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Unit 1 Introduction to MS-Excel

1.1 Introduction: Microsoft Excel is the most popular windows based software
for mathematical calculation. It is a spreadsheet program that is used to create
and manage business transections that deal with accounting.

1.2 Benefits of Spreadsheet
[ | Excel is the best package to do calculations and update data.
[ | It will calculate large amount of data/values easily.
u You can sort the data easily.
u You can arrange the data either in increasing Gi decreasing order.

u Spreadsheets have built-iri tcrmulas, automeiic formatirg and graphing
capabilites

u You can format data in Excel . Exce! change the aprearance of data in
a presentable inariner.

1.3 Application e M.S Excel
u Creating reports in offices, Banks, Railway Station, Hospitals.

u Creating Charts and Tables in coriipanies to know about the changing
trends and do the cormparauve study of data available.

[ Creating mark sheet i schools & colleges.

1.4  Starting MS-Excel

To start Ms-Excel select
Start —» Programs —
Microsoft Excel.

; Startup

Interactive Client
_‘"‘ﬂr Gettings 4 Microsaft ficcess

This opens a blank
Worksheet as shown .

% Microsoft PowerPoint

\ Help and Support Microsaft word

) Microsoft Wisual Studio 6.0
HP

o«

v Lag OFf Cwner ...

Turn OFf Computer..,

[ Gl Starting M5 - Microso... | = Adobe Pagem

Start Menu Option
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Components of a Excel Window
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Unit 1 Introduction to MS-Excel

1.5 Ms-Excel Parts

Workbook:

An Ms-Excel document is also known as a workbook.
Worksheet:

Each workbook contains multiple pages called worksheets (by defalt 3). The
active worksheet, is the worksheet in use.Eacn worksheet in Ms-Excel is
made up of rows and columns.

Spreadsheet:

Spreadsheet is a sheet which is spread in sucii a way that it divides itself into
various horozontal rows and veitical colums.

Speadsheet also refers to un application software Ms-Excel which allows
you to work with numbzrs and text, including mathematical calculations and
graphing operaticns

1 A spreadsheet consists of rows and columns in which you can enter data.
2 Rows are the harizontal cells which can contain any information.
3 Columne are vertical ceils which can also contain information.

4 You can add as many worksheets as you want to create, within the limits
of vour computers memory resources.

5 The Coreadsheet that is currently in use is highlighted in bold letters.

6 The tab scrolling buttons to the left of the sheet tabs let you move through
the sheets quickly.

7 To select a sheet, click its tab.

8 To give a name to a worksheet, right click on the sheet and select the
rename option double-click its tab and type the new name.

A, Title Bar:

It is at the top of the screen & displays the name of the workbook
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B4 Microsoft Excel - Bookl !ﬁm
2. Menu Bar: It displayes the name of main menus and gives access to various
commands through excel.
3. Standard Toolbar:
Displays icons for the editing commands like cut,copy,paste etc.
FEIQ B0 20 2w vl vBIUSE=ZE$ & -H.A.?
4. Formatting Toolbar: Displayes the co:nmon formatting tools.
5. Name Box:
It shows the address of the selected cell.
6. Comman Heading Area:
It is the place by clicking on which the whole sheet gets siected.
7. Formula Bar:
Is divided into Tnrez partsNarie Eox\ Reference Area ; shows the address of
the current cell .
Button Box Gives you 3 buttons.....1.Tick- To accept an entry
2. Cross to reject an entry 2. Fx 10 enter a formula
F21 - g —E9+FE10
8. Row Header:
Shows the row number by clicking on which complete row can be selected.
9. Rows:

The rows are identified by numbers, labeled down the left side of the work
sheet in the heading area. Each worksheet has a total of 65,536 rows.

10. Sheet Tab:

Shows the name of the sheets in a worksheet

4 » 0 \Sheetl / Sheet? / hest / 4] |
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Unit 1 Introduction to MS-Excel

11. Status Bar:

Gives you the information about the status\ mode of the cell and the
keyboard.Cell Mode (left pane)

Spreadsheet [Sulphuor.gsh] Server Ready,  [114,4] Row: 1 Column: 1 <052

Three modes are available on status bar

1 Ready Shows that cell is ready. MNow ycu can type data.

2 Enter shows that cell is ready to accept the dat2 and you can make the
entry final.

3 Edit available when the cell is in edit mode. Allows you to change the

contents. Cell can be brought in edit mode by pressing F2 key also.

Keyboard Mode (Right Pane)

a Extend Mode You car extend the selecticin using navigation keys F8
key is used
b Add Mode - You van add the selection means multiple selections can

be done Shift+F8 is used

C Other Status Information about keyboard like num lock caps lock key
is on\ofi etc, etc.....

12.Cell pointer:

A cell pointer is a highlighted cell boundary that specifies which cell is active
at that moment.

13.Cell:

A cell is the smallest unit of a worksheet, formed by
the intersection of arrow and a column. Each cell has a
unique address formed by the combination of a column
letter and a row number. For example, where row 5 is
intersected by the column A, the cell so formed has the

address A5.

B

This is cell A5

= . h|w|m|_|
==
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14 Column Header :

Shows the column name by clicking on which complete column can be
selected.

15. Columns:

The columns are identified by letters, labeled across the top of the sheet in
the heading area. Each worksheet has a total of 256 columns. The columns are
labeled as AB,C,..................

1.7 Creating a New Workbook
A workbook in Excel can be creating using the follewing ways.

e Using Task Pane

e Using Standard Toolnar Task Pane
e Using Short-cut keys - New Workbook v X
: : Gpen & workbook
Steps to create a file using B Fne
[= ‘Workbooks,,,
Task Pane
MNew
e Select New frcm File [ Blank Workbook
menu. The New Woricbook Mew from existing workbook
task pane appears. 1] Choose warkback, .,
e Click Blank Workbook New from template
under Nevr. (] General Templates. ..

_ _ —_?:l Templates on my Web Sites. ..
To create a fiie using Standard

[ ] Templates on Microsoft, com
toolbar-

Select New on the
Standard Toolbar.

To create a file using the short- [ Add Hetwark Place. ..

cut keys- Microsoft Excel Help
| Show at starkup

Press Ctrl +N from the -
keyboard. Task Pane
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Unit 1 Introduction to MS-Excel

1.8 Opening a Workbook

Select File, Menu and click on Open option Or, click choose workbook....
Under New from existing workbook. After that Open dialog box appears.

e In the Look in list, click on the drive, folder, or Internet location that
contains the file you want to open.

e In the folder list, locate and select the toider that contains the file

e Click open.

1.9 Moving or Copying Sheets
Moving or Copying Sheets to anothar workbook

It is possible to move or copy sheets from cne work ook to another, but at
times calculation and data are not transferred accurately so the process
should be undertaken with care.

Open the workiook and szlect the sheets you want to move or copy. If you
want to select a single sheet, just click the sheet. If you want to select more
than one adjacent sheets, click the first sheet tab, hold down SHIFT key and
then click next and so on. 1 you want to select sheets randomly , click the
first sheet tab, hold down CTRL key and select others.

e Celect Edit Menu and click on Move or Copy Sheet
e In the To book box, click the workbook to receive the sheets.

e To move or copy the selected sheets to a new workbook, click New
Book.

e In the Before Sheet Box, click the sheet before which you want to
insert the moved or copied sheets.

e To copy the sheets instead of moving them, select the Create a Copy
check box.
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Moving

1.10

1.11

Mowve or Copy

Mowve selecked sheets
To book:

Book1 ﬂ

Before sheet:

(move ko end)

[ Create a copy

] | Cancel I

Move or Copy dialog box.

or Copying Sheets to Current workicook

To move sheets within the curient workbook, dragy the selected sheets along

the row of shect tahs.

To copy sheets, hola dowr CTRL, and ther drag the sheets; release the mouse

button before rzleasing the CTRL key
Inserting a Sheet.

Maxinium 225 sheets can be inserted in a Ms
Excel workbock

e Select sheet before which you want to
insert a sheet. (For e.g to Insert a sheet
between sheetl and sheet2, select sheet2)

e From the Insert menu select Worksheet
option.

Renaming a Sheet

Insert...

Delete

Fenarme

Move or Copy...
Select All sheets

Tab Calor...

1l Yiew Code
Pop-up Menu

Double click on the Sheet Tab for which you want to rename or right click
on the sheet tab select the Rename option from the Pop-up menu.

12
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1.12 Protecting a Workbook or Worksheet

Sometimes you may need that nobody should make any changes in your
workbook. To do so, Excel provides option to protect your workbook.

Follow these steps.
e Select Tools Menu and choose Protect sheet option.

| Protection M| B Protect Shest..

Online Collaboration v | 7
% Prokect Workboak,

'Efl Fratec and Shaie warkbook,

Formula Auditing 3

Tools on the Web. ..

i_ustomize, ., i

Opkions. .. |
Protecting Workbock
e In the Protect Sheet dialog box .Enter the password
e Click OK

Plotect SheeN /7K

v Protect worksheet and conkents of locked cells

Fas=z.word to unproceck sheet:

F:-k** FRNTn

Sllowe all users af this warksheet ko
v A
v Select unlocked cells
[ Format cells

[ Format columns

[ Format rows

[ Insert calumns

[ Inserk rows

[ Insert hwperlinks

[ Delete calumns

I Delete rows - |

| Ik I —ancel |

Entering Password
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Introduction to MS-Excel Unit 1

e The dialog box appears which prompts you to Re-Enter the Password
for confirmation

e Type the password and click OK

e The worksheet is protected. Now one can view the worksheet but
cannot modify its contents.

s i e T T B,
- | 7 [[X]
. =

v Protect worksheet and contenits of locked cells

Reenter password bo proceed,

|********

Zaution: IF wou lose or Forgek the password, it cannot be
recovered. Ik iz advisable to keep a list of passwords and
their correspanding workbonk and sheet names in a safe
place (Remember that pazswords are case-sensitive, )

|_ Ll Cancel

Re-Entering Passworc
1.13 Saving a File
To save a file do the following:

e Select File meniu and then click on Save As. Save dialog box appears
as shown in figure

e Type the file name of your choice in the File name text box
e Click Ok
Saving a File in another format
To save a file in another format, do this

e Select File menu and click on Save As...

14 VEIS



Unit 1 Introduction to MS-Excel

e After that Save As dialog box appears.
e Enter a new name for the file in the File name text box.

e Click the Save as type drop-down list, and select the file format that
you want the file to be saved in.

Save As
Save in: | | My Documents j & 5 - Tools =
Mame Date modified Type Size
:ﬁg ; ACTIVISION LOTr The Rewurn of the King (tm) Data
History | Any Video Converter Wicrosoft photo
J BlueVoda Microsoft Pic
@ Corel User Files . My Games
i = , Downloads Wy lPE Tiies
i J Fax Scanned Dociraents
— | food supply Ulead DVD MovieFactory
| | food supply2 . Vuze Downloads
D GTA LC User Files @ASR PINS
esktop i . =
J GTA San Andreas Jser Files EVEIS COURSES M5
| GTA Vice City User Pries Evofer photo 2
) InterVideo @voter nhoto
J LG Elect.onics
= le jame: Book1 - Save
My Metwork <F(_/ | > =
Places SEMW‘Q‘_TI‘FIED’S—D& Fxcel Workbook - Cancel
a Vicrospft Excaorkbool A s
Ww'eb fage
Web Archive
¥ML Sp-eadsheet
=mplate
Text (Tab aclimited) i

Saving a iile to a different Format

1.14 Opening a file as a copy
To open a file as a copy
Select File menu click on and Open option

e Inthe look in list, click the drive, folder that contains the file you want
to open.

e In the folder list, locate and select the folder that contains the file.

e Select the file you want to open a copy of. Click the arrow next to the
open button, and then click Open as Copy.
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When you open a file as a copy, a new copy of the file is created in
the folder that contains the original file.

Opening a file as read-only
e Select File menu and click on Open option
e In the Look in list, locate and open the folder that contains the file
Select the file you want to open a copy of. click the arrow next to the Open
button, and then click open as read-only.
1.15 Copying a File
To create a copy of the file, the steps mentioned are usually followed

e Select File meru and click on Open opiion. Cr press Ctrl+ O
together

e In the Lcok in box, click the drive or foldei that contains the file you
want to copy

e Right- click the file you want to copy, and then click on Copy from
Pop up menu

e Now, in the Look in box, click the drive or folder you want to copy
the file to.

e Righi-click in the folder list (make sure a file is not selected), and
then click on Paste from the Pop- up menu.

You can copy a file in one more way. To copy in another way do the following:
e Open the file you want to create a copy
e Click File and select Save As
e Type the new name of the file in the File Name text box

e Click Save.

16 VEIS
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1.16 Renaming a File
To rename a file, do the following:
e Select File menu and click on Open option

e In the look in box, click the driver or folder that contains the file you
want to rename

e Right-click the file you want to rename, and then click Rename on the
shortcut menu. Or press F2 key

e Type the new name, and press Enter.

1.17 Closing a File
To close a file, follow the steps as below:
e Select File imenu and then click on Close option
e Or, click Close from the applicaticn window.

Or, press ALT+ F4 together frorn the keyboard.

17 VEIS
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Unit 1

Self-Assessment Questions

1

aa b~ w N

Describe Benefits of Ms-Excel.

Parts of an Ms-Excel Window.

Explain moving or copying sheets.

Explain the diffrernt methods of saving the file.

Renaming and closing a file

Lab Session

1.

Enter the Data in Ms-Excel Sheet

|@Microsoﬂ: Excel - ExampleC.x\z

mTx]

i3] Fle Edit View Insert Format 1vols Datc Window Help — & )
P el S0 ) 7 i | B - ) Bi 100% v @) d
i Arial EALLIE [ u|§§£: ':-r{‘#r _ﬁ‘v
F10 - &
A |8 | e |’ [E Qe &6
1 Stndent Testl Test2 Testd Testd Vasth  Average ——
2 |Hank 99 EE] T3 88 85 90|
3 |Cathy &8 a8 5 78 L] 87|~
4 |Bob a5 25 aa 82 35 35
5 |Drvid =i 57 65 a2 85 83
6 |Frank 75 75 95 8% 85 82
7 lAmy a0 a0 TE 84 35 81
8 |Edward &7 67 i a0 85 75
9 Ginny 28 45 s g0 35 66 [ e
W 4 » ' Sheetl Sheetz { shests /|7 | =]
Ready UM
ML asoft Excel - Bookl 4
i‘l File Ear View Insert Format Tools Data Window Help
Dedasnn kY| s B@ER- @ = -z X} | 00 -3
Arial i - 7 D EE=EEEx, MAEE|ES-A -
A6 = A
el gen B S B S S S e s el
1 |S No Mame Cluss
2 | 1 Sanjeev Mehra BA
| 2 Arun Bedi A
| 3| Jatin BA
5 | 4 Tejali BA
6 | 5 Sudhir MA
7| 6 Harsh Kumar A
8 | 7 Sunita ey
EX 8 Babita Kumari BA
10 | 9 Sonia BA
e 10 Ravinder DCA
12| 11 Roopa BCA
13| 12 Anita BCA
14 | 13 Harjinder Kaur DCA
15| 14 Kulbir DCA
16 |
17
18 |
39 |
20|

2. Create yourself 2 to4 Excel Data Sheets inserting your own data.

18 VEIS






Unit 2 Entering and Editing Data ---MS- Excel

Entering and Editing
data in MS- Excel

Contents :

2.1 Introcuction

2.2  Keyboard Shortcuts in MS-Excel

2.3  Editing Data

24  Deiating Rews, Columrs and cells

2.5 Resizing Rows, Columns and cells

2.6 Copying and Mioving Data

2.7  Hiding and Unniding Rows & Columns
2.5 Auto fill Pre-Defined Series

2.9 Highlighting Gridlines

2.10 Selection Techinique
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Entering and Editing Data --- MS- Excel Unit 2

2.1 Introduction

You can enter text, a number, images, fill colour, or a formula into each cell
in a worksheet.

Four types of data can be entered in excel :-
1. Numeric (Value Entry) : The entry that consists of only numbers.

=>» Along with the number it may consists of some symbols like Decimal
(), Comma (,), Percentage (%), Currency ($) etc.

=>» Value Entry is right aligned (By derault).
2. Formula Entry
It is an entry that start with
a) = b) + c) @ symbol
> in-tuilt formula can start with *=” or ‘@’ or ‘+’ symbol.
> User deiired formulas car: start with “+* or ‘=" symbol.
3. Text (label Entry)

All the entries other than value entry and formula entry is called as Text\
Label entry.

It may consist or
1. alphabets
2. numerals
3. special symbols and combination of all these.
4. All the text entries are left aligned (by default).
4, Images

Image files like JPEG, PNG...... can be inserted in a cell.

20 VEIS
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Entering and Editing Data ---MS- Excel

2.2 Keyboard Shortcuts in MS-Excel

For entering the data in the M.S Excel sheet, use the following keys.

Command Function

Right arrow /

Tab Key To move one column right

Left arrow To move one column left

Key /

Up arrow Key | To move one row up.

Down arrow

Key/ Enter To move one row down

Page Up To move ore uh

Page Down To move one screen down

Ctrl +Home To move to the first cell of the row.
Ctrl+ End To move to the last used cell of

| Spieadsheet.

2.3 Editing Data

The easiest way to charige the text or number in a cell is to click the cell and
then type right over the contents. If you do not want to replace the data, but
simply neea to corect scme part of it, move your cursor to the location in
formula bar, where you want to make changes.

ol ____'J =| now is the tidme for all good
= Bl:ll Forrmula Bar
A [ B C O E
1 Jnow is the!tiar‘ne for all good

1. Inserting More Cells

If you want to insert cell before B3

Select cell B3.

Choose Cell option from Insert menu.

21
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Unit 2

Choose Shift Cell Down option from Insert dialog box.

Blank cell will be inserted between cell B2 and B3.

Insert @

Insert
(" shift cells right

.......................................

.......................................

{” Entire pow
" Entire calumn

8] 4 <ancel

4

Insert dialog box

2. Inserting Rows

1. Select Row 2 by clicking on row header.

2. Select Row option from Insert menu.

3. A blank Row is inserted above the Row 2.

@ File Sdit  Wiew -ysert |_.'=grmaL Trals  Data  Window  Help

0= :"ﬂ ﬂ Zells Ced §

i B | Rows |

arial = = 5 2
AZ m Worksheet

— A ‘_E [ﬂ Chart... E F

1 2 Symbal., .

;-:_ Page Ereak.

4 #%  Function. ..

g Mame ]

7 g Comment

a Picture »

9 e

10 §ed  Diagram...

1 Ohject. ..

E % Hyperlink...  Ckrl+K

Inserting Rows

22
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Unit 2 Entering and Editing Data ---MS- Excel

3. Inserting Columns
1. Select Column B by clicking on Column header.
2. Select Column option from Insert menu.

3. A blank Column is inserted between column A and column B.

@ File Edit Wiew | Insett | Format  Tools Da
D dS " /_
e B | Q:ulum_ns |

= Workshest |
Arial .

B1 - ﬂ Chart...
A 4 i Eunction,.. ]

1_ Marne v
2 )
3— g Cemment
E Pickure F
c .
== I% Hyperlink, .. Chel-rK
5, I ¥

Inserting Columns
2.4. Deleting Rows, Columns and Cells

1. Deleting Rows

1. Select the Row 3 by clicking on row header. Press shift key and select
ROW 4,5.

2. Select Deicete option from Edit menu.
3. All the three rows are deleted.
2. Deleting Columns

1. Select the Column B by clicking on Column header. Press Shift key
and select Columns C,D,E.

2. Select Delete option from Edit menu.

3. All the four Columns are deleted.
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3. Deleting Cells

Select the Cells to be deleted and from the edit Menu, select Delete option.
Cells will be deleted. Or right click the cell and chose delete from the

shortcut menu.

2.5 Resizing Rows, Columns and Cells

1. Changing Row Height

Ms-Excel adjust row height automatically 1f you enter taller or wider

characters.

Manually change the row height:
bottom edge of the gray row and drag

Position the mouse oointer on the
up or down to change ‘ow height.

To change the height of several rows, e steps are:

1) Select the rows

2) Click cn the Format ineriu and choose the Row option. Then select
the Heigiht option frein the Submienu

3) The Rcw Height aialog box 1s displayed.

N\ N

|Fgrmat-!£m:||5 Data  ‘Window  Help

| Ei Calls... Ctrl+1

Ry

iZolurnn

Sheetk

AutoFormat. ..
Conditional Farmatting. ..

Skvle, .

A = -5

Il Height. ..

AukoFit
Hide
Inhide

Increasing Row Height

24

VEIS



Unit 2 Entering and Editing Data ---MS- Excel

4) Enter the new row height.

5) And click on the OK button You will find the changed row height in
the selected rows.

Row Height 7%

Row height: |Eu|

|
K, i Cancel | I

Entering new Row heignt

2. Changing Colurmn  Width
1. Select the Columns A and B by dragging.
2. From the format menu choose the column option.
3. Select the width option T7om the submenu.

e —

—
Formak | Tools  Data Window  Help

Cells... Chrl+1 @ = - 2] Z) |
o Bew 1B ooz . R % EE
| Column 3 "% width. ,
1 Shest » AutoFit Selection
AutoFormat. .. Hide
Conditional Formatking. .. Unhide

] -

Increasing Column Width
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Column width: | 16

] 4 I Cancel |

Entering new Columir Width

4. Enter the new column width 16 in column width text box
2.6 Copying and Moving Data
1. Data in Ms-Excel can be Copied using two methods

(@) Drag and Dror Mezthod

(b) Copy and Paste Method
(a) Drag and Drop Method

1. Select the Range of cells to be cop:ed
2. Position the mouse pointer at the lower border of the selected range.

3. Hold aown the Ctrl kay. You will notice that the mouse pointer changes
to an arrow with plus sign.

4. Keeping the left mouse button pressed, drag the border to target
location.

5. Data from the selected cells is copied to the new location.
(b) Copy and Paste Method

1. Select the Range of data to be copied.

2. Choose copy from the Edit menu or Shortcut menu.

3. Click on the cell to which you want to copy data

4. Select Paste from the Edit menu or Shortcut menu.
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5. The data from the selected cells is copied to new location
2. Moving Cell Contents :-
(@) Drag and Drop Method
Select the Range of data to be moved

Take the mouse pointer to any place at the boundary of the border. When the
cursor changes from the ( +) to the arrow sign click and hold the left mouse
button pressed, drag the data to the new lccation.

When data has reached the desired location release the mouse button.
The selected data is moved to the new location.
(b)  Cut and Paste Method
1. Select the range of data to be maved.
2. Select the Edit menu, ana click on Cut opution
3. Click on the cell where the contents are to be pasted
4. From the Eait menu select ™Paste option.
2.7 Hiding and Unhiding Rows/Columns
1) To hide a particular rowscolumn
2) Select the cells from the row /column
3) From thie Forrat menu click row/column and click on Hide option.
To unhide a particular row/column

Position mouse pointer at the row/column split bolded bar, when the
mouse pointer changes to hollow arrow, drag it.

Or
1) Select the hide cells range from rows/columns.

2) From the Format menu click row/column and click on Unhide
option.
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Note: We cannot hide or unhide a row and a column simultaneously.

2.8 Auto Fill Pre-defined Series of Text

You can also generate a pre-defined series of dates, weekdays or month
names. The step are:

1. Type the first value of the series. For example, type ‘January' in cell
Al.Select this cell.

2. Click the Auto Fill handle and crag it to enclose the area you want
to fill with the series.

3. Release the mouse buttor. The enc!nsed ceiis witih the grey border
are filled with the series

= s ey SR et (T e

:. F'IE Edit  Yiew %. File Edit Mjew Inser
b e EA8 &L
Al Arial - 10
Al - ;
— BV ' A1 £
1 A B
5 SN 1 |[January
5 2 |February
4 3 |March
E 4 (April
| ; 5 May
} 5 5 |[June
g 7 |July
g g [August
10 d |Septembe
11 10 [October
12 11 |MNovember
13 12 |December
14 Decel 13
15 14
Generating Fill Series Fill Series Data
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The Series Dialog Box
The Series dialog offers further options for generating a series.
The steps to generate a Series are:
1. Enter the initial values.
2. Select the range of cells that need to we tiiled up.
3. Select the Fill option from the Edit menu

4. Select the Series option from the Fill cubmenu. The series dialog box
is displayed .

5 oo e oona NN~

@ File I—I;EFI Wiew  Insert  Format  Tools  Daka  Window

O = R’
Aricl 4w e Iy = = =
A oy CrHC
s 4 C& Offce Clipboard. .. | D E
_-1'1_L_ B Easte Chrl e
3 Paste Special...
4 | Fill »
]
B Clear 3
| 7 Delete. .. Lp
5 | Delete Sheet Left
5 L
10 Morve or Copy Sheet, ., Series. ..
11 dh  Eind... Chrl+F ¥
12
13 "
14 hd

Fill Series Option

5 Select the appropriate options and click the OK button.
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The series dialog box offers the following options:

b
L]

Series in Twpe
{+ Rows {+ Linear (+
" Calurmns (" Growth e
(" Date i
[ Trend " AutoFil 2

Step value: | Skop walue: II
|_ 4 | Cancel J

Fill Series dialog box
Series in: Rows or cociumns

Excel will guess the correct crieniation, dependirg upon the range selected.
If you have seiected a singie cell, you must indicate in which direction you
want the series to he placed across a row or down a column

Type Linear

This option creates a straight lincar progression, starting at the current value
of ihe cell and incrementing each cell in the range by the number entered in
the step vaite.

For example, 11 you have entered 6 in the first cell and number entered in the
step value is 10, the numbers will increment by 10, i.e.6,16,26,36 and so on.

Type Growth

This option will grow the data by the numbers entered in the step value box
using simple multiplication. If you start with a value of 1 and grow the data
by a step value of 5, the series will be 1,5,25,125,625 and so on.
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Type Date

This allows you enter a series of dates a specific number of days apart, ie.
if you enter 03-09-2010 in the first cell and choose Monthly, the date
series will read 03-09-2010, 03-10-2010, 03-11-2010, and so on.

Type AutoFill

This option allows you to enter a series of numbers and have excel
determine the relationship between them iri order to fill the remaining cells
in the series. For example, if you enter 5 in the first cell and 10 in the next,
excel will fill the remaining cells with 15, 20, 25, aiid sc on.

Step Value

The step value is the increment value for a linear series or data series and
multiplication rate for a2 growth series.

Stop Value

Stop value is the rnaximum valuz for the series.

2.9 Highlighting Gricdlines

Gridlines are the lines which are presznt on the Ms-Excel sheet. By default they
are not printed on the paper.

1. e Print the Gridlines
1) Select File menu and click on Page Setup.
2) Select the Skeet tab.
3) Then click Gridlines check box.
4) Click Ok.
2. Hiding the Gridlines
1. Select the sheets on which you want to hide the gridlines.

2. On the Tools menu, click Options
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3. Then click the View tab under Windows options. Then clear the
Gridlines checkbox.

2.10 Selection Technique

Selection can be done using Mouse and keyboard. We shall discuss
Continuous Selection and Non Continunous Selection in each way.

Using Mouse:-
(@) Continuous Selection
Range
1) Drag the mouse over the cells

2) Select the first cell of Range then pressing Shift key, click on the
last cell.

Column
Single click on the Cciumn Heading

Drag the mouse over the column headings for multiple columns

Row

Single click on the row bzading

Drag the mouse over rew headings for Multiple Selection.
Worksheet

Single click on the common heading area (i.e. Intersection are of row
heading cclurmn heading)

(b)  Non continous Selection
Range

Select a range of cells holding down CTRL key and then select
another range.

Row\Column
Select a row\ column

Hold down Ctrl key and again select another row\ column
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Using keyboard
(@) Continuous Selection
Range
Shift key + Arrow keys
Column
For single Column Ctrl + Spacebar
For single row, Shift + Spacebar

For multiple rows , Select any ceils of the row and press
Ctrl+Spacebar

Whole Worksheet

Ctrl +A

Or ctrl +shift+ spacebar

(b) Non Continuous Selection

For this we have to bring the keyboard into add mode.
Add mode can be done by pressing shift+F8

Select the first range

Fress Shift + F& key to send the Keyboard to add mode
Now use airow iKey to move the cell pointer

Again use Shitt + Arrow key for next range selection

(c) Extended Mode Selection

Selection is done , Using navigation keys.

Press F8 Key for extend selection

The Keyboard will go to Extended mode.

Use Navigation Keys (arrows Keys) to extend the Selection

To cancel it, press Esc key
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Self-Assessment Question

1

2
3
4
5
6

Write the short cut keys for entering data in MS-Excel sheet.
Explain different ways of selecting rcvws and columns.
Explain two methods of copying dafa in Excel Sheets.

Write the steps to increse the row height 2id column width.
Explain Fill Series in cetail.

Explain selection technique using keyboard.

Lab Session

O O W

Gerierate the table of 8 upto 10 multiples using Fill Series.
Fill January tc December using Fill Series.
Make the following series 23333,27333............. upto 103333.

Change column width using format menu
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3 Formatting Data in MS-Excel

Objective :

u Explaning the way s of making Ms-Excel Sheet more
presentable

u Discussing the techmique Data Validation

Contents :

3.1 Introductior

3.2  Formatiing Text

3.3  Font Fecrmatting

3.4  Formating Borders

3.5 Chenging cell color and Pattern
3.6  Auto Format

3.7 Data Validation

3.8  Conditional Formatting

3.9 Data, Time and Number Formatting
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3.1 Introduction

We can use formating to improve the appearance of our worksheet. It would
be easier for us to locate the information we need. So, formating is the
process of determining presentation of data in worksheet.

3.2 Formatting Text

Formatting text involves changing the angnment of text,font styles, font
sizes,font color,rotation. By default Ms-Excel applies the appropriate
horizontal alignment to each of the data types: number, aate, text,formula or
time.

1. Setting alignment using Fromat menu
1  Select the range of cells.

2 From the Forriat menu choose select opiion.The Format cell dialog
box appears.

3 Click on the Alignment tab, the options under alignment tab are
showr..

4 Apply the formatiing cn the cells using different formatting options
accoraing to your reauireinent.

Murmi=r Al ] EBorder ] Patterns ] Proktection I
T=xt alignm=-t Crienktation
Hoi imonkal:

|Genera| j
=

Werkical:

|Eic|t|:0m
I= . -
Text control N
I wWirap kext
[ Shrink ko Fik u] Ev Degrees
[ Merge cells
Righk-ta-left

Text direction:

Conkexk e

Ll I Zancel

Format Cells - Alignmemt Tab
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3.2.2 Using Formatting Toolbar

Merge and Center: This option helps you to combine the cells selected and
bring the text written in the leftmost

cell in the center. If there is any text in the — —
cells except the left most cell it will be lost E
after the cells are merged.

3.3 Font Formatting
1) Select the cells
2) The Format Cel!s dialog box appears
3) Click on the Fent tab

4) Make the appropriate changes and click ein the OK button.

Murnbe: ] Alignmert | Sonk l gardere ] Patterns ] Protection ]
Fonlk: Font skyle: Size!
Arial Egular | 10
Adabesm T a -
Alo s Ican Fonk T | Italic Q
Aldus Paistbe Font Eold
| R - | eoldnaic | 11 -]
Underlinz: Color:
ﬁdnnb j | Aukamatic ﬂ v Mormal Font
Effects Presviews
[ sStrikethrough
[ Superscripk LaBbCeoyyiz
[ subscript
This is a TrueType font, The same fonk will be used on both vour prinkter
and your screen,

0] 4 | Cancel

Format Cells -Font Tab
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3.4 Border Formatting

1) Select the Format menu. Click on the Cells option The Format Cells
dialog box is displayed.

2) Click on the Border tab The set of options under Border will be
displayed in the same dialog box.

3) Make your choices in the Border and Stvle group boxes. Then click
on the Ok button Borders in the chiosen style will appear around the

cells
"
Formarcets_________\\_—__B|
Murnber ] Alignirnent ] Font i | B n:nder _______ l Patterns | Prokection ]
Fresets Lime
:l o S Shyle:
| =S Mone - -—-=-
More outline Inside R e o
Border —_—
/ ‘ Text Text | )T
Tesc Texk
__. Color;
- ol s me Automakic . -
selkctea boder stvle ca be soplied bytlicking the presets, preview
|:|| gram\ct thex biytbons abowe.

; | Cancel

Applies \ Applies

Applies

Top

Border Left Border Right
Applies Border
Diagnols
in cell Format Cells - Border Tab

Note:  Select the color before selecting the Border Style.
Clicking twice on a button will remove the border.
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3.5 Changing Cell Color and Pattern

1) Select the relevant range of cells

2) Select the Cells option from the Format menu.The Format cells
dialog box is displayed.

3) Click the Patterns tab.

4) Select a pattern from the Pattern Dron-down list. The sample box
indicates how the pattern will look with the currently selected color.

5) Click on the OK button.

The selected background Pattern is applied (or changed) in the cells

Mumber ] Alignment: | Fant ] Border Patterns l Proteckizn ]

Cell shading
Color:

Mo Calor

Pattenn:

(0] 4 Cancel

-
]

89 g M 88
o

-
o —

Format Cells - Pattern Tab
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7} Excel E]@
1)2[3 A B C D E F G B i

1 e HH English  Hindi Sanskrit Maths  Science  Social T
[ 2 HEEAE a1 a3 56 86 56 o3

3 m@% 67 49 78 76 a5 a0

4 i e a0 56 99 100 91 b7

5 W F 89 67 75 E6 78 76

B it 67 78 50 78 71 56

7 R 34 a0 56 a9 a0 a4

8 iy st 86 a6 34 79 4 87

9 P a0 a6 ) 34 B0 i

10 ForEP a7 55 34 56 95 2

11 S 45 56 o0 1nQ 42 31

12 s a5 43 45 23 RS 97

13  EHE s o aaed B5 34 45 g9 3 45

14 e 78 20 7 20 ] 45

15 A £6 3 i 45 20 20

Cells with Pattern

3.6 Auto Format

Auto Format are predefinied format features for setting font style, borders,
patterns, cclors as you choose. Auto Format can automatically format a range
of cells as you choose one frcm rnany formatting styles.

Applying Autoformat
1 Select the range of cells

2 From the Fcimat menu choose Autoformat option.(Autoformat dialog
box appears which will show samples of many predesigned formats.

3 Click a format which you want to apply

4. Click OK Button.
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hutoFormat EJ .
=
Jan Feb» Mar Total Jan Febh Mar Totarl
East 7 7 5 19 | | East 7 7 5 19 |
Wiast 6 4 7 17 | [vvest E 4 7 17 e
South g 7 9 24 | | South § 7 8 24 ;
Total 21 18 21 E0| |Total | 21 13 = &0 Options. ..
/Srrmilﬁ\ Classic 1
/m of high
East 7 7+ 5 19 st TR T (=S
West &5 4 7 17 st 6 4 7 A7
Somth & 7 9 24 h & 7 &8 24
Total 21 18 21 A0 tzi 21 182! KO
Classic 2 Ciassic 3
\__/ N m—
dEn Feb  War  Total san Feb  Mar Total
Esst $ 7% 7% 5% 19 Cast § 7% 7% 5§ 19
et E 4 7T [west g 4 R
South g 7 2 24 |South g R 9 24
Total § 21§ 169 213 60 |Totel $ 215 169 21 § £0
Accoupting 1 Accounking 2 ﬂ
Autc Format dialog box
A | 8 C 0 E F G H
2 107 Saloni 45 32 a7 10 25 54
| 3 lag BAwvni L a1 a2 45 20 20
A 108 Ruichika ia 20 ar 20 a5 45
5 13 Firach RS 34 45 g9 A1 45
B 102 Rai a5 43 45 23 B5 o7
7112 Sany<eta 45 ok a0 100 42 31
g 105 Preeti a7 RS 34 bl a] 95 32
9 104 Priya =1l ol =l a4 talll 21
10 110 Richa bl bl a4 FiE) 4 a7
11 101 Pooja 34 a0 a6 tals, a0 G4
12 114 Abhishek B7 ia S0 ia 1 o]
13 109 Kamal a9 B7 =) 56 78 7B
14 [115 Chavi a0 ala =] 100 a1 B7
15 103 Rawvu B7 49 7a Fi5] a5 S0
16 111 Anu a1 a9 56 a6 56 = e
Table with a Auto Format design
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3.7 Data Validation

This option of Excel defines the valid data for individual cells or cell ranges.

Steps to validate data.

Select the cell range from (C2:H16) in ine Student Result database.

A

B

Foll Mo Mames

07 Saloni
06 Awni

08 Ruichika
13 Prachi
02 Rai

14 Sangezta
105 Preat
104 Friva
110 Richa
101 Hoojs
114 Abhishek
109 kataal
115 Chaw
103 Havu

111 Anid

—_— —a | —a | —a —a | ==

c [ o | E [ F [ &6 | H |
English  Hing: sanskit  Maths  Scignce  Social

Selecting Cell Ranges

2) From the Data menu,select Validation option. Data Validation dialog

box appears.Select the Settings tab.In the allow box select Whole

number.
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3. In the Data drop down list,select between and enter O in the Minimum
and 101 in the Maxmum boxes, respectively.

Data Validation

Settings l Input Message ] Error Alert

Validation criteria
Allowy:
|'-.-'-.-'hu::|e nurnber j [+ Igrare blank

Daka:

|between j

Minirnuarm:

o E|

Maxirmurm:
[101 i
I

Clear al | 2k, _J Cancel |
I

p=ia = T T

Setting Values for Vaiidation

Dataaiaton NN 2K

Settings  nput Message ]. Errar Ale:c l

[v Show input message when cel 15 selecked
wWhen cell is selected, show this input message:
Title:

[Input Message

Inpuk message:
The walue should be between 0 to 101]

Clear all (0] 4 | Cancel

Type of Values to be entered
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4. Select the Input Message tab.

5. Select the check box so that a tick mark appears in the check box. In
the title box,type “Input Value” and in the Input Message box,
type.”The value should be entered between 0 and 100”

6. Select the Error Alert tab.

7. Select Stop from the Style drop dcwn list. In the Title box type the
“Error” and in Error message box type the message,”*“Cannot enter
value more then 100”.

[T ANE Y. |

.............................

Settings l Input Messane {Errar Alert

S e AT R N

[v Show error aler. after invalid data is encered

When user enkers invalid data, show this error clerk:

Skyle: Title:
Skop ﬂ !Errn:ur

Errar message:

@ |Zannaot entzr value more then 100

Clear All | O, Cancel

Error Message

8. Click Ok to close.In any one the cells from the selected range enter
the number outside this range, and check whether a error message
generates or not.
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3.8 Conditional Formatting
This option of Excel formats the cells according to a given criteria.
Steps to apply Conditional Formatting

Select the cells C2 toH16 in the Students Database.

A | B | ¢ | b | E | ¢ | 6 | H |

1 [Roll Mo Mames  Enaglish  Hindi Sﬁskrii kT acience Social
| 2 | 107 Saloni

| 3 | 106 Avni

4 108 Ruichika

| 5 | 113 Prachi

| B | 102 Rai

|7 112 Sangeeta

| B | 105 Preeti

(3|  104Priya |

10| 110 Rizna

|11 ] 107 Pooiz

12 114 Abhishek

13 ] 0% Kamal

14 115 Chawi

3] 103 Rawu

B it An

Seleciing Celi Ranges
Select Conditional Farmatting from the Format menu.
‘Conditional Formatting’ dialog box opens.

For Condition 1 select Cell value is from the drop down list .In the next
box, select between and next enter O in and in the last box enter 39.

Conditional Formatting E] 3
Condition 1
|Ce|| Yalue Is ﬂ |between j |D E and |39 E
Preview of format ko use AsBhCCYvIz Eor
when condition is true: S =
QK | Cancel

Condition 1
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Click the Format button, In the dialog box select Red color and single from
the drop down list.

Click on Add button to add second condition.

Conditional Formatting

Condition 1
Cell value Is ﬂ |hetween j o =l and |39 Y
Prewview of Format to use AaBhCCY YT Format
when condition is true: —'l‘_f— =

Condition 2
|Ce|l Yalue Is j |I:uetween :: E3 1] and iTIZIIZI
Preview af Farmat ko use AaBhC oY yTT
when condition is true: S

L]
I Add == | Delete. .. J Sl i Cancel

Conduition 2

Select Ceii Vaive Is frori the drop down list and between from the Second
box. Type 85 and 100 in the next two boxes. Click on the Format button and
choose Green Color and Bold Stvie. Now enter the following data in your
Ms-Excel sheet and observe thz efiects of conditional formatting.

A B C D E F G H

1 Roll Mo Mames  English  Hindi Sanskrit  Maths  Science  Social
2 107 Saloni 45 32 a7 10 25 54
3 108 | Awni A6 31 32 45 20 20
4 105 Huicnika 78 i 37 20 35 45
5 112 Prachi k5 34 45 B84 B1 45
B 102 Rai 85 43 45 23 B5 97
7 112 Sangeeta 45 ] 40 100 42 31
8 105 Presti 87 A 34 Bh 95 32
9] 104 Priya a0 ] S0 34 80 21
10 110/Richa 85 8k 34 79 4 87
11 101 Poaja 34 a0 ] B84 80 94
12 114 | Abhishek 57 78 a0 78 71 56
13 109 Kamal 89 7 75 56 78 76
14 115 Chavi 30 ] 99 100 91 57
14 103 Rawu 57 49 74 76 85 a0
16 111 Anu g1 89 ] 86 56 93

Student database Data
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3.9 Formatting Numbers, Data and Time
1 Select the range of cells
2 Select Format menu, and click on Cells option

3 The Format Cells dialog box appears. Select the Number tab

Murmnber l Alignrment ] Font ] Border | Pacterns ] Preection |
Category: Sample

T

Currency Decimal places: |z E:
Accaunting

Drake

Tirne [ Use 1000 Separatar ()
Percentage ; i

Fraction Megative numbars:

Sientific N\
Text 12>24.10

Specis! (1234 10)

Custam J (01234100 J

Mumber is us=d For general display of numbzrs, Carrency and Accounting
offer specialized Formatting For monetarv «walue,

o] 4 | Cancel

Format Cell Dialog Box.

4 Identify the required category for example, Number choose the
number of decimal places you want, you can decide to use a thousands
separator for larger numbers and you can decide how you want
negative numbers to be represented.

5 After setting various options according to your requirements, click on
the OK button

6 The data will now appear as given below.
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& E c | o | E | F | & | H
1 |Roll Mo Mames English Hindi Sanskrit  kaths Science  Social
2 107 Saloni 45.00 32.00 37.00 10.00 25.00 54.00
3 106 | Avni 56.00 31.00 32.00 45.00 20.00 20.00
4 1058 Ruichika 7B.00 20.00 37.00 20.00 35.00 45.00
5 113 Prachi F5.00 34.00 45.00 89.00 F1.00 45.00
51 102 Rai 85.00 43.00 45.00 23.00 F5.00 o7 .00
7 112 Sangeeta 45.00 56.00 90.00 100.00 42.00 31.00
] 105 Preeti 57.00 B5.00 34.00 56.00 S95.00 32.00
8 104 Priya S0.00 56.00 90.00 34.00 S0.00 21.00
10 110 Richa 56.00 56.00 34.00 79.00 4.00 57.00
11 101 Fooja 34.00 30.00 =500 59.00 20.00 24.00
12 114 Abhishek E7.00 ¥B.00 90 NN ¥8.00 ¥1.00 55.00
13 109 Karmal 89.00 G7 .00 ¥5.00 56.00 78.00 76.00
14 115 | Chavi 30.00 56.00 95 .00 100.00 91.00 B¢ .00
15 103 Rawvu G7.00 49.00 ¥8.00 F5.00 55.00 S0.00
16 111 | Anu 51.00 55.00 500 8500 55.00 S5.00

Numbers after apnlying Format

7 For removing the inumber formatting applied,cncose General option
from the Category dialog box.

MW_E

i ] Alicarment ] Fooik ] Border ] Fatkeras ] Protection ]
Cotegosy: Sample
neral &1
Muraber &
Zurr =ncy
Accolnking General Farmat cells have no
Date specific number Format,

Tirme
Percentoge
Fraction
Scientific
Text
Specisl

\WZuskam J

Ok I Cancel

Format Cells

8. Similarly you can format date and time by choosing the same
under Category in the Format Cells dialog box, and selecting
a suitable type.
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Self-Assessment Questions

4

Explain Formatting Text in detail
What is Data Validation.
Explain Conditional Formatting.

Explain Auto Formating

Lab Session

Generate given Tabies

=] = P et e e e P A R A T [N

A B C D E F

S No MNanwe Ciass cnglizn  |Hindi History
1 Sanjeev M BA 67 58
2 #run Bedi BA 56 73
3 Jatin BA 68 43
4 Tejali BA 47 5,
5 Sudvir BA 62 38
6 Harsh Kun BA 46 48
7 Sunita BA 5C 25
8 Babita Kur BA 52 65
9 Sonia BA 52 45

10 Ravinder  BA 65 56
11 Roopa EWA 48 56
12| Anita A 67 75
13 Harjinucr KBA 35 45
14 Kulbir B 56 34

1

1. Show Font Formating

G
Pol Sc

H
Ecnomics
39
51
62

2. Do Bold, lItalics, Enlarge Font using format menu.

3. How to Do Data Validation.
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4 Functions in MS-Excel

Ccontents :

4.1  Functions

4.2  Mathematical ana Statisticai Furictions
4.3  Adding Comrents

4.4  Date and Time Functicns

4.5  Text Function

4.6  Logical Functions

4.7  Financial Functions

4.8 keference Operators

4.9  AutoSum

4.10 Calulating Subtotals

4.11 Cell Referencing
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4.1 Farmulas or Functions

It allows users to create custom formulas to perform calculations on their data.
Excel also contains built-in formulas called functions that make it easy to perform
common calculations on data. By using functions, you can quickly and easily make
many useful calculations, such as finding an average, the highest number, the lowest
number, and a count of the number of items in a list

The type of function is categorized below :

Some of impotant categories are as follows :

1)
2)
3)
4)
5)
6)

Mathematical
Statistical
Text\String
Logical
Information

Financial, etc ...

Every function in Excel must be derined in the fellowing manner.

1)
2)

place ‘=" sign

followed by function narne

followed by parenthesis ()

Function may or not accept arguments

If funcucn accepis any arguments, they must be given within parenthesis

If function can accept multiple arguments, they must be separated by
commay,).

The arguments \ parameters passed to the function can be....

Constant

Cell Address

A range

A function

Or a combination of all these
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Here is an example of a function:
=SUM(2,13,A1,B2:C7)
In this function:

. The equal sign begins the function.

. SUM is the name of the function.

. 2,13, Al, and B2:C7 are the arguments.
. Parentheses enclose the arguments.

. Commas separate the arguments.

After you type the first letter of a function name, tre AutoComplete list appears. You
can double-click on an item in the AutoComplet= list to comjpiete your entry quickly.
Excel will complete the function name and enter tie tirst parenthecis.

EXERCISE 1

Functions
The SUM function adds argument values.

B File Edit View Irset Format Tonls Ca - e ZSUM(C‘IC?}
% By - A | B | € ]
Arial 10 1 25
SUM ~ ¥ J £ =SUM(C1:CT) 2 65
A ER C D 3 24
. e 4 32
3 24 g 46
4 32 6 97
5 46
5 J g7 7 22
7 | 8 | | 3111
8 | =SUMC1:CT) | g T
q
Fig Ex-12 fig Ex-13

Open Microsoft Excel.

Type 25 in cell C1, Press Enter, Type 65 in cell C2, Press Enter. Type 24 in cell
C3, Press Enter. Type 32 in cell C4, Press Enter. Type 46 in cell C5, Press Enter.
Type 97 in cell C6, Press Enter. Type 22 in cell C7, Press Enter.

Type =SUM(B1:B3) in cell C8. Press Enter. as shown in Fig Ex-12

The sum of cells B1 to B3, which is 311, appears. as shown in fig Ex-13.
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4.2 Mathematical and Statistical Functions

Sum() - It calculates the sum of given range.

Inserting Function.

1 Select cell 12
2 Choose Function option from the Insert menu
3 Choose Maths & Trig from Category and then select Sum
from the list of functions as shown below.
SUM > XJ &=
I = D E N = H
1 |S No MName Class English Hindi Hisuany Pol Sc CCnomivs
2 | 1 Sanjeev M BA T4 58 1R b5 39 =
3 2 Arun Bedi BA AR 73 45 37 51
4 3 J{ Insert Function 62
2 T :-ls— Search for a function: E;
7| 6 H Type a brief doscrption of what you want to do and then Co I 52
8 | 7|g| IdikGo _| — | a7
9| 38/ B| Or select a caterory: |Math & Trig -! 45
10 | 9 5 it e Mast Recently Used 24
11 1W0R T i AL e 44
I T, I — 3| .
13 | 1208 |gnur AaTig/ | 61
14 | 12 H | umProDUCT Statistics! 85
15 | 1417 |5uMsQ S i | 48
16 SLII\"I.-\. 'U':"IY 2 Tf.xf _v_l
| SUMX2Y2 e
.l AvS(numwr) ‘I-ls?\:lui?naﬁon
12 1 Retur s the abso'ate value of a number, # number without its sign.
20
g; 1 LHEIQ on this funcuon ,Tl Cancel |
23]
4 After selecting the function Sum,the following Figure appears.

e

Expand/ Collaspe
=" putton,

%=

Number1 |

Mumber2 |

Adds all the numbers in a range of cells,

Number1: number1,numberZ, ... are 1 to 30 numbers to sum, Logical values and text
are ignored in cells, included if tvped as arguments,

Farmula result =

Help on this Funckion Cancel

o]

Function argument dialog box
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5 Click on the Expand/Collapse button.The following Figure apears.

6 Select the range from C2 -H2.

SUM * X A& =5UM{D2:H2)
A B C D E F G H [
1 |5 No MName Class English  Hindi History Pol Sc  |[Ecnomics
2| 1 Sanjeev M BA 67 58 46 65 39|ED2:H2E '|

3 2 Arn Bedi BA hi I3 48 KT 1
4 Function Arguments @
; 22 Ay A =
7 6 Harsh Kun BA 46 4 65 37 52
8 7 Sunita |BA 56 25 46 a1 47
9 8 Babita Kur BA 52 65 25 ES 45
10 9 Sonia BA Rz 45 BA 75 24
11 10 Ravinder | BA 65 56 42 61 4
12 11 Roopa | BA 45 4 25 54 B
13 12 Anita BA 67 75 55 dd 61
14 13 Harjinder KBA 35 45 65 75 85
15 14 Kulbir BA. 56 34 28 67 45
16

Fig-15 Seiecting thre Rsnge

Now again click on the collapse button the following Figure

apoears.Shcwinyg the sum of the range(275 )
SUM » X /|2 =SUM(D2:H2)

A B | N | D [ E [ F | G | H —II
1 5 No Mame Class Engiish  Hindi History PolSc  Ecnomics
;2_| 1 Saniesv M BA 67 i 46 64 39' D.'Z:H.'ZE |
3 —2 Anun Bedi BA AR 73 48 37 ol
4 | Funct'on Avquments B @
g S
7 fumbe 1 | IR = = {67,58,96,65,39)
8 | i{:;nber2| E =
g
10 = 775
1 Adds all the numbers in a range of cells.
12
13 Number1: number 1,number2,... are 1 to 30 numbers to sum. Logical values and text
4 are ignored in cells, induded if typed as arguments.
15
16 Formula result = 275
17
18 Help on this function oK | Cancel
19

Sum of given Range
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8 Drag the Auto Fill

Handel as shown in the Figure.

12 v £ =SUM(D2:H2)
A B E D E F G H I

1 15 No MName Class English  Hindi History |Pol Sc Ecnomics
2| 1 Sanjeev M BA 67 58 46 65 39 275

3 2 Arun Bedi BA 56 73 43 kT 51

4 3 Jatin BA 68 43 55 53 62

5 4 Tejali BA 42 56 73 71 63

b 5 Sudhir  BA 62 38 64 51 47

7 6 Harsh Kun BA 46 48 65 i 52

B 7 Sunita  BA 56 25 46 51 47

9 8 Babita Kur BA 52 65 25 65 45

10 9 Sonia BA 62 45 b5 [ 24

11 10 Ravinder BA 65 56 42 61 44

12 11 Roopa  BA 45 56 25 54 £1

13 12 Anita BA 67 75 55 44 61

14 13 Harjinder kBA 35 45 65 75 85

15 14 Kulbir BA 56 34 28 67 45

16

Calculatirig the sum for all stugents
9 The total o1 all the students appear in Column I.
2 v & =SUM(D2-H2)
A B E 0 E F G H I
T[S Mo MName Class English  Hindi History |PolSc  Ecnomics
Z ! 1 Sanjeev M 3A 67 58 46 65 39 275
3 2 Arun Bedi BA 56 73 48 i 51 265
4 3 Jatin C4 65 43 55 53 62 281
5 4 Tejali BA 42 56 73 71 63 305
] b Sudhir  BA 62 38 64 51 47 262
7 6 Harsh Kun BA 46 43 65 kT 52 248
8 7 Sunita  BA 56 25 46 51 47 225
9 8 Babita Kur BA 52 65 25 65 45 252
10 9 Sonia BA g2 45 65 75 24 2N
11 10 Ravinder BA 65 56 42 61 44 268
12 11 Roopa  BA 43 56 25 54 61 244
13 12 Anita BA 67 75 55 44 61 302
14 13 Harjinder KBA 35 45 65 75 85 305
15 14 Kulbir BA 56 34 28 67 45 230
Calculated Sum
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Entering Functions by Typing
Finding the Percentage of the Students. (600 are the Total Numbers)
1 Type the formula = (I 2 *100/600) in cell J 2 and press enter.

SUM v X A& =12100/600

A B C D E F G H I J |
1|5 No Mame  Class  English |Hindi History | Pol Sc Ecnomics Total Fercent
ﬂ 1 Sanjeev M BA 67 58 46 b5 39 275/*100/600 _|
3 2 Arun Bedi BA 56 73 45 3 51 265
4 3 Jatin BA 68 43 55 53 62 281
5 4 Tejali BA 42 56 13 M 63 305
b 5 Sudhir  BA 62 36 b4 L3 47 262
7 6 Harsh Kun BA 46 48 8 37 52 248
6 7 Sunita  BA 56 25 46 5 47 225
9 § Babita KurBA 52 65 25 65 45 242
10 9 Sonia  BA 82 45 65 75 P 291
11 10 Ravinder BA 65 56 42 Bi a4 268
12 11Roopa  BA 48 56 25 54 61 244
13 12 Anita BA 67 75 A5 44 61 302
14 13 Harjinder KBA 35 45 65 75 85 305
15 14 Kulbir  BA £ M 28 67 45 230
16
17

8 Drag the autofill handei to calctiiate the percentage of students
H20 - h

A B [ C D E F G H | J

1 |5 MNa Mame Class English  Hindi History |Pol Sc  |Ecnomics Total Percent

P 1 Sanjeav M EA 67 53 46 65 39 275| 4583333
3 2/Arun Bedi BA 56 73 48 i 51 265| 44 16667
4 3Jain BA 63 43 55 53 62 281) 46.83333
5 4 Tejali ca 42 56 73 71 63 305 50.83333
B 5/Sudhir | BA 62 38 64 51 47 262| 43.66667
7 6/Harsh Kun BA 46 48 65 7 52 248| 4133333
B 7/Sunita | BA 56 25 46 51 47 225 375
9 8 Babita Kur BA 52 65 25 65 45 252 42
10 9/Sonia  BA 82 45 65 75 24 29 485
11 10 Ravinder |BA 65 56 42 61 44 268 44 66667
12 11 Roopa  |BA 48 56 25 A4 61 244 40 66667
13 12 Anita BA 67 75 55 M 61 302 50.33333
14 13 Harjinder K BA 35 45 65 75 85 305 50.83333
15 14 Kulbir ~ |BA 56 34 28 67 45 230) 38.33333
1R I

Calculated Percentage of all students
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4.3 Adding comments

Type the heading Eligibilty in column K. To show the meaning or purpose
of Eligibility, we should add comments . It is a remark that we attach to a
cell to provide information about the cell's contents. You can provide context
to your data by inserting comments in Excel cells.

Comments are shown by a small red triangle in the upper right corner of the
cell to which they are attached & provide extra information about cells. The
steps to add comments to the cell are:

e Select the cell to which you want to add a note

e From the Insert menu, choose Commert option o display a comment.

Microsaft Excel - Book2

] File Edit View | Insert | Format Tools Data 'Nindow Help

DexEdon < telb-s 2 - @

Arial Raws R R

w2 - Columns.
A B Worksh E F G h I . |

1 |SNo Name | iy Char... di History PoiSc  Ecnomic> Total Percent  Clzinin
Pl 1 Sanjee 7 58 46 85 39 275 46.83333

EH 2 Arun Bg =  Cunction 73 48 7 51 265 44 16667

4 3 Jatin Name v 43 55 53 62 281/ 46.83333

5 AfTejal meo s %6 73 il 63 31| 50.83333

6 s8udny PR == 0 38 64 51 47 262 13.66667

7 6 H-rsh k Bicture » "8 65 kid o2 248 433333

8 7Sunita | 7y Hyperink..  Ciriek 25 46 51 47 225 375

9 B Babite % ————— 65 25 65 45 287 42

10 9 Sonia |BA | 8Z _  4F 65 75 24 291 485

11 .1 Ravinder |BA 3 56 42 61 44 268| 44.66667

12 11700pa |CA 48 56 25 54 61 244 40.66667

s 12 Ani'a BA 67 s 55 44 61 302/ 60.33333
(14 13 Harjinder KBA 3F 45 65 s 85 305/ 50.83333

14 Kuloir  |BA 6 34 28 67 45 230 38.33333

15
Iz

Adding Comments

e Type your note into the coriment box

= Click

in another cell to continue working

Darcent

4523233
44 16667
4602333
5083332
43.66667
41.33333
37.5

42

48.5

44 66667
40.66667
50.33333
60.83333
38.33333

K L M M

Eligibility

arks more than 50

igibility:-Shows aggregate
arks of History & Pol Sc on
he basis of which student will
|be allowed to chose for the
| subject. The aggriate should be
ore than 120 and individual

Adding Comment Text

To read a comment, move the mouse pointer over the cell. The comment box will

be displayed.
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To edit a comment, right-click in the cell that contains it and choose Edit comment
it will display the comment box with the text ready for editing. You can also resize
or move the comment box.

To resize a comment box, click on the sizing handles and drag inwards or outwards
To move a comment box, move the pointer to one of its side borders. When the
mouse pointer changes to four-sided arrow. Then click and drag the comment to the
cell where you want it to be appear.

To delete a comment, For this right-click in the cell that contained it and choose
Delete  Comment from the Context menu

Inserting Sumif  Functions
Sumif( ) Finds out the total of cells on certain given criteria.
Syntax : sumif(range,criteria,[sum_range]

1. Select cell K2, Click -unction from Insert Menu.
Insert “unction @E

§-.arch for 7 function:

Type a brief description of what yro want to do and then Go
di« Go —_—
Or select a category: [Most Necently 1'ed -

elect a function:

R ‘PERLINK -
COLNT J
MAX

SUM;\;(.'Enge,critoria,sllm_range) =
Help on this function Cancel
2. Give the range in which marks of History and Pol Sc are only in-
cluded.
3. GIve the citteria as “>75” means, add only the marks which are greater
then 75 Eunzaen Arguments @@
SUMIF
Range |F2:62 3 = (45,65}
Criteria |50 S =50
Sum_range| E=

=65
Adds the cells specified by a given condition or criteria.

Criteria is the condition or criteria in the form of a number, expression, or text
that defines which cells will be added.

Formula result = 65

Help on this function Cancel

Giving function argument
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F21 M fe
A B C D E F G H I J K
1S No Name  Class  English Hindi History PolSc  Ecnomics Total Percent  Eligibility
2 1/Sanjeev M BA 67 56 46 65 39 275 4583333 65
3 2 Arun Bedi BA 56 73 48 k] 5 265 4416667 0
4 3| Jatin BA 66 43 55 53 62 281 46.83333 108
5 4 Tejali BA 42 56 73 [l 63 305 50.83333 144
b 5 Sudhir  BA b2 38 64 51 47 262 4366667 114
7 6 Harsh Kun BA 46 48 65 i 52 248 41.33333 65
8 7 Sunita  BA 56 25 46 51 47 225 ik 51
g B Babita Kur BA 52 65 25 65 45 252 42 65
10 9Sonia  BA B2 45 65 75 24 291 48.5 140
11 10 Ravinder  BA b5 56 42 61 44 268 4466667 61
12 11Roopa  BA 48 56 25 £ 61 244 4066667 54
13 12 Anita BA 67 75 55 44 61 302 50.33333 55
14 13 Harjinder KBA 35 45 65 75 8h 30| A0.83333 140
15 14 Kulbir ~ BA 56 3 28 67 45 230 38.23333 67
Sumii  Result

S. no 2 gets the total O because the marks of bath the subiects are less then
50. Total of S. no 7 is 5). because only Pol S¢ marks are added as the maks of
History do not fullfill the criteria. The marks are less tien 50. Similarly for S. no
12 only History marks comes as total,because the marks of Pol Sc do not fulfills

the criteria.

Use More Functions :

Average( ) Calculates the average value in cells .

Syntax : Average(numberl,|number2],...)

Steps: 1. Ciick the cell where you want to place the average function.

SUMIF

v X/ & =Average(D2:D15)

2. Type = and then type the word average and type (.

3. Drag across the cells whose values you want to average and press Ent.

A B c D E F
1 |5 No Mame Class English  Hindi History F
2 1 Sanjeev Mehra BA 6 58 46
3 2 Arun Bedi BA 56 73 48
4 3 Jatin BA 68 43 55
] 4 Tejali BA 42 56 73
6 5 Sudhir BA 62 38 64
7 6 Harsh Kumar BA 46 43 65
8 7 Sunita BA 56 25 46
9 & Babita Kumari BA 52 65 25
10 9 Sonia BA 82 45 65
" 10 Ravinder BA 65 56 42
12 11 Roopa BA 48 56 25
13 12| Anita BA 67| [ 55
14 13 Harjinder Kaur | BA 35 45 65
15 14 Kulbir BA 56 34 28
16| Average Num [=Average(D2-D15)
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Max () Finds out the greatest number among a given range of numbers of selected
cells.
Syntax : Max(numberl,[number2],...)
SUMIF + X o & =Max(E2:E15)

A B C D E F

1 |5 Mo MName Class English  Hindi History  |f
2 1/ Sanjeev Mehra |BA 67 58| 46
3 2 Arun Bedi BA 56 73 43
4 3 Jatin BA 65 42 55
5 4 Tejali BA 47 56 73
6 5 Sudhir BA 62 38 64
7 6|Harsh Kumar  BA 46 48 65
8 7/ Sunita BA 56 25 45
9 3|Babita Kumari BA 22 ES 25
10 9 Sonia BA 82 45‘ 65
11 10 Ravinder BA 65 26 42
12 11|Roopa BA 43 56 25
13 12| Anita BA 67 75 55
14 13 Harjinder Kzur  BA 25 45 ES
15 14 Kulbir BA 56) 341 28
16 Averagye Nuin 57.28571

Maximuri
"arks

Obtained In
17 Hindi =Ma.(EZE15)

Min () Finds cut the smaliast nurmber among & Qiven range of numbers.
Syntax : Min(numgerl,jnumber?],...)

CountlIf( ) Counts the number of ceils withi: a range on the basis of a given criteria.
Syntax : Countlf(range,criteria)

SUMIF ~ X A& =countif(E2:E15,"<50")
A B c D E F G

1 |2 Mo Marm.e Class English  Hindi History Pol Sc |
2 1 3anjesv Mehra BA 67 58 46 65
3 2/ un Eedi BA 56 73 48 37
4 3 Jatin BA 68 43 55 53
5 4 Tzial BA 42 56 73 7
6 5 Sudhir BA 62 38 64 51
7 6 Harsh Kumar BA 46 48 65 3
8 7 Sunita BA 56 25 46 51
9 8 Babita Kumari BA 52 65 25 65
10 9 Sonia BA 82 45 65 75
11 10 Ravinder BA 65 56 42 61
12 11 Roopa BA 48 56 25 54
13 12 Anita BA 67 75 55 44
14 13 Harjinder Kaur BA 35 45 65 75
15 14 Kulbir BA 56 34 28 67
16 Awverage Mum 57.2857T1

Maximum

Marks

Obtained In
17 Hindi 75

Mumber of

Students, who

got less than
18 50 in Hindi =countifE2:E15."<50")
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G21 - ﬁv
A B C D E F G H

1 |S Mo Mame Class English Hindi Histony Pol Sc Ecnomics T
2 1 Sanjeev M BA 67 58 46 65 39
3 2 Arun Bedi |BA 56 73 45 3ar 51
4 3 Jatin BA 68 43 55 53 62
5 4 Tejali BA 42 56 73 71 63
B 5 Sudhir BA G2 38 64 51 47
7 6 Harsh Kum BA 46 45 65 3ar 52
d 7 Sunita BA 56 25 46 51 47
9 8 Babita Kur BA 52 65 25 65 45
10 9 Sonia BA 52 45 65 7a 24
11 10 Ravinder BA G5 56 a2 61 44
12 11 Roopa BA 48 a6 25 54 61
13 12 Anita BA 67 [ 55 44 61
14 13 Harjinder k BA 35 45 65 7a 85
15 14 Kulbir BA 56 34 28 S 45
16 Average Num 57.28571 5121425 A0 14286 o7 57143 £1.85714

Mazximum " E

Marks
17 Obtained L 82 75 73 [ a5

Mumber of

Students,

who got

less than
18 50 4 7 7 3 7

Result of Functions Applied to all
ABS( )

Converts the integer value to real number ie. removes its sign.
Syntax : ABS(humber)

numhber is the integer vehich is to be convert to real number.

Exainnle

Abs(16) — returns 16
Abs(-16) — returns 1o

Ceiling( )

Excel's Ceiling function rounds the specified number away from zero to the nearest
multiple of the specified significance. It is closely related to the Floor function and
frequently used on dollar amounts to prevent inconvenient pricing.

Syntax :

Ceiling(number,significance )

number is the numeric value or reference to a cell containing numeric value.

significance is the number to the multiple of which the number is to be

rounded.
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Example
CEILING(148.02,0.5 ) — returns 148.5
CEILING(148.99,0.5 ) — returns 149
CEILING(141.99,5 ) — returns 145
CEILING(-142.99,5 ) — returns -145
CEILING(142.99,5 ) — returns 145
Even( ) Rounds up the given number to the nearest ever integer.
Syntax : Even(number)
Number is the value you want to round to near even integer.
Example
EVEN(16.1 ) — returns 16
EVEN(three) — returrs #NAME? error
EVEN(15 ) - returns 16
EVEN(14.2 ) — returns 14
EVEN(-15 ) - returins -16

Exp( ) Returns ¢ raised to howei of that nuriber. The value of scientific constant E
IS 2.71828182845904

Syntax : Exp(number)
Number is the power raised to the constant e.
Example

Exp(1) — retuins 2.71£281828
Exp(-1) — returns 0.367879441
Exp(2) — returns 7.389056099
Exp(3) — returns 20.08553692
Fact( ) Returns the factorial of the provided number.

Syntax : Fact(number)
Where number is the positive value, the factorial of which is to be calculated.
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Example
FACT(3) — returns 6  1*2*3
FACT(5) — returns 120 1*2*3*4*5
FACT (eight) — returns #Num!
FACT(5.6) — returns 120 FACT(5.6) is equal to FACT(5)
Int()
Round down a number to the nearest integer value.
Syntax : Int(number)
number is the real number which you want to round down.
Example
Int(4.9) — returns 4
Int(-4.9) — returns -5
Mod( )
Result is the remainder after the division of the number by the divisor.
Syntax : Mod (nvinber,divisei)
number is the value which is divided by the divisor.
Example
MOD(19,4) — returns 3
MOD(-17,4) - raturns 1
MQOD(19,-4) — returns -3
MCD(-17,0) — returns #DIV/0! error
Power( )
It shows the power raised to the given number.
Syntax : Power(number,power )
Number is the base number
Power is the exponent raised to the power of the number.
Example
POWER(3,4) — returns 81
POWER(-3,4) — returns -81

POWER(4,3) — returns 64
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44 DATE AND TIME FUNCTIONS

DAY()
The day function returns the day of a date in the form of a serial number.

Syntax :DAY (serial_number)
date is the date the day of which is required in the form of a serial number.
Examples:
DAY (“15-oct”) equals to 15
DAY (“12-0ct-1980") equals to 12
DAY (*9/23/2010”) equals 1o 23
DATE()
The date function converts a serial number to a particular date.
Syntax :DATE(year, month, day)
Year — The year argument repiesants the year anc is of four digits.
Month — The morith argument represents the month of year.
Day — The day argument represents the day of the month.
Examples.
DATE(2006, 12, 8) — returns 12/8/2006
DATE(2011, 11, 7) — returns 11/7/2011
NCW( )
Displays the current system date and time.
Syntax :NOW( )
Example:
NOW( ) returns 7/11/2011 10:50
TODAY( )
Displays the current system date.
Syntax :TODAY( )
Examples: TODAY( ) — returns 7/11/2011
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45 TEXT FUNCTION

LEFT()

This function is used to show specified number of characters from the
leftmost portion of a string.

Syntax :LEFT(text, [num_char])

Text is the text string from which the characters are to be extracted.
num_char specifies the number of characters to he extracted

from the left of the text string.

Examples

LEFT(*veinstitution”,5) — returns “veins”

LEFT(“my classes”,4) — returns “my &”

If the number of characters is not cpecified then default is assumed to be 1.
For example:

LEFT (“veinstituticn™ — returns “v”

LEFT (“hello”) - raturns “h”

RIGHT( )

This function is used to show specified number of characters from the
rightmost portion or a string.

Syntax :RIGHT(text, [num_char])

Text is the text string from which the characters are to be extracted.
num_char specifies the number of characters to be extracted

from tie right of the text string.

Examples:

RIGHT (“veinstitution”,3) — returns “ion”

RIGHT (“veinstitution”,4) — returns “tion”

If the number of characters is not specified then default is assumed to be 1
For example:

RIGHT (“veinstitution”) — returns "n"
RIGHT (“college”) — returns "e"
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LEN( )

The LEN function tells that you how many characters long a string is i.e. the
length of the string provided in numbers (ie number of characters).

Syntax :LEN(text)

Examples:

LEN(*Excel”) — returns 5
LEN(*Veinstitution”) — returns 13

LEN(“How are you”) — returns 11 (How- 3char, Space- 1char, are- 3char,
space- 1 char, you- 3 char)

DOLLAR( )

The DOLLAR function converis a number to text using currency format and
rounds the decimals to the specitied place.

Syntax :DOLLAR(pumber, [decimals! )

number is a numoer, a formula evaluating to number or a reference to a cell
containing a number.

decimal is the numier of digits to the right of the decimal point to which the
user warits 19 round of the number. If it is omitted it is assumed to be 2 by
default.

Examples:
DOLLAR(2568.239,2) -- returns $2,568.24 or Rs. 2,568.24
DOILLAR(-2568.239,-2 ) — returns ($2,600) or (Rs 2,600)
DOLL AR(2568.239) - returns $2,568.24 or Rs. 2,568.24

CONCATENATE()

This function joins two or more strings.

Syntax :CONCATENATE(textl, text2,...)

Upto 30 text items (typed in cells) may be joined as single string.

Examples:

If textl is "My name is" and text2 is “Jatin” is written in cell C2 then

CONCATENATE(“My name is “,C2) — returns “My name is Jatin”
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TRIM()

The TRIM function removes the extra leading, trailing and in between spaces
from the text, except the single spaces between the words.

Syntax : TRIM(text)
Text is the text from which the spaces are to be removed.

Examples:

TRIM(* My name is Jatin “) — returns “My name is Jatin”

MID( )

The MID function is used to extract a particular number of characters from
a string.

Syntax : MID(text, start_num, num_chars)
text is the string that you wish to exiwact from.

start_position indicates the position in the string that you will begin
extracting from. The first position in the string is 1.

number_of characters indicates the number of characters that you wish to
extract.

Examples
1. MIDAL2,3) — returns ish

A T Fe =MIDIAT,23)
A | B C D
1 |wishal education institution
‘ 2 |dera baba nanak
3hsh ]
A

2. MID(A2,3,4) — returns ra b

B3 - e =MID{AZ, 3 4)
A B | C D
1 wishal education institution

2 |dera baba nanak

3 Jish ab |
4 ucat nstit
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3. MID(B1,3,4) — returns ucat

Ad - fe =MID(B1,3.4)
A B C D
1 |wvishal education | institution
2 |dera baba nanak
3 |ish rab
4 ||.||:at | nstit
5 | |
4, MID(C1,2,5) - returns nstit
Cc4 - B =MID(C1,2,5)
A B C D
1 |vishal education | institution
2 |dera baba nanak
3 |ish rab
4 |ucat Ins*_t__l
g

LOWER( )

Converts the swring to lower case.

Syntax :LOWER(text)

text is the string or cell add whick is to be converted to lowercase.
Examples

LOWER(“INSTITUTION”) — returns institution
LOWER(*VeINstiTUtION”) — returns veinstitution

UPPER{ )

Converts the string to upper case.

Syntax :UPPER(text)

text is the string (Cell Add) which is to be converted to uppercase.
Examples

UPPER(“institution”) — returns INSTITUTION
UPPER(“VeINstiTUtiON”) — returns VEINSTITUTION

REPLACE( )

Replaces a text or a portion of text with another text.

Syntax :REPLACE(old_text,start_num,char_num,new_text)
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4.6

old_text is the string or reference to a cell containing a string in which
replacement is to be done.

start_num is the position in the old_text starting from which the text is
replaced.

char_num is the number of characters that are replaced.

new_text is the new string which is placed in the position of char_num
number of characters in the old text.

Examples
REPLACE(“my help is Jatin”,4,4,”name”) -- returns “my name is Jatin”.

fr =REPLACE{"my help is Jatin",4.4,"rame"}
C D . E F

1 rﬂ'.,r Name is J;_:in

LOGICAL FUNCTIONS

IF( ) Excel’s IF function is one of sirnplest and most useful spreadsheet
functions. It can fili cell fields for ycu based on evaluating a condition.

If the condition is true one valuz is returned otherwise the other value is
returned.

Syntax :IF(logicel_test, valuc_if true, [value_if false])
Tne wizard-like function requires you to fill 3 data elements:

Function Arguments
IF
Logical_test | =] -
Value_if true | y =
Value_if false | E =

Chedks whether a condition is met, and returns one value if TRUE, and another value if
FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE,

Formula result =

Help an this function oK | Cancel |
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logical _test is the condition which evaluates to true or false.
value_if_true is the value which is returned if logical_test returns TRUE.
value_if_false is the value which is returned if logical_test returns FALSE.
Examples:

In a discount on purchase worksheet B2 contains total purchases in different
months. If the purchase is of more than or equal to Rs.10000 then discount
rate is 10% else it is 0. For this the formula is: =IF(B2>=10000,10%,0)

IF - X @ =IF{B2==10000,10%,0)
A B C D E | F & H J
1 Month Purchase Discount [
2 |Jan 5000 0 | Function Arguments
3 |Feb 15000 10%
4 |Mar 20000 10% i .
S_EApr 23000 0 Logical_test |B2==10000 S8y - FALSS
6 |May 20000 10% Value_if_true [10%% Sl =0.1
7 |Jun 5000 0
i =
8 lul 10000 10% Value_if_tclse |D J 1}
9 |Aug 12000 10% 0
10 |Sep 16000 10% Che.cks whether a condivan is met, and returns one value it 1rue, and 7 other value if
11 |Oct 40000 10% FALSE.
12 |Mov 10000 10%
13 [Dec 6000 U Value_if_false is the value thatis returned if Logical_test is FALSE. If omitted, FALSE is
14 returned,
15
16 Formula result = 0
i7 Help on trs funcson oK | Cancel
18

4. 7TFINANCIAL FUNCTIGNS

PMT() The FMT function calcuiates the payment for a loan on the basis of
fixed interesi rate and constant irstallments.

Syntax :PMT(rate, nper, pv, {fv], [type] )

Functien Arguments
P
Rate -
Nperr - y =
Py T
] = -
TwJE| ﬂ =

Calculates the payment for a loan based on constant payments and a constant interest rate.

Rate is the interest rate per period for the loan. For example, use 6%/4 for
quarterly payments at 6% APR.

Formula result =

Help on this function Ok | Cancel |
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Rate is the rate of interest for the loan.

Nper is the total number of installments for the loan.

Pv is short form for present value, or the total amount that is left now for
payment, also called principal.

Fv is short form for future value, or the cash balance you want to keep after
the final payment is made. If it is left blank it will be assumed as O .

Type it indicates wether payments are due . It is the number O(zero) or 1.

Set type equal to if payments are due

0 or omitted at the end of the period

1 at the beginning cf the period
Examples

the following formula returins the monthly payment on a 20,000 loan at an annual
rate of 10 percent that must be pzid of in 10 manths.

=PMT(10%/12 10,20000,0,1) — raturns (Rs. 2,075.51)

Function Arguments |E|ﬂ
FMT
Rate | 10%;/12 =k = 0.008333333
ﬂperﬁ v E = 10
Pv 20000 %] = 20000
Fe] i =
Type |1 =1
= -2075.511689

Calculates the payment for a loan based on constant payments and a constant interest rate.

Type is a logical value: payment at the beginning of the period = 1; payment at
the end of the period = 0 or omitted.

Formula result = -2075.511689

Help on this function | 0K | Cancel |
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4.8 REFERENCE OPERATORS

OPERATOR MEANING

. (colon) Range operator, which produces one reference to all the cells
between two references, including the two references (B5:B15)

, (comma) Union operator, which combines multiple references into one
reference (SUM(B5:B15,D5:D15))

(space) Intersection operator, which procduces on reference to cells common
to the two references (B7:D7 C6:C8)

4.9 AUTOSUM

This function is used to calculate the total of a snecifiedu range.

You can insert a suri for a range of cells automaticaiiy oy using autosum.
Select the cell, wnerz you want to inseit the sum and click autosum.

File Edit View Inzett Foemat Tools Data  Window Help

NEHLR SRV iR - %EEIHQ&
Arial - - B I O0EEEBE % | €8
B2 ) £ 5000 Autu:uSur‘n
A | B | cC D E F G

1 Manth Purchﬂ
Z lJan [ 000l

3 |Feo | 16090
4 |Mar 20022
5 |Apr 5200
6 |May 20000
7 lJun 5000
8 |Jul 10000
9 |Aug 12000
10 | Sep 16000
11 Oct 40000
12 |Nov 10000
13 |Dec 6000
14 167000

9

You shell get the sum of selected cells as shown in the figure.
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4.10 Calculating Sub-Totals

Calculates the sub totals and grand total values for the labled columns

you select. Microsoft Excel
and outlines the list.

inserts and

lables the containing totals rows

1 Enter the following data in the Excel Sheet

A, B C D
Mark List For the Year 2010-2011

E

Exams
Quaterly
Half Yearly
Final
Quaterly
Half Yearly
Final
Quaterly
Half Yearly
Final
Quaterly
Half Yea:iy
Final
Qu-zterly
Fialf Yearly
Final

palalalalalalalalalala
I E A = e b e R Rl e L

Subjects
English
English
English
Hindi
Hindi
Hindi
Histary
Histor,
Histary
Pal Sc
Pol Sc
Pol Sc
Ecnomics
Ecnornics
Ecnomizs

Name: Jatin Bedi, Roll No. 45 Class 12th

Max. Marks Min. Marks [Maiks T)btained

50 20 25
50 20 28
100 40 65
50 20 13
50 20 24
100 47 38
50 20 32
50 20 46
161 40 82
50 20 25
50 20 36
100 40 65
50 20 35
50 20 37
105 40 [

2 Select the data as shown in the Fig bellow.

A4 - fi Exams

a [ B [T ¢ T b T E

:+ Mark List For the Year 2010-2011

2 Name: Jotin Bedi, Roll No. 45 Class 12th

3
4 |Exams Subjects Max. Marks Min. Marks Marks Obtained
& |Quaterly English 50 20 25
6 |Half Yearly  English 50 20 28
7 |Final English 100 40 65
_ 8 |Quaterly Hindi 50 20 18
9 |Half Yearly  Hindi 50 20 24
10 |Final Hindi 100 40 38
11 |Quaterly History 50 20 32
12 |Half Yearly  History 50 20 46
13 |Final Histary 100 40 g2
14 |[Quaterly Pal Sc 50 20 25
15 [Half Yearly  Pol Sc 50 20 36
16 |Final Fol Sc 100 40 65
AT |Quaterly Ecnomics 50 20 35
18 |Half Yearly ~ Ecnomics 50 20 37
19 |Final Ecnomics 100 40 72
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3 Open Data Menu and select Sub Totals as shown :

File Edit View Insert Format Tools | Data | Window Help
o —_— A
DFEHSB SRY| %R |4 o
Arial J10 RElim 7 O Eilter b
A4 - £ Exams . baHk:
. A | B | g | Subtotals... \ B
1 |Mark List For the Year 201C  validation .
2 |Name: Jatin Bedi, RolI No.¢  Tauk.
3. Text to Columns...
4 |Exams Subjects Max_ Mark _
& |Quaterly English B Cruenbddc,
B |Half Yearly  English 3 Group and Oitine 3
—F (o = ® [ PivotTable and PivotChart Report...
8 |Quaterly Hindi o
9 |Half Yearly  Hindi Import External Jatz ’
10 |Final Hindi i
11 |Quaterhy Histony L P T |

4 Do the settings as shown i1 the

& 5 Ciick on Ok

Figuie given below

Subtota

At each chano= in:

Ure function:

Shecs N\ 7

[Sun

Add subtotal to:

=]

=

¥ Replace current subtotals
[ Page break between groups
{ ¥ summary below data

Max, Marks -
[ Min. Marks
"l Marks Obtained -

Remowve Al QK

Cancel
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1

The subtoatals of each Subjects is displayed with its gand total as in the
Figure shown bellow.

2

S

A

B

C

D | E

Mark List For the Year 2010-2011

Name: Jatin Bedi, Roll No. 45

Class 12th

P (B3 B B P | e | o | o | o | s | s | s | o | o | o

Exams
Quaterly
Half Yearly
Final

CQuaterly
Half Yearly
Final

Quaterly
Half Yearly
Final

Cuaterly
Half Yeary
Final

Cruzterly
Half “early
Final

25

Subjects
English
English
English
English Total
Hindi

Hindi

Hindi

Hindi Totai
History
Histore
Hizcory
distory Total
P Sc

Pol Sc

Pol Sc

Pol Sc fotei
Sonomics
Ecnormucs
Scnomics

Echomics Tota!

Grand Towal

Mazx. Marks Min. Marks Marks Obtained

50
a0
100

50
50
1ol

50
50
10

50

H)

100

50
50
100

20

25
28
65
118
18
24
38
a8l
32
45
62
160
25
36
65
126
35
37
72
144
628

o 1

421 CeLL REFERENCING

The cell adaresses used in the formulae are called cell references. Use of cell
reference in a formula is called cell referencing.

There are three types of cell referencing:-

1.) Relative referencing. 2.) Absolute referencing. 3.) Mixed referencing

RELATIVE REFERENCING

When a formula is copied or moved to other cells using autofill handle the
references changes automatically. This is known as Relative referencing. Let's
see it practically.
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Add the following data in an excel sheet.

B17 - F
A B c D E F G
1 |Product |Price Fright Expence Total Cost Rate MNet Rate
2 |Purse 100 5 10
3 |Cap 120 5 10
4 Belt 120 5 10
5 |Shoes 200 5 20
6 |T Shirt 150 5 10
7 |Cappri 150 5 10
8
g8
10
11 Profit Margin 10%
12 Sur Chargeon each unit Rs 5
19
1.) Enter the formula
=B2 + C2+D2 in cell E2.
PMT ~ X & =B2+C2+D2
A B C D Ev F G
1 |Product Prics Fright Expence Total Cost Rate Met Rate
2 |Purse T A0t ) 10]=02+C2+L2
3 |Cap 120 3 10
4 |Belt 120 5 10
5 |Shoes 200 a 20
6 |T Shirt 160 5 10
7 |Cappi 155 5 17
8
9
10
1 Profit Margin 10%
12 Sur Chargeon each uni* Rs &
13
14

~ormula Relative Referencing

2) Drag the autcfill hand'e from E2:E7

E2 - A& =B2+C2+D2
A B C D E F G
1 |Product Price Fright Expence Total Cost Rate MNet Rate
2 |Purse 100 5 10 115
3 |Cap 120 5 10 135
4 |Belt 120 5 10 135
5 |Shoes 200 5 20 225
6 |T Shirt 150 5 10 165
7 |Cappri 150 5 10 165
8 m
9
10
11 Profit Margin 10%
12 Sur Chargeon each unit Rs &
12
Result
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Conclusion: The cell references in the formula changes automatically

in E3 = =B3+ C3+D3, E4 =2 =B4 + C4+D4

E5 = =B5+C5+D5, E6 = =B6+C6+D6, E7 = =B7+C7+D7
ABSOLUTE REFERENCING

When we want to keep a cell reference fixed in a formula we use a $ sign before the
column name and the row number.

Example

In the above table

1.) For calculating the amount after profit rargin, type the formula
=E2 +E2*$E$11  in F2

F2 - A =E2 +E2*FES11
A B C D E AN F G

1 |Product Price Fright Expence Total Cost Rate Net Rate
ﬂF‘urse 104 5 10 1 i"-'.l 126_5!

3 |Cap 120 2 10 135

4 |Belt 120 5 10 135

5 |Shoes 200 8 20 225

6 T Shit 1460 a5 10 165

7 |Cappri 150 ] 1 165

g

9

10

11 Frofit Margin 10% 10%

12 Sur Chargeon each unit| RS 5

13

2.) Drag the autofill hanaie from F2:F7.
F2 - A =E2+E2*3E511
A B | C D E F G
1 [Product | Price Fright Expence Total Cost Rate MNet Rate
2 |Purse 100 5 10 115 126.5
3 [Cap 120 5 10 135 145.5
4 |Belt 120 5 10 135 148.5
5 |Shoes 200 5 20 225 2475
6 |T Shirt 150 5 10 165 181.5
7 |Cappri 150 5 10 165 181.5
8 H
9
10
11 Profit Margin 10% 10%
12 Sur Chargeon each unit| RS 5
Result
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Conclusion: The cell references of E2 changes automatically but not E11.
MIXED REFERENCING

This is a combination of Relative referencing and Absolute referencing. When
in a formula we want to keep either the column name or the row number fixed
we use Mixed Referencing. A $ sign is used before the column name or the
row number which is to be kept fixed.

Example

1.) For calculating net amount after adding the service tax, type the
formula =F2+E$12 in G2

PMT X & =F2+E§12
A B C D E F <

1 |Product Price Fright Expence Tctal Cost/Rate et FHate
2 |Purse 100 5 10 115] " iZp 5|=F2+E512
3 |Cap 120 5 13 135 AL

4 |Belt 120 5 10 138 148.5

5 |Shoes 200 5 20 225 247 5

6 |T Shirt 180 5 10 165 181.5

7 |Cappri 160 4 10 1b5 181.5

3

9

10

11 Profit Margin 10% 10%

12 3ur Chargeon each unit| RS I_

Forimula fcr Mixed Referencing

2.) Drag the autofill hanale of G2:G7

G2 - A =F2+E$12
A 3 C D E F G

i Product  Frice Fright Expence |Total Cost Rate Met Rate
2 |Purse 00 ] 10 115 126.5 1315
3 |Cap 120 ] 10 135 148.5 163.5
4 |Belt 120 ] 10 135 148.5 163.5
5 |Shoes 200 ] 20 225 2475 2625
6 |T Shirt 150 ] 10 165 181.5 186.5
T |Cappri 150 5 10 165 181.5 186.5
g

9

10

11 Profit Margin 10% 10%

12 Sur Chargeon each unit RS 5

Conclusion: The cell references in F2 changes automatically but in E12
remains fix.
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Self-Assessment Question

1.
2
3.
4

5.

Lab Session

Explain Date and Time Function.

Explain Calculating Sub-Totals.

What is Function, write categories of Function.

What is Cell Referancing and Explain Absoulte Refrencing.

What is Sumif Function , write Syntax of Average,Max,Min.

1.  Generate given Excel Sheet and Fill Total.Percentage & Average.
1 - fe /\ _ _\
A B C D E F G H I J K
1 15 Mo Mame  Class  |English  Hindi distory Pol 5S¢ |Ecnomics Total Percent  Average
2 1/Sanjesv M BA 67 35 46 85 79
3 2/ Arun Bedi BA a6 54 48 7 hi
4 3 Jatin BA 65 54 55 53 62
5 4| Tejali BA 42 56 42 54 63
b 5 Sudhir  BA 62 43 64 51 49
7 6/ Harsh Kun BA 7h 48 65 7 h?
8 7' Sunita  BA 56 25 46 5 4
9 B Babita {ur b4 47 36 36 42 45
10 9 Smia  BA 82 45 ah 75 4
11 10 Ravinder BA R 48 47 61 44
12 11/Roopa  BA& 64 A6 33 54 61
13 12 Anita BA 56 42 55 75 51
14 13 /Harjinder k BA 35 43 65 54 75
15 14 kulhir - BA 65 43 28 M 45
2. Generate table & Calculate Sub-Total
I B C D E
1 |Mark Lisc¢ For the Year 2010-2011
2 Name: Jatin Bedi, Roll No. 45 Class 12th
i Exams Subjects Max. Marks Min. Marks Marks Obtained
5 |[Quaterly English 50 20 25
6 |Half Yearly English 50 20 28
7 |Final English 100 40 65
8 |[Quaterly Hindi 50 20 18
9 |Half Yearly Hindi 50 20 24
10 |Final Hindi 100 40 38
11 |Quaterly History 50 20 32
12 |Half Yearly History 50 20 46
13 |Final History 100 40 82
14 |Quaterly Pol Sc 50 20 25
15 |Half Yearly Pol Sc 50 20 36
16 |Final Pol Sc 100 40 65
17 |Quaterly Ecnomics 50 20 35
18 |Half Yearly Ecnomics 50 20 3r
19 |Final Ecnomics 100 40 T2
20
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5.1 Sorting

Sorting is the process of arranging the data in ascending or descending

order on the basis of single or multiple field.

Steps to apply sorting

1 Select the data as shown in given Figure.

@ Eile Edit ¥iew Insert Format Tools Data Window Help
DSHSR|(GRY | 4t BR-F o- 2 % - 4 % Wl B 0% -
Avial -0 - B 7 U S=E==38= W B |EEE - 2

A1 - f S No [

A B | ¢ | b | E | F H | [
1 |S Mo Mame Class English  Hindi Histurw Ecromics Total
2| 1 SanjeevMehra BA 67 35 46 a5 39 272
3| 2 Arun Bedi BA 57 54 a4 a7 51 246
4 | 3 Jatin BA B 54 55 53 62 292
5| 4 Tejali BA 42 & 42 54 63 257
6 | 5 Sudhir BA 62 45 64 51 a7 269
7| 6 Snatan BA 75 43 65 = 52 277
8| 7 Sunita BA 56 25 46 51 47 225
9| 8 Anita BA 62 36 36 42 45 221
10| 9 Sonia PA 82 45 65 75 41 308
11| 10 Ravinder BA a5 43 42 61 44 260
12| 11 Roopa BA 64 56 33 54 61 268
13| 12 Anita a 46 42 55 75 51 279
14| 13 Harjinder Kaur BA 35 43 65 54 75 272
1 14 Madhav BA 65 43 28 34 45 215

2. Click on Sort option from Data Menu 2nd choose the option acording to you.

| Eg'ish

Then by

ﬂ {* Ascending

(" Descending

|Hindi

Then by

CNOMmics

My list has

{* Header row

Options. .. |

ﬂ {* Ascending
" Descending

i+ Ascending

(" Descending

" Mo header row

oK | Cancel |
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3. Click OK .

A B C D E F G H I
1 |S No Mame Class English  Hindi History  PolSc  Ecnomics Total
2 13 Harjinder Kaur |BA 35 43 G5 54 74 272
3 4 Tejali BA 42 56 42 54 63 257
4 7 Sunita BA 56 25 46 51 a7 225
5 12| Anita BA 56 42 55 75 51 279
B 2 Arun Bedi BA 56 54 48 v 51 246
7 8 Anita BA 62 36 36 42 45 21
8 5 Sudhir BA 62 45 b4 51 47 269
9 11/ Roopa BA 64 56 33 54 61 268
10 14 Madhav BA B5 43 28 34 45 215
11 10 Ravinder BA B5 43 47 R 44 260
12 1/Sanjeev Mehra |BA 67 35 46 85 39 272
13 3/ Jatin BA Ed 54 55 53 62 292
14 6 Snatan BA 75 43 B5 v 52 277
15 9 Sonia BA 82 45 65 i 41 308
16

Result of Sort Option

In this multiple sorting exxample, we nave sorted the foilcwing data ( marks of En-
glish subject., maiikcs or Hindi subject and marks of Ecnomics subject) in assending
order. With the same order of periority.

Note : This s a multiple sorting. if the data was sorted only on the
basis of English only, then the next two options would be left
hlank, it wculd be known as simple sorting.

5.2 Filters
Display of records on the basis of certain criteria is known as Filtering.
Steps to apply Filter

1 Select the column headings.Click on the Filter option from the
Data menu and select Auto Filter from Sub-Menu

2 Click on the arrow displyed in the column fields as shown in the
figures given bellow.
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File Edit View Insert Format Tools | Data | Window Help
DEeEam RV & B 21 sot.. 100% - & .
Arial .10 -\ B 7 gl e : | AutoFilter |
Al = ‘.& S Mo SUEtDtElS... k
. A B C D Validation... Advanced Filter...
1[5t Name ~|Class  «[English + Tt T, ot ~]
2 13|Harjinder Kaur BA 3 272
3 4 Tejali BA 41 @ PivotTable and PivotChart Report... 257
2 7 Sunita BA 5 Import External Data 3 225
5 | 12/Anita BA 5 279
6 | 2 Arun Bedi BA 5 246
7| 8 Anita BA 6 A 221
8 | 5 Sudhir BA 62 45 B4 51 47 269
9 | 11 Roopa BA 64 56 33 54 61 268
10| 14 Madhav BA 65 43 2 34 45 215
11| 10 Ravinder BA 65 48 42 61 i 200
12| 1 Sanjeev Mehra |BA 67 35 46 RA 39 272
13| 3 Jatin BA 68 54 55 53 62 292
14|  6/Snatan BA 75 48 85 37 52 277
15| 9 Sonia BA 82 45 65 75 1 308
16
3 From the drop list choose “Custom” osntion.
A B C | D [ E
1 |E I+ |Name w|Class  «|English| » Hindi |l
2 13 Harjinder Kaur BA  [{Al) 43
3 4 Tejali BA op 10, 56
4 ¥ Sunita BA 35 25
5 12 Ania BA 42 42
g 2 Arun Bedi BA gg 54
[ a4 Amta BA 64 36
8 5 Sudhir BA &5 45
g 11 Roopa BA g; 56
10 14 Madhav BA - 43
11 10 Ravinder BA 82 48
12 1 Sanjeev Mehra |BA 67 35
13 3 Jatin BA 68 54
14 6 Snatan BA 75 48
15 9 Sonia BA a2 45
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4 On clicking the Custom option the following Figure appears .

Custom AutoFilter @
Show rows where:
Enaglish
|is greater than ﬂ |4*:' ﬂ
Il Co
|is less than j |ED / ‘ _TJ

Uze ? to represent any single character
Use * to represent any series of characters

(0] 4 | Zancr

5 Make the settings as shown in the above figure.

Eile Edit View [nsert Format Tools Datz Window Help

L

DEES" SQAYV &3 & -4 % 4 00% -
Al -1 « BIUS=E=EE9F %, 99 EE-8
Al - & £ No
A b _C D E F G H |
1 |S 1 w|Name v Class  w|English »|Hindi _ w|History «|Pol Sc_«|Ecnomi «|Total _ «
3 4 Tejali BA 42 56 42 54 63 257
4 7 Sunita BA 56 25 46 51 47 225
5 12 Anita BA 56 42 55 75 51 279
6 2 Arun Bedi BA 56 54 48 7 51 246
16

Filtered Data

Note: To remove the filter ,we have to click on the Auto Filter option again.
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5.3 Pivot Table and Charts

The main objective of these two data base objects is to help in comparative

study of data and analyzing it from different views
Steps to create Pivot Chart and Table

1. Select the data as show in (Fig 5.6)

@Eile Edit View Inset Format Teols Data Window Hep

DeEsn &V & < @ = -4 2 P woe -

Arial 0 B JIUE=E=EEFu, WSS EE D

Al - A& S No

Al E [ ¢ [ b [ E ] ¥ | 6 | H ] 1
1 |5 No Name Class English  Hindi History ruisc  Ecnomics To'al
2 | 13 Harjinder Kaur BA 38 43 65 54 7t 272
3| 4 Teal BA 42 56 42 54 53 257
4| T Sunita BA 56 25 46 51 47 225
51 12 Anita BA 56 52 A5 [ a1 279
6| 2 ArunBed BA 56 54 46 k) 21 246
7| 8 Anita B%A 62 36 36 42 45 221
8| 5 Sudhir BA 62 45 64 = 47 269
9] 11Roopa BA ad 56 3 54 61 268
10| 14 Madhav BA 65 43 28 M 45 215
11| 10 Ravinzer BA g5 48 42 61 44 260
12| 1 Sanieevilehra £A 67 35 46 85 39 272
13| 3 Jatin BA 68 o4 55 53 62 292
14| 6 Snatan BA 75 48 65 7 52 277
1 9Sonia______BA 82_ 15 65 75 41 308

2. Select the option Pivct Table and Pivot Chat Report Pivot T from

the Data manu.

@ File Edn View Inser: Format Tools | Data | Window Help

Dk ShAvy s £l sort.. 100% -~
Arial .10 - B I U Eitter PE |-

A1 = A S HNo Subtotals...
A B e T B Validation... |
1 |S Mo Nar.s.}e Class English et to Colurminss, Total
2 | 13 Harjinder Kaur BA 3 22
3 4 Tejali BA 47[E#  PivotTable and PivotChart Report... | 257
4 7 Sunita BA 5 Import External Data 3 225
5 12 Anita BA 5 279
_6 | 2 Arun Bedi BA 5 - 248
7| 8Anita BA Bl i ' 221
5 Sudhir BA 62 45 64 51 a7 269

9| 11 Roopa BA 64 56 33 54 61 268
10| 14 Madhav BA 65 43 28 34 45 215
11| 10 Ravinder BA 65 48 42 61 44 260
12 1 Sanjeev Mehra BA 67 35 46 85 35 272
13 3 Jatin BA 68 54 55 53 62 292
4 6 Snatan BA 75 48 65 37 h2 277
15 9 Sonia BA 82 45 65 75 41 308
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3. Select the option Pivot Chart Report (With Pivot Table Report) .

-

PivotTable and PivotChart Wizard - Step 1 of 3 [ B3]

Where is the data that you want to analyze? -
(¢ Microsoft Excel list or database

" External data source
" Multiple consolidation ranoes
{" Another PivotTable report or PivotChart report

What kind of repart do you want to oroate? -
" PivatTable

IEI Can;el_-j Jac _J[—ﬂext:b Einish

Chick on next butto:.

You wi! see the given Figure

—_— =

DivotTsble an PivotChart Wizard - Step2 of 3 [ 9 |3l

Where is the dzta that you want to use?

Range: Ji"'-51151515 E Browse..,
@ Cancel J < Back | Mext = Finish

4. Click on next button.
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PivoitTable and PivotChart Wizard - S5tep 3 of 3

PivotChart reports must be linked to a PivotTable report, The
PivatChart report will be created on a new sheet,

‘“where do yvou want ta put the PivatTable report?

* Mew worksheet
(™ Existing waorksheet

| E

Click Finish ko create your PivotTakie report

Lavyaut, ., ‘ Options. .. ‘ Cancel I <. Back |

Pivot Table Wizard (Step 3)

5. Click on Finish button.

6. Select Name froma Pivot Table Field List -,select Categoey AXxis
and click on the Add to button, as shown in Figure bellow.

Dran Paoea sdde Hara
WIVR Fade rieilds Melt

PivotTable Fipd List X
1 - Drag items to the PivotTable report
=EL
09 N EN
i [ Name,
E| Classk
08 ~[E] Englsh
[ Hind
07 _\ [ History
-~ polse
06 +— -\ E| Ecnomics
N _\._-f:: AN TEW T T 1IN o Seriest
Add Ty Category Axis i
Series Axis
Page Area
B3 PivotTable Data Area
PivotChart = [H_],
0.2
01
0

Adding Fields to chart (Step 1)
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Total

SNo «
14
w13
o1z
o1
m10

Tejali

—T—T T {Epugjouing
DILLOUIT JO WNg
05 [010 NS
AI0JSIH 10 LUNS
IpUIH 0 WNg
JSI[fUT J0 UINS
\______._:\_H_—OC.\_jﬁ
05104 0 WNg
AI0)SIH 10 LUNS
pu

Sunita

T

[N

Sudhir

BIVNS

AXIS.

Sonia

0114 [0 LNg
[pUIH JO WIS
LEIBUTJ0 Wng
\______-:_\_H_ —ngﬂ
C a5 |04 jouwng

Jypng

I1€S

Sanjeev
Mehra

E|UOS
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Unit 5

Database in MS-Excel

To show the data of selected Students, click the arrow on the Name field

and remove the selection for students not required .
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Unit 5 Database in MS-Excel

10. The following Pivot Table is itself created when you create the
chart, click on the repective worksheet to see the Table.

A | B C D E F G
1 |
2
3 | 1 S No |
4 MName | Data - 3 4 b 11| Grand Total
5 |Jatin Sum of English 68 6B
b Sum of Hindi b4 54
7 Sum of History 55 55
8 Sum of Paol Sc 53 53
9 Sum of Ecnomics 62 N 62
10 |Roopa Sum of English b4 B4
1 Sum of Hindi ‘ &6 56
12 Sum of History K] 33
13 Sum of Paol 5¢ 54 54
14 Sum of Ecnarics 61 B1
15 | Sudhir Sum of English 62 62
16 Svin of Hindi 45 45
17 sum of History 64 B4
18 |Sum of Pol Sc 51 51
19 ___|5um of Ecnomics /\ 47 47
20 |Tejali Sum of Englisn 42 42
21 Sum of Hindi 56 56
22 Sum of Hiztory 42 42
23 Sum of Paol S5z 54 54
24 |Sum of Ecnomics | 63 63
| 25 |Tatal Sum of Enaglish: 68 42 62 54 236
26 | Total Sum of Hina' 54 56 45 56 2N
27 |Totai Sum of iHistory 55 42 B4 33 194
28 |Total Sum uf Pol Sc 53 54 5 54 212
29 | Total Sum of Ecnumics 62 63 47 51 233
Pivot Table

Note:

Drag and Drop method is also used to add fields to the
chart area
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Unit 5

Example 2

Select the same data as selected for the previous example and create

another pivot table.

Now first add all the subjects fields to the data area. Then add
Name to the Category Axis and serial no to Series AXis.

A different output can be produced using the same data.

From which comprative study of all students marks in required

subject can be done by selecting required suk;j

Eile Edit View [nsert Format Tools Data Winaow Help

ke

jello

from data field.

xEsSH AV & & o . = -z} &b 4
Arial -0 LB IUSE=EET %, B9 E
A3 - g
A | B C D = F G
1 I
2 -
3 | 1 S No |
4 [Name ~ |Data - 3 4 5 11|Grand Total
5 |Jatin Sum of English 68 6o
6 Sum of Hindi 54 54
[ Surn of Ecnomicz | 62 62
8 |Rocpa Sum of English 64 64
9 Sum of Hindi 56 56
10 |<um of “cnomics 61 61
11 | Sudhir 'Sum of English 62 62
12 Sum of Hindi 45 45
13 Sum of Ecnomics 47 47
14 |Tejali Sum of English 42 42
15 Sum of Hindi 56 56
16 Sum of Ecnomics 63 63
17 |Total Sum of English 68 42 62 64 236
18 |Total Sum of Hindi 54 56 45 56 211
19 | Total Sum of Ecnomics 62 6.3 47 61 233
Pivot Table
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5.4 Inserting Charts

1 Take the same data as previous. Click on the Chart option from
the Insert menu. Select the Column Chart from chart type. Click

NEXL. | Chart Wizard - Step1 of & - Chart Type 7 )

Standard Types l Custom Types l

Chart type: Chart sub-type:

(1% =53 EiE
r

Clustered Column. Compareas »=hies across
-ategories.

Press and Hod to View Sample |
r |
I_@! Car el i 3 ||_Me_xt > | Finish
= S

Chart Wizard/(Step 1)
2 Seiect Column frem the dialog box. Click on Next.

Chart Wizard - Step 2 of 4 - Char’. Sour~.e Data @
LCata Range ] Sen=s I
o English
o Hindi
O Histary
OFal fc
B Ecnomics
Datarange:  |=Book2!¢as1:eHS15| ]
Series in: " Rows
* Columns
Cancel | < Back | Mext = I Einish

Chart Wizard(Step 2)
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3  Fill the fields as shown in the Figure

Chart Wizard - Step 3 of 4 - Chart Options [ 7 ||

Titles l Axes ] Gridines ] Legend ] Data Labels ] DataTaI:uIe]

Chart title:
|I'~"Iarks Marks

Category (X) axis: O English
|Sul:ujec13 3 & Hindi

Value () axis: ; E:i:lt;rcy
|I‘~"Iarks B Ecnomics

Second category [X) axis:

| Zubjects

(R

Cancel | - Back | Mext }-I Einish

Chart ‘Wizard(Step 3)

4 Selzct the “As new sheet” and then click on Function

Chart Wizard - Step 4 of 4 - Chatt Location ﬁ

biaze chart:

b | @ Anewsheet: [Chart2

(" As ohiectin: |Eh:u:|k1 j

@ Cancel ‘ < Back | | Finish

Chart Wizard(Step 4)
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Marks

90

80 +— I

70 4— I |
60 — I I
@ English
50 H — mHindi
O History
40 1 = — OPol Sc
I I ‘ H y m Ecnomics|

Marks

30

20

Mehra Bedi Kumar Kumari

L il
BA BA BA BA BA BA B4 BA BA BA BA BA BA
Sanjeev| Arun Jatin Tejali | Sudhir | Harsh | Sunita | Babita | Conia |Ravinder| Roopa | Anita |Harjinder| «ulbir
~aur
3 ‘ 14

1 2 3] 4 5 1 6 7T | 8 9 | 10 11!12|1

Subjects

Formatting Chart

1 Right click on white area of the chart and click on Format Chart
Area option

. - -
Marks
90 Fgrm..*ChartE
Chart Type .
80 N\ Source Data... —1
J Chart Options... ‘| M
70 4 - \ | Location...
60 H JLF — I
l = English
w 90 Clear — m Hindi
-
= OHistory
=
. 40 OPal Sc
W Ecnomics|
30 H
20
10
0+
BA BA BA BA BA BA BA BA BA BA BA BA
Sanjeev| Arun Jatin Tejali | Sudhir | Harsh | Sunita | Babita | Sonia |Ravinder| Roopa | Anita |Harjinder| Kulbir
Mehra Bedi Kumar Kumari Kaur
1 2 3 4 5 6 7 8 9 10 1 12 13 14
Subjects

Formatting Chart Area(Step 1)
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2 Set the options shown in the (Fig 5.21) according to the requirments.

Marks

120
Format Plot Area @@
e (et |
Border fArea
" Automatic " Automatic
a0 ™ Hone ™ hNang . i
f " Custom EEEEEEEN M B English
ENEEREN=g W Hindi
@ m Shyle: - m
z 60 — u Padu N LITMLL B L o Sansket
= Color: ’W‘ B - O Maths
i Weight: - mStience
40 [ | a ] u Ll O Social
| EEER

=
e Fil Eifects.., ’ ” I

20 i

! Sancel

] 5 & § o | [ ‘ o E o [
107 | 108 | 108 | 113, 102 | 112 | 105 | 104 | 110 ‘ 121 14 | 108 | o115 | 103 | 11
Subjects

Figure 5.24 Formatting Chart Area (Step 2)

3 To format the axis tities right click on it ,and click on the option
Format Axis title.

Marks
120 B —
100 —
80 <\ L — Far— =1 — L HE
” | B English
| Hindi
&0 || ~ | i Wy L[] |5 Sanskrit
Faormat Axis Title. .. M 5 O Maths
H Science
Clear o5 |
T | | | HE R | ocia
20 H H H H H H
0 11 |
= = 2] = s ] = @ m w 2 =
S| E 28|28 8|2 2|83 g
w g o e o [ o =
= & e
107 106 108 113 102 112 105 104 110 101 114 109 115 103 111

Subjects

Figure 5.25 Formatting Chart Axis (Step 4)
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90 Format Chart Title
M Font | Alignment
80 Border Area
" Automatic " Automatic -
70 — ¥ None ' Nong
{" Custom EEEEEEEE i
60 H : HEEEEERER
e S  gmEmEnn BEnglish
w 501 | Color: Automatic  * u u H mHindi
E Weight: OHistory
=uwg | [ Shadow B mEw | H '_ o e
- [ B EEpPSN ] m Ecnomics
7 — FlEfecs.. | H
20 { |
: : N
DK | Cancel l ’ j
0 {1 L
BA BA BA BA BA BA BA 3A BA ‘ BA BA BA 3A BA
Sanjeev| Arun | Jatin | Tejali | Sudhir | Harsh | Sunita | Babita | Sonia |Revinder Roopa' Anita  [Harinder| Kulbir
Mehra | Bedi Kurar Kumari Kaur
1 2 3 4 5 / 6 7 8 9 10 | 1 12 13 14
Subjacts
55 Forms Formatting Chart Axis {Step 5)
Forms provides a easy way of enteiing and manipulating data as well
as Viewing data .A single record can be viewed using forms at a time.
Enter the follwing data in an excel sheet and select the data .
@ Fne  Edit  View Inserr Fuormat Tools Dais Window Help
DEEas®n &RV % B & o - W = -2 % w0 - @)
Avial 10 -8 I U EE=EEREE o, YN EEEE - B A
Al - A& Raoii o
A | B | ¢ p | E | F | 66 | H | |
IEEcl Mo Name  English__ Hindi History Pol Sc___ Ecnomics
2
3
1 Select the Form option from the Data menu
Format Tools | Data | Window Help
“ % 2] Sort.
-lm F u Filter 3
3l No | Fom..
B D Subtotals... k
sh__ Hindi Validation...
Table...
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2 A Form appears as

Al - A Raoll Mo
A | B | ¢ | D | E | F | G
1 |Roll Mo MName English  Hindi Historny Pol 5S¢ Ecnomics
2
3 | e
4 RollNo:  [101 j New Record
5
6 | Name: Anju Mew
; | English: |65
g | Hindi: 85 Restore,
10 | History: |76
1 Find Prev
12 Pol S5c: 72 ‘
Find Mext
1: 1 Ecnomics: |32] #|
15| Critzria
16
17 Close J
18 | |
19 =
20 L =l |

Forms for entzering data

3 Enter data into thz sheet through the form.Use the tab keys to move
to the new fielus.

4  After entering tite first record click on new to enter new records.
else clicv. on Close bution

~ Al ~ A Roll No
A & | @ | = | o | %

_1_|Roll o | lame English Hindi Histony Pol Sc Ecnomics
2 | 101 Anju 65 85 76 72 82
3

4 s [ (eS|

5 | Roll No: - | Mew Record

6

= Mame: MNew

g English:

10| Hindi: |

1] History:

12 Find Prev

13 Paol Sc;

;g fromess [ | _Fndext |

16 Criteria

17

18 | Close

19 |

20 -

21

Sheet after entering a single record
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Self-Assessment Questions

1. Explain Sorting.
2. Explain Forms.

2. Write the steps for inserting charts.

Lab session:

Create your own catabase and enter vaiues to ILi.
Create a Pivot Takie and Chart.

Apply Filters tc view only the students whc are failing in any of the
sukjects
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More Features of MS-Excel

More Features of MS-Excel

Contents :

6.1  Custom List

6.2 Paste Special

€.3 Goal Seek

6.4  Freezing windows

6.5 Splitting

6.8 Printing Worksheet
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6.1 Creating Custom lists

This feature allows you to create your own custom list of names or text. After
you have created a custom list, you can use it to fill a range of cells. The steps to
creating a custom list are:

e Select Tools menu .Select Options
Microsoft Excel - Bookl
@ Eile Edit Miew Insert Format | Tools | Datz Window Help

DeES8 SRR Y|4 gy Seelins. -
Arial = 90 - | B \@5 Errar Checking...
A1 - = Share Workbook..

A | B C Orotaction »

I— Oniire Collzboration 3

Farmula Auditing 3

Tools on the Web...
EF  AvtoCorrect Untions...

Customize...

Dptions...

o oo~ L R =

3

e The Ojptions dialog box is displayed

e Select the Custein L.ists tab

"Options o |
Color ] International ] Save i Er. or Chedking ] Spelling I Security ]
View ] Celoulavion ] Edit | General l Transition | i Chart ]

Custom lists: List entries:
@m‘-j . Add
Mon, Tue, ‘Wed, Thu, Fri, Sat, 5 I

Monday, Tuesday. Wednesday,

Jan, Feb, ¥ar, Apr, Kay, Jan, 1

January, February. March. April
Mon, Tue, Wed, Thu, i, Sat, 5
Monday, Tuesday, Wednesday,
Jan, Feb, Mar, Apr, May, Jun, J
January, February, March, April

Press Enter to separate list entries,

Import list from cells: J 11 Import
oK | Cancel J

e Select NEWLIST in the Custom Lists box
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-

o s
Color ] International ] Save 1 Error Chiecking Spelling ] Security l
Wiew ] Calculation l Edit ] zeneral ] Transition ustom Lists l Chart l

Custom lists: List entrizs:

ewust e siar:
Mon, Tue, Wed, Thu, Fri, 5at, 5 OPA =
Monday, Tuesday, Wednesday, OTP I
Jan, Feb, Mar, Apr, May, Jun, J DCA i
January, February, March, April PEOCA

Press Enter tu separate list enties,

Import list from cells: i ll Import

Mon, Tue, Wed, Thu, Fri, Sat, 5 BT~
Monday, Tuesday, ‘Wedresday, MCAl
Jan, Feb, Mar, Apr, Mav, Jun, J
January, Febraary, March, April

Click in the List entries box and type each item that you want in your
list. For example, you could create a list of the Subjects
“CTT"’"OPA"”’DTP"’,,DCA,”"PGDCA”,”BCA“,‘IMCA"_

Click on the Add button to include the list in the Custom Lists box.

bt

K, *J Cancel

Adding Custom List

Click on the OK button

Write the first item of the list “CTT” in cell Al and then drag using
Autofill handel.
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File Edit View Inset Form: Microsoft Excel - Bookl
me | o =] File Edit View In:

Arial » 10 - DE?’“_IZ_F;lﬂ %[

al d & CTT Arial =

A B C

1 CTT H Al st

2 A B

: R CT T

4 2 (oA

: 3 OTP

7 & DCA I

8 _EjPEDCA

9 6 |BCA

10 7 IMCA

11 "E

12 [ g

Generating List By Dragiig Result : Custom List

You can also cieatz a list from text in the cells. Thz steps are :

1. Enter the text, say, a list of Different Courses In Vishal Education
Institution (1e. ETT,OPA,DTP,CCA,PGDCA,BCA,MCA) in your
workshest. Enter the uata in the desired order.

2. Select the range of celis containing the list

3. Seiect Options from the Tools menu.

4. Click ine Custom Lists tab

5. Select the first item in the Custom Lists box, i.e., NEW LIST

6. The selected range appears in the Import list from cells box. If the
range is incorrect, you can change it or select a new range

7. Click the Import button and the list will be added to the list entries box.
The list also appears in custom list box to the left.

8. Click on the Ok button
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6.2 Paste Special
Choose Paste Special from Edit Menu .

Allows to paste the data at the target place with some choices or conditions as
we want to apply,like :Paste Special operation allows you to

Al

Y Paste Special ’I‘@

Add 1 :ET—F'"' Paste

2 0PA = 1Al ¢ validation
S U btraCt 3 |[DTP 7 pormulas " all except borders

4 |DC~ " valurs " Column widths

. 5 EPGDC-‘B " Fo.mats " Formulas and number formats

M U Itl p Iy 6 IBCA " Comments " values and number formats

T MC A

= Operation

A - {+ Mgne 7 Multiply

Divided ’186":_ " add  Dride

11 " subtract

12 ‘
Source values, 13 ~Gebaks [ Traspon

A 15 Paste Link D K :l Cancel

Allows to copy only Column width

3
Value of the formula irstead of formula itself
Validation rules.

Formats, etc..... . Skip Blanks Allows you to paste the source data at the
target but skip over writing the plank cells at tive target .

Transpose It ahiows vou to convert the row data into column data and Vice-

Versa &) File | Edit | View Insert Format T
O el 7 Undo Clear Ctrl+Z
Steps to apply Arial
Al & Cut Ctrl+X
. Select the data you want to copy 7 o Chrl e C
. . A CTT @ Office Clipboard... *
. Select Edit menu and click on 2 [OPA
3 IDTP E Paste Ctrl+W
] EDCA Paste Specgal...
Copy option = 1PGD g
6 ;BCA
. Go to the target place 7 IMCA Fill r
i . 8 Clear 3
. Select Edit menu and click on 190 Bl
. . 11 Delete Sheet
Paste Special option.. i R
3 Move or Copy Sheet...
. Choose the required option. 14 #h  Find.. Ctrl+F
15 Replace... Ctrl+H
. Click on OK button. 1‘; GoTo... Ctrl+ G
18
19
N
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6.3 Goal Seek

Adjusts the value in a specified cell that until a formula is dependent on that
cell reaches a target value.

A person takes a loan of Rs 50000 and is required to pay it five equal
installments Payment per insatiment is =(B1/B2)

Select Goal Seek from the Tools Menu

Using the gaol seek calculated the number of insailements, if the amount per
installment is changed to 5000.

PMT r XJE =E|1.-’EEE| @ File Euit Vizw Insen Format

A B DeEdan &L Y B

1 |Total Loan 50200 o ,

2 |No Of Instalment ___é‘ Ariai - - | B

3 |Amount Per Instalment |=B1/82 | B1z \ f

4 A B |
1 |Total Loan 50000
2 Mo Of Instalment b
3 Amourt Per Instalment 10000
4

Result of Application Formula

EIH_ - 5 =B1/B2

i A | B |
1 |Tutal Loan 50000
2 an Of Instalment 5
3 |Amount Per Instalment I 1[][][][]!
4 Ll il
£ Goal Seek ?
? Set cell: |B3 E
g | Te value: | 5000
9 | By changing cel: 5852 EY|
10
11 oK | Cancel |
12

Seek dialog box
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Set cell = B3 (Containing the installement amount)
To Value = 5000 ----- (The new installement value)
By Changing cell = B2.

(B2 is the New number of installment which are to be calculated)

@Eile Edit View Insert Format Toolz Data
DEeES8 Say & B & |

Arial 10
B3 'f & =B1/B2
A B J C.
1 |Total Loain 5[][][]"

2 |Ne Of Instalment
3_|Am~:|ur|t Per Insialment l- DD |

Goal Seek Status

GDE! qEEk."-Ig ||ml'|||ﬂ-l I:E" ES ............ I:I K ............ .\,

.................................

found a solution.,
Cancel

Target value: 5000
Current value:  5000,000003

43

Goal Seek Solution
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6.4 Freezing Spreadsheet Titles

This feature is very helpful with large spreadsheet. You can freeze columns,
Rows or Both so that the frozen titles remain fixed as you scroll through the
sheet.

1. Select the Cells to freez.
2. Select the Windows menu and click on Freeze Panes option
3. Notice that a line appears on the document indicating Frozen area

4. As you scroll downwards, the frozern pait siays staiichary on the screen
while the rest of the text inoves

5. To Un-Frozen the cells Select the Windows meinu and click on
UNFreeze Panes option

File Edit View Inset Format Tools Data | Widow | Help
NEES" SRV BB - ¢ Hd g il B -2,
Al -0 B IDES | B AT R
Al 4 A SNo ‘ Freeze Panes _|
A 1 B T ¢ [ b | EM] 1w [ o [ 1 T J K
1 IS No MName L‘Iai English Hﬁ'_' 3 Pookd Ecnomics Total Percent  Average
2 1 Sanjeev M Br 67 7o B5 39
3 2 Arun Bedi BA 56 f=g “ay 37 51
4 3actin BA G 4 55 53 62
5 4 Tejali RA 42 A6 42 A4 63
B £ Sudhir  BA 62 45 64 51 47
it 6 Harsh Kun BA 7 48 B4 7 52
B 7 Sunta  BA A6 25 46 51 47
g 8 Babita Kur BA 62 36 36 42 45
10 9 Sonia BA g2 45 65 75 41
11 10 Ravinder 'BA B4 48 47 61 44
12 11 Roopa  BA 64 56 33 B4 61
13 12 Anita BA 56 42 55 75 51
14 13 Harjinder K BA 3 43 65 A4 78
15 14 Kulbir ~ BA B4 43 28 M 45
1R

Freezing Panes
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Splitting a window

Excel provides a way to view two different parts in a worksheet at the same time
by splitting a worksheet window into two panes. This feature is useful if you
need to refer to one part of a worksheet while entering or checking data in

another part.

Each pane has its own scroll

window into four panes.

Steps to apply

bars so that you can move around in
independently. There are two split bars- Horizenta! and vertical that split your

1 Click on the desired cell.
2 Select the Windows menu and click on Split .
3 The window will ke aivided inte four parts
4 To remove ary bar , place the poinier on 1t and double click it
)
5 Click on any cell of one window and scroll downwards.
6 You wili notice that it is affecting only one window without touching the
other one.
Eile Edit View Ins=rt Format Tools Data Window Help
Dedan Sy & B | o - Ve = - 4} %) il 45 100% - (@)
Arial -0 - B U ESE=E=F 9 %, W% E1iE - O A
H2 - A 39
| A B [ E ; G J K
1 JS Mo MName Ciass English  Hindi History Pal Sc Ecnomics Total Percent  Average
2 1 Sanjeev M BA 67 35 46 85 39_ 272 5447 a1
3 2 Arun Bedi BA 56 g4 43 a7 &1 246 4927 L1
4 3Jatin BA 68 a4 L 53 62 292 584" 61
) 4 Tejali BA 42 56 42 54 63 257 5147 45
6 & Zudhir B 62 45 64 a1 47 269 538" 3.5
T 6 Harsh \“un BA 75 48 (i1 a7 g2 277 5547 61.5
8 7 Sunita B 56 25 46 a1 47 225 457 405
9 8 Babita Kur BA 62 36 36 42 45 221 4427 49
10 9 Sonia BA 82 45 1] Th 41 308 616" 63.5
11 10 Ravinder BA G5 48 42 61 44 260 527 EB.5
12 11 Roopa BA 64 56 33 g4 61 268 5367 60
13 12 Anita BA a6 42 L 75 a1 279 5587 49
14 13 Harjinder k BA 35 43 G5 54 75 272 5447 35
16 14 Kulbir BA 1] 43 28 34 45 215 437 h4
16 156 Harinder BA 63 85 g4 45 (i1 312 624" T4
17 16 Balwinder BA 52 (i3] (1] 66 56 304 608" R85
18 17 Meena BA 64 24 85 26 68 268 536" 44 5
19 18 Rinka BA 45 {13 64 35 64 273 546" 13
20 19 Mukesh BA 28 T8 25 45 a5 261 5227 53
21 20 Jaswinder BA ] 62 64 25 46 265 537 (13
22 21 Heera BA 64 92 34 48 75 314 628" 8.5
23 22 Om Parka: BA 26 35 G5 G5 56 247 4947 305
24
25
26
27
28
29
30
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6.6 Printing of Worksheets
Page Setup
Ms-Excel offers different options for setting up worksheets to print
like: Margins, fonts, headers, footers and titles.
Steps to apply

Select File menu and choose Page Setup option . A foliowing dialog box appears.

Page Setup ﬁ"j‘-
__________ F‘ EQEI Margins ] Header [Footer ] aneet l
Orientation e |
¥ i [
* Portrait I;A Landscape e B
scaling Options... |

{* Adjust to: j'1|:||j E % norma! size

" Btto: |1 _il page(s) wide by |1 2 tal

Paper siz=: |,-5.4 j
Print quality: | 500 dpi |
First page number: Auto

K | Cancel

Page Stepup dialog box

Page tab has the following options.
Orientation:
Select Portrait for tall printout and Landscape for wide Printout
Scaling- Adjust to:

It allows to enlarge or reduce the printed Worksheet without changing
the size of the on screen display.
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Scaling Fit to:

It fits a worksheet on to a specific number of pages, based on how
many pages wide and how many pages tall the worksheet to be printed. If
this option is selected , then Excel ignores page breaks, if any and fit the
entire worksheet or print area to the specified number of pages.

Paper Size-
Select the required paper size from tne drop list
Print Quality -
Select the required resolution(dpi) froni iist.
First Page Number
It helps to begin rumbering at specitied page number.
Margins Tab
Top, Bottom, Left, Right- in these options set margins(from the edge).

Ceitter on page it allows you to sze center the print area vertically or
horizentally between margins.

Header/Footer Tab

Header are printed at the top of every page and footers at the end of every page.
Heaucrs are mostly used for company names and report titles and footers are
comimonly usad tor page numbers and print out dates/times

To create custoim Headers\Footers:

e Click on the Custom Header and customize headers/footers. A dialog
box appears with three text boxes as shown below

o Left Selection allows setting a header/footer to the left of the page

e Center Selection allows setting a header/footer to the center of the
page

e Right Selection allows setting a header/footer to the right of the page
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Page Setup Pl w4’ s

9y 5

Page I Margins  Header Footer } Sheet } LAY
Header @

Print...
To format text: select the text, then choose the font button, oK
Print Previen To insert a page number, date, time, fie path, fiename, or tab name: position the

Heager: insertion point in the edit box, then choose the appropriate button, Cancel
‘(n;ne) j Onfigns... Ta ingert picture: press the Insert Picture button, To format your picture, place the
aursar in the edit oy and press the Format Ficture button,
Custom Header... Custom Footer... ;

\ ‘ Al 88 8o algld @

A\ X
Footer:
‘ e j Left section: _(;enfﬂr sockinn; Right section:

’
e s —

0K Cancel J 525§ y 7852

e Click on specific section where the header/footer has to be entered
o Type textinto any of these tnree section: ard click OK
Sheet Tab
Print Area — Select the area of workshezt you desire to print
Print Titles- Seiect or type rows/cciumns to print on every page
Gridlines— Clicking on this option turns the gridlines on\off
Black and wirite- It prints all pages in black and white.

Comments — This ontion allows printing cell comments either in place or at
each end of sheet

Draft Quality option does not permit printing of , gridlines, graphics and many
types of cell formatting.

Rows and Column Headings- This includes rows and Columns on the printed
page.

Page order- In this option select page order for multiple page worksheets
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Print Preview.

Before we actually go for printing the worksheet, we first need to see the latest
setting on the screen itself. This is possible through Print Preview. Print
Previewing allows us to see the entire page or all the pages of the worksheet
before printing. It gives us a complete idea as to where and how the text will be
printed. For this, under take the following steps

Select File menu and click on Print Preview ostion The following box appears

Next | Eraviousl

Print... | Setup... | Margmsl PageBreakPrewewl Clos; Help I

N )

SNo MName Class English  Hindi History  PolSc Ecnomics Total

1 Sarjeev M.BA o7 35 46 87 39 272
2 Ann Bedi BA 56 54 48 37 51 246
3Jain EA 58 54 55 53 62 29
4 Tejali  BA 42 56 42 54 63 257
5 Sudhi A 62 45 ob 51 A7 269
6 Harsh Kur BA 75 Ag 65 37 52 277
7 Suita  BA 56 25 46 51 A7 225
t Babia KunBA 62 % 3% 12 45 221
9 Sonia  BA 82 45 65 75 41 308
10 Ravinder  BA 65 48 42 61 44 260
‘ 11 Roopa  BA o 56 33 54 61 268
12 Anta BA 56 42 55 75 51 279
13 Harjind'er KB3A 3% 43 65 54 75 272
14 fulbir  BA 65 43 % M 45 215
15 Haringe:  BA 63 85 54 45 65 312
16 bavinder BA 52 65 65 66 56 304
17 Meena  PA 65 24 85 2% 68 268
18 Rinka  BA 45 65 64 35 64 273
19 Mukesh  BA 2 78 % 45 85 261
20 Jaswinder BA 68 62 64 2% 46 265
21 Heera BA 65 92 1 48 75 34
22 Om ParkasBA % 35 65 65 56 247

If the layout of the worksheet looks as per your requirments, click Print or
else make necessary changes and then click Print
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Printing Worksheets

1. Turn your printer ON

2. Select Print option from the File menu . A dialog box will be displayed
3 In thatbox select Printer, Page Range,Print What etc.
4 Click on OK,
Print -9l
Printer -
Mame: ||;:-$ HP PSC 1400 series | _:] Properties...
Status: Printing; 1 document(s) waiting Sind Printer...
Type: HP PSC 1400 series _J
Where: UsB002
Comment: [ Frint tr file
.- Print range- LCunies-

« Al Mumber of copies: m

" Page(s) From. | j_]ID: | j'

Print wkat r
" Zelecticn " Epire whokbook 1

* Achye sheet(s)

Proview Ok | Cancel ‘

T L o ST =TT LEL T IR

You can also change prining opticins from the properties of the printer.

90 Canon LBP33\0 Proj erties (=23
Fooe Setup | Finisting Iiaper Source I Qualityl
Profile: e G C e - |[If;’| Output Method: & Print -
E‘ g Page Size: [M ']
s =
E Output Size: ll‘u‘latch Page Size ‘J
Copies: 125 [1to 9991
Orientation
@ Portrait - 7 Landscape
Page Layout: 1 Page per Sheet -

[] Manual Scaling

|

| A4 [Scaling: Auto]

[ View Settings ] [ Watermark: CONFIDENTIAL
@ Edit Watemmark...
Custom Paper Size... [ Page Options... ] l Restore Defaults ]
[ ok ][ Cancel |[ He |
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Self-Assessment Questions

1) Write the steps for creating a custom list of Names.

2) Write a short note on freezing and splitting.

3) Write a short note on Paste Special.

LLab Session ¢ Create the following Custom List

W oo |~ o | L R =

“computer” “lap-top

L4

S No

“mouse”,

monitor”

supply

ISI1]

mother board”, “ram” . “po!s”,

keyboard”,

A person takes a loan of 10000 and pay 5 equal instalments. Use Goal
Seek option (o calculate if 'nstalment 1< going to change to 1000.

Frecze Titles of woiksheet given bellow.

B

Mome Clas

1 Sarieev M BA
2 Arun Bedi | BA
3 Jatin EA
4 Tejali B-
5 Sudhir BA
6 Harsh Kun BA
7 Sunita A

8 Bacita Kur Br
9 Sonia RA
10 Ravinder BA
11 Roopa 24
12 Anita BA
13 Harjinder kBA
14 | Kulbir BA
15 Harinder | BA
16 Balwinder BA
17 Meena BA
18 Rinka BA
19 Mukesh  BA
20 Jaswinder BA
21 Heera BA
22 Om Parka: BA

C D
5 English

E

Hindi

F | S
Histzy  Fol Sc
4 85
48 kT
85 a3
42 54
64 a1
65 kT
46 a1
36 42
65 75
42 61
33 24
55 75
65 54
28 M4
54 45
65 66
85 26
64 3h
25 45
64 25
M 48
65 65

H [ J K
Ecnomics Total Percent  Average
39 272 5447 51
51 246 492" 55
62 292 5847 61
63 257 514”7 49
47 269 5380 RIS
52 277 5547 615
47 225 457 405
45 221 4427 49
41 308 6167 635
44 260 52" EGA
61 268 53.67 60
51 279 5580 49
75 272 5447 39
45 215 437 54
65 2 6247 74
56 304 6087 585
68 268 5360 445
64 273 546" 55
85 261 5227 53
46 265 53l 65
75 34 6280 785
56 247 494" 305

Select the range of cells from B1to B16 and G1 to G16. Print the selected

range.
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