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Introduction to Computer
Computer
A computer is an electronic device, operating under the control of

instructions stored in its own memory that can accept data (input), process the
data according to specified rules, produce information (output), and store the
information for future use.
Functionalities of a computer
Any digital computer carries out five functions in gross terms:

v’ Takes data as input

v' Stores the data / instructions in its memory and use them when required

v" Processes the data and converts it into useful information.

v" Generates the output.

v" Controls all the above four steps.

Processing

Computer Components

Any kind of computers consists of Hardware and Software.
Hardware:

Computer hardware is the collection of physical elements that constitutes
a computer system. Computer hardware refers to the physical parts such as the
monitor, mouse, keyboard, computer data storage, hard drive disk (HDD),
system unit (graphic cards, sound cards, memory, motherboard and chips), etc.

Data

Information
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Input Devices
Input device is any peripheral . Input device Translate data from form

that humans understand to one that the computer can work with. Most common
are keyboard and mouse

Examples of Manual Input Devices

Numeric Keypad

o

Keyboard

Pointing Device

Remote Control

Joystick

Touch Screen

Scanner

»

Graphics Tablet

f——

Microphone

Digital Camera

Webcams

Light Pens

A -
Example of Input Devices:-
Keyboard Mouse(Pointing Microphone
device)

Touch screen Scanner Web camera
Touchpads MIDI keyboard Graphics Tablets
Cameras Pen Input Electronic Whiteboard

Video Capture Microphone Trackballs
Hardware

Barcode reader Digital camera Joystick

Central Processing Unit (CPU)
A CPU is brain of a computer. It is responsible for all functions and

processes. The CPU is the most important element of a computer system.

The CPU is comprised of three main parts :
* Arithmetic Logic Unit (ALU): Executes all arithmetic and logical operations. Arithmetic

calculations like as addition, subtraction, multiplication and division. Logical operation

like compare numbers, letters, or special characters
* Control Unit (CU): controls and co-ordinates computer components.
Read the code for the next instruction to be executed.
Increment the program counter so it points to the next instruction.
Read whatever data the instruction requires from cells in memory.
Provide the necessary data to an ALU or register.
If the instruction requires an ALU or specialized hardware to complete, instruct the
hardware to perform the requested operation.
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* Registers :Stores the data that is to be executed next, "very fast storage area”.

Primary Memory:-

1. RAM: Random Access Memory (RAM) is volatile in nature, which means
that data will be erased once supply to the storage device is turned off. RAM
stores data randomly and the processor accesses these data randomly from
the RAM storage.

2. ROM (Read Only Memory): ROM is a permanent form of storage. ROM
devices do not allow data stored on them to be modified.

Secondary Memory:-

Stores data and programs permanently :its retained after the power is turned off

1. Hard drive (HD): A hard disk is part of a unit, often called a "disk drive,"”
"hard drive,” or "hard disk drive,” that store and provides relatively quick
access to large amounts of data on an electromagnetically charged surface or
set of surfaces.

2.Optical Disk: an optical disc drive (ODD) is a disk drive that uses laser light
as part of the process of reading or writing data to or from optical discs. Some
drives can only read from discs, but recent drives are commonly both readers
and recorders, also called burners or writers. CDs can store up to 700
megabytes (MB) of data and DVDs can store up to 8.4 GB of data.

3. Flash Disk

A storage module made of flash memory chips. A Flash disks have no

mechanical platters or access arms, but the term "disk" is used because the data

are accessed as if they were on a hard drive.

Comparison between Main memory (RAM) and Secondary Memory (Hard disk)

RAM Hard Disk (Hard Drive)
Memory Storage
Smaller amount Much larger amount
(typically 500 MB-6 GB) (typically 80GB to 1000 GB)
Temporary storage of files and programs Permanent storage of files and programs

A little like your real desktop - has only your
current work on it (which could be ruined by a
spill of Coke or coffee!)

Like a file cabinet - has long-term storage of
work (it's safe from spills!)

Contents remain when you turn off the power
Contents disappear when you turn off power to to the computer (they don't

the computer and when the computer crashes disappear unless you purposely delete them),
and when the computer crashes

e . _ Consists of hard disks (platters)
Consists of chips (microprocessors)

When you want to use a program, a temporary Holds the original copy of the program
copy is put into RAM and that's the copy you use permanently




Output devices

An output device is any piece of computer hardware equipment used to
communicate the results of data processing carried out by an information
processing system (such as a computer) which converts the electronically
generated information into human-readable form.

Examples of Output Devices

CRT Monitor TFT Monitor Laser Printer Inkjet Printer

Speakers

Plotters Multimedia Projectors
e
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Example on Output Devices:

Monitor LCD Projection Panels

Printers(all types) Computer Output Microfilm (COM)
Plotters Speaker(s)

Projector

Note Basic types of monitors are a.Cathode Ray Tube (CRT). B. Liquid Crystal
Displays (LCD). c.light-emitting diode (LED). Printer types: 1-Laser Printer.
2-Ink Jet Printer. 3-Dot Matrix Printer
Software
Software is a generic term for organized collections of computer data and
instructions, often broken into two major categories: system software that
provides the basic non-task-specific functions of the computer, and application
software which is used by users to accomplish specific tasks.
Software Types
A. System software Generally, system software consists of an operating system
and some fundamental utilities such as disk formatters, file managers,
display managers, text editors, user authentication (login) and management
tools, and networking and device control software.



B. Application software Application software may consist of a single program,
such as an image viewer; a small collection of programs (often called a
software package) that work closely together to accomplish a task.

Comparison Application Software and System Software

System Software Application Software
Computer software, or just software is a
general term primarily used for digitally
stored Application software, also known as an
data such as computer programs and
other application or an "app", is computer software
kinds of information read and written by| designed to help the user to perform specific
computers. App comes under computer| tasks.
software though it has a wide scope now.
1
Example: ) Opera (Web Browser)
1) Microsoft Windows 2
) Microsoft Word (Word Processing)
2) Linux 3
) Microsoft Excel (Spreadsheet software)
3) Unix 4
) MySQL (Database Software)
4) Mac OSX 5 Microsoft PowerPoint (Presentation
) Software)
5) DOS 6
) Adobe Photoshop (Graphics Software)
Users always interact  with application
Interaction: software
Generally, users do not interact with system
while doing different activities.
software as it works in the background.
System software can run independently of
Dependency: | the Application software cannot run without the
application software. presence of the system software.

Unit of Measurements
Storage measurements: The basic unit used in computer data storage is called
a bit (binary digit). Computers use these little bits, which are composed of ones
and zeros, to do things and talk to other computers. All your files, for instance,
are kept in the computer as binary files and translated into words and pictures
by the software (which is also ones and zeros). This two number system, is
called a “binary number system” since it has only two numbers in it. The
decimal number system in contrast has ten unique digits, zero through nine.
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Computer Storage units

Bit BIT Oorl
Kilobyte | KB 1024 bytes
Megabyte | MB | 1024 kilobytes
Gigabyte | GB | 1024 megabytes
Terabyte | TB | 1024 gigabytes

Speed measurement: The speed of Central Processing Unit (CPU) is measured
by Hertz (Hz), which represent a CPU cycle. The speed of CPU is known as
Computer Speed.

CPU SPEED MEASURES
1 hertzor Hz [1 cycle per second
1 MHz 1 million cycles per second or 1000 Hz
1 GHz 1 billion cycles per second or 1000 MHz

Computers classification

Computers can be generally classified by size and power as follows, though

there is Considerable overlap:

« Personal computer: A small, single-user computer based on a microprocessor.
In addition to the microprocessor, a personal computer has a keyboard for
entering data, a monitor for displaying information, and a storage device
for saving data.

« workstation : A powerful, single-user computer. A workstation is like a
personal computer, but it has a more powerful microprocessor and a
higher-quality monitor.



* minicomputer : A multi-user computer capable of supporting from 10 to
hundreds of users simultaneously.

» mainframe : A powerful multi-user computer capable of supporting many
hundreds or thousands of users simultaneously.

* supercomputer : An extremely fast computer that can perform hundreds of
millions of instructions per second.

Laptop and Smartphone Computers

LAPTOP: A laptop is a battery or AC-powered personal computer that can be

easily carried and used in a variety of locations.

Netbook: A netbook is a type of laptop that is designed to be even more

portable. Netbooks are often cheaper than laptops or desktops. They are

generally less powerful than other types of computers, but they provide enough
power for email and internet access, which is where the name "netbook" comes
from.

Mobile Device: A mobile device is basically any handheld computer. Some

mobile devices are more powerful, and they allow you to do many of the same

things you can do with a desktop or laptop computer.

Tablet Computers: Like laptops, tablet computers are designed to be portable.

However, they provide a very different computing experience.

Smartphones: A smartphone is a powerful mobile phone that is designed to

run a variety of applications in addition to phone service.

Characteristics of Computer

 Speed: The computer can process data very fast, at the rate of millions of
instructions per second..

« Accuracy: Computer provides a high degree of accuracy. For example, the
computer can accurately give the result of division of any two numbers
up to 10 decimal places.

* Diligence: When used for a longer period of time, the computer does not get
tired or fatigued.

« Storage Capability: Large volumes of data and information can be stored in

computer and also retrieved whenever required.
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Computer Viruses

Viruses: A virus is a small piece of software that piggybacks on real programs.
For example, a virus might attach itself to a program such as a
spreadsheet program. Each time the spreadsheet program runs, the virus
runs, too, and it has the chance to reproduce (by attaching to other
programs) or wreak havoc.

*E-mail viruses: An e-mail virus travels as an attachment to e-mail messages,
and usually replicates itself by automatically mailing itself to dozens
of people in the victim's e-mail address book.

*Trojan horses: A Trojan horse is simply a computer program. The program
claims to do one thing (it may claim to be a game) but instead does
damage when you run it (it may erase your hard disk). Trojan horses
have no way to replicate automatically.

*Worms: A worm is a small piece of software that uses computer networks and
security holes to replicate itself. A copy of the worm scans the
network for another machine that has a specific security hole. It
copies itself to the new machine using the security hole, and then
starts replicating from there, as well.

What are some tips to avoid viruses and lessen their impact?”

1 Install anti-virus software. Update it and use it regularly.

[1 Use a virus scan before you open any new programs or files that may
contain executable code. This includes packaged software that you buy
from the store as well as any program you might download from the
Internet.

1 If you are a member of an online community or chat room, be very
careful about accepting files or clicking links that you find or that
people send you within the community.

[1 Make sure you back up your data (documents, bookmark files, important
email messages, etc.) on disc so that in the event of a virus infection,
you do not lose valuable work.

Microsoft Excel 2010

Excel is a spreadsheet program in the Microsoft Office system. You can
use Excel to create and format workbooks (a collection of spreadsheets) in order
to analyze data and make more informed business decisions. Specifically, you
can use Excel to track data, build models for analyzing data, write formulas to
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perform calculations on that data, pivot the data in numerous ways, and present
data in a variety of professional looking charts.

Getting Started
Now that you have an understanding of where things are located, let’s look at
the steps needed to create an Excel document.
Opening Outlook

You may have a

shortcut to Word on @ S

. : X ) Microsoft OFfice 2010 Tools »
your dESktopl If SO '—y‘ Microsoft Lipdate 7] Accessories MA] wicrosoft Access 2010
) « AT
. . ) Games )u Microsoft Excel 2010
do;lti/l\? Cd“Ck”the |COI?: m Programs >fi Micrasoft Office % Mfcroso;t In:oPat: D;signerzmo
an Or WI Open J Ij Microsoft InfoPath Filler 2010
| 4) Documents » [T Startup ) |:| §
3 N| Microsoft OneNote 2010

not follow the steps ] (1 setnss y () UtraiC » 0] Microsoft Outlock 2010
beIOW ] - @ Internet Explorer [P] Microsoft PowerPoint 2010

) . (_z Search . 5!1 MSN Explarer @ Mfcrosoft Publisher 2010
1. CI |Ck on the Start g !)/J Help and Support 5] Outlook Express croso ar| Warkspace 2010

~ YICKOSOrE yword 2U
button M 7 R . Remote Assistance
. . g MR A M oreormo
2
2. Highlight Programs [ ] ot aeasten.
. . . £

3. nghllght MICFOSOft Ed it Disconnect...
Office |d_'5tart M
4. Click on Microsoft
Excel 2010

Create a New Workbook

1. Click the File tab and then click New.

2. Under Available Templates, double click Blank Workbook or Click
Create.

Find and Apply Template

Excel 2010 allows you to apply built-in templates and to search from a variety
of templates on

Office.com. To find a template in Excel 2010, do the following:

1. On the File tab, click New.

2. Under Available Templates, do one of the following:




a. To reuse a template that you’ve recently used, click Recent
Templates, click the template that you want, and then click
Create.

b. To use your own template that you already have installed, click
My Templates, select the template that you want, and then click
OK.

c. To find atemplate on Office.com, under Office.com Templates,
click a template category, select the template that you want, and
then click Download to download the template from Office.com
to your computer.

3. Once you click on the template you like it will open on your screen as a
new document.

Enter Data in a Worksheet

1. Click the cell where you want to enter data.
2. Type the data in the cell.

3. Press enter or tab to move to the next cell.

Save a Spreadsheet

To save a document in the format used by Excel 2010 and Excel 2007, do the
following:

1. Click the File tab.

2. Click Save As.

3. Inthe File name box, enter a name for your document.

4. Click Save.

To save a document so that it is compatible with Excel 2003 or earlier, do the
following:

1. Click the File tab.

2. Click Save As.

3. Inthe Save as type list, click Excel 97-2003 Document. This changes
the file format to .xIs.

4. In the File name box, type a name for the document.

5. Click Save.
Print Preview
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Print Preview automatically displays when you click on the Print tab.

Whenever you make a change to a print-related setting, the preview is

automatically updated.

1. Click the File tab, and then click Print. To go back to your document,

click the File tab.

2. A preview of your document automatically appears. To view each
page, click the arrows below the preview.

Print a Worksheet
1. Click the worksheet or select the worksheets that you want to print.
. Click File

2
3. Click Print.
4. Once you are on the Print screen you can

select printing options: *  To change the e
printer, click the drop-down box under S
Printer,and select the printer that you 1) M e
want. Print Entire Workbook

’ Print the entire workbook

e

* To make page setup changes, including
changing page orientation, paper size,
and page margins, select the options
that you want under Settings.

* To scale the entire worksheet to fit on
a single printed page, under Settings,
click the option that you want in the
scale options drop-down box.

» To print the specific information, select
Print Active Sheets or Print Entire
Workbook

- Print Selection
! Only print the current selection

Ignore Print Area

The Ribbon

Understanding the Ribbon is a great way to help understand the changes
between Microsoft 2003 to Microsoft 2010. The ribbon holds all of the
information in previous versions of Microsoft Office in a more visual stream
line manner through a series of tabs that include an immense variety of program

features.
11



Home Tab

This is the most used tab; it incorporates all text and cell formatting features

such as font and paragraph changes. The Home Tab also includes basic

spreadsheet formatting elements such as text wrap, merging cells and cell style.
Book! - Microsoft Excel v

G| Home | Inset Pagelajout Fomulss Data  Review  View A OD@
& § » . D B Te S I Ay
;éiopy' Caliri ¢ Wrap Text Gengral }('l 192 M j ‘E—J ;mv '%_f ea
j Format Painter BIU: |3 QMHQE&GW $rtr st Fcr?r:ndaltttm] a:(;:glaet St;leell Insfﬂ Deivete Forﬁn . JOW éitl)t:r& Sﬂerl]edd&
Under the Home tab, we have 7 groups:- e Sy Cel Eitng
1- Clipboard 2 —Font 3 — Alignment 4- Number 5-style 6-cell 7-
editing

1) Clipboard: — This group contains frequently used commands: Cut,
Copy, Paste and Format painter. Clipboard option allows us to collect text
and graphic items and paste it.

HORE IMS
3%;. Cut
E@ Copy -
Paste
* Farmat Painter
Clipboard ]

2) Font: — We use this option to change the font style and font-size. We can
make it bold, italic and underline. Also, this group contains border styles, fill
color, font color.

Calibri - 111 - A A

'r|
=
3
=
il

3) Alignment: — We use this option to change the alignment of cell’s text to
the right, left and middle. Also, we can subject the text to top, bottom, and
middle alignment. In this group, we have Wrap text option to adjust and make
the text visible within a cell, and we can also merge 2 or more cells, using merge
option.
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’?}“* %Wrap Text

5= | [&d Merge & Center -

Alignment M

https://www.exceltip.com/basic-excel/page-layout-tab.html

4) Number: — We use this option to change the number formatting into General,
Percentage, Currency, Date, Time, Fraction etc. We can increase and decrease

the decimal and convert the number into accounting number.

General -

$-% * | % %

Mumber Fa

5) Styles: — In this option, we have Conditional Formatting, Format as Table
and Cell Styles. Conditional formatting is used to highlight the cell or range on
the basis of conditions. Format as table is having readymade table format and
Cell styles feature different types of built-in styles that are a combination of
Font style, Font color and Fill color.

¥ o

Fy
Conditional Format as  Cell
Formatting = Table~ Styles -

Styles

6) Cells: — We use this option to insert or delete cells, rows, columns and
sheets. Also, we have format option to adjust the height, width of cells or range.
Using this option, we can hide or unhide the range, protect the workbook,
rename the sheet name, fill the tab color, move or copy to sheets, lock the cells.

B o

Insert Delete Format

- - -

Cells

7) Editing: — This option has Auto Sum feature to return the total of numbers
and move the text to right, left, up and down, Clear the format, content,
comments and hyperlink; sort the data and find and select option.
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> AutoSum - A
. zZy it
Fill - _
Sort & Find &
= Clear~ Filter - Select -
Editing

Select Cells or Ranges

In order to complete more advanced processes in Excel you need to be able to
highlight or select cells, rows and columns. There are a variety of way to do this,
see the table below to understand the options.

To select Do this
A single cell Click the cell, or press the arrow keys to move to the cell.
A range of cells Click the first cell in the range, and then drag to the last

cell, or hold down SHIFT while you press the arrow
keys to extend the selection.
A large range of cells Click the first cell in the range, and then hold down
SHIFT while you click the last cell in the range. You can
scroll to make the last cell visible.

All cells on a worksheet Select all bukkon
Click the Select All button or press

o
1 [ | CTRL+A
Non-adjacent cells or Select the first cell or range of cells, and then hold down
cell ranges CTRL while you select the other cells or ranges.

NOTE: You cannot cancel the selection of a cell or range
of cells in a Non-adjacent selection without canceling the
entire selection.

An entire row or column 4 | 8—— 7 Click the row or column heading.
12 —— 1-Row heading

1| 2-Column heading
Adjacent  rows or Drag across the row or column headings. Or select the first
columns row or column; then hold down SHIFT while you select

the last row or column.
Non-adjacent rows Click the column or row heading of the first row or
or columns column in your selection; then hold down CTRL while

you click the column or row headings of other rows or
columns that you want to add to the selection
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Cells to the last used cell Select the first cell, and then press CTRL+SHIFT+END
on the worksheet (lower- to extend the selection of cells fo the<last used cgl,pn the
right corner) worksheet (lower-right corner) J

Cells to the beginning of the Select the first cell, and then press
CTRL+SHIFT+HOME to extend the worksheet selection of cells to the beginning  inter
of the worksheet.

NOTE: To cancel a selection of cells, click any cell on the worksheet. This
Is not applicable to cells with formulas in it.

Modifying Spreadsheets

In order to create an understandable and

professional document you will need to make

adjustments to the cells, rows, columns and

text. Use the following processes to assist

when creating a spreadsheet.
Cut, Copy, and Paste Data
You can use the Cut, Copy, and Paste commands in
Microsoft Office Excel to move or copy entire cells or
their contents. NOTE: Excel displays an animated
moving border around cells that have been cut or copied.
To cancel a moving border, press ESC.

Move/Copy Cells

When you move or copy a cell, Excel moves or

copies the entire cell, including formulas and

their resulting values, cell formats, and

comments.

1. Select the cells that you want to move or copy.

2. On the Home tab, in the Clipboard group, do one of the following:
a. To move cells,
click Cut # . b,

15



To copy cells, click

Copy =2
3. Click in the center of the cell you would like to Paste the information too.
4. On the Home tab, in the Clipboard group, click Paste/s.

NOTES: Excel replaces existing data in the paste area when you cut and
paste cells to move them. When you copy cells, cell references are
automatically adjusted. If the selected copy or paste area includes hidden
cells, Excel also copies the hidden cells. You may need to temporarily
unhide cells that you don't want to include when you copy information.

Move/Copy Cells with Mouse
1. Select the cells or a range of cells that you want to move or copy.
2. To move a cell or range of cells, point to the border of the selection.

i
When the pointer becomes a move pointer i, drag the cell or range of
cells to another location. =

Eeh | = oAutosum ~ A
Column Width and Row Height :Ff{r?a'lt N ;}i
On a worksheet, you can specify a e —
column width of 0 to 255 and a row AutoFit Row Height
height of O to 409. This value T o i
represents the number of characters R
that can be displayed in a cell that is Mide & Unhide
formatted with the standard font. The R eteime Shece
default column width is 8.43 S
characters and the default row height T ——
Is 12.75 points. If a column/row has 2] Lock cen

5 Format Cells...

a width of 0, it is hidden.
Set Column/Row Width/Height

1. Select the column(s) or row(s) that you want —[Rowreign (oS
to change. Row height: ‘
2. On the Home tab, in the Cells group, click ~ [l=2) o=

Format. Column Width  (nfa/se |

16

Column width: |8.43|

OK I[ Cancel ]
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3. Under Cell Size, click Column Width or

Row Height.

4. A Column Width or Row Height box will

appear.

5. Inthe Column Width or Row Height box,
type the value that you want your column or

row to be.
Automatically Fit Column/Row Contents
Select All button 1. Click the Select All button A T BT C
. 2. Double-click any boundary 1
) between two column/row 3
headings. |Drag to resize
3. All Columns/Rows in the entire workshegtwill-be.
changed to the new Size. A B +C

NOTE: At times, a cell might display #####. This can oécur when-thercel
contains a number or a date that exceeds the width of th&lcelllso it cannot
display all the characters that its format requires. To see the entire contents
of the cell with its current format, you must increase the width of the
column,

Set Column/Row Width/Height with Mouse
* To change the width of one column/row
1. Place you cursor on the line between two
rows or columns.
2. A symbol that looks like a lower case t
with arrows on the horizontal line will
appear
3. Drag the boundary on the right side of
the column/row heading until the
column/row is the width that you want.
* To change the width of multiple columns/rows
1. Select the columns/rows that you want to change
2. Drag a boundary to the right of a selected column/row heading.
3. All selected columns/rows will become a different size.

* To change the width of columns/rows to fit the contents in the cells
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1. Select the column(s) or row(s) that you want to change

2. Double-click the boundary to the right of a selected column/row
heading.

3. The Column/Row will automatically be size to the length/height of the
longest/tallest text.

Merge or Split Cells

When you merge two or more adjacent horizontal or vertical cells the cells
become one larger cell that is displayed across multiple columns or rows.
When you merge multiple cells, the contents of only one cell appear in the
merged cell.

= Wrap Text

U

Il
Il
nA \‘:'6

Il
I
W
|

= — = 1 Egh X

Alignment

Merge and Center Cells

1. Select two or more adjacent cells that you want to merge.

2. On the Home tab, in the Alignment group, click Merge and Center.

3. The cells will be merged in a row or column, and the cell contents will be
centered in the merged cell.

Merge Cells

To merge cells only, click the arrow next to Merge and Center, and then
click Merge Across or Merge Cells.

= Wrap Text Gt

|=a] Merge & Center|~| $
{8 Merge & Center

_—g Merge Across
j'j Merge Cells
Split Cells @ Unmerge Cells

1. Select the merged cell you want to split

2. To split the merged cell, click Merge and Center 2. The cells will split
and the contents of the merged cell will appear in the upper-left cell of the range
of split cells.

Automatically Fill Data

To quickly fill in several types of data series, you can select cells and drag the

fill handle, =4 To use the fill handle, you select the cells that you want to use as
18
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a basis for filling additional cells, and then drag the fill handle across or down
the cells that you want to fill.
1. Select the cell that contains the formula that you want to be brought to other
cells.

2. Move your curser to the small black square in the lower-right corner of a
selected cell also know as the fill handle. Your pointer will change to a
small black cross. —&

3. Click and hold your mouse then drag the fill handle across the cells,

horizontally to the right or vertically down, that you want to fill.

4. The cells you want filled will have a gray looking border around them.
Once you fill all of the cells let go of your mouse and your cells will be
populated.

Formatting Spreadsheets

To further enhance your spreadsheet you can format a number of elements such
as text, numbers, coloring, and table styles. Spreadsheets can become
professional documents used for company meetings or can even be published.

Wrap Text

You can display multiple lines of text inside a cell
by wrapping the text. Wrapping text in a cell does
not affect other cells.

1. Click the cell in which you want to wrap the
text.

2. On the Home tab, in the Alignment group,
click Wrap Text.

3. The text in your cell will be wrapped.

NOTE: If the text is a long word, the characters won't
wrap (the word won't be split); instead, you can widen
the column or decrease the font size to see all the text.
If all the text is not visible after you wrap the text, you
might have to adjust the height of the row. On the

P =4 Wrap Text

E = = i g Merge s Center v

Alignment
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Home tab, in the Cells group, click Format, and then
under Cell Size click AutoFit Row

Format Numbers

In Excel, format of a cell is separate from the data that is stored in the cell. This
display difference can the have a significant effect when the data is numeric.
For example, numbers in cells will default as rounded numbers, date and time
may not appear as anticipated. After you type numbers in a cell, you can change
the format in which they are displayed to ensure the numbers in your
spreadsheet are displayed as you intended.

1. Click the cell(s) that contains the numbers that you want to format. General Q
2. Onthe Home tab, in the Number group, click the arrow next to the $ v % 3 | %9 ;00
Number Format box, and then click the format you want. _— that
umbper .
| E )

ABC General
123 No specific format

If you are unable to format numbers in the detail you would

Number

= like that you can click on the More Number Formats at

= the bottom of the Number Format drop down list.

7 [ — 1. In the Category list, click the format that you want to

e use, and then adjust settings to the right of the Format

g Cells dialog box. For example, if you’re using the
[y Time Currency format, you can select a different currency

symbol, show more or fewer decimal places, or
change the way negative numbers are displayed.

q Percentage

Fraction
%

Scientific

I More Number Formats... I
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Format Cells

Fraction
Scientkific

£ 1 <t o
$1 234 10

Text

regative numbers:

rumber | Alignment ] Fonkt l_Border I Fill l F'!-E
Caktegory: ‘
GSeneral = Sample

rMumber

e = 1338,690.63

* =

Sccounting z . -
Sats Decimal places: 2 =

Time Swvmbol: +

Percentages

Special ($1,234.10)
Custom ($1,234.10)
Cell Borders

By using predefined border styles, you can quickly add a border around cells or
ranges OF cells. If predefined cell borders do not meet your needs, you can create

a custom border.

NOTE: Cell borders that you apply appear on printed pages. If you do not use
cell borders but want worksheet gridline borders for aliocells to ﬂzreawsﬂyievon

printed pages, you can display the gridlines.
Apply Cell Borders

1. On a worksheet, select the cell or range
of cells that you want to add a border to,
change the border style on, or remove a
border from.

2. Go to the Home tab, in the Font group

3. Click the arrow next to Borders
4. Click on the border style you would like

5. The border will be applied to the cell or cell

range

NOTE: To apply a custom border style, click
More Borders. In the Format Cells dialog box,
on the Border tab, under Line and Color, click
the line style and color that you want.

Remove Cell Borders

1. Go to the Home tab, in the Font group

2. Click the arrow next to Borders

v 11

A A

Zi% Top Border

B E B

Left Border
Right Border

No Border

All Borders

Qutside Borders

Thick Box Border

Bottom Double Border

Thick Bottom Border

Top and Bottom Border

Top and Thick Bottom Border

Top and Double Bottom Border

Draw Borders

e

\

Draw Border
Draw Border Grid
Erase Border
Line Color

Line Style

More Borders..

¥

<=
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NOTES: The Borders button displays
the most recently used border style. You
can click the Borders button (not the
arrow) to apply that style.

Cell Styles
You can create a cell style that includes a custom border, colors and accounting

formatting.
1. On the Home tab, in the Styles group, click Cell Styles.

2. Select the different cell style option you would like applied to your
spreadsheet.

Microsoft Excel

B8 e 2 A

@] Fin -
$ v % s | %9 3% | Conditional Format | Cell Insert Delete Format Sort & Find &
® | Formatting ~ as Table v |Styles ~ - - - 2 Clear ~ Filter » Select ~
Good, Bad and Neutral
Normal Bad Good Neutral
Data and Model
[catetation ] | ] cxplonaton o [Note

Warning Text

Titles and Headings

Heading 1 Heading2 Heading 3 Heading 4 Title Total =
Themed Cell Styles

20% - Accentl  20%- Accent2  20%- Accent3  20%- Accent4  20% - Accent5  20% - Accent6

40% - Accentl  40%- Accent2  40% - Accent3  40% - Accentd  40% - Accent5  40% - Accent6

Accora

Number Format

Comma Comma [0] Currency Currency [0] Percent

iE] New Cell Style...
] Merge Styles.

NOTE: If you would like to apply a cell fill and a cell border, select the cell fill
color first the ensure both formats are applied.
Cell and Text Coloring
You can also modify a variety of cell and text colors manually. Cell Fill
1. Select the cells that you want to apply or remove a fill color from.
2. Go to the Home tab, in the Font
group and select one of the following

) Calibri 11 o A A
options:
a. To fill cells with a solid color, click the arrow B £ ¥~ - &~ A~
next to Fill Fant
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I
M|
]
‘i

Color “, and then under Theme Colors or - A -
Standard Theme Colors
: EEEEEN
Colors, click the color that you want. -
b. To fill cells with a custom color, click the

arrow next to Fill Color “*, click More .Illllllll

Colors, and then in the Colors dialog box Standard Colors

select the color that you want. '
Recent Colors
[

c. To apply the most recently selected color,
click Fill Color TS

Maore Colors...

NOTE: Microsoft Excel saves your 10 most recently selected custom colors.

To quickly apply one of these colors, click the arrow next to Fill Color **, and
then click the color that you want under
Recent Colors.

Remove Cell Fill
1. Select the cells that contain a fill color or fill pattern.
2. On the Home tab, in the Font group, click the arrow next to Fill
Color, and then click No Fill.

Text Color
1. Select the range of cells, text, or characters that
you want to format with a different text color.
2. On the Home tab, in the Font group and select
one of the following options:

a. To apply the most recently selected text color, click Font Color 4

b. To change the text color, click the arrow next to Font Color # |
and then under Theme Colors or Standard Colors, click the color
that you want to use.

Bold, Underline and Italics Text
1. Select the cell range of cells, or text.

. Calibori =11 v A A
2. Gotothe Home tab, inthe Font ~ —m07 —
gI’OUp B I U i iy é'
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3. Click on the Bold (B) Italics (I) or
Underline (U) commands.
4. The selected command will be

applied.
Customize Worksheet Tab Iricert::
1. On the Sheet tab bar, right-click the 2| peiste
. R ZEE
sheet tab that you want to customize
Rename

2. Click Rename to rename the sheet or
Tab Color to select a tab color.

3. Type in the name or select a color you

Move or Copy...

Q@ View Code

would like for your spreadsheet. 4y Protect Sheet...
4. The information will be added to the tab Tab Color
at the bottom of the spreadsheet. Hide

Select All Sheets
Sheet3 ¥
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Insert Tab

This tab allows you to insert a variety of items into a document from pictures,
clip art, and headers and footers.

Bookl - Microsoft bxcel

G Home | Inset | Pagelajout  Fomulas  Data  Review  View AOD@ R

= B B i'.) 3 o ‘ Q
MEu~+au+wwcﬂﬂLumm I
PivotTable Table  Picture Clip Shapes SmartAn S(reenshot Co!umn Line P|e Bar  Aea Scatter Other  Line Column Winloss | Slicer Hyperlmk Tet  Header WordArt Signature Object EquatJonSmhoI

Moo rov v (hase Box GFooter v linev
Tables llustrations Charts y Sparklines Filter | Links Text Symbols

9 groups of insert tab
1- Tables 2- lllustration 3-charts 4- Reports 5-sparklines
6- Filter  7-Links 8- Links 9- Text 10 — symbols

We use Insert tab to insert the picture, charts, filter, hyperlink etc. We use this
option to insert the objects in Excel. To open the insert tab, press shortcut keys
Alt+N.

HOME INSERT

J i3

PivotTable Recommended hle
PivotTables

Tables

1) Tables: - We use this option to insert the dynamic table, Pivot table and
recommended table. Pivot table is used to create the summary of report with
the built-in calculation, and we have option to make our own calculation. Tables
make it easy to sort, filter and format the data within a sheet. This option is also
having recommended table that means on the basis of data, we can just insert
the table as per the Excel’s recommendation.

J B B

PivotTable Recormnmended Table
PivotTables

Tabiles
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2) Hlustration: - We use this option to insert the Pictures, Online Pictures,
Shapes, SmartArt and Screenshot. It means if we want to insert any image, we
can use lllustration feature.

[ Shapes -
- e
= =

] = Srnarthrt
Pictures Online
Pictures &4 2creenshot -

Illustrations

3) Charts: -Charts is very important and useful function in Excel. In excel,
we have different and good numbers of readymade chart options. We have 8
types of different charts in Excel:- Column, Bar, Radar, Line, Area, Combo, Pie
and Bubbles chart. We can insert Pivot chart as well as Recommended chart, and
if we don’t know which chart we should insert for the data, we can use this
option to fulfil the requirement.

= Tl RN N
2 i
Recommended PreotChart

Charts L AR -

Charts ]

4) Reports: -We use this option to create a better report on the basis of the
decisions we take for business. It makes the report more interactive and
decipherable.

ullall
g

Power
View

Repaorts

5) Sparklines: -Sparkline is a very tricky and useful option added by Microsoft
Excel. On the basis of a range, it can visualize the trends in a single cell as
charts. We have 3 different types of cell charts:- Line, Column and Win/Loss
chart.

Line Column Win/
Loss

Sparklines
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6) Filters: -We use this option to filter data visually and filter dates
interactively. We have 2 options: Slicers and Timeline. We use Slicer to make
the fast and easier to filter tables, Pivot tables, Pivot Charts and cube functions.
Timeline makes it faster and easier to select time periods in order to filter Pivot
Tables, Pivot Charts and Cube function.

=

Slicer Timeline

Filters

7) Links: -

« We use this option to create the link in the document for the quick access to
webpage and files.

« We can also use it to access different locations in the document.

Py
(w
O

Hyperlink

Links

8) Text: -We use this option to insert the Text box, Header and Footer, Word
art, Signature and objects. We insert Text box to write something in the image
format. We use Header and Footer options to place the content on the top and
bottom of the page. Word art makes the text stylish. Insert the Add Signature
Lines that specify the individual who is supposed to sign it. And object option
works for embedded objects, like documents or other files we have inserted into
the document.

A q-
Text ngr @ ’
Box & Footer

Text

9) Symbols: - We use this option to insert the symbols and equation. Equation
Is used to insert the common mathematical equations to your document and also
we can add equation by using the mathematical symbols. We use Symbols to
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insert the symbols which are not on the keyboard and, to create the equation,

we use the symbols from here.

IL Equation -
£2 Symbol

Symbols

Charts in Excel

Microsoft Excel no longer provides the chart
wizard. Instead, you can create a basic chart
by clicking the chart type that you want on
the Insert tab in the Charts group. Charts are
used to display series of numeric data in a
graphical format to make it easier to
understand large quantities of data and the
relationship between different series of data.
To create a chart in Excel, you start by
entering the numeric data for the chart on a
worksheet. Then you can plot that data into
a chart by selecting the chart type that you
want to use on the Insert tab, in the Charts
group. 1 Worksheet data

IQTFH

QTR2

Projected 1 75

95

Actual , 84

99

120

100

80

60

40
20

D_

aTR1 aTR2

Z Chart created from worksheet data
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Getting to know the elements of a chart

| 1 f |East Asia Sales

Qtr4, 2007
35000 Outstanding
sales!
30000 + 2 = 7

25000 =

20000 |
2005

{15000 + —

|
10000+ 3 B s

5000 + . -l J

o -— -

Qtr1 Qtr2 Qtr3 Qtr4
) | Sales by Quarter
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A chart has many elements. Some of

+ these elements are displayed by

default, others can be added as
needed. You can change the display
of the chart elements by moving
them to other locations in the chart,
resizing them, or by changing the
format. You can also remove chart

. elements that you do not want to

display.
1-The chart area is the entire
chart and all its elements.
2 -The plot area is the area of
the chart bounded by the axes.
3-The data points are individual
values plotted in a chart
represented by bars, columns,
lines, or pies.
4-The horizontal (category) and
vertical (value) axis along which
the data is plotted in the chart.
5-The legend identifies the
patterns or colors that are
assigned to the data series or
categories in the chart.
6- A chart and axis title are
descriptive text that for the axis or
chart.
7-A data label provides
additional information about a
data marker that you can use to
identify the details of a data point
in a data series.
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Create a Chart
1. On the worksheet, arrange the data that you want to plot in a chart. The
data can be arranged in rows or columns — Excel automatically
determines the best way to plot the data in the chart.
2. Select the cells that contain the data that you want to use for the chart.
NOTE: If the cells that you want to plot in :
a chart are not in a continuous range, you il W & g' L L 'L)
can select nonadjacent cells or ranges as - 0t L R Ao TR
long as the selection forms a rectangle. You o
can also hide the rows or columns that you
do not want to plot in the chart.
3. Go to the Insert tab, in the Charts
4. Click the chart type, and then click a chart subtype from the drop menu that
will appear.
5. Click anywhere in the embedded chart to activate it. When you click
on the chart, Chart Tools will be displayed which includes the Design,
Layout, and Format tabs.
6. The chart will automatically be embedded in the worksheet. A chart
name will automatically be assigned.

Move Chart to New Sheet
11| 1. Onthe Design tab, in the Location group, click Move Chart.
| \-.«;.:,-: 2. Under Choose where you want the chart to be placed, click on
o™ | the New sheet bubble
| 3. Type a chart name in the New sheet box.

Change Chart Name
1. Click the chart.
Chart Name: 2. On the Layout tab, in the Properties group, click the Chart
Chart 1 Name text box.
3. Type a new chart name.
Properties 4. Press ENTER.
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Change Chart Layout
1. Click anywhere in the chart.
2. Go to the Chart Tools, the Design group

3. Inthe Chart Layouts, click the chart layout that you want to use. To see

all available layouts, click
More 7.

Change Chart Style
1. Click anywhere in the chart.

2. On the Design tab, in the Chart Styles group, click the chart style that
you want to use. To see all predefined chart styles, click More 7.

Chart or Axis Titles
To make a chart easier to understand, you can add

titles, such as chart and axis titles. To add a chart

title:
1. Click anywhere in the chart.

2. Onthe Layout tab, in the Labels group, click
Chart Title.

3. Click Centered Overlay Title or Above
Chart.

4. Inthe Chart Title text box that appears in the
chart, type the text that you want.

5. Toremove a chart title, click Chart Title, and
then click None.

NOTE: You can also use the formatting buttons
on the ribbon (Home tab, Font group). To format
the whole title, you can right-click it, click
Format Chart Title, and then

select the formatting options that you want.

31

\

|

i |

N

l\'l

i

l'bJ

Chart
Titie

A
AX)S

Titles ~

Llegend

-

Labels

Data

Labels +

Data
Table ~




To add axis titles:
1. Click anywhere in the chart.
2. On the Layout tab, in the Labels group, click Axis Titles.
3. Do one or more of the following:
a. To add a title to a primary horizontal (category) axis, click Primary
Horizontal Axis Title, and then click the option that you want.
b. To add a title to primary vertical (value) axis, click Primary Vertical
Axis Title, and then click the option that you want.
4. In the Axis Title text box that appears in the chart, type the text that you
want.
5. To remove an axis title, click Axis Title, click the type of axis title to
remove, and then click None.

Data Labels

1. On achart, do one of the following: -

a. Click on the chart area to add a data  "&w  View = Design | Layout |

label to all data points of all data series
b. Click in the data series to add a data

; Data
label to all data points of a o
data series None
c. Click on a specific data point to add a :;‘l’:d‘i’;fnwa LDt for
data label to a single data point in a data ~ — cenge
series {2 | Display Data Labels and position

centered on the data point(s)

2. On the Layout tab, in the Labels group, click e

that you want. —inside the end of data point(s)
; . —= Outside End
3. Text boxes will appear in the area of your JL)|  isplay Data Labels and positon

outside the end of data point(s)
Best Fit

chart based on your selection.

4. Click on the text box to modify the text. (‘ Display Data Labels and position
5. To remove data labels, click Data Labels, — with Best Fit
and then click None. NOTE: Depending on the More Data Label Options..,

chart type that you used, different data label
options will be available.
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Legend
When you create a chart, the legend appears, but you

can hide the legend or change its location after you |

create the chart.

1. Click the chart in which you want to show or hide
a legend.

2. On the Layout tab, in the Labels group, click
Legend.

3. Do one of the following:

a. To hide the legend, click None.

b. To display a legend, click the display option

that you want.

c. For additional options, click More Legend
Options, and then select the display option that
you want.

NOTE: To quickly remove a legend or a legend entry
from a chart, you can

select it, and then press DELETE. You can also right-
click the legend or a legend entry, and then click
Delete.

Move or Resize Chart

You can move a chart to any location on a worksheet
or to a new or existing worksheet. You can also
change the size of the chart for a better fit.

To move a chart, drag it to the location that you want.
To resize a chart, click on one of the edges and drag
towards the center.
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For instance, we have included a datasheet for which we want to create scatter
graph and trend lines, it contains two fields; Distance (Km), and Time(Hrs).

i " & |
A B C D

1 5.Mo Distance (Km) | Time (Hrs)

2 1 100 1

2 2 200 2

4 3 300 3

3 4 400 4

] 5 500 5

Fi b a00 6

8 7 700 7

9 8 200 8

10

11

12

Now we want to create scatter graph which will show distance and time relation.
For this, select the portion of the datasheet, navigate to Insert tab, and
from Scatter options, select desired type of chart as shown in the screenshot
below.

m Home m Page Layout Formulas Data Review View Developer
ac— L]_sl =
_‘ ] wal JE "T| I = u_H m \’\k & = —=' “ W |
: PivotTable Table Picture Clip Shapes SmartArt Screenshot = Column Line Pie Bar Area Scatter’ Other Line C
' v Art v v ¥ v Y. ¥ v ‘Charts'
' Tables Tlllustrations Charts Scatter 1
Al v F | S.No ool [le_3
| - - = 15 Ty IS
; ———s C D E F G H oo | |[¢000
‘1| s.No |stance (K Time (Hrs) s
1 E 100 1 YR ¥4
| (YN
=3 2 200 2 :
L4 3 300 3
&5 4 400 4
6 5 500 5 ==
7 6 600 6 b AN Chart Types...
' 8 7 700 7
9 8 800 8
: 10
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Upon clicking desired type of chart, Excel will automatically create a chart,
representing table fields as x-axis, and y-axis respectively, as can be seen in the
screen shot below.

on - fe

A B C D E F G H I ] K L M N _0 -
1 5.No Distance(K.m)  Time(Hr]
2 1 100 1
3 2 200 2
4 3 300 3 g
5 4 400 4 s .
] 3 500 5
7 6 600 6 7 .
8 7 700 7
9 8 800 8 £ g
10 2 ]
11 i
" 2 . # Distance(K.m)
13
1 3 L]
15 2 .
16
17 ¢
18 0
19 0 200 400 600 800 1000
20
n -
22
23

Sheetl ® 1 y

Now we will change the layout and design of the chart to make the value and
scattered dots more prominent. For this select the chart, and you will notice
under Chart Tools Design, Layout, and Format tab will appear. From Design tab
choose the colors and design that best suits your datasheet. From Chart layouts
select an appropriate layout for scatter chart.

nd = Macroseht Excel

Chart Tk
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Now navigate to Layout tab, and from Trendline options, click Linear
Trendline.

I P—) — )
Design ] Layout Format
E 3 ol = ] " | Chart Name:
§_| ((died] | GO | ol j | I ‘ ’ i IZ%I
Chart1
nes Plot Chart Chart 3-D Trendline| Lines Up/Down  Error
Area~ Wall Floor = Rotation - Bars Bars v
Background I —; None ’
f
\ Removes the selected Trendline or all i
—  Trendlines if none are selected 4
| J K -] Linear Trendline
Adds/sets a Linear Trendline for the
= selected chart series

' 71 Exponential Trendline

st Adds/sets an Exponential Trendline for
the selected chart series ‘
| 71 Linear Forecast Trendline ?
| |l:=7 | Adds/sets a Linear Trendline with 2 period
' forecast for the selected chart series
Two Period Moving Average

Adds/sets a 2 Period Moving Average
Trendline for the selected chart series

More Trendline Options...

You will be asked for which field you want to make trend lines, select the
field, and click OK. Here you can see the trendiness, showing trend of the
datasheet table in the screen shot below.
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Now if you want to know the trend exponentially, from Trendlines
click Exponential Trenlines.

A 8 C D E F G H | J K L M
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Formatting an Excel Trendline

To format your newly-created trendline, begin by right clicking on the line and
selecting Format Trendline from the menu. Excel will once again open up
the Format Trendlinewindow.

A B C D E F G H I ] K L M N 0 [~
1 |S.No Distance(K.m)  Time(Hr)
2 1 100 1
3 2 200 2
4 3 300 3 90 o +
5 4 400 4
8 . 4
& 5 500 5 &
7 6 600 6 7 L]
8 7 700 7 Y
9 8 800 8 § ° ‘
1? E . Qv E-" Plot Area
5 ) . Fill  Qutline )
= 3 . Delete
14 -
15 2 . €9 Reset to Match Style
16 ) 1l Change Chart Type...
i ) ‘ 1@ Saveas Template..
12 ! g 200 W Select Dt
20
27 C 04 Format Plot Area. )
22
23
Sheetl ® ‘ y

One of the more popular options people use when adding a trendline to Excel
Is to display both the equation of the line and the R-squared value right on the
chart. You can find and select these options at the bottom of the window. For
now, select both of these options.

Forecast
Forward: 0.0 periods
Backward: 0.0 perinds

[] setI

Display Equation on chart

o || Display R-squared value on char
—

Oy By e o
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Let’s say that we want our trendline to be displayed more prominently on the
chart. After all, the default trendline is only one pixel wide and can sometimes
disappear among the colors and other elements on the chart. On the left hand
side of the Format Trendline window, click on the Line Style option.

In this window, change the Width value from 0.75 pt to about 3 pt and change
the Dash Type to the Square Dot option (third one down on the drop down
menu). Just to demonstrate that the option exists, change the End Type option
to an arrow.

[ Format Trendline @ﬁ

Trendline Options Line ST}"E.‘

Line Color Width: O
':1 Line Style S Compound type: E

Shadow
Dash type:

Cap type:

Join type:

Arrow settings

Begin type: End typ
Beain size: E End size: E

When you are done, click the Close button on the Format Trendline window
and notice the changes to your scatter plot. Notice that the equation of the line
and R-square values are now displayed on the chart and that the trendline is a
more prominent element of the chart.

From Layout tab, there are so much to do with scatter chart; you can create Error
Bars, change Plot area, apply 3-D effects, Grid Lines etc.

m Page Layout Formulas Daty Revew View Developes Detign Format
| | Chart Name
A B T S ™ L
ot

(hat 2
Picture Shapes Ted  Chat  Ang legend Dota Aver Gridlines Pl Trendiine Eror
v Box | Thle® TRies* * labels* ’ o Al v Barg e

0"

Apply desired Error Bars, 3-D effects, and gridlines to make the chart self-
explanatory.
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Distance -Time Relationship

FE W e S e EEE e |

0.002 0.004 0.006 0.008 d 0.012

Thousands

Distance (Km) B Time (Hrs) Linear (Distance (Km))
Linear (Time (Hrs)) ——Linear (Distance (Km)) Linear (Time (Hrs))

Expon. (Distance (Km))

Formulas Tab
This tab has commands to use when creating Formulas. This tab holds an

immense function library which can assist when creating any formula or
function in your spreadsheet.

Bookl - Microsaoft Excel

{3 Home Insed  Pagelayout | Formulas | Data  Review  View o
oy
Definelame * ~ APTrace Precedents S ShowFomulas =]
z mj i @ AJ i @ i H ‘] ot § & u & Calete Now
J v 3 Trce Dependents W) Eror Checking + |
[nsert AutoSum Recently Financial Logical Tedt Date& lookup& Math More Name Watch  Caleulation [ cafeulate Sheet
Fndion v Used™ * v v Timev Reference &Trig Functions” Manage B8 Ctefom Selecion |, Remove Arons () Bt Fonule g Options o

Function Library Defined Names Formula Auditing Calculation
Iy ¢

4 groups of Formulas tab
1-Function Library 2- Defined Names 3- Formula Auditing 4-
Calculation

1) Function Library: -In Excel, we have 461 functions and they are available
in the formulas tab under the function library group. And there is no need to
learn every formula for we can find formulas category wise such as:- Financial,
Logical, Text, Date & Time, Lookup & Reference, Math & Trig, many more.
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Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Function 2 Used - = = = Time~ Reference~ Trig~ Functions =

Function Library

2) Defined Names: - We use this option to define the name of a cell, range
and the list of the already defined name can be viewed in Name manager and
we can edit it if we want to change the range or cell reference of any defined
name. Also, we can use the defined name in Formulas.

= C=lDefine Name -
[—
‘fx Use in Formula
Mame
Manager E Create from Selection

Defined Names

¢) Formula Auditing: - This option helps us to identify the relation of
formulas. By using Trace precedent, we get to know on which cell formula
cell is based. Trace dependents are used to know if active cell is being used in
any formula. When we use trace precedent and trace dependents the arrows
get inserted automatically and, to remove the arrows, we use Remove Arrows.
Show formula is a self-explained word; it is used to show the formula in the
sheet. Error checking is used to check the error in the sheet. Evaluate formula
option is used to evaluate the formula step by step.

#:0 Trace Precedents %] Show Formulas h
oo

. Watch
r-;; Remove Arrows ~ () Evaluate Formula | window

ﬂﬂETraceDependents ¥l Error Checking -

Formula Auditing

d) Calculation: -If we want to switch the calculation from automatically to
manually calculation and manually to automatically calculation, then we can do
it by using the Calculation option. We use Calculate Now and Calculate Sheet
option if automatic calculation is turned off.

Calculate Mow

Calcglatinn £ Calculate Sheet
Options ~

Calculation
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Formulas are equations that perform calculations on values in your worksheet.
A formula always starts with an equal sign (=). An example of a simple is
=5+2*3 that multiplies two numbers and then adds a number to the result.
Microsoft Office Excel follows the standard order of mathematical
operations. In the preceding example, the multiplication operation (2*3) is
performed first, and then 5 is added to its result.

You can also create a formula by using a function which is a prewritten
formula that takes a value, performs an operation and returns a value. For
example, the formulas =SUM(A1:A2) and SUM(AL,A2) both use the SUM
function to add the values in cells A1 and A2. Depending on the type of
formula that you create, a formula can contain any or all of the following
parts.

SUM(), starts with an equal sign (=). ~ ¥

2Cell references You can refer to data in =PI() T A2 7} 4
worksheet cells by including cell references in

the formula. For example, the cell reference A2

returns the value of that cell or uses that value in the calculation.

3 Constants You can also enter constants, such as numbers (such as 2) or
text values, directly into a formula.

4 Operators Operators are the symbols that are used to specify the type of
calculation that you want the formula to perform.

Create a Simple Formulas

1 Functions A function, such as PI() or 3 5 (3
2

1. Click the cell in which you want to Example Formula | What it dose
=5+2 Adds 5 and 2
enter the formula. —tro Raises 5 10 the
2. Type = (equal sign). 2nd power
3. Enter the formula by typing the fgizz I\D/Ilt\Jllltcijglsi e5$b5yti2mes
constants and operators that you 2

want to use in the calculation.
4. Press ENTER.

42



Create a Formula with Cell Reference

Pl

B W K e

To create your formula:

1-The first cell reference is B3, the color is
blue, and the cell range has a blue border
with square corners .

2-The second cell reference is C3, the
color is green, and the cell range has a
green border with square corners.

1. Click the cell in which you want to enter the formula.
2. Inthe formula bar, at the top of the Excel window that you use, ,*

type = (equal sign).

3. Click on the 15t cell you want in the formula.

4. Enter an operator such as +, or *.

5. Click on the next cell you want in the formula. Continue steps 3 - 5 until

the formula is complete

6. Hit the ENTER key on your keyboard.

Create Formula with Function

Insert Function

1-Click the cell in which you want to
enter the formula.

2- Click Insert Function on the
formula bar . Excel inserts
the equal sign (=) for you.

3- Select the function that you want to
use.

NOTE: If you're not sure which function
to use, type a question that describes
what you want to do in the Search for a
function box (for example, "add
numbers" returns the SUM function), or

Search for a function:

Select a function:

Help on this function

Or select a category: | Most Recently Used

| 1
s |
AVERAGE
IF
HYPERLINK
COUNT
MAX
|SIN

SUM(numberl,number2,...)
Adds all the numbers in a range of cells.

>

m

OK ] ' Cancel

browse from the categories in the Or °
Select a category box.

4. Enter the arguments.

5. After you complete the formula, press
ENTER
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Use Auto Sum

, To summarize values quickly, you can
E Autosumi~| Agr also use AutoSum.
T sum 1. Select the cell where you would like
your formulas solution to appear.

Average

: 2. Go to the Home tab, in the Editing
Count Humbers

y group,

= 3. Click AutoSum, to sum your numbers
i or click the arrow next to AutoSum to
More Functions... select a function that you want to apply.

Delete a Formula
When you delete a formula, the resulting values of the formula is also deleted.
However, you can instead remove the formula only and leave the resulting
value of the formula displayed in the cell.
* To delete formulas along with their resulting values, do the following:
1. Select the cell or range of cells that contains the formula.
2. Press DELETE. =)

Paste @
J

v

Clipboard

* To delete formulas without removing their resulting values, do the following:
1-Select the cell or range of cells that contains the formula.

2-On the Home tab, in the Clipboard group, click Copy .

3- On the Home tab, in the Clipboard group, click the arrow below Paste , and
then click Paste Value.

Using the IF function in Excel - formula examples

The use of the IF function with numeric values is based on using different
comparison operators to express your conditions. You will find the full list of
logical operators illustrated with formula examples in the table below.
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- r Formul .
Condition Operat ormu‘a Description
or Example
~IF(A255 If the number in cell A2 is greater
Greater than > s than 5, the formula returns "OK";
OK") ) .
otherwise 0 is returned.
_ n~row | 1T the number in cell A2 is less
Less than < _IF(AZEIE;’ OK*, than 5, the formula returns "OK";
an empty string otherwise.
If the number in cell A2 is equal to
Equal to _ =IF(A2=5, "OK",| 5, the formula returns "OK";
a "Wrong number™)| otherwise the function displays
"Wrong number".
~IF(A2<>5, If the number in cell A2 is not
" « | equal to 5, the formula returns
Not equal to <> Wrong number”,| . )
L Wrong number "; otherwise -
OK ) n mn
OK".
~IF(A2>=5 If the number in cell A2 is greater
Greater than or equal to >= L than or equal to 5, the formula
OK ) Poor ) n m, M n n
returns "OK"; otherwise - "Poor".
If the number in cell A2 is less
Less than or equal to <« =IF(A2<=5, than or equal to 5, the formula
d "OK", ") returns "OK"; an empty string
otherwise.

A B
1 Name  Computer
2 (Al
3 Noor
4 Suha
5 Ahmed

30

C
Biology

-[F(B25=90," " IF(B25=80,"\ ", F(B2=T0, " IFB25=60, s JF(B25=50, " s "o )

10
1

=[f(b2>= 90 ,” Jkiel”, If(b2>=80,"x> a7, IF(B2> =70 ,"xa", IF (B2> =60,
"l sie"  IF(B2>=50," ") )","d 5e")))))
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Data Tab
This tab allows you to modifying worksheets with large amounts of data by
sorting and filtering as well as analyzing and grouping data.

Bookl - Microsoft Excel

(M Home Inset  Pagelajout  Formulas | Data | Review  View

28806 0 DY ERE R B RRE

from From From FromOther  Edsting | Refresh l Sot | Fitter { Textto Remove Data  Consolidate What-lf = Group Ungroup Subtotal ¥
Access Web Tedt Sourcesv  Conmections | Allr ¥ EOI . Advanced | Columns Dupliates Validation v Analysis ¥ v

Get External Data Connections Sort & Filter Data Tools Outfine

Data tab contains 5 groups:- 1- get external data  2- Connections 3 — sort
& filter 4- data Tools 5- outline

1) Get External Data: - In Excel, we can import data from MS Access, Web,
Text and other sources. Also, we can import the data from other applications.

ey 3| B

From From  From From Other Existing
Access Web  Tedt  Sources~ ' Connections

Get External Data

2) Connections: -1t is used to display the entire data connections for the
workbook. Data connections are links to the data outside the workbook which
can be updated if the source data changes. And updated data can be obtained by
refreshing all sources in workbook.

II; (2] Connections

Properties
Refresh
All - Edit Links
Connections

3) Sort & Filter: -To set the data in ascending or descending order on the basis
of value or as per the first letter of a word, we use Sort option. Also, we can put
the basic and advanced filter from here only.
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Al Y Clear

) Reapplh
ljl Sort Filter
- T;‘Advanced

Sort & Filter

4) Data Tools: -This option is very important to make the report interactive; it
helps us to make the data authentic, and using this tab, we can restrict or validate
the entries if the data is being updated by multiple users. Text to Columns helps
us to split the single column into multiple columns as per data. Flash fills the
values in the range. We can delete duplicate rows from the data by using
Remove Duplicates option. We use Data Validation to provide the list that can
be entered in cell, or we can restrict the entries, or we can validate the entries
in the cell. We use Consolidate option to summarize data from separate ranges,
and consolidate the result in a single output range. We use What-if-Analysis to
analyse the data.

== 5 BE =X B 3
Texttc Flash Rermove Data Consolidate  What-If Relationships

Columns  Fill  Duplicates Validation - Analysis -
Data Tools

e) Outline: -We use this option to make the data more analytical and
understandable. We can make group of rows or columns or automatically create
an outline. We can ungroup the data; quickly calculate rows of related data by
inserting subtotals and totals. We use Show and Hide options when we want to
insert the Subtotal in data.

=2 £ =1 5 ) i
E IZI qu_ Show Detail
I B Hide Detail

Group Ungroup Subtotal

Cutline ]

Add Data Analysis
The Analysis ToolPak is an Excel add-in program that provides data analysis
tools for financial, statistical and engineering data analysis. To load the
Analysis ToolPak add-in, execute the following steps.

1. On the File tab, click Options.
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2. Under Add-ins, select Analysis ToolPak and click on the Go button.

Excel Options v >

General

éjﬁ' wview and manage Microsoft Office Add-ins.

Formulas

Proofing Add-ins
Savs Mame = | Location | Type =
Language Active Application Add-ins

Mo Active Application Add-ins
Adwvanced

Inactive Application Add-ins

Customize Ribbon

hwsis ToolPak Excel Add-in
Cuick Access Toclbar Analysis ToolPak - VB&A LEEL W Iy Excel Add-in
Drate (ML) : Action
Add-ins Eurc Currency Tools Excel Add-in
Inguire - COM Add-in
Trust Center Microsoft Actions Pane 3 XML Expansion Pack
Microsoft Power Map for Excel Tl COM Add-in
Microsoft Power Pivot for Excel Civdin.dll ZOM Add-in
Microsoft Power View for Excel Civent.dll Ok Add-in
Sohver Add-in ML KLARM Excel Add-in -
Add-ine Analysis ToolPak
Publisher: Microsoft Corporation
Compatibility: Mo compatibility information available
Location: ChvProgram FilesMicrosoft Officel\ rooth Officel & Librarny®
AnalysishANALYS32.xLL
Descripticn: Prowvides data analysis tools for statistical and engineering
analysis
Manage: Excel Add-ins 'l Go...

I (o].9 I | Cancel

3. Check Analysis ToolPak and click on OK.
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Add-ins

Add-ins available:

] &nalysis ToolPak - VBA
DEuro Currency Tools Cancel
] solver Add-in

Browse...

.

(]

=
= =

Automation...

Analysis ToolPak

Provides data analysis tools for statistical and
engineering analysis

4. On the Data tab, in the Analysis group, you can now click on Data
Analysis.

3rg €rm

m] =1 =]
S' o =
E B % 5

Show Detail | || = Data Analysis

. Hide Detail
What-If Forecast | Group Ungroup Subtotal
Analysis = Sheet = =
Forecast Outline Fa Analysis

5.The following dialog box below appears. For example T- test

Data Analysis

Analysis Tools

Histogram &
Moving Average Cancel
Random Number Generation
Rank and Percentile
Regression

Sampling
t-Test: Paired Two Sample for Means

t-Test: Two-Sample Assuming Equal Variances
t-Test: Two-Sample Assuming Unequal Variances
Z-Test: Two Sample for Means v

P ilg




This example teaches you how to perform a t-Test in Excel. The t-Test is used
to test the null hypothesis that the means of two populations are equal.
Below you can find the study hours of 6 female students and 5 male students.

Ho: M1 - M2 = 0
Hi g -2 #0
A . B . C

1 |Female Male

2 | 26 23

3 | 25 30

4 43 18

5 | 34 25

6 | 18 28

7] 52

8

To perform a t-Test, execute the following steps.

1. First, perform an F-Test to determine if the variances of the two populations
are equal. This is not the case.

2. On the Data tab, in the Analysis group, click Data Analysis.

E\ gl =2y €
J? HE E [H
LES LE ©

- Show Detail = Data Analysis

- Hide Detail
What-If Forecast | Group Ungroup Subtotal
Analysis =  Sheet r i
Forecast Outline r Analysis

Note: can't find the Data Analysis button? Click here to load the Analysis
ToolPak add-in.
3. Select t-Test: Two-Sample Assuming Unequal Variances and click OK.

Data Analysis ? x
Analysis Tools
Histagram ~ k‘
FMoving Average Cancel

Random Mumber Generation

Fank and Percentile

Fegression

Sampling

t-Test: Paired Two Sample for Means

t-Test: Two-Samile Assumini Eiual ‘Yariances

z-Test: Two Sample for Means

Help

W

4. Click in the Variable 1 Range box and select the range A2:A7.
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5. Click in the Variable 2 Range box and select the range B2:B6.
6. Click in the Hypothesized Mean Difference box and type 0 (Ho: w - pz = 0).
7. Click in the Output Range box and select cell E1.

t-Test: Two-Sample Assuming Unequal Variances ? >

Input
Wariable 1 Range: SAG2SAST B

Variable 2 Range: SES2:SESE E: Cancel

Hypothesized Mean Difference: S

[]Labels

Alpha: | 0.05

=3

Cutput options

(® Qutput Range: SES| ez
O MNew Worksheet Ply:

O Mew Workbook

8. Click OK.

Result:

E F G
t-Test: Two-Sample Assuming Unequal Variances

Variable 1 Variable 2

Mean 33 24.8
Variance 160 21.7
Observations a8 5
Hypothesized Mean Difference 0
df 7
t Stat 1.47260514
P{T==t} one-tail 0.092170202
t Critical one-tail 1.894578605
P{T==t} two-tail 0.184340405
t Critical two-tail 2.364624252

Conclusion: We do a two-tail test (inequality). If t Stat < -t Critical two-tail or
t Stat > t Critical two-tail, we reject the null hypothesis. This is not the case, -
2.365 < 1.473 < 2.365. Therefore, we do not reject the null hypothesis. The
observed difference between the sample means (33 - 24.8) is not convincing
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enough to say that the average number of study hours between female and male
students differ significantly.
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Page Layout Tab
This tab has commands to adjust page such as margins, orientation and

themes.

Bookl - Microsoft Bxcel

(O Home Inset | Pagelajout | Fomulas  Data  Review  View A 0 og 8
H(olors J ‘ﬁ\ & ,=Width: Automatic * Gridlines  Headings J ‘b Pl\‘ B A
...... - ‘ 0
[AJFon jHeight‘ Automatic [ View | 7] Vew ] L
Themes Margins Orientation Size  Print ¢ Background Pt 5. = Dbing Send Seledion Algn Group Rof:
I fedsv | v v Mrear Tes oSl 1006 o [ Rint ]Prmt Forward " Backward+  Pane
Themes Page Setup i Suletofit 3| SheetOptions Arange

In this menu tab, we have 5 groups:- 1- Themes 2- Page setup 3- scale to fit
4- sheet option 5- arrange

1) Themes: - This option is used to change the theme color of workbook by
just click of a button. Each theme has 12 colors, two fonts (heading and body),
SmartArt and the effects for shape. Also, we have color option whereby we
can create new color’s theme, by using the Font option, we can create new
font theme as well. So, if we want to create our own theme we can create it
by using Themes option in Excel.

1 n Colors~

. A | Fonts -
Themes

. Effects -

Themes

2) Page Setup: -We use this option to set up the page for printing. So, we
have Margins, Orientation, Size, Print Area, Breaks, Background and Print
titles, in this group, which we use to prepare the page for printout.

O ™ DleHs & B3

Margins Orientatiocn  Size  Print  Breaks Background Print
> = 2 Area~ T Titles

Page Setup P
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3) Scale to Fit: -This option helps to fit the page for printing by shrinking
or enlarging its size to better fit the pages. We can use Scale to fit to adjust
the width and height by describing the scale %age.

E Width: |Automatic ~
El] Height: | Automatic -
O scale 100% 2

Scale to Fit ]

4)  Sheet Options: -It is also a printing option that can show or hide the
gridlines, while printing and heading options are used to give headings to the
rows and columns.

Gridlines | Headings
| View | [¥] View

Print Print

Sheet Options Fa

5) Arrange: -We use this option to arrange the objects back and forward
and align it. Also, we have Selection pane option by which we can see total
images in the workbook and select them from there.

Review Tab

This tab allows you to correct spelling and grammar issues as well as set up
security protections. It also provides the track changes and notes feature
providing the ability to make notes and changes someone’s document.

Bookl - Microsoft Excel

File Home  Inset  Pagelayout  Formulas  Data | Review | View

@/Q Ui U_| ?& j _j ’| _J : f@ g wJ & Protect and Share Workbook

} Show All Comments @ Allow Users to Edit Ranges
Spelling Research Thesaurus | Translate | New lex Protect Protec¢  Share
Comment )Sh°W Ink| Sheet Workbook Workbook /T’“k Changes ¥

Proofing Language Comments Changes

Review tab contains 4 groups:- 1- Proofing  2- Language 3- Comments
4- Changes
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1) Proofing: -We use proofing to correct the typo mistakes through spelling
option. Research and dictionary work alike. And Thesaurus suggests other
ways to say anything.

v ia E3

Spelling Research Thesaurus

Proofing

2) Language: - We use this optionto translate the sentence in any other
language.

=5

Translate

Language

3) Comment: -When we want to give the message about the cell, we use
comment option. We can insert and delete the comment, show and hide the
comment, and then we have an option to show all the comments.

} Show/Hide Comment

||=|__p|5howﬁ.|| Comments

Mew  Delete Previous Mext B
Comment 5 Show Ink

Camments

4) Changes: - We use Changes option to protect the sheet and workbook,
and we can allow user to edit the specific range; also, we can share the
workbook as well. When we want to prevent the unwanted changes in the
sheet by others, we can protect the sheet by using the “Protect Sheet” option.
And, if we don’t want other users to do any structural changes in the workbook
such as moving, deleting or adding sheets, we can do it by using the “Protect
workbook™ option. Using “Share workbook™ option, we can grant access to
multiple users to work on a file at the same time. We use “Protect and share
workbook™ option to share the workbook and protect change tracking with a
password. We use “Allow users to edit ranges” to set up password protection
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on few ranges and we can select the users who can edit those ranges. We use
“Track changes” to keep the track of changes made in the file.

View Tab

This tab allows you to change the view of your document including freezing
or splitting panes, viewing gridlines and hide cells.

Bookl - Microsoft Excel

File Home  Inset  Pagelayout  Formulas  Data  Review | View

[.J] j MERAN ‘\J ;E:'i] —i" % EE::Z fjn E j

Normal| Page Page Break Custom Ful  [7] Grlines 7] Headings  Zoom 100% Zoomto | New Amange Freeze _ o Save  Switch | Macros
lajout Preview ~ Views Screen - Selection | Window Al Panesv L UNNICE 2l RESELWINOW FOSITION — Waorkspace Windows v

Workbook Views Show Zoom Window Macros
View tab contains 5 groups:- 1- workbook views  2-show  3- zoom 4-
window 5- Macro

1) Workbook Views: -Excel offers 4 types of workbook views: — Normal,
Page break preview, Page layout & Custom View. We use “Normal” option
to see the normal view of Excel. We use Page break preview option to see that
where the page-breaks appear when we print the document. Through “Page
layout” option, we can check from where does the page begin and end as well
as to see any header / footer on the page. We use Custom View option to save
the current display and setting as a custom view which we can apply in future.
g O

Mormal Page Break Page Custom
Preview Layocut Views

Warkbook Views

2) Show: — We use this option to show and hide the Excel’s view. Ruler is
used to show the rulers next to our documents. Grid lines option is used to
show the lines between rows and columns in the sheet to make the sheet easier
to read. Through Formula bar, we can obtain the formula for the active cell.
Heading is used to show the heading of columns and rows number.
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Ruler +| Formula Bar

+| Gridlines |+ Headings

Show

3) Zoom: -We can adjust the view as per our convenience. Zoom 100% is
the standard view for viewing the Excel file. We use Zoom to selection to
zoom the sheet so the selected range of cells fills the entire window.

QL3 &

foom 100% Zoomto
Selection

Zoom

4) Window: -We use this option to access the window options. New window
Is used to open the same document in the new window, and we can perform
in the both windows and thus both documents will get updated. Arrange all
option helps us to stack the already opened window so that we can see all of
them at once. Freeze Panes option is very useful for viewing vast data with
the headers or we can use it to mark the comparison. Its usage always depends
on requirement. Split option is used to divide the window into different panes
such that each scrolls separately. Hide option is used to hide the current
window.

D’j - = Split [ View Side by Side EI:I'_J
- T Hide Synchronous Scrolling )
Mew Arrange Freeze Switch
Window All Panes~ Unhide Reset Window Position | windows -
Window

5) Macros: -With this option, we can record the macro and then we can
view the macro.

B

Macros

-

Macros
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Advanced Spreadsheet Modification

Once you have created a basic spreadsheet there are numerous things you
can do to make working with you data easier. Some of these elements are
hiding, freezing and splitting rows. You can also sort and filter data, these
features are quite helpful when working with a large amount of data.

Hide or Display Rows and Columns

You can hide a row or column by using the Hide
command or when you change its row height or
column width to O (zero). You can display either
again by using the Unhide command. You can
either unhide specific rows and columns, or you
can unhide all hidden rows and columns at the
same time. The first row or column of the
worksheet is tricky to unhide, but it can be done.
Hide Rows or Columns

1. Select the rows or columns that you want to
hide.

2. On the Home tab, in the Cells group, click
Format.

3. Under Visibility, point to Hide & Unhide, and
then click Hide

Rows or Hide Columns.

NOTE: You canalso right-click a row or column
(or a selection of multiple rows or columns), and
then click Hide.

Unhide Rows or Columns

1. Select the rows, columns or entire sheet to unhide.

Tl

Hl 3 AutoSum ~ %?

==— | [g] Fill ~

i Insert Delete |Format Sort &

Cells

Hide Rows
Hide Columns

Hide Sheet

Unhide Rows

Unhide Cojumns

2. On the Home tab, in the Cells group, click Format.
3. Under Visibility, point to Hide & Unhide, and then click Unhide

Rows or Unhide Columns.

P

£ Clear ~ Filter ~
Cell Size
i[ RowHeight...
AutoFit Row Height
*{—1') Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color
Protection
&g Protect Sheet...
(&) Lock Cell

@ Format Cells...

TIP You can also right-click the selection of visible rows and columns

surrounding the hidden rows and columns, and then click Unhide.
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Freezing/Splitting Rows and Columns

To keep an area of a worksheet visible while you scroll to another area of
the worksheet, you can either lock specific rows or columns in one area by

freezing panes.

Freezing vs. splitting

When you freeze panes, Microsoft Excel
keeps specific rows or columns visible
when you scroll in the worksheet. For
example, if the first row in your spreadsheet
contains labels, you might freeze that row to
make sure that the column labels remain
visible as you scroll down in your
spreadsheet. A solid line indicates that the
row is frozen to keep column labels in place
when you scroll.

When you split panes, Excel creates either
two or four separate worksheet areas that
you can scroll within, while rows or
columns in the non-scrolled area remain
visible. This worksheet has been split into
four areas. Notice that each area contains
a separate view of the same data. Splitting
panes is useful when you want to see
different parts of a large spreadsheet at the
same time.

NOTE: You cannot split panes and freeze
panes at the same time.
Freeze Panes

City Date Books Sold
Boise hdar =2
Denver hdar Jia]
Chicago Fehk G0
Dallas Fehk 72
Canta Fe hdar 154
H18 12
B B (
0 Country Sales Region 10 Country Sales §
1 Dotrark Neeth 1 Detrmark Nerth
2 Frisn North 2 Frisev North
3 Frarce W 3 Frave e
& Cormary Mg A Gormyy Wa
0 Country Country

1 Dermerk
+ Friarg
J Frorce
& Germary

Sty

1. On the worksheet, select the row or column that you want to keep visible

when you scroll.

2. On the View tab, in the Window group, click the arrow below Freeze

Panes.
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3. Then do one of the following: To lock one column only, click Freeze
First Column. To lock more than one row or column, or to lock both rows
and columns at the same time, click Freeze Panes.

= | f_ [;-':I: =1 split

Mewr  Arrangle Frasze )
Wil cwe All Panes ~ 1 Urihiicle

NOTE: You can freeze rows at the top and columns on the left side of the
worksheet only. You cannot freeze rows and columns in the middle of the
worksheet.

Unfreeze panes

1. On the View tab, in the Window group, click the arrow below Freeze
Panes.

2. Click Unfreeze Panes.

Split —— Spit b
1. To split panes, point to the split box at the top of

the vertical scroll bar or at the right end of the

horizontal scroll bar.

2. When the pointer changes to a split pointer <-or

+I* , drag the split box down or to the left to the

position that you want.

3. To remove the split, double-click any part of the

split bar that divides the panes.
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Moving or Copying Worksheets
Sometimes you may need to copy an entire

Move or Copy D |
worksheet instead of copying and pasting the data | ove seiected sheets
which may or may not paste properly, you can use I;:f:“’ =
the steps below to achieve a must better result. Before sheet:
Move or Copy Worksheets :
1. Select the worksheets that you want to move or ||| ™=
copy.
2. On the Home tab, in the Cells group, click lgreateacopy -
Format, and then under Organize Sheets, click o J[ concel |
Move or Copy Sheet. You can also right-click a e P
selected sheet tab, and then click Move or Copy.
3. A Move or Copy dialog box will appear % . -]
4. To move a sheet, in the Before sheet list: f
Click the sheet that you want to insert the o e
moved or copied sheets directly in front of.
« Click move to end to insert the moved or copied |~<=*===
sheets after the last sheet in the workbook and before o] [om

the Insert Worksheet tab.
| 4 4 » »| Sheeti | Sheet2 . Sheet3 [7J ]

5. To copy the sheets, in the Move or Copy dialog
box, select the Create a copy check box.

NOTE: When you create a copy of the worksheet, the worksheet is
duplicated in the workbook, and the sheet name indicates that it is a copy —
for example, the first copy that you make of Sheetl is named Sheetl (2).
NOTE: To move sheets in the current workbook, you can drag the selected
sheets along the row of sheet tabs. To copy the sheets, hold down CTRL,

and then drag the sheets; release the mouse button before you release the
CTRL key.

Move or Copy to a Different Workbook

1. In the workbook that contains the sheets that you want to move or copy,
select the sheets.

2. On the Home tab, in the Cells group, click Format, and then under
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Organize Sheets, click Move or Copy Sheet.

3. Inthe Move or Copy dialog box, click the drop T nn 7
down list in the To book box, then: z : 2 F'.I; :
il 5o e Vs pdvanced

» Click the workbook to which you want to
move or copy the selected sheets.
 Click new book to move or copy the
selected sheets to a new workbook.
6. To move a sheet, in the Before sheet list:
Click the sheet that you want to insert the moved or copied sheets directly in
front of.
» Click move to end to insert the moved or copied sheets after the last sheet
in the workbook and
before the Insert Worksheet tab.
7. To copy the sheets, in the Move or Copy dialog box, select the Create a
copy check box.
Sorting Data
Sorting data is an integral part of data analysis. You might want to arrange a
list of names in alphabetical order, compile a list of product inventory levels
from highest to lowest, or order rows by colors or icons. Sorting data helps
you quickly visualize and understand your data better, organize and find the
data that you want, and ultimately make more effective decisions.
Sort Data in Single Column
1. Select a column of data in a range of cells
2. On the Data tab, in the Sort & Filter group, do one of the following:
* Tosortin ascending or smallest to largest

order, click Zllsort Ato Z.+ To sort in
descending or largest to smallest order, click

Zlsort Z to A,
3. To reapply a sort after you change the data, click a cell in the range or
table and then, on the Data tab, in the Sort & Filter group, click Reapply.

Sort & Filter
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Sort Data in Multiple Columns or Rows

You may want to sort by more
than one column or row when
you have data that you want to
group by the same value in
one column or row, and then
sort another column or row
within that group of equal
values.

1. Select a range of cells

with two or more columns of

data.

2. On the Data tab, in the

Sort & Filter group, click

Sort.

3. The Sort dialog box will

appear.

4. Under Column, in the
Sort by box, select the
first column that you
want to sort.

5. Under Sort On, select the

type of sort.

Sort

)

‘. 4| Add Level H X Delete Level H 23 Copy Level ’

. Options... ‘ | My data has headers

\ Column Sort On Order
Sortby | ColumnF E| Values E AtoZ

]

|i Cancel J

« Tosort by text, number, or date and time, select VValues.
« Tosort by format, select Cell Color,

Font Color, or Cell Icon.
6. Under Order, select how you want to sort.

For text values, select Ato Z or Z to A. For
number values, select Smallest to Largest or

Largest to Smallest.

For date or time values, select Oldest to
Newest or Newest to Oldest. To sort based
on a custom list, select Custom List.
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7. Toadd another column to sort by, click Add Level, and then repeat steps
four through six.
8. To copy a column to sort by, select the entry and then click Copy Level.
9. Todelete a column to sort by, select the entry and then click Delete Level.
10. To change the order in which the columns are sorted, select an entry and
then click the Up or Down arrow to change the order.
11. To reapply a sort after you change the data, click a cell in the range or
table and then, on the Data tab, in the Sort & Filter group, click Reapply.
Finalizing a Spreadsheet
To complete your spreadsheet there are a few steps to take to
ensure your document is finalized. Using the "Spell Check"
Feature
Excel does not have the same spell check feature as Word and PowerPoint.
To complete a Spelling and Grammar check, you need to use the Spelling and
Grammar feature.
1. Click on the Review tab
2. Click on the Spelling & Grammar command (a blue check mark with
ABC above it).
3. A Spelling and Grammar box will appear, correct any
Spelling

—
Spelling and Grammar: E&llsh(qs

Capitalization;
follow the-steps-below: - Ignore Once

|
Ignore Rule
Next Sentence
Suggestions:

Folow N Change |
Explain... |

: [¥] Check grammar

Options... Cancel |
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