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399%3 (o) Excel Essential Skills

390339@(\?]3(5 Gsmaeﬂo:@éeo:@& (Autofill 093 39:1"93@[@53)

Excel (%8 IB’BQC’"_° ©2202:l OGD%SQPS(T% SQC\QL)B’BGC\{P(YS @&SGOS%E&)@CII
00oqepd 00dfgpdeuiepd enoo: 0008qepd 00d[gpde0iepl enoon:
>pto0 T [>pltow st
1,2, 3 4,5,6,7, .. Jan Feb, Mar, Apr, ...
1,3,5 7,9,11, 13, 15, ... Jan, Apr Jul, Oct, Jan, ...
2001, 2002 2003, 2004, 2005, ... Qtr1 Qtr2, Qtr3, Qtr4, Qtr1, ...
2000, 2005 2010, 2015, 2020, 1st Period 2nd Period, 3rd Period, ...
2025, ...
9:00 10:00, 11:00, 12:00, ... Product 1 Product 2, Product 3, ...
Mon Tue, Wed, Thu, ... row 1, row A row 2, row A, row 3, row
A ..
Monday Tuesday, Wednesday, 1-Jan-17 2-Jan-17, 3-Jan-17, ...

o _¢C [N Q [N o . [N (N o [N o C’] [N C ﬁ
©24)0500286200 cell R (o%eo?oo 33|, series cORIORMD I>$DO:808 cell 2 ogoo) ep) select 9050l GQOEOICRME
N N C (o] c '] C c ’](‘ o 'T’ C O Ofre N ’]
PO GIIDMGCOICEHEPD Mouse O 6§, @@o Il 32§006EIC 360ICIAOMPCDO G0l CVIEC Mouse O (9[9: agogsoli
©9000:9P:03  63IEA3030039I1EaE 6330050l 3>AYP:ASd 0IENE 602000030 §0qIE0S csep
SQ[P:07 @ 2299 ] AR 2298 : pSQONl §O]IC0PR &Y

ceP056C mouse 03 8coeePe ARoSA305ul
SPO24) ? §PF YOIy

c;@(r&no%@é: - &), Gmgc{’)@o c;aoooeﬁ@:wo:s?gq& 39@05@6195 Sac(ﬂésmogmo(:)c;o"r?') double click %50']n Gq,

C o Q C Q < QC <
GO’JDC\)?D GSU)DﬂODG(\)’JOO ooo@@eo:ogozc\)@e@n

. o] o C # a
Flash Fill o3 39093@[@03 £ Flash il
coorgei cell 0305088 %o%ooée:no value §(§: 393:?1 cell cgo%or%ogé §e§ew3 value or%cr?) 33@@5 og(rgrﬂog@z 39&"?:@[33
3q1€ea00 value gp:03 Flash Fill 0o 33c83600p0d @ 520&: c0:&E0londn nowon i Frist Name && Last Name
LQI eﬂ ot T CRI @:8 ° °T 8 ?o

C.Q . < < C_ < Q < .
c&c:g(rgoo:):or} column (51 First Name column 0>031 Last Name column 0503 g)o?oosucor:x;ao'] (99e0p00) First Name

N

® columni Last Nam ® column cez0003 2 Full Nam ® column @°@° 1Ee91E @ Sis S
020 columni Last Name o2& column g§e6g002:02005 Full Name 000 column 33(go (g§e0lc:qicop 3a6(gaacsq|s @000

39@@39@«?@08?’3 3’3:1?8@[%8010)&%"
UPPER Case @cc: G6)2002:6200 mquor% Proper Case 39@5 6@383@53

1. Using Flash Fill.xlsx file 03 &[G Flash Fill - Text sheet 03 ogozdli
2. B4 o3¢ cursor G George Washington 03 §o500p50l

3. B5 03¢ John 0y §05c305070§ 92052305 A column § UPPER CASE §6q:000:03 320p5603020 Proper Case

39@0%% B column 088 @éooé:@:ooos (;)03 GOT(\)D?O @0%@3 Enter GS](YSC\%(YS(;]O’.) GSC\OPC\OP @@foog_f)@:oao:

@0308’32?0 @0%(3]0)(1%"
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Full Name column © First Name §\§ Last Name o3 \ooor%[::]éz
° L L

1. Using Flash Fill.xlsx file os.f) g{i@: Flash Fill - Text Sheet 05.:) agosd]n

2. G4 ogf: cursor |oo George 0 %(ﬁoopécﬂu

3. G5 ogf: John Cp) ec'j(ﬁooéq%(ﬁooo??ﬂ Full Name column © First Name eogo?g First Name column ogf:

@é@:&)’)g (T_)O?) @G§?D @O%@S Enter GO’]('YS(\%OSO'](D S’BC\%C\% @&5@:3}33 @0%38’38?3 @0%0’103()5"

L
4. H4 ogccz cursor g|02> Washington 07 e%(ﬁooécﬂu
5. H5 035 Adams w0 ?J(ﬁooé:cf’?(ﬁmoi Full Name column ¢ Last Name Gogor% Last Name column 035
(§p5[Gz000: $6 (gese (§6(G: Enter eslodcSadalon 3adad (gpd(Gzao0z [gdogaen (gdolondi
oo Q C 0 ooCMC
ﬂ[go&)f)o 393“(7)39(\)00(79 (L)®[§C[§Co
Q

Column mog?ogé ﬁ@:aoo: sgq(ﬁsam(ﬁqo:cﬁ 39@03(:)03 ooeﬁ[:o% G@oézﬁqéo}@ﬁogémp_s: Flash Fill or% 393{):@[

cloouSi Using Flash Fill.xisx file & Flash Fill - Number sheet 03¢ ¢§:40lo5qp: §(Gs Bededolodgpad), e 0am§:odads

L

3o '_%9,

< C.Q ¢ N NE C. -2 ° < < < N oo C C ’] <
(QCSQ)(YgCSOCDCD 00@[93 OCID@S&P:C\PSG(‘QP%C - oog:ooo:o? Q0 G@DCS?’J @‘DO [oplée]]

1. Using Flash Fill.xisx file 03 ¢¢(G: Flash Fill - Number Sheet 03 a0zl
2. B2 ogé cursor (oo (212) 555-0167 v %(ﬁoolo_:)(ﬂll

3. B3 opC (452) 03 §odoopdcdadong Flash fill eolcwogn (§8(G: Enter eslobadaddlon

L

323]05320005322209:30305 (§pg(Geo0os (§Sagozla8gendi
] 08P 2293033 [§O3g2:0100¢

& (Ampersand) 093 sgof?:@[@: Cell 0905 39:)3::)3:%’1 value eﬂ:):o% aooro)@cz

Cell 03(73 Gaogzogzgol content qp:or% G(S]ESOD(S(\C?’(.;](D Ampersand (&) 3%@0?05 CONCAT function 0% @o@:@[%édlmcﬁn
8339%:93@009 Ampersand (&) cr% ssof?:[g[@: ccﬂé:@éc‘éo% clevlavaly~o) @o%cﬂooof)n

Using Ampersand.xlsx file ogé First Name -?é Last Name oﬁio@ G(ﬂég@: Full Name column 038 GG%@?‘D @5010005"
=A2&B2 1) ecjorgooé[@: m(ﬁ(@q@&)gmés Fist Name .§<§ Last Name @osogé space ooé:cx%oooe@oé double quote (“)

Q LS c_ < e(q, e . Q Q 3 ones
§®§>@9eogc Space 00| @a[go Selesioceliepeien) ODU)@[G@C\?O [eplon]]

. . Q N
1. Using Ampersand.xisx file o ggcﬂu A B c
First Name Last Name Full Name
Q - 00 ¢ N QQ 1
2. C2opc =A2&" "&B2 (eplee) s Enter 863
08 U]?GD lE[s ‘? 2 [ George Washington =A2&" "&B2|
Q cre C C_Q N
3. €207 select 900[90 GOO2CH GIONDAY egq_lcﬂu 3 John Adams
4  Thomas Jefferson
QO _ C . < Q _O c.[e :
3293806\C First Name column &¢ Last Name column 0307 ed]c:[g: Full 5 | James Madison
o SR, P8 o 5 James Monroe
Name column o3¢ c@o@[go @oxﬂoooan 2 John Adams
g | Andrew Jackson

e _Q NS
ﬂDG(g@CS?C‘; 3’3@33@@@08
aaooogsj @q(ﬁsamﬁsgqo:@:oém ooo%egsgo% gpeﬂ&}qé Home tab > Find & Select > Findor% %86]u shortcut S’QG§[§(§
° <

keyboard ¢ “Ctrl” §<:: “f” o% o@%@@z aaw:@[.%éd]wau

L
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H o B &- A~ v @ a-EE s Village PCode for WB.xlsx - Excel Tun Tun Naing

File Insert  Draw  Pagelayout  Formulas  Data  Review  View  Developer  Add-ins  PowerPivot  Q Tell mewhatyouwanttodo

B X Cut

LT T (==} bt -
= © = = =] ) | & ux > AutoSum + A,
e Myanmar3 - EdWnpTet General [le L:,‘ | e = Ay p
Paste 5 == < g <9 00 Conditional Formatas Cell  Insert Delete Format Sort & Find &
- ¥ Format Painter ALk £ = [ B Voge & Center FEReRdl s Formatting~ Table~ Stylesw  ~ - & Clear~ Filter f Select ~
Clipboard ] Font 5 Alignment Il Number o Styles Cells Editing ~
Find and Replace ? % Find and Replace ? b
Find Replace Find Replace
Find what: Mg Mgl - Find what: Mg Mg v
Replace with:§ | Maung Maung|
Options == Options >>
Find All Find Mext Close Replace All Replace Find All Find Next Close

c

Find what: G$EPPO ﬂosaéo@ ®20023/ ocno§ 093 ooécﬂu Find Next orcg’$c°>€13 oocﬁgqcsgpeéu Find All a§q8

L S
3225002606050 C"
Ol 22

o%ugﬂooooscr:)mo(r% 39@:): mog?% saoosot%:qléqé Replace tab > Replace with ¢> 390)330(%3@&:50)3333: e‘ﬁorgooéo']u RUed
- Mg Mg o% Maung Maung % esox):ogL:qléqé Find what cseoe> Mg Mg o%ooéfl Replace with c§6pe> Maung Maung
BoopSal

Column (a%eo? ) Row sgsmoo @Gaesgoc [§ C\)O@Co

. oooeaéls Row c§ eeaocf’gcﬂm View Tab > Freeze Panes> Freeze Top RochLea:(ﬂll(Alt>W>F>R)
= oooeaf’g: Column 09[) eeaﬁq%d]m View Tab >Freeze Panes >Freeze First Column 09]_)682(5]" (Alt>W>F>C)

* Row/Column gpza3 803(03|053)§ conza3dlan aBudgi§c00:cdean Row eleanndonad sagab (23)

0305918 03036009 Column @) 2029098 IS¢ cursor [§ View
DOORIOO3CY [ ql 32RO AG?

View Developer Add-ins Power Pivot Q Tell m{

= H

New Arrangq Freeze

1 Split [ View Side by Side

Tab > Freeze Panes > Freeze Panes o3cgeoli (Alt > W > F > F) - ide

Unhide 1] Res

N o ¢ . ~Q Q Q. Window  All
goedi 1 Rowl &¢ ColumnA o qﬁoooocgdloo B2 ogce§qu|[9o Freeze o — -
Q lj Unlock all rows and columns to scroll
C\?O(S]II ’ through the entire worksheet.
o o o o o Freeze Top Row

Freeze 09300205003 (4§(g|0503clon w0alaa0dEs View Tab > Freeze Panes i EZ] Keepthe top rowvisible whit scroling

L L L L 9'7'1 v through the rest of the worksheet.

° o 671 Jat Kran Freeze First Column

> Unfreeze Panes (TB @§683&|| (Alt >W=>F> F) 672|Sha Rong Kal [;_:] Keep the first column visible while

673/ Dum Gam scrclling:hrcugh the rest of the workshe

Q Q e Q QMg
O’I{&Gc?GCDD SQQJ(YJGQC\)(Y)({IDJY? @(Dﬁpe@Co

Q < < (9] < Q C o : . 2 ?
o o ° I Data Review View Developer Add-ins Power Pivot Q Tell me whal
q{eG§GODO sgq_lmrrammqpeo? (S(Dﬂ'.)o(\?(;]m GQGIC@%, 5 & Y e lopst . 3 i . -
¢ c o ~ ° I3 8l !ZH 5 Clear E] -~ Flash Fill *0 Consolidate
B050055|E03 325|0530M50l{20p5 @§uoo 03 select voSdll Ml A 8 Remove Duprctes 5 rsaonse
o . 0o Vo Advanced Columns =o Data Validation ~ I Manage Data Model
Data Tab> Data Tool § Remove Duplicates o) Gg:d]u (Alt>A S L

> M)
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. (o) ° o Q C C (o) (Y
Advanced Filter 0?39:13@[[9 ClepiebiclobioRcztsl [oplc=lavionlSloHon) qua@co

0086560 5 Seps Olesod ooa s 3 S 5 CHes, Copanal Ad d Filter o3
223656200 33|09IBBOMDYPE Ole§0) @26ty ©ORPS3EVD IWYADIZCOM ®IECLOD §uRg|Coraas] Advanced Filter o

°

3939:@{@: :;acxgofaooopL que%é&mcﬁu R |
2aS
1. Getting Unique List.xlsx or% géo']u
N " Action
2. ooqé:ooogé cursor q|[§: Data tab >> Sort & Filter Group ¢
) o oc O Eilter the list, in-place
Advanced Filter o3 §o<ﬂu _
e O] Copy to another location
3. eoloooea0o Advanced Filter dialog box oz Copy to another
X ° List range: $AST:EFS200 t
location o3 egzcli
Criteri : :
4. Copy to: ogé cursor q|[§: H1 or% select gao&ﬂu S
. o eMe Copy to: Sheet1!$HS1 L
5. Unique records only op¢ sra?e?@o)dlu
6. Ok 0% %50 I Unique records only

Custom Number Format

> ddeoy sgps(0d: ol§clooadi
Qo o N Q S o, S N
BOde0z0060 030503:3E0p

N

Currency, Accounting, Date, Time, Percentage 020p5(g¢ Excel 92 3200§0303:03 ¢
Q C
O

)

~Co

030930l0n 030523:91E0D O®A3 A30S03E @ e :39:)3"@ &&lon oS
T @ T L°Q.I & X T T I. T° I.L

o

Q¢ < S SRS
00§:0C§:Q[2:6§),09C &P@OO@@CS
Excel ¢5 015 C\céecj(ﬁ@: Enter Gé](’)%(\%(’fgqé 6§, O G(ﬂoogogozoootr% @m:@oo’]n .§6]05@og§j(r§ooéo}3;é] 6§, QO
oou%.?o%d?: ooéooé quwﬁogozg-)o @56]0005n ooé:ooo:or} vTob]=len) GoTemqéor}sgé] Number Formatting ¢> Text

ooo:@: (:)%@0?08) ‘(single quote) 5@3 ?Jogecpﬁd]oocfvu 33:)3(\% ?L]ogoop_f)or}asﬂ %d]o%q)o")eu?o%eo)?d\) ©200
< c c C C N O C C C <
@@38920006@39 GO']CSIﬁOOIG@’J(DI@OS OPAYEI0D  CQODIVYEOR YOy eqeoogd]orl%zn GQO0  2VPIGORCOPIS

o]

[C
c;oTe§c;o)sH<°:o>c§n cOl&q 5?08' e[§305| on:c{’? og(rgqogg%eogcoé: Q?Scxcéqcoqjéoocﬁa%qé 93.990693 e@%@oacx% Custom
Number Format or% 393{7:@[%561000%

(N

letepts n%%zom§: cl:ad:0lop code 98 (glapeo (gSclorudil goen 14 c3§nd0pSadndE 00014 o [gdogazendl

1. Custom Number Format.xlsx file 03 ¢&(8: Leading Zero sheet o3 ogozol
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o Cre -
2. A2 ¢ A5 3200 select 900[9: Home tab >> 7 | &3]
X e ¥ Q Qg Number  Alignment Font Barder Fill Protection
Number group ¢), ¢0oo¢q) launcher ™' op 00l 9
o I oc Category:
Bewod) Ctri+1 &S50l General sample
( Lo Lr‘-) ) ? Number
. o urrency
3. coloooea0o Format Cell dialog box 9 Number aevuntng Types
Date
C C o O Q ime 00000
tab ogC Category ¢ 632005903 Custom o) pereentage Genera -
Fraction 1]
o cientific .
egeolh =,
4 T < 00000 o ¢ I Special ###0.00
. # #4£0_):(# #0)
. Type: 03¢ 0PQ0300p30l EE— i s
o0 o0¢C ###0,00 );(#,#+0.00)
5_ ok (‘Q ?OO ” V,##D‘DD_],‘[Red][#,##D.DDJ
$#¢#¢D);($¢J¢#D)
§# #20 ) [Red] (5% ##0)
c Qo _¢C c Q Cu o $#,##0.00_);(5% ##0.00) s
A2 og¢ 12 o0 el]oooo&o']n 00012 X G[gocoogoooooo%

603,992 (§5Jlonudil eq,6 29pogp2a0pS 3(gEazEan peee

e@%@ooo:@&@o%@: 399%000005 :)85):009:33&39:) 12

Type the number format code, using one of the existing codes as a starting point.

(YOB:DO 38&38@32@83 @0%[(?]3 Gﬂem O{)P_O’Q_F)S 8(5]08(5]”

Q¢ ¢ Q S Sond 5[a&
ABS0am§q: 64, (9360r05)6§00503¢ @2c0p3(gE:

[ [

Ks 500110 ft15in ®&)é[§(§ §30m§:<{p:eﬁ eq, (386()?08) G‘?oorc)ogé mooé:@& (33@0?08) unit ooé:@&eﬂos

@ < Q '] Q '] QC Q¢ Q
[CQOQOIM ©32000IFGYPCS @[(\PO‘%CO [eplon]]

1. Custom Number Format.xlsx file 0% gé@: Adding Unit sheet 0% ogozé]n
2. A29 A5 33 select ejso&ﬂu

co oI
3. Home tab >> Number group 6\1 c002¢q) launcher (% =]
& 099 %86]" (3%90?08) Ctrl+l %66]" Number Alignment Font Border Fill Protection
. c Category:
4. cdloooeao Format Cell dialog box 03¢ Number General sample
MNumber Ks 500.0
[o] C o O .
tab § Category 03¢ c320058:§ Custom o3 eg:zcli Accouning Type:
Date
. Q o ¢ < Ti Ks* 0.0
5. Type: ogC "Ks" 0.0 u?saoooogcﬂu percentage p— "
Fraction h:mm:ss
6. ok (703 %8(5]" Scientific m/d/yyyy himm
L Text mm:ss

mm:ss.0

@

[hl:mm:ss

_(§* ##50);_(3* (% #20)_(5* " )(@)
(7 # 30 ) _(" (#AH0)_ ")
(3" # 2#£0.00;_($" (#,#20.01
_(* ###0.00;_(* (¥ ##0.00);_
"Ks" 0.0

SEec\aI

A2 ogf: 500 0 s‘jo%ooéd]u Ks 500 c\% eoTcuo?o

C "l C < ¢ _o¢ c o
[_Cga)o 020N 39 $02MNVO 0620028200060 500 0n202

QQ. (RS, RS(R, QQ, . Q Q
CDG»CDDa@Co @@[90 Gﬂom Ks OS.:) 83390(133»(3]” (opleploblab)

o] < N c c ¢ O _¢
©203 oméss’l 6§06 Gwo@qjcoooo S06)C 0.0 “Ks” | EiE

“f ’ IS c o IS o Co N 2, Type the number format code, using one of the existing codes as a starting point.
0.0 "ft” ®@20p0|9¢ CPIOCY G|yoC:d 33|

(o3 '] <
Qcolooal

Large Numbers

Q

(569203 MB§roamreaz0d dBudSadmboocd cud(géE8maazadaopS: 32a%:(g&Eclonudi cconls ewd(gadolo comma
C c N [N Q C [} °
() 00 V§:§ G@D@C\?O']OO commas (,,) §09 O saogo[go]n

1. Custom Number Format.xlsx file 099 gé@: Large Number sheet or% ogoacﬂn

2. A29A5 303 select 9056]||
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ome tab >> Number group § c¢00o&8 launcher ' 03 &80l (383e0r05) Ctrl+1 &80l
3. H tab >> Number group ¢, 3! 2P 2007 ®
. G0IQ02G620D rormat Ce ialo OoX C Numbper ta atego C GS?’.)(D&BS ustom 0O sl
4. edl Format Cell dialog box op¢ Number tab § Category o3¢ 550§ Custom o3 gl
5. Type: 035 0.0,, "M" o?e‘j(f)ooéo']u
6. Ok o3 &5l 1 1.5M
e < 0C, Qo S 0.0 & o38: <, ¢ ¢ “M? Sas “M” o3 2 3.5M
?O'DQIO'JII ] saweooc?o O’)O)C\?oGQ(%m . ?9 m§oom§oe§omogc o2 oogsﬁ (7]? 3 350 M
o [ o}
32235(g|20p503 2003(g|oli 4 0.6 M
cN ¢ oc O O C o C C
GlOOQ?C G’DQI§(T) QO3202000 GO:)@@C%
s [ L
cN _© o¢ Q . Q. _ ¢ Q [ cmog '] C 09 o0 _Q Q o (Q
610'38§9 39%]@@08(7?0)@3 C\PS’QOOD(\? G@DCZ(\) GOO@%CO (eploN]]] ﬂ[ggil)'.)g ([)O)U)‘D@L@L(Te %G@@[gg
[N 0Q Q S
@[@CGOD@U)DU) (L)Q?CRODORGODLS]U)ODII Format Cells ; «
1. Custom Number Format.xlsx file (y% gé@g Mumber  Alignment Font Border Fill Protection
. Category:
DateTime sheet 03 ogozl e Sample
2. A2 6 A5 303 select 6oSAli gﬂ:p::c'y Sunday, April 30, 2017
* ? ? Accountini Type:
oc ] T +3/14/2012 A
3. Ctrl+1 o% §&002o Format Cell dialog box (fl) Percentage
raction A
3 Scientific 3f14/12
38330 1] Text 03/1412
Special 14-Mar
P 14-Mar-12 v
C Q C c Locale {location):
4. Category Ogc Date O% GSl°[9° lD_D:)OO(D Type orgc English {United States) v
B0 sfae@é Ead O® 0009903 ezl DOWDI
T Q.I s 111 Sl“ 8

Long Date oﬁ’) Ga:(ﬂu

Drate formats display date and time serial numbers as date values, Date formats that begin with
an asterisk [*} respond to changes in regional date and time settings that are specified for the

c o
5. Category %C CUStOm O? Gaﬁ(ﬂll aperating system. Formats without an asterisk are not affected by operating system settings.

6. Type 03¢ §§:000: 0d0d B3a520a3 (gl
Roeoi: mm/dd/yyyy, dddd Cancel

7. OK (Toe %86]” Format Cells 7 ®
93930%()']39&.983 G(ygo@éqﬁ;g @‘5&@&" MNumber  Alignment Font Border Fill Protection
Category:
General Sample
A @t‘:p::c'y 04/30,/2017, Sunday
_— Accounting Type:
1 | Activity Date Date mm/dd/yyyy, dddd|
P t: 0%
2 05/01/2019, Wednesday Percentage o ~
Scientifi L00E+
3 07/15/2020, Wednesday poentime oo
5 ial #17
4 02/05/2018, Monday ErET— | (-
/divyyy
5 04/15/2019, Monday d-mmm-yy
d-mmm
6 mmm-yy
h:mm AM/PM v
Delete

Type the number format code, using one of the existing codes as a starting point.

Cancel
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Paste Special

Transport

%@:wo:mq&cﬁ Column Gsﬂf::o%:cf'g Row 951838:39@& Row esﬂf::o%:o?g Column c3l&&: era@o% e@oé:suéoocﬁa%qé Paste

Special § Transport o3 3203:(q|[G 3cguSormn 6(goc:&Eclonudi

1. Paste Special.xlsx file o3 ¢&(Gz Transport sheet o3 ogozoli (93|
2. Al9ES5 303 select 3905[?3: Home tab >> Clipboard group 53')1 Copyd | '
L @ All O All using Source theme
$(SO 1] () Formulas (O All except borders
O Values O Column widths
3. AT 93 cursor qld]ll O Formats (O Formulas and number formats
O Comments O Values and number formats
. o c O QO O C(ae
4. Home tab >> Cllpboardgroup ﬂ_ PaSte GS’;’_’)mﬂ @’DSO? ?O s PaSte O validation All merging conditional formats
. Q0 Q¢ Q Q[P Qg Operation
Special >3 §\od||| (3Qe0r05 ep §ocﬂ) e P—
5. e0olcooeooo Paste Special dialog box ogé Transport or% 399$[§¢5[§: O add © oivice
Q OC '] C (9 c O O
OK o5 &00ll Row @ Columni Column © Row 6|goCs|Qsa00: @26)C30)
L ? ? (j) @ @ q L D Skip blanks Transpose
Glﬁolﬁ):) @56]0)&%"
Paste Link Cancel

Multiply

°[§°:>ao°()8°°om°°e 03 B&:0WE:060m00s cVlE:000551EdFl 80d51E0d>33l e@oo% sl onigitodamal
QUGe002: 00§:0AEORMY D§IOM§3 D s0OR]|CO; ROI|CO; ]|€03 5]|C0z
co¢

Paste Special § Add/Substract/Multiply/Divide 0303 3293:(|[Gs 3309050207 (gjcoS&Edlonudi ea2005¢] QuenazE Price

(copad:) column ot corpasd: ClepSEas: col:c0nd07703 =3
Q.I°JL§° 03 Q.I°JL§° °q ? JL§° ° g T 2 %3
Zlevlevely[Te @56]0005n Faste
@ All O All using Source theme
. . o cro . o o Formulas O All except borders
1. Paste Special.xlsx file o) gg[gs Multiply sheet 03 ogo:dlu O values ) Column widkhs
(o] cre . (o} [o) O Formats O Formulas and number formats
2. G2 o) select 900[9., Home tab >> Clipboard group § Copy o O comments O valyes and number formats
%86"” (:)S@U?OS Ctrl +C (8 gé(ﬂ) (O validation All merging conditional formats
te L Operation
3. C2¢Cl0 3203 select 905@3 Home tab >> Clipboard group %’1 © huare
O add () Divide
co O O0C(e . O Ooc¢C
Paste 6320004 @3:0? §o[9: Paste Special R ?OO’]II O subtract
4. edlaooeoon Paste Special dialog box 03¢ Multiply 03 ] Skip blanks [ rranspose
399%@5@3 OK or% %56]" (Price Column og<°: 5% Paste Link Cancel

Gcﬂé:ooé@:oooz @o%e@oo:)o% 808‘,6]93 @0%(5]0)(1%)"
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Advanced Excel

Paste Value

Excel 03¢ Formula @5 099(05002:0% Cell Mmade0a’ Copy onz(Be 2
08 5 UO) q T 06) 08 T Py i % &3
:39@:): Cell (rg(rgeogcl-;o Paste qjor:)s'ao'] Formula O copy &mo@od]n st
O All O All using Source theme
Formula coo0d ©a35|1Ea5 value 03 §ug|ton0S a36¢ Paste Special &
T T Q_l T q ILQ.I T q p ﬂ_ () Formulas O All except borders
Paste value 03 3935:@[@: 200&E0lon oS @)L I
L L Lt () Formats O Formulas and number formats
° oro ° O LComments O Values and number formats
1- Paste SpeCIal.XlSX f|le (7? 99[93 Value Sheet (7? 3833(3]" OVaIidaticﬂ All merging conditional formats
2. D2 ¢ D10 o3 select 905(§: Home tab >> Clipboard group § Copy | ™™ _
0 Q¢ e . o ) ® nNane O Muttiply
op) §o<ﬂn (Amount column 20p0 Price column §¢ Quantity O add O bivide
o O [ o ° 2] 9 Q O§ubtract
column 03 G@oooog Formula 0p 39:)?:@[[93 ogooooo:cﬂoooou)
|:| Skip blanks D Transpose
3. Value sheet or% ogo:@: Al 085 cursor Sﬁ]@: Home tab >>
. 0 [y) 0 0¢(e ., 0 [asie bl e
Clipboard group §| Paste 320054 (§0:03 &5(G: Paste Special

$50 I
4. edloooeaoo Paste Special dialog box ogccz Value o?g 399§[§o°>[§: OK 093 %&ﬂu (Formula 0lecxo95 Value

:DO‘SDO(YC)CD’J 615010)0091_) GUO)OGI?’J @é(ﬂm&%ll)

Go To Special

. (o] ° Q cC 000 C 0 R —
Go To Special 03 39:1?3@[[93 Worksheet 3203C:q) ©6select (o000 7 3
BPeog0d egeg|od select crSadqilondSi setect
L L © o Notes ( ! Row differences
‘ | Canstants ( ! Column differences
1. GoTo Special.XISX file (73 gé(ﬂll () Formulas () precedents
Mumbers () Dependents
2. Home tab > Editing group > Find & Select > Go To Special 0% Text Direct only
Logicals All levels
%80 I Errors ) Last cell
( | Blanks ( ) Wisible cells only
3. GOTC\)’JG:D’.) Go To Special box 08(% 88 select @C\?(SC\%GCD’J () Current region () conditional formats
o ° '] ( - ) Current array | Data validation
39({"_339@93(? Gaﬁo I () Objects ::m_
4. 0Ok o3 &&dli
Cancel

c _Q
GC\?U{]§9§8
Excel Essential Skill_Exercise.xslx file cr?) aaof?:@[@: ngt)o&ﬂo%d% @[cx?&ﬂn

(o) Flash Fill sheet og<°: Flash Fill o% :39:1?:@[@: Full Name column 098 saq_lcﬁs’am(ﬁ@é:d]u

N _Q

(J) Join_Cell_Content sheet ogé Activity Code §<§ Activity Name or%or% og@o@s Activity Code and Name column 088

G@S@(ﬂll

(Q) Remove Duplicate sheet og<°: ooéq?ée§cs:>oo Village qp:o% (90551:)3@3 ooéoraéo:)agql(ﬁa’amogqps eo']or:) Village

. [ < <
List o0 oogc;aoomo']n

(9) AddingUnit sheet 035 Custom Number Format 0% craof?:[g[@: Pound column og<°: cr%%:nm%ijoze.?oogogé "lb" 0
ooéo']n
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Advanced Excel

39@%3 (J) Data Grouping and Subtotal

Outlining or Grouping

Row &¢ column 03038 33|0330005 326202805 66:03E:000:6000 ©26E:03 39 (Gt 3865 Sevd(ggcorms]
§& colu 293¢ 329 : S[pogCic0: S0 ROPRGIG: 38O €03

Outlining or Grouping o3 3233:(g|c8 §0lor0SI 3620:805325|053000503 (03p55E20R5 (§Seol 32807 S ®2E:03
< C < C O 0C(e < c < ¢ _o¢ C C C o C N
@@qlcoo@ @o)co) level button cleplen) .?o[g: ngoq{cqc@c?go @@ﬁ?G?D @od]oooou level 99 GAOOMI0 HOPY,

c6SGREoneS

1. Data Grouping_Sample.xisx 33 ¢&ali

<

2. ColumnBeD 303 select 90’)[§: Data tabi Outline group §°1 Group 093 .-3%&)1" (or Alt+Shift+Right arrow)

3. columnFe¢H 303 select 905@: Group o3 ,‘%50 Il

t S| Group -
4. Row2o5 3203 select 905@: Group o@ %80% @E Ungroup -
5. RowT7¢ 10 303 select 905@: Group 08L ‘%Sd]n E@ Subtotal
6. Row 12 ¢ 15 303 select ©05(Gz Group o3 &ali Outline Fa

< 9O

7. Sheet ‘\l 205005 sgeoTcoooéé)l level 1 button 0% %5@: o)oqéz 39:;03%0 @éﬁ%&@:l level 2 button 03
Qcre C o ¢ O ¢ _o¢ N
83[G: ©26)E2 3620:80503 (130998 Alonddi

C N2 < < C oo < C o C < C
OGSOOCE}SG§OW 61(\)’36& 036103(30)309_'3 639000(5]39(7903 ©0|0000

l L v 9q&: 32803003 (03p59$ level 1 button
C
o5

8
8
3
C,
8
3o
Qo
g
8
°QOn
8
°On
-0

v (‘g gO [} c ¢
N . | ®26)C3 32620:D0OM) @ 06)$ level 2 button
o3 &8ali
+ Y Total 47,700 76,100
6 _ 'angon Tota v’ Column @2 Group C\Pf)ooo:ooocr%
+ Mandalay Total 74,400 71,100 5
11 |Mandaiay Totd @g%@[orgqjédlm Column 390:(\3:(7% select
16 |Magway Total 68,400 65,400

$05(Gs Ungroup button 03 &3¢l

v Row ©2 Group C\?éoo:)soo:)ogL
[98(g105q)€lon Row 30208208 select 9o5(Gs
Ungroup button o3 &6l

(0800705)

Alt+Shift+Left arrow o3 850
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Advanced Excel

Using Subtotal for Data Grouping

Data tab >> Outline group § Subtotal feature o3 323:(g|(Gs column 0369 Be0r05 0690005336205 column

qpseoTogE e@e@émo ﬁ@:wo: onqésoéorgé m(ﬁgooq&:ﬂl& (sub total)i 03351833&5:;”[8 (Grand total) orc?’orcg’ ooéogé:

c65GRENoeS

Column ooo%sgsgc;oToaé 39@@5009 Subtotal ooé@%

Subtotal @ cof)epog :39@@900@@90305@ S column ogc OREP 0P value q[o: oomoooe oo@ @ocmﬁ ™ column

S

ogc C(D@g[(_fa C\% O%@O’)U)) [_980)8005(\%(6 829‘3 0)861?9 @0)(3](7)03” [93? Subtotal ®£€]§D @0(3](7)03"

v v

1. Subtotal Sample.xlsx file 093 g{io']n

2. Sex column (T.QL) select 905@: Data tab >> Sort and Filter Group é’l SortAtoZ Ql (lowest to highest) (7% %(C)cﬂu
(Sort Warning box eonooTa%éeoS)

3. Sort button 03834l

4. data set a3og€ cursor oo Data tab >> Outline group § Subtotal o3 S50l (Subtotal dialog box

oQ ¢
Gonod]m@ew)

\l Z‘A ? 57 =H HriashFil &= Consolidate E @ BHGroup ~

z -

2l 52 (9 E!Remove Duplicates l—ij ? E!EUngroup =
Zl Sort Filter Textto _.. o r What-If Forecast ﬁ
A ﬁfi\dvanced Columns E® Data Validation ~ |K# Manage Data Model Analysis - Sheet &t Subtotal
Sort & Filter Data Tools Forecast Outline T

5. At each change in box 03¢ Sex o3 egs(§: Use function box o3¢ Count 03 egzcli
6. Grade column ogé :arae@ eo%@qléooo @5)0{)390305 Add subtotal to box 085 Grade 093 :ara?c%@&ﬂn

O 0O¢C
7. n
Ok button o7 .?oo']n =]
At each change in:
Sex w
Use function:
c < < < Q Q Count -
8. ©6C: 3805003 a3clon Level 1 &€ level 2 button o3 &
qS: 32563003 [03p2q08 §< (s o
c_o¢ Q S, C 0 0 QQ(Q, [J5r. No =
@ D§RC0CY! @I6)CE I>60: ooo? @@qa?o']oo Level 3 button op 5&0[9, %Name
Sex
¢ _o¢ < :IAge
@@ﬂ%c&mo\)ll 2| Grade
[ ] Division/State w
C '] oc c "'|
c320000 390?C @CG].?D @00 OOOOII Replace current subtotals
|:| Page break between groups
F A B c D £ Dgummary below data
Remove All Cancel
28 Female Count 26
53 Male Count 24

54 Grand Count 50

9. Subtotal o’é ooSgp:C\%(ﬂm Subtotal 093 %5@: Remove All button orcg’ %&ﬂn
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Column §§§3960T085 39@@5003 Subtotal oop_§[§§:

1.

9.

Data set 085 cursor 002 Data tab >> Sort and . ika

. . Al evel >< Delete Level E Lo evel ~ fol 10Ns... ata nas headers
Filter group ¢ Sort - or% %&ﬂn (Sort dialog box :Am Sla L BSC:ZL i = o S
GOTC\) (S]C\%QSG()S) Sortby  Division/State ~ | Cell values v | |AtoZ ~

& ° Then by  Grade ~ | Cell values ~ | Smallest to Largest ~
. Sorty By ogc°: Division/State eg:cﬂu
Add Level button 03 &3¢l Then By 03¢ Grade 03
Ga:d]u OK button (rcg’ %&ﬂu o o
Data tab >> Outline group ¢ Subtotal 093 5;3\86]"
(Subtotal dialog box cdlcoodla86e0S) e @]
At each change in:
At each change in ogc°: Division/Statel Use function ogé Count 093 GSF@: Division/State v
C . I ce ,.I Use function:
Add Subtotal to o3¢ City/Town o3¢ 3¢ 8(gd0l count 5
Ok button 03 &5¢li Aédr::rbnt;ta't" -
Subtotal coSconSes Data tab >> Outline grou Subtotal o5 50l Eiez
98 group ¢ R & e
At each change in o3¢ Grade Use function 03¢ Count o3 cg:(G: Add v
Subtotal to 085 Grade ogé 3941-)@%[5036]" R AR AT
D Page break between groups
Replace current subtotals o3¢ 336§(g6 (glo5cli Summary below data
10.0k button o3 &4l Semove &l conce

Advanced Excel

°

11.Level 1,2,3 §§ 4 button 09308 3939:@1@: 39?0%9][80)3618&

Q

L
ea:8050098:0303 [BoSgaSdloncs

At each change in:

Grade hed
Use function:

Count ~

Add subtotal to:

:|A e ~
I ——
:‘ Division/State
[ city/Tawn

Test 1
L lTest2 v

D Replace current subtotals
] Page break between groups

Summary below data

Remove All Cancel

A B C D E F G
W Sr. No Name Sex Age Grade Division/State City/Town

[ 3 | 9 Count 1
7 11 Count 3

l—;—l 8 | Kachin Count 4
[ 11 9 Count 2
15 10 Count 3
20 | 11 Count 13

EI 30 _ Mandalay Count 18
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Advanced Excel
Y
GC\Q(T.?_IC;@@:
(o) Data Grouping_Exercise.xlsx file os.f) 33:1‘?:@[@: Group feature 05.:) 393?@@ data sheet 501 ooq&ogé
< QC C C oc c O < < Q < C [} < . C N c
F&OF|OPIECe§E 32GIVO0 OIGCIN) FPORUOOOMN) @@qmqeo)q@ Row &¢ Column 030pC Groupping (erfo?go@c:)

@LQ?(S(;]II

(J) Subtotal_Exercise.xlsx file 03 32235 e@2005010303 (gjepdal

(J-0) Exercisel sheet 0p¢ Gender column (Male, Female) 330305 20€0>§2000596205 CR3EEERORM503 Subtotal

L L
393@:@[@: G@%@cﬂu
(J-J) Exercise2 sheet 035 Training/Workshop column §§: Gender column (Male, Female) 390%08

ooéoo:%:oocﬁ{geooo 0339@61:390303(73 Subtotal 3935L:[§[[§: G@%@d]n
¢ . .
3298: (Q) Data Consolidation

Sheet :39:)3::)3:088 ooqé:ogé:oooseoao s'aqj(ﬁs;mcﬁeﬂozog Summary/Master sheet 088 39.?532][8@3618: @lmcc)c\%or\)sga’]
L L

Excel ogccz olo&eaon consolidate feature or% :rao\?:@[@: cxgoSoQ cqlf:@c%go @[(\P(S%é(ﬂoo(f)ll

Data Consolidation without link

Data Consolidation_Sample.xlsx file 085 2011, 2012, 2013, 2014 ec%or\) sheet GC\)S?OQE Region 39&%0& 03305

L
C C Q O N < N2 (o] C < C C C N < C
096/ C203¢:000200060303 Summary 8303 sheet 3206(g|cpS(Ge Bsheetogd msdg)Soo6C: (gopden [gdolonudi eets
C s O C Noo C cre . o < N C N o¢ < C C
data source &¢ link ©§|050000 @[09093@03[9: link [056000:0030305 ¢§0C0N])$ data source 0gC 3AIIPCOM

@8&38? @[0380100 summary 088 SQC\OPSQGC\ZPUS @8@8(\%(’6&3 SGBUCL%E: GO’S@GOZ?D GU?UC)(S]UI?ZII

1. Data Consolidation_Sample.xlsx 3g&oli

2. Sheet sc;ooogua@: Summary 0 @eée@oé:cﬂu Al 035 cursor q|6]u

3. Datatab >> Data tools>> Consolidate &3 &30l (Consolidate box olcooolc8§e0d)

4. Reference box ogé Cursor ql[§: 2011 sheet §°1 Al ol
¢ M5 3203 select ©05(Gz Add button o3 &5l — 5

5. 2012 Sheet o?g ogo:(ﬂn Add button 093 $50 I B,z;e:::;:;hwﬁ 1 e

6. 2013 sheet 03 ogo:oli Add button o3 ogozoli e i

7. 2014 sheet or% ogoz(ﬂn Add button or% %56]" Delete

8. Top row, left column 0930% 399%@0%01" ::::;

Left column |:| Create links to source data

9. Ok button (73 %501"

Data Consolidation with Link

Data Consolidation_Sample.xlsx file ogé 2011, 2012, 2013, 2014 98Lor\> sheet G(\):@Logé Region 33(\%0& msraa%org

ooqé:og&ooozmoeogo% Summary a?L)or\) sheet 3;:1303@[@5@3 of?’sheetogé 3.9?03%5@:)«1& @[03893 @o%cﬂcmf)u ﬁq&

c . o ¢ C N C c < C C C C c

data source &¢ link §/0>c02:¢0 @o)orgsaogm data source ogC 3]|0PICOM [§caoc§ @[c\Pocﬂoo summary o3¢
¢ O ¢

GDQ%G’BG(\ZPOS @8&)00?0333&?390388 GOS@GOS(]-)C) @OSQS]U)Q%II
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10.

Advanced Excel

Data Consolidation_Sample.xlsxogggéo']n
Sheet :39:)3030%?[?;: Summary 0 s'aep_gc@:)&d]n Al 088 cursor qjo']n
Data tab >> Data tools >> Consolidate &% &30l (Consolidate box edlcwo0le8§605)

Reference box ogé Cursor q_|[§s 2011 sheet § Al o M5 32 select 905[?): Add button (73 %80']n

2012 Sheet orc?) ogo:é]n Add button or% ‘g&ﬂu [9 3]
2013 sheet 03 ag0:0li Add button o3 ogozdli e y

2014 sheet or% ogozd]n Add button or% %&)’]n B:;Tn;;1$M$: - o
Top row, left column && Create links to source A!m:mimw »
data 303 9§(géd Deiae

Use labels in

Qo OC
Ok button 0p §od]|| ] Top row

I I I I o cre Left column Create links to source data
Summary sheet (78C 39«?0)%"00)96]?3 cm@o @@[93

39@:)02808(7% @éﬁc\%&m Sheet G\L PSS

< 9 Q <

3900(73@003(553"1 Level 2 buttoni 39§03q|[oorg @éﬁ(\%cﬂm Level 1 button o@ %8[9 @ oﬁ%&ﬂoooSu

Selecting multi-sheet ranges (3D Sum)

1. Selecting multisheet ranges_Sample.x/sx fille or% géd]u
2. Total sheet ¢, B6 03¢ =SUM( §05c0p3(G: Operation sheet o3 click S0l keyboard  shift key 03 Gooos(Gs
Admin&HR sheet orclﬂ click 3%8&" B6 or% select 9056]n “)” 0883805(7% %cﬁoop_g@ Enter key 03 %(%hl
3. B6 or% Select 41-;05003 Fill handle (73 3’33:?8[?]8 9_330008 E6 3203 formula or% copy orl%zd]n
4. B2o E6 303 select @o%ooos[@z Fill handle 093 390@:@[003 E9 3203 formula 093 copy ogscﬂu
A B c D E F
. Selecting multisheet ranges (3D Sum)
2
3 Budget Summary
4
5 a1 | Q2 ‘ Q3 ‘ Q4 Year Total
6 | Salaries :SUM('OperatiDn:Admin&HR'!B6}| 720
7 | Travel 0
g | Supplies 0
g | Facility 0
10 | Total 720 0 0 0 720
NS
GC\Q(T{I(;@@Z
(o) Data Consolidation_Exercise.xlsx file orgccs Consolidate feature or% 39:1?3@{@: 2012, 2013, 2014, 2015 sheets

3908:33:@ ODGI&:GQ?E)Q][(S(Y% 2012-2015 Summary sheet 085 @l_ﬁ\?&(ﬂll

() Selecting multisheet ranges_Exercise.xlsx file 035 Selecting Multi-Sheet range (3D Sum) (7% 390?::@[@: Yangon,

Rakhine, Taunggyi sheet 39:)8::)3:?1 2019 Budget column ¢ om%:qp:e\lo Go']&m%(r?) Summary sheet 088 ogorgqjorg

G@%@O’]II
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Advanced Excel

399%3 (¢) Working with Table

<

Excel s@o@:@lgogeorge\ln J e‘p??éﬁc?:ec\)ocﬁooo Excel Table GQOSL:@[@E:G\L eoooc, 08 [§ o c§ gcg;o mmeog

L

39:1"3:@{@6]0)05" Table um 39&?8@[61(30’3 @cg%cgof)(q@: ngo(rgd]c)r:):)%cwo :39q°|$ §:>o 02006007 sgoqll

Gq:g«%zeﬂoz(ﬁ) 50)9:61906]"

Table or% :39@@5 sfaof?:@[e:no Formula, Pivot table §<§: Chart orcéogé Table 088 :39;?](73:390)05 :390%:3;@0?]9
@[C\P(S(\%(TSG:DDS@Q] Formula, Pivot table §cf: chart o%ogf: 39(@339@(\“3(6 update @o%c;o)@fzan
Row ooée@oé"c S column 000 SR e °[§°° 533 &s 200QP:0> S
Helon] u COYP0ZC FEEOCOORY(FC: NPAYEIVD PIFCIRVIYOQENP Z2OYUIOIM €10
° oce
323:(g 8E[g
Sorting §§ filtering 390805 3990833(36]@8::

Column 303051 Row 30305 9eslCiqrodqpioopd(g:apadeonn statistics gz 30gudonon copd&&(g:
T T [ °€1 QI ° & T QI ° Cg i @L °

Table (gopd(gcs

Table oo .§p_:> 30083 §®4§|[ @5 @[m&% SloooSi oooe.:'spj ©> Home tab >> Style group © Format as Tab/eoo 39:1)@[[9

L
Table @[C\PO@C: @@[9& :30800@@:93 Insert tab >> Tables group ¢ Tableo? §o[9: @Lo.?o@c: @od]oooou

1. Table_Sample.xisx file ('fc?) gcf:o]n
2. Data set 06085 cursor q|[§: Insert tab >> Tables group ¢ Tab/eo?g %50% File'  Home Insert Pag
c (o] < cre
3. eolowoeann Create Table box 03¢ My Table has Headers o3 32¢§(g5(G: Ok |ﬁ‘:,’)| @
093 &6l (Table méemocﬁ[@:@ @5)@: 08 table 08 0‘339533(\03 @5eoc°:gqp: PivotTable Resiigrl;r;ebr:ssed Table
oc
@[(\P 0&C qe?s’aogm Design tab c\apj Gonocjso @od]oooou Tables
4. Designtab >> Properties group § Table Name box 03¢ Training v few  Acrobat | Design
t z Header Row D First Column
§0500p5(Ge Table o3 mepSeozdli [ Last Column
z Banded Rows |:| EBanded Columns
TOtal ROW Table Style Options

Table s'aaoaefo Column 393‘3“33"39080) Total oogcod]oo Gs'aoood]ssoﬁ’) @[C\P(S(S]II

5. Design tab >> Table Style Options group § Total o3

Creating Calculated Column in Table

Training dayr_ Mal-~ Femal~_ Village Coverag~_ Expenditur-_
< C (e c < T
s@@@@@ [9: Table o3¢ Total Row oo&o']u L 18 48 1 56150
o o 1 3 4 1 35300
coloooeaoo Total Row ogC Training Day column ¢ 1 1 e 1 75500
. o Q 9 C o .
Expenditure column 300 column 3223:35:03C Sum o) Z 2 & ; (s
2 3 8 1 170680
o Q < C
:39:13[5{[9 Total oo&o']n (Total row opC Average, Count, ; P = 1 e
. < . o ocC < 4 A
Max, Min, Sum @20p9 function qps arao?s@[&ccoqoooo) | 3 18 40 ! 61150
_ 55 || 845 1233 81 4485516

None

Average

Count

Count Numbers
Max

Min

StdDev

7. Village Coverage column aaedlo3¢ Right click &6(3 eolcwneaon menu op¢ Insert 9o>s0¢ Table columns to the

left orcé %801" (Column1 39@03 column 3933330)0333 eonocﬂcSée(f))
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Advanced Excel

o < C -
8. Column1 o) Total sz;[?go e@oceo']n Mal~  Femal- Tote'- Go\‘r’:::?‘
N ° e S _9 <@,
9. Total column ¢, saeoTacL): cell ogodo3C = qon(qs Male column | 51 | 56 |:[@'.ﬂa|e]+[@|:ema|e]
q eraeoTaé’LJ: cell OQGSGCLJ’ select 905000 + orcLS %6@ Female 6 4 10 f
. T S8 cro 254 79 96 175 1
column §), 360l 80s cell eplenles select 900[92 enter SO0l . 0 1
C ° C c(e C ’] QC C
(Total column 000D OIMV(GRAIT2 (YDIAF0 QOYLW) 4 5 9 3

Using Structured References in Formula

Table (gjopd @@ad:(g|clon Table §, Column 336p560303 Function/formula eog¢ 303050007 6alwy 3223:(g|8EClonudi
aBa3 3ad:g|[gSegS §ediooned§ Cell reference ool @203:(go0§006E SBgniongp: Gea0spd:0d (03p5ea003e3
Q o C° N N o N O c o N oc¢C '] c o C T bl c N C
80e00§p5:00 9200305305 0022000583000 RS §2cvpSeo&Edlonudi Adm(gE  Table o3¢ =gIEd3C005

o C N c . [N C N C [N c Q C
Bomenqp  [glopdopmeslencopds  Function/Formula  [g¢  og09gj05comieamn  qouSoglaopds  mcdameagpoad

oo C o '] <
303FEa)p [§Oag0:600l005I

10. Summary sheet ¢, €3 03¢ =SUM(Training[Male]) A B c D
0 ¢ S$A) 1 Summary
R QoRoPYOI. s
P = Fof - start dat ~

11. C4 o3¢ =SUM(Training[Female]) 05 §oScopdcli. | Total Male SUM(Tra'”'"QdﬂTr:mm; s

4 Total Female SUM(number1, |
N P o _¢ <
12. €5 og¢ =SUM(Training[Total]) 07 §odcoppol. . Total Beneficiaries 3 Female
%3 Total

6 Total Expenditure 3 village Coverage

Special item specifiers

630000 table 035 G@%@ooozaoéeﬂo::@o Function/Formula Clepl e Table sgeé.?éo@sj DS:Q%qoooeog @56]0’)0&

L Lo

This special item specifier: Refers to:

#AIl Column headers, data §<§ totals 320l320¢ Table ooéqd’?:n
#Data Column header | Total v¢l Data eé’loaou

#Headers Column Header

#Totals Totals row

#This Row/@/@[Column Name] (\)(Ygﬁol cursor GGTJO'SG<§0§ Cell ogorgooé%sp Rowil

Table 035 Slicer oo&f)@&

<

Slicer or% 39:1"?:@[@: Table 39035:?1 aaqngaacoorgqp:? 88@&3&(\%@3\7_) S’BQIOSS’BQ)OSQPS()% Ga:qlog @ . ﬁ.%éd]ood%u

1. Table 39038: cursor Qj[§: Design tab >> Tool group ¢ /nsertSIiceroPg %50%
2. eolcwoeoo Insert Slicer box ¢ Township s¢ Training Name o3 cgs(G: Ok 03 &5l (Township §¢ Training Name

slicer §o°>9L GOTC\)C)S—)C) @030'10005)
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3. Township slicer 099 select 905@: Option tab >> Button group ¢ Column 035 3 C\OP éﬁ(f)oopéd]u
C

4. Training Name slicer 03 select 905(G: Option tab >> Button group ¢ Column 53¢ 5 o3 §0500p30l Township &&

o LU S
T .. N l o 0 C Q <, ¢ OC O ']
raining Name slicer 07 93200003 3209|p3 32000 §|$pR0lI

5. Township .§<:5 Training Name slicer o%or% sa:f?:@[@: Table 085 88@ fﬂc\%c;ooo mqlﬁgsgmogqpm% Filter

06(3050l
[ &O Il
A B (o] (8] E F G H J K L M
Township 9= Training Name 4=
Myingyan Pakokku Tesagyo Community Action Planni FPL construction fraining Hand washing day com ToT WSP development t illage Development Co
1

2

3 - - - - - - - - - - - - -

29 | 19 Pakokku Kaing In Pin 187968 WS-T51  Hand washing day community event 2-Nov-16 1 33 48 1 175500
o= | 20 | Pakokku Kaing InPin 187968 WS-T53 | ToT WSP development training 9-Feb-17 3 5 4 1 172432

o) Q NS
Table 03 Range 33@0) c;[§:>c:‘,[§<:°
@[(\P(SOO’JSG:D’J Table 0'% e@p&\% %s%:aooe=§ Range 33@5

12| Summarize with PivatTable

G5 eEr:qEdm mogeontn G8eGo:REdous
§ °3?J 08 2 9% °T j-‘" Remove Duplicates

H—j Convert to Range

Tools

1. Table :araogé: cursor q_|o']||

2. Design tab >> Tools group ¢ Convert to Range orcL3 %&)’]n
COOMICoS:S

Table Exercise.xlsx file 093 araoi:):@[@: Gsao(ﬁcﬂo%o% @[C\?S(ﬂll
(o) Data sheet %)1 09615:093 Table @[cxgé@: 08L Table or% Activity up Name (:msé) cool

(J) Table 6\1 6:390(73@@:035 Unit Cost 2017, Unit Cost 2018, Qty 2017, Qty 2018 column 093,3903(75 030?@(5]830%6(9’5@@3)0

Total Row oop_.fvd]n

() Unit Cost 2018 column e?L e@ooﬁogé Column 39336‘30%:@: 08L Column 093 Average Unit Cost 09 39@9_5@0:003 08L

column ogé Unit Cost 2017 §\<f: Unit Cost 2018 or%eﬁ Average (Qlégfil 0eoM) or% OQOSQJOB G@%@cﬂn

(9) Qty 2018 column G\L e@oo%ogé Column 39:13030%:@: o% Column or% Total Qty v Gaeéeozmo on% column 038 Qty

2017 §¢ Qty 2018 03¢, &0l€:c0503 0g055/05 ewd(gal
(§)) Summary sheet §|, C3, C4, C5, C6 0303¢ Table § Unist Cost 2017, Unit Cost 2018, Qty 2017, Qty 2018 column
SQOSSOSZGﬁ OEOEG(S]CQZSOG’JGDO% CYgO%SHOS GO%@O']II

c . [N . . cre . [N o < C e Q ¢
(B) Table ogC State/Region §¢ Township Slicer qpos oop_g[go State/Reion e Township 0D0Y|CIOIDAYMD

L

< C Q c < < <
GDQI(DS’BCD(DQPS(T? GaZQI(D(DG)GEOD @@ﬁ(ﬂll
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399%3 (§)) Working with Name

Cell reference, constant, formula 936005 table 008 ©96E:8 ASOdeIPIIc]OD a5 (name) co: 3330@ @5"000
’ ’ I ¢ %L 61°§L Q?.I@C%ﬂ.o & ° L°|. °

o]

880%(1%0%839(%(’6 @5@@ 39@’.)23\2 880):)61830% @é&)é%@] @OQDGOD 0):)61820% §OQ) C(cé 83(%0808(7[{ GQ(S]U)QLSII

Rules for names

1

6300501032005 Name (326 r°c;o°[§8°) @cof)oésfaa'] 2003002:20607 F|00E @o%d]ooof)u
2o 22C0sgCs (9 R 3l 3

v Valid characters Name 51 0ooe character :DP_S letter(ageooo%) underscore (_) (33@0005) backslash (\)

[ 4 [ L
C '] C [N . [N o cC O ’] C
@@qo Il 0QI$07 character cleplepl=lepie letter, numbers, periods Ne underscore character ep] @@C\B §oloo0di
v Cell references disallowed Al, Bl 05936200 cell reference qp:03 name 33(gd cozcdeqali

v’ Spaces are not valid Name sc;ogf:: space ooéa%@q(ﬂn space 33022 underscore (_)i period (.) 03

[}
(ep)
[CR S

o oc¢ < .
sao?:@ﬁco']oooau UedI i Sales_Tax or First.Quarter

v Name length Name ooo%egogé o)oc\"P:sansaogo% 255 098 Yes) (ﬂ(\ogqo']mogu

Name @[095@%

SecoS: 23 EGE N §2ENon0d c < Sl
QPOC06: O.Poéﬂ[o@(; ame @[C\?O?CO OO0Il 83350003C GC\?C\)D@@O I

1. Define Name_Sample.xisx file (73 géo']n

2. Formulatab >> Define Name Group >> Define Nameo% .%50% (New Name dialog box eono(ﬂC\%ée(f))u

Farmulas Data Review Wiew Acrobat

e £ |HE -

HE @ =
£i2 Use in Formula ~

Text Date & Lookup & Math More Mame .
- Time = Reference * & Trig = Functions = | Manager B Create from Selection

| Library Defined Mames
C o [o BN c '] c o B <
3. Name box o3¢ Township 07 Qodcopyolil Refer to box og¢ 1 | SR Pcode | State Region Township
o 0 c 2 | MMRoo1 | Kachin 18]
cursor Q_|[9., C2 Q C17 3500 select 4J->ooo']|| 3 | N New Name ) %
4. Ok button OS_:) %6(3]” 4 _I\ Name: Township
o) Q [UURY 5 | N scope: workbook ~
5. D2 ¢ D17 3200 select cjaooo']u (Name @[Q?oc?@o J) 6 | Y cammen:
6. Name Box o3¢ Wards 03 §odcopsdli 7| N
g8 | N
\ g | N
Wards - Jx 177 - _I\ Refersto: | —sheet31§c$2:5C517] +
. . ; - K =
- T - T P
1 | SR _Pcode State_Region Township Wards
2 | MMROO1 Kachin 18 177
3 | MMRO02 Kayah 7 35
4 | MMRO03 Kayin 7 86
5 | MMRO04 Chin 9 72

7. Ele E17 303 select 9056]u
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8. Defined Name group §Q[ Create from selection or% $&ﬂu. (Name @lcpf)c?é: o)

Formulas Data Review WView Acrobat
@ @ m ‘.ja_ﬂ? 5= Define Name -
] A2 Use in Formula =

Text Date & Lookup & Math Mare Mame -
- Time ~ Reference = & Trig = Functions = | Manager %‘Createfromlon

Library Defined Mames
A B C D E
1 | SR_Pcode State_Region Township ‘ Wards Village Tract
| [ |
Q (NI MMRO01 Kachin 511
9. TOp row (78(: @?§@®&|| z Create Names from Sele... ? X
3 | MMRO02 Kayah 4
A MMRO03 Kaym Creatf n?Teifrnm values in the: 76
- Top row
5 | MMRO0O4 Chin 463
o <, . [ Left column
10. F1 ¢ F17 3200 select 900[9., Defined Name ;| mvRroos | Sagaing (] gotiom row 1757| group
Q . 0 Qg 7 | MMRO06 Tanintharyi [ Right column 267
q) Create from selection o) §oo']n
L 8 | MMROOT Bago (Easf) cancal 699
ance
g | MMRO08 Bago (West) i : . 686
I I 1

11. Top row ogf: 3939%,@5(%

(o] C o (Y
Name o formula eple 3939@{@(:0

r
1. K2 0p¢ = SUM( 0p §odcop5(Gs Formulas tab >> Defined Name group ¢ Use in Formula ¢ Township o3 eg:cli

Q

c o ¢ 0O 0 ¢ cre oc
0gC:005 ) O camoop_g[g: Enter §ocﬂ||
K3 War 0 %03(\3(73%5 Wards name GOTC\)D?’J @5@: Keyboard ¢ Tab key 099 .%5[9 cgl:o']n 0383805 )

oc

N

(G2 Enter &S0l

. c= eypboar o3 &00l Name List box Q0260 |§0|Q: Name Q|2s00 illage_Tract o cgsoli
3. K4 0p& = SUM( keyboard ¢ F3 o3 &5l Name List box c3jc00¢0 (§5(G: Name gp:ode Village_Tract 03 eg:zdl

L

cooc)ooc C‘@oEt [N
(730000) Orgel]moo& H ner.?oou
K5

4, 088 = SUM( keyboard ¢ F3 093 %80% Name List box 0q|c00¢0 @03[593: Name qp:oéga Villages 093 Gg:(ﬂn 0383805 )
or% scjorgoo f[§z Enter %&ﬂn
J K L
Total Township 330| =SUM(Township)
Total Wards 3403| =SUM(Wards)
Total Village Tract 13325| =SuUm(village_Tract)
Total Villages 61128 =SUM(Villages)
N L MeMRS, .S e,
ame qpoorg @C@Cu?g ({IO’)@CO v —

S
Q [} Use in Formula v
Name qp:0? [_Z]ccpo']m Formulas tab >> Defined Names group >> Name Manager Name '

Manager B Create from Selection
o3850l Name M box &dl 6(Gs 03 box ad6 (GES Name o3
L?OO I'Name Manager boX O CD:)?:) 0|Q2 aL) OX oog; C(\?GODQ ame ? Defined Names

6§02 Edit button 0%%5@ @&\% qd]oooSu

o]

< Q

oc%:raorl? Name qpso) (ﬂmc\?o']oocué: Name Manager box og<°: q|<r°)cf§e:>oo Name 0’% 200> Delete button 0% %(cxﬂn
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‘ l FEP3
Mew... Edit... Delete Eilter =
Marme Value Refers To Scope [
@Township g7t T gt =Sheet3!$C$2:$C517 Workbook
@Village_Tract " 571" 74" 376 ™" ... =Sheet3!3E$2:3E517 Workbook
@Villages {1,986 " 517 " 2,0... =Sheet3!3F$2:$F$17 Warkbook
@Wards 177" 35" 86 " .. =Sheet3!5D$2:$D§17 Workbook
< >
Refers to:
=Sheet3!$C$2:5C517 t
Close
Lookup Table Name
N N c . o 0 C o Q
Data set §, Row Heading §¢ Column Heading 0307 Name 39@0) 3939@[[9 9 3]
Q Q
LOOkUp Table @LC\?OGj Gl‘ﬂoow" Create names from values in the:
o o ° Top row
1. Lookup Table_Sample.xisx file o ggcﬂu ActivityList sheet 03 Left column

|:| Bottom row
|:| Right column

gzl
2. Al Q C27 3203 select gao%o]u

3. Formula tab >> Define Name group ¢ Create from Selection o
080 I 5 o |
® [2 &3]
T C
4. colcooe200 box oz¢ Top Row §§ Left N Edit.. Delete Filter =
C SrRE(Q [*3N Marme value Refers To Scope R
Column 03¢ 36§(36(G: Ok o3 &5ch P
C78 ?§@ [9 L ? @Actiwty_(-imup {"Shelter":"Infra/Water... =ActivitieList!§C$2:$C... Workbook
o _¢ . Q < @Acti\f\ty_NAME {"Carpenter training (s... =ActivitieList!$8$2:585... Workbook
(399'.@610 Row Headlng ﬂ COdeI ?g COlUmn i cope {"Carpenter training (s.. =ActivitieList! $6$2:5C5... Workbook
. o O ° =} =} EineT01 {"Masonery training (l.. =ActivitieList!$8$3:3C33  Workbook
Headlng OEoO? 39:?"@'_[9“ Name EEP° GO°[9° EsHL_To1 {'Carpenter training (s.. =ActivitieList/$852:5C$2 Workbook
I C . I I @WS_TDZ {"RWCT/Storage tank ... =ActivitieList! $6$5:5C55 Workbook
@@(;lOOOOII (30’80 @@(ﬂll) Efws_To3 {"FPL construction trai.. =ActivitieList $856:5C$6 Workbook
@WS_TEM {"HH Water storage c.. =ActivitieList! $B$7:5C57 Workbook
Activity Entry sheet ¢ Activity Name column Eflws_Tos {village Development... =Activitielisti$ES8:5CS8  Workbook
<
C PR
0gC =WS_T@3 Activity_ NAME o el
o ¢ oro o o ¢ =ActivitieList!$C$2:5C524 *
eaoooo&[gz Enter ealodol (sgaLe?qc WS_TO03
Close
Q. Activity Name eolco002003 ¢ 20l)
S y ? €089
o e C
Activity Group Column ogC =WS_T@2 F G H
. . o ¢ IS Code Acivity Name Acivity Group -
Activity_Group (6] qoooogd]n WS_T02
— ! s
WS-T02 =WS_T03 Activity_NAME
.. C C
ei Activity Grup GOTCDC)(]-D @o)cﬂooooll ws-T07
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Table §§ Define Name o% 393@3@[@3 Dynamic Name @035 &

Table ¢, ¢300530803¢ data c0803:0004 Table §00003 33203 | e0:090:07 0s(go2]|Ed03 32a3:(g|Ge Table ¢
column o% see@éooo Name @l&?é@: 08L Name (Y% Data Validation ¢, List @lcgéepogé 393%:@[083:93 @écﬂooogn oSLOSL

323:(q|[3:(g¢ Table column o3¢ data oBs0004 List o3&copds list item 3ac8c803:00060 (gdolonudi Bspdeg¢ Dynamic

C Qo

Namel Dynamic Dorp-down list 6og03 03050007 [g1od &Ealonddi

1. Dynamic Name_Sample.xlsx file o3 ¢¢(3s ControlVacab sheet o3 agozcli

2. A2 ogccz cursor q_|[§: Insert tab >> Tables group ¢ Tableo?g %80 [ 2 53
3. Create Table box 035 My Table has headers or% 399%@03@: Ok 099 Name: p—

oc

ool Scope: Workboak e
4. Table @3103:):390853 cursor q@z Design tab >> Property group ¢ Comment:

Table Name o3¢ StateRegion 0 33656030l
5. A2 All 3203 select 3905[@: Formula tab >> Defined Name group

© Define Name o?g %50%

. N e Refersto: | —stateRegion[SR] t

6. Define Name dialog box ¢, Name box opc SRName 0

saoooogo]n
7. Refer to box o3¢ =StateRegion[SR] vp cdlesolc8§eudi

(0cdlolon Refer to ogcoz cursor 0o A2 ¢ All 3203 select eforgc;o:(ﬂn
8. OK 093 %50 [
9. Form sheet ogé A4 ¢ A20 333 select 905(5]n
10.Data tab >> Data tools group ¢ Data Validation or% 7 =3

%80 Il Settings Input Message Error Alert
11. Allow 03¢ List 03 eg:zoli Validation criteria

08 . L 8.0 Allow:
12.Source 03¢ cursor g|(§: Formula tab >> Defined Name it ~| W ignore blank
Data: 1n—ceH dropdown

group ¢ Use in formula 088 SRName 093 Gasooédlu

between v

13.0k (Tcg’ %50 I source:

I

=ltemMame

14.A4 ogé cursor q_ld]oo cell (@O’SG\L @900(73@03038 drop-
down button or% GOR,6$° @8@: O?LJ button (ﬁi %%50100
A o .. Apply these changes to all other cells with the same settings
c§:@6 State/Region 10 em:cﬂog List oc’é GOR,892
@0%(3]@)05” Clear All Cancel

15.ControlVacab sheet ‘\l Al2 ogé “Rakhine” v

o

e‘jo%ooé:@: Enter ealodoli (Table eé’p)oo')o Al2 308 3 C\OPQ\_IOGOZU)DO% oooo[glo']n)

¢C o0 QO _¢

f§8@é(ﬂu 320000:c0M6200 “Rakhine” uoo List

Q
(aV)
l
Q
o
T T

16.Form sheet 6\1 A4 ogé cursor @%q_@z Drop-down button
:39035: 390%39@(\1]0(73 é]coooooo% GOR,6)92 @&ﬂooosu

c ¢
COPMC$:

(o) Define Name_Exercise.xlsx file 035 Data sheet %’1 General Hospital, Specialist Hospital, 300-Bedded Hospital, 100-

Bedded Hospital, 50-Bedded Hospital, 25-Bedded Hospital, Station Hospital, Total Available Beds column 3233:38:03

L

c o C o ° Q c c (o] C C c
Name (sae@eoocﬂ)u o0 Name (326p0)q:0? 3939@[[9 Total column og¢ o?oge(ﬂc, Cl2ele slosNeplont~lon) eoo@cﬂn
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(J) Lookup Table_Exercise.xlsx file ogé staff_list sheet gol mq&&’g Lookup table @[@8@: staff_development_register
sheet §1 ooq&ogé @3618: @@Sogf::o’]u
(9) Dynamic Name_Exercise.xlsx file 088 ControlVacab sheet %’1 SR qp:opg Table §.§ Define 093 393?:@[@: Dynamic

Name @[0.38093 Form sheet §°1 State/Region column og<°: Data Validation 0’% 39333:@[(733 drop-down list @[o?fxﬂn

399%3 (8) Functions and Formulas

Formula
(:)G&)‘?ég a%oapé@o (73(738”(73? 08@[(\?561% ('Q%QI"_O)’.)S’BDS &%@DZQ}USGOS@ES@OS(;ICD@CII CBGOD&?@CSQPSCXSO&(%

o]

B&:0am&ep: dod00 °39:>5°[§ @5"0005 cell gpza 3600 3328261003 :>o[§c°: 5 3260008802 §09:008: @o%cﬂ:)o Si
I0W§:Q[2: § A CIICRE Qs 2IPQPOY NEFCY 3908 §PCV6E S

B35 odBERE 2005s88qp cell qpif] Bincmliqp: [GEe08cB054GE qooSepioops: mcBmeagpod edlicd
DRIV g% DCE[ U= ‘?" §°‘:i|° 2PYs 9 q[Rscop0s T Q °

38’38(3]Géll

Functions

Function s32005¢5 Excel 0pé ol§ s S:9p:0E[goCloopdi 030503
300p560 Excel 0p¢ 3200¢0l§e000 deaospSigpio€gdclaopdi a30503

L

Oon
~Co
®
8

—on
(B»
3
(s
[
8
O

3
2

core . Q o C Cc 00 (§ < <
320¢4](G2e000 Function gpzo? a3:gE:(gé 38agudananndanoeadlaopdi

L
80993993@§ - Cell “E4” ¢ “E15” 39033:%"1 (B%:ocuo%sqp:(ﬁ ecﬂéseéa@cﬂ@u
Formula -> =E4+E5+E6+E7+E8+E9+E10+E11+E12+E13+E14+E15

Function -> =SUM(E4:E15)

o N < I . < < N Q a_nQ < c Co
2003009200200 3250590 Excel @l Functions §& Formulas gpo0pS 33(goné: “=” (g€ 00loopSii 0365l0o6¢) Formula
Q050005800028 30pS6cx556E - Formula Tab > Calculation > Calculation Options > Manual 03 Automatic 53

G@DE%GOZQ@&CII
Understanding Cell Reference

Relative Referencel Absolute Reference §<§: Mixed Reference upeaoo Cell Reference aseﬁlzsamzqozﬁd]oocﬁn

Relative Reference (A1)

Relative Reference agaaéefo Function/Formula qp:og copy (drag) gazwés@sﬂ c0200236200 cell C\%ﬁmqpsa)p_s column
L L S,
o

§<f: row qo:c@(rgeaﬂwéu (goeo - “Al” o% @'3:73083% Fill a@c{)?(ﬁ@cf)a?qcc: B1, C1, D1 vp column aaepéqp: SQC\%C\%
N O ¢

G[goézeo:sgo:@o @5@& Al or% 6393(7333(733% Fill agc\PooeoSa@qE A2, A3, A4 0 Row S’To']o%qp: 39(\%(\%@@05:@0:380:?0
C C
@ocﬂoooo)

1. Absolute Relative Mix Reference.xlsx file 03 ¢&(8: Relative Sheet o3 ago:cli
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c o _¢ cre
2. BT og¢ =B4+B5+B6 0p eJmoog[gz Enter A B c D E F G
c 1  AlRelative column and Relative row
Gé]m(;lll 2
0o cro o o 3 | ltem Jan Feb Mar Apr Total
3. BT o) select (5900[9., B7 ¢ F7 3200 formula o 2 | chair 2 = S 2 2 Lounee.co)
~ '] 5) Desk 2 5 7 3 17|=SUM(B5:E5)
copy sQol 6 | Lamp 50 30 20 15 115 =sunes: £6)
[e] Q [y ¢ 0 _¢ oo 7 Total 72 50 32 30 184
4. C7 ﬂ_ formula 0? @@90399510 C4+C5+C6 9?[9° 8 =SUM(BA:B6) =SUM(C4:C6)  =SUM(D4:D6) =SUM(E4:E6) =SUM(F4:F6)

column aaeé BoC :>3L :arac\%c\% e@oé:ogo:eosogo:ooocﬁ cOR.8¢° @o%cﬂooof)u
5. F4 ogccz cursor ql@: =B4+C4+D4+E4 ) formula %cﬁooé(ﬂu F4 ¢ formula 093 F6 3203 copy or@:(ﬂu
6. F5 %’1 formula orclﬂ @@fecﬁa@q& =B5+C5+D5+E5 0D 60R,q92 @5@: row @o']or(i 405 o% mq%cﬁe@oé:eo:agozmocﬁ
c0R,8¢2 @éd]ooof)n
Absolute Reference (SAS1)

Absolute Reference a@wécp Function/Formula qp:o% copy (drag) agoopésgﬂ 60300236202 cell C\%SQ)DQP:ODP_S column
C Q _C c Q C C e cre Q c
&C row qpscxgooeeaod]n cell reference g22c0PORC row ©E§,EOAPCYC rOW 6§,0C “$ oop_g[g: column e6g ERY|C

column Gcﬂoogcc: “s” ooé:q(ﬂepéu (Roeo - “$AS1”)

3o

Absolute Relative Mix Reference.xlsx file fﬁ Absolute sheet orgc°: January ¢ June cloe m:a@og:ogs&lo of:egmq&

%]
o -

®Dq€80882@380)3[§0%[§2 B11 GOL)GQDOD’J OPGL)GO'](%Z ogcf)ooozo']ooof)u Percent column 459’3 QO :39388393886\]9 O(%Gg(])’) OPOEGCS]

< N c _CQ oC _¢€.0 c . C C C Q C Q _Q_N < Q < c C Q C
OCGgGL U)Q)?O)GP@LC‘E\n?S ﬂ(\) %chm’) @Q)(;]OOODII (XL)G@DC (aV) SDOOSZDSGL OCGg(Y? OiQ?G(;lCS OCGg@Q 0)'33[92 Og(TJGI?D
Q

C N N C N N [P C < < C Q_Q
@oao]oooou C4 OgC January Q)S’B%m UOX'D[SSGIC (7{]@09(\)@083908@ formula (Tf copy (TI{S ogoog:):) @0)(;]0)&)” (I?O%

copy 0ps ogo%or}:;aél 0303«:;075: occzegfﬁqa B1l 0o B12, B13 a$[§ row %cﬂoﬁeog 9@9830389393938 $BS11 ac‘:)@ column
S o "| N cd < o o Q '] <
32601 row 0105 6,92 ‘$” C0PYC2:0000)? :DCD@[GO)C\PO fopleull

1. Absolute Relative Mix Reference.xlxs file cﬁi g(f:@: Absolute sheet

A B C D
o3 383301" 1 Percent of Total
) 1
2.C4 & =B4/$BS$11 0o formula &odcoa30l (‘" 00 Seponé 3 [etonh Income Percent
4 @ 9 g2 223 4 | January 300,000 11% | =B4/SB511
O OoQ coc¢ c
keyboard © F4 o) §oﬁ w£§ccﬂwg) s | February 458,000 17% | =B5/%BS11
3.C4 ¢ formula 03 C9 3203 copy opzdli 6 March >>0.000 20% | =B6/SB511
t t 7 | April 435,000 16% | =B7/$BS$11
00 . < (Y eMe 8 May 490,000 18% =B8/SBS11
C4 ¢ C9 32004 formula qpxr% @gcﬂm B11 oopS B12, B13 o)oopj@g o | tune 510,000 10% | -Bs/SBS1L
G@DE"@ 2% B11 39@5 0620 Qe507005 ¢ o) @cﬁo']ooosu -
° 38 ° T ﬂ ‘? T 08061? 11 2,743,000

Mixed Reference (=A$1+$B1)

Mixed Reference sfgooé?o 0805321505 formula SBGOTQI%(?)&C@: Column O%GU?US Row 0?) Ceeoaooo: :1)05905003:@&)’3

5

Reference @¢js302:03 ¢3lGlodadi
. . . o cre . o
1. Absolute Relative Mix Reference.slxs file o 99[9: Mixed sheet o ogo:cﬂn
2. B2opc =A2 o?él)](ﬁooécﬂu A2 03 pooo00d copy s303328] Column 36p5 A ¢ B 93 06[goEs03 A 920 §esae0
[§603320305 column 32605 A 6g,03E “$” copSAli A203 632505050533 Copy 8gopeal A2 ¢ A3 ©20p5(gE row

olod e@o&ogo:e@d?c:)aaogcﬁ row éd]or%cﬂnogé ‘§’ oogfq% eo%d]u o@e@ocf: =$A2 cxo? Sl]crgooéfq@o @86]0005n

+  —@no

o3 &&3ln
0%
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Advanced Excel
4. B1 03 select 9050l formula 03 0000003 copy 8303323l B1 ¢ C1 020p5(g¢ e(gozagniaen (§603a0305 column
26p5eq,03¢ $” copda§ecdal formula 03 632005000593 copy s303325] B1 ¢ B2 020p9(g¢ row §0lod
Q N N 0 [ [N ° C N C (& < < C (o] C
e[gozeog0:e00 Bl 900 §escogiCoyzaozod row §0lo 1 6,69,03E $° copdeuzqeo ([gddlonudi ade(0gé
=SA2*BS1 39@03 oao%@cﬁc;osq@o @o%é]mcﬁn

5. Enter ¢3l05(8: formula o asad005e0zol

6.B2 ¢ formula or% E2 3203 copy oaz(ﬂu B2 - J || =B5175A2

7.B2 ¢ E2 333 select 905@3 formula or% E6 3203 copy orazd]n ; A # 3 SC 3 OD 3 5E
2| 6.0 12 12 18 21
3| 8.0 16 28 24 28
4 | 10.0 20 35 30 35
5| 12.0 24 42 36 42
6 | 14.0 28 49 4?2 49

Text Functions

CLEAN
C C C
ietienlei~ o2
o:osaogcc::(ﬂeg?«s:)oo line breaks (Alt+Enter ezﬂ(ﬁ@: es@o(ﬁmée@o&aoésooo:@&) §cf; non-printable characters eogor%
wcﬁgpzeo:(ﬂmcfan

GQKDOKB

CLEAN (text)

80@3

A B C D
1 | Test Result Formula Note

2 | Alltest Atest =CLEAN(A2) A2 contains [
This cell

contains This cell containsline break =CLEAN(A3) Removing line breaks.
3 | line breaks

Find
C C [N
ﬂCK\)CSQJ(D

ooe@oé:ooo%Qun 3‘9@33099@9&035?3908& éﬁeﬁ eﬂosucc:or}ss& 39353:@{%8&0’)&)" gpeorge&oo PeOR.07 G5

%6]050% 33@@33@03 qﬁdmcﬁu eﬂoc{ieeogod]m #VALUE Error cﬁi 39@@39@03 q§19'3 @o%d]oooSu o)od’?: 33@:39@333

0 Q s onoS
CDCDO?I('Q] ﬁl’JGOoO [eplee]]

GGFDD’JZ(L)

FIND (find text, within text, [start num])
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Advanced Excel
o find_text ﬁpeoSmu
e within_text 39<jpéeo§ ol

Y ° C Y Y C § C C
e start_num (DSJT)GOQ G?GP (é?()r]O’) CD@GOSSTQD@)II @Q)@GOS(;](D 200000M 390)(]9 ﬁT)GOSCD@II

808’.)

[ 4] A B c D |
1 Text Letter To Find | Position Of Letter
2 | Hello E #VALUE! | =FIND(B2,22)
3 | Hello H 1 =FIND(B3,43)
4 | Hello 0 5 =FIND (B4, L4)
5 | Alan Williams | a 3 =FIND(B5,A5)
6 | Alan Williams | a ih =FIND(B&, L&)
7 | Alan Williams | T #SALUE! =FIND(B7,A7)

SEARCH
Q Q Q

ﬂC:C\)CZSH(D

C C c < C o 0O C N ° oc < N
0060300009000 F(goooe(030C:ondemopl: e §pgIcoral  3ads(g&Eclonddi  gpeogtlm  gpeoy o

6§p40l0303 6(gas(yd q§olorudi gpadecoyclon #VALUE Error 03 aa6(ga(gd 592 (§o0loudi enads sa(n3:aeon:

vegs gpevzolonadi

GGFDJOS(I)

SEARCH (find text,within text, [start num])
o find_text ejpecf)ox)u
e within_text sggpéeuf) oIl

e start_num ®ﬂ390§ Gv%q)ll eoo&feo:(ﬂoo UDOSU)(YS 390)? (]TDGOSOD&QII

808’3
A B C D | ¢
1 Text Letter To Search | Position Of Letter
2 Hello E 2 =SEARCH(B2,R22,1)
3 Hello H 1 =3ELRCH (B3,23,1)
4 Hello 0 5 =3ELRCH (B4,24,1)
5 Alan Williams a 1 =3ELRCH (B5,25,1)
6 Alan Williams W 6 =SELARCH(BG,L6,1)
7 Alan Williams T #WALUE! =SELRRCH(B7,A7,1)
TEXT
Q N Q
ﬂC:CDC:QJOO

01051 o3I 33§ ©20p50303 88(gad0r ©208(g¢ cud(ggiCopeesl TEXT function o 3223(g&Eclon0di 10503 ®o8¢

o

NN o@ & PDmIlonscons: o@ 2&Nones
OR00 GUO(gICORTN0OYCOPIZ I G|RCOIODVVII
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TEXT (value, format text)

Advanced Excel

Argument Name Description

value 003(g0e65(gad0p §0lod qodgl 3g§ ©2051
format_text  co3[gcdo} 0d
Formula Description

=TEXT(1234.567,"$#,##0.00")

Currency with a thousands separator and 2 decimals, like $1,234.57.

Note that Excel rounds the value to 2 decimal places.

=TEXT(TODAY(),"MM/DD/YY")

Today’s date in MM/DD/YY format, like 03/14/12

=TEXT(TODAY(),"DDDD")

Today’s day of the week, like Monday

=TEXT(NOW(),"H:MM AM/PM")

Current time, like 1:29 PM

=TEXT(0.285,"0.0%")

Percentage, like 28.5%

=TEXT(4.34 ,"# ?/7")

Fraction, like 4 1/3

=TRIM(TEXT(0.34,"# 2/7"))

Fraction, like 1/3. Note this uses the TRIM function to remove the

leading space with a decimal value.

=TEXT(12200000,"0.00E+00")

Scientific notation, like 1.22E+07

HiH-#HH")

=TEXT(1234567898,"[<=0099990#Hit#-tHiti#; (###)

Special (Phone number), like (123) 456-7898

=TEXT(1234,"0000000")

Add leading zeros (0), like 0001234

=TEXT(123456,"##0° 00' 00"")

Custom - Latitude/Longitude

80@3
| 4| A = ¢

1 Original Number Converted To Text

2 10 10.00 | =pExT (a2, "0.00")
3 10 £10.00 | =pexr(a3,"z0.00")
1 10 10 | =pexT(n4,"0")

5 10 £10 | =pExT (25, "£0")

6 10.25 0.3 | =pexT(n6,"0.0")

7 10.25 £103 | =rExT (a7, "£0.0")
o
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Advanced Excel

Date Time Functions

<

Excel 90 qo5g §odcopdopamsl /" Bewrod "-" o3 @ad:(gloloudi 0g§q)oos, System Date O elgocseconolon
<

o

m/qorg/?é (Roean 112/30/2020) (‘;)é @5 3](7300@?«10103(5" :arasﬁ%og %:10800@053991 §o?1| 8§0%I oxgg% @o:ogé “” (colon)

L T 5, &

o ° <
(7? 333?3@[6]0)@”

| a1 ~( % | 6/23/2012

A B © D
1 |6/23/2012, 6:00 6/23/2012 6:00

a

Current Date & Time

<

064§ 603803 c3gEclan TODAY function 03 3293:(g|&E0lonuSi TODAY function [§¢ copdooneons qadgaopd

6§00500060566pr3330:0l00 ABeeP0532:6200 O3 6(goEogaolanadil
§ 61 61 38 ° T q 38 ° G]. 9 T °38 °

| aa ~( £ | =TODAY()
A B
1 1/21/2017

aBa3 ee(gotieondod deao qadg copdadolon Ctrl +; 03 &6(3: copdal

54 L L

w§eq9(73§1@§cwo qm§§§ 393?}%08 G@%@(\o?(ﬂm NOW() function 093 39333:@{%5&@0& NOW function @8
o

(I)&SCDOSG:DD 610%@ 329 f.Dé Q(Ygél G’BQ|O$ G@’JESQ)EC?@GQQJ 390339(\% 6@38838’33?3 @édlooosu

Al o~ fe | =NOW)

A B c
5/31/2013 8:55

1
7
on%:x% ec@oézcs@qo?o]m Qe qorgg\;l :zaché‘cr% Ctrl + Shift +; %5[?}: octel %&ﬂoou%n

DATE

qSsc0cagqiod

Q. ._Q.0 < C Q ° Q CN .S N '] ° Q¢ ’] C
Column SQODSOOSﬂ G‘lOOI (av]] ?@ GCQ(Y? 393?8@[[93 61009 column G)@QJCO?SDO GQO?Z@[&DCO (eplev]]]

GGT&CD’JS(B

DATE (year,month, day)

e Year §§>
e Month oo

e Day q(r%n
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80@3

A B & D E
1 Day Month Year Date
2 25 12 2016 12/25/16| =DATE (C2,B2,A2)
3 25 12 2016 25-Dec-16| =DATE (C3,E3,43)
4 33 12 2016 | January 2, 2017| =DATE (C4,B4,24)
TIME
Q N Q
GﬂCZC\)CSSHOO

Q. _Q C N(Q < < Q O _ ¢ <
Column 39333332(78C g@: Q)DQCSOQCS(DDSGODD s?OGlI G§®I 0)((;))% 6(78

39&?:@{%&)10)0%
eqzoooz(.;)

TIME (hour, minute, second)

808’)
A B C D E
1 Hour | Minute | Second Time
2 14 30 a9 14:30:58 =TIME (&2,B2,C2)
3 12 30 59 12:30:59 PM | =TIME (22,B2,C2)
4 1 30 &9 0.06318 =TIME (A2,B2,C2)
=
HOUR
C C C
ﬂCSCDCSQI(D

§(Gzo00: 33]8d6 §9§03 quacdodsss] 3adi(g&Eclovudi

GGISOD’JZQL)

HOUR (serial number)

808’3
A B

1 Time Hour

B, 4:30:59 AM 4 =HOUR (R2)

3 14:30:59 14 =HOUR (L3)
4 9:30 AM 9 | =HOUR (Z4)
MINUTE

C C C
ﬂCK\)CSQI(D

Q@ ... 0C N Q ¢ Q 8>3 2o 2Elon0S
ﬂ[geOO’Do 323|$00Q 0§D §URCY0OY3I SQO?o[Ql.%CO [eplob]]

S

oc¢ C
s column 39@0) oo

Advanced Excel

3l
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MINUTE (serial number)

80@3
A B C

1 Time Minute

2 4:20:59 AM 20 =MINUTE (R2)

3 14:45:59 45 | =MTNUTE (23)

4 5:535 AM 55 =MINUTE {24)
SECOND

N

ﬂCﬁC\)CSSﬂm

°[§°ooo°39 $006 OMEN 30333 3905°[§3§:(ﬂm05||
ﬂ. ° ° Q.ﬁ ? m§ Lq. T T° I.l.

SECOND (serial number)

8083
A B (
1 Time Second
2 4:20:59 AM 39 =SECOND (R2Z2)
3 14:45:20 20 =SECOND (A3)
4 9:55 AM 30 | =SECOND (R4)
3
WEEKDAY
Q Q Q
ﬂCEC\)CZQIOO

Advanced Excel

Q058003 cepad§esa) 6g (0r§heg 0§05 ©205) 03 33)E03aes] 32031 dE0lon0dI Ges3ax(gs csdeg 36 11

& o ¢ o ¢ o ¢ o
00§00 C 21 s'aceﬂa?qc 3 ©302:808C 4 @owoeoo.,@?qc

Le I
(2 FeValie)
WEEKDAY (serial number, [return type])
« Serial_number q05¢

* Return_type mc(geoncdo) 66

IL °

5 Gwo@oequé ol ®G§a‘c:>q5 7 0 sge@ogorgco:d]ooOSM

Prepared by MIMU, June 2022

Page 29



Advanced Excel

80@'.)
A B C
1 Date Weekday
2 1M156/2016 6 =WEERDAY (B2)
3 E/20/2006 7 =WEEEDLY (&3)
a | 21272014 4 =WEEEDAY (B4)
5 6/5/2016 7 =WEEEDAY (&5)
3r3/1920 2 =WEEEDLY (&E)
EDATE
N N Q
ﬂCSC\)CZQI(D

S3000)33| (3360D0Y) OIPOIOICO QO I>EETPORND 09
L [ L 6]. L ? 61 % LL

C O _C C
ROOXVOL0; 2
2 FeVate)
A B c D
EDATE (Start_date' months) 1 | Start Date Plus Months End Date
o Start_date 320(g|00d 058 2 | Nan16 3 Apr16 | =pparE (a2, B2)
2-Jan-98 3 2-Apr-98 =
e Months c0lE:c0p3e0d (B6003) §05605 co & e
o 4 1-Jan-16 -3 1-Oct-15 =EDATE {24, B4)
F26EPOYOD =
EMONTH
C C C
§lCcCg|od

QOOVE, 6§00580:600 35|C0333] 3a35(g|3q\0londi

GE3202:Q
EOMONTH (start date, months)

e Start_date 320(ge0d €059

C c < Q C < C C
e Months Gd]czoogeoo (ooeo?oo) §O5603 QO IEEIORMD

5 T

B C D E F G H
Indicator ID| start_date end_date value
879 11/1/2021 11/30/2021 1 =EOMONTH(C2,0)
880 11/1/2021 11/30/2021 19
381 11/1/2021 11/30/2021 9
Qa7 11 /1 ./27n71 11 fanfno1 1N

NETWORKDAYS.INTL

5

§ ?0%?@93?1 390?60?861(730% 08(73311805399] 3’30:?8@[%80]0)05”
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GGIS:D’JSQ

NETWORKDAYS.INTL (start date, end date, [weekend], [holidays])

e Start_date and end_date 30605@s¢ 32532 05

e Weekend 803 (YS Aol GCDOQJ CTSGO°(5]O’.) 06§l OO (%G 08 8
02 ¢ pooe0s § 230687
C

USGl(TSLfL) QI?&D:D&QII

¢ Holidays qﬁ@@%@@oz% oG§! oo§<eve§ eo?orgcoao 805qmqp:u

8083

A B c D | E

1 Working Days

3 |Start 1/1/2016 =NETWOREDAYS.INTL(B3,E4,1,B6:B7)
4 End 2/28/2016
5
g Holiday 2/12/2016
7 2/23/2016
a
Qo Somi 8
ﬂcumcoq_lm

cN ¢ o o o < N COOO\ < C (‘OOO\ o O
q038583(03% (2342503 9031 001 81 cogpg(G: §oraEd $8(gpg(3: §o? o o} qupegores

O N

<

Advanced Excel

sl 320%:(g|8Eclooudi DATEDIF

. . C < . Q < . N C <
function v>> Deprecated function [_Cgo:cﬂoown Deprecated function 80020 6§2Cc0200Y Excel version g[203¢ S005C000

[0) N N . o < <
Olfepdeo ©ea0gqPeonp0} function aqj3een: (§oolonwdi
G030

DATEDIF (start date,end date,Unit)

e Start_date 33061(73@

o End_date m2ad:qodg

"MD" co@pé@s (%056105093 qoac\%cf)arasﬂn

S

v < SMRAS(R. QN Q Q ~
YM ?;0)@&[9» QO COM Gl()DQ?U)CDé]II

"YD" 0O 59@9" 5282:0560003 A391IEDFaN §0990E Oleod &dad o
qg?t ° °§°°€1 LLQJ QQOQ ?L

s

<

S

908(YS(3]II
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806'3

A B C D E F
1 Caleulating Age including Months and Days

A

3 | Birthdate Today
4 | 13-Nov-82 12-Feb-17 Age 34 =DATEDIF (&4,B4,"y")
5 Month 2 | =DATEDIF (&4,B4, "YM")
5 Day 30 =DATEDIF (R4, B4, "MD")
7

Quarter
QoS 8

ﬂCeC\)Ceiﬂm

Quarter ogtﬁsﬁ% Excel ogc°: :>°3:>o§ Function eoldli o%e@oé 939303038 e@%@ooo::)o@f 390%5: ROUNDUPI MONTH
function oréo)f) 39:1'?2@{[_&}: ogor%qd]ooof)n
G030

ROUNDUP (MONTH (date) /3, 0)

80@')

A B L |
1 | Date Quarter
2 | 1/13/2016 1 | =RoUNDUE (MONTH (22) /3, 0)
3 5/20/2016 2 | =RoUNDUPR (MCNTH (23) /3, 0)
4 8/9/2016 3 | =ROUNDUP (MCNTH (24) /3, 0)
5 | 12/25/2016 4 | =ROUNDUF (MCNTH (&5) /3, 0)
6

e, q,
GC\?(O_IQQ§°

Date Time functions_Exercise.xlsx file 085 Gsaocﬁ(ﬂo%(fg @[QP&ﬂu

N

c < o <
(o) Current Date column 03¢ VOE§EEPODE§EID §OOQOY CO

S

CN <

Al (Be05§205 qode(golaagniomsang| €059
a3me0qpod 6(gotagnin§ c33a50lon0d)

N

(J) Hire Date (39&359%000:00 qo%g\g) §(§: Cureent Date (0ocg 61059}) column or%cr?) 39:1?:@[@: Service (Year) column

¢ s < Q Q c._e_com@ Q ']
O3C 0§00B:U5 QYOI OOOD?O)?@ﬂ@(\) QR0

(Q) DOB (Date of Birth) column or% 39:):?:@[@3 o§oo§segze§ (Sat, Sun a)oaé)(ff) Birthday Name column og<°: ogorgo']n

Prepared by MIMU, June 2022 Page 32



Advanced Excel
Logical Functions

39@@39@‘?0')5?60T°88 oézmss@:@o%@:? qcofaog(ﬁeoTcooeo@E:(r% Logical Function 33:){3:@[033 @[cqf)%éo'baén

q[P:e200 3.;0:@5 “IF” or°§ 3939@[@@ 3.;6[§eae§ooo°>?oocﬁ§[§: eo:acé(ﬂm “OR” 23 “AND” @8 sflorgao(ﬁ@oopéu

o S

IFS

C C C
§ICee0CEg|O0

C Q [N C [ge] c(e C [N C

39@@39@@ 0003 (300H03) CIOFCONI0EID @G@S@G@GO@GOT@O 900@[9: QYOGS0IC]IMIEY
av&es008giEeng|Coyaasl IFS function o3 ad:g|&dlorudi

T QI SZI g T T° I.L
eq:oaozc‘.}
=IFS(logical testl, value if truel, logical test2, value if true2,..)
R0©d
q@o% @o.}é sgooogqoieip:o% Grade Al §0 §§ GO @o:qoﬁeﬂozor% Grade B Qo §§ e @32 epﬁqpso% Grade Ci Gg c}aé Qo
(0302 Qo920 Grade DI Bg & €32005 qopgp2a? Grade F a3(gd Grade gz 2005905(gCs

1. C2 op¢ =IFS(B2>=90,"A",B2>=80, "B",B2>=70, "C",B2>=65, "D",B2<=64,"F") 0 §0dc0pgali

LU

2. C2¢ formula 0% C7 3208 copy orig:cﬂn

A B C D E F G H
1 REWE Score Grade Score Letter
2 |lohn 92 A a0 A
3 |Martha 68 D 80 B
4 |Ben 46 F 70 C
5 |Steve 82 B 65 D
6 |Jen 80 B <64 F
7 |Bob 93 A
o]
9 =IF5(B2>=90,"A",B2>=80, "B" B2>=70, "C",B2>=65, "D",B2<=64,"F")

Statistical Functions

AVERAGEIF
C C C
§CeCOCE]|00
AB§:0a§26030000¢ P03 MB&:0§:603030 6g:g|0d(G: QISgIna§203 §og|C033wsl 3adkgIdlorudi
G030

AVERAGEIF (range, criteria, [average range])
C C < o)
* Range 000005009 G§UIDI

C C <

* Criteria 00000500y valuel
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C < < o
L] [average_range] q_lesg_l@c: qPe0r &I

80@3

Advanced Excel

Item Name column 038 Keyboard @o%e@e:no Amount column ¢ <ﬁ§:om$seogn36 Ga:@: qléssﬂom& ﬂo@&n

A B C D E F G

1 ltem_Code | Item_Name |Amount

2 | ko1 Keyboard 20,000

3 mol Mouse 4,500

4 | mrll Maonitor 100,000

5 ko1 Keyboard 15,000

g mrol Monitor 50,000

7 | mrol Monitor 50,000

2 | kol Keyboard 20,000

)

10 Item Name Avg Amount

11 Keyboard 18,333
12 Mouse 4,500
13 Monitar 66,667
14
AVERAGEIFS

.S Q
GﬂCSQDC:Q_IO’)

030%9@(738@33’3 column ¢ GOT D CQ° 05@03000%@
T T 08 ? 8°Sl| T

GGl%ODDg(B

AVERAGEIFS (average range, criteria rangel, criterial,

000)

=AVERAGEIF(_S'B_S'2:SBSS.AII.SCSZSCSS]
=AVERAGEIF ($B52:5BS8,812,5082:5058)

=AVERAGEIF (5B52:5B58,R13,5082:5058)

Q<

" average_range q_léagﬂoaogsa gpeo:) Gg]_ODDII

. . < C c 0
=  criteria_rangel QQQCDGOQ 861009 Qll

. . < C C
= criterial 00000500y value i

. . < N c O
=  criteria_range2 ®®@U)GO~2 quD’.) JII

. . < < <
= criteria2 00000500y value Ji

808’3

s qezwom%: gpsﬂéor}saﬁ AVERAGEIFS 0°? :arao"gs@mcﬂooogu

[criteria range2, criteriaZ2],

Month column og<°: “Jan” @é@m Item Name column og<°: “Keyboard” @5&?0} Amount column ¢ cﬁ%som%:q’a:cﬁ

G&SSMOS[(?}S ({IESSQIOCYD%S ﬂ’)@ggll
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A B C D E F G H I J
1 Month| Iltem_Code | Item_Name Amount

2 | Jan ko1 Keyboard 20,000
3 | Jan ml Mouse 4,500
4 | Jan mrol Monitor 100,000
5 | Jan ko1 Keyboard 15,000
g Jan mr0l Monitor 50,000
7 | Jan mr0l Monitor 50,000
a | Feb ko1l Keyboard 20,000
g | Feb mo1 Mouse 4,500
10 Feb k01 Keyboard 100,000
11 Feb k01 Keyboard 15,000
12 Feb mril Monitar 50,000
13| Feb mo1 Mouse 1,500
14

15  Month | ltem Mame | Avg Amount

16| Jan Keyboard 17,500 | =RVERAGEIFS ($D$2:$D$13, $AE2:5A813,R16,5C52:8CE13,B16)
17 | Jan Mouse 4,500
18 Jan Monitaor 66,667
19 Feb Keyboard 45,000 | =AVERAGEIFS (SDS$2:5D$13, SA52:5A5813, 019, 5C52:50813,B19)
g Feb Mouse 3,000
71 Feb Monitor 50,000
COUNTIFS

C C <
ﬂCSCDCSQlO’J

Q cQ N < < Q C_.S N . Q ° Q

COO)QLOOOO([)GDDO column qp,ogc Gg_eQIOO 0)0)0?00 qunglCO’D)SDQ’] COUNTIFS function Of.L) 393%;@'_(5]0’)00"

GGF&)DS(L)

COUNTIFS (criteria rangel, criterial, [criteria range2, criteria2]..)
*  criteria_rangel 060005609 €§0oo ol
*  criterial 960005605 value oi
. N < < c O
=  criteria_range2 o©00360) 600 i

*  criteria2 060005603 value i

808’)

3
3
o3

3
@)

°=Qr)

Month column orgé “Jan” @5@@@3 Iltem_Name column ogé “Keyboard” @o%ec?oooeogo?g Ga:sn(fmo%o?
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A B C D E F G H
1 Month ltem_Code ltem_Name Amount
2 | Jan ko1l Keyboard 20,000
3 Jan mol Mouse 4,500
4 | Jan mrol Maonitor 100000
5 | Jan ko1l Keyboard 15000
6 | Jan mrQ1 Monitor 50000
7 | Jan mrQ1 Monitor 50000
8 Feb k01 Keyboard 20,000
9  Feb mol Mouse 4,500
10| Feb ko1l Keyboard 100000
11| Feb k01 Keyboard 15000
12 | Feb mrol Maonitor 50000
13 Feb mol Mouse 1500
14
15 Month ltem Name ltem Count
16 |lan Keyboard 2| =COUNTIFS ($RS$2:5AS$13,R16,5C52:5C513,B16)
17 |Jan Mouse 1
18 Jan Maonitor 3
15 Feb Keyboard 3
20 |Feb Mouse 2
21 |Feb Maonitor 1| =COUNTIFS (SA$2:$A%13,A21,5C52:5C813,B21)
A
LARGE
ﬂésmésql(ﬁ

<

< C hY Q c. Q9 o¢ < N Q C Q_ _ o
ODO’)?UJGOZUOJ eqooosaogc:ﬂ m§:0m§:cogoo§ @GG@OU) 39@3&.?2

o

06D I 39@:@6’33 30300 33@:@?3 Iople5 o8 39[5_939?
6200020

LARGE (array, k)
»  array (038¢go03 32(03:ad:qpg)C 03 efood

] kgpacg’or:) @5@@306 (Roedil 1 39@@99% 1, ?or%oa 39@:@0:

808’_)

Q¢ <.Q [N '] ° oc'] S
MO §I|COP39 390?:@[«%@0 [eplon]]l

8 2)
L

2008005 0 JOo3eD oéegmq&@ FgPsads o&;g 02! FO30O TW>YPES2 oéegoesml 00300 Fgiade

< Q C
OCGSOG’)QDGOa(Ye gp@csu
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A B C D B

1 Menth 1st Week 2nd Week 3rd Week 4th Week

7 lanuary 500,000 350,000 400,000 600,000

3  February 250,000 350,000 700,000 450,000

March 200,000 500,000 620,000 10,000

3

5 Weekly Largest Income 700,000 | =LARGE (B2:E4,1)

7 Weekly Second Largest Income 620,000 | =LARGE (B2:E4,2)
g Weekly Third Largest Income 600,000 | =LARGE (B2:E4, 3)
SMALL
qCsc0legd

< C N o] coOo o¢ < \ QO C C C o o C ¢c._O [ ° oc <
20059056010 8§uoa03¢:] M §0am§eopade (0366(go05 Fcudad: MB§0me:nd qpgCorsasl 323G 8Eclonudi

RoedIl I 39COS€(°P8I :go%oo sgccfwc}:l 030 @ccﬁa@:

c;qzoao:c?
SMALL (array, k)
QC C C o C N o
= array [_gee@ooo ICLOSHIQPYICOP B
Q N 0 C [N C o o o C o o

= kqpopoy @ee@om (06211 11 ICLOSHSD 1, OS0O IPCUIP:S 2)
R0e2

C C C c c c o C o c o C o N o
2000CE003 O JOODED OCBEOACEY F§D0sD OCGE VEICMI JOIWO F§PIEDE OCELOGII OIOSLD 3§00

< Q <
OCGSO@OGDGO&(T? ﬂ’.)@c:ll

A B C D E
1 Month 1st Week 2nd Week 3rd Week 4ath Week
5 lanuary 500,000 350,000 400,000 600,000
3 February 250,000 350,000 700,000 450,000
4 March 200,000 500,000 20,000 10,000
5
6 Weekly Smallest Income 10,000 | =5SMALL (B2:E4,1)
7 weekly Second Smallest Income 200,000 | =SMALL (B2:E4,2)
3 Weekly Third Smallest Income 250,000 | =SMALL (E2:E4,3)
a
FORECAST
Q N Q
ﬂCSCDCSQI(D

oM@, . Q¢ <, ST c(e, NI o¢ N Q¢ S (fut l o S 21805303 24(Q10) Q
ﬂ[go&)’Jo m@mm@eogeo 9:) (EU)E[S., Gc?’JC@O)C\)’J:%CU? m§00m§o ( uture va ue) (T? UamQICUQS’BO 39:1%;@[0 [oploN]]]

GGISODDS(L)

FORECAST (x, known y's, known x's)
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806'3

o c T cre C C N coc¢C c
January Q June c0300 G6PC33228 GEOLICM GO elgoo@@s QoW 12 me@om December QoogC @o:%ceau el eleticzet

Q ¢ . < C I
GgO@'_’)C‘lD(Y? 9§?§8 080’)8”00@02”

Bl - B C D E F 5 |
1 Month Sales

2 1 £1.000

3 2 £2,000

4 3 £2.500

5 4 £3.500

6 5 £3,800

7 6 £4.000

g

9 Type the month number to predict : 12

10 The Forecast sales figure is - | £7.997 =FORECAST (DS,B2:B7,A2:AT)
11

FREQUENCY

qCsc0leqad

§(§z000: D3§20am§:e0303 3598 (Gt 3a(036meq0R0503 3055|Co33asl 3adk(g & lorud FREQUENCY function

2005 Array function 3d:300: (003330705 Ctrl+Shift+Enter ealod opadeoloradi
2 Array ql; 9% OGRO8)

GGTSCD’JZ(?
FREQUENCY (data array, bins array)
80@3

Marks column ﬁq@oﬁeogo% QO §<S:c;33308 €072 %905 mcﬁcmoo%ﬁooc& qo§§ it @osqor} 39@613903(73

< C QO N N hY C < C Qo N < C < C
CY.)ODGC\)OO’JﬂODC\)I ()]@] «?C 6)@ @33 6100) 3966‘[3908(7) jeplov]~lavisles] ﬂODC\)I e() ?ﬂg 200 @’JZ 3’3661390800 jeplov]~lavieles]

§oocd 0g05g05(g&s
A B C D E E G H
1 Marks Bins Frequency
2 50 Marks 70 and below 70 1[{=FREQUENCY(5A52:5A510,5D52:5D55)}
3 71 Marks 71 and 79 79 2|{=FREQUENCY(5A52:5A510,5D52:5D55)}
4 79 Marks 80 and 89 89 4|{=FREQUENCY(5A52:5A510,5D52:5D55)}
5 81 Mars 90 and 100 100 2|{=FREQUENCY($AS2:$A510,5D52:5D%5)}
6 85 =
7 85
8 88
9 95
10 97
S-S,
COYMCI$S

Statistical Functions_Exercise.xlsx file ogcf: Gaaoc&ﬂor%(if) @LC\?Sd]n
(o) Data sheet éi)l Activity Count column ogé COUNTIFS function 093 3.903’?:@[@: Activity count 093 ogorscﬂu

(J) Data sheet § Average Unit Cost column o0& AVERAGEIFS function 03 3»a3:(q|[Gs Average Unit Cost o3 ogaSdli
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Math Functions

SUMIF

gCsc0cagqiod

Q< < N QQ C
oo§socw§seogoooo9 GGG(S]C

Q N O¢ < N C < C N ° oc C
[@elep] (YJ:?SOOD:?SG(Y&O GQ_SQIOD G(S]CSQICO?S@Q] 3939:@[§ccﬂoowu

L o

GGISODDS(Q
SUMIF (range, criteria, [sum range])
< C C o

- Range ©0000000) @

L 5

GlOD’DII

. . < < <
* Criteria 00000560y valuel

']C C o)
u [sum_range] cOIC00Q G§)000I

80@3

Advanced Excel

Item_Name column 085 “Keyboard” @5@:@0{) Amount column ¢ (B%:om:%:eog(r% Gg_:eﬂos G(ﬂé:@é:n

A B C D

1 Item_Code Item_MName Amount

2 | ko1 Keyboard 20,000

3 | mol Mouse 4,500

4 | mrol Monitor 100,000

5 | kol Keyboard 15,000

g | kol Keyboard 50,000

7 mO1 Mouse 1,500

3

q ltem_Name | Amount

10| Keyboard 85,000 | =sUMIF($B$2:5B57,A10,5C52:5C57)
11| Mouse 6,000 | =sUMIF(SBS2:5BS7,811,5C82:5C87)
12 | Monitor 100,000 | =guMIF($BS2:56BS7,812,5052:5057)
SUMIFS
ﬂéSCDSSQI(YS

C CQ N C < N < C N ° <
0)0)?(1)(7)(3@33’3 column ({PSGOTCY&C Gasanoo 0)0)(1?0)[98 GO']C3QICO°)3’BO’] 33:1?8@[6](7)03"

GGFDD’DZ(L)

SUMIFS (sum_ range,

c.el)

= sum_range coléso

= criteria_rangel o

le]

C
Q0 B6)0OII

S

criteria rangel, criterial, [criteria range2,

Q

C <

Q
(DCX?O)QOJ G002 il

o

*  criterial 960005603 value oI

*  criteria_range2 060005603 @

S

criteriaZ?],
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. . < C <
. criteria2 o®000d00) value JII

L

80@’.)

S

Advanced Excel

Month column ogf: “Jan” @é@m Item_Name column ogé “Keyboard” [§§G§Of:) Amount column ¢ &%zom%zqo:ﬁ

GaSSHOS G(ﬂé:@é:ll
A B C D E
1 Month Item_Code Item_Name |Amount
3 | Jan ko1 Keyboard 20,000
3 | Jan mol Mouse 4,500
4 | Jan mril Monitor 100,000
5 | Jan ko1 Keyboard 15,000
g Jan mril Monitor 50,000
7  Jan mrol Monitor 20,000
8 | Feb ko1 Keyboard 20,000
g9 | Feb mo1 Mouse 4,500
10 Feb ko1 Keyboard 100,000
11| Feb ko1 Keyboard 15,000
12 | Feb mrol Monitor 50,000
13| Feb mo1 Mouse 1,500
14
15  Month Item Name Total
16 | Jan Keyboard 35,000 | =SUMIFS ($D52:5D513,5052:50513,016,5C52:5C513,EB16)
17 | Jan Mouse 4,500
18 | Jan Monitor 200,000
19 | Feb Keyboard 135,000 | =SUMIFS ($D$2:5D513, SA52:5A813, 819, 5052:50513,B15)
20 Feb Mouse 6,000
21| Feb Manitor 50,000
SUMPRODUCT
ﬂ&(\)é:qﬁg
ODO%?OFJGOZU:J @Golcl)’.) ?0%?390882%21 08%0@3%839%]83%]83 G@O(YQ)@Z ed]é:cx%qor} 61(\)5('}:) OgOOQI 9'] 390:?2@[
8&dloncSi
GGFODD‘;(B
SUMPRODUCT (arrayl, [array2], [array3], ...)
808’3
A B C D E F
1 ltem Sold price
2 Tyres 5 100
3 Filters 2 10
4 Bulbs 3 2
5
65  Total Sales Value - | h26 | '=8UMPRCDUCT (B2 :B4,C2:C4)
7
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SUBTOTAL

ﬂéﬁ(\)é%%@g

Advanced Excel

SUM, AVERAGE, COUNT ©20p3 function gp:a3 Filter §0303¢(: Filter 06c30303325] 06000:03 325]0530005603030

og(rgeo)azjéo@a’aé] SUBTOTAL function or% :39:){3:@{(5]0)(&

GGTSDJ’DS(I)

SUBTOTAL (function num, refl, [ref2],...)

Function_num of?:eu:i function §o']or‘5(f§ ooé:eo:q&oocﬁu Function %cﬂorgeogmo 1-11 ooo°>9L| 101 - 111 ooo%og

5"101@(5" 1-11 function 3OV :1%::)3% hide C\?(Soooseoo:) row Gdgﬁol saqjtﬁsamcﬁqo:cﬁd] ooé:og(ﬁ@: 101-111

function 320006070 93:208 hide C00002:0> row o8& F391093CVNDP:AS K600 Vlo:I function 30 &d90d:00
T °°% T o~ d&ﬂ%l QI"L P_‘?,(% i’ L‘?LL"

. N < N C ~ C C O~ C <
Filter % G)(DCD’J:GlC ©O002:07 S’BQI('DS’BC\)(DU?O ogoocozo']oooan

Function Include hidden
AVERAGE 1
COUNT 2
COUNTA 3
MAX 4
MIN 5
PRODUCT 6
STDEV 7
STDEVP 8
SUM 9
VAR 10
VARP 11

Refl subtotal 03(73905 eec’looo ol

Ref2,... subtotalog(ﬁeoti es"looo AL

Ignore hidden
101
102
103
104
105
106
107
108
109
110

111
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RUe (1)

A B C D E
1
2 14 73551
3 =SUBTOTAL(3,C6:C19) =SUBTOTAL(109,E6:E19)
5 Or . Date -~ Product -~ Category ~ Amount .
6 1 1/6/2012 Carrots Vegetables $4,270
7 2 1/7/2012 Broccoli Vegetables $8,239
8 3 1/8/2012 Banana Fruit S617
9 4 1/10/2012 Banana Fruit $8,384
10 5 1/10/2012 Beans Vegetables 52,626
11 6 1/11/2012 Orange Fruit $3,610
12 7 1/11/2012 Broccoli Vegetables $9,062

2060 (2) SUBTOTAL function &} selection @§oooaa0pE: 3a(go: SUBTOTAL function [§E ogndcon:eonn
o] o Q C C C c C C C o o oc¢ c

sae@qp: ﬂc;@o']m ogsge[gquor? OROB]IMQORC J[$CPO ORMD]|ADGVIOIONY :Doo@ﬁcd]oooall

2. Subtotal_2 sheet %’1 Both Sexes column 035 Male column §§: Female column G(ﬂcc::@: ogorgd]u

J- G10 ogé =SUBTOTAL(9,G4:G9) 0 %(Ygooé@ H10 §cf: 110 c%ogé o% formula or% copy orlgso']n

§0dc0p5(: H14 && 114 0303E o formula o3 copy onzali

Q. G14 038 =SUBTOTAL(9,G11:G13)

=

( o
G. G19 03¢ =SUBTOTAL(9,G15:618) 0p §0500p3(Gs H19 ¢ 119 0303¢E o formula o3 copy op:cli
( o
(

[o]

x®
Q05c0p3(G: H25 && 125 0303¢ o3
C

6. G25 0p¢ =SUBTOTAL(9,G20:G24) formula o3 copy opzcli

G. G26 03¢ =SUBTOTAL(9,G4:G25)0) §0300p3(G: H26 & 126 0303¢ B formula o3 copy anzch
003G G26 § Ie(gaeodagd 610, G14, G19, G25 03§ Subtotal function (§¢ 0g055/0500926200 qrodgP: copdogts

< N N Q (NP} Q < C Q0 < < A C C
O‘gOOQI(Y)CODS@CZ @ﬂ&)&()? Gogoﬂqd]e@n H26 §§ 126 Cfgﬂ 61(\)3%]’)3(\)&3 390?(7[?0 @0)010)03"

A B C D E F G H I J ||

1 Kachin - 2014 POPULATION CENSUS DATASET BY POPULATION AND TOWNSHIP
2 MIMU MIMU MinMu MinMU MinMuU MinMuU Total population

Sta'tjefReginj Statea’Regmi District Ped District Name | IR ET - Township Name | _ | Both sex Male | Female

code MName Pcode

4 MMRO01 Kachin MMRO01D001 | Myitkyina MMRO01001 | Myitkyina 317,604 154,047 163,557
5 |[MMROO1 Kachin MMRO01D001 | Myitkyina MMRO01002  |Waingmaw 125,544 62,465 63,079
6 |[MMROO1 Kachin MMRO01D00T | Myitkyina MMRO01003  |Injangyang 1,732 946 786
7 |MMROO1 Kachin MMRO01D00T | Myitkyina MMRO01004  |Tanai 60,019 31,979 28,040
g |[MMROO1 Kachin MMRO01D00T | Myitkyina MMRO01005 | Chipwi 20,039 10,300 9,739
9 |[MMROO1 Kachin MMRO01D00T | Myitkyina MMRO01006 | Tsawlaw 6,518 3,351 3.167]
10 Myitkyina District Total 531,456 263,088 268,368
11 |MMRO01 Kachin MMRO01D002 |Maohnyin MMRO01007  |Mohnyin 209,292 101.598 107.694
12 |MMRO01 Kachin MMRO01D002 |Mohnyin MMRO001008  |Mogaung 132,608 63,501 69,107]
13 |MMRO01 Kachin MMRO01D002 |Mohnyin MMRO01009  |Hpakant 331,708 210,723 120,985
14 Mohnyin District Total 673,608 375,822 297,786
15 |MMRO01 Kachin MMRO01D003 |Bhamo MMRO01010  |Bhamo 135.877 66,718 69,159
16 |MMRO01 Kachin MMRO01D003 |Bhamo MMRO01011 | Shwegu 94,784 47,174 47,610
17 |[MMRO01 Kachin MMRO01D003 |Bhamo MMRO01012  |Momauk 62,914 31,029 31,885 |:
18 [MMRO01 Kachin MMRO01D003 |Bhamo MMRO01013  |Mansi 52,945 26,156 26,789
19 Bhamo District Total 346,520 171,007 175,443
20 MMROO01 Kachin MMRO01D004 |Puta-O MMRO01014  |Puta-O0 61,075 30,162 30,913
271 IMMROO1 Kachin MMRO01D004 |Puta-O MMRO01015 | Sumprabum 2,546 1,291 1,255
22 IMMRO01 Kachin MMRO01D004 |Puta-O MMRO01016  |Machanbaw 8,858 4,455 4,403
23 IMMROO1 Kachin MMRO01D004 |Puta-O MMRO01018  |Khaunglanhpu 11,655 5,855 5,800
24 IMMRO01 Kachin MMRO01D004 |Puta-O MMRO01017  |Mawngmun 7123 3,603 3.520
25 Puta-O District Total 91,257 45,366 45,89
26 Kachin State Total 1,642,841 855,353 787,488
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Advanced Excel
QUOTIENT

ﬂ(QZZC\)CCZSQI(YS

0%%20(’3’31%30)0%?0% 39@320%:%30010%20)0%? CSZ ®32€10C788 G@D(BGOS(Y%%:O% C\%QHEO:)S’BO'] 393%8@[(5]0)05"

GGFDJ’DS(I)

QUOTIENT (numerator, denominator)

808’3

Pl - B C D

1 MNumber | Divisor Result

2 12 5 2 | =QUOTIENT (A2,B2)

3 20 3 6 | =QUCTIENT (A3,B3)

4 46 15 3 | =QUOCTIENT (R4,B4)
C Co

=lavlop][eta2-};

Maths Functions_Exercise.xlsx file 035 ngo(ﬁcﬂo%or% @[Q?f)cﬂll
(o) SUMIFS Function (r.?) saof?:@[@: Township §<§ Activity Category 39(\%05 Total Qty 0% ogo%d]n
(J) SUMIFS Function cr% 39&"3:@[@: Township §§: Activity Category 39(\%08 Total Amount orc?’ ogogd]n

(Q) SUBTOTAL Function o% 39:1"?:@[@: District 330%05 C\)(rgg) G(S](C::co§§<f: q&%@é@cﬁ cno%@Lc\?:m 03036(3]8: qco:caqp:o%

0808(;]"
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Lookup and Reference Functions

OFFSET

gCsc0cagqiod

OFFSET function 093 araoi:):@[@: Cell 03(7300«590?3 390)@[0')3 oc% cell @ 30000 (:)%@0005) GSQD(YQJO%I 0 (3300?05)

L L [

Q . < c_C c_C Qe . N Q¢ '] <
g’.)&?o selection G:?Gl’.)@&@c‘;l Row CDOD:?O)?I Column :I)(D?O)? &9[93 selection QIDL@CSQPS @LC\?O‘?CO [eplén]]]

Q0500p3000:6200 value 5pSaagPicol o3¢

OFFSET function 03 253105 20050005 23:600edod cell ogodqpisacys § S

° . . . . o o [N C N c
39@@900:) 39@3:@333 function eogsgogoo dynamic selection (selection 0D FAVIEOYPM G@DC:C\DGO:@C:)

[gle96c8033a3] 3adqpeolonddi

L ¢

GGYSDD’DS(L)

=0FFSET (reference, rows, cols, [height], [width])

C C
Reference : 39@[(3[@03 cell erlee

. N C C, 0 c C 0o o N ¢ c 0 33 C
u Rows: 3’3@@[@ cell Do 3200M (Q%@O?m) 63’30000?0 G_g(’C\?UQ row 3’366139080’)I 3900000? 680(\?0 (98] 3’3]&{(7)
C)g G C\gd]m G (\%U\) OCTDC° O(TS(I) 5 L;]OO()SII
To Sn { go [ s 9 29
C N C C 0 Q

C Qo (‘ C O Q C
= Cols: 399@[00 cell oo 419 DO (VLVI0D) @'Joomoa 6 YO column 326320001 IDVODMM {0l

]
C 2] C C
(-) @C GG]_@G]_[(jSI 632000 00M

%ﬁm (-) [(3(57 Gq‘;qegl &?JCD(YSOS G_g(\)d]m GSC\)CD OQD-? QOO(I)EJ)Q(S]U)OJII

= Height: Optional. qooC\cLﬂor} Row %eqs’aogml poeI I 3‘26@32@]0) 5 rows elc?(;loo 50 éjdgooéepoéu

= Width: Optional. o2 (\OPU\) Column 39@613908<73| poeI I 39@;@39@03 5 Column qa%d]oo 5038 L(YSooéepoéu

RUe2 (2)
A B C D E F G H J
Maonth
Jan Feb Mar Apr May
1 ltem
2 Penceil 10 400 500 600 700
3 Pen 20 10 50 30 100
4  Eraser 60 20 80 25 300
5  Ruler 20 15 30 40 35
il
7 | Jan Total 110 =S5UM(B2:0FFSET (B2, 4,0)) <= Rows offset example
9 | Penceil Total 2210 =SUM (B2:0FFSET (B2,0,5)) <= Columns offset example
1| Feb Total 445 =SUM (C2:0FFSET (C2,0,0,4,1)) <= Hight offset example
1
3 Pen Total 210 =SUM (B3:0FFSET (B3,0,0,1,5)) <= Width offset example
14

R0e2 () Dynamic Drop-down List @LC\?(C)@ES

OFFSET function .?{5 COUNTA function 0808 \35:@: Dynamic Name range (selection 0% sac\%agecq_p(ﬁ sgogzsaecqp

[glepSeozeaoo Name) (glepSagoien (g8(G: o3
list @l°?838°3?° @o%d]oooan

8 Name oo Drop-down list moooe§epe?9 sfaoy@ [9 Dynamic Drop-down
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1. Dynamic Dropdown List_Sample.xlsx file or%

gé@s ControlVacab sheet or% ogo:d]n

2. Formulatab >> Defined Name group ¢ Define

Name o &S0l

3. Name box o0& SR u§adc0pddl

LU

4. Refers to ogccz

=0FFSET(ControlVacab!$E$2, @, 0,

Advanced Excel

2 || &3
MName: SR
Scope: Waorkbook v
Comment:
Refersto: | —QFFSET(ControlVacab!$E$2,0,0,COUNTA(Controlvacab! SE:SE)-1,1) | &

COUNTA(ControlVacab!$E:$E)-1, 1)0r§nd00pd(G: Ok 03 &3l

© N o o«

Allow o3¢ List o3 gzl

@0%(5]0)05" 0)638@&?61@39’38(5]"

9. D5 085 cursor Qj@s Drop-down button 093

Source 03¢ cursor g|[G =SR 0> §odcopdal
Ok o?g %80% Dynamic Drop-down list @[C\P(S@:

%5@336111 Ayeyarwady, Bago, Chin, Countrywide,

Kachin, Kayah, Kayin 0%0]05 list orc?) COR.892

e <
@@(5]0003”

10. ControlVacab sheet €LE9 035 Mon v? e%(ﬁooé@

< c O Q. Q9 ¢
sgqjmsacoooo?:d]n 03:050003 Mon v Drop-down

list Cj)’.) (7%880%3 ®§)@é€1@8@086}|l

Form sheet 63030:0li D2 ¢ D20 3203 select 905(Gs Data tab >> Data Tools group ¢ Data Validation o3 830l

PSS
Settings Input Message Error Alert
Validation criteria
Allow:
List ~ Ignare blank
Data: In-cell dropdown
between hed
Source:
=5R ot
] Apply these changes to all other cells with the same settings
Clear all Cancel

11. Form sheet s\LDS 088 cursor rﬂ@: Drop-down button (713 %8@ef6h| Ayeyarwady, Bago, Chin, Countrywide,

Kachin, Kayah, Kayin, Mon 030103 list o3 ¢03,6¢0 (§6(G: 03:030303 Mon ¢l aac3@enqpa’303:00007 60p,q62

< Q
@0)(5]0003"

Formula SIE:C\)E:QIGSH NCOUNTA function 022 :1)03903@0:0:) 3601003390383501 blank eo?orgor:) cell 0305 a’aeqa’aog(ﬁ(r%

c;qogo%eo:d]oou%n :5]@@3(:5 083@31@:)39038: value ooéor%zo']oo COUNTA function oo qor:) a’aeqa’aog(ﬁmmp_s: :390.%0.%

o%:coo@o @é&ooosu COUNTA function oc’é OFFSET function §1 Row Hight c$6¢2 ooéooozoo:) @030:)390305 COUNTA

function 0 Q0D 3366320005 03:0708 OFFSET function 0 00050305 selection @&09000005: 33c33609P0S
802 326320 2502 ? 07 8 P8 32326

390%"396 @ Seos ° @o ’] S
2° C\ZI? [C\?OGO.,DgDc?D ©0IODVII

A

B

1 |Organization Registration Form

2

Organization Name

Organization Type

Head/Field Office

State/Region

To

g
Chin

Countrywide

W~ O

Kachin

Kayah
Kayin

Aé'eifa rwa di'

=Y
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INDIRECT

ﬂézméquog

INDIRECT function :Jop_S ecjz%:ox) (plain text) (’3 formula cogeo a?chéqor} cell reference :39@03 e@oé:eo:d]oou%n
G030

=INDIRECT (ref text, [Al])

= ref_text ALl AL:A20 ©20p50393 cell 030503 qpSpg§:e000 (cell reference) oo
»  [A1] voopdeoiag (9360ro5) TRUE 09 copdag€ cond§) 3ead:(gjeseann cell reference ddan Al-style 07

wo%gao%eo:mo@og@m FALSE 0 oopé&oo R1C1-style 0 3305905@0:009 @5070005

R0e2 (2)
B A B c D E F G H 1 I
1| Jan Feb War
2 Naorth 10 20 30
3 | South 40 50 60
4 East 70 80 30
5 | West 100 110 120
5]
7 | Type address of any of the cells in the above table, such as GB : | B3 |
3
9 | | The value in the cell you typed is : | 40 |=INDIRECI (GT)
10 |
11 Type address of any range in the above table, such as B2:B5: | B2:B5 |
12 |
13 | The value in the cell you typed is : | 220 |=SUH(INDIRECI‘ (G11))

-
[

R0eo ( J) Dependent Drop-down list @Lc\?f)@f::
Excel Module | course 035 Data Entry Form ooéeaoon%@é: 399%:088 @éﬂ@(\g(\)’)%&ﬂd)cﬁﬂ

https://themimu.info/sites/themimu.info/files/Excel Training/MIMU Excel2016 Dependent Dropdown List Validation

Version2 27Aug2019.html

ROW
ﬂf:zméquorg

:)3059835613 cell (ygcrse?l row §cﬂor°)o% sae@oceorgeo:d]mogn

GGFOD’X(L)

ROW ([reference])

Prepared by MIMU, June 2022 Page 46


https://themimu.info/sites/themimu.info/files/Excel_Training/MIMU_Excel2016_Dependent_Dropdown_List_Validation_Version2_27Aug2019.html
https://themimu.info/sites/themimu.info/files/Excel_Training/MIMU_Excel2016_Dependent_Dropdown_List_Validation_Version2_27Aug2019.html

Advanced Excel

80@'.)
A B

1 |Result Formula

2 2 =ROW()

3 19 =ROW(H19)
4 3 =ROW/(D3)

5 1 =ROW(H1:H5)
ROWS

N N N
ﬂCZCDCSQI(D

C < N Q C [o] c O C < <
200500060:07 cells (aaeo?oo) ®6)0d (range) 3p0gC:q Row sgeqsgogooo% sac;@o?ooeo:cﬂoooau

GGFDDO‘;(T_)

ROWS (array)

808’)
A B

1 |Result Formula

2 3 =ROWS(F1:F3)

3 10 =ROWS(G1:G10)

4 1 =ROWS(H1)
COLUMN

Q N Q
ﬂCSCDCSQI(D

2005338&ep cell ad§) Column &0lo503 39@@0005@0"0]0)05"
T q 08 q.o ‘? T T °

GGFOD’)Z(L)
COLUMN ([reference])
806’3

A B

1 |Result Formula

2 1 =COLUMN()

3 4 =COLUMN(D2)

4 6 =COLUMN(F2:H2)
5

COLUMNS
C C C
siseleiallon)
3305905@030:3 cells (0890?05) egloao (range) aaogézﬁ Column 3’3@6139080%0% Gae@oqorgeo:d]m(f)u

3

GGlSODDZ(I_)

COLUMNS (array)
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8063
A B

1 |Result Formula
2 1 =COLUMNS(D2)
3 4 =COLUMNS(D1:G1)
4 2 =COLUMNS(D2:E2)
MATCH

N N N
ﬂCKDC%ﬂOD

MATCH function :)Dé selection esolooo 0003?:390853 value ooo°>§0€) ﬂ:)%(%@:l 5190%90806]()0 o?L)value oopé?mo row §6]o§
Q C o c O < N C C N . o <
(9361H05) column §0lo503 aae(ga(yd qurcoolonwdi lookup_array esepoge 200500360:6200 selection @§0o520p5
Q _C < o . o C N co ° ¢ O < Cre
Row 320305(gdolan o3 selection e§uonzaogts qpoj value 0op5§ep row $0lod0d aee(gonode:eo(gd(Gs lookup_array
C C C . [o] < Q _¢ C o . Q C N
G§EP0RC 0IPOIEVED selection @§u220pd Column 39(\300@@0109 o0 selection &§0o23203C: §007 value
co ° c O C < <
ODPI{EP column §01000? afae[_ago?meo:@o @wdloow
G030
= MATCH (lookup value, lookup array, [match type])
= lookup value :ﬂoa%c;ooo value
C o Q ¢ O C Q ¢ .
* lookup_array : QOO §udd (row 3000 996005 column 3a0S selection)
" match t : o value 03 8603 Vlan Bvalue 00D cuS0203 gpeog|IColan 1 - less thani 0303
match_type : qpO} 3 660,00 o3 3 paos) el

ﬂoc{?o']oo 0 - Exact Matachi gpor} value (73 eeogoo']m o‘c:> value 000 @:oooor% gpeo)c\%o']oo -1 - Greater thani

8083
E F G H J K L
Village_Tract ‘ Village_Tract_Myanmar3 VT_Pcode Nll?:::er No. Village Tract VT_Pcode
Boe Hpyu Chaung o’%s[(ﬁ"eap& MMR013030007 =MATCH(G2 $L$2:$L.$24 0) 1 Rakhine Chaung (South) MMR013030001
Da Noke San Pya e@éﬁro\jlq MMR013030003 2 Rakhine Chaung (North) MMRO13030002
Htaw (Lower) @005 (63’3’.}(‘:‘5) MMR013030015 3 Da MNoke San Pya MMRO13030003
Htu Gyi ooespmc%s MMR013030022 4 Nyaung Chaung MMR013030004
Kha Maung (Ywar Ma) aeq{)é (gpo) MMR013030008 5 Tone Tin Gan (South) MMRO13030005
Kywe Lu Aing (@\(\953%5 MMRO013030020 6 Tone Tin Gan (North) MMRO13030006
Nyaung Ngoke To epa')(g(‘:q% MMRO013030014 7 Boe Hpyu Chaung MMRO13030007
Nyaung Pin epaacr:og MMR013030019 8 Kha Naung (Ywar Ma) MMRO13030008
Rakhine Chaung (North) |§3Ceapc (e[gpod) MMRO13030002 9 Kha Naung (Upper) MMRO013030009
Rakhine Chaung (South) |§8&egpé (eomd) MMRO013030001 10 Kha Naung (Shan Su)  MMRO013030010
Shwe Hlay Chaung e_geolaeqpé- MMRO013030018 11 Ta Dar Chaung MMRO13030011
Ta Dar Chaung ogcmaee;p(ga MMRO013030011 12 Ye Chaung MMRO13030012
Tha Pyay Kone o0elgonss MMRO013030013 13 Tha Pyay Kone MMRO013030013
Ye Chaung éeap(ga MMR013030012 14 Nyaung Ngoke To MMR0O13030014
C C C
ﬂCSC\)CSQI(D
INDEX function 2005 Selection e§ooo (array) 32 & 8839@@39 06020303 value 02258 row_num &&
ot A\ 0g¢:¢@ ROz 2291 R

o

column_num or%o% ODOS?OSGOSGI@: row_num §<:: column_num or% 08P cell 0805@085:9 value (7% :39@@39@03

G]-ORGOSCS]OOQQII
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GQKD%Q
= INDEX (array, row num, [column num])
= Array :selection egloa:)
C Q co o '] C
- row_ num: S’BG@GD@O) GIQRC\?GCDD value oogﬂcp row §O oD

C Q co ° c
* column_num :326[g3e(gd §upcdeaon value oopS§ep column 0lod

8083
E F G H J K L M
. ) Total
‘ Village_Tract ‘ Village_Tract_Myanmar3 ‘ VT_Pcode Population No. Village Tract VT_Pcode ‘ Population ‘
Boe Hpyu Chaung 3%=M||eap5= MMRO13030007 =INDEX(J2:M24,7 4) 1 Rakhine Chaung (South) MMRO13030001 1725
Da Noke San Pya as3050[q MMRO13030003 2 Rakhine Chaung (North) MMR013030002 1911
Htaw (Lower) G005 (632005) MMRO013030015 3 Da Noke San Pya MMR013030003 1871
Htu Gyi oaeepoog%a MMRO13030022 4 Nyaung Chaung MMRO13030004 1474
Kha Naung (Ywar Ma) aeqﬁg (gﬁe) MMRO013030008 5 Tone Tin Gan (South) MMR013030005 2887
Kywe Lu Aing Jjooeadc MMRO013030020 6 Tone Tin Gan (North)  MMR013030006 425
Nyaung Ngoke To oMol MMRO013030014 7 Boe Hpyu Chaung MMRO013030007 1152
Nyaung Pin soméoc MMRO13030019 8 Kha Naung (Ywar Ma)  MMRO13030008 3042
Rakhine Chaung (North) | g3&eapé (e[gpo) MMR013030002 9 Kha Naung (Upper) MMR013030009 759
Rakhine Chaung (South) |§3&eqpé (6omé) MMRO013030001 10 Kha Naung (Shan Su)  MMR013030010 623
Shwe Hiay Chaung GgereapPs MMR013030018 11 Ta Dar Chaung MMR013030011 7240
Ta Dar Chaung odomzeapds MMR013030011 12 Ye Chaung MMRO13030012 1424
Tha Pyay Kone me[q‘c‘pga MMRO013030013 13 Tha Pyay Kone MMRO013030013 8342
=g

R - g MILINN4DNA9NN4N A4 Mirmiina Manln Ta RALANNADADNNA A 1nca

INDEX and MATCH Combination

C C C
ietiavlei~ o
. C . o O C C o oc¢ <
Lookup, Hlookup and Vlookup function GOR3P®03 INDEX $C MATCH function oplep colE:od 39&9:[§L§ccﬂmwll
2 FeVate)
= INDEX (result array, MATCH(lookup value, lookup array, [match type]))
QO _C N o Q ¢ O C Q _¢ .
= result array : s@e@cqucog (e (row 3OO0 VLR column czlavlop selection)
= lookup value : gpcf?’eoao value
C o Qo ¢ O C Q ¢ .
* lookup_array : §PO0Q §udd (row 32000 396005 column 3RS selection)
N (o] o N C o C o _O
" match_type :§pop value eeogp]m oovalue 000D Cu30220)? ﬁpeonaucd]oo 1 - less thani 050509

(519(\%0700 0 - Exact Matachi §por:3 value 093 eeogocﬂoo 08L value cood [?fa:oooa'é ﬂoeoc\%cﬂm -1 - Greater thani
INDEX and MATCH Combination (Horizontal Lookup)
C C C
siseleiallon)
HLOOKUP 32023 39333:@{(\%«10:) Zé@o%o]oou%u ﬂ:)(\%or} Value (lookup_value) (‘f% §peo§ row @81033 (lookup_array) ¢
OGO°[§° 20360 Olon ABepecnod value s& Col 80> [§° op &0oo (result ) lue o3
§PC03Ge §POREOR, 2QPe0R07 value &¢ Column 32030060 §107 326|gOPYICOR row &§ood (result_array) ¢ value o
< o) <
result (s@e@) 39[_:303 emeo:d]oowu
G§)3002Q
= INDEX (result array, MATCH(lookup value, lookup array, [match type]))
» result array : sge@cgq_léoB sacqo:(row)c&rs e8ooo
— L o L
= lookup value : gpo%coa:) value

C Qo _¢ [o]
" lookup_ array : PR SQC\?_p:(rOW)C\?m@ o2
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* match t 1 epo) value 03 e Olon Bvalue co0d co502003 goeogIEolmn 1 - less thani 0303
match_type :§p20; D ©60g, ? ? §Pe0]) REIRE!
gpcx%é]oo 0 - Exact Matachi §por:) value 0% ec;ogncﬂoo on% value cood [?_y%zoooo% eﬂoeox\%cﬂm -1 - Greater thani

808’3

e e . Qoma S . Q..9, S <, ~ Q& Q. Q Q
goe20¢C G@D@(DO.,GDDD ©I§)C3300 GMY:§2320:20:00 32Q I0V3 (3)90 (98] go[gl.equ(\POC§quo 320p000Q OCEE O

<

0003&02:07908 ©26/ 8262 E000309 @50']0005" Column E, F, G, H 038 353 33005: 32605 column ¢ 5 Q0>
T T ° T 61 ° 61038 ° ° [ L°ﬂ. go £° @ 03? ﬂ. g
0cuof§:eogoop_5 08L:ra§°39®é:qp: oocﬁec%cc:qo Gq:gpqp:s% oooeac?: o>ooc°:oc°:e€poo Q

@)/

QOGN N e <
OOPCID PRO{G COGOY

@ogcﬂoocﬁn 08:39§ :390)9_3:@086\1 sgqlésqléz wemsméqj(ﬁwq 0000302 o:méoéespc%co&r%éo% BQ sfaoézoo
L ° o iL L L L & o
ﬁecq:g_oogé VDC (Village Development Committee) ﬁ{g‘pp_gsqooo @5010005" Earliest Form Date column ogcc:

c;(rqug_:):xo?° :39@0)39{’?3 oéeepog)or} qﬁ%@ﬁ@@@s VDC Formed Partner column ogé :Dorgat%éep c;(q:aoogé VDC

N '\ P N 1\ [P} Co < ComtS C "l C
g‘,@&oGOo?UQ 33&?0390)@0 39@@@ ®D€1Ce[§£08CeQICU)O @0)0 [epleN]]

D E F G H | J K L M N (0]

Pcode ~ MCH . CESVI . RDA ., KSDA . Swanyee . Earliest Form Date -~ VDCFormed Partner

187576 201202 201401 201503 201316 201403 201202 MCH =|NDE)((SElS]:S\SLMATCH(JZ]EZ:Q'O))
187577 201502 201305 201403 201305

187579 201503 201305 201207 201502 201403 201207

187580 201203 201308 201502 201203

187582 201503 201403 201403

187584 201302 201409 201209 201209

187585 201202 201202

INDEX and MATCH Combination (Vertical Lookup)
C C C
letlevtetz=llon)
VLOOKUP function 3200z 3229:(g|03603 06(go([Gs VLOOKUP cond 2d:600 3aesole(golonudi gpado; Value

(lookup_value) 093 §peo§ column @eglooo (lookup_array) €2 gpeo:[g’j: gpcx%eogodlm OgLﬂ’JGOgU:) value §§ Row

3200p2 §°105 s@c@cﬁaﬂéoﬁ column @?1030 (result_array) ¢ value or% result (:39@@) 39@03 qgoleo)o']oooSu

([N 1
G&)2003Q
= INDEX (result array, MATCH(lookup value, lookup array, [match type]))

» result_array : 326[gedg/€o) column e§ooo

— y ¢ LQ-I s Gl
= lookup value : gpo%eooo value
c Q
* lookup_array : §Peup column @§ood
hY Q Q < C Q < Q _O
" match_type :q0p value 0p eccrgod]m oQvalue 0o0d Cud0220? ﬂoeo)zﬂco']oo 1 - less thani 050509

gpc\c?’d]m 0 - Exact Matachi §por} value o% eeogod]oo on% value cood @30030% ejpeoaq%d]m -1 - Greater thani
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806'3
E F G H J K L M
. . Total
‘ Village_Tract Village_Tract_Myanmar3 VT_Pcode ‘Populatmn‘ ‘No. Village Tract VT_Pcode Population
Boe Hpyu Chaung | 23:[qeqpe: MMRO13030007 =INDEX($M$2:$M$24 MATCH(G2,5L.$2:$L$24,0)) 1 Rakhine Chaung (South) MMRO013030001 1725
Da Noke San Pya Gaoo@lq MMRO13030003 2 Rakhine Chaung (North) MMR013030002 1911
Htaw (Lower) @005 (esajm) MMRO13030015 3 Da Noke San Pya MMR013030003 1871
Htu Gyi oaeepmqu MMR013030022 4 Nyaung Chaung MMRO13030004 1474
Kha Naung (Ywar M aeqﬁc (gpe MMRO13030008 5 Tone Tin Gan (South) MMRO13030005 2887
Kywe Lu Aing m|03 arac MMRO13030020 6 Tone Tin Gan (North) MMRO13030006 425
Nyaung Ngoke To epmccm| MMR013030014 7 Boe Hpyu Chaung MMR013030007 1152
Nyaung Pin egnéué’“ MMRO13030019 8 Kha Naung (Ywar Ma)  MMRO13030008 3042
Rakhine Chaung (Nc qaceqpc (B[q’;m MMR013030002 9 Kha Naung (Upper) MMRO13030009 759
Rakhine Chaung (Sc qaceapc (Bo'nc) MMRO13030001 10 Kha Naung (Shan Su) MMRO013030010 623
c ¢
COROC$:

INDEX&MATCH (Vertical lookup)_Exercise.xlsx file orgc INDEX and MATCH (Vertical Lookup) (3 crc?’
State/Region Pcode 3§g Township Pcode column orgo? @aogc:cﬂn (ControlVab sheet ¢ Pcode 03 :39:(’3:@[6])

INDEX and MATCH Combination (Multi-columns lookup)
gCsc0cagqiod
9000536200 value 60303 039000536200 row (a360205) column 6oRed §PgIEoTalecz¢oP5: INDEX &¢ MATCH

o

. Q Q S S ° (o3 Q
function QAN Gd]C%O)O 393?8@[«?@6]0000"

GG‘[SOD’JZ(L)

= INDEX (result array, MATCH (lookup valuel&lookup valueZé&..., lookup arraylé
lookup array2&..., [match typel))

* result_array mc(gedgicop e§uooi
= lookup_valuel §peo§> value 1u
= lookup_value2 gpeofj value 2i
= lookup_arrayl 333105905 c;eqlwo l
= lookup_array2 33qpa60d eé’loao 21

“**Formula éﬁog@:or}sso'] Ctrl + Shift + Enter %5@: Array formula 90@8 ogogqjogeosq?:)@o%cﬂmo?)u

80@3

C D E F G H I 1 K L M N o}

Township Name Township Pcode| Total Male (Total Female UTST::‘UH SR_Pcode SR _Mame District Pcode District_Name Tsp_Pcode Township_Name

Bago 235,529 255,905 491,434| =|NDEX(SN$3:5N5102, MATCH(B4&C4, MMRO007 Bago (East) MMRO07D001 Bago MMRO07001 Bago
Thanatpin 69,136 76,151 145,287| SMS$3:5M510285053:505102, 0)) MMRO07 Bago (East) MMRO07D001 Bago MMRO07007 Daik-U
Kawa 93,804 103,559 197,363 MMRO07 Bago (East) MMRO07D002 Taungoo MMRO07014 Htantabin
Waw 83,699 92,315 176,014 Press MMRO07  Bago (East) MMRO07D001 Bago MMRO07003 Kawa
Nyaunglebin 94 464 105,019 199,483 MMRO07  Bago (East) MMROOTDO02 Taungoo MMRO07011 Kyaukkyi
Kyauktaga 120,024 131,188 251,212 Ctrl+Shift+Enter MMRO07  Baga (East) MMROO7D001 Bago MIMRO07006 Kyauktaga
Daik-U 96,362 106,168 202,530 MMRO07  Bago (East) MMRO07D001 Bago MMRO07005 MNyaunglebin
Shwegyin 53,092 54,370 107.462 MMRO07 Bago (East) MMRO07D002 Taungoo MMRO07013 Oktwin
Taungoo 125,142 136,914 262,056 MMRO07 Bago (East) MMRO07D002 Taungoo MMRO07012 Phyu
Yedashe 103,298 110,295 213,593 MMRO07 Bago (East) MMRO07D001 Bago MMRO07008 Shwegyin
Kyaukkyi 54 287| 59,042 113,329 MMRO07  Bago (East) MMRO07D002 Taungoo MMRO07009 Taungoo
Phyu 121,123 136,150 257273 MMRO07  Bago (East) MMRO07D001 Bago MMRO007002 Thanatpin
Oktwin 75,381 84 447 159,828 MMRO07  Bago (East) MMRO07D001 Bago MMRO07004 Waw
Htantabin 55,333 61,943 117.276 MMRO07  Bago (East) MMRO07D002 Taungoo MMRO07010 Yedashe
Pyay 119,670 131,973 251,643 MMRO0B  Bago (West) MMRQ08D002 Thayarwady — MMR008014 Gyobingauk
Paukkhaung 60,941 63,915 124,856 MMRO08 Bago (West) MMRO08BDO002 Thayarwady MMRO008008 Letpadan
Padaung 69,284 74,930 144,214 MMRO13  Yangon MMRO13D001 Yangon (Morth) MMRO13006 Htantabin
Paungde 66.212 71,349 137 561 MMRO08 Bago (West) MMRO08BDO002 Thayarwady MMRO008013 Monya
Thannn /1 8071 Ra 14N 130 9A7 MMRANR  Rann MMast) MMRANRNNN? Thavanwady  MMRANRNA2 Nattalin
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INDEX&MATCH (Multi-column lookup)_Exercise.xlsx file og<°: INDEX and MATCH (Multi-column lookup) (‘.’36’)(73 39:)1’?:@[@:

Village Pcode column 038 Pcode ooécﬂu (Village Pcode 093 Control Vab 088 @@f(ﬂ)

INDEX and MATCH Combination (Two-way Lookup)

ﬂ(%ZCDéSQI(YS

Horizontal looup egpi Vertical Lookup e& §103ef|[zed]§:[§z Cross Lookup @lcqéqﬁo:)sao']gnméz INDEX §<f: MATCH 0%

300 :39:)3@ &Eolon oS
] 289%

GGFDJ’DS(I)

= INDEX (result array, MATCH (lookup value,
MATCH (lookup value,

" result array

Q
* lookup_value : o09e202 value

" lookup_ array

lookup array,

[match typel]))

lookup array,

[match typel),

Q [ [o] QO ¢ O C Q _¢C .
G’BG@C\?Q_ICO? (e (row celav]losRon!CIénlep) column cclevlep) selection)

< [o] Q ¢ _Q C Q _¢ .
POV GO (row IAROD V0D column 3RO selection)

= match type : ﬁpor:) value Of% eeo&(ﬂm o?L)value 00 coSoooo% ﬁp@@qléd]oo 1 - less thani 0808(7?_]0:3]

gpqc?’cﬂoo 0 - Exact Matachi §por:) value orc?’ eeogod]m of?) value cood @:mo(r% gpeo)cf?)d]m -1 - Greater thani

=INDEX($0$2:5Q5331,

MATCH($C2, SNS2:5N$331, 0),

MATCH(G$1, $05$1:$Q51, 0))

80@3
C D E F G H |
) No. Of No. Of
Township Total ) No.Of | No.of | . No. Of
) Housing Village )
Pcode Population ) HH Wards Villages
Units Tracts
MMR004001 55856 10566 10172
MMR004002 51437 10740 11493
MMR004008 24341 3805 3893
MMRO004007 58043 11108 10995
MMR004006 47214 8560 8576
MMR004009| 107119 20365 20044
MMR004004 99892 16042 15623
MMRO004003 52763 10988 10732
MMR004005 35997 5810 5709
MMR001010| 116380 21502 21393
MMR001005 21450 3479 3318
MMR001009| 133815 35778 37901
MMR001003 8485 1612 1648
Q<.
COPMYCIS:

INDEX&MATCH (Two way lookup)_Exercise.xlsx file g"l Data sheet ogé clop/Haelcleple) @[(.\?80:) Activity aaeqaaoaogm

K

L M N o] P Q

State Township | Township | No. of Sicl,l.aog No. Of

REeginr'I Name _ Pcode | Ward- Tracgt: | villagr 2
Ayeyarwad Bogale MMR017024 10 76 575
Ayeyarwad Danubyu  MMR017022 18 63 449
Ayeyarwad: Dedaye MMR017026 3 90 390
Ayeyarwad Einme MMRO17015 5 97 505
Ayeyarwad Hinthada MMR017008 21 103 820
Ayeyarwad Ingapu MMR017013 12 71 639
Ayeyarwad: Kangyidaun: MMR017002 7 73 386
Ayeyarwad Kyaiklat MMRO017025 6 87 412
Ayeyarwad: Kyangin MMR017012 I 5 30 251
Ayeyarwad Kyaunggon MMR017007 3 65 416
Ayeyarwad: Kyonpyaw MMR017005 8 89 523
Ayeyarwad Labutta MMRO017016 17 65 505
Ayeyarwad Lemyethna MMR017010 5 43 284

Q
L

C\)S’B(\%O’S ooqé:ogésooozooo @03610005u INDEX AND MATCH(Two way lookup) or% :39:1"?3@[@3 Data sheet §’1 Jan, Feb,....,

Aug column © egqyﬁsamdsqpscfg Result sheet Jan, Feb, ....,Aug column o%ogé @@fog&cﬂu
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Dynamic Dependent Drop-down List @LC\?S@&

c C < C N o _¢ < Q_N 0@ . N < < < c O <
Excel og¢ ooqc:@@ogcgogsgo'] QOS00P2 06200 ﬂ[ggoao: list comes aguom@d eazqw@gogczcgqemqé Data
Validation “\1 List o% o?@ Drop-down list @[cx?f) mo@:@[@(ﬂm(ﬁu Column ooo%sLn Cell or>o°>og<)r°)3908<7°) Drop-down list
cc < C o C c < . < < N cre
@[c\?o@czao§ CRUOM) §2§)C:620500p0: Drop-down list 020962 €:q|uo00:0y value sgeochgmg[gz 39@0: Drop-down

list o3 Filter apSo3 Dependent Drop-down list (gjcoSeene00p 3505205 §deags: codqo cvadoolonudi (gueni
ocC Q N c (Q < C o O < c < C Q 9 . Co O
||0L>czesoo[_9/[§@§wl [9|_°§OOI COREPTROP!I GO0, @@ogc:q@ Cell 000 F223:208¢0 Drop-down list @[C\?O(L)(:m:
C

[g&0lonudi 03Eze320(03/[gpS§0S Drop-down list o3¢ gi&:gpS§0Sad egzolan (§,505 Drop-down list 03¢ giCs(gpdsnd

6393(73501 [§|9§(18396é({|03303 GOTGS’BD& @[C\?(S@é%éﬁ[ﬁ @03(5]0)05)“

1. Dynamic Dependent DropdownList_Sample.xlsx file 03 ¢¢[G: AdminNames sheet 03 ogozcli

2. D2¢ D20 300D select ej;org@: Formula tab >> Defined Names group ¢ Define Nameoﬁ’) $<°)d]n

. cre C .
3. New Name dialog box eclcoogo (§6(G: Name o3¢ StateRegion 0> 7 53
éﬁoﬁoopé@:l Refers to ogé =AdminNames!$D$2:5D$20 @o%ec?q(ﬂeogu Name: SR Start
e@o%cﬂoo Refers to 085 cursor :{I@s D2 ¢ D20 3003 select cjao&ﬂn Ok oﬁ’) SCOPE: | workbook >
ocC Comment:
§o(3]n

4. G1 ogé cursor :ﬂ@z Formula tab >> Defined Names group ¢ Define

Name 0'% $<Sd]n

o e oo Refersto! | —AdminNames!$G51 *
Name o3¢ SR_Starti Refers to o3¢ =AdminNames!$G$1 07 (§p5(Ge OK e
QO OC ’]
o3 ool
C o O c(e
5. G column 0030 select 41900[32 Formula tab >> Defined Names 2 3
group © Define Name o3 &30l Neme:  [sg_col
c c _ . . NN Scope: v
Name o3¢ SR_Coli Refers to o3¢ =AdminNames!$G:$G 0D @@[9 OK Workbook
oocC Comment:
0 §06]||
6. Project Data Entry sheet orclﬂ &g):@g A2 © A15 308 select ejsorg@z Data
tab >> Data Tools group © Data Validation o 860N
l L Refersto: | —pdminNames!$G:$G 1
7. Data Validation dialog box GOTC\DO%D @og@z Allow 085 List Source 085 Cancel
=StateRegion 0D @éd]ll oK 03 60N (A2 né Drop-down
L S L1 o]
% | &3

list GOTC\D(J:Y)@(S(S]U)QS)

Settings Input Message Error Alert

Validation criteria

C (2] CN\ C co
8. A2 eale Cursor ell[go cell galealSffeniealeai-lecalels) dropdown

b Q QC(e ‘T‘ I C (o] o ’] Allow:
utton 0 §0|g2 60lD6 list © 02033 MEgsLlI (PUEDI I = 1 2 gnore b
Ch ) Data: !ﬂ'CEH dropdown
in
between ~
i £ 0 c(e
9. Project Data Entry sheet 03C B2 © B15 3200 select (?oo[gg Source:

I+

=StateRegion
Q0 oC

Data tab >> Data Tools group 9 Data Validation 28] §od]l|

Apply these changes to all other cells with the same settings

Clear All Cancel
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10. Data Validation dialog box GOTCU)(J:O @og@z Allow ogé Listl Source ogé =0OFFSET (SR_Start,

MATCH (A2, SR_Col,0)-1, 1, COUNTIF (SR Col, 22),1)) 02 [4p3Ch

11. OK 093 g&ﬂu (B2 085 Drop-down list

C

GOTC\T)QJQ’)@O)(;]U)OS)

C O 0oC C .
12. B2 eale Drop-down button 28] f.o@@or]oo Chin

@éyﬁezaoorg% [%L:?OS @eéeﬂo:m GOTG:?CD’)O%

C’] §
Gm&l@ @‘DO [ep]00]]
Oo LI

A B
W _statc/Regiod m
2 |Chin [~
Falam ~
3 Hakha
Kanpetlet —
Matupi
4 Mindat -
Paletwa
5 Tedim
Thantlang Iv_
C Co
COPMYCI$:

L% &3]
Settings Input Message Error Alert
Validation criteria
Allow:
List ~ Ignore blank
Data: In-cell dropdown
between hed
Source:
=OFFSET(SR_Start, MATCH(A2,5R_Col,0)-1, 1, COUNTIF(SR_ | ®
Apply these changes to all other cells with the same settings
Clear all Cancel

Dynamic Dependent DropdownList_Exercise.xlsx file aoé Dynamic Dependent Dropdown list Sample €1° 399005@03[@:

Project Data Entry sheet 085 Township column :390805 Dependent Dropdown list 0.38@::)33: @036]ooogu

(o) Project Data Entry sheet §’1 Village_Tract/Town §(§: Village/Ward column orcé,ogccz Dependent Dropdown list @[C\?(ch

Q C o] . C C
Q3206200 Name QPR AdminNames sheet og¢ @[(\?OL;]II

(J) Village_Tract/Town column 035 Dependent Dropdown list @m&ﬂu

() Village/Ward column og<°: Dependent Dropdown list @[C\P(Sd]ll
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Array Function/Formula

coc C

Q. Q0 . N < [Py N C < Q C C N
ﬂ%ﬂg functlon/formula ({P:?g OB(DQI(DQ§ G@O)?CGCD’.) i.ooeogsog C?(DQIO’D%({PZU? OngI(DQDOBC Array

Function/Formual qp:o?g 390:?3@[%8(3]0005" %:ec;j: function/formula eorgorcg’ orgcTSO:):f.;sﬂ formula Gq:[§: Enter G&cﬁq@:

N <

Function/Formula (73 Array ('.’L)o")@g 00(\%6]00 Ctrl+Shift+Enter e3lod og(f)eo:qd]oocﬁn

MAX IF and MIN IF

C C C
§CeCOCE]IO0
MAX function 20p5 8§000069303E: MB&:nam§1e0300m¢ 3(05:ad: M3§20aN§: §P0P3w3l 333G SE(G:

o] C C Q0 Q N . C N [\ cre Q o ¢c O c ¢ . C
8§00002693203E20 88 B0} item 30R050 EgERILoESEO5(G: 3B(0Fiadi0a§:03 pgIEaceoy IF function §&

0305%(G: Array Formula $&(g¢ og05e0zqclonadi MIN function o3gpS:07820 (gdclonadi

1. MAX-MIN IF.xlsx file 093 g§d||

2. E2 03¢ =MAX(IF($A$2:$A$17=D3,$B$2:$B$17)) 0y §0dc0pd(G: Ctrl+Shift+Enter eslodazadali (Formula 20pS
{=MAX(IF(SA$2:5A$17=D3,5B$2:5BS517))} 39@03 39@.?5 sfaa??:ogé og%ogézcog GOTC\)’JU)DOQL) ooog[gld]u Formula
39®§<§ 3;953:085 og%ogézo']eooo formula qp:oog_g Array Qo@é Ctrl+Shift+Enter ea']cﬁog(ﬁoooze:no Formula qps
@&ﬂoocfm)

3. F2038 =MIN(IF($A$2:$A$17=D3,$B$2:$B$17)) 0> §0300pd

! S

[§: Ctrl+Shift+Enter Geﬂ(ﬁogo&ﬂu

A B C D E F G H J k
: CEENTEECTE
2 | Mouse 24 Mouse 29 11 | {=MAXIF($A$2:3A317=D2,§B$2:5B$17))}
3 Monitor 42 Monitor 42 15 {=MIN(IF(3AS2:3A817=D2 3B$2:$B$17))}
4 | Monitor 33 Keyboard 74 10
5 Keyboard 10 CPU 92 60
- Kaurhnard TA

SUM Array Formula

gCsc0cagiod

“
Qo

. Q . o oo o (O C C C c@e_ 00 C ¢ O o
SUMIFS function 0323 SUM function o3 Array oooo:@ 3530C80C o@oooo[g: 88e0lE: Spalleplk=Nieploalaviopnl-leplon
ol ) L L L s s L 4 L

GaﬁSHQ%G(S]ESC\%I GG]_O’O)('YSC\%GICS]ODOSII

cqz000:0 (e0lEs(gés)

=SUM( (criteria rangel = criterial)*(criteria range2 = criteria2)*..... * (sum_range) )

2 FeVatie) (qugcﬁ@&)

=SUM ( (criteria rangel criterial)*(criteria range2 criteria2)*..... * 1)

RUe2 (9)

I Q, 2, ool S h Q 865 ¢ Iy Q_g.ox
OR$Q|O220QpP23 IP3CODD IPGEICIDI()COY Ssummary s eet 0gC QOPOYM ustomer Sell=loveieat (et )

o

6¢062Mo0c0lEs 02:0E:9108¢ 03305 0PS:0004]:q|C:de), cePC:000:0) 366D POOIE: ®26Cs)d0d
§ PREOICE DI ORS RO OPRIEOIVQYE]C2DE], GEICIA0R0Y I2EEIICYN2 PPCOICE OGO

RG> [G8orcS
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1. SUM Array Formula_Samplel.xlsx file or% gé@: Sale sheet o?g agoacﬂu

2. A2¢ A40 303 select 905@: Formula tab >> Define Name group ¢ Define Name or% 39333:@[@: SaleDate 39@03

Name (glopSali (Name (gopS(gEa’ gozecopSclan Defined Name Chapter 03¢ eapcond)

3. €2 C40 320303 CustomerNamel H2 ¢ H40 320803 Amount 07 Name gz gjcoSdl

4. Summary sheet o3 ogozoli

5. C4 ogc°; =SUM( (MONTH(SaleDate)=MONTH(A4))*(CustomerName=B4)*(Amount)) up 310500 °[§:

Ctrl+Shift+Enter Gé]OSUg(TS(S]II

6. C4¢ Formula 0% C18 303 copy origso']u

A

B

C

L S

D E

w

2

3

4 31-Jan-07| Royal Star 282,500
[ 31-Jan-07| 5un Shine Co, Ltd 87,500
6 31-Jan-07| Mo Problem Cleaning 202,500
7 21-Jan-07| Top Power 130,000
5 31-Jan-07| King Star 60,000
g 28-Feb-07| Royal Star 22,500
1n 29 £k A7l Sun Shine Co. 11d 70.000

R0ed ( J)

{=SUM{{MONTH(SaleDate)=MONTH(A4))*(CustomerName=B4)*{Amount
{=SUM((MONTH(SaleDate)=MONTH(AS))* )*
{=SUM({{MONTH(SaleDate)=MONTH(AB))*(CustomerName=B6)*(Amount

)N

[CustomerName=B5 0

N
{=SUM{{MONTH(SaleDate)=MONTH(A7))*(CustomerMame=B7)*(Amount))}
N

)}

(Amount

{=SUM({MONTH(SaleDate)=MONTH(A8))*(CustomerName=B&8)*(Amount
{=SUM({{MONTH(SaleDate)=MONTH(AZ))*(CustomerName=B9)*{Amount

TS INAI AR TLIC Al AR A+ A= RANKTU AT AV Lrt mmn ar b amaa— DT AVE Ananoon+ 110

SUM Array Formula_Sample2.xlsx file § 092005 05ga2c305 sae(ogieapoo:0p egoeramenas [§dclorudi G2

N c.Q ¢ cNxQoM@. O e~ _¢ Q C.Q ¢ cN O O °
C%C ODDQCSOU) qmgﬂ[g: (IPSIO’J@?Q Date of sale column ﬂ S’BG@ZGG].DCZC\?OOCQ 610’)@0&0? 33&?8@[(73’3 Days Past Due

column o€ 36[MR360:0025072 (03203610503 0050025072 [§BCloPLSI ABE§205 06056 §0500 3AE: (100D
3 26PN % 2°¢ S99 R0 33 ;

650edmMeeeolC: 906056 €05 Bo 303¢: (03007 egueoam 9eedla Bo §ode qod o aazt: (03007
& PREOIC QON0F § 03¢t ? C§ PRCOICE BO §0Q §OD (30 32O4C3 :

Ggoeocmo?o?ccﬂém q(ﬁ@os'aooorc) @Dcf) 6GOOMm ol)o?Gd]E:or%(r% SUM Array formula 08L :39333:@[@: 03(739:) @56]0)()5"

SUM Array Formula_Sample2.xlsx file o3 ¢&cli

D2 ¢ D25 303 select 905@: DaysPastDue 0y Name [Qlcpf)o]u

1
2
3. B2 © B25 303 select 905@: AmountDue () sfaepéeosd]u
4

J2 038 =SUM( (DaysPastDue<31)*(AmountDue)) 0 ecjcﬁoo&f@s Ctrl+Shift+Enter esﬂor%ogorgo']u (oqo%ci;

Q-(TQ)QO 3’30883 @QO:) GSOG’JQD 0?0?801820% 080’5@88 @OSO’]ODOSII)

o _<

5. J3 ogé =SUM( (DaysPastDue>30)*(DaysPastDue<61)* (AmountDue)) 0> qmooé@s Ctrl+Shift+Enter

L
C <

Gélcﬁogcﬁ(ﬂu (Qoqorgga qorS@o 39035: @305 elilCale a) Q@ecﬂéso@ og(f)@c: ®0lonodi)

Q _¢

6. J4 035 =SUM( (DaysPastDue>60)*(DaysPastDue<91)*(AmountDue)) 0> qooooé@: Ctrl+Shift+Enter

L

eo%%ogo%o]n (Goqo&f qo%@o sgog&: @905 TelélZale o} 030396]830% 0805@53 @ac)o']ooogn)

7. J5 ogé =SUM( (DaysPastDue>90)*(AmountDue)) 0 e‘ﬁo%ooéf@: Ctrl+Shift+Enter cso']o%ogcﬁo']u (qo%

@oc(q% @906 CTelélZale o} ogo?ed]ézo% 0305@8: @o%cﬂooof)n)

Prepared by MIMU, June 2022

Page 56



Advanced Excel

Accounts Receivable

5670.95|{=SUM((DaysPastDue<31)*(AmountDue))}
1950 [{=SUM((DaysPastDue>30)*(DaysPastDue<61)*(AmountDue))}
1063 [{=SUM((DaysPastDue>60)*(DaysPastDue<91)*(AmountDue))}
532 |{=SUM((DaysPastDue>90)*(AmountDue))}
9215.95|=SUM(J2:J5)

3298 (0) Conditional Formattin
$ 19 g

33[05300056003 663(QepaRt 3(F:agP: BodoEo®as [15g3ICewd [§de3aE 03ud38mco: 0rE(gadod
R R P33 PP 2298 2 ?

C C o c c c c Q c C Q N ope . o
323|003COMEORM eoTeoTc\gccxgc 00CO0CKREQ2E DO @cooo [_Cgoco)o?orgsgé] Conditional Formatting o
39&?:@[%5&0)05" ogLsa@é @qjcﬁsamogqo:d% ecxgmoao%:oéspogécoé: @qo%a;mo%eﬂo:q 0o (Pattern)i coosep
(Trend) 099093 G@'So?ogepogémé: Conditional Formatting 093 sgsf?:@l%&ﬂoocﬁn

o . (0] ° Q oc¢ oc c O N C
Conditional Formatting o3 3223:(q|[G: 3204]$ 328635(g¢03 cwd(g[gc:

o

.. . Q NS o
Conditional Formatting 33000 oop_g@ S B BB ==E
Conditional Formatas Cell Insert Delete Format

Formatting -~ Table ~ Styles~ = =

Cells

1. Conditional Formatting_Sample.xlsx file 09[) gécﬂu Highight Cels Rutes *

2. B2 G18 303 select 6050l

Top/Bottom Rules * Q R
3. Home tab >> Styles group >> Condlitional Formatting >> Color Scale ¢ =
Data Bars 4
Red - Yellow — Green Color Scale
=l color Scales = N ==
dond @ooo“oa 53203¢2 30 °°[§8eooo csepap:ons }&e 98@& o
203 S0 2C 32Q]I919¢ $€1°QP593 e 5
< N C c o¢C C
3000300 G"'?GTJQI’L%C SDd]GGPCI ﬁ»@G:D’J G@?GPQP@Z?C State/Region Jan Feb Mar Apr May Jun
286:eqpE(ge cod(geozen [gdclorodu Kachin BT T 9
Kayah - 86 84 96 98
o(Q _ . o Meme Kayin 8 8 8 97 95
-] -] -]
ﬂ@c.oaoo Conditional Formatting o @c@ H i e - BB o
. . o o ° Sagaing 85 86 99 95
1. Conditional Formatting copp002:6205 cell 0gadq:0) select Tanintharyi Y .- - B o
(J-.bo&ﬂn (B2¢ G18 303 select ?o&ﬂu) Bago 81 84 8 97 95
2. Hometab >> Styles group >> Conditional Formatting >> Magway - I %
o oc Mandalay 82 86 88 99 97
Manage Rules o) .?odlu Mon ‘7 e &7 9 9%
3. Conditional Formatting Rules Manager dialog box eoTcoo?o Rakhine 80 84 84 97 98 95
N [N BN e . (] . Yangon 82 85 86 98 99 96
0|Q3l |[Covo Conditional Formattin e:o Edit Rule
@ [9 [%]QQ? ° 80P oY Shan 85 87 98 97
button ?00’]" Ayeyarwady 86 84 96 98
Nay Pyi Taw 82 85 8 98 99 9%
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4. Edit Formatting Rule dialog box GOT(\)O?D [§c§[§m 083 box 035 88@&\%&)@@0:(}0 @Eq@o @56]0005u QeI

.. N C oc N
Minimum 3O Color 0gC IPOGLGEOC 3OS

39@9@6198093 e@oé:@: Ok orcLS %50%

L

Select a Rule Type:

(% [£3]

Show formatting rules for: | current Selection -

FEA New Rule [ Edit Rule < Delete Rule

Rule (applied in order shown)  Format Applies to

Graded Color Scale =$B52:5G518

=

Stop If True

oK

Close

Apply

= Format all cells based on their values

= Farmat only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average
» Farmat only unique or duplicate values

= Use a formula to determine which cells to format

oo ore . (o] NN
ﬂ[goax)o Conditional Formatting o3 ({lm@co

Edit the Rule Description:

Format all cells based on their values:

Format Style: | 3-Color Scale ~

Minimum Midpoint

Type:  Lowest Value ~ | Percentile

Value: |(Lowest value) * 50
~

Color:

Maxirmum

Highest Value

(Highest value)

<l <
<l ) <

Preview: |

oK Cancel

1. Conditional Formatting oogjoo:):c;:)ao cell ogcﬁeﬂozopg select 93(5]" (B2 © G18 303 select 9036]")

2. Hometab >> Styles group >> Conditional Formatting >> Clear Rules ¢ Clear Rules from Selected Cell 3 $5li

(Clear Rules 03¢ ¢ gjjs§)(G2 select 903002203 cell igadaaogtse Conditional Formatting o3 gjo5a3clon Clear

Rules from selected celli Sheet mo%ega?:sgogé: é”pogﬂ Conditional Formatting qp:o% (ﬂcﬁa%o']m Clear Rules

from Entire Sheet| Table :39035: oogfooo:or} Conditional Formatting 0% qIOrSC\o?dloo Clear Rules from Tablel

Pivot Table aaogésooéooozor} Conditional Formatting 093 (ﬂcﬁcﬁcﬂm Clear Rules from Pivot Table 093 ©§:6)92

@56]0)({5")

(3360y0d)

1. Hometab >> Styles group >> Conditional Formatting >> Manage Rules o3 853l

2. Conditional Formatting Rules Manager dialog box cclcoo¢o (§8(Gs @o5c303 Conditional Formatting o3 egzao

Delete Rule button &S0l

20507 9,305qPs §p(3C:

1. Conditional Formatting_Sample.xlsx file (73 gé@: Duplicate sheet EH

(703 '3"6]”
2828

2. Township column o% select @o&ﬂn

3. Home tab >> Styles group >> Conditional Formatting >> Highlight
Cell Rules ¢ Duplicate Values o3 $50li
4. Duplicate Values dialog box GoTc\)ogao @5@: Format cells that

contain o3¢ Duplicate 03 cg:(Gsi Values with 03¢ copdcdeaon

c O
3EEPCO? eg_:o']u
5. OK 0% %80']n

6. ®9q§:og€ Filter oogfq% Data tab >> Sort & Filter group ¢ Filter

orog %80% (o%eu?or%) Ctrl + Shift + L 093 %50%

B

Conditional Formatas Cell
Formatting - Table - Styles~

E Highlight Cells Rules *
T y
Top/Bottom Rules

ﬁ Data Bars 4

E Color Scales 4

[T
Icon Sets 4

ﬁ New Rule...
ﬁi}" Clear Rules
@ Manage Rules...

@ E( E > Autc

GJFin -
6>Clea

Insert Delete Format

E Greater Than...

E Less Than...

@ Between...
% Equal To...

E@ Text that Contains...

Eﬁ A Date Occurring...
@ Duplicate Values...

7. Township column filter ogé Filter by Color>> Filter by Cell Colorogé GOTG§G®O color orCLS $5[§ Filter @0l

e ..0C¢ Q. e ..< Q9 SSlonoS
@§89§CC@%Co OO |G|, GQORNY §)§)9° @@O [eplen]]l
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State/Region [ - | District - | Township
Bago (East) Taungoo Htantabin
Bago (West) Thayarwady Minhla
Magway Thayet Minhla

| vangon Yangon (North) | Htantabin

N c N C C o C NN
Row U)@G@DCSGO’{P%C G§’Jm9 S’BGGTJC(ID&@CS

A2 ¢ G18 333 03 select o530l

AL T o

Format button o3 &6¢li Format Cell dialog box
QcC (N
cdleoooled§endi
7. Fill tab 032305(Gs Background color o3¢ 328&:eepE
o Q 0 o¢ ']
egpegp 03eg:(Ge Ok o3 &5l
8. OK 0% 5;3«36]" (Row mée@o&coﬂggogé G@OO’S:“;
zeapC (§p3(Geo00t (§des0m003 60 q¢a0li)
ROW() function oo m(ﬁﬁeqo(ﬁest,o:) cell (Q(YSG\L row
number or% Gﬁoled)@ﬁl o?L)row number orc?’ MOD function o?@
(g€ o22e00m0 3[R¢:03 qfleodlorodi Baa(ogSiumn o &&
Q N oCc O C o C c '] <
2303 Row 60g03&:03 650058 aaeepC (gpdeodlonadi
° C O N o C o [N < <
040105 §03 Row 60303 e§005dmeapE [gpgclonudi e

%O’]USGCQ(YO? J @é 0)’33@820’)9 O 61%2'.@0)(.\% @5(5]0)05"

Due Date Alarm

Conditional Formatting_Sample.xlsx file 03 ¢¢(G: Banded Row sheet 0303020l

Home tab >> Styles group >> Conditional Formatting >> New Rule o?g $S&|l

Format values where this formula is true box 088 =MOD(ROW(), 2) = 1 o% %(7300@?01"

Advanced Excel

New Formatting Rule dialog box GOTC\)’)?’) @5@: Use a formula to determine which cells to format 093 Gcascﬂu

Select a Rule Type:

7=

= Format all cells based on their values
= Format only cells that contain
= Format only top or bottom ranked values

= Format only unique or duplicate values

= Format only values that are above or below average

= Use a formula to determine which cells to format

Edit the Rule Description:

=MODROW(, 2) = 1

Format values where this formula is true:

Preview:

AaBbCcYyZz

I=»

Format...

0K

Cancel

Conditional Formatting_Sample.xlsx file <, Due Date Alarm sheet o3¢ Task column 00 0§codseop rSes0p

Q @Q[?j"D Dat l Q Q @o Q c\@c'] e @° e _ < Q NN N
3p2QQ060RYo|g: Due Date column 606029 GOIDAQ0EOR (G:6)009 §)00Q (YOOIOOWOII [36)00Q §00CEDMDEH0Y §00QCOR§

[Bqe05 q05 codogdesop qadgecgnd 650058 meqpiyiuden [§6clonwd

1. Conditional Formatting_Sample.xlsx file 63 ¢¢(8: Due Date Alarm sheet o3 a0zl

2. A2¢ D11 3B select ?(TQ)CS]II

3. Home tab >> Styles group >> Conditional Formatting ¢ New Rule o3 &5cli
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4. eolcooeaoo New Formatting Rule dialog box §°1$elect a Rule 2 531

RPN . . Q
Type: 03¢ Use a formula to determine which cells to form o3 Select a Rule Type:

Gagd]n = Format all cells based on their values
= Format only cells that contain

5. Format values where this formula is true: og<°: =TODAY () - ~ Format only top or bottom ranked values

o _Q < = Format only values that are above or below average
$D2 >=0 Uy §odcopSCl

= Format only unique or duplicate values
6. Format button (YOJ %8(3]” = Use a formula to determine which cells to format
: T

7. colowoeo0o Format Cell dialog box ogf: Fill tab o?g 389:@: EdithelRulelnescption

Format values where this formula is true:

Background Color 035 390'16613&73 egsoml

0 oc =TODAY(}-$D2 »>=0 *
8. Ok o o0l
9. Ok orc?’ 00 %50']u
Preview: AaBbCcYyZz Format...
TODAY() function cood§ieepadeso? odga3 see(gogadeosds
OK Cancel

Q C

o%ooc@ q05§069 Due Date column ¢ qo%@o? ﬁoo@: quaooé 1¢)

Q C C9 Co c N C <
(9361705) © coad(03:0lm 652058 FegPE CoPEV:R:0 (gBCloLSI
e ¢
GC\?O’.?_IC;Q@:
Conditional Formatting_Exercise.xlsx file ogf: e:raoo%cﬂor%o% @[cp&ﬂu

(o) HeatMap sheet ogf: 2011, 2012, 2013, 2014 column oﬁ’)oogé Heat map @ch?&ﬂn

(J) Duplicate sheet o3¢ Conditional Formatting §& Filter by Color o3 3203:(g|[G 3pepSonegeonn coggoaade (Village

IL

Tract) qp:orc?’ gpé]n

anded Row sheet orgé Conditional Formatting 0% 39:):?:@[@: Row mégccq%o%c%é:ogé G@OOSésacsepé

() B
X Q 5A)

0B:&EEPCO0P0

(9) Due Date Alarm sheet 088 Conditional Formatting 393{):@[@: Contract End Date column ogf:: Contract End cﬁ

Jm§§ e:rao<73[§0°>c;§eooo cell 0808(?_]33(73 c;c?oorSé sgochoé G@DES(;'II (weg, qtﬁ@:raogcﬁ TODAY() function :raor%

323:Q18E(G: 0058 863(0302 (g240:07 61 VI 50303 Bg €€ DATEDIF function o3 3203:(g|8Eclovudi
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399%3 (0) What-If-Analysis

Goal Seek
Q_ S N S Q. Qe S val o} S N QN Q. l k o3 2:(Q12&A) <
C\PQICOOD 610)3(IL) &)[90 0000 value (7? CD@G].QCD GCDU? 39@@396@6{][0(})’3 Goal See (7? zao?o[glc?co [oplebl]] 806’3" 1]

0gpS: BEIRND §0O 03 GaEas: J5) ealcwo(ys eapt:olon egoedm 5 500 qeo [§8(G: 02PLSS BEqIORNS oo
og" 61 OB’ 3 T QI°JL§° JS 5 6]_ ° 8 JS 61? ° T q 08 3

]

(3¢ W (0000 §IC0P0536E corss:19705 Scontqecd Bglorme(g §iz [G8Sloncs
GaPC(gCsy egLEIM | QIICOLOVEC GQJ:§$30POEAOD0D002:6CS I0]|COPIPE(FIE4)|: (§O0loP0dIN

1.  What-If-Analysis.xlsx file orclﬂ géo']n.

BS - f-| =B3*B4
2. Goal Seek sheet €1 B5 ¢ cursor sl|[§: =B3*B4 u;éjorgooéd]n A B
. o oC 1 Goal Seek
3. Data tab >> Forecast group >>What-If-Analysis ¢ Goal Seek o3 .js\od]ll z
e o o e 3 Item Sold 500
4. Set Cell box o3¢ cursor Qj[gs B5 0 select g;ooo']u 4 |Price Per Unit 25
o o 8 50058 5 |Profit 12500
5. To Value box 0gC¢ cursor q|[9., 20000 up §O5cOPROII -
6. By Changing cell box 035 cursor ancﬂu B4 0% select gao&ﬂn 2 =]
Set cell: ES Rz
7. Ok or% %50 Il = H
To value: 20000
3a36C 0gpd: 600 03 eapli(§t eguedm J0000o §F capes: PVSECOON5000E By changing cell: | $8$4 C ]
cepSiapad 303 3a§a3 988 [§8dlorcS Cancel

Data Table

3 903 G@é 0591050c02:05 formula 0269 (33@0905) 02000586207 formula °°[§°
Tt % Q.I ° t T T T Q{P"ﬂ °
Q

Variable 0363 (0360705) &

©n
8

5 o
N Q

N Q C C.N < < < c_..< c O
s32Q0 C\POC\P(T)U)’.)% G@DCSCDOgDS@& 610)3&{"33(7? U)G:?GT.)CD&S?D @@%CO}Q} 996]00

On

L
o . N co
o0 variable §, 0050z :zac;@:)

S,

Data Table (Yo) 3905"@ gg m(l%ll 02l 1 OQ Se 326832 (YQ) (o] (YOJ c °§Q° G3TC\)3@8 c 38°(3]m cCOOOCH
T T° |.|. 8 olg_.o" q. 08 JS T QI°JL§° 3 % Gl ° g
c

2 J§oo sﬁ)]?s @o%@z eqocsc;qz(fﬁ 9 GGTQ)’J@(:‘, eeqoésoB G.9 (o%eo?or%) g (:féeugor%) 29 (:)5;90308) o) esTcoo@cE

C < C N o < <
GGPCS(S](Y) G]_C\)DGOQ GSOGDOD GQODSODJY% ODSIICUQ 39@@39@§({"_3 @0(3](7)03"

1. What-If-Analysis.xlsx file (Tcg’ gé@: Data Table sheet (733893‘5]”
Q _¢

2. B4 op¢ cursor G =B1*B2 vp§odaopydli

LU

B4 - £-| =B1*B2
A B c D E F
1 ltem 250

3 |Per Unit 3 5
3 |Reduction o 4.5 4 3.5 3

a |Pr0fit 3 1,250

B3¢ F4 3B select 9056]|| 7 =

Row input cell box orgé cursor ql@: B2 093 select 9050% Column input cell: R

3

4. Data tab >> Forecast group >> What-If-Analysis ¢ Data Table o3 850l Rowinputcel: | eBs2 i
5

6. Ok button (73 «%60’]" Cancel

o ¢ Q. S N b S. Q..Q, S M Q Q.9 9 _Q (@
za?a?qc G@DCoC\PmU) quﬁ‘?o 39:)3033039(780’.) @(DCD’J(:)(D GSO@DGD SQZDoCDo(Y? 3361[9 @0)() (op]00)

s

Prepared by MIMU, June 2022 Page 61



Advanced Excel

Scenario Manager

855920008060 668 08ecdl&: dus Q - N 2, 9 ¢ g, 9 S 33181 o8 Q oS, .
<® L(j)’) (.L)(j)§ OCGgﬂ[(-_]o (.L)(j)§ 8@0)@@:? &?oG§SIO°) 39&?‘,0)610)608 (\)&o ﬂm(l) &?O O%II OCGgGU)? (.BGﬂD%CCTI.EoII
3']60805 39&53@810%@08@(7) GC\{POSSC\%GIOS ODQOH_ 393580)8108@08(703 CDOSUDD(TOJ U)OSGQ)D(TS GC\ZI’.)O:)‘;C\%(TSQ(% Q)(T)%Gl&
° L ° L [ ° 4 L L L ° L L L
Q ¢ Q Q .. X0 Q_ < . Q0. Q¢ e Q 0.0 o Q(Q
CD(D(Y{I@ 00006QO2MD (T.EI?GQD&?U)Q :DQ_IC:DC\PQE"_S m@:nm:;:qpso? 020D SQQ{"_ZQ{"_S 3’30?339@(\{'? C\PO[(-_]S
»dBqeode 5 5 233(C0) S S io M 3 320301 &E0lonod Sopc Famil
28! 08 ogoocooeco OOSHCO? GQG[§$G§QI|_°GOB)?D cenario Manager ('Y? 39&%@[«%00 (eplob]] 6333(7)080 amity

Budget 809’3093 393?:@[@: EIevlaValals) [§o§<ﬂooo§n

What-If-Analysis.xlsx file 0'% gé@: Scenario sheet opgogozo']n

1

Q o _¢ <
2. B12 ¢o cursor Qj[gz SUM(B3:B10) v goooo&o']n A B C D
3. D13 ¢o cursor q|[§: D3-B12 v éj(‘f)oopé(ﬂu
4

1 Family Budget
2 Expense Income
o _ ¢ cOo C co [ o _¢C [0 C°
329806)C QOODG) OCEEI COND{) IIYDEOOFP0)CE 3 |Mortage 350 1200
232005 B0lon com§od3esl 156 c3lcos 0§60 4 [Fuel Bill L
i° T 2§07 A9 5 |Tax a5
@03(5]0005" 6 |Credit Card 15
. 7 |Food 50
5. Data tab >> Forcast Group >> What-If-Analysis ¢ 2 |Clothes <
Scenario (70? %8(;]” 3 |Phone Bill 30
o oc 10 |Direct Debits 20
6. Add button 07 §ocﬂu 11
Scenario name : Original Budget 12 Total Outgoing
13 |Income Left
Changing cells : B3:B10
Ok or% %50 [
N N ario Manager 7 =
5036[gp&icde 880> 0k 63 &8l oo Manag FE
oc Scenarios:
7. Add OS.:) ?OO ] Original Budget Add...
. . First Budget =
Scenario name : First Budget Delete
Changing Cell : B3, B4, B7 Edit...
8. Okod $80 [
L Merge. ..
Change 350 to 300
SUMMEry...
Change 75 to 70
Changing cells: | §B43,B47,£B55, 5849
Change 50 to 40 angmg,ce ;
Comment: Created by DELL on 2/28/2017
9. Ok o?g %80%
10. Add or% $56]n
Scenario name : Second Budget Close

Changing cells: B3, B7, B8, B9
11. Ok or% %80%

Change 350 to 300

Change 50 to 40

Change 55 to 50

Change 30 to 25
12. Ok or% %80 [

:39;3@(%615 udget :x"?:oL @Eooo:@z @o%oflooogu @Eooozor:) budget :390%52 &?zeu%aglo [05) coo&q%eg D0SEa00

6058300 233 em20050l803E: s0050(03p30l
(Y'EI‘? T d i T @

Prepared by MIMU, June 2022 Page 62



Advanced Excel
13. First Budget select 905@: Show or% $<°)o]u C\)O'Soq_l% GJ{) cq%oooo% lepX e @o%cﬂooogu
14. Original Budget o3 select 905(G: Show o3 &34l (§8 budget 03 [g&e[gocs(gé: [goclonnd)
15. Second Budget o select ©05(3: Show 03 &30l 39536 ¢ condogdeg Bso 0g§02003 cog.qe2 [gdcloddi
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399%3 (@) Power Query Editor 39:1"?3@[[552

Introduction to Power Query and Power Pivot Workflow

THE “POWER EXCEL” WORKFLOW

These are Excel’s Business Intelligence tools, all of which are available directly in Excel
(provided you have a compatible version); no additional software is required!

}}\ : i
SQLs: [um——
S  —
RAW DATA POWER QUERY DATA MODEL POWER PIVOT & DAX
Flat files (csv, txt), Excel tables, (ak Gk (amimn;) Create table relationships, add Explore and analyze the entire
databases (SQL, Azure), folders, Connect to sources, import calculated columns, define data model, and create powerful
streaming sources, web data, etc. data, and apply shaping and hierarchies and perspectives, etc. measures using Data Analysis
transformation tools (ETL) Expressions (DAX)

“THE BEST THING TO HAPPEN TO EXCEL IN 20 YEARS"

* Import and analyze MILLIONS of rows of data in Excel

*  Access data from virtually anywhere (database tables, flat files, cloud services, folders, etc.)

* Quickly build models to blend and analyze data across sources

* Instantly connect sources and analyze holistic performance across your entire data model

* Create fully automated data shaping and loading procedures

* Connect to databases and watch data flow through your model with the click of a button

* Define calculated measures using Data Analysis Expressions (DAX)

*  No more redundant Al-style “grid” formulas; DAX expressions are flexible, powerful and portable
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#1: IMPORT & ANALYZE MILLIONS OF ROWS

RN s

LR Home  Design  Advanced

o -, -
paste " From FromData From Other Existing  Refresh PvotTable

i Cop Database - Service = Sources Connections - - $-% > %

Workbook Queries v X cipboard Get External Data Formatting

[customer... ~ A

1 query B quantity B3| Add Column
i :uoermavb:et_ou'ci"a:e: 24476632 58983 3901 1 2
24476633 58984 2852 1 2
244/6b£ 58985 384 1 2
ﬂd/bhjb 58985 502 1 2
24476636 58985 1410 1 2
24476637 58985 2080 1 2
24476638 58987 313 1 2
. 58987 1334 1 2
When was the last time you loaded | sew oo . 2
I 24476641 58987 2783 1 2
. 2 58987 3108 1 2
25,000,000 rows of data into Excel? B s e :
4476644 58987 3544 1 2
2 6645 58988 189 1 2
= 24476646 58988 300 1 2
When you connect to data with Power Query 20476647 58988 402 1 2
" " ” 27447661178 | 58988 446 1 2
and load it to Excel’s Data Model, the data is 2 = = g :
compressed and stored in memory, NOT in 2475551 e e z 2
) . 144/&-1752 4 58988 1172 1 2
worksheets (no more 1,048,576 row limit!) 2a766% oo 1669 1 4
24476654 58988 1706 1 2
24476655 58988 1732 1 2

supermarket purchases

#2: BUILD DATA MODELS TO BLEND SOURCES

"
e B i s G T e (REReny
This is an example of a Data Model in
[ Calendar_Lookup 71 Product_Lookup o Eumml,lf_mlm_ T Region_Lookup . - .
7 Elme = cumoma sesat [l 5 epen s > “Diagram View”, which allows you to
T Year predket_brand [T customer_country [ sales_district .
il e e 5 s ron create connections between tables
_ 0 prodct. o 0 e
D prodect sont 1 vearly_income 3 Store_Lookup
by [T ; Instead of manually stitching tables
. ) region_id .
el together with cell formulas, you
Ll ot mrea 1L 1L- create relationships to blend data
i iR based on common fields
: product_id E’ :l:lg_dalz_ 3
1 customer_id [ product_id
] store_id [ customer_id
1 return_gquantity ) promation_id
0 Total Returns [ store_id
[ quantity
7

Prepared by MIMU, June 2022 Page 65



Advanced Excel

#3: AUTOMATE YOUR DATA PROCESSING

B | = | Supermarket_Purchase_Data - Query Editor =] X |
ﬁ Home Transform ‘Add Column View o
P ’—‘1 [ Properties | = Al L Data Type: Whole Number ~ ] g ’—'— [ New Source ~
< [ & Advanced Editor il [ — [ Use First Row As Headers - = 4 [ 7 Recent Sources =
Close & Refresh . Manage Reduce split  Group , . . Combine Manage  Data source - .
Load~  Preview ~ L Manage Columns = Rows ¥ Column~ By 2Replace Values - Parameters~ settings With Power Query, you can
Close Query Sort Transform Parameters ' Data Sourc.. New Query f'lt h d t f
1ter, snape an ransrorm
’
> fc || = Table.SelectRows(#"Renamed Columns”, each not List.IsEmpty vl @ -
uery Settings X .
» |13 customer_id ~ | 123 product_id ~ 123 quantity ~ /135 Custom 2 - your raw data bEfore Ioadlng
2 < PROPERTIES o
g 1 2 1 2 Low Value Product Mome 1t Iinto the data model
A ] 2 2 5 Low Value Product
Supermarket_Purchase_Data
3 H 3 3 Low Value Product Supsrmarket Purchase.Data
4 H 112 4 Low Value Product E All Properties . .
5 2 112 14 Low Value Product ] EaCh Step IS aUtomatlca"y
4 -
6 2 12 5 Low vaiue product - recorded and saved with the
7 2 112 35 Low Value Product oce .
8 2 13 3 Low Value Product Applied Headers query, and applied
B 2 115 1 Low Value Product Changed Column Type H
Removed Columns whenever the source data is
10 2 115 5 Low Value Product
11 2 115 2 Low Value Product Filtered Rows f h d I.k |
e Added Conditional Column refresne IKé @ macro:
12 2 115 26 Low Value Product Renamed Columns
13 2 119 2 Low Value Product X Rem Blank R
14 2 124 1 Low Value Product
15 2 124 4 Low Value Product
16 2 124 5 Low Value Product
4 COLUMNS, 999+ ROWS PREVIEW DOWNLOADED AT 5:59 PM

Formul: [ fc |

)710

Category:
General

Currency
Date

[ Checkiomula |

=CALCULATE (
[Total Transactions],
DATESINPERIOD ( Calendar_Lookup[date], MAX ( Calendar_Lookup[date] ), -10, DAY')

@ Noenorsinformula

Formatting Options

Format Whole Number

- [¥] Use 1000 separator (.}

Measure ‘ ? % |
Table name: Transactions -
Messure name:  10-Day Rolling Avg Trans.

Description Calculates the average ransaction volume over a rolling 10-day period

Measures are flexible and powerful
calculations defined using Data
Analysis Expressions (DAX)

In this case we’re using a DAX time
intelligence formula to calculate a
10-day rolling average
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WHEN TO USE POWER QUERY & POWER PIVOT

Use Power Query and Power Pivot when you want to...

o Analyze more data than can fit into a worksheet

o Create connections to databases or external sources

o Blend data across multiple large tables

o Automate the process of loading and shaping your data
o Unleash the full business intelligence capabilities of Excel

$RS°

Q cre . < N
onl Excel 03 99[9, File 33000 @[cpocﬂu

File Home Insert Page lLayout Formulas | Data 1 Review

Ji Data tabi Get & Transform data group ¢ Get Data {1 From Text/CSV [ Recent Sources D [T Querie

& From Web Existing Connections
I [% g Refresh —

i From Table/Range All v

[E From Workbook 4

> From File  Workbook o3 Gg:d]n

Qi édlewoeano Import Data Dialog box o3& Day J D Fromple 3 X
3\Introduction to Workflow folder §°1 MIMU Pcode

. >
StateRegion_District_Township.xlsx file o3 select 1 I:% From Database D From Text/CSV

cre QO O¢C
c]-)oo@. Import button o 3&00']"
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il c0olawoea0o Navigator dialog box 035 Select Multiple items 093 a@@%@@@: StateRegion, District, Township o%or%

3¢§(36(G: Transform Data button o3 &80l

o X
Navigator
L | Township 2
/| Select multiple items 1 SR_Pcode District/SAZ_Pcode Tsp_Pcode Township_Name Eng  Township_Na
~Dispray Options ~ B MMRO17 MMRO17D006 MMR017024  Bogale camem:
i ) MMRO17 MMRO17D005 MMRO17022  Danubyu eég@h
4 MIMU Pcode StateRegion_District_Township.xl... <
MMRO17 MMRO17D006 MMRO17026  Dedaye ©3:3§)
V| [Z1 District g
] 2 MMRO17 MMRO17D003 MMRO17015  Einme Jaee
/I stateRegion MMR017 MMRO17D002 MMRO17008  Hinthada ok
VI Township MMRO17 MMRO17D002 MMRO17013  Ingapu 3’353
MMRO17 MMRO17D001 MMRO17002  Kangyidaunt m%lﬁiec
MMRO17 MMRO17D006 MMRD17025  Kyaiklat 0?”,][05030
MMRO17 MMRO17D002 MMRO17012  Kyangin ot
MMRO17 MMRO170D001 MMRO17007  Kyaunggon GUA‘P&UE
MMRO17 MMRO17D001 MMRO17005  Kyonpyaw ﬂq'][eqﬁ
MMR017 MMRO17D004 MMRO17016  Labutta co0ew
MMRO17 MMRO17D002 MMRO17010  Lemyethna Gmwfﬁé,
MMRO17 MMRO17D005 MMRO17019  Maubin 933U5
MMRO17 MMRO17D004 MMRO17018 Mawlamyinegyun 99’503@][5
MMRO17 MMRO17D002 MMRO17011  Myanaung Ifjf?GS'é‘Jé
MMRO17 MMRO17D003 MMRO17014  Myaungmya slgtily
MMRO17 MMRO17D001 MMRO17004  Ngapudaw COEOM0
MMRO17 MMRO17D005 MMRO17021 Nyaungdon G@EOﬁ
MMRO17 MMRO17D005 MMRO17020  Pantanaw 0$3OD6§>’5
MMRO17 MMRO17D001 MMRO17001  Pathein QCDU@#
MMRO17 MMRO17D006 MMRO17023  Pyapon o
MMRO17 MMRO17D001 MMRO17003  Thabaung omeolé: v
< "
Load | <™ Transform Data 3 Cancel

9 Query Editor window c;oTcooeé @5@: StateRegion, District, Township orclisl column qp:ogé Data type (ﬁ ec]a%

(o]

0dcs0:(Gs Home tab | close group o3& Close & load to ¢ Cloase & Load to 03 cgedli

X7 = | District - Power Query Editor .

Home  Transform  Add Column  View (7]
ﬁj iL [l properties I:l Ly ey ommx 4] ¥ % Data Type: Text ~ 5 Merge Queries - D New Source =

p
[ & [ advanced Editor X HIHH FRRLLE [F5] Use First Row as Headers » T Append Queries ~ - ] [ Recent Sources *

Q
X

Close s Refrefh - Choose Remove  Keep Remove split  Growp | —_— A Manage - Data source
Load~ | previed ~ [ Manage Columns = Columns=  Rows = Rows™> Column= By 52 Replace Values Combine Files Parameters ©  settings Enter Data
Manage Columns Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
(% Close & Load To. 2 <
— Ji || = Table.TransformColunnTypes(#"Promoted Headers”,{{"SR", type text}, {"District_Pcode”, type text}, {"District_Name_Eng", ¥| Query Settings X
E=] Disti  save your changes to this query, S S S S o
s dlose the Query Editor window, and E. A% sr ~ | A District_Pcode ~| A% District Name_Eng |~ | AP District_Name_MMR |~ | A% Source ~| [F start_pate
tate 4 PROPERTIES
- specify where to load the results 1 MMRoOL MMR0010001 Myitkyina [golo3:g00C GAD N
Townshi o _ T oy ~ lame
v 2 MMROOL MMR001D002 Mohnyin opacaqe GAD e
o istrict
3 MMROO1 MMR001D003 Bhamo Op:eedagC GAD
g o
4 MMROOL MMR001D004 Puta-0 QomMTHaYE GAD All Properties
5 MMRO02 MMR0020001 Loikaw %[Ccﬁ?aﬁ‘c GAD 4 APPLIED STEPS
6 MMROO2 MMR002D002 Bawlake GINIIGC GAD s
s ac ource
7 MMRo03 MMR003D001 Hpa-An om:3Bogé GAD Nevioati
g oc avigation
8 MMRO03 MMR003D002 Myawaddy 00294C GAD Promoted Headers
9 MMROO3 MMR003D003 Kawkareik ng\mﬂmgﬁc GAD X Changed Type
10 MMROO03 MMR0030004 Hpapun ©99990 GAD 11y
11 MMROQ4 MMR004D001 Falam 6CoezgC GAD
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G edlowoea0o Import Data dialogbox ogé Only Create Connection §c§ R
. o 2] oc -
Add this data to the Data Model o?cr% eg_o[gc Ok button o% ?OO’]II Excel Select how you want to view this data in your workbook
Worksheet & 200000533(38:02¢& Queries & Connections section B O ae
61" g @ 08 Q A | PivotTable Report
e(Q e Q 0 e meQeg N R
c;o’]"C\x)c]-m@0)[9° Query o% @cc\?(ﬂm el leptoclel @c.%co [oplev]] [[] —Ristch
D (o] Only Create Connection 1
. . Where doyorwanttopotthedatet——
Queries & Connections o ,
xisting worksheet:
Queries | Connections =$A51 *
Mlew worksheet
3 queries
Add this data to the Data Model 2
F District
Properties... Cancel
82 rows loaded.

[ StateRegion

20 rows loaded.

E Township
358 rows loaded.

Qi Data tabi Get & Transform data group ¢ Get Data > From File ¢ Workbook crc?’ ca:(ﬂn

oIl 60[wo620 Import Data Dialog box o3& Day 3\Introduction to Workflow folder § GAD_Township_Profiles_2019.xlsx

file 093 select 905@: Import button 0% %80']n

@1 eolconeaon Navigator dialog box 03¢ Select Multiple items 03 326§(36(G: Demo &¢ UR 0303 326§(35(G: Transform

Data button 093 $5o'h|

20l Query Editor window GOTCO’DGé @5@: Demol UR or'ée?lﬂ column qp:ogé Data type e?.% 939% ®o°>eaos[§: Home tab |

close group o3¢ Close & load to ¢ Cloase & Load to 03 egeali

001l 60lcwnea00 Import Data dialogbox 0g¢ Only Create Connection s¢ Add this data to the Data Model 0303 cg:(G:

Ok button orcli $5d]||

5 Ji Pover Pivot tab > Data Model group ¢ Manage o3 863l

File  Home Insert Page layout Formulas Data Review View Developer Add-ins Help| Power Pivot

- o
B B =R 4
Manage Measures KPls Add to Detect Settings
hd e Data Model
Data Model Calculations Tables Relationships
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oQIl Power Pivot for Excel window eonoeé@o%@: 08Lwindow 035 import C\Péoooacooo StateRegion, District,

Township, Demo §<§ UR or%o% GOR,8¢° @o%cﬂoooSu Home tabi View group ¢ Diagram View (7% %&)’]u

Advanced

e ] [’, Eq Data Type : Text -?_'lSor’tAtoZ r H Z AutoSum F
|: = = Format : Text Zlsortztoa =) Create KPI | = X
Paste _ From  From Data From Other  Existing Refresh  PivotTable : Clear all Sort by Find Data | \Diagram | Show  Calculation
E[:_LI Database ~ Service Sources  Connections Clear Sort  Filters  Column View| View |Hidden| Area
Clipboard Get External Data Formatting Sort and Filter Find Calculations T
[SR] - MMROO1
ERMRA| District Pcode [~ ] District Name_Eng [~ ] District Name_MMR ﬂ Modified End_Date ﬂ
1 MMRO01DO01  Myitkyina [§8[Frsoreé GAD
2 MM MMRO01D002 Mohnyin Igapjnléza%é GAD
3 MM MMRO01D003 Bhamo u%zzmca%g GAD
4 MM MMRO01D004 Puta-O %:cmafa’a?é GAD
5 MM... MMR002D001 Loikaw c\ﬁ\éemga?g GAD
6 MM... MMR002D002 Bawlake eomoodefc GAD
7 MM... MMR0O03DO002 Myawaddy qoosegt GAD
8 MM... MMR0O03D003 Kawkareik s@m%éa%é GAD
9 MM... MMRO0O3D004 Hpapun mg§a%§ GAD 1/12/20111... 200/20-73/U-1
1D MM MMRNNADNNR Hakha imealadl GAD 7130172012 1 Nn 4729/2012
:Distri:t StateRegion | Township | demo | ur
Record: '* ¢ 1 of 82 L H =5 e

File Home Design Advanced
alls E E . Data Type : H AutoSum
D Format : - Create KPI
Paste Get External Refresh  PivotTable % » P LlT:ElI’ All 'Scr't by Find
Data o .00 4.0 Filters Column
Clipboard Formatting Sort and Filter Find Calculations
[ stateRegion [ District [ Township
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[ District_Name_M...
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P E——
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File Home Design Advanced 6 I
ol Data Type : AutosSum I:‘Diagram View
sHIEINF] | i i
- Format : Create KP| - ,_:Q Show Hidden
Paste Get External Refresh PivotTable B 24 .00 Clear Al Sort by Find Data
Data $-% » %030 Filters  Column View Calculation Area
Clipboard Formatting Sort and Filter Find Calculations View
1 *
71 StateRegion [ District ] Township
71 SR_Pcode M srR FT District/SAZ_Pcode
1 SR_Name_Eng [ District_Pcode Lees= [ Tsp_Pcode 1
1 SR_Name_MMR [T District_Name_Eng L ] Township_Name_...
E1 MYAINFO_SD_ID [ District_Name_M... [T Township_Name_...
M Saurea T Sourea [ I TR
" [v]
M demo M ur
[ Township_Pcode [ Township_Pcode
[ Sector [ Urban/Rural ~
£ Sub_Sector [ Area- square mile
B Indicator_Name [ Total Population
M Indicator Tuna M No_ 0Of Housine Lin

v — -|—|— + Display

o8)i Home tabi View group %’1 Data View o?g %50% oSLc;c?oorS Home tabi Formatting group 53')1 PivotTable o@%&ﬂu

“ Home 1 | Design Advanced
alls c A
E El Data Type : Text —,_:,L r H z AutoSum
D ] J 3 '.'l J«T Create KPI

« Format : Text A
Clear all Sort by Find
Filters  Column

Diagram View

- Show Hidden

Paste _ Get External Refresh | |PivotTable
; Calculation Area

Data

Calculations View

Clipboard Formatting Sort and Filter Find

261 colawoeo0o Create Pivot Table dialogbox ogé New Worksheet (Tcg’ eg_:@: Ok or% %50']n Worksheet 39305085 Pivot

Table ooo?)z? ooéeao:)ogogosgao @o%d]ooogu

@ =]

O New Worksheet

() Existing Worksheet

2.2
Cancel

o6l Pivot Table Fields List §| StateRegion table ¢ SR_Name_Eng 0 Rows 23| demo table ¢ Gender 03 Columns o3

Location: |SheetT13A$1

demo table ¢ Data_Value (73 Values 3% a@ooé@ 6333(736]39&)35: Pivot Table ooo%eg ooéeao’xrgo']u
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A B C D E a )
3 | |Sum of Data_value |Column Labels - PlVOtTa ble F|e|d5 v x
4 Row Labels ~ Female Male Grand Total Active All |:
5 Ayeyarwady 3340201 2999785 6339986 —
6 Bago (East) 1419468 1280159 26099627 Choose fields to add to report: &~
7 Bago (West) 1204563 1128945 2333508
8 Chin 270531 262131 532662 Search jo
9 Kachin 724369 687794 1412163
10| Kayah 142195 140773 282968 > ff demo -
11 Kayin 817063 777998 1595061 > B District i
12 Magway 2217567 2012407 4229974 - v
13 Mandalay 3135619 28088369 5944488 o
14 Maon 1106393 1043247 2149640 Drag fields between areas below:
15 Nay Pyi Taw 577289 539986 1117275
16|  Rakhine 1403288 1304987 2708275 e SIs
17 Sagaing 2828515 2578972 5407487 Gender =
18 Shan (East) 355277 360471 715748
19 Shan (North) 914519 866001 1780520
20 Shan (South) 889076 847092 1736168
Rows 2 Values
21 Tanintharyi 754269 738225 1492494
22 Yangon 3529051 3200039 6729090 SR_Name_Eng ¥ | |[ Sum of Data value M
23 (blank) 491460 480109 971569
24|  Grand Total 26120713 24057990 50178703
25 .
Sheet2 | Sheet1 @ - = Defer Layout Update
[
GC\?(TZI(;@§Z Row Labels - Total Population No. Of Housing Units No. Of HH
o o oc = Ayeyarwady
$9§003C @ooo:a)[gsao?cz MIMU Pcode Rural 5245896 1202502 1270055
. o . . o Urban 901639 193430 203285
StateRegion_District_Township.xlsx file ¢ - Bago (East) ]
GAD_Township_Profiles_2019.xlsx file © StateRegion, E':;ZIH zgz:gi ﬁf;é: i;:::
District, Township, Demo §§ UR o%or% Power Pivot Data ’Baﬁ" (West)
ural 1670609 396202 408941
Model 063?3 oopéo']u (‘:)é]aaor%cc:: Pivot Table ooo%ag @[cx?&ﬂn _ ChiL:ba“ 568230 118984 127742
Rural 409256 74678 72947
Urban 123406 23307 24890
~I Kachin
Rural 890164 169059 170136
Urban 518021 86638 87910
= Kayah
Rural 204487 37073 38829
Urban 78481 14361 15480
= Kayin
Rural 1235821 223780 239181
Urban 234747 40060 41506
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Microsoft Excel §1 Advanced tool 023 @03(5100le|

Advanced Excel
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Sample Exercise (Transforming comma separated list into row level data by using Power Query)
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3)
[

(yo)géof]" @ Autosave (@ O) He =
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Data tab c3:0050 Get Data 63220500 Launch Power

. ocC ll C c Qo [ o 90 c o N d [o] Qo (‘o
Exercise 3¢ cell 0g050o090500p5:90 cmo(j;oa[go 0030020} data 60303 row ooe@ocoqjco

assessment_checking.xls ~

Formulas view  Add
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I:‘[é1 [F Queries & Connections
= o
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C\?:DC\?(BG@OC

3,

N
C

o
°

~2»0

@@3@5&000& Q06D - K comSQd Sector(s) covered 0 comma 3000 Gq:ooozor:) cell Ogorc)oc\)m data

£ seay

Help

B3 mr (U

Existiny
Range  Sources Comnections R:f\’ffh Organization  Stocks  Geogray
. Q0 C Queries & Connections Data Types
Query Editor (YJ?OO']II From File >
L f r.org
EE] From Database > F G H 1
1 u_ Participating Agendies plicly Title
2 [5- From Azure > _|sre@pathorg PATH 1|Role of Digital Tools in Fighting Ma ari|
3 L lwin@ilo.org international Labour Or| 1| Myanmar Labour Law Guide 2021
4 |win@ilo.org International Labour O 1[COVID-19 and Child Labour in Myanmzg
5 ‘ﬂ From Power Bl (United Natio...) imiid.org |Myanmar Institute for | 1|CF Plan (update) for Tant
3 data yen@mam org mm|Medical Action Myanmg  1|Malaria elimination in remote commur
7 ) ) i mon win@unedf.org |United Nations Capital 1|Towards Gender-smart Microfinance P}
[‘i From Online Services > - . - - ——

8| LS ei.mon.win@uncdf.org_|United Nations Capital 1{women's Demand for Financial Servicq
g i Eden Centre for Disables 1|An exploratory study of Persons with D|
10 [gﬂ From Other Sources > {elpAge International 1|Planning for a Healthy Future;The impg
1 elpAge International 1{Rapid Need
12 1|Rapid Need
13| E‘E Combine Queries 4 1|using ity structures to prevent]
1 e tialosen 1|How to overcome the challenges faced
a f7 Launch Power Query Editor... 3 Launch Power Query Editor L 1[Tackling perceptions to address ment
1ol Open the Power Query Editor =rnational 1|Integrating NCD services into primary H
17 = windowto create or modify queries. Lrosiona) 1{How to control chronic respiratory dis]
18 [ Query Options " HED (October 2021

Power Query Editor window GOTCUD(S]C\%é@é/

Bl | &~ = | Power Query Editor

Add Column View

Transform

Data Type [ New Source =

E

Use First Row as Headers [ Recent Sources ~

Closed Refresh choose Remove  Keep Remove Split Growp 3 L e Mansge | Datzsoure oo
Load~  Preview anage Columns ~ Columns ~  Rows ~ Rows Column ~ By teplace Values Parameters ~  settings nter Data
Close Query Manage Columns  Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
Queries <

|tun tun naing@undp.org

Home tab 63200300 New Source 63200500 Excel Spreadsheet 03 &G0l edlcwoeaon Import Data dialog box

¢ QQ, ¢ Q < E IOC‘ < Q o C ’]
(j)(TJ&)Co: 88990?03@ Xce (?CU)EG§GPO?G&=O’JD gCoZO I
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View
Y - Data Type g I [ New Source | 2
" Use First Row as Headers = &+ ) Eie
Manage  Data source Excel Workbook 3
Repiace Ve Parameters™ settings Database ’
Close Query Manage Columns Reduce Rows  Sort Transform Combine Parameters Data Sources /A Azure » 3
Text/CSV
Querie < E° Ppower platform »
& Online Services » [
S XML
= OtherSources b |
JSON
PDF
Folder
Q SharePoint folder
Kl Import Data X
« v o1 « 0S(C) » Users > Dell » Desktop > IM Workshop Resource File_Feb2022 > Excel_Exercises » DAY 3 v O £ Search DAY 3
Organize - New folder - O @
¥ Downloads ~  Name Date modified Type Size
b Music MIMU_Excel_Heat_Mapping 2/1/2022 11:35 PM File folder
= Pictures MIMU_Excel_Heat_Mapping_forMacBook ~ 2/1/2022 11:35 PM File folder
& videos 4_ExcelTraining_Charts_SampleData_une..  2/1/2022 5:09 PM Microsoft Excel W. 45KB
L. 05 4_HeatMap_Exerciese_26Jul2017.xIsx 2/1/2022 5:09 PM Microsoft Excel W.. 22 KB
p assessment_checking xIsx 2/1/2022 11:34 PM Microsoft Excel W. 71 KB
¥ Network -
) MIMU_Excel2010-2016_Heat_Mapuxisx 2/1/2022 5:09 PM Microsoft Excel W... 18KB
File name: |assessment_checkingixisx v‘ |Excel Files (=2xistxismyds

(‘:)(5]390%8: Navigator dialog box

cqlcoodk\%éep_su Display Options
C QO C

G3220000 assessments O?eﬁod]ll

Ok (7%005%501"

o [o XY .
(L)(ﬂsao?c: Power Query Editor
. C

window g€ exce

(header) cep0og¢ click SGGl 650502905203 select cdS(Gzo04(g

Navigator

["] Select multiple items
Display Options ~

“ L

| [Z1 assessments

assessments

Node ID
115041
115040
115039
115038
115037
114995
114994
114982
114974

MIMU Assessment Code
PATH_013

1LO_033

ILO_032

MIID_010

MAM_002

UNCDF_002

UNCDF_001

Eden_003

HAIM_012

Submission Contact Name
Seng Ra

Ron Than Htut Lwin

Ron Than Htut Lwin

Hsu Myint Myint Lwin
Kyaw Kyaw Win

Ei Mon Win

Ei Mon Win

Htay Aung

Khin Yadanar Toe

o X

Submission Contact Age
PATH

A
Lo
1o
MIID
MAM
UNCDF
UNCDF
Eden v
HAI

l oc < (NP ] Q< '] cC 00 O
(?CGQD(DG§®&(Y? GO&q@’)@OO (eplob]]| 890% @

<

Q<

0)38’.)8?9

G8on0S

N Q l Serf@: c2E:8s
%809633’3 sector column (Y?ﬂ:)@o GIC30s

[x ] assessments - Power Query Editor o X
Rl Twtom  Addcomi Vi @
e ™ [ Properties B L ¥ —  Data Type: Whole Number ~ [ Merge Queries ~ C t [% New Source ~
| Lg ! ] ; ~
T - S adencededtor =0 X [ 7] Use First Row as Headers = % Append Queries ~ | L [ Recent sources -
Close &  Refresh T % Choose Remove  Keep Remove split  Group ; . SRR Manas Data source em
Load ™  Preview * ege Columns * Columns = Rows = Rows * Column~ gy 2 Replace Values bine File Pl fhgeste nter Data
Close Query Manage Columns Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
> < fe || = Table.TransformColumnTypes(#"Promoted Headers®,{{"Node 10", Int64.Type}, {"MIMU Assessment Code”, type text}, {"Submission Contact Name”, v Query Settings v
7 assessments R
. - MU Assessment Code |~ mission Contact Name |~ A% Submission Contact Agency |~ A% Submission Contact Number  ~ mission Contact En
[T, 1% Nodeid A% MIMU A Cod A8 submission Ce N, & Submission C & Submission C Number A% submission C E
4 PROPERTIES
1 115041 PATH_013 SengRa PATH null sra@path.org
A Name
2 115040 1L0_033 Ron Than Htut Lwin o null Wwin@ilo.org
assessments
3 115039 110_032 Ron Than Htut Lwin o null Iwin@ilo.org
P——
4 115038 MIID_010 Hsu Myint Myint Lwin MIID null smmiwin@mmiid.org All Properties
7 MAM Kyaw Kyaw Win MAM null| data.ygn@mam.org.m
5 11503 _002 yaw Ky ull data.ygn@mam.org M1, Appy IED STEPS
6 114995 UNCDF_002 £ Mon Win UNCDF null| ei.mon.win@uncdf.org Z
Source
7 114994 UNCDF_001 Ei Mon Win UNCDF null ei.mon.win@uncdf.org
Navigation
8 114982 Eden_003 Htay Aung Eden nuil htayaung89@gmal.cor
= . ] i Promoted Headers
9 114974 HAIM_012 Khin Yadanar Toe HAI null khinyadanar.toe@helpa X Changed Type
10 114973 HAIM_011 Khin Yadanar Toe HA null| khinyadanar.toe@helpa
" 112673, wama min Khin Yadanar Toa at il khinvadanar toe@heina

Home tab 635205 Split Column O%%(S(ﬂll By Delimiter 0%)00(3%8(5]"
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ents - Power Query Editor

Advanced Excel

Transform  Add Column  View
r?j [ Properties I:l al ¥ [% Data Type: Text ™ F Merge Queries - D [% New source -
~

H =7 [ Advanced Editor il [ _—|,. [ Use First Row as Headers = % Append Queries * =2 [ Recent Sources ~

Close &  Refresh e . Choose  Remove Keep Remove Split Z6foup 1 Lo " i Manage Data source e

Load~  Preview~ - Manage Columns ~ Columns™  Rows * Rows ™ Colip T gnlsce vaue T Parameters~  settings (BT et

Close Query Manage Columns. Reduce Rows  Sort I By Delimiter 3 | Combine Parameters  Data Sources New Query

. Y
Queries [1] < - i — " " " - N
fx Table.TransformColun by Posiions | Swlit Column by Delimiter 4.Type}, {"MIMU Assessment Code”, type text}, {"Submission Contact Name",
[ assessments
= [~ a8 Type By Lowercase| 5Pt values in the selected column |~ | A% sub sector(s) covered [
based on the specified delimiter.

1 aria at the Community Level Developm 8y Upperc n
2 Developr By Digit to Non-Digit Labour Law
3 mar, situation assessment Developm 8y Non-Digit to Digit Child Labour
4 “antsan Village Development focused Environment, Governance Community Forestry Management
5 munities requires integration of ma... | Development focused Health Malaria, Community Health Workers, Health Systems Strengthening
6 e Product D and Enter... | D focused Economic Infrastructure, Peace Building / Conflict Prevention n
7 vices in Conflict and Post Conflict A...  Development focused Econemic Infrastructure, Private Sector Development n
8 h Disabilities about access to Educ... | Development focused Education PWDs

. e C o "l C C ’T‘ C C C
Select or enter delimiter 2 Neleple Custom 09640l 63220503CG0I QDIED RODAVOGHEP0RC comma

m?éﬁ(rgmo spacebaror% ooq_lcrggcrgeo:d] “, “n Advanced options G§spog<°: Rows (T%Gas(ﬂll Ok %80%

(Sector 60505039 comma $0002600 cell oROdGPEOP Row 0003¢ (§§31932:¢9(gdlonud)

Split Column by Delimiter

Specify the delimiter used to split the text column.

| --Custom-- - |
Split at
7 Left-most delimiter
J Right-most delimiter
® Each occurrence of the delimiter
4 Advanced options 2
Split into
2 Columns
Rows 3
Quote Character

|| Split using special characters

nsert special cha

Cancel

X

assessments - Power Query Editor

k&

E7 assessments

Home Transform Add Column View
Y Emproperties Ly e s 4 | Data Type: Text = [P Merge Queries = Ly
= X HHHH 3 I = ; = ; &+
= [ 2 advanced Editor il [ use First Row as Headers = 'L Append Queries ~
Close&  Refresh — . Choose Remove  Keep Remove Spit Grown - b Manage  Data source
Load~  Preview - - Manage Colurnns = Calumng = Rows~ Raws = Column~ gy 2 Replace Values <l Combine Files Parameters~  seftings.
Close Quary Manage Columns Reduce Rows  Sort Transform Combine Parameters  Data Sources

= Table.TransformColumnTypes (#°Split Column by Delimiter™,{{"Sector(s) covered”, type text)})

[ New source =
[ % Recen sources =

B v A Typeof Assessment | | A% Sector(s) covered = % subsector(s) covered |~
1 Malaria at the Community Level Development focused Health null
22 Development focused Governance Labour Law

3 tyanmar, situation assessment Development focused Health Child Labour

4 for Tant San Village Development focused Enviranment Community Forestry Manage...
5 for Tant San Village Development focused Gavernance Community Forestry Manage _
6 ommunities requires integration of ma... Development focused Health Malaria, Community Health

7 ance Product Development and Enter_.  Dewelopment focused Economic Infrastructure null
8 nance Product andEnter... focused Peace Building / Conflict Prevention il
9 services in Conflict and Post Conflict A Development focused Economic Infrastructure aull
10 Services in Conflict and Past Canflict A... Development focused Private Sector Development nuil
11 3 with Disabilities about to Educ.. pment focused Education PwDs

12 he importance of Tackling Non-commu... Development focused Health null
13 Development focused Aid Information null
4 Development focused il
15 prevent and manage non-communicab... Development focused Health il
16 »s faced by Myanmar’s PEN services  Development focused Health il
17 mental health in Myanmar Development focused Health null
18 mary healthcare through package inte... Development focused Health auil
19 ory diseases in Myanmar Development focused Health nuil
20 ser 2021) Development focused Multi Sectors 157 sub-sectors

21 019) Development focused Other Disability

[ Enter Data
New Query
¥ Query Settings X
B stare/ Region
4 PROPERTIES
Country-wide
~ Name
Country-wide f—

Ayeyarwady, Bago (East], Bago (West], Country-wide, Kay
Shan (South)
Shan (South)

All Properties

4 APPLIED STEPS
Chin, Kachin, Kayah, Mon, Sagaing

Source
Country-
Navigation
Country-
v Promoted Headers
Kachin, Kayah, Rakhine, Shan (North)

Changed Type
Kachin, Kayzh, Rakhine, shan North) Spiit Calumn by Delimiter

Sagaing, Taninthary! > Changed Typel

Country-wide

Country-wide
Country-wide
Country-wide
Country-wide
Country-wide
country-wide
Country-wide
Country-wide

Country-wide

Prepared by MIMU, June 2022

Page 75



Step 0298 3e[go:30300503E: Query Settings ¢o

oD 8°8@GO°G 3@03(5]33 Q|| @Qc’) 80\) t [~ (To) cOD§DND
D]|Cs °§? 8 23] °Sep08L °§°

C N C Q00C < cC Q0 ¢ o c N
[0305¢(gacbme05mma00:600:03 8500 (g g|05c805cd0loopSi 33l

CTRL + Z 03 &5(Gs Undo @Lq?éoooé aaorl%orlg(\) @og(ﬂooof)u

Home Tab ¢3300900 Close &
C cocC
Load G§EPORC ONCLOSKOMD

Close & Load 005.%6&%(73(5]"

Power Query Editor

Advance

d Excel

Query Settings

4 PROPERTIES
Name

| assessments

AllP

4 APP

roperties

LIED STEPS

Source

Navigation

Promoted Headers

Changed Type

Split Column by Delimiter
X Changed Type1

ents - Power Query Editor

g Close & Load To.. r
= = Save your changes to this query,

FH assessments close the Query Editor windew, and

Transform Add Column View
5 [EgProperties l:l Ly [T |
[ 3 Advanced Editor X HHHEH z, | M
v - Choose  Remove Keep Remove split  Group
anage Columns ~ Columns ~  Rows ~ Rows ™ Column~ By
2 Close & Load Manage Columns Reduce Rows  Sort

Data Type: Text ~ 7 Merge Queries

[FF] Use First Row as Headers ~

L, Replace values

T append Querie

ombine Files

Transform Combine

load results to the default

Table.TransformColumnTypes(#"Split Column by Delimiter”,{{"Sector(s) co

[~ 4B Type of Assessment

[+ | a8 sector(s) covered

destination.
AT aT Level D focused Health
Q_<Q (9, NP -
00'338’)‘, onD Om@gcam 2 Development focused Governance
o o o o
3 mar, situation D focused Health
Excel 88 > sheet 39335(7)9 4 ant San Village Development focused Environment
L ? L 5 ‘antSanVillage Development focused Governance
lo) c c c 6 munities requires integration of ma... | Development focused Health
o
ermO @G§Ge @@&)@II 7 e Product D and Enter... | D focused Economic Infrastructure
8 e Product D and Enter... | Dx focused Peace Building / Conflict Prevention
9 vices in Conflict and Post Conflict A... | Development focused Economic Infrastructure
10 vices in Conflict and Post Conflict A...  Development focused Private Sector Development
@ Avtosove @) Bl &~ 5 assessment checkingaisk ~ £ Search (Alt=Q) TnTeNang @ & - o0 X
File Home Insert Pagelayout Formulas Data Review View Help Table Design Query o comments  ([EFS
. o = B T - A —
27y [,; caibr < =G % Bwepen Genera B == 3 Ay @]
Paste B I U-~ ===l B . g o Condiional Formatas Cell Insert Delete Format Sot& Find&  Analyze
" u ; $-% % XN Formatting ~ Table ~  Styles ~ v & ~ Fiter~ Select~ | Data
Undo  Ciphoard 1y font 9 Alignment [ Humber [ Styles. colls Editing Analysis | Sensiidy >
A1 ~ fx  Nodein ~
i Queries & Connections ~ %
2 115041 PATH_013  SengRa  PATH sra@path.on PATH 1 Role of Digital Tools in Fightir Development focused  Health useries | Comnections
3 115040 ILO_033  Ron Than Ht ILO Iwin@ilo. org International Labc 1 Myanmar Labour Law Guide : Development focused  Governance Labour Law —
4 115039 ILO_032  Ron Than HE ILO Iwin@ilo.org International Labc 1 COVID-19 and Child Labour in Development focused Health Child Labour 1 query
5 115038 MIID_D10  Hsu Myint M MIID smmiwin@m Myanmar Institute 1 CF Plan (update D focused i Community Fol
6 115038 MIID_D10  Hsu Myint M MIID smmiwin@m Myanmar Instituti 1 CF Management Plan {update Development focused Governance Community Foi [ assessments L3
7 115037 MAM_002  Kyaw Kyaw \ MAM data.ygn@m Medical Action M 1 Malaria elimination in remote Development focused  Health Malaria, Comn® 3,261 rows loaded.
8 114995 UNCDF_002 Ei Mon Win UNCDF ei.mon.wing@ United Nations Cz 1 Towar Smart Micre Dy focused  Economic Infrastructure
9 114995 UNCDF_002 Ei Mon Win UNCDF ei.mon.win@ United Nations Ce 1 Towards Gender-Smart Micrc Development focused Peace Building / Conflict Prevention
10| 114994 UNCDF_001 Ei MonWin UNCDF ei.mon.win@ United Nations C: 1 Women's Demand for Financi Development focused Economic Infrastructure
11| 114994 UNCDF_001 EiMon Win UNCDF ei.mon.win@ United Nations Ce 1 Women's Demand for Financi Development focused  Private Sector Development
12| 114982 Eden_003  HiayAung  Eden htayaung89¢ Eden Centre for D 1 An expl y study of Persc Dy focused Education PWDs
13| 114974 HAIM_012  Khin Yadanai HAl khinyadanar. HelpAge Internatic 1 Planning for a Healthy Future, Development focused  Health
14| 114973 HAIM_011  Khin Yadanar HAI khinyadanar. HelpAge Internatic 1 Rapid Need D focused  Aid
15| 114972 HAIM_010  Khin Yadanai HAI khinyadanar. HelpAge Internatic 1 Rapid Need Assessment Development focused  Aid Information
16| 114971 HAIM 009  Khin Yadanai HA! khinyadanar. HelpAge Internatic 1 Using community structures t Development focused Health
17 114970 HAIM_008  Khin Yadanar HAI khinyadanar, HelpAge Internatic 1 How to overcome the challer Development focused  Health
18| 114969 HAIM_007  Khin Yadanar HAI khinyadanar. HelpAge Internatii 1 Tackling perceptions to addre Development focused  Health
19| 114968 HAIM_006  Khin Yadanar HAl khinyadanar. HelpAge Internatic 1 Integrating NCD services into Development focused Health
20| 114967 HAIM_005  Khin Yadanar HAI khinyadanar. HelpAge Internatic 1 How to control chranic respir Development focused Health
21| 114964 MIMU_046  tuntun MIMU tun.tun.naing Myanmar Inform: 1 3W (Who,/What/Where) (Oct Development focused  Multi Sectors 157 sub-sector
22| 114961 MIMU_045  tuntun MIMU tun.tun.naing Myanmar Informe 1 Disability in Myanmar (2014 - Development focused  Other Disability
23| 114960 MIMU_044  tuntun MIMU tun.tun.naing Myanmar Informe 1 Changing Sources of Drinking Development focused  WASH
24| 114827 IFPRI_106 ifpri-myanm: IFPRI Myanmar  IFPRI-Myanm Foor 1 the Agri-food Syst D focused Agriculture
25 114827 IFPRI_106  ifpri-myanm: IFPRI Myanmar  IFPRI-Myanm Foor 1 M the Agri-food focused Food
26 114730 CDA_D14 Ye Htein Aun CDA yehtinaung@ Community Devel 1 Food Distribution Emergency - post confli Food
27| 114729 CDA_ 013 Ye Htein Aun CDA yehtinaung@ Community Devel 1 “Aye Chan Thaw Ein" Empow Development focused  WASH
28| 114728 CDA 012 Ye Htein Aun CDA yehtinaung@ Community Devel 1 Recovery Support for Flood a Emergency - post canfli Disaster Risk Reduction
o T “assessments (2) | assessments o o o T - Pp—— T N
ready [B® T Accessibility: mvestigate [ Display Settings 1] | - ¥ + 100%
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399%3 (00) Power Pivot

. < . ] C < '] < <. Q ° C < Q . Q °
Power Pivot 338 Excel add-in 3’3({"_2390380)0)?@0)0 C)D&II CICS(Y? 393?8 |Q| B‘BQI(DBDC\)(T)({I’.)Z(IL) summarise C\?OGOZﬁ]Qm
033)050qP:as 305320005 table 335|Es5|Cs §058005000 guSmMEo CwSc&sardeaoat &Ealaopdi
ORIYPQQYPegs 329 Ie]I<: ) 3 282 QOCHWY T 2
. (o] c ']
Power Pivot o Excel 03¢ 060,60l
oIl Excel &\ File menu ¢ Options o3 Click
Excel Options 7 X L
C coQ
Earzr] E View and manage Microsoft Office Add-ins. m‘DQIm‘?OO l
Formulas @
Data Add-ins
Proofing Name Location Type - . . < N Q
Ji Excel Options window o3¢ Add-ins o
Save Inactive Application Add-ins L
Analysis ToolPak C\..Office16\Library\Analysis\ANALYS32XLL  Excel Add-in . c [ Yo X1~ c
Language
o Analysis ToolPak - VBA A\icel6\Library\Analysis\ATPVBAEN.XLAM  Excel Add-in Click m@qlm§o[92 Manage UO)C COM Add-
Ease of Access Date (XML) \Microsoft Shared\Smart Tag\MOFLDLL  Action
Advanced Euro Currency Tools oot\Office16\Library\EUROTOOLXLAM  Excel Add-in . o o ']
Inquire C\.soft Office\Office16\DCF\NativeShim.d COM Add-in ins (Tl) Ga"o I
Customize Ribbon Microsoft Actions Pane 3 XML Expansion Pack
Microsoft Data Streamer for Excel \..softDataStreamerforExcel vsto|vstolocal COM Add-in < H N QK ’]
Quick Access Toolbar Microsoft Power Map for Exce Excel Add-in\EXCELPLUGINSHELLDLL  COM Add-in ?” GO 08C click CDQ)QI(D:?OO I
| Microsoft Power View for Excel “\...| Add-in\AdHocReportingExcelClient.d| COM Add-in
. Nes-P-Coder-Eng DA\..CS P-Coder Eng\NCS-P-Coder-Eng.xlam  Excel Add-in
Trust Center Solver Add-in C:\..Office16\Library\SOLVER\SOLVER XLAM  Excel Add-in
Document Related Add-ins
No Document Related Add-ins
Disabled Application Add-ins hd
Add-in: Analysis ToolPak
Publisher: Microsoft Office
Compatibility: Mo compatibility information available
Location: C\Program Files\Microsoft Office\root\Office16\Library\Analysis\ANALYS32.XLL
Description:  Provides data analysis tools for statistical and engineering analysis
I Manage: | COM Add-ins T . |
o ]
COM Add-ins ? X

_ G COM Add-ins window o3¢ Microsoft
Add-ins available: |

b ker Offi ) ddit . o .
e — Power Pivot for Excel 03 Click
; Microsoft Data Streamer for Excel t
I Microso ower et fo e i 005105&83
| Microsoft Power Pivot for Excel e
[ Microsaft Power View for ExErl ql ?
Remove Q C N . < coC
QL [986:?’.)00 Add ox¢ Click 0293]03500l

Location: C\Program Files (x86)\Adobe\Acrobat 11.0\PDFMaken\Office\x&4\PDFMOfficeAddin.dll
Load Behavior: Load at Startup

eorl%p_gc;o:n sgqjcﬁsgco(ﬁeﬂoso% qug(ﬁ@& (Distinct Count)

oazg:néef%:mogé ecj:e‘j: Pivot 035 60lod PowerPivot ogéooo leaoo Distinct Count function 093 3935L:[§[ Qe eorlgéeoao
aaqlcﬁ:ascoo%qp:cif) c;qogcrg(:)o% Eleblevily[-o} @o%cﬂoocfvn @939@03 c%é:eaoa@s/@é§ogaao$cﬁ oeo?c;o]& 9&3& OL‘?OS'
chﬂsaos?f)o?l Clealdael ®oq§: @[c\?&}cr% GOPCOI§9D [_Cgo%dboofvn

. o o File Home Insert Pagel
1. PowerPivot_Pcode.xlsx file o) ggd]u -

o= =]
N Q N =) . 00C ) @
2. 323]033COMQPAOZC cursor Q.I[Eig Insert tab © Pivot 03 SOOI , I 0o
1 L PivotTable Hecommended Table
v PivotTables

3. e0looneoon PivotTable from a table or range dialog box 085 Add this data to Data .
ables

o C C C (e O 0C
Model czlen) 3a?§[§o) @[0?0[90 Ok n c}ocﬂu
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4. Pivot Table Fields © SR_Name_Eng or% Rows 085 ooéo']u
5. District/SAZ_Pcodel Tsp_Pcodei VT_Pcode & Village_Pcode 0303 Values 085 ooé@: Value Field Setting 085
Distinct Count eqsd]u
O

6. Pivot Table %’] column @eéeﬂos&é 630000l 3905:)63 3’36&%6@’)680’]

Source Mame: District/SAZ_Pcode
Select a table or range — —
Custom Name:  Distinct Count of District/SAZ_Pcode
Table/Range: | 07 village!$A51:52572264 *
Summarize Values By Show Values As
Choose where you want the PivotTable to be placed
Summarize value field by
_c__) Eletiopi=heet Choose the type of calculation that you want to use to summarize
|_) Existing Worksheet data from the selected field
Location: + Min
StdDev
Choose whether you want to analyze multiple tables f:rDEVp
Add s deta o the Data Mod e ———
QK Cancel

MNumber Format Cancel

Row Labels -~ |No. of District/SAZ MNo. of Township No. of Village Tract No. Village

Ayeyarwady 6 26 1929 12682
Bago (East) 2 14 745 3045
Bago (West) 2 14 693 3666
Chin 4 9 471 1504
Kachin 4 18 604 3163
Kayah 2 7 80 716
Kayin 4 7 377 2156
Magway 5 25 1545 4905
Mandalay 7 23 1421 4974
Mon 2 10 386 1301
Nay Pyi Taw 2 8 194 916
Rakhine 5 17 1052 4203
Sagaing 12 37 1781 6535
Shan (East) a4 15 224 4457
Shan (North) 11 45 1154 8525
Shan (South) 5 21 424 5959
Tanintharyi 3 10 270 1294
Yangon 3 19 629 2262
Grand Total a3 325 13979 72263

c ¢
COPMYCIS:

PowerPivot_Pcode_Exercise.xlsx file 093 3901?:@1@: o%é:esoo@:/@éyﬁs@c@cﬁ ogogc;cﬂé: a8 [§L‘TOS' [§L [ qf)ogcﬁ

0)’36188 @LC\P(Q)O']II
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Power Pivot |

00920888:0520p5 Power Pivot 03¢ Calculated Column (gapS[gEzsé Measure Calculation o3 33a3:(g|(Gs Pivot Table (¢
. N < C C C o C C C QO « ”» C c C
summarise [g[c\?ooogsgaﬂ cell ODOORODIBORCIY ®II2QARMD IOYO cell 0ROOIPORCE “comma @g c0l&080mo

GlcoSBEESAopS

Excel File - “PowerPivot_3W.xlsx”

@O BBPOMBOS Power Pivot (§¢ (g09S(3:d
Org_IP Township Sector_Cluster
Orgl50 (IP201) | Sittwe Agriculture Township Agriculture CCCM
Orgl54 (1P201) Sittwe Agriculture Orgl48 (1P218), Orgl48
Orgl54 (1P201) Pauktaw Agriculture Kyauktaw | Orgll0 (IP267) | (IP219), Orgl48 (IP254),
Orgl54 (1P201) Kyaukpyu Agriculture Orgl48 (1P255)
Orgl13 (IP202) | Sittwe Agriculture Maungdaw | Orgl05, Orgl06 | Orgl3l
Orgl07 (1P203) Sittwe CCCM Minbya Orgl36 Orgl148 (1P218), Orgl48
Orgl07 (1P203) Pauktaw CCCM (IP266), Orgl34
Orgl14 (1P203) Sittwe CCCM Mrauk.U Orgl46 (IP207), | Orgl48 (1P218), Orgl4s8
Org148 (1P203) Sittwe CCCM Orgl46 (1P208) | (1P228)
Orgl48 (IP203) | Pauktaw CCCM Myebon Org148 (1P228)
Orgl48 (IP203) | Sittwe CCCM o aukta Orgl46 (IP207), | Orgl48 (IP203), Orgl4s
Orgl48 (1P203) | Pauktaw CCCM Orgl01, Orgl36 | (IP256)

g2

oIl Sheet 1 ﬁdata (39;2]0339&)05) ?1@:)33 G§q3035 cursor Q_|[§z Power Pivot tab ¢ Add to Data Model 0% Add to

Data Model
l. k < coC Tables
clic O’)O)QIO’J?OO I

Create Table ? et

i “Create Table” window 03jc000p5(g6(Gs table 03pSea000360 range ©§m§0lon “OK”

Where is the data for your table?

53
[¥ My table has headers
QCEHEE‘

. . NS [IINT) C 0 « 9 e Q<
Q! Power Pivot for Excel Window Sfaogc@g eogoqe&@o)[go Sheet 326p507 “3W” 0 sgegeoocpmo']n

ogf: Click mo%qj(ﬁ.j%f)d]n

Calculated Column @[Q?(C)@cc:s

i Add Column ogé cursor q|[§: Formula bar 035 =IF (ISBLANK ( [Implementing
Partners]), [Organization], [Organization]&" ("&[Implementing Partners]&")") o0

%cﬁoopé[cj: 08L column 093 Org_IP o @eée@oé:(ﬂu

i PowerPivot_3W.xlIsx file ¢ Org sheet §°1 data (sgqltﬁsgmog) gole:)ao e@epogccs cursor q|[§s Power Pivot tab ¢ Add to

Data Model 03 click 036g/05&Salu
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Gn Power Pivot for Excel Window 39385@5 Gognqep_S@o%@: Sheet :39@[3_5(73 “org” v araeéeo:c\%(ﬁo']n

e .S Q . . 0. ¢Mme

Table 00094¢ 0003 Relationship gllcn@co l_.E
=]

Qi Home tabi View group %’1 Diagram View orcg’ %801" 3w .}.é Org sf’e[@ Table §.o°>sL> GOR.8$° @o%cfloo&u (Table Diagram
View

698 0363 Relationship gjo5(gE:03 Diagram View op&

[glepSqalonudn) o Bw 2 org
E Organization I ] Org_ID
o bl & (0] ID [ Sod 80(&: 3W tabl 8 [ Implementing Partners £ OrganizationName
on org table ﬁl rg_Ib column 396&(7? (9% 3 table ﬂ 1
[T State_Region jg ] OrganizationAcronym
o . < Q C o] (o] o p— B
Organlzatlon Column 396&39@0’]“3%@613(7)@33339@’] (SOO’JSOODO? [ Township il OrganizationType
C Q. ¢ '] Q () . . [ Sector_Cluster
Qo300 Org table ¢ 3W table o Relationship lzl £ Project Status
o _cre < ¢ O < e
%U)[g:&)gg @0333333&(7]_) GOgﬁld]Q&ll — Ll Org_IP
Data ==
View

@ Home tabi View group §) Data View o3 &6¢li

o0l 3W sheet §°1Add Column 035 Cursor q|[§: Formula bar ogé =RELATED (Org [OrganizationName])

0r§500p5(82 Enter 85005 oBcolumn o3 Organization Name 0> 3epSe(goc:dli
LGI] & ° ? T T g T g °

o . o] . C coc
o1 Home tabi Formatting group ¢ “PivotTable” o3 click 0>6qj058&5dl pivotTable
[(3 H ”» M c c Ge 3 ”» o ° {3 ” "
O Ji “Create PivotTble” window MJe26p0|go(g: “New Worksheet” o3 6§02 “OK Create Prvotmable 7 X
o3¢ Click 09505850l e
xisting Worksheet
Location: [Sheet11$A$1:9G$443 ‘ﬁ
oK Cancel
" P . » . [} [ . IS COQ(O. « === IV
oQI "PivotTable Fields” window ¢32005¢) 3W opC right click oooq|oo§\o[9: Add [T —
P Q coQ -
Measure” click (T)O)Q_](’D?OO Il Remove from Active Tab
Measure ? x
oGI “Measure” window orgé - Measure Name: All_Organisations _
N 1 1 Value Description:
Formula:=CONCATENATEX (Values ('3W [Org IP]), s ﬁlml
[ 3W' [Org_IP] , "w , n) OS_:) %ngéé]” =CONCATENATEX(Values('3W[Org_IP]), '3W'[Org IP], *, ")I
Q C [N . [N cocC
[gzcmc “Check DAX Formula” eple click oowqm.is.od]n
« ”» C N QC c NS C « .
Formula” box &\ ¢32005¢ C 3206EDC 32 ® cous|¢c “This
@08 61 ?‘?@ @ ° @ This formula has no errors
c .
formula has no errors” ©>002:6008 Gogod]m “OK” og¢ Click
Category:
C cocC General
0DOIM&OII e
AP¢ S
Currency
TRUE\FALSE
o8l Pivot Table gﬁ field list 088 - Drag fields between areas below:
Column - Sector_Cluster Filters Columns
Sector_Cluster A
Rows - Township
Values - All_Organisations 03 copdcli
Rows % Values
Township e All_Organisations 57
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o6 “Design” tabi Layout group ogé Grand Totals or% click ooo%qtﬁ$8[§: “off

for Rows and Columns” o3¢ click 038305830l

201 88c351€e205 Format Design 03 G[§0<°:° §30005 sheet 0690303 co
(? LQI g T °€1§ (% tT T py

ORS@: paste special (73 :f?:[?]: paste value @LC\?&ﬂu

Power Pivot Il

Advanced Excel

Grand
Totals ~

Off for Rows and Columns

Report Blank
Layout ¥ Rows v

~ | Row Hg

~ | Column

c_. < < . C . C < (¢} C o Q
00920C9430220p0  Pivot  Table @g summarise @lqow@sgé] 3023|6900 6oMAdqPse Data value qp:o

N N cre c C C C <
3093]056(g|0pS(G: copda3Ee(gEsgdcloopSi

Excel File - “PowerPivot_Census.xlsx”

elgcosgzﬂcﬁsamcﬁc}é
State/Region| Township Urban Urban Rural Rural
Name Name Male Female Male Female

Kachin Myitkyina 117,911 128,595 36,136 34,962
Kachin Waingmaw 13,224 13,432 49241 49,647
Kachin Injangyang 244 20 702 585
Kachin Tanai 20,080 17,335 11,899 10,705
Kachin Chipwi 1391 1399 8,909 8,340
Kachin Tsawlaw 193 175 3,158 2,992
Kachin Mohnyin 26,6521 29,990 74,946 77,704
Kachin Mogaung 11.604] 13,408 51,897 55,699
Kachin Hpakant 428181 23,039 167,904 97,946

Power Pivot @cc: [QLC\PS@‘;CL)S)

Row Labels ~ Urban_Total Rural_Total Total_Population %_Urban_Population
Ayeyarwady 872600 5312229 6184829 14.10871667
Bago 1072336 3795037 4867373 22.03110384
Chin 99809 378992 478801 20.84561227
Kachin 592368 1050473 1642841 30.05753691
Kayah 72418 214209 286627 25.26558908
Kayin 329166 1175160 1504326 21.88129435
Magway 588031 3329024 3917055 15.01206902
Mandalay 2143436 4022287 6165723 34.76374141
Mon 572189 1482204 2054393 27.85197379
Nay Pyi Taw 375189 785053 1160242 32.33713312
Rakhine 354288 1744519 2098807 16.88044684
Sagaing 911335 4414012 5325347 17.11315713
Shan 1395847 4428585 5824432 23.96537551
Tanintharyi 338419 1069982 1408401 24.02859697
Yangon 5160512 2200191 7360703 70.10895563
Grand Total 14877943 35401957 50279900 29.590239284
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oll Power Pivot tab ¢ table group op¢ Add to Data Model o3 click 0>$g|05

Ji “Create Table” window qmoeé@o‘i@: table méeaoocﬁeé range (fc%m;%(ﬂm “OK”

cCoC

ogc Click ooo:q_|oo§oo Il

QI Power Pivot for Excel Window 39085@5 Gogoqeé@og[@: Sheet araepéogg “Census” 0D

GDGéGOSé]II

QI Home tab © “PivotTable” oo click ooo:qyﬁ%&o I

« * ”» H < < 9, « » Q ° « ” <
il Create Pivot Table” window oqmoe@@@[g, New Worksheet 0D 6§00 OK eple

Click mo%qcr%%f)d]n

Gu "PivotTable Fields” window c@005§ Census op¢ right click 026gq038&5(Gs “Add

coC
Measure” click oooxﬂoo§oo Il

QI “Measure” window o3¢ -
Measure Name: Urban_Total
Formula:=SUM(Census[Urban Female])+sum([Urban Male]) or%

[9:c3|c “Check DAX Formula” ogc click oocz)sam.?oo']u

Advanced Excel

880l

=

My table has headers

Add to
Data Model
Tables
Create Table ? X
Where is the data for your table?
=

Cancel

PivotTable

(Create PivotTable

(@ New Worksheet

(O Existing Worksheet

Location: |Shee

P

| OK I Cancel

Q

3 =
|+ Add Measure... I

Show in Acti

ve Tab

CD (;lll

o

“Formula” box &\ 6;393056;@088 a’aé’)ézespé :399%@5 GC\):@(S: 7=
. c Table Name: Census ~
“This formula has no errors” ®2002:cc0: Gogotﬂoo Category op¢
Q 0 Value QESEI’\DUOI’H
Number Format eple Whole Number w0 Gglo[g., Use 1000 otz fi |_|Chmmma
Separator (’) (Yoe 39?%@& @I-C\P(Smg uOKn (788 C“Ck I:SUM([ensus[Urban Female])+SUM(Census[Urban Male]) I
cocC
ooo:q_loo§00 [
@ This formula has no errors
Category:
General Format: v
Ol 6§200000 Measure 9 000COPYOIERN EIOMOIIPODCE | T
“Measure Name” §§ “Formula” orcLSor% %cﬁooé@ 39@o§ G .§§ Cancal
ocC C
Q egogc:@[cx?od]u
1. Measure Name: Rural_Total
Formula: =sum([Rural Female])+sum([Rural Male])
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2. Measure Name: Total_Population
Formula: =[Rural_Total]+[Urban_Total]
3. Measure Name: %_Urban_Population

Formula: =[Urban_Total]/[Total_Population]*100

Drag fields between areas below:

@ Pivot Table & field list ogé - - A
Column - State/Region Name 2 Values j
Values - 1) Urban_Total
2) Rural_Total fows Values
State/Region Name - Urban_Total -
3) Total_Population Rural_Tota M

Total_Population 2

4) %_Urban_Population o3 copgali

o0Q o _ ¢ F tD . Q @ Con S C h t < 2,2 °@° t . l (o) o°[§° t l
o0l GGQ?EZICGODD ormat besign (7? G| 'JCoG]ﬁGBOam snee ODODQLC\?‘,O? copy O’Rn s paste specia (7? O\Po s paste value
G108l

c ¢
COOMYC$S

» Q8 I\

" . . o Q . o Q 0 c C
oIl “PowerPivot_3W_Exercise.xlsx” GcoD 3903:@[[9: Power Pivot | 3205Cs 0pp56202 [9[§w§c ‘Sector/Cluster”
L L L L L o °

S

c;oo%d’)ogé “Org_IP” 093 “«” @oz@: @:Dpé Ceo")@[q?édhl

« . . » OC O 2 (R, . oQ. . ..e.S Qg Q c
Ji “PowerPivot_Census_Exercise.xlsx” GCop 39:)9@[[9 Power Pivot Il 320)Cs 04209000 @@§w§.g Spletic lav]on

C <

3933(7% 3 ?0%(1-9 JO §§@38 QRéSGGlOPO?G(S]ESI 322000 3 ?‘D(j) JO ?0%@’.)8 (Y.ZIQS&:GQO?O?GC;]ES?(E G’B:DO’QD 3 ?g)? J() ?0%@’38

89"6 ®®G(ﬂ8°0% D(ﬂll
8" Q.L T ot ﬂ.
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399%3 (09) Securing Excel File, Workbook and Worksheet

Protecting an Excel file

. Q C . Qc < C o Q NS < C C SRe NN
Excel file o7 password @g 2068 c°[§g file o?sa[gooﬁqpo gg@col 3203C3 mqms@@meﬂon@ggcol @c@ca
cRc.__oO cOo¢C c 00 (o] C ¢ 0 N2 C
g03[gE03% 003058E0lonudi 886000026200 password o ©oSco0:a§c3320(Gs password ceog(gs

< N Q . Q Q00 9 ¢ Q¢ Mg ¢ N Q Qg ¢
G(.EI’.)(DOQ’.)S@C: @0(5]()0 file 0P 060YP000YC @@gceqog SQG@SQG§ @0)380301(\)@@00"

L L

. [} ¢ Oo¢ C
Excel file o) password @c wes@c:
L o

1. File > Info > Protect Workbook > Encrypt with Password 0%%56]"
2. GO:(\OPO’:) password %(Ygooé:o']n [§:q§ OK or% %&ﬂn

Encrypt Document [ X

Encrypt the contents of this file

Password:

Caution: If you lose or forget the passward, it
cannot be recovered. It is advisable to keep a list of
passwords and their corresponding document
names in a safe place.

[Remember that passwords are case-sensitive.}

. NN o C co _¢
3. Confirm Password dialog box o3¢ cg,03¢ {05903 password 320)C: @§6L]OOOO JOllI.

0Q o0 ¢ o¢ Q C . (o] c N C oC o _¢c coc NF
060PV30)C (VD) m@ooqﬁpo file 0 ggogs@sﬂ Gssom(ﬂsso?co Password Q0200p09C:62 @@@u password
< Q < < <
$$200 file 0p gL @o)o']oooau
Password ? X

‘Salesfigures_2015-2016.xlsx’ is protected.

Password: ||

C

Excel file ¢ password @%@[05@ 3

1. File > Info > Protect Workbook > Encrypt with Password 3830l

2. eolowoea0o Encrypt Document dialog box G\L Password box ogé eoTe.s‘?eoao :39.3‘?(75@61:)5
@@cﬁmcm:eﬂozcﬁﬂ select 905@: keyboard ¢ Delete key 093 ;%8@ ({l(ﬁcﬂuu Gzq,€ OK o3 &30l

3. File 093 Save C\?(Q)(S]ll
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Encrypt the contents of this file
Password:
aee

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

oK Cancel

Protecting worksheet elements

C O N (o] N c o cOo ¢ (N c C C N N C c 0. 0 C
8805078 A cell 0gadgpioad @adi(gang): 3208§mdc0pd(ges (gEsoc(gla od(gés o20p5o3a? @[cgosj

oc ’] Q c < C ¢ N ° [} [N Q o (g [
0680270l 5360500p5: Protect codopaaagls 3203:(g|opecg0d (gieodgéeoindonmeagad egg|od (glopdgé
[g18Elonddn

Worksheet o3 Protect 6co3a& Protect 8053905 odleocdo; cell godeoz0? select 9o3(Gs unprotect crSooos(gEs(gé

NN N NS CRe cC 90 009 ¢rQ ¢ Q c . <
CD cell (78(7)({]’.)0(70)0 3933»@[&)4{'3» 3333 L CD@@CZI @C&)C@CSI cﬂoo@cz (D:D&O%O? 0)0)[_9[@ C\?OG&)DC%(‘; GlGG)(j)’.)

@0)(;'(7)00”

Protect worksheet elements

1. 88 protect C\?SQJEOB worksheet or% select ci;or%(ﬂn

2. :39[§:>3 39&53@{3)({]3308 §odco gél @8@08g8| qjoggé eoso%c;:)ao cell (Q(ﬁeﬂosﬁd]m 3 cell 08()59]9:08
L L S o 3 3 T T

<

1. Unlock [cxgoa(f) cell/range 093 select gao&ﬂn

2. Home tab >> Cells group >> Format ¢ Format Cells 63 &30l (a360705) Ctrl + 1 03 &850l

[ ——t |

£l i

Insert Delete Format

- - L4

Cells

3. Protection tab ¢ Locked ¢ 36§[g503 (g|o50l OK o3 &5cli
° Q C Q [o] < C (o]
39@3: @o?:@[o%quo? e@ceoageooo formula gps ﬂcflmcopg: c;s@ooodl:a@o? eqpooooyéccﬂoooou
C Q Q N Q <
1. egpadooa:apea0o formula §)op cell/range 07 select cj)oocﬂn

2. Home tab >> Cells group >> Format ¢ Format Cells or% %(30']|| (OSLGUQOS) Ctrl+1 or% $5dln

o

4. Protection tab ¢ Hidden ¢ :399%@03093 @lorgo']n 0K 03 &0l

L

5. Review tab >> Changes group ¢ Protect Sheet 03 &30l
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Protect  Protect Share .
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Changes

_/E:l E _J &3 Protect and Share Warkbook
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Allowy Users to Edit Ranges

6. Allow all users of this worksheet to list o3¢ 32255(g|2203 (g|opg¢ coigioreaynd 3es(gddh
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Q

L

7. Password to unprotect sheet box ogé 886036200 password %Orgoo@fo']n OK 0r°? %50']n Gﬁlogé 6308@@333

password o% @§§jc¥300@fd]n

Protecting the structure and windows

of a workbook

° Q c O o(e o] < [N [N . C N
39@:)., sgogo@loieﬂoo(rg worksheet 3200002:020! ﬂ[gooooo worksheet ep saege[gocooom lealepel Hide Qeléleentlep

Worksheet 60303 Unhide codg¢ 66e@0& 0000305000203 qilonudil adas(gé Worksheet &, sagodsaen:

Q 9 _ ¢ @c Q N 8009528 Slon0S
G§EPO0RMCOPVE [GCREEE3IC NDINROVOCO0IXRCOIOOOOII

Protect workbook elements

1. Review tab >> Changes group ¢ Protect Workbook 093 %50%

Protect  Protect Share .
Sheet workbook Workbook o4 Track Changes =

Changes

_,E:l E _J G Protect and Share Workbook
= | mn
== i allow Users to Edit Ranges

2. Protect workbook for o3¢:

< 9 Qe < < < . <
* worksheet 3220007:020I 51[93339: worksheet (r?) @e@e@oc:mol @|030221 Hide C\?OCOC):O:) Worksheet

60R03 Unhide 0pdg¢ 6@t mongudadclon Structure op¢ 320§(god

=  Workbook window saaogssoaozl e§spo§o% @89083%9 oooogcﬁa%d]oo Windows 0% 399%@030% (gaogqp%u

Windows option C)Oé Excel 2007, Excel 2010, Excel for Mac 2011, §\<§ Excel 2016 for Mac version qp:orgéoao

20:(qlg) 0120p0)

3. Password cosco2:c30lon Password (optional)

eﬂﬂogf: ?L]orgooéféeooo password o% @%330800

Remove protection from a worksheet

box 035 GO:C\O?GODC) password (r?) %ogoogfo']u OK cif) %50 [

Soli

S

1. Review tab >> Changes group ¢ Unprotect Sheet 03 &3¢l

Unprotect  Protect Share .
sheet  Waorkbook Workbhook Lof Track Chang

Changes

_ﬁ E @F‘rntect and Share Warkbook
B T
==

€54 Allowe Users to Edit Ranges

B e
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o _C c_C T '] Q0 Q 0 _¢C <
2. Password q0500p9§§ box 6ol o0l ©660:000:6200 password 0P A5copR0lI

! S,

3298 (0 |) Sharing Workbook to collaborate
% \°J g

Network drive (o%eo?og) OneDrive 093 330:?2@[@2 Workbook 0005?099 s@o@:@pgsgc{p:@: m@léooé: ssa@:@[c%qesaoé
@[cx?écﬁia sldlomf)u 33@:):330[’9:@{33«{]3: esooo%ooef&io%oaéeﬂom ﬁ@:wo:a@ @écﬁiogooéquo% ogéﬁeﬁ Track change

O’% 33&?8@[@8 @é&a @é&% 3’36@’3833&(\5 @l_(\?(?)(\%ﬁ%&)é(ﬁ) ?O’C)OD’.)Z (I)DS%E(S]U)OSII

° Q¢ _¢ Q Q ° c. < N < Q O¢ C Qoc <
Share a?or\) Workbook @Cqcur 0@ Workbook o2 s@[éo:ggo: g%g@:g\gc§c @caocg;g JeHes) ooqj,:aJLoooo:éccﬂoooou
A E [
i ]

2

| 1|
= L

==

-
= .

THTC) = i35

Share 23:000:03 Workbook ¢o Excel ogf: o?&iqo% features eso?q%c{é:eoo? d’?:cféeq(ﬂorazu sqe@oé saoés[g[cféeqor:)

feature o303 23:Cq ¢ Share ©cp&at a3:al (Gap Share Cli
Share :1?05 Workbook &2 a';)zc% eqor} feature eogor% Gsaoorsc?:) e@%@ c0200250l0n0SH

o o
Shared workbook &2 eetlen LN [cleba Features Qp:
1 L Lo

In a shared workbook, you cannot: However, this functionality is available:

Create an Excel table
Insert or delete blocks of cells You can insert entire rows and columns
Delete worksheets

Merge cells or split merged cells

Add or change conditional formats You can use existing conditional formats as cell values change
Add or change data validation You can use data validation when you type new values
Create or change charts or You can view existing charts and reports

PivotChart reports

Insert or change pictures or other You can view existing pictures and objects
objects

Insert or change hyperlinks You can use existing hyperlinks

Use drawing tools You can view existing drawings and graphics
Assign, change, or remove You can use existing passwords

passwords
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Protect or unprotect worksheets or
the workbook

Create, change, or view scenarios
Group or outline data

Insert automatic subtotals

Create data tables

Create or change PivotTable reports

Create or apply slicers

Create or modify sparklines

Write, record, change, view, or assign
macros

Add or change Microsoft Excel 4
dialog sheets

Change or delete array formulas

Use a data form to add new data

Advanced Excel

You can use existing protection

You can use existing outlines

You can view existing subtotals

You can view existing data tables

You can view existing reports

Existing slicers in a workbook are visible after the workbook is shared, but they cannot be
changed for standalone slicers or be reapplied to PivotTable data or Cube functions. Any filtering

that was applied for the slicer remains intact, whether the slicer is standalone or is used by
PivotTable data or Cube functions in the shared workbook.

Existing sparklines in a workbook are displayed after the workbook is shared, and will change to
reflect updated data. However, you cannot create new sparklines, change their data source, or
modify their properties.

You can run existing macros that don't access unavailable features. You can also record shared
workbook operations into a macro stored in another nonshared workbook.

Excel will calculate existing array formulas correctly

You can use a data form to find a record

Network Drive OOOS@LG’ngézﬁol workbook 093 Share @52

Excel 2013, 2016 versiong
1. Share 932005 Workbook 03 Network Drive 05 copdoli g&ali

2. Review tab >> Changes group 03¢ Share Workbook o3 click &5l

HE B
£ L1
Protect  Protect Share
Sheet Workbook Workbook

Changes

& Protect and Share Waorkbook
@.&.Ilnw Users to Edit Ranges
# Track Changes =

3. Share Workbook dialog box 038 Editing tab ¢ Allow changes by more than one user at the same time. This
also allows workbook merging or% 3995@&%

Q0 S é&% ce200 settin '.)°(7% @8&3 &¢& (;]UDQDII
@‘?o T ! g(ﬂ R ‘%

>

Advanced tab orgccs a’aqloga’amngqp: ooooo%

5. OK 0% %50 I

File tab © Save = 08

L

o

[§ Workbookor% 238z0l
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Office 365

1. Share 0?3605 Workbook 093 Network Drive 00 ooéé]n gcg(ﬂu

2. File tab ¢ Option 093 $56]||
3. Excel Option dialog box 035 oocﬁootﬁ@é:@ Quick Access Toolbar or% Gg_:d]u
4. Choose Command From o3¢ Command Not in the Ribbon c3cgs(G: Share Workbook (Legacy) 03 cg:ao Add

button orc?’ %8(3]n Ok cr% ‘%&ﬂu (Quick Access Toolbar 038 Share Workbook (Legacy) button GoTcood]cSéeoS)

Excel Options | 2 ”2@ |

Genera E‘% Customize the Quick Access Toolbar.
Formulas

Choose commands from;“d Customize Quick Access Toolbar™
Data

Commands Not in the Ribbon v For all documents (default) v
Proofing

SMaUUW ETTETLS -

save B¢ Shadow On/Off N e

‘o v 5] save
Language E" SMNare Undo |.

& Share Workbook (Legacy)
Fase of Access S —-————— S, Redo »

& cmere vves paoe oot il Color »
Advanced Eé] Single Web Page (*.mht) B share Workbook (Legacy)

I_[| Size and Position... e
Customize Bibbon ;l Sort...

Bl cowt Accandina d
Quick Access Toolbar izations: - |

] Show Quick Access Toolbar below the Customizations:
Add-ins Ribbon Import/Export ¥ |
Trust Center vl [« )

‘ OK ‘ ‘ Cancel ‘

5. Quick Access Toolbar § Share Workbook (Legacy) o3 &6dli
6. &dlcwoea0o Share Workbook dialog box orgé “Use the old shared workbooks feature instead of the new co-
authoring experience.” (73 sggac%@o%(ﬂu

7. Advanced tab 03¢ 33910530005ap: 7050838658888 6000 setting @S @anégéo']ooosn
. 08 QI EEI ° T ° @?v T gEﬂ ot T

O Oo¢C
8. OK 0 ool

9. Filetab © Save = or% %5 8s Workbook or% 23&z0l
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Share Workboo |i||E

Editing Advanced

Use the old shared workboaoks feature instead of the new co-authoring

experience.

Learn more about co-authoring

Wha has this workbook open now:

Remove User

Cancel

Editing Advanced
Track changes
© Keep change history for: | 30 = days
O pont keep change history
Update changes
@ When file is saved
O Automatically every: 15 : minutes
Save my changes and see others' changes
Just see other users' changes
Conflicting changes between users
@ Ask me which changes win
O The changes being saved win
Include in personal view
Print settings
Filter settings

[ =]

Cancel

Stop sharing the workbook

1. Review tab >> Changes/Protect (Office 365) group orgc°: Share Workbook/ Unshare Workbook (Office 365) oo

o\
SOOI

2. Editing tab ¢ Who has this workbook open now ogc Workbook 0? 3209 @lc;:?

C\?(;]O)(DII

3. Allow changes by more than one user at the same time. This also allows workbook merging o3¢ 36§30

@p%o”lu Office 365 (“Use the old shared workbooks feature instead of the new co-authoring experience.

399%@5 @logdlu)
4. OK or% %56]n

. . . o
OneDrive, OneDrive for Business (0o

Workbook oo Qvicelclok 00[9[000

G[§° 330910008
9 QP320]|00Q[os

AEENEEN

[

o

s 3290z

@% GGQ’DC @LC\?O@CS

Microsoft 365 subscription ooo%oLoL qoiooozqd]eogn

. g < B . < <
Subscription C\?OOOC)ZCY:) Account % Sign in C\?oooozqé]eoou

As > Browse > Save as type 9o (*xlsx) o3egs(§: 238:8Eclonudi

:39@0(? (o) Workbook or% Upload C\?(S@ES

»

Splep) 05) SharePoint Online library 00 39:)3 @[[9

Share a?zeof) Workbook 2o (*.xlsx) file extension % ogésooosqd]ecﬁn ©2362002:0l0o File > Save

1. :39:)@:@[9&:5 OneDrive, OneDrive for Business (:féeo?or%) SharePoint Online library :1%° Web browser ¢ 389:@:

Share :>f3:eo§ Workbook O%L oop_af (upload) i
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:zaaocf: (J) Workbook 0’% Share [§c°::
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9.

OneDrive, OneDrive for Business (o%@o?or%) SharePoint Online library :f? Web browser ¢ o908 s Share of?:eoé
Workbook file name GOT('Y%L click g&ﬂn (Workbook C)Oé web browser 088 tab :39:)3030003:939@@%
8<f:m3(ﬂ03§905||

Open in Desktop App button o3 &6l

Excel Desktop App o2 gcftm:)or:)sasﬂ 39GOT§os(j>o 396]qu5339:®.§:@®: GOTG§[§8 Protected View @é‘)e@o']oo
Enable Editing o3 &5l

@'Jooo& 39000%:79:90 é’lorS Share button crcg’ géé]n
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rz80
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°
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