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L Zoom sl 4 S /,:TabLViewg S <2 4%ZoombPage —:Zoom Group
- i .i’_o“a’*Zoomu! A S s4Zoome— h;ﬁ/f

..«G(/,:Zoom 100% 7}// £Zoom¥éj 4£Zoom 100%6Page —:Zoom %/100
-/

éViewg &, 4CellsZ» 4 2L-ZooméPage —:Zoom To Selection

_u:/..,a//,:Zoom To Selection «Tab

-:Window Group

b3 & = o g &t Windowsy! LI U J‘/g! By = :New Window
New ‘_[/’/V@/?Tabi\/iew/g L Zj—lgL’L'/.New Window_{! ,;7 Ju’> J"/'/vj“,;lFile

- S 4 Window

- géj Sl LIViewbFilesol) < 2 | 20 J‘/g! By —:Arrange All
_q/v@/?Arrange All _.:A/chWindowm J /%:'Files» U/ J/% =
ZRows(1 % & g & /.:TOp}( Title‘}’g' il F —:Freeze Panes

Drop L Freeze Panesb’aﬁj Z Windows 4 < (wTitle U= Rows J? J S K é
Drop L Freeze PanesgL/Fj SFreeze u:/ﬂ 4 Freeze Panes.! u:/u@ 4down

-J,,/ S 4Unfreezess! ] S 4down
ZRow" % = o gé/ £Top :’/Heading - J/g! By =:Spilt
u:/ﬂ 4 Spilte ?:A/ L Windows £ Ut v 2y 4 Topb;T SRow? u:/ﬂé
u:/ﬂé ZRow(! 41"_1 = o gé/ 4 Top /Heading - J/g! Byl Spilt
Spilt ./ F Spilte o) IWindows £ Ut 2k 50 4 TopeT fRowd?
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A €x ¢BoxbUnhide (/./ & 4 Unhidee s/ £ Windows& & /Unhide

S Okust Ut &k £ Unhide T & () ¥ Sheet!
& 56, §Windowds b § e F FH 2 s £L —:Switch Window
Window ,}uf'f Gl 8l S +Drop downZ_Switch Windowe— ;;5/( LWindowéﬁ.‘(

S e
—:Macros Group
Sk G b JType - J«ﬂ 2l s L -:Record New Macros

Macro (J S £Macro 3.6 (] S +Drop down Macros ,:Aj A:Macros#/
s S +Drop downZ Store Macro Ins/ QI J N rt ¥Macro % BoxZName
77 & U:/@JJ /“f” s;Page| J"/v@ 4 0kus! u:/'/u@ 4 Personal Macro Workbook
u:/v@/?DrOp down L Macrow! £ &3k 1 7 LJ:/VG//,:Ok/:! b c) 5.
= &S ;"J@/Macrob;f 2 g gﬁ’o/,: Keyo:s LKeyboard/of J S 4Stop Macro.»!

_JngT /.:Page/“f“ f&fﬁ/@/ d/b;T Qf/’/u?f/’Ctrl +Q > f ST
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Tips and Tricks Excel 2016

How to Make Custom List?

4File Buttone ISt L G e £l ~iCustom List
& wne sl S S Edit Custom List £/, Advance i/ Optionsi/F
AliZahid,Umer,Rashid Kashif, £ (/s b st S B U £ List Entries Ut U5 s
S F e E S A e S G S P A S Ok S Add

e Qb L TR L ST s i LK (3 2y T S L8

_q/’/A/"JWIKCommaséirL’/:ufuyu &:L/@/}Itemgrbrl}!&j

How to Make Drop Down List?
Q//ﬂu.f Jul g u:‘.”juﬁ ngtrl/“ua—b./’ngk <~ Dropdown J~Microsoft Excel
PRy L u:/'/.,@/,:Data Validation s/ Q/'/v@/?Data Tab 4% &l bty 2’ b.:,Tu.f KU
oo i 75t K K Source A S Liste o2 Z Allow Ut U Ly
e Fue gt bl e LTy S K Ok S
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Microsoft Excel 2016

Microsoft Excel 2016 Short Cuts

CTRL+ A Select All
CTRL+B Bold

CTRL+C Copy

CTRL+ D Fill Down
CTRL+F Find

CTRL +1 Italic

CTRL+ N New Workbook
CTRL+O Open

CTRL+P Print

CTRL+R Fill Right
CTRL+S Save Workbook
CTRL+ U Underline
CTRL+V Paste

CTRL+W Close Window
CTRL+ X Cut

CTRL+Z Undo

Formatting Shortcuts

CTRL+1 Format Box
ALT+E+S+T Copy Format
ALT+H+0 Increase Decimal
ALT+H+9 Decrease Decimal
CTRL + SHIFT +7 Boxing
ALT+O+C+A Fit Column Width
ALT+H+O+R Change Tab Name
ALT+W+F (Un)Split Panes
ALT+W +S (Un)freeze windows

SHIFT + CTRL + #

Date Format

SHIFT + CTRL+S S

Dollar Format

SHIFT + CTRL + % %

Percentage Format

ALT + ||=Il

Sum Function

Columns & Rows Shortcuts

CTRL+9 Hide Row
SHIFT + CTRL+9 Unhide Row
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Microsoft Excel 2016

CTRL+0

Hide Column

SHIFT + CTRL+ O

Unhide Column

SHIFT + Spacebar

Highlight Row

CTRL + Spacebar

Highlight Column

SHIFT + CTRL + Plus sign

insert Blank Cells

CTRL + Minus Sign

Delete Selected Cells

SHIFT + ALT + Left Arrow

Group Rows/Columns

SHIFT + ALT + Right Arrow

Ungroup Rows/Columns

Function Key Shortcuts

F2 Edit Cells

F4 Anchor Cells

F7 Spell Check

F12 Save As

SHIFT + F2 Insert a Comment
SHIFT + F8 Add to Selection
SHIFT + F10 Right Click

CTRL + F3 Name a Cell Windows
Win+D Minimize Programs

Navigation Shortcuts

CTRL + Arrows

Go to End of Continuous Range

SHIFT + Arrows

Select A Cell Range

CTRL + SHIFT + Arrows

Highlight A Continuous Range

ALT + Tab

Switch Programs

CTRL + Pg Up/Down

Switch Worksheets Enter Move below

Shift + Enter

Move Up Home Move to Beginning of Line

CTRL + Home

Go to Cell A1 ESC Cancel

Alt + Enter

(when in a cell) Add a Line
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Sr.No Formulas Description
1 | =Sum(al:a2) ga_/(‘f
2 | =Al1-A2 S35
3| =A1/A2 iy
4 | =A1%A2 & J_p
5 | =min(al:al0) &/ ,»}Vy},&z’
6 | =max(al:al0) & Lo kg
7 =Count(al:al0) z’;;(é./,»k”)lﬂ‘fuf%u"u,uﬁ)fj
8 =Countblank(al:al0) gﬁ_/()’*;uﬂﬂfdu
9 =Today() gLfia/quo)ﬁ%
10 | =NowQ &S b ny
11 | =Sumif(al:al0,“>=100") & TG kS 14100
12| =Sumif(al:al0, “<=100") T ek sikdsg = 100
13 | =countif(al:al0, “>=100") Ak 214100
14 | =Countif(al:al0,“<=100") 2. ESP MY L100
15 | =Ranbetween(40,90) 215 Saddds A s L 40,90
16 | =if(isblank(B3),“ A2 + 1) &5 S8 Auto Serial
17 | =Datedif(DOB,today(), “Y”) g i rﬁj‘“‘ years
18 | =Datedif(DOB,Today(), “YM”) 2/ /Month
19 | =Datedif(DOB, Today(), “MD”) &5 S o4 Days
20 =if(Obtained Marks>=, “Pass”, “Fail”) g pays (31"” <) Fail Pass
21 =obtained marks * 100 / total marks g i rﬁj‘” Percentage
=if(Percentage>=80, "A+ "if(“age>=70,"A " gL//(}l’“‘Grade
if(2age>=60, "B ",if( 2age>=50, "C
> "if(2age>=40,"D " if(*age>=33,"E
" if(%age<33, "Fail",)))))))
=if(#age>=80, "Excelletn” if(#age>=50, 2% Remarks
2! "Good",if(%age<50, "Fair")))
Jinnah Park Street No.9 Rahim Yar Khan Written By: Kewal Vijay Page 33




Falcon Computer Academy Contact US: 0300-9788321 - 0321-6731904
Microsoft Excel 2016

=sumifs(A1:al10,A1:a10,">=100",A1:al0,

gg/(g ij}‘ddl; O] 5/’}:}1;»

22
" 3 OO " ,)
23 | =Vlookup(Lookup value,Range,Columns no,0) g LA u/ J~Data
24 | =Vlookup(Lookup value Range,Columns(B2:C2),0) ¥L/ ANy u/ J~Data
=Countifs(Range, ">=30",Range,"<=80") L/(P’)lﬁd/ux}.;du u.l,fu;)x}.w
25 ‘B/
26 | =Average(al:10) 2&1_/ Sy [’)J"“‘ Average
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Falcon Computer Academy Contact US: 0300-9788321 — 0321-6731904

TCL COMPUTERS

CITY PULL RAHIM YAR KHAN
CONTACT #0321-6731904 -0300-9788321

Ref. No Date
Name :
Sr. No Description Qty Unit Price Total
1 Key board 8 175 1400
2 Mouse 15 85 1275
3 monitor 8 2500 20000
4 Ram 8 375 3000
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
total Amount 25675
Advance 18000
Balance 7675
Sign:

Thank you for Your Business!

Total = H10*G10
Total Amount = SUM(I10:131
Balance = 132-I133
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[Company Name]

[Address 1]

Employee Name:

Falcon Computer Academy Contact US: 0300-9788321 — 0321-6731904

Weekly Employee Timsheet

[Address 2]
[City, State ZIP] Supervisor Name:
[Phone]
[Fax] Week of:
Day of Week Regular  Overtime Vacation Holiday Unpaid Other
Hrs Hrs Leave
Thu 16 8.00 7.00 5.00
5.00
0.45 4.00
4.00
1.00 4.00 5.00
4.00 fsd sdf
0.25 3.00 er sdfs
4.00
4.00 Week of:
2.00
Total Hours 13.00 11.70 12.00 4.00 7.00 8.00 5.00
Rate/Hour | 150.00 250.00| 450.00 65.00 85.00 74.00 100.00
Total Pay 1950.00 2925.00 5400.00 260.00 595.00 592.00 500.00

Total Hours Reported:
Total Pay:

60.70
12222.00

Employee Signature

Date

Supervisor Signature

Total Hrs:
Total Hrs:
Total Pay :

Date

=SUM(B14:H14)
=SUM(B14:B23)
=B24*B25

Total Hours Reported: =124

Total Pay:

Jinnah Park Street No.9 Rahim Yar Khan

=126

Written By: Kewal Vijay

3.25

2

60.7
1174.00
12222.00
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Falcon Computer Academy Contact US: 0300-9788321 — 0321-6731904

FCA INTERNATIONAL PVT.LTD

RAHIM YAR KHAN

CONTACT # 0300-9788321 - 0321-6731904

O.T.Per

Code Salary of | Worki salary of over time Amout.| Total
Name Father's Name Contact #. CNIC Designation | Salary aary rKing :':\ry vertim Hour Y
No Day days | working days hours o.T Salary
amount
FCA455 Ali Raza Rashid Ali 321-1234567 1234567-123456-1 Engineer 42000 | 1354.83871 27 36580.64516 22 338.70968 | 7451.6 | 44032.258

salary of working days

salary of working days

O.T.Per Hour amount
Amout.O.T

Total Salary

G5/31
H5*I5
H5/8*2
L5*K5
M5+J5

Jinnah Park Street No.9 Rahim Yar Khan

Written By: Kewal Vijay
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PAK RENT A CAR

RAHIM YAR KHAN
CONTACT # 0300-9788321 - 0321-6731904
Item total Rent Per Recived Return Back
Code No. Name Father's Name Contact No. CNIC Issue date Return Date Total Rent Balance
Name Days Day Amount Amount
pak 123 ali raza rashid ali 0300-1234567 12345678-91234-1 Car 8/1/2016 8/7/2016 6 2250 13500 13500 Nill 0
Total Days = IF(H5>G5,H5-G5,IF(H5<G5,"wrong return date","1"))
Total Rent = J5%I5
Balance = IF(L5<K5,K5-L5,IF(L5=K5,"Nill",IF(L5>K5,"return back amount",)))
Return Back Amount = L5-K5
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Falcon Computer Academy Contact US: 0300-9788321 — 0321-6731904

RYK SCHOOL SYSTEM

RAHIM YAR KHAN

CONTACT #:0300-9788321 - 0321-6731904

Result
Percentage
Grade
Remarks

IF(L6>=300,"Pass","Fail")
L6*100/K6

SUBJECT Total | Obtained
Roll no Name oak aIEe Result | Percentage | Grade Remarks
math | bio chy phy eng urdu | pakstd | islm std marks marks
123|Nasir Ali 98 78 85 74 47 58 69 78 850 587(Pass 69.0588235|C Hardworking
Obtained marks = SUM(C6:J6)

IF(N6>=90,"A+",IF(N6>=80,"A",IF(N6>=70,"B",IF(N6>=60,"C",IF(N6>=50,"D",IF(N6>=33,"E", IF(N6<33,"Fail",)))))))
IF(N6>=80,"Excellent",IF(N6>=70,"Good",IF(N6>=60,"Hardworking")))

Jinnah Park Street No.9 Rahim Yar Khan

Written By: Kewal Vijay
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FAMILY BUDGET SHEET

FAMILY BUDGET SHEET FOR THE MONTH OF JULY 2016
Date Item Name Qty. Rate. Rs.
(Kg,Unit) | (Kg,Unit)
7/1/2016(Lux 8 36 288
Sugar 5 67 335
Oil 4 266 1064
7/2/2016|0range 4 55 220
Mangos 5 80 400
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
Total 2307
Total Billig 23000
Rs. = D4*C4
Total = SUM(E4:E30)
Total Bills = SUM(H4:H9)
Total Billing = H10
Grand Total = E31+E32

Jinnah Park Street No.9 Rahim Yar Khan

Billing
Electricity 5500
Gas 600
House Rent 9000
Telephone 2300
Cable 600
Milk 5000

Total Bills 23000

Written By: Kewal Vijay
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All leclures In UNB

Main Features
* Microsoit oifice 2016 Training
) % 16 GB USB with Password Protected
% 145 Video Lectures in urdu

Lectures De|ivere: * All Relevant Software -
Kewal Vijay * With Urdu Notes %
Falcon Computer Academy

0300-9788321
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