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Learn In English

Record From Your Computer Screen and Embed the
Recording in Powerpoint

Open The Slide That You Want To Put The Screen Recording
On.

On The Insert Tab of the Ribbon, Select Screen Recording.
On The Control Dock, Click Select Area

e m [ $ NS

If You Have Opted To Select An Area, You See The Cross-
Haired Cursor -+ . Click And Drag To Select The Area Of
The Screen You Want To Record.

Click Record (Windows Logo Key+Shift+R).

When You Are Finished Recording, Save Your Presentation:
File > Save.

[# To Save The Recording Itself As A Separate File On
Your Computer, Right-Click The Picture On The Slide That
Represents The Recording, And Select Save Media As. In
The Save Media as Dialog Box, Specify A File Name and
Folder Location, Then Click Save.
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Sorting Is One Of The Most Common Tools For Data
Management. In Excel, You Can Sort Your Table By One

Or More Columns, By Ascending Or Descending Order, Or
Do A Custom Sort.




Sort The Table

Select A Cell Within The Data.

Select Home > Sort & Filter.
A4

Sort &
Filter =

Or, Select Data > Sort.

8 )

AL

Select An Option:
m Sort A To Z - Sorts The Selected Column In An
Ascending Order.
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DAVERAGE Function

This Article Describes The Formula Syntax And Usage Of
The DAVERAGE Function In Microsoft Excel.
Description

Averages The Values In A Field (Column) Of Records In A
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List Or Database That Match Conditions You Specify.
Syntax

DAVERAGE (Database, Field, Criteria)

The DAVERAGE Function Syntax Has The Following
Ar guments:

Database Is The Range Of Cells That Makes Up The List
Or Database. A Database Is A List Of Related Data In Which
Rows Of Related Information Are Records, And Columns Of
Data Are Fields. The First Row Of The List Contains Labels
For Each Column.

Field Indicates Which Column Is Used In The Function. Enter
The Column Label Enclosed Between Double Quotation Marks,
Such As “Age” Or “Yield,” Or A Number (Without Quotation
Marks) That Represents The Position Of The Column Within
The List: 1 For The First Column, 2 For The Second Column,
And So On.

Criteria  Is The Range Of Cells That Contains The Conditions
You Specify. You Can Use Any Range For The Criteria Argument,
As Long As It Includes At Least One Column Label And At Least
One Cell Below The Column Label In Which You Specify A
Condition For The Column.
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_ Learn In English

Create A Chart With Recommended Charts

If You’re Exploring Charts In Excel And Having AHard Time
Figuring Out Which One Is Right For You, Then You Can
Try The Recommended Charts Command On The Insert
Tab. Excel Will Analyze Your Data And Make Suggestions
For You.

Select The Data You Want To Use For Your Chart.

Click Insert > Recommended Charts.

El On The Recommended Charts Tab, Scroll Through The
List Of Charts That Excel Recommends For Your Data, And
Click Any Chart To See How Your Data Will Look.

Tip: If You Do Not See A Chart You Like, Click All Charts
To See All Available Chart Types.

When You Find The Chart You Like, Click It > OK.

B Use The Chart Elements, Chart Styles, And Chart
Filters Buttons Next To The Upper-Right Corner Of The
Chart To Add Chart Elements Like Axis Titles Or Data
Labels, Customize The Look Of Your Chart, Or Change The
Data That’s Shown In The Chart.

@ To Access Additional Design And Formatting Features,
Click Anywhere In The Chart To Add The Chart Tools To
The Ribbon, And Then Click The Options You Want On The
Design And Format Tabs.
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Spring Summer
'_I 1
| § product unit price fumbe Total Cost
o r : !
25000 & 150,000 | tshirt 25000 1 525,000
78000 12 936,000 2 acket 78000 2 156,000
22000 8 176,000 -0 skirt 22000 11 242,000
sheet] sheet2
fall winter
product S number Total Cost
tshirt 25000 8 200,000 1 tshirt 25000 12 300,000
jacket 78000 3 234,000 2 jacket 78000 8 624,000
skirt 22000 11 242,000 skirt 22000 16 352,000
sheetd sheetd
had (9,8 Jguar Vo) S
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A1 S5 01y G9)l55 o OK aaSs Gl g 55 95l90 sty 51

£ | =SUM(EG:E)

5 product number Total Cost
0] tshirt 47 1,175,000
5 jacket 25 1,950,000
2 skirt 46 1,012,000

HEE

B e e e )
Consolidate ! asas =Y oY JSCo

25 T Egmme 5 ol hab o g8 o g St owino i s o
Aoy 5 s KD e Jle Hebay sl ssalie LB b Jad ayo; bz
Slass ggezme a5 (VYVVA) Conl aseie Juad o g, olaas Jacket
Oy 55 JACKEL AVl (55,8 S b 05 oo VO &Vl b9,

el 00 dlxe O jg0

£ | ssumiernEw)

product number Total Cost

| —s| tshirt 47 1,175,000
' spring n 936,000

summer 3 234,000

fall 2 156,000

! winter 8 624,000

1| —{ jacket | 25 [ 1,950,000

T T e | | o Lt [ @
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Create PivotTable ? X

Choose the data that you want to analyze - |
(®) Select a table or range

Tsble/Range: |Sheet11iSASG|
(C) Use an external data source

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed —-Si—
® New Worksheet
(O Existing Worksheet

Location: E
Choose whether you want to analyze multiple tables o1
[J Add this data to the Data Model

o] [ o
£
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9,5k (6 p clio pb S5 59,9 :Macro Name i

9,5k sl slp il aulS s :Shortcut Key

9,5k 0,55 e pss :StOre Macro In

b gy )15 50 9,5k 0,55 > This Workbook a5 m
09,5 leo 33 gasasdiig IS s sl cg>NewWorkbook « ;5w
0digy ;0 5,5k 0,53 cg> Personal Macro Workbook < ;5 m
I, EXcel Lus a5 oy y2 0035 ol Personal XlIsb ob 4 _ogase
oS 29,5kl ST alnle 050 o0 5L A Djgoa 05 L
2ol ol wb asl eyws o LWOrKDoOK sles jo auS o ol
S o w53 Personal Macro Workbook

95k 3,50 40 Slasg 04381 :Description

LawsS SIS, OK aaS's auols plasl 1) b,k o g0 ladas a0l 5 s
plsl &5 (Sdlad po amr 4 (pl 5l 358 00 €950 5,51 Land Slles 15 0l
Sl oo a5 pladld 55T 05 oo Lans EXCEI 5 S Lo Lawss siany
st Jle plgre s s plonl i 5 a1 aws plol 95 &0 5 SLe
plos aSil 5l o8 5 kb (3l o (g gaz o555 ol wigd
SIS MaACros a5 (g9, View &b 5l asols alxl 1) Hlais jee slacodlad
S bl |, Stop Recording a 555 s g 0




Il Microsoft Excel 2016 ,o 455 43 iy sl il Vo buas

2
=

—

Efy View Macros

Il Stop Recording

' E Use Relative References

955lo basud iy )02\ JSi

plos sl (sl am 4 ol 5l g 398 o0 Sloml JLai 0590 9,So IS ol plmil L
Macros ,l5l 5 View &l 51 EXCel Lawgs 5555 &g 4 J>lye o0
ol (glo s a5 ! ol L .awss” bl |, View Macros a5
a5 ¢ Ll jlais a0 9,5 ke 09l oo 00ld Gioled ouls sl (slag Sl
S yyods sylosls plmil S3 a5 olpe plos ISl b oS S 1, Run
sy S (sl oo b e 3L 5 95500 2] 5,5 asgs (S35

25 plmil (giwd Sjgody Jeazr s dB Jo e pled o

Py

? x

b5

Macros in: | All Open Warkbooks
Description
this marco is used to fomat tables

Cancel

955 (gl VoS JSCis

algs oo DElEte aaS's g lag,Sle o pgd 51 Hais 90 9,5l bl b

SS Bd 1 o axsles 5 SLe



1 Protect Sheet g ,5 ) cdadlrom ¥ _
a1y b ldle 5 LIS o B aass a5 ail ol 8l eolaul gy
5hoolaiwl jo g 085l dgmga S I8 jo Sl atuwlgsl g il
3 Shears bogr 2l cl (Sow b 0S oy S Sl
&y 05 Ol 5 L oy g ald <ty LB a5 0y 55T 9254 iy
8 J e 1 s el Sl sl oo SISe 0ol 5 555l
S5 Sl ol e e 5 sy Sl ks
S5 b g9, ool Glais g0 S 5 jo Sl 0,5 Sguze (sl
Protect Sheet 4w 55 oo 5L (g0 5 Lo S SIS el a5 550
DS ol s Review &b 5l ol o 1) Il cpl oS Gl |

Insert... |
| BR Delete
| Rename
Move or Copy...
Q] View Code
[
'I Tab Color » |
Hide
Unhide...

Select All Sheets N

05 31 cdibloe —Y oYY S

S )5 sl je, S PasSWOrd cad o 09d o 5L a5 gloymi o
o 1y SIS wil anils wab 6,5 a8 Slej el b oS sl
Oy oy i nl )3 S (Gge 0 S 5l ey 4 w8 gyl Ja
20 (2l O ygay RIS (9o Wil oo )5 Lol 09k o0 J45 S )18 090
wab oS Gy Jlo plyeas S )l Jab Sl Sl S0 LS o500
Lgases Lo (gggmw Slaliil ply 10 0digp oS Jad 1, S p)l5 wyls

OMIES N % RIES et



Il Microsoft Excel 2016 ,o 455 43 iy sl il Vo buas

Al oo ldl DBl L 4 0,1 0529 4ty 5 (olas o 2y ol pgd 5 )0
Iy Sldas a> sl o3l )15 cewl a3 S IS a5 Sloj S aseioe

Sl wlole s opl glras 3§ )l

Protect Sheet ? X

[ Protect worksheet and contents of locked cells

Password to unprotect sheet:
snsnne  — ﬂ’iJ) J*J33)9

Select unlocked cells
Format cells
Format columns

Format rows Slezagame wlsail
Insert columns

Insert rows “HEY

Insert hyperlinks o dnpe

Delete columns

Delete rows |

coc

S 1)l5 ey ssame Jlosl Yo VA S

o a8 sla Jolw ol o5l>1 :Select Locked Cells m
oo a8 sla Jghw ol o5l :Slelect Unlocked Cells m
2,5 Lawgs by Jgho B o Sl :Format Cells m

B9y o9 2 s Jio Sl Jleel oSl :FOormat Columns m
S 58 sz e slaggi

G9y - g el s Jie Sl Jleel oSGl :FOrmat Rows m
S50 39750 oo

S5 @ wos g o0, adlsl Sl dInsert Columns m

S )5 a4 was w0 S wslsl Sl :Insert Rows m

S 5 0 0990 slaygiw Bi> ISLI :Delete Columns m

S )5 50 0590 slo s B> 1SLI :Delete Rows m

5w (55lwes o Sl :SOrt m

S 5 50 05350 Sledbl o S xls Sl :Use Autofilter m
el b oS SIS 1) OK aaSs Jas 390 sbvasy 55 Gl 5



leasl; ;o 0990 AL S g 0gd oo dgazme S )5 j0 Ol s Jlosl

R #- | % - BWopTe General W) | B TEx

Calibri { A A - i Wirap Tea e P; -." - B B

L ] a ve A = B Merge 8 Center $ -9 » | % 5 Condtionsl Formatas Cell | Inset Delete Format
Formatting - Table = Styles - -

Font . Asgnment Mumber Stybes Ces

X ) S)J)K e LQ)')-!‘ ud.«:# Jlﬂé)ﬁé—‘°—‘&“}$&

Ao ge S5 Al sy Wb Sl Cosgeme iy ol
&b; 5l b oS ol 1 Unprotect Sheet a5 ¢ oS s el
7, &S Soge ,o S okl |, Unprotect Sheet 4. ;5 Review
S3sn T 8 Sl 51 SIS il 00,55 G 5 )5 (sl 50
3k loymiy wdl 00,8 Bl S S 6l (syge o, &S (Sies0
Ol alis h5es 50y 0955 O)lg 5 9 98 Sl 1 5es 5o,y 45 090 o

IRV [ESFE FUN P JON  PUS I UL S

Unprotect Sheet ? X

Password: | \

| ox || canen |

S 50y 39,5 Jad g VoV Kb

————— Protect Workbook 4&g3yl5' (59,55 30 3 e ¢mmd)

o8l Lawgs laodigy ol Sl g EXCEl slaaig IS 51 cladle sl p
bid b oS (5510850, 1) o] el o3 cidls wyiwd b Sl s
QL ALl g s Al )15 4y ale e, delS idlo b padeio ol )3
St |y ol Olgioe g

Protect a5 4 oS SIS File &bj g9, ool S5 500l slp
Encrypt With 4035 oo 5L g9 5l 9 oS ol |, Workbook
oS OK goo,5 5 lg 1) 50, 00 5L 0 40 g ausS SIS |, Password
S OK 50,5 00515 5, )lj.i’:;lo..\:.uj

b Ay p



Il Microsoft Excel 2016 ys ,5s 41 piy sl il Vo Juad

Protect Workbook

[E7 One or more sheets in this work
changes to the data.

=l

Mark as Final

Let readers know the workbook is final and
make it read-only.

Protect Current Sheet

Control what types of changes people can
make to the current sheet.

E:H Protect Workbook Structure

ﬂ Prevent unwanted changes to the structure
of the workbook, such as adding sheets.
Restrict Access
Grant people access while removing their  *
ability to edit, copy, or print.
Add a Digital Signature
Ensure the integrity of the workbook by
adding an invisible digital signature.
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Learn In English

Protect An Excel File

To Prevent Others From Accessing Data In Your Excel Files,
Protect Your Excel File With A Password.

Select File > Info.

Select The Protect Workbook Box And Choose Encrypt
With Password.

Enter A Password In The Password Box, And Then Select
OK.

Confirm The Password In The Reenter Password Box,
And Then Select OK.

Warning:

m Microsoft Cannot Retrieve Forgotten Passwords, So Be
Sure That Your Password Is Especially Memorable

m There Are No Restrictions On The Passwords You Use With
Regards To Length, Characters Or Numbers, But Passwords
Are Case-Sensitive.

m It Is Not Always Secure To Distribute Password-Protected
Files That Contain Sensitive Information Such As Credit Card
Numbers.
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WA 0 A )5 g o)lg 1y s oledbl wax S5 SS 0

! product size color unit price number Total Cost
pants small black 6500 5 32,500
tshirt large yellow 2500 6 15,000

skirt large black 8000 8 64,000
coat medium blue 9000 9 81,000
bag black 3200 11 35,200
jacket small red 12000 12 144,000
shoe white 5400 14 75,600
scarf large red 2000 19 38,000
cap white 1200 21 25,200
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