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WHAT IS MICROSOFT EXCEL?

Microsoft Excel Is a spreadsheet program included in the

Microsoft office suite of applications.

Spreadsheets present tables of values arranged Iin rows and
columns that can be manipulated mathematically using both basic and

complex arithmetic operations and functions.
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FODMATTING TEXT
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CIELL REFFRENCING
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FUNCTIONS

MY DATE OF BIRTH
TODAY S DATE

NO. OF DAYS
NO. OF MONTHS
NO. OF YEARS

NO. OF YEARS

23/06/1993
10/01/2013

FUNCTIONS
=DATEDIF(B1,82,"D") 741
=DATEDIF(B1,B2,"M")
= DATEDIF(B1,82,"Y")

RESULTS

= DATEDIF(B1,B2,"Y")

MONTHS OF YEAR =DATEDIF(B1,82,"YM")

DAYS OVER MONTH

“D”. DAYS
~“M”- MONTHS
“Y”. YEARS
“YM”- MONTHS
““MD” - DAYS OV

—DATEDIF{B1,82,"MD")

This says that |

am 19 years 6

months & 18
days old
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FUNCTION

= SUMIF(AL1:A7,"<5")
=SUMIF(A1:A7,"<5",B1:B7)

8
3
7
4
1
8
6
2

RESULT

10
16

NS EXCR

- FUNCTIONS

11972013

21




FUNCTIONS

3

=IF{A2<=5,"A","8"
=IF(A2>5,"A","B")

4 IN COLUMN B DIFFERENT CONDITIONS ARE USED
| AND BASED ON THIS, IN COLUMN C DIFFERENT
RESULTS ARE SHOWN.,




COUNT FUNCTIONS

B {

FUNCTIONS RESULT
= COUNT(A1.A10)
~COUNTA(AL:ALD)

= COUNTBLANK(AL:ALD)
=COUNTIF{AL:AL0, "<=5")

COUNT CELLS COUNT CELLS

THAT ARE'NOT THAT ARE
EMPTY. . BLANK.

COUNT NO. OF
CELLS THAT
MEET GIVEN

- (CONDITION.




TEXT FUNCTIONS

B C D
LOWER UPPER  PROPER

FUNCTION FUNCTION FUNCTION
SmaRt smart SMART Smart
Beautiful  beautiful BEAUTIFUL Beautiful
Dashing dashing DASHING Dashing
GorgeOus  gorgeous GORGEOUS = Gorgeous
PerfEct perfect PERFECT Perfect
ExcellEnt  excellent EXCELLENT Excellent

5 AwesOme awesome AWESOME Awesome

TO CONVERT TEXT
"FROM SMALL TO .
CAPITAL.

TO CAPITALISED
EACH WORD OF .
TEXT.




TEXT TUNCTIONS

B

0

LEFT RIGHT MID
FUNCTION FUNCTION FUNCTION

=LEFT(A,,3) =RIGHT(A_,3) =MID(A, ,2,3)
smarnt sma arn mar
beautiful bea ful eau
dashing das ing ash
gorgeous gor ous org
perfect per ect erf
excellent exc ent xce

awesome awe ome wes

RETURN CHARACTER

RETURN SPECIFIED FROM MIDDLE OF

NO, OF CHRACTER
FROM END OF TEXT.

TEXT,GIVENA -
STARTING POSITION.




OTHER FUNCTIONS

= NOW/()

=TODAY()

=MOD(7,3)

=LEN[AL)

= SUM(2,3)

14/01/2013 01:55

14/01/2013




FUNCTION AUDITING
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