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Ga1an"Luaiu w?raurn.a"u$L.d"baaiuiu 7 "LGAuszriiuu uazaiuisnmsaqaounisriiu 
01 401 

sausau$arrum~mununnuln nisd?urd$udd&yuuoaiia 7 dirriuaiuw?aurn%u 

f nu%&@ 5 ~uddao~yu&s&udiaa~a~od"idia Powerpoint Gagd 



1. B,fNN84 Slide View 

~4unisuanadan'bJaa 1 alan' a i u i s n r A u r ~ u ~ ~ b b ~ a i ~ ~ a i u b b a z ~ d  

niwlk4unis4iaiuuualan'w"az~~eju n i s d 5 l ~ d ~ u d d k ~ u u o a  Slide Inanis Click 

gu Slide ~ ~ ~ ~ 1 ~ i ~ n i w d a u d ' i l a ~ a a l a 6  

~ d e ~ s i u a z ~ ~ u n a . i l a n i s ~ i a i u  k2d 

Slide View 

2. B,fNN84 Outline View 
dud 

Zuuuuea outline view ~ 4 u y u u o r m n a q d j l ~ ~ n s ~ ~ ~ u a a i u ~ n ~ i ~ F ~ a i u w ~  

ria lun&u aa'unilduizwiiaalan'~aiu 72ql msd%~~d~uu~,?Iu~uuap outline view 

Inu Click 43.l Outline View hgd 

2 0  G&ani=iau=iu 
. "211l$aoacl1ui.2~~ l?.w= pow 

Outline View . yuueanircinmw 

n i r L 3 4 t ~ u u t a ~ ~ ~ ~ ~ . ~  

. a~~la;n?aB,wrn* 



3. B;jNN84 Slide Sorter View 
8: - 8 : -  

"L%pJNQdbb~u  Slide Sorter R ~ u ~ ~ ~ u Q ~ ~ ~ u ~ ~ u w ~ ~ " ~ u ~ A ~ u w ~ P I ~ N ~  R J U U I ~ ~ U  

nqsiqa~en7sbiunqwaIah auaIahdIibAaa$~s ~bazG~a~bwuaIa6 

Slide Sorter View 4 
4. YN'd.189 Note Page View 

W r P  

lu~%IuQdku'lI Note Page a ~ N l s n ~ ~ n n & ~ a ? N ~ b ~ ~ i ~ ~ m  $aq?U 

~ Z W ~ ~ ~ ~ Z ~ ~ U W Z L " I I U ~ A ~ ~  b ~ a z a ~ % 1 ~ s n ~ q z ~ ~ w " d ~ b u ~ ~ ~ ~ i ~ ~ a ~ ~ b ~ ~ l ~ 3 ~ n i s G ~ ~ 3 ~  

Note Page View 

2 



5. N N N 8 4  Slide Show 

luuuuoquuu$~aunis&~aiaaIa&uuw~iqo aiuisnaluuuu~rnOuiG 
& 1; uarnanaildi a i u i s d ~ z ~ ~ b w n ~ n ~ u n 1 % b d i 8 u b l 1 ~  b b 9 ~  Eye-pop up Special Effect 

6 d 1; i i o ~ z u ' a ' n v r u r ~ a l a n w u ~ ~ ~ ~ w ~ a ~ d q ~ n ~ a  ala65nldn"qrruiui uwdqin&iuuud 

61uiiq ~~azGaa'odou"la1wala6qn&u1dnn~uuala6~azdszOan 

? l 7 ~ ~ 6 ~ 1  (Insert Slide) 

4/1&77na~l9 Slide bb~ubbsna~%u Presentation b?hu&abba"a 6i~osnisbdu Slide 

luu%~n"i~umniu~urnounisw"i~iu ~ q i o I d <  

I .  ~ a n L u ~ i ? k  Insert ~ z a n  New Slide 1I~~ngKa;d 

2. ~ 7 f l 7 ~ ~ ~ a f l  Slide sb~dsbsd"d4 New Slide b"d~db&lfl Bulleted List 



4. Click a~aniibbvPds~~w"%aya~'1u~fia9nis 

nl?f%Man (Copy Slide) 

nilan7sT~sanha~fluaila Slide ~azgman7sbdad~u~rn~ab~aaba"n~~er n7u7sn 
8: 0, A' 

~9z~d"7~7$dnls~maen Slide ul%#a7~~6~rnan"7~um W ~ B J W O ~ W B U ~ ~ U  

1. ~ a n ~ u ~ i i r k ; l  view ~ ~ a n y u u a s  Slide Sorter 

2. Ldatiasnitkaon slide l ~ m i ~ ~ u m a u K s d  

3. bzon Slide $6asnlt6flaon 

4. nni% shift 6istY 616osnis~inndi 1 Slide 

5. Click ~Eian Slide h 3 - l " l t k ~ ~ n  dsing6q.J 



6. ~ ~ B n L U ~ i l k 4 E d i t L Z ~ n C o p y  

4 ,  4 w  
7. Click M919WWfl4nlT914 Slide 

8. r t i en ruY~ik4  Edit L Z D ~  paste d~ingPi.r~d 

ill5fhfil (Move Slide) 

~ l ~ Q 9 ~ 1 5 ~ d ~ ~ U b b d ~ 9 ~ 1 1 5 ~ m ~ 1 9 Q Q 9  Slide b 5 1 ~ 1 ~ 1 1 5 ~ ~ ~ ~ ~ ~  Slide al9\a"bu 
8: w A' 

~ i ~ ~ w i 9 d 6 ~ 9 n 1 5 \ & 0 n a i i ~ ~  ~ ~ I N Q U ~ Q U ~ ~ W  

I .  r';enruyilk View r ~ a n q u u a 4  Slide Sorter 

2. Ldfl6a4nlTdlEI slide ~Wlu%4W'ilU646 

3. Slide ?ifiF14fllTdlEI 

4. n n 8 6 ~ h i f t  614la" 61fiasni~u*inndi 1 Slide 

5.  Click L % I ~ I  Slide ifia4niTfiIU i j ~ i n g 6 ~ p J  



6. L~BnLUr?~lk9Edi t1~9f lMove 

7. click M $ d 1 9 ~ ~ f l ; l f l l ~ ~ l ~  Slide ElIUM$6B9fll'i 

8. L~Q~LUra61k9 Edit l$Qn paste dTln~J&;d 

f17fiBI-l (Delete Slide) 

akqinnka Slide R ~ U  Presentation I,?VU~BVI,& &&anisnu Slide $ l i & ~ a  
24' 

~,n"uIa"bGOl"ini~ ~ i a u r n m i ~ ~ u m ~ u n i ~ ~ ~ i ~ a ~ u  i k i ~ l d u  

I. Lzflnluy View L$fln Slide Sorter 

2. Click $on Slide n"6B9nlTaIl 





~irdmfimia.lniobdduubbdad~dbbuuie~a (Text) a i u i o n ~ $ i i &  Format 8.1 Text s r & h i ~ i  

PoauFmuu6~ ~nunio~dduu;d~~uuhil&~jiliu~ummuK~imIdd 

1. ~8enie; a i f im~n io~d$uu ;~~~~uu  

i i ; i i i ; i i i i i ! i : i i i i i : i i i j I ; i i i 1 i i i ~ i ~ i i i ; 1 i i i : i i i i ; i i i ~ ; i L J i ; i ; i i i ; ~ ~ ~ ; ~ ; ~ ~ ~ ; ~  
@ :.: 3 
2 I:i n-rst.d~usaadt.t.ww Text 9 
~!:i i i i i i i~?~,~f: i*!:! i?i! i !:!: i i i : :: i~i i !j! i !:j i i i i : !:~~~~!:!:f:~:i:::~:!::: i : i : i : ::~~ff i:~:I:f:: i i : i : i : i : i : :I i :j: i~ : i :  

6 i b ~ n i o ~ m n t a w i r n ~ u i e y a  ~f i91 .1  Cursor i ? n i u i u  nm Mouse 6ii l . l<~6~ 

~ inWR.~qnq~~Yi iu  ds ingazd 

2. b:enurl?6i& Format b$mn ~ o n t  dfinfl6d;d 
~n'onalrnn' 

1 

LnonLLuu - 
%oa Font 

~&naod"ldn& 

Font 

~~~n91U lW Font 

~nlon3 Foil1 

3. Click Ok bde6iMun;dnuu~uu~eubb&a 

L ~ Q ~ I ~ ~ u ~ W  Font 
' Y Q ~  Font 



3. ~8an;d~~uu 6h.1 Select a WordArt style i r l f i ~ ~ $ $ a f l ? l ~  ~ ? H U ~ V U ? B I  

b b f 4 ' Z $ f l ~ b l d ~  @dgfl~3' ~.1;dJllw 



4. Click o k  ~ m n ~ l u d ~ ~ ~ ~ r I d d r ~ n ~ w ~ ~ ~ n w ~ : ~ n w ~ d ~ d m n I ~  &niw 

5. Ki&aanisdfu:EI"Uuim:EI"Uad$anaiu%m~ Click ~ K ~ C ~ W S T ~ ~ ~ S B E ~ ~ M ~ U U ~ ~ ~ ~ Z I % ~ U I ~ : E I " U U I ~ U  

6d;dJllw 

6 ~ i f i a ~ n i s ~ d d ~ u ~ d ~ ~ u u d i ~  7 1u WordArt l i u i s n f i ~ n b u l ~  Toolbars l a d  W o r d ~ r m i  

%%dIU6d6 

7. ITf lWtView ~d~flToo1bars~LB::Clickd WordArt9:dflf lJJ~q~ddll~ 

~ r n f i $ o n a i u t l u  uf i l :~~"~ style h ~ a i u  \ r i i ~ u n h n a i u  \ 



bbWLl bFl&34%3 Standard 

fiKulmniKnvsnimC~nqalrr"~g&u vTa 

Characters nivi~mob~u&nqw 

Paste 

Format Painter 

Thai Dictionary / w q u i y n ~  

~ ~ n q w , I m u  
b ~ n ~ l i l r b ~ ~ u ~ 9 i l n l m a j n q a ~ i n  

wquiy nruda~j1u~n'a9 



Web bbnu ~m$a.lda asmcidada ulmdaada~a"u 

Insert Microsoft Excel bbWf n bbW PddiI-4 .aa?-.a"mi t idnsan6~~qinFds~bnsu 

Worksheet Microsoft Excel Microsoft Excel 

Insert Microsoft Word 

Table 

Insert Chart 

Microsoft Chart 

Insert Clip Art %~~IIW~I r3q;dqi n Microsoft Clip Art 

Gallery 

bbnfn Microsoft 

Word 

" ~ a s b . a " ~ l ~ l 9 ~ l ~ ~ d 7 b b n 9 ~  Microsoft Word 

Slide Layout 

Insert Slide 

1 ( Apply Design 

fi$ld617~$9 l o  b&Mh k~ciulcaiqi  n AutoLayout 

Black and White 

1 View 

Office Assistant 

yuuaa~1~61 

MIBd Office Assistant i d  Lfl ldfi '-dn~$~Ud~~f.l 

i i r r i i ~ ~ a o n 2 i a l 6 i i ~ ~ u z ~ i l u n i s l . a " ~ i u  , 

bd$uu8dia7 luaiurii~sua16~flu~.aiaa6i 1 
I 



U ~ U  bFl~El4%1 Formatting 

1 1 Font 1 iluuGnwr 

Underline 4 n ~81.416 f i i w  um"bfiGaGnwsZ~n~8ul6~93aun b3n 

Align Left 

Center lz-i 
Align Right <n?nqai <m"lioaiuludawGi~~u~n"ulps"~~uawi;lhiu 

.~laiwssn"Pd 

Thai Justify 
? L Z  "-- 



Decrease Paragraph finflltb$~dfltt$n 8ndfid41dt~Mcd1ddaM61%ps"G~0fid 

Spacing " ~ d d ~ ~ 6 q  

Increase Paragraph 

Spacing 

Increase Font Size b % ~ l ~ 7 F l l ~ d d a ~ 6  

Decrease Font Size fi WNdU'Im bbUU f i m l u q m l ~ s d ~ ~ f i  

6nws 

I 

r % u o z u z d o r 6 q  

Promote 
f# 

~ ~ u 9 i a ~ l ~ ~ r z a i ~ ~ d o r 6 ~ l p s " u ~ n ~ u  

Demote f i n i ~ K u C a ~ " \ a i u ~ ~ ~ a n l a " b G ~ i ~ ~  Frnu~z%:%.d" 

% ¶ . d ~ 8 . 1 ~ ~ 9  Outline 

Animation Effects < ~ W O ~ : % L P L W ~ ~ W  ~ ~ ~ u n ~ d ~ ~ ~ ~ n ~ ~ ~ a n ~ ~ 3 ~ n ~ t b ~ d u l ~ a " u a ~  

LA&IUIM~ 8 9 i ? 9 " j ~ b b ~ ~ ' b I f i 6  



Microsoft Excel 



ni3d~m"pd~~~ipd Microsoft Excel 97 

Microsoft Excel97 ~ n i ~ ~ ~ u a ~ u T d s a m s u ~ ~ n i ~ n " u w i ~ i ~ 6 1 u a m ~ G u n 1  adswim (Spreadsheet) $8 

fik%~ (Worksheet) Idiiiu~~clriidrdwZniwty ~taillin~~dLLuuLm$a9daiiuauuin ~mr l$ i i u~ i . r i uuu  

Windows 95 l ; i i ~ ~ n i s i i d i u ~ ~ w 9 n  s.lm;a iinis~iuam+a;1da1unit1%91~ ( Tool bar ) i?nuinuiu maiuaiuisn 
Y Y 

%as Excel 97 i i u i n u i u G ~ w i ~ ~ i u n i ~ i ~ i i u a ~ d  , nsid . j i u h y n  ,ahmiwnsifln 3% sauw';rnis~auonnsiu 

Presentation dndiau 

n~wb%l-sddn.sor 91 Excel 97 

~dadn~n"w.1mauri9~rna4~~~a klsunsul:: Load did Windows 95 bu i 'm~u~~da~m$aa 

~au%?ua3?bi Load Windows 95 ~ ~ u f a u r r ~ j l r i l ~ 7 J d k d  

I. click i i j u  Start.' ( hqrli~hsuamanr)w ) 

2. L~oni ikd Program v?anmZB Ctrl+ P 

3. Lzsn Microsoft Excel 97 69;d 



nl31&n<es% (Toolbars) 

LP%~% (Toolbars) ~ai]~dL~ll$$aun'uiikdlu Menu Bar budnz~da~ilm Excel $uui[$d~uqnlflnO 
d 4 4  

Toolbars L $ u ~  2 LP3Qd8JQWQ 

1 ipid9d$0nlUq3J Worksheet ( Standard Tooolan ) d l ~ ~ ~ ~ ~ n ' ~ n l ~ ~ l \ 1 i ~ w " ~ ~ ' b d  L6uan'u Worksheet 
Y 

Ld"d4dnltL% File ni?Ik~n%0yfl,  nlsw'uw"ra.1 &i 

- New worksheet l f l u n l f i  Worksheet qolbah4~~fikd Worksheet h u l l l r i  
- File Open ~ i s u n b a ~ a d  Save 16%dul~da t ~ ~ u ~ ' r a n s a n $ a ~  a ~ i 6 ~  M;0fi'wah\1 File hi 

w w  4 - Save nisIh?n$oya bn.nmn$ayaad Disk 9 / % ~ n " ~ L f l ~  File 

- Print nisiiuw"l$katjrrw"%aya 

- Print Preview nis~$~~ani~f;~uWP~W"lfl~~nisCm$~ya"~0d7mnszm~wriou~uw" 

- Spelling n i s ~ 5 ~ 6 ~ ~ ~ a ~ ~ ~ m ' a G n w t  lfluni:rwsaqfiou6i~mmiuwquiyns%.~ 

- Toggle English Thai Characters n?tMmLLM~d~nwtnlwl~wu-~dn~w- 

- Thai Dict~onary nlT~u~l$0ya~alu~%.Jlu"11a\1il~ww"mluw~ulyn~u 

- cut  nlsoiul i i i~ '~au6ya l ~ u n ~ s a u r i a ~ m i i ~ l i 6 ~ ~ n ~ t ~ ~ m 3 a G i l f ] 1 a " ~ ~ u  
A i  4 4 . 2  

- copy nis6maan$0yn qin~~usldon~n~od\l  

- Paste n~sai~4oa.p l f l u n l s G l ~ y a d 6 m a ~ n s a ~  ~ a ~ . m s ~ i l l l ~ l i . r d h ~ d n ~ s  

- Format Painter nis6maan$oya~~w?; d a e 1 6 m a o n $ a y a ~ ~ o ~ f ] ~ ~ u u ~ d ~ ~ ~ n $ a y a ~ ~ d  

- Undo f i 0 u n r i u ~ ~ d ~ ~ a ~ ~ u d i 7 d ~ u r i ~ u ~ l d " i i  
Y PI 

- Redo ~1nTd.IVilqm ~ ~ u n $ a y a ~ L ~ ~ ~ n ~ n ~ % n ~ f ]  

- Insert ~ ~ ~ e r l i n k  l%dl~?udaub.r&ya~%~~~n'u 
A 4 4 w w  

Web Toolbar LflldLA~a~u0~~"llu~~uu Internet 

" Autosurn nis~idiwasa~GmluG ~u~Lbla~,am0a"uMb~~o~~daudUu$1lils6lua~~l~a~a~ 

- Function Wizard ~ f l u l d t n n ~ u d a ~ l i i u u ~  h~~i$usa"au ~ % n i ~ ~ d d i ~ m s  

- sort Ascending ~flunis~ud616u$ayaq~1nld"~~'bd~luin 
B 

1 - Sort Descending ~~un?sbclTusi?6u%~ya~?nu?n~d~ild"0~ 
- Help A I ~ S " ~ ? U ~ ~ U ? U  ~ m u n i ~ ~ ~ f i m d $ a ~ a 7 u ~ ~ u ~ ~ 7 ~ u d a u i l d ~  a46 Excel 97 

2. mn$a.r;a~~uqudi~<n~ ( Format Toolbars ) ~ i ~ ~ u ~ ~ m u q u ~ ~ ~ u u ~ n i s ~ m ~ a y a u u ~ m ~ a s ~ ~ ~ ~ a  

$V~?~?U?N n~i ruu  6 d i  



Y 

- Font ~Eji~uuG9dnws ~ner~~fin4~61~a7er~Ej~~uuw'4617w7'bwu nazn7wld4nqw 

- Font Size ~$fi7Mumvu7ni9dnws 

- B O I ~  6nws!%i$u ~flun~s~od"u~3aos;i~lfidn~t~u~~u~Ju~~~w~~az~n~~u 

- Italic fi7vrun~d~~uuGaGnws~~uuK9~~~4 

- Underline gd~ruu?n~AdfiK9dn'ift 
Y 

- Align Left bbCn%n*7i7u bflun7s<nfiam97u~~adi9bav~fi~mbbu967ufi~~va~narjuPdbw'u 

- center un+h-mw ~ u n n ~ ~ a n ~ ~ m i 4 a i ~ ~ a v l f i a ~ 6 ~ n a ~ ~ v a ~ n a r j u P d b ~ u  

- Align Right bbn9~~1191 iflUn7?<P\$Bfl97UM?~~9 ba"II~mm bbu967uv9'l"Ua4narjuod"~u 
Y 

- Justify n77<n974$afl97~M?~G91,a"u ~bfiuw'ussw"m 
Y 

- Thai Justify n7?<n974$a~918.1~?~G9~a"~bb~~~~~ ~fibfiuw'4ussw'n 

- center Across Column ~~n7~~1n97u~~~~9bav1~a~~4na74bbn9bLaznarju~db 

- Currency Style ~ i l u n ~ s 4 ~ d u u u G ~ i a v l f i ~ ~ m ~ a 4 ~ ~ 7 ~ f i ~ a ~ u ~ ~ ~  7 

- Percent Style bflun7P<ntdkuuuo4~bav~~~Ln~a4~u7~bdafb.m"u6 

- comma style bflun7~~gdbuu11a4~9bav1fi~bn~a4Mu7fl Comma ( . )vjn73 rrjn 

- Increase Decimal d u n 7 s ~ 6 u i w s ~ w n f i ~ f l u ~ a :  1 gn 

- Border n7~~74nsau6ausau$aya bba:n'ls~r~u~urjnwb\dz~74~ 
3 3 

- Fill Color bflun733:~7U~~9dn7fl1um7974~ii7~un'b?" 

- Font Color iK9dnw 

? 7 7 9 d f 7 : 7 ~ d ~ ~ 4 7 ~ ? ~ a . i  q (New) 

d n ~ n d o n i s ~ a n l a "  Excel 97 ~ ~ d i n i s d v ~ a y n ~ i u l ~ a i  (Work Book) l%$diu1dmY~@a idiqyn 

d i u &  I 146 (File) lu I aynd iuuz i i i%n (Sheet) 516 (dnzu' 16 ?in) l f l f l~*@z%plr9lNlmbn"f l%~~@ 

i i d m  s y n d i u h ~ d l u  1 % n  ~ z d s z n ~ ~ d i ' l a  256 FIB&$ (Columns) LLB: 16384 un? (Row) l n a  
P, pl 

r i i~undnaynlva.i16& rniuqumauKdd~Wii 

bzenaNy File bzan New dslna%%d 



2. ~ ~ a n a y n a i u  Work Book 'Lit' Click dqu Ok 1 

3. M'hzan Click LR'ha~a Toolbars (New ) dsing&a;.19d 

4. dsingnqs~~amaaymaiu (Work Book) hajmiu6eanis 

w c p  

n7%UUMnflNn970d q (Save) 

irkqinahaaymaiu~fiiqGu~l5eu~~da ~~6eanis imL?iuay ma7~1a"bda~qay maiu~uil.a"bu 
P/ P/ 

d i i ~ ~ g a  Cmu~i~~umni~im~Ku$e~alufiymaiu li1ia~~umeuKaG 

1. ~$anbuu File bzen Save 

2. VI?aL&Nl Click LF~BPZB Toolbars (Save) dsingKazd 

3. bibn~uy File bzan Save (flu$nviu File L ~ J )  M%!I Save as ( k i n l i l u  File h i )  

4. $en save as qzdtingA;.19d 1 1 
I ; 

5. %uw+a~d&~udaa ~ilenarne:~du Exam (ka+e1d&16k?u 256 k g n a s )  

6. Click $u Save L & ~ i d ~ ; n $ a ~ a  



I l 7 5 ~ ~ ~ 8 9 1 ~ 4 7 U ~ f i 7  9 (open) 

1. $anLq File Lihn Open 

2. cia~:i;en Click  dado Toolban (Open) d n n g A ~ d  
111 

3. ~dsdnnga6iqaniw Open dr ingKqd 

4. $an1d6$hodnir click t/?u Open dimr8maymaiu 

n 7 ~ q m t ~ m 9 7 ~  9 (Close) 

1. L$anLuy File LZen Close dnngKdi;lsd 

2. click d4u Yes dinitfiu?h 



n"i6adnioKneeniinda~luay oldiuu&q3iuil$diuluay n ~ i u t ~ u v ~ e ~ u a y n a i u ~ v ~ ~ n u  

f i i a w n i u ~ u n a u k i ;  
P, 

I .  $an Sheet guwudi iadnir  

2. $en iu l  Edit d e n  Move or Copy Sheet dnng&qd 

3. tzan Sheet d6adnittmtnLdea$isiiLui 

4. Click a Create a Copy dinit6haan%aya 

5. Click d4a.1 ~k t d o d i n i t k a e n  d t i ngKqd  

nisauqm (Delete) 

~ik6aqnisBn$kaanuqa~a"a aiui~nnu%ndlrihqnltl.n"q~ul~ i r u t i ~ v w n i u R n a u ~ ~  

pialdi! 

I .  d a n  Sheet $6a jg .n i t au~~  

2. L$anw; Edit tzan Delete Sheet 

3. v i a  Click Mouse " 1 l a 7 ~ h  Delete d~lng&;d 
4 4 

4 (1611anl~ ~ I U F I ~ I U L L ~ ~ ~ ~ ~ ~ ~ ~ R E ~ ~ W  Click d4U Ok L W B U U ~ ~ ~ I ~ ' ~ T U ~ R  



?l75i78%&l (Move) 

# A  .3 n1~6maan7mezI3mI~u~wa"11uui~n 1 $91 r rdn"7 i iu%me~~3uni~m~eJ~uu~~eJa~i1~~~~~7m~d\ l i iu  

~eJ~n%mMd\ l  :,nunoiiu7m ImuriiMunsnuincslsu6Ji<bn~i 

1. rgaen Sheet $6a4ni?$ifl$m 

2. I&wlIuy Edit LZan Move or Copy Sheet d?ingk4? 

3. 6an Sheet d ~ a 4 n i r ~ ~ v l t n ~ d e $ i u 7 ~  

4. Click d 4 N  ~k Ldori inishu~m i l nngkqd  



~ ~ ~ Q l n ~ 1 9 l u % ~  Excel ~u¶Jfou i i8?  8i$oqnisooneinIdst~nru Excel97 ~ u l r n 6 i M u ~ 1 l ~  
Y 

a i u G m n . G a h ~ d  

1. I % ~ W Y  File i6an Exit 

2. H?O Click q u  Close ~ u ! a i ~ a ~ i $  dringt%2d 

3. idodringnd;oomw I~c~ukli;Mnumrliuw"nGo~a k r d  
4. click 4 4 ~  Yes i W d ~ ~ j ~ b ; n b ~ ~ t ~ ~ n ~ f q  

byndmmroldnq%ut.aa (cell) dip q i; s dszmnn"~ 

& @canaiu (Text) i 8 u G a n x u v h l d r  h 6 u r m u i l n u ,  Gqnqu, A i a u h u ,  6~iaueiru'n,  

~ t ~ m r i i i ~ ~ $ u ~  imzin$o.rvluiaiiq q r ~ u k n i s i < u ? r r n  %ui.an&vuB~ q a:ldi7an-riulXliiiiu 
A 9 9  

255 h B n u 4  .aqniua~?i~~i?i~unai~~na"i~naa"uoa" ~ a ~ ) - r ~ ~ ~ z ~ ~ ~ ~ ~ ~ t ~ ~ u i . a a a " ~ i ~ " u a i  (~11.an&$u 

iiIuiaaMw) o z d r i n g k 2 d  





tdoi41tfTdstmru Excel 97 dnn' Cell Pointer O:I IRR~ Cell AI I ~ ~ U O  muisniu&$oyna.rld 
19 9, 

cell lknut~Xanm"n ENTER t ~ m o i m o ~ m s l ~ ~ o ~ ~ a ~ l ~ d n ~ m ~ i u ~ ~ u u t ~ u n ~ u ~ ~ i o ~ i a " o n ~ v a a " l a a " ~ o u  
2 -3 a a o~niau~8rnsiioubouasamb~auinerdvu im~kdaurns~mii idtonnis"b~~uin~u~n~aer msdon Cell 

9, 9, 

waieri~uu Kiwumniubu"unoutdG 

ni.ia~enaaaa'tiiaa 

nisba"sfltva6kZua Wulun"dn1s Click %uiitiWIid Cell Pointer &~ld%u Cell 4 & 3 d f l l 5 d ~ ~  

$ova ds ingt~p l  

1. Click $ Cell iiodflls 

2. dnngto cell uuvloiyaiuii td2d 

m'sa3enn~a~aaaa' 
w A 9  

i ~ u n i s i a " o n ~ v n ~ ~ ~ u n @  7 donaiunz~~an%umr~d~o~abia:i~~dwmodnisiin"~"u%un~ui~ 
& 4 9  9, Y 

nswmosnis 61~umniubu"umout~~ 
. - 
L 

1. Click i Cell t ~ u & u f + l d ~ ~ r d ~ d ~ z  



nirldondr:mnd mlnrni lou~ynttmba~~~tza tBou cell Pointer Ydi79niu cell i o ~ d i o u  

q nun~in:~ruynnjutta"a6ouna"uu1tbn"!vn~utbrn1!6~n~un1~ bliinunPnuRmoukdo191if 

1. Click tdonnju Cell tnn~b.mir  

2. nGii CTRL 81913ttza 
3. Click Ai~ainniu Cell ~nU&@9nll d51fl~fh;d 

4. Ki&o~mrdouUYo;aa~Iunb;,u cell didon 

5. w"uvj,'oy aiidann8u' ENTER idou Cell Pointer !~G~R@.J$u 
ii 4 

6. ~ i & ~ ~ n i ~ ~ ~ ~ k ~ ~ u ~ ~ o ~ n n ~ ~  ENTER 1wo~aou1dG~n~u Cell dio9mr 

;9i9$ 

1. click ~~~Lb61~d~09n l3 tk !  Row :2 W%D Row:4 $9 6 

2. ~ 1 ~ ~ 9 n l r n a l e r ~ b ~ a ~ ~  click Mouse m"l.s!a" M%J CTRL 81915 



nisa8enifsneiYd (columns) 

rnsi~ontlxzmwd rnulz~in~ums~a~e~amiui iuaiqn~ona~u~d" (CO~U-S) ;inunmuh 
Y 

rnooaG.3~ 

1. Click dd&lflt%.Jod"$~@dn75j 

2. tYiissnisnaiu~oiiuod"?X click ~ o u s e  6iq13 
3. ii~~aino~nnoZuod"i~u~uaud~~oZuPddz~nw"iu 

4. nn;i CTRL 8ipl'o~msi~onno~od"bbu~~?~daid89 d s i n ~ i q d  

v 
W d  

nis~8onwsm (Columns) 
P ' 4 0  t~umrtbnn&rmwnikiiqiuoi muizdinr'umsid~uuiida~ n~amniii.rnynqiuvy Cell 

muibqnis ri~nunm~u~unou Gqdoldd 

1. click d4]uuutmad 1 n~inoiiuod" A 

2. n?onnfiu" CTRL + A drinpkpl 

3. ~160~nisuniiifl click 4 Cell %n81$ 



gfl~tM~~~04 Cell Pointer ¶JOd Excel 97 

%vm: Pointer &lnnguu Excel ~nalU~f~vN:du~~n"PIdlbLn~d~~~dIu 1mutiinummn.rdo 

'1d~b~Rdbd~~invfiMEdlbbH~adbba~d3E~UTod"V~4 Pointer dl4 7 &4ld 

PIU Cell %u Work Book 

nlu%u Cell i&fm~ud F2 

PIU Menu Bar bin: Tool Bars 

~18osnisilouu'o;aadIu cell dbiowis G\i;ninummiuu"umoukio~~d 

1.  son cell n'ioniu cell A~o~rnsiloutio~n 

2. ~uvXo~adiodnis  

3. ~doIdu~o~n~uufoui i8aIX~~on &ad 
' ,. click d i j ~  O imunisn~ii; ENTER 

Click dqu ~imun1snn"n ESC (fJni% Cancel) 

bfion1$6ikd~1u Work Book 



+ M ~ ~ f l f l ? $  TAB i & l ~  Cell Pointer \ad~7.1$131 

nag$ -+ ?t& tdoban~si#ouldrou cell dtintnir 

ndlouboyaaplu Cell iruubTuGi (AU~O Fill) $~d~irnu1sndou~o~ai ip1u~mTus~'~ l$5o  
2 4  d i u i  imzm&u (nt.aot~luitaz$oio, Z ~ r n l n l n u r r n ~ ~ ~ n ~ u )  bnnadu~3 iav  imzmui~otimuaiaa 

9 

YRY 1 ~ ~ n i s d o ~ ~ o y a i i u . 1  Cell iZu?iiX3 I ~ ~ I W U R ~ I U $ ~ O I O U B ~ B ! ~ ~ '  

9 -49 
1. w ' ~ ~ ~ 0 ~ ~ t ~ ~ P l ~ ~ n 8 . 1 n 1 5  iiu Un%lflU, Sunday, ~ f l . ,  Sun 

2 .  11.1 Cell Pointer ~ U O V V ~ I U O P  Cell (Jnn~pJ  + ) 

3.  Click Mouse Xi.rlnnld~~iaiiu~ii~a~noa'uPdd dnngGqd 

4. Click Mouse ~ i~a ln !dml~ i iuau~u l i ina (~~~ )  dslflQi-J%d 

5 .  Click Mouse n~1mn~dmluiiuaR l ( l 8 ~ ~ 6  (~olumns) d ~ 1 n ~ i G l d  





&i&o.mir$ozi8u~oua$arfi~"b9di~ob8u&ub~~~ irinilnrn~iiu~8u~itui"b~tdonaiu~aon~u 
pl 

Sunir Q n n u ~ ~ w i o m u l d ' l n ~ l i a r i u i r n ~ u n " b ~  I~fiiwunmui?uaoukd 

1 .  don&ya~biotms~aonb8~"ba"miu'lu Sheet 1 

2. thnnlu y Edit baon copy nfennfd CTRL+ c dsingkpJ 

3. ~ f 0 b ~ i 3 n  click ck9@ Tool Bars (Copy) d5lng&~d 

L 

COPY Paste 

A 4  4 
4. Click Vl ) ;UMMft l  Sheet ~ w ~ d & o ~ r n ~ ? l d ~ G o ~ a  i h  Sheet 2 

5. tlik3nbl.J~ Edit baon Paste nfonnfi CTRL+V drlflgth~d 



o'in"oanis6mrnuoabaaii1siw"uw"~~~a~d? uiaCioiaa"uw"u~d~aiuursw"a $tb;oad-~ld 

aiiiiul?aiIumslln"lu mlnsn I~n i runsn~~na~~u~~? iaun i s~ ia iu IX  tii.lrunaiuRaOukijY 

1. aa"onuna$~oan~siawm 

2. iffnniuy Insert Ban Rows 

3. W% Click Mouse 91376a"0fl Insert d ~ l f l ~ & l d  

2. m%nnq Insert 6sn columns 



3. H?O Click Mouse "U2lbs0n Insert d31~~;;9;9~d 

rn~amrdna%ad (Cell) 

8itiotnisimmi.and (cell) doi~u&~aldi i i% ui.rioio~o-miri$u6u"o~alu~1ii~d911aa"~ 
Y Y 

iosn15 % ~ s f i i ~ u m m ~ u ~ u ~ o u G ~ G  

1. ideni.aa6$&oanigiiw5n 

2. ~ o f l i u ~ r i i k  Insert &on cells.. dsiflgk>d 

3. L ~ O ~ ~ I ~ ~ ~ D B E I M H ~ I Q ~  Insert idon 

Shift cells right : ~ B o u i r a ~ d n i - r ~ ~ i  

Shift cells down : bd~~iellaada9 
Y 

Entire row : i i~5f7$9iiVl5fl 

Entire column : iiw~n&no~u'd 

4. Click ~k Jf ingkrd 



bdoviinisimsni.aaa"~uu~ouiba"a bdwnd~~ing~iim~ni.aaa"~~n~abbw~ni.aaa"b~a"a!8;$o~ni~ 
d Z  airnlnrndo:au~aaaupd~~I~ ~RunlnUR.lUR~~Ui~ij:  

1 .  a~ona.aaa"k$asnisaui.aai 

2. b%~nbu~ii$d Edit iihn Delete dnng&;d 

3. b86flilkdfkI~d&0dfl13%w Delete 

4. Click dqu Ok d~ i im~au i . aab  

~dsmiiim3im~nbbnaGeruQser~~lbb~a niuidnfsmrlmsniioauini~u!~l muisodo:nuiio~d 

Iojbiosms&!d ~ ~ u ~ i n u n r n u ~ u i ~ u k d  

1. ia"anioasaai&asnisau 

2. ~Zon i~~ i i i 7s  Edit iZan Delete 

3.  n3o Click Mouse ~?li?uniil$da"R Delete d3lng&;d 



r ~ o ~ n v i i n i r  mslmr nnobd~~aidb5iw"uW"4'opl,a!dba&a nria~ni~o~Aoanisa~~noa"udln 

nogudwudq oonoinrnudiiod mlnsnriiwuh~~niuEu(plou~dd 

1. a~on~ono~udd6oqn i5a~~  

2. l ~ ~ f l b ~ ~ ~ R l g d  EditbG~fl Delete 

3. M%J Click Mouse ~ 2 1 ~ ~ n ~ l k q ~ h  Delete d5lngt%Qd 

msiq Worksheet i d l s T u ~ 1 6  ~ ~ I ~ ~ ~ I u I ~ I u ~ N ~ R ~ I ~ ~ ( ~ ~ ~ ~ ~ ( ~ ~ I ~ I ~ ~ ~ ~ ~ ~ I ~ ~ I ~ I  b~51:61 

air~o~nisid~uudivoq~a~avlubtllaa"~dnaiu~uw"u.6"n"nrq(pl5~u waiiw~~:dduudiiiuafildwalXlwi 



pnudiotmr mrldqmrlu Excel ~ i u i r n f i ~ ~ u n n i r t m ~ ~ w a a " ~ ~  (~nu~dm:o.rvluiu = iivlrjiqmr 

~nuo ) fiinunmubun$acioldi 

P) s w  ihizId14 ~ ~ 9 ~ i ~ ~ f 1 9 ~ 1 ~ 1 9  Worksheet b ~ ~ 6 i ~ ~ N v l l ~ l ~ ~ l ~ ~ ~ ~ ~ f i l v l ~ ~  nuuz $nurnrwaLi9 
B 9 vlu~1~n~duonniruiu~dnrdvo~nouw"a~mo~ Tnclfimunmu 1nruin; 1 o"-r inruind 4 Tnufiivlun 

~uPCmuaPlouui.121Imiu$umou5~~d 

$9 6 

w'uPCmuaPlouui.121Iqmr : =B4+B5+B6 fin;; J ENTER 

L L  : =SUM(B4.B5,B6) n&udJ ENTER 

L L  : =SUM(B4:B6) nnzud J ENTER 

14% click d $ ~  ~ I ~ ~ I U ~ N ~ F I T U ~ ~ ~ ~ I ~ Q  fSUM(B4:B6) nn% J ENTER 

vlio click dqu fx f ~ 1 5 9 # ~ 9 &  tWduL%J ~hU~ilvlUR$d 

6 i ie~n i r i iua~v l i i i $a~a~  b B ~ f l i ~ % # ~ 9 6 ~ ~ ~ ~ ~ 1 ~ d l 9 7 ~  uu Excel i % 6 % u % ~ l ~ o f l u l h  

300 ~ - r 6 ~ u 1 ~ ~ ~ i u  ~BufiinuBniuRri.rG 
' d d  P) 

1. click ~a%aawmosniraLnn9~aa"w4j" 
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2. ta"ontuydit'& Insert tdon Function dnngiYqd 

3. ra"ondszLn~a9nd%ulu$89 Function category La46n All 

4. ~ b ~ ~ ~ 0 a 9 6 % ~ l ~ 9 i ~ 9  Function name 4.8~1  urn $;$I O 
5. Click i i u  0 k  dsingkld 

7. Click Mouse &91%71fl Mouse Yd89hLiM~~di?~nud$o9nisdiua~1~;1 i%ld 

8. Click dqu Ok iwdo~mmawn5w6dksms 
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2. l~onlu~h=?d Format 4ibn Column ~lion~ikxiou Width d r i n ~ t h ~ d  

3. ~ U w " ~ a l ~ ~ 6 l ~ ~ ~ ~ a l ~ n a " 1 9 ~ ~ ? i ~ 9  Column width : 25 

4. Click ddu Ok lw"ouuiuuuinne66 

n'iAotrnrdiuuuinnaiu~9uo9~~na muuuin~i?~nwrd~nIXiuuin~ni  muisnda~liinun 

~a iu~ tuo~~madAo~n i r  ~nuliinunmuRaoukiiIumout%ii 

I .  ~lr"onilo?dAo.mird~p1naiu~9 

2. I?mnluyiiik9 Format lrisn d ROW l~onriii9ieu Height dnng6qd 

3. ~ u w " i ~ ~ a u d & ~ m r r i i w u n ~ a i u ~ ~ u o i ~ ~ i n a ~ ? i u  45 

4. Click A ~ u  Ok 



1 

61%4 Number 

1. i~;sn~o~ad&oio.rnisfiinun~d~bu3~~aiav 

2. Click & / u  Toolbars !Ban ~ q a G u ,  m~oio.rnrnu (%) , (,) , I ~ P ~ W R U P ~ U  cio.rld 

3. n7odontuy Format idon Cell 

4. Click d Tab 6183 Number d T ~ n ~ $ h ~ d  

5. b~on~db~~1%ec~aba%~u$oc Category 1.%3fi Custom 

6. b ~ ~ n ' l r ~ ~ s l a 4 ~ 3 6 a % a ~ $ 8 9  Type a$u #,##0.00 

7. Click d$J Ok 

I 

61c4 Alignment 

I.  i%nn4oP?a~&oenisciinun2dib~unisCwai~ 

2. Click d i ~ ~  Toolbars ~ o n k ? n $ i u ,  Asnaic, h%31,  Pnuou, kdib~uu!nu, k$cnaic 

naiuno5ui %ZII 

3. ~ ? b l ~ o n i ~ y  Format b$bn Cell 
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4. Click d Tab i 1 2 3  ~lignment Jringti~pJ 

5 .  ~onmr2iq~o~niqtluauou (Horizontal ) ltu?& (Vertical) Click d q d  
6. 1bong2n?uquGbn2iu~u$oq Text control 1; click m~nd&~~nlr 

7. Ib~nnlm-111u240~fi~ui09 orientation A 1 ~ ~ 0 - 1 f l 1 1  

8. Click d$.J Ok 

ili?9 Font 

I .  ~~onu"o~ndb~oirliiw u ~ ~ ~ d i ~ p ~ p ~ n i r i ~ ~ a i ~  

2. Click dqu Toolbars tBon auu, uuin, nkh'tm:iiuosiYzYnvr &qd 

3. wi'odonml Format lBon Cell 



4. click d Tab i i i i q  ~ o n t  d51npkld 

5 .  donrdnuu~~6nv5~iud~aan i~  

6. Click dl@ Ok 

I 

h1g9 Border 

1. ~ ~ o n ~ o ~ a d ~ l ' o ~ r n ~ ~ i w u w ~ d ~ ~ u u n i ~ ~ ~ ~ i ~ ~ d u ~ n ~ o ~  
P, A 9  

2. Click d i U  Toolbars I$ Click d i ~ U  L ~ O ~ U V U V O ~ ~ U ~ A D S ~ ~  k ~ d  

3. M?OI&IRIU~ Format 1&3fl Cell 

4. Click d Tab 6184 Border d ~ l n f l h ~ d  

P, A 9  
5. 1son~duuuuasmunno~n15Iu$od ]presents 

6. 1$on1tuubuo~a8pd~u$oq Style 

7. 1doni~ssa#u$u4os color 



8. Click d d U  Ok 

1 

61& Patterns 

1. ~ o n ~ o ~ a d A ' o . r n ~ r i i ~ w u m ~ d ~ b p I u n ~ ~ a ' f ~ ~ ~ d u  

2. Click d q ~  Toolban I%? click dqu I~;Ofl&h;Odm3 6 d ~ d  

3. n7o~Banlu y Format iffon Cell 

4. Click d Tab ~ 1 8 3  ~ o n t  df ifl~<d~'d 

42 c;pl 

5. ~ 3 o n a ~ u ~ m ~ a m ~ % u $ ~ d  Color 

6. ~ i ? i O n a ' - d R ~ 1 ~ $ 6 8 d % ~ d $ ~ d  Patterns 

7. Click d 4 U  Ok 

~ 0 ~ a ~ n h ~ 4 u n ~ ~ ~ 1 u ~ ~ 1 a 1 % ~ i ~ ~ ~ i ~ a u 0 ~ ~ u ~ d ~ ~ i d m i u d i ~ o . m i s ~ l  T~urnmhtns~d 

silupil.nudai 5 tunou o:!ZzdnsiddnuGroi mrnmdormdduuzdb~~~i~~7 1t;munk $.ms~d 

%u Excel 2 P ] s z ~ ~ ~ w  ~ 5 1 d % ~ ~ W % ~ ~ b L ~ ~ ~ 3 l d $ ~ ~ d ~ R n " ~ ~ ~ ~ l ~  



2. iihnuaJr?ti1kd Insert iffon Chart dsin~Ka2d 

3. don2dlluunndIud8a Chart type mdu ~ o ~ u m n  

4. m&nau'02dnsid~ud8d Chart sub-type ldu @ 

5.  Click di l l  Next l i8u ld  Step $ 2  
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6. click d i ( U  Back ng?JM Step d 1 ( ~ i b i o a n i ~ ~ d ~ ~ ~ I i d n a ~ ~ n n ~ i d )  K12d 

7. Click d q U  Next I ~ D U I ~  Step $ 3 

8. click ?k/U Back "&I!d Step 4 2 Ed2d 

d w  2, 
9. ~ u w * l 3 n o a l u i o a  Chart type: L ~ U  ud~6~~~d'7~ /~dn5drnd~1w"admd~ 

10. Click ?k/U Next i d 8 ~ 1 d  Step 4 

1 1 .  Click $ 4 ~  Back "<?JId Step $ 3  gd2d 

12. I%?L&~" Click d q U  As new sheet (Ldonj;dii~l~nli) 



13. 6lillbon Click Aqll As object sheet (i l lk~~%9~dn51~11~~~al910d) 

14. click ' $ 4 ~  ~ i n i s h  1 ) ~ i n g m s i ~ u ~ ~ ~ ~ d  $911) 

Chart Title 

i o ~ 9 4 0 . 3  

Chart Area Walls 

Jui ; l~ns?d 

Legend 

~?'u'i"i'U?U 

Gridlines 
Series Value 

~Wuns~d 
qrnaa.3nsid 

2 2  2 9  
1 .  Click d2dnndnwununuuond51nQ 8 g R  

2. m"on6uyii& Chart $on Chart Options Jsin~kllIqd 

3 Click '$ Tab 6189 Titles I! I ~ I ~ w P u w " ~ ~ ~ A ~ ~ I G ~ ~  

6 Click '%89 Category (X) axis llnu X Ak-l h3u78 
,& Click d i 8 9  Value (2) axis llnu Y liu (U7n) 

4. Click dgu o k  i~n~iwuaduuiou 

ni3ml"a~r~dd3-,lasnn3id 
Arc 2 9  

1 .  Click ~ l d n ~ i d n ~ u n ~ ~ u u o n d 5 ~ n B  8 
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2. I~ORIUY~I~? '~  Insert L Z O ~  Chart Jsin~rnrih=j step ?I 1 &;d 

3. i b o n d r z m n n n d l n r i d ~ ~ ~ n i r l u d ~ d  Chart type idu Pie 

4. i i ? D f l % i h n 3 l d b D ~ % ~ T i O d  Chart Sub-type biu 3D 

5. click d q ~  Next dringmri4?1t=j Step d 2 k;d 

6. Click d 4 U  Next J ~ i n ~ f l 1 5 i G i t j  Step 4 3 

7. ~IM~FI~?~$D~~~I~IUT~I~ Chart Titles 



9. Click dqu ~ e x t  Js~ngmsihtj Step d 4 

10. Click $ 4 ~  As new sheet : Chart2 
d ' 

1 1 .  Click dqll Finish IWOL$U Chart2 ~ l ~ & d f l l 3  

ido~!inis~driidi.r~ iiuu~ouniudb~nisiiih n imu~rndozk~ l~ in~o~~uw" iona is lpda,~~ 

~iud&snis ~mu~inummu&noun'do?dd 

1.  doniuyiikd File izon Print d s i n g k ~ d  

2. i~onsiunz~~umniudiodn~s 

3. Click d q ~  Ok 






