.I
I‘l

»
i

-
0
Wy

7
y
-3

tutorialspoint

S I MPLYEASYULEARNINIG

-
rd

www.tutorialspoint.com

n https://www.facebook.com/tutorialspointindia J https://twitter.com/tutorialspoint



About the Tutorial

Microsoft Excel is a commercial spreadsheet application, written and distributed
by Microsoft for Microsoft Windows and Mac OS X. At the time of writing this
tutorial the Microsoft excel version was 2010 for Microsoft Windows and 2011 for
Mac OS X.

Microsoft Excel is a spreadsheet tool capable of performing calculations,
analyzing data and integrating information from different programs.

By default, documents saved in Excel 2010 are saved with the .xlsx extension
whereas the file extension of the prior Excel versions are .xls.

Audience

This tutorial has been designed for computer users who would like to learn
Microsoft Excel in easy and simple steps. It will be highly useful for those
learners who do not have prior exposure to Microsoft applications.

Prerequisites

Before proceeding with this tutorial, you should have a basic understanding of
Computer peripherals like mouse, keyboard, monitor, screen etc. and their basic
operations. You should also have the basic skills of file management and folder
navigations.

Copyright & Disclaimer
© Copyright 2017 by Tutorials Point (I) Pvt. Ltd.

All the content and graphics published in this e-book are the property of
Tutorials Point (I) Pvt. Ltd. The user of this e-book is prohibited to reuse, retain,
copy, distribute or republish any contents or a part of contents of this e-book in
any manner without written consent of the publisher.

We strive to update the contents of our website and tutorials as timely and as
precisely as possible, however, the contents may contain inaccuracies or errors.
Tutorials Point (I) Pvt. Ltd. provides no guarantee regarding the accuracy,
timeliness or completeness of our website or its contents including this tutorial.
If you discover any errors on our website or in this tutorial, please notify us at
contact@tutorialspoint.com
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1. Excel — 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.

Step 1: Click on the Start button.
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Step 2: Click on All Programs option from the menu.
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Step 3: Search for Microsoft Office from the sub menu and click it.
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Step 4: Search for Microsoft Excel 2010 from the submenu and click it.
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This will launch the Microsoft Excel 2010 application and you will see the
following excel window.
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2. Excel — Explore Window

The following basic window appears when you start the excel application. Let us
now understand the various important parts of this window.

Quick Access toolbar Title bar
File Tab Ribbon Help

P Viccocoft Evcel 1
Vi DE0 .u-[.._ 17
AN A A ——

Page Layout Formulas Dats Review View Add-Ins 2] 0 S RS

T e

File Home Insert

:ﬁ] Jﬁ Calibrl . u‘ - :|!| =+ General - A olnsen~ X - %Y lﬂ
Paste |y B 2T LA E = W | 3% Stytes ?Dddc' Ch s;na Find &
v, F || A = P (B2 ~  E)Format~ (2~ Fiter~ Select~
Cnpbcard__.u Font = . Alignment » | Number " Celly Editing
Al v (" fe | v
A o e o | F | Fobde fH L f 4 T
1 ’
z T
3
A Row bar
S -
6 |
7
g€—Column bar
9
10
11
12
|13 =
4 4¥ 3| Sheetl ~SheetZ ~f§heets 93 ) EoEy i ¥
| Reaoy | BE@m wxo—U—> 4
Sheet Area Hf_/ Y
Status bar View Buttons  740m 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’s most frequently used commands. You
can customize this toolbar based on your comfort.
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Ribbon

m Home Insert Page Layout Formulas Data Review View Add.Ins > @ =& B

. Calibri 11 General

I
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- Sl 2 A ER R
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0 .00 Eaa o ot v v
%00 +.0 v % | Format L Filter~ Select

nment ‘ Number

! lipboard . Font Editing

Ribbon contains commands organized in three components:

e 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.

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

¢ 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 group 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.

¢ Normal Layout view: This displays the page in normal view.

¢ Page Layout view: This displays pages exactly as they 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 humber 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 button opens a dialog box or task pane that provides
more options about the group.
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3. Excel — Backstage

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.

Getting to the Backstage View is easy. Just click the File tab located in the
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
IR " BooM - Microsoft Excel fo B
Home Insert Page Llayout Formulas Data Review View Add-ins Q = P S
= Save
Recent Workbooks Recent Places
Bl Save as L
L -~
3 User_Contentadsx - > lsep Ol
L Open J:.I Desktop\MORE\145ep - &7 cAusen\GB..
= Close Z]H  EPCnfo_Collection xisx b a, EPC Busine...
' =l http://www.sbssnaponglobal.com/site., ! i http:/fwaw..
Info (] Team Activities And Planadsx i } MORE =
28| hitp://wwwisbs.snaponglobal.com/site. - C:AUsers\GB... o
“ Bookl s 2 REPojet
Desktop\MORE v O\Backup\.
plew 2012 Weekl
RepeatedAttemptsByUsers.xlox - by
Desktop\MORE ey httpt/fwww.,
Print
User_Content.dsx o p:. MORE 220 o
Desktop\MORE a7  hutpi/feeenw..
Save & Send :
[x]. WorkFlow and Messagesas I } ?9_5‘“’39. (=
Rl CA\Backup\MORE\WIORE2OA\IRF Project =7  C\Users\GB..
Help . : ) ~
(]} RLM - Duplicate Carts Submitted Issue (.. = > Uman -
I : S| Desktop\MORE g S/ CAUsers\GB..
:] Options ‘ s
B N aReA AmAss bl A @ oo < f-/ Downloads - v
i e NS 7
[T] Quickly access this number of Recent 3 o 2
Workbooks: i |7 Recover Unsaved Workbooks
e = R — e — -

If you already 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
| 1 |
(= ] =l
(3] . * |7 Bookl |- Microsoft Excel — m
fome Insert Page Layout Formu Dats Reviews View Add-Ins > e "
I a
o Save ; l
Information about Book1
B Save As
LT Open - Permissions
i) A
* Close 34 Anyone can open, copy, and
B __.3, change any part of this
Protect workbook, Properties ~
Workbook = ™
| tle
Recent >
\ fag
| . Prepare for Sharing Categories =
hiew (& ] Before sharing this file, be aware
= that it contains Related Dates
Print C:::ck'f?r Document properties and Last Modified
STy suthor's name ~ _ .
Lreated Today, 6
‘] Save & Send e
' Last Printed
. Versions
Help - ‘ Related People
£ 5) There are no previous
f : ) versions of this file, Author Windows U,
 Options Manage
’ Versions ~
Q Dt Last Moditied By
it - sy 5
B ; 5

First column of the backstage view will have the following options:

Option Description
If an existing sheet is opened, it would be saved as is,
Save otherwise it will display a dialogue box asking for the
sheet name.
A dialogue box will be displayed asking for sheet name
Save As and sheet type. By default, it will save in sheet 2010
format with extension .xlIsx.
Open This option is used to open an existing excel sheet.
Close This option is used to close an opened sheet.
Info This option displays the information about the opened
sheet.
Recent This option lists down all the recently opened sheets.
8
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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.

You can use this option to get the required help about

Help 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:

¢ 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.

¢ 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.

e 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 edits you made as you developed the sheet.

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

Sheet Properties

When you click Info option available in the first column, it displays various
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.
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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.

10
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4. Excel — Entering Values

Entering values in excel sheet is a child’s play and this chapter shows how to
enter 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.

g - == =y s I 22 e 1Y
X 2-&-= Bookl - Microsoft Excel = f@lg
Hamef Insert Page layout Formulas Data Review View Add-ns & 0 o 2 28
\ - v B OB e = oy v OF
| ;, C;"bj‘ _ 11. 4 - = —‘; % A EJ E r}a
Paste = o AL A E_ E_ E~ = Number Styles | Cells —}]
J |- | - AT EE v . - | @2~
Clipboard & Font % Alignment ‘ Editing
Al (" XV K v
3
A B e | ™ E | F 6 | H =
1 |< TextInsertion Area il
=i
3 '
4 \
5
| x
6» 4
7 .
8 |
9|
10 |
11 =
M < » M| Sheetl /Sheet?  Sheet3 . %3 []4] il |l
Enter | F=N= | TR —
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.

11
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@l = R A Bookl - Microsoft?cel‘ |-¢=Nl'=@'l§ -
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6| B
8] 1
9|
10 !
1.13 v
M 4 » M| Sheetl , Sheet2 ~Sheet3 /'%J BEN i | o]
Ready | | 2|0 £3 100% (= { (#) .
5 —_— 4

There are following three important points, which would help you while typing:
e Press Tab to go to next column.
e Press Enter to go to next row.

e Press Alt + Enter to enter a new line in the same column.

12
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5. Excel — Move Around

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 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 90 4.99 449.1
7/12/2010 East Howard Binder 29 1.99 57.71
7/29/2010 East Parent Binder 81 19.99 1,619.19
8/15/2010 East Jones Pencil 35 4.99 174.65

13
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(a9 e-is Bookl - Microsoft Excel B )
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|14 5/22/2010|West ThompsorPencil 32 1.99 63.63 |
15 6/8/2010|East Jones Binder 60 8.99 539.4
16 6/25/2010|Central |Morgan |Pencil %0 4.99| 4491
17| 7/12/2010|East Howard _|Binder 29 199| 5771
: 18 7/29/2010|East Parent |Binder 81|  19.99| 1,619.19 |
19 8/15/2010|East Jones  |Pencil 35 4.99| 174.65 <
W Sheetl . Sheet2 - Sheet3 “®J 1] 4 | I |y []ﬁ
| Ready | [ 100% () )

Moving with Mouse

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 screen shot:
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Edo-e-is Bookl - Microsoft Excel o5,
Home Inset Pagelayout Formulas Data Review View AddlIns & 0 o gP &2
=% Calb 11 v TS5 Genenl Alllml| T8
— B3 B Z U~ | AL | EES N $ v % & -

Paste . AT Stytes | Cells
- J (B ©O-A- EIE P b v v @2~
Clipboard v | Font il Algnments Number Editing |
K12 - £ Pendil v
G H [ TR sl il [ M N =
20 /
21
22 Scroll Up
23
24
25
26 ‘\
27 Vertical Bar \
28 _5[2
29 :
30 \
31 b ‘
il 32 Horizontal Bar
il 33 Scrofl Down
' 34 \
35
26 W
W 4 > b Sheetl [ ‘Sheet2 /Sheet3 %3 Igl [ m 1 ¥
Ready (8|0 - 100% (=) {J o

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
vertically within the sheet, and one for moving horizontally. Using the vertical

scroll bar, you may:

e Move upward by one line by clicking the upward-pointing scroll arrow.

¢ Move downward by one line by clicking the downward-pointing scroll

arrow.

e Move one next page, using next page button (footnote).

e Move one previous page, using previous page button (footnote).

e Use Browse Object button to move through the sheet, going from one

chosen object to the next.
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Moving with Keyboard

The following keyboard commands, used for moving around your sheet, also
move the insertion point:

Keystroke Where the Insertion Point Moves
. Forward one box
< Back one box
A Up one box
\L Down one box
PageUp To the previous screen
PageDown To the next screen
Home To the beginning of the current screen
End To the end of the current screen

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 Where the Insertion Point Moves
Combination

Ctrl + —=> To the last box containing data of the current row.
Ctrl + € To the first box containing data of the current row.
Ctrl + 1\ To the first box containing data of the current column.

Ctrl + v To the last box containing data of the current column.
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Ctrl + PageUp To the sheet in the left of the current sheet.
Ctrl + PageDown  To the sheet in the right of the current sheet.
Ctrl + Home To the beginning of the sheet.

Ctrl + End 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 Go
To button.

.
Go To

Go to:
=S8
SKS25
S0%49

Reference:
k18

specal... | | ok || cancel

17

) tutorialspoint

SIMPLYEASYLEARMNINIG



6. Excel — 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: Click the File tab and select Save As option.
File Tab Save As

@ a0~ H1= Bookl - Microsoft Excel ﬂlﬂ

Insert Page layout Formulas Data Review View Add-Ins & e o EH 28

=l save
v :
: Information about Bookl
[ Save As l
L5 Open , Permissions
4 Close Ep Anyone can open, copy, and
change any part of this
Protect workbook. .
—'WorkbOOk v propertles ’
— ' ‘ Size
Recent Title
1 Tags
Prepare for Sharing , 3 v
=N - L Categories
New ( ‘?; Before sharing this file, be aware g
= that it contains: T _—
Print Check for Document properties and
Issues~ author's name Last Modified
Save & Send Created
Last Printed
Help . Versions
“—Sﬂ 5‘Q There are no previous Related People
| ] Options Mz;nage versions of this file. ik
i a Exit  Versions ~ |
Last Modified B
Show All Propel

1]

 —
N
|

=

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.
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Folder to save sheet

= -
|&] Save As l
UU [E} » Libraries » Documents » :J *'.’,, ' Search Documents ,0’
——
Organize » New folder Hesw (7]
7] i s i
(] Microsoft Excel Documents library AiraiGEl ol
Includes: 2 locations
W Favorites Name Date modified Type
. 2 : = Adobe 5/4/2012 4:48 PM File fol
L ~ Libraries
= /11,2010 4:08 AM e fo
A Documents .. Bluetooth Exchange Folder 5/11/20104:08 AM  Filefol 3
d" Music .. Fiddler2 7/11/201211:08 AM  File fol
R i /25/201212:42 PN ile
i) Pictures 3 . FlashimagePlugin 25/201212:42PM  Filefol
i [ "’71 2 6: 7 v ile Ui
\ B Videos . My Widgets 5/4/2012 6:07 PM File fol
OneNote Notebooks 5/11/2012 2,52 PM File fol
‘ i 8/18/2012 6:21 AM efo
i Computer . salary slips 8/18/20126:21 AM  Filefol 5
ﬁ Windows (C) ~ <[ — ] — »
f File name: Hellolxlsx -
Save as type: | Exgel Workbook (*.xlsx) n2
Authors: Wisdows User iy Title: Add 3 title
Tags: Adfl atag Subject: Specify the subject
[T] Save Thumbnail
l | Hide Folders Tools ~ L Save J [ 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
sheet. If you want to save this sheet with the same name, then you can use
either of the following simple options:

e Just press Ctrl + S keys to save the changes.
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e 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.

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

If your sheet 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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7. Excel — 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 Click the Sheet Name and select Insert option.

[T e Bookd = Microsoft Exc = X
Ej_le Home @ Insert Page layout Formulas Data Review View Add-Ins & o = . 25
j * Calibri T 5@__3. j P - 7A4” 3}7 x - 57~ :
P—aste _{a' B £ y‘ % A. A' == é ,;33' $ - % i Styies Cells E' %'
P | DA EE D w8 5% - - | @

Clipboard = Font e | Alignment 5 Number ] Editing
Al ~ B i~
. B | e 1 o E - G H 1

|Id

Right Click on Sheet Name
Click on Insert option to add new

14

15 $ sheet

16 i

17 : ! N
Sha “ Sheesf32

Sheet1 733 4] ' 1 ; » [

i |[EBICT B8 _100% (—) e, () o
S Delete — 4
Reéname

Move or Copy...
& View Code
%3 Protect Sheet...
Tab Color »

Hide

Urihide

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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\ pid ! -
General | Spreadsheet Solutions |
] |
IS X |
Chart  MSExcel4.0 MSExcel 5.0 Preview
Macro Dialog
Preview not avadable.

| Templateson Office.com | o« | [ cancs | U

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

TR ™ B R £ Bookl - Microsoft Excel lE@E
Home Insert Pagelayout Formuias Data Review View Add-Ins & e o g =2
"‘—5 %& Catibri 1~ = == g’,‘ General - | A Imy| T -7
Paste B B & U AA . g o 5.3' 3o % > Stytes Celis E' %'
- F | H ) SA iE EE | - o8 3% - - | @>
| clipboard 1= | Font = | Alignment = | Number > | Editing |
! AL ~& =] |
M A 8 c D £ _ - | e | =
1 3
Wz
3 '
"F 4 |
5 4
| 6
=
S8t
9 +
120 |
11!
12/
13
i3 New Sheet
| 15 |
16
a7 e ! B! =
4 <« » » | Sheet4  Sheetl . Sheet2 ~sSheetz ~va (]« i }
Ready | | (68|01 8 100% (=) 0
L — =24,

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. Excel — Copy 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 90 4.99 449.1
7/12/2010 East Howard Binder 29 1.99 57.71
7/29/2010 East Parent Binder 81 19.99 1,619.19
8/15/2010 East Jones Pencil 35 4.99 174.65

23

) tutorialspoint

SIMPLYEASYLEARMNINIG



Excel 2010

(a9~ o-is Bookl - Microsoft Excel EEEERTX)
Home  Insert Pagelayout Formulas Data Review View Adddns & @ o & =
< 4 Calibri 1 v E=[g|5 Geneal - A @l T8
F:aﬁ P B L U~ | A A EEBEY $-% Sytes. | ‘Cals R -

- & [(Br- | 9A- iE K | - %8 3% . > | P> |
Cliphoard Ix | Font I Alignment T Number % Editing |
K12 - % | Pencil i
G H [ TN Ll i [T M N =1
& f
S | OrderDate Region |[Rep item Units Unit Cost |Total i
6 1/6/2010|East Jones Pencil 95 1.99| 189.05 |
A 1/23/2010|Central |Kivell  |Binder 50 19.99| 9995 =
8 2/9/2010|Central [lardine |Pencil 36 4.99| 175.64
| 9| 2/26/2010|Central |Gill Pen 27 19.99 538.73 |
10 3/15/2010{West Sorvino [Pencil 56 2.95 167.44 I
(11 4/1/2010|East lones Binder 60 4.99 299.4
_lzj 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 90 499 4491 4
' 17 7/12/2010|East Howard |Binder 29 1.99 57.71
: 18 | 7/29/2010|East Parent  |Binder 81 19.99| 1,619.19 f
19 8/15/2010|East Jones  [Pencil 35 499 17465 |
W&« » b Sheet1 Sheat? ~Sheet: %3 M4 I W I

|68 . 100% (=)

Here are the steps to copy an entire worksheet.

Step 1: Right Click the Sheet Name and select the Move or Copy option.
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A B Z U~ | AL
&H- A~

Font

49 :_-'_ Bookl 'f\"A osoft Exc
“ Home . Insert Page Layout

&:
B
Pa'ste f

Clipboard =

General v
$ %

«.0 .00
H0 ».0

Number (%

A

Styles  Cells

Excel 2010

2 'l

2

13

18 712902 . Binder
I 4 » ¥ Sheetl ./ SHeet? "Sheet3 ¥3 -

1
2|
3 4
4
H:
6
7]
8 4
iz

|

OrderDate Region

1/6/2010 East
1/23/2010 Central
2/9/2010 Central
226/ pnsert.
3150z 3]
411
411812
B15/2
512212 &y
61817
612502

7208 Unhice
Select All Sheets

Jones
Kivell

Jnsert..,
Delete

Rename

View Code
Protect Sheet..,
Tab Color

Hide

Move or Copy.., (J’.EQDQI]

Item

Pencil
Binder
Pencil

~ Pen
|

+ Pencil

. Binder

1

j B | F | G
Units  Unit Cost Total

1.99
19.99
4.99
19.99
299
499

189.05

999.5
179.64
539.73
167.44

299.4
149 25

[-

select Move

or Copy...
Option

Pencil
® Pencil
- Binder
. Pencil
| Binder

Binder

199
499

199
8.99

449 1
63.68

539.4
499 4491
199 &7.11
81 19.99 1619.19

[} Al

Ready, |

([0 o 100% (=)

Y

Step 2: Now you'll see the Move or Copy dialog with select Worksheet option as
selected from the general tab. Click the Ok button.
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Select option to add sheet at end

r T
Move or Capy — m

Move selecked sheets
To book:

|Book1 EI
Before shegt:
Sheet1 “ I

Sheet2
‘| |Sheetz W "

move to end

Check this option if you
want to copy sheet

Select Create a Copy Checkbox to create a copy of the current sheet and
Before sheet option as (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.
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@I Y- "5 ¥ ¥ Bookl - Microsoft Excel ‘ = l @w
Home | Insert Pagelayout Formulas Data Review View Add-Ins & 0 o P &
‘:3 36 Calibri fi o f f‘%' ;f;,'« Genel - | A lpm| T~ gr-
e 7| B L U | AL EEMGy 37 % 0 | g0 o | WM
- F | H | oA EFE P b % . v >
Cliphoard ¥ | Font |  Alignment w| ‘Number % ‘ Editing
15 - fo
| A | B | ¢ | o | e | Ff | & | nw |
1 OrderDate Region Rep Item Units  Unit Cost Total
2 | 1/6/2010 East Jones  Pencil 95 199 189.05
3 = 1/23/2010 Central Kivell  Binder 50 1999 9995
4 2/9/2010 Central Jardine Pencil 36 499 17964
‘ E 2/26/2010 Central  Gill Pen 27 19.99 539.73 [
6  3/15/2010 West  Sorvino Pencil 56 299 167.44
7 4/172010 East Jones  Binder 60 499 2094
8  4/18/2010 Central Andrews Pencil 75 199 14925
‘9 5/5/2010 Central Jardine Pencil 90 499 4491
|, 5/22/2010 West I:°mps Pencil 32 199 6368
11 6/8/2010 East Jones  Binder 60 899 5394
12 6/25/2010 Central Morgan Pencil 90 499 4491
13 711272010 East Howard Binder 29 199 57.71
“7147 © 7/29/2010 East  Parent  Binder 81 1999 1619.19
15  8/15/2010 East Jones  Pencil 35 499 17465
i € > ¥ Sheetl ~ Sheet2 Sheet3 | Sheet1(2) ~ ¥« w1

Ready | [EO i 100% (o)

You can rename the sheet by double clicking on it. On double click, the sheet
name becomes editable. Enter any name say Sheet5 and press Tab or Enter
Key.
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9. Excel — Hiding Worksheet

Hiding Worksheet

Here is the step to hide a worksheet.

Step: Right Click the Sheet Name and select the Hide option. Sheet will get
hidden.

r Y
X 2 - - i Lo B [
. - . - B st
Home | Insert Page layout Formulas Data Review View Add-Ins @ 0 = g R
i ibri > ol o= ] . = e
J & Calibri 11. = 1E| ;,, General A 5] Zry
— @ B I U-| Ay EEBEE-$-% s 3~ #-
Paste- . | i BRI es ells
. F |iEr O-A- EIE D %5 3 - o' | @
| Clipboard I | Font | Alignment G| Number Ix ! Editing |
Al - (@ 23 b
A | B c D E F G | H 1
N1 I B
2|
2l
.
| S 4
6 |
i 7 | Insert... -
| g | 1,_,;3 Delete
I _9 ‘ Rename
10 \ Move or Copy...
11 iq,l View Code
12 | &)y Protect Sheet...
13 ‘ Tab Color > ) § ) =
14 ‘ ; Select Hide Option to hide the sheet
bt Hide < :
15 |
|16 ‘ nhide
37 fect All Sheet = H E— =
e ar s‘m“ﬁf—e;‘wm—eismta T 4] U 0
Ready | [EEE - 1005 () 0 o
Unhiding Worksheet
Here are the steps to unhide a worksheet.
Step 1: Right Click on any Sheet Name and select the Unhide... option.
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@9 ~-is Bookl - Microsoft Excel =R

Home | Insert Pagelayout Formulas Data Review View Adddns o @ = @ 2

=R : Calibri - 11. - f f 3_:] =4  General - All (gl =" &
;t v B L A o T @- B2 o Styles  Cells @' #-
aste = F i
< J e .&» . A . :_! :.g 'p/v ..08 ;08 - v J-
Clipboard | Font M Alignment w | Number A Editing
Al v (= £ | vl
| A | B c pp | e | F | e | u | 15h
-~!'-<-L_1 ‘]I"
2
3 +
4 .
7547.
6
{ Insert... [ N
Al ! -
8 | _,51 Delete | ll
9 | Rename '
10 Move or Copy... |
1 Qd  View Code |
12 34y Protect Sheet.. !
13 Tab Coior v | L
14 i |
15 Hige | Select Unhide option to show hidden sheet
2R nhide... -
16 u < |
17 Select All Sheets L | ; , - R
M ¢ » M| Sheetz—oneews g [Tl i l » 1]
Ready | |[EDEm 100% (o) B O
. 4

Step 2: Select Sheet Name to unhide in Unhide dialog to unhide the sheet.
Press the Ok Button.

Now you will have your hidden sheet back.
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10. Excel — Delete Worksheet

Delete Worksheet

Here is the step to delete a worksheet.

Step: Right Click the Sheet Name and select the Delete option.

g : e — — i =7
X9~ Bookl - Microsoft Excel o 5)
Home | Insert Pagelayout Formulas Data Review View Addlns o @ = @ =
== libri - .| =.=—f= =] | 2 i - A7~
| j & Calibri 11. : f :_ = Genera A 5] z 7
— 3 B L U~ AN EEE=EE ST% 0 @ A
Paste NS = Styles  Cells
- H - A EE Y WY - | | @
Ciipboard 1 Font ) Alignment P Number " Editing
Al - (= f | v
| A B (Sl [ Y T = = G H =1
I A
[
L |
Al
3 |
6 R — —
' ‘ Insert... -
4 l = Select Delete option to delete a sheet =
8 hiﬁ Delete <€
9 ' " Repame
10 | Move or Copy...
11 | Qd  View Code
12 ’ &k Protect Sheet..
13 i l Tab Color b =
14 W=
| 15 ’ Hide
16 ! snhide
17. | Select Ali Sheets | . ’ — %
VR S SR 7 4] m | ¥
L - ————— —)

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

E=REC XS |

XEd9~-®-is Bookl - Microsoft Excel
' Home | Insert Pagelayout Formulas Data Review View Addlns & @ o @ &

= g = General - Alll -4~

,._3 $  Calibri i || Fis=
“— Q3 B J U~ A A EEEZEH S % 0 g A
Paste A T 5 Styles  Celis

T NS A - SAE = A S 2 v | e |
Clipboard & Font x| Alignment | Number Ix i Editing

& Data may exist in the sheet{s) selected for deletion. To permanently delete the data, press Delete.

((oelete | [ cances |

A7 . y
€4 » ¥ Sheet2 ~Sheet4  Sheet3 /¥J .
Ready |

M4l i 1 [l
(B RO —" o

L

Press the Delete Button.

Now your worksheet will get deleted.
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11. Excel — Close Workbook

Close Workbook

Here are the steps to close a workbook.

Step 1: Click the Close Button as shown below.

@d9-e-1= Bookl - Microsoft Excel = |3 .
' Home Insert Pagelayout Formulas Data Review View Add-lns & Q o gp R
‘13 % Calibri i1 - = E;};jé General v Alllma >IN (I
I3+ B I U~ AN EEEHEH $~% T4 o e

l Paste ? | 5| B == o e Styles.| Cells o
g aE WP /4 00 .0
Clipboard I Font fu Allgnment x| Number Ix | Editing |
Mo -G & B
| A B c i el = H I
1| B
2
3 3
4
5 Click on Close Window button to close workbook
6 3
7| =
8
%
10
1
12
13 =
14
B
" 16
17 ! 3
4 € » M| Sheet2 ‘Shest3 %3 [Tl il | ]
uL—"'thy.,L - = i l‘l"@’v@ 10096 6 O‘ ;@_.'

You'll see a confirmation message to save the workbook.
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Paste- 0 | Gk ST Styles | Cells :
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Clipboard & Font Gy Alignmeant G| Number & Editing |
v
I 4 H ’ l
1
2 & Do you want to save the changes you made to ‘Book1'?
3
3 [ seve | [Dontsave | [ cancel |
5 |
6
7 =
8
2
1101
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==
13
1
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16
e I v
A7 - ) p
M 4 » »| Sheet2 Sheet3 /%3 - [T41 M [ |
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Step 2: Press the Save Button to save the workbook as we did in MS Excel -

Save Workbook chapter.

Now your worksheet will get closed.
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12. Excel — Open Workbook

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 columns - 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
1 -~
Pa— = r tage .n - ] - -2 0
ol s Recert Waralbbals Easant Places
u S - 3
o Oves ‘_‘g h‘r“' o :

@ N'l:l'h! ™3

Prmt Click on Open Option in File Menu to open workbook

Ll B Lesd

J Ovmwm

L L

Gkt werit U mamter of Resard Wl zsas o Facoimr Umas.ed Wentaek

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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Step 3: Once you select the workbook, your workbook will be opened as below:
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13. Excel — Context Help

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

Microsoft Excel r— bl ) S

Dsts  Review View Developer & @ = @ B

B P s i

Home Insert Page Layout Formulds

— Calibri -1 - = - General - AJ aenset - X - V-
;—3 D BIU- AN EEBE s-% o0 Podder §- #-
t e S | o :
a-se J me 3".&‘ :t:: »% '43.‘;'8 - ;;)Fovmat' L
Clipboard s Fomt . Alignment " Number . Celis Editing
B1 . = £ | Name | merge & Center ¥

4 A } B | Cc D T Joins the selected cells into one BN
L.NO. Name l&cel :.;r!ghe: :\?\l:chmms the contents =
2 1jasc Lll 2

2 | This 15 often used to create labels
3_ 2|OEF 1 that span multiple columns.

4 Excel

s I 3
6

7 © Press F1 for more heip.

8

9

10 Press F1 to see more help

11

12

13

14 7 -
4 4 » M| Sheetl - Sheet2 = Sheet3 93 [4 i [ ]
Ready | 23 | Count:3. | [FRICY A 100% (=) v )
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Getting More Help

Excel 2010

For getting more help with MS Excel from Microsoft you can press F1 or by File -
> Help -> Support -> Microsoft Office Help.

Page Lot Formuing Oata
o seve Support
L Saveas
&5 Open 0 Micresaft Office Help
L Clese — { \ e hetp
nfo o ‘1 Get !p_uz\f Mugrerort Otfice
’ Recent @ Contact
New Tools for Working With Office
Seve & Sand g_j Check for fpdates
1 Oatare Microsoft office help file
B3 oo
|’ Help option
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14. Excel — Insert Data

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.

Z)d =i sample wokbcokrds - Microwoft bxed [P
n Home | lnset  Pagelayout Formulys Oata Revew  View  Developer c@odn.
— W Cahbni o i General . r‘; Condttionsl Formatting = **lnsert ~ E- ’r ﬂ
~-_) A BZ U AN EEEE $-% v PromstaiTavies #*Octete~ G- 4
Pasy ¢ . poes Son & Find &
- J B OA- 1 R b B 3 Ceit Stytes * FiFormat s (27 Fotere Setect
Cepboad & Foot Adgament «  Number g Sttes Cetns Eating
s . fe | 50000 -
4l A 8 | c | o 3 F G M i ) K=
i1 1
2 Salary Calculator
3 No. Name Salary Amount Tax
4 1 Marc 2000 10%
> 2 Stave 20%
6
7
8
fo Active cell for inserting data
11
12
13
His
15
16
| B4
18
| B 5
WA W] Sheett Sheetz | Shests %) oK 20
| Reagy, | 77 | AN 00w (=) (+)
Inserting Formula

For inserting formula in MS 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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Excel 2010

30" L RAEN ——— sample workbookaudsx - Microsoft Excel o o),
n Home | ‘Intet  Pagelmout  Formotss Dats  Review  View | Developer c@o &8
M = . B o= « I 2-\/&
da* B J U AA EE S E $ v v B I Deiete g- &
S Fnd &
4 A nE 2 -y & Cull Shyse =4 " Select ~
Slphaard 7, Fook e ANOOMER, Number Stes % Loing
SUM v (* %X v fo| 2€4"D3 ~
A 8 C G H [ J RiTEs
. .
2 Salary Calkculator
3 No, Name Salary Amount Tax Tax Amount
4] 1 Marc r 2000 10%|=C4°D4 | Entering formula in MS Excel
5 2 Stave 50000 20%
6
7
8
9
10
1
12
13
14
15
16
17
18
19 =
W45 ] Sheetl /SHestd Sheetd | 93 5141 30,
Poit | ] | | {0 00w

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-shot below to

understand it.

DIEW- -z ple workbook xizx - Microzoft Excel == B
Home ntent Page Layout Formalas Cats Review View Oevetoper o9 =5 =
» Cabri ~33 » W oo = - = E- Apr ¢
“a B 7 U A s EF 3N s = ™ 2 SR

> 4 32 - A e e > < Eiromats (2~ 5:.‘:“-
| Chpooard - fom . Angnement rumber Stytes Cells Editing
ca - " X « fo 3500 Eﬂ
A=—] 8 I c T—o | & | & 1 ®©: | 8 1 ' 3 K
. >
2 Salary Calculator
3 No. Name Salary Amount Tax Tax Amount
4 | 1 Marc
s 2 Stave
6
7
8
s 2
- Modifying cell content
11
12
13
14
is
16
17
18
19 if
Mo« > 3] Shoetl “Sheets . Sheets . 3 el 30
Enter, | 23 | J0ER an | soo 3
-
- -
tutorialspoint

SIMPLYEASYLEARMNINIG



Excel 2010

40

) tutorialspoint

SIMPLYEASYLEARMNINIG



15. Excel — Select Data

MS Excel provides various ways of selecting data in the sheet. 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.

A a T lample worbookoime - MhcromoR Excll T e
Home Intent Page Layout Formulas Dats Review View Developer o 0 (= @’g

‘)\ F Caldri Tl c W omim 5F Generat «  JiCondmionsl Formatting =  Gelnsert+ X - 9( Lﬁ

< L2 B I U AN EES ﬁ" $ * % v JFormatas Table 3" Dejete + 3’ & {

Pl g He B-A- R oW  AA ) CetStytes + Efomut | 2 paver+ Seveet+
Chpboded s Forst . Ahgrment . Humber . ytet Cells fantng

A2 v (e fe | Salary Calculator v

4l A | ® | D — G M | f =
i1
|2 Salary Calculator
3 |No. Name Salary Amount Tax Tax Amount

“ 1 Marc 3500 10% 350]

s 2 Stave 50000  20% 10000

6

7

8

9

10

11

12 Selectdata with mouse

13
‘ 14
i 15
116

17

18

19 o
ROV ] Sheet1 /Sheetz “Sreetd %3 g4l Y )
|Reaty | T | Average: 79816625  Count: 16 Sums 635533 | [EHE] I 100% (=) . %)

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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FA1E™ I R R sammple workbookxlse - Microsoft Excel = @ B
n Home tnent fage Layout Fotmulas Dats Review View Dereioper o 0 o @8
=0 X Calion <11 - W i 5 Genent «  FiconamonsiFormating+ Swlmets X - 97 ‘ﬁ ‘
— L B Z U AAx EFRG $-% v JBromatasTadie- W oeiete - - & ‘
Paste A z . o Sonn&k Finc &
o F = A ieiE - ‘a8 55 Celt Stytes = DyFormat = 2 fumere Seteat
Clipbomd . fon Abgnment Numbder Styfet Cein totng
85 v (= Ie | Stave v
[Alra] 8 | c D E G H I ] K<
'
2 | Salary Calculator
3 No. Name Salary Amount Tax Tax Amount
4 1 Marc 3500 10% | GoTo
S crram—
s Gows ,‘
> a
8
9
10 . .
11 Clicking FS will show the dialogue
12
13
14
15
16 Clickon special
| 17
(18
19 L
W 4> | Sheetl ~Sheetd Sheetd . ¥3 e - (308
Ready | 2 | (R 0% () 0 )

Click on Special

buttonto see the below dialogue box.

Select current

region from the radio buttons. Click on ok to see the current region selected.
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Excel 2010

318" B B VR AL sample workbookxsx - Microsoft Excel o @ B
Fie Home  Inset  Pageldyoit  Formulss  Dats  Review  View  Developer a@oss
T &  Caba it - W -‘;f 5S¢ Genemt - [flcondmonsiformating* Fwlnien s E - 9? m
o A BZ U AAxN EFEXA S % v ifromralder I oetete* 3 ““u‘ ok
F EBA Ry WS ) Con styies + Eifomat | 2* Fiecs select-

Cipdodg Fool 0 Algnsent = | Numbder . Stybes Cels Edting

8s R 5
i A | 8 [ o E F s H ! J =
> -
2 Salary Calculator ;
3 No. Name Salary Amount Tax I{ﬂ&sﬂ"‘ =
4 1 Marc 3500 10% || select

53 Pave 1] so000  20% || o Komenns " Rop défererces
6 () Coratants
7. 0 Formuas
s ;
9| =

10

‘l '}

12 Go to Special dialogue

413.

14

15

16 |

17

18 £
19

o - T TR =

WOV W] Sheetl “Sheet? “Sheetd o) 4 n (0

Ready | 7] | \EREE s (U )

As you can see in the below screen, the data is selected

for the current region.
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4 AT 8 ¢ oo e ] F S H ! s X2
1 ] =
Jiz 2 ) Salary Calculator
3 |No. Name Salary Amount Tax Tax Amount
& 1 Marc 3500 10%
51 2 Stave 50000  20%
&
7 '
8
2 -
10
1
] Selected Data
13
4
‘s.
16
17
18 15
!’—. W,
M4 ¥ Sheetl ~Sheat | Sheets €3 B4l = u_ N B2 0 8
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16. Excel — Delete Data

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

Delete with Mouse

Select the data you want to delete. Right Click on the sheet. Select the delete
option, to delete the data.

" d e e S samplewodbookatic - Microtoh Excel Py
Home e Page Lyjout Formular Oats Neveew Views Developer a@P =2
-)‘, A Caloer . c e ;f‘ Genersl »  Fl Conomionat Formatting »  Geeintest * - 'Ar ‘.ﬂ
2 - 2+ B I Q- A EE3 :}]- $ - % » <a!wmn a1 Tahte ~ ¥ Delete » 3 4 o
' >, =} S0 & Fng &
‘.‘ Y J & O - A - ieie ¥ b B | 24 Ceit Stybes = ;)'DO”\.I! - 2" y’fq‘,, - ;:::uu-
‘:.,fvb.:_x'-.ﬁ HaFe ”l ot . _f':~;1-~::-l . f_;_.m:-ov'r . 7‘_,7',‘&." 3 :\"'u | { qrr) !
A2 o Se | Satary Calculator v
) il | TR T [ Gy [y == [ F G H i ) x =
1
2 Salary Calculator Calivk =11 = A" A" $ - % =4
3 |No. Name Salary Amount Tax 1B 7 MS-A-_-43Y
4 1 Marc 3500 10%
5 2 Stave S0000 20% | 4 cut
(2 43 Copy
7 2 Paste Optione
8 . .
- A Right Click afterselecting data
10 Patte Soeciat
1 Irient
12 Qelete
1 Selectdelete option — Con oo
14
15 Fumgr
16 spet
17 o Driert Comesent
18 & format Cemy
:3 3 Pk From Drop-down List -
M e w Shoetl . Sheet2 - Sheetd . ©J Oefine Higme >
Resty | 23 AMIASE TR © ook (|3 {1008 () (+

Delete with Delete Key

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

Excel 2010

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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9 A
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11
o SR
i .
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14 Clear Cogtents
15| N format Cems
16 Bow Merght
17 hae
18 Unhide
19
-~ .
M4 b 3| Sheotl Sheet2 Sheetd ¥J 3 K . >
Reaoy | 70 Svernge 1500053 Count 3 Sum 600022 | B £ SH  100% (-) (+)
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17. Excel — 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.

- e — | — ~
Zid D sample workbookatsx - Microsoft Excel [EEEE——]
P Home Insent Page Layout Formubss Dats Redew View Developer S 0 e
] A Cova -1 ™ w5 Geoennl B Conationat Formatting = Jvinsents X - }r ﬂ
- BZ U AN EES :;‘é° $ - % v [@BromatasTadie~ * oeecter G- &
Past o F &
P I M-A- R P AN 5 el Stytes - Bformst s 2* Fiaer~ send s
- o . fomt AbGrment fumber '_r»,_'_- Ceftz {daing =
A2 v (® S Satary Calculator v
| B 8 | c o el T 6 T ] K o
1 Galibi + 11 ~ AT A" $ * % o+ =M [
2 Salary Calculator .
K B J EO»- . 23y
3 |No. Name Salary Amount Tax Tax AMGurey A
4 1 Marc 3500  10% o
S 2 Stave 50000 20% o
6 e —r 43 Sooy
7 I Paste Options:
B A
9 Patle Speoy .
1 Select cut option
et
:; Select the data with mouse Detete
13 Oear Coptents
14 Furgr ’
15 g ’
16 o nvent Comment
17 - 3
18 N Formet Comy
19 Pk From Dvgp-Sown List
~ Define Nptee h'
W 4 b M| Sheetl Sheetz Shoets - %3 —— R . 30
Readty | 73 | Astrage: 79816625 8 tywery 00w (-) (+)
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Excel 2010

Step 2: Select the first cell where you want to move the data.
and paste the data. You can see the data is moved now.

PR I RN sample workbookadsx - Microsoft Excel

“A‘i b'S Caliveh
p‘a; da- B I U-
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S insent ~
3% Delete -
‘a format -

Cails

General
S %
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( 3F 3 B0
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z- A q

@3- Zr L‘l"&
Sot & Find &
Filter » Select ~

G2 « 5 f| salary Caleulator

T H

8 c D G

A
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Salary Calculator
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1 Marc 3500 10%
2 Stave’ 50000 20%

!

Tax
350
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i

Moved Data
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tutorialspoint

SIMPLYEASYLEARMNINIG

47




18. Excel — Rows and Columns

Row and Column Basics

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

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

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

ForMS Excel 2010, Row numbers ranges from1l to 104857;in
total 1048576 rows, and Columns ranges from A to XFD; in
total 16384 columns.

Navigation with Rows and Columns

Let us see how to move to the last row or the last column.

e You can go to the last row by clicking Control + Down Navigation
arrow.

e You can go to the last column by clicking Control + Right Navigation

arrow.

Fd9-o-= sample workbookalsx - Mecrosoft Exced - oo ) e
n Home insent Page Layout Formulat Data Review View Oeveloper o o o =
‘-“.\ A Catibn *11 - B gyl S Genenst «  Ficonsaionst Formstting > IJintets X - Ar ‘}}

9-—" a* B Z U~ A A EEWE S*% » PromstasTadles I Oclete = F+ ',' .
TP T »A- R R WA 55 Cen Stytes + [B)Fomst = 2 Faners Setecte
Chpboamd 7 _Font =2 ABonmeot Gl Numbes G2 _Shtes el Eating + 1]

819 - {» 5| -{:j
4 A 1§ (i (it v i it i i e il b - e bt o S L S s S 3
1
|
’,.
a Column B selected
s
6 Columns from A to XFD
:— Row 2 selected
8
~i9° {€—— Rows from 1 to 1048576 %
1
12
13
1
|34
i 15
16
17,
18
1 w— j
M 6% Wi Sheetl | Sheet2 ‘Sheet3' €3 DK » ]
Ready | 73 | | (U0 & 100% (=) L (+)
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Excel 2010

Cell Introduction

The intersection of rows and columns is called cell.
Cell is identified with Combination of column header and row number.

For example: Al, A2

Z A M- e -— sample workbookadzx - Microzoft Excel " o) ). S
m Home Intent Page Lyout Formulas Data Review View Developer o 0 o i3
| ;‘\ & Caldel 1 oy S General = BicConowonsl Formatting = S lnsent - x - ,‘\( &}
= -—.—J da- IB 7 U A A EXEWDG- $-% » [@rformatasTadle~ 3% Delete ~ :Q] . (l : |
e P B> A ®E 2 WA & Cen Stytes - [B)rormst= | 2= paes s sevect v
A:;vt-c Md S ‘:»C' . Abgnment . tiumber Styles Ceily Ldting

A3 - £ £ | No. v:
| A \) E | F G H ! ] 't?

ol Caiaia Cell Numberin Name Box

1

2

3 [No.  Iname Salary Amount Tax Tax Amount
4 1 Marc 3500 10% 350
S 2 Stave 50000 20% 10000
6
7
8

5 Intersectionof column A and row 3 makes cell A3

M4 M1 Sheet1 ~Sheet2 Sheets 3 “ et
Ready | ] EBI0E 0 100% (=) v

G
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19. Excel — Copy and Paste

MS Excel provides copy paste option in different ways. The simplest method of
copy paste is as below.

Copy Paste

e To copy and paste, just select the cells you want to copy. Choose copy
option after right click or press Control + C.

e Select the cell where you need to paste this copied content. Right click
and select paste option or press Control + V.

A9 s — sample wockbookxs - Macrosoft Excel — b ) e
Home inent Page Layour Formulas Data Renew View Developer o 0 o e B2
A Catibri cal r W a5 Genesat - Mk CondmionstFormatting *  Seintet + X - 9, ‘ﬂ
'R B I U AA EEEE S -% o Premtatadies P Oelete - - 5
7 L HA- kR @A 3 Cen seytes + 1BYrormat = | 2% maer e Setert~
» font Ahgnmen 2 MNumder . Shyles celis fetng
F2 . S« Salary Calculator >’f
A i [ D [ bl s b ot i I i NS X .=
Salary Calculator Salary Calculator
Name Salary Amount Tax No. Name Salary Am Tax
1 Marc 2000 10% 1 ;xc. 2000 10%
2 Stave 50000 20% 2 50000 20%
I al‘:lr"'

Right click and paste or press Control +V

,» Selectthe cellsto copy. Right click and copy or press Control +C

= = =
W4 b W] Sheetl . Shaet2 Sheetd %3 3% 20!

mna-twmmcum‘luo«mmonu; | Average: 8661216667 Countii3  Sume 520030 | UM N 200% (- ) O 1

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 data in MS Excel, 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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g - = : S g R e B 2k
[ gelyout  Formulss  Dats  Revew  View  Developer @ o ”
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A Faste A) mm& ...L B
3 R Cow
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5 2 Stave S0000 20%
6
0) Selary Caladator Mo, , .
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50000 20%
u
Clipboard content
——
Cptors » R . -
' —’j K > | Sheetl “Sheet? “Sheet? %3 MoKy m_ ] L3018
|| Reoy | T | (EE LR 100% (=) O {(+)

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.

workbook.xdsx -

Page Layout Formulas Data Revew View Deveioper o @ < oF Q__';
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I ™ > |@- &-AF ie e - w3 I Cett Stytes ~ [Birormat~ 2+ Fimer~ Setect~
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S0000 20%
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Excel 2010

Below are the various options available in paste special.

All: Pastes the cell’'s contents, formats, and data validation from the
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 cells.

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

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

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

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

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

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

Transpose: Changes the orientation of the copied range. Rows become
columns, and columns become rows. Any formulas in the copied range are
adjusted so that they work properly when transposed.
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20. Excel — Find and Replace

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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Excel 2010
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You can replace the found text with the new text in the Replace tab.
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Excel 2010

Exploring Options

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

Within: Specifying the search should be in Sheet or workbook.
Search By: Specifying the internal search method by rows or by columns.

Look In:If you want to find text in formula as well, then select this
option.

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

Match Entire Cell Content: If you want the exact match of the word
with cell, then check this option.
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21. Excel — Spell Check

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.
e To access the spell checker, Choose Review = Spelling or press F7.

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

e 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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Excel 2010

Exploring Options

Let us see the various options available in spell check dialogue.

Ignore Once: Ignores the word and continues the spell check.

Ignore All: Ignores the word and all subsequent occurrences of it.

Add to Dictionary: Adds the word to the dictionary.

Change: Changes the word to the selected word in the Suggestions list.

Change All: Changes the word to the selected word in the Suggestions
list and changes all subsequent occurrences of it without asking.

AutoCorrect: Adds the misspelled word and its correct spelling (which
you select from the list) to the AutoCorrect list.
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22. Excel —Zoom In/Out

Zoom Slider

By default, everything on screen is displayed at 100% in MS Excel. You can
change the zoom percentage from 10% (tiny) to 400% (huge). Zooming doesn't
change the font size, so it has no effect on the printed output.

You can view the zoom slider at the right 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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Excel 2010
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You can zoom out the workbook by moving the slider to the left. It will change

the only view of the workbook. You can have maximum
below screen-shot.
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23. Excel — Special Symbols

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 toInsert » Symbols » Symbol to view available symbols. You can see
many symbols available there like Pi, alpha, beta, etc.

Select the symbol you want to add and click insert to use the symbol.
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Excel 2010

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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24. Excel — Insert Comments

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
mentioned below.

e Choose Review » Comments » New Comment.
¢ Right-click the cell and choose Insert Comment from available options.
e 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

Excel 2010

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

e Select the cell on which the comment appears.
e Right-click the cell and choose the Edit Comment from the available
options.
¢ Modify the comment.
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Excel 2010

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, size, etc. of the comment.
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25. Excel — Add Text Box

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.

e 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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Excel 2010

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.

¢ Fill: Specifies the filling of text box like 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.

e Size: Specifies the size of the text box.

¢ Properties: Specifies some properties of the text box.

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

Undo Changes

You can reverse almost every action in Excel by using the Undo command. We
can undo changes in following two ways.

e From the Quick access tool-bar » Click Undo.

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

Excel 2010

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.

e From the Quick access tool-bar » Click Redo.
e Press Control + Y.
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27. Excel — Setting Cell Type

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:

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

e C(Click on the Ribbon from the ribbon.
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Various Cell Formats

Below are the various cell formats.
¢ General: This is the default cell format of Cell.
e Number: This displays cell as number with separator.
e Currency: This displays cell as currency i.e. with currency sign.
e Accounting: Similar to Currency, used for accounting purpose.

e Date: Various date formats are available under this, like 17-09-2013,
17th-Sep-2013, etc.

e Time: Various Time formats are available under this like 1.30PM, 13.30,
etc.
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Percentage: This displays cell as percentage with decimal places like
50.00%.

Fraction: This displays cell as fraction like 1/4, 1/2 etc.
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.

Custom: You can use custom format by using this.
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28. Excel — Setting Fonts

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

¢ Right click on cell » Format cells » Font Tab

e Press Control + 1 or Shift + Control + F
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29. Excel — Text Decoration

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.

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

o Italic: It makes the text italic by choosing Home » Font Group » Click
I or Press Control + I.

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

¢ 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 cells » Font
Tab »Effects cells as mentioned below.

o Strike-through: It strikes the text in the center vertically.
e Super Script: It makes the content to appear as a super script.

e Sub Script: It makes content to appear as a sub script.
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30. Excel — Rotate Cells

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
CounterClockwise, Angle Clockwise, etc.
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Rotating Cell from Formatting Cell

Right Click on the cell. Choose Format cells » Alignment » Set the degree for
rotation.
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31. Excel — 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.

7 ,‘ ———— — -
L d- e sample worbook rise - Microsoft Ercel Lo
n Mome uen Pagt Lyoit fomaat Data Feven View Developer ) 0 =R

"\ A Cotont NIRRT OPURR e o = Geois » Biceoamcmirormattng s Jomen I - 9( &}

i a..e‘ 0| o b $ % v P formet s Tadie % Ockte~ 3- ;‘ T

ite . - . (- 1 2 o Sontk P

| g W73 2 AeeF F W ik 3 & ) Cet sty » SNreemsts | 2° Faers Seled*

03 .i* fe @ Theme Cotons v
—_— — = = =

A [ < ¥ G W 1 ) 3 L =l
x -

e—e | || [ TT]T
| : o, s ~ Click here to change background color
*'s 1002 3t sBEN EEENEN
;6 > !Cufu;« '

7
; Background color change to Orange
10
1

|12
B
1
115
|18
17
|
1 - B -
MOS0 u Sheet!  Swer2 Shaet) 5 e [T

H-wr - LRI 00% (= ) &

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.

78

) tutorialspoint

SIMPLYEASYLEARMNINIG



Excel 20

A do-c s T smplencdbociota - Mok Bied e e i
n ¥ome | Inet  Pagelmost  Formutas Oats Revew  View  Oereloptr o@Po@ B
:-35 e AN Sel@e B Genersl P Cendtcmil omatting®  Jeinien + t 9{ ﬁ
" R . $ - % v Promataitatie- ¥ Detete -
”f" ‘, BT Q- B Q'—EL EE3 35’ ﬁ' -“ﬁ 5:'3&‘,‘"- '3]”,‘.,. Z° mf‘:;::d‘
o0OMNE foet . el Stfes Coy Eaeng
A3 - vl
l an L ] —
Al A £ G H 1 ] X L 5
: |i| |
2 Clkul
“ 1 g5, Standard Cokoes Click here to change text color
5 s:_('.ﬂ a.....
6 B More Colon
7
3 Textcolor change to Red
, a
10/
1
12
13
14
15
16
17
18
0 3 -
nnuu Sheetl “Sheet2 . Sheetd  ©) gl - »fl
Reody | Count | [UEREN 2008 (2T ()

10

Also you can change the foreground color by selecting the cell Right click »

Format cells » Font Tab » Color.
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32. Excel — Text Alignments

If you don't like the default alignment of the cell, you can make changes in the
alignment of the cell. Below are the various ways of doing it.

Change Alignment from Home Tab

You can change the Horizontal and vertical alignment of the cell. By default,
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.

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

Center: Centers the cell contents in the cell.

Right: Aligns the cell contents to the right side of the cell.

Fill: Repeats the contents of the cell until the cell’s width is filled.

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.

Top: Aligns the cell contents to the top of the cell.
Center: Centers the cell contents vertically in the cell.
Bottom: Aligns the cell contents to the bottom of the cell.

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.
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33. Excel — Merge and Wrap

Merge Cells

MS Excel enables you to merge two or more cells. When you merge cells, you
don’t combine the contents of the cells. Rather, you combine a group of cells
into a single cell that occupies the same space.

You can merge cells by various ways as mentioned below.

e 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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e Choose Alignment tab of the Format Cells dialogue box to merge the
cells.
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Additional Options

The Home » Alighment group » Merge & Center control contains a drop-
down list with these additional options:

¢ Merge Across: When a multi-row range is selected, this command
creates multiple merged cells — one for each row.

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

¢ Unmerge Cells: Unmerges the selected cells.
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Wrap Text and Shrink to Fit

If the text is too wide to fit the column width but don’t want that text to spill
over 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. Excel — Borders and Shades

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.
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Then you can apply border by Home Tab » Font group »Apply Borders.
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Apply Shading

You can add shading to the cell from the Home tab » Font Group » Select
the Color.
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35. Excel — Apply Formatting

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.

[ XD~ sample workbookadsx - Microsoft Excel = & XS
n Mome Inzent Page Layout Formulat Data Review View Devetoper -3 0 o9 B
| ‘k\ FA Cautn i1l c i SF General - f," Conditional Formatting *+ S insert ~ b > 'Ar ‘})
| Pn:‘;] da B Z U+ A A ETE G- $ =% » S Format as Table * 3% Detete + 3' Sfd& =
| 5 J B 5H-A- e - @ =2 ) Cell Styles ~ Blrormat s (2= paec~ Setect~

o L LR ( R ——— g 2109 -
e -
A 8 I Font | sorder | Fa [ Protecson | ‘ X =
1
! 2
\ 3 No.
4 t cols have no 2peofe number format.
43
|8 Format cell dialogue with
& $ooh0 Soenstc various tabs
3 S Jay Text
9 6 Michel m |
10 7 Stephanie
11 8 Lest
12 9 Elizabeith
13 10 Jonson
12 11 Steve -
15 12 Pippa
16 13 Clarck
17 14 Mario
18 15 Connie
19 2
N 4> %] Sheetl  Shest2 » 1
l Resoy | 7] *

Alternative to Placing Background

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

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

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

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

e Fill: You can set fill of the cell with this tab. Find tutorial on this at MS
Excel - Borders and Shades.

e Protection: You can set cell protection option with this tab.
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36. Excel — Sheet Options

Sheet Options

MS Excel provides various sheet options for printing purpose like generally cell
gridlines aren’t printed. If you want your printout to include the gridlines,
Choose Page Layout » Sheet Options group » Gridlines » Check Print.

@9 . sample workbookabse - Microsoft Excel @
n Home Intent Page Layout Formutas Dats Review View Developer a 0 o B
- - -~ e v — v s
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== []root; - =) [—] . ! A j 3] Height: Automatic = [¥] view 17 Vview
Themes Margins Onentation Se  Prmt  Breaks Background Primt ~ Arrange
O Ettects - . - . Area . Titles ) Scate 100% o Print Primt -
| 7_ el Page Setup . Sale o IR . Sheet Options
C6 * | PageSetup = -2 - v
A ) — l = = T S
1 SetPrintarea L. Poge.. | Margns | HeaderFooter || Sheet — i)
' 2 Salary Calculator "*ntm: Q ICKTO openshee
i e Open sheetoption
[ 4 1 Mare Mﬂbre«aut fop: :,Q P P
| 5 2 Stave
S Cohmra to repest at left: )
A 3 Abhay a8l Dialogue
7 4 John rot
8 S Jay e Comments: | (ore) - Check thisto
9 6 Michel :1:1:* Cellgrrors as: | daciayed -] print grid lines
| ?
| 10 7 Stephanie
Row and column headogs
11 8 Lesi ¢
|12 9 Elizabeith e ardus
13 10 Jonson O Qown, Senover | fogs S
114 11 Steve Ore, hendomn | iR
15 12 Pippa |
16 13 Clarck Print titlesto i
17 14 Mario = ~1I
repeat ] [ ] | 1| &
18 15 Connie ep Lgmte | [PtPreven | | otoe... | |
19 e,
mnt i : l Cored | v
[/Cv ] sheets - Sheera] (ot ] iR 30
| Reagy | 7T | 300% (=) O (+)

Options in Sheet Options Dialogue

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

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

e Print:
o @Gridlines: Gridlines to appear while printing worksheet.

o Black & White: Select this check box to have your color printer print
the chart in black and white.

o Draft quality: Select this check box to print the chart using your
printer’'s draft-quality setting.
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o Rows & Column Heading: Select this check box to have rows and
column heading to print.

¢ 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. Excel — Adjust Margins

Margins

Margins are the unprinted areas along the sides, top, and bottom of a printed
page. All printed pages in MS Excel have the same margins. You can’t specify
different margins for different pages.

You can set margins by various ways as explained below.

e Choose Page Layout » Page Setup » Margins drop-down list, you can
select Normal, Wide, Narrow, or the custom Setting.

r@ a q‘.‘(\.T‘.{ Do ‘-“‘ lﬁ,—- "‘?‘@u
Mome  lrent Pagelyyout | Formulss  OaMd Redew  View  Dertloper s @Qo@n
’A‘j Fc:z«:~ -J Ay [:i A = | _"ﬂ Slvaath Automatic = Grictnes  Meadngs %
et [3]Fonts - — sl | 3 Heignt: Acteematic + [ View  [4] View
T™hemes Margine! Orientation Swe  Print  Sreaks Sackground Prat ry | P L Anange
. |O)treats - . e  Aesr * Tales A Scale 1w : Cem [ friet .
I o G Saleteft o SheetOpoms o V
Bottom 075" | ;
F7 Right 07 o]
A >— Meader 03 Footer: 03 £ ¥ G H | J K L «;
1 Wide [
2 Yop: 8 Tottom 1 5
tefy 1 Right: 1" Margin option in Page Layout
3 No. Namd - Heddee 0.5 Foster: 0.5 g P & ¥
4 1 Marc
0 Narow
S 25uve | Tes 038 Botten 075
& et 03%  Rght 0%
7 Header 0 Footec 0.3 E
3 g - - -
3 Covtow i <€ Clicking this will generate custom
10 margin dialogue
1
12
13
T
15
16
17
18
19
e -
MO Ml Sheetl ‘Sheet2  Sheetd 43 £ o >
| Resey | T3 | | v N B roo% (<) (+)
e 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, as shown below.

Page Layout

Padew  View  Oeveloper

.l e = > N c - = B .
As K colons _J Ay ol = 2] SRy SIWen Adomstc « Gadines Medngt g
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e [Q]emeas - A . . Aeav v B saale 2008 o [Iene [T i .
Themes Page Setup rp.ggw _9_ 8 R
453 [, /= ,.u 2 e ] —_— ] _;
2l A < > ‘;._‘i‘ﬂ!-,; Margrs | pesder Footer | Sheet | |
1 Too: Hoder: r
2 Jalaey Calculator 0.7 % 0.3 1% \
3 No. Name Salary Amount Tax |
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5 2 Stve 50000 0%
P Soht:
y - 0.7 %
s Selectmargins from dropdown ) |
9 (m
10] / 1 Sottom: Eooter:
at Left Margin value 0.75 1 03
12 / Canter on page
u 11 -
| Horigontally
4 Check thisto CenterPage ‘ Yerncaly
B !
16 — ~ v — | I"_"'__‘.' [ pa— \
17 1 L_b:!-.. o Potfreves | | Qotocs.. | .
18 . / [ 1 | _
5 Print Preview option — L [ cms ||
14 ¥ 0] Sheet] ‘Sheetd ‘Shestd | 3 ) i - = fl
paagy | 3 | R o=
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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 Page section of the Margins tab as shown in the above
screenshot.
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38. Excel — Page Orientation

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

e Landscape: Landscape to print wide pages. Landscape orientation is
useful when you have a wide range that doesn’t fit on a vertically oriented
page.

Changing Page Orientation

e Choose Page Layout » Page Setup » Orientation » Portrait or Landscape.

G = - &~ v " sample workbookatex - Microsolt Excel b= e
m rome iert Page Layour Fotemulay Dats Pevew View Developer o o o o i3
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Theme :,!lu'.' Scaleto . Sheet Oations
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—a]—A—] " . %16 Wt 1k r:1
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7
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il 11
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13
14
15
16
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19 A
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e Choose File » Print.
(@i n-c" “sample workbookat - WW“FFW
rome Intent Page Layout Formulag Dats Peoew View Dewtioper o &
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39. Excel — Header and Footer

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

e Choose Page Setup dialog box » Header or Footer tab.

r ——
@9~ ™-= sample workbookadex « Microsoft Excel o B
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R |A]Fonts = e AT ¢l Height: Automatic [/ View [l View
Themes | Margens Onentation Size Pt Breaks Sackground Print ~ Arrange
(O] errects . . Afeas  ° Tales BN Scale 100% Print Print .
[l Themes _Page Setup Same_CHETO VR o | _Sheet Options e
£9 A - — - A v
| p————————— age Setup ) - —_—
A ‘]1 — : _ — 1 ) K r:'i
|2 | Page | Margrs | MesserFooter | gheet | :
2
1’3 o Name ABC Corp Paget Clickto go to page
(I’a 1 Mare setup dialogue
|'s 2 Stave ||| Header
116 ABC Corp, Page 1 [Dd
% "Q",'u"'",;'.‘,"": ] '—quau-ﬁ”_lw- oberacil T~ Custom Header
|8 | Rosetmirnddaatand =) B e coeabibasede=cl
| l 9 Footer:
[{10 E]
|11
M 12
13 Confidentisl 9/20/2013
|14 Qfferent odd and even pages
(|35 Offeq@liooge ~. Custom Footer
16 ¥ Scale with document
|117 ¥ Algn with page s e b
|18 [ omt.. | [Protereven | [ oomore., | Various options
19
R e -
| v sheets & o ][ coms || 30
| Reagy | 2] | A & 00% (=) )

You can choose the predefined header and footer or create your custom ones.
o &[Page] : Displays the page number.
o &[Pages] : Displays the total number of pages to be printed.
e &[Date] : Displays the current date.
o &[Time] : Displays the current time.
o &[Path]&[File] : Displays the workbook’s complete path and filename.

e &[File] : Displays the workbook name.
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e &[Tab] : Displays the sheet’s name.

Other Header and Footer Options

When a header or footer is selected in Page Layout view, the Header & Footer
» Design » Options group contains controls that let you specify other options:

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

o Different Odd & Even Pages: Check this to specify a different header or
footer for odd and even pages.

e 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.

¢ Align with 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.
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40. Excel — Insert Page Break

Page Breaks

If you don’t want a row to print on a page by itself or you don't want a table
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
want to print each section on a separate sheet of paper.

Inserting Page Breaks

Insert Horizontal Page Break: For example, if you want row 14 to be the first
row of a new page, select cell A14. Then choose Page Layout » Page Setup
Group » Breaks>» Insert Page Break.

W9 I gl wortbookdac Y Microioh Excel TS o

n Home nent Mor Lyot Formyutat Dsta Review View Developer o o o o 83
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. |(OlEmects - . v Areav ! - Ttes A Scale 100% 2 Priot Frint .
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Ala - L o1 Semove Page E-m\ v
| A 8 C Reset Al Page Breaks G H ] 1 ) K Lj
: i
2 Salary Caleulator Insert Page Break
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4 1 Marc 2000 10%
5 2 Stave S000 20%
6 3 Abhay 10000 10%
7 4 John 4000 20%
8 5 Jay 6000 10%
9 6 Michel 8000 20%
10 7 Stephanie 3000 10%
11 8 Lesi 4000 20%
12 9 Elizabeith 7000 20%
13 10 Jonson 5000 0%
4] *‘ﬂﬁ e ROw 14™ will appear On next page
15 12 Pippa 5000 10%
|16 13 Clarck 3500 10%
17 14 Mario 4500 0%
18 1S Connie 5500 20%
19 =
W43 v Shests Sheet  Shestd 03 3¢} 30
Reagy | 73 |G R EE 100% (= (+)

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

¢ Remove a page break you’'ve added: Move the cell pointer to the first
row beneath the manual page break and then choose Page Layout » Page
Setup » Breaks » Remove Page Break.

¢ Remove all manual

page breaks: Choose Page Layout » Page Setup »

Breaks » Reset All Page Breaks.
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41. Excel — Set Background

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

e 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.

e You can insert an object in a page header or footer.
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42. Excel — Freeze Panes

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 keeps the headings
visible while you’re scrolling through the worksheet.

Using Freeze Panes

Follow the steps mentioned below to freeze panes.

e 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.

e Choose View Tab » Freeze Panes.
e Select the suitable option:
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.
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J} g A > v [ 2 7 »a" :L\J. ™ New Window 3 55 - - -——.
1l Custom Views _— 55 Arrange Al ) -
Normal Page Show | Toom 100% Zoomto 3 = Save Switen Macros
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e 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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Unfreeze Panes
To unfreeze Panes, choose View Tab » Unfreeze Panes.
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43. Excel — Conditional Format

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

¢ Highlight Cells Rules: It opens a continuation menu with various options
for defining the formatting rules that highlight the cells in the cell
selection 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 as red.
Choose Range of cell » Home Tab » Conditional Formatting DropDown »
Highlight Cell Rules » Equal To.

‘B A9~z sample workbook ssx - Mecrosoft Excel « @
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W € M Sheetl | Sheet2 “Sheetd . Sheetd ¥ fij¢l » [l
enter | 73 | Average: 504 Count:31  Sumc16524 | (B 0N EI] 200
After Clicking ok, the cells with value zero are marked as red.
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E3 1" B AN sample workbookadsx - Microsoft Excel =@ =
Hosse Insert Page Layout Formiudas Data Review View Developer =) 0 = 6 4
= X Catibei 11 - -!-33 = General « XA cConational Formatting = S insert ~ r Iﬁ
i) Q- B J T~ AN “?’ S3- § - % v G FomatasTadle~ #* Detete ~ a ,
P T B S-A- EEE »- b I 5 Cett Stytes ~ Bifomat~ | DB+ fames soas
Chpbosd 1, Fort Alignment Mumder Stytes Celds toamng
' F1 - 3 1 Total Amount v
4t A B X = -l F | F 1. 6 H 1 ) =
2| 1 Cagle Green/Navy 3 100 300
3| 2 Cantwell Green/Navy 18 60 1080
4 3 snell Green/Navy 24 50 1200 o
S | 4 Lunt Green/Navy 9 as 405
6 | 5 Rentel Green/Navy 3 67 201
7| 6 Kennedy Red/Navy 6 a8 288
N 7 Miller Green/Navy 9 49 441
9| 8 Zanitsch-Prentice  Green/Navy 6 52 312
10 9 Zanitsch-Prentice  Red/Navy 0 56 ]
11 10 Morrison Green/Navy 24 58 1392
12 11 Ritchie Blue/Grey 18 35 630
13 12 Ritchle Yellow/Grey 3 40 120
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 marquardt Blue/Grey 18 60 1080
18 17 Brian Green/Navy 4] 10 4]
19 18 Brian Blue/Grey 3 23 69
20 18 Cordova Green/Navy 6 25 150 -
M 4 b W Sheetl | Sheet2 ~Sheetd . Sheets . ¢ - j0Kd x | 0
Ready | 23 | | 100% (= v )
[ ]

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.

Top rows marked with Green I
fill with Green Dark Text {

- ~-= sample workbook visx - Microsoft Excel o/@ ®

n rome Intert Page Layout Formutas Data Revew View Developer o 0 o e B

| == & Calidn vigy = -_-_ m =r  General ~ HicConamionaiFormatting » Swinsen s X -« W N il
i it a2 B I U AAx EEEE- $S-% » PEromstasladke- % Detete 3]~ e el
o F | B ®-A- e - s 23 & Cet Stytes ~ Elformat = 2 Furer~ Select*

Chpboars  » ¥ cn(._‘. _.—‘_iaﬂlpfi.l Number Slzlex Cetlis Eaming
F1 - (= ﬁ_ Total Amount -
8 G H ' 1 =

=

Conditional Formatting of

12 Ritchie Yellow/Grey 3 top 10% rows

|14 13 Ritchie Green/Navy 6
fasi 14 cluxton Red/Navy 9
16 15 marguardt Green/Navy 12

17 16 marguardt Blue/Grey 18
‘ :Tg 17 Brian Green/Navy o
19 18 Brian Blue/Grey 3
|20 19 Cordova Green/Navy . 6 i v

H € > > Sheetl | Sheet2 ~Sheet3 Sheetd o0 il o ] 08|

Beacdy | 23 | Average:S508  Count: 31 Sum 36524 | S EI I 100% (—k ) o
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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.

[, - _ HWTM(“ .‘, & T A0 Sl
Home en Page Layoust Formidey Osta Hoview View Ceveloper o o o 8
A Cabiors -1 i e BF Generst - (i Conanonal Foemating =|  Jetnen - X - 9, ﬂ
da* B J U A EER W K- $ % i gt NOviete = = “"” Rt
: Afiohiight Celts . 5 P
J Gie O-A- iEiE 2 a2 —1.' Drormat = (2* pines~ Setea~
e s LIEELL L et ! L AL S -
F1 - Je | Total Amount e X I::J
== [ e—sias pej Ry = Gradtwent tm 1 -
i Colof Gl Trice 1 Ra] Retaten BE R
Green/Navy 3 100 § = =3 =
2 Cantwell Green/Navy 18 wi m Cotor Scabes * g ihaEl ik
3 Snell Groen/Navy 24 sl t:l t:] t:] -
4 Lunt Groen/Navy a asl 15| wonsens v Somanm
5 Rentel Green/Navy 3 o7l . 3|
6 Xennedy Red/Navy ° azll & tewhute EJ E’—J E’
7 Miller Green/Navy 9 a9l 5 Cueae utes . ¢ y £
8 Zanitseh-Prontico Green/Navy 6 S20 () ranage guter ﬁj E’ k—f
9 Zanitsch-Prentice Red/Navy o 56 o Bove Mudes
10 Morrison Green/Navy 24 sa I 1092
11 Ritchie Blue/Grey 18 s il 630 2
12 Ritchie Yellow/Grey 3 a0l 120 Applying data bar
13 Ritchie Green/Navy o 7 ) 450
14 cluxton Red/Navy “ sol | 720
15 marquardt Green/Navy 12 28] 80
16 marquardt Biue/Groy 18 L — Data Bar willappear
17 Drian Groon/Navy o 10 o
18 Brian Biue/Groy 3 2l 69
20 19 Cordova Green/Navy 3 sl 150 -l
M4 v W Sheatl | Sheet2 . Shaetd . Shaotd —¥J KR - v
Heagy | 73 | Artrogn $508  Cownti 33 Soew 36524 | UNECH B 100% [~ L) ()

Color Scales: It opens a palette with different 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.

(F3l™ I e ;;‘ T sample workbookadse - Macrosoft fxcel - P T o
Home thient Page Layot Farmutay Dats Review Wirw Devetoper a o o R
Cahbiy T v Wil SF 0 Genesl - Cflh Conamionsl Fotmatting =| Geetnsert + X « 9' ‘%
B s U- AN EEEA Sc% i *Octete = Fle -
G M- Ac R P adM Sk IWOON OB Rutes * Bromst« | 2+ foear= Suea
Shwboss font gt 1 _thmaer ! () fcem (T Y-
F1 v (= S Total Amount — X v v
] ' o T e e | . " ] i '
1 OrderiD Customer Lsstname  Color.  Quantity  Price | SET ' ‘
2 1 Cagle Greon/Navy 3 100
3 2 Cantwell Green/Navy 18 60 LR cororscaes o S ] |
4 3 Snell Green/Navy 24 SO == —— = -
s 4 tont Green/Navy ) 455 £ wonsets o e o 0|
s 5 Rentel Grean/Navy 3 67 |
7 6 Kennedy Red/Navy 6 as] 5 tew e . TG ST
s 7 Miller Green/Navy 9 49 D Cremr Rutes |
5 8 Zonitsch-Prentice  Greon/Navy 6 328 (5] ransoe utes Biys PRt
10 9 Zantseh-Prentice  Red/Navy ) 56
1 10 Morrison Green/Navy 24 S IS
12 11 Ritchie Dlue/Grey 18 2% 630
13 12 Ritchie Yellow/Grey 3 w‘ App'ying color scales
14 13 Ritchie Green/Navy 6 75 450
15 14 cluxton Red/Navy 2 20 720
16 15 marquardt Groen/Navy 12 70 240
17 16 marquardt Blue/Grey 18 00 1080 Colored cells as per
18 17 Brian Green/Navy ] 10
19 18 Brian Blue/Grey 3 nr
20 19 Cordova Green/Navy 6 25 -
7 > Wi Sheati'| Sheet2 . Sheerd  Sheetd ¥5 E 0 i . I ]
Reaoy | g | Avenge 5500 Counti 31 Sumx 16334 ,‘(m_uﬁ_l 100% L;) . (+
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e 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.
(Z 2 - * sample workbookadsx - Microsolt Bxcel [T
n Mome Insent Page Layout Formulag Dat» Fenew View Dreeloper o 0 o 23
| .;‘\ % Caties gy - W= - Sy Generst » L Conctonal Formatting +| Jwintet v X ¢ 'Ar ‘}.&
| l‘.ulc: < BRI W) BT |8 =1 Hiohtght Cells Rudes > ocs = W ',{‘u.'. rind &
™ ¢ Z-8-A- EE B wa i 0 Bromats| 2o Foes cois
pboard 7 | romt . Al gnment > Numb-es : n’ Celts tating .
F1 - (" £ | Total Amount g Tonrmotem utes - —:l
A 8 c ) £ . " 1 ) =
1 OtdertD Customertastname  Color  Quantity  Price EJ fnta 8u» '
2 1 Cagle Green/Navy 3 1004 s "
3 2 Cantwell Green/Navy 18 60l o] cotor scates * | Diectional
4 3 Snell Green/Navy 24 501 " @ > & ¢ =9
s 4 Lunt Green/Navy E) asd ‘,3.] Koo Sets R PPN
6 5 Rentel Green/Navy 3 674
= 1 Dusplay an icon from the above
7 6 Kennedy Red/Navy 6 agy & tewRule L on 1t in each cel, Lach kon
8 7 Miller Green/Navy 9 494 %) Cew Butey . 9 d X vr.;'-"'xcne.| avabue in the cell
] 8 Zanitsch-Prentice  Green/Navy 6 s24 5] Mansge Bules Shapes
10 9 Zanitsch-Prentice  Red/Navy 0 56 0 [ ROR" oo
st o o IEEE | lsae  eoee
¥ 39 e n set opti
13 12 Ritchie Yellow/Grey 3 a0 Yoo
14 13 Ritchie Green/Navy 6 Indxaton
15 14 cluxton Red/Navy G000 4 x
16 15 marquardt Green/Navy - -
17 16 marquardt Blue/Grey
18 17 Brian Green/Navy 0
19 18 Brian Blue/Grey 3 ol el il
20 19 Cordova Green/Navy o ) ®PPXO ol all all
M a» ¥ Sheetl | Sheet2 . Sheetd - Sheatd vJ P PR u b 88
Reacy | 3 Average: 5503  Count X1 Sues 36524 | LU DD
= — —e — — ————— Mote Ryfes I

New Rule: It opens the New Formatting Rule dialog box, where you
define a custom conditional formatting rule to apply to the cell selection.

Clear Rules: It opens a continuation menu, where you can remove the
conditional formatting rules for the cell selection by clicking 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.

Manage Rules: It opens the Conditional Formatting Rules Manager dialog
box, where you edit 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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44. Excel — Creating Formulas

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 displayed 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.
For 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:

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

Example:

o =A1+A2 Adds the values in cells A1 and A2.
e Values or text

Example:

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

e Cell references (including named cells and ranges)
Example:

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

¢ Worksheet functions (such as SUMor AVERAGE)
Example:

o =SUM(A1:A12) Adds the values in the range A1:A12.
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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 to use when defining
the function’s arguments in the Function Arguments dialog box. See the below
screen shot.

nient Pape Layout Formutas L View Deveioper g 0 =
= » Coldel 1y o+ gl S General _.'; Conanional Formatting = ;*insert * - A( }}
= - * BJ7 U AL EES -_;lj' $ % » 35 Format as Tabile * I Deiete - _a 'I‘ X
"t L @A R P BA ) Cet Stytes - Biromit~ | 2 rane St
€4 v S sCatDe v
A 8 c D £ | ¥ G H i ) =
1
2 Sslary Calculator Formula Bar to write formula
3 No. Name Salary Amount Tax Tax Payable
i 1 Mare 2000 10%
S 2 Stave S0000 20%
6
7
8
9
10
11
12
13
14
15
16
17
18

15

Resultcellwhere formulais written

a 2
€ 4 % M| Sheetl Sheet2 = Sheet?  ©J ‘4 »
Reaty | ] 305 300N (- *

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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45. Excel — Copying Formulas

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 from 3 to 8 in the 9% row.

] ad - e T semple workbook sksx - Microsoft Bucel T e ) S
“ Home Insert Page Layout Formutas Data Review View Developer o 0 = 83
'S Caltort 1t ol o Genenl - e insea « - A
da- B J U AN EEWE OS-% 0 A #* Delete - zr‘ﬁ
¢ _ Styber Sonts& find &
J Be R d- iEiE - 3 3 . Sdformat s (2° yFimer~ Select~
Shpboard tre) O ety 15 tuinbet L i
S« | =SuUMm(B3:88) R
Al ] e | i i X i
1
2 4
3
-
5
-]
7
s
97 )
) 10
1 Formula bar showing formula
12
13
14 Drag this to right cells to copy formula with relative cell addressing
15
16
17
18
19
Zo -
W O» W] sheetl “Sheetd | Shoet (€5 g (30
Ready | &3 | |G B 100% (-) L +)
N —_t— _—_— — = — — — — —_ _
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After writing formula in the 9t 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.

e column C: =SUM(C3:C8)
e column D : =SUM(D3:D8)
e column E : =SUM(E3:ES8)
e column F : =SUM(F3:F8)
e column G : =SUM(G3:G8)

Zido=-~-|s  sample workbook xiex + Microseft Excel X
m Home Insent Fage Layout Formutas Oasta Review View Devetoper o 0 o o T
|
e X Calibel 11 o S General . A I Insent * E- A
| \ £ . {
[, % B 7 yu- A EESE@E s-% o dmDeees G- g‘f 'J‘}(
atte < B Wries o Sontl Fing &
- ¥ B A w2 I © [Elrommats 2 Fater~ Select s
Chupboara ~ rom - Ahgoment » Mumbat ° efly tdnng
4 1 ) x =
1 1
2| ; Jun-13 Total Sale
3 Part 100 208 200 180 245° 1229
4 Partiom 248 300 280 200 w‘
5 Part102 674 600 450 400 2974
6 Part 103 656 195 300 ESLY 2136
7 Part10s 180 300 295 328¢ 1688
8 Part 105 200 400 410 392 2238
9 Totstsale” & 19187 18as 1580
10
11 Formula bar showing formula
12
13
“ - - - - - .
15 Copied Formula with dragging using relative addressing
16
17
18
19
MO M Sheat]  Sheet2 | Sheet3 Y e Y PP S——— » []
Ready | T N &N j0om (= ¥ +
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46. Excel — Formula Reference

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 contained in C2, the formula result reflects new value automatically. If you
didn’t 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 formula, 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 current row and
column. By default, Excel creates relative cell references in formulas.

[FAIE™ B Rl = T sample woddooksdse - Microsoft Excel —— > [
“ Home insert Page Layout Foomudas Data Review View Developer < 0 o 8
'S Cabbny vl s General . e ingent - b A .
i3 B I U AN EEWA $-% “::J“ U Oetete + 3] (’.{‘I m"’?
¥ | B B-A iE e - - = [B)formsts  2* Famer~ Setect-
Choboare - Font - Ahgnment - Humber . Cetly tanng
89 - (& Sv  =SuMm(B3:88) >
| | 1 ) X r—j
o 1
2
3 1229
4 ‘ . aass
5 Part102 674 600 450 400 450 4000 2974
6 Partiod 656 195 300 350 320 s 2136
7 Part104 180 300 295 270 5 328 1688
5 Part105 200 400 410 435 392, 2238
5 Tota® 189" 1mis” asas” 1936\ 1880
| 10
11
12 Formula using relative references
13
14
15 Resultcell
16
17
18
19
20 -
M 4 b ¥ Sheotl Shoet2 | Sheet3 93 fl<l (30!
Reaoy | 2] | PSRN B 200% (= L) +)
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 reference uses
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two dollar signs in its address: one for the column letter and one for the row
number (for example, $A$5).

m Mome Encert Page Layout Formuia Data Review rew Developer > 0 o 23 23
| -‘*\ % Calbn - n. - ol S General - A S lnsert - x - 9? L"'&
;;a;: R B rg-iAs W 2% Styles o= |0 s;ne. Fino &
- 7 H- 1A ik e - b e 4 - ElFormat = 2~ fFater~ Select~-
Il Capooara o Font 4 Allgnment - Number - | Celts Esting )
D - (s I~ | =SDS2+50S3 b2
A 8 c £ F G H f g
|| 1 'OrdeniD Customer Lastname Color N Price  Yotal Amount
2 1 Cagle Green/Navy 100 300
| =N 2 Cantwell Green/Navy 60 1080
4 [Yotal 160 1380
s
(3
7
| : Formula absolute referencesto cell
10 $DS$2 and $DS3
I :; Resultcell where formulais written
13
13
15
|| 16
I 17
18
|| 19
20 -
W <> v Sheeti | Sheet2 . Sheet3 "S5 [T« 20
|| Reay | 23 {[EEEREE 100% (=) *

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).

3™ e e T sample workbookoatex - Microsoft Excel ~ L 2 i
n Yome Insert Page Lagout Formutss Oats Peven View Oevetoper o9 = &= =
== X Canon =11 - W o Genersl - A S insen -
A 2 .
p‘(J 3 B I U A A EEWBI- $-% » s':" % Detete - )~ ?,,{ ,‘}?
o - na &
Y | Bt A e - 3 =3 = | IB3rormatc 2~ Fiter+ Serect~
Crpbose > root - Algoment Numbes - J Cetis Ldating L
H3 . £ =SUM(BSI:GS3) v
A 8 c o 3 F 7o e b | ' 3 x '?
. -
2 PartNo. Jan-13  Feb-13 Mar-13 AN-13 May-13 Jun-13 Total
3 Part 100 204 200 180 70 230 243 € Result cell
4 Partiol 248 300 230 2 210 200" 1458
S Part 102 674 600 450 aso 400 2974
& Part103 656 195 300 350 320 3151 2136
7 Partioa 180 300 295 270 318 328 1688
|| 8 Partios 200 300 410 435 401 3923 2238
| 9 Towlsale” 21627  1998” 19157  amas” 926" 1880
M 10
11
y :: Formula with mixed reference (relative to columns
14 and absolute references to row 3)
15
16
17
18
19
20 -~
4 b M Sheetl Sheet2 | Sheet3 3 e [ 50
Ready | 3] |[GRI SR 200% (- +)
-
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47. Excel — Using Functions

Functions in Formula

Many formulas you create use available worksheet functions. These 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 calculate the Logarithm or Sin ratio. You can’t do
this complicated calculation by using the mathematical operators alone.

Using Functions

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

n—— - —
(2] dm- -5 I Cample workbookadsx -+ Miccosoft bxcel o 2],
n Home Insent Page Layout Formulas Data Review View Developer a@Qoagd
--\ Py - - 5 = - aneca . A ~ Irite ¥ - /\ Fa
= B 7 U AN ETEE S $ ’ - 10 %) .
Paste S S 3 Stytes 1 14 Find &
. y ' A i=E ¥ ~ v 2 A & € Select”
Clpboard . font Alignment Number Cells fotng
SUM v " XV L M v

» || Returns lr;eiuri;ln:pc-\ebon of an item in an atray that matches a—‘pc{:{w

12
13
14
15
16
17
18
19
20 -
MOV W] Sheetl  Shest2 | Sheet3 . T3 i« &0
Lot | 2] | (0 T3 80 200

Typing M will show number of functions starting withM

Suppose you need to determine the largest value in a range. A formula can't tell
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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@d9- = _ sample workbookadsx - Microsoft Excel e ) ]
‘n Home Insent Page Layout Formulas Data Reaew View Developer @ 0 oo B
—'-’J 5 Catdn . u. : = = j General A ,E"In-.tn . ,r l}}
— - B I U AAx EEXE $-% % Delete - j g
1 Paste TSt Stybes . Sort & Find &
- J B 2aAr =R P b P « | iE)formatc | (Z2* Fimer~ Select=
’:,f":'"f . Form - Aligne ment .'7.“.rlr.¢1 _:_:.1». »[ Sting
; 810 o L] -MAX(83 as) v
| g T T
| -~
W 2
' 2 , i 13 Apr-13 May-13  Jun-13 Total Sale
| i€ Part 100 204 200 180 170 230 45 129
4 Part101 248 300 220 210 2000 1458
’ 5 Part102 674 600 400 450 4000 2974
|| 6 Part103 656 195 350 320 3150 A3
7 Part104 180 300 270 315 328) 1688
’ a Part 105 200 400 435 401 3920 2238
f m‘msud@n 600 438" a0’ 400
11 Minimum Sold Part 180 195" 7" 200 200
12 ®
13
14 Max functionis used in Formula Bar
15
Il 16
17
18
19
20 .
W v Wi Sheetl “Sheet2 | Sheet3 €3 ]« 20
Ready | ] | :"m.am 100% (-} ;’_

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")

Frall= o e sample workbookxdsx - Microsoft Excel - o (50 S
Fide Home Insert Page Layout Formuias Data Review View Developer o 6 o a2
—:‘j 5 ] c:-u; - - u. - : ; ; g. Gsentu:, '- A 'j;:lnseﬂ ~. E - ,}r l}&

Paste = u A A EONR 2 Stytes | Do E Sort & Find &
- 7 H-1 A iEE »- s 22 - Bl Format~ (2 Futer~ Select -
.Choovau: - Font — E —vq"\-(n = Jun brr Cells Editing —
B12 - = -IF(89>1900 “Yes","No") &
A e [= D £ £ G H 1 3 =
5 :

: 2 PartNo. Jan-13  Feb-13 Mar13  Apr-13  May-13  Jun-13 Total Sale
3 Part100 204 200 180 170 230 245 1229

| 4 part101 248 300 280 220 210 200 1458

|| 5 Part102 674 600 450 400 aso 400/ 2574

| 6 Parti03 656 195 300 350 320 315 2136

I 7 part10a 180 300 295 270 315 3281 1688

| & partios 200 400 410 a3s 401 392/ 2238
9 TotalSale’ T 21627 19957 19157 1845”1926 1ss0

10 Maximum Sold Part 674 600 as0” a3s” aso” 400
11 Minimum Sold Part ~ 180" 195" 120" 170" 210" 200

\ Vu‘;GoodlBod Yes Yes No Yes No

)23 -

|14

15
16
17
18
: 19
| B - : =
M ¢ » M| Sheatl - Sheet2 | Sheet3 93 oK » [
il Resay | T3 | |feBlgaam  100% (= A
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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 arguments. Depending on what it has to do, a
function may use.

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

Optional arguments
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48. Excel — Built-in Functions

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.

P4 B RS sample workbookxiox - Microsoft Excel P NI -
n Home inten Page Luyout Fotmutay Data Review View Developer P 7 RN
fl’ X AtoSum R Logieat ~ i A-:)l L Detine Mame -:f-: Tiace Precedents & (’:?? 3
S» Recentty Used » [A Text » o . fi w2 Trace Dependents ¥ T
nsent Name Waten  Calcuistion
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Functions by Categories

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

¢ Text Functions

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

o 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.

o CONCATENATE: Joins together two or more text strings.
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LEFT: Returns a specified number of characters from the start of a
supplied text string.

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

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

LEN: Returns the length of a supplied text string.

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

e« Date & Time

O

@)

DATE: Returns a date, from a user-supplied year, month and day.

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

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

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

NOW: Returns the current date & time.
TODAY: Returns today's date.

« Statistical

e}

MAX: Returns the largest value from a list of supplied numbers.
MIN: Returns the smallest value from a list of supplied numbers.
AVERAGE: Returns the Average of a list of supplied numbers.

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

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

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

o Logical

O

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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o 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).

e Math & Trig

o ABS: Returns the absolute value (i.e. the modulus) of a supplied
number.

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

o MOD: Returns the remainder from a division between two supplied
numbers.
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49. Excel — Data Filtering

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.

e Place a cursor on the Header Row.

e Choose Data Tab » Filter to set filter.
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) Al -Zror-md‘)rrj: - '.:jl! :'.7!-‘171 o | [tl;_):-i\::‘:“'_. P—— Outhine al
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e Click the drop-down arrow in the Area Row Header and remove the check
mark from Select All, which unselects everything.

e 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.

e There is drop-down arrow in the Area column now shows a different
graphic — an icon that indicates the column is filtered.
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Using Multiple Filters

You can filter the 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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50. Excel — 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.
e Select the Column by which you want to sort data.

e Choose Data Tab » Sort Below dialog appears.
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o 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.

e You can Sort based on the below Conditions.
o Values: Alphabetically or numerically.
o Cell Color: Based on Color of Cell.

o Font Color: Based on Font color.
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o Cell Icon: Based on Cell Icon.

'@!ﬂt)v@-:c sample workbookadsx - Miccosoft Excel
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¢ 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. Excel — 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 desighate a range address by specifying
its upper-left cell address and its lower-right cell address, separated by a colon

Example of Ranges:
e C24: A range that consists of a single cell.
e A1:B1l: Two cells that occupy one row and two columns.
e A1:A100: 100 cells in column A.

e A1:D4: 16 cells (four rows by four columns).

Selecting Ranges

You can select a range in several ways:

e 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.

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

e Press F8 and then move the cell pointer with the navigation keys to
highlight the range. Press F8 again to return the navigation keys to
normal movement.

e 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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Selecting 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:

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

To select multiple 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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52. Excel — Data Validation

Data Validation

MS Excel data validation feature allows you to set up certain rules that dictate
what can be entered into a cell. For example, you may want to limit data entry
in a particular cell to whole numbers between 0 and 10. If the user makes an
invalid entry, you can display a custom message as shown below.
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Validation Ciriteria

To specify the type of data allowable in a cell or range, follow the steps below,
which shows all the three tabs of the Data Validation dialog box.

e Select the cell or range.

e Choose Data » Data Tools » Data Validation. Excel displays its Data
Validation dialog box having 3 tabs settings, Input Message and Error
alert.
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Settings Tab

Here you can set the type of validation you need. Choose an option from the
Allow drop-down list. The contents of the Data Validation dialog box will change,
displaying controls based on your choice.

Any Value: Selecting this option removes any existing data validation.

Whole Number: The user must enter a whole number. For example, you
can specify that the entry must be a whole number greater than or equal
to 50.

Decimal: The user must enter a nhumber. For example, you can specify
that the entry must be greater than or equal to 10 and less than or equal
to 20.

List: The user must choose from a list of entries you provide. You will
create drop-down list with this validation. You have to give input ranges
then those values will appear in the drop-down.

Date: The user must enter a date. You specify a valid date range from
choices in the Data drop-down list. For example, you can specify that the
entered data must be greater than or equal to January 1, 2013, and less
than or equal to December 31, 2013.

Time: The user must enter a time. You specify a valid time range from
choices in the Data drop-down list. For example, you can specify that the
entered data must be later than 12:00 p.m.

Text Length: The length of the data (number of characters) is limited.
You specify a valid length by using the Data drop-down list. For example,
you can specify that the length of the entered data be 1 (a single
alphanumeric character).

Custom: To use this option, you must supply a logical formula that
determines the validity of the user’s entry (a logical formula returns either
TRUE or FALSE).
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Input Message Tab

You can set the input help message with this tab. Fill the title and Input message
of the Input message tab and the input message will appear when the cell is
selected.
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Error Alert Tab

Excel 2010

You can specify an error message with this tab. Fill the title and error message.
Select the style of the error as stop, warning or Information as per you need.
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53. Excel — Using Styles

Using Styles in MS Excel

With MS Excel 2010 Named styles make it very easy to apply a set of
predefined formatting options to a cell or range. It saves time as well as makes
sure that look of the cells are consistent.

A Style can consist of settings for up to six different attributes:
e Number format
e Font (type, size, and color)
¢ Alignment (vertical and horizontal)
e Borders
e Pattern
e Protection (locked and hidden)

Now, let us see how styles are helpful. Suppose that you apply a particular style
to some twenty cells scattered throughout your worksheet. Later, you realize
that these cells should have a font size of 12 pt. rather than 14 pt. Rather than
changing each cell, simply edit the style. All cells with that particular style
change automatically.

Applying Styles

Choose Home » Styles » Cell Styles. Note that this display is a live preview,
that is, as you move your mouse over the style choices, the selected cell or
range temporarily displays the style. When you see a style you like, click it to
apply the style to the selection.
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Selectcellstyle
from Home Tab
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Creating Custom Style in MS Excel

We can create new custom style in Excel 2010.To create a new style, follow
these steps:

e Select a cell and click on Cell styles from Home Tab.
e Click on New Cell Style and give style name.

e Click on Format to apply formatting to the cell.
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e After applying formatting click on OK. This will add new style in the styles.
You can view it on Home » Styles.
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54. Excel — Using Themes

Using Themes in MS Excel

To help users create more professional-looking documents, MS Excel has
incorporated a concept known as document themes. By using themes, it is easy
to specify the colors, fonts, and a variety of graphic effects in a document. And
best of all, changing the entire look of your document is a breeze. A few mouse
clicks is all it takes to apply a different theme and change the look of your
workbook.

Applying Themes

Choose Page layout Tab » Themes Dropdown. Note that this display is a live
preview, that is, as you move your mouse over the Theme, it temporarily
displays the theme effect. When you see a style you like, click it to apply the
style to the selection.

Creating Custom Theme in MS Excel

We can create new custom Theme in Excel 2010. To create a new style, follow
these steps:

e C(Click on the save current theme option under Theme in Page Layout
Tab.

e This will save the current theme to office folder.

e You can browse the theme later to load the theme.
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55. Excel — Using Templates

Using Templates in MS Excel

Template is essentially a model that serves as the basis for something. An Excel
template is a workbook that’s used to create other workbooks.

Viewing Available Templates

To view the Excel templates, choose File » New to display the available
templates screen in Backstage View. You can select a template stored on your
hard drive, or a template from Microsoft Office Online. If you choose a template
from Microsoft Office Online, you must be connected to the Internet to download
it. The Office Online Templates section contains a number of icons, which
represents various categories of templates. Click an icon, and you’ll see the
available templates. When you select a template thumbnail, you can see a
preview in the right panel.
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On-line Templates

These template data is available online at the Microsoft server. When you select
the template and click on it, it will download the template data from Microsoft
server and opens it as shown below.
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56. Excel — Using Macros

Macros in MS Excel

Macros enable you to automate almost any task that you can undertake in Excel
2010. By using macro recorder from View Tab » Macro Dropdown to record
tasks that you perform routinely, you not only speed up the procedure
considerably but you are assured that each step in a task is carried out the same
way each and every time you perform a task.

To view macros choose View Tab » Macro dropdown.
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Wonbook Viewy . SO . _] ew Maooy
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A n s D £ F G M B2 Lte Reistive Reterences
1
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4 1 Mare 2000 10% ViewTab
S e [y
6
7
8
9 Macro dropdown to view
:': macro and record macro
12
13
14
15
16
17
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20 -
W sheet) Sheat2 TTShewtd “Shewed V5 0K 30!
W ene | 18U 190% (=) (+) ]
E = ————
Macro Options

View tab contains a Macros command button to which a dropdown menu
containing the following three options.

¢ View Macros: Opens the Macro dialog box where you can select a macro
to run or edit.

¢ Record Macro: Opens the Record Macro dialog box where you define the
settings for your new macro and then start the macro recorder; this is the
same as clicking the Record Macro button on the Status bar.

e Use Relative References: Uses relative cell addresses when recording a
macro, making the macro more versatile by enabling you to run it in areas
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of a worksheet other than the ones originally used in the macro’s
recording.

Creating Macros

You can create macros in one of two ways:

Use MS Excel’s macro recorder to record your actions as you undertake
them in a worksheet.

Enter the instructions that you want to be followed in a VBA code in the
Visual Basic Editor.

Now let's create a simple macro that will automate the task of making cell
content Bold and apply cell color.

e Choose View Tab » Macro dropdown.
e Click on Record Macro as below.
({} o % sample workbookadsx - Microsoft Excel = @) &
m Mome Insert Page Layout Formutss Data Renew o Oeveloper Foxnt Reader POF & O = o 82
i 5| & Page Break Preview i ‘ L T HNewWindow =3 1) — ‘_1 —
""" - I.J Custom Views - \ - = = Atrange Al ™~ -I:J 351 3
Normall Page ho Zoom 100% ZToomte Ssve Switeh Macros
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’ s . | 50000 ol
| A 8 (s D E e F G H ! J X ':{
1 Record Macro 12 S|
3 No. Hhas e
% ' Test Marh
' 5 'Q‘am‘.ﬁ_-tr:
6 Culs
7 Store madro n:
8 This Weekbook Z |
3 Qescription:
10
11
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13 — .
14 Lo ]| conce
15 \
16
17
18
19
20 w
| M €V W] sheetl Sheet2 Sheet3 . Sheetd . ©J fleL - 0
| Reacr |22 | o I R B0 e— x
e« Now Macro recording will start.
e Do the steps of action, which you want to perform repeatedly. Macro will
record those steps.
e You can stop the macro recording once done with all steps.
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Edit Macro

You can edit the created Macro at any time. Editing macro will take you to the
VBA programming editor.
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57. Excel — Adding Graphics

Graphic Objects in MS Excel

MS Excel supports various types of graphic objects like Shapes gallery,
SmartArt, Text Box, and WordArt available on the Insert tab of the Ribbon.
Graphics are available in the Insert Tab. See the screenshots below for various
available graphics in MS Excel 2010.
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Resty | 2] | DD 300 (=) +
Insert Shape

e Choose Insert Tab » Shapes dropdown.
e Select the shape you want to insert. Click on shape to insert it.

e To edit the inserted shape just drag the shape with the mouse. Shape will
adjust the shape.
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Insert Smart Art

Choose Insert Tab » SmartArt.

Clicking SmartArt will open the SmartArt dialogue as shown below in the
screen-shot. Choose from the list of available smartArts.

Click on SmartArt to Insert it in the worksheet.
Edit the SmartArt as per your need.
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Insert Clip Art

Excel 2010

e Choose Insert Tab » Clip Art.

e Clicking Clip Art will open the search box as shown in the below screen-

shot. Choose from the list of available Clip Arts.
e Click on Clip Art to Insert it in the worksheet.
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Insert Word Art

e Choose Insert Tab » WordArt.
e Select the style of WordArt, which you like and click it to enter a text in it.

v g .
CA0” B R Lample workbach st - Maroveh cel R
n e e Pogr Limpont P crmsan D Lewen ew Deveiagar fetinsteir o @ o@D
] 4 05 R e R lme - ol “ i A “ 4 o |
| Ge B — ™ ta .
- anan -
| Bestten b ) L ow A Mperes  Ted  Hes d A
{ MW " - 2w 0 Bon & Pec AW tan, ten 2 Outine - Bashganent /\
- Ter TP — - -
H - ”
4« L ) A\
“ J ) ! i L N o » Q - Y

: A
. Tutorialspoint.com A'A A
g ia oA
s T A

1 Inserted ClipArt

O W Sheetl Dt D) et et | shems B )
E’.‘.:g
- - ——

141

) tutorialspoint

SIMPLYEASYLEARMNINIG



58. Excel — Cross Referencing

Graphic Objects in MS Excel

When you have information spread across several different spreadsheets, it can
seem a daunting task to bring all these different sets of data together into one
meaningful list or table. This is where the Vlookup function comes into its own.

VLOOKUP
VlookUp searches for a value vertically down for the lookup table.
VLOOKUP(lookup_value,table_array,col_index_num,range_lookup) has 4

parameters as below.

e lookup_value: It is the user input. This is the value that the function
uses to search on.

o« The table_array: It is the area of cells in which the table is located. This
includes not only the column being searched on, but the data columns for
which you are going to get the values that you need.

e Col_index_num: It is the column of data that contains the answer that
you want.

e Range_lookup: It is a TRUE or FALSE value. When set to TRUE, the
lookup function gives the closest match to the lookup_value without going
over the lookup_value. When set to FALSE, an exact match must be found
to the lookup_value or the function will return #N/A. Note, this requires
that the column containing the lookup_value be formatted in ascending
order.

VLOOKUP Example

Let's look at a very simple example of cross-referencing two spreadsheets. Each
spreadsheet contains information about the same group of people. The first
spreadsheet has their dates of birth, and the second shows their favorite color.
How do we build a list showing the person's name, their date of birth and their
favorite color? VLOOOKUP will help in this case. First of all, let us see data in
both the sheets.

This is data in the first sheet.
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Now for finding the respective favorite color for that person from another sheet
we need to vlookup the data. First argument to the VLOOKUP is lookup value (In
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this case it is person name). Second argument is the table array, which is table
in the second sheet from B2 to C11. Third argument to VLOOKUP is Column
index num, which is the answer we are looking for. In this case, it is 2 the color
column number is 2. The fourth argument is True returning partial match or
false returning exact match. After applying VLOOKUP formula it will calculate the

color and the results are displayed as below.
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As you can see in the above screen-shot that results of VLOOKUP has searched
for color in the second sheet table. It has returned #N/A in case where match is
not found. In this case, Andy's data is not present in the second sheet so it

returned #N/A.
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59. Excel — Printing Worksheets

Quick Print

If you want to print a copy of a worksheet with no layout adjustment, use the
Quick Print option. There are two ways in which we can use this option.

e Choose File » Print (which displays the Print pane), and then click the
Print button.

e Press Ctrl+P and then click the Print button (or press Enter).
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Adjusting Common Page Setup Settings

You can adjust the print settings available in the Page setup dialogue in different
ways as discussed below. Page setup options include Page orientation, Page
Size, Page Margins, etc.

e The Print screen in Backstage View, displayed when you choose File »
Print.

e The Page Layout tab of the Ribbon.
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Choosing Your Printer

To switch to a different printer, choose File » Printand use the drop-down
control in the Printer section to select any other installed printer.
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b e
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Specifying What You Want to Print

Sometimes you may want to print only a part of the worksheet rather than the
entire active area. Choose File » Printand use the controls in the Settings
section to specify what to print.

e Active Sheets: Prints the active sheet or sheets that you selected.
o Entire Workbook: Prints the entire workbook, including chart sheets.

o Selection: Prints only the range that you selected before choosing File »
Print.

——— e —
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60. Excel — Email Workbooks

Email Workbook

MS Excel allows you to email the workbook very easily. To email the workbook
to anyone, follow the below mentioned steps.

e Choose File » Save and Send. It basically saves the document first and
then the emails.
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Save & Send Send Using E-mail -
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| Recem L1 swewsween Click to send via email
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File Types
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e Click on Send using E-mail if your email system is configured. MS Outlook
will open with the file as attachment in the New Email Window. You can

send mail this workbook to anyone with valid email address.
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61. Excel — Translate Worksheet

Translate Worksheet

You can translate the text written in a different language, such as phrases or
paragraphs, individual words (by using the Mini Translator), or translate your
whole file with MS Excel 2010.

Translation is available in the review tab of the ribbon in MS Excel 2010. You can
quickly translate cell into different language with this option.

Performing Translation Step By Step

e Select the content, which you want to translate to a different language.

e Choose review tab » translation.

o It will open the pane from which you can select the language to which you
need to translate.

e You need to have an internet connection for performing translation. It will
translate using the Microsoft Translator.

e Click on Insert to apply translation changes.
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62. Excel - Workbook Security

Workbook Security

We can apply security to the workbook by the concept of protection available in
the Review Tab of ribbon. MS Excel's protection-related features fall into three
categories.

« Worksheet protection: Protecting a worksheet from being modified, or
restricting the modifications to certain users.

« Workbook protection: Protecting a workbook from having sheets
inserted or deleted, and also requiring the use of password to open the
workbook.

Protect Worksheet

You may want to protect a worksheet for a variety of reasons. One reason is to
prevent yourself or others from accidentally deleting the formulas or other
critical data. A common scenario is to protect a worksheet, so that the data can
be changed, but the formulas can’t be changed.

To protect a worksheet, choose Review » Changes group >»Protect
Sheet. Excel displays the Protect Sheet dialog box. Note that providing a
password is optional. If you enter a password, that password will be required to
unprotect the worksheet. You can select various options in which the sheet
should be protected. Suppose we checked Format Cells option then Excel will not
allow to format cells.
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When somebody tries to format the cells, he or she will get the error as shown in
the screenshot below.

To

' 2id - ] » B sample workbookadex « Mcrosoft Excel
n Home inten Pege Lyt formaisy Data Perew VItw Covrloper Fout Repder PON ‘ 0 » 3
WO 3 - o ) Ay Unorotect Sheet g]-'w.'u' and Shate Workdook
] 1 LJ Q'h “J "] 2 Show Al Commenty 0: Motet Workbook &
Retearch Thetaumut  Trandiste '
*d » Show ink & Share Werkboot ) Track Changes *
. L =066 “|
A B c 0 £ F G M I ) :1
1 Ordedd Customer Lastname m Quantity  Frice  Totsl Amount g '
|2 1 Cagle Groen/Navy 3 100 300 |
3 2 Cantwell Green/Navy 18 60 1080

Greea/Navy 24 S0 1200
NN w——

| 14 Error when someonetries to modify sheet

2 ! |
[ » Sheet? . Sheetd Cheetd Ceets Sheetts Sheet? vJ ‘ »

i = DN 100w (= B Ol

unprotect a protected sheet, choose Review »>» Changes group >

Unprotect Sheet. If the sheet was protected with a password, you're prompted
to enter that password.

Protecting a Workbook

Excel provides three ways to protect a workbook.

e Requires a password to open the workbook.

e Prevents the users from adding sheets, deleting sheets, hiding sheets,
and unhiding sheets.

e Prevents users from changing the size or position of windows.
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Requiring a Password to Open a Workbook

Excel 2010

Excel lets you save a workbook with a password. After doing so, whoever tries to
open the workbook, must enter the password. To add a password to a

workbook, follow these steps.

e Choose File » Info » Protect Workbook » Encrypt With Password.

Excel displays the Encrypt Document dialog box.
e Type a password and click OK.
e Type the password again and click OK.

e Save the workbook.
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To remove a password from a workbook, repeat the same procedure. In Step 2,

however, delete the existing password symbols.
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Protecting Workbook’s Structure and Windows

To prevent others (or yourself) from performing certain actions in a workbook,
you can protect the workbook’s structure and windows. When a workbook’s
structure and windows are protected, the user may not Add a sheet, Delete a
sheet, Hide a sheet, unhide a sheet, etc., and may not be allowed to change the
size or position of a workbook’s windows respectively.

To protect a worksheet’s structure and windows, follow the below mentioned
steps.

e Choose Review » Changes group » Protect Workbook to display the
Protect Workbook dialog box.

e In the Protect Workbook dialog box, select the Structure check box and
Windows check box.

e (Optional) Enter a password.

e Click OK.
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63. Excel — Data Tables

Data Tables

In Excel, a Data Table is a way to see different results by altering an input cell in
your formula. Data tables are available in Data Tab » What-If analysis
dropdown » Data table in MS Excel.
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Data Table with Example

Now, let us see data table concept with an example. Suppose you have the Price
and quantity of many values. Also, you have the discount for that as third
variable for calculating the Net Price. You can keep the Net Price value in the
organized table format with the help of the data table. Your Price runs
horizontally to the right while quantity runs vertically down. We are using a
formula to calculate the Net Price as Price multiplied by Quantity minus total
discount (Quantity * Discount for each quantity).

155

) tutorialspoint

SIMPLYEASYLEARMNINIG



Excel 2010

Oata | Revew View DOnwicper FomtResdersOd o @ o & 8

Mome
2 o3 Connectiom | 3 & Ces :'_'J - 2l Osta vatidaton = @ Group +  ¥3
é'ﬂ N ot 2 m ‘! G Beanpy - a (B Consoncate & Ungreup = 3
Get Dternal Retresh £l Sea fites Testto Remove &
Data® | Aye " lon Y Asdeseced  Conamns Duphcates 22 Whatat Anaysia « - ] sovtoent
Connecsny ot & Fiter Oata Toon Outhvie
87 (R4*(1-85)) e
4 A o] ¢ ¥ G H ! 3 3 =
l rialss "'. ‘\;.T w1 |“-
2 |
3 Price
4 Quantity « Netvalueformula '
< |
5 Discount 10 |
e
{54 .
Is ,
o "
: qQ [
51
n |
L)
15 i
16 Net Value cell
17
18
= L
L2 . i >
W40 N Sheet) | Sheest | Sheets | Shaeté | Sheet? ~Seeth . %3 1141 e 20
sy | T | . - =T R Ot —O |

Now, for creation of data table, select the range of data table. Choose Data Tab
» What-If analysis dropdown » Data table. It will give you dialogue asking
for Input row and Input Column. Give the Input row as Price cell (In this case
cell B3) and Input column as quantity cell (In this case cell B4). Please see the

below screen-shot.
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Clicking OK will generate data table as shown in the below screen-shot. It will
generate the table formula. You can change the price horizontally or quantity
vertically to see the change in the Net Price.
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64. Excel — Pivot Tables

Pivot Tables

A pivot table is essentially a dynamic summary report generated from a
database. The database can reside in a worksheet (in the form of a table) or in
an external data file. A pivot table can help transform endless rows and columns
of numbers into a meaningful presentation of the data. Pivot tables are very
powerful tool for summarized analysis of the data.

Pivot tables are available under Insert tab »
PivotTable.

PivotTable dropdown »

Pivot Table Example

Now, let us see Pivot table with the help of example. Suppose you have huge
data of voters and you want to see the summarized data of voter Information
per party, then you can use the Pivot table for it. Choose Insert tab » Pivot
Table to insert pivot table. MS Excel selects the data of the table. You can select
the pivot table location as existing sheet or new sheet.

AGE LAST YEARS BALLOT
[ 1 VOTER ~|PARTY +/PRECINCT */GROUP * VOTED = 'REG '+ STATUS =/
3984 5144 DEMOCRAT 21441-50 08/2006 2 PERM
3385 5145 DEMOCRAT 2818 41.50  06/2006 2 PERM
3986 5146/ DEMOCRAT 2417.71 4 04/ 2006 2 PERM
3987 5147 DECUNED Creste PrvotTebie’ 0 N X
3983 5149, DEMOCRAT ————— — —_ .
3989 $150 DEMOCRAT | Choose the data Tt you mant 1 arwlyze
3930  5151|DECUNED ® Sedoct & Table or range 2 -
3991  5152/DECUNED Table Farge:  ERIEYRITRAEE ) |
3952 5153 DEMOCRAT (e on exteral data sorce
3993 5154 DEMOCRAT
3994 5155 DEMOCRAY Cormecton name .
3955 5156 DEMOCRAT | Chaose where you wint the PvolTable report 1o be placed Pivotta selected ange
) 5157 DEMOCRAT @ thew Worksheet l
3997 5158 DECUNED Lustrg Worksheet
3998 5159, REPUBLICAN Locaton: ~
3999 5160 DEMOCRAT : {
4000 $163 DEMOCRAT )
2001 5162 DEMOCRAT : . -
M b M Voters . Sheet) | €3 et

| B @ae
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Excel 2010

This will generate the Pivot table pane as shown below. You have various options

available in the Pivot table pane. You can select fields for the generated pivot
table.

T dW- o peroltable_cxample.ss (Compatitiny Mode] - Mcrosoh (ace W [ L o

1 Pageloyont Formuls: Data fevew View Developer Foult Reader POF Optiond Dessgn =] 0 v B8

BN G apes b Acuner M) % Al L & Q
— . u s b v 251 i N
B - T - deew "
Al - i v
A 8 c [ £ F G | H Tl potTatleFleld st~ v X
1 -
2 Choose fekds & 884 & repcrt: -
3 | VOTER
4 r PARTY
s PRECOKCT
6 AGE ROLS
= LASTVOTED
A Vot
8 BALOTSTATUS
9 .
w n |Drop Value Fields Here
il 4
12 Q
; Orag fekds betwoen oreas below:
13 - v Report Piter ) Coluen Labels
14
35
16 \
17 T L RowLabes E Vel
18 . o
1 Pivottablestructure Pivottable Pane
20 ' Defer Layout Update
Hearm Shgvll Voters Sheetl *J JL *Pl |
Reaty | 3 B 00w (- +

e Column labels: A field that has a column orientation in the pivot table.
Each item in the field occupies a column.

o Report Filter: You can set the filter for the report as year, then data gets
filtered as per the year.

« Row labels: A field that has a row orientation in the pivot table. Each
item in the field occupies a row.

e« Values area: The cells in a pivot table that contain the summary data.
Excel offers several ways to summarize the data (sum, average, count,
and so on).
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After giving input fields to the pivot table, it generates the pivot table with the

data as shown below.
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65. Excel — Simple Charts

Charts

A chart is a visual representation of numeric values. Charts (also known as
graphs) have been an integral part of spreadsheets. Charts generated by early
spreadsheet products were quite crude, but thy have improved significantly over
the years. Excel provides you with the tools to create a wide variety of highly
customizable charts. Displaying data in a well-conceived chart can make your
numbers more understandable. Because a chart presents a picture, charts are
particularly useful for summarizing a series of numbers and their
interrelationships.

Types of Charts

There are various chart types available in MS Excel as shown in the below
screen-shot.
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e Column: Column chart shows data changes over a period of time or
illustrates comparisons among items.

o Bar: A bar chart illustrates comparisons among individual items.

e Pie: A pie chart shows the size of items that make up a data series,
proportional to the sum of the items. It always shows only one data series
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and is useful when you want to emphasize a significant element in the
data.

Line: A line chart shows trends in data at equal intervals.
Area: An area chart emphasizes the magnitude of change over time.

X Y Scatter: An xy (scatter) chart shows the relationships among the
numeric values in several data series, or plots two groups of nhumbers as
one series of xy coordinates.

Stock: This chart type is most often used for stock price data, but can
also be used for scientific data (for example, to indicate temperature
changes).

Surface: A surface chart is useful when you want to find the optimum
combinations between two sets of data. As in a topographic map, colors
and patterns indicate areas that are in the same range of values.

Doughnut: Like a pie chart, a doughnut chart shows the relationship of
parts to a whole; however, it can contain more than one data series.

Bubble: Data that is arranged in columns on a worksheet, so that x
values are listed in the first column and corresponding y values and
bubble size values are listed in adjacent columns, can be plotted in a
bubble chart.

Radar: A radar chart compares the aggregate values of a humber of data
series.
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Creating Chart

To create charts for the data by below mentioned steps.

Select the data for which you want to create the chart.

Choose Insert Tab » Select the chart or click on the Chart group to
see various chart types.

Select the chart of your choice and click OK to generate the chart.
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Editing Chart

You can edit the chart at any time after you have created it.

You can select the different data for chart input with Right click on chart

[ )

» Select data. Selecting new data will generate the chart as per the new
data, as shown in the below screen-shot.
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e You can change the X axis of the chart by giving different inputs to X-axis

of chart.

e You can change the Y axis of chart by giving different inputs to Y-axis of

chart.
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66. Excel — Pivot Charts

Pivot Charts

A pivot chart is a graphical representation of a data summary, displayed in a
pivot table. A pivot chart is always based on a pivot table. Although Excel lets
you create a pivot table and a pivot chart at the same time, you can't create a
pivot chart without a pivot table. All Excel charting features are available in a
pivot chart.

Pivot charts are available under Insert tab » PivotTable dropdown »
PivotChart.

Pivot Chart Example

Now, let us see Pivot table with the help of an example. Suppose you have huge
data of voters and you want to see the summarized view of the data of voter
Information per party in the form of charts, then you can use the Pivot chart for
it. Choose Insert tab » Pivot Chart to insert the pivot table.
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MS Excel selects the data of the table. You can select the pivot chart location as
an existing sheet or a new sheet. Pivot chart depends on automatically created
pivot table by the MS Excel. You can generate the pivot chart in the below
screen-shot.
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67. Excel — Keyboard Shortcuts

MS Excel Keyboard Short-cuts

MS Excel offers many keyboard short-cuts. If you are familiar with windows
operating system, you should be aware of most of them. Below is the list of all
the major shortcut keys in Microsoft Excel.

Ctrl + A : Selects all contents of the worksheet.

Ctrl + B : Bold highlighted selection.

Ctrl + I : Italicizes the highlighted selection.

Ctrl + K : Inserts link.

Ctrl + U : Underlines the highlighted selection.

Ctrl + 1 : Changes the format of selected cells.

Ctrl + 5 : Strikethrough the highlighted selection.

Ctrl + P : Brings up the print dialog box to begin printing.
Ctrl + Z : Undo last action.

Ctrl + F3 : Opens Excel Name Manager.

Ctrl + F9: Minimizes the current window.

Ctrl + F10 : Maximizes the currently selected window.
Ctrl + F6 : Switches between open workbooks or windows.

Ctrl + Page up : Moves between Excel work sheets in the same Excel
document.

Ctrl + Page down : Moves between Excel work sheets in the same Excel
document.

Ctrl + Tab : Moves between Two or more open Excel files.

Alt + = : Creates a formula to sum all of the above cells

Ctrl + ' : Inserts the value of the above cell into cell currently selected.
Ctrl + Shift + ! : Formats the number in comma format.

Ctrl + Shift + $ : Formats the number in currency format.

Ctrl + Shift + # : Formats the number in date format.

Ctrl + Shift + % : Formats the number in percentage format.
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Ctrl + Shift + ~ : Formats the number in scientific format.
Ctrl + Shift + @ : Formats the number in time format.
Ctrl + Arrow key : Moves to the next section of text.

Ctrl + Space : Selects the entire column.

Shift + Space : Selects the entire row.

Ctrl + - : Deletes the selected column or row.

Ctrl + Shift + = : Inserts a new column or row.

Ctrl + Home : Moves to cell Al.

Ctrl + ~ : Switches between showing Excel formulas or their values in
cells.

F2 : Edits the selected cell.
F3 : After a name has been created F3 will paste names.

F4 : Repeat last action. For example, if you changed the color of text in
another cell pressing F4 will change the text in cell to the same color.

F5 : Goes to a specific cell. For example, C6.

F7 : Spell checks the selected text or document.
F11 : Creates chart from the selected data.

Ctrl + Shift + ; : Enters the current time.

Ctrl + ; : Enters the current date.

Alt + Shift + F1 : Inserts New Worksheet.

Alt + Enter : While typing text in a cell pressing Alt + Enter will move to
the next line allowing for multiple lines of text in one cell.

Shift + F3 : Opens the Excel formula window.
Shift + F5 : Brings up the search box.
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