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History of Excel

• Use for analysis, collected information and …

• Excel integrated in Microsoft Office package.

• Microsoft Excel will have been release every three years.

• Excel files ends with *.xl* like *.xlsx (after 2007) or *.xls (before 
2007).
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Excel 2003
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Excel 2007
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Excel 2010
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Excel 2013
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Status Bar

Custom Bar
RibbonMenu Bar

Function Bar

View Bar

Backstage

Scroll Bar

Review of Headers in Microsoft Excel
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Review of Headers in Microsoft Excel
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Contextual Tab 
in Microsoft Excel
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Open New Document
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Enable Editing
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Entering Data
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Left Click for 
Marking Cell

Double Click For 
Entering Data

Working with Cell
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Selecting Cell
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Hide Cell
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Merging Cell
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Clearing a cell
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Inserting a row/column
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Deleting a row/column
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Changing text orientation, font color Cell 
borders
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Customizing cell formats
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Ordering, Filling Cell & Draging
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KG1

Freezing Header
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KG1 Draging
Kamran Guity, 11/10/2013
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Persian Typing
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Sheet Right to Left (For Persian Fonts)
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Saving Worksheet
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Compatible Format/Files
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Compatible Format/Files
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Printing
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Print PreviewPrint Preview
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Print Titles
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Print Titles
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Print Titles
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Print Titles
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Print Titles
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Print Titles
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Customizing headers/footers
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Working with data

•Find and Replace

•Formatting numbers

•Sort By format

•Paste format options

•Filtering Data

•Simple Formula in Excel
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Find and Replace 
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Find & Replace

Find and Replace 
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Sort By format
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Paste Format Options
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Paste Format Options
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Filtering Data
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Filtering Data
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Simple Formula in Excel
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Simple Formula in Excel
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Convert to Text
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Convert to Text
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Option of Excel
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Option of Excel
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Option of Excel
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Option of Excel
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Charts

Introduction to Excel by Kamran Guity 57

• Mark your data which want to use,

• Choose format of chart from INSERT 
ribbon.

• Edit size and color of charts

New Windows
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Making Group
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Developer ribbon
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Pivot Table
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Making Pulldown list
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Protected Sheet
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