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Microsoft Excel 2007 

       

                          

      (၁)  

၁။ Introduction to Microsoft Excel 2010 ၁၆ 

၂။ Microsoft Excel 2010 ကို စတင္ျခင္း ၁၆ 

၃။ Microsoft Excel 2010 ၏                ၁၆ 

၄။ စာမ်ား၊ Cell     ကုိ  ပြား / Copy ယူျခင္း ၁၇ 

၅။ စာမ်ား၊ Cell     ကုိ ေရႊ႕ / Move လုပ္ျခင္း ၁၇ 

၆။ Format Painter ျဖင့္ ျပင္ၿပီးေသာ စာစတိုင္မ်ားကို Copy ကူးယူျခင္း ၁၇ 

၇။ Font Group / Alignment Group ျဖင့္ စာမ်ား စတိုင္ေျပာင္းျခင္း ၁၇ 

၈။ Change columns width and rows height ၁၈ 

၉။ Columns or Rows                   ၁၈ 

၁၀။ Columns or Rows                        ၁၉ 

၁၁။ Fill Data Automatically ၁၉ 

၁၂။ Excel File                   ၂၀ 

၁၃။ Excel Programme                      ၂၀ 

၁၄။              (၁ . ၁) ၂၀ 

   
      (၂)  

  Editing Cells and Texts   

၁၅။ Merge Cells ၂၁ 

၁၆။ Wrap Text ၂၁ 

၁၇။ Increase or Decrease Indent in a cell ၂၂ 

၁၈။ Text Orientations                   ၂၂ 

၁၉။ Cell Borders           ၂၂ 

၂၀။ Change the Format of a Number ၂၃ 

၂၁။              (၂.၁) , (၂.၂) ၂၄ 



                          

      (၃)  

  Working with Formula and Function   

၂၂။ Auto Sum Functions                     ၂၅ 

၂၃။ Working with Mathematical Formulas ၂၅ 

၂၄။ Undo and Redo in Excel ၂၅ 

၂၅။              (၃ . ၁)၊ (၃.၂) ၂၆ 

   
       (၄)   

  Working with Formula and Function (Part 1)    

၂၆။ Using IF Logical Function ၂၇ 

၂၇။ IF Function   ႕                         ၂၈ 

၂၈။ Using OR Logical Function ၂၈ 

၂၉။              (၄ . ၁)၊ (၄ . ၂) ၂၉ 

   
      (၅)  

  Working with Formula and Function (Part 2)   

၃၀။ Using AND Logical Function ၃၀ 

၃၁။ Using IF Logical Function and AND Logical Function ၃၀ 

၃၂။              (၅ . ၁) ၃၁ 

   
      (၆)  

၃၃။ Working with Worksheets ၃၁ 

၃၄။ Find and Replace              ၃၂ 

၃၅။ Spel                                                         ၃၂ 

၃၆။ Previewing a Worksheet ၃၃ 

၃၇။ Page Orientation                    ၃၄ 

၃၈။ Page Size                    ၃၄ 

၃၉။ Printing Workbooks ၃၄ 
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အခန္း(၁) 

Microsoft Office Excel 2010 

Microsoft Office Excel ကို Company     ၊               ၊                              

Calculating Program             ။ ၄                                                ၊ 

                                                                  ။ 

Microsoft Excel 2010 ကို စတင္ျခင္း 

1. Start Button ကေန All Programs ကို ႏွိပ္ၿပီး၊ Microsoft Office မွ Microsoft Office Excel 2010 ကို 

ေရႊးခ်ယ္ပါ။ 

Microsoft Excel ျမင္ကြင္းမ်ား ေလ့လာျခင္း 

 

 

File Menu Quick Access Tab Title Bar Ribbon 

Cell 

D Column Heading 

Cell Name Box 

Row Heading 

Sheet No.1 Sheet အသစ္ယူရန္ 

Formula Bar 
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စာမ်ား၊ Cell     ကုိ  ပြား / Copy ယူျခင္း 

1. Copy ကူးယူလိုေသာ Cells/ စာမ်ားကို ေရႊးခ်ယ္ပါ။ 

2. Home tab ရွိ Clipboard group မွ Copy   ကို ႏွိပ္ပါ။ 

3. Copy လိုက္ေသာ စာမ်ားကို ျပန္လည္ထားခ်င္ေသာေနရာ 

သတ္မွတ္ေပးၿပီး Paste   ကို ႏွိပ္ပါ။ 

စာမ်ား၊ Cell     ကုိ ေရႊ႕ / Move လုပ္ျခင္း 

1. ေရႊ႕လိုေသာ စာမ်ား/Cells     ကို ေရႊးခ်ယ္ပါ။ 

4. Home tab ရွ ိClipboard group မွ Cut    ကို ႏွိပ္ပါ။ 

2. Cut ျဖင့္ ေရႊ႕လိုက္ေသာ စာမ်ားကို ျပန္လည္ထားခ်င္ေသာ ေနရာသတ္မွတ္ေပးၿပီး Paste   ကို ႏွိပ္ပါ။ 

Format Painter ျဖင့္ ျပင္ၿပီးေသာ စာစတိုင္မ်ားကို Copy ကူးယူျခင္း 

1. ကူးယူလိုေသာ စာစတိုင္မ်ားကို ေရႊးခ်ယ္ပါ။ 

5. Home tab ရွ ိClipboard group မွ Format Painter   ကို ႏွိပ္ပါ။ 

2. ကူးယူလိုက္ေသာ စာစတိုင္မ်ားကို ျပန္လည္ထားခ်င္ေသာ စာမ်ားေပၚတြင္ Mouse ျဖင့္ ဖိႏိွပ္ထားၿပီး 

လိုအပ္သည္ထိ ဆြေဲပးပါ။ မွတ္ခ်က္ - Format Painter သည္ စာမ်ားကို Copy ကူးျခင္းမဟုတ္။ စာတြင္ 

ရွိေသာ အေရာင္၊ အရြယ္အစား၊ စကားလံုးအမ်ိဳးအစား စသည္မ်ားကို Copy ကူးေပးျခင္းသာ ျဖစ္သည္။ 

Font Group / Alignment Group ျဖင့္ စာမ်ား စတုိင္ေျပာင္းျခင္း 

 

 

 

 

 

မွတ္ခ်က္ ။   ။  Font group ထဲမွ Font Dialog ျဖင့္လည္း စကားလုံးစတိုင္မ်ားကို စိတ္ႀကိဳက္ ျပင္ဆင္ႏုိင္သည္။ 

 

Keyboard မွ အတိုေကာက္မ်ား 

Copy :  Ctrl  +  C 

Cut :  Ctrl  +  X 

Paste :  Ctrl  +  V 

Format  :  Ctrl  + Shift + C 
Painter 

Font 

Border Fill Color Underline Italic 

Bold 

Size 

Font Dialog Box 

Font Color Alignment 

Indentation 

Orientation 
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Change columns width and rows height 

1. Column        ႕                            -              Column C heading ၏ 

                                                ။ 

2. ၄      Mouse                                    ၀                          ။ (         ) 

3. Column C headin                      Column Width     

          ။ 

4.          Column Width window                       

      ၀                   ။ (     - 15                    ။)  

5.         OK            ။ 

6. Row        ႕                             -              Row 2 heading ၏           

                                           ။ 

7.                                                                ။ 

(         ) 

8. Row 2                             Row Height               ။ 

9.          Row Height window                                                 ။ (     - 

30                    ။) 

10.         OK            ။ 

Columns or Rows                   

             - Column B       Column C                    Column                   ။  

1. Column B Heading (         ) Row 3 Heading                       ။ 

2. Insert            ။ 

         -                  Column                    Column   ႕            

           ။ Row                       Row   ႕                    ။ 

 

1 

2 

1 
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Columns or Rows                        

             - Column C (         ) Row 3                  ။ 

1.                Column C Heading (         ) Row 3 Heading                               ၊ 

              ။ 

2. Delete            ။ 

 

Fill Data Automatically  

               ၊       ၊ Formula                                 ၊                               

       ။              - 

1. Cell B2     1250              ။ 

2. Cell B2   ႕             cursor             (+                    ၊ Fill handle     

                       ။ ၄       Cell B2                                        ။ 

          

               Cell C2               data     cell range     

                                 ။ 

1. Cell C2     1              ။ 

2. Cell C2   ႕             cursor             (+) 

                  ၊ Ctrl            ႕         

       ။ ၄       Cell C2                   (1)                       ။ 

1 

2 

1 

+ 1 

2 
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Excel File                   

1. File menu            ။ 

2. Save or Save As               ။ 

3. Save As window                ။ window   ႕                                   

                         ။      - Documents, Desktop, Local Disk (:D) etc.. 

4. File name                                              ။      - Excel01 

5. Save  button            ။ 

Excel File               

 File menu               ၊ Close button               ။ 

Excel Programme                      

 File menu               ၊ Exit button               ။ (         ) Ribbon    Close button        

       ။ 

             (၁ . ၁) 

                              ။  

၁။                                Impact ,              14 pts        ၊                     ။ 

၂။         (၁)     (၈)                    Tahoma ,              11 pts      ။ 

၃။  Excel Worksheet     Excel Exercise 1-1                       ။) 

No Name Sex Age Salary (Baht) Date 

1 James  Male 25 8000 3/20/2012 

2 Olivia Female 21 6800 3/20/2012 

3 Lily Female 26 7000 3/20/2012 

4 Sunshine Male 30 10000 3/20/2012 

5 Joes Male 19 4500 3/20/2012 

6 Paul Male 24 6800 3/20/2012 

7 Peter Female 22 6000 10/11/2012 

8 David Male 28 9800 10/11/2012 
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အခန္း(၂) 

Editing Cells and Texts 

Merge Cells      

Cells                                                  ။ 

1. Cell B2    Cell E2                 ။ 

2. Home tab            ။  

3. ၄      Merge and Center (or) Merge  Across (or) Merge Cells                  ။ Cells      

                                  ။ 

 
         ။   ။                              Cell                            Merge and Center      

Unmerge Cells                  ။             Cells                        

                       ။ 

Wrap Text 

Warp Text           Cell                                                        ၊ 

                                                             ။      - 

1. Cell B3             How are you?                    ။               

                                                  ။ 

2. Warp Text             Cell B3                ။ 

3. Home  tab              ၊ Alignment group      Warp Text            ။ 

 

1 

2 

3 



Microsoft Office Excel 2010 

 pmrsufESm - 22 MTJPC Computer Training Center 

Increase or Decrease Indent in a cell 

Indent     cell                                                                           

             ။ Indent         Decrease Indent  and Increase Indent    ၍ ႏွစ္မ်ိဳးရွိပါသည္။ 

Decrease Indent                                                      ။ 

 

Text Orientations                   

Orientations       cell                                ၊           ၊                          ။ 

1. Cell                                                       ။ 

2. Home tab              ၊ Alignment group    Orientation             ။ 

3.                                         ။ (         ) Format Cell Alignment               ။ 

4.           Format Cells Box                ။ Text alignment and Orientation Block        

                                                   ။ 

5.                         OK                     ။ 

Cell Borders           

1.                 Cells                   ။ 

2. Home tab              ၊ Font group    Border button             ။ 

3.           All Borders               ။ (         ) 

 

4 

5 

Increase 

Indent 

Keyboard မွ အတုိေကာက္မ်ား 
Increase - Ctrl + Alt + Tab 

Decrease - Ctrl +Alt + Shift + 

Tab 

1 

2 

3 
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4. Border button    More Borders                                                              ။  

 

 

 

 

 

 

 

 

 

 

 

 

 

5.                                OK            ။ 

6.                             -             cells                     ၊ Border button arrow  

   No Border               ။ 

Change the Format of a Number 

1. Cell B2        12564                    ၊ Cell B3     2645                  ။ 

2.                      Cell B2                 ၊ Home tab  Number group     Down-arrow 

           ။ 

3. ၄      Number format               ။             Cell B2     12564.00               ။ 

4.           Cell B3                  ၊ Currency                $ 2,645.00               ။  

 

ေဘာင္ 

လႈိုင္း/စတုိင္ 

ေဘာင္ 

အေရာင္မ်ား 

ေဘာင္မ်ား 

ျပန္ျဖဳတ္ရန္ 

အျပင္ေဘာင္ 

ထည့္ရန ္

အတြင္းေဘာင္ 

ထည့္ရန ္

ေရြးခ်ယ္ထားေသာ 

ေဘာင္မ်ား 
ျပသေပးေသာေနရာ 

2 

1 

3 

4 



Microsoft Office Excel 2010 

 pmrsufESm - 24 MTJPC Computer Training Center 

             (၂  . ၁) 

                              ။ (Excel Document     Exercise2-1                      ။) 

Examination Result For MET Foundation Course 

NO 
STUDENT 

NAME 
PS PR AE 

Microsoft Office 
TOTAL 

Word Excel P-Point 

1 GEORGE 46 64 45 78 56 47  

2 JUSTIN 35 50 62 74 69 87  

3 WILLIAM 69 40 27 50 33 48  

4 PETER 26 22 37 57 65 41  

5 SMITH 47 54 65 37 26 23  

6 SUSAN 73 60 59 50 60 55  

7 ESTERINE 58 63 58 83 79 85  

             (၂  . ၂) 

                              ။ (Excel Document     Exercise2-2                      ။) 

TRADE BALANCE FOR IMPORTED VEHICLE 

NO 
IMPORTED VEHICLE 

ITEMS PR
IC

E 

QTY 

VA
LU

E 

DATE 

1 LAND ROVER $  235,000.00 4  13/09/2011 

2 TROOPER $  143,000.00 8  13/09/2011 

3 HILUX $   96,000.00 15  20/01/2012 

4 JEEP $   50,000.00 10  20/01/2012 

5 NISSAN $   60,200.00 8  23/01/2012 

6 HILUX $ 890,000.00 3  05/02/2012 

7 TROOPER $ 142,000.00 5  05/02/2012 
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အခန္း(၃) 

Working with Formula and Function 

Auto Sum Functions                     

 Sum  -               Row       ၊ Column                            

 Average -                                                                    

 Count Number -                     Cells                                        

 Maximum -                                                                       

 Minimum -                                                                  

            - 

1.                                           ။ 

2. Formulas tab              ၊ Auto Sum         Down Arrow               

Sum               ။ 

3.                            cells                      ။ 

         ။    ။          Functions                            

                                        ။ 

Working with Mathematical Formulas 

Operation Operator Example Description 

Addition + =B2+C2 B2 cell                20 ၊ C2 cell        45       ။ 

Subtraction - =B3-C3 B3 cell                80 ၊ C3 cell        50       ။ 

Multiplication * =B4*C4 B4 cell                120  ၊ C4 cell        10        ။ 

Division / =B5/C5 B5 cell                250 ၊ C5 cell        50       ။ 

         ။     ။                                                                             ။ 

Undo and Redo in Excel 

Undo                                                          ၊                   ၊ Redo     

                                                                  ။  

1. Quick Access Toolbar    Undo button              ။ 

2. Quick Access Toolbar    Redo button              ။ 
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             (၃ . ၁) 

                              ။ (Excel Document     Exercise3-1                       ။) 

TRADE BALANCE FOR IMPORTED VEHICLE 

NO 
IMPORTED VEHICLE 

ITEMS 
PRICE QTY VALUE DATE 

1 LAND ROVER $  235,000.00 4 - 13/09/2011 

2 TROOPER $  143,000.00 8 - 13/09/2011 

3 HILUX $   96,000.00 15 - 20/01/2012 

4 JEEP $   50,000.00 10 - 20/01/2012 

5 NISSAN $   60,200.00 8 - 23/01/2012 

6 HILUX $ 890,000.00 3 - 05/02/2012 

7 TROOPER $ 142,000.00 5 - 05/02/2012 

TOTAL -  -  

MAXIMUM -  -  

MINIMUM -  -  

AVERAGE -  -  

             (၃ . ၂) 

                              ။ (Excel Document     Exercise3-2                       ။) 

FASHION SHOW INCOME REPORT 

NO ROOM NO. ITEM NAME MODEL NAME 
ENTRANCE 

FEES 
SERVICE 
CHARGES 

1 13 SHOE NAY TOE  - 

2 2 JEAN WAY LWIN  - 

3 5 PERFUME YATI  - 

4 14 BAG ZAR ZAR  - 

5 10 COAT THIRI JAY  - 

TOTAL - - 
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အခန္း(၄) 

Working with Formula and Function (Part 1) 

Using IF Logical Function 

 If Function                                           ၊                      

             ။ (     -                                                         

(၂၅)                      ။               (၂၅)                 ၄                    ၊ 

                                                   ။) 

Formula:  =IF( Logical_test, value_if_true, value_if_false ) 

logical_test -                                   (    )                                 

value_if_true -                                                     ဤ               

value_if_false -                                                           ဤ               

If Function             ၍                              ။ 

1. Cell D1               ၃၅               ။ 

2. Cell E1            ။ ၄                                   ။ 

3. Formulas tab            ။ 

4. Logical button              ၊ IF function               ။ 

5.           IF f       ’     log box                ။ 

6. Logical_test                                 ၃၅     ၂၅                        ။ (     - 

D1>25) 

7. Value_if_true                    ၂၅               ၄               (B              ။ (     - 

Bonus                    ။ ၄                                     ၊                            ။) 

8. Value_if_false                    ၂၅                ၄                          ။ (    - No 

Bonus                    ။ ၄                                     ၊                            ။) 

9.           OK            ။           cell E1      Bonus                    ။ 

Formula:  =I (D1>25, “B    ”, “N  B    ”  
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IF Function   ႕                         

1. Cell D1            24                    ။           Enter            ။ 

2. Cell E1              ၊                   D1>25     D1>=25                    ။ 

3.           Enter            ။ 

Formula:  =IF(D1>=25, “B    ”, “N  B    ”  

Signs Descriptions 
= Equal to            ၊           
> Greater than    ၍         
< Less than    ၍         

>= Greater than or equal    ၍         (    )       
<= Less than equal    ၍         (    )       
<> Not equal to          ၊        

Text Operator Descriptions 

& Ampersand 
                            
                          

*10% D1*10% D1    10%                

Using OR Logical Function 

  OR Function                         (    )                              ၄              

               (    )                              TRUE             ၊                       FALSE 

                              ။  

OR Function             ၍                              ။ 

1. Cells B2, C2, D2                80, 120, 45               ။ 

2. Cell E2                  ။ ၄                                   ။ 

3. Formulas tab              ၊ Functions Library group      Logical Functions            ။ 

4.           OR Function                  ။         ’           x                 ။    

5. Logical1        cell B2              ၊ >100                    ။ (     - B2>100) 

6. Logical2        cell C2              ၊ >100                    ။ (     - C2>100) 

7. Logical3        cell D2              ၊ >100                    ။ (     - D2>100) 

8.            OK            ။ Cell E2        TRUE                  ။ 

Formula: =OR(B2>100, C2>100, D2>100) 
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             (၄ . ၁) 

                              ။ (Excel Document     Exercise4-1                       ။) 

MYANMAR FAST FOOD CENTER 

      

Sr 
Food Name 

W     ’  Working Sales 
Bonus 

No. Name Days Amount 

 1 Pork Kamela 24 5,000.00  

2 Chicken Susan 27 13,500.00  

3 Duck Smith 18 4,570.00  

4 Potato Chip George 29 12,000.00  

5 Hotpot Steven 28 30,000.00  

   

 

             (၄ . ၂) 

                              ။ (Excel Document     Exercise4-2                       ။) 

COURSE FEES DISCOUNT LIST 

Section Name Course Fees Payment Balance Discount 

Internet ¥ 3,0000.00 ¥ 30,000.00 - - 

Database ¥  40,000.00 ¥  10,000.00 - - 

Photoshop ¥  25,000.00 ¥  20,000.00 - - 

Office Word ¥  10,000.00 ¥  10,000.00 - - 

Total - - - - 
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အခန္း(၅) 

Working with Formula and Function (Part 2) 

Using AND Logical Function 

AND Function                         (    )                              ၄                       

                                        ။                                               TRUE 

            ၊       (    )                  FALSE                               ။ 

AND Function             ၍                              ။ 

1. Cells B2, C2, D2                240, 80, 100               ။ 

2. Cell E2                  ။ ၄                                   ။ 

3. Formulas tab              ၊ Functions Library group      Logical Functions            ။ 

4.           AND function                  ။         ’           x                 ။    

5. Logical1        cell B2              ၊ >100                    ။ (     - B2>100) 

6. Logical2        cell C2              ၊ >100                    ။ (     - C2>100) 

7. Logical3        cell D2              ၊ >100                    ။ (     - D2>100) 

8.            OK            ။ Cell E2        FALSE                  ။                    B2, C2, 

D2 cells          B2            80        ၊                       1         

                     ။ 

Formula: =AND(B2>100, C2>100, D2>100) 

Using IF Logical Function and AND Logical Function 

IF and AND Function                                                    ။      - 

                                                                                         ။ 

၄                ၆            ။                              ၄၀              

                 ။                -                  ၄၀                AND                

           ။        IF                AND function                                  TRUE           

         PASS             ၊ FALSE                    FAIL                        ။ 

Formula:  =I ( ND(L      1, L      2, …), Value_if_true, Value_if_false) 
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             (၅ . ၁) 

                              ။ (Excel Document     Exercise5-1                       ။) 

Examination Result For VT Foundation Course 

NO 
STOCK 
NAME 

CT I&E PM 
Office Application 

STATUS REMARK 
Word Excel P-Point 

1 Susan 46 64 45 78 56 47 - - 

2 Olivia 35 50 62 74 69 87 - - 

3 Steven 69 40 27 50 33 48 - - 

4 David 26 22 37 57 65 41 - - 

5 Smith 47 54 65 37 26 23 - - 

6 Joe 73 60 59 50 60 55 - - 

7 Ester 58 63 58 83 79 85 - - 

 

အခန္း(၆) 

Working with Worksheets 

1. Excercise5-1            Excel Document                 ။ 

2. Worksheet                     Worksheet tab    Insert Worksheet              ။ 

3. Sheet                          (     - Sheet2     

         ။) 

4.                  2                         Delete           ။ 

5. Sheet                           (     - Sheet3     Excel02                    ။) 

6.                          3                          ၊                                          ။ 

7.         Enter        ။ 

 

 



Microsoft Office Excel 2010 

 pmrsufESm - 32 MTJPC Computer Training Center 

Find and Replace               

Find and Replace     Excel Worksheet                        ၊              

                                              ၊              Replace              

                                                ။ 

1. Home tab         Editing group    Find & Select              ၊ Replace button               ။ 

2. Find what box                                   ၊                      ။ (     - Name) 

3. Replace with box                                   Data                ။ (     - User Name) 

4.                                           Options button            ။ 

5. Find Next                        ၊ Replace All (or) Replace                                ။ 

6. OK button              ၊ Close button            ။

 

                                                             

1.                                             ။ (     - A1 cell        addres               ။) 

2. Review tab              ၊ Spelling button                  ။                                    ။ 

3.                                Suggestions box                    ၊ Change / Change All 

button                                                               ။ 

4.                                           Ignore Once (or) Ignore All button            ။ 

5.           OK            ။ (         ) 

6. AutoCorrect                 ၊                                       ။ 

7. AutoCorrect button            ။ 

8.           OK            ။ 
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Previewing a Worksheet 

1. Excel Document ၏ Status b                  Page Layout button            ။ ၄        x    

W                                                         ။ 

2.                          Zoom Out button        ၡ              60%                  ။ 

(         ) 

3.                          Zoom In button          ၡ              130%                  ။ 

Page One Page Two 

Page Layout View 
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Page Orientation                    

1. Page Layout tab               ၊ Page Setup group    Orientation button            ။ 

2. Landscape (     )               ။ (         ) Portrait (     ) 

Portrait  - Worksheet                                    

Landscape  - Worksheet                                    

Page Size                    

1. Page Layout tab              ၊ Page Setup group    Size               ။ 

2.                                           ။ (     - A4,  5, L    , L     ,    …  

Printing Workbooks 

1. File menu              ၊ Print button            ။ ၄      Print tab                ။ 

2. Printer                                      Printer   ႕               ။  

3. Settings     Page range                                        ။ (      - Print Active Sheets )  

4.                                           ။ (      - A4 ) 

5.           Print button            ။ 

 

1 

2 

4 

3 

5 


