Microsoft Excel 2007/2010

Microsoft Excel (MS Excel) is an important part of MS Office packages and it is windows based spread
sheet (Work Sheet) package. Excel has a grid of columns and rows in which we can enter numerical, Textual

and picture data. It performs Mathematical and Logical calculations. Its file extension name is .XIs or .xIsX.

< Electronic Spread sheet: -Electronic Spread sheet is software which shows us in a tabular
form, accepts data in the tabular form (Rows and Columns).

X/
°

Workbook: - A workbook is a collection of many worksheets. The workbosi: automatically

opens with three worksheets and it can contain maximum 255 worksheets.

< Worksheet: -The worksheets are like pages in a File/folder, which tan ie inserted or deleted. We
enter any data in workSheet. To enable us to explore massive amouat of data in worksheets, Excel
supports up to one million rows and 16 thousand columns per‘shzet, which provides us with 1,500%
more rows and 6,300% more columns that we had availahlc-ir MS Excel 2003. For those who are
curious, column now ends at XFD instead of 1V.

% Row: -A row is a horizontal block of cells (Lei* (G right). There can be a maximum of 10,48,576
rows in an excel worksheet.

% Column: -A column is a vertical.biack of cells (Top to bottom). There can be a maximum of
16,384 columns in an excel wor'sst.2et.

< Cell: -A cell is the intersection of a row and column.

Advantage of an electronic Sgi'eadSheet

7
L X4

It Lrocesses data at speeds and can store huge amounts of data.
Lui'ge Spreadsheet can be stored in MS Excel.

Making changes is simpler.

Extracting meaningful information is easy.

Calculations on the electronic spreadsheets are almost error free.

Electronic Spreadsheets have the important facility of automatic re-calculation.

Application of Spreadsheet

Budgeting and forecasting

Financial Accounting

Annual Reports

Purchase and Sale application

Income Tax and Sales Tax applications
Inventory control

School/ college and Bank report/ Statement
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Microsoft Excel 2007/2010

How to start MS Excel

(i) Start > All Programs > Microsoft Office > Microsoft Excel 2010
(ii) Start > Search Box> Type Excel «— (Enter Key)
(iii) Desktop > Double Click on MS Excel Icon.
Anatomy of MS Excel N
Minimize
Control Box Title Bar Maximize Button
A o
E Lgl | llll "o | = = | =] 2@ 7“,4- %
E Home Insert Page Layout Formulas Data Review View o @ = & = E
‘-; j 35 Calibri *11 - f f = = Eeneral e ;‘é Insert ~ X ~ &7~ ;__;
= | @A B I U~ A A = B B3 oo 3% Delete ~  [g]~ 42~ 3
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| ; : ! Name Box Command Ribbon
Formula Bar
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a Active Cell ©
= Column Headings %‘
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'« { » »i|| Sheet1 . Sheet?, Sheetz _J [« i l »[]
Reddy | IEEEE=D 1009 J(—- LJ (+) |
Sheet Navigation Tab Sheet Tabs  Status Bar . .
& View Choices Zoom Bar

Horizontal Scroll Bar
Name Box: -The Name Box displays the address/ Name of the Active Cell
Formula Bar: -The Formula Bar displays the active cell contents/ Formula.
Active Cell:-The Active Cell is the current cell wherein data is entered.

Column Heading: -Displays the Name of the columns. Column Heading/ Name- A, B, C, D, E, F,
G...XFD. The first Column name is A and the last Column name is XFD.

Row Heading: -Displays the name of the Rows. Row Heading/ Name- 1, 2, 3, 4, 5, 6...10,48,576. The first
Row Name is 1 and the last Row name is 10,48,576.

Sheet Navigation Tab: -Displays the Navigation Button by which we can move from one Sheet to another Sheet.

Sheet Tab: -The Sheet Tab displays the name of available Sheets in the workbook.
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Working With Numbers

Excel uses the standard operators to perform calculations. There are three types of operator in Excel-

Arithmetical Operator, Comparisonal Operator, and Reference Operator.

Operation Operators Example
Arithmetic

Addition + 2+3=5

Subtraction - 5-2=3

Multiplication * 3*3=9

Division / 6/2=3

Percentage % 5%

Comparison

Equal To = 5=5

Greater Than > 5>4

Less Than < 3<4

Greater Than Equal To >= >=5

Less Than Equal To <= <=5

Not Equal To #,<> 5#6, 5< >6
Reference

Range Operator Al:B10

Union Operator : Sum(A1:B10,C1:C10)

Some important Short —Cut keys

Action Keystroke | Action Keystroke
Cell Dialog Box Ctrl+1 Insert Row/ Column Ctrl++
Bold Ctrl+2 Delete Row/Column Ctrl+-

Italic Ctrl+3 Insert Sheet Shift+F11
Underline Ctrl+4 Activate Next Sheet Ctrl+PgDn
Hide Row Ctrl+9 Activate Previous Sheet | Ctrl+PgUp
Hide Column Ctrl+0 Insert Current Date Ctrl+;

New Line In the Cell | Alt+Enter | Insert Current Time Ctrl+Shift+;

SPEED COMPUTER (997301023
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-:Reference: -

A Reference identifies a cell or a range of cells- on a worksheet and tells MS Excel where to look for values
or data we want to use in a Formula. Creating References

1. Relative References: -Excel uses Relative Referencing for cell address when we enter a Formula.
Ex: =B2+C2+D2+E2+F2
All these References are Relative References.

2. Absolute References: -Excel uses absolute references in a formula, such as $AS1, always refer to
a cell in a specific location. If the position of the cell that contains the formula changes, the Absolute
Reference remains the same.

Ex: =SAS1 (Absolute Reference)

3. Mixed Reference: -Mixed References contain both Relative and Absolute References.
Ex: =SA1 (Absolute column and Relative row)
=AS1 (Relative column and Absolute row)

4. 3- D Reference: -We use 3-D References to refer to a cell range that includes two or more sheets

in a work book, such as Sheet1!
Ex: =Sum(Sheet1:Sheet2!5a$2:SAS6)

Note:- | Exclamation Sign (Shift+1)

Function: - Function is the pre-defined formulas that perform calculations on specific values called

arguments.
Ex: =Sum(A1:A5) or =sum(A1+A5
N\ J
Y
Arguments

To Enter a Function: -Select the cell wherein you want to enter the function

Formulas Menu Insert Function ? %
. Search for a function:
Insert Function 3
Type a brief description of what you want to do and then dick Go
Go
+
.fx Or select a category: | Most Recently Used E]
Select a function:
Insert

Function AN e —————————————— R

SUM E
‘ AVERAGE I= ‘
. 3 IF ‘
Function Dialog box appears HYPERLINK
COUNT
. . MAX i
Select appropriate Function : ;
AND(logicall,logical2,...)
Checks whether all arguments are TRUE, and returns TRUE if all arguments are
OK TRUE,
Function Dialog Box
Help on this function [ oK ] [ Cancel l
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Some Important Functions

Mathematical Functions

» Sum(): -Adds all the numbers in a range of cells.
Ex: =Sum(3,2)=5
=Sum(A2:F2)
=Sum(B2+C2+D2+E2+F2)

» Sumif( ): -Adds the cells specified by a given condition or criteria.
Ex: =Sumif(Range,Criteria,Sum_Range)
=Sumif(B3:B8,”Manager”,C3:C8)

» ABC( ): -Returns the absolute value of a number.
Ex: =ABS(-5) = 5
=ABS(A1)

» Sqrt (): -It returns the Squire Root.
Ex: =Sqrt(16) =4
=Sqrt(Al)
Statistical Function

» Max( ): -Returns the largest Value
Ex: =Max(A1:A5)
=Max(A1:A5)

» Min(): -Returns the Smallest value.
Ex: =Min(A1:A5)
=Min(A1:A5)

> Average( ): -Returns the Average Values.
Ex: =Average(A1:A5)
=Average(A1:A5)

» Count( ): -Counts the number of cells that contain number.
Ex: =Count(A1:A5)

» CountA( ): -Counts the number of cells that contain Numbers, Texts etc.
Ex: =CountA(A1:A5)

» CountBlank( ): -Counts the number of cells that are empty.
Ex: =CountBlank(A1:A5)

» Median( ): -Returns the Median or the number in the middle of the set of given numbers.
Ex: =Median(A1:A5)

» Mode(): -Returns the most frequently occurring or repetitive value in the range of data.

Ex: =Mode(A1:A5)
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> Date & Time Functions

» Today (): -Returns the current date of the system
Ex: =Today( )

» Now( ): -Returns the current Date & time.
Ex: =Now( )

» Days360( ): -Returns the number of Days between two dates based 360- Day year(Twelve 30- day
months)

Logical Function
» If( ): -Checks whether a condition is met and returns one value If True and another value If false.

Ex: =If(Logical_test,value_if true,value_if false)
=If(A10>=50,"Pass”,”Fail”)
=If(A10>=200,10,5)

For Grade

=If(J2>=89,”A” 1f(J2>=79,”B",If(J2>=69,”C",If(J2>=59,”D”,”E"))))

For Division
=1f(J2>=60," Ist”,If(J2>=45,"lInd”,If(J2>=30,” l11rd”,”Fail”))

Financial Function

> FV(): -Returns the Future Value of an investment based on a periodic, constant payment and a
constant interest rate.
Ex: =FV(rate,nper,pmt,pv,type)
where,
Rate: -Interest Rate per period on a loan.
Nper: -Number of periods
Pmt: -Payment made each period.
PV: -Present Value
Type: -is the number 0 or 1 that indicates whether payments are due.
Note:- If Payments are :-
Monthly:- Divide Annual interest Rate by 12
Quarterly: -Divide Annual Interest Rate by 4
Half- Yearly: -Divide Annual Interest by 2

A B

1 | Interest Rate 5%

2 | Years 3

3 | Monthly Deposit | 1000

4 | Future Value

=FV(5%/12,3*12,-1000,0,1)
=FV(B1/12,B2*12,-B3,0,1)
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Pmt( ): -Calculate the payment for a loan based on constant payment and a constant interest rate.

=Pmt(rate, nper, pv, fv, type)

A

1 | Interest Rate

5%

2 | Years

10

3 | Future Value

50000

4 | Pmt

=Pmt(5%/12,10*12,0,13,0)
=Pmt(B1/12,10*12,0,b3,0)

Marecxs =smneel

A B C D E F G H I | J]| K L

1 | Name | Math | Hindi | Eng. | G. Science | S. Science | Total | Min | Max | % | Div. | Rank
2| A 70 59 68 59 76

B 79 45 76 87 69
41C 78 68 84 65 97
5|D 68 74 64 24 75
6|E 46 95 26 69 68
7|F 84 87 87 48 87
8|G 75 68 45 81 69

-> Writing Formula :-
(Note: -All the formulas have to begin with an equal Sign ‘=)

(i) Total = Sum(B2:F2)

(i) Min =Min(B2:F2)

(iii) Max = Max(B2:F2)

(iv) %0 = G2*100/500 (Obtained Marks *100/Full Marks)

(v) Div. = If(J2>=60,”1°",If(J2>=45,72"%,1£(J2>=30,73""”,”Fail)))

(vi) Rank=Rank(G2,G2:G8)

© | InixProPDF Edtor
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Salarv sneel

A B C D E F G H | J K

1 Payroll Statement for the month of January 2013, for ABC Company Pvt. Ltd.

2 | Emp. Designation | B.S. D.A. |HR.A. |Bonus|P.F.|G.S. | Loan Amt. | LoanAmt Paid | N.S,
Name

3 | John Manager 30000 1683.57

4 | Rahul Accountant 25000
Bhatt

5 | Ajit Sales Man 15000
Nair

6 | P.K. Peon 8000
Mathur

7 | Mr. A | Director 26000
Gupta

8 | AK Sales Man 14000
Jain

-: Solve the above question:-

1)Calculate DA as 15 Percent of Basic Salary.

2)Calculate HRA as 12.5 Percent of Basic Salary.

3)Bonus will be given @15% of Basic Salary only to those employees whose Basic Salary is above 20000
4)PF is calculated as 10 Percent of Basic Salary.

5)The Gross Salary is calculated as BS+DA+HRA+Bonus-PF

6) Loan amount is calculated as 15 times of the Basic Salary for employees whose Gross Salary is >=16500.

7)The Loan Amount Paid column indicates the amount to be paid per month. Calculate the loan
payment for per month if the loan is to be paid in 15 years at an interest rate of 5%.

8) Calculate the Net Salary of every employee as GS+Bonus-Loan.
-> Writing Formula:-

(i) D.A.=(15% of BS)
= (C3*15%)

(i) H.R.A. = (12.5% of BS)
= (C3*12.5%)

(iii) Bonus = if(Basic Salary is greater than equal to 20000, BS*15%, else BS*0%
=if(c3>=20000,c3*15%,c3*0%)
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(iv) PF = (10% of BS)
= C3*10%)

(V)G.S. = (BS+DA+HRA+Bonus) -PF)
=(C3+D3+E3+F3)-G3)

(vi) Loan Amount = If GS is greater than and equal to 16500, BS*15 else BS*0
= if (H3>=16500,C3*15,C3*0)

(vii) Loan Amt. Paid =Pmt(rate, nper, pv, fv, type)
=Pmt(5%/12,15*12,0,13,0)

(viii) N.S. = (GS-Loan Amt. Paid)

= (H3-J3)
Stocx sneel

A B C D E F G H
Name of | Opening | Purchase Price | Selling Selling | Sales Amt. | P/L A/C | Closing
Item Balance | (Rs.) Price (Rs) | Qty. (Rs.) (Rs.) Stock

(Piece) (Piece)

Mouse 50 200 250 20
Keyboard 100 250 300 50
Monitor 10 5000 5000 8
U.P.S. 15 3000 2800 10

-2 Writing Formula:-

(i) Sales Amt. =(Selling Price*Selling Qty.)
=(D2*E2)

(ii) P/L A/c = Sales Amt-(Purchase Price*Selling Qty.)
= F2-(C2*E2)

(iii)Closing Balance =Opening Balance-Selling Qty.
=(B2-E2)
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File Menu(Alt+F): -This menu is for File operations. The various options of this menu are...

»  New (Ctrl+N): -Creates a New/ Blank workbook. “
»  Open (Ctrl+0O): -Opens an existing File/workbook. i save
»  Save (Ctrl+S): -Saves the active workbook. B sees
|7 Open
» Save As (F12): -Saves the active workbook with different file name. g
[ Close
»  Close (Ctrl+W): -Closes the active workbook. e
» Options: -Sets Various Options that are effective for all MS Office
packages. Recent
»  Exit (Alt+F4): -Closes the MS Excel Window. New
Print
Save & Send
Help
:] Options
Exit

Home(Alt+H): -This Menu ids for all editing & Formating operations of the Active Sheet.

Home
= —
Cut Ay = ;

_3} & Cu Calibri o b B . T il e EIE! P E]:’?V\'rapText General ¥
F:t 53 Copy ~ ., A . o 5 62k

aste v | Biw v y = E E EE T / v v 0 €l
 Format Painter B I U~ i~ &B-A EEE EE HMergedCenter~ - % oy 53 %
Clipboard % Font i Alignment T Number %

= g mesn R 2 I = = T - - FEEh X AutoSum v k{? &

- v, ; s Q--
:ls £ i Lf '4,_| @i+ 7 l?a
Conditional Format Cell Insert Delete Format f Sort & Find &
Formatting  as Table ~ Styles ~ - v v 2 Clear ~ Filter v Select v
Styles Cells Editing

Conditional Formatting: -Highlights specified cells values based on desired criteria and condition.

Select the range of cells here, Select B2:F8 in the “Marksheet” Worksheet.

¥ B 5

Conditional Format Cell
Formatting v as Table » Styles ~

Styles

—= —
3"1 = 0
Greatef Than

Format cells that are GREATER THAN:

| 6] with | Light Red Fill with Dark Red Text [ |
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Insert Rows, Columns, Cells and Sheets in the active Worksheet

Select one or more than one Cells/ Rows/ Columns/ Sheets

Go to Home Menu ==—=p Cells - g

Insert Delete Format

g - v

-

Celis

Fill: -Continues a pattern into one or more than one adjacent cells like-2 4 6 8 10 12 14 16 18 20 etc.
Options available are.....Left, Right, Up, Down, Series and Justify.

Go to Home Menu ===p Editing =——p Series

T AutoSum ¥ ﬁ? ﬁ Series ol X

,j Fill Series in Type Date unit
£ SIOIT & Find & ©) Rows @ Linear @ Day
L Clear™  Fitterv Select v = 5
" @ Columns ) Growth VWeekday
Editing ) Date Month
©) AutoFil Year
("] Trend
Step value: |2 | Stopvalue: | 20]
OK ] [ Cancel ]

h ¢ 7

Sort: -Arranges data or records so that it is easier to analyse. We can arrange data/ records in Ascending or
Descending order, or we can temporarily filter out specified values
Ascending Order —» A-Z,1,2,3,4,5etc.

Descending Order —» Z- A, 100, 99, 98, 97 etc.

Select the range of cells here, Select B2:F8 in the “Marksheet” Worksheet

¥ AutoSum * k?
j Fill = ﬁ

R Sot & Find &
2 Clear~ Filter v Select~

Editing

Go to Home Menu ===p Editing =—=p Sort
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Insert Menu: - This Menu is for inserting Chart, SmartArt, Header/ Footer, Page Number etc.

Insert |
S B A EAwR || I N — = N “] ny T[ Q
|- I ‘ o U o = | N N — S| a
JE Bu'y}:dﬁ ﬂj'x.shuo“"u _Q_lé 4 ¥
Pllable Tabke  Pdwe Oip Shapss Smartwd Soeenshot Column ne Pe  Bir Ma Sclfer Other e (oo Wiloss D ook Ted Header Wondht Sgnahes Obied Equation Simbol
v R ' AR SDSE R . B &Fooler +  Lner ¢
Tabes Dstraties Ot . Sparkings fiter Links Ted Symbok

Chart: -Chart is a Graphical Presentation of Numerical data by which we can Analyse and examine our
mathematical or numerical data. Some of available Chart Types are. Column Chart, Line Chart, Bar Chart,
Pie Chart, Surface Chart, Area Chart, Radar Chart etc.

To Draw Column Chart Like Below. Do this.......
Select Cell Range A2:F8 in Mark Sheet.
Go to Insert Menu =—p-Charts ====p Column Chart

Chart Title

Leand
120
Mark Sheet
100
mA
a0
HB
E ——>E B0 mC
=2 mD
= 40
o mE
20 BF
mG
1]
Math Hindi G. Science 5. Science
MName of Suh]ecu
A

Category Axis

Page Layout Menu: -By Page Layout Menu, we can set Themes, Page Margins, Page Orientation, Print
Area, Page Background etc.

Page Layout

‘Aa n Colors v [-:. 3 =Y j = e *% = Width: v Gridlines = Headings
| B &' =& 7
== [A]Fonts ~ i ‘ - | 3| Height v | W View | [V] View

Themes Margins Orientation Size FPrint Ereaks Background Print | | I o
@Eﬁeds' v v v Area Titles ﬂ‘:caii 100% | L) Print [ ]| Print

i

Themes Page Setup 3 Scale to Fit fx| SheetQptions &
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Setting Page Maraqins, Orientation, Print Area and Background

To Set Page Margins

Click on Page Layout Menu
Page Setup
Margins

Custom Margins...

Page Setup Dialog Box Appears

To Set Page Orientation

Click on Page Layout Menu
Page Setup

Orientation

Setting/ Removing Print Area

Select Printable Area A1:L8
Click on Page Layout Menu
Print Area

Set Print Area/Clear Print Area

v

Page Layout

ERERR

Page Setup

Margins Orientation Size t Breaks Batkground Frint

Setting/ Removing Background

Click on Page Layout Menu

BacI}ground

Select Approp*ate Image/ Picture

.

Insert

Center on page
[] Horizontally
[7] vertically

Footer:

-

0.8 |

¥

Print...

| [ Printpreview | | options... |

Showing/ Hiding Gridlines, Headings

Click on Page Layout Manu
Sheet Options

Gridlines

Gridlines  Headings
V] view | [¥] View
[ print [ Print

Sheet Options N

(

oK

][ Cancel ]
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Formulas Menu: -This Menu consists all Excel Formulas and Formula Auditing Tools.

Famuas

o T R i a7 : )
1 & @ £ Trace Precedents ﬁShowFormulas ‘—‘1 m : .
f'} Z ﬁ S i j ﬁ ﬁ ﬁ m & [ QtakulateNoﬂ

3 Trace Dependents ‘@\ Error Checking *

hset  AotoSm Recenth Francal Lol Ted Dated Lookupd@ Mafh Mo 9 Watch  Calculation u':jCal(ulate Sheet
Fodion g v v+ + Tmer Refmeer &g  Fundions o Remove Arrows v @Evaluetcformuis Window  Options »
Funtion LGy Formula Auditing Calculation

Formula Auditing: -This Tab shows / Hides arrows that indicate what cells are affected the calculated
values.

%13 Trace Precedents tﬁ Show Formulas 5

'=C§ Trace Dependents ﬁ) Error Checking ~

A ~ Watch
/{. Remove Arrows ~ (&) Evaluate Formula  window

Formula Auditing

Data Menu
Data |

n [ Connections : Y’ K Ciear E= e I ™, EF @’ ‘R,Fj éﬂj

w Al (AlZ f * Ch@E ) HE  HE

”@ Propertias ll !Z A » Reapnl EEE E ”:_ :o ' 3 ? L[ AL{: I=
Refresh v ﬂ Sort Filter 7 Textto  Remove Data  Consolidate What-lf = Group Ungroup Subtotal

Ally &9 Edit Links .~/ Advanced | Columns Duplicates Validation Analysis¥ |~ v

Connections ‘ Sort & Filter ‘ Data Tools ‘ Outline

Sort: -Shows the Sort Dialog Box to short the data based on several criteria at once. We can sort/ Arrange
the data in ascending/ Descending Order and Largest to Smallest/ Smallest to Largest Values.

To Sort “Mark Sheet” Based on Math Field and Criteria “Smallest to Largest”
Select Mark Sheet A1:L8

Click on Data Menu

Sort & Filter - 2

i [ ) Add Level ][ X Delete Level ” =3 Copy Level “«k v’ [V] My data has headers |

|Column |Sort On Order

[ |Sorthy [ Math E :Valu;s E ;'SméﬁerstboLargest E

Sort
Sort Dialog Box Appears

Set Criteria as Given in the Dialog Box
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Filter: -Filters the selected data based on specific criteria/ Condition.

Select Mark Sheet A1:L8

Click on Data Menu

Sort & Filter

Filter

Advance Filter: -Specify complex criteria to limit which records are included in the result.

To Advance Filter in the Mark Sheet

B C

Math | Math
>=60 | <=90
Select Mark Sheet A1:L8

11
12

Click on Data Menu
Sort & Filter
Advance Filter

Advance Filter Dialog Box Appears

Werite criteria as given in the Advance Filter Dialog Box

-

Advanced Filter @ | %
Action

(@) Filter the list, in-place

@ Copy to another location
List range: ($A$1:6L68 )
Criteria range: | $8$11:5C$12 (=]
Copy to: $AS13:61821 B
(] Unique records only

[ OK ] [ Cancel ]

Data Validation: -Prevents invalid Data from being entered into a cell.

Select Mark Sheet A1:L8
Click on Data Menu
Data Tools
Data Validation
Data Validation Dialog Box Appears

Werite criteria as given in the Dialog Box

| Data Validation

Settings \ Input Message l Error Alert \

Validation criteria

Allow:

| Whole number
Data:

between [E'
Minimum:

30 B3
Maximum:

% 53

El V] 1gnore blank

Apply these changes to all other cells with the same settings

|

H Cancel J
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Review Menu: -Review Menu is for Checking Spelling & Grammar errors, Writing Comments and
Setting Password.

Review

AB »Ij = =0 ant | [T@ -lfj

4 (e = '» HHY R

vEE 5 3unug B @
} —&) ‘J 5y Show All Comments

Spelling Research Thesaurus | Translate = New  Delete o Protect Protect  Share
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gﬁ Protect and Share Workbook
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View Menu: -View Menu is for Viewing/ Displaying the Current Work Sheet in different Views like-
Normal View, Page Layout View, Custom Views, Full Screen, Zoom etc.
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Workbook Views Show Zoom Window
To View the active Work Sheet in and Full Screen & Custom Views

To View/ Show Ruler, Formula Bar, Gridlines and Headings

Click on View Menu
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Zoom: -Shows the Zoom dialog Box to specify the Zoom level of the Work Sheet.
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To Freeze Panes the contents of the active Work Sheet
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