A39918 [Microsof Of
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H 9 é@r @ 0O = = MSExcel2563-03-18_20_NSOTraining_Workshop2563-03-19_001 xlsx - Excel

File Home Insert  Draw  Pagelayout QMIIMINIEENM Data  Review  View  Developer  Help Q Tell me what you want to do

fx z IE lg [@ n ',—:' (=] Define Name ~ o Trace Precedents %4 Show
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Name =T Dewe e Define Name
Function v Used ~ v v v Time~ Reference~ Trig~ Functions~ | Manager Apply Names... Define and apply names.

‘:g Function Library Defined Names FOrmuia Auar
K=

E D4 v fe || 10000

g | A | B C D £ 2 G H I )
& 1 nsaviia Cell (Name Range)

' 2

x 3| NO. Spark Line Region Jan Feb Mar Apr May

5 4 1 «2uBRl Bangkok 10,000.00 | 16,000.00 | 14,000.00 | 18,000.00 | 19,000.00

t 5 2 Innnin Central 20,000.00 | 17,000.00 | 18,000.00 | 19,000.00 | 20,000.00

g 6 3 lna_Bn North 25,000.00 | 18,000.00 | 11,000.00 | 4,000.00 | 20,000.00 o=

S 7 4 L[ T— NorthEast 30,000.00 | 19,000.00 | 8,000.00 | 9,000.00 | 10,000.00 w6 @

2 8 5 Naunlll South 22,000,001 _30.000.00 |_35.000.00 |__40.000.00

§ 9 ket 120,000.00 | 90,000.00 | 76,000.00 | 80,000.00 [ 104,000.00 | 105,000.00 =
ﬁ 10 sy 210000 210000

g 11

8 12 C4:INDEX(C4:04,,COUNTA($D$3:5053))

2 13

S 1

2

=C4:INDEX(C4:04,,COUNTA(SD$3:5053))

=

<

a

Design Q Tell me what you want to do 1

AN, NEUNAUITZTUULATDIADNNAADILAZIATOUY

Tours Sparklines Filters A B C D

o

Create Sparklines ? X

9

Choose the data that you want

"

Data Range: DataI

a

NO. | SparkLine | Region Jan

«nnlEl  [Bangkok 10,000.00
T Central 20,000.00
Ine.tn  Notth 25,000.00
[p— NorthEast | 30,000.00
Lunnll South 35,000.00

Choose where you want the sparklines to be placed

AUNNUEDALRIYR

Location Range: | SBS4

s

°
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#3aL5enlda1nuiu Formulas > Show Formulas (MS Offce 2013) w%aﬂqu Formulas Auditing (MS Offce

2007-2010)

[

6 U A A
aUUe nna F2 NIDNUVULNU Formulas

<@

H - ] [& = workshop.xlsx - Microsoft Excel
HOME  INSERT  PAGE LAYOUT = FORMULAS | DATA  REVIEW  VIEW  FOXIT READER PDF
fx > AutoSum * Logical ~ IE! Lookup & Reference ~ @I' Defirne Name -
neert I3 Recently Used ~ Text~ 1B Math & Trig ~ Name “f-Use in Formula =
Function [BE Financial - |& Date 8 Time - |E More Functions ~ Manager S Create from Selection
Function Library Defined Names
co - S || =sau_iha+siu_dindau & " Ju"
A B C
1 Sudi ila Wnsau
2 @anAu 1
3 wadSnau 3
4 |fudneu 2
5 lunsau 2
6 |nUAWUS 1
7 |84 =SUM(B2:B86) =SUM(C2:C6)
8
9 |sautha+Wnsau [=52u_1ha+sau_iking
10
name_box @

READY

n1stasduldiiugas/ladldudlagas

£20 Trace Precedents

1% Remove Arrows - (&) Evaluate Formula

Formula Auditing

[ Show Formulas

=2% Trace Dependents 4 Error Checking ~

? ®m — O X
Sign in

4 & =

Watch  Calculation [
Window  Options ~
Calculation ”~

nsenaes

1
3%

>
i) M ——h—+ 150%

avd alagldaugiudunisiden  f

Protect Sheet ﬁagjuuuﬁu Review

Protect Sheet ? X

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

Select unlocked cells

Farmat cells

Farmat columns

Format rows

Insert columns

|| Insert rows

|| Insert hyperlinks

| | Delete columns

|| Delete rows v

Z| Select locked cells ~
'

[Microsof Office Exce Advanced | 2019] - 25105
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n153tAT1edayadie Microsoft Excel

PINABINISIIAMUAILNTOVRILUTNTU Microsoft Excel @unsavinlamusieasidensal
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=1

Compatibility: Mo compatibility information available
Location:

Description: Acrobat PDFMaker Office COM Addin

Manage: |[S{EELLELE El

C\Program Files\Adobe'\Acrobat 8.0\PDFMakenr\Office\POFMOfficeAddin.dll

Inactive Application Add-ins
Add-Ins Analysis ToolPak Cirany\Analysis\ANALYS32.XLL  Excel Add-in £
Analysis ToolPak - VBA Chantanalysis\ATPVEAEN.XLAM - Excel Add-in
Trust Center Custom XML Data C\Tice\Officel \OFFRHD.DLL  Document Inspe(”
Date MU i\ hared\Smart Tag\MOFLDLL ~ Action Add-Ins
Euro Currency Tools Ch. ALibran\EUROTQOLXLAM Excel Add-in
Financial Symbol (XML} Ch...hared\Smart Tag\MOFL.DLL  Action B e .
Headers and Footers Ch Ffice\Officel4\OFFRHD.DLL  Document Inspe: &%
Hidden Rows and Columns C\.. ffice\Officel 4\OFFRHD.DLL  Document Inspe Analysis ToolPak -
e ot e ORI Dotument mepel | o 2SS Tookak - VA
nvisible Conten H Ice ICE 3 locument Inspe
Load Test Report Addin c\.stExceldddIn.vstalustolocal  COM Add-in Eure CurrEI'!cy Tools Cancel
Micrasaoft Actions Pane 3 XML Expansion A D Solver Add-in
Saolver Add-in Chran\ SOLVER\SOLVER.XLAM Excel Add-in [l Browse
Add-in: Acrobat PDFMaker Office COM Addin N ]
Publisher: Adobe Systems, Incorporated

|| Analysis ToolPak

f . =yl |
ITERRSEE [EEE
Page Li | Formul || Data | Review | View | Develo | Add-In | Load T | Acroba | Team = & . =N

B |, Histogram

Home | Insert

Y [E: [ K Clea ==
5 @2s@ T ge

Get External| Refresh g il Sort Filter Y ) Textto  Remove 2 Qutli
Data ™ =] 2 Advanced | columns Duplicates &2 | 7
Connedtions Sort & Filter Data Tools
A8 - &1
H |

1
2 |Location 1 2 3
3 |Gender 1 2
4 A2 1 2 3 4 5
5 A3 1 2 3 4 9
6 '
7 Location_|Gender|A2  |A3 Data Analysis
8 1 1 3 1 Analysis Tools
9 2 2 6 1 Anova: Single Factor
10 2 2 1 bl Anova: Two-Factor With Replication

Anova: Two-Factor Without Replication 3
11 1 1 1 El Correlation
12 1 1 5 5 Covariance

Descriptive Statistics
13 1 1 1 9 Exponential Smoothing
14 F-Test Two-Sample for Variances

Fourier Analysis
15 oggan
16 \
17
M 4 » M| Sheetl Sheetl (3) . Sheetl (2) . Sheet? Sheet3 |I|4
Ready | B3 | \@@E 10

Provides data analysis tools for statistical and
[ engineering analysis

Input

Input Range:

Bin Range: $B53:5C53
D Labels

Qutput oplions

(@ Qutput Range: SFST

(71 Mew Worksheet Ply:
() Mew Workbook

[7] Pareto (sorted histogram)

[ cumulative Percentage

[ chart Output
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A e 1 E j E
1
2 Location 1 2 3
3 Gender 1 2
4 A2 1 2 3 4 5
5 A3 1 2 3 9
6
7 |Location_|Gender |AZ2 (A3 Bin  Frequency]
8 1 1 5 1 1 4
9 2 2 3] 1 A 2
10 2 2 1 2 Maore 0
11 1 1 1 9
12 1 1 5 5
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15 | ITEM DESCRIPTION Price/Day Quantity Armount *
16 1 |Sumsung Galaxy Tab 7.7 500 5 2,500.00 -F16 G16
17 2 |HTC Flyer Tablet 750 7 5,250.00 = F17*G17
18 3 |Apple iPhone 4s 750 2 1,500.00 F18*G18
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SUM SUM@Ewuft 1, $huudi 2, n) Tlun1smnasiuvestoya

AVERAGE | AVERAGE( 1wl |, S1unudi 2, n) | Wmewade

COUNT COUNTE W 1, §1uaudi 2, n) Idudnuiuteya

DATE DATE(uufi 1, §9uaudi 2, n) wlasAn 3, o, Yu Tinaeiduiiavil Excel
anunsatlumuaule

IF IF Gwaudi 1, St 2, n) Tmsavaoudouladidinue

MAX MAX (ruaudl 1, Suaudi 2, n) GL%’ﬁum%aaﬂaﬁﬁmmmﬁqm

MIN MIN (S119ui 1, $1wuit 2, n) T¥umdeyaiiaiosiian

ABS ABS (S1uauil 1, S1uaudi 2, n) Tlunsmenduysal (aviliiieSosmneav) 1o
LAY LW ABS (-1) AU 1 wag ABS (1) winfu 1

ROUND ROUND (§waudl 1, $1uaudi 2, n) | Wilamwawnedeulneizifeudufie drlesndt .5
Tiilnasuentilsilatu ety 5.5 fazgniladu 6

FLOOR FLOOR ($maufl 1, d1auft 2, n) | Maumsaumeadendia

RANK RANK (frufl 1, Swauit 2, n) | Wlunismdrsudeyaindeyaiisiiiegludifud
Wil

HYPERLINK | HYPERLINK (S1uufi1 , s1uaudl 2, n) | lunsadrsnisidenlesludnenaisou

Refference : http://office.microsoft.com/th-th/excel-help/HP005204211.aspx
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y | A B c D £ F G H
= ar e, o g o s
1 UIEN 18U ADUNWILADT DU LI 1NA
2
3 ganveuszdl 2554
4 EACKD) lasunal | lasuna2 | laswnas | laswnad |sonviesiu |vesvieaie |venvisrigedn |vanvivega
PRERH . > _ we
= k. : e
5 |Uw i 33000; 85000 150000 55000 e : \,
* e <.
6 | LA E 550005 50000 44000 64000
. ! [
78N E 45000; 63000 19000 a2000
; +
g8 251n98] E 650005 41000 55000 71000
- ! [
9 Unsal | 75000 15000 38000 42000 v v v Average
10 ﬂaﬂ’mﬂﬁ'ss.d =SUM(B5:B9) fl.l) ————————————— > i Count Numbers
11 | geavuwty Al -------—-- » —A : 2:“ 20 Max
@ 12 veewndNgeEge | | T m==—f-——= A =\UJJ/ -
: Min
13 YIAVILANER —--x--- s
i y A -\ ;
=MIN(B5:B9 =MAX(B5:B9)
- °
\ e O
| B11 | PSRV | - =
. ‘ NERE v() X ‘ =AVERAGE(B5:9)
y | A B c ' y
- - A B & D E F G H
1 Insert Function I ? et | | L L |
- ;
Search for a fugctign: 4 i’]ﬂﬁa 1Wiiﬂﬂ1 Funclion Arguments gl . BRI SRR m—ﬂ
average _go o ERAGE
= Ab ERAGE 5 1 330 _
O select a categorys |Recommended Numbert | 55:g9] S| = {33000;55000;45000;55000;75000}
3 = ' =
Select a function: 6 AT 5500 Number2 @] =
4 |
DAVERAGE 2.2 708N 45000 o
5 AVERAGEIF P
AVERAGEIFS ‘
AVERAGEA 8 133 55000
8 DCOUNT
AVEDEV % 4 ‘ = 54600
AVERAGE(number1,number2,...) 9 Uniml 75000 Refurns the average (arithmefic mean) of its arquments, which can be numbers or names, arrays, or references that
7 Returns the average (arithmetic mean) o_f its arguments, which can be numbers or contain numbers.
3 TS, S O s ke T 10 8BAYBTI 273000 Numberd: number 1 number2,... are 1 to 255 numeric arguments for which you want the
4 average,
- 11 goAweway  |E(B5:B9)
Help on this function oK Cancel '
ol [ ] I I 12 ﬂé]ﬂ“tl’]ﬂﬂ']@ﬂﬁ;ﬂ Formula result = 54600
H ] Help on this function 0K Cancel
11 HOAUIBLAAEY ‘: [ ‘ ‘ 13 §DAUBAEA (=]
<
‘_'
| A B c D E F G H I
4 s1ede Tasunel | lasuna2 | lasunas | lasundd (soavissau |veswviowads HDAVILAEIEA ﬂaﬂmﬁaﬁ'ﬁﬁﬂ
5 |und 33000 85000 150000 55000 323000 80750 150000 33000
6 | fULAY 55000 50000 44000 64000 213000 53250 &4000 44000
7 8YIgdn a5000 63000 19000 42000 162000 42250 63000 12000
SRR RTE favl 65000 41000 55000 71000 232000 58000 71000 41000
o Unsal 75000 15000 38000 az000 170000 a4z500 75000 15000
10 HDAVIBTIU 273000 254000 306000 274000
11 | wonwvnuLaiy =AVERAGE 50800 61200 54800
12 EJé‘lGl“U"lEJﬂ"'IQ\‘IE'I.ﬂ 75000 85000 150000 71000
73! EJé‘lﬂ“U"lEJG‘I“"IE!ﬂ 33000 15000 19000 42000
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= s o v Y o s o v oy
%aﬂanmummnummm %aﬂamﬁummnmamm

LEN LEFT
WUAIUFIBNYS (TUdNYs Yoeing ase uay ARA1INN Y (spylaindnneienys)

I35AUYNAME) LEFT(text,2)

L EN(text
Hexy abcde
abcde 1)
=LEFT(text, [fusion_builder container

1 2 3 4 5 — 5 hundred percent="yes”
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=LEN(text) overflow="visible”][fusion builder row][fusion
=LEN(onuilaziiudnes) _builder column type="1 1"

nadns : 1y Number background position="left top”

AI089 : =LEN(“UAKA”) =5 background color="" border_size=""

border color="" border_style="solid”

”»

=

spacing="yes” background_image=

”»

background repeat="no-repeat” padding=

<

margin_top="0px” margin_bottom="0px”

a

”»

class=""id="" animation_type=

animation_speed="0.3"

AN, NEUNAUITZTUULATDIADNNAADILAZIATOUY

animation_direction="left”

)

hide_on_mobile="no” center_content="no’

o

9

min_height="none”]lnum_chars])
=LEFT(92A2M4AURUY, [31UIUDNWTNIZAN])
naans : 1y Text

a

f70879 ; =LEFT(“uaung”,2) =“un”
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MID
dnrlagseyliinEudaismumisinu Wuswud
AIONYS

MID(text,3,2)

123

abgge

=MID(text,start_num,num_chars)
—MID(§annuduatiu,snusiiBudin, s1uIusnysd
ALHN)

Haans : WJu Text

0819 : =MID(“UALLAY”,3,2) =“Un”

/0

Juhoiuangsosd

= do o v
FarsngutneNuLanIy
RIGHT
ARANINNI9I (Syladndnndanys)

RIGHT (text,2)
abcde
2

=RIGHT (text, [num_chars])
—RIGHT(fonaudualy, [§1uiusnusiiazsnl)
naans - 10U Text

F9E19 : =RIGHT(“uAlA9”,2) =“Ag”

TRIM
Andesinsdiuiuesn (autesitafioguri nas
FIAYRITNATINANIAY 1 1An%)

TRIM(text)

11 a b 1"
X X X
b
=TRIM(text)

—TRIM(FoAnudiazsn)

Naans : 1 Text

10819 : =TRIM(” inw excel “) =”"inw excel”
(Aer99719Na1 1 space)

FIND

AUNATIABINT T0geumianininivestoniny
o v a ¢ B A 1 1 v a
e (@uladiindidniiuiivg) seulainlisy
MAIUBN I NS

FIND("cd”, text)

abCDcde
1234 Hh=5

=FIND(find_text, within_text, [start_num])
—FIND(duvasidigasnisw, wiludluy,
[Fuviefisum])

Haans : LU Number

§79819 : =FIND(“Excel”,”inwexcel is
Excellent”) =13
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SEARCH

FuvnAnfidesnns Tegumisivinlusuesdenui
v Ingldnsmuuy Wildcard (llawlasaiing
Bnfisntlng) seyldlviumdussnesiiviivg

SEARCH("cd” text)

abCDcde

123 =3

=SEARCH(find_text,within_text,[start_num)])
—SEARCH(duvasaiidasnism, wilusluy,
[Fumivisfiaum])

Haans : 10U Number

19819 : =SEARCH(“Excel”,”inwexcel is
Excellent”) =4

| s o (Y,
%aﬁﬂﬂ%UWW?ﬂUﬂaﬂ?ﬁu

SUBSTITUTE
wiuiAden1smednAmils Tl Anazgn
WV

1 s
abcdecdf

SUBSTITUTE(text,"cd”,"xyz")

abxyzexyzf

SUBSTITUTE(text,"cd”,"xyz",2)

abcdexyzf

=SUBSTITUTE(text, old_text, new_text,
[instance_num])
—SUBSTITUTE(A¥idaan1sunudl, duvasdniy
ﬁazgmmu‘ﬁ, druvesdIndfiozuunud,
[nzasduiignunuiild])

Haans : 10U Text

0819 : =SUBSTITUTE(“nt like 11n”,” like”,”
POU”) = “WU VAU UIN”

REPLACE

A o Ay 9 a o P v A Yo '
wnuiuiandesnsmesnAmis Todle g
WaEIUIUAIBN YINAZNUNUN

TEXT
Waguuwuu Number Format lagldgns

TEXT(value,"format”)

1234.569

Change

Mumber Format

1,234.57

=TEXT(value, format_text)
luges format_text Tldgunuunaianisi
Custom Format @azadunaluluunuds
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REPLACE(text,3,2,"xyz")
123

abgge

abxyze

=REPLACE(old_text, start_num, num_chars,
new_text)

—REPLACE(Mfidaansunufi, dundasuiiaz
Wi, Sruausnusiinzunud, Alnifiazuunud)
naans : 10U Text

A19879 1 =REPLACE(“081-234-5678”,5,3, “Lal
van”) = “081-luuen-5678”

nadns : 1 Text

f9819 : =TEXT(1234.5678,70.00")= “1234.57”

UPPER
wlastapnulinanaidusniunlvayisnun

‘ UPPER(text)

= UPPER(text)
naans : 10U Text
$19819 : =UPPER(“mOnKey”)= “MONKEY”

LOWER

wlastamnulinatedudNunanianue

= LOWER(text)
wadns : 1y Text

$198749 : =LOWER(“mOnKey”)= “monkey”

PROPER
wUasdomnuusiazAliTuaumemRNN ey woniu
ffuiLaNYIavLe

Bathtext
Y < YY)
WUaIRLaULUUAIDNYS

=BAHTTEXT(Number)

f19819 =BAHTTEXT(99.95)

u
q
q
d
o
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aBcDe fgh

., PROPER (text)
Abcde Fgh

= PROPER(text)
Naans : Ju Text
19879 : =PROPER(“mOnKey”)= “Monkey”
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g SUM - > & Jfr | =RIGHT(B2,LEN(B2)-2)
= A B C D
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Convert Text to Columns Wizard - Step 1 of 3 ? x
The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:
@Q - Characters such as commas or tabs separate each field.
O Fixed width ie|ds are aligned in columns with spaces between each field.
. i v
Delimited nsfifivon11u
Preview of selected data: ARy VoY
HUﬁC‘I’JLLUQGUQWJ’]iJ
MoienA glsnius
QHEA T T
NEIaTa LAEA
naatiilar raulng
Aeg7luEn taiinuile
JEund Taldnn Wwwia
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Convert Text to Columns Wizard - Step 2 of 3 ? X
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

Delimiters

[J1ab

|:| Semicolon Treat consecutive delimiters as one
D Comma
Space
D Other:

Text gualifier: | {none} L

Data preview

Fuavas Delimiter

3
fes

wiiand fusjiud
Aemandin
ST

Audwiay raping

A5 U LEapin @
qeund Saddu wuvia

Cancel < Back FEinish

Convert Text to Columns Wizard - Step 3 of 3 ? X

This screen lets you select each column and set the Data Format.

Column data format

© General
‘General' converts numeric values to numbers, date values to dates, and all
O Text remaining values to text.

O Do not import column (skip)
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Workshop : nslansndu IF

-IF(C2> 90 "A+" IF(C2>-80 "NJF(CD= 70 "B" JHC2=60,'C"JF(C2>=50,"D","F'))))

- | X wf H‘ =IF(C2>=50,A+)

.‘ .

B c D

E

F =
faula
Logical

2N =

Formulas

Text Date & Loc
= Time - Refe

OR

TRUE is returned. You can nest up to seven IF funchcns

AND
FALSE

IF
TRUE 2 IFERROR
= NOT

TRUE

,&— Insert Function...
Value_if_true is the value thatis returned if Logical_testis hivoc. a0 v

oy

Value_if_true is the value thatis returned if Logical_test is TRUE. If omitted,
TRUE is returned. You can nest up to seven IF functions.

a

2 3w |

=

Value_if_false is the value that s returned if Logical_test is FALSE. If omitted,

‘ A B C D E F G
Y . " 1 swawina| Twede | Azuuu ‘ N3N ‘
1 IRaENUAU ‘E’IU%‘B ALY in N‘Elu‘l‘ﬂ
2 |[A1001 90
2 AL001  |wA 90 (1 ) 90-100 | A+ N
3 Aloo2 LA 49 80-89 A 4| F
. Logical_test |C2:=90
4 A1003 gl 79 70-79 B i Value if true |A
< - 6 Value_if_false
5 Al004 PERH ] 59 60-69 c 1
& A1005 Uﬂff.: 66 50-59 D : Checks whether a condition is met, and returns one value \fTRUEiand another value if
7 A1006 g1 80 0-49 F 3
8 A1007 ﬂf‘zjfyl 7 10 || | Formula result = |
9 A1008  [Twin 60 Lﬂ sﬂ B |
[F ¥ |\. K J f-;-' ‘ :|HC2}:9|:]-I'A||--:I @ Function Arguments ' 9>
[ Flogicats [lue e, vlue i fale] ’ —
(oqical test |value im true|, |value It Taise ‘ =
‘ A B C bz LRSS A N Logical_test C2>=3 -
Value_if_true 4|
¥ a 4 1 .
T TREWUAON| TR | ASWUM | 1AM Wale Value if_false ]
d . Checks whether a conditiorfis met, and returns one value if TRUE, and another value if FALSE.
2 ALODL [ 8 F0E) 90-100 | At
3 AL00Z  (oumd 49 8089 | A 6
Formula result = A+ B uas C
o ;7 o/
Help on this function NA[BNU A
0z v Je | =IFC2=00, 44" FC2>=80 A1 FIC2>=T0, 8" FC2>=60,CFC2>=50,0"Fl) -
4 B¢ Dl E | F | & | # | I | 4| K
T R {tauls [P e
2400w 50 At 90-100| A+ F
31002 [ound 49 F 8089 | A Logical_test |C2:=50
TR O I 079 | 8 (.7 .4 el
L Value if false ||
5 A0 s 5 D B9 | C
L3 = 1:)'
6 MOD5  [Unsl 6 C 0ee D Checks whether a condition is met, and returns one value if TRUE, and another valuz if FALSE.
7 AIDDG [ 0o A 09| F
FALSE is retumed.
gh00T | | | B
e i & ¢ Formula result = A+

Help on this function
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Workshop : n1slanendu IFS

Data

#3

FLASE TRUE
CONDITION

£
f

fn

v v

(13 GOOD 2

FLASE TRUE
— CONDITION

Please note that the IFS function

allows you to test up to 127 different

| [Microsof Office Exce Advanced | 2019] - 251a58d las

conditions. However, we don't

=

recommend nesting too many

A 4 \ 4

<

conditions with IF or IFS statements.

Data Data

a

This is because multiple conditions

AN, ﬂ?quWUﬂizUULﬂ%aﬂﬂauW?LﬂaiLLaZLﬂiaﬂhﬂ

o

function checks whether one or more conditions are met, and returns a value
that corresponds to the first TRUE condition. IFS can take the place of multiple

nested IF statements, and is much easier to read with multiple conditions.

a

=IFS([Something is Truel, Value if Truel,Something is True2,Value

aa

if True2,Something is True3,Value if True3)

AUNUFDRUAIVIR
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D2 v fe | =IFS(8C2>=0F 52, 5HS2,C25=8F 53, SHS3,C2>=8F 54, SHSA, C2>=8F 85, SHSS, C2>=5F 86, 3HS6, TRUE, SHS7)
. A B C D E F | 6 | H [ ]
1 s wda  AMUY  1nse ALMUUENEA | AsUUUFIga |  1nsa
2| A1001  awasei 90 A+ 90 100 A+
3| A1002 e 49 F 80 89 A
4 A1003 a8 79 B 70 79 B
5 | A1L004 anng 59 D 60 69 C
6 A1005 insal 66 C 30 59 D
7 A1006 It 80 A 0 49 F N
8 A007  dwan 77 B g
9 A1008 min 60 C

=IFS($C2>=5F$2,5H%2,C2>=5F$3,5H$3,C2>=3F%4,5H34,C2>=3F$5,5HS5
,C2>=3F36,5H$6,TRUE,SHST)

Workshop : nslawendu SWITCH

15

MSExcel2563-03-18_20_NSOTraining_Workshop2563-03-19_001.xlsx - Excel
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Insert  Draw  Pagelayout  Formulas  Data  Review View Developer Help  Q Tell mewhat youwantto do &

a6 Cut E

ER Copy ~ S

E L g

Clipboard s Font Alignment MNumber Styles _§
SUM v X v Kk =SWITCH(C2,"a@n.", "gudmalulafiarsaunduaznisdaans”,"ua.", "nasulamnanazimnsadd”, "va.", "nasuisuns qg
A B S D E &

1 sud swudla  dedm (data) fodim E
2 A1001 13l | An. |=SWITCH(C2,"aw|.", "aueinaTulad | E
3 A1002 h ua. ssFUMALAzAsRaaNs”,"n.", "nav z
4  A1003 fain 1A, ulaunauayiannsada”, "ul.","nasusnis g
5  A1004 qu an. FaLAutayasisa”) 5
6 A1005 insal ul. e e L §
7  A1006 AU ua. nasudMIsIaLALtaya i °§
8  A1007 feuan an. AudmaTuladasaumauwasnisdaans &
9  A1008 nin ua. navuleunauazriznnsaan g
11 GWITCH(C2,"fn.","qudimalulaBenssumeuazmsfions ua. " ey =
13' a aa a v ] v aa 2
s ulswneuasinmsEia’, v, "nesuimsdniiutayasiia")
M)

| NaminbBox (2) | Sheet5 | Form | Sheet7 | Sheetd | IFS | SWITCH ®

Edit 'J {},’( Accessibility: Investigate
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Workshop : SUMIF

=F(Kt="w' s =" ‘s FK="Saogn ", v
dyni’)

A L 3 | K L M| N PR RIS T
1 wissnusvsaitgaiiyud

2 2561

fo- | Wl |

fyvi ‘ﬁmmimu WS | w0 | museami

3 , g - |

4 il W 4170110037 e - nssung |3141A-63] 1 K4 (K4 (
- B o | P K4 )

5 ehu 1y 1006000003 v (am nsng 31463 3 )‘

6 weiAed 19006000003 Wy |fuwan | nssuns |3141A-63] 3

7 Wewe Mu006000010 e Asung |3141A-63] 3

8 weld 06000010 e |am nssuns |3141A-63] 3

9 wediu 39406000010 Wy [fuwan | Asns |314lA-63 3

| H A I | J 7 K A L A M A N I P
1 1AvNaULSNUANANIN LR UIA

2 2561

- o - : el ‘ WA dyvn i ﬁ'm,mjwni TuUns | w0 MeUT2IU6
4 lwwiiy w 170110037 we - nssuns [314la-63] 1

5 1 o 1006000003 W a1 nssuns |31-1.A.-63 3

6 |wwiAY) 19006000003 918 |Auwin AsSUAS |31-3.A-63 3

7 lwnewe Mu006000010 e nssuns |31-1.A-63 3
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Workshop : SUMIF

;(;w
2 A o [ = | r Lell

ufiamas wau 1wadid 911

ra

[

AT 171

i ey banue

1

o

FUUU

(531

Search for a function:

oo

w

Or select a category: | Recommended v

Select a function:

5 -

SLIMK2ZPY2
LINEST

SUMIFS

SUMzMy2
SUMsCy

SUMIF{range,criteria,sum_range)

Adds the cells specified by a given condition or criteria.

Help on this function ’

o
=
i~
o
B
]
@

[©)
e - Y
G4 - f | =SUMIF(SBS4:38521,74,5D84:5D521) (4.4 2
\ (]
S
A B C | [n} | E | F | = Y
2
: Y
3 it A WAL ganYI A LG TeT]
mm tmm A | b -z e N [ L | ]
4 O8-Jan-12 ornitors AT 5000 Laptops 120785 Naaw
5 | 0%-Jan-12 |mMetworking sl lasAnfies 2500C -
g
& 0%-Jan-12 |Training LAY AR 12000 c
g i =
I I R P 2
10-Jan-12 |Software ITUATEE WATANAES @
[
a7
a 1 =m-17 =rEoes =1 @
H 10-Jan-12 [Laptops LAY AR -Ts
<€
5 10-1an-12 ornitors g 14000 TUA 493689 2
=}
11 11-Apr-12 atweorking
.- Range  {E#4:$6421 = {"Mornitors";"Metworking”; " Training";"5c
=
i Criteria_ F4 Fe=| = "Laptops"
3 Sum ran .$4 $ D 1000;29000;12000;25000;35?99;1400
- ) 150789
15 .C\ds the cells specified by a given condition or criteria.
18 Sum_range are the actual cells to sum, IF omitted, the cells in range are used,
"*$B$21 F4,5Ds4: $D$21)
iz Help on this furickion Cancel

I 4 ° SUMIF.@/
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Workshop : Pivot Table

auem

B3 -

.
L ]

e

Use an external data source

A B C ] E F G H
= oar = F = o ar
1 UTE d8% AaUWILaaT WaU Lwasis 91na
2 L — 1
3 Tusdl AUA1 WHASANE CEL AL AuA e
we ] ) N | I S
we 4| 05-lzn-1Z I".T"'I ftors 31 THlalEE 5000 Laptops 150785
<
T "
S . .- . S o = R -
& | B | 0%-Jan-12 INetworking VITA NSRS 25000 ornitors a5
G | 8| 0%-Jan-12 YTraining Ay Aa 12000 detworking 8e00C
g L -
« - F o o - - -
' | 10-Jan-12 fSotbware TN WA 25000 Sottware 1115
o
Q | 8| 1Jan-12 ||Laptops mY AR A5T9Y Training 20000
s T s il Hame Ln
® 18| 1o-lan12 [ IR Plaee 1ﬂ:-:-:-| T2
c = [ = =
© . - - 3 - N, -
g (0 11-Apr-12 Ahornitors AW THLARRID ;;;;P o— 1
< JJ ]
. . . E = e e — 1 — t
% 11| 11-Apr-12 |Networking JTAsE imsAnees 32000 |_ i
8 4z ter-12 NTezing Ff 4000 i
£ 12| 120012 fraining SR 20000 |PivotTable| Table || P
o - . - - - T e e - -
s 13| 12-Apr-12 [software ITUNTE MATHAAAS 15000
S
S 14| 1#Apr-12 gLaptops LAY AR 25590 4l o
g ! B i |];| PivotTable @
= (18| 12-Apr-12 Mornitors U Filaen 34000 —
c -
13 - PivotChart
w18 16-May-12 |Netwerking 7 Thelalen 55:::-| ﬁ'ﬂl -
< 1T 1& '3'_.":.EI_'3"1"'|2 Ay 99 14000
@
g -
ERUEFTREE Rl | L s NG & 00
& 18] 16Ma 12 ||software EURY AR 22000
3 [ - -
€ 19| 17-May-12 Y|software 37w arlaEme ﬂ;‘;:-:|
@
K B Create PivotTable ? =
= (20| 17
D
2 21| 17 —hoose the daka that wou wwank ko analvze
[y r 1i
aé I @) Select a ktable or range @
= 22 —,
'§’ ___| TablefRange: | sumIfl$E$3S:$0%21
s
=

AUNNUEDALRIYR

s

°

-

| Sumlifi$B$3:5D%21

—hoose where wou wank the PivotTable repork to be placed

) Mew \Warksheest

Locaktion:

|
&

]

et

Zancel
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B4 - S | Mornitors
A B C D E F = H |
= = x iy o
1 UTE G889 AaUWILRDT LWaU Wwadld 971ne
2
1 o oW nr o ow . N ~ 1
3 9 fAuA WHASTRE HIAYIE fAuA EiTelT] 1 1
| R N
4 F-lan-12 ||Wzrnitors i e ) Q000 Laptops 150788
§ | 05-Jzan-12 [[Metworking sl Insdnaes 25000 ornitors B5000
& F-Jan-12 |[Training WiFE AR 12000 abworking 2000
T | 10-Jan-12 |[Softwars 15l nsEnA e 2 Tofe
2 | 10-szm-12 lLzptons - Create PivotTable
8 | 10-Jan-12 [Mornitors U TRlawse Sumlfl §183]
o -7 Nhanrnitors 3R —'-EE::— e b
10| 11-apr-12 ornitors AT 9T B T
e
<
(0]
(9]
X
w
(V]
&
F G J K L Y 5
Y
(o)
IIIIIIIIIIIIIIIIIIIIII. §
= U
fALF AT Row Labels |« [Sum of eamng FivotTable Figld List v X =2
[ | n
Lapiops 150785 aLaptops 150788 m
» . Choose fields to add to report: 1
fornitors 85000 *hornitors BOO0 = v
s . FIENTY .
etworking FE000 aNetworking 250008 [Cwinauee
[ ] n q
Sottware 111800 :5:— Ere ’”3::: s_lar.'n'}ns_l
n | ]
n | ]
_— e = o—__ . zAmnn ] T
R m 2 = U | g
n . Crag fields between areas below:
| | | ]
57 493689 »Grand Tota 493583 - ¢ Report Filter 3 Column Labels
L essEnmEEnm

NAANS

1] Rowlabels

i

AuA...

= Values @
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Workshop : ROUND - ROUNDUP -ROUNDDOWN

Excel ROUND function

specified number of digits.

Syntax: ROUND(number, num_digits)

- Number - any real number you want to

round. This can be a number, reference

Mum_digits | 2|

o

9

Rounds a number to a specified number of digits,

we

s

< to a cell containing the number or a
s

i formula-driven value.

g - Num_digits - the number of digits to
&

¢ round the number to. You can supply a
% positive or negative value in this
5 argument:

9

C

g

. A B C
[}

5 1

¢ 2 | 105.864 =ROUND($AS2, 2)

& -

S 3

5 4 =ROUND({$AS2, 1)

[¢]

S 5

S

= 6 =ROUND($A52, 0)

)

£ 7

w3 =ROUND{$AS2, -1)

& g

-

& 10 =ROUND(5A52, -2)

&

=2

@

< on gunments
@

K ROLIND

% Number |F3

P

=

g

=

=

g

s

Lc

a

Formula result = 116.67

aa

Help on this Function

s

ROUND is the major rounding function in Excel that rounds a numeric value to a

® Round : 19tav 5 1Wutnust lunis
%} 49/ Gl
UAAILavIUNTBAY
% dy v =
" RoundUp : Uadataatu Tiinae
UIUNSNFIAVAIUADINT
® RoundDown : Ua@atavay 1%

RO INUIUNANAUAVANUABDINT

Mum_digits is the number of digits to which wou want to round.
Megative rounds ko the left of the decimal point; zero to
the nearest integer.

105.86 Number in A2 is rounded to 2 decimal places.

105.9 Mumber in A2 is rounded to 1 decimal place.

106 Mumber in A2 is rounded to the nearest interger.

110 Mumber in A2 is rounded to the nearest multiple of 10.

100 Mumber in A2 is rounded to the nearest multiple of 100.

f il ]
=] = 116.6666667
= 116.67

Cancel

e JI
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Excel ROUNDUP function
The ROUNDUP function rounds the number upward (away from 0) to a specified number
of digits
Number - the number to be rounded up.
- Num_digits - the number of digits you want to round the number to. You can supply
both positive and negative numbers in this argument, and it works like num_digits of the

ROUND function discussed above, except that a number is always rounded upward.

A B C D e
il Number  Formula Result Description :n%
2 2.4 =ROUMNDUP(AZ, 0) 3 Mumberin A2 is rounded up to the integer.
3
4 23.765 =ROUNDUP(A4, 2) 23.77 Number in Ad is rounded up to 2 decimal places.
]
6 -56.58 =ROUNDUP(AB, -1) -60 Mumber in A6 is rounded up to the nearest ten.
7
8 -0.5 =ROUNDUP{AB, 0] -1 Mumber in A8 is rounded up to the nearest integer.

Excel ROUNDDOWN function
The ROUNDDOWN function in Excel does the opposite of what ROUNDUP does, i.e.

rounds a number down, toward zero.

Syntax: ROUNDDOWN(number, num_digits)

- Number - the number to be rounded down.

[Microsof Office Exce Advanced | 2019] - 251050! las

o

- Num_digits - the number of digits you want to round the number to. It works like the

num_digits argument of the ROUND function, except that a number is always rounded

s

downward. .
A B C D

)l Number Formula Result  Description -
2 2.4 =ROUNDOWRM(AZ, 0) 2 Mumberin A2 is rounded up to the integer.
3
4 23.765 =ROUNDDOWRM(A4, 2) 23.76 Number in Ad is rounded down to 2 decimal places. s
5 -
6 -56.58 =ROUNDOWN(AB, -1) -50 Mumber in A6 is rounded down to the nearest ten.
7 ‘
8 -0.5 =ROUNDDCOWM(AS, 0} 0 Mumber in A8 is rounded down to the nearest integer.

aa
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Workshop : 1518n159n1usiAn28 Data Validation
H ©- D Ei H workshop.xlsx - Microsoft Excel T EH — O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FOXIT READER. PDF Sign in
Connections Clear 7y [E' Flash Fill B-=  =HGroup -
5 RN ¢ = ,
= Properties i Reapply B-BRremove Duplicates E‘_)' %E Ungroup ~
Get External Refresh zl Sort  Filter Textto ., .
Data ~ All - Edit Links A T Advanced  cqjumns =5 Data Validation ~ BE# subtotal
Connections Sort & Filter =¢ Data Validation... Outline IF] ~
we
‘a% F2 M S || A 2 Circle Invalid Data -~
3% = ear Validation Circles
=
K-
S A B C D E F G H I J -
& | 1 |1Aansa 50 a9 wax aardu
| 2 [3msAdan Liv 50 250 100
% 3 nSYUZ 80 300 200
N 14 506 120 400 350
o 5
]
g 6
S |7
T
< 8
% 9
Y 10
& 11
O 12
G
g 13 -
5 name_box | Sheet2 ® 4 »
2 COUNT: 3 H M —3—+ 100%

=

Data Validation

<

Settings

a

Validation criteria

Allow:

AN, NEUNAUITZTUULATDIADNNAADILAZIATOUY

List
Data:

between

o

Source:

9

=$F$2:5F54

a

aa

drinauadfuiernf

Clear all

°

Input Message

? X
Error Alert
A B
1 |Leansa M
v | Wignore blank 2 |1uEasTilAan |uis
In-cell dropdown 3 AgrLE
]

4

=

Apply these changes to all other cells with the same settings
oK | | Cancel

-
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H s workshop.xlsx - Microsoft Excel TEH - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FOXIT READER. PDF Sign in
D Connections Clear Flash Fi Group
Get External Refresh e Sort Filte . Text to femove buplicaies ?ﬂlg,ou:l
Data ~ A Edit Links Advanced | columns =o Da tion >ubtota
Connections Sort & Filter Data Tools Cutline -~
SUM - X & Jr | =MATCH(B1,F2:F4,0) -
'
(N
e
A B . C D E F G H I J - b
1 L§3n52 sz —MATCH|B1,72:74,0) |sa |9 wax aarlu =
2 usnaisvlaan qm{u MATCH(lookup_value, lookup_array, [match_typel) | 50 250 100 g
3 assuy 80 300 200 b
4 506 120 400 350 i
2
o
N
e
o]
(%}
&
A B C D E F G 3
= 3 — — e <
1 [1&ansa ASTLY =MATCH|51,72:74,0) sa EsY o
= = | - x
2 [usasnLaan mm{u MATCH(lookup_value, lookup_array, [match_type]) ‘-;,'
"] (v]
3 ASYUE hd &S
4 s06 s
& M
S
2
@
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msﬁ'um%’agammmmm (HLOOKUP)

is an Excel function to lookup and retrieve data from
a specific row in table. The "H" in HLOOKUP stands for

"horizontal", where lookup values appear in the first

row of the table, moving horizontally to the right. HLOOKUP supports approximate and exact

matching, and wildcards (* ?) for finding partial matches.

3

Purpose : Look up a value in a table by matching on the first row

o £
FANRA

Return value : The matched value from a table.

SYa1crd=HLOOKUP (value, table, row_index, [range lookup])

Arguments

value - The value to look up.

table - The table from which to retrieve data.

- row_index - The row number from which to retrieve data.
- range_lookup - [optional] A boolean to indicate exact match or approximate match.

Default = TRUE = approximate match.
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Trendline in Excel
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A trendline, also referred to as a line of best fit, is a straight or curved line in a chart that

o

shows the general pattern or overall direction of the data.

9

This analytical tool is most often used to show data movements over a period of time or

a

correlation between two variables.

Ref : https://www.ablebits.com/office-addins-blog/2019/01/09/add-trendline-excel/
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n15d519n519uuY Sparklines

New in Microsoft Excel 2019, a sparkline is a tiny chart in a worksheet cell that provides a
visual representation of data. Use sparklines to show trends in a series of values, such as seasonal
increases or decreases, economic cycles, or to highlight maximum and minimum values. Position

a sparkline near its data for greatest impact.

"Sparklines enable us to create visual representations of data with one click. It makes it
easier to grasp data, and it’s helping our CFO analyze trends on the spot."

Matt Stuckey, IT Director of Levick Strategic Communications

What are sparklines?

Unlike charts on an Excel worksheet, sparklines are not objects — a sparkline is actually
a tiny chart in the background of a cell. The following picture shows a column sparkline in cell
F2 and a line sparkline in F3. Both of these sparklines get their data from cells A2 through E2 and
display a chart inside a cell that shows the performance of a stock. The charts show the values
by quarter, highlight the high value (3/31/08) and the low value (12/31/08), show all the data
points, and show the downward trend for the year.

You can quickly see the relationship between a sparkline and its underlying data, and
when your data changes you can see the change in the sparkline immediately. In addition to
creating a single sparkline for a row or column of data, you can create several sparklines at the
same time by selecting multiple cells that correspond to underlying data, as shown in the
following picture.

You can also create sparklines for rows of data that you add later by using the fill

handle on an adjacent cell that contains a sparkline.
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Dashboard

Business Intelligence is a hot commodity in today’s world and dashboards are the most frequently
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used method of
providing that
information.

So what exactly is a
dashboard? My
favorite  definition
comes from Stephen
Few, “A dashboard is
a visual display of
the most important
information needed
to achieve one or
more objectives
which fits entirely on
a single computer
screen so it can be
monitored at a
glance.” This echoes
a theme that | once

heard in a session

lead by David Paradi at the PowerPoint Live Conference (now The Presentation Summit) about

using the GAR (Glance, Absorb, and Return.) principle. Rick Altman, the host of The Presentation

Summit has graciously agreed to let me use data from his conference to create the example

dashboard used for this article. Note that I’ ve used aliases for topics and presenters to protect

sensitive business information and speaker’s privacy.

SharePoint and Excel are the most frequently used Microsoft mediums for creating dashboards

(see the Microsoft Help Article: Introduction to Business Intelligence Features). Though frequently

overlooked, PowerPoint combined with Excel offers an easy solution for creating elegant and
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functional dashboards. Additionally, PowerPoint offers an interactivity feature not available in
other applications.

When creating any dashboard, the first rule of thumb should be that the data is the star. Cluttering
the screen with unnecessary components will distract from the information displayed, so a KISS
(Keep It Simple Stupid) approach is best. You’ ll want to strike a balance between making your
dashboard attractive enough to hold your audience’s interest, but not so stylized that it obscures
the information displayed. A best practice is to avoid 3D charts and if information can be displayed
more clearly in a table than a chart it should be in a table. Excel has a wonderful conditional

formatting feature that allows you to have both: a graphical display within a table.
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You can automatically calculate subtotals and grand totals in a list for a column by using the

Subtotal command.

SUBTOTAL function. You can display more than one type of summary function for each
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2 o7 - a “F Microsoft ¥isual Basic - aawaanhTixlsx - [Module1 (Code)]
| i 3.3 aantga D1 |b—— -
= A 8] € ‘_ G i :% File Edit View Inset Format Debug Run Tools Adddns  Window Help -8 X
H 4 kM &

oject - VBAProject

|(Genera|} j |I]e|eteCeII

RN | 2| | s Deletecall))
¥ @ NitroPDFExceladdin (NitroPDF xla) :

- & YBAProject (anvgrouinelalsx) ' DeleteCell Macro
#) (1 Wicrogpft Excel Chiects

A fiu.nﬂl' MS :
Visual Basic

Range ("D7:E10™) . Select
Gelection.ClearContents
Range ("B16:G18") . 3elect

" Delete Custower Info & List

Feyhoard Shorteut: Corl+5hife+D

un Error kesume Next

<& ] TN ELaTeH dudu duTi Selertion, ClearContents

15 | MEM DESCRIPTION Price/Day Quantity Amaurt Range("D?:E?"] JGelect o
| End Sub
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Sheets(1).Select
Worksheets.Add
Sheets(1).Name = "Combined"
Sheets(2).Activate
Range("A1").EntireRow.Select
Selection.Copy Destination:=Sheets(1).Range("A1")
For J = 2 To Sheets.Count
Sheets(J).Activate
Range("A1").Select

o £
AnNAAS

Selection.CurrentRegion.Select
Selection.Offset(1, 0).Resize(Selection.Rows.Count - 1).Select
Selection.Copy Destination:=Sheets(1).Range("A65536").End(xlUp)(2)
Next
End Sub
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Sub MergeFile ()
Sub simpleXlsMerger()
Dim bookList As Workbook

Dim mergeObj As Object, dirObj As Object, filesObj As Object, everyObj As Object

Application.ScreenUpdating = False
Set mergeObj = CreateObject("Scripting.FileSystemObject")

'‘change folder path of excel files here

Set dirObj = mergeObj.Getfolder("D:\spss_2559-05")
Set filesObj = dirObj.Files

For Each everyObj In filesObj

Set bookList = Workbooks.Open(everyObj)

‘change "A2" with cell reference of start point for every files here

'for example "B3:IV" to merge all files start from columns B and rows 3
'If you're files using more than IV column, change it to the latest column
'Also change "A" column on "A65536" to the same column as start point
Range("A2:IV" & Range("A65536").End(xlUp).Row).Copy
ThisWorkbook.Worksheets(1).Activate

'Do not change the following column. It's not the same column as above
Range("A65536").End(xlUp).Offset(1, 0).PasteSpecial
Application.CutCopyMode = False

bookList.Close

Next

End Sub
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E W Word u Excel
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,\U wuzu1lUsunsy VDO Conference (Zoom vs Google Meet)
X + = O X
eeting#/upcoming B & \8

REQUEST A DEMO 1.888.799.9666 RESOURCES ~ SUPPORT

ING SCHEDULE A MEETING  JOIN A MEETING HOST A MEETING ~ ﬁ

3

PERSONAL

Meetings -

f

Profile

Webinars

Upcoming Previous Personal Room Meeting Templates

5 StartTime to EndTime | Schedule a Meeting ‘
Recordings

https://zoom.us/

ADMIN To

User Management

Room Management

Account Management
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C'J My Profile - Zoom|

L Google Meet X +

C 8 meetgoogle.com/?hs=197&pli=1&authuser=0

L Google Meet

Premium video GOO

meetings. Now free for
everyone.

We re-engineered the service we built for secure
business meetings, Google Meet, to make it free and
available for all.

EX New meeting

gle Meet

- O X
T

o P & g

LA Share your new meeting - Google Chrome

E Entera

2k

Share your new meeting

c =& eet.google.com/ach-vvup-vn

< Send invite [k Start now

Meeting details » ) > @

& Zoom-All-You-Ne..png A & zoom icon.png A

@ meetgoogle.com/getalink?hs=202&authuser=0&illm=1604

sure you save it so you can use it later, too

Copy this link and send it to people you want to meet with. Be
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