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3& New Microsoft Office Bxcel Worksheet.zip - WinRAR

File Commands Tools

Fawvarites

AR Y WIdG & 4

Options

Help

Extract To Test View Delete Find Wizard Info VirusScan  Commen
m g Mew Microsoft Office Excel Worksheet.zip - ZIP archive, unpacked size 14,135 bytes M
Mame 4 Size Packed Type Modified CRC32
= Folder
C_rels Folder 12/09/2006 12:...
[C)docProps Folder 19/0%/2006 12:...
[ Folder 12/09/2006 12:...
[Content_Types]... 1,336 335  ¥ML Document 01011930 12:... EES3BESF

Total 3 folders and 1,336 bytes in 1 file
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Microscft Office Security Options |- I.iléj

@ Security Alert - Macro

Macro

Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path:  C:\...celBookChapters\MovaDeliveryiCh1SampleData\SampleXLSMFile, xism

@ Help protect me from unknown content (recommended)

! Enable this content

Open the Trust Center £ Ok { I Cancel I

. Enable this content leis sl
s Xls ﬁmﬁ\ AN pladiu SliSay hll jlad Aagaslh el ylaal) & () gl Chd g g Saa (J MiallS
13 Y a2l Calall 8 ayaall ISV (g (o) Jais GliSay ¥ 5 3aa) 5 jlaa¥) pe @815l pmy b oS
LYooV Jaas) ) calad) A8 gl
A Alalaia) Gl
XLTX and XLTM
el Al rasaiS Bade (8 5 5 Sa Ulal 5 5 Sle e (e JeeSY) lilal 8 als 23l
CSV and TXT:
S bl e (5 singsed 3 i5all e bl Ga b e 5 IV 5 da ghadll i e 5 gy Y Cile
) Ada stie Abald aginy Jiady 53 gec JS Clily Laés 25 CSV eV s 85 Calall JAla padiiall LS
(;
PDF:
PDF il I clilale J sad liSay b a5 Sia a8 50 (e dgilial il oS Adlaly

izl ltem Excel 2003 Limit | Excel 2007 Limit

2 sac Columns 256 16,384
Coa Rows 65,536 1,048,576

S 381 | PC memory 1GB Maximum
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el &l | that Excel allowed by

can use Windows

Ol sy Unique 56 (indexed color) | 4.3 billion (32-bit

< deadindl | colorsin a color)
=Ll | workbook

5 WA swais | Unique cell 4000 64,000
il | formats/cell
styles

Gl | Conditional 3 Limited by

=3 | formats in a available

Lol cell memory

Gl ghoe Levels of 3 64
& <ol | osorting ina
St 5l Jsas table or
range

< xaY 2ae | Characters 1,024 (255 when 32,768

oS A | that can be formatted as text)

< lea e | displayed in
EEIEN a cell

< aY e | Characters 1,024 32,768
oSa Sl | that can be
& el | printed in a
ala cell

Wl Ll | Cell styles 4,096 65,536
Jaall 43,5 4 ina
workbook

&4 <,aYl | Characters 1,024 8,192
<Yaldl | in a formula

Gl gie Levels of 7 64
Jalr Jalall | nesting in a
EAREA| formula

& ©l=dl | Arguments 30 255
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Jsall | in a function

il ualiall ltems that ~65,000 ~1 million
Walsal Sa can be
sl ahaiuly | found with
Find All Find All

Jdalhsae¥l | Columns in 255 16,384
PivotTable a
PivotTable

@ palinll ltems in a 32,768 ~1 million
Pivot field Pivot field

&b Jdsaall 2o | Number of 255 16,384
PivotTable fields in a
PivotTable

LSY/ 4 o ) i ~sliShortcut Keys for Navigating in Excel

Sl R

C el Caall 8 A seall Cilaldl) Home

A1 Ctrl+Home

o s Jaall A8 5 8 Aadiies A3 A Ctrl+End

de i ils

Jeadl 285 b s iy & Cim A
Clily 40 3 see J )

Ctrl+Down arrow
Ctrl+Left arrow

ALy L e A Ctrl+Right arrow

A Jaadl 48 Ctrl+Page Down

A8l Jaall 43 Ctrl+Page Up

Dlaia ¥ alasiind ol yall LAY Jlas sy (o sas Adall 0l JLaia) o 3 sha 5 53l Shift 7l aladiu
Ctrl+ShifttHome . Jeadl 48 55 Jaly dlaniise 40 HA) ) oW LAY e LIAT) JS 2 (o gas
Sle sl
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L elilY) g JS0Y) g wasill &) jlais/ 4 s

Sle azal Sl Jaad
Ctrl+Spacebar LUAD) o) AdAl aac V) 5l 3 gand) aa
Ll ddaial)

Shift+Spacebar LAY ol AN saae YT ) 3 gaad) dgaail

JERGINC

Ctrl++ (plus sign)

,Ore Jlase 8 s Ciua JA0N

Ctrl+Spacebar, then Ctrl++

cOpme Jae gl Jsan (B agee JBNY

Ctrl+- (hyphen)

Ctrl+Spacebar, then Ctrl+-

L s e dgac Cada]

Ctrl+0 Cddec] o 2gac cledY
CHri+Shift+0 | . L& &e sane O duiiial 52ac ) LY
Ctrl+9 | Lelardii (Bav 33das i gha o) Cia £liaY
CUI+Shift+0 | Loa fe same 0 Tl i siall g5y

RRRCWY

New Locations for Popular Commands

sxatls oy (8 Al ol ¥ anT oyl

Y

< WSExcel 2003

< WSExcel 2007

New, Open, Print

File menu

Microsoft Office

Standard toolbar Button
Close, Exit; Save As File menu Microsoft Office
Button
Save | File menu Microsoft Microsoft Office
Office Button Button
Standard toolbar
Quick Access
toolbar
Page Setup File menu Page Layout tab,
Print Area, Set Print Print Area, Set Print
Area, Area, Page Setup

¢
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Clear Print Area

group
Clear Print Area

Page Layout tab,
Sheet

Options group
(Dialog Box
Launcher)

Print Preview

File menu
Standard toolbar

Microsoft Office
Button, Print,
Print Preview

Undo, Redo

Edit menu Standard
toolbar

Quick Access
toolbar

Cut, Copy, Paste

Edit menu Standard

Home tab, Clipboard

toolbar group

Delete Edit menu Home tab, Cells

group

Delete Sheet Edit menu Home tab, Cells
group, Delete

Move or Copy Sheet Edit menu Home tab, Cells
group, Format

Find, Replace, Go Edit menu Home tab, Editing
To group,

Find & Select

Header and Footer View menu Insert tab, Text
group

Cells, Rows, Insert menu Home tab, Cells
Columns group, Insert
Worksheet

Chart Insert menu Insert tab, Charts

Standard toolbar group

Function Insert menu Formulas tab,

Function Library

10
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group

Name Insert menu Formulas tab,

Defined Names

group

Cells, Rows, Format menu Home tab, Cells

Columns Sheets— group, Format
Rename, Hide,
Unhide, Tab Color

Options Tools menu Microsoft Office

Button, Excel

Options

Sort, Filter Data menu Home tab, Editing

group, Sort

& Filter

Data tab, Sort &

Filter group

Font, Font Size, Formatting toolbar Home tab, Font

Bold, Italic, group

Underline, Border,
Fill Color, Font Color

Align Left, Align Formatting toolbar | Home tab, Alignment
Center, Align Right, group
Merge and

Center, Increase
Indent,

Decrease Indent

Currency, Percent Formatting toolbar Home tab, Number
Style, Comma Style, group
Increase

Decimal, Decrease
Decimal

N
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Format Report | PivotTable menu (on (PivotTable Tools)
PivotTable Toolbar) Design

tab, PivotTable

Styles group

PivotChart PivotTable menu (PivotTable Tools)
Options

tab, Tools group

Refresh Data PivotTable menu (PivotTable Tools)
PivotChart menu (on Options

PivotChart Toolbar)

tab, Data group

Offline OLAP, PivotTable menu (PivotTable Tools)
Property Fields Options tab, Tools
group, OLAP

Tools menu

Hide PivotTable menu Right-click

row/column cell
context menu

Select submenu, PivotTable menu (PivotTable Tools)

Label, Options

Data, Label and tab, Actions group,

Data, Select

Entire Table, Enable menu
Selection

Group and Show PivotTable menu PivotTable Tools)

Detail Options

submenu, Hide tab, Active Field

Detall, group,

Show Detail Active Field menu

Group and Show PivotTable menu (PivotTable Tools)

Detail Options

submenu, Group,
Ungroup

tab, Group group

v
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Formulas submenu, PivotTable menu (PivotTable Tools)
Calculated Field, PivotChart menu Options
Calculated Item, tab, Tools group,

Solve Order, Formulas menu

List Formulas

Order submenu, PivotTable menu Right-click cell

Move to context

Beginning, Move Up, menu, Move fly-out

Move Down, Move menu
to End

Field Settings PivotTable menu (PivotTable Tools)

PivotChart menu Options

tab, Active Field

group

Subtotals PivotTable menu (PivotTable Tools)

tab, Layout group Design

Sort and Top 10 PivotTable menu (PivotTable Tools)

Options

tab, Sort group

Right-click cell

context

menu, Filter fly-out

menu

Table Options PivotTable menu (PivotTable Tools)
Options PivotChart menu Options
tab, PivotTable

group,
Options

Show Pages PivotTable menu PivotTable Tools)
Options

tab, PivotTable
group,

Options [ Show
Report

Filter Pages

TA
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R gl oy 45 jalad oLl e v jddMore Templates

* Agendas

* Budgets
 Calendars

* Expense Reports
* Forms

* Inventories
'%GS
anners
* Plans

. \chase Orders
\}} * Receipts
* Reports

.  Schedules

» Statements

« Stationery

* Timesheets

SmartArt
Gaia 5 Jaen (S umy\}g_,uw@éﬂuxju | 5 5as0nll Ailadl asu ]l (30 A sana (o0

L
‘

100, 000 Rent

$500

Utilities
S700

Materials
5950

Wages
51500

\

5223 J sMore Functions
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* IFERROR (Logical):
ISERROR s If Jlaxias) (30 Yy debpall Undl) 48 el
 AVERAGEIF (Statistical):
SUMIF and COUNTIF (2 alasiul (e Yoy Ja g piiall Jas siall ¥ Ae Janl
* SUMIFS (Math & Trig):
Baxiall uleall as axaind (S SUMIF Jl
* COUNTIFS (Statistical):
sareiall jlaall axains LSl s COUNTIF Jie
 AVERAGEIFS (Statistical):
Baaziall julaall anaiud oS s AVERAGEIF Jis
cppiivall 4l J1uSY) ra ol

-: (Entering Text) bl dada J) 438 pall cilitall Ji) (1)
o stadiall oy lie] ALY aadiud a5 (L) Cagall) e Jaid il bl s 4 sl il
ool ddla)- ) shadl 5 aac Y

=10kl Ja) (V)
RIRENRI Nt
C(A1)R el -y
(Sldall IS 38 H8) i) -y
 (A2) sl jaal -
o (( Dlaall 4y sl 4 jall) €] -0
. (A3) &dal il -1
(Y2 o Ade) st -y
_: iksale
=0 O ey 3 slaval) A ) JWEEY 5 bl Jaa) Sy sasl 5 3 shaa b
Csaaal) Aa jlaals el
OIS EQUP I N BN Fpre

-1 Sl Gilial JLa) (V) G

. caiall i a5 (AB) dalall jal o)

Ll Sl Q5 (AG)Adal il Y

, ilatda ST G5 (A7) Al s -y

s Gl 8 ST 25 (AB) sl il -

L4 ye al B ST G (AQ) Adal i o
el Meal i€ 25 (A10) 4lad) sl -

-3 ey JA) (F) G
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-1 (Entering Numeric) 4l bl Jisal (<)
Lele Apliaall cillaall ol ya) (Say a5 ¢ lilad) Andia oLi) (o 5l Caagll 5 (558l 3 ganll L 28 Y
AR e L) s3a edatn AR age e ST S 1Y) A g

-1 Clagaall 28 T JLASY (£) G
. D9 ) B6 e LAY Tay) =)
. B7 40l
-1 e JSAUS 22 Tab Lateis ae s gall 8 )¥) 4y cisSl Y

KB R
3 B7
i B8
Voo B9
Yooo C6
oot C7
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