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Excel VBA

I MS OFFICE CHECKLIST

MS WORD

ilkin anlayislar

(] MS Word programinin interfeysi, New (Yeni senad yaratmagq)
[] Open (Mbévcud senadi agcmagq), Save (Senadi yadda saxlamagq)
[] Print (Cap et) Close and Exit, Undo va Redo amaliyyatlari,

[] Customize Ribbon, The Quick Access Toolbar

Matnlarin yazilmasi, redakta edilmasi ve format olunmasi

[] Clipboard,Copy, Cut, Paste,Format Painter,Font

[ ] Paragraph Alignment,Line and Paragraph spacing
[] Create lists,Styles grupu,Find,Select menyusu

(] Go to,Replace menyusu

Sahife parametrlarinin tanzimlanmasi va sahifeya
muxtalif formatlarin tatbiq edilmasi

[ ] Margins,Paper Size and Orientation,Page Number
[] Header / Footer,Columns,Document formatting
[ ] Watermark,Page color,Page borders,Page and section Breaks

Insert (9lave et) paneli
[ ] Cover,Page Blank,PagePage, Break Pictures
[ ] Shapes,Smart Art,Screenshot,WordArt
[} Equation,Symbol Text Box,Charts,Hyperlink,Bookmark,Comment

Create Table (Cadval yaratmaq)

[ ] Resize rows and columns, Styles and Alignment,Borders and Shading
[ ] Position a tableMerge and split cells Sort a table,Row headers and page breaks

Mundaricatin, adabiyyat siyahisinin hazirlanmasi, istinadlarin alave olunmasi

[] Table of contents Footnotes Citations and bibliography,Captions

Sanadda olan dayisikliklarin izlanilmasi
(] Track changes,Show markup,Reviewing pane,Accept and Reject,Protect Document
Mailings paneli

(] Mail merge, Print Labels

Kecdiyiniz movzulari isaralayarak talimi daha yaxsi izlayin
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I3 MS OFFICE CHECKLIST

MS Excel

MS Excel uzrs ilkin anlayislar
(] MS Excel programinin interfeysi
] Isci kitabi (workbook) anlayisi va isci kitablari Uzerinde emaliyyatlar
[] Isci sehifesi (worksheet) anlayisi va isci sahifslari Uzarinds smaliyyatlar
[[] Xana (cell), satir (row), sttun (column) anlayislari

Verilanlarin yerdayismasi vo formatlanmasi

[] Xanaya malumatin daxil edilmasi va dayisdiriimasi,Clipboard (MUbadile Qrupu)

[] Copy (Kdgur),Cut (Kes),Paste (Slave et), Format Painter (NUmunays gors Formatla)
[] Font (Srift),Alignment (Duzlendirma),Sade hesablamalarin apariimasi

[] Sade MATH & TRIG (Riyazi) funksiyalar: Sum, Sumif, Sumifs,

[ ] Product, Subtotal, Sumproduct

Xanalar tGzarinda amaliyyatlar

[ ] Number formats (Xana tipleri),Insert (Slave etma) menyusu ,Delete (Sil) menyusu
[] Format menyusu,Border (Kenar carcivalar),Fill (Doldur - down, right, up, left),

[ ] Flash fill ve Autosum (avtomatik cam) menyulari,Clear (Tomizls) menyusu

[ ] Comments (Rayler) alave edilmasi

Cadvallar Gzarinda is

[] Format As Table (Cadval kimi formatla),Conditional Formatting (sertli formatlama)
[ ] Sads Statistical (Statistik) funksiyalar: Max, Min, Count, Counta, Countif, Countifs,
Average, Averageif, Averageifs

Verilanlarin tahlili, Data paneli
[ ] Sort (Siralama) alt menyusu
(] Filter (Filter) alt menyusu

[] Textto columns
[] Remove dublicates

Kecdiyiniz movzulari isaralayarak talimi daha yaxsi izlayin
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MS Excel

is kitabi ve sahifalarinin gériinis formalari

[] Freeze Panes (Panelleri dondur)
[ ] Zoom (Yaxinlasdir)
[] Logical (Mantiqgi) funksiyalar: If, And, Or

Sohifo tortibati

[ Isci sehifesinin capl zamani edilon ilkin tenzimlemalor

Funksiyalar Gzarinds amaliyyatlar

[ ] Mutlag va nisbi Unvan anlayislari, xanalarin adlandiriimasi
[] Lookup & Reference funksiyalari (Vliookup, hlookup)

Yekun hesabatin hazirlanmasi

[] Charts (Qrafiklar) hagginda ilkin malumatlar
[7] Pivot Table (Yekun Cadval) hagginda ilkin malumatlar

Funksiyalar Gzarinds amaliyyatlar

[] Text funksiyalari (Concatenate, left, right, substitute, proper,upper, lower)
[ ] Sads Tarix (Date) funksiyalari -Today, Now

Kecdiyiniz movzulari isaralayarak talimi daha yaxsi izlayin
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MS POWER POINT

Home menyusu

(] Cut, copy, paste,Format painter, clipboard
[ ] Slide,Font grupu,Paragraph,Drawing,Editing

Insert menyusu

[ ] Table,Pictures
(] Screenshot,Photo album

Insert menyusu

(] Smartart,Chart and chart design

[[] Charts and chart layout,Charts and chart format

[} Hyperlink,Actions

[] Text box,Header and footer

[ ] WordArt va obyekt,Equation and symbols

[] Videolar hagginda Umumi malumat,Video formats
[ ] Video playback,Audio

Transitions ve Animations menyulari

[] Transitions menyusu hagginda Umumi malumat
[ ] Timing ve effect options

[ ] Animations menyusu hagginda Umumi malumat
[] Custom path

(] Add animation trigger

[ ] Animation painter ve timing

Slide Show menyusu

[] Start slide show alt menyusu

[[] Set up slide show va hide slide

[ ] Rehearse show ve record slide show
[7] Slide show zamani lazimi bilgiler

Kecdiyiniz movzulari isaralayarak talimi daha yaxsi izlayin
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