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Search for
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Example: "Print more than ane copy"
st Open |
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5 More..

Create List
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Time
Percentage
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Format Cells

| Mumber ;_.C\_Ii_ggment | Font | Border | Patterns | Protection |
ceol, _ fRBR

| General |

omber ] .
| Currency Decimal places: |2
| ccounting .
| Date

| Time [ Use 1000 Separator )
| Percentage . .
| Fraction Nedative inbes; .
| Seientific | .10 I
| Text 1234.10 |
| Special | -1234.10

[Custom M| |lze4io

Mumber is used for general display of numbers, Currency and Accounting
offer specialized Formatting For monetary walue.,

[ Ok ][ Cancel ]

WS o ateine |y jaes 5l oy pB,] sluss ¢ Decimal places
Decimal places: |z =

dw 0 3l dm cdils yg,0 das jo ¢ an¥ opl ol b 2 Use 1000 separator(,)

B9 g0 00ls 13" Cldle Canly Coows 1 3,

[ ] Use 1000 Separator ()
s dlael ules ogou (10,5 s i Cyz 4y S ol $Negative numbers
(Cdle 9 308 Ky b lhg el (St S )l (i & jpa). ol (e

Megative numbers:

1234.10
-1234.10
-1234.10
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Format Cells |1|[5__<|
Murnber iAIigntnt | Fork Border || Patterns || Protection
Category: . Sample
General

| Mumber

CutTency
! Accounting
|Date

| Time:

| Percentage
| Fraction

| Scientific

| Text

| Special

| Custom

Currency Formats are used For general monetary values, Use Accounting
farmats to align decimal points in a column.

WS oo asudne |y jaes 5l oy pB)] slass ¢ Decimal places

Decimal places; |2 A
il oo i 590 Jos 9-ly il gz Symbol

Syrnbiol:

|‘J'*'J v|

i dlael uled ogou (10,5 et i Cyz 4y S ol $Negative numbers
(Cdle g 08 S5y Lk 303 b (Site S )l (e &)ga)adly (e

egative numbers:

ST, 10l
LT e iy
LT e Ly

ol 4Gk 0,8 (o )8 due Ca Cns jo il Ui Jeewe Sl 0l jo 2Accounting
s=aly> ,all Number 45, 55, b3 7,80 6,50 b au 35 « 090 bl a8

Format Cells ._ : W

Mumber iAIignment | Fort | Border | Patterns |

Categary: . Sample

General

Number .
Currenc Decimal places: |2 &

|Date Symbol:
Time | Uy ~
Percentage
Fraction
Scientific
Text
Special
Cuskorn

Accounting Formats line up the currency symbols and decimal points in a
column,

[8]4 Cancel
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Decimal places: |z =

w

Symbols
e v

Ol aGkes L 00,5 oo bl 438l ¢ Coglae lege B L )b iuled cg> 2 Date
aalss el Number a5, 5, b3 7 i 6,50 slo 435 « 09d bl a8

- - &
Format Cells E ﬁ\ s VW)
Number | Alignment | Fornt || Border | Patterns | Protection |
aledory| Sl
General i
Mumber
Currency Tvpe:
Accounkin 21 “-_‘ Tl
M = |
*2001/0314 =
lime 19/12/1421 =
el VTR 1T B
F’?“'?g? 18/12/1421 1:30 PM
Scientific 1S T |
Mt ATV T B 3|
CEStDIT\ | Locale {location):
- |Fars\ w i
Date formats display date and time serial numbers as date values, Except For
items that have an asterisk (*3, applied formats do not switch date orders
with the operating system,

19/12{1421

APITIIFE Y 1T B

19/12{1421 1:30 PM

19171771

AT IEE DT B v

codl oo abgr o H9iS b Jowe bl cy> ¢ Locale(Location)

Locale {location):

|Farsi b |

Cnyd ol 00,8 oo bl a8 ol ¢ Cglate slgse,d b ley iuled cys 2 Time
Al oo Date cuyd wiile

2 amiaS Jeld g adly (oo do o cdle b ol o ¢ lael iules cy> 2 Precentage

Format Cells H ‘

MNumber iAIignmEnt Fonk Border | Patterns | Protection
Category: . Sample

(General
| Mumber

| Currency Decimal places: |2
lnccounting =
|Date

| Sclentific
iText

| Special

| Custom

Percentage Formats multiply the cell walue by 100 and displays the result with
a percent symbol.
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| tumber | aigrment | Font | Border | Patterns | protecton |

Category: ) Sample

| General |

| Mumber

iCurrency T

inccountlng [u one digit (1j4) A

|Date Up digits (21/25) =

| Time: Up ta three digits (312/943)

EPercsnta 2 #s halves (1/2)

I el As quarters (2/4) —

foceeer s iohths (4/5) |
; ol

lﬁpetlal | As sixteenths (5/16) -

| Custorn |

Wl (oo bgle sae (6 S Ciond caliee (lptn b Sl cg> 2 Type

Type:

Up ko one digit {174}

Up to bwo digits (21/25)

Up to three digits (312/943)

As halves (1/2)

As quarters (2/4)

As eighths (473}

As sixteenths (5/16) b’

Format Cells

| Number | Alignment Fort Border | Patterns | Protection
Category: Sample:
| General |
| Number

iCurrency Decimal places: |2 c_l
| Accounting — =%

T
| Special
| Custom
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Decimal places: |z =

Dgds oo aid,F a3 e O gy il Olgie Cusyd ol bl &0 ,0 2 Text

Format Cells El@

Mumber ‘Alignment | Font || Border | Patberns | Probection |

Category: Sample
General

| Nurnber
Currency
Accounting Text format cells are treated as
Date text even when a number is in the

| Tirne: cell. The cellis displaved exactly as
|Percentags entered,

Fraction
| Scientific
xt

a ‘;JS“S" ;dfd_uu)dbé‘saumuol"_gucﬁn)sbbﬁom :Spacial
sl o 2 6l 4n3F Jald 5 (o g dmmr ojlosd ¢ a5 o)led ¢ ) oz 4L

Format Cells

Murnber | Alignment Fort | Border | Patterns , Protection

Cateqgory: Sample

General

Murnber :JL‘LA
Currency Tvpe:

Accounting : =

Date : 3 |~ | S e a
| Zip Code + 4 . . -l
Time Phorie humber ° O) )5
Ef;i;gtnage Social Security Number

(FY1)AVY - FF vy

Locale {location):

Special Formats are useful For tracking list and database values,

il (00 yai 9 90 Cunjd SRSl gz 2 Type

Zi =)

Zip Code + ¢

Phone Mumber

Sacial Security Murnber

Wl oo Jomo g 988 bl cy> 2 Locate(Location)
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English {United States) 3 |
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Format Cells

poink.

Mumber | Alignment | Font | Border | Patterns | Protection |
Category: Sample

General

Murnber

Currency Tvpe:

Accounking

Diate oooog

Time: General A
Percentage 1] =3
Fraction 0.00

Scientific #,%#0

Text #,##0.00

| Special #ER0_- 8, R0

TR | [rre0 e, 0 v

Type the number Format code, using one of the existing codes as a starting

K

] [ Caniel

Suiles 0,lg 438l 5,08 3 o 1) ol ¢ was e yd ol e 2 Type

Type:

Qoooo

General

i]

Q.00
#2330
#,&#0.00

#RH0_ 8RR
#,##0_-;[Red]#, #40-

[+

(£
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Format Cells

| Numbler , Fonk | Eh:ﬁ.:ler | Patterns | Probection |
Text alignment Crientation
Horizontal: .
[eorra [ | .
\__n'ertiu:al: - -I:I:_‘ l | ‘
- [potm = [ 7
| : ribu .
Text contral [ L )
DWrap bexk —
[ Shink to Fit 0% Dearees
[TMerge cells
Right-to-left
Text direction:
[ Context v
[ oK ] l Cancel ]

Jolds g 0SS o oo |y B3 Cx y0 Als JBls (e (6,5 1,8 Joxe 2 Horizontal
Pl 0 5 slo an S

Horizonkal:

Distribubed (Indent) |";

Left {Indent) ~ L s .G 1
Zentker PP U &)Y pe senera

Right {Indent
e G Ceans 5| 5315 o0 1 Left

Juskify

Center Across Selection Sl y Cooww 3l (¢35 s Right
) 3 &y e s RIG

Distributed (Indent) B

g 5l 5515 o2 2 Center

g g0 ol J31o 50 eud aligs oy 5l ails JS s Fill

S50 (Floj yuln 9 390 (oo 435 Hlai 0 Al (sl (oo 515 oo 2 Justify
WS Al 1 j0 yie aS 0,8 o L8 colasul

= Ol ool Ol sl ails Jawg L |y e Jawg Center Across Selection
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PAS i |y e g |y hg, 90 L 0iled oo a3 ) alwgy :Orrientation

Crientation

ilas s abogsye STy 40 1, aggl; o3l — Gl
DS ES > ugle Ay |) 09290 K 50,8 0 pls -0

0 % |Dearees

padl oo 25 s a3 Jeld 2 Control Text

Text control
[ wrap text
[] shrink ko Fit
[]Merge cells

CanS 1y o1 0lg7 (o0 435 cnl b ol A Job 51 iy (e Jobo ST 3 Wrap text
(oo iulsdl ails glas )l )

2 aS Sla U1y ol oslastc asl ails Job 5l i %o Jsb ,512Shrink to fit
LIS eSS « 0g b s 5l
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Format Cells

1l oo ) Sletend Jold o 0

| Mumber | alignment || | Border | Patterns | Pratection |
Font: Font style: Size:
| Arial | Reqgular llD
T AngsanalPC ~ [ [5 ~
T Arabic Style | |1talic !9 o
Arabic Transparent !Bold |[_
hﬁ ¥ | |Bold Italic (11
Underline: Color:
|None v | | Autornatic vl Mormal Fonk
Effects Preview
[ strikethrough
[ superscript AaBbCoYyiz
[ subscript
This is a TrueType Font. The same font will be used on both wour printer
and wour screen.
[ (8] ] [ Cancel ]

Fonk:

| Arial

T AngsanallPC
M Arahic Style

Arabic Transparent
b’

21

Font style:

Ttalic
Bold
Bold Italic

Underline:

INDHE

olor:

Aukomatic W
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Effects
[] strikethrough
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Syl
L Mone  --—--
Mone Cutline g s s
Eiorder _
= .
= Text ki
Colar;

=S Automatic v

The selected border style can be applied by clicking the presets, preview
diagram or the buttons above,

P ol oo Jd 7t Cond A Jold 4y 35 ol s Presets

Presets

Mone Qutline  Inside

ail> 99yt None
0 u%‘ Coomd (‘59).9 ).slS) ‘5;9)?3 dfil} ¢ Outline
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Text Text
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Format Cells 17X
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Color:
| Mo Color |
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- . - Sample
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B Microsoft Excel - Book1
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e Search for:
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|18
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Insert Function

Search for a function:

iType a brief description of what wou want to do and then G0
| click. 5o
Or select a cateqary: |F'.II w |

Select a Function:
R |
| ACDS =
i.ﬁ.COSH
|ADDRESS

AMD
AREAS
| ASIN

ABS{number)
Returns the absolute value of a number, a number without its sign.

I

Help on this function [ QK ][ Cancel ]

Pl opyyoaes oo )13 )15 JLas o 1) EXcel 1380 o 5 09290 ailgs 51 (cwad ¢ 350 5018
g oo bl ¢ 0500 audy ) s (500 0,5 &5 &5

:SUM &b

oS Ll el ol oged Jled Cyz 0 1o 0,5 ¢ Jlade wix faeme dpwle Cyz U ()
. oS bl |y Math & Trig o ,Le « Or select a category 435 (59,9,

Insert Function

Search For a function:

Type a brief description of what wou want to do and then Go
click Go

Or select & gategnr\@h & Trig‘) v |

Select a Function:

| *

SUMPRODUICT
SUMSC

| £

SUM({number1;numberz;...)
Adds all the numbers in a range of cells,
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Number1 |a1

Humberz | a2

Mumbers a3

Murmber4 | a4

Hurnbers | a5

Adds all the numbers in a range of cells,

Number5: number{ ;numberZ;... are 1 to 30 numbers to sum. Logical values and text
areignored in cells, included if typed as arguments.

Formula result = a
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Twpe a brief description of what wou want ko do and then
click Go

Cr select a categoe | Statiskical D A |

Select a Funcion;

Go

BETAINY
BINOMDIST
CHIDIST M

AYERAGE{number1;numberz;..}

Returns the average (arithmetic mean) of its arguments, which can be
numbers or names, arrays, or references that contain numbers,

BETADIST ‘
|
|

Help on this function [ O ] [ Cancel ]
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Insert Function

Search For a Function:

Type a brief description of what vou want to do and then GO
click Go

Or select a gatego@tistical ) W |

Select a function:

LOGIMY Y
- 15T
—
MEDIAN
MIN
MIMNA e
MaX{number1;numberz;...)

Returns the largest walue in a set of values, Ignores logical values and kext,

Help on this function [ Ok ][ Cancel ]
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Insert Function

Search for a funckion:

Type a brief description of what wou want to do and then Go
dlick. Go

—

Cr select a categor€: | Math & Trig ) v|
S~————

Select a function:

RAND ~

W
ROUMDUP =
ST
SIN
ROUND{number;num_digits)
Rounds a number ko a specified number of digits,

€

Help on this function [ [ ][ Cancel ]

G oo jLid |, OK oS g ous bl |, ROUND &6 « Select a function coed
. 35,5 ,all Function Arguments (gl o,lxs

Function Arguments El

ROUND

Mumber |

Num_digits |

Rounds a number to a specified number of digiks,

Mumber is the number wou want ko round,

Forrula result =

Help on this function (o] ] [ Cancel ]
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Insert Function

Search Far a Funckion:

| Type a brief description of what vou wank to do and then i G0
| click. o |

Or select a gategor(| Dake & Time ) b !
S~S~S——

Select a Funckion:

HOUR. ~
MINUTE

L~
‘\M _
TIME
TIMEWALLE o
NOW()

Returns the current date and time formatted as a date and time.

Help on this funickion ol ] [ Cancel

P L s jlzd 1) OK ols g aus bl |y NOW 6 ¢ Select a function s |
. 33,5 ,allb Function Arguments sl o,glxs

Function Arguments gl

HOW

= Yolatile
Returns the current date and time Formatted as & date and time.

This function takes no arguments,

Formula resulk = Wolatile

Help on this Function [ ok |[ Cancel
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Insert Function

Search For a Funckion:

Type a brief description of what vou want to do and then Go
click Go

Or select a gateg@ v |
Select a Function;

PMT{rate;nper;py;fv;type)
Calculates the payment For a loan based on constant payments and a

constant interest rate,

Help on this funckion [ Ok ][ Cancel ]
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. 33,5 ,allb Function Arguments sl o,glxs

Function Arguments &l

FMT

Rate|| =
Nper| =
Pv| =
" -
Type S

Calculates the payment For a loan based on constant payments and a constant inkerest rate,

Rate is the interest rate per period For the loan. For example, use 6%)4 Far
quarkerly pavments at 6% APR.
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Insert Function

Search For a Function:

i"Type a brief description of what you want to do and then | Go
| click Go |

Or select a gatega@ogical 3 |

S —
Select a function:
[ahiD i
ﬁ;
|oR.
| TRUE

IF{logical_test;value_if_true;value_if_false)
Checks whether a condition is met, and returns one walue if TRUE, and
another value if FALSE.

Help on this function [ K, ]’ Cancel ]

P L o jlas |, OK oS g aus ol 1) IF a0 « Select a function s
. 33,5 ,allb Function Arguments sl o,gl>xs

Function Argumenis g|
IF
Logical_test | _ =
Value_if_true . =
Value_if_False :- . =

Checks whether a condition is met, and returns one value if TRUE, and another value if
FALSE,

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.
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Text Import Wizard - Step 1 of 3
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