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MICROSOFT EXCEL: BEGINNER TO
ADVANCED

™90m bymysdznmn 39MLoL 30dsbns, LAHYIBDHN OYgIBRMML Excel-ob MoOYM
RMMIPMgob ©@o  ©sdsHaonm  ®YbJEngoL,  MmIgmms
300mygbgds bgmb dgnBymob bbgosabbgs 93mMbmanggMo
3MmEgLbaodob  ImEgmnmgdsdn,  00B069L  LOHYLENJONL

17 89bggMs (34 Lasmn) 39LBs3mMsbs o 365mMNDN.

MS EXCEL 94b3Mm3gb bLobbogmm 33Mbab dobooMmbo

mygaos 1:

Excel -ob 0bhgmazgnbo - dodmbom3ay, dgamgds bbgs Office-0b 3Mmgmsdgdmsb
dmBs399900b 39Y3868 @O YMMBdhnMgonb gobbnmas (Format Cells)

amMmIYmMao0, 856930900 30(H93MM0gonb 30byE300m

3MagLYENS s 3nbo Md30bxdYMYdy00

LOOSDALM BYO6JENg0NL gsbbamas: Bsmgdothnidgmn (Sum, Average, Count, Max, Min),
0sMmNMgd0 s MmoMmomnb xnbgEngdn (Date, Date-Function, Now, Today), 8980b3g3000
mMmoEbanb 99MAg3s (Rand, Randbetween)

mggdEoo 2:

e  3MDB1(390900L gozMEMos, bdgEnsayma RsbBab dMdsbgds (The Paste Special Command)
e DoOSBOLM BBbg30g00: badngdm (viookup, hlookup)
e ©IME33Myd0b xY6930900 s Bomn bsbgmodgdn (Round, Roundup, Rounddown, Trunc)

m9dgno 3:

e mmMan3nmn 13bgi30900 (IF, AND, OR, IFERROR, IFNA)

e 3obzmomon  ®}YbJ3ngoob  @obdomgonm  @MMmIYMadNL  gogMmmnobgds  mMmMan3nm
316943090056

e 93090

e bodnbom 139eMYos

m9gJE00 4:
e  30MMONMO  dBMMAsHhgonb gobbomgs, gmmMAInmgonb @obdsMgdnm  bobyM39gmMN
gmmdshnb 89486s (Conditional Formating)
e  3bMOM®Mob 35domdy, FoBNMH3MY, DMOIOMOS-3MMJOSMON 3500, bmMbnmMmgods
e 93090
e  bodnbom 130Mgos
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mgg3no 5:

e (hodbhnmno gnbdEngdn (Find, Right, Left, Mid, CONCATENATE, Upper, Lower)

e Lookup & Reference ®n3ob ®369d3ngdn (Lookup, HLookup. VLookup, Match, Index,);
3035M0mY00 BYHJENsms dgodmygbgdom

e bodnbom 130MY0os

mygJaos 6:

e Mo i3n6J30g00b gebbamas (Sumif, Sumifs, Averageif, averageifs, Countif, Countifs)
e  3IMbBEYIMY 3MbHMmenn (Data validation)
e 93090

mgdgoe 7:
e  (3bMoMY0Bg o N8gM13x00g 8ydomods
e ©nbsdnyMn 3bMnmagodn, @nbsdnyMo nogMmsdgon, Pivot tables, Pivot Charts, Sort and Filter
PivotTables Fields, Pivot Slicers, Timeline. Create PivotTable based on data in several location
e J30%0
e  bodnbom 130Mg0s

™m9gJ300 8: gnbomyMmo godmE o

ADVANCED EXCEL bobb6o3mm 33Mbob d0600MmMbO

mygdane 1:

dmbo39dms sbsmndab d9Lbozomn

8mbs(3999000 39Y356s @S FMMBohnMgdnb sdyds3900L bgmbgdn (Format Cells)

Go To Special (33Mg©g0nb 8mbnd3bs dnmnmgdyann 3MohgmMoydgdnb dnbgo3nm)
Excel-ob ®1y69430900L gsbbomas: bsadngdm (Lookup, Index, Match), moMomgdn @
onsmomnb gnbdingdn (Today, Now, Date, Day, Month, year, Hour, Minute, edate, eomonth,
networkdays weeknum, workday), gmmadymadon - Sequence

mygaos 2:

e 0bsbLYMN 3BsMN®N (Financial Analysis)

e gnbobLbyMmn ®YBJENgdn: FV - mobbalb bLosdmdszenm 38603369mmdy; PV - babBynbo
3030(HhomM@adsbdy; Rate - LadmMMEgbhm  gobolzzgon; Nper - 39Mom@yoaL
(3osb@gdnl) Memogbmods; Pmt - 3gMomoymo© dgbshabo 86 sbsmgdn mebbys; IPMT -
LIM3a0gmM0 3MBIMIHYMO ZoabNLBL; PPMT - dofMo 0sbbs 3MB3Mgbhymn gomabmnbab

e 330656LYMN BY6JE0900, sBMMBHNdSENNL bJgds (Personal Finance)

o 339909

maggdgoo 3:

e mmMgn3nmn x3n6930900 (IF, AND, OR, IFERROR, IFNA, IFS)
e OdmboEgdms 3bMnmygodn - Data Tables
e 9MON 35M339MHMNL goam3my - Goal Seek
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bEgboMydnb d9b9x9Mn - Scenario Manager
J30%0
4:

0Mdobgods Tables

0mbs3gdms  0sdg0meb  (Database) LsOPIsm  @bJEngdalb  FogoMmgds Mo
x376943090m0b, MmammoEss Sumif, Sumifs, Averageif, averageifs, Countif, Countifs
30MMON0N  EBMMASHJONL  gobbomazs, @MMIYMgonLb @obdomgdnm  LobyMm3zgmo
ammdshnb dggdbs (Conditional Formating), 30Mmdnmn ©oxmmBshgods, @sbsmabbgds
(Conditional Formatting Sorting)

J30%0

©0300M900

5:

badngom, Ladnbodsmom ®YbqEngdn The OFFSET, INDIRECT Function, Lookup ©@o Gsm0n
dqgmomMyos 3339 bagbmd gmmagmgomsb, MmammnEss Vlookup, Hlookup, Index, Match
dommznb bodmdobgdom momaszqdn: Spin Buttons, Scroll Bars, OptionButtons, Check Boxes,
Combo Boxes, and Group List Boxes

dmbsgdms 3mbhmmenn (Data Validation)

J30%0

6:

©nbsdnymn gbMomgdn, ©nbsdogmn ©negmMedqdn - Pivot Tables, Pivot Charts, Sort and
Filter PivotTable fields, PivotTable Slicers, Timeline, Group items in a Pivottable, Generate
GetPivotData, Create PivotTable based on data in several location.

dmbogqgdms  05D900L  gowompzms  @mMIgmolb  obdomadnm,  dmbszgdmo
3MBbLbmMmMosEnNy, dgsmgoymn dggan (Filtering, Consolidating Data)

Subtotal 6Mdsbgds o Subtotal gybgEns

7:

Mm3Hn3ndENNL 3dMEsbgdnb gobbomas Solver Analysis-ob @obdsmgdno, 3Mb3MbHyms@
30 9mggonb  B8sgdbndndoigns (Maximizing Profit Problem), bofMzgoob 890608095300
(Minimizing Cost Problem), 306s6b900b m3®hndsmymo ©sgqad3s (Using Solver for financial
planning)

dqgamyods Solver Analysis 33969300bo o Goal Seek-b dmMb

Advance Filter-ob 3obbom3gs @s dgamMgods 3bMomgdnb gombmsEznsbosb

J30%0

030900

8:

bobdnMyann 3bMamo, bobdoMymo ENogMsds (Histograms)

smBgmomn bhshnbhngs (Descriptive Statistics: Mean, Median, Standard Deviation, etc)
80093shngnmo mmadymnb 3m3dnbsgns offset-0b EbTsMIONM S 30N ogMMNS0900.
xmmMIgmgon, MmgmmgdnEss Sort, Sortby, Unique, Textjoin gobbogzs @s sbsmndn

J30n%0
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o 139909

mgd30o 9: gobomyMo godmzo

Lob6o3MM 33MboLb 3900

39MboL db3gbgmMgoL H3MNBb9dsm o d9dmdgb:

e 33(mM930000 36 3Maghnzgymo bsbonsmnb 3MmMgdhgomeb ol3e3dnMgdgman nbxmmasznnb
dmdngodo;

e 93mbmdngyMm 3MmMoOMgaqdmab dndommyosdon, dmbo39gdmy bHohnbhHnggmMo
obomndobomznlb  Microsoft  Excel-ob  3Mmamodob  gyobegbo dogmdgdobs  ©o
H996mmmanymo LodyomgdgdnL godmyqgbgody;

e 33(mM93900L J9©Ize dnmadymn nbxmm3siznnb gmadhtmbymn  boboo AsByMy,
LOLHYTaHNBENS,  TMbsEY3900L  30DJIMNDIENS,  ©d3YFs390s,  MIMEIBMOMN3ZN
dbamMNdN, 890350900 O L33HNL dodmhoby;

o 3MoxN3q00L, 30bHMaMdg0nLy s bb3s BYbJENMbamMyMn g3MmM3g0nL d99aby;

o 3MmabmdnMydy, 303mHgdooaL HabHOMIds o LHSHOLHNIYIMO 8boMnDOL FgEIZs®
©ab336900b gozgmady;

e 30m9075mMn 390939000 3b6sa0BAb LOWYd39eMdY EL3IZ0m0NL 3o3gmgds, MYy M3BYbo®
9x39dhamo@  dgndmgds  3odmygbgdym  0dbolb  Lonbgmmadsgnm  H9gbmmmangdn
33939000, 9003M3nN bLEJaNSBMONL LIOYMYOYM 373T30bd MY 3MMIbMdNMYdsd0,
©o 8000Mmb 3MmMOmMyasbmaeb @a3e3dnmadyemo m3Hndomyma goasby3zghnmgdqdo;

e bb3oobbgs Lobob ggmbmangyMmn vdmEebgdolb  Microsoft Excel-ob  3MmgMmodyemn
LOdYEMY0x00m oabyzghnb baMmbgdnl 3BmMOoY;

o  m3hndomymo osMA93560L dgbMmymads dgdmymymn MabymbydnL 30MmMdyod0;

e JmMmbm3bo-006m©adnbs M7 LL3sELb3s HN30L VBsbaMEgdoL BnbN3NBIENOLY b
dmagonb 3o4LbndnBsENNLEM3NL M3HNTNDENNL dIMEB700L ALTS-3oaby39t;

e m3MHndoemymn sMAg3060L dgbMymads BnbsBLYMO SMMmBGTMEMOML FoM3580;

e MS Excel-0b godemngMadym 139693090086 8y8omoy;

e 3MbBE90ms 3bamMNBOLY O 3MBBHMMEMOL 3bsMmob godmngmgdo.

madhmmob dgbobgd

e m93m Lymysdzomn 887005 d9domolb BDO Georgia-dn Associate, Business Service &
Outsorcing-do;

e 00608y x0BsbLOLHI® BYTomdEs syNHMmMIYm 3mad3sbns ,SunBreath Corp. Legal
Services”-d0;

e ©MYIy BNbsBLYM o LgssbobsmM MYdg0Meb o3e380MadNm 3MBLYMBHNMYdSL
1693L 3M3356090L, MMEMMNESY: ,03hMObAIMIdS 70" ©o ,KAMERTON TRAVEL"-U;

e 090m IMbBsbomMgmdSL 0mgoL bbzoobbzs 3MA3s600L BNbsBLYMN dbsNDNbLY ©o
93mbmangymo dm@ymnmgyonb 3MmEgLyddo;

e 2022-2023  B@mqddn, @madhmmob  sbob®HbHoLb  3MBNENdBY,  LonbymMmMIsEnm
099d6mammangdl (WORD, PPT, EXCEL, IBM SPSS) sbBa3mMn@s ,,303350000b 16039Mbonghan“.



