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General options for working with Excel.

User Interface options

¥ Shew Mini Toolbar on selection

[ Show Quick Analysis options on selection
Enable Live Preview

ScgeenTipstyle:  Show feature descriptions in ScreenTips
When creating new workbooks

Use this as the default font: ~ Bedy Font

Font sige: n E|
Default view fer new sheets: [Normal View v

Include this many sheets: 1 3

Personalize your copy of Office

Liser naee %

] Always use these values of sign in to Office.

Start up options

[ Tell me if Microsoft Excel isn't the default progam for viewing and editing spresdsheets.

[ Show the Start screen when this application starts
| Cancel

Changing default folder to open, save L4 i cililal) fial ) 58Y) laal) yaa3 2,2.1
spreadsheets

Silaieall A8S Jadad ol WY Alal) padtuall bl ) Al e (Documents /<slatiudll) slae 3

Ll 8 015% (Open /) Jlsall e v e 5 Microsoft Office wel s 8 W 5] o 3l s LAY il

gl ol Y1 alal)

A8Y) ol plail) il ¢ aial b1 (S8 Lgatd 5 4 Cilitiaall Saia o) Symy Excel daall clile lae aadl

Sl mije jedad =_ (Options /= Ja) L) e il ((FILE /ile) cusdl dde a4
(Excel Options /Excel <l L)
(Save /his) 5l Ladle e i)
Janll clila slas JLse S (Default local file location [ g-al &Y sl Gl ai5a) e B
.C:\ICDL V6\Excel : ¥ Excel
(OK /38 30) ) e il
L ke Caiad)) 3yl
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kel customize now workbooks are saved.

Save workbooks

Savfiles in this format Excel Workbook

] Save AutoRecoverinformation every 10 |2 minutes
[¥] Keep the last autosaved version if | close without saving

Ackoicssies e boc (CAUsemSpectolApp

[] Don't show the Backstage when opening or saving files

¥ Show additional places for saving, even if sign-in may be required.

(7] Save to Computer by default

[CAICDL VB\Excel

() pbie Autohecove for this

Otfline editing options for d
Save checked-out filestor
() The server drafts Jocation on this computer
@ The Office Document Cache

e S —

Choose what colors will be seen in previous versions of Excel: ;_ET_‘
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Using Help function Sl 445 5 aladin 3,21
Ge aal) Gl jatal (S S cExcel gl o Aals el e Jgeanl) A0S Excel 2013 gk iy
Agna il e inl f gral sl Al gl
Ay ol gladll i) eilaaill amy gl jaiu
Excel [Excel clslet) 836 el « [ ] (Holp /et 5 e i «(Titlo Bar /ohs bl 5o 1
& .(Help
A%l fisa = 2 (Learn Excel Basics /Excel <ulul pad) bl e il 2

x B8 -
- - Excel clagls
y ] E———— T-T 1
il el CAules
= Dutr
-4 Sam
- Excel Clagls et
8 SEE—————r 2 T T 1 | il o il
L Excel 2013 o Gl plgall D s
| o
Al
U T MJ;-U‘:LMMI.AMN ewonl amb ls £
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Ay il s Lnoms s il e I iy ol IR e

Al A dhay dheir i o Sy nmal) o] Mg s 8 130
har © uille gl 1
LA Al b ol ik e 2
< L) -
< 3

- B %
Excel Help - -
B K S i b P
- 0
Popular searche] ‘
i Excel Help - -
Count B AL Ses e ey &
Formuta :
Getting started Basic tasks in Excel 2013 -~
Touch :F
Guide .
3 6 [Encel 15 an incredily powerful tool for
New Qething mearng
out of vast amounts of data But it akso works reaily well
for simpie calculations and tracking simost any lond of
e The key for unkociong aé that 2 the
gnid of celle. Celiy can contan numbers. tet of formulaes.
You put data m your cefls and group them in rows and
Basics and beyq)  columns. That aliows you to add up your data. sort and
fiter it put it n tables. and busid grest-iookong charts.

Let's go theough the bass: stepe to gt you started.

N/.L
% TP For a rainng coutse to help you creste your fiest
workbook. see Creste your first Exoel 20173 workbook, To

learn about new featuree. see What's new n Bxel 2013

Create a new workbook

Encel o are called Each work

s sheats. typecally called spreadshests. You can add as
many shewts a1 you want 1o & workbook, or you can
Create new workbooks 10 keep your data sepacate.

PRI ve—
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Using magnification/zoom tools suailly sall &l gal aladiuf 4,2.1
AV ) phadll gl 94100 ke LsLAN e (xIsx.ukill aladiul) & el Citad) e €Il
o L o8 <(Z00m / st / 53S5) de yanall a s Y(VIEW /o= 2) cusill Aadle a1
DATA REVIEW Vi

syl Wi asslye

Ew
QG ® 5| m 3a
Zoom 100% Zoomto  New 22 %100 /5%
Selection Wind apacell slgisy Ao
Zoom aszaif yasls

(%100) L e il
5 Gl i (Zoom /sall / uSil) Jlsia Sle il 4l (Zoom / s / nS5) B Sl il 4 3
(Z00m [ s [ 355) s> pase yedash ¢ pall
{(100) Aasil) 1 65 ¢ Custom /[ samada) JEAY) 5 5f %100 JLaY) ) e il 4
(OK /3 5a) ,) e il 5
Adle] 8 caiadl Lisl 6

(2-4) L
[Excel daall cilila slaa e (xlsx.cbedll) Ciiadl il -1
(ICDL User) ! padiall ol &2 .2
lilall Jadad aal 31 sl C:AICDL V6 dladll Jeal -3
(Select Cells /LDA) 3323) 1S ol Excel ciladas RGN
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Editing, Sorting Data W j_ <yl 5 jad 2.2
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Q13 ol )l edia 5t M (g ) lo pma B Gt o e U 2SI aiay Moy o 58 o) i g
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Displaying numbers to a specific number of 4idall JjUal s ddss sy PN 2k 115
decimal places
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e 3113 (oY) Bauai) Janll 485 ) i) 2
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Displaying numbers with, without a separator to indicate <i¥¥) Juald aladiuly o8 ¥1 a6 2.1.5
thousands

iliad) e o(pEY) Bpatl) Jaall 4855 e ((CE:C10) WIAN Gl b YY) Juali plasidy LY a jal
AVl shaall asl o(xlsx.Bawiil) & sidall
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bai) gl e il (Number /) 4e sasall a5 (HOME [ M) daiuall) sl iadle pan 2
Ol e Ol jia g o BYY Juald aladinly 3080 dag i el D (Comma Style /Alalil
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Displaying a date style o bl i (2 ¢ 31,5
Cridl iadll o (3 Gpuail) deal) 455 0 (EBE10) WOAN (3Ui (b haa) Y cuaadll a o) (m pad
A &l ghall &) ¢(xlsx.Gaetill)
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) gira 0n sl (OK [3813a) L) e Sl @ g il AT s i) (Type /esll) gose o
Aiarada g Al s el o(Custom /sawass) il ((Category

(OK /381 30) 3 e ) o5 ¢(dd-mmm-yyyy) <Y1 <€) 5l il
15 e iy «Caiaall s

General
No specifi

Number
34099.00

— -
N O

Currency
§34,099.00

Accounting
$34,099.00

Date
19/11/1413

Date
1413/11/19

Time
0:00:00

o

Percentage
3409900.00%

Fraction
34099
Scientific
341E+04

SEERE

N~

Text
34099

g S

More Number Formats...

1
o

F
.:_. ple

231
34099.00

alosll
$34,099.00

QU Lol
$34,099.00

b
19/11/1413

Ll
1413/11/19

w9l
0:00:00

Qginll Ll
3409900.00%

29S|
34099

Solc
3.41E+04 l
e Budla] A s

@@@@ﬂmﬁﬁil

S, N~

A5V @l gladl) ai) «(Long Date /s sk e ) Jie g ill lia) cilipeass e J suasll

~ «(More Number Formats /Al a8 j cliss) e il dild) 2a) (e
(Date /g )il 4 sS55 «(Format Cells /W& Bausi) lsall as3e jelad

A
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Date formats display date and time serial numbers as date values. Date formats that begin with |

InMﬂWthWMﬂMMNﬂM'&M
operating system. Formats without an asterisk are not affected by operating system settings.

-

52



A Y Jglasl)

Gaasatl]

Displaying a currency symbol &l 3«, 026 4.1.5
gl Ciadl Gaca (@)Y Baa) Jaall 35y e ((FEIF10) WOAN (Ui 8 L6 Y1 me Aleall Ga) i al

AV i gladll al (xlsX, el
(FB:F10) LYl Ui a3 4
B oo s i o e o 2
.>.212,000.33 (e Bal¥y =E(Currency filaall 3a3) Lsil e il ((Number
315,456.26  csulall clilie) e — A 3 ek 3 Alaall Gy of slaall JS2
.11,564.12 spfgmaall ol Sy g4 —
~.,14.874.88 Al ghaall gl Sla g gl Jia Alaall 550 (30 3y 3all e Jgamally
1 : ; e o313 ((FB:F10) WA Gl 03 1
,15969.35 e e
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(Currency /Aleall 3a ) & il agus e il «(Number
_(€ Euro (€123) /(123 €) g1 € ) o e sul 3
§ English (United States) (AuSu30W1 Saceiall SLVe) ausleVl §
£ English (United Kingdom) (Qrsgmandl Quysll aSlnall) Quysll copme)
€ Euro (€ 123) (8azeioll aSlonll) &, sl £
(123 €) g0 €
¥ Chinese (PRC)
(sl Soall & 3p05) du,all ¥
fr. French (Switzerland) @ § il 7.
More Accounting Formats... e8] Aols Cldonn)

ASY) ) gladl) il Aa5) 3350 e s a0 sa) Gle geanll

) 3 13) ¢((FB:F10) LA (3ai 23

[68)) Aesanall (ay (HOME [zt Ml dsidll) cysill idle faua

Sl Gal) Jlgadl a1 pa jelasd La] Sl pse Jil ) e il o(Number
{(Format Cells /\a

ACurrency /Alaall) 48 e jui)

liall e W 385 o(Symbol / e V) aise pes Sle i

A pdall J 3l i je aial (0) 2SI ((Decimal Places /o yiad) J jiall) g e A

(OK /@8 3a) ) e 8l

1 e i 5 ccaiiadl Jaia)

N o v s W
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Currency formats are used for general monetary values, Use Accounting formats to align
column,

54



A, Y Jgall Gt

Displaying numbers as percentages 4 sia i oli §1 (26 5.1.5
g iadl gan (@Y Gl Dy Ge (DE:D10) LAD 3l @ Masie LS A8 NI gl
AV @l ghaall adl (xlsx. Gl
(D6:D10) LAl 3l sda 1
ba) Bl Sle ) (Number /g8 5) Ae saxal) as (HOME [Asusi ) Aadall) cysdll Lde pam 2
. (Percent Style /4, siall il dadle
Adlef 5 oCinadi bial 3
(10-4) ¢y
(RN Gaustl) Janll 38 5 ) Ji) 5 Excel daall cilile alas O (XIsx.Crtal) Chivadl il -1
Ao dlie 05 ekl (C5:C14) LM 3las i ol W1 325 2
Y1 Jeali e (15:114) WDAD Gl 3 691 35 -3
(KS:K14) Ll @i (8 555l 30y s el -4
(dd-mmm-yy) s C18 4dall L &, 325 -5
Ale] 5 i il Caad)l sl G

Contents clygiaall 2.5
Oty haddl 01y sl daai g sl gy chdll paa it e LA il fine Gusii 44 oAl e oall 1 8 (i patiy
LAl i gt e A0S ) i patias LS (il
Changing font size biJl paa 1183125
ool (Xlsx.Gaill) Ciloadl (pann (il sinal) Bal) Jaall 46 C2 (AB:A10) LA (s 8 Ladll sas il
A @l shall 1 (10)
(S staall Gaast) Jasll 385 ) Sl o3 {(XISX. Gl Caiaall il
(AB:A10) LAY Gl a3a 2
p22) gkl pg e ) (Font /b3) e sanall (HOME [isnssi ) daiiall) (ol LMo yan 3
[(10) sl ‘ (Font Size /Lall
Ja e il g (il Bis) 4
ASY) ol ghadll oLl adll s s oliCa) LS
sl pan ) Ll Lo il (Font /bd) de saadl G (HOME /Asssi ) dsiiall) ypill Ldle o
.6 il (Decrease Font Size /Ll aaa el A il 6o, p1) (!ncreaée Font Size

-100 pil LD 853 g 5l 28,1 Copn o (a2 il it 1
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Changing font type kil £ 58 a5 2.2.5
el Citaall (aua (il ginall (Bpaii) Jaall 48 ) (e (AG:A10) LDAN (3Uas 3 (Tahoma) ) Jaadl g 55 il
ALY il ghaall adl o(xlsx.Baiill)

oY) 23113 ((AB:A10) LD Gl a1

g5 Ll s o i ((Font /has) de sanal) (a5 (HOME [Apasi ) daiual)) cysilll Adle paa 2

.(Tahoma) sl t (Font /33l

T e difl y caiiadl Bis) 3

Apply formatting to cell contents: bold, italic, shedll hai (Jila (3ol :hdll blail Guld 3.2.5
underline, double underline

5! (xlsx. Gl = siball Ciiemall (auia (i sinall Baustl) Janll 3855 0 AT A e (Jtalic /Jie) daadl (et
AGY &l gladl)

! A1l s q
(ltalic /J3e) Lisil e il «(Font [1a3) dc sanall g s (( HOME [ M Aaiuall) cu sl dde aa 2
Lot dily ccinad kisl 3

DAY il gine e Lgias (€ A Aalisall Jadll Jalail peaia g ) J gaall

Ctrl+2 s «Ctrl + B Bold /34e
Ctrl +3 sl Ctrl + | Italic /e
Ctrl + 4 5l «Ctrl + U Underline [ shass =
- Q
i) zeilie 3a 50 Y Double Underline /z sy« sk O

Applying different colors to cell content yaill b e ilida o9l (uki4.2.5
g siball Ciiad) Gaca (Sl sinall (i) Jandl 45 e (C3:D3) LAY GUai (A ((G,3Y)) ) dasdl o) pid
: ASY) &l ghadl) 4l ¢(xlsx, i)
(C3:D3) WAl 3lai 23a 1
Ofl) Bl agus e @) (Font /) de sasall (a5 ((HOME fAsas M Aaiall) cypdll adle a2
RCBS) LIVT P (Font Color /=3l
Lo g dif g caiadl Jnial 3
Applying different colors to cell background LA 4l e ¢\ gl 3uki 5.2.5
Ol (xlsx.paiill) 7 gidall Ciiadll (aa (Gl ginall 3aaBl) Jaall 48,5 0e ((C3:D3) LB (Ui Ala 2l
ASY) il ghadl) o ¢ jiual)
(C3:D3) Lall @i sl 4
Os)) L g e B (Font /hd) de gaaall (a5 (HOME [Apssi Ml dsibiall) cyedll Ade (aa 2
a5 5 «(Fill Color /Al
L giie 4l g ciadi Lis) 3
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A e Adlaiy (xlsx.pll) g siball ciivad o (S sinall Gull) Jaall Ay i AT2 LAY Gpus sl
AT @l ghall agl (A15
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Lsil e ) «(Clipboard /Akilall) 4 saadll (a5 ((HOME figas ) dadiall) cusill dde a2
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Ll e il «(Clipboard /Akilall) de yasdll oy (HOME fassi ) Aaiall) Guysilll Adle a2
.(Format Painter /3swiill fes)
Adle] el hisl A F5 LR Je @l 3
(11-4) Cuua
Excel dasll clile alas (50 (xIsx,cplaill) Ciiadl) ) -1
() (Bait) Jaall 48, ) Jiul -2
Lag9 e 1l Ll sina sl g (14) ) A1 &a)) L3 dodll sas & -3
.Times New Roman | (B5:B14) Wall gUas dLlillp &5 & -4
(Italic /B <Bold /34le) Jaaiy jelaill (B18:C18) LMY <y iaa (31 -5
A ) (AB:AT4) WA 3l 3 Ladll oyl 32 -6
0 sl el (B20:C20) LAY Ui A6l (3L -7
B3 el it Ll yelis A3 4l e Jea) -8
Adle] 5 o gihall Ciiadl) Kis) -

Alignment and Border Effects 33l g )iaal) &l s 3.5

Aal I 3 3 g0m Bilia] iy LS i Lima dgn ) LAY /AN il sias 13ae Excel 2013 o Sy
bl g e Gllea lagths auas o (LA

Text wrapping u<ill Ciliili1,3.5

Gl (8 sl e ST 3 el jledal )i 136 canly s o ek pall of e s b il Ja) die a3
GAA L) o5 (g3l il daia oy gy 03 ganll (im s 33 (QAAK Gl Calitll o S a0 (Gt SiCa) clgusis
Agaadl g ge il e

Chpnl) a5l 585 a1 1Y) Lo ga 3o T8 of caand g 5 e (Bpuail) eusd i) 5anl g 5 3a il 2
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AV Gl hadll il (Xlsx. Banll) Caiaall (paa (2 a5 313l Jaadl 48 55 (o A AdaM 8 il Calill Gadatl
(2535 B13Laall) Laall 48 55 ) RS o3 ¢(xIx, 3ol Ciimal) ) 1
oA a3 13 AT Ada s 2
Ll Je @l ((Alignment [#3as) dc saadl ey ((HOME A M daiiall) Cysilll idle a3
Loan st B¢ (Wrap text /=il ilid))
AV &) ghadll ail (i) Calil Gadas SlaY
Ao atl) Calal Bl o5 3 LAY /aall S8 4
S5 8 3a (Wrap text /oadl Gliill) L i)l e @l 2
L gie i g ciiad kisl 3
Aligning cell contents Lasas gl Ll LYAY 5 siaa Blilan 23,5
(dsx.3piill) = siball CGiaall fpaca (353al) g 3lMsall) Jaall & 55 e (A5:FB) LA (Bl iy gina lilaa pudl
ASY) & ghall al dasgll )
(A5:F5) DAl 3lki sia 1
Lal Lo i ((Alignment [33ae) e saaall ey (HOME fAsasi ) dadiall) cusdll Adle a2
: (Center [ Lasa 59)
e iy canadi kial 3

tlgiila g 5 813aall il il s I Jsnll

Align Right /sl ) 313aa

Center [t 58

Align Left / jusdl ) 313laa

Bottom Align /JisY 313\aa

Middle Align /4ax sl 313as

Top Align /sy 313aa

1 1 [

Adjusting cell content orientation WAl &l gias slatl uia 3,35
W laie 4y ) 3 o(xlsx,Beesilll) 7 sell Cabiaall fyaca (352a]) g 3l3laall) Jaal) 48 55 (e C3 Al il gina olad) il
AV < ghadll w5 ¢(45)
LC34al a3
Lyl o il ((Alignment /313as) de yaad) (o (HOME figa )l dainall) cusill Adle jan 2
Aany jelaté (Orientation /sla—1)
(Angle Counterclockwise [Aisl—ull 2 e ola 1) (o Se 344l 5) o @l Dl 0 3
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o a3 13 C3AdAY i
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L g iy caiadi sl 5
Merging cells and centering the title < siaal) b iy LYAY gas 4.3.5
Os 2l e e e ol 66 S daaly As LAY maad Cuny g f Lasl pls O pslate (il ey i)
U J aad o gy (3lai 2080 @ll5 il 1) Aialiy g el sina dages o3 i€y LS o ginall o saacy)
&l ¢(xlsX. Baaill) el Caiad) e (252l 310 ally Laall 48 55 4 (A1:F1) LAl Glas b g zely
A el glasll
LATFT) LA U a3 4
&) sl e il (Alignment /813as) e sasall (3a 3 ((HOME figuasi ) dasall) Cy ol Adle a2
. (Merge & Center /a5 s
Ja g difly ciiadi kia) 3
1pobs La Bad Lia g
paliBle |5 pradll Alac olalY 5 Wi (Merge & Center [l sis o) Uil pelidaarna s yaai e
315 s (Merge & Center /s 53 ) A el daena) 441
AR 5 i Aoonall D i el Liagae f il 5 slaially e il e LA (0 e pane o i
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04 (BB:F10) o L& 3l 5f 4a ) dm 4 5 g0 ALY 5 2908 D - il e - Jae A5 A WA jelas
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[35350) B gas Sl il «(Font /bs) de sanall Gag (HOME fissasi ) daiiall) Co ol dade an 2
B8 giall 3 paally dasY yelat (T = (Borders
Lad 0S8 s Baay, s (Outside Borders /As & 35a) e il daiBll g 3
2oL o3 sl asll s I (Borders /253s)
Ta gie 4l y cainad Bis) 4
Changing border colors Wall 3gia ¢l a5 6.3.5
g el Hhadl Gada o(3ally Sadl) Jeall 455 0 (BBIF10) GUaill & LA sgaa WS G0 )
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Y 3113 (BB:F10) LA 231
[353l) L il pgas o il ((Font /) Ae saad) (35 ( HOME s M dsiall) Cysill iadle a2
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e o glll Jial «(Line Color /il 1o oy5l) e 5l daidl e 3
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Lo gia iy cCiiad kial 5
Border lines 493all sy i hai 7,35
(535 3l3adll) Jaall 4855 (e ¢(A15:B15) WAAN Lkl 35581 sl x 59 3a ssle 5 i ans ) Jad Jaa Gkl
A9 &l ghadll a8 ¢(xlsx. Gamiill) - sihall Ciiiaall aua
(A15:B15) LAl 3lai a3 4
@os S ) e il (Font /d) Ae sexall (g ((HOME /g Y dsiiall) cysdll Ldle o 2
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(Borders /25a) i Je il
(Double [z 5334) ass M Jad Jasi jidl ¢( Style /laaill) as 3 e

Go3¥ gsl il «(Color /sl @ ya e
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Charts <ilkbildl) §
g5 i) b hsiay caaal Excel galig b (s el puny IS5 e hanll 185 8 il Jis iy
Aokl cillalag ) g ¢y lall cldaladall g ddaal) cillabadall 5 o2y geadl bl dll (Jia ccillaladall (e B

Creating Charts <idahid| ¢Li) 1.6

135 Ailise gl iy ilalade oL3) GliSay ¢(Charts /cilakaie) de ganall Gag (INSERT /z13) el dadle (pana
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