\ ey Excel 2007 ss 518 dadin & 5 5lgs Gilayy .‘D

= Iime sl Ul s saslen LSaas D" o’

4
Highlight Cells Rules f-#-Y

185 walss 518 QUL 50 05 2t a e S 5l g, S QL) an Sl (s
g Ogd g0 b F-YY USS 0 glee [ol8 asS” Sl 1) a8 ol ST :Greater Than e
S5 5 ol s a5 Lla sk ple S e 2l o Sy 5 ldie S
1545 sblod g o 00l Ligled 00 yeend gis B by abl o0d e e
Aulgi oo @0 (g el Ol HolS g4 51 lade 8L o HolS il asin IS
ok & 03,8 SIS B aass (g5, wlgiion @b 5 a8 ol ) (2 e ol 5o
S9) %00 sl ok jlade 4y yols gl )l (gly 09 soliul o] jlade 51 aues gl
355 5 3,90 Jsho 53, 01 31w 1995 SzsS oglme 315 b s’ SIS B s
5SS gl s dore p3 055 )l Gl oI5 g (] el B S SIS
<JB Custom Format 4535 L b osS Gl gi5L 0l 51 59200 (sl gan B

S Gy ) 995 a3 50
ey _1.:1.!! Sl ._{'_._.

Jlds it e ol oS5 Jlada bl s

\ [ R

|'5._' iy | Lignt Eed M vt Dovk Bed Tenl | w

o || cees

Greater Than o glas juls Y-Y¥ s
FaS ol polie asTy Hla Jobw a5 Gglas (nl b el L3 435 aiils :Less Than @
A8 o gl il pasin o>
Sade 9o Llade SO gl W aS Sl ol bl L8 a5 ulle (Between e
Gl Bl oad 3)ly jlade 50 G GlB)lEe &S ) ola ol 5 00,5 2Ly

2l oo )y slgize il (e b dae) o] (glgizme a5 1) olo Jslo :Equal To e



el sl ) 5 Saass ool ® sl 5 (8 olesl — gelaial H el 5 LK o505, %

Sledte LK @b, lubinl sbm™ g R RN S PO LR RPNV VM N
AU OET YN YoEY/YENY coslad m
o] e ,o Ole aS 1y slaJsho g 08 o <l o |, 5 Le :Text that Contains

B9y0 ) a4 wiyls b g 3l gl lade a5 oo Jsle (1) :A Date Occurring
§iacdBB ol sogame o1 Jo Jokuw g b 515 0uS co b0 ) 5ol 5l (glosgase

D83 oy |y ol
Al oads JILST Ldlade aST Sla Jolw a5 0iS s ales oo :Duplicate Values

S B 1 unique) asl 8,8 4 pasie oli,lake a5 slagl L (duplicate)

*a

L N

AR

S polae plod Jguz cpl jo load b yd guncdB oS was o plas |, Jeux F-YF USS
yob A 5 ancdB ol Bee Jgux polie ST .aisd co guiucdB il 0.5 51 555 a5

D ey g4 Sas>

‘GresterThm e

Format cells that are GREATER THAM

050 | wth |ughtRed Al i Dok e Tt [ |

Lo | [ cmm

([t} Vi W2 Vi va L)
100 o032 oo ors o5 043
e 0ls D63 232 a7 ]
0E 0T L 035 oas7 0.5
03 o5 0.3z a7 a5 0.24
= osn 09z B35 0.I3 D=3
108 b4k .87 .45 [i§ .1 0.2
108 D&Y 0.24 =W LY o1l 053
iy o= 0.5 o 06T 0.3

Wi
c.16
0sa
C.od
053
L5
.23
0.0
0.aG

Sy dasepus L1 0.50 1 YL jaulie U cudl oudi b puli (suiadls as Jgua Y-YF J<ub

Ay (llal

O 5 i 05l waa (K508 o 1, F-Y0 JSa Jgun 1,0 X

3 A0 saolie € wiS (b gundlE 555k 1, T Slute
s laie ) -

Ob ol s S alal 1 F-Ye K& Jgaa Koo b K i s X‘

A palle &€ i€ (yub B (555b 15 T Hlaie st



\ .Y Excel 2007 suinf daben i 5)les Slay m®

e Iime sl Ul s saslen LSaas EI; o’

L 4

g alaie 0 )

Jliga
12
8
4
15
3
24

4

[i=Ri =Rt Ba> R 0 BN RIS R LS B

7
6
18
G 9 Jgan P-Y0 s

Top/Bottom Rules f-#-Y
15,13 (5l cend ol sloany 5
5ol laie a5 Jolo slaws T a4 g oS 0 28l )15 5l (goae :TOp 10 Items o
8 S e laie 4y oS o Sl (b b gancdB gl | il 535 des
IRWIRVEPESP-R VU [ JUVH O SR I PRy | P Sl PV UV IREPRC S PO JU IO KV-9
I b sk 3l satin slass aSepl sl 4 Jg ol 18 a5 ausle Top 10% °
03,5 Latin )5 a5 1 lag] slaw 5l 6,50 aoys blag ] 7Y S o JB
ol ook a5 olas ol b wcwl Top 10 Items owle :Bottom 10 Items e
S n o B 1, ol o 5SS
PrS=eS syl> sloJshw a5 Solas ! b il TOp 10% wisle :Bottom 10% e
S oo B 1 polie
WS o gl il (oSl 5l 555 a8 (6 0las :Above Average e
&S oo (g B il (1Sl 5l 3 S8>6S oS ) (6 0las :Bellow Average
Wloads (gancdB s polie 35S n AV aS Jloy po |y iy Jgo F-YF S



el sl ) 5 Saass ool ® sl 5 (8 olesl — gelaial H el 5 LK o505, %

ladia IS G, sl b W @ M8l solS sl L m® g gLy
T R YAV AR B V- l‘ “a Y=YY/Y¥/N/¥ o lads .‘ "9 o
1 T ¥z Vi w4 V5 Ve
0 012 070 07 08 043 QL6
W 015 05 B2 047 O A
W 03 070 0% 08T 0S4 ool
1 03 632 6y G5 oM | nes
1 05 052 058 .35 045 s
05 045 067 046 0§ 019 0
IS 0§57 0 oIS 0l
107 o3 08 o8 067

Top 10%0 L (susslls ¥-¥7 Jsiii

€ S byl ganll ok 1) U8 (psd Jus S

Data Bars f-#-¥
oS S e ) olkes s cancdl anF eolaw i oS bl 1 aysE ol s
u‘]w a u.:)b.u u.ul.w‘ » J}Lu 2 ‘J.uS ul?w‘ ‘) 0‘5,’;;].) u.i») ‘5«39 Cew! u.f.a) ).b UL.HJBLOJ



V-0

Fom
| D&z
Fom
Enaz
Foas
\ ns&7
e Daer [ o
wr i Fos

BEEEESS
BEREEES

i
Faxm
| maz
Lo
BT
Rhss
[ mas
| 038
.

Excel 2007 s0 18 dadin 1 5)lge Slay g ® o
. . - o - L 4
s el QU1 len S8l 0 .‘.

vi Ve
Foay | o
Ham osa
Hos: | oom
f m2a Pasa
Fon Rosn
lozs o
| aiz Boss | om
Posr nas Moss

3

B

Data Bars L by (susacull8 ¥-YV <

€ € i gauall gk 1 U8 ool Jsan G
Sl slaols plaohie Ko <y (So5 ulal 5 ladsles

Al dly Huade o5lwl b

Color Scales f-£-0

am 0,8 o0 18 bl o () oS 5 an S olaw S obal 1) anF ol ST
sl lade y?—"-’“’ 25 s Gle b canlite () sk 0 S QL) ) oS 5 a5l

(F-YA USCS) g oo 00ls ioled 585,50 58,5

SHEEEREES

Color Scales L b i (suissdls Y-YA Jsiis

S T 5 8aS aols 1y asa a3 Hle slas yad Jgan 10p e

.asa4s |, Color-Scales



ol oLyl 5 Kaasi sty W™

sl g (8 Gledlu — elaial gl 5 SIS @5l n%e

Sledte S @b, lobinl sbm™ g

SN0 Nielet W g

‘e

i A 5
ooa
9a0
L o
L
009
TAS

|

Ml 158l 5lS slstind o m® &

L
»
L]
t B4
eo

i = 4
SO
84
o 1 X

tfAud
L I“

* HAx

o B

l-“

YoFY/YE/N Y o la

L N

Icon Sets f-¢-¢

SpS o)l B ol o oSl 5l dise sleasgeme S QLl 1) 4yl S

sy gunalld 6Léu5fi de gano ¥-Y4 s

(F-YR JSis)

39 0,5 Lasine lp o] (olows dcgezme B 018 D93y ST dsgee VY gie oyl jo
Lasgie « S8 00500 dus s |y polie wiy)ls ald aw a5 SlapSoT Jlie lgie a5 .0,ls polie
P S5 el Ghjlade b canlie a5 aims co (SS0T gk 12 4 g WS o oS S50
a3 oo ol gl g (nl L) diged Jour

Wi

EEEEEEHE®S

prl 1= 1= T i i
upEapppp
eskegeEnen

Wa
wom
= T
em
Naw
[ REE
W L7
O e
L TS

¥
aan
W aks
™
aam
i 1]
(1 T
O auis
[ T

Wk
i om
B aar
-, osr
i LR
on
$om
[ A5
& nar

]
™ pudg
o
oo
Crom
B oas
Mom
(P rsa
™ pa

W
0 pLaa
e
) e
&0
i JT
o
) ues
[ FE

Icon Sets L by (guaacalld ¥-¥v (<

ST asllos

olyee b anss obl 1) gancdB gloan ;s 51 (S5 L je g wir jo wuilg e

& @andl susie slabyd Sy pae sy adlge Sl gl o st Jlee! bosbe &

leal, 511 Il I b oSS 6gis .0usS ax>l,0 Conditional| Formatting | Manage Rules

- 390l Excel

V- #



RY, Excel 2007 ss 518 dadin & 5 5lgs dilay .‘D

. s - Is
e il (Ul poler JSualy 0 o

b s G dlE B -5V

A 00,5 Ol canloas b yd gandB asT ) slosgass laml (b i (gasn B Bas ol
&S oo 3l .S SIS Homel Styles| Fa Conditional Formatting| Clear Rules .sg, ., ;!
oo gandB ISl b ass Gl | Clear Rules from Selected Cells iy 35 9.8 o 35U
Al ples S asles,S Cbil aS glosgase

Home| Styles| ks Conditional Formatting| Clear Rules (g, dulg oo ouiil blo S
s sl suncdB plas b ass” bkl | Clear Rules from Entire Sheet 4 35«00, SIS

g S 5

JA&Z\SJJ‘JEXCG' JJ‘JM@‘GL&JE\A&J&JJJ?@J&
5 Jlael 5T 1 o snlls i slaciy S

GBI Hlolw E-Y

aStyle o gp0 F-V-)
s b Joko 5l glosgasa b Jobo G jo a5 1) ol guncdB a5 ol o3Y ol Sew
2 jhes o acgeme )] (sl 'Style ol Jigp Shge ol 5ot S e ,b wles S
Style y2 .05 Jloel o0 slmosgame b la ok 0 1, Style T oslgn cuog bile aS ojlo; 40 b
el (G2 B slaplass I (glac gz

S

WS gun B L oo 55 4 oS (I8 a slal58la 55 ales Yac
208 DLEAN Hu aa |, Style B suldioal 5 ciyel ISl Wls
Ol Ol (plads sas AUtoCAD 5 Word (slaldla 5 .asan oo 58
LS Lastyle SoS L dnan | gldsa olical aiiiua a5k 5

L

L 4



el sl ) 5 Saasd ool ® $Mioa 5 8 olosls — elaial sl 5 8 ool P e

lasia SIS GLL 15l WS G ol 3l seS st b m® @ LA
AU PET YN AEAALTAVA TSI I: S e

Style o 3 F-V-Y

SzsS G 59y ol 5l am aS Slils o ) Jlais g0 (gan B a5 ko Style 033 ol
G b oS SIS wls 18 e, Home «il; 5l Styles jisw slads 5 dcgamma ,LS a5
(F-7Y) ISKs) 09d 5L WaStyle

(PRS0 [ GPUR N PSTTT S PCRE ) R g gL C g 1 gL SR

I PR PO
e

Fm-! lllllll-ll-H —- — -
i | [EETE =y - BRI trewi et (ke

Hupding | Huslngl e e T Bk

R R R T R e I TR R T R ]

D m‘-- - s

)

& ] At | gumiviay oy i
| - B

"

s

LaStyle (s g0 ¥-¥\ Jsii

Ded b F-YY IS 6, lre [0lS b ausS” Sl |, New Cell Style as 35

3 3B oo glgil .auS o lg Style name [olS )0« lo Hlas yo Style gl aSTl,) U
asl Jlad o,0l5 4 sendas o aslo Sl olS slaS o g wloads astiie oyloe HolS oyl
A dale Jleel Jokw ol s S Jloel Jsbo a1, Style a5 Jloj 5 95 o 0,53 Style ;o

S ST OK (9, a5 (09,5 (aseie o



\-9 Excel 2007 ss 518 dadin & 5 5lgs dilay .‘D
T | gine (5._\3:\;_;.]\3 L;_:L‘:L,: :‘AJLO-% Oaaly D‘. .‘.

e T % |
e rore: | TN
| Famate, |
e biethaticd By Exampic]

Witumter  Geneal

(4] et Herinnlal Cenien, virbesl Centes Aigred
1 Pordt Caldri Eerdy) 1L Red

[l porder L Right. Top, Bostam onsders

i Shase

i Prohechan  adked

Lt ) (o fmed_ ]

Style o glae jals ¥-¥Y Jsuis

o9, Home aily jo Style i slaaiy 555 )0 g 098 o0 aisle o Style o ol &
LF-TY JSKs) ol valsm oano 50

|“-1ﬁ—‘ ‘ﬁ"“ test Hhm'rul | Bad toot i
e i = A
Conafionad  Feswsdl  Mpuiral | Calndation | FRIHTRO Ty e
Fartrasttng - a0 Tabee - ' R 2 5

O3, oo (test als au) wsaa Style ain 38 F-1v J<uk

Style Jloc! f-Y_¥
i claStyle 51 S, (g5, 00,8 Sl | 355 5 850 sla sl b Jsho Style Jlas sl
(gl c0d 000 (e, O LmOT e r g e 0l i (pl slea ;5 .auS SIS Styles
LaStyle ples anS b oS SIS ol J1E sy pl sl Ceons a5 b g, Juls (s,

Wigd ool ioles

sample gtest slac,lie 1353 80 A2 S AL slad slas a0 a3 '
3008 K, L gine 4SS guu B gk 1L AL LS 05l 1, ,&;
s sals Ginlay HulS 5 Koo aisd shlal Wyl el
S Style .asiS s puadteststyle al L Style o) gm0 15 AL (gu I



el oLl 5 Siass olss m® SMioa 5 8 plosl — elaial sl 5 L ool m® e

Slasio SIS 0l sl o WS @ M I3l S lstal S m® Yy

2-3 V0V Viesle W YoFY/YE/NV/Y ool @

2% L O

i Jlael A2 4 1, wolaia b

$I1 p gt F-V-F

5 9,105 0929 oy jo olgize Yw aS Oglas cpl b o ladldig |15 aline goliv] Lo gl
Elgl gy goaxie el lalesls 4o Blw Cails s Sl )5 1) b g5 o N
lasSIl 5l ol ot dl 5 saz laady )5 cols lr 4 ol b oS o a5 ba)lS
las Guals S )15 wisd oo cale )y ol slas lasbinl sy ol 45 aisS colainl 59250

D diler aline wilesle Galizee )l 5 a5 Sleodss 9 oS 0

ol omsd F-V-0

5 Pl Glapdas da loges da Jguz wlasl gundB) o3V slapdas plos o3l 0 53 5 i
algy )l 10 WS s Gl S a5 1) Slsizne Sl g 0aS Mg alig IS 0 1, () wsle
03,5 S (Office 4a59) B8 g5, o1 51 oms gl 5925 4 6 iglddy> oS 5 b s 1,3
g oo 3l Save As ojglore oIS SISl L asS Gkl 1) Save As 098 o 5L a5 ke
5 oS5l oy ls wad 81 0SSl |y Excel Template 4 ;8 Save as Type (s9d3b 08,0
38 HeS e aniS gle 4w eolaiwl fo wsle 1) Excel 5 cesad ladasus a5 slaailyl,
Y oS bl |, Excel 97-2003 Template

59 4 0S o cpend $NUN ] 00dg 95 (£89 .05 8 g File name ,olS™ ;o o1 (6l cowlis pUS
rglen 1) odign 5 audss 1o 1) one (nl Sl e 098 o0 SN lagSdl e (28 00

o 3 1y T il g oS e (6,500 laaslly a1y saigp aule duad [S1.0sS 0 S
DS S oyl 8 bl ol o as plie

91 53,5 34 F-Y-5

De oo 3L TV o 0j5lore jolS wanS oo jolo 1) was adigy IS colu jews S

g gad 0313 ialad jeiing 5 A e sl Bdiguy Wigd s 0558 XK wigeuy L LSl -



XY Excel 2007 suinf daben i 5)les Slay m®

. s .
Iine el (U1 ipolen JSaals 0 .‘.

New Workbook o, glas juls ¥-Y¥ <

ool s Ol > e Jio 4o |, Installed Templates asy 35 F-YF S asle 31
405> (59, o Gl 3l o audlgl co g Wgd o 00ls iules Sleo ,ol5 o Excel [ ouls coal
Dgd ailw oK ulal 1 i 0dig p b oS SIS Create

SIS My templates 435 (g9, «iS oolaiwl wulos S0 053 a5 olaeSl 5w Ll S
D5 5L YO S 0gle JolS U oS

OK 9y 9§.” 0_)[."5.3‘ )| S T) "‘"5’“"(5" ools uuLo.\ 0)5L‘>u )le u.!‘ B o.\g.‘ob; o)..:.">.5 aS @L‘b}f.”



ol o) 5 Saass ol M
Sledte LK @b, lubinl sbm™ g

sl 5 (38 gledle — elaial 5ael 5 L ool I:O
ol Sl S st L m® @y

e AT P YEY/YE/N/F toladt ." v e =
Mo —— T EA
By Tempiabes | 3001
ﬁ o [=]=]
=D o
Privvde Rt idalig
Los | [ cocw

SIS 6 glas yuls F-¥O JSub

ST asllowe

05,5 2,5 wilosds >lyb calisee dolio (gly a5 | Excel slagSl glgil i i) 51 alys
§ - Slp S, S Sl = Eegll il Sedleh oo

03,5 b Style el el L iy pod 0 45 S0 A Ciua i el
Gz Ads IS oS 053§ B Lo | adigy IS S S 1 agog

DS oolazwl g

A

L1 ol s oS o)l 1, " ciales o le C5 sl 4o oyl 6301 )] Lol

ITRLPCCT B ETTO T ST

DS gaiu B teststyle

e You can help improve the readability of a worksheet by applying
different types of formatting. For example, you can apply borders
and shading to help define the cells in a worksheet.
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To change the text color of the selected cells, click the arrow next
to Font Color, and then under Theme Colors or Standard Colors,
click the color that you want to use.

To change the background color of selected cells, click the arrow
next to Fill Color, and then under Theme Colors or Standard
Colors, click the background color that you want to use.

If the colors in the palette don't meet your needs, you can click
More Colors. In the Colors box, click the color that you want.

To apply a new or different border style for the selected cells,
click the arrow next to Borders icon in Ribbon, and then click a
border style.

To change the vertical alignment of cell contents, click Top Align,
Middle Align, or Bottom Align buttons in Ribbon.

You can't split an individual cell, but you can make it appear as if
a cell has been split by merging the cells above it.

When you merge two or more adjacent horizontal or vertical cells,
the cells become one larger cell that is displayed across multiple
columns or rows.

In order to merge cells, start by select two or more adjacent cells
and then click on Merge & Center icon located in then Home tab
of the Ribbon.

For splitting a merged cell, select it and then click on Merge &
Center icon in the Home tab of the Ribbon.

If you want text to appear on multiple lines in a cell, you can
format the cell so that the text wraps automatically, or you can
enter a manual line break. In order to do that, select cells and then
click on Wrap Text icon in the Home tab of the Ribbon.

Use a conditional format to help you visually explore and analyze
data, detect critical issues, and identify patterns and trends.

In order to clear the conditional formats of a range, select the
range, then on the Home tab, in the Styles group, click the arrow
next to Conditional Formatting, and then click Clear Rules.
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To prevent a user from accidentally or deliberately changing,
moving, or deleting important data from a worksheet or workbook,
you can protect certain worksheet (worksheet: The primary
document that you use in Excel to store and work with data.
Also called a spreadsheet. A worksheet consists of cells that are
organized into columns and rows; a worksheet is always stored in
a workbook.) or workbook elements, with or without a password
(password: A way to restrict access to a workbook, worksheet,
or part of a worksheet. Excel passwords can be up to 255 letters,
numbers, spaces, and symbols. You must type uppercase and
lowercase letters correctly when you set and enter passwords.).
You can remove the protection from a worksheet as needed.

In order to remove protection from a worksheet, on the Review
tab, in the Changes group, click Unprotect Sheet.

When you protect a worksheet, all cells are locked by default,
which means that they cannot be edited. To enable cells to be
edited while leaving only some cells locked, you can unlock all
the cells and then lock only specific cells and ranges before you
protect the worksheet. You can also enable specific users to edit
specific ranges in a protected worksheet.
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Formulas are equations that can perform calculations, return
information, manipulate the contents of other cells, test conditions,
and more. A formula always starts with an equal sign (=).

o Informulas, the ~ (caret) operator raises a number to a power, and
the * (asterisk) operator multiplies two or more numbers.

« MAX function returns the largest value in a set of values. Its
syntax is MAX(numberl, [number2], ...).

o The SUM function adds all the numbers that you specify as
arguments. Each argument can be a range, a cell reference, an
array, a constant, a formula, or the result from another function.
Forexample, SUM(AL:A5) adds all the numbers that are contained
in cells Al through A5. For another example, SUM(AL, A3, A5)
adds the numbers that are contained in cells Al, A3, and A5.

o Ctrl+D shortcut uses the Fill Down command to copy the contents
and format of the topmost cell of a selected range into the cells
below.

o The ROUND function rounds a number to a specified number of
digits. For example, if cell Al contains 23.7825, and you want to
round that value to two decimal places, you can use the following
formula: =ROUND(AL, 2), and the result of this function is
23.78.

o #### error: Excel displays this error when a column is not wide
enough to display all the characters in a cell, or a cell contains
negative date or time values.

o #DIV/0! error: Excel displays this error when a number is divided
either by zero (0) or by a cell that contains no value.
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