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EPo Tips uac Techniques nlrtt{1u Excet

- rvniflnr:1{.!ru Microsoft rxcet lrirdl!:vdvBnrn uavnru:rot5't

rdu runinnr: copy .:1u rlninnlira'ou Cell. uraianr:1,dq1or:

-. i, .
shoftcut vlr'ruvl'rn1u10i510ri? 1a1

- shortcut xey fi rirrfl urionr:limu rfi otirir'rrutd'1r0':du uju

n1: Navigation, Selection rfluoiu

- n',rr'ori', Microsoft Excel lfinarrvarrYunr:rir.rru niu nr:#':rir nuto

-4eHecovery llJUglU

- Lyainn'r:on?oaouiufilu Excel

EPu nr:rj:ssnfnlrnnud.rdauad?u ConditionaI Formattins-i-'' - -- - - -ii
z- nr:or"rrir HiqhLiqht, Data Bars, lcon Sets uur rBrL6'l oun:v'i'r

Advanced

n1:r!i?aaoua60nlnudrKuorfl u lcon
.t!. r' " - r i J!

't'r: LLi't Ln aun 1ta{{00? u uL0n'tl.J']u6un10r1n?^ 00 a{t 0

aotrilu?ru iiugru Li'uri sutu1, AVERAGE, IVIAX, N,4tN, CouNT,

COUNTA, BAHTTEXT, LARGE, SMALL
. I - - ,,jqv 

'a0rn'rlr'r.i'lutfir,?fl!,u, lorrn TODAY, YEAR, MONTH, DAY,

DATEDIF, DATE

e .,/ -aflln15ri'ru?tul'rruijou rru lF, suMlFS, couNTIFS, LooKUP,

vLooKUP, DATEDTFF, OFFSET, |ND|RECT, |NDEX, MATCH qn:ill{
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aoovru'r6u[n t!ugtu ( Louulnyllu00{n']trlttJLqx Lua?u[ot!ufi LFtu
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nrdfr nu1 ni:drvqndrilu?ru u'tiua:uri.lt4uoo1q.!1u, firu?rulufia

d'ru tr ttacrira f,o,it:u tr.rotnecr
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EPd n1fli1{1uriu{o{a

lunr:'l'{.:ru M icrosoft Excel dl.r:"rnifi f ].iluriu Excet dolitarL ad
J v ! - - !, .

rn*ur{0l sr:':f,ovfiryrainfidrolunr:o'onr:rYudo4a iirululrn l li,irudulrn 1

n1t riu{dotanl! riro"u (Sortin g)

nr:n:0.:rioua (Fitter) d'ra Auto FiLter
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- Top oo ril,ruonr:n:ol{ola oo :1un1:a.iqo/9i1qo
-J.- L'rnuatvI0n'tlr1.Jon1:n:0.t110 alrnLnnlrJfl 0in']5

nr:lr'ra:!Hadouariru Subtota[ l{riruiunr:a:rJaialouuao':araa:!
i -.10}]a Lll?10! LllU HalU, n'lroAU, U!n1L/?U1orJa, :0n]v^{afirlo''llr

nal.]t0tJa q0':n15

n1:n:'rnaounr1!nnd'oldolaoiru Data Vatidation liiirviu
- . JJ

r^:110{nu uavrl\rJnl't!aso?nLunl:uout0!aL aco?fll]'lnuitu
i - ..

rtu vlTruu List L raontLvll.Jvtos l]1rt0!aLa'! $a3u1nnl0 nn1$J0nn0.l

l [n{roaun! Lt.l'tu

")n'Eri'ri4uon15uao.:srurioultd'ru ConditionaI Formatting l{aeruiu
a{

t1t uan{aral0!a Lou ttdaunl.:.1 sr^utnault ltu u1n al.lnltJafl0n
i,

fl1nl11n ?1 LUUaOnLALa ABO.:

EPc PivotTabte & PivotChart

PivotTabte fi U:vlutrjtitriunr:n'ror:r.ra:tlaario4a rfi orjrrorrio4a6u
, qe , 4 4.

u'ta5u aluonlutu t{Lunl:0u5r]oc 0n.in1:[ntuxlotJaBav|.lu2n0Lunl:ot0!a

,du 
jlrlup^u 

rav nT :edo{a'tuilfi oirn"nrion) rit i lr;rJ uuur,rr.o uu r nr,
- n?rrtrrrluuacil:vlatilro'r PivotTab[e

- PivotTabte rYlnr:a:rJdola
J.h- n1:LqlulJlJotarfi0ltlLn:'lv14Baua:!arar0!a

- n1:ai'r.!$6vnr:ui'tt PivotTabte

- n1:eiruFilnln PivotTabte

- Pivotchart Report

- n'r:af'r{ Chart lufluuudN 1
)t- n1:aont0.:1,0{471910.:n1:

- Slicer

- nifi6nu1 & Workhop rirnr:a: uaorruiudr , il louuunflr:r:ru
sv d I

ann'r 1r:0 :1aaun1 quu?tuul,0.tuuni1u?1u?'DJu0fil,lurrJu0u't.l L5

rtuoiu 0unr:ou:rovlflu Case Study orndo4aoil)

EPb n1tir6:l31ido4arirtr Microsoft Excet (AnaLyzing Data)

- nliQt!!ildrltoldoralounr:ai'x Trend (Create a Trend Line)

- ni:air{aorln'r5ni (Create Scenarios)
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vlIl u tfi 0lalnu

EPs, Cotl.aborating with Others

nr:rirrruiurrYuriru Microsoft ExceI loaviruaur:nrtlolvld ExceL

yriarriuldurnn'j1 o nu rd?lililuvriol 1 n"utd'

- nr:uti Workbook (Share a Workbook)

- nr:fioorrlnrruri'tujrla:rirnr:uritr cett 1o ri'la Track Change

- nr:fl0.:fluh{ei (Protect FiLes)

rp- n.rerr.rnrrufrtu nr:rdollu{qnr (Auditing Workheets)

tirraiunr:r{rrrurYuqor:fi fi nr:16odu.:riududou L:ieio.rn1:nl?aao!

-tr<Jgj6on^unr:rfi orlurrfioifrrr utac afl :yvrutonaor:nr:drurruld'
,& , )- r^:dnsrr,"irrraail!rilu?'[aidurtaalo (Trace Precedents)

- n'r: Aonrl'j"r rra aidq n rir.:5{ilt'lnrlrr (Trace Dependents)

- nr:oliafi onaloto':ao:n'rioiu'tfu (Locate Errors in Formutas)
e )v ^.,n^:q'[oXafr dr':d.thiqnrio.: ( Locate Invalid Data and Formutas)

nr:fi osrrr.rorir!oloYrurJ: (Watch and EvaLuate Formu[as)

EPd n1rri1.!1un'uurluruuaru 1 tv{d (worting with Muttipte Workbook)

- n1:4i1.1 worlspace

- nr: rdorlu':io{a tllrd'? un'u (Consotidate Data)

- nr:rdollurrtadorn Workbook du (unk Cells in Different

Workbooks)

- nr:udtt6lri (Edit Links)

EPoo fl 'lttilur.lia'rnt:inyra?1lrjaorriu (Security)

LrU3U1n1:!0{nUn15r1lO01Ul,1{a n1tlJ0.iriUn't:l'rR Lt Lvla t0u69l:
c .t ,e
f, onlradfilrid'ornr:hiufflt Iou ExceI n'n'luaur:nriruarulaooa"uuaro:vriu

Io uuar oyiruor oovtirtri rnufirriou

- nr:riryuo:ra'aairu1,#tllii excet

- nr:rlalrYu Workheet & Workbook (protect Sheet, protect

Workbook)
\ 9 'l .U 1- n r :rl o.r n"ulrr'tfi rfi uasr: ra c nr:rlo.rri'u1rflfi uritttu cett ddol nr:

(Lock and Hidden)

uuuuoaoulou:ru

fi a f, rJifilanr:aou uuufl nrJfi rifi fir u usiac Ep lririau n.ir sn uuufl n ua: rdo rr




