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MICROSOFT EXCEL: BEGINNER TO
ADVANCED

33Mbob 309060

LMGTOM 3ogoMazs 39MLoL 80Bob0ny, LAHYIOHN OgYIRMML Excel-ob MOPYM
dogm Moddsdy aMmMIYmodb o  ©sdshgonm  @YbJEngoL, MmIgmms
™90m bymysdznmn 3o0myqbqds bgmb dgnbymob bbgswobbgs 93mbmadnggMon
3MmEgLbgonlb  dmegmomgosdn,  000bgLb  LohygoEngdnL

37MLob EMmm d9LB53MbY O S6MNDAIN.

17 89b3gmMs (34 boson)

MS EXCEL 94b3Mm3gb bobbogmm 33Mbob dobooMmbo

mgggoo 1:

Excel -0b 0bhgMxzgnbo - dndmbomgs, dgaMmgds bbgs Office-0b 3MmamMadgomsb
0mbBs(399900b 39y356s @S MMBohnMmgdnb gobbomss (Format Cells)

amMmIYmdn, Y6J30900 39thgammngdalb dnbgwznm

3MgLYENY @S 8nbn Md30Lx0YMadYdN

LOOSBOLM BYO6JENgONL gobbamas: Bomgdahninmn (Sum, Average, Count, Max, Min),
M3MoMgdn o MsMmnmnb BybdEngdn (Date, Date-Function, Now, Today), d9dmbsgznmn
MmoEbsnb dgMmAg3s (Rand, Randbetween)

mggagoo 2:
e  9mMbs3909900L 3o3MEMOY, b3gENdMYM ASLANL OMJyb9ds (The Paste Special Command)

e b30OALbM §Y6JE0g00: bodngdm (vliookup, hlookup)
e ©3IM333My0nL BY6930900 s Bomn bsbgmodgdn (Round, Roundup, Rounddown, Trunc)

™m9gdeoo 3:
e mmMangdnmn 1396930900 (IF, AND, OR, IFERROR, IFNA)
o 3obzmomon  ®ybgEngdonb  @obdsMmgdnm  @MMTYMYooL  gogmMmnobgds  maniym
396943090056
e J309%0
e  bodnbom o30M7y00

m9ggEoo 4:

o 30MMONM0  @d@MMIshgoob gobbomzs, gmmMAymadolb ©obdomgdnm  bsbyMzgmn
gmmishnb dggdbs (Conditional Formating)
o  3bMoMmeb Aydomody, goxnmMm®3Ms, DMIOMOS-3MYOSOMON 3IMS350s, bmMBnMgds
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e J309%0
e  bodnbom 30MY0v

mygJaos 5:

e Hodbhnmo nbgdingodn (Find, Right, Left, Mid, CONCATENATE, Upper, Lower)

e Lookup & Reference ®n3nb ®nbgingdn (Lookup, HLookup. VLookup, Match, Index,);
30350 mMY00 BYOBJENsms 3odmygbgdnom

e  bodnbom o30MY0v

mggEoo 6:

e  MOm0 13R6930900b gobboaas (Sumif, Sumifs, Averageif, averageifs, Countif, Countifs)
e 3MbBOE90MY 3MbHhMmann (Data validation)
e J30%0

mygJaos 7:
e  (3bMoMy0vy o N3ME3900g dgdomos
e  ©0bsdngMn 3bMomydn, @nbsdnyMmo negMedgon, Pivot tables, Pivot Charts, Sort and Filter
PivotTables Fields, Pivot Slicers, Timeline. Create PivotTable based on data in several location
e J30%0
e  bodnbom o30M7y00

mgdEno 8: gnbomyMmo godmE

ADVANCED EXCEL bLobbogmm 33Mbab dobooMmbo

mygdgno 1

e JdMbyEgdms obogadab dqbogomn

e 3MDB1(390900L 89Y3060 s BMMBsHNMgOnb s87853900b bgMmbgodn (Format Cells)

e GO To Special (33Mmggdnb dmbBn3365 Bncmnmgdyma 3Mnhgmnydgonb Bnbgznm)

e Excel-ob @y6J30900lb gsbboanzs: bLsadngdm (Lookup, Index, Match), msMmomgdn @
noMnmnb Bnbgdingdn (Today, Now, Date, Day, Month, year, Hour, Minute, edate, eomonth,
networkdays weeknum, workday), gmmdymagdn - Sequence

mygans 2:

330b636LYMN 363mMnd0 (Financial Analysis)

x0bsobbyMn ®ybdngdn: FV - osbbob bodmdsgzenm 8608369mmods; PV - bLobynbo
3030(hom@adsbady; Rate - bad3MMEgbhm  gobozzgon; Nper - 39Mom@yonb
(3ssb@adnl) Mesmgbmody:; Pmt - 39MmnmOymsa© 3gbshobn o6 sbamgdn msbby; IPMT -
LaMEg0gmMN 3MB3IMIDHYMN doab@Nbb; PPMT - dofMo ;msbbs 3mb3mMgbhnmn gomsbmnbob
330656b7M0 36930900, sBMMBHNDSENNL bJgds (Personal Finance)

030900

mgdgono 3:
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e mMan3dnmn 1396930900 (IF, AND, OR, IFERROR, IFNA, IFS)
e OmMboEg0ms 3bMnmyodn - Data Tables
e  9MO0 30M3xHMNL FoamM3my - Goal Seek
o LE9boMydNL 89bgs9Mn - Scenario Manager
e J30%0
m9gJEoo 4:
e 0Mdobqdo Tables
e OMBE0IMY  08DgOmMsb  (Database) LsO7dom  @YBJENgONL  FgsMads MO
x37693090086, Mmammozos Sumif, Sumifs, Averageif, averageifs, Countif, Countifs
o  30MMONMN @o@MMToHgonl gobbamgzs, wmmMIymyonlb @obdomgonm  bobyMm3zgmo
@mmdshnb 899ddbs (Conditional Formating), 3oMmmdnmn sxMMIsHI0s, ©sbsMbbgds
(Conditional Formatting Sorting)
e J309%0
o ©I30MY00
mgd@aono 5:
e bodngom, LoTnbOTsMM ®YbJEngdn The OFFSET, INDIRECT Function, Lookup @o Gsmn
d900M900 1339 Bogbmod gmmMInmydmsb, Mmammnizos Vlookup, Hlookup, Index, Match
o JomMm3nb LooMdsbgdm MnEy3900: Spin Buttons, Scroll Bars, OptionButtons, Check Boxes,
Combo Boxes, and Group List Boxes
e OmMbs390my 3mbhmMmann (Data Validation)
e 43090
mgd@ano 6:
e ©0bodnyMmo 3bMomagodn, nbsdnymo ©nogMadgdn - Pivot Tables, Pivot Charts, Sort and
Filter PivotTable fields, PivotTable Slicers, Timeline, Group items in a Pivottable, Generate
GetPivotData, Create PivotTable based on data in several location.
o JMboEgdmo  doBy0nb  gomompzms  @mmAymaob  @obdomgono,  dmboggdoms
3MbLbmMmMNEsENY, dgsagoymn dgwgan (Filtering, Consolidating Data)
e Subtotal 0Mdobgds o Subtotal ®YbJEnNs
myggne 7:
e mM3Hn30voEnnb d3MEebg00L gobbomas Solver Analysis-0b @sbdsMgoNm, 3Mb3MIHIMS®
30 8magonlb  9sgbnBndsEns  (Maximizing Profit Problem), bsMmzg0oob 3906080ds30s
(Minimizing Cost Problem), 30656b900b M3®hndsmymo sggadss (Using Solver for financial
planning)
e J90oMqods Solver Analysis 39693E0sbs @o Goal Seek-b AmmML
e Advance Filter-ob gobbomas s dgoMgds 3bMomMgdnb FoMHMSEFNSLMBH
e J309%0
o (0V30MMY00
magdans 8:

bobdomMyann gbMamo, bobdoMgmo nsgMeds (Histograms)
smBgmomn bhshnbhngs (Descriptive Statistics: Mean, Median, Standard Deviation, etc)
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o  Jomydo®hnggmo gmmMaznmob 3m30nbsEny offset-0b obdsMYONM S Fomn ogMmmnsbgdo.
xmMmMIYmdn, MmammgonEss Sort, Sortby, Unique, Textjoin gobbomszs @o s65mnd0
e J309%0

o (©030MY00

m9gd3oo 9: gnbomyMmo godmEoo

bLob6o3MM 39MLOL 993900

39MboL dbAYbgmMyoL gE3MENBYOsM S dgdmydY6:

e 3393000 506 3Maghngnamo bsbosmnb 3MmMadhHgomob ©o3ze380Mxd MmN 0bgmMmMBsEnnL
dmdngoy;

e 93mbmdngyM 3MmMOM9q0meb dndsmmyosdon, dmbo3gamy LHOHOLOHNZYMO
obsmndnbomznlb  Microsoft  Excel-ob  3Mmamsdnb  yobmgbo  doamadgodobs  @©o
H996mmmanymo LadyomadgdnL godmyqgbgody;

e 33(m93900L dgoge domadymn nbxmmdszonb gmadhimbyman bobom AsbBgmo,
LobHgBahNBENS, dMbEY3900L  30DJMNDIENS,  ©3F7YTF53908,  MIMEGbMOMN3N
0bamMNdN, 90350900 S BLIZHOL FodMHH;

e 3MoxN3qg00L, 30bhMaMadgdnLy s bbgs BWYBJENMbamymMn g3MmM3gonb d9Jaby;

e 3MmabmdnMyds, 3n3mHgdgdalb HabHOMads s LHSHOLHNIYMO sbsnDOL F9I3s®
©ab336900b gozgmyoy;

e 30m907m0 39939000 36MNBOL LOWYAZaMDY LIZ0J00L 3o39mMady, M7y MBYbS®
Ix9dhuMo@  dgndmgds  3odmygbgdym  0gbob  LoNbEMMBSENM  H9FbmEmMangon
33939040, 39803Ma30 LEJ30506MONL ELVOYMYOYM 393335bd MY 3MMabmdMydsdon,
©o 3000Mb 3MmMOMYBsbmeb @s3e3d0MadymMn M3HN3SMMIYMN Foaby39hH0myodqod0;

e Lbzoobbzs Lobob g3MbmaAnggmMn vdmEsebgdnlb  Microsoft Excel-ob  3Mmamsdymn
L3FYOMY0x00m oabyzghob baMmbgdol 36mMoY;

e  m3hndomymn sMAg3060bL dgbmymgds dgdmymymn Mabymbgdab 30MmMdydd0;

e 3Mmmbm3b0-806mM©gonbs M7 LL3dEALLb3y HN30L EbobaMmzgdob B0bNBnBsENNLY b
dmag00bL 8ogL0dnBENOLIMZNL M3HNBNDSENNL BMEBJONL ELBS-3odBY39DY;

e  mM3hndomymn oMAg3560L dgbmMymagds 3nbsbLYMN 3MmMBTMMOML FoMM3530;

e MS Excel-0b 3godmngMmgogm i3n6943090mab ddomoy;

e 3MboE98my 3bsMNBNLY O 3MBBHMMMOL 3bsMmnb godmngMmgdo.

majhmmob dgbobyod

bmgom 3ogoMass

e  00069L LogmMbbymMBsEOmM o IMALLbYM]dNL 3MB3sbns SMART Support-ob dsmBhbommo,
30b630m0M700b dndoMmmymgonb MooO;

e 56m0nobn Lodydom godmEwNmydno HR-An dgmAg3nLb FndosMmMMgON0.

e 03bmMOL IT & Tech Recruitment-0b 3MnbBEN390ODL;
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3780m0O@o Lb3vLLB3 NbEIYLHMNNL BoMAMIsEExbgm 3MB36090M30 S NEEMOL oo
L3930x3N3900L;

3oM@o doMnmMa@n LEJaNSbMONLY, 8x8smMdEs 3MMEaLYONL FoENBMHMGOSLS
M3H03NdSENDY;

093b GoMm30bY @O LEBMZsEMYOMN3 393DNgMYdsMs L3MMNL do3omazmnb baMmnbbo.

dogm Moddsdg

dogm 083085 35domob 00B069L LogmMbLyMAHENM s dMALLbyMadNL 3MA3sbns SMART
Support-dn, bosE 3obybobaggdgmMns IMbsEg3900L 3BMNBDY, 330HMBSHNDSEFNNL
3MmEabyonb obgMmazedg s AMboEgdms doMm3nb gondymdgbydsdy;

dghoymo 0ynbgob Excel-b ymzgmomaym bogddnobmdadn, KPI-900Lb 8mbohmmMnbznby ©o
00969L 3oobyYy39hnmMgdgdnL BboM®aggmobm30b;

3nmbymmob Excel-ob gmgd3ngob HR 89695396MH0bs ©o My3Mhnbanb 3Magdhngnb 3gmbab
xRM3mq0dn, booE LHYLIBHIOL sLBs3MNL AMBSE39F900L OTTd3900L, BMMTYMYONLY
©s Pivot Table-900b godmygbgosbs s s3hmBshndsi3nsb (Conditional Formatting, Data
Validation).

™909m byysdznmao

™90m bymysdznmn 88370850 ddomob BDO Georgia-dn Associate, Business Service &
Outsorcing-d0;

006089 B30bsBLOLHS® TFPdoMOES sENHMMYMm 3M33s60s ,SunBreath Corp. Legal
Services”-dn;

©M9009 306560b7YM o LALLM MYFg0MBb B38380Mg0nm 3MBLYMAHNMydL Hby3L
3Ma3356090L, MmgmmnEvs: ,o03hMobdomgds gn0s” ©o ,KAMERTON TRAVEL"-D;

™M90m amMbsBnmgmosb nmgob bbgs@abbgs 3Md3sbnnb i3nbsbLyMO sbsMNdNLY ©o
93Mbmangymo dmoamomgonl 3mmEqbgddo;

2022-2023 Bangodn, magghmmab sbobBhgbHob 3MBNENsdY, banbxammadsznm hggdbmmmangdb
(WORD, PPT, EXCEL, IBM SPSS) sb653m0@0s ,39335000b 56039MLonhghan“.



