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Introduction

Today’s era is the era of technology while considering the enormous
influences that technology imposes on our lives as individuals and as
communities. Technology has immersed itself in all aspects of human life,
take for example: (Education, Health, Military Affairs, Scientific Research,
Traffics, etc.).

Furthermore, with this rapid ongoing progress in the field of Computer,
transforming the computer curriculum implemented in schools by Ministry
of Education in Kurdistan Regional Government is considered to be an
urgent responsibility. Our beloved students should not be left behind these
up-to-date advances in this indispensable and widespread science, but
indeed should be aware of as well as privileged with them. Therefore, we
prepared this book.

Dear honored and beloved teacher:

You are the solid ground for the success of learning process. This sacred trust
is embodied in you with your enduring efforts in nurturing the intellectual
as well as emotional awareness of our children that will, for sure, result in
escalation in the quality of learning and teaching.

We trust you with this book. We thank you. We hope that you will have a
significant role in the achievement of this curriculum’s goals.

Dear beloved student:

You are the hope for the tomorrow of your nation, you are the light to
brighten the horizon of your homeland. You are well-worth of all the
devotion given to you by the Ministry of Education in the Kurdistan Regional
Government .You are the focus of education; the center of the whole process
of teaching and learning. The renovation in education program is for your
advantages.

Committee
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: (] Microsoft
s Microsoft Excel 2016 @3

Microsoft Excel: is part of the Microsoft office, deals with mathematics, statistics, data
and table. It consists of many worksheets which include many of large tables in column
and row cross.

INTRODUCTION TO

MICROSOFT EXCEL 2016

Methode of Starting Microsoft Excel 2016 in windows 10

For starting Excel, we need to know the operating system on the computer. Here
we mention some methods to start excel 2016 on windows 10 and also there are
some others that the students will search for them.

First method: for starting Microsoft excel

Start- Scroll to Choose Microsoft Excel

Second method: using search on taskbar




Microsoft

"' Interface of Excel 2016 "B

o MR Quickb/;r.cesa Too]l-:lar
“ontrol Menu Access i
(Click here ) (can be customized)

Title Bar : : i
Ribbon Display Options
Ribbon Category/Tab

Boakl - Excel

File Control
: == =, | i = .
X% Calibri =l o === General %CoﬂdltmnalFormattmg ] Pl E‘l’a:ld
Eg- B I U- A === - - ’ - Formula
. e ) u A A === $-% 4 Format as Table Cells |Editing] Bag
Ribbon ¥ - HeA- EE - 98 7 Cell styles~ - -
{context
scniiﬁve) Clipboard Font T Alignment ] MNumber ] Styles \/ ~
Worksheet | A1 - J= 4——— Insert Function Button 4
frame j Category Groups [
A |[N8 | ¢ ! p | E | F | =@ I | S N e
ﬁ [ Dizlog Box
P T ¥ Name Box Lamncher
/ 3 Column Headings
4
Select All 5 f ctive Cell Formilh Bar
Button 5
7 | :
B_> Row Headings
0}
10 |
Worksheet ared *-
(workspace T2 P>
13
14.»_ Scroll Bars
— Sheet Tab Insert Worksheet Button
15 (Shift + F11) ¢
16 | View Buttons
17| _/ \ =
v
Sheetl (13 ik | 3
| Ready HH 0 - ] o+ 100%
Z,clbum
Status Bar Normal View Page Break Preview Slider

Page LayoutView

1- Quick Access Toolbar: This gives you fast and easy access to the tools you use most often in
any given Excel session.

2- Title bar: It is the name of the file and the name of the application.

3- Formula bar: Displays the number, text, or formula that is in the currently selected cell, and
allows you to edit it. It behaves just like a text box.

4- Close Button: it is used for closing the application file.

5- File Control: is the row of tabs that provide several commands for the file.

6- Ribbon, home jinsert, page layout : is the row of tabs and icons at the top of the Excel window
that allows you to quickly find, understand and use commands for completing a certain task.

7- Name box : Displays the currently selected sell.

8- Active cell : is a selected cell in which data is entered when you are typing.

9- Columns: Columns run vertically (top to bottom). The total columns are 16384, its range

from (A) to (XFD).
10-Rows: Rows run horizontally, its range is from (1) to (1048576) rows.
11-Scroll bar: Used to view other parts of a worksheet when the entire worksheet cannot fit on
the screen.
12-Worksheet tabs: consists of many tabs through these tabs we can move among pages.
13-View buttons: is a feature that lets you change how the document appears.
14-Zoom slider: enables you to zoom in and out.
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g The differences between i fH:
Excel 2016 and other

After opening Excel 2016, we notice that there are some differences between
Excel 2016 and other versions; this depends on many updating which matches
with today’s users.

The most important changes and updates are:

1- Template: A template is a predesigned spreadsheet you can use to create new spreadsheets with
the same formatting and predefined formulas.

n y o]
Suggested searches:  Business  Porsonal  Planners snd Trackers  Lists  Budgets  Charts  Calenclars

a 5
1 \.,...r started with Make your first
-_ Take a tour Formulas PivotTable
4
- i

ek workdeook Welcome 1o Excel [Forrmula wutoriasl Prvot Lable tutorial

‘ ‘ . B nard, | R ——
Get maote out of “';""ilr;\ nd - -
PivotTables e charts —
- O
et more out of Preot | abkes Beyond pe charts tutonasl Seasonal photo Cakerda Personsl Morthly Budget
R L
| )

2- Open other Workbooks , for opening the file, it consists of the following sections :

a- Recent : display recent Excel files you've opened and examples of templates you can use.

b- One drive: When you save a file, you can save it to a folder on a network drive, disc, CD,
USB drive, One Drive, or other storage location.

c- This PC: we can save any storing file in computer drive.

d- Add a place: in (office share point) we can record our own account or share it on social
web while our computer is connected to the internet line.




¢ Microsoft
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Table

In Excel, file is called workbook, that means when you want to create a project in excel
we should save in workbook

There are many ways for this procedure but here we mention two of them

1- First method: Blank spreadsheet.
2- Second method: template.

in the first step while creating a table we should select the page by (ctrl + A) and then
selecting the font and the size of the text , this step is very important because while
creating the table the problems of the font and sizes will be solved .

First way: Blank spreadsheet . Creating a table in a new sheet:

After starting Excel directly this part is going to be opened.

New

Search for online templates

Suggested searches:  Business  Personal  Industry  Small Business  Calcula
[ ]

2 . @
3

ﬂ ; Take a

; Blankworkboolk tou r
7




We choose Blank spreadsheet after opening this part this window will open

Insert  Pagelayout  Formulas  Datan Review  View  Hdp ) Telme

a ¥

B & B

#- - B Wnplst General - P I 2 utoSum  Arg p
Ly - LHZ] & H Bl | ey, z

Paste BIU- (- d-A-|l===|=3 B Mece&Conter = § = % ¢ %0 2 Condibonal Foematas Cell | lnget Delete Formal | Sort & Find &
- ¥ : - S Merge a g Formatting= Tabla® Siyles = . . # Cleas~ Filter » Salnct =

Chipboard Faont fa Alignament fa Muimbi a Styles Celk Editing -

Al Y. £ -

Sheet] # E ¥

Here we start to create a table and selecting cells , that include information click on
Bottom border then we will go to All borders

I
Il
Il

Bl >-A-| =
Borders

+i4 Bottom Border

“1 Top Border

Left Border

Right Border

No Border
All Borders
Outside Borders

oo -

Thick Qutside Borders
Bottom Double Border
Thick Bottom Border

Top and Bottom Border
Top and Thick Bottom Border

Top and Double Bottom Border
Draw Borders

[ Draw Border

E# Draw Border Grid

& Erase Border

E Line Color »

Line Style »

EH MoreBorders...
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Tahs

Tab bars consist of the following:

File Home Insert Page Layout Formulas Data

Page Layout Tab

Review

View

Microsoft

Illlllllllllllﬁe,mm

Book1 - Excel karzan usman
Home Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do
j B colors - E @ IE [El E:D:‘ e Width: | Automatic - @ Gridlines  Headings o a E ‘I(?I
= [T]Fonts~ S - H - E” % [|Height: | Automatic - - View View [}
Themes Margins Orientation Size  Print Background Print ~ Sheet Right- . . Ering Send  Selection Align
« [OlEffects- M - v Areav Titles B Scale:  100% tolet Print | CIPrint | Fonward~ Backward~  Pane
Themes Page Setup [F} Scale to Fit [F} Sheet Options [ Arrange
Al = fe
A E | c | b E F | 6 | H | J K L M | N [s] P . a H
1 |
L "
2_
3_
4
Page Layout Tab:

Is a group of a specific commands for arrangeing, scaling and setting up pages that control

how a spreadsheet will appear when printed or sent in PDF for example Orientation, Size,
Margins, Print Titles ...They let the users more easily to work. It consists:

FILE HOME INSERT PAGE LAYOUT
Aa IHCDIDI’S' Pm [ rD >L
1- Themes, includes: Tﬂ%"ﬂ' Mﬂf e ISD p[';' o
- Effects - - - ~  Areav
e Themes: is a predefined set of colors, fonts, and effects U:“,] = H T a = ,] -
a a a
that can be applied to a workbook. You can use docu-  E5=8 == == =
ment themes to easily format an entire document and _ff\_C_l_] A} Aa_ _{f_l
give it a fresh, professional look. i et
AOL‘ Aa :| Aa i| Aa i|
e Colors: for changing colors Wep  Banded B e
Aa’] Aai| Aa’] Aai|
e Font: for changing the font style T Crot | amek e
.. . Aa Aa ™ ha w
e Effects: for editing effect on lines and cells area Dd} Dj Fw ==
ividen roplet rame ain Event  |»
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2-Page setup: includes a group of commands as:

5 D= & B8

Margins Orientation Size Print Background Print
T * ~  Area~ Titles
Page Setup I

a- Margins: for editing and selecting prepared Margins.

N Y O &
LD =
Margins Orientation Size Print EBa
- - - Ar:a -
Last Custom Setting
Top: 1" Bottorn: 0.2"
Left: 0.2" Right: 0.2"
Header 0.3 Footer: O
— MNormal
Top: 0.75* Bottorn: 0.75"
Left: 0.7 Right: 0.7"
Header: 0.3 Footer: 0.3"
Wide
Top: 1" Bottom: 1"
Left: 1" Right: 1"
Header: 0.5 Footer: 0.5"
MNarrow
Top: 0.75* Bottomn: 0.75"
Left: 0.25" Right: 0.25%
Header: 0.3" Footer: 0.3"
Custom Margins...

Note:

Sometimes the space that places between the text and the end of the page, we can select
or make change by Custom Margins, as:

sert Page Layout Formulas Data Review View Help Q

«Top: up of the page [P 0 [ @R FE | bwk: v
B Page Setup ? x M
{
eBottom: down Of the page Page Header/Footer  Sheet e
Top: Header:
*Right: right side of the page | |
oLeft: left side of the page e e
eHeader: for editing border to the top of the
page Eottom: Footer:
sFooter: for editing border to bottom of the oo
page Vertically
FPrint... ‘ |PrintPre'vieg ‘ | Options... ‘
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b- Orientation: to change pages position for printing

e Portrait: A worksheet that is printed vertically uses the Portrait orientation, which is
the default setting.
e Landscape: A worksheet printed horizontally uses the Landscape orientation.

nsert ata evie i
. W o Widt]
5 Bee B =
[A]Forts~ DD O E:p S g
Themes Margins Orientation. Size  Print Ercaks Background Print
.~ [O]effects~ = - B Titles | 7] Scale

Al Themes : ot EUP I sc
A B D Lnbens ¥ H
L ]
c- Size: For indicating the size of the paper, for example r‘ﬂ- [E
(A4, A3, A2....) [ ]

Orientation Size
- -

d- Print Area: You can use the Print options in backstage

view to print only a selected portion. D Portrait

e Set print area: to select a portion for printing -
e (lear print area: to clear a portion for printing D andscape

aw Page Layout Formulas Datz

Ny D a = B

lentation  Size | Prnt Background
- «  Areaw 1

Pag [B SetPrint Area
F Clear Print Area \/

e- Breaks: Where to end the current page and begin next.Background:
f- Background: Select the picture that you want to use for the sheet background.
g- Print title: For printing the title of the table, includes two parts: -

» Rows to repeat at top: For repeating rows in all printing pages.

» Columns to repeat at left: For repeating columns in all printing pages

Example:

We have a table which consists of numbers of Rows with many pages; through this section
we can view the title on the top of the table in all pages. As following:

We create a table

In Page Layout we will go to Page Setup

We choose Print Titles then we select Sheet

In Row to repeat as top, we will click on icon ( [metoresan ] ) then
we choose the title of the table

14




There are some other commands in the same page we can use it while printing it

e Gridlines: For hiding and vowing display lines while print.

e Black and white : for printing a table in black and white
Draft quality : for printing a table in draft

Comments : for viewing notes on cells if it was there

oIf there are some tables in one page, through these two sections we can select the

sequence of table for printing

Page Setup ? x

Page  Margins  Header/Footer | Sheet |

»

Print area:
Print titles

Over then down : prints all the rows for the first set
of columns then it prints for the next set of columns
Down then over :prints all the rolls horizontally
down then over

=] /]

Rows to repeat at top:

H

Columns to repeat at left:
Print

[ Gridlines

[ Btack and white

[ Dratt guality
] Row and column headings

<]

Comments: (Mone)

=l

Cell grrors as:  displayed

Page order
@® Dowin, then over [z
) Over, then down | =

Print...

Print Preview

Options...

Cancel

3- Scale to fit / has all these commands
Scale to fit let us make changes in our pages before printing by changing height and
the width of the cells in order we can fit more cells in less pages or divide less num-
ber of cells on pages in larger sizes

§Width: Automatic -

E"I]Height: Automatic ~

e Width : for changing width scale D Scale: | 100%
e Height : for changing the cell height = i
e Scale : we can make change on average size of the page , and this command will be

active when both (height and width ) in automatic position

4- Sheet option: has all these commands @ Gridlines | Headings
. . s - View View
e Sheet right to left : for selecting direction of sheet from | SheetRight- Ol print | O] Print
right to left or oppositely t°'Lef;heet — )
e Gridlines : has to branches

A- View : for viewing and removing imagination lines
B- Print : for showing and removing imagination lines while printing

e Heading : has two branches

A - View: for viewing and removing the name of the cells
B - for viewing and removing the name of the cells while printing

L] -
: . =] 00 Ok ‘e
5- Ar range : for Cha-nglng the plctures Bring Send  Selection Align
Forward ~ Backward~ Pane v
Arrange

15




Microsoft
s Format cells v B8

We can make many changes on the content of the cells.

By two methods:

First method:
A- We choose home tab
B- In commands cells we choose format
C- Format cells

]
[==] =] =
Second method: i Bk m] Zhen by
. . Insert Delete Format Sort&
Right click on table and ©o I e
Cells | Cell Size
then choose format cells I ot
AutoFit Row Height
0 P
———— 3 Column Width... F
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide ’
Organize Sheets
+ Rename Sheet
Move or Copy Sheet...
Tah Calor ,
Protection
E Protect Sheet...
[ Lockcel
Format Cells...

Format cells contents

First : (number) / it consist of the following: mmm S — L
po—
1- General : in general it takes all styles of ed- ..“ .
iting numbers =
2- Number :has two parts gnm
A- Decimal places: for arranging num-
bers after comma and approach to.
B- Use 1000 separator (,) : for separate
number and putting comma between
o

them
3- Currency : for currency and putting the currency symbol with it
4- Accounting: This format is also used for monetary values. Currency symbols and dec-
imal points are aligned in this format.
5- Date : for writing the dates Example: DD/MM/YYYY

16



6- Time : for writing time as : HH/MM/SS AM or PM
7- Percentage : for writing number in percentage way with putting the symbol of the
percent average
8- Fraction : for writing numbers in fraction way
9- Scientific : for changing the numbers scientific method (power)
10- Text : the written numbers and texts are being dealt as (text)
Example: phone numbers which cannot do accounting procedure .

The way of changing the numbers from English into Kurdish or Arabic

Example: we have a table as following, the names in Kurdish and the numbers in English,
we want to change the numbers into Kurdish.

1- Select all the sheet by (Ctrl+A)

Name |[Degree

Aras 80
Karwan| 98
Aryan 65

Hiwa 42
Nazdar| 59

2-Right click on the sheet and we will go on (Format Cells).

&% Cut
3- The box appears which consists of some sections; we click on | Sery
(Number) LD, Paste Options:
= E
4- Then we will go to (Category) and click on (custom). Paste Special...
5- After that in space (Type) we will write (0[$-2000000]) D Smantbockup
Insert...
6' Finally (Ok) Delete...
Clear Contents
Format Cells ? X _
Number Alignment  Font  Border  Fill  Protection = '
»| Aras A- Categor: Filter »
General Sample
s |Karwan| 9A Numbes Sert »
s Aryan a0 E%::Eummg I;[:ZW] 3 Insert Comment
s| Hiwa | £&Y Fadan p—— i Format Cells...
: | Nazdar| o014 Tet mm:s5.0 Pick From Drop-down List
SEulal @:mm:“ = p
.| b Pisozas e OcfineName..
2 TR R 8 Link
= I ] g({;-,'zwll T . & M
13 || Delete
14
15 | | Typethe number format code, using one of the existing codes as a starting point.
16 R
s E
19 {3
;2 | 4 Cancel

We see all the numbers change into Kurdish

17



Second: (Alignment) direction:
can use Aligment commands to make changes in a place and text direction in cell.

Format Cells ? x
nt| Font  Border  Fill  Protection
Text alignment Orientation
Horizontak: LI
General 7 Indent *
Verticak: o = : .
Bottom - x || et _.
Justify distributed t N
i
Text control - "
[ wirap text 0 -+ Degrees
] shirink to fit
D Merge cells
Right-to-left
Text direction:
Context j
Cancel

This section consists of group of commands:

a- Text Alignment: for changing the direction of the text on the cell horizontally (to
the right, left or middle)by selecting in (Horizontal) then (OK).For selecting the text
place vertically (to the right, left or middle) we select vertical then( OK)

b- Text Control: has three branches:
1- Wrap Text
For editing border for cells in order not to move text of a cell to another, changing
the text to two lines or more, it means decreasing the height of the cell instead of the
width for more writing.
2- Shrink to fit: for filling text in cells.
3- Merge Cells: for merging two cells or more.

c- Right-to-left: it consists of one part, (Text direction) for changing the direction s of
the text.

d- Orientation: for selecting the direction of the text from up to
down or down to up or other directions according to the degree.
If we want our text in the cell from up to down, therefor in this
section makes (Degree) (90) and then (OK) and if the text to
up therefore we make (Degree) (-90) then (OK).For Example:

ndwon)
Computer

18




Third : (Font):

Format Cells ? X
. . Humber  Alignment Fon! Border Fill Protection
Through this section we can make changes | e Fant e e
on the information (Data) for cells in table. | e | E— -
It consists of the following parts: ot > sl e §g
¥ | ET— |
_ Lolor:
e Font: for selecting type of the text one Y] (S]] oo
[ ] N { [ strikethrough
F9nt Style: for s.electl.ng style of the text Si”:"’.‘","'u NOtO Na'
e Size: for selecting size of the text ' 3
® COIOf: fOf Selecting COIOI' Of the text This is a TrueType font. The same font will be used on both your printer and your screen.
e Effects: its effectiveness on the text
conc

1- While we want our text in horizontal scale and the line through it in the
middle, in (Effect) we select ( Strikethrough)

Strikethrouth

2- For writing numbers on a letter, we will use this way:
We will write the number, for example (10)
In (Effect) section we will select on (Superscript)

e We will write the power, for example(2)

e 107

3- For (down)symbol on the lower letter in (Effect) as chemical form, wa-
ter(H20O), we select (subscript)

Fourth :(Border)

In this section, after we put the border in and out of the table, we will apply those
commands by selecting the table that we want in the page.

Format Cells ? X
1- Style: for selecting kind of e e
the style of line of the bor- ‘“:7_____ -
der‘ _“_“ ::'___‘ e None  Outline  Inside
2- Color: for selecting the color - B
of line of the border. o Tee
3- Outline: editing outline of avtomatie [v] ] | |
the table. 20 | B
4_ Inside: editing the line inside :B;\::_Hﬂtﬂbﬁl’ﬂtl’!tylt can be applied by clicking the presets, preview diagram or the buttons
the table.
5- None: for removing the lines
in and outside. —
19



Fifth : (Fill)

With these commands we can color a cell or a group of cells. It consists of the
following parts:

1- Background Color: for selecting color for back of the cell.

2- Pattern Color: for selecting of prepared of different color style.

3- Pattern Style: for selecting prepared different styles.

4- Fill Effect: for effecting on cells and editing those three options above by dif-
ferent effect and style on the cells.

5- More Colors: for bringing more colors to the cell.

Format Cells ? »
Mumber Alignment  Font  Border | Fill | Protection
Background Color Pattern Color:
No Colar ] Automatic ﬂ
EOEEEEEEN Eatten style:
- M
IHENI [ o
EEEEEEEOEE
fFEEEEEEEENE
EEEEEEEEEN
N EFEEEEN
Fill Effects... More Colors...
Sample
coee

Sixth: (Protection)

Through these commands we can hide cells or (lock) in order not to see and protect
the content.

Format Cells ? X
Number  Alignment Font Border Fill Protev:tmn
[ Locked
[ Hidden

Locking cells or hiding formulas has no effect until you protect the worksheet [Review tab,
Protect group, Protect Sheet button).

20




|| 2
Microsoft
I File Tab |||||||||||||ﬂ£;..;;|z§m

While we click on any tab, we see that all of them are the same tabs of old
Microsoft excel version, but it’s updated in a new formula, which makes
easy for user. Some of them have changes in contents in Excel 2016.

Book! - Excel
Protect Workbook Properties -
Control what types of changes people can make to this workbook. Size
Protect
Workbook ~ Title
Tags
Categories
ﬁ Inspect Workbook
= Before publishing this file, be aware that it contains: Related Dates
Check for Document properties, printer path, auther's name and absolute path Last Modified
fssues Hidden columns
Created
Last Printed
Manage Workbook
a Related Peopl:
7 There are no unsaved changes.
Manage Author
Workbook
. R Last Modified By
@ Browser View Options
SQ Pick what users can see when this workbook is viewed on the Web. }
i Show All Propertic}
Options

1- Info: consists of a group of information on user and the file which we work on it.
For example editing (Password) and the specialist of file in (Title) and the size,
time and date of creation of the file even the latest changes in file content in time,
the date and the user name.

Book - Excel Karzan usman @ @ 2 - X
Info
Protect Workbook Properties
pmﬁ: Contol kat types of changes peoplecan mace tothis ercbook. = e
Workbaok « Tite 1o
Tags A
Categories

Checkfor

e s rame and sbsolue path Lastbodifiec  Todsy, 1135A
Crasted Today, 857 AV
Last Prnted
Manege Workbook
B‘] - Related Pecple
* “her2are no unsavec changes
Nanage Autor
Workbaok « Program
4ddanahor
- § Last Modific By
% Browszr View Optians Program
Bouser View Show Al ropetizs
Options
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2- New: for creating new file or preparation file (Template) which prepared by Mi-
crosoft for users.

fnl Home
™ Mew Search for online templates 02
= o ' Frrrmmieae=  [herms  [roete] Berroeerws (s Friprs @t BTt
[~ Open
A B C
5 = Get started with
Save B Take a tour Formulas
4
Save As 5
e ‘ -fx
Histor
i
Print Blank workbook Welcome to Excel Formula tutorial
rin
Sh T
Export Get more out of g‘?'“g aeyl?‘tnd . : :
PivotTables le charts
Publish
Close
-’
Account Get more out of PivotTables Beyond pie charts tutorial Seasonal photo calendar
[

3- Open: for opening saving file excel.
4- Save: for saving the file which has information in a specific name in a place.
5- Save As: for saving same file in other name at other places, or at same place but
in different name.
6- Print: for printing file and selecting the kind of printer and the way of printing.
7- Share: we can send a file by email to another one, or store them in (Cloud)
8- Export: has two parts:

a- Create PDF/XPS Documents: for changing to (PDF/XPS)

Bookl - Excel Yarzan Gsrman R X
Export

Create a PDF/XPS Document

[ Create PDF/XPS Document
L Preserves layout, formatting, fonts, and images

=

Content cant e easly changed
PA‘ Change File Type Free viewers are available on the web.

=

Create
PDF/XPS
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b- Change File Type: for changing the type of the file which can read all the versions.

© Export

{2 Home

Change File Type
[ New Q Create PDF/XPS Document 9 P
= Workbook File Types
5 Open Workbaok Bxcel 97-2003 Workbook
B Change File Type Uses the Excel Spreadsheet format Uses the Excel 97-2003 Spreadsheet
format

@ OpenDocument Spreadsheet Template
Uses the OpenDocument Spreadsheet Starting point for new spreadsheets
fon

Macro-Enabled Workbook Binary Workbook
1] Macro enabled spreadshest Optimized for fast loading and saving

Other File Types

Text (Tob delimited) j CSV {Comma delimited)
X
Text format separated by tabs Text format separated by commas

§ Formatted Text (Space delimited) P Save as Anather File Type
Text format separated by spaces 74

9- Close: for closing the opening files.

10- Account;: Account

. . ser Information Product Information
for creating a special . S
; ; A 1] Office
account by internet which o

Product Activated
Account Privacy Microsodt Office Prodessional P 2016

has many benefits for the

users, we can open the file s a E‘;E"& aas

which store in Account —_— 7 ofice upats
in other places and get == =

Connected Services:

benefit from it and this on ® Ot e @ e
(Account) that we own. Soes Ll -y

11-Options: options consist of the following:

Encel Opticns 1 x
_ ;'“ General options for working with Excel.

Fomredas

Praofing User Interfage optices

Save When sting multiple displays:

® Optire for best gppearance

ScpeenTipatyle | Show festuee desporiptions in ScreenTips

Trust Center When creating new workbooks
Usee thiss o thee default Topt Body Fort .
Font sige -

o for new cheets: | Nomul Veew >

Personalize your copy of Micresafit Office.
ser name Piogram
] bways use these values negaediess of sign infto Office.
Office Background: | Cirches and Stripes =
Cfice Theme Coloful  ~
Privacy Settings
Privacy Settings.. ud

T
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1- General: this command has 4 parts and each part has its specific way:
e Users Interface Options: for hiding and showing ( Mini Tool Bar& Quick Anal-

ysis) and repairing (Live Preview)

e When creating new Workbooks: for selecting the type and the size of the font

and adding page numbers(Sheet)

e Personalize your copy of Microsoft office: for showing user name in two ways.
e Startup options: for showing and hiding files and starting screen.

2- Formulas: through this command tab changes have happened in hiding and
showing in equation for fitting data and selecting the sums in cells.

1k ;
Procfing Calculation options

Save Workbook Calculation®
®

Automatic except for data tables
Manual

Working with formulas

Error Checking

Enable background error checking

Reset Ignored Errors
gt clor | -] LR @oRsEnos]

Ei]
| fx Change options related to formula calculation, performance, and error handling.

[ Enable fterative calculation

Maximum Change: (0.001

toempty cells ©
in a table s inyalid ©

2 2
isleading number formats ©

3- Proofing: through this command tab, we can do many facilities. There are three

parts as following:

a- Auto Correct Option: it is used for editing a preparation text to any cell that we
want in a quick way. It has two sections, (Replace) section, here (a text or a number
as click for using) as a definition for the text which we have in section (With)

Example:

Click on (Auto Correct Option)

In (Replace) write number (1)

In space opposite of (with)write (Computer)
Then click on (Add) and (OK)

After arranging both sections (Replace, With)
while writing text in cells and after writing
clue (Abbreviation), use (space) button
directly the text which we want is written. We
can get benefit for correcting grammatical and
linguistic mistakes.

24

AutoCorrect: English (United States) ? X

AutoCorrect AutoFormat As You Type Actions Math AutoCorrect

Show AutoCorrect Options buttons

[ correct Two INitial CApitals

[ capitalize first letter of sentences
Capitalize names of days

[ Correct accidental use of cAPS LOCK key
Replace text as you type

Exceptions...

Replace: With:
1 Compuled

(e) € A
(U] e
(tm) ™

abbout about v

Add Delete

[ox ] oee




b- When correcting in Microsoft office program: this section I specialized for cor-

recting and mistakes.

Excel Options

General

Formulas

Language
Ease of Access
Advanced

Custornize Risbon

Add-ins

Trusst Center

4- Save: it consists of the fol

a- Save workbooks: for selecting pre file and the name and the place, many times

once again a using file is

Excel Options

ABC|
o & Change haw Excel carrects and formals your bexd,

AutoCorrect options

Change how Bxcel comects and farmats teet as youtype: | AutoCorect Options...

When comecting spelling In Microsoft Office programs

|7, Igricee

|7, Ignose words that contain numbers

rels in UPPERCASE

= Ignose Internet and file addnesses

Quick Arcess Toolbar [ Flag repeated wards

[l Erfosce accented uppercase in French

O Suggest from main dictionary only

| Custorn Dictionaries..

French modes: | Iraditional and new spellings '
Spanish modes [ Turea vert ferme only v
Uichionery langusge: | Enghish [United Hetes) b

lowing sections:

saved.

General
Formulas

Proofing 5

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E Customize how workbooks are saved.

ave workbooks
Save files in this format: | Excel Workbook A
Save AutoRecover information every | 10 7| minutes

Keep the last AutoRecovered version if | close without saving

AutoRecover file location: |C:\Users\Prugram\AppData\Rua ming\Microsoft\Excel\

[] Don't show the Backstage when opening or saving files with keyboard shortcuts
Show additional places for saving, even if sign-in may be required.
[ saveto Computer by default

Default local file location: |C:\Users\ngram\Dn:umEnts

Default personal templates location: |

[ Show data loss warning when editing comma delimited files (*.csv)

AutoRecover exceptions for: ﬂBnnkW -

[ Disable AutoRecover for this workbook enly

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Document Cache.

Learn more

Server drafts location: | C:\Users\Program\Documents\SharePoint Drafts\,

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: Colors...
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b- Auto Recover exception for:for recovering workbook in order to arrange and up-
date.

AutoRecover exceptions for:

i3 Book1

|:| Disable AutoRecover for this workbook only

c- Offline editing for documents managements server files: specialized for managing
files by network without internet.

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Document Cache.

Learn more

Server drafts location: .C:'\_USEIS"-.PFCIQral‘l‘l"\DDCLImEI‘ItS"-.ShErEF'DiI‘It Drafts\

d- Preserver visual appearance of the workbook: Is specialized for fitting and arrang-
ing work in workbook in less time and easy way.

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel @ | Colors...

5- Language: through this command tab we can change the program to some other
languages which has been applied by Microsoft company.

Exgel Gptins

Genery

=
A:?' 5o the Office Language Preferences

{Boour Editing Langusges.

Addd languages to edi
gramamar ch 1
[Edaeng Languege
-

your documents. [diing languages set Lang
and sneting

o5, including spelling

[kesboan Layounr [Pro
{Usited Stuies] odelabis £ 4 .

e ]

rag]

[Add sddtionsl editng lnguagei]

Lat ma know when | shessld dervnin

310
i

Lharse Displaey Languae

et thet Larvradee prodity oader foe deplay [Pubos, Bath
[Coupiay Language
L ik
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6- Ease of Access: through this com-
mand tab we can add attention au-
dio or classic as simplification for

user.

Add-ins

Trust Center

Excel Options 70X
General
ener P Make Excel more accessible
Formulas
Proofing Make your document accessible to others
Save The accessibilty checker helps you find and fix content in your document that may make it hardler for peaple with
disabilfies to consume your content. You can get toit from Review > Check Accessibilty. Office can remind you
Language y g a reminder in the Status Bar.
[ — [ Keep accessibility checker running while | work
Advanced Feedback options
c [m] ith sound
Quick Access Toolbar Sound Scheme: A

Provide feedback with znimation
Application display options

ScreenTip style: | Show feature descriptionsin ScreenTips -

Show function ScreenTips

Show the Start screen when this application starts

Document display options

oK Cancel

7- Advanced: there are some advanced service which the user can use them as

needed.

Excel Options

General
Formulas
Procfing
Save
Languzge

Ease of Access

.

E Acvanced options for working with Excel

Editing options
After pressing Enter, move selection

Direcion

[0 Automatically insert  decimal point

Places: 2

nable fill handle and cell drag-and-drop

Quick Access Toolbar
Add-ins

Trust Center

Jert cells

llow gditing directly in cells

tend data range formats and formules
nable automatic percent entry

nable AutoComplete for cell values
Automatically Flash Fil

[ Zoom on rollwith InteliMouse:

Alertthe user when a potentially time consuming operation occurs

When this number of cells (in thousands) is affected:

Use system separators
Deciral separator:
Thousands separator: ,

Cursor movement
® Logial
O Veual

[ Do not automatically hyperlink screenshot

Cut, copy,and paste

0K Cancel

8- Customize Ribbon:
through this command tab
we can make changes for
increasing and decreasing
icons on surface of program
that is by clicking on (Rib-
bon Display Option).

Ease of Access

Advanced

Customize Ribbon

Quick Access Toolbar
Add-ins

Trust Center

Excel Options 7 X
General
eners Customize the Ribben.
Formulas H
- Choose commands from:® Customize the Rigbon:
reerng [ Poputar Commands -] [ Main Tabs -
Save
Language Add or Remove Filters = [Main Tabs

All Chart Types..
Borders

Calculate Now
Center
Conditional Formatting
Copy

Custom Sort...
Cut

Decrease Font Size
Delete Cells...
Delete Sheet Columns
Delete Sheet Rows
7 Email

Fill Color

Font

Font Color

Font Size

Format Cells
Format Painter
Freeze Panes
Increase Font Size
Insert Cells...
Insert Function...
Insert Picture

2]
re
d

o
T Insert Sheet Columns
€= Insert Sheet Rows
Insert Table

P Macros
& Merge & Center

ackground Removal

Help
Community

G-~

NewTab | | Mew Group | |
Custornizations:

Rename...

oK Cancel
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9- Quick Access Toolbar: Through this command tab, the user can decrease all the
icons speedily on the surface of program.

Excel Options

General

Formulas
Proofing

Save

Language

Ease of Access
Advanced
Customize Ribbon
[ it hccsToar |
Add-ins

Trust Center

E—E Customize the Quick Access Toalbar,

Choose commands from:&

[ Popular Commands

<Separater>
Add or Remove Filters
Borders

Calculate Now

Center

Cenditional Formatting
Cepy

Create Chart

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows

5 Email

Fill Coler

Font

Font Color

Font Size

Format Cells

Format Painter

Freeze Panes

Increase Font Size
Insert Cells...

? X
Customize Quick Access Toolbar: (D
- [ For all documents (defautty -
- = e
‘€ Undo
b i Redo

[+ Modif

[ Show Quick Access Toolbar below the
Ribbon

Customizations:

Import/Export ¥

OK Cancel

10- Add-Ins: Through this tab we can add many commands and duties in excel.

Excel Optiens

General

Formulas
Proofing

Save

Language

Ease of Access
Advanced
Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

X
E?} View and manage Microsoft Office Add-ins.
Add-ins

Name ~ ILacatmn IType -
Active Application Add-ins

No Active Application Add-ins

Inactive Application Add-ins

Analysis ToolPak C.ffice16\Library\Analysis\ANALYS32. XKLL Excel Add-in

Analysis ToolPak - VBA CA...e16\Library\Analysis\ATPVBAEN.XLAM  Excel Add-in

Date (XML) C\..Microsoft Shared\Smart Tag\MQOFLDLL  Action

Euro Currency Tools CA\...oot\Office16\Libran\EUROTOOL XLAM  Excel Add-in

Foxit PDF Creator COM Add-in C\...ns\Creator\xB6\FPC_ExcelAddin_x86.dl  COM Add-in

Inquire CA..ffice\root\ Office16\DCF\NativeShim.dil - COM Add-in

Microsoft Actions Pane 3 XML Expansion Pack
Microsoft Power Map for Excel CA.. Excel Add-in\EXCELPLUGINSHELLDLL ~ COM Add-in

Micrasoft Power Pivot for Excel CA\..Add-in\PowerPivotExcelClientAddindll - COM Add-in

Microsoft Power View for Excel CA... Add-in\AdHocReportingExcelClient.dil - COM Add-in

Solver Add-in CA\..ffice16\Library\ SOLVER\SOLVER XLAM  Excel Add-in
Document Related Add-ins

No Document Related Add-ins

[

Add-in:
Publisher:

Analysis ToolPak
Micresoft Corporation

Compatibility:  No compatibility information available

Location:

Description:

C:\Program Files (xB6)\Microsoft Office\root\Office16\Library\ Analysis\ANALYS32ZXLL

Provides data analysis tools for statistical and engineering analysis

Manage: | Excel Add-ins "

[
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11- Trust Center: Through this command tab the user can connect with Microsoft
center , and the user’s file keep safe while connecting with anyone else.

Excel Options ? X
General
Help keep your documents safe and your computer secure and healthy.
Formulas
i
Proofing Security & more
Save Visit Office.com to learn more about protecting your privacy and security.
Language Microsoft Trustworthy Computing
Ease of Access ]
4 Microsoft Excel Trust Center
Advanced
The Trust Center contains security and privacy seftings. These settings help keep your
Customize Ribbon computer secure, We recommend that you do not change these seftings. Trust Center Settings...
Quick Access Toolbar
Add-ins
Trust Center

B
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Microsoft
LT LITLITET Home 'I' vonnnnnn B s

Pagelayout  Formulas  Dat ep Q Tellme what you want to do

h'd 2 = = == [ e = T =] [==T -~ = A -
| | Calibri vin VKA S=2 & - Bweplet Genenal v E B = tm = . autoSum %w p
L By - E3) r o 1 = == | TFi- i
Paste BIWU- h-A-|E=E=E &% EMerge & Center = | $ - 95 » % 5 | Conditional Formatas Cell | Insent Delete Format | Som& Find &
- > = = - == it g Formatting = Table~ Styles~ - = = # Cleas - Filter ~ Select -
Clipboard 15 Font W Alignment [ Number M Styles Cells Editing

Some of the commands here are related to primary commands, like type of the font,
color, size and other effects on text and other sections. This sheet which is specialized
to text and tables are as following:

1- Wrap Text: it is used for editing a border for cells as mentioned in (Format
Cells).

2- Merge& Center: it is used for linking two cells or more and bringing them to
the middle of cells.

3- Conditional Formatting: for selecting a condition or some conditions to cells
which has including numbers or text.

For using (Conditional Formatting) after selecting the cell, we use:

Conditional Formatting > Highlight Cells Rules> More Rules

§ ] (-] | E AL
T 5 F i
B "ol T = H 2] Fil
Conditional Formatas Cell Insert Delete Format 5
Formatting~> Table~ Styles - - - £ d
Highlight Cells Rules * 3] Greater Than...
[ _T Top/Bottom Rules * LIT]‘ Less Than...
[E Data Bars * u Between...
we-| Color Scales r r=1 Equal To..
: lcon Sets ; fab) Text that Contains...
Mew Rule
B N m A Date Oceurring...
Q Clear Rules [
(5] Manage Rules... D Duplicate Values...
More Rules...
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Mew Formatting Rule 7

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Farmat anly top or bottom ranked values

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

= Use a farmula to determine which cells ta format

Edit the Rule Description:

Format only cells with:
Cell Value we | greater than w El
Preview: Mo Format Set Format...

When using Conditional Formatting, Cell rules should be familiarized.

1- between

2- not between

3- equal to

4- not equal to

6- greater than

6- less than

7- greater than or equal

8- less than or equal

After we select comparative degree and write the number, click on (Format) and it
appears 4 sections as following:

First: Number

In general this section is mentioned before.

Fermat Cells

(Mumber | Font  Border  Fill
Categorny:
General Sample
Number
Currency
Accounting
Date
Time
Percentage
Fradion
Scientific

General format cells have no specific number Tormat.

Test
Special
Custom

Clear

cace
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Second: Font

It consists of the following parts:

1- Underline: in this section we choose the lines type, if we select a (Single) that means there
will be a line under the information, if (Double) there will be two lines under the infor-

mation, if we want to remove (Single) and (Double) we will choose (None).

2- Color: in this section we will select the Format Cell rox
kind of the color (Line and Information) T Pt site

in CeIIS. E'.n .brl .|:J-!-‘|I Headings Regular

Italic
Bold
Eold Ralic

Erpr—Y
P

RibaZ0d

3- Effect: this section 3 effects will create i ~ Gotor
on the text as following: - e
Strikethrough
a- Strikethrough: is using for striking lines o  caiin

through information of cells which se-
lected in the table.
b- Superscript: for writing power as (10*)

Far Conditionsl Fermatting you can set Fant Style, Underline, Color, and Strikethrough.

Chear

c- Subscript: for writing information in a
conce

small style as (Co2)

4- Font Style: is specialized for the style of the font, it consists of 4 parts:
a- Regular: a normal style.
b- Italic: italic style.
c- Bold: a bold style.
d- Bold Italic: a both bold and italic style.

After we select any part of those above parts we click on (OK).

Example:

we have a group of students; we want to write the degrees which less than 50 in red color
and underlined in red.

Solution: we use (Conditional Formatting) way.

Number | Name |Marks
1 Ako 98
2 Shilan | 89
3 Sara 39
4 Dana 87
5 Zana 42
32



Third: Border

Through this section we can put a border for selecting cell as we want. It consists of:

Format Cells ? X F
n

Number  Font [ Border! Fill
Line
Style:

Text

Clear

1- Style: for choosing the type of the line to create a border.

2- Outline: for creating the outline to cell.

3- None: for removing the outline.

4- Color: for choosing a color to the outline.

5- Inside: in (Conditional Formatting) this option is not active, because putting
the condition is on the content of the cell, and the cell has outline only.

Fourth: Fill

It consists of the following parts:

Background Color: for selecting | ssoumscoos R Gl

color of background of the cell.

2- Pattern Color: for selecting differ-
ent color styles pattern.

3- Pattern Style: for selecting differ-
ent styles pattern.

4- Fill effects: for editing the color
effect in cell’s background

5- More Colors: for bringing more

colors to the cell. e

1

=z
fal

H EEEECO WS
= W EEEOC ||E
| N EEEOC | E|°

fal
e

Pattern Style:

EEEOO| O
EEEEN ®
EH NEEED O
O MEEED .
s N EEOOO @
A N EENDOOC W
H EEEOCO | .

Fill Effects...

Sample
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4-Format as Table: for editing different designs to the table.

= 5

[Formatas Cell | insen Delete Forma
Tebler stesw | - - - # Clear~
Light

S Bx I§ Z Autosum Ay

& o B gl 2T ’e)
t Sort& Find &

Filter ~ Select =

5-Cell Style: through this section we can change the style of the cell.

6- Insert: is used for adding (Rows, Columns, Cells, Sheets)

Good, Bad and Neutral

Normal Bad Good Neutral

Data and Model

Calculation | B LC U E+plonatory nked Ce Note
Warning Text

Titles and Headings

Heading 1 Heading2  Heading3 Heading a4 Title Total

Themed Cell Styles
20% - Accentl  20%- Accent2  20%- Accent3  20% - Accentd  20%- Accent5  20% - Accent6

40%- Accentl  40% - Accent2  40%- Accent3  40%-Accentd  40%- Accents  40% - Accentt
[60% - Accent | 60%-Accent2  60%-Accentd  60%-Accentd  |60%- AccentS | 60%- Accents

T T [Recets
Number Format
Comma Comma [0] Currency Currency [0] Percent

fE Mew Cell Style..

=
[E] Merge Styles...

7- Delete: is used for deleting (Rows, Columns, Cells, Sheets)

8-

Format: it consists of:

Row Height: for selecting the height of (Row)

Auto fit Row Height: for filling the height of Row auto-
matically.

Column Width: for selecting and knowing the width
of (Column).

Auto fit Column Width: for filling the width of (Col-
umn) automatically.

Default Width: for returning the width of (Column)
into first situation means before making changes.
Hide& Unbhide: for hiding and showing sheets.
Rename Sheet: for changing the name of sheets.

Move or Copy Sheet: for moving and copying the sheet.

Protect Sheet: for setting password to sheet.
Lock Cell: for locking the cell.

Format Cell: this section is mentioned before.

34

A=t > AutoSum ~ A.#
] z
Format Al Sort

o & Clear~ Filtel
Cell Size
1[ Row Height...

AutoFit Row Height
] Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide ¥
Organize Sheets
Rename Sheet
Meove or Copy Sheet...
Tab Color .
Protection

ED Protect Sheet...

I Lock Cel

Format Cells...




9- AutoSum: this section is mentioned in (Formula).
10- Fill: this section is used for filling selecting cells, it consists of:

ZAutoEu.lrn - A
[&] Fill = 2 ’C

Down

Comwk Br Ll

BB @
=
-

-
%

Series...
Justify
E} Flash Fill

» Down: for filling the down cells as the first up cell

Al = £ Al - A
A B c A B c

2019 12019
12019
12019
12019
2019

- w . w [ -

1
2
3
4
5
6

» Right; using for filling the right cells as the first cell on the left.

» Up: using for filling up cells as the first down cell.

» Left: using for filling the left cell as the first on the right.

» Series: for filling cells and choosing the type of filling. It consists of:
e Rows: for filling the Rows

Columns: for filling Columns

Liner: for filling as lines

Growth: for filling as times

Date: for filling the date.

Auto Fill: for filling as automatically.

Day: for arranging the days of the month

Weekday: for arranging as week

Month: for editing the month

Year: for editing the year in a sequent way.

Trend: for locking (Date, Auto Fill, Day, Weekday, Month, Year.....)

» Justify: using for justifying the text of some cells in one cell.

11- Clear: for deleting the selected section, it consists of:

e (lear All: deleting text and all commands which had done by (Format Cell) on the table.
e C(lear Format: deleting all commands which had done by (Format Cells) on the table.

35



e Contents Clear: deleting the contents of cells which selected before or deleting the
content of table.

e C(Clear Comments: deleting the comments of cells if there were.

e Clear Hyperlinks: deleting links on cells if there were.

12-  Sort& Filter: for arranging and separating information, as following:

e SortAto Z: for arranging names from A to Z, and arranging numbers from smallest
to biggest.

e Sort Z to A: for arranging names from Z to A and arranging numbers from biggest
to smallest.

e Custom Sort: for selecting kind of arrangement according to line content and col-
umns in the table.

e Filter: for separating the information that we want in the table according to the kind
of information in column and the conditions which are setting on the column.

13- Find & Replace: for finding the information in the table , as:

Find: for searching about text, as:
e Find Next: for searching about text in a single way.
e Find All: for searching about text in a group way.

Find and Replace ? X

Find Replace

Find what: v]

Options > >

Find All Close

Replace: for replacing a word by another word.

e Replace: for replacing one word with another.
e Replace All: for replacing all words with one word.

Find and Replace ? X
Find  Replace
Find what: T|
Replace with: 3
Options >>
Replace All Replace Find All Close
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Go To: for linking to the selecting cell by writing name of the page and the selecting cell.

GoTo ? p 4

Go to:

Reference:

apedial... OK Cancel

37




. Microsoft
SURRLLRNTRNIREY Insefl Tab ||||||||||ﬂ£;..(;m

Page Layout  Formulas  Data  Review  View  Help @ Tell me what you want to do

T— [wmm] ===] - - - - +— — p— frany
i7 in = =3 [ Get Add-ins 12 “x: ll- "l‘ 13 =l | 2 e | S OB & |1 Q
PivotTable Rec ded Table i e = Recommended ML~ 1 i PivotChart D] Line Column Win/ Slicer Timeline Link Text Symbols
& My Add-ins ~ B D-L-
PivotTables ' Charts Tk - Map ~ Loss = =
Tables Add-ins Charts Gl Tours i Filters Links

=Y B Get Add-ins

llustrations 3 My Add-ins ~ B Rel

-

1- Table: for creating a table.

2- Illustrations: consists of: .

IT: IE ’:‘;‘: ] SmartArt

; : a4 Screenshot ~
Pictures Online Shapes

Pictures -

llustrations

e Pictures: for putting pictures in excel and brings the storing pictures into excel.
e Online Pictures: for bringing picture from internet.

e Shapes: for bringing different geometrical types, that we can change size, color
and style.

e Smart Art: for classification and creating a management Pyramids which appears
in many 3D groups according to the kind of the work.

Each section has many styles; we can as we wanted to fit the text. For opening
(Choose a SmartArt Graphic) in (Insert) we go to (Illustrations) then we will go to
icon (It consists of:

1 All Choose a SmartArt Graphic T
2- List "1 “ - = — I -
3- Process ; = -
4- Cycle & T — & ‘== ¢ --
5- Hierarch o b— ] — -
6- Relationship A Fromid R il [T
7- Matrix S < of cormation 1o ‘
8- Pyramid —eal [ Jees "
9- Picture e U .

] [ oo

10-Office.com
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Here we can choose a stvle in (SmartArt Graphic), for example:

D
®@®

®

e Screenshot: for taking the picture of the screen

3- Chart: There are two types of charts in excel, table (which mentioned before),
and chart which is a graphical representation of numeric data in a worksheet.

Chart : i1s important because it illustrates and simplifies to understanding the infor-
mation for the users and readers.

Types of Charts:
1- Column
2- Line
3- Pie
4- Paw
5- Area

For creating a chart for a table, we should:

1- Select a table or a part of table SR
2- Click on Insert
3- In chart, there are all types

of charts, click on one kind of o —
them o Ul ol ol
4- By click on the right side of the [ (] S e
chart, we can make changes in -
(style, size, location, title....) ?
B Waterfall
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Example:

Create a chart for raining average in the cities of Kurdistan Region in 2017-2018.

Steps for creating chart:

Creating a table

Selecting a table or part of the table

Click on Insert

Click on one of the kinds which fits to the
information, each one of those kinds has
many styles that we can choose them.

e Precipitation rate | Precipitation rate
for the year 2017 | for the year 201¢
Hawler 650 700
Sulaymaniyah 800 870
Kirkuk 900 820
Duhok 600 650
Halabja 850 900

Every change which happened in the table, same thing happens in the chart without
going to the chart.

1000
900
800
700
600
500
400
300
200
100

Rainfall percentage for the year 2017-

Hawler

W Predpitation rate
for the year 2017

Sulaymaniyah

2018

ok

Kirkuk

M Predipitation rate
for the year 2018

Duh Halabja

4-Sparklines: instead of chart we can use Sparkline for data because it occupies
smaller place and can be placed in a cell with big numbers of workbook.

Example:
We want to create a Sparkline for average of raining in the cities of Kurdistan Region in
2016, 2017, 2018. We should select the cells that we want to create a Sparkline, as:

Precipitation rate

Precipitation rate

Precipitation rate

City name for the year 2016| for the year 2017 | for the year 2018 el
Hawler 600 650 700 _—
Sulaymaniyah 750 800 870
Kirkuk 950 900 820
Duhok 700 600 650
Halabja 850 850 900
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Click on Insert, and select one of the Sparkline styles, which are three:

A% 1™ "Il'

Line Column Win/
Loss

Sparklines

After choosing this dialogue a box will be opened and writes the name of the cells
which we want to create them Sparkline, the cells that have Sparkline should be as
the following:

Create Sparklines 7 »
Choose the data that you want
Data Range: | D3:F3 B
Choose where you want the sparklines to be placed
Location Range: | SGS3 +
QK Cancel

We can see the result in a selecting cell, and then by drawing and pressing we will
move to other cells below for adding Sparkline to the rest cells in the table.

BTG Precipitation rate| Precipitation rate | Precipitation rate SepriAline
for the year 2016| for the year 2017 | for the year 2018
Hawler 600 650 700 _—
Sulaymaniyah 750 800 870 __—
Kirkuk 950 900 820 T~
Duhok 700 600 650 N~
Halabja 850 850 900

If we create a chart for above table, we note that it occupies bigger place in the page,
so this is the difference between chart and Sparkline.
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Note: When we put Sparkline for the table, Sparkline tools/design will add.

Edit
Data -
Sparkline

Line Column Win/

Loss
Tvpe

[ High Point [] First Point
[ Low Point [[] Last Point
] Negative Points [] Markers

Show

Style

A ESpatinne Color -

/ v . \/\\/\ \/\/\ \/\/\ \/\./\ \/\/\ gﬁMarkerCohrv Ax.s

5l

& Clear ~

Group

5- Link:

A\

m=,
D

Link

Links

It is a connect between a file with a cell in excel file, or link a file with a cell in excel file.

Sometimes in a cell excel we cannot place a data , picture or any other subjects , for this
purpose we should benefit from Hyperlink.

Steps for creating Hyperlink:

To create a link between a selected cell and a file, we apply the following steps:

1

® N

A box appears, in Address section, select the wanted file.

Create a wanted file for information which has no place in the cell
Click on the cell which the link has created for.
In Insert, click on Hyperlink

In the section “Text to display” a name or a number is set for the link.

|

Insert Hyperlink

Link to:

®

Existing File |

or Web Page

Place in This
Document

Create New
Document

E-mail
Address

Click on Ok

? * E D C B A
fetocer B w2 Notes| Job Title | Salary | Name | No

. & & Employee |650000| Shwan | 1

Folaer . Techer | 800000 | Kamaran | 2

b s::::: EEW Employee | 950000 Lara 3

v Employee |700000| Rawa 4

e Techer |600000| Naznaz | 5

;\uurgss: ﬂ
oK Cancel
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6-Head& Footer:

Here we can add any text, picture, time and date for up and down of the page in or-
der to appear while printing.

Note: Header& Footer, we can add or see when the page in (Page layout), for removing we
can set our page in Normal by (Buttons vie) on (Status Bar).

Steps for editing (Header& Footer):

4
Text

Text
Box

S0 4 2o

Q

Symbols

Header WordArt Signature Object
& Footer  ~ Line~

Text

1- Clink on Work sheet, for adding Header& footer

2- Clink on Insert

3- In Text group, we choose (Header& Footer)
4- The part which is selected for writing Header, the text that we want to write, for ex-
ample, we want to write vocational schools in the top of the table.

[Calibri o .: A X

B I U- )~ A
wa &
T GENUINE OFFICE Your license isn't genui

===
Format
Cells Editing ~

Get genuine Office Learn more x

Computer Vocational high school -

B s

In addition to text, we can add page numbers, pictures, time and date for the page.
Also, for adding text in the bottom of the page we will go to Footer and will write our text.
While setting Header & Footer, Header and Footer tools adds to worksheet as:

Computer Vocational high school
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Elements of Header and Footer tools:

H = Book2 - Excel

File Home Insert Page Layout Formulas Data Review i el esign Q Tell me what you want to do
D D |—r,‘ @ ,_H @ I;l E r‘ ] Different First Page Scale with Documen t
Header Footer Page Mumber Current Current File File  Sheet Picture Go to [ Different Odd & Even Pages Align with Page Margins
= = Mumber of Pages Date Time  Path MName Name Footer
Header & Footer Header & Footer Elements Mavigation Options
1- Header: the preparation text can be written on the top
2- Footer: the preparation text can be written on the bottom
3- Page number: for adding numbers to page in Header or Footer
4- Numbers of pages: for numbers of pages in Header or Footer and when the num-

bers are decreased automatically the changes will happen.
5- Current Date: for current date it means the date of working.
6- Current Time: for current time it means the working time.
7- File Path: for adding the name of file with showing path where the file is stored.
8- File Name: for adding the name of a file in Header& Footer.
9- Sheet Name: for adding the name of sheet in Header& Footer.
10- Picture: for bringing pictures into Header& Footer.
11- Format Picture: for arranging a picture that we want to add in Header& Footer.
12- Go to Header: to go on Header for making changes
13- Go to Footer: to go on Footer for making changes in Footer.

14- Different First Page: if we want to delete Header& Footer in the first page, and
has a different with other pages, not appears and not prints so this part has been

selected.

15- Different Odd& Even pages: for selecting and separating the number of single
and double pages.

16- Scale with Document: for specializing and fitting the text in Header& Footer
together, means that they have the same size.

17- Align with page Margins: to fit both Header & footer with the margins that have

been selected for this section.
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7- Symbols Group:
0

Symbols

T

Equation Symbol

Symbols

It consists of a group of symbols and mathematical equation, it has two parts:

1- Equation: this part is specialized for mathematical equations , here we can select
mathematical equations and symbols on the toolbar by clicking on the symbol,
for example: click on the root of 3 times , the symbol will be selected as the same

style for all kinds

EREEHNHEOELHEREREEES| 7 €% [ & «

0

=L B VIR [ [0 (o] (6] [ ¥ [e] [2] [P ][] [2] G | Fraction Sipt Rl regol L

Operator =

Symbols

{0} sin® a lim AN [l"]

Bracket Funcllon Accent Limit and Operator Matrix
Log~

Structures

2- Symbol: this section is specialized for symbols, by clicking on it, a box appears
which has symbols, we select the symbol that we want , then click on Insert.

Symbol 7 bY
Symbols  Special Characters
0/0|0|®|@|O| = |0 A|+[EF * * |
B¢ 0|Q|D| %00 G0 00T oS
slelolgls|alelwlz¢ ) X EE R
Jelglg @ <> [4|r|ec|s|0l0]¢
SIMNVIR[Z|Z|N € VRIA LN E,
_*xlﬂ'0€£¥©®”‘"i¢<_::_>+
;Jvr:;c::i:;::r:; Character code: 171 from: | Symbol (decimal) |~
IlnsTl Cancel
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eError Values

Sometimes when we use excel, some errors have been created. As in the following
table:

A B

Error Reason

, #NAME?| Two different data are divided, for example, text divided by hame
- #DIV/0! |Dividing number by zero

. HEEEEAE | The cell is not fit for the data

s #N/A |Specific for a text which is not allowed

s #REF |When an equation’s input is wrong
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First Term Exercise

Choose the right answer:

Q1/ workbook which has prepared before in excel is called:

Cookie cutter
Pin

Template
Auto fill

Qz/ if we want to share a workbook online, must:

Save on one drive
Save as type PDF
Save as type PEG
Save by Template

Q3/ if we want in a column to complete the agreement one by one till the end of the

table, (click) and (Drag) on

1-
2-
3
4-

Q4/ in order to make some cells we need a

1-
2-
3-
4-

Row
Column
Fill handle
Auto date

command.

Auto fit

Merge cells
Insert columns
Wrap text

Qs/ if we want the date to be appeared like that (Saturday, February22, 2018), it
should be arranged in:

1-
2-
3-
4-

Theme

Font
Format cells
Insert

Q6/ for printing a selected part in table, we use:

N
1

I
1

Print one side

print entire work book
print selection

printer properties
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Microsoft

s Formulas Tab ||||||||||ﬂ£;..@.m

B @ M ' - edents @ShowFormulasv ,:d 5 CatulteNiow

) Ao Recontly | ot Does Lok Mahm M " 2% Trace Dependents ¥4 Error Checking v | carem
nsert  AutoSum Recently Financial Logical Text Date& Lookup & Matl ore ame ~ atcl alculation 3 Calculate Sheet
i > Used~ - e = Time- Reference~ Tig- Functions+ | Manager L Create from Selection | U3 Remove Amows - (&) Evaluate Formula | Window | Options=

Function Library Defined Names Formula Auditing Calculation ~

Al % b ~

-lu | T | s | R | @ | e | © [ N | M | v | kK | 3 | | v | 6 | F | E | B | € | B A

Insert
Function

Function: This part is consisting of different groups, each group is set for specific
subject, which multiple commands are done in it such as (mathematics, engineering,
accounting, statistics and logic).

Here some functions are discussed:

Note: In (Insert Function) we can get and use all commands, Microsoft company makes
the classification to all commands for more facilitation to users.

A2 HIEEEE R @ 2

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More
Function - Used ~ = - »  Time~ Reference~ Trig~ Functions~

Function Library

Parts of Function:
Function Library: it consists of the following parts and each part has many commands

1- Auto Sum
2- Recently Used
3- Financial
4- Logical
5- Text
6- Data& Time
7- Look up& Reference
8- Math& Trig
9- More Functions
All these parts are found in Insert Function
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The commands in Insert Function
1- Sum: it is responsible for collecting numbers.

There are many ways to perform collecting numbers:

e Selecting a cell which the result has been written (G2)

e Writing (=sum (name of the first cell: name of the last cell)) on a selected cell.

=SUM(C2:F2)

LA 8 c D E F [
1 No| Name Kurdish |Math| Computer/Sociology Total
| Aso Ali 86 68 75 73 =SUM(C2:F2)
.| 2 Salar Muhammed| 72 79 83 90
.3 Shano Karwan 78 82 96 88

Press Enter button, we get the right result, as the following:

l'l\io Nasme Kurt;ish M;th Comiputer Sociélogy Toial
i 1 |AsoAli 86 68 75 73 302
.| 2 Salar Muhammed 72 79 83 90

3 |Shano Karwan 78 82 96 88

If we want the total degrees for all students, click on the cell of (G2) then with
(Drag& Drop) we scroll down and see cell (G4) and all the results.

I'I\io Naame Kurt.fjish M;th ComEputer Socialogy To;al
2 1 [AsoAli 86 68 75 73 302
|2 Salar Muhammed 72 79 83 90 324
. 3 |Shano Karwan 78 82 96 88 344
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Steps for getting the purpose result:

1- Select a blank cell, for example (G2)
2- Click Insert Function
3- We select Sum function
4- Select (C2-F2), then Enter , Then Click
OK bottom.
Function Arguments 7 X
SUM
Number! 22 (2] - esearsTy
Humbrer2 2] = number
. 302
Adds all the numbers in a range of cells.
Numberi: numberlnumber2,.. are 1to 255 numbers to sum. Logical values and
text are ignored in cells, included if typed as arguments.
Formula result = 302
Help on this fundtion Cancel

Insert Function

Search for a function:

click G:
Or select a category: Most Recently Used

Select a function:

CONCATENATE
AVERAGE

IF

HYPERLINK
COUNT

MAX,

Type a brief description of what you want to do and then “
I [s ]

? X

£

SUM(number1,number2,...)
Adds all the numbers in a range of cells.

Help on this function

oK Cancel

2- Average: it is used for finding the average.By the below rule, we can find the av-
erage of a group of numbers: =AVERAGE (C2:F2)

11\?0 N;me Kurélish M;th Comsputer Socialogy To;al Aew;rage

| 1 [AsoAli 86 68 75 73 302 =AVERAGE(02:F2)]
K SalarMuhammed| 72 79 83 90 324

. 3 |ShanoKarwan 78 82 96 88 344

Then click Enter, we will get the result as the following.

a'hjo Nasme Kuraish M;th ComE|:>uter Sociélogy To;al Aevérage
. 1 |AsoAli 86 68 75 73 302 75.5

.| 2 Salar Muhammed| 72 79 83 90 324

. 3 |ShanoKarwan 78 82 96 88 344

If we want to find the grand total degree for all students, click on the square of (H2)
cell, then with drag and drop, scroll down into (H4) cell, we will see the whole result.

1'No Name Kurdish | Math | Computer|Sociology | Total | Aevarage
: 1 |Aso Ali 86 68 75 73 302 75.5
2 |Salar Muhammed 72 79 83 90 324 81
3 |Shano Karwan 78 82 96 88 344 86
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Second method for the purpose of the results:

1- Select a blank cell, for example (H2) | msetFunction

2' Clle Insert Funct]on Search for a function:

3- We select Average function Lvi?:;;riefﬂescripﬁonmwhﬂwumntm do and then
M

Or select a category: | Most Recently Used

Select a function:

AVERAGE ~
SUM

CONCATENATE

IF

HYPERLINK

COUNT

MAX v
AVERAGE(number1,number2,...)

Returns the average (arithmetic mean) of its arguments, which can be
numbers or names, arrays, or references that contain numbers.

Help on this function oK Cancel
4- Select (C2-F2), then Enter
Function Arguments ? x
AVERAGE
Numbert | c2:F2| [2] = e6a7573
Humber2 ﬂ = num

= 755
Returns the average [arithmetic mean) of its arguments, which can be numbers or names, arrays, or references
that contain numbers.
Numberi: numberl number2,... are 1to 255 numeric arguments for which you want
the average,

Formula result = 75.50

Help on this function Cancel

5- Click (OK)

The differences between (:) and (,) illustrate by example

1- (:) is written by (Shift+): this symbol is used between two cells for selecting all
cells in between. in order to apply every mathematical, logical or account proce-
dure, for example:

SUM=(name of the first cell: name of the last cell)
As in below function in line (12) and in (F12) cell will write

=SUM(C12:E12)
. No Name Kurdish | Math |Computer,  Total
R Aso Ali 86 68 75 =SUM{C12;E12)‘
.| 2 SalarMuhammed| 72 79 83

52




The result is as the following

i

) No Name Kurdish | Math |Computer| Total
a1 Aso Ali 86 68 75 229
L 2 SalarMuhammed, 72 79 83

2- (,) is written by (Shift+): while we want to collect many numbers from a dif-
ferent cells, or implementing any account procedure, we should use (,) , here we
get total of (SUM) in Kurdish and computer subjets

=SUM(C12,E12)
No Name Kurdish | Math |Computer, Total
N Aso Ali 86 68 75 =SUM(C12,E12)
2 |SalarMuhammed| 72 79 83

The result is as the following

. No Name Kurdish | Math |Computer Total
) 1 |Aso Ali 86 68 75 161
L2 Salar Muhammed 72 79 83

3- COUNT: The count function counts the number of cells that contain num-
bers, if the selected cells contain numbers, the numbers are being counted, but if
the cells are not containing numbers, the result will be zero.
After editing COUNT any number has been added, the result will be recorded.

For getting the result, we use: = COUNT(E1:E4)

l'hiu N;me Kurcclish M;th CominuterSncinFlogy
1 Aso Ali 86 68 75 73
|2 SalarMuhammed| 72 79 83 90

.| 3 Shano Karwan 78 82 96 88

i 3

While deleting a number in column or a line, the result will be changed.
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Note:

COUNTA: this command is used for counting selected cells and have a text, if the
selected cell contains a text, counts and gives a result, but if the selected cell doesn’t
contain a text, there is no result but if next a text will be add, the result is found.

For getting the result, we use: =COUNTA(E1:E4)

4-

2-

. r-io Naa me I(urcclish M;‘;th Comzputer Socic:logy
1 Aso Ali B6 68 75 73
. 2 |Salar Muhammed 72 79 83 S0
. 3 Shano Karwan 78 82 =153 88
3

Operation of ( Addition, Subtraction, Multiplication and division):
There are rules for operating (Addition, Subtraction, Multiplication and division)
operation.

Addition: implementing this rule including the implementing of additional oper-
ation for some numbers regarding this rule for the purpose of the result.

= (Number 1+Number 2+....... )

= (B2+C2)

Then press Enter

foLLL LLLIH foLLL LLLL@
Insett  AutoSum Recently Fina \ngrm Dt&Lkp&Mm& More Insett  AutoSum Recently Fina \Lg\T:nt Dt&Lkp&Mm& Mor Name
Function Used ~ v Timev Reference v Trig v Functior Function Used ~ v Timev Reference~ Trig v Functior Manager
Function Library Function Library
SUM - X« K| =sumBc2) G12 - b3
A B C D A B C D

Name |Number 1| Number2| Result Name |Number 1| Number2| Result
1 1
. |Brwa 90 80 =SUM(B2+C2) . Brwa 90 80 170
s llan 84 72 s llan 84 72
« Miran 96 84 « Miran 96 84
: Rodan 80 68 s Rodan 80 68
8 3
7 7]

Subtraction: implementing this rule including the implementing of subtraction
operation for some numbers regarding this rule for the purpose of the result.

= (Number 1-Number 2-....... )
=( B2- C2) Then press Enter
H 6~
e jome sert  Pagelayout [EESUSWECEM Dita  Review  View  Help 2 T File  Home Inset  Pegelayoit [RETCHUCM Dats  Res
foE mEEE A >BEAOE R @ B |5
Insert  AutoSum Recently Financial Loy ogic al Tm D ite & L aku) p& Ma m& Mors Inset  AutsSur Recently Frzncial Logical Text Date& Lookip& Math& Mot Name
Fumaion | e e S Gt Fuor | e T T e Tige funcime | Wamnge
SUM - > v fe =SUM(B2-C2) 114 Ae f
Name | Number 1| Number 2 Result Name [Number 1 Number2| Result
.[Brwa 20 80 :SUM(BZ-Cz)‘ . Brwa 90 80 10
s llan 84 72 s llan 84 72
. Miran 96 84 « Miran 96 84
s Rodan 80 68 s Rodan 80 68
= :



3-

Multiplication: implementing this rule including the implementing of multiplica-
tion operation for some numbers regarding this rule for the purpose of the result.

= (Number 1*Number 2*....... )
=(B2* C2) Then press Enter
Excq]
ile ome  Inser a  Review  View Help Q@ Tellme ile lome ormulas RN
D | E L ] @ IH fx > L L L B2’ @ =
Insert  AutoSum Recently Financi g al  Text Dt&Lkp& Math &  Mor Insert  AutoSum Recently Finar Text Df&tkp& Math&  More Nameﬂ
Funct - Wt S > oo Bomes e Gm t Functior Used ~ - ~  Time~ Reference * Trig~ Functions* | Manager
SuM - x v K =SUM(B2*C2) £
A B € D E A B c D t
Name |Number 1 Number2| Result Name |Number 1) Number2|  Result
. g
.[Brwa 90 80 =SUM(Bz*C2) » Brwa 90 80 7200
s llan 84 72 > llan 84 72
. 'Miran 96 24 = Miran 96 84
- Rodan 80 68 =|Rodan | 80 68
<l ]

4- Division: implementing this rule including the implementing of division operation

5-

for some numbers regarding this rule for the purpose of the result.

= (Number 1/Number 2/....... )

=(B2/C2) Then press Enter
fXZLLL LLLIH foLLL LLLL@
Insert  AutoSum Recently Financia | qul Text Date & Lool kp& Math& Mol Insert  AutoSum Recently Financial | Log\(a\ Text Date& Lool kp& Math& Mo Name
unction Used ~ - Time ~ Reference ~ Trig ~  Functior Functior v Used ~ - v Time v Reference ~ Trig v Functior Manage
suM ~ x v f =SUM(B2/C2) 0 > j;,F e

Name |Number 1 Number2|  Result Nz;me Nurr:ber1 Numcberz ResDuIt

.[Brwa 90 80 =SUM(B2/C2) Brwa 90 20 1125
s llan 84 72 . llan 84 72
- Miran 96 84 . Miran 9% 84
: Rodan 80 o8 - Rodan 80 68

MAX & MIN

MAX: these are commands for selecting the largest number in a group of numbers
when the change happens in the largest value, the result will be changed also .

The rule:
=MAX(Numberl:Number2)
=MAX(C2:C5) Then press ENTER
Excel English E
ile. lorme Inse out ormulas ata  Review  View  Help Q@ Tell me what you ile ormulas a e m
fxEE LLLI! - foE LLI!@C
Insert  AutoSum Recently Finay Tet Date& Look kp& Math &  Mor Insert A(oSmR ently Financial ILog\:a\ Text Date& Lo kp& Math & Mo Name
unction Used ~ Time « Reference~ Trig ~ Fun t Function Used ~ > ~ Time~ Reference~ Trig~ Fun . Manager ]
MAX - X K =MAX(C2:CS5) H12 - *~ =
. Ne;me Numaber1 Numcberz ResDuIt | N;me Numabem Numcberz ResDult
> |Brwa 920 80 1.125 : Brwa 90 80 1.125
s|llan 84 72 s llan 84 72
< |Miran 96 84 . Miran 96 84
s|Rodan 80 68 s [Rodan 80 68
=MAX(C2:C5) . a4
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MIN: It is the command for selecting the smallest number in a group of numbers
while the change happens in the smallest value the result will be changed also .

The rule:
=MIN(Number1:Number2)
=MIN(C2:C5) Then press ENTER

=} H 9~

nnnnnnnnnnnnnnnnnn

X v £ | =incacs)

“ Name|Number1] Number2 Result Name |Number 1/Number 2| Result
. Brwa 90 80 1.125 :
> Brwa 90 80 1.125
s llan 84 72
- s |llan 84 72
+ Miran 96 84 i
s Rodan 80 68 . Miran 96 84
=MIN(CZ;CS)‘ s Rodan 80 68
68

To find absolute value of a number, for example to find the absolute value of
(-25) use the following rule:

=ABS(-25) Then press enter to get the result
| A B A B

. Number| Absolute value . Number| Absolute value

| -25 =ABS(-25) AET 25

7- IF: this command is used for setting conditions information in cells , then
translating these information to text according to the results for example if we have
a table records the degrees of students , and we want to select the result with a text ,
means pass or fall .

File Home  Insert QEENHIENNTN Formulas  Data Review  View  Help Q Tell me what you want to do

& = Bvew B
FirSt methOd by the rule; Themes Page Setup Scale to Fit Sh:etDODtions D
. MIN A W fe | =IF(C2248, Pass”, Fail"
=[F (C2>49,”pass”, fail”) . ’ . | . | =
1 No Name Computer Result
1 |Aso Al 75 =IF(C2>49,"Pass","Fail")

2 |SalarMuhammed 38

3 |Shano Karwan 96

Then press ENTER to get the result

56



Formalss

Second method: with the pattern

1- Go to formulas
2- Go to insert functions
3- Find IF command as sown in this picture

4- Click on OK a box is opening as :

c 2 A8 -8

ot Asbolum Recently Financisl Logecel  Text Dafte i Lockep & Math B
- Ueed = . . *  Timer Referencer Tigr Fu

BB B

Furstion Librany

bt X £y 5 =

P o L] L L K ]
Ingest Function ! *
Search Tor & funaiion

Type a brief desription of whad you want to do and then
I Cee |

Or peleet & pategany Medt Recestly Uned w
Febedt o tunticgy

F_______________________|N
AR

N

Ridx

COUNTA

COUNT

S

IFDogical_testwaber_il_troevabpe_il_tabe)

Chedis whether § conditien i mef, and rebams ane value if TRUE, sned
amather value if FALSE.

Heke &0 thil fusdlicn or Cancel

Function Arguments
IF
Logical_test
Value_if_true

(] o] 1o}
.

Value_if_false

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Formula result =

Help on this funcdtion

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Cancel

In the first cell (logical test) we will write the condition after selecting the cell

like that (>49)

In the cell (value if true) we write pass
In the cell (value if false) we write fall
Then click on OK we get the results of cell

Function Arguments

IF
Logical_test | C2»49 ‘2] = TRUE
Value_if_true | “Pass” t = “Pass’
2] = CFair

Value_if_false | “Fail"

= "Pass”

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result = Pass

conce

Help on this function
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If we want to separate all lines, we set the pointer on the drag location then by drag and
drop we go to the last line to get the result of all the lines

) No| Name Computer Result

1 |Aso Ali 75 Pass

2 |Salar Muhammed 38 Fail

3 |Shano Karwan 96 Pass
Note:

Count If: to know cell’s number and setting condition above cells, for example
we have group of numbers from 1-12 , we want to know in these cells how
many numbers are there? Which one is larger and equal to (10)? , here it
selects the number of cells also sets the conditions to cell.

We will write the following equation which is edited in the program

— COUNTIF (A1:A12,">=10")

[ A B A
| 1 |1 1 1

2 |2 2 2

BEN - Then press Enter [ 3 |5

L. 4 o 4 4

5 |s . 5 5

6 . The result is (3) e |e

| 7 |7 7 |7

8 s 8 8

9 | 9 |9

[ 10 |10 10 |10

11 |n ' 11 |1

|=COUNTIF{A1‘.A12,">=10": 12 112 ‘ 3 12 1

8-LEN: it is used for knowing number of letters in each syllable and also counts the
space between words.

Press Enter

. Computer Scince . Computer Scince
=LEN(A1) 15
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Example: Create the following table, then answer the branches below:

e (Cut all absent names, if amount of money provided for one day absent is
(4500) Dinars

e Add budget for all names, if it is %15

e Total salary for all names

i Salary list

' Deductions due

No Name Salary | Absence Allowance %15[Total Salary

) toabsence
s 1|{Kamal Ali 325000 0
.| 2|Sara Salih 253000 4
‘| 3/Saman Karwan [162000 1
.| 4|Sozan Bakr 157000 3
10 5/Rawan Sadiq 137000 2
1]

Solution:

1-In the first cell column (Cut due to absence) will write:
=E6%4500

Then we move the mouse to drag location in cell (F6) pulling below to the wanted place
for repeating the equation into other cells in the table.

2-In the first cell column (%15 budget) will write:
=D6%0.15

Then we move the mouse to drag location in cell (G6) pulling below to the wanted place.

3- In the first cell column (total salary) will write:
=D6-F6+G6 Then we move the mouse to drag location in cell (G6)pulling below to the wanted place.

.| Salary list

' Deductions due

No Name Salary | Absence Allowance %15Total Salary

i to absence
. 1|Kamal Ali 325000 0 0 48750 373750
; 2|Sara Salih 253000 4 18000 37950 272950
o| 3|Saman Karwan |[162000 1 4500 24300 181800
s 4{Sozan Bakr 157000 3 13500 23550 167050
| 5/Rawan Sadiq  |137000 2 9000 20550 148550
ul
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Microsoft
I Data Tab ATTTTIRITITT « it

File Home Inset  Pagelayout  Formulas

() Tell mewhat yo

- F [ Show Queries ”_—; [=] Connections 81 [2TA) Y )4 —% = Flash Fill f+= Consolidate | ? ‘,;l & Group ~
- T & - 2+ [alz = =) - } -
E ¥ From Table e L Y B Remove Duplicates 5 T
Get External Mew Refresh 7| Sert Filter Textte What-If Forecast —
Data ~ Query - [ Recent Sources Al o Yo advanced | Columns o DataValidation = [ Manage Data Mode! Analysis = Sheet EE subtotal
Get & Transform Connections Sort & Filter Data Tools Forecast Outline

The most important sections are:

1- Get External Data: consists of:
a- From Access: for bringing file to excel
b- From Web: for bringing file from internet
c- From Text: for bringing texts in the file into the page

eleln 3 B

From From From From Other Existing
Access Web Text Sources*  Connections

Get External Data

d- From other Sources: for bringing file from another program

(e [P E
From From From From Other Existing

Access Web Text |Sources=  Connections K | ) ] H
Getfd —,  From 5QL Server

Create a connection to a 5QL Server table. Import data inte Excel as a
Table or PivotTable report.

From Analysis Services

Create 3 connection to a SOL Server Analysis Services cube. Import data
into Excel as a Table or PivotTable report.

From OData Data Feed

mm  Create a connection to an OData Data Feed. Import data into Excel as a
Table or PivotTable report.

From XML Data Import

@i Open or map a XML file into Excel.

n,  From Data Connection Wizard
& Import datafor an unlisted format by using the Data Connection Wizard
" and OLEDE.
From Microsoft Query
? Import data for an unlisted fermat by using the Microsoft G
55 and ODBC. Functionality is limited for compatibility in previ

e- Existing Connection: for bringing the files which we used them before.

2-Refresh all: for refreshing all information in the table.

3-Remove Duplications: for removing the repetition information in the table.
4-Data Validation: helps to ensure
that data gets entered correctly, be-

¥ [E' Flash Fill f+0 Consolidate
fore it gets processed incorrectly. E B8 Remove Duplicates &3
Excel’s data validation tools can help cﬁ?.iii‘:s =2 Data Validation ~ [@ Manage Data Model
you set up rules that keep you or ={ Data Validation..
anyone else from entering invalid or BS Circle Invalid Data
unusable data, or from failing to en- B Clear Validation Circles

ter data when it’s required.
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Parts of Data validation:
A- Setting: it consists of some commands and conditions to set on a cell or a group of cells.
B- Input message: can be used to show a message when a cell is selected.
C- Error alert: this lets you display a message to the user when the value entered in to a cell
is invalid.

In setting we have two important parts:

1- Allow : we will choose one of the following:
e Any value

Whole number

Decimal

List

Date

Time

Text length

Custom

2- Data : to show comparative degrees which are mentioned in ( Home) in (Conditional
formatting)
Example: There is a table of age of a group of students to accept in schools for (2021-
2022), we want to set a condition for age column.

Data Validation T >
[Settings | Input Message  Error Alert
Validation criteria
Allow:
Whale number :l E Ignore blank
Data:
between w |
[E[LIL AT
18 +~
Maximum:
25 + ]
[ Apply these changes to all other cells with the same settings
Clear Al Cancel

If an age doesn’t match with the condition, data validation warns you as:

A B c D | E F G H L |
Name| Age

1
> Ari 20

Microsoft Excel o
. Sara 24

e This walue doesn't match the dats validation restrictions defined for this cell.

. Aso 23 e v
= Midya 21
« |Brwa 28
; Dana
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5-Subtotals: it allows users to create groups and then perform various Excel func-
tions, also helps in analyzing the data provided.

hio Mat;rial Pri::e
: 1 |Pen 500
Example: use subtotal to the following table . 2 |Ruler 250
1- Create a table . 3 [Rubber 250
2- Arrange the information in (Sort A-Z) = 4 [Notebook 1000
3- Select sum row ¢ 5 |Pen 500
4- Click on Data, then Subtotal » 6 [Ruler 250
5- This box opens, click on Yes = 7 |Rubber 250
s 8 |Notebook 1000

Microsoft Excel x

Microsoft Excel found a row of data immediately above your table or database. If the row contains column labels, you should include it in your
selection so that the Filter command will work properly. Do you want to include the row in your selection?

e e

6- Another box opens as below: Subtotal ? X

At each change in:

Price ZI

Use function:

Sum ZI

Add subtotal to:

IZ Replace current subtotals
[[] Page break between groups
[“] summary below data

7- Click on OK Remove All Cancel

8- The table changes and gives the result

1[z[3 A B c D
| No | Material Price
- 2| 4 |Notebook 1000
- 3 8 |Notebook 1000
B 1000 Total 2000
" s 1 [Pen 500
- & 5 |Pen 500
= 7 500 Total 1000
" = 3 |Rubber 250
s| 7 |Rubber 250
o 2 |Ruler 250
un 6 |Ruler 250
H 2 250 Total 1000
Grand Total 4000
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. 9th

| '_._Lessloinf
-~

File Home Insert Page Layout Formulas Data View Help Q Tell me what you want to do

CIRRRTRRRNTREY ReView Tab ||||||||||£E't‘;;’.‘1-"§€;

vVE| B |AR|DDOL 0 [ 5
v L& g ' Show All Comments =3 7
Spelling Thesaurus Check Smart Translate New Protect Protect Allow Edit
Accessibility | Lookup Comment Sheet Workbook Ranges Ink =
Proofing Accessibility Insights | L Comments Protect Ink

It consists the following parts:

1- Spelling: for correcting grammatical and writing mistakes.

2- Thesaurus: to give the same meaning.

3- Translate: to translate into different languages.

4- New Comment: to edit new comment.

5- Delete: to remove the comments.

6- Previous: to return to previous comment.

7- Next: to go to the next comment.

8- Show/Hide comment: to show or hide a selected comment.

9- Show/All comments: to show all comments.

10-Protect Sheet: to edit password on sheet to protect the information from chang-

ing or removing.

Protect Sheet 7 b4

FPassword to unprotect sheet:

Protect worksheet and contents of locked cells

Allgw all users of this worksheet to:

E Select locked cells -

Select unlocked cells
Format cells
Format columns
Format rows
Insert columns
Insert rows
Insert hyperlinks
Delete columns
E Delete rows b

Cance
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1 1-Protect workbook: to edit password on workbook, and protect the file from
deleting, copy and changing.

Protect Structure and Windows ? X

Password (optional):

Protect workbook for

] structure
Windows

oK Cancel

12-Allow Edit Ranges: to allow more users to make changes in workbook by
providing a password through internet.

Allow Users to Edit Ranges 7 >

Ranges unlocked by a password when sheet is protected:

Title Refers to cells

Modify...

Delete

Specify who may edit the range without a password:

Permissions...

[1 Paste permissions information into a new workbook

Protect Sheet... oK Cancel Apply

13-Share Workbook: can share more than one user, if there is internet.




L] Microsoft
SORLERTERRT AT iew Ia NERTERTTND X g5 Fosp

Bookl - Excel
a Review [EAUCVEN Help @ Tell me what you want to do

= ENEE cremen | Q[3 A | 05 5 =2 ==

Normal Page Bresk Page Custom | [J] Grdlines (7] Headings Zoom 100% Zoomto New Amange Freeze Switch | Macros
Preview Layout Views Selection | Window Al Panes~ Windows = -
Workbook Views Show Zoom ‘Window Macros o~

HE - e

Consists of the following parts:

1- Normal: the page appears in a normal way.

2- Page Break View: the page ends with the cell of information.
3- Page Layout: shows the size of the page.

4- Custom Views: views as it needs.

5- Rulers: shows and hides the rule.

6- Gridline: shows and removes the imagine lines.

7- Formula Bar: shows in and removes equation bar.

8- Headings: shows and removes cell name.

9- Zoom: For zooming in and out the page.
10-100%: shows the page 100%.

11-Zoom to Selection: zooms the selected part.
12-New Window: shows the table in a new window.
13-Arrange All: For arranging and showing the style of opening window.

14-Freeze Panes: For fixing the title of the table in order keep visible when you
scroll.

15-Split: divides the pages into parts.
16-Hide: hides the file.
17-Unhide: reshows the file.
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sunnn Updating Excel 2016 ulllllllﬂﬁz‘;‘;ﬁ;{:{;

In Excel 2016 some specific sheets appear while choosing selected part in
Insert Tab.

The following are names of parts and sheets:

1- When we bring the picture to our page (Picture Tools/Format) will be created.

karzan usman .

File Home
= g— B o . BT p—
" - "_‘. =l Compress Pictures o . w2 Picture Border ....ﬂbgn :“_& 11 Height: |35
- : B Change Picture | | ]| || el ] oot v ) Picture Effects - ! ;
Remove  Comections Color Anistic = e W S b e 3 Crep = yadthe |40
Background - - Effects~ ‘=) Reset Picture - " g, Picture Layout~ | [f; Selection Pane k Rotate - it
Adjust Ficture Styles fa Arrange Size f A

2- When we bring Shape, (Drawing Tools/Format) is adding.

B, S OO 0~ L= Edit Shape - A L2 shape Fill - A Text Fill - 3 Align=

oy - i
AL L &GV E TetBox ' n /| [Z Shape Outiine - A A & ) L Text Outine - 1 _
ARSI - % 7 B Shape Effects = N () TextEffects | Selection Pane  “ARatater | #4277
Ingert Shapes Shape Styles f ‘WordArt Styles ] Armange Size [F] A

3- While bringing Smart Art Tools/Design-Format, (Smart Art) will add.

. .
= == ] = .. o = =
: S IFIEE N E X X =
1= Add Bullet & Move Down EIE st = e L - 0
- i £ =] Q) (S - ~ = Change [ L] L1} e A Reset  Convert
| Text Pane & Right to Left - Colors = Graphic to Shapes
Create Graphic Layouts Smartart Styles Reset -

ata ‘ A
' &) Change Shape = [ L3 Shape Fill= A Text Fill » [ asign - o
A Larger Abe A Abe Ao Abe Ae | A [ shape Outline - A A A L Text Outline = L2 Group - ;
FL] Smaller — P D Shape Effects + N @ TextEifects= | O SelectionPane  “hRotstes | *=* 150
Shapes Shape Styles & WordArt Styles fa Arrange Size RloA
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4- While editing Chart for the table, (Chart Tools/Design-Format) will create.

kadzan usman .

Insert  Page Layout ! a @ Tell me what you want to do

. - - B [dim]
I'-ln iy . il ~ i Lol il =
Add Chart Quack  Change o | Switch Row/ Select Change Move

Element = Layout=  Colors~ Column  Data Chadt Type Chant
Chart Layauts Chart Styles Data Type Lecation A

H - Bookl - Excel hart T karzan usman .
File Home s Formulas  Data  Review  View  Help [TEUT ) Tell me what you want to do
Chart Ares v 3 , — L2 shapeFill = A - [ mign= | & 13
A = i
22 Format Selection OocOMm Abc Ao | L7 Shape Outline = A A A M A& - _
] Reset to Match Style AL LM — ™1 B Shape Effects - ™ @~ | EfSelectionPane A =g .
Current Selection Insert Shapes Shape Styles ] ‘Wiardar Styles i} Amange Size & A

5- While brings Text Box on the page, ( Drawing Tools/Format) will appear

H &- Book! - Excel qawing kaezan usman . m
File Home  Inset  Pagelayout Formulas  Data  Review  View  Help Format @ Tell me what you want to do
L0 ~ = Edit Shape = ; L3 Shape Fill = A Text Fill - [& Align- thhar
Lo O 5] E Text Box [m] A< | n L7 Shape Outline = A A A | L Text Outline = 5] 5
IR R 1 — 7 D Shape Effects - V| (@ TextEffects~ | Of SelectionPane  “LRotate~ | o >
Insert Shapes Shape Styles 5 WordArt Styles ] Ammange Size & ~

6- While editing header& Footer, (Header&FooterTools /Design) will create.

Bookl - Excel e Footer [rep— .

Formulas Data View (7 Tell me what you want to do

U = | L] &R : J [ a ! [E] | O oifferent Fist page 4] Scale with Document
Header Footer Page Mumber Current Current File  File  Sheet Picture Goto | 7] Different Odd & Even Pages [7] Align with Page Margins
- - MNumber of Pages Date  Time Path MName Name Footer
Header & Footer Header & Foolter Elements Hawigation Options s
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] ] e
gunnn - Relationship between i g

Word and Excel

Excel 2016 has a direct relationship with Access and Word.

Example: we want to send a massage - -
for a group of names directly by email, _ FirstName |Second Name
as the following: ., Shwan Mahmud
) . Kamaran Muhammed
1- In Excel 2016 create a table with  Raman Ameen
a group of names, then save Lara Karem
them. | Mahmud | Ahmad

2- We open Word program, and writing the message that we want, then click on Mailing, click
on Select Recipients. Here a list ap-
pears, click on (Use Existing List)

. . . Name Description Modified Created Type -
then the file which stored in Excel @ 7628 120600 AM  1200:00AM TABLE
will select when we create, then o e T

Select Table ? X

12:00:00 AM  12:00:00 AM TABLE
5 8487 12:00:00 AM  12:00:00 AM TABLE
OK7 then we will g0 to word and 84-28° 12:00:00 AM  12:00:00 AM  TABLE
click on Mailing and click on Insert 120000 AM 120000 AN TABLE .
Merge Filed, here we click on the < 2
[ First row of data contains column headers Cancel

first and second names
Example:

Dear:We would like to attend in Kurdistan Hall. My regards

HS-0 = English Example - Word
File Home  Insert levien Vi Help  Q Tel at you want to do
= : N " [ Rudes - M4ft (3 =N
—J =) B 5% L | 221 . - = - - >
1= =1 - - — T¥ Match Fields y o
Ervelopes Labels | Start Mail  Select Edit Address Greeting Insert Merge iy Finish &
Merge ~ Recipients = Recipient List Block  Line Fiedd ~ Ls# Check for Emors Merge -
Create Start Mail Merge Write & b First_Mame Preview Results Finish
L i o S T L) A R N WP Seosl Nare B TR TR RN (R IR - R

= -t p— p— = 3 Rules ~ L N P H
[ = y o8 'V » 3|
- ' - bl L §# Match Fields - [ Find Recipient N
Envelopes Labels | StatMail  Select Edit Highlight  Address Greeting Insert Merge Preview| ° Finish
Merge - Recipients - RecipientList  Merge Fields Block  Line Field Results| |+ Check for Errors. Merge
Create Start Mail Merge Wirite & Insert Fields Freview Results Finish|
L SRR, -\ - 1 - 1 2 . 1 - 3 -4 48516 R T T S TR R T I

Dear: Shwan Mahmud

We would like to attend in Kurdistan Hall.

My regards
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Second Term Exercise

Choose the right answers:

1- While writing equation, we will start with
a) +
b) =
) &

d) A

N
[l

In Function for sum addition to a group of cell we choose:
a) Sum
b) Average
¢) Min
d) Max

w
1

For arranging data from (A-Z) we need:
a) Border
b) Sort
c) Alphabetize
d) Auto Sum

o
1

One of the characteristics of Sparkline is:
a) Larger in Chart
b) More styles than Chart
c) Close to the Data
d) Appears in a new sheet
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Law Number 6 of 2008
Law on Prevention of Misuse of Communications Devices
In Kurdistan Region- Iraq

Article 1
Telephone calls, postal and electronic communications are private and
inviolable.

Article 2

A person who misuses a cell phone or wired or wireless communication devices
or the Internet or electronic post (email) for threatening, slandering, insulting
or spreading fabricated news that provoke terror or leaking out conversations
or publishing fixed or animated pictures or short text messages which are
inconsistence with public morals or taking photos without permission or
attribution of dishonorable matters or incitement to commit crimes or acts
of debauchery or publishing information about individual’s private life or
family no matter how the information is obtained and even if it is true, if the
information leakage and distribution would offend or harm him/her, shall be
punished by imprisonment for a period of no less than six months and not
exceeding five years and a fine of no less than one million Iraqi dinars and not
more than five million Iraqi dinars, or one of these two penalties.

Article 3

A person who intentionally uses a cell phone or any wired or wireless
communication devices or the Internet or electronic post (email) to disturb
people other than those cases mentioned in article 2 of this Law, shall be
punished by imprisonment for a period of not less than three months and
not more than one year and a fine of not less than seven hundred and fifty
thousand dinars and not more than three million dinars or one of these two
penalties.

Article 4
If the committed acts in accordance with articles 1 and 2 of this law results
in committing of a crime, the person who incites the crime is considered a
partner in crime and shall be punished with the penalty prescribed for the
committing the offence.

Article 5:
Committing one of the crimes mentioned in the articles 2 and 3 is an aggravating
circumstance for the purpose of implementing the provisions of this law. If the
perpetrator is a member of the armed forces or internal




security forces or who takes advantage of an official power or who is informed
of the personal or family privacy of individuals by virtue of his/her job or
profession and anyone who uses a device of others to commit one of the
aforementioned offenses.

Article 6 :
Telecommunication companies operating in the Region shall perform the
following:

I. Registration of the electronic mobile card, electronic communication
devices and other mobile phones supplied by company prior to the
implementation of this Law in the name of the person who is the owner
and not subscribed within a period of six months from the effective date
and cancellation of the card if the holder fails to visit the company during
that period.

2. To submit any information relating to the subscription card and the
subscriber to the court when necessary.

3. The company who is violating sections 1 and 2 of this article shall be
liable to a fine of not less than 50 million dinars and not more than 100
million dinars.

Article 7:
The Council of Ministers and the relevant authorities shall implement the
provisions of this Law.

Article 8:
This Law shall be implemented from the date of its issue and shall be published in the

Official Gazette (Waqgaa’ia Kurdistan).

Masud Barzany
President of Kurdistan Region-Iraq

* This law is issued in Erbil on 13th Jozardan 2708 (Kurdish calendar) opposite to 29th
Jamadi al-awal 1429 of Hijri calendar and opposite to 3rd June 2008




WATER IS THE SOURCE OF LIFE
THERFORE PRESERVE IT



