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Current Position:

Mochamad Asril Aminuloh CHRP,, CMRP.

e Research & Product Development Head

e Faculty Member (HR, Risk Management, General Banking, Bourse Game,

Bank Simulation & Brach Simulation Facilitator)

e Consultant
e Assessor

Consulting Project:
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Tim Penyusun SKKNI Penjaminan (OJK)

Syaria Peception Research (BPJS Ketenaga Kerjaan)
Training Architecture (Bank Aceh & Bank SulselBar)

Good Corporate Governance Manual (Bank Sumselbabel)
Corporate Plan (Bank Papua, Bank Kalbar, Bank Sulselbar)
Individual Development Plan Catalog (PT. PLN Persero)
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Competency Directory (Bank Aceh)

Review BOD&BOC Remunerations (Bank Jateng & BPKH)
Review Loan Policy & Procedure (Bank Kalbar)

Workload Analysis (Bank Aceh, Bank Maluku, Bank Sulut Go &
Askrindo)

Feasibility Study: Foreign Exchange Bank Conversion (Bank

Sumut)
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AGENDA

Pengantar Microsoft Excel - Manfaat menguasai Excel

Identifikasi elemen dan Excel interface

Microsoft Excel

Modifikasi Excel interface
Navigate dan Select Cells dalam Worksheets

Fungsi Dasar Excel: Copy & Paste, Custom Formatting,Validasi
Data, Create & Modify Tables

6. Fungsi & Formula Dalam Excel
/. Fungsi Autosum, Fungsi Matematika, Fungsi Logika, Fungsi Text,

Fungsi Date & Time, Fungsi Vlookup, Membuat Chart
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MANFAAT MENGUASAI MS EXCEL

|. Visualisasi dan Analisa Data

2. Membuat perhitungan yang kompleks untuk membantu
Anda mengajukan dan menjawab pertanyaan tentang
keuangan perusahaan, efisiensi, alur kerja, inventori, dan

lain-lain

3. Membersihkan dan menyiapkan data untuk dianalisa

4. Desain spreadsheet tingkat profesional untuk menata X
data secara cerdas dan bermanfaat

5. Menganalisa informasi dengan cepat dan akurat

6. Memecahkan masalah bisnis dengan aplikasi data yang
canggih - -
7. Membantu mengidentifikasi trend MICFOSOft Oﬁlce
8. Meningkatkan efisiensi EXCEL
9. Menjadikan pekerjaan Anda lebih mudah
I

0. Meningkatkan nilai (value) Anda sebagai Karyawan
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ELEMEN & INTERFACE MS EXCEL

Cuick ‘E:EEEEE Toolbar Title bar Formula Bar Close button

File tab =—
Ribbon
MName
box i i ¢ i i " G - i i L -
|/ Active cell | |
- Columns
.
b Rows
0 Scroll
“ bars
k]
i ]
"I .- I I i i L]
|
Worksheet tabs

View buttons Zopom slider
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Keyboard Shortcut

General

Open a Workbook

Create New
Save

Freview and Print
Close a Workbook

Help

Run Spelling Check
Calculate worksheets
Create an absolute,

ELEMEN & INTERFACE MS EXCEL

Ctrl + O
Ctrl + N
Ctrl + 5
Ctrl + P
Ctrl + W
F1
F7
F9
F4

normal, or mixed reference
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Navigation:
Move Between Cells

Right One Cell

Left One Cell

Down One Cell

Up One Cell

Down One Screen
Up One Screen

To Cell A1
To Last Cell

Go To Dialog Box

T4

Shift + Tab
Enter
Shift+Enter
Page Down
Page Up
Ctrl+Home
Ctrl + End
FS
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ELEMEN & INTERFACE MS EXCEL

Keyboard Shortcut
Editing
Cut

Copy

Faste
Undo

Redo

Find

Replace

Select All

Edit active cell
Clear cell contents

Ctrl + X
Ctrl + C

Ctrl +V
Ctrl + Z

Ctrl +Y
Ctrl + F
Ctrl + H
Ctrl + A
F2
Delete

Lembaga Pengembangan Perbankan Indonesia

Formatting
Bold

ltalics
Underline

Open Format Cells
Dialog Box

Select All

Select entire row
Select entire column
Hide selected rows

Hide selected
columns

Ctrl + B
Ctrl + |
Ctrl + U

Ctrl + Shift
+F

Ctrl + A
Shift+Space
Ctrl + Space
Ctrl +9
Ctrl +0
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MODIFIKASI INTERFACE MS EXCEL

Quick Access Toolbar (QAT)

QAT dapat di update dengan cara:

I. Klik File->Options, kemudian klik pada
pilihan Quick Access Toolbar
ATAU

2. Klik tombol Customize Quick Access
Toolbar, kemudian klik More Commands

Customize Quick Access Toolbar

= ¥ Cut New

B Copy ~
Paste
- ~ Format |

Open

&

Save

Clipboard Emai

Quick Print
Al he
Print Preview and Print

Im

Spelling
- ¥ Undo

¥  Redo

Fungsi Quick Acces Toolbar (QAT) adalah untuk menempatkan tombol-
tombol perintah yang sering digunakan sehingga menjadi lebih mudah untuk

menjalankan perintah tersebut.

Genera
Formulas
Proofing
Save
Language
Ease of Access
Advanced
Customize Ribbon
|| Quick Access Toolbar
Add-ins

Trust Center

@.‘E Customize the Quick Access Toalbar.

Choose commands from:“

Commands Not in the Ribbon =

Border Line Style LN

&

Bright
Brightness 4
Bring Forward
Bring Forward »
Bring to Front
Bullets and Numbering...
Button (Form Control)
Calculate Fu
Calculator
Camera
Check Box (ActiveX Control)
Check Box (Form Control)
Check for Updates
Close Al
Close Window
Collapse the Ribbon
:” Colon
® Combine Characters

RI&] E}m@D e o i

¥

x

w6 =
)

Combo Box (ActiveX Control)
Combo Box (Form Control)

Combo Drop-Down - Edit (Form C...
Combo List - Edit (Form Control)

« =

Comma

e =S SO PUI T WU CI Y 3 S

Customize Quick Access Toolbar

For all documents (default) -

B Ssave

'€y Undo |>
ic® Redo |'
Calculator

8
]

W~ o kW=

=
Q

Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

Lembaga Pengembangan Perbankan Indonesia

Pilih dan klik fungsi yang akan
ditambahkan kedalam QAT,
kemudian klik tombol Add

Customizations: g

] Show Quick Access Toolbar below the

Ribbon Import/Export = |"
|

Center for
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MODIFIKASI INTERFACE MS EXCEL

Customize Ribbon Ribbon adalah kumpulan tombol perintah pada microsoft excel yang
dikelompokkan dalam bentuk Tab berdasarkan kategori kemiripan fungsi-
fungsinya. Mulai dari Tab Home, Insert, Page Layout, Formula, Data, Review,

Ribbon dapat di update dengan cara: View serta tab-tab lain yang tersembunyi.

I. Klik File->Options, kemudian klik pada ————
pilihan Customize Ribbon =

ATAU n:-—v-H- istomize the Ribbor

2. Klik kanan pada area Ribbon, kemudian klik fng T :
Customize Ribbon -

L Main Tabs
& lL chg
[lHome

@ Jole

- ’ |

Customize Ribbon

Ig

Page Layout Formulas Data Revie

»

Customize the Ribbon... Y AutoFilter

Clipboard Collapse the Ribbon

Al \ I

s [
- [
5[]
= [ D
+ ]
= A
= By
5 [T D¢
Ha
8 [ e

Digunakan untuk Digunakan untuk —
membuat Menu membuat Group baru di U
Tab baru dalam Menu Tab ? Py
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NAVIGATE & SELECT CELLS DALAM WORKSHEETS

Ctrl End pindah ke sel yang terakhir digunakan dalam sheet

1

12|

13

(V=10 = s LT, - P L¥)

il B
.CIhiﬂg
lakarta
Bandung
Surabaya
Jogjakarta
Semarang
Bali
Medan
Padang
Balikpapan
Makassar
Ambon

14 |

Jan
4,502
1,682
1,482
4,135
1,005
4,612
2,135
4,544
2,272
4,615
3,632

Ctrl Home pindah

ke sel pertama dalam

sheet

Feb
4,162
2,823
3,440
1,707
1,830
2,131
2,582
3,387
4,343
3,652
3,819

Lembaga Pengembangan Perbankan Indonesia

Apr
3,069
3,176
1,155
2,236
4,014
4,960
2,498
2,624
4,294
2,166
1,330

I

P
e = A R A I E S T L

G H
May Jun
4 6ET 3,633
3,872 3,483
1,158 4,293
1,740 4,855

3,602 3,905
2,503 4217
4,424 4,316
2,041 3,137
1,403 4424
1,895 4,480
4,706 3,156

Cabang
lakarta
Bandung
Surabaya
Jogjakarta
Semarang
Bali
Medan
Padang
Balikpapan
Makassar
Ambon

Jul
2,568
4,254
2,483
4,600
2,105
3,152
1,366
2,822
1,875
1,872
4263

Jan
4,502
1,682
1,482
4,135
1,005
4612
2,135
4,544
2,272
4,615
3,632

Aug
2,384
4471
3,588
1,163
4,565
4,527
2,651
3,254
4,727
1,834
1,979

Feb
4,162
2,823
3,440
1,707
1,830
2,131
2,582
3,387
4,343
3,652
3,819

Sep
4,934
4,624
4272
2,891
1,299
3,657
3,895
3,998
1,670
4,312
1,631

Mar
2,049
1,698
3,207
2,661
4,297
1,976
3,765
4,116
2,448
3,672
2,940

Oct
4476
4,344
4,753
2,358
1,043
297
2,898
1,985
3,592
4,183
4,032

Apr
3,069
3,176
1,155
2,236
4,014
4,960
2,498
2,624
4,204
2,166
1,330

Mowv
4,501
3,538
4,008
3,089
4,499
4,235
4 358
2,107
3,673
3,599
4779

May
4,687
3,872
1,158
1,740
3,602
2,503
4,424
2,041
1,403
1,895
4,706

1,539
1,227
4,906
3,499
1,587
41091
3,330
1,348
4,791
4,741
1,706

Jun
3,633
3,483
4,293
4,855
3,905
4,217
4,316
3,137
4,424
4,480
3,156

Jul
2,568
4,254
2,483
4,600
2,105
3,152
1,366
2,822
1,875
1,872
4,263

2,384
4,471
3,588
1,163
4,965
4527
2,651
3,254
4,727
1,834
1,979

o

Sep
4,934
4,624
4,272
2,891
1,299
3,657
3,895
3,998
1,670
4,312
1,631

Oct
4476
4,344
4,753
2,358
1,043
2971
2,898
1,985
3,592
4,183
4,032

M

Mowv
4,501
3,538
4,008
3,989
4,489
4,235
4 358
2,107
3,673
3,599

M

Dec
1,539
1,227
4,906
3,490
1,587
4,191
3,330
1,348
4,791
4,741

4,779 1,706
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NAVIGATE & SELECT CELLS DALAM WORKSHEETS

Ctrl Arrow Keys pindah ke sel terakhir dalam suatu rentang (range)

A B

Cabang I

lakarta
Bandung
Surabaya

Semarang
Bali

9 Medan

10 Padang

=~ & LN | b

logjakarta

11 Balikpapan

12 Makassar
13 Ambon
14

o

Shift Arrow Keys memilih

beberapa/banyak sel

D 5

Cabang
Jakarta

Surabaya
Jogjakarta
Semarang

1
2
3
4 Bandung
5
6
7

Jan
4,502
1,682
1,482
4,135
1,005

C

Jan
4,502
1,682
1,482
4,135
1,005
4,612
2,135
4,544
2,272
4615
3,632

D

Feh
4162
2,823
3,440
1,707
1,830
2131
2,582
3,387
4,343
3,652
3,819

E

Mar
2,049
1,698
3,207
2,661
4297
1,976
3,765
4116
2,448
3672
2,940

Wee = gh W ode W e =

— |
-

Lembaga Pengembangan Perbankan Indonesia

F

Apr
3,069
3,176
1,155
2,236
4,014
4,960
2,498
2,624
4,294
2,166
1,330

B

Cabang
lakarta
Bandung
Surabaya
Jogjakarta
Semarang
Bali
Medan
Padang
Balikpapan
Makassar
Ambon

G

May
4 687
3,872
1,158
1,740
3,602
2,503
4,424
2,041
1,403
1,895
4,706

H

Jun
3,633
3,483
4,293
4,855
3,905
4217
4,316
3,137
4424
4,480
3,156

4,502
1,682
1,482
4,135
1,005
4,612
2,135
4,544
2,272
4,615
3,632

Jul
2,568
4,254
2,483
4,600
2,105
3,152
1,366
2,822
1,875
1,872
4,263

Feb
4,162
2,823
3,440
1,707
1,830
2,131
2,582
3,387
4,343
3,652
1,810

J

Aug
2,384
4471
3,588
1,163
4,965
4,527
2,651
3,254
4727
1,834
1,979

Mar
2,049
1,698
3,207
2,661
4,297
1,976
3,765
4,116
2,448
3672
2,940

K

Sep
4,934
4,624
4,272
2,891
1,299
3,657
3,895
3,908
1,670
4,312
1,631

Apr
3,069
3,176
1,155
2,236
4,014
4,960
2,498
2,624
4,294
2,166
1,330

Oct
4476
4,344
4,753
2,358
1,043
2,971
2,898
1,985
3,592
4,183
4,032

May
4,687
3,872
1,158
1,740
3,602
2,503
4424
2,041
1,403
1,895
4,706

MNow
4,501
3,538
4,008
3,989
4,400
4,235
4,358
2,107
3,673
3,589
4,779

Jun
3,633
3,483
4,293
4,855
3,905
4,217
4,316
3,137
4,424
4,480
3,156

N
Dec
1,539
1,227
4,906
3,499
1,587
4,191
3,339
1,348
4,791
4,741
1,706
I J K
Jul Aug Sep
2568 2,384 4,934
4,254 4,471 4,624
2,483 3,588 4,272
4,600 1,163 2891
2,105 4,965 1,299
3,152 4,527 3,657
1,366 2,651 3,895
2,822 3,254 3,998
1,875 4,727 1,670
1,872 1,834 4,312
4,263 1,979 1,631
edonesin Barking Davelozment bsitte L

Oct
4,476
4,344
4,753
2,358
1,043
2,971
2,898
1,985
3,592
4,183
4,032

MNowv
4,501
3,538
4,008
3,989
4,485
4,235
4,358
2107
3,673
3,500
4,779

Center for
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Finance
Knowledge
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1,227
4,906
3,499
1,587
4,191
3,339
1,348
4,791
4,741
1,706
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Ctrl Shift Arrow Keys memilih rentang sel yang digunakan dalam baris / kolom

A ] C (4] L A n L D t
i 1
i Cabamg T Fe Pl 7 Cabarg Aar Faln Lt
*: | [okarns a0 4 Ma 3l [omena | 4302 a3z 20m
4 Nacdora 1 paicd ZRIA ihee 4| s £l by =5} ]
% St el L ang 3,440 3xar 5| S bl 1,482 3480 3LMIT
& g 4155 1 T 2581 5 | lugjabarts 4,195 1, 00 2861 ctrl + Shift + ¢
Tmrrararg 1m0y oFe r e 1,000% 1m0 4. 7T
& Ha g a Bali el 2,15 ]
* Petae i Pes 9 Lt 2,108 2583 ), P
1 Padting 4116 | | Peteeg 1,588 1,387 4,116
ii Ml nh purar sdm [T e ] a Al 1 aan
12 (Y prmeppe L ) elgborsiar 1,6 W 1LET
11 Ayt i1} il My /] 1,633 1w 1,580
1 4

A B € C F F - H I K i L L A____ B [ 1] ' [ M K LX) M

1 = e Me A Me e M Mg See Ot New  Dee 2| [cobang Jen Beb Mar A My Jun M Meg Ses Ot New D |

& S LR LY 7048 u e &l TE 7 5a8 i s LT &40 4501 159 3| (e & 50 416F 1,048 LR EY- t Lt 1,568 3, A5 adre 4,501 LR !

1 FT L 188 BAME LETR 3 &85 & T4 L | A Gl & Rk 153 1337 4| Bardhirg 1,683 1 E23 1,698 A I BTY JART 4154 4471 A Ed LR 1538 Ll‘.l'}‘i

1 an LA4n Lor 1,188 1058 &%) FE- L] L.5am LW 4.8 8 o0 4, e s A shags 1480 1,440 Jar 1,158 1,158 4793 JAn 1.une a4rr 4,1%) 4,008 A |

a1¥s 1,707 2,661 1336 i, 780 & @35 8,600 1,163 LE 1,558 3,989 1,499 [ [Er T LS E .7 L7 1661 1.19% L7ad 4455 4,500 1063 1491 1358 15@% 1499 |

15 1LE30 s 404 1,B02 1,905 105 4,085 1,70 1,043 &g 1,547 r S wing 1,005 1,30 agar A 1,803 205 2,305 A, 965 1,108 1040 et 1587 |

LT 131 LA & B 1503 4297 3132 4537 LI 1sn 4715 4.1m ] el ABLY FAEL] 1,5 o,y 1,503 anr 4,953 4537 aar P LRE] LR |

el LY T FEE L] 5 PE5 I d &4 TE T 1,566 FEh ) 3, S 1EW 4558 iidm L ] e FAE LY 158F 1S 2408 EXF LY ER:EY 168 2451 A AN 4,458 139 |

"W Padeng A5 ALART a10m rn3a 2041 RANT TR LI L 1, .. 1.0 'I"I: Padaryg 4,308 aamr 4008 2024 1047 »aar 132 1T 1, 1.5E3 aaar 1. I

n Baihpapan 2272 £343 2848 e 1803 Lae LE7% 4717 16 1,59 4,7 U Babbpap” 1,272 343 2,448 4104 1403 4424 1,875 4727 LEM 3592 1£73 479 !

12 Pl g 415 L iy 188 1,89 & &80 1HI2 1LEK LR ¥ & 18 4, 141 12 Wllmhayear 4615 ST 383 2,108 1S LR = 1A TR 4 000 %,1H) 1509 LR i

1 Aayatayay 1642 LEIS 2 940 1,330 4 P LIS 43 1,979 L& 40z ars 1.6 13 harmdnen LEXE LS 1,540 l 1,3 o T 1,156 a4 J63 1579 Lsn 405 i T I_'mll
4 14

+ BUlus + BRul

A B C D E F i H
4
1 Cavarg 1 fun L g May s
¥ whadta a.%00 4,382 2,048 X (e oy L83
a4 Ha-ilng 1k LEX3 1698 2176 LET2 3 &h3
§ T AT 1,882 NA40 L Jor s 1.1%H & 7%
&

oganacto 413 L7 2681 % 1 P40 LES5
7 Lerrararg 15 1L 50 4,-.+ 5 it b, s,
a Hat 4612 i L9978 L] 1509 amr

5 Pt FEL . 1583 & aps 4518
1" Padeng 4 %44 a7 4118 Fna4a P LR g
m Baibpeapan 1LITR a343 L adE [ 1 &35% R
14 UL P R A BTS LSS LBFy I 18 1.5 £ 280
11 Al G ET L] 7 940 1,330 4 P0G 1156
14
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1499 ASI  ABE] 2049 A0 ASE?  AB31 258 2384 ABM  AAm as0l 1508
1,227 1683 281 1688 3178 3471 3483 0 4254 4AT1 46 &34 3538 1227
4,500 1487 3440 e L1 LI 4 2am ASE  4FT? 4TI A0OM 4800
1499 453 L0V 2881 22W L0 4SS 4500 L1183 28 FELT T .
1,587 1005  LANY AT A4 bl LMS 26 40es 100 1043 4eee 1580
1191 a8z uam 1978 490 2500 2 A317  ANS2  ASI7 AT RSTL Az
5,399 m 1sm L6524 4AM 436 1388 26M ims  rEw 43se 1399
1.8 A% LI Alle 26 2041 LI A2 ADA 1eWm 18 2107 L8
479 237 A3 JMA A 1A0] A4 LETS  AT7 1M 150 2 1ET1 4TH
4,741 2 4815 aess 15T)  138A 1M aAm)  LAT2 LM 432 amm 1se a0
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FUNGSI DASAR EXCEL . . Same it . e i G s, S o e, e 3 i s e B

1
F
3
l. COpy Paste Value 5 Aceh 4364 10M Mu 2307 2807 3411 1185 4043 3181 1497 1658 428 13
& Surmaters Utas 460 1526 4922 1,5%0 1.45% 4,736 1,013 1.097 .08 21895 1958 3,689 | 33838
7 Sumaters Bae st 2817 1415 2008 4,197 2588 2097 2501 2,108 1915 2,662 4470 AAS7 | 34033
L ] Meain 76 i
N - AN b An2 awe 2w AW 1 ime 4wz awe 2  iom| sem
10 Sumaters Selatan 1,948 3,755 2530 3576 2597 1120 4149 2953 2529 1047 1561 4312) M
11 Benghuiu 31685 1573 2621 4,682 4883 1,865 3304 1,254 2,300 4577 4883 1,415 ] 37.042
12 Lamgung 2,561 1815 1513 3.730 4436 12719 2019 1,966 4417 4,865 1459 1632 LTex
13 Kepulausn Banghs Relitung 1420 L. k] 2945 2,383 1091 4,008 1.5%4 3,275 106 3,346 21,900 4860 | 34821
14 Kepulsuan R 1] 17 239 1 7 181 1,891 35| aoan
15 Totsl 9,554 15,060 31584 31,990 . 30,853 22.90% 22,533 L1886 28,291 n7. 31,798 IMI
1 Pilih cell C5:N14 kemudian Copy (Ctrl + C)
L Q L] s 1
; alb A A $S% @
(BUIED A AT erm—
T = 2 Pilih cell RS kemudian klik Kanan dan pilih
7 "
2 5 PusteOption Paste Special
= % LA i) 1 | o
12 Faute Specus L]
13 . b Ca
14
Dielete - - - - 1 - -
— [— Tip: Untuk shortcut menampilkan Paste Special bisa
17
- ‘== .. . dengancara menekan tombol ALT E S atau CTRL ALTV
M0 X el et WEEA ——————————
11l e Comyrens i 1526 4972
2 & tomacen b e
14 Palg From Deop-down List 1302 JiE 3Tz
e Cefirne Mgerre w8 1SS 1530
=8 s o =
In Eplode 420 ARDY 1945
79 T — ey 1263 L4459
S et & S LI v nowledge - N\ LPPI
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FUNGSI DASAR EXCEL ... 7 X

Paste
I. Copy Paste Value Al Al using Source theme
Eormulas AN except borders 3 Pilih Value maka akan ter-copy Value Only
® Yalued Columa widths
r—y Fogmulas and mumber formats (Format tidak terbawa)
Comments Valyes and number formats
Validation f
Oper ation
*) None Multiphy
A0 Orvide Shortcut:
ezt ALT E S V [Enter]
[ | Skip blanks || Transpose

Center for
IFNIE Sustainable 4 U
W’WW‘FMW Finance —
sdonesan Berking Develogment bsfbte. e - LPPI
ARERIE REMNG

Knowledge MOBILE
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FUNGSI DASAR EXCEL

E F

1
2
3

I. Copy Paste Value g
5 Aceh 4363 1044 3488 2307 2907 3411 1185 4043 3181 1497 1658 4,218| 33,303
5 Samatera Lara 469 1526 4912 1550 1495 4,736 1,013 1.097 3080 3,895 1,958 3,689 | 33,655
7 Sumaters Barot 2617 2415 2006 4197 2588 2397 2501 2108 1935 2662 4470  3357| 34383
3 Riau 1557 2358 4390 137 1608 4861 2246 1694 3475 1345 4161 1755 30,828
3 Jambi 3302 3418 32 3906 2110 4147 218 1,156 4562 3,166 3515 1,020 | 36,697
10 Sumatera Selatar 1943 1755 2530 157 2697 1,120 4149 2953 2629 1,047 1,561 4312| 21
11 Bengeulu 3685 1573 2621 4582 4883 1,865 3304 1,254 2300 4,577 4,883 1415 37,042
12 Lampune 2561 1815 1513 3730 443 1279 2079 1966 4427 4855 145 1602]| w7
13 Kepu'auan Bargka Belitung 1420 4893 2945 2383 1091 4,098 1594 3275 2,016 3,346 2,900 4850 | 34821
14 Kepulauan Riau 3405 2263 4459 4683 3517 2939 2551 2987 4181 1891 3169  4435| a0.am
15 Total 29554 25060 32586 3390 27332 30453 1295 22,533 32,186 28,291 9,7M 31,793 345,217
16

4 Cara lain copy paste bisa dengan memilih cell yang akan dicopy - plih Cell
C5:N14 kemudian klik kanan pada ujung range yang dipilih kemudian Tarik ke

cell yang dituju

Pendapatan

Aceh

Sumaters Utara

Sumateéra Barat

Riau

Jarmba

Sumaters Selatan
Benghuly

Lampung

Eepulsuan Bangha Belitung
Kepulauan Risu

Move Mere
Copy Here
Copy Hete a1 Yahues Only

Copy Here a3 fFormats Only

Totl : : -

Pendapatan

ban Feb Mar
4304 1044

1526

2415

2358

3418

Aceh
Sumatera Uitara
Sumatera Barat
gy
Jaribe

4922
2006
a0
mna

617
1557
1302

I5 Lembaga Pengembangan Perbankan Indonesia

May hun
1307 1ar 3411
1550 1495 4716
197 bt ] 197
1176 1608 iBsl
06 2110 4147

Lirk Here
reate Hyperiank Here
heft Dowens aind Copy
M ey Raght and Cog
1185 L] Shutt Down and Mowe
1013 u
7501 3 Fy 3 ] Mionw
WE U cpe
1183 lise DL 3100 331

ot PAODESN BN EISMENE S LAY

L 48 Total

33303
13655
34153
wWale
57

4218
Has
“sr
1755
1020

5 Kemudian pilih Copy
Here as Value Only

LPPI
MOBILE

( Knowledge

cane bon
ARERIE REMNG



FUNGSI DASAR EXCEL . *

2,697

1,091
3517

EE ) B
4,736
2397
4861
4,147
L120
1.865
1279
4.058
2939

1,185
1013
2501
2.2496
2,283
4,149
3,304
2079
1554
2551

3275

3475

2629
2300
4427
2016
4,181

4577
4865
3346
1891

1958
4470
4161
3515
1561
4883
1459
2,900
3160

4218
3,689
4457
1,755
1020
4312
1,415
1612
4,860
4435

Birgiscizeg

30853 22905 22,533 32,186 28,291 26,734 31,793 345.217

2. Copy Paste Format 19
23 - 4,364 1,044 3,488 2,307
21 vera Utara 4,694 1526 4,922 1,550
22 atera Barat 2,517 2,415 2,006 4,197
23 Riavu 1,557 2,358 4,390 1,376
2 : 3302 3M8 372 3%6
25 natera Selatan 1,948 3,755 2,530 1576
26 Benghulu 3,585 1573 2,641 4,682
27 Lampung 2,561 1815 1,513 3,730
28 Kepulauan Bangia Belitung 1,420 4,893 2,945 2383
2 - Fiau 3406 2263 4459 4583
30 29,554 25060 32586 32,350 27,332
1 pilih cell B19:030 kemudian pilih Format Painter
E o6 GEEY -
Home Menu Insert Page Layout For
‘.‘._'h
. & Cut Calibri Jun ClAC,
— &y Copy -
Paste B [/ L! - v e A
v J Format Painter bk -
Clipboard Font
B19 v I~
A | B C D
16
17 2 Copy Paste Format
18
19
20

16
]

Lembaga Pengembangan Perbankan Indonesia
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FUNGSI DASAR EXCEL . ° ° d S S N A T N

=
Sl

2. Copy Paste Format ] Tora
20 1330 Aceh 4,364 1,034 3,488 2,307 2907 3411 1,185 4,043 3181 1,497 1,658 418 33,303
21 33,855 Sumatera Utara 4654 1526 4522 1550 1455 473 1,013 1097 3080 3895 1558 3689 33,655
22| 34,383 Sumatern Barat 2,617 2415 2,006 4,197 2568 4,397 250 2,108 1935 2,662 4470 4457 34,353
23| 30,826 Risu 1,557 2,358 4,3%0 1375 1608 4851 2,146 1,594 3475 1345 4,161 1755 30826
24 36,697 Jambi 3,302 3418 3,712 3,905 1110 2,147 2,283 L156 4962 3166 3515 L020 36,697
25 nm Sumsters Selatan 1,948 3,755 2,530 3,576 2657 1120 4,149 2953 2,629 1,047 1,561 4312 2277
25 | 37,042 Bergaulu 3685 1573 2521 4,582 4883 1,855 3,304 1,254 2300 4577 4,583 1415 37042
2] sL82 Lampung 2,561 1815 1,513 3730 4436 1279 2078 1966 4427 4865 1,458 1632 s.782
28 341 fepulavan Bangka Bebtung 1.420 4893 2,545 2,383 1091 4098 1,594 3,275 2016 3346 2,500 4,860 34,821
25 <081 Kepulavan Riau 3406 1,263 4,459 4,683 is17 1939 2,551 2,987 4,181 1891 369 4435 40481
¥ 5217 |[Totl 29554 25060 32585 32390 27332 30853 22305 22533 32186 28,391 29733 31793 susass

31

2 Letakkan pada cell Q20 maka format akan
menyesuaikan format yang sebelumnya kita pilih
menggunakan Format painter

Tip: untuk melakukan multiple Format Painter bisa dilakukan dengan
melakukan Double Clik pada Format Painter

Shortcut:
ALT ES T [Enter]
O R Lo ( Knowledge csu 501 N\ LPPl

17 Lembaga Pengembangan Perbankan Indonesia B & ewcs MOBILE
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FUNGSI DASAR EXCEL A »

c D f f G H I | K L M N o 1 Pilih ce”

1
12
. 1 .
3. Copy Paste Link ™ T I Dec C35:N44
B Aceh 4354 10 1488 2307 2907 3411 1185 2 4DA3 1181 1497 1658 4218 33,308
36 Sumaters Utara 469 156 491 1550 1495 4736 1m3 1097 3080 3895 1958 1689 3ness kemudian
37 Sumaters Barat 3617 415 2006 4397 2588 2397 2501 2108 1935 2662 4470 4a57| s
L ] Risu 1,557 2358 4190 1,376 1,608 4,861 1,146 1504 1ATS 1,045 4161 1,755 | 30428
" Jarmibe 3,302 3418 am 1,906 2110 4147 ,m 1156 4,962 1,166 3,515 1,000 | 36097 C 0
&) Sumaters Selatsn 1,54 1755 1530 1,576 2597 1,120 4,149 1353 2629 1047 1,561 4| sam pv
41 Benghuly 3685 1573 2621 4682 ABE) 1865 3004 1254 2000 4577 4sa)  1415| drea2
47 Lamigang 2,561 1815 1513 7m0 4436 12719 201 1966 47 4865 1459 1512| 316
41 wepulum BangkaBeltung| 1420 4803 2045 2,383 10001 4098 159 3275 2016 3,046 2900 4860| a2
8 Kepulsusn Risu 17 1907 em 40,481
5 Toul 29,554 15060 51586 %390 2738 mw u.llsw 2253 3,186 28291 297M 5,78 M57
Paste Special ! A 2 . .
v Pilih cell R35 Klik kanan kemudian
(oA () Al using Source theme HH : e :
o et pilih Paste Special - Paste Link
| Yalues () Column yyidths
) Formats () Fogmulas and number formats Shortcut: ALT E S I_
() Comments () Valyes and number formats P
| Validation '
R35 v (;535'/)
ql;-um Q R ' u v W X | v | 1 A AB AL AD
(®) Ngne 33 Perdapatan
0) Sublract 35 Aceh 4354 1044 3488 2,307 2907 3A11 1185 4043 3181 1497 1658 4218 33308
36 Sumatera Utara 4694 1,526 4922 1,550 1495 4,736 1013 1,097 3,080 31895 1,958 3689 33,658
(] Skip blanks 17 |Sumatera Barat 2617 2415 2006 4,197 2588 2,097 2501 2,108 1935 2661 4470 4457 3438
. 3 Rau 1557 2358 4390 1376 1608 4861 2246  159¢ 3475 1345 4261 1755 3082
(/PII!LH'* ) 38 Jambi 3302 3418 n: 3,906 2110 4,147 2,283 1,156 4,962 3,166 3515 1,020 36,697
40 |Sumatera Selatan 1948 3,155 2530 3,576 2697 1,120 4149 2,953 2629 1047 1561 4312 2.2
N 41 Benghulu 3685 1573 2621 4682 4883 1865 3304 1254 2300 4577 4883 1415 37,042
47 Lampung 2,551 1815 1513 3750 4435 1279 2073 1,366 4427 4855 1459 1632 31,762
43 Kepulauan Bangka 3elturg 1420 4893 2945 2,383 1081 4,098 1594 321 2016 3346 1900 4850 34821
42 Kepulauas Rau 063 4 7 2,939 1 2,387 181 1 168 4435]| 40431
45 Total 29,554 15060 32586 32350 27332 30,853 22905 21,533 52186 23291 29734 31793 345,217

18 Lembaga Pengembangan Perbankan Indonesia
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4. Copy Paste Right &

FUNGSI DASAR EXCEL

1 Pilih cell C50:N59

kemudian tekan Ctrl + R,
maka akan tercopy dari

Column C sampai Row N

2 Pilih cell C65:N74

kemudian tekan Ctrl + D,
maka akan tercopy dari

row 65 sampai Row 74

4,
a
L
L]
w0 Aoy 4364
51 fumatena s LI
D own 12 Sematers barat 1817
19 L] 1557
o [P 1301
3 famaters wlal w 1542
“ L 110 5]
57 Lampig 154
“ Fenda e Pangha Red g 140
“ Ko nida e Bims 1408
2] Total 8554
A B C ] I ¥ G M K i W N 0

bl

62 5 Shenaut - Copy 19 Down

(] P rad AT B0

[ e

B Acehy 406 1,042 L4 1307 %07 A LI apd) Ln 1497 1558 4218

3 Sumatera LA

[ Seraters Ba

(L] LT

5] larrds

0 fuaatera wrlatan

n Barghuby

n [

n Kepmdauan Rargia Bedling

L] Cepdpuan Bay

o] Totsl a4 1,044 1488 %7 197 1411 LI 4043 Ln La8? 1658 s

19
]
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FUNGSI DASAR EXCEL s

7
-}

5. Multiply Data e

81
82
83
B4
85
85
87
88
89
o0

20 Lembaga Pengembangan Perbankan Indonesia

Acen 4564 1,044 3488 2,307
Sumatera Utara 4594 1526 45922 1,550
Saraters Barat 2517 2415 2005 4,197
Faau 1557 2,558 43590 1376
Jamki 3,302 3418 3712 3,508
Samarters Selatan 1,848 3,755 2530 3576
Benghuu 1585 151 25621 4,682
Lampung 2561 1815 1513 3,730
Eepulauar Bange Beltung 1,220 4593 2,945 2,583
Kapulauar Riau 3,406 2,363 4,455 45683
Torl 29,554 25,060 32,585 32390

1 Pilih cell D77 kemudian

2 Pilih cell C80:N89 klik kanan kemudian pilih Value dan

2,907 3211

1,495 4735
2588 2397
1,608 45861
2110 4,147
2,697 1120
4583 1865
4,435 1275
109 4,098
3517 2933

1,185

1,013
25m
2,246
2283
4,345
3,504
2075
1,594
2,551

27,332 30,853 22,905

copy

P - Y I ' A 1Paste Soedal ?
] ) Prsie
1
CBO - &£ & M 50g Source theme
A 8 c W Al rxzect borders
* alies ) Coumn ya-the
£ Mtiphy Data :‘-':::‘ m Fopmulss and murber Formats
- Catar - -
 — . T e R AR 87
Acwh L3564 ! vl idation Al ~ e o con iora form
wraters LMara & i Cper otior
Swarriater s Barat Fi b G Y
G au 1557 e < il
Jamibi 3302 | gd b -
Seusters Sedatan 1945 | St
Senglulu 5,685
Lampung 15618 ) skip blanks Trarsocse
Leprokaiian Baigsa b liturg 142¢
Lepkaiian B 1408 [——
Tl w38 (O] e

4043
1097
2,108
1694
1158
2953
1254
1968
3ars
2,987

22533

3,181 1,497
3,080 1,895
1935 2662
3475 1,345
4962 3,168
2528 1,047
2,300 4577
4427 4,865
28 3,346
4,181 159

32186 28091

«8 =8 Co~ditons oIl el
36 o0 F

-

Foratrg = a5 Tatke = Sivies -

o

15658 €218 33,303
1958 3685 33,655
asm 24457 34,353
4,161 1,755 30.826
1515 1020 36.687
1561 4312 I
4583 1415 37.082
1455 1632 .me2
2900 cE60 34821
3,165 £635 40481
29,734 3L,793 345217
Dwlrte Format
0 P

Multiply, semua cell di C80:N89 akan dikali dengan 1.1

edonesin Barking Davelozment bsitte L

EE ~HBE B
|CDIF) gl T olgnat v e

Shortcut:
ALT E SV M [Enter]

QuUsSTAINaDIe H l '

Finance
LPPI
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9 ERBERSHp ¢ ETMS MOBILE




A ] ; D [ € | ¢ G " i [ C L ] 4 o
FUNGSI DASAR EXCEL B Gepuisusn Ry JAOK 1M A4 A8 LS 29W 2351 107 A1 LML LI 448 s
® T S 2060 NLSM6 1080 73N J04SY 22905 ISE) NMLISE A1 PRTM NI sesess
" ”
N 1 Pilih cell D92
. ° == &
6. Divide Data - - R —————
¥ | T A 50 " " T 0 L r A . I .
W Sumsters Utany A8M 1536 4921 1580 1495 47M 10013 1007 N080 0095 195 A6  JA4SS ke mu d Ian CO py
97 Sumaters Barat 2617 2415 2006 4397 2588 2390 2500 2008 1995 1662 44 4487 JAIS)
™ 1557 2350 430  13% 1800 ASEL 234 18M 3475 1MS 4361 1738 oA
W e A2 341 371 3906 2110 4367 1383 LIS6 4962 3066 3515 100 6
W Sumaters teintan 194 4785 2580 ASH 187 11X 438 2988 289 107 181 4 nam
01 Senguuiy ASES  LST3 2631 AR 4SS3 1865 3304 L1384 1300 457 4ms  Las 30a
192 Lamouny 2561 LMS 151 4730 443 LI 200 1985 4417 aset 148 18W SN
108 EepuisussBangiaBeln 140 4S9 IS 1M 1091 400 15 5275 2036 5346 1900 4880 SN
14 Gepuisusn Risu 3406 126) A4S  ASE)  3NI7 2909 2551 2947 4181 1081 3180 44N eAm
1 Tew 238 B0 SIS K0 173N MUY 22906 2ASH0  NLISE  JRISL DA SIS dease
108
[ 2] Lepu Busn Risy 3,408 1.263 4459 4683 3517 199 2351 1987 LR1 H L9l 3189 4435 saas
%0 Total nan \ .90 253! d 3 LT LT
9 ? *
'1 - -
" | 2 Paste special - pilih
: . () Ml g Source theme
% 1550 O Al egceot borders 3368 s 4 HY'H
| 1% S se - Value - Divide
“_; 1557 1376 (O Fogmuss and rumber formars | 3082
3302 5,908 valuss rumber formets %89
lw| m m D u - “ - e + -t m,
m. w w O orehbonal formaty jl‘.ﬁl
02 lampung 2561 LS 1513 A7 4408 | Operaton i
108 tepuisvanBangrater] 1420 amn 285 2388 1001| (g o na
104  Kepulauan Risu 24082263 as30 asm  MSIM ), w 4048
105 Total M5 5060 30586 100 173N mmn
108 O gbract
107 8 Comy Padc Pichers .
io8 sy Orerwene Shortcut:
109 -
110 4364 1044 3488 2307 2807
m Sumaters Utars 4B L3526 4922 1,550 1455 3165 ALT E s V l [Ente r]
Sustainable o
??E’“@&U‘E&”E ' Finance u
. edonesin Barking Davelozment bsitte L Knowledge - LPPI
21 Lembaga Pengembangan Perbankan Indonesia B & ewcs MOBILE




FUNGSI DASAR EXCEL

71.Transpose Data

22
]

C138

Paste Special

Paste
OF]
O Formuas
Q values
O Formajs
O Comments
(O vaidatiog
Operation
(® Nore
O agd
QO subtract

(] Skip blanks

Lembaga Pengembangan Perbankan Indonesia

() All using Source theme

(O Al except borders

(O Column widths

(O Formulas and number formats
() valyes and number formats

All mergng conditional formats

1 Pilih Cell C138:N138 kemudian Copy - pilih
cell Q138 kemudian Paste Special - Transpose

2 Hasil copy akan berubah dari horisontal
menjadi Vertical

Shortcut:
ALT E S E [Enter]

u o g FEI AR L T
M edonsian Barking Develosment bsfide

Finance
Knowledge

A
LPPI
MOBILE
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CUSTOME FORMATING

Format Cells ?

Humber  Alignment Font Border Fi Protecton

Category: . . z

== o mge . Tampilan Format
Currency ~. wee - yang akan terlihat
Accourtng - Fype T —

E::r: .‘- '._#lﬂ.l »

Percentage “tGeneral

Frachon 0

St 00 Custom Format

&, &20.00
h 2,000 );(»,220)

&, 080 );[Red)(s,880)

#,##0.00 );(#,#20.00)

#,220.00_);[Red](=,220.00)

§=,0:0 ) (52, 2m0)

|$2, 880 _);[Red]($5, #20)

Dehete
Type the number format code, usng one of the exsting codes as a startng pont.
o] coen
10,000 # ##0,
10 #, ##0,,
10 M #,##0,, "M"

Total 10 M "Total: "* &, #%0,, "MMenampilkan Format angka dalam Jutaan dan dengan tambahan Text M dan Total di depan angka

1 Kita bisa melakukan custom
format / menampilkan format
dengan tampilan yang kita
create sendiri dengan
menggunakan Format Cell >
Custom kemudian rubah
sesuai tampilan yang
Diinginkan. Tekan Ctrl 1 untuk
menampilkan Format Cells

Menampilkan Format angka dalam ribuan
Menampilkan Format angka dalam Jutaan

Menampilkan Format angka dalam Jutaan dan dengan tambahan Text

2 Custom Format dan Tampilan yang akan muncul

Lembaga Pengembangan Perbankan Indonesia
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A | B c D
1
2 Masukan nama Provinsi
3| 1 1
4
-
o * . . .
7 Data Validation digunakan
8
9 untuk memastikan bahwa
10 i
37 data yang akan dimasukkan ke
= dalam worksheet kita sudah
benar (Datanya valid)
Data Vahdation ? %
Settings  InputMessage Error Alert
Valdation aiteria
| o ——’;) 5
N ust vt 1] Ignore blank
PereaeS FA tn-cell dropdown
D tvnten
_fowee ————1
(| =sFsusFsn . >
g (o] ome

24
]

DATAVALIDATION

Data Validation menggunaka

n List

Lembaga Pengembangan Perbankan Indonesia

Aceh

Sumatera Utara

Sumatera Barat

Riau

Jambi

Sumatera Selatan

Bengkulu 3 an
Lnpeng B
Kepulauan Bangka Belitung  « owacans
Kepulauan Riau

aiaF e

H i

2 Kemudian masukkan
Source F3:F12

1 Pilih cell B3
kemudian masuk Data
> Data Validation > List

CrimwpE e o Chanry 20 s
- |y LN
2 p- =P B
= " L
Dta Comnpbaaty What # S |

Cwsdatean - Ay -

Diats vkl abai.

Frrerrt rwsnd dat s froem Being | 9
teied Sbs 8 el

Far puamgle potg (oubd reped

S R TR EE P TR S
Fiaer 1000
w i S 1orie Pl 10 B

i g & SropSoan bl of
wury you 19y

E Prew 11 hon et

IFNIE
G e e

edonesin Barking Davelozment bsitte L

0
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DATAVALIDATION

Data Validation menggunakan Between

A | B G D E F G
13
14
15 Masukkan angka antara 2000 - 5000 Batas bawah
16 | | | 2000
17 Batas Atas
18 1 Pilih cell B16 kemudian Data > Data 5000
19 . .
== Validation > Wholenumber
Data Validation ? X
Settings | InputMessage | Eror Alert 2 Pilih Between
vakidation criteria kemudian masukkan Data Validation menggunakan Between
Allow: . data atas dan data )
Whole number v| [ ignore blank haursh Masukkan angka antara 2000 - 5000 Batas bawah 3 Data bisa masuk
| Data— - 00 sesuai dengan Range
C be ~ ol Batas Atas
T — — 5000 Batas bawah dan Atas,
Minimum: o
=16 |
Maximum:
=F18 & A 8 C [ . F
13
Apply these changes to all other cells with the same settings 1
~ A MR e 4 Apabila data tidak
= e o
i NA——— ; w0 sesuai akan muncul

6 The calue you, eriered & "ot

A e M oA caes Tt e Be erdered rie Tuoel

5
2 | CED s (e

Center for
: Sustainable :
M"MMW RELETER Finance —
edonesin Barking Davelozment bsitte L LPPI
Knowledge

LeADERSp £ ETu1cs MOBILE
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DATAVALIDATION
Data Validation - Menampilkan Input Message

.DIII Validation ? b4

mﬁfﬁmmt
Ewmzwmwﬂm

When cell s selected, show thes input message:
Tite:

Input message:

e ]| o

.DIII Validation ? b4

Settings Input Message  Error Alert
[] ghow rput message when cell = seleacted

When cell is selected, show this nput message:
Title:

Irout message
Masukkan data antara 2000 sampal dengan 5000

e [ ] ame

LE€MDaga rengemoangan reroankan inaonesia

1 Untuk memastikan 3 Input message akan
bahwa data yang akan muncul setiap kali cell
dimasukkan benar, kita tersebut ditunjuk /
bisa menambahkan Aktif

Input Message,

. 22
sehingga data =
dimasukkan dengan =
25 Menampilkan Input Message Batas bawah
benar % | I—
27 g [T Batas Atas
28 antara 2000
29 uf_lipau dengan
w 5000
31 Menampilkan Effor adert Batas bawah
32
2 kita bisa
menambahkan

message sesuai dengan
batasan yang sudah
kita set pada data
validation

Center for
Sustainable
1 M’W‘ J ‘WWW Finance
edonesin Barking Davelozment bsitte L
Knowledge

cane bon
ARERIE REMNG
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DATAVALIDATION

Data Validation - Menampilkan Error Alert

Menampilkan Error Alert Batas bawah 1 Kita bisa merubah
2000
Batas Atas tampilan Error Message
o dangan menambahkan
message di Error
Message
Data Validation 7 X

Settings mm( Error Alert )
~—
[ Show error alert after invalid data is entered

When user enters invalid data, show this eror dlert: 2 Apabila terjadi kesalahan dalam

Style: Title:
o Bl (&re memasukkan data maka error alert
) _—Error message: 1“"&.__\ akan muncul sesuai dengan message

1" Data Salah, mohon cek kembai| )
S

yang kita inginkan

L Finance

et bsfitte L LPPI
Knowl o
owledge e & ey mMoBILE

Center for
[Ex] (o= ] [ ure Q ‘Qz )
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CREATE & MODIFY TABLES

Smart Table

1. Klik sembarang sel pada area table, kemudian klik tab menu Insert — Table
ATAU gunakan shortcut Ctrl T

28

Create Table ? x

- g Onbina

e 15! Shapes Where is the data for your table?
PrectTabke ‘“:i.:,‘::mm Putares | mw t |

ks i
[] My table has headers

B3 ¥ I

— | -
1
2 ] Manth 2016 2017
3| [san 27,474 81,767 .
4 Fab 22674 70,806 > Klik Ok
] Mar 35477 12,613
6 A 29 | 28003
T May 31491 | 31,090

n F - "
o Le | 3. Klik tab menu Design, pada
-] 2 ATy |.-" (F R i — — [+ W
baglan Table Name ketlk Is" Summmarize with Protlabie = | Header How |
B8 Remowe Duplicates » Total How |

Lembaga Pengembangan Perbankan Indonesia

Budget kemudian tekan Enter
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= Insert
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FUNGSI DAN FORMULA EXCEL

I. Fungsi Auto Sum

1

A B C D - F G
1
2 Customer a1 Q2 Qs a4 Total
3 Aceh 2912000 19,162.00 19.219.00 13.240.00
4 Sumatera Utara 1515400 24516.00 29.110.00 28.228.00
5 Sumatera Barat 12,005.00 20,728.00 25.454.00 28,650.00
6 Riau 12,724.00 20,714.00 16,965.00 19,777.00 1 Blok Cell B15:E15 kemudian tekan Alt + =
7 Jambi 29,893.00 25,585.00 15,244.00 22,373.00
B Sumatera Selatan 19,505.00 26,123.00 14,484.00 25501.00
- Bengkulu 13,074.00 10,495.00 21.567.00 12.334.00
10 Lampung 1281800 2683500 289548.00 11.872.00
11 Kn!'pulmnhrgh agmur‘ 24.981.00 16,197.00 19.031.00 16.269.00
12 Kepulauan Riau 24.555.00 19.244.00 12.817.00 15.713.00
13 DK Jakarta 27,825.00 26,673.00 21,549.00 20,681.00
14 | jawa Barat 23,815.00 26,861.00 20,381.00 22.299.00
15 Total [ 1
8 C o F G
15
36 Customer
37 Aceh

38 'Sumatera Utara
39 Sumatera Barat
40 Riau

41 Jambi

42 Sumatera Selatan
43 Bengkulu

44 Lampung

45 Kepulauan Bangka Belitung
46 Kepulauan Riau
47 DKl Jakarta

48 Jawa Barat

49 Total

L]

2 Blok Cell B37:F49 kemudian tekan Alt + =
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I. Fungsi Auto Sum

@d9-c

Fibe Home nien

Fundion - Used =
E Sum
f Average
Count Mumbery

51 Auto- M
52 Min
53 Custo
54 Aceh
55 Sumatera Utara
56 Sumatera Barat
57 Riau
58 Jambi
59 Sumatera Selatan
60 Bengkulu
61 Lampung
62 Kepulauan Bangka Belitung
63 Xepulauan Riau
64 DKI Jakarta
65 Jawa Barat

More Functions

Page Layout

£Z@ 8@ ﬁﬁﬁﬁ

LT ] AutoSum Recently F-mn(:-tl w-;pw

TEOWS- s

Fotmuilas

Trrt Date & Lookup &
Time = Reference =

Fundction L cu1,

£ 29120

FUNGSI DAN FORMULA EXCEL

Cata Review

Mate

Math More Name
& Trig = Functions =

L' of ,—.u- Mames

Developer add-lng
) Defirve Name
& Use mn Formul

Manager i Create from §

[l ¢

Q2

Q3

Q4 AlreraE

29,120.00

19,162.00
%m

728.00
20,714.00
25,585.00
26,123.00
10,495.00
26,835.00
16,197.00
19,244.00
26,673.00
26,861.00

19,219.00
29,110,00
25,454.00
16,969.00
15,244.00

21,567.00
28,548.00
19,031.00
12,817.00
21,549.00

13,240.00
28,228.00
28,650.00
19,777.00
22,373.00
25,501.00
12,334.00

16,265.00
15,713.00

22,299.00

67

3 Blok Cell B54:F65 kemudian pilih Formula -
Autosum - Average
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FUNGSI DAN FORMULA EXCEL

2. Fungsi Matematika

Operator-operator ini digunakan untuk melakukan operasi matematika dasar seperti penjumlahan, pengurangan,
perkalian, dan pembagian:

Operator Meaning Formula example
+ (plus sign) Addition =A2+B2

, . Subtraction =A2-B2
- (minus sign) . . . . :

Negation (reversing the sign) =-A2 (changes the sign of the value in A2)

* (asterisk) Multiplication =A2*B2
/ (forward slash) Division =A2 /B2
% (percent sign) Percenta =AZT10%

er Ign rcentage _

P 8 8 (returns 10% of the value in A2)
A (caret) Exponential (power of) =A273
P P (raises the number in A2 to the power of 3)
31 Lembaga Pengembangan Perbankan Indonesia Krowledge et MOBILE




FUNGSI DAN FORMULA EXCEL

2. Fungsi Matematika

A B @ D E F G H . I

1 |
ddiad i =(C3-D3)/D3

2 Branch This Year LastYear tolY Co
3 Jakarta 41.32 M 45.77 M -1 1
4 Bandung 4247 M 27.26 M 56% 11%
5 Surabaya 11.17 M 27.41M  -50% 3% =C3/$CS14
6 Jogjakarta 22.29 M 49,48 M -55% 6%
7 | Semarang 4483 M 39.51 M 13% 12%
8 Bal 26.12 M 16.47M  59% 7%
9 Medan 3432 M 4941 M -31% 9%
10|  Padang 37.42 M 23.10 M 62% 10%
1n Balikpapan 39.93 M 36.04 M 11% 11%
12 Makassar 44.15 M 15.74M  181%  12%
13,  Ambon 26.58 M 49.75M  -47% 7%
14 Total 370.61 M 379.94 M -2%  100%
15

Center for
e 1= Sustainable :
e e e Finance —
edonesin Barking Davelozment bsitte L

H Knowledge cansason LPPI
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3. Fungsi Logika

33
]

FUNGSI DAN FORMULA EXCEL

B sl 2noun B b R ==

ZR=3e

BENERREBREBEEESSGE

A B c D E G H [ [ K L
1 IF Function
Description Budgeted Actual |Status
Expense 1 5 80000 | 5 92158 |Within I!-udE""l
Expense 2 5 375.00 | 5 324.98 |Over Budget =IF(C5<D5,5B8513,5B8514)
Expense 3 S 150005  128.43 |Over Budget
Expenze 4 ] 15000 | 5 174 38 |Within Budgst |
Expenze 5 5 80000 | 5 634 67 |Within EL:_IE
Ayles:
Status Description
Wilhin Budpel | If budgeted /s legs thon ocluel
Over Budget If budgeted is greoter thon oclual
2 IE Fynction with AND Criteria
Name Score 1 Score 2 |Result |
lehin 93 80 |Fail -
David 50 51 [Pass =IF(AND(C19>=60,019>=90),58527,58528)
Abige | o8 75 |Fail
Thomas 79| 9= |Pass
Linda 41 33 |Fail
Hulex
Result Description
Pass If Seore 1 s greater/equal than B0 AND Score 2 s greater/equal than 80
F ail If the obove conditions are not met

Lembaga Pengembangan Perbankan Indonesia

m.wmu twvwm

edonesin Barking Davelozment bsitte L

0

Center for
Sustainable
Finance
Knowledge

o

LPPI

LeADERSp £ ETu1cs MOBILE




FUNGSI DAN FORMULA EXCEL

3. Fungsi Logika

34
]

30

3N

B[ 2[s2 102 (0] &[5 2 e [ 2 [ [ e o e

3 IE Function with Of Criteria

7 =IF(OR(C33>=60,D033>=60),58541,58542)

Name Score 1 Score 2 [Result
lohn a3 80 |P=ss -
Dawid B0 91 |Pass
Ablgall 58 75 |Pass
Thomas 79 24 |Pass
Linda 41 33 |Fail
Hules:
Resalt Diescription
Pass If 5000 1 & greater/equal thon 60 OR Soore 2 15 greater/equal than 60
Fall if the above conditions are not met

4 IFERROR Function

Froduct Name This Year Last Year % Variance
Product 1 2 432 & 447 ~45_75%]
Product 2 3323 .

Product 3 3,840 3311 19.00%
Product 4 1601 -

Product 5 3191 & 499 =29 .07%
Formula

% Varlonce = (This Year - Lost Year) / Last Yeor

Lembaga Pengembangan Perbankan Indonesia

=IFERROR((C47-Da7)/D4a7,"")
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FUNGSI DAN FORMULA EXCEL

4. Fungsi Text

35

v W N = D W~k Wh =0 OO0 = hWuv Wi

36
7
38
39

4|

S SN W bW

A B C D E F G H I J K L M 0 (3

1 CONCATEMNATE Function

|First Name Last Name Full Name

Willism Henry William Henry =CONCATEHATE(BS," ",CE’ OR =Be&" "&CHh

Dave Lombardo Dave Lombardo
7 LEFT, MID, RIGHT Functions

Full Name First Name Middle Nama Last Name

Maureen Amber Smith Mauteen lAmhef Smith -I'EFI-(B]']"T] -MlD(BIIJBFS' _RIGHT(BII!SJ
3 LEN Function

Text Length of Text

Welcome to the Beach 20 =LEN‘BIE,
4 TEXT Function

Value Result |
4/7/2007 07-Apr-2007 =TEXT(B21,"DD-MMM-YYYY")
790521 0000790521 =TEXT(B22,"0000000000")
5 TRIM Function
Text Trimmed Text
Trim function will remove spaces Trim function will remove spaces =mlM(BZ?)

6 VALUE Function

Text Value

f510,000.25 10000.25 | =VALUE(832)

07-Apr-2007 af1/2007 | =VALUE(B33)
7 SUBSTITUTE Function

Name Result

Richard-Simon-Robertson

Richard Samon Robertson

=SUBSTITUTE(B38,"-"," ")

Lembaga Pengembangan Perbankan Indonesia
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FUNGSI DAN FORMULA EXCEL

5. Fungsi Date & Time

A A| B | € D E F G H | )
1

2 | 1 DATE Function

3

I Year Month |  Day Date

5 2015 2 14 2/14/2015 4

6 2018 7 20 2/20/2018 IDATE(BS,CS,DS]
7 2018 10 17 10/17/2018

8 2018 11 5 11/5/2018

9 2015 8 11 8/11/2015

10 2015 a 11 4/11/2015

n 2018 4 Fa) 4/25/2018

12 2018 9 9 9/9/2018

13 2017 8 18 8/18/2017

4 2017 12 2 12/22/2007

15 2016 F1 5 3/25/2016

6

17| 2 DATEVALUE Function

18

19 Date (Text) Date (Value

20 12/3/2018 12/3/2018 =

2 a/21/2019 a/21/2019 =DATEVALUE(B20)

2 8/1/2017 8/1/2017

23 10/17/2018 10/17/2018

24 7/4/2017 7/a/2017

5

26 1MO NOW, TODAY, DATEDIF Functions

27

= 0o 0 O 0. 0 0 0
= Birth Date | Month Year How Today — Day
30 6/1/1988] 6 1988 [9/15/201921:49 | 9/15/2019] 31 3 14
3 12/14/1578] 12 1978 [9/15/201921:49 | 5/15/2019] 40 [ 1
3z 3/a/1586] 3 1586 |9nmmnm 9/15/2019] 33 6 11
i3 s/1/1573] 9 1573 |9/15/201921:49 | 9/15/2019] 46 0 14
34 12/26/1986] 12 1986 [9/15/201921:49 | 9/15/2019] 132 8 20
35 s/1/15%0] 8 1990 [3/15/201521.49  |s/18/2008] 29 0 14
3 7/5/1%88] 7 1988 [9/15/201921:49 [ 9/15/2009] 3 2 10
37 6/20/1963] 6 1963 |9/15/2019 2149 | 9/15/2019] 56 2 6
38 1/22/1989 1 1989 |9/15/2019 21:49 5/15/2019] 30 7 24
39 5/6/1976] 5 1976 [9/15/201921:49 | 9/15/2019] 43 [ 9
40 6fa/1967 6 1967 _|9/15/2019 21:49 s/15/2019] 52 3 11
' 11/24/1986) 11 1986 [9/15/2019 21:49 9/15/2019) 32 9 2
&2 12/7/1962] 12 1562 [9/15/2019 21:49 5/15/2015) 56 5 [
43 12/16/1571] 12 1971 [9/15/201921:49 | 9/15/2019] &7 8 30
44 1/7/1961 1 1961  |9/15/2019 21:49 9/15/2019]  sa 8 8
45 | 7/1s/1979] 7 1979 |9/15/2019 21:49 9/15/2019] 40 2 0
46 7/9/1987] 7 1987 |9!wm921m 2009] 32 2 [
47 6/2/1573] & 1979 [9/15/2019 2149 | 9/15/2019] &0 3 13
48 4/18/1980] a4 1980 |9ﬂ-'n"m521=l'! sfmznul 39 [ 8
46 7/14f1963) 7 1963 [9/15/201921:49 | 9/15/2019] 56 2 1
50

I_CIIIUa.sa 1 <l |5c|||ua||5a|| I Tl ualikall 1iuulicdia

?

—000©

M N Q R 5 T u v
=MONTH(B30) ? =DATEDIF(B30,E30,"Y")
=YEAR(B30) T =DATEDIF(B30,E30,"YM")
=NOW() ? =DATEDIF(B30,E30,"MD")
Note:
=TODAY() M Offuence n compits months

1] Dfference in days
MD Difference in days, ignoring months and years
M Difference in months, ignoring doys and pears
YO Difference in doys, ignoring years
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FUNGSI DAN FORMULA EXCEL

5. Fungsi Date & Time

A A| B | € D E F G H | )
1

2 | 1 DATE Function

3

I Year Month |  Day Date

5 2015 2 14 2/14/2015 4

6 2018 7 20 2/20/2018 IDATE(BS,CS,DS]
7 2018 10 17 10/17/2018

8 2018 11 5 11/5/2018

9 2015 8 11 8/11/2015

10 2015 a 11 4/11/2015

n 2018 4 Fa) 4/25/2018

12 2018 9 9 9/9/2018

13 2017 8 18 8/18/2017

4 2017 12 2 12/22/2007

15 2016 F1 5 3/25/2016

6

17| 2 DATEVALUE Function

18

19 Date (Text) Date (Value

20 12/3/2018 12/3/2018 =

2 a/21/2019 a/21/2019 =DATEVALUE(B20)

2 8/1/2017 8/1/2017

23 10/17/2018 10/17/2018

24 7/4/2017 7/a/2017

5

26 1MO NOW, TODAY, DATEDIF Functions

27

= 0o 0 O 0. 0 0 0
= Birth Date | Month Year How Today — Day
30 6/1/1988] 6 1988 [9/15/201921:49 | 9/15/2019] 31 3 14
3 12/14/1578] 12 1978 [9/15/201921:49 | 5/15/2019] 40 [ 1
3z 3/a/1586] 3 1586 |9nmmnm 9/15/2019] 33 6 11
i3 s/1/1573] 9 1573 |9/15/201921:49 | 9/15/2019] 46 0 14
34 12/26/1986] 12 1986 [9/15/201921:49 | 9/15/2019] 132 8 20
35 s/1/15%0] 8 1990 [3/15/201521.49  |s/18/2008] 29 0 14
3 7/5/1%88] 7 1988 [9/15/201921:49 [ 9/15/2009] 3 2 10
37 6/20/1963] 6 1963 |9/15/2019 2149 | 9/15/2019] 56 2 6
38 1/22/1989 1 1989 |9/15/2019 21:49 5/15/2019] 30 7 24
39 5/6/1976] 5 1976 [9/15/201921:49 | 9/15/2019] 43 [ 9
40 6fa/1967 6 1967 _|9/15/2019 21:49 s/15/2019] 52 3 11
' 11/24/1986) 11 1986 [9/15/2019 21:49 9/15/2019) 32 9 2
&2 12/7/1962] 12 1562 [9/15/2019 21:49 5/15/2015) 56 5 [
43 12/16/1571] 12 1971 [9/15/201921:49 | 9/15/2019] &7 8 30
44 1/7/1961 1 1961  |9/15/2019 21:49 9/15/2019]  sa 8 8
45 | 7/1s/1979] 7 1979 |9/15/2019 21:49 9/15/2019] 40 2 0
46 7/9/1987] 7 1987 |9!wm921m 2009] 32 2 [
47 6/2/1573] & 1979 [9/15/2019 2149 | 9/15/2019] &0 3 13
48 4/18/1980] a4 1980 |9ﬂ-'n"m521=l'! sfmznul 39 [ 8
46 7/14f1963) 7 1963 [9/15/201921:49 | 9/15/2019] 56 2 1
50

I_CIIIUa.sa 1 <l |5c|||ua||5a|| I Tl ualikall 1iuulicdia

?

—000©

M N Q R 5 T u v
=MONTH(B30) ? =DATEDIF(B30,E30,"Y")
=YEAR(B30) T =DATEDIF(B30,E30,"YM")
=NOW() ? =DATEDIF(B30,E30,"MD")
Note:
=TODAY() M Offuence n compits months

1] Dfference in days
MD Difference in days, ignoring months and years
M Difference in months, ignoring doys and pears
YO Difference in doys, ignoring years
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FUNGSI DAN FORMULA EXCEL

6. Fungsi VLOOKUP
B3 v fx | =VLOOKUP($A3,$A%8:5G541,851(FALSE)
A (l"’_ﬂ\ D ——— | ) K L M

1 S | 3 4 5 6 7

2 2000 2011 2012 2013 2014 2015
"3 |Aceh 1,517 2,298 1,275 1,046 2,120 3,462 Formula Cell B3
| =VLOOKUP($A3,5A$8:5G541,2, FALSE)
5 =VLOOKUP($A3,5A$8:56541,2,0)

6

7 2000 2011 2012 2013 2014 2015

8 Aceh 1,517 2,298 1,275 1,046 2,120 3462

9 sumatera Utara 2,065 1,375 1.100 1,679 1,658 3,190

10 sumatera Barat 1,020 2,195 1,838 1,662 2,132 2,007

11 Riau 1,726 1,857 1,715 1069 2,151 3,251

12 jambi 1,038 1,824 2,008 2,160 2389 2,077

13 Sumatera Selatan 2,041 1,158 1,073 1,335 1,702 3,163

14 gengkulu 1,758 1,252 1,030 1,235 2476 2,864
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FUNGSI DAN FORMULA EXCEL

7. Chart
n Mome el Pagelayot  Formuls Data

1 800
-
Picture 1 - § 2 e ' ' . : .
A a c D [ Te ¢} . .
1
SO0
r .
3 800
4 Data -
5 Aceh 1355 '
6 Ut .27
s e Aoeh Ty L AT ] jarr T or] L™ La= et LA B nghiu i L pung B e LEJE
7 Sumatera Barat 1.208 TET et e it Aaoge s L.
8 Risu 1LAT) St g
9 Jambi 1.2
10 sumatera Selatan 1,065
11 Bengkulu 1293 2 s 2 .
| oo o Pilih salah satu chart series kemudian Paste - Ctrl -V
13 Kepulauan Bangka Belitun 1,137
14 Kepulauan Riau L3
15
16 b«l_"‘lbi‘r yang akan diopy
17
18 i
19 ]
20
21
n
23
24

1 pilin gambar icon orang kemudian copy
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