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1. GETTING STARTED

This chapter teaches you how to start an excel 2010 application in simple steps.
Assuming you have Microsoft Office 2010 installed in your PC, start the excel
application following the below mentioned steps in your PC.

Step1: Clickonthe Start button.

(W] Marcoo Weed 03

| s

W Mauppias .
ul Pen '

) e 0

3 Cooge Tale

7] Mmoot brcd 200 .

B2 Qpvvcre Dechdag Conamcton 0
B shomped ' ier

B Akt Frich Bupides 88

K Slapeg Tosl

B Moot Dovedt cot 010 .

3 2 Pregram

[izeascs o« Il aEe

D W R T

Start Button
Step 2:  Click on All Programs option from the menu.

Excel 2010
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(W] Margedt Wera 2002

| S

o Moupates 0
ol P 0

e 0

G Soogle Ty

7] Moot bucd 200 0

B2 Qe Dechaag Conapcton .
f| stonpesd '

Lk Flith Bpkler )
“h Sspeg Toal

Bl Moot Poved st 2011

Cefae? Prigpavn

Help and Support

All Programs
Step 3:  Search for Microsoft Office from the sub menu and click it.

L Ve
L Moster
L gMcronot Ctice e
] Micosec Actam X0
Z) Wk i 0E
] Mrcraseh irdeborh Designe X100
1 Wkasack e Tt X000
| N Micasieh Dagbloce 2000
D) Musoteh Ortzek N0
Bl Witrascte 2awiorn X100
Bl Miciscet: 7 abbcnw 210
B Miaotel Sherdore) Seropece 21
W Mot eoed 00 "
b Mk 0%ice 000 Yook
M Wt Savensge
reriw
i vtaris rptze
W HsestBn O

Microsoft Office
Step 4: Search for Microsoft Excel 2010  from the submenu and click it.

Excel 2010
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2. EXPLORE WINDOW

£ Ve
 Voskee
b Mook Ofee

(A1 Micrneh Actes X00

VK] Wanek e 1
i3] )&m Irfe¥rh Designer Xi1d
(1 Mahsch dcFwn Tider 000
(NI Nolsieh Dastloce 20
Q) Mook Ozek N0
(Bl Nalosc®: 2oawiorn L0
(B Mook 2arian 221E
15 Moosel Sherdore) Seriopace 21
(W] Woboach: eond 00 "
b Nifhasck 0%ice 000 Teck
L ol Sverge
L Vel
L Maiagtetea
L Mseni P Own
L Noteple s

AR R
iz Al EE

D O R I A

Microsoft Excel 2010
This will launch the Microsoft Excel 2010 application and you will see the following
excel window.

S TV - TH RN e BedgRcich Gl - |
n Nawe || laen Meziaaid  tawmdn Ty Miemee Wien  Adfae =@ w ﬁl?_‘
AT > §oas Y P . . i BE ) ew T IR D ocsoes < Ay
) i o 0 oA ™ migl e 55 Wras T Zarmal ’;ﬁ w W T ¥ il b 9’( ﬂ

- . . - - . - - R ) Wint Cemne Fam IR PN
Fremiraeis B U< L H-A- EWW EE Foopsuers $o %+ WA ae e | oo See amu il fa .

e
v forratng = scTide = Svn » fears Smic
Clsao A s X ~ayvert X awnr s

il Larey

L3 v i

A & £ ¥ o " | 1 ¥ L M N o " a [ s i

w
o

i

AR RS T RS PR VER I

1)

14

15

16

17

1E

19

30

1

X

x

3 .
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The following basic window appears when you start the excel application. Let us
now understand the various important parts of this window.
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Quick Access toolbar
File Tab Ribbon

Title bar

4 g/

R

L -

fﬁc Home Insed' / Page Layout Formulas Dats Review View Add-dns A = ';':'?Q'
= Calibrl 1 - S =il 5 ceneran - dealnsen + X - 3
Bl vy e A = & &
S d3r B I U AN EESES S % g F% Delete + | (g *#
Paste i T B8 e " Sort& Find&
v & [EHi| S A i 3 3% - EFormat~ 27 Fiter Select
fﬂqbﬂgr:} Tyl _F:‘:‘rl‘._- =il 18 ﬁf«hgnmcr-t Humber Celi\A _Ed;hng -
Al v i | v,
oS - ] S HE » S I S S S S [ e ST B
1
| 2
3
al Row bar
5 -
6
7
3€—Column bar
9
10
11
12
113 5
X <] sheet1 “Sheetz ~$heets 93 - T i »T
Ready. | || w0% (AL {(+)
Sheet Area v
Status bar View Buttons

Zoom Controls

File Tab

The File tab replaces the Office button from Excel 2007. You can click it to check
the Backstage view , Where you come to open or save files, create new sheets,
print a sheet, and do other file -related operations.

Quick Access Toolbar

You will find this toolbar just above the File tab and its purpose is to provide a
convenient resting place for the Excel 6s
customize this toolbar based on your comfort.

Excel 2010
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Ribbon

Home Insent Page Layout Formulas Data Review View Add.Ins > @ = B B
. % Catibri - 11 == =| ¢ Genena 1 A S2lnset - ¥ - A? }}
g } o : ’
- BIU- AN ESEH S -% v W petete + (g L
Paste " A o PP Styles Sort & Find &
| e A | R xw Y >

e
00 4,0 x| Format * (2" Fijter~ Select+

‘ Number

1a
2
i3

Egaiting
Ribbon contains commands organized in three components:

A Tabs: They appear across the top of the Ribbon and contain groups of
related commands. Home, Insert, Page Layout are the examples of ribbon
tabs.

A Groups: They organize related commands; each group name appears
below the group on the Ribbon. For example, group o f commands related
to fonts or group of commands related to alignment etc.

A Commands: Commands appear within each group as mentioned above.

Title Bar

This lies in the middle and at the top of the window. Title bar shows the program
and the sheet titles.

Help

The Help Icon can be used to get excel related help anytime you like. This
provides nice tutorial on various subjects related to excel.

Zoom Control

Zoom control lets you zoom in for a closer look at your text. The zoom control
consists of a slider that you can slide left or right to zoom in or out. The + buttons
can be clicked to increase or decrease the zoom factor.

View Buttons

The gro up of three buttons located to the left of the Zoom control, near the bottom
of the screen, lets you switch among excel's various sheet views.
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Normal Layout view: This displays the page in normal view.

Page Layout view: This displays pages exactly as the y will appear when
printed. This gives a full screen look of the document.

Page Break view: This shows a preview of where pages will break when
printed.
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Sheet Area

The area where you enter data. The flashing vertical bar is called the insertion
point and it represents the location where text will appear when you type.

Row Bar

Rows are numbered from 1 onwards and keeps on increasing as you keep entering
data. Maximum limit is 1,048,576 rows.

Column Bar

Columns are numbered from A onwards and keeps on increasing as you keep
entering data. After Z, it will start the series of AA, AB and so on. Maximum limit
is 16,384 columns.

Status Bar

This displays the sheet information as well as the insertion point location. From
left to right, this bar can contain the total number of pages and words in the
document, language etc.

You can configure the status bar by right -clicking anywhere on it and by selecting
or deselecting options from the provided list.

Dialog Box Launcher

This appears as a very small arrow in the lower -right corner of many groups on
the Ribbon. Clicking this b utton opens a dialog box or task pane that provides
more options about the group.

The Backstage view has been introduced in Excel 2010 and acts as the central
place for managing your sheets. The backstage view helps in - creating new
sheets, saving and opening sheets, printing and sharing sheets, and so on.
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3.BACKSTAGE

Getting to the Backstage View is easy. Just click the Filetab located inthe upper -
left corner of the Excel Ribbon. If you already do not have any opened sheet then
you will see a window listing down all the recently opened sheets as follows:

File Tab

o= Bookl - Microsoft Excel Sl X
Home Insert Page Layout Formulas Data Review View Add-ins o' @ = i B
= Save
Recent Workbooks Recent Places
B saveas |
-~
i P4 User_Contentadsx -~ = sep O
L=/ Open ‘:_}.L Desktop\MORE\1dsep ™ S5 C\Usen\GB..
= Close .ll EPC Info_Collection xlsx ; & EPC Busine..
' N -, i — hto:/ waw
' Eal]  http//www.sbssnaponglobal.com/site., = A WP WAL
info Y Team Activities And Planadsc: i g MOE
=3l)  hitp//wwwisbssnaponglobal.com/site. — C:\Users\GB.., Ui
ER o .- 3 Wb
Y ] Desktop\MORE WS OhBackuph
blew XY RepeatedAttemptsBylUsers.xlex . 91 2012 Weekl.,
G| Desktop\MORE ' My http /e,
Print —
/ Xk User_Contentaxdsx - p:. MORE 220 1
Bid]  Desktop\MORE Gy hupi/ e,
Save & Send .
[3]y WorkFlow and Messagesaxis 1a = [Be:;ktop‘ = ‘
Gil] CABackup\MORE\MOREZOINRF Project =7 C\Users\GB..
Hel X
| < (E]R RLM-Duplicate Carts Submitted Issue (.. | (s, Uman =
I Bil| Desktop\MORE Y CAUsers\GB...
] Cptions =
AN AReA emA bl oA e voeoa 7_-/ Downtoads - v
Ed Eat ™ X
[T1 Quickly access this number of Recent 4 > i ; :
Workbooks: l |7 Recover Unsaved Workbooks
— - — — — — -

If you a Iready have an opened sheet then it will display a window showing the
details about the opened sheet as shown below. Backstage view shows three
columns when you select most of the available options in the first column.
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First Column

Second Column Third Column
| ] |
-~ N L 1 ~ )
& B o5 "Bookl |- Microsoft Excel e
fome Insert Page Layout Formul Dats Revievs View Add-Ins e [0
| i save =
‘ Information about Bookl
| R sevens
’ L Cpen A Permissions
= A Yy
= Anyone can open, copy, and
Close £34 y pen, copy,
= “"z‘ change any part of this
Protect workbook, Froperties ~
Workbook - Gize
Title
Recent Yags
= Prepare for Sharing Categories o=
New f’] Before sharing this file, be aware
I — that it contaings Related Dates
Print Check for Oocument properties and Last Modified
Issues - suthor's name ) _ .
Created Today, 6:37 .,
Save & Send Last Prnted
. Versions
Help s . ¥ Relsted People
: {‘14 5) There are no previous
; : versions of this file, Authar vinaows
] Options Mariage o
: Versions ~
Ea Bat Last Modidied By
B g (o p s ~
1 Y

First column of the backstage vie

Option

Save

Save As

Open

Close

Info
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If an existing sheet is opened, it would be saved as is,

w will have the following options:

Description

otherwise it will display a dialogue box asking for the sheet

name.

A dialogue box will be displayed asking for sheet name

sheet type. By default, it will save in sheet 2010 format with
extension .xIsx.

This option is used to open an existing excel sheet.

This option is used to close an opened sheet.

This option displays the information about the opened sheet.

and



Recent This option lists down all the recently opened sheets.

Excel 2010
New This option is used to open a new sheet.
Print This option is used to print an opened sheet.
Save & Send This option saves an opened sheet and displays options to
send the sheet using email etc.
Help You can use this option to get the required help about excel
2010.
Options Use this option to set various option related to excel 2010.
Exit Use this option to close the sheet and exit.

Sheet Information

When you click Info option available in the first column, it displays the following
information in the second column of the backstage view:

A Compatibility Mode: If the sheet is not a native excel 2007/2010 sheet, a
Convert button appears here, enabling you to easily update its format.
Otherwise, this category does not appear.

A Permissions: You can use this option to protect the excel sheet. You can
set a password so that nobody can open your sheet, or you can lock the
sheet so that nobody can edit your sheet.

A Prepare for Sharing: This section highlights important information you
should know about your sheet before you send it to others, such as a record
of the edi ts you made as you developed the sheet.

A Versions: If the sheet has been saved several times, you may be able to
access previous versions of it from this section.
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Sheet Properties

When you click Info option available in the first column, it displays va rious
properties in the third column of the backstage view. These properties include
sheet size, title, tags, categories etc.

You can also edit various properties. Just try to click on the property value and if
property is editable, then it will display a text box where you can add your text
like title, tags, comments, Author.

Exit Backstage View

It is simple to exit from the Backstage View. Either click on the File tab or press
the Esc button on the keyboard to go back to excel working mode.
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4. ENTERING VALUES

Entering values in excel sheet is a childbés play
values in an excel sheet. A new sheet is displayed by default when you open an
excel sheet as shown in the below screen shot.

B = = = See=———
Hd2-Eis .  Bookl - Microsoft Excel
Homef Insert ‘Page layout Formulas Data Review View Adddns & 9 = =P 23;'.
| }, Calibri - 11. : f =3 %y A E-'j Z v OV
Paste | B o ] A = = Number Styles Cells j i
F | = »- A | EmE il -l Bl (7
Clipbpard. = Font M Alignment ‘ Editing
; Al (O XV v
A B |l e | b e | F 6 | H z
1 ke TextInsertion Area
2.
3|
a4 a3
o1
8|
9]
10 |
11 v
W < » M| Sheet1 /Sheet2  Sheets . 23 [14] il [ afl
Enter | | B8 (DI toe 4

Sheet Area
Sheet area is the place where you type your text. The flashing vertical bar is called
the insertion point and it represents the location where text will appear when you
type. When you click on a box then the box is highlighted. When you double click
the box, the flashing vertical bar appears and you can start entering your data.

So, just keep your mouse cursor at the text insertion point and start typing
whatever text you would like to type. We have typed only two words "Hello Excel"
as shown below. The text appears to the left of the insertion point as you type.
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5.MOVE ARIND

9= Bookl - Microsoft Excel oSl S
m Hame | Insert Pagelayout Formufas Data Review View Add-Ins & o o g 22
=IXT sl = e
lN:--:_ % Calibrl 11 v = o = = " Al s - 47
" E3 B I U ~ . EEE N 8~ -
Paste i = A K S Number Styles Cells E] #
- 9|2 ac (TR - | e R I <
Clipbeard & Font i Alignment " | Editing
c8 - ':'_"' ﬁ ‘ v '
4 A B el e [ e ] F G | H A
1 Hello Excel N
2 |
3 | - "
4 '
= 5_,,.
6| -
7
8 :I
= I
10
11 v
M 4 » | Sheetl . Sheet2 ~‘Sheet3 //%J - 4] i | o]
Ready | |[E20 [ 200% (= L (#) .
o — = — = =d

There are f ollowing three important points, which would help you while typing:
A Press Tab to go to next column.
A Press Enter to go to next row.
A Press Alt + Enter to enter a new line in the same column.

Excel provides a number of ways to move around a sheet using the mouse and
the keyboard.

First of all, let us create some sample text before we proceed. Open a new excel
sheet and type any data. We've shown a sample data in the screenshot.

OrderDate Reg ion Rep Item Units Unit Cost Total

1/6/2010 East Jones Pencil 95 1.99 189.05
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1/23/2010

2/9/2010

2/26/2010

3/15/2010

4/1/2010

4/18/2010

5/5/2010

5/22/2010

6/8/2010

6/25/2010

7/12/2010

7/29/2010

8/15/2010

Central

Central

Central

West

East

Central

Central

West

East

Central

East

East

East

Kivell

Jardine

Gill

Sorvino

Jones

Andrews

Jardine

Thompson

Jones

Morgan

Howard

Parent

Jones
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Binder

Pencil

Pen

Pencil

Binder

Pencil

Pencil

Pencil

Binder

Pencil

Binder

Binder

Pencil

50

36

27

56

60

75

90

32

60

90

29

81

35

19.99

4.99

19.99

2.99

4.99

1.99

4.99

1.99

8.99

4.99

1.99

19.99

4.99

999.5

179.64

539.73

167.44

299.4

149.25

449.1

63.68

539.4

449.1

57.71

1,619.19

174.65
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Moving with Mouse

rljﬂl i Bookl - Microsoft Excel =. ‘3[ = lg1
Home Insert Page layout Formulas Data Review View Add-Ins & 0 o g &
_“-3 Calibri d i f|§| ;:‘3? Genera: [ 4] (] =~ 2\(-
fonta B £ BVACK | BARR 7| 3 % 0 Styles | Cells o A
3 O- &-A- EIE P b 378 . vio | P> \
Cliphboard Font I Alignment I Number ” Editing
- £ | pencil i
| H [ T | il S IR M N =1
a - I
5 | OrderDate Region |Rep item Units Unit Cost |Total I
6 1/6/2010]{East Jones Pencil 95 1.99( 189.05 f
7 1/23/2010{Central |Kivell Binder 50 15.99 999.5 sl
8 2/9/2010|Central |lardine |Pencil 36 499 179.64 ‘
| 9] 2/26/2010|Central |Gill Pen 27 19.99 538.73
10 3/15/2010|West__|sorvino_|Pencil se| 299 16744 |
31 ! 4/1/2010|East Jones Binder 60 4.99 299.4
& 4/18/2010|Central _|Andrews |[Pencil 75 193 143.25 |
13 5/5/2010{Central |lardine |Pencil 90 4.99 449.1 ‘
4 5/22/2010|West ThompsorPencil 32 1.99 63.68 |
15 6/8/2010{East Jones Binder 60 8.9 539.4
|16 6/25/2010|Central |Morgan |Pencil %0 4.99 4439.1
f 17. 7/12/2010|East Howard |Binder 29 1.99 57.71
: 18 | 7/28/2010|East Parent |Binder 81 19.99| 1,619.19| 1
19 8/15/2010|East Jones Pencil 35 499 174.65 <
K"« » % | Sheet1 . Sheet2 /Shests %3 4 | 0|
[EaE e O oP

You can easily move the insertion point by clicking in your text anywhere on the
screen. Sometime if the sheet is big then you cannot see a place where you want
to move. In such situations, you would have to use the scroll bars, as shown in
the following s creen shot:

Regional Training Institute Allahabad
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Excel 2010

= T— - - i =
\_Z'.J‘ i~ Bookl - Microsoft Excel = i@lﬁ
Home Insert Pagelayout Formulas Data Review View Adddns @ Q o= P &3
‘—*“\ J& Calibri vilg ~| = §|; §< General " A ) ‘Z v &7~
— 3 B Z U AN EE=ZEH $-% o 3 #-
Paste p £l o o Styles | Cells =
- J (| O- 1 S-A- EIE - oo 5 . v | G2
Clipboard > Font | Algnment 7| Number &l | | Editing |
K12 v £ pendil v
G T sl S [N M N =
i /
21
22 Scroli Up
23
24
25 +
26 x
27 Vertical Bar }
28 _
29
30
31 =3
32 Horizontal Bar
33 Scroil Down
[ 34
35
v
2R
M € » ¥ Sheetl Sheet2 ~Sheet3 “%J . BIE i j | T
Ready | (68| 1. 100% (=) ) &

A

You can scroll your sheet by rolling your mouse wheel, which is equivalent to
clicking the up

-arrow or down

-arrow buttons in the scroll bar.

Moving with Scroll Bars

As shown in the above screen capture, there are two scroll bars: one for moving
vertica Ily within the sheet, and one for moving horizontally. Using the vertical
scroll bar, you may:

A

A
A
A

Move upward by one line by clicking the upward

Move downward by one line by clicking the downward

Move one next

- pointing scroll arrow.

- pointing scroll arrow.

page, using next page button (footnote).

Move one previous page, using previous page button (footnote).
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Excel 2010

A Use Browse Object button to move through the sheet, going from one
chosen object to the next.

Moving with Keyboard

The following keyboard commands, used for moving around your sheet, also move

the insertion point:

Keystroke

PageUp

PageDown

Home

End

Where the Insertion Point Moves

Forward one box

Back one box

Up one box

Down one box

To the previous screen

To the next screen

To the beginning of the current screen

To the end of the current screen
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Excel 2010

You can move box by box or sheet by sheet. Now click in any box containing data
in the sheet. You would have to hold down the Ctrl key while pressing an arrow
key, which moves the insertion point as described here:

Key
Combination

Ctrl+ ==

Ctrl+ <=

Ctrl + 1‘

Ctrl + ‘1‘

Ctrl + PageUp
Ctrl + PageDown
Ctrl + Home

Ctrl + End

Where the Insertion Poi nt Moves

To the last box containing data of the current row.

To the first box containing data of the current row.

To the first box containing data of the current column.

To the last box containing data of the current column.

To the sheet in the left of the current sheet.

To the sheet in the right of the current sheet.

To the beginning of the sheet.

To the end of the sheet.

Moving with Go To Command

Press F5 key to use Go To command, which will display a dialogue box where you
will find various options to reach to a particular box.

Normally, we use row and column number, for example K5 and finally press

To button.

Go
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r
GoTo.

Excel 2010

Go to:

$0$43

$K$25

Reference:
k18
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6. SAVE WORKBOOK

Saving New Sheet

Once you are done with typing in your new excel sheet, it is time to save your
sheet/workbook to avoid losing work you have done on an Excel sheet. Following
are the steps to save an edited excel sheet:

Step 1: Clickthe Filetab and select Save As option.
File Tab Save As

[g] )~ M= Bookl - Midosoﬂ: Excel = ‘
Home | Insert Pagelayout Formulas Data Review View Adddns o @ — & £

il Save N
Save As

’ Information about Bookl

27 Open = Permissions
°4 Close gﬁ Anyone can open, copy, and -
change any part of this
B e
[ - T——— Size
Recent Title
Tags

Prepare for Sharing

PN i I Categories
New (o Before sharing this file, be aware 2
= that it contains: I e
Print Check for Document properties and
sues~ author's name Last Modified
Save & Send Created
Last Printed
Help S Versions
—‘_,f . é | %] There are no previous Related People
| ] Options Manage versions of this file, Author
I 8 Exit . Versions ~

Last Modified BY

Show All Propel

S
o

e

Excel 2010
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Step 2: Select a folder where you would like to save the sheet, Enter file name,
which you want to give to your sheet and Select a Save as type, by default it is
.docx format.

Folder to save sheet

r —
1’| Save As l l
o m & » Libraries » Documents » v | 4 |}l Ssorch Documents P
WY e .
Organize » New folder SEER (7]
7| n = 1
(] Microsoft Excel Documents library SRR POl
Includes: 2 locations
W Favorites Name Date modified Type
s % |, Adobe 5/4/2012 4:48 PM File fol
il & Libraries
A Documents .. Bluetooth Exchange Folder 5/11/20104:08 AM  Filefol
g™ i /11720121108 AN sl 1
d’ Music . Fiddler2 7/11/201211:08 AM  Filefol
e i /25/201212:42 PN itef
[ Pictures § .. FlashimagePlugin 7/25/201212:42 PM  Filefol
\ o . My Widgets 5/4/2012 6:07 PM File foll-=
OneNote Notebocks 5/11/2012 2,52 PM Filefol
i Computer Ly salary slips 8/18/20126:21 AM  Filefol
B, Windows(Cy ~ <[ ] G
" File name: Helloxlsx v
Save as type: [F_x el Workbeok (*.xlsx) ']
Authors: Windows User M Title: Add a title
' Tags: Adfl atag Subject: Specify the subject
[7] Save Thumbrjail
L 4| Hide Folders Tools ~ [ Save ] [ Cancel
Folder Names File Name File Type

Step 3: Finally, click on Save button and your sheet will be saved with the entered
name in the selected folder.

Saving New Changes

There may be a situation when you open an existing sheet and edit it partially or
completely, or even you would like to save the changes in between editing of the
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sheet. If you want to save this sheet with the same name, then you can use either
of the following simple options:

A Justpress Ctrl+S keys to save the changes.

A Optionally, you can click on the floppy icon available at the top left corner and
just above the File tab . This option will also save the changes.

A You can also use third method to save the changes, which is the Save option
available just above the Save As option, as shown in the above screen capture.

If your sh eet is new and it was never saved so far, then with either of the three
options, word would display you a dialogue box to let you select a folder, and
enter sheet name as explained in case of saving new sheet.
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/.CREATE WORKSHEET

Creating New Worksheet

Three new blank sheets always open when you start Microsoft Excel. Below steps
explain you how to create a new worksheet if you want to start another new
worksheet while you are working on a worksheet, or you closed an already opened
worksheet and want to start a new worksheet.

Step 1: Right Clickthe Sheet Name and select Insert option.

File Home @ iInsert Page layout Formulas Data Review View Add-Ins

‘:j % Calibri 11 -~ = EEI = General - A g > S g
e BT B L Us| X | EERE: $-% 0 | o o B &

T | Ee | B A EE P Wt - ’ )
Clipboard = Font i l Alignment () Number ] ‘ Editing

|
(w) [

Right Click on Sheet Name

Click on Insert option to add new
sheet

-
Sheet1 Q'he;vl “Shesf2 "?3 : El q | = 1 - |

| Insert... |f§_]§; BE 100% (_:_;) =9,
S Delete =

Rename

v
=l

()

Move or Copy..,
View Code
Protect Sheet...

X

Tab Color »

Hide

Step 2: Now you'll see the Insert dialog with select Worksheet  option as selected
from the general tab. Click the Ok button.
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Insert &

s »
| | General | spreadsheet Solutions |

Chart MS Excel 4.0 MSExcdSO
Maco

—~

Bam

Preview

Preview not avadable.

[ TempatesonOffice.com |

[ox-ll-came!]m

Now you should have your blank sheet as shown below ready to start typing your
text.

T ™ R Bookl - Microsoft Excel [E=mEEET )
Home ; !nsed Paoevl:ayou‘k Formuias Dvata Reviews View f«dd;!ns o e = gp =3
"—E, % Catibri -l - =g S General - LA gy E-ET-
= a9 B I U+ A A EE=EEEH S % - aa-

Rastel - || desss B 3 Styfes Cells

- F B - | Oy - - iE I ®- o8 378 - - @2-

i| Clippoard = | Font | Alignment | Number [ | Editing |
P. Al - (= -&. it
" A B C D E F < H | L
|
|

=3l

L3l
" 5 |
=

z |

|- 8 |

9 4

-0 |

i1

12/

13

ia New Sheet

| 15 |

16 |

LR Sheet4 . Sheetl .~ Sheet2 ~sSheet2 ¥ l]l«<[ B m ] » 01

Ready | | (BT ER - 100% (=) nY, O

You can use a short cut to create a blank sheet anytime. Try using the Shift+F11
keys and you will see a new blank sheet similar to the above sheet is opened.
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8. AOPY WORKSHEET

Copy Worksheet

First of all, let us create some sample text before we proceed. Open a new excel sheet
and type any data. We've shown a sample data in the screenshot.

OrderDate Region Rep Item Units Unit Cost Total
1/6/2010 East Jones Pencil 95 1.99 189.05
1/23/2010 Central Kivell Binder 50 19.99 999.5
2/9/2010 Central Jardine Pencil 36 4.99 179.64
2/26/2010 Central Gill Pen 27 19.99 539.73
3/15/2010 West Sorvino Pencil 56 2.99 167.44
4/1/2010 East Jones Binder 60 4.99 299.4
4/18/2010 Central Andrews Pencil 75 1.99 149.25
5/5/2010 Central Jardine Pencil 90 4.99 449.1
5/22/2010 West Thompson Pencil 32 1.99 63.68
6/8/2010 East Jones Binder 60 8.99 539.4
6/25/2010 Central Morgan Pencil 20 4.99 449.1
7/12/2010 East Howard Binder 29 1.99 57.71
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7/29/2010 East Parent Binder 81 19.99 1,619.19
8/15/2010 East Jones Pencil 35 4,99 174.65
(&9~ o= Bookl - Microsoft Excel L ) e |
A Home Insert Pagelayout Formulas Data Review View Add-Ins @ 9 o g &
‘13 & Catibri 11 x = Eig‘ ;;—grt General - Al p AR
r: @y B LU AL EERGE 3% 0 Styles | Cell OME
aste ST oNE yies elis
- & O S-A- EIE D %8 3% . vl | P A
Cliphoard I | Font Alignment | Number ; Editing |
K12 “& £ | pencil i
G H [ [ [k M N =1
e |
5 | OrderDate Region |Rep item Units Unit Cost |Total |
6 1/6/2010]{East Jones Pencil 95 1.99( 189.05 f
7 1/23/2010|Centiral |Kivell Binder 50 15.99 999.5 =i
8 2/9/2010|Central |Jardine |Pencil 36 499/ 179.64 f
El 2/26/2010|Central _|Gill Pen 27| 19.99] 539.73 ”
10 3/15/2010|West Sorvino |Pencil 56 2.93| 167.44 '
11 4/1/2010]East lones Binder 60 4.99 299.4
12| 4/18/2010|Central |Andrews |[Pencil 75 1.99 145.25 i
13 | 5/5/2010|{Central |lardine |Pencil 90 4.99 449.1 |
|14 5/22/2010|West ThompsorPencil 32 1.99 63.68 |
15 6/8/2010|East Jones Binder 60 8.99 539.4
116 6/25/2010|Central |Morgan |Pencil %0 4.99 4491
f 17, 7/12/2010|East Howard |Binder 29 1.99 57.71
: 18 | 7/28/2010|East Parent |Binder 81 19.99| 1,619.19| 1
179. 8/15/2010|East Jones Pencil 35 4,99 174.65 |
W/« » » | Sheetl Sheet? ~Shaets 23 [i] 4 | il | 1]

Here are the steps to copy an entire worksheet.

Step 1:

Right Click the Sheet Name

and select the Move or Copy

Regional Training Institute Allahabad

option.
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-
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Styles | Cells

Excel 2010
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15 bl

F |

A [ B C

D

E | F

G

OrderDate Region

2 1/6/2010 East
112312010 Central
2/9/2010 Central

3 Rep

Jones
Kivell

\
EH pelete L

Move or Copy.., @E_Eﬁﬂfdl

Rename ‘
. Pencil

View Code |
Protect Sheet.., 3
Tab Color

Hide l
-T2 e J
14 7129/ Select All Sheets

4

Item

Pencil
Binder
Pencil

‘Pen

Pencil
Binder

Units  Unit Cost Total

1.99
19.99

4.99
19.99

299

4.99
199

189.05

999.5
179.64
539.73
167.44

2994
149 25

Pencil
Binder
Pencil
Binder
Binder

Sheetl Sheatz "Shigets %3 ~

499
1.99
899

4.99

1.99

81 19.99

4491
63.68
530 4
449 1
57.71

. 1.619.19

v

[l

Nl

[

Ready |

Step 2:

selected from the general tab. Click the

O 100% &)U

Now you'll see the Move or Copy dialog with select
Ok button.

Worksheet

Regional Training Institute Allahabad

()

option as
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Select option to add sheet at end

Move or Cq oy -—— M

Move selecped sheets
To book:

!Bookl E
Before shegt: 0
Sheet1 A
Sheet2
)| isheet3 W

- e e

o] [om )|

Check this option if you
want to copy sheet

Select Create a Copy Checkbox to create a copy of the current sheet and
sheet optionas (move to end) so that new sheet gets created at the end.

Press the Ok Button.

Now you should have your copied sheet as shown below.

Regional Training Institute Allahabad
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Zd - - | Bookl - Microsoft Excel SRS
Home | Insert Pagelayout Formulas Data Review View Add-Ins & 9 = @P 23'--;
3 J(s Calibri i - f f@ g’f« Genera: Al [gd] -
Pagar T B ZUr A T 7| 8 % 0 Styles | Cells o &

- F || DA EIE | D 8 3% . . .
Cliphoard I« | Font l‘.! Alignment Number 1% & Editing |
5 -C & &
| A | B | ¢ | o | E F | 6 H O[S
1 OrderDate Region Rep Item Units  Unit Cost Total
2 1/6/2010 East Jones Pencil 95 1.99 189.05
3 1/23/2010 Central  Kivell Binder 50 1999 9995
4 | 2/9/2010 Central Jardine Pencil 36 499 17964
| 5| 2/26/2010 Central Gill Pen 27 1999 53973 [
6  3/15/2010 West  Sorvino Pencil 56 299 16744
7 41172010 East Jones  Binder 60 499 2004
&  4/18/2010 Central Andrews Pencil 75 199 14925
4| 5/5/2010 Central Jardine Pencil 90 499 4491
|, 522010 West | 1"™PS penci 32 199 6368
|11 6/8/2010 East Jones  Binder 60 898 5394
12 6/25/2010 Central Morgan Pencil 90 499 4491
13 7/12/2010 East Howard Binder 29 199 57.71
14 7/29/2010 East Parent  Binder 81 19.99 1,619.19
15 B8/15/2010 East Jones  Pencil 35 499 17465
4« » | Sheset] . Sheet2 .~ Sheet3 | Sheet1 (2) ~ ¥« ~w ]

Ready | (6|0 100% ()

You can rename the sheet by double clicking on it. On double click, the sheet name
becomes editable. Enter any name say Sheet5 and p ress Tab or Enter Key.

Regional Training Institute Allahabad
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Hiding Worksheet

Excel 2010

Here is the step to hide a worksheet.

Sheet Name

Step: Right Click the
hidden.

and select the

Hide option. Sheet will get

_ I—
P EERR RS e
- o B e
_ Home @ Insert Page layout Formulas Data Review View Add-ns @ e o g R
=8 Calibri Y1 v = =05 |Genenl - 1242 b N s
£ | === A @ =74
L@ B I U AN EEEE $-% - -
Paste: 0 | i s Styles | Cells :
. F | SrA- T b . o' | i@>
| Clipboard & | Font | Alignment G| Number Ix I Editing |
Al v (2 -F‘ { (¥
| 4] A | B c D E F G H e
"IES)
2|
2|
4|
I 5
6 , .
| R jnsert... =
r (R Delete |
| __8» | er E24 ‘
I g | l Rename ‘
10 [ Move or Copy.. \
il 11) 1&},—' View Code ‘
iz | &)y Protect Sheet... ’
! ,13: ‘ Tab Color > ! ! y " =
14 ‘ ; Select Hide Option to hide the sheet
S Hide < .
15 ‘ ‘
)| 16 | | oy ‘
a3z elect All Sheets | — == — ¥
4 4 » 3 gmﬂc\x?r—mvuctz—r**m“w O.J Z »II_!»I 11 | )E_
Ready | [EQ@E - 100% () U ®

Unhiding Worksheet

Here are the steps to unhide a worksheet.
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Step 1: Right Click onany Sheet Name and selectthe Unhide... option.

@; o9 -0z Bookl - Microsoft Excel lE @_g
Home | Insert Page layout Formulas Data Review View Add-lns & 0 = @B R
‘j‘j * Calibri - 11. : % = §| i.=53 General Al T~ &0~
— R BIU- AN EEEEH S% 0 @~ 28~

Paste F BE=3s Styles  Cells
S EH S A EE iy Wl 5 | e
Clipboard Font " Alignment Number “ Editing
Al . - Fe| >
a1l e | ¢ | oo [ & [ ¢ [ e | u | 15
il 1 W
2 |
3 N
4 .
Sw.”
6
Insert... 1l
Zl =1
8 | _,ﬂ Delete
9 ' Rename
10 Move or Copy...
7117. \? View Code
12 3k Protect Sheet.. |
13; Tab Coiar > L}
14 5
15 Lide Select Unhide option to show hidden sheet
%6 an!d&..v <
i & Select All Sheets { v
H ¢ » ¥ Sheewzonees g [ 4| i l 1]
Ready | [ O e—
- o
Step 2: Select Sheet Name tounhide in Unhide dialog to unhide the sheet.

Press the Ok Button.

Now you will have your hidden sheet back.

Delete Worksheet

Here is the step to delete a worksheet.

Step: Right Click the Sheet Name

and selectthe Delete option.
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[@asow --

"Bookl - Micosoft xcel =
!m H°m6’ Insert -Page Layout Formulas Data- Review View Addlns o @ = @ =
[ Ii‘% &  Calibri ~u - = ﬁg = General - A t:j b HRE g
Sl gL D AN =R S % | 3 4
Paste , | A She &) i Styles | Cells
- P | EI S-A SR W a6 3% N [REOSN
|| Cliphoard 1 Font ™ Alignment | Number \ | Editing |
Al (= | v
4] A g | e | o | e | & | @ | w | i

Insert...
*i Delete €

Repame

Select Delete option to delete a sheet

Move or Copy...
View Code
Protect Sheet..,
Tab Color

Hide

Unhida.

Select Ali Sheets

i S T o L €

Sheet will get deleted if it is empty, otherwise you'll see a confirmation message.

32



Excel 2010

-ID L Al B - Bookl - Microsoft Excel =@ = |
: Home! Insert Pagelayout Formulas Data Review View Adddns & @ o @ =
=4 Calibri 1 - E=lglE Geeat - Alllm| =8
e BB Ur | AL EEME ) S5 o | o0 T M
WSTL: o | Ly g ip ke
e & |- A~ EFE P w8 3% ° v |igh=
Clipboard = Font T Afignment | Number %] Editing
(= £ v
MicosoftBxeel - v
| Al Datamay exstin the sheet(s) selected for deletion. To permanently delete the data, press Delete.
|
r ((oelete | [ cancel ]
7 testdata =
8
; —
10
11
12
13 L
14
15
16 |
17 E T : = o
i€ 4 % ¥| Sheet2 Sheetd ,/Sheets /%3 _ M4l i 1 »]
Ready | I S ~ ;

Press the Delete Button.

Now your worksheet will get deleted.



Excel 2010

Close Workbook

Here are the steps to close a workbook.

Step 1: Clickthe Close Button  as shown below.

—
X2 -t-is Bookl - Microsoft Excel k=@
Homes Insert Page layout Formulass Data Review View Add-Ins & 0 = gP | 2R
= 4 Calibri - v = =5 General - Allm
“— R B Z U- AN EEEE S %
Ragte: | L Rt Styles | Cells
I - F || OAr EE Y 0 0 - - £
Clipboard I Font fu Allgnment %] Number Editing |
AL S iz
| A B | e (|7 Br | E H s
1] B
2
3 -
4 3
5 Click on Close Window button to close workbook
6 3
7. =
8
A
10
E2 S
12
13 e
1a
15
'I 16
a7 , : — 2
I4 « » ¥ | Sheet2 ‘Sheat3 %3 7 [« il | ¥l
Ready | |[EEC . 003 (5)— U o
[ ——— — ———— — — — — - — — — )

You'll see a confirmation message to save the workbook.
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M "Bookl - Microsoft Exce JE=RIECTI N X
. doe : Ades ———

ZITN | Home ‘

l'l“’ :Caﬁini 'éll x| P [i' Z¢  General - Al @ bR £
S 3a- | B L U ANy EE=E $% o @3- -
Paste oy R 2 P Styles | Cells =
o J (5 &.A. IEIE ¥ 8 ;00 - - 2~

Editing

Alldnmtnt Ga ‘ Number x|

| Clipboard & Font (™

Excel 2010

Insert Page layout Formulas Datz Review View Adddns & @ o @@ 52

AA Do you want to save the changes you made to Book1'?

[ seve | [pontsave | [ cancel |

1 bsé_\ow Na o e W e

£

M | 0

=
13
£
i
16, _
v

£ T S T
4 » ¥ Sheet? Sheet3 /%3 LR
ceady . |[Eomae o) U @®

YRGB

Step 2: Pressthe Save Button to save the workbook as we did in MS Excel -
Workbook chapter.

Now your worksheet will get closed.

e

Save
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Let us see how to open workbook from excel in the below mentioned steps.

Step 1:  Click the File Menu as shown below. You can see the Open option in File

Menu. There are two more col umns - Recent workbooks and Recent places, where
you can see the recently opened workbooks and the recent places from where
workbooks are opened.

File Menu Recent Workbooks Recent Places
J
wl e “ *5Bak L t Place
4
Click on Open Option in File Menu to open workbook
-l
@ oo

Step 2: Clicking the Open Option  will open the browse dialog as shown below.
Browse the directory and find the file you need to open.
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[ 4= B O Rl ) Micuaar b - &
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B vee
’(R’QW - - (e 1 .
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Step 3:  Once you select the workbook, your workbook will be opened as below:
0" AR (et (Compatbinty Mods; - Moeadi bace: S
B o o mistave  Remtis Dau R ves  Dese . o@-an
4 Sl ' PA A . I avlxen v }.
Bl o eoi-c@y g oK W I¥IT XA
=iy Vs ._'.'\Q“.A"- Ewwmie il o -‘V. . 5’ ;“mn;,”:::,,..,,m.lmrm 42 Tikare Seler =
Siobean Foer . algnnent » Hiswee . Shn | ot zdxog |
ae v = > =
=
) [T S N R ——u—"——
R o 5 =
2 'Ca you wan: fo len M5 Exzcl 20157 ez ‘
A ?mynu UATES 2 166 WAL WaBAMA ww lutanRIEEAE Eom Yes [
o 3 A yuu it ding [0S Feges o W slspan com?  Yew | ! ! = = |
5 LIl e lise | o rmzsmment t&at—almm.um 16 your fizes?  Yes |
| — |
" |
:’k 1
l o
Lo |
b
20 |
b I | | ]
0n e sheett T 41 o B i iP5
2 " aahlas ! ad 44 B ;\
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MS Excel provides context sensitive help on mouse over. To see context sensitive
help for a particular Menu option, hover the mouse over the option for some time.
Then you can see the context sensitive Help as shown below.

Keep Mouse over optionyouneedto see help

T - _— [ — = | Ty Y
rlﬂ oH9-0o- = T Bookd|" Microsoft Excel oy x|
Home Insert Page Layout Formulds Data Review View  Developer & 0 o 2
= % Calibri -1 - W ol General - A a=lnsert = X - 4V-
;J - BZ U- Ax EERAE S -% = I Delete -~ 3= A
t ayles 2
TP e &-A- e »ﬁk S 2 | Bromir=| @~
Clipboard e Fomt P Alignment " MNumbsr Al | Celis | Editing
81 v (2 Je | Name | merge & Center d
4 A \ VB‘ i C D 10ins the selected cells into one J Eﬂ
_I_NO Name [Excel :213‘:: :\:l\!::\jl.(ente:s the contents .
2 1jasc Ll 1 2 RO
""""" Nis 15 oftan used to create labels
E 3._ } b (233 . that ipan multiple columns.
4 Excel
5 il 2
6
7 @ Press F1 for more heip,
8
9
10 Press F1 to see more help
11
12
13
14 = Bl >«
It €» o Sheetl , Sheet2 . Sheet3 97 {14 »
Resay |2 | Count:3. | [SRUCN A 100% (= i ()
Getting More Help
For getting more help with MS Excel from Microsoft you can press F1 orby File >

Help -> Support -> Microsoft Office Help.
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In MS Excel , there are 1048576*16384 cells. MS Excel cell can have Text,
Numeric  value or formulas. An MS Excel cell can have maximum of 32000
characters.

Inserting Data

For inserting data in MS Excel , just activate the cell type text or number and
press enter or Navigation keys.

Zld - v sample workbeokudsx - Microsoft Exced b f2) S5
“ Qe Wiert Fage Layous Eormyutys Das Review Veew Developer a o > 9 '3
‘ = 3 Calibni o g o General « T Condaionsl Formatting + e lmert + E- A{ }} ‘
, A B Z U AL EE K $-% > FromdaTade - I Detete * ;[' 7 ‘
e - Sonéd Fincld
P m- &-A EEP» BH 5 Censtyies * Biremte| 2+ e
" pbo¥d ' ’ Abgament . Numbef . iyhe el Eaning
& v S | 50000 v
A 8 c D € F G " I j R oy
|1 i
2 Salary Calculator
| 3 No. Name Salary Amount Tax
| 4 1 Marc 2000 10%
|5 2 Stave 20%
| 6
7
| 8
, 90 Active cell for inserting data
1
2
| 13
| 14
| 15
16
17
| 18
19
:’:A‘ P M. Sheetl ~Sheet2 Sheet3d ¥ aKEn S T — - ol
| Reagy. | ] RN A 200w (= +

Inserting Formula

For inserting formula in M S Excel go to the formula bar, enter the formula and
then press enter or navigation key. See the screen -shot below to understand it.
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sum MR IR, 3
4l A 8 [ D [ H [ J RiE=

1 A
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1 2 No, Name Salary Amount Tax Tax Amount

| I3 1 Marc r 2000]  10%|=C4°D4 | Entering formula in MS Excel
5 2 Stave 50000 20%

3
7
8 ‘
9] B
10 ‘
u
12
3
14
15
16

|17

| u L

s !

WA Sheett - SHeatd Sheews (93 1) A— = -

!m.lﬂl {0 100 |

Modifying Cell Content

For modifying the cell content just activate the cell, enter a new value and then

press enter or navigation key to see the changes. See the screen
understand it.

-shot below to

e -is sample workbookatx - Microzoft Excel B
| [ Page Lagout acone
Cason - 12 i

¥ < A AT
A -

Intent Fommalss Cats Review View

S X ]

wi
: 5

- = o
==
e >
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s
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) Cen Pty

£
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o @ ::_6_3
2T D
e Fina &

Selea =
£diting

I Delete
Eirormat -
Cellx

- = X« £| 3500

a [ < G

Salary Calculator

i

alwine

LSRN

Modifying cell content

ILNIES:
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MS Excel provides various ways of selecting data in the s heet. Let us see those
ways.

Select with Mouse

Drag the mouse over the data you want to select. It will select those cells as shown
below.

T B fample wortbookaiie - bcroson Exctl T e
Home fntent Page Layout Formulys Dats Revew View Developer o o o & g
\ ‘;" A Caldri vy r o O General «  JicCondmional Formatting =  Gelnsert+ X - }( L}}
| D B 7 U AN EEI A OS-% v 3% Format as Tabie * Foeetes F g' .
Faut o ot & &
M me A R  WH 5 Cet Syhes + Thformats 2+ fater Setectr
Chpbosed & Fomst M Abgrment . Numbes . Sytes ey fanmng
A2 - S| Salary Calculator v
SR - o ey e | a0 v X C
1
2] Salary Caiculator
3 |No. Name Salary Amount Tax Tax Amount
4 1 Marc 3500 10% 350
) 2 Stave 50000 20% 10000}
6
7
8
3
10
1
12 Selectdata with mouse
13
14
15
16
17
18
19
o v
MY W] Sheet] “Sheet2 ~“Sheetd %) oxXN 30
Ready | 7] | Averape: 79316625 Coont 16 Sume 638933 |/ EJ [0 1008 (- [ +)
Select with Special
If you want to select specific region, select any cell in that region. Pressing F5 will

show the below dialogue box.
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9 s sample workbookuadsx - Microsoft Excel = 2 |
n Home tntent Page Layout Fomuiay Data Revew View Devsioper oa@eows
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S crra— R | — |
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S |
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el [
10 . !
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15 ,
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18 =
%
e e o
W 4> | Sheetl Shest? . Sheetz  ¥3 el = B  —_ ]
[Resr | 2 |, I T O =

Click on Special button
from the radio buttons. Click on

to see the below dialogue box. Select
ok to see the current region selected.

current region

Eid-os sample workbook xisx - Microsoft Excel = @ 8
Home = Inset  Pageldyout  Formulas  Dats  Redew  View  Developer a@osn
f &  Ccabn g - W .Q SF Genemt  + NicCondmionsiformatting+ Selnsen s £ - N m
P L BZ U AAN EEFEJA- S % » iEromaaler Foeeer F- So‘dk i
03 - s
T Eei O A- w® P WH 05) con styres Eiformat | (27 Futer~ Select -
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3 No. Name Salary Amount Tax 1{&“ —
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5 2 so00 0% || ogemen ) Ron dffrerces
6| || O Cormanss ) Cohapp diffecences
ALY ] ) Eormuas ) Precedents
8 (7] by ) Dependents
9 [ Text &) Direct onty -
10 (7] Logeats A levels
11‘ [V Brrors O tagteed
12 Goto Special dialogue O Banks () Vigble cels orly
'13" (2 Qurrent region £ Condigec s formats
& ) Current yray ) Dota yaidaton
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= Sare
15
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19
o Tr——, A SETSTTS -
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As you can see in the below screen, the data is selected for the current region.
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MS Excel

Delete with Mouse

provides various ways of deleting data in the sheet. Let us see those ways.

Select the data you want to delete.

Right Click  on the sheet. Select the

delete

option , to delete the data.
rlﬂ WD~ ™ S 1 sampleworkbookatze - Microtoft Excel l'cz'[?'ﬁ
Mome ntent Page Lyyount Formudn Oata Revew Views Oeveloper o 0 = m
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) i | B e [ eE F G H 1 ) X 'EJ
1
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s <a Copy
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10 Paste Soeant
11 Insert
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16 2 R
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18 & format Cemy
19 3 Pk From Drop-down List -
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Delete with Delete Key

Select the data you  want to delete. Press on the Delete Button from the keyboardto
delete the data.

Selective Delete for Rows

Select the rows, which you want to delete with Mouse click + Control Key. Then
right click to show the various options. Select the Delete option to delete the
selected rows.
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17. MOVE DATA

Let us see how we can

Move Data

with MS Excel.

Step 1: Select the data you want to Move. Right Click  and select the cut option.
(Z]id W s sample workbookalax - Microsoft Excel "*—?t@ﬁ
P rome Insent Page Layout Formubss Dats Recew View Developer S 0 =S~
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Step 2: Select the first cell
paste the data.

where you want to move the data. Right click on it and

You can see the data is moved now.
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Row and Column Basics

MS Excel is in tabular format consisting of rows and columns.
A Row runs horizontally while Column runs vertically.

A Each row is identified by row number, which runs vertically at the left side of
the sheet.

A Each column is identified by column header, which runs horizontally at the top
of the sheet.

For MS Excel 2010, Row numbers ranges from 1 to
104857 ; intotal 1048576 rows, and Columns ranges from A
to XFD; intotal 16384 columns.

Navigation with Rows and Columns

Let us see how to move to the last row or the last column.
A Youcangotothelast row by clicking Control + Down Navigation arrow.

A You can go to the last column by clicking Control + Right Navigation arrow.
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Cell Introduction
The intersection of rows and columns is called cell .
r and row number. For

Cell is identified with Combination of column heade

example: Al, A2
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MS Excel provides copy paste option in different ways. The simplest method of copy

paste is as below.

Copy Paste

A

To copy and paste, just select the cells you want to copy. Choose

after right click or press Control + C.

copy

Select the cell where you need to paste this copied content. Right click and

select paste option or press Control + V.
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In this case, MS Excel will copy everything such as values, formulas, Formats,
Comments and validation. MS Excel will overwrite the content with paste. If you
want to undo this, press Control + Z  from the keyboard.

Copy Paste using Office Clipboard

When you copy datain MS E  xcel, it puts the copied content in Windows and Office
Clipboard. You can view the clipboard content by Home -> Clipboard.  View the

clipboard content. Select the cell where you need to paste. Click on paste, to paste
the content.
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Copy Paste in Special way

You may not want to copy everything in some cases. For example, you want to
copy only Values or you want to copy only the formatting of cells. Select the paste
special option as shown below.
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Excel 2010

Below are the various options available in paste special.

A Al Pastes t he cell 6s content s, for mat s, and
Windows Clipboard.

Formulas:  Pastes formulas, but not formatting.

Values: Pastes only values not the formulas.

Formats: Pastes only the formatting of the source range.
Comments:  Pastes the comments with the respective cells.
Validation:  Pastes validation applied in the ¢ ells.

All using source theme: Pastes formulas, and all formatting.

To o o o o o Do

All except borders: Pastes everything except borders that appear in the
source range.

A Column Width: Pastes formulas, and also duplicates the column width of
the copied cells.

A Formulas & Number Formats: Pastes formulas and number formatting
only.

A Values & Number Formats: Pastes the results of formulas, plus the
number.

A Merge Conditional Formatting: This icon is displayed only when the
copied cells contain conditional formatting. When cl icked, it merges the
copied conditional formatting with any conditional formatting in the
destination range.

A Transpose: Changes the orientation of the copied range. Rows become
columns, and columns become rows. Any formulas in the copied range are
adjuste d so that they work properly when transposed.
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20. FIND AND REPLACE
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MS Excel provides Find & Replace  option for finding text within the sheet.
Find and Replace Dialogue
Let us see how to access the Find & Replace Dialogue.
To access the Find & Replace, Choose Home -> Find & Select ->Find , or press

Control + F Key . See the image below.
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You can see the Find and Replace dialogue as below.
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You can replace the found text with the new text in the Replace tab
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Exploring Options

Now, let us see the various options available under the Find dialogue.

A Wwithin:  Specifying the search should be in Sheet or workbook.

A Search By: Specifying the internal search method by rows or by columns.
A LookIn: If you want to find text in formula as well, then select this option.
A

Match Case: If you want to match the case like lower case or upper case
of words, then check this option.

A Match Entire Cell Content: If you want the exact match of the word with
cell, then check this option.
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MS Excel provides a feature of  Word Processing program called Spelling check.
We can get rid of the spelling mistakes with the help of spelling check feature.

Spell Check Basis

Let us see how to access the spell check.

A
A

X

To access the spell checker, Choose Review 0 Spelling orpress F7.

To check the spelling in just a particular range, select the range before
you activate the spell checker.

If the spell checker finds any words it does not recognize as correct, it
displays the Spelling dialogue with suggested options.
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Exploring Options
Let us see the various options available in spell check  dialogue.
A Ignore Once: Ignores the word and continues the spell check.
Ignore All: Ignores the word and all subsequent occurrences of it.
A Add to Dictionary: Adds the word to th e dictionary.
A Change: Changes the word to the selected word in the Suggestions list.
A Change All:  Changes the word to the selected word in the Suggestions list

and changes all subsequent occurrences of it without asking.
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A AutoCorrect:  Adds the misspelled word and its correct spelling (which you
select from the list) to the AutoCorrect list.

22. ZOOM IN/OUT
Zoom Slider

By default, everything on screenis displayed at 100% in MS Excel. You can change
the zoom percentage from 10% (tiny)
the font size, so it has no effect on the printed output.

t

(0]

400%
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You can view the zoom slider at the righ t bottom of the workbook as shown below.
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You can zoom in the workbook by moving the slider to the right. It will change the
only view of the workbook. You can have maximum of 400% zoom in. See the
below screen -shot.
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You can z oom out the workbook by moving the slider to the left. It will change the
only view of the workbook. You can have maximum of 10% zoom in. See the

below screen -shot.
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If you want to insert some symbols or special characters that are not found on the
keyboard in that case you need to use the Symbols option
Using Symbols
Go to Insert » Symbols » Symbol to view available symbols. You can see many

symbols available the re like Pi, alpha, beta, etc.

Select the symbol you want to add and click insert to use the symbol.
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Using Special Characters
Go to Insert » Symbols » Special Characters to view the available special

characters. You can see many special characters available there like Copyright,
Registered etc.

Select the special character you want to add and click insert, to use the special
character.
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Adding Comment to Cell

Adding comment to cell helps in understanding the purpose of cell, what input it
should have, etc. It helps in proper documentation.

To add comment to a cell, select the cell and perform any of the actions me ntioned
below.

A Choose Review » Comments » New Comment.

A Right -click the cell and choose Insert Comment from available options.

A Press Shift+F2.

Initially, a comment consists of Computer's user name. You have to modify it with
text for the cell comment.
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Modifying Comment

You can modify the comment you have entered before as mentioned below.

A Select the cell on which the comment appears.

A Right -click the cell and choose the Edit Comment from the available options.

A Modify the comment.
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Formatting Comment

Various formatting options are available for comments. For formatting a comment,
Right click on cell » Edit comment » Select comment » Right click on it »
Format comment . With formatting of comment you can change the color, font,

8. pennk _



etc. of the comment.
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Text Boxes

Text boxes are special graphic objects that combine the text with a rectangular
graphic object. Text boxes and cell comments are similar in displaying the text in
rectangular box. But text boxes are always visible, while cell comments become
visible after selecting the cell.

Adding Text Boxes

To add a text box, perform the below actions.

0 Choose Insert » Text Box » choose text box or draw it.

Initially, the comment consists of Computer's user name. You have to modify it
with text for the cell comment
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Formatting Text Box

After you have added the text box, you can format it by changing the font, font
size, font style, and alignment, etc. Let us see some of the important options of
formatting a text box.

A Fill: Specifies the filling of text box | ike No fill, solid fill. Also specifying the
transparency of text box fill.

Line Color:  Specifies the line color and transparency of the line.
Line Style:  Specifies the line style and width.
Size: Specifies the size of the text box.

Properties:  Specifies some properties of the text box.

Do e o > D>

Text Box:  Specifies text box layout, Auto -fit option and internal margins.
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Undo Changes

You can reverse almost every action in Excel by using the Undo command. We

can undo changes in following two ways.

-bar » Click Undo.

A From the Quick access tool

A Press Control + Z.
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You can reverse the effects of the past 100 actions that you performed
executing Undo more than once. If you click the arrow on the right side of the

by
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Undo button, you see a list of the actions that you can reverse. Click an item in
that list to undo that action and all the subsequent actions you performed.

Redo Changes

You can again reverse back the action done with undo in Excel by using the Redo
command. We can redo changes in following two ways.

A From the Quick access tool

A Press Control + Y.

-bar » Click Redo.
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Formatting Cell

MS Excel Cell can hold different types of data like Numbers, Currency, Dates, etc.
You can set the cell type in various ways as shown below:

A Right Click on the cell » Format cells » Number.

A Click on the Ribbon from the ribbon.
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Various Cell Formats
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Below are the various cell formats.

A

ST S 8

P

General: This is the default cell format of Cell.

Number:  This displays cell as number with separator.
Currency:  This displays cell as currency i.e. with currency sign.
Accounting:  Similar to Currency, used for accounting purpose.

Date: Various date formats are available under this, like 17
Sep-2013, etc.

-09-2013,17th -

Time:
etc.

Various Time formats are available under this like 1.30PM, 13.30,

Percentage:
50.00%.

This displays cell as percentage with decimal places like

Fraction:  This displays cell as fraction like 1/4, 1/2 etc.
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Scientific: ~ This displays cell as exponential like 5.6E+01.
Text: This displays cell as normal text.

Special: Special formats  of cell like Zip code, Phone Number.

A
A
A
A

Custom: You can use custom format by using this.
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You can assign any of the fonts that is installed for your printer to cells in a
worksheet.

Setting Font from Home

You can set the font of the selected text from

Home » Font group » select the

font .
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Setting Font from Format Cell Dialogue

A Right click on cell » Format cells » Font Tab

A Press Control + 1 or Shift + Control + F
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You can change the text decoration of the cell to change its look and feel.

Text-Decoration

Various options are available in Home tab of the ribbon as mentioned below.

A Bold: It makes the text in bold by choosing Home » Font Group » Click
B or Press Control + B

A talic: It makes the text italic by choosing Home » Font Group » Click |
or Press Control + B

A Underline: It makes the text as underlined by choosing Home » Font
Group » Click U or Press Control +B .

A Double Underline: It makes the text highlighted as double underlined by
choose Home » Font Group » Click arrow near U » Select Double
Underline
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More Text-Decoration Options

There are more options available for text decoration in Formatting ce

»Effects cells as mentioned below.

A strike -through:
A Super Script:
A Sub Script:

It strikes the text in the center vertically.
It makes the content to appear as a super script.

It makes content to appear as a sub script.

lIs » Font Tab
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You can rotate the cell by any degree to change the orientation of the cell.

Rotating Cell from Home Tab

Click on the orientation in the Home tab . Choose options available like Angle
Counter Clockwise, Angle Clockwise, etc.
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Rotating Cell from Formatting Cell

Right Click on the cell. Choose
rotation.

Format cells » Alignment » Set the degree for
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31. SETTING COLORS

You can change the background color of the cell or text color.

Changing Background Color

By default the background color of the cell is white in MS Excel. You can change it
as per your need from  Home tab » Font group » Background color
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Changing Foreground Color

By default, the foreground or text color is black in MS Excel. You can change it as

per your need from  Home tab » Font group » Foreground color
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Also you can change the foreground color by selecting the cell Right click »

Format cells » Font Tab » Color
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Change Alignment from Home Tab

You can change the Horizontal and vertical alignment of the cell. By def ault, Excel
aligns numbers to the right and text to the left. Click on the available option in
the Alignment group in Home tab to change alignment.
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Change Alignment from Format Cells

Right click on the cell and choose format cell. In format cells dialogue, choose
Alignment Tab. Select the available options from the Vertical alignment and
Horizontal alignment options.
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Exploring Alignment Options
1. Horizontal Alignment: You can set horizontal alignment to Left, Centre,

Right, etc.

A Left: Aligns the cell contents to the left side of the cell.

A Center: Centers the cell contents in the cell.
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A Right: Aligns the cell contents to the right side of the cell.

A Fil: Repeats the contents of the cell until the

A Justify:  Justifies the text to the left and right of the cell. This option is
applicable only if the cell is formatted as wrapped text and uses more than

one line.
2. Vertical Alignment: You can set Vertical alignment to top, Middle, bottom,
etc.
A Top: Aligns the cell contents to the top of the cell.
A Center: Centers the cell contents vertically in the cell.
A Bottom: Aligns the cell contents to the bottom of the cell.
A Justify:  Justifies the text vertically in the cell; this option is applicable only
if the cell is formatted as wrapped text and uses more than one line.
Merge Cells

MS Excel enables you to merge two or more cells. When you merge cells, you
dondét combine the contents of the cell sintoRather,
a single cell that occupies the same space.

You can merge cells by various ways as mentioned below.

A Choose Merge & Center control on the Ribbon, which is simpler. To merge
cells, select the cells that you want to merge and then click the Merge &
Center button.
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A Choose Alignment tab of the Format Cells dialogue box to merge the cells.
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Additional Options
The Home » Alignment group » Merge & Center control contains a dropdown

list with these additional options:

A Merge Across:  When amulti -row range is selected, this command creates
multiple merged cells & one for each row.

A Merge Cells: Merges the selected cells without applying the Center
attribute.

A Unmerge Cells: Unmerges the selected cells.

Wrap Text and Shrink to Fit
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I f the text is too wide to fit the column width
into adjacent cells, you can use either the Wrap Text option or the Shrink to Fit
option to accommodate that text.
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34 BORDERS AND &H5AD

Apply Borders

MS Excel enables you to apply borders to the

cells. For applying border, select the

range of cells Right Click » Format cells » Border Tab » Select the Border

Style
rLL‘_-] ™ o SRR sample workbookadsx « Microsoft Excel o B R
“ Mome | laset  Pogelmpout  Formulys  DMa Renew  View  Deccloper s @oSn
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|2 e
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14 11 Steve ! " sel void 1
15 12 Pippa ; ectborder style
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|17 14 Mario as0¢ |
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119 [
= = T
[ €» M| Sheetl ~Sheet2 . Sheatd %3 | e ——
| Resay |20 | [ seon, (= e, O
Then you can apply border by Home Tab » Font group »Apply Borders.
Excel 2010
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Apply Shading

You can add shading to the cell
Color .

from the Home tab » Font Group » Select the
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35 APPLY FORMATTING

B EECE sample workbook b - Mocrosoft Exce ==3
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Formatting Cells
In MS Excel, you can apply formatting to the cell or range of cells by Right
Click» Format cells» Select the tab. Various tabs are available as shown

below.
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Alternative to Placing Background

A Number: You can set the Format of the cell depending on the cell content.
Find tutorial on this at MS Excel - Setting Cell Type

A Alignment:  You can set the alignment of text on this tab. Find tutorial on
thisat MS Excel - Text Alignments

A Font: You can set the Font of text on this tab. Find tutorial on this at MS
Excel - Setting Fonts

A Border: You can set the border of cell with this tab. Find tutorial on this at
MS Ex cel - Borders and Shades

A Fill: You can set fill of the cell with this tab. Find tutorial on this at MS Excel

- Borders and Shades

A Protection:  You can set cell protection option with this tab.
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36. SHEEOPTIONS

Sheet Options

MS Excel provides various sheet options for printing purpose like generally cell
gridlines aren6t printed. | f you want your print
Page Layout » Sheet Options group » Gridlines » Check Print

@a9-e . - sample workbook b - Microsoft Excel = | &
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Options in Sheet Options Dialogue

A Print Area:  You can set the print area with this option.

A Print Titles: You can set titles to appear at the top for rows and at the left
for columns.

A Print:
0 Gridlines:  Gridlines to appear while printing worksheet.
o0 Black & White: Select this check box to have your color printer print

the chart in black and white.
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o Draft quality: Select this check box to print the chart using your
pri nt er {salitydsetind. t

0 Rows & Column Heading: Select this check box to have row s and
column heading to print.

A Page Order

o Down, then Over: It prints the down pages first and then the right
pages.
o Over, then Down: It prints right pages first and then comes to print

the down pages.
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37. ADJUST MARGINS

Margins

Margins are the unprinted areas along the sides, top, and bottom of a printed
page. Al l printed pages in MS Excel have the
different margins for different pages.

You can set margins by various ways as explained b elow.
A Choose Page Layout » Page Setup » Margins drop -down list, you can select
Normal, Wide, Narrow, or the custom Setting.
(D d9-0 5 T smplowobocioh: MoocRBed |
’ Mome  laen | Fagelyout | Foroulss  DM3 Redew  View  Devtioper 2@ e )
— o . e N sl = « G
:A ‘;wy:‘ m. a .__J | = oo VISR Automatic Grictner  Mesdogi ':h
ok [a)Fonts « -—] B [—] sl R j 31 Beignt: Avsomatic + 7] view  [Z) View
Themes — Maging! Onentation  Swe  Prink  Sreals Backproond Prat = 5 Anange
- [O)trreets - ~ o  Ritev. & Tales ) Scale wn o Dem [ s -
DS e L Sololt o ShedtOptom ol
7 Rant 07 <
A - e R P G H [ ) K L
! Wide ]
2 fopr 1 Tottom: 1”
oot Right: 1° Margin option in Page Layout
3 No. Namq L} L Neowe 05 Foster 05" s 2y bl
4 1 Marc
0 Nacrow
: 3 | Yes 078 Bottees 075
(et 025 Baght 025
3 = v:uaer 03 ';Z;tr 03 E
8
3 boxrmtbneicanc <€ Clicking this will generate custom
10 margin dialogue
1l
12
13
L
15
16
17
18
19 i
WC3 W Sheoty . Sheed | Shaetd 63 04 . 3!
_”.Q|gl 1@.“3 100% (-) )
A These options are also available when you choose File » Print.
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If none of these settings does the job, choose Custom Margins to display the

Margins tab of the Page Setup dialog box,
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as shown below.
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Center on Page

By default, Excel aligns the printed page at the top and left margins. If you want
the output to be centered vertically or horizontally, select the appropriate check

box in the Center on Pag e section of the Margins tab as shown in the above
screenshot.
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Page Orientation

Page orientation refers to how output is printed on the page. If you change the
orientation, the onscreen page breaks adjust automatically to accommodate the
new paper orientation.

Types of Page Orientation

A Portrait:  Portrait to print tall pages (the default).

A Landscape: Landscape to print wide pages. Landscape orientation is useful
when you have a wide range that doesnodot fit

Changing Page Orientation

A Choose Page Layout » Page Setup  » Orientation » Portrait or Landscape.
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Header and Footer

A header is the information that appears at the top of each printed page and a
footer is the information that appears at the bottom of each printed page. By
default, new workbooks do not have headers or footers.

Adding Header and Footer

A Choose Page Se tup dialog box » Header or Footer tab.
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You can choose the predefined header and footer or create your custom ones.

o e Do Do Do o D>

&[Page]: Displays the page number.

&[Pages]: Displays the total number of pages to be printed.

&[Date] :  Displays the current date.

&[Time]:  Displays the current time.

&[Path]&[File] : Di splays the workbookés compl ete
&[File] :  Displays the workbook name.

&[Tab]: Di splays the sheetds name.

Other Header and Footer Options

=2

When a header or footer is selected in Page Layout view, the  Header & Footer »
Design » Options

A

A

group contains controls that let you specify other options:

Different First Page: Check this to specify a different header or footer for
the first printed page.

Different Odd & Even Pages: Check this to specify a different header or
footer for odd and even pages.
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A Scale with Document: If checked, the font size in the header and footer
will be sized. Accordingly if the document is scaled when printed. This option
is enabled, by default.

A Align wit h Page Margins: If checked, the left header and footer will be
aligned with the left margin, and the right header and footer will be aligned
with the right margin. This option is enabled, by default.

Page Breaks

I f you dondét want a row to print on a page
header row to be the last line on a page. MS Excel gives you precise control over
page breaks.

MS Excel handles page breaks automatically, but sometimes you may want to
force a page break either a vertical or a horizontal one , SO that the report
prints the way you want.

For example, if your worksheet consists of several distinct sections, you may w ant
to print each section on a separate sheet of paper.
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Inserting Page Breaks

Insert Horizontal Page Break:
row of a new page, select cell A14. Then choose
Group » Breaks» Insert Page Break.

For example, if you want row 14 to be the first

Page Layout » Page Setup

@' oo ';—wm?w&t&vﬂ b‘@“

Home tagent Paor Lot Formutas Dsts Review View Develaper - e = m
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s | A 8 c Reset AN Page Breaks H 3 I 1 K !::1
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3 No. Name Salary Amount Tax
|4 1 Marc 2000 10%
5 2 Stave S000 20%
) 3 Abhay 10000 10%
7 4 John 4000 20%
8 5 lay 6000 10%
9 6 Michel $000 20%
10 7 Stephanie 3000 10%
11 8 Lesi 4000 20%
12 9 Elizabeith 7000 20%
13 10 Jonson 5000 20%
e v s o Row 14* will appear on next page
|16 13 Clacck 3500 10%
17 14 Mario 4500 20%
| 18 1S Connie 5500 20%
|19, >
1703 51 Sheats . Sheetd  Shestd €3 3§ u 30
Reagy | 7] | |8 AR 100% (=) 9] O
Insert vertical Page break: In this case, make sure to place the pointer in row
1. Choose Page Layout » Page Setup » Breaks » Insert Page Break to create

the page break.
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Removing Page Breaks

A

A

Remove a page br eak yMovedtv e celbpdinter t the first
row beneath the manual page break and then choose Page Layout » Page
Setup » Breaks » Remove Page Break.

Remove all manual page breaks:
Breaks » Reset All Page Breaks.

Choose Page Layout » Page Setup »
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Background Image

Unfortunately, you cannot have a background image on your printouts. You may

have noticed the Page Layout » Page Setup » Background command. This
button displays a dialogue box that lets you select an image to display as a
background. Placing this control among the other print -related commands is very

misleading. Background images placed on a worksheet are never printed.

Alternative to Placing Background

A You can insert a Shape, WordArt, or a picture on your worksheet and then
adjust its transparency. Then copy the image to all printed pages.

A You can insert an object in a page header or footer.
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42. FREEAEANES

Freezing Panes

If you set up a worksheet with row or column headings, these headings will not

be visible when you scroll down or to the right. MS Excel provides a handy solution

to this problem with freezing panes. Freezing panes kee ps the headings visible
while youdre scrolling through the worksheet.

Using Freeze Panes

Follow the steps mentioned below to freeze panes.

A Select the First row or First Column or the row Below, which you want to
freeze, or Column right to area, which you want to freeze.

A Choose View Tab » Freeze Panes.

A Select the suitable option:
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o Freeze Panes:  To freeze area of cells. o Freeze Top Row:
To freeze first row of worksheet. o Freeze First Column: To

freeze first Column of worksheet.

Er3 1L e e e | sample workbookat - MictosoftEscel e o)

Home Isent Page Layout Formistay Dats Review View Developer FN o o w2

fitiaetl & Page treak Preview (o ) k Fs o8 New Window 3 _U s
J&:‘Jﬂ :J e ibpgd 5":'!' Zoo\« l:}x z;-sgo 5_":'195‘“_ q‘ :::t:m M.w?-
L8 rus Screen B Selection At Freeze E__"ﬂ_'f - 3 Womouu wandaws = -
wonbook Viewy " :°,°" EE fn anes ore_e
a1 - = ordeno o e g om0
) Faeay  Freere ‘j_m
T e w7 v__] Keep theRop row wiible whife scroliing theoegh —
e —— —— —— the tent the workiheet. !
2/l 1 Cagle Green/Navy 3 Moo Froemef it
3 2 Cantwell Green/Navy 18 ( ‘L__] Keep the NAY column waibile white scralling
‘ . 3 snell Green/Navy 24 i oG thelest of the worksheet. ;-
45! 4 Lunt Green/Navy 9 as
|6 % Rentel Green/Navy 3 67
) 6 Xennedy Red/Navy 6 a8 ’
8 7 Miller Green/Navy 9 49 431 -
s 8 Zanitsch-Prentice.  Green/Navy 6 52 312 Freeze pane options
10 9 Zanitsch-Prentice  Rod/Navy 0 56 )
1 10 Morrizon Green/Navy 24 58 1392
2 11 Ritchie Blue/Grey 18 3 630
13 12 Ritchie Yellow/Grey 3 20 120
14 13 Ritchie Green/Navy 6 75 450
15 14 cluxton Red/Navy 9 80 720
16 15 marquardt Green/Navy 12 70 840
17 16 marquordt Blue/Groy 18 oo 1080
18 17 Brian Green/Navy 0 10 0
119 18 Beian Blue/Grey 3 23 69
1200 13 cordova Green/Navy 6 25 150 -
UV v Wi Shoetl | Sheoot2 . SHootd  Sheotd . va Hel - I (31
| M J ﬂ | Count: 6 | I &K 300% () oL S(er
A If you have selected Freeze top row you can see the first row appears at
the top, after scrolling also. See the below screen -shot.
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| 1.l Custom Views - =¥ == Arrange Al = 8 . —2
Normal. Page Show  Zoom 100% Zoomto = Save Switeh  Macrot
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Workbook Views - Zoom Window Macrot 3
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|| 1 Ordend Customer Lastname  Color  Quantity. Price  Total Amount i] 1
14 13 Ritchie Green/Navy 6 75 450
15 14 cluxton Red/Navy 9 80 720
16 15 marquardt Green/Navy 12 0
17 16 marquardt Blue/Grey 18 60 1080
18 17 Brian Green/Navy 0 10 0
19 18 Brian Blue/Grey 3 23 69
20 19 Cordova Green/Navy 6 25 150 First row appear on top
21 20 Cordova Yellow/Grey 3 10 30
.' 22 21 Cordova Blue/Grey 6 8 48
23 22 Livingston Yellow/Grey 3 30 90
24 23 Andy Green/Navy 18 100 1800
25 24 Armold Green/Navy 12 80 960
26 25 Bowlby Red/Navy 9 90 810
27 26 Mandel Green/Navy 9 85 765
I 28 27 Mandel Blue/Grey 9 75 675
29 28 Cottrell Green/Navy 9 95 855
30 29 Chickey Green/Navy S 67 603
31 30 stash Green/Navy 3 70 210
32 - .
4> i Sheetl | Sheet2 - Sheet3 , Sheetd ~¢J UE »
Ready | T | | B 100% (=) (%)

Unfreeze Panes

To unfr eeze Panes, choose View Tab » Unfreeze Panes

Conditional Formatting

MS Excel 2010 Conditional Formatting feature enables you to format a range of
values so that the values outside certain limits, are automatically formatted.

Choose Home Tab »  Style group » Conditional Formatting dropdown.

Various Conditional Formatting Options

A Highlight Cells Rules: It opens a continuation menu with various options
for defining the formatting rules that highlight the cells in the cell selection
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.43 CONDITIONAL FORMAT

that contain certain values, text, or dates, or that have values greater or
less than a particular value, or that fall within a certain ranges of values.

Suppose you want to find cell with Amount 0 and Mark them asred. Choose Range
of cell » Home Tab » Conditional Formatting DropDown »
Highlight Cell Rules » Equal To.

i @9~z sample workbookadsx - Macrosoft Excel o B
Home Insent Fage Layout Formuydas Data Review View Developer @ 0 o &K
-, * - 11 - = O o e - ‘l'.. aitonal 2ing % Insert - "A‘_,’ }s
- B 7y Asy EERN $ y v | 8 Format 3 table J* Detete 2 A .
S 3 r - A g e » ) (a3t Style Meomut- | 2=
Chgboaa Fot Allgnment P Number Styles Ceilt Ecting
£1 - (= £ Total Amount ~
A B C G H ! ] I
2 1 Cagle Green/Navy
3 } 2 Cantwell Green/Navy
a 3 Snell Green/Navy o
S } 4 Lunt Green/Navy w
5| 9 Reatel Green/Navy || rormat cells that are EQUAL TO:
24 6 Kennedy Red/Navy = =
_g_i' 7 Miller Green/Navy || o 78] wih |UghtRed Fil weh Darked Text [
9 8 Zanitsch-Prentice  Green/Navy ———
-1_3; 9 Zanitsch-Prentice  Red/Navy | ‘ ok ] ( Cancel J {
1 10 Morrison Green/Navy = —
12 11 Ritchie Blue/Grey
Ei 12 Ritchie Yellow/Grey
14 13 Ritchie Green/Navy
15 14 cluxton Red/Navy
16| 15 marquardt Green/Navy
!Ji 16 marquardt Blue/Grey
18, 17 Brian Green/Navy
_;9_§ 18 Brian Blue/Grey
200 19 Cordova Green/Navy § ) v
W ¢ M Shostl  Sheet2 Sheetd . Sheetd 3 il . 3 1 [
enter. | ¥ | Avernge: 5504 Count:31  Sumc16524 | GEICEEN 100n

After Clicking ok, the cells with value zero are marked as red.
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P Hosme nsect Page Layout Formudas Data Review View Developer (=Y o =3 8
=R X Catbai “j11 - ":i!- 5 Geaeral «  Yiconamional Formatting = S*inten~ X -
::—’ Q- BIU- AN EERG- S-% o+ Eromatsiaes #pae [~ ?K‘ f}e‘
NI | ES-A R B B S Cen sty - Elfomat= | 2- fater~ setects
x?'ho_boe‘:o v Fornt —'Jncm.-‘ccfat . Mumder . Sfyﬂn Ceils Eotmng
v
+ K EiUEs El= SR =
1 i ount| ~
2| 1 Cagle 3 100 300
3 | 2 Cantwell 18 60 1080 |
a 3 snell 24 50 1200 o
5 | 4 Lunt 9 a5 405
6 5 Rentel 3 67 201
7| 6 Kennedy 6 as 2388 E
3| 7 Miller 9 49 441
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11 10 Morrison 24 58 1352
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16 15 marquardt Green/Navy 12 70 &40
17 16 marquardt Blue/Grey 18 60 1080 |
18 17 Brian Green/Navy o 10 o
19 18 Brian Blue/Grey 3 23 69
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W «% W] Sheet: | Sheet2 ~Sheetd - Sheetd 93 0K = {1
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A Top/Bottom Rules: It opens a continuation menu with various options for
defining the formatting rules that highlight the top and bottom values,
percentages, and above and below average values in the cell selection.
Suppose you want to highlight the top 10% rows, you can do this with these
Top/Bottom rules.
Pl ™ B TS - . sample workbook iy - Microsoft Excel o @] &=
n Home Intenrt Page Layout ¥ ormutas Data Rewew View Developer o o = QE
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R ~(* £ YowalAmount - - I
s H ' 1 =
‘E:: ;n
= Top rows marked with Green |
=7 fillwith Green Dark Text -
s ]
9
110
r;i-w
T e Pe— = Conditional Formatting of
13 12 Ritchie Yellow/Grey 3 top 10% rows
‘Eﬁ 13 Ritchie Green/Navy 6
a5 14 cluxton Red/Navy E)
16 15 marguardt Green/Navy 12
127 16 marquardt Blue/Grey 18 ‘
118’ 17 8rian Green/Navy [}
13 18 Brian Blue/Grey 3 9
] 39 Cordoxs _ Sreen/Navy . 6. o
K « % i Sheetl | Sheet2 ~Sheetl  Shestd ©J — _ 4 o ] a8l
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Excel 2010
A Data Bars: It opens a palette with different color data bars that you can
apply to the cell selection to indicate their values relative to each other by

clicking the data bar thumbnail.

With this conditional Formatting, data Bars will appear in each cell.

AN U S """M"’“ n«om" Excel = - e S
Home hun Mg« Leyoust hnnuul um Review  View Ceveloper & o o e EI
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 cotor et BE| pwenen | e 8
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2 Cantwell Green/Navy 18 o0 Codov Smbes * g
3 Snell Groen/Navy 24 sof tﬁ B} EJ -
4 Lunt Groon/Navy £l n: =1 kon Sets v Sola e
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6 Xennedy Red/Novy o «::.‘u tiew Nute Ei m Et!
7 Miller Green/Navy 9 A9 B 5D Cueae uley . g
& Zanitseh-Prantico  Groan/Navy 6 520 3 ranage guter m E’ EJ
9 Zanitsch-Prentice Red/Navy o 56 ~ e Biove Mides
10 Morrison Green/Navy 23 sa I 1092
11 Ritchie Blue/Grey 18 3s ) 630 3
12 Ritchie Yetlow/Grey 3 a0l 120 Applying data bar
13 Ritchie Green/Navy ° 7 ] 430
14 cluxton Red/Navy o so | 720
15 marquardt Groen/Navy 12 7o )
16 marquardt Blue/Groy 18 co ) Q— Data Bar willappear
17 Brian Groon/Navy o 10 -]
18 Brian Biue/Groy 3 23l 69
19 Cordova Green/Navy 3 238 150
| _Sheatl | Sheet2  Shoetd  Shaots V5 0 £ . " ) 30 1
MJ.E 4 B m,sm  Cowendi 3L Sum 16524 S H 100 = £} e |
A Color Scales: It opens a palette with differe nt three - and two -colored

scales that you can apply to the cell selection to indicate their values relative
to each other by clicking the color scale thumbnail.

See the below screenshot with Color Scales, conditional formatting applied.
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A

Icon Sets:

It opens a palette with different sets of icons that you can apply

to the cell selection to indicate their values relative to each other by clicking

the icon set.

See the below screenshot with Icon Sets, conditional formatting applied.
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A NewRule: It opens the New Formatting Rule dialog box, where you define
a custom conditional formatting rule to apply to the cell selection.

A Clear Rules: It opens a continuation menu, where you can remove the
conditional formatting rules for the cell selection by c licking the Selected
Cells option, for the entire worksheet by clicking the Entire Sheet option, or
for just the current data table by clicking the This Table option.

A Manage Rules: It opens the Conditional Formatting Rules Manager dialog

box, where you ed

it and delete particular rules as well as adjust their rule

precedence by moving them up or down in the Rules list box.
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Formulas in MS Excel

Formulas are the Bread and butter of worksheet. Without formula, worksheet will
be just simple tabular representation of data. A formula consists of special code,
which is entered into a cell. It performs some calculations and returns a result,
which is di splayed in the cell.

Formulas use a variety of operators and worksheet functions to work with values

and text. The values and text used in formulas can be located in other cells, which

makes changing data easy and gives worksheets their dynamic nature. Fo r
example, you can quickly change the data in a worksheet and formulas works.

Elements of Formulas

A formula can consist of any of these elements:

A Mathematical operators, such as +(for addition) and *(for
multiplication)

Example:
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0 =Al1+A2 Addstheva luesin cells Al and A2.

A Values or text

Example:

0 =200*0.5 Multiplies 200 times 0.15. This formula uses only values, and
it always returns the same result as 100.

A Cell references (including named cells and ranges)

Example:

0 =A1=C12 Compares cell Al with cell C12. If the cells are identical, the
formula returns TRUE; otherwise, it returns FALSE.

A Worksheet functions (such as SUMor AVERAGE) Example:

0 =SUM(A1l:A12) Adds the values in the range A1:A12.

Creating Formula

For creating a formula, you need to type in the Formula Bar. Formula begins with

'=' sign. When building formulas manually, you can either type in the cell

addresses or you can point to them in the worksheet. Using the Pointing method

to supply the cell addresses for formulas is often easier and more powerful method

of formula building. When you are using built -in functions, you click the cell or
drag through the cell range that you want
arguments in  the Function Arguments dialog box. See the below screen shot.
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As soon as you complete a formula entry, Excel calculates the result, which is then
displayed inside the cell within the worksheet (the contents of the formula,
however, continue to be visible on the Formula bar anytime the cell is active). If
you make an error in the formula that prevents Excel from being able to calculate
the formula at all, Excel displays an Alert dialog box suggesting how to fix the
problem.
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Copying Formulas in MS Excel

Copying formulas is one of the most common tasks that you do in a typical
spreadsheet that relies primarily on formulas. When a formula uses cell references
rather than constant values, Excel makes the task of copying an original formula

to every place that requires a similar formula.

Relative Cell Addresses

MS Excel does it automatically adjusting the cell references in the original formula

to suit the position of the copies that you make. It does this through a system

known as relative cell addresses, where by the column references in the cell
address in the formula change to suit their new column position and the row
references change to suit their new row position.

Let us see this with the help of example. Suppose we want the sum of all the rows
at last, then we will write a formula for first column i.e. B. We want sum of the
rows from3to8inthe 9 " row.
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Formula bar showing formula
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After writing formula in the 9 " row, we can drag it to remaining columns and the
formula gets copied. After dragging we can see the formula in the remaining
columns as below.

A columnC: =SUM(C3:C8)
columnD: =SUM(D3:D8)
coumnE: =SUM(E3:ES8)
columnF: =SUM(F3:F8)

ST SIS S 8

column G: =SUM( G3:G8)
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Cell References in Formulas

Most formulas you create include references to cells or ranges. These references

enable your formulas to work dynamically with the data contained in those cells

or ranges. For example, if your formula refers to cell C2 and you change the value

containedin C2, the formula result reflects new value
use references in your formulas, you would need to edit the formulas themselves

in order to change the values used in the formulas.

When you use a cell (or range) reference in a formu la, you can use three types of
references: relative, absolute, and mixed references.

Relative Cell References

The row and column references can change when you copy the formula to another
cell because the references are actually offsets from the curre nt row and column.
By default, Excel creates relative cell references in formulas.
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Absolute Cell References
The row and column references do not change when you copy the formula because
the reference is to an actual cell address. An absolute referen ce uses two dollar

signs in its address: one for the column letter and one for the row number (for
example, $A$5).
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Mixed Cell References

Both the row or column reference is relative and the other is absolute. Only one

of the address parts is absolute (for example, $A5 or A$5).
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Functions in Formula
Many formulas you create use available worksheet functions. Thes e functions
enable you to greatly enhance the power of your formulas and perform
calculations that are difficult if you use only the operators. For example, you can
use the LOG or SIN function to calcul ate

this comp licated calculation by using the mathematical operators alone.

Using Functions
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When you type = sign and then type any alphabet you will see the searched
functions as below.

(19~ & T e A5 TR Gl o 20,
Home Insen Page Layout Formulas Data Review View Developer s Q@ odgd
Q\ & ? = el et = A 3™ fnse x - .\,’ :F!
"l B2 U N ET WS S ’ oot - | ) ¥
Paste & 3 Sytes 15 Find &
< s , A iz » v By " 2° e+ Seledt>
Cliphboad 1 font Alignment Numbder Cells Catog

-

| Returns the 1efative positson of an item n an a;r, that matches a xprfff-,c

Typing M will show number of functions starting with M

OOV W Sheetl | Sheetz | Sheet3 . T3 el . = : -0
e | 7 | s T

Suppose you need to determine the | argetgel value
you the answer without using a function. We will use formula that uses the MAX
function to return the largest value in the range B3:B8 as =MAX(A1:D100)
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- F BB 2cAr EE P b B < | IE)formate | 2 Fuger= Select -
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1
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5 Parti02 -7
6 ‘Mm 5 aas
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oMnhnnSold@n 600" as0’ 400
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12 -
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15
| 16
| 17
|| 18
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20 v
WO W Shoetl Sheetz | Sheetd 3 0% ! »
Ready | ”3 | j 1R 88 00% (=) 9 +)

Another example of functions. Suppose you want to find if the cell of month is
greater than 1900 then we can give Bonus to Sales representative. The we can
achieve it with writing formula with IF functions as =IF(B9>1900,"Yes","No")
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Function Arguments

In the above examples, you may have noticed that all the functions used
parentheses. The information inside the parentheses is the list of arguments.

Functions vary in how they use a rguments. Depending on what it has to do, a
function may use.

A No arguments: Examples: Now(),Date(),etc.
One argument: UPPER(),LOWER(),etc.
A fixed number of arguments: IF(),MAX(),MIN(),AVERGAGE(),etc.

Infinite number of arguments

o Do To Do

Optional arguments
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48 . BUILT IN FUNCTION

Built In Functions

MS Excel has many built in functions, which we can use in our formula. To see all
the functions by category, choose Formulas Tab » Insert Function. Then Insert
function Dialog appears from which we can choose the function.
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Function §2 Fmanas - EyOote &Time = J~  ptanager BE? Create from Setection 7, Remove Armows = ) Window =
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015 ~E RV c
Pl W (e o TS =
‘ -
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2 F Jan-13 > ¢ ~
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1 S0 A )
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! A ' 7 [ =
6 Pagt103 656 19 Sciext & functon: trnancul
, 04 Oate AT =3
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11 Minjnum Sold Part 180 ) s S emation z
3 o numberl,nun
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15 .
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17 et o this frcion l o | cance ]
""" =l
12 — 2 8 |
13 Insert functiondialogue ¢, +ion categories
20 v
WO M Sheetl “Sheet2 | Sheet3 %3 Hl : >l
LR = T IR NG e a—cC

Functions by Categories

Let us see some of the built in functions in MS Excel.
A Text Functions

o LOWER: Converts all characters in a supplied text string to lower
case

0 UPPER: Converts all characters in a supplied text string to upper
case

o TRIM: Removes duplicate spaces, and spaces at the start and end of
a text string.
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0 CONCATENATE: Joins together two or more text strings.

0 LEFT: Returns a specified number of chara cters from the start of a
supplied text string.

o MID: Returns a specified number of characters from the middle of a
supplied text string.

o RIGHT: Returns a specified number of characters from the end of a
supplied text string.

0 LEN: Returnsthelengthofa  supplied text string.

o FIND: Returns the position of a supplied character or text string from
within a supplied text string (case -sensitive).

A Date & Time o DATE: Returns a date, from a user  -supplied year, month
and day.

o TIME: Returns a time, from a user -supplied hour, minute and
second.

o DATEVALUE: Converts a text string showing a date, to an integer
that represents the date in Excel's date -time code.

o TIMEVALUE: Converts a text string showing a time, to a decimal
that represents the time in Excel.

o NOW: Returns the current date & time.
0 TODAY: Returns today's date.
A Statistical o MAX: Returns the largest value from a list of supplied
numbers. o MIN: Returns the smallest value from a list of supplied
numbers. o AVERAGE: Returns the Average of a list of su pplied numbers.

0 COUNT: Returns the number of numerical values in a supplied set of
cells or values.

0 COUNTIF: Returns the number of cells (of a supplied range), that
satisfies a given criteria.

0 SUM: Returns the sum of a supplied list of numbers.

A Logical
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AND: Tests a number of user -defined conditions and returns TRUE if
ALL of the conditions evaluate to TRUE, or FALSE otherwise.

OR: Tests a number of user -defined conditions and returns TRUE if
ANY of the conditions evaluate to TRUE, or FALSE otherwise.
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49 DATA FILTERING

o0 NOT : Returns a logical value that is the opposite of a user supplied
logical value or expression i.e. returns FALSE if the supplied
argument is TRUE and returns TRUE if the supplied argument is

FALSE).
A Math & Trig
0 ABS: Returns the absolute value (i.e. the m odulus) of a supplied
number.

0 SIGN: Returns the sign (+1, -1 or 0) of a supplied number. 0 SQRT:
Returns the positive square root of a given number.

0 MOD: Returns the remainder from a division between two supplied
numbers.

Filters in MS Excel

Filtering data in MS Excel refers to displaying only the rows that meet certain
conditions. (The other rows gets hidden.)

Using the store data, if you are interested in seeing data where Shoe Size is 36,
then you can set filter to do this. Follow the below mentioned steps to do this.

A Place a cursor on the Header Row.

A Choose Data Tab » Filter  to set filter.
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| 12 ‘admin  3S0CFESOLTRIIFAL simple s f‘jx (847520050722
13 admin  3SOCFE4ILTRIZFAL simple 3 % 1847520050739
14 admin  3S6CFE3GLTRIIFAL simple wa V Checkoruncheck sa7s20050726
15 admin  3S6CFEITLTRIIFAL simple s ¥4 this to set different #47520050753
16 admin  356CFE3SLTRI3FAL simple s 847520050777
17 admin  3S6CFE3SLTRIFAL simple s conditions 1847520050784
18 admin  3S6CFEAOLTRIIFAL simple s 1847520050791
19 admin 356CFEQILTRIIFAL simple s 84752&50&)7
20 admin  356TUP36LTRI3FAL simple < e L Eancel 847520050814
W > b Sheet] . Sheotz  Shoet3 | Sheetd . 3 et T ~
1 M ﬂ; Count: 38 | dnnu m L: O
A Click the drop -down arrow in the Area Row Header and remove the check

mark from Select All, which unselects everything.

Then select the check mark for Size 36, which will filter the data and
displays data of Shoe Size 36.

Some of the row numbers are missing; these rows contain the filtered
(hidden) data.

There is drop -down arrow in the Area column now shows a different graphic
d anicon that indicates the column is filtered.
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Using Multiple Filters

You can filter th e records by multiple conditions i.e. by multiple column values.
Suppose after size 36 is filtered, you need to have the filter where color is equal
to Coffee. After setting filter for Shoe Size, choose Color column and then set filter
for color.
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Filtered Records
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: . =t
[ Sheetl Sheet?  Sheet3 | Sheetd ~©5 = <t = ___ 1] = »
Resdy Fitermiode | #3 | ) _ {EmEN O acox > O ')
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50. DATA SORTING

Sorting in MS Excel

Sorting data in MS Excel rearranges the rows based on the contents of a particular
column. You may want to sort a table to put names in alphabetical order. Or,
maybe you want to sort data by Amount from smallest to largest or largest to
smallest.

To Sort the data follow the steps mentioned below.
A Select the Column by which you want to sort data.

A Choose Data Tab » Sort Below dialog appears.

BP0 e Rt sample workbookadsx - Microsoft Excel N
n Hame njent Page Layout Formulsy Dats Revew View Developer o o o 8 R
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2 1 300
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la 3 S —
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138 b 9
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[gg. 15]|Cordova 6 150 -
[M € » Wi Sheatl | Sheet2 . 'Sheetd “Shaets V3 — gl __ »§]
=N Count: 44 | /LLI|ICH 0 200% -) £ (O
A If you want to sort data based on a selected column, Choose Continue
with the selection or if you want sorting based on other columns, choose
Expand Selection.
A You can Sort based on the below Conditions. 0 Values: Alphabetically or
numerically. o Cell Color : Based on Color of Cell. o Font Color : Based on

Font color.

o Cell Icon : Based on Cell Icon.
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O Clicking Ok will sort the data.
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Sorting option is also available from the Home Tab. Choose Home Tab » Sort &
Filter. You can see the same dialog to sort records.
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51 USING RANGES

Ranges in MS Excel

A cell is a single element in a worksheet that can hold a value, some text, or a
formula. A cell is identified by its address, which consists of its column letter and
row number. For example, cell B1 is the cell in the second column and the first
row.

A group of cells is called a range. You designate a range address by specifying its
upper -left cell address and its lower -right cell address, separated by a colon

Example of Ranges:

A C24 : Arange that consists of a single cell.

A A1:B1 :Two cells that occupy  one row and two columns.
A A1:A100 :100 cells in column A.
A

Al:D4 : 16 cells (four rows by four columns).

Selecting Ranges

You can select a range in several ways:

A Press the left mouse button and drag, highlighting the range. Then release
the mouse button. If you drag to the end of the screen, the worksheet will
scroll.

A Press the Shift key while you use the navigation keys to select a range.

A PressF8andthenmove the cell pointer with the navigation keys to highlight
the range. Press F8 again to return the navigation keys to normal
movement.

A Type the cell or range address into the Name box and press Enter. Excel
selects the cell or range that you specified.
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Sel

ecting Complete Rows and Columns

When you need to select an entire row or column. You can select entire rows and
columns in much the same manner as you select ranges:

A
A

Click the row or column border to select a single row or column.

To select multip le adjacent rows or columns, click a row or column border

and drag to highlight additional rows or columns.

To select multiple (nonadjacent) rows or columns, press Ctrl while you click
the row or column borders that you want.
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