Through this lecture students will be able to:

Be with Perform all tasks
Microsoft Excel related to editing
Basics worksheet

Apply formatting for

and sheets
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Lecture - 1: 3rd Year Dent. Tech. Dept.

([ [
Microsoft Office 2019
MS Office include many Mainly it include the three popular
applications applications




Office applications

Microsoft Excel X E |
Microsoft Word Exce
Microsoft PowerPoint

Microsoft OneNote

Microsoft Outlook

Microsoft Publisher

Microsoft Access

3

. .
Microsoft InfoPath 4 Powerboin
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Microsoft applications
Cliphi de sana (0 bl JSG8 Microsoft il () 5
s Aalail e dabis ) Laluyl clalga¥) aexs ) Office
Microsoft Windows ,Mac OS

Microsoft applications are comprised

of mainly the Office suite of
applications that support  various
productivity needs on both Microsoft
Windows and Mac OS operating
systems.
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(The Excel) dagall clapdaill aaly V5l lay

MS Excel Basics

Identify general needed O Aallal) cSai

shortcuts ) ) )
. Explore MS excel window A3 sthaall el &l JLaia¥) 48 2 L1
Shortcut

. Navigate between | >
different cells JuS) b g 5 )Sila 33U aa Jalall |2

. Manage the workbook Adiaal) LA (g Jasll 448 .3

. Formatting for cells and Workbook —siadls)la) .4
sheets (paper) GsY s WAl Gus |5
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How to pin Microsoft Excel to taskbar?

1. Click the Start button.

2. Locate the application you want to pin
to the taskbar and right-click on it.

3.In the menu that appears, hover your
cursor over 'More"

4.Click on "P1n to taskbar"

Start button
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How to start Microsoft Excel?

1. Click on Microsoft Excel.

2. Select desired option
(NEW = Ctr]l +N

or OPEN= Ctrl +O)

Excel

"1da(T "Yo9, ‘Iud(J Iedx pI&

Recent

Pinned

Pin files you want to easily find later. Click the pin icon that appears
when you howver over a file

Today
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Yesterday

gc0g/c1/0T

a iraqflag
F:= 2022 » jliguwg d=ail gl » duwslill & paleall



Kevboard Shortcuts

1 General :
- New Workbook (Ctrl+N)

Open a Workbook (Ctrl+O)
Save a Workbook (Ctrl+S)
Print a Workbook (Ctrl+P)
Close a Workbook (Ctrl+ W)
Undo (Ctrl+Z7.)

Redo (Ctrl+Y)
Switch between apps (Alt + Tab)

J Editing:
> Cut (Ctrl+X)
» Copy (Ctrl+C)

» Paste (Ctrl+V)
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Quick Access toolbar Title bar

f Home | Insert VW  Page Loyout Formutas Data ad-Ins o @ = &
L—E ) Calibr “ 11 - = eyl S General - S=insert = X = 9, ﬂ
& - B Z U A A EEZE- S -% 4% Detete - @)~ ¥
Paste Sont & Find &

o 7 G~ | - A~ - - s %8 ElFormat = (2~ puter~ Setect -
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Column bar
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View Buttons Zoom Controls




The Ribbon

Microsoft Excel Ribbon is the
row of tabs and icons at the top
of the Excel window. It allows
you to quickly find and wuse

commands for completing a
certain task. It looks like a kind
of complex Toolbar.
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The Home contain the following Icon

Home Insert Page Layout Farmulas Data Review View

By X, Cut .

E?' Wrap Text

i
=
"]
=
=

Il
Il
¥

L]

-

=

B3 Copy -

Paste B T U -~ L .
. ¥ Format Painter — ' v

= = €= [ Merge & Center ~

SE

Clipboard M Alignment M

-~

[T] [ ] T T 1E—%| | )
(eneral - ; T E_I :‘:_l}‘ - z AutoSum Aw p

i

Z] Y % =B s

= == [ Fill -

Home J

«0 00 Conditional Formatas Cell nsert Delete Format Sort & Find &

00 5.0 _ lear~ -
Formatting~ Table~ Styles~ d - - = Clear Filter ~ Select ~

Styles Cells Editing

Account

Options
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Ribbon contain the following Icon

ﬁDEE, Calln N\ A =2 %3/ i Wra Tt General LW D m: B ZAU s ZY p

Vil
Pt ¢ Ll & by, ﬂ === € Merge&[enter . E‘,% ) Ha Conditonsl Furmatas [EII It De|ete Fomat - ot Fnd &
' fomating" Taber Syl v v HI™ Fiter+ Seect
Clipboard s Font i Alignment G Number Styles Cells Edlting

Sl G EE S

Clipboard (CUT, COPY, PASTE)
Font
Alignment
Number
Style
Cell
Editing




Font Attributes

Font (type and size)

Style (Underline, Italics, and Bold) or (cti+v), (Ctrl+1),(Ctrl+B)
Colours( fill colours) Font Color =

[ | Aukomatic

EEEEEEERE
EEEEEEENR
EENENEEN
__JENNE §uy § BN
OO EaEL

Simple OutlinePa~ 48+ A A

BIU- H- H-A-

Faont 4
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Learning MS Excel Basics: Entering Value

|E| = R icrosoft Exce

File Home Insert Page Layout Farmulas Data Review View FDF Acrobat

% Cut , == AutoSum + :
® Calibri ap Text Leatin A &a @
£

23 Copy ~
“ Find & | Sign and
Select~ | Encrypt~
Clipboard Privacy
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Learning MS Excel Basics:

Saving Workbook:

File > save as > specify the location and modify the
file’s name if required.

Closing Workbook: CTRL+W or
CTRL+F4
Open workbook:  CTRL+O

3rd Year Dent. Tech. Dept.




Managing worksheets

For Worksheets we can:

1. Insert one or more Worksheet

2.Rename it

3.Change its Tab color

4.Rearrange them in any required order

5.Delete unrequired one

6.Duplicate (copy) or move it before / after
any Worksheet or at the end

7.Hid and Unhide certain Worksheet.

10/12/2022 3rd Year Dent. Tech. Dept. 16




MS Excel Basics
1. Identify general needed shortcuts

2. Explore MS excel window

3.Navigate between different cells

4.Manage the workbook

5. Formatting for cells and sheets




Getting started

v” Worksheet:
Cell : can \

- a single
contain a spreadsheet that
Number, contains cells
Logic Date, organized by
textor rows and
formula olum

Workbook -

Excel file that
contains one

Or mor e
worksheetg

3rd Year Dent. Tech. Dept.




Learning MS Excel Basics:

Saving Workbook:

- File > save as > specify the location
and modify the file’s name if
required.

Closing Workbook: CTRL+W

Open workbook: CTRL+0O

3rd Year Dent. Tech. Dept.




Managing worksheets

1. Identify how to manage worksheet
2.Editing worksheets

10/12/2022 3rd Year Dent. Tech. Dept.



Formula in Excel ( Insert data

oActivate the cell and add data
o Insert formula:

el 1ot 4.5
(2022:2023) WWNAgall Pl dslio S

| a2 | 2

f el et ol PR Lo it Hﬂ‘

|=D4+E4+)3 8 18] 9| pudrivepluas e
| 7| 155 85 Zl s i Jlgh)
f 8| 11| 75 20 gl a1
| 9| 16| 8 725 gl WGl

18 7 §u $ge oyl Al 10/12/2022




Editing Worksheet:

daslol 5 45
(2022:2023) WAyl Pl delio Gl

gl |, ‘ > il -
Hhﬁ Jo “35'2) skl Pﬂyl j daill] ©
| > j_.— 7
.h:;=:+f.:;+, 1 &%??E' 'Jl |:|:|.-.||.1-.1. ]'?m.!.uJ A !
| \
| Q" 7455 85 o &M@l e |2
| C) b }7 -

\@C’?\O 7] 7.5 ’&_ep—u'-‘l-'-na-'tlp-‘ B |3
| 7 9 18] 8| O s WG| & |4
— \& <

: : Jas L]u_]uﬂ.ull' "

3rd Year Dent. Tech. Dept. .




Editing Worksheet: Sorting Cells

- Sorting in ascending , descending numeric order

ST | e | >

Saorkt S Firmd &
FirltE=r — Seleckt —

Sort A Tao T

Sort oo A
Cuustorm Sort...

Filter

3rd Year Dent. Tech. Dept.



MS Excel Basics (worksheets ):

- How many sheet are provided in the workbook by defa
- Now in order to add more sheets:

Right-click on sheet tabs

Select Insert

An insert dialog will display with selected worksheet
Copy Worksheet:
- Right click on sheet name,
- Select move or copy

HINT: you need to add some data to check the copying
perfectly

Hiding and Unhide Worksheet:

« Find how can we hide worksheet and unhide it
Deleting Worksheet:

« Find how can we delete worksheet

"1da(T "YI9, ‘1us(J Iesx pI&

cc0g/c1/oT




Editing Worksheet: Rows and Columns

Bookl - Microsoft Excel | — | (=] |-E:h_J

Formulas Data Feview View PDF Acrobat & @ o B &

General - A g=Insert - E - g%d—,' L?a

A X
$ - % o % Delete ~ | (@]~ 7 @
e .00 S5tyles | .. ] Sort & Find & | Sign and

= | "o &.0 = =l Format ~ Filter = Select~ | Encrypt =

MNumber u Cells Editing Privacy

e
[=1]
1]
(1]
-
ja)
=
=]
=
-

¢ il -
=

A
s

E
E
3
3
m
=3
=

Jc | Sales calculating
| | D

lsales calculating |
Products price Sale perecentage Total
30 0.15 4.5

50 0.5 25 Columns run vertically

Rows run horizontally

MS Excel is providing columns
From A to XFD

'MS Excel is providing rows
From 1 to 104876

Cell can be identified using columns and rows
What is the value of the Cell A3 ? 30

Sheet3 ¥
3rd Year Dent. Tech. Dept. | 100% =




Editing Worksheet: Select Rows and
Columns

0 select Row 0 select column

Click on the raw heading Click on the column he
Al IR

Fal™ = R Home Insert [ Data
Home Insert Page Layout Formulas Data Rewi 3 “R’C”t Calibri - -| At a7

e 53 Copy ~
J 4 Cut Paste

Calibri - A A
. - Format Bdinter
=3 Copy ~ J

Paste - || EE o - A - = Clipboar,
- JForma inter L - & ] ‘

Clipboa

el
m
=i

]
]

1
2

5 i To select a range of adjacent columns
- To select a range of adjacent rows Click on the first column heading.
Click on the first row heading. Drag to highlight through to the

Drag to highlight through to the last last column heading
row heading

- To select a range of non-adjacent rows To select a range of non-adjacent
Click on the first row heading or range columns

of rows. . Click on the first column heading
Hold the Ctrl key down and continue or range of columns.
highlighting additional row headings.

Hold the Ctrl key down and
continue highlighting additional
column headings

3rd Year Dent. Tech. Dept.




To modify the Column width To modify the Row height
e Click on the column
heading(s) to modify. e Click on the row
On the Home tab, in the heading(s) to modify.

Cells group, click the Format On the Home tab, in the
button. Cells group, click the

To modify column width to a Format button.
specified value, click Column To modify row height to a

Width and enter a width, specified value, click Row
then click OK. Height and enter a row

To modify column width to height, then click OK.

optimal width, click Auto-fit § * To modify row height to
Column Width. optlmal helght click Auto-




Editing Worksheet: Freeze column title

- Why ?
To keep column headings visible regardless of
where you scroll in your sheet.

- How ?
Select the column immediately to the right of
the column to freeze.

On the View tab, in the Window group, click
the Freeze Panes arrow.

Click the Freeze Panes button

3rd Year Dent. Tech. Dept.




Exercise:

- Students should create their first excel sheet by
adding a table as the following and find the total
using the formula bar

Marks scored in | Marks scored in
Name Computer medical chemistry

Mohammed 78 90

Ahmed S0 90
Omar 96

86
49

o
—
o,
A
Qo
=
o
@
=
e
=
@
o
=T
-,
@

o
e




Eert Page Layout Formulas Review View FDF Acrobat

Calibri %L A~ | BN -~ | S Wrap Text |T| ﬂ
g — F F | e,
(V) — = | = g

: General
Pt & Center ~
@ erge EnLer Mo specific format

Alignment

MNMumber
89,20

G Currency

589.20

12:00:00 AN 1.25E+01 X
Accounting

589.20

Short Date
3/29/1900

The list is showing the different types
that cell can handle . Thursday, March 29, 1900

Long Drate

Time
4:45:00 AR

In order to modify the cell type,
select the cell Percentage
And then number group in the home N
tab 89 1,5

Scientific
B.O2E+01

0
3rd Year Dent. Tech. Dept. More Number Formats..




Formatting Cells: Setting fonts

- Select text,
- Modify the font type and size from Font Group

Home Insert Page Layout Formulas

Clipboard

| E |
4:00:00 A f'-.-"II 589 . EEI-!

S 9.50

3rd Year Dent. Tech. Dept.




Formatting Cells: Text-decoration and

setting text color

4:00:00 AM 12:00:00 AM  1.25E+01

* To get the Format Cell

[ Format Cells p- &lﬂ Dialog:
= = Right click on cell and

Numb Ali t i Font :| Bord Fill Protecti
b | phgnment | Font.. | Boder || __Fil | rotecon | select format cell , font
Font: Font style: Size: b
Calibri Regular \ 11 ta
' Cambria (Headings - a
h & h— [ o
Bl Adobe Arabic L 1. MOdlf}’ font Sty1e
| | | B Adcbe Caslon Pro
|| |B Adobe Caslon Pro Bold . Effects
El Adobe Devanagari 7

Linderline:
Mone
Effects
[ strikethrough
|:| Superscript

[ subscript

« Change the text color

AaBbCcYyZz

This iz a TrueType font. The same font will be used on bath your printer and your screen.,




Formatting Cells: Rotate Cells

» To rotate A cell:

Display the same
- format cell dialog

Select alignment tab

12:00:00 AN 1.25E+01

Text alignment

Horizontal: - MOdlfy the
; orientation

General IEI Indent:
0

Vertical:

Bottom |E|

Justify distributed

Text contral

[] wrap text * | Degrees Change the teXt

[7] shrink to fit :
e alignment :

Text direction:

Context IEI




Formatting Cells: Setting Colors

To change the background color:
= Display the format cell
= Go to Fill tab

To add borders:
= Display the format cell

= (G0 to Border tab




Formatting Cells: Merge Cells

» Is to combine two or more cells into a single cell.
* How ? Select and merge

X d @ - - Bookl - Mi
Home Insert Page Layout Formulas Data Review View FDF Acrobat
j da Cut Calibri 11 A A Sl=|=| ®- | 1 - SiwrapText Time
oot =3 Copy - Ay A L [ A
dsie - EENE I - - = = = e = - - .
- - Format Painter e S - == =| == -3 Merge & Center %
Clipboard ! Font ! Alignment aq Merge & Center
F2 - Je | 5/19/4350 12:00:00 AM = Merge Across
A - c D - | - | 1 Merge Cells
HH Unmerge Cells
4:00:00 AM  589.20] 12:00:00 AM | 1.25E+01
—_r— |

S 9.30

10/12/2022 3rd Year Dent. Tech. Dept. 35
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Formatting Cells: Wrap text

Problem?

The cell content is :
I Ahmed ,ﬁa- Ahmed Abdullah Ali
+ HOWEVER , the cell is only displaying (Ahmed A)

ARIJAALAULL o

“*Merge cells
‘I‘Wrap text — Alignment Tab

Format cell dialog

Control Text

*Shrink to fit

10/12/2022 3rd Year Dent. Tech. Dept.



Formatting Sheets: Options for printing purpose

Page Setup

| Page |Margins | Header,."Fuuter| Sheet |

To set thelayout for o

pri nting : olumns to repeat at left:

Go to page layout tab 1 e

[T Black and white

Sheet options group Clont s

[ row and column headings

| (3
7] &)

[l

Page order
@ Down, then aver

() Ower, then down




Formatting Sheets: add header and footer

Add header and footer to add information to the
workbook. A S e [ ‘

- Sheet i ) Bring
= Right-to-Left Frint FPrint Forwmard = Backward =

Sheet Cptions

Page layout
Sheet options
Header/footer

3rd Year Dent. Tech. Dept. --I




Formatting Sheets: Set Margins and page orientation

= Margins : are the unprinted area the page sides
= All margins are fixed for the same pages.

Home Insert Page Layout Formulas Data Review View PDF Acrobat

j B Colors - 3 Ij 3 = ; Zj' 1 Width:  Automatic ~
== Fc'”ts T i l = I ;l,J Height: Automatic -

Themes Maggins | Orientat§on  Size Print Breaks Background Print . Sheet . Ch
- [O]Effects - L - - 4] scale: 100% = i ange age

Area~ - Titles Right-to-Left
Themes - Scale to Fit - Sheet Optig

a J oz satemors | orientation,

A 0. Footer: 0.3 E

Bottom: 1°

Right: 1° 1. Portrait

Header: 0.5 Footer: 0.5

Marrow 2 . ].a.nds Cape

Top: 0.75° EBottom: 0.75°
Left: 0,25 Right: 0.25
Header: 0.3 Footer: 0.3

=N = I B SRR T I N

Custom Margins...




Formatting Sheets: insert page break and background

-Page break: Identify the
printed part of each page

-Background for the

entire worksheet
How ?

3rd Year Dent. Tech. Dept.




Formatting Sheets: Conditional Formatting

- enables you to format a range of values so that values
outside certain limits, are automatically formatted.

@|H -3 ookl - Microsoft Excel

Haome Insert Page Layout Farmulas Data Review  View POF Agrobat

=LA Calibri Ju sl =E=E e W Siwapte General }H ﬁi{ '—jd o _f\ EJ L
3 Copy o ] Fill -
Paste  Fomat ainter B I U~ - My - &v S EE EiE < Merge &uCenter v § * % o | %3 % ;:Gorr:ndaﬁ::nngal asFu;;rgla: stﬁl:l-. Insvert Delete For:nat e
Clipboard 3 Font P Alignment 3 MNumber ‘ ‘
A6 v ft 565 —Jﬂ Highlight Cells Rules * JJ Greater Than...
A B C D E F G H | J K L rj‘ Ton/Battom Rul X __“
1 10 lop/ootiom kules e Less Than...
2 cl
3 10 3 3 L Data Bars r jj Between...
Lo Select the column in which
5 251 = =i -
A you want to apply the = worsales 0| ) EaiT.
. 1.C ' B
7 m COINAIUIOId] IOI'ITIatUIlyg 5 [— X JJ\ Text that Contains..
8 22 = o
) & NewRule.. —'% A Date Oceurring...
10 %5 Clear Rules p|
1 ! =
{] Manage Rules.. é_‘ Duplicate Values...
10/12/2022 3rd Year Dent. Tech. Dept. Mm




- ICS skills, New Ecdl Syllabi , 2013




Through this lecture students will be able to:

Be with Perform all tasks

Microsoft Excel related to editing
Basics worksheet

Apply formatting for
and sheets

3rd Year Dent. Tech. Dept.




Lecture - 1: 3rd Year Dent. Tech. De

o [
Microsoft Office 2019
MS Office include many Mainly it include the three popular
applications applications
n

[ Office

<l o B




Office applications

Microsoft Excel \ E Evcel
Microsoft Word XCE
Microsoft PowerPoint

Microsoft OneNote

Microsoft Outlook

Microsoft Publisher

Microsoft Access n; SowarBoint

Microsoft InfoPath

11/2/22 3rd Year Dent. Tech. Dept.




Microsoft applications
Clipki de gane (e obal S5 Microsoft  cliudai () oS
Microsoft Windows ,Mac OS

Microsoft applications are comprised
of mainly the Office suite of

applications that support various
productivity needs on both Microsoft
Windows and Mac OS operating
systems.

3rd Year Dent. Tech. Dept.




(The Excel)iegall cilipdaill aaly ¥l laus

MS Excel Basics

Identify general needed e ddlal) St

shortcuts

. Explore MS excel window 43 slhaall dalall Gl Laia¥I 48 j2e 1

. Navigate between Shortcut
different cells JuS) g 5 ySola 328U aa Jalaill |2

. Manage the workbook Adliaall LAY ¢ Jaiill 4483

. Formatting for cells and Workbook —iadl 3 )3 .4
sheets (paper) GlsY s WAl Gus 5

rd Year Dent. Tech. Dept.
—




How to pin Microsoft Excel to taskbar?

1. Click the Start button.

2. Locate the application you want to pin
to the taskbar and right-click on it.

3.In the menu that appears, hover your

cursor over 'More"
4.Click on "P1n to taskbar"

D cora 2 Pin to Start
= ¥ 3 ﬁ hww
£ -t
% o] B Uninstall
l — "B Recent Fd Run &5 administralor

z Help Y v | "
©) G B Sl i el

) yl >

2-1-25)a

"1da( Yo, Jud(J Ieax pIc

| Open file location
Start button |

Booedo)



How to start Microsoft Excel?

1. Click on Microsoft Excel.
2. Select desired option
(NEW = Ctrl +N
or OPEN= Ctrl +O)

"1da(T "Yo9, ‘Iud(J Ieax pI&

Excel

Recent

Pinned

Pin files you want to easily find later. Click the pin icon that appears
when you hover over a file.

Today
JuuSVI LA 5 ac
;.

2 » 2022 » yligug dsuiil Jgl » dusolll & lxall

(@ YT W1 I S U I (N B

~J

Yesterday
Blank workbook

a iraqflag
F:» 2022 » jligwg d=iil Jgl » duwslzll & polzall



Kevboard Shortcuts

General :

New Workbook (Ctrl+IN)
Open a Workbook (Ctrl+O)
Save a Workbook (Ctrl+S)
Print a Workbook (Ctrl+P)
Close a Workbook (Ctrl+ W)
Undo (Ctrl+Z2)

Redo (Ctrl+Y)
Switch between apps (Alt + Tab)

J Editing:
& Cut (Ctrl+X)
% Copy (Ctrl+C)
% Paste (Ctrl+V)

e

*

R/
’0

L)

\/
’0

L)

e

*

e

*

R/
’0

L)

\/
’0

L)

e

*
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Quick Access toolbar
File Tab Ribbon

rie Page Layout  Formulas  Datas ‘ Add-Ins
: i Calibri 11 - W= -[ | = General S Insert ~ 97 m
e - B 7 U- A A E==mS- s c-% 4% Delete ~ e P
< X =] n
- J B~ | v A~ == 2 " I E) Format ~ ~2' Pilter ~ Select =

b
Chpboara - Font ' Alignment - l Number Cells Cdting

g
- ..

H

SlwNE

Column bar

|

oarvarey \
GREBYaNaw

™

4 4« » »| Sheetl . Sheet2

Status bar




Microsoft Excel Ribbon is the

row of tabs and icons at the top
of the Excel window. It allows

you to quickly find and use
commands for completing a
certain task. It looks like a kind

of complex Toolbar.

11/2/22 3rd Year Dent. Tech. Dept.




The Home contain the following Icon

I a0 aVy 0 ‘ : )atz L
T X Cut s vl = =
™ © Calibn M A A — == - M+ = Wrp Text
! E3 Copy -
Paste BIU-Y T O-AVW === = Merge & Center ~

- ¥ Format Painter

a) g

Font M Alignment

~

(
. -
[
LA
wl!

o

> AutoSum - A p

V) Fill ~ -

g
)
=
o

L

0 0 Conditional Formatas Cell Insert Delete Format Sort & Find &
Formatting~ Table~ Styles~ -~ v v = Clear~ Filter ~ Select ~

Styles Cells editing

Account

Options

11/2/22 3rd Year Dent. Tech. Dept. 11




Ribbon contain the following Icon

d X v | = ZAuto Stm v
| Clib il NEE- AL Nra Tt General ' Eﬂ | DX m p
De@v : p E E <[t )

Paste SN, == FE S, oy ¢ 00 Condtional Formatas Cel | Inser Delete omat Sort i Find &
| el =SS Merge&(enter Lt formatting™ Table Shlesw v v e it St

Clipboard £ Font i Alignment G Number Shyles Cell Edting

1. Clipboard (CUT, COPY, PASTE)

2. Font

3. Alignment

4. Number

5. Style

6. Cell

7. Editing




Font Attributes

Font (type and size)
Style (Underline, Italics, and Bold) or (cul+), (Ctrl+D),(Ctrl+B)
Colours( fill colours)

FontColor  ~ X|:
| Automatic '
EEEEEEEN
EEEEEEEN
EDDEEENEN

EOOEDENDO
sininininininin

Simple Qutline Pa + 148




Learning MS Excel Basics: Entering Value

Home Insert Page Layout Formulas Data Review View PDF Acrobat

v

# Cut Calibn ) - Wrar Tact ; X AutoSum ~
53 Copy ~ :,_l IF
B, | Merge & Cente .00 0 | ormat Insert Delete Format Sort & Find & | Sign and
f Format Painte = ~ ™ | Formatting ~ as Tab es - £ Clear~ Filter - Select~ | Encrypt~
Clipboard Editing Privacy

1 select the cell
2 |start typing




Learning MS Excel Basics:

Saving Workbook:

File > save as > specify the location and modify the
file’s name if required.

Closing Workbook: CTRL+W or

CTRL+F4
Open workbook:  CTRL+O

11/2/22 3rd Year Dent. Tech. Dept.
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Managing worksheets

For Worksheets we can:
1. Insert one or more Worksheet

2.Rename it
3.Change its Tab color

4.Rearrange them in any required order

5.Delete unrequired one

6.Duplicate (copy) or move it before / after
any Worksheet or at the end

7.Hid and Unhide certain Worksheet.

11/2/22 3rd Year Dent. Tech. Dept.




MS Excel Basics
1. Identify general needed shortcuts

2. Explore MS excel window

3.Navigate between different cells

4.Manage the workbook

5. Formatting for cells and sheets




Getting started

vﬁ Worksheet:
Cell : can \

a single
contain a spreadsheet that
Number, contains cells
Logic Date, organized by
textor rows and
olum

Workbook -

Excel file that
contains one

Or more
worksheets

3rd Year Dent. Tech. Dept.




Learning MS Excel Basics:

Saving Workbook:

- File > save as > specify the location
and modify the file’s name if
required.

Closing Workbook: CTRL+W

Open workbook: CTRL+O

3rd Year Dent. Tech. Dept.




Managing worksheets

1. Identify how to manage worksheet
2. Editing worksheets

3rd Year Dent. Tech. Dept.



Formula in Excel ( Insert data

oActivate the cell and add data "
o Insert formula: 7’
>

aste
Cpbomg 7, Forn Abgnment Number \ i Cely

G : : D C B A n_L_1__\ ¢ K -
daald) )51 A8 1
(20222023) WAyl ) debisn il
Jallldap | N al -

il RPN bt o Y e |
omeand| g 18] 9 eebucrbeassal a |1 ]
7| 155| 85 gl sl digl| 8 [ 2 s
8 171 75 o puldaxleld| 8 |3 6
9 16 8 o WGl A |4 7

71 19| 7 o e i &ual| g |5 g 11/2/22 21




Editing Worksheet:

daalod) gl &5
(2022-2023) & Alpal

Jabidap |,
‘;U




Editing Worksheet: Sorting Cells

- Sorting in ascending , descending numeric order

27 | <>
Sort &S Fimd &So Sigm anmnd

Filter - Select - Encrypt —
121 Sort A to Z

ﬁl Sort &2 to A

Custom Sort...

Filter

3rd Year Dent. Tech. Dept.



MS Excel Basics (worksheets ):

reating new Worksheet:

- How many sheet are provided in the workbook by defa

- Now in order to add more sheets:
Right-click on sheet tabs
Select Insert
An insert dialog will display with selected worksheet

Copy Worksheet:
- Right click on sheet name,

- Select move or copy

HINT: you need to add some data to check the copying
pertectly

Hiding and Unhide Worksheet:
« Find how can we hide worksheet and unhide it

Deleting Worksheet:
« Find how can we delete worksheet

da( "yo9], ‘U IedX PIS

cc/c/1t
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Editing Worksheet: Rows and Columns

~ —

FA™ 'g(" = = 7 Bookl - Microsoft Excel | = [B )
m Home Insert Page Layout Formulas Data Review View PDF Acrobat o @ (=] @ =3
== ¥ calibri i c] = =S General - | A | S=lnsert - /t?
J A~ B 7 U~ | A a = = = - $ ~ % o = I Delete ~ j y A ﬁ R
Paste _ | .. : A e o T it Styles Sort & Find & | Sign and
- T | x| O A~ EIE | | M1~ | Teo 50 = =] Format v | (2~ Filter~ Select~ Encrypt ~
Clipboard = Font ” Alignment ‘ Number ” Cells Editing Privacy
Bl - S | Sales calculating v
| A | B | ¢ | o | E F | 6 | H L =
1 [sales calculating | T )
Eproducts price Sale perecentage Total
3 | 30 0.15 4.5
4| 50 0.5 25 Columns run vertically
=
6 ' Rows run horizontall : e
7| y MS Excel is providing columns |
8| | > . .o From A to XFD -
5 |MS Excel is providing rows
10/ 'From 1to 104876 . s . '
it Cell can be identified using columns and rows |
2 What is the value of the Cell A3 2 30
15 |
16 | |
17 |

t2 ./ Sheet3 . ¥J il | n

11/2/22 31'd Year Dent. Tech. Dept. 100% (=) U {95




Editing Worksheet: Select Rows and

0 select Row 0 select column
Click on the raw heading Click on the column he

:
T R o o

=25 ¥ Cut 53 Copy ~
=i 23 Copy ~ 4 J Format Pafinter
Paste + Forma A B 7 U~ | &~ D~ - = Clipboari

Clipboa

Calibri v A= ( Paste

1
2

2 i . To select a range of adjacent columns
- To sglect a range of adJacgnt rows Click on the first column heading.
Click on the first row heading. Drag to highlight through to the

Drag to highlight through to the last last column heading
row heading

- To select a range of non-adjacent rows To select a range of non-adjacent
Click on the first row heading or range columns

of rows. _ Click on the first column heading
Hold the Ctrl key down and continue or range of columns.

highlighting additional row headings.

Hold the Ctrl key down and
continue highlighting additional
column headings

3rd Year Dent. Tech. Dept.




To modify the Column width To modify the Row height
 Click on the column
heading(s) to modify. * Click on the row

On the Home tab, in the heading(s) to modify.

Cells group, click the Format On the Home tab, in the
button. Cells group, click the

To modify column width to a Format button.

specified value, click Column To modify row height to a
Width and enter a width, specified value, click Row
then click OK. Height and enter a row

To modify column width to height, then click OK.

optimal width, click Auto-fit To modify row height to
Column Width. optlmal helght click Auto-




Editing Worksheet: Freeze column title

- Why ?
To keep column headings visible regardless of
where you scroll in your sheet.

- How ?
Select the column immediately to the right of

the column to freeze.

On the View tab, in the Window group, click
the Freeze Panes arrow.

Click the Freeze Panes button

3rd Year Dent. Tech. Dept.




Exercise:

- Students should create their first excel sheet by
adding a table as the following and find the total

using the formula bar

Marks scored in | Marks scored in ots
Name Computer medical chemistry

Mohammed
Ahmed
Omar

Ali

Mazin

78
80

96
86

49

90
90
100
02
89

11/2/22
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Bookl - Microsoft Excel

fert Page Layout Formulas Data Review View PDF Acrobat

Calibri 11~ A" A7 %]; D~ | PN ~ | S Wrap Text F] EL
I f—— = = -
i —— = | = E

B 7 a3 Merge & Center ~ General

No specific format
Alignment M

Number
89.20

G Currency

$89.20

12:00:00 AM  1.25E+01 :

Accounting
$89.20

Short Date
3/29/1900

The list is showing the different types
that cell can handle . | Thursday, March 29, 1900

Long Date

Time
4:43:00 AM

In order to modify the cell type,
select the cell . Bt
And then number group in the home Eraction
tab 891/5

Scientific
8.92E-+01

3rd Year Dent. Tech. Dept. More Number Formats...




Formatting Cells: Setting fonts

- Select text,
- Modify the font type and size from Font Group

Home Insert Page Layout Formulas

Clipboard

4:00:00 AMI S89.20.|

S




Formatting Cells: Text-decoration anad
setting text color

4:00:00 AM 589.20! 12:00:00 AM 1.25E+01
» To get the Format Cell
< Qcn

[ Format Cells p M‘ Dial()g:
— N Right click on cell and

select format cell , font

| Protection |

Font: Font style:
Calibri Regu|ar \ tab
Reqular A

Cambria (Headings

500 . It:al' ' °
& Adobe Arabic — BoltliC ‘ 1. MOdlfy font Style

El Adobe Caslon Pro Bold Italic

&l Adobe Caslon Pro Bold o Effects
B Adobe Devanagari

Underline:

None

Effects
("] strikethrough
(] superscript AaBbCcYyZz
("] subscript

Change the text color

This is a TrueType font. The same font will be used on both your printer and your screen.




Formatting Cells: Rotate Cells

» To rotate A cell:

Display the same
format cell dialog

B Select alignment tab
extalignmen
Horizontal: . ]
GeneratI'a E] Indent: ' . M9d1f}7 t.he
> 4 ' orientation

Vertical:

Bottom E]

Justify distributed

Text control

] wrap text % Degrees Ch ange the teXt

| Shrink to fit

| Merge cells alignment :

Right-to-eft
Text direction:

Context




Formatting Cells: Setting Colors

To change the background color:

= Display the format cell
= Go to Fill tab

To add borders:

= Display the format cell
= Go to Border tab




Formatting Cells: Merge Cells

» Is to combine two or more cells into a single cell.
» How ? Select and merge

|t'z] ol o | Bookl - Mi
' Home Insert Page Layout Formulas Data Review View PDF Acrobat
Rl Calibri i A A === - | Siwrap Text Time
ﬁé COpy | _— — — ——, = ]
Paste  Format Painter B 7 U~ i~ O-Ar EE = | EE |za Merge & Center|»| $ -
Clipboard : Font z Alignment | =3 Merge & Center
F2 v J< | 5/19/4350 12:00:00 AM = Merge Across
A B c D c ‘ . ‘ i Merge Cells
1 HH Unmerge Cells
2 4:00:00 AM $89.2a 12:00:00 AM ! 1.25E+01
3
4 S 9.50
5
6

11/2/22 3rd Year Dent. Tech. Dept. 35



Formatting Cells: Wrap text

Problem?

The cell content is :
I Ahmed Aa Ahmed Abdullah Ali
4 HOWEVER , the cell is only displaying (Ahmed A)

AR JALALAJLL o

“*Merge cells
'1’Wrap text — Alignment Tab

Format cell dialog

Control Text

*Shrink to fit

3rd Year Dent. Tech. Dept.



Formatting Sheets: Options for printing purpose

Page Layout Formulas Data Review View PDF Acrobat
ﬂ ""‘ Height: Automatic ~ j ev e - = (
» Titles ;J: - 00% : a :‘7 ';;';i ,;‘..‘;, ,.‘,7i ,‘ d Farnc
Scale to Fit Sheet Options Arrange
€ F G H | J K L M N (@] P Q R
N

- -
Page Setup B ? Iﬁl

‘ Page | Margins | Header/Footer‘ Sheet ‘

To set the layout for i
° ° Rows to repeat at top:
prl ntl ng : | Columns to repeat at left:

| Print

Go to page layout tab e e [18

[] Black and white

Sheet options group e

KI|KY

11/2/22 3rd Year Dent. Tech. Dept.




Formatting Sheets: add header and footer

Add header and footer to add information to the
workbook. @ g e Eh Eh Br Bh o

v View v View

- Sheet ) . Bring Send Selectio Alg
= Right-to-Left Print Print Forward ~ Backward ~ ne

Sheet Options

~
Page Setup

Page layout —
Sheet options e
Header/footer | ) (s

3rd Year Dent. Tech Dept - -




Formatting Sheets: Set Margins and page orientation

= Margins : are the unprinted area the page sides
= All margins are fixed for the same pages.

vi View Acroba
F=1 o4 Width: |Automatic ~ ridli
:J Height: Automatic ~ i1
- o« ‘"1 Change page
Titles | £l Scale: 100% - || Right-to-Left | | Pri
Scale to Fit ” Sheet Optid

gt:]tm g;s i = OI'ieIltatiOIl,
Footer: 0.3° F

1. Portrait
2. landscape

Bottom: 0.75°
Rght 025
Foote




Formatting Sheets: insert page break and background

-Page break: Identify the
printed part of each page

-Background for the

entire worksheet
How ?

11/2/22 3rd Year Dent. Tech. Dept.




Formatting Sheets: Conditional Formatting

- enables you to format a range of values so that values
outside certain limits, are automatically formatted.

@I'd")' v | ookl - Microsoft Exce
Home Insert Page Layout Formulas Data Review View PDF Acrobat

=¥t

v v B | 5 e Sm P ST Ao
Calibri i1 AN FE=Y =) Wrap Text General v :E:J | . d
Past L e A i 0 .00 |C d%] [ F@t -c‘ud I—th o{ FﬂJt 'aﬁ“v
v v v v § E E -E' = *, \ | i v 0 A - —
af : J Format Painter BIU-|z- Q" SEE[FF cifMerge & Center~ | § v % 9 | ] F;;;t;?nr;av as?;rglaev Styleesv nsve eve : or'm : [/ Clea
Clipboard ¥ Font i Alignment ¥ Number l
A6 . £ 565 jlé] Highlight Cells Rules » ——‘1 ﬂ| Greater Than...
A B C D E F G H | J K L ﬂl X J'
: =) Top/Bottom Rules e Less Than...
2 = ﬂ
3 10 3 3 E Data Bars » jj Between...
& Select the column in which &
s you want to apply the B sl | ) .
6 565 J°,.° 1 C 'R T
7 222 Conaltlonal IOI mattlng §§ Icon Sets N _:Ja_b'J Text that Contains...
8 22 —
: & NewRule. _J‘_% A Date Occurring...
10 3 Clear Rules |
11 ™ =
E] Manage Rules. :S Duplicate Values...
11/2/22 3rd Year Dent. Tech. Dept. el 41
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Learning MS Excel Basics: Explore Window

Quick Access toolbar Title bar
File Tab Ribbon Help
x - ' - = 4 Prin® W Nl N - ol - - - - —
MHome Insert Page Layout Formulas Data Reviews View Add-Tns —> o "
— Calibe - 131 - = x| | =3 General - -y n - = -

2 = = =) = oene a)| S ST @
Past: -l - B g XN AT -\ & B Im - iy Styles S Detebe > -] - Sort & Find &
ste ’ - b ass ore T3
- > i - S - A = = L g e 3 - =) Format ~ i T Piter ~ Select -

('_l-r?»l)_ont.j - Fomnt - | Al»ogn"‘cnt - | ,?"‘n_‘b",' - ] Ceils ! ((i-fl'\x)
Al - O I~ |
o~ ] a | C 1 ‘"() 1 E ¥] L= < " 1 ! 1 3 1
3 1
2
3
< Column bar
>
L&

. 7 |
s -<— Row bar |
2
10
i1
12
13

4« 4« » » | Sheetl Sheet2 fheetrtl: @ ¥ DEN ] T ' 0
Reacay | | OBl U 100% (—> - L)
A 8 . 3.0
Y Y

Sheet Area
Status bar View Buttons Zoom Controls



Status Bar

Displays the current cell mode, One of the following modes is displayed:

1. Ready to indicate a general state.

2. Enter to indicate content entry mode. It is displayed when you select a
cell and start typing, or when you press F2 twice.

3. Edit to indicate in-cell editing mode. It is displayed when you double-click

a cell, or when you press F2 so that you can enter or edit data in a cell.

4. Point to indicate formula cell selection mode. It is displayed when you start a

formula and then click the cells that you want to include in the formula.

3rd Year Dent. Tech. Dept 5



Cells Navigation (EXCEL Sheet Boundary)

EXCEL Sheet

XFD104576

¢ 3rd Year Dent. Tech. Dept



Total number of Cells N

A

=COUNTIF(4:4™) 116304

=COUNTIF(D:D,") |1048576
=A1*A2=+17,179,869,184

enty-nine million eight hu sixty-nine thousand one hundred eighty-four




Types of Data in Excel Cell

Cell can contains the following types of Data:
1. Number: it could be Decimal and/or comma separator..
2. Date: user can select any Date format (Hijri, Gregorian).
3. Text: All types ( Char, Number and special characters)
4. Formula: Date & Time, Statistical, Math & trig, Logical ...(Shift+F3)
5. Errors: #DIV/0, #N/A, #NAME?, #NULL!, #NUM!, #REF!, #VALUE!, #####

3rd Year Dent. Tech. Dept 5



How to add Comment

0
Subhi Hamdoon:

Paste Special...

Smart Lockup

Insert...
Paste Options:

Delete... -
)

Clear Contents
Edit Text

Quick Analysis
Grouping

Order

Set AutoShape Defaults

Format Cells... Format Comment...

Pick From Drop-down List...

Define Name...
Link 3rd Year Dent. Tech. Dept



How to add Picture

Format Comment

N 5. Select (Colors & Lines)

Font Alignment

: 6. Select fill effect

Transparency: <
Line
Color: Style: Format Comment
Dashed: Weight:
Connector: e
Arrows

Begin style: End style: Fll

Begin size: End size: Color:

Transpatency: No Rill

Line

Gor B smmm

RQubed "B EEEN

Connetor

Automatic

Arrows

Begin style

- n
.:ll)n' e . .

Fill Effects

3rd Year Dent. Tech. Dept




How to add Picture

Fill Effects

Gradient

Insert Pictures

* From a file Browse »

b Bing Image Search Search Bing

& OneDrive - Personal Browse »

3rd Year Dent. Tech. Dept




How to add Validation

Pete vatdetir ' From Data at Ribbon select (Data Validation)

i Input Message Error Alert .
Validation criteria SeleCt Settl ng =>Any Va I U e

[any vaus Tianore blank elect the appropriate type (Number, Date, Decimal,...

Data:

:between

Data Validation ? Data Validation

Apply these changes to all other cells with the sagg#® settings

Settings  Input Message  Error Alert Settings  Input Message  Error Alert

| Qlearan | | | cance Validation criteria Validation criteria

Allow: Allow:

/ : [CETS | [ Ignore blank Date | Bignore piank
r Alert

Data: .
Validation criteria = _[_)_ata.

Allow: » between between

y vaue Ignore blank §tart date: behween
ny vaijue r

Wole number @ not between

Decimal - equal to

—— End date:

Date = : not equal to

Ilen):telength E' greater than

Custom less than

Apply these changes to all other cells with the same settings greater than or equal to

Apply these changes to all other cells with the same settings less than or equal to

Clear ANl [[ox ]| cance Clear Al oK Cancel | |
lear nce | | » A glear A" OK Cancel

3rd Year Dent. Tech. Dept

Data Validation

Settings Input Message

her cells with the same settings




How to add input Message in Validation

1. From Data Validation select (Input Message)
2. Type the Tittle and your Help m
3. Press OK...

Data Validation

y 4
Settings Input Message  Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:

Input message:

1. pugs el
2. pglas
3, plwzle

4. |J9..I‘SJ

Clear All

3rd Year Dent. Tech. Dept




nes of Error Alert in Validation

Settings
Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:

[ Stop [

Error message:

2. Warning

Data Validation

Settings  Input Message  Error Alert
@ Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:

EETTTE— | |

Error message:

Clear All

| ClearAll |

Microsoft Excel

Q This value doesn't match the data validation restrictions defined for this cell,

Retry Cancel Help

Microsoft Excel

This value doesn't match the data validation restrictions defined for this cell,

Continue?

Yes

3rd Year Dent. Tech. Dept

X M Microsoft Excel

3. Information

Data Validation

Settings  Input Message  Error Alert
Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:

lnformation \

Error message:

Clear All

X

o This value doesn't match the data validation restrictions defined for this cell,

0K Cancel Help




Past Special 12 |

Paste Special ? 1.Copy the source cell or a range of cells.
2.0pen the Paste Special dialog.

O Al using Source theme 3.Select the desired paste option, and
O tomues e 4. click OK or press the Enter key

() Values () Column widths
() Formats () Formulas and number formats

& Cut

() Comments () Values and number formats

() validation All merging conditional formats B Copy
- e T Paste Options:
Opefatlon ~ Format Painte T+ ST+ W s W s S . Y ‘B PaSteoptiOﬂS'

: 2 g
O Nne © Muttiply imm D n b2 P

(O Add () Divide Paste Special.. ) D 123 fr 4’8 y ‘ %

O§ubtract — Insert Copied Clls... Dacte (7 -
Delete.. Values(\f] Transposeﬂ) isteLin

[] Skip blanks [] Transpose Clear Contents

Formuls (F) | | Formatting (R)

Paste Link




Fxcel functions
Types (by category) Types of operations

Compatibility functions

Addition
Subtraction
-Multiplication
Division
Exponentiation
}oncatenation

Cube functions

Database functions

Date and time functions

Engineering functions

Financial functions

Information functions

Logical functions

Greater Than

Lookup and reference functions

Less Than
Statistical functions Greater Than E ua' To

Text functions - Less Than Equal To
User defined functions that are installed with add-ins Nm . ual To

Math and trigonometry functions




How to add Validation

Pete vatdetir ' From Data at Ribbon select (Data Validation)

i Input Message Error Alert .
Validation criteria SeleCt Settl ng =>Any Va I U e

[any vaus Tianore blank elect the appropriate type (Number, Date, Decimal,...

Data:

:between

Data Validation ? Data Validation

Apply these changes to all other cells with the sagg#® settings

Settings  Input Message  Error Alert Settings  Input Message  Error Alert

| Qlearan | | | cance Validation criteria Validation criteria

Allow: Allow:

/ : [CETS | [ Ignore blank Date | Bignore piank
r Alert

Data: .
Validation criteria = _[_)_ata.

Allow: » between between

y vaue Ignore blank §tart date: behween
ny vaijue r

Wole number @ not between

Decimal - equal to

—— End date:

Date = : not equal to

Ilen):telength E' greater than

Custom less than

Apply these changes to all other cells with the same settings greater than or equal to

Apply these changes to all other cells with the same settings less than or equal to

Clear ANl [[ox ]| cance Clear Al oK Cancel | |
lear nce | | » A glear A" OK Cancel

3rd Year Dent. Tech. Dept
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How to add input Message in Validation

1. From Data Validation select (Input Message)
2. Type the Tittle and your Help mes
3. Press OK...

Data Validation

y 4
Settings Input Message  Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:

Input message:

1. pugs el
2. pglas
3, plwzle

4. |J9..I‘SJ

Clear All

3rd Year Dent. Tech. Dept




nes of Error Alert in Validation

Settings
Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:

[ Stop [

Error message:

Data Validation ¢ Data Validation

Settings  Input Message  Error Alert Settings  Input Message  Error Alert
[V] Show error alert after invalid data is entered Show error alert after invalid data is entered

When user enters invalid data, show this error alert: When user enters invalid data, show this error alert:
Style: Title: Style: Title:
’ I ’ Information \

Error message: Error message:

. o

Clear All

| Clearan |

Microsoft Excel

Q This value doesn't match the data validation restrictions defined for this cell,

Retry Cancel Help

Microsoft Excel X M Microsoft Excel X

This value doesn't match the data validation restrictions defined for this cell,

o This value doesn't match the data validation restrictions defined for this cell,
Continue?

Yes oK Cancel Help

3rd Year Dent. Tech. Dept
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Example-1 of Circle Invalid Dat/sd vear ben tech et |

L F E D C B A
1
2000 | .~ R ae L Jle s sy | sl ciaam| 4123 | 2
1998 D s p.»l; L rluaas daal a —— Sl As e cilais 4124 3
1999 D = s acdB daal £ sl cralua oy [ohe s claw| 4125 4
2001 ) i Gl M el @ At s D AN |Gl Aslus clai| 4126 5
1999 D .~ (3 s e ld Adal alua g dstue can| 4127 6
2001 ) S e, daal (i) ralua oy | ghu sl cian| 4128 7
1995 D .~ S dlie S A | ot (i il aetacia| 4129 | 8
2002 o ael® an Slhaa sl alua A S Asle iz | 4130 9
2002 o 3255 dgada soua LS rilias ATl | Gl Aslue ol 4131 10
2002 A Lt ol Jlas 35aa S o o) Aslle | 4133 11
1996 D .~ Laallae gl dgana Jouy s A [ dsle cian| 4134 | 12
1998 D . LS Ml deal My e Ao D Asbweciam| 4135 | 13
2001 ) cila Allie g dasa A3 alua s JhY) Aslua cians 4134 14
2002 53 ssiagthlan g Sy  aia D A |ghed islueciam| 4137 15
2002 | s PalE jaS lada 4 e A Deaacuecim| 4138 | 16
2002 = lada dhiae Leallde i e g Sl As e il 4139 17
2001 o badiaa S5 A ol s i S Al | 4740 18
2002 | .~ 38 Jelacd aaSllae 4y o D o |oaistecixm| 4141 19
2000 = AU AA cpalielys A ol oy [ dsbweca| 4142 20

|yl

L 4

£

Jia i

A
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S Aslina ciais

Sl As e cidlois

:,.na.a_ - PM@ daal F‘w‘

St Asliua cilis

S As e clois

2 sAgan R Adal

Go) Asliea cilois

(s s daal L)

S As e oo

Sraadlae adlie cuad Al

St Al Gl

HG’J;.!_ _Jl—lM- 9“)..!

Sl As e olois

St Aslia s

S As e clois

Laatlae gl dgana Joy

St Asliea cilis

L Al daal LS

S Asua ilois

mlla Alae g dasa A3

soda Slhala £ LSS

Gt Asliea cilois

Hale jas tana uj

) A=l

lasa Adhiae Laallie B3

o) Aslua

haliaa S5 Al

3235 Jeelacd) ay_Silae 4

S Asua

S AsLua cdlois

U A spdlle g A

St Asliea cilois

Example-2 of Circle Invalid Dafs:dyea bent tech Dept |
L F | E | D = B | A

T e L Jlgs
aala Liaa mluaa laal

D

9dA} Apnis 1294400ul || 3)a4




* From main menu select data BFomWeb | er | Eciting

e Then Data Validation

 Then Circle invalid Data

Home Insert Page Layout Formulas

@ From Access D D == [F] Show Queries
% I

m From Table
New Refresh

[ From Text Sources~  Connections Query~ [% Recent Sources All~

Get External Data

3rd Year Dent. Tech. Dept
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Solve Homework Assignment

HW/. calculate your age in Years, Months and Days.
Method — One ( Using built-in Integer command INT)

Sol:

1. Age in days (C1) = current date (A1) — Birthdate (B1)=; current date TODAY().
2. Take integer value of C1/365 ; D1=INT(C1/365) ; # of Years.

3. Let E1 =C1-365 * D1 ; Fractions of days/year.
4. Let F1 =I NT(E1/30) ; # of Months.
5. # of days (G1) =E1-30 * F1

11/2/22
3rd Year Dent. Tech. Dept



Solve Homework Assignment

Method — Two ( Using bullt-in Date&Time command DATEIF

Syntax: DATEDIF(start_date, end_date, unit) ; Where:
start_date= Date of birth(P2) ;
end_date(P3)= current date TODAY();
Unit= “Y” return total number of complete Years in the period.
Unit= “YM” return total number of complete Months in the period.
Unit= “MD” return the number of Days in the period.

Sol: If P3 = 7/14/1996, then Compare the

DATEDIF(P2, P3, “Y”); gives 26 Years (P5); results of both
DATEDIF(P2, P3, “YM”); gives 3 Months and (P6)
EVE); B methods,
DATEDIF(B2, P3, “MD”); gives 16 Days (P7).
we can use concat built-in function (@) to merge above functions, we get:

1do( "yo9, ‘Jua(J Jeax pi&

=P5&" Years, "&P6&" Months, and "&P7&" days"| 26 Years, 3 Months, and 16 days




Types (by category)
Compatibility functions

Cube functions

Database functions

Date and time functions

Engineering functions

Financial functions

Information functions

Logical functions

Lookup and reference functions

Math and trigonometry functions

Statistical functions

Text functions

User defined functions that are installed with add-ins

Next Lecture (Excel functions)
Types of operations

Addition

Subtraction

Multiplication

Division

Exponentiation

boncatenation

[Equal to

Greater Than

Less Than

Greater Than Equal To
Less Than Equal To

Not Equal To
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Order of operators Precedence
1. () Exponential
2. (/,*) Division and Multiplication

3. (+,- ) Addition and Subtraction

4. (& )Concatenation

5. (=,><,<=,>=<>) Relational operators
Any operators inside Parentheses ()
(round brackets) must be evaluated

first then this rule applied.

3rd Year Dent. Tech. Dept
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Function and Formula in Excel

MY sy e (o 93
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Function and Formula in Excel

Faag= L a1kt Ferrrmualacs .

f = -2 | IE !- ! 1=

Il rmi==rt LA gt S rm Fece=ermtlys Firmnamncial Laoagic= Te===*t O ate &= L s by o
Foar—ticerm - Ll y=nd — - - - TNrrm= — FRF=efFfersro=s

1. Shift+F3 (search for function)
2. From Formula Tab

3. Argument could be (zero,1,2,...n)
4. Insert from current sheet or another one

3rd Year Dent. Tech. Dept m




How to Edit Function

1. Double click the cell that contains the data that you want to edit.

2. Click the cell that contains the data that you want to edit, and then
press F2.

3. Click the cell that contains the data that you want to edit, and then

click anywhere in the formula bar

File Home In=sert D raww FPage Layout Formulas

S | 2> k& IE | =
S AutoSum Becenr MaF-Tale - =t w Text Date & Loo
/022 o T [ Sear bt Tesh Dept | o Tene- Rered 5 |




Types of Cell Address

Three types of cell Address:
1. Relative (address change in relation of
cell position)

2. Absolut (S sign) lock the cell, no change.
3. Mixed (Partially Absolute)
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Cell Reference

What is a range reference in Excel?

|=sum(Aa1:D2) |

When copied and filled to other cells, relative and absolute

references behave differently
|11/ 7/2022 I I3rd Year Dent. Tech. Dept I



Cell Reference

The dollar sign ($) is used to make references absolute.
it has three different states:

Allows the row reference to change, but

A1 not the column reference.

Allows the column reference to change, but

A1 not the row reference.

$AS$1 Allows neither the column nor the row
reference to change.







FORMULA in EXCEL

Argument could be

(zero,1,2,...n) elements. Cell Arithimetic
. . references aperstar

Argument is the material :

between the two

brackets () after the =SUM(E2:B5)=
function name.

Frunction _onzstant
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Argument in EXCEL

Example: { }forarray

Today() ... Zero argument. Control + Shift + Enter

NOT(TRUE)....One single Argument

SUM(1,2,4,10) (n) Arguments

SUM(A1:A10,B5:B12)

IF(logical test,[value if true],[value if false])
Up to 64 nested if

Most arguments are required, but some are optional. In Excel, optional
arguments are denoted with square brackets
11/7/2022 3rd Year Dent. lech. Dept
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FUNCTION CATEGORY

NOILONNS YIeA

_
O
0,
(@)
3]
-
-
=z
(@
—
O
pd
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(7] AND, OR,NOT & XOR

FAL SE*{m=) A B AND | OR | XOR | NOT
FALSE |FALSE|FALSE|FALSE|FALSE
TRUE*'] mam) {1 FALSE FALSE FALSE
FALSE FALSE
.

FALSE|FALSE
A B AND | OR | XOR | NOT
: 0 0 0

= AB+AB S
a—







INT()

What it Does:
Rounds a number down to the nearest integ

Syntax:
=INT(number)

RAND()

What it Does:

Returns an evenly distributed random real number
greater than or equal to 0 and less than 1. A new
random real number is returned every time the

worksheet is calculated.

Syntax:
=RAND()

MOD()

What it Does:
Returns the remainder after number is divided by
divisor. The result has the same sign as divisor.

Syntax:
=MOD({number, divisor)

ROUND()

What it Does:
Rounds a number to a specified number of digits

Syntax:
=ROUND(number, num_digits)

=
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SUM()

What it Does:

Adds all the numbers that you specify as arguments

Syntax:
=SUM(numberl,[number2]....])

SUMIFS()

What it Does:

Adds the cells in a range that meet multiple criteri

Syntax:
=SUMIFS(sum_range, criteria_rangel, criterial,
[criteria_range2, criteria2], ...)

SUMIF()

What it Does.:

Adds all the values in a range that meet the specified
criteria

Syntax;
=SUMIF(range, criteria, [sum_range])

SUMPRODUCT()

What it Does:
Multiplies corresponding components in the given

arrays, and returns the sum of those products

Syntax:
=SUMPRODUCT(arrayl, [array2], [array3], ...)







STATISTICAL FUNCTIONS

1.COUNT C AVERAGE 9.LARGE
2.COUNTA 10.SMALL
3.COUNTB AR 11.MIN
4. COUNTI 12.MAX

5. COUNT 3. AVERAGEIES 13.RANK

14.MINIFS 16.MEDIAN

17. MODE

15.MAXIFS 18.STANDARD DEVIATION
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11/7/2022 1 IS FORM ULA N EXCEL 3rd Year Dent. Tech. Dept

ISBLAN K() Check if the value is BLANK

ISERROR()
ISNA()
ISNUMBER()

neck IT the value i1s ERROR

neck if the value is #N/A

neck if the value is NUMBER

ISODD() neck if the value is ODD
ISEVEN() neck if the value is EVEN

OO 1O
r_;-)

)

)

ISTEXT() Check if the value is TEXT



11/7/2022 > | |S FORMULA in EXCEL |3 Year Dent. Tech. Dept
ISNONTEXT()

Returns TRUE if the given value is an error (except
ISERR() N/A) and vice versa

ISREF(
o S

ISFORMULA()
Check if the value is ODD




11/7/2022 IFERROR (value, value_if_error) 23

IFERROR checks a formula, and if it evaluates to an
error, returns another value you specify; otherwise,
returns the result of the formula.

Examples. © ) .

-
|20 4 | 5] .
, 24| 0 | * :
.| 12|N/A#| * 3
.| 10 * =
.| 25| 6 |417




Example of ISNA Function

A B C A B | C
12 | |2
- 3 SYUOOKUP(HOATATIRO] -/SNA(B2) B TRUE
1 4 =|SNA(A3) 3 4 FALSE
(9 s D
5 9 5| 9
6 [ 6| [
?3_ | 8
| ard Year Dent. Tech. Dept |
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Order of operators Precedence

1. (~) Exponential
2. (/,*) Division and Multiplication
3. (+,- ) Addition and Subtraction

4. ( & )Concatenation
5. (=,><,<=,>=<>)Relational operators

Any operators inside Parentheses ( )
(round brackets) must be evaluated
first then this rule applied.

IR 02 Y me vivl

1
2
2
3
3
pal
5
5
5
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Function and Formula in Excel

Page Layowut Forrmulas .

1= M=

Date &2 Loolkuwup £
Tirme — Referemnmcs

—~—

1. Shift+F3 (search for function) =SUM(A1,A2,G1:G20
2. From Formula Tab

3. Argument could be (zero,1,2,...n) Argument
4. Insert from current sheet or another one

3rd Year Dent. Tech. Dept



How to Edit Function

1. Double click the cell that contains the data that you want to edit.
2. Click the cell that contains the data that you want to edit, and then
press F2.

3. Click the cell that contains the data that you want to edit, and then

click anywhere in the formula bar

Insert Page Layout Formulas

S > I=

ar-l1a ete il Text

e AutoSum RBecs = :
n - 3rd Year Dent. Tech. Dept




Types of Cell Address

Three types of cell Address:
1. Relative (address change in relation of
cell position)

2. Absolut (S sign) lock the cell, no change.
3. Mixed (Partially Absolute)

3rd Year Dent. Tech. Dept E




Cell Reference

What is a range reference in Excel?

E | F

I I— A1:D2

The range A1:D2 includes 8 cells from A1 through D2.

=SUM(A1:D2) |

When copied and filled to other cells, relative and absolute

references behave differently
11/14/22




Cell Reference

The dollar sign ($) is used to make references absolute.
it has three different states:

Allows the row reference to change, but

A1 not the column reference.

Allows the column reference to change, but
not the row reference.

As1

$AS1 Allows neither the column nor the row
reference to change.







FORMULA in EXCEL

Argument could be
(zero,1,2,...n) elements. Cell
Argument is the material |

between the two
brackets () after the =SUM(

function name.

Function

3rd Year Dent. Tech. Dept

references

Arithmetic

operator

*h 50/
i i & N2

Constant




Argument in EXCEL

Example: { }forarray

Today() ... Zero argument. Control + Shift + Enter
NOT(TRUE)....One single Argument

SUM(1,2,4,10) (n) Arguments

SUM(A1:A10,B5:B12)

IF(logical test,[value_if true],[value if false])
Up to 64 nested if

Most arguments are required, but some are optional. In ExceI

arguments are denoted with

11/14/22 3rd Year Dent. lech. Dept 11




FUNCTION CATEGORY

NOILDONNS |ed1807
NOILDONNH Yien

3rd Year Dent. Tech. Dept



AN D, O R, NOT & XOR |30 Year Dent Tech. Dept

FALSE*{m) O A B AND | OR | XOR “ NOT
FALSE | FALSE FALSE|FALSE|FALSE
TRUE*1 mmm) { FALSE FALSE FALSE
FALSE |FALSE
FALSE|FALSE
i A B | AND| OR | XOR | NOT
AZjE_OQ c 0 0 0 0 0
§ 0 0 0
0 0

13

0 0







vz | AND, OR,NOT,XOR & IF Functions

AND:

Returns TRUE if ALL argument is TRUE.

A single AND function can test up to 255.
OR: Returns TRUE if any argument is TRUE

NOT :

Reverses the logic of its argument.

XOR: Returns TRUE if the number of TRUE inputs is even.
IF: make logical comparisons between a value and what

you
resu
com

expect. IF statement can have two results. The first
t is: if your comparison is True, the second if your

Od riSOn iS False- 3rd Year Dent. Tech. Dept .



IF Functions (Single Condition)

Begin

Read variable
Al

TRUE
If(A1>=50)

3rd Year Dent. Tech. Dept



Format of Nested IF statement

IF(conditionl, resultl, IF(condition2, result2, IF(condition3, result3, resultd4)))

Test conditionl, if TRUE - return resultl, if FALSE
test condition2, if TRUE - return result2, if FALSE
test condition3, if TRUE - return result3, if FALSE
return result4

Ex:

test if DEPTCODE in (D1)="u<" PRINT (bl e,
if (D1)="a" PRINT iiia,
if (D1)="<" PRINT &S,
if (D1)="<" PRINT <l
ELSE




Format of Nested IF statement

-IF(A]. llull NUb 1 IF(A]. |l&|l "ULLN‘ NIIF(A]. llell NUM" |F(A1:"Q",||\)§M","M\ )A_)OA JS;BH))))

=IF(A1=“\Db nn Il IF(A]. "UL.N‘ Lpll "‘_p" IF(A].—"UM" llell IF(A].:“ME-" }A_)‘}d JSE",")._)M"'“Q"))))

G |G =

=IF(A2="Ob nn Il IF(A2 lluu’ Lpll II‘IPII ”:(AZ_IIUMII |lell IF(A2=“M§J‘ ‘}QJC,A JS‘UH,II‘)JMII “\:)"))))

=IF(A3="Q:JL) nn Il IF(A3 IIOL‘.‘“‘ Lpll II‘.PII IF(A3_IIUMII |lell IF(A3 M." \)AJL,A Jsblllllymll n |l))))

=IF(A4="Qb nn Il IF(A4—"UL‘.N‘ LPII IILPH IF(A4—|IUM" |lell IF(A4 M‘ﬁ_)ud JSL'" 1" mll 1" |l))))

=IF(A5="\Db nn Il IF(AS "UL.N‘ Lpll IILPII IF(AS-HUM" llell |F(A5="@-m5j‘ }4_)‘.}9 JSU",")._)M",“Q“))))

Cl% ™ |C

w
=
ol
3
Qo
=
o
@
=
e
=
3
=7
-,
D

o
ﬁ

=IF(A6="Ob nn Il IF(A6 "Ulm‘ Lpll II‘IPII ”:(A6_ UM" |lell IF(A6=|IM§J‘ }0‘) C,A JS‘UH "‘)JM" "O"))))

=|F(A7="L"JL) nu |F(A7 "UL‘-““ Ua" "Uo" |F(A7—“UM" ueu IF(A7=“(“"“§J‘)"‘°)O‘° JS‘J" " asg" " n))))
=|F(A8="CJL) nu |F(A8 "U‘.uu‘ Uo" uuou ”:(Ag- UM" "f" IF(A8="MJ‘}4_)QA JS‘J" " asg" " u))))

=IF(A9="ab nn Il IF(A9 "UL.MJ‘ Lpll IILPII IF(AQ-HUM" llell IF(A9=“M‘ }A_)Q‘Q JSb" ")J..LN" llull))))

_IF(Alo_IIUbﬂJ" n o n IF(AlO_HUlA-‘N‘ LPll llell IF(AlO_HUMH llell IF(A]_O:"MJ‘ ‘}A‘)C,A JSU","‘)-_)M","O"))))

Clee GICPICSP ]S

Csm%{*»

_IF(All_Ilubﬂll n o n IF(All “Uh-“l‘ LP“ llell IF(All_lluMH llell IF(A11=|'MJ‘}AJOA JS‘L-'H,"‘):’&II’HQ“))))







Combine IF statement with AND & OR

 aadal Al UST 5Ll J saad) anaiil
(B2=X 5 A2=F 13)) 4l 1
(B2=A 5 A2=F 13]) 5 pals 2
(B2=X 5 A2=T 3} )ile 3
(B2=A 5 A2=T 1J) »=ls 4
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Example of using IF statement with AND

A B | C
Gender  Attendance Display

F X =IF(AN D(A2="F",Bzzllxn),lla-.kjl.é'",lF(AN D(A2="F",BzznA"),naﬁbl}",lF(AN D(A2=IITII,BZ:llxll)’"L'AjLéll’IF(AN D(AZ:IIT"’BzzllAll)’nJ"bbll’llll

=IF(AND(A3="F",B3="X"),"a-.kjl-é'",|F(AND(A3="F",B3="A"),"5ﬁbl}",lF(AND(A3="T",B3="X"),"L_~"L§'",IF(AND(A3="T",B3="A"),"J',bb",""

T X =IF(AN D(A4="F", BA="X"),"‘1*3LE'",IF(AN D(A4="F", 84="A"),"5ﬁbl}",lF(AN D(A4="T", B4="X"),"L'A-"Lb",IF(AN D(A4="T", 84="A"),"J~,bb"’""

=IF(AND(A5="F", Bszuxn),"a:«jl.é",|F(AND(A5="F",Bs="A"),"5J-@bl}",|F(AND(A5="T",Bsznxn),"L_nij"JF(AND(AE):"T",Bs="A"),"J~,bL>-",""

3rd Year Dent. Tech. Dept 11/14/22



INT()

What it Does:
Rounds a number down to the nearest integ

Syntax:
=INT(number)

RAND()

What it Does:

Returns an evenly distributed random real number
greater than or equal to 0 and less than 1. A new
random real number is returned every time the
worksheet is calculated.

MOD()

What it Does:
Returns the remainder after number is divided by
divisor. The result has the same sign as divisor.

Syntax:
=MOD(number, divisor)

ROUND()

What it Does:
Rounds a number to a specified number of digits

Syntax:
=ROUND(number, num_digits)

%
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o
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m
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o
o
3
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8
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SUM() SUMIF()

What it Does:

What it Does: Adds all the values in a range that meet the specified

Adds all the numbers that you specify as arguments W criteria

Syntax:
=SUM(numberl,[number2],...])

Syntax:
=SUMIF(range, criteria, [sum_range])

SUMIFS() SUMPRODUCT()

What it Does: What it Does:
Adds the cells in a range that meet multiple criteril Multiplies corresponding components in the given

arrays, and returns the sum of those products
Syntax:

=SUMIFS(sum_range, criteria_rangel, criterial, Syntax:
[criteria_range2, criteria2], ...) =SUMPRODUCT(arrayl, [array2], [array3], ...)







STATISTICAL FUNCTIONS

1.COUNT 6. AVERAGE 9.LARGE
2.COUNTA 10.SMALL
4. COUNTI 12.MAX

5. COUNT 3. AVERAGEIES 13.RANK

16.MEDIAN

14.MINIFS

17. MODE
15. MAXIFS 18.STANDARD DEVIATION
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|S FORMULA in EXCEL
ISBLANK()

ISERROR()

ISNA()
ISNUMBER()

ISODD() Check if the value is ODD
ISEVEN() Check if the value is EVEN

ISTEXT() Check if the value is TEXT




11/14/22 )8 IS FORMULA in EXCEL 3rd Year Dent. Tech. Dept
ISNONTEXT()

ISE RR() Returns TRUFT if the given value is an error (except
N/A) and vice versa

ISREF()
Return the ISO week number of the
ISOWEEKNUM() year for the given date value

ISFORMULA()




11/14/22 IFERROR (value, value if error) 29

IFERROR checks a formula, and if it evaluates to an
error, returns another value you specify; otherwise,
returns the result of the formula.

v A1 ot Mmany
ERR L"HH. E"l'., |

Examples. @ \
20

24
12
10
29

1da(T "UY99J, Jud(J Ieax pIc




Example of ISNAJFunction

B C

ALOOKUPAOATATAD) =?sﬁA/<Bz>

=ISNA(A3)

RO INO| OB |WIN >
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We can combine more than one
logical function in a formula like:
| IF with AND, OR and not NOT]

Functionsiand its Types:

—_—

12/5/2022 3rd Year Dent. Tech. Deptrtment



Format of Nested IF statement

A D £ 4 D E

1 O EIFDIE el F(DI" Pogaagl 1" IF(D1="4" "cisa” F(D1="" " s " aued) woe U)oV Jogug).
S (R b DI e O ol DI sl ET))) a| [0S
3] O [=lDI"S el IF(DI=" ", gl F(DI="3", "l ina IF(D1="c, " " el ) Se) 2l e P55

4 £ =|f Dl-" 'l IF(DI=" ", " syl " JFD1="" " chpga” JF(DI="" " " " s oy S el £ <

5 S C 1) h@" IFID1=" " " thaasdl " JFID1="2" "hsocna” JFID1="e". " ™ "l 30y 0 S 51 O° o]l 30) pa ISG
5 O [=lRDI= "u" "o’ IFDI=" ", 6 '91,?" IF(D1="a","Clsa”, IF{D1="e"," posd” " puadl )»M.\Sb ) & o RS

7 3 =IF{D1="C" " chpa” IF(D1=" ", g " IF(D1="5" " isa” [F(D1="", " s aued) wonkt) 7| ¢ s

8 < =|F Dlz"g","ub,ag",IF DI=" " " gusgl " IF(D1="2" "wlia” F(D1="c" " " "euedll 30y 30 S6")))) 8L & b
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IFS statement instead of Nested IF statements

—lF(Dl—" "nu ., b i IF(D]_—""H",")U ‘9‘ ‘!I IF(Dl_II nnu \ « N IF(Dl_H o | I | J.N" IIM\)&) w JSL) ))))

— |FS(D1=II&:\\-§ 7 N II
D1=Il)u . ”’”uﬂ )

7 0 »n

Dl_ L_i‘JJ.\M e ,
Dl_ )JJ;J ) nun

4

12/5/2022
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Math FUNCTION (part-1) [Ten Functions]

Each
function has
2. RAND() 7. MROUND() its OWnN
3. MOD() 8. CEILING() argument
(hnumber of
4. ROUND() 9. FLOOR() parameters)

3rd Year Dent. Tech. Deptrtment

5. ROUNDUP() 10. RANDBETWEEN()

12/5/2022 5
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INT(), MOD() FUNCTIONS

INT() | WHAT IS:

Rounds a numberl@@Wfito the nearest integer
Syntax: INT(-8.45) ,
=INT(NUMBER) INT(PI())

4 if divisor Is negative then:
solompsiigsnss amod b = b-Remainder,

Returns the remainder after numb i ivided by
divisor. The result has the@ame sign as divisor. 5mod -3=
S 5/3 =1 and remainder 2,

=MOD(number, divisor) So 3-2=1

12/5/2022 3rd Year Dent. Tech. Deptrtment




RAND() FUNCTION e B

7 RAND() Formula Result

=Rand() | 0.87509731

Returns an evenly distributed random real number

greater than or equal to 0 and less than 1. A new Rand 0'7667742

random real number is returned every time the

worksheet is calculated. Ra nd 0.05949073

| -uo ’ Rand) | 0.99508906

12/5/2022 3rd Year Dent. Tech. Deptrtment n




. RANDBETWEEN() FUNCTION

A

RANDBETWEEN()

Data Used in Formula

50

What it Does:

100

Returns a random integer number between the

numbers you specify, A new random integer number

Formula

Result

Is returned every time the worksheet is calculated.

RANDBETWEEN(A2,A3)

RANDBETWEEN(0,49)

Syntax Two Parameters

=RANDBETWEEN(bottom, top)

12/5/2022 3rd Year Dent. Tech. Deptrtment

RANDBETWEEN(5,8)

RANDBETWEEN(-32,0)




ROUND() FUNCTION

A B C

ROUND() Formula Result|Commentary

=ROUND(148.55,-2)=? | [IROUND(42.52,1) | 42.5 |Rounds to 1 decimal place

ROUND(42.55,1) | 42.6 |Rounds to 1 decimal place
ROUND(42.55,0) | 43 |Rounds to 0 decimal place
Syntax: . . - |IROUND(42.45,0) | 42 |Rounds to 0 decimal place

wHOMDImbe; 14m- A5 Tyo Parameters, || ROUND(42.55,-1) | 40_|Rounds o1 decimal place
_________||ROUND(17845,2)| 200 |Roundsto -2 decimal place

What it Does:
Rounds a number to a specified number of digits

12/5/2022 3rd Year Dent. Tech. Deptrtment




ROUNDUP() FUNCTION

Syntax. =ROUNDUP(7815.75431, -2) GIVES 7900

ROUNDUP(N, digits)
*‘ROUNDUP behaves like ROUND, except that it always rounds a
number up.
e If digits is greater than zero, then number is rounded up to the
specified number of decimal places.
* It digits is O, then number is rounded up to the nearest integer.

* If digits is less than O, then number is rounded up to the left of the
decimal point.

12/5/2022 3rd Year Dent. Tech. Deptrtment




ROUNDUP() FUNCTION Examples 12/5/2022
Formula | Result [Commentary

[ROUNDUP(42.52,1) 42.6 Rounds to 1 decimal place
ROUNDUP(42.55,1) 42.6 Rounds to 1 decimal place
_ROUNDUP(42.55,0) 43 Rounds to O decimal place }
_ROUNDUP(42.45,0) 43 Rounds to O decimal place
|ROUNDUP(42.55,-1) 50 Rounds to -1 decimal place
ROUNDUP(178.55,-2) 200 Rounds to -2 decimal place

ROUNDUP(PI(), 7) | 3.1415927|Rounds PI to / decimal place
3rd Year Dent. Tech. Deptrtment PI() = 3141592654 12




ROUNDDOWN() FUNCTION

Syntax:

ROUNDDOWN(N, n_digits)

=ROUNDDOWN(7815.75431, -2) GIVES 7800

It behaves like ROUND, except that it always rounds a number (N) down.
1. If n_digits is greater than zero, then number is rounded down to the
specified number of decimal places.

2. If n_digits i
3. If n_digits i

the decima

12/5/2022

s 0, then number is rounded down to the nearest integer.
s less than 0, then number is rounded down to the left of

3rd Year Dent. Tech. Deptrtment



MROUND() FUNCTION

Syntax: =MROUND(7815.75431, -2) GIVES 7800

=MROUND(number, multiple)
It uses the following arguments:
Number: This is the number that needs to be rounded.
Multiple: This is the multiple to which we want to round a number.

=MROUND(17,5) GIVES 15 What is the result of:
=MROUND(18,5) GIVES 20 =MROUND(25.4,3)

MROUND(pi(),2) GIVES 4 =MROUND(25.6,3)

12/5/2022 3rd Year Dent. Tech. Deptrtment




CEILING() FUNCTION

Rounds number down, toward zero tothe  [-CEILING(16:999,1) cives 17

What is the result of:

nearest muliple of significance _CEILING (25.4.3)

=CEILING (pi(),1)
=CEILING (pi(),2)
=CEILING (pi(),4)
=CEILING(PI(),7)

=CEILING(16.001,1) Gives 17
=CEILING(16.001,2) Gives 18
=CEILING(16.001,3) Gives 18
=CEILING(16.001,4) Gives 20

12/5/2022 3rd Year Dent. Tech. Deptrtment




FLOOR() FUNCTION
FLOOR(number, significance,

Rounds number down, toward zero, to the What is the result of:
nearest multiple of significance =FLOOR(25.4,1)

=FLOOR(25.4,2)
=FLOOR(25.4,3)
=FLOOR(25.4,7)

12/5/2022 3rd Year Dent. Tech. Deptrtment
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IFERROR (value, value_if error)

IFERROR checks a formula, and if it evaluates to an

error, returns another value you specify; otherwise, returns
the result of the formula.

Syntax

IFERROR(value, value_if _error)

value : The argument that is checked for an error.
value_if _error: The value to return if the formula
evaluates to an error.

3rd Year Dent. Tech. Department



Math FUNCTION (Part — Two)

SUM() SUMIF()

What it Does:
Adds all the values in a range that meet the specified

What it Does.

Adds all the numbers that you specify as arguments § . iraria

Syntax;
=SUM(numberl,[number2],...])

Syntax:
=SUMIF(range, criteria, [sum_range])

SUMIFS() SUMPRODUCT()

What it Does: What it Does:
Adds the cells in a range that meet multiple criteri Multiplies corresponding components in the given

arrays, and returns the sum of those products
Syntax:

=SUMIFS(sum_range, criteria rangel, criterial, Syntax:
[criteria_range, criterial], ...) =SUMPRODUCT(arrayl, [arrayl], [array3], ...)
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STATISTICAL FUNCTIONS (Lect. 10)

1.COUNT = SERAEE 9.LARGE
2.COUNTA | 10.SMALL

4. COUNTI 12.MAX

5. COUNT 8 AVERAGEIES 13.RANK

16.MEDIAN
14.MINIFS
17. MODE

15. MAXIFS 18.STANDARD DEVIATION
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Information Function : IS FORMULA in EXCEL (Lect-11)

|SBLANK() Check if the value is BLANK

|SERROR() Check if the value is ERROR

|SNA() Check if the value is #N/A
ISNUMBER() Check if the value is NUMBER

ISODD() Check if the value is ODD
ISEVEN() Check if the value is EVEN

ISTEXT() Check if the value is TEXT
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Information Function : 1S FORMULA in EXCEL — Cont...
Check if the value is not a text

Returns TRUE It the given value is an error (except
N/A) . Otherwise, it will return FALSE.

ISREF() If value is a reference, it will return TRUE. Otherwise,
it will return FALSE.
ISFORMU LA() Checks whether there is a reference to a cell that
contains a formula, and returns TRUE or FALSE.
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1.CO
2.CO
3.CO

UNT

UN]

STATISTICAL FUNCTIONS (Lect. 10)

A

UN]

'BLANK

4. COUNTIF
5. COUNTIFS

14.MINIFS

15. MAXIFS

|12/18/2022 |

9.LARGE
10.SMALL
11.MIN
12.MAX

8. AVERAGEIFS 13.RANK

6. AVERAGE

/. AVERAGEIF

16.MEDIAN
17. MODE
18.STANDARD DEVIATION
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| COUNT functions I

COUNT function counts cells that contain only numbers, but
COUNTA function counts cells that are not blank, including numbers.
Date and Time values are stored as serial numbers in Excel so
these values are counted in both of these functions.
COUNT function does not count /ogical values (TRUE and FALSE), but
COUNTA function counts these values.
COUNTBLANK function counts the number of empty cells in a range of cells.

Syntax:
COUNT/A/BLANK( range)

3rd Year Dent. Tech. Department



CO
CO
CO
CO
CO

COUNTIF/S functions

COUNTIF function counts the # of cells that meet ONLY ONE criterion.
COUNTIFS function applies criteria to cells across multiple ranges

and counts the number of times all criteria are met.

Syntax

UNTIF(criteria range, criteria)

UNTIFS(criteria rangel, criterial,[criteria range2, criteria2,]...)
UNTIF(D2:D161,"M") s 73 el aas
UNTIF(D2:D161, ”F”) mmmp 87 Gl aac

UNTIFS(H2:H161,”3%” D2:D161,"F") ) 14 2y cililds axe
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AVERAGE functions

AVERAGE returns the average (arithmetic Mean) of the arguments.
AVERAGEIF calculates the average of a range based on true or
false condition ONLY ONE criteria.
AVERAGEIFS calculates the average of a range based on one or
more true or false condition.
Syntax: AVERAGE(range)
AVERAGEIF(criteria range, criteria, sum range)
AVERAGEIFS(sum range ,criteria rangel, criterial,[criteria
rangeZ2, criteria?2l,...)
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LARGE & SMALL functions

LARGE Returns the Kth largest value in a data set.

SMALL Returns the kth smallest value in a data set.

If array is empty, LARGE/SMALL returns the #NUM! error value.
Ifk<0orif k>n greater than the number of data points, LARGE/SMALL
returns the #NUM ! error value.

Syntax : LARGE/ SMALL(array, k)

If nis the number of data points in a range, then LARGE(array,1) returns
the largest value, and LARGE(array, n) returns the smallest value.

If nis the number of data points in array, SMALL(array,1) equals the
smallest value, and SMALL(array, n) equals the largest value.
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Information Function : IS FORMULA in EXCEL (Lect-11)

ISBLAN K() Check if the value is BLANK

|SERROR() Check if the value is ERROR

|SNA() Check if the value is #N/A
ISNUMBER() Check if the value is NUMBER

ISODD() Check if the value is ODD
ISEVEN() Check if the value is EVEN

ISTEXT() Check if the value is TEXT
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Information Function : 1S FORMULA in EXCEL — Cont...
Check if the value is not a text

Returns TRUE It the given value is an error (except
N/A) . Otherwise, it will return FALSE.

ISREF() If value is a reference, it will return TRUE. Otherwise,
it will return FALSE.
ISFORMU LA() Checks whether there is a reference to a cell that
contains a formula, and returns TRUE or FALSE.
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Functionsiand its Types:
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Information Function : IS FORMULA in EXCEL (Lect-12)

ISBLAN K() Check if the value is BLANK
|SERROR() Check if the value is ERROR

|SNA() Check if the value is #N/A
|SNU|V|BER() Check if the value is NUMBER

ISODD() Check if the value is ODD
ISEVEN() Check if the value is EVEN

ISTEXT() Check if the value is TEXT
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...Information Function : IS FORMULA in EXCEL — Cont

ISNONTEXT() [J{Check if the value is not a text
ISERR() Returns TRUE if the given value is an error
.(except N/A) . Otherwise, it will return FALSE
ISREF() If value is a reference, it will return TRUE.
.Otherwise, it will return FALSE
ISFORMUVLA() [llChecks whether there is a reference to a cell that
.contains a formula, and returns TRUE or FALSE
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...Information Function : IS FORMULA in EXCEL — Cont

Returns TRUE when a cell contains the logical
ISLOGICAL() values TRUE or FALSE, and returns FALSE for

.cells that contain any other value

Returns number of the ISO week number of
ISOWEEKNUM() .the year for a given date

Excel stores dates in a serial date format. It represents the days from January 1,

1900. So January 1, 1900 would be the serial number 1 and January 1, 2023 would
be 44927, as 1t 1s 44927 days after January 1, 1900.

ISOWEEKNUM():used for finding out the ISO week number of the year for the

given date value (e.g.: ISOWEEKNUM(30) gives week number 5 of 52 weeks in
the year).
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