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�µ¦�Îµ�ª�ª́��¸É®¦º°�Îµ�ª�ª́�

 �¡·¤¡r�o°¤¼¨��´�¦¼�
 �¡·¤¡r�=today( )��¸É�D1
 6/5/2003��¸É�D2
 �¡·¤¡r�=a1-a2��¸É�D3

 �¨·��ªµ�¸É�D3�Á¨º°��)RUPDW�&HOOV�
 �¨·�Â�È��1XPEHU��¨·��¸É�*HQHUDO
 �¨·��»i¤�2N
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�µ¦Â�¦��o°�·�Á®È�¨�Ä��µ¦Â�¦��o°�·�Á®È�¨�Ä��&HOO��&HOO�( ( Comment Comment ))

���¨·��&HOO��¸É�o°��µ¦

���¨·�Á¤µ­r�ªµ�Á¨º°��,QVHUW�&RPPHQW

�¡·¤¡r�o°�·�Á®È��

���µ¦Â�oÅ�®¦º°�µ¦¨��Ä®o�¨·�Á¤µ­r�ªµ�¸É�&HOO�Â¨oª
Á¨º°��

�Edit Comment ®¦º°�'HOHWH�&RPPHQW
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Comments
 �¨·�Á¤µ­r�ªµ���FHOO�Â¨oªÁ¨º°��,QVHUW�FRPPHQW
 �¼oÄ�o°µ��³Â�oÅ�®¦º°¨��FRPPHQW�Ã�¥�¨·�Á¤µ­r�ªµ���FHOO�Â¨³Á¨º°��

Edit comment ®¦º°�'HOHWH�FRPPHQW�

Y 790,343 695,034 263,448
Y 1,934,349 1,793,090 483,587
Y 2,103,049 2,001,304 420,610
N 1,785,323 1,593,032 357,065

Tanya Goette:
This store looks 
really great!
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�µ¦�Îµ�ª�Ä��µ¦�Îµ�ª�Ä��([FHO�([FHO

�ÎµÅ�oÃ�¥
1.�¡·¤¡r­¼�¦Á¡ºÉ°®µ�¨¨´¡�r�¸É�o°��µ¦
2.�Ä�o�,FRQ����7RROEDU
3.�Ä�o�)XQFWLRQ�:L]DUG��nª¥Ä��µ¦�Îµ�ª�
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Á�¦ºÉ°�®¤µ¥�¸ÉÄ�oÄ��µ¦�Îµ�ª�Á�¦ºÉ°�®¤µ¥�¸ÉÄ�oÄ��µ¦�Îµ�ª�
¨Îµ�´��µ¦�Îµ�ª�Ä��([FHO

1. : Á�¦ºÉ°�®¤µ¥�&RORQ�Ä�o�Îµ®���nª��&HOO
2. % Á�°¦rÁ���r��·�Á�¸¥��µ��100

3. ^ ¥��Îµ¨´�
4. * (�¼�)�®¦º°�/ (®µ¦)
5. + (�ª�)�®¦º°��- (¨�)
�oµ Î̈µ�́��°�Á�¦ºÉ°�®¤µ¥¤�̧ªµ¤­Îµ�́�Á�nµ��́�Á�n���¼��´�®µ¦�®¦º°

�ª��´�¨��Ä®o�Îµ�µ¦�Îµ�ª��µ��oµ¥Å��ªµ
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�µ¦®µ�¨¦ª¤�µ¦®µ�¨¦ª¤

�ÎµÅ�oÃ�¥
1.�¡·¤¡r­¼�¦Ä��n°��&HOO�Á�n��=A1+A2
2.�Ä�o�,FRQ�$XWR6XP����7RROEDU
3.�Ä�o�)XQFWLRQ��680���nª¥Ä��µ¦�Îµ�ª�
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¢{��r�́��¸É�nµ­�Ä�

� SUM ®µ�¨¦ª¤Ä��nª��¸É�Îµ®��
Á�n� = SUM(B2:B15)

� MAX ®µ�nµ¤µ��¸É­»�Ä��nª��¸É�Îµ®��
Á�n��=MAX(D2:D10)

� MIN ®µ�nµ�o°¥�¸É­»�Ä��nª��¸É�Îµ®��
Á�n��=MIN(C5:C22)
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� IF Ä�oÄ��µ¦­¦oµ�Á�ºÉ°�Å�Á¡ºÉ°Ä®oÅ�o�¨¨´¡�r�µ¤�o°��µ¦

=IF(Á�ºÉ°�Å��,��¨�oµÁ�}��¦·��,��¨�oµÅ¤n�¦·�)

Á�n�� = IF(A5 > 50 , ��nµ�� , �Å¤n�nµ�� )

=  IF(C8 = 100 , �TRUE� , �FALSE� )

¢{��r�́��¸É�nµ­�Ä�
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Conditional Functions

 Conditional functions �nª¥Ä®o�VRIWZDUH�Â­���µ¦
�¦ª�­°�Á�ºÉ°�Å�Â¨³�¦³Á¤·��¨Á�ºÉ°�Å�Ä�Â�n��µ�Å�o�¹Ê��´�Á�ºÉ°�Å�ªnµ
Ä®o�nµ�ªµ¤�¦·�Á�}��WUXH�®¦º°�IDOVH�Â öª�Îµ�¨�µ�Á�ºÉ°�Å�Á�È�Ä��
cell �´�� n̈µª�

 =IF Á�}�¢{��r�´�Á�¸É¥ª�´�Á�ºÉ°�Å��¸É­Îµ�´�¤µ��´ª®�¹É��
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Logical Operators
 Á�¦ºÉ°�®¤µ¥Ä��µ¦Á�¦̧¥�Á�¸¥�Á�ºÉ°�Å��

= Equal
< Less than
> Greater than
<= Less than or Equal to
>= Greater than or Equal to
<> Not Equal
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�µ¦Á¦¸¥� Î̈µ�´�
 Highlight �o°¤¼¨�¸É�o°��µ¦�³Á¦̧¥�¨Îµ�́��¦ª¤­nª�®´ª�oª¥
 �¨·��¸É�'DWD�| Sort 
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���µ¦Á¦̧¥� Î̈µ�´��UHFRUGV��µ¤�ºÉ°�ILHOG��¸ÉÂ���nµ��´�­µ¤µ¦�
Á¦̧¥� Î̈µ�´�Å�o­¼�­»��3 field Ä�Áª¨µÁ�¸¥ª��́�(primary, secondary 

and tertiary sort keys).

�µ¦Á¦̧¥�¨Îµ�́��o°¤¼¨

���n°��¸É�³�Îµ�µ¦�VRUW��ª¦�³�Îµ�µ¦�VDYH�Â�n��µ���n°�Á­¤°�
Á¡ºÉ°�j°��´��µ¦Á¨º°��¸É�·�¡¨µ��¹É�°µ�¤̧�¨�n°�µ¦Á¦̧¥�¨Îµ�´�
�°��o°¤¼¨�¸ÉÅ¤n�¼��o°��
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Step 1: Á º̈°��o°¤¼¨�

Step 2: � ·̈��¸É�'DWD

Step 4: � ·̈��'URS�GRZQ�

Step 3: � ·̈��¸É�6RUW

Step 5: Á º̈°��ILHOG�Â¦�

Step 6: Á º̈°��·«�µ��

Step 7: �Îµ�ÊÎµ�4,5,6��oµ¤̧
fields �¸É­°�Â¨³­µ¤

Step 8: � ·̈��2.
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� �µ¦­¦oµ�Â��£¼¤·Â�� {��·�Ã�¥Ä�o�&KDUW�:L]DUG
(�´ªª·Á«¬Â��£¼¤·)

� �µ¦­¦oµ�Â��£¼¤·Â��Á°�­µ¦Ã�¥Ä�o
� �Îµ­´É��,QVHUW�&KDUW

�µ¦­¦oµ�Â��£¼¤·�µ¦­¦oµ�Â��£¼¤·��((ChartChart))
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��·��°�Â��£¼¤·Â¨³�µ¦Ä�o�µ�

 Area Â­����µ��°��µ¦Á�¨̧É¥�Â�¨��nª�Áª¨µ
 Bar Â­���µ¦Á�¦̧¥�Á�¸¥�¦³®ªnµ��nµ�°��o°¤¼¨�¸ÉÁ�}�°·­¦³�µ���́
 Bubble Â­���ªµ¤­́¤¡´��r¦³®ªnµ�� »̈n¤�°��o°¤¼¨
 Column Â­���µ¦Á�¦̧¥�Á�¸¥�¦³®ªnµ��nµ�°��o°¤¼¨�¸ÉÁ�}�°·­¦³�µ���́
 Cone Â­��Â¨³Á�¦̧¥�Á�¸¥��o°¤¼¨�oª¥Â�n¨³�FRQH
 Cylinder     Â­��Â¨³Á�¦̧¥�Á�¸¥��o°¤¼¨�oª¥Â�n¨³�F\OLQGHU
 Doughnut  Â­���µ¦�¦³�µ¥�°�Â�n¨³­nª�Å�¥´��´Ê�®¤�����°��°�
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��·��°�Â��£¼¤·Â¨³�µ¦Ä�o�µ��(�n°)
 Line Â­��Â�ªÃ�o¤�nª�Áª¨µ�°� Î̈µ��́�°��nµ�o°¤¼¨
 Pie Â­���ªµ¤­́¤¡´��rÂ�n¨³­nª��°��´Ê�®¤�
 Pyramid Â­��Â¨³Á�¦¸¥�Á�¸¥��o°¤¼¨�oª¥Â�n¨³�S\UDPLG
 Radar Â­���ªµ¤­́¤¡´��r�°��o°¤¼¨�¸ÉÁ�¨̧É¥�Å��µ��»�«¼�¥r�¨µ�
 Stock Â­���nµ�ORZ��KLJK��RSHQ�Â¨³�FORVH�­Îµ®¦�́

­�È°�­·��oµ
 Surface Â­���ªµ¤­́¤¡´��r¦³®ªnµ��nµ�°��o°¤¼¨�¸É¤µ��¸É­»�
 XY(scatter) Â­���ªµ¤­́¤¡´��r¦³®ªnµ��»�­°��»��°��o°¤¼¨
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Making a Graph: Steps

1.�Á º̈°��nª��°��o°¤¼¨ 2. � ·̈��¸É�»i¤�&KDUW�:L]DUG

3.�Á º̈°���·��°�Â��£¼¤·

4.�Á º̈°�Â® n̈��o°¤¼¨
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Making a Graph: Steps

5.��Îµ®��¦µ¥¨³Á°̧¥�Â��£¼¤·
6.�Á º̈°�Â���µ�Á¡ºÉ°ªµ�Â��£¼¤·

7.�� ·̈��»i¤�)LQLVK
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�µ¦Á�¨¸É¥���µ��°�Â��£¼¤·�µ¦Á�¨¸É¥���µ��°�Â��£¼¤·��
Ä®o�¨·��¸É�°�Â¨³¨µ���¦��»�­¸�ÎµÄ��Ç�8��»��Á¡ºÉ°Á�¨¸É¥���µ��

�µ¦¥oµ¥Â��£¼¤·
Á º̈°��ERUGHU��°�Â��£¼¤·��� ·̈��»i¤�oµ¥�°��0RXVH�Â öª¨µ�Å�
¥´��ÎµÂ®�n�Ä®¤n
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Chart Formatting ToolbarChart Formatting Toolbar

- Chart Objects List Á¡ºÉ°Á º̈°��REMHFW���Â��£¼¤·Ã�¥Á º̈°��µ��Chart  
Objects List�Â¨³� ·̈��¸É�Format button.��³�¦µ��®�oµ�nµ��SURSHUWLHV��°��
object Á¡ºÉ°Ä®o�¼oÄ�o�¦́�Á�¨̧É¥�¦¼�Â��
- Chart Type � ·̈��¸É®´ª ¼̈�«¦��Å°�°��FKDUW�W\SH�Á¡ºÉ°Á º̈°���·��°�Â��£¼¤·�
- Legend Toggle Â­��®¦º°�n°����FKDUW�OHJHQG�Ã�¥�µ¦� ·̈��¸ÉÅ°�°��¸Ê�
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Chart Formatting ToolbarChart Formatting Toolbar

- Data Table view Â­���µ¦µ��o°¤¼¨Ä�Â��£¼¤·Ã�¥�µ¦�¨·��¸É
�»i¤�'DWD�7DEOH
- Display Data by Column or Row�Â­���o°¤¼¨Ä�¨´�¬�³�°��
columns ®¦º°�URZV��
- Angle Text ��Á¨º°�¦¼�Â���®¦º°�nµ�°�Â���Â¨³�¨·��¸É�»i¤�Angle 
Downward�®¦º°�Angle Upward�Á¡ºÉ°�¦́�°�«µ�°�Â��£¼¤·�
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