BA (SEMESTER — )

IMPORTANT QUESTIONS

UNIT-I

1) What Is Operating System ? Different Types Of Operating System?

2) What Is Computer ? Explain Its Characteristics?

3) Explain Different Types Of Computer?

4) Explain About I/O Devices Of Computer System?

5) Explain About Primary And Secondary Storage Of Computer System?
6) Write The DOS Commands In Detail ?

1)
2)
3)
4)
5)
6)
7)

1)
2)
3)
4)
5)
6)
7)

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

UNIT-1I
Describe The Menus And Toolbar Available In MS-Word ?
Explain The Features Of Word Processing Application?
Explain The Procedure Followed For Mail Merge?
Write The Steps To Insert And Format A Table In Ms Word?
Describe How To Create And Use Macros In Ms Word?
How Can You Insert Header ,Footer And Page Numbers In A Document?
Explain Page Setup Options In Detail?

UNIT —1lI
Write The Procedural Steps Involved To Create Graphs And Charts In Ms-Excel?
Explain Different Functions Available In Ms-Excel?
Explain The Steps To Create , Save And Print A Worksheet?
Explain Sorting And Filtering Of Data In Excel?
What Is Data Validation And How Is It Useful?
Explain The Different Types Of Cell References With Examples?
What Is A Macro ? Explain How To Record Macro And Run A Macro?

UNIT - IV
Describe The Steps To Creating, Formatting And Presenting A Power Point Presentation?
Explain In Detail The Features And Uses Of Power Point?
Explain The Different Types Of Slide Transitions And Animations With Examples?
What Are The Steps To Insert Pictures, Charts And Tables Into A Slide?
Explain The Importance Of Slide Master And Its Uses?
What Is A Template ? Explain How To Use Templates In Power Point?
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Chapter - 5

Microsoft Word-201 ¢

‘1. n
i) ord processor 15 software that enapeg the user
i ter, modif: . stor:
onically on & computer, Yy or format it . , Store
i electt s from the keyboard, and print it on 5 print bi gIving commands ang

.acter . . . Ord I'0 i i
cha Jalyused in all computer applications, A computer. Processing is most

co% rocessor and a printer are required to perform woy,
" :w?d s the most widely used Word Processing software.)
“mfession al quality documents. Examples for other word
I;EWOI’ dPerfect, Writer; AbiWord and KWord. Office Web

 ebbaséd word processors. .

Special program called
d processing\Microsoft
S Word is usef to create
processing applications
Apps or Google Docs are

. . ’0‘-/‘;’__
Advantagw Processing: -

The gr'Q{%t advantages of a word processor include its time saving ability,
darity, enhancement of document appearanc? Some of the other advantages are

./lﬁs easy to correct typing mistakes.
_¢ We can make changes without retyping the entire document
- yltiseasy to delete text from document.
~ Tiseasy to insert a word, sentence, or paragraph in the middle of a document.

sWe can easily shift a portion of document from one place to another within a
document, or between different documents.

O/V@ cansend the document to a printer to get ahard copy. Many hard copies of
the document can be produced. '

Applications of Word Processing: % .

; tl‘o procég’sﬂﬁ:é 'data electronically, Word processors are widely used in the
Siness world, home, and educatimp

(¥ Scanned with OKEN Scanner



In
1 fm““atin

retheirownformat of datq and Y,
S nesses usually have their own ‘ Style fq,,
'){/&i;i;ﬁsf"-s* Word processors are used for an Y

¥d
i ication “Qq%h
» Business commumnics
o Legal documentation
o Memos
o Reference documents
2 Many homesuse word processing software on their Compuey for
o Letterwriting
o Resumepreparation
¢ Household budgeting
o Storywriting
& Tacducationa sector, Word processors are used for Preparing
o Assignments
¢ Paperpresentations
* Reports

o Studymaterials,

ter and change text, They ar
,aé/F ile management

Many word processors providefile management capabilities that allowustoce
delete, store and search afile, ‘ |

Text Mam‘pulation

Text manipulation

usually refers to the ability to change words, sentencts®
Paragraphsin a document

oot
- The manipulation may include the changing!
Characters(letters and symh

. Symbols), adding line breaks, direction of thetet
Zangingthe case(CAPITAL e

tter or small letter) of the characters.
Spell check . -

userto checkthespellings of wordsin adocument.
rds and Corrects them,
%cument Formatting

Fi Ormatting

: improves the readabjil M
options aye

%%
. d L sy fd ents.Many W]
avaﬂablemw()rd tyan visibility of docum

. oftest
Processors which allow formatting®
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word-20 10

fl

.|'(’H“

|)()‘|y' |
nl’('."l"
ors and Foolers

e

" mtum(muhlfml'lserlx)typcinf’ormat' ‘

wpillﬂ “3(9 same 'mlfn'mution in everylmfn,‘

‘.)f()l'l'llutl()ll that it dl.spluycd ontopo f;‘vp‘u,
(ation that1s displayed at botmﬁ; 0(;-

! pictur
appe
picLlll'CS
Jocumen
cropping WrappIng:

from

¢ Page numbering

word processors assi
document.

acros

h)
AMacroisareco
oractivitiesperl
All the comman
to that macrois pressed.

i) Tabs
Tabsallow starting textona
allowing the cursor to go to
setting up tabs and usin
jump from one position

ﬂy again and again.
i Tables

(ga.ble isa combination of cells
dlsplay the data in an organi
4()ormatted, merged, aligned,
k)

Mail Merge

Nfiail merge is used to pro
; dress database. Instead
utin the post to the differen

created. The letter and database areme
h

and addresses automatically to €3¢

gthetabk
to the next

ey
,instead of

duce bulk
of creating ™
t addresses;

itless gubtitles, ele. of a doeym

, o " # % b } -

Jied are Bold, Italic, Undp,.“n( nt,
o | "

ds or activities in macro will be

pageinthee

the next stop or set positi
(to theleft of the Qkey) onthe keyboard, to

arranged inrows
and easy torea

shaded, colored, efc)

o f ont styles, font g

mailing

o m 103
* Mog
t(mm.mon formatting which
Y LA ‘ c
17¢ and colored font,

orheader and 1,

. oftzi{;; and footer and eliminates

Y pagons Ocument, (Headeristh

i >of the document, Footeri o
rypageofthedocumén@ risthe

oS, iMages or graphics are avery ¢

Jingandin teresting for the users, gﬁ‘;g‘;?’(:ay of making a document more
on (.,l ip Art, Shapes and Smart Artwnbeaddmmwordb}’insertmg
{ it is important to f:()nsidcr the gmp icf A

styles, effects and position etc)ormattmg optionssuchas -

en images are insertedina

¥ ) 1 |
gn page number automatically to the every page of the

.rd and P]ayback mechanism that representsaseries of commands
rformed in adocument. Usually, a single key is assigned to amacro

executed when the key assigned

xact position it should appear in, by
on. Thisis achieved by

having to use thespace bar again

and columns. Tables areuseful
d format. Tables canbe SO

. sletters usin
ultiple copies of

(¥ Scanned with OKEN Scanner
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atus bar
St Document Area

Fig 5.1 Menu and Toolb

Y

View bottons Zoom Control

ars of chwOmc*.a.éca 2010

1crosoft-Word 2010 Window AR@»«%% .

The ribbon 1s Qom.ﬂudom to help us to quickly access the commands that we

to complete a task.
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th
"y
IR Page La) C"I‘l Dateraness A 2.0-;]: Fr‘&lc 1 Ul
kIR Insert PGS LA gy
R s 11 =iz s Eais g
W - i i oo M
- Body! -
cahbrei I Al E:s: M N R, te- /\ v
‘ ) S G e el L = ol
B U e X ’ A
‘ ’ A
—_— § A A e A ty)
pavg ,\’ " 3'_‘" - “\ a‘\ll \ \ - / 1 qr . E("ll
. Faragiaph My

Tabs Dialog box launcher
3
GQroups

Fig 5.2 Ribbon

Rﬂﬂ';'on contains different components:

(/‘/71\31,5; They are visible at the top of the Ribbon and contain groups of

~ommands. Home, Insert, Page Layout are examples of ribbon tahg, Theselatef
+ve visible all the time. Other tabs kmown as contextu tabs appear only Whe ta
select certain types of objects. Ex: Images, Tables etc. ,. ese tabs are indica Bnm
colored headings and contain commands that are specific to the selecteq Objeeb'\

r/oﬂps: They organize related commands. Each group name appears
group on the Ribbon. For example group of commands related to font
of commands related to alignment etc.

belgy, t
S or gl‘ O‘II]

L

__Dkﬂ@)ox launcher: It appears in lower right corner of groups on Ribboy 0
click it opens a related dialog box which offers additional optiong h !

commands available on Ribbon.
Figzb:_ 7

~ The File tab replaces the Office button in earlier version Word 2007, You ¢z
use it to check backstage view, which is used to create new document, open or g
documents, print a document and other file operations.

|
an th,

PR

2‘.‘5}‘
:r__.;. —————

Home Inszit Page L
Fig 5.3 File Tab
ick ég(:/gagg,g‘golbar:

Quick Access Toolbar is just above the File tab and it displays the Word mos
frequently used commands. We can add or remove commands from this toolhr

based en our requirement.
'I)()e/Zar: B

This lies in the middle and at the top or the window. Title bar showst*
program and document title.

(¥ Scanned with OKEN Scanner
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"

two rulers - a hori

st beneath the R:ﬁgoti] ar;ﬂ: li.qa:i; vertical ruler. The hovizontal
ars s used to set margi 4

. ears sins and tab sto

ﬂf]m‘ ap]f :d on the left edge of the Word window di q;dp:r;

he vertlcall position of elements on the page. is user

.
'

p
The Help Icon
ice tutori

" :la:nbf al::;l Qto ;liet word related help anytime you like- This
1 proﬂ'de s subjects related to word.
s Control:

ol lets us zoom in for a closer look at our text. The oo™ eontrol

contr
.and +

a slider that you can slide left or right to zoom in oF out.

coﬂSists ick to i
jck to increase or decrease the zoom factor.

vou can cl

‘_ button
! (Th ¢ group of five buttons located to the left of the Zoom control. near the
)lets us switch among Word's various document Flews.

e screen

Prnt Layout view: This displays pages exactly as they will appear wher printed.
‘/Fﬁ]l Screen Reading view: This gives a full screen look of the document-

<, Layout view: This shows how a document appears when viewed by 2 Web

hrowser such as Internet Explorer
view: This Jets us work with outlines established using Word's standard

./O\itline

heading styles.

./B’r'aft view: This formats text as it appears on the printed pageé with 2 few
exceptions. For example, headers and footers aren’t shown. Most people prefer

“ Dociiment Area:
. The blinking vertical bar

s called document are
ts the location where text

The area where Wé type
preseni

s called the insertion point or cursor and it Te

. will appear when we type:

}aﬁs Bar:
. g well as the jnsertion point location-
words in tBe

This displays doc
From left to right, this bar contains the total number of pages and -
right-clicking

;v document, lan Wi fi e the status bar by
) guage etc. We can configur ; : .
anywhere on it and by selecting or Jeselecting options o™ the provided 55

=

‘__4
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(Y

Infl)
ririzig:
n.t}t“)n &

Propertics: )
able in the first column, jt digr1.

{m(vumc’m .
: ion aval.
Jick gption d% . e ,
we click Info hackstage view. These o, Vi y
uadiy acKsL 2 VIEW., eRe rec Kbl
d»g p }r)‘—.ln‘i q\,}

) 4 » . umn ) >
et Yok 11 h(.' :h]l“d (’O} o > > -3 : A}
document size, nu - rd“r;:

; it auihor eic.
document author € . ) ’ .
Ve can also edit various pl“‘lp‘inl‘{-&' Just try to click on the pmp‘:ﬁ'
N A T then it will display a text box where yoy .. 3,
and if property 15 edl table then (*dhadd '
«dll i s e , B g
text like title, tags, cOMmEnts, Author. )
Exit Backstage View:
It i« simple to exit from Backstage View: Either click on File tah ,
L 2> 2Diaik - - ) ] . - ‘ ’
evbozrd to go back in word orking mode. Preg

hutton on the K

in Microsoft Word 2010
Command Groups

Clipboard. Font, Paragraph, Styles, and Editing

—

Tab Name

< Home
; Insert Pzges, Tables, llustrations, Links, Header and Foot;
2 Text, and Symbols
77 Page Lavout Themes, Page Setup, Page Background, Par@
= and Arrange :
6 References Tahle of Contents, Footnotes, Citation E
/ Bibliography. Captions, Index, and Table of Contents
‘,,/'{ Mailings Create. Start Mail Merge, Write and Insert Fields,
4 Preview Results, and Finish i
e 5
e Review Proofing, Language, Comments, Tracking, Changes,
< Compare, and Project’ . s
Y, View Document Views, Show, Zoom, Window, and Macros

Table 5.2 Tabs in Microsoft-Word 2010

5.6.1 Home Tab

Home tab can be uSed to %5 ; . : ﬂ
f?%mét,ting of fonts and pm~ag1~.api?ly styles to our document, includinf

e -
-
VoY

>
3.4

o |

- b X d & 7 ==, = = L e ————— e
i - - = C : o R g :ﬁi’
i 3 B/ J-dixx Y.y EEoam é’Bbf-gﬂaab(ézggg{c{z;‘v;g:;acj 3 fr“'
- ez = = = = 5 R § i ) L {w" W
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P dunde” X ou can enter thtcal V;(,’ralor PHLAse in ¢, o

' ent an isplay all ap byt

| resulgg , '

ocum
b

an .
t ﬁl ~ncnl " ically seal . Qlﬂw%
it wi : other using th iy
) {“e,]d. ace th an e Re h
1 an be l‘el’]%: up; enter the word or phrasléliﬁe Q
he word or phrase that sholtuy()llu \

. phrase ¢ oy
Ocl 111)111 -the Edl'tmg %Znter t
' f““. t” )Oxz ' 3 ”
in the C Lrase in the uRep.]ace with” box. We can dl‘e \
soting wor l()i - phr e clicklng the Replace All butto I‘epla (Pl;ﬂ
ces of the ‘:;?:e orp :me by clicking the Replace button, N g "Bp(i%
. ISC e « ~Nl

\ P 4
y - ‘ LB g

‘JJ vt Fookeait —t = - ~ ~ Ve,

¥ Neader Footer  Pase Ter  Gudk Wordsn Drop - Dateyy,

. '.‘t,mbd‘ ¢ Be1- Peti . 'Y-ﬂ ; b I\‘ g

: Cape “310bseq > 5 a

Test P I b,

sk iy ¥

P
Pl
L
sereerstst L eqagpaclerence
; =3

er matad SRt
¢ Her

gt W . Weghnon rt Tal; in MiCrosoft-Word 2010 s <
:ous types of objects, includin “

rs, text, and symbols.

agt & Fpotet

Cﬁlsert tab is used t
jllustrations, links, headers & foote

gaders and Footers
1 each page of a document, click on j

'To have a same header or footer O
group and then select the header oy
Oo’te,

or Footer from the Header and Footer
style that you wish. Once we add a header or footer; we will see a Header &
1y FOO%&

Tools Design tab on the ribbon The Header & Footer T
' PDOEE ools Desi
the options related to working with the header and footer secﬁﬁilsngt:?l contah?
OCumey

Document - Micreseft s d.,v

£ 4800
ey Wi TR
e % e st = Page Loy ;
Fapasr = | AT OitferentFust Fage C ChHngutentes: &5 o
4a0 Fiztet Fagd Date Qud - R N e ’ — omlep 65 e
. i ' Gk Pyt i p Y 3t 7 % 3 : D s
Hambere GTme Py ute 0’? e Goto : m?ﬁfﬁfs’li(mg_ﬁmhgts s Footetfrom Batiom 057+ £
L AR ] 2 rrais Foolet oF e laene g L ,f S’h 3o KOs LI ¥ Y “. iy
Irstt | ¢ ShowDorumentTed . (2 Insets il
Krogaticn Lo C‘ e Rg . ,Jm“nl\i\gﬂﬂtﬂthb U ke
B Opros L ek Pt o e

Fi
1g 5.7 Headers and Footers Tools
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e Numbers
lick Page Number from the Header and Footer group, select the position of
current position),

rs (top of page, bottom of page, page margins, or
bers. To set mogmﬁs% options for page

-/
1
4

(hepa
mqd then selecC
umbers, click Page

t the style of the page num

pumbe
Number and then Format Page Z:B_umnm,.

m ols
Symbols that aren
i from the Symbols

?& ocuments by sele

1sed symbols will be displayec: ick
More Symbols to pick from & ger list. _ ) Ser

: Lt by selecting Equatiorn.
dedtoa Microsoft Word document DY ® ofined equati onm

Equations can be ad .
ﬁ% , ting from the list of pre
e Symbols groug)and then ST, uy ou equationy ="

it clicking Insert INe quation an

s = (Y) :
th @oﬁmﬁo a table, click the Table meob from the it o 4 .
e mumber of cells we want: 13 celiswide 7 cells high: ¢
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Page Layou

Page oyt
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Phraey Mgt Craevstatoca i
:.3: 0 . N
pungy [

Page Setup:

The Page Setup gy

r,_..n 5.9 >,m& m:.. :..a.vml_.:r to
0:6.3, Page Layout Tap

B . —

o ———
¢ N
N e
Wt PR, " Vit ow ey :Y :...
- . "
W hens e e bogy Bt
v Vel n;ﬁany,_n.fru

Fig 5.

such as margines, orientation, an

click on Margins
Custom Margins t

and then selee

oup contains the

10 Page Lay

a

ayout options for 4 Word rossmi

out Tab

Text

options to specify the layout of g page,

page size. To set the margin for youy document,

t from the li

O enter your own margins,

st of pre-

defined Em:.nu.:m or click
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e ~
¥ Breaks -

gy AT

Columnsg o
’ ™ Hyphenation «

i 1Lline Humbers -

|

B
| . Ci
P . otion H1z¢
‘rains o v
v

Page Setup : ‘
Fig 5.11 Page Setup options

G Cange the page orientation of the document, cli n Orientation and
> the , click i i
' Portr ait or Landscape. To change the paper sizeccli(::k on gizte :lnod then
’ €

thC"‘SelL he list of re-defined ;
om the 11¢ P paper sizes or click More Paper Sizes to ent
er

ject 1O
s o leed S1ZC.

cus i1 :
; Wte c.olumns ‘fVlthln your document, click on Columns and then select
yom the list of pre-defined column types or click More Columns to enter a

customized column style.

ackground:
iiclude a watermark on the page, such as ‘Confidential’ or ‘Draft’, select

jatgrmark from the Page Background group and then select one of the pre-
ifined watermarks or Custom Watermark to specify the text you would like to

e appear as watermark on the page.

set a page color, click Page Color and
olbes or click More Colors to pick a color not available from the list.
rs to bring up the Borders and

Toadd a border to the page, click Page Borde |
hading window. From here, you can specify how you want your border to appear,

ncluding style, color, width, and pictures.

page B
T

select a color from the list of Theme

[ herse L OI00

id then €

. %
uns or G

e i
& :
i B -4 =% 22 ; N i
Toe a8 7 Ve ) s
Re 0 & P 5= pree o Pt | b §
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aragraph

Information 'I‘cchnogol\,

'The Paragraph group will allow you to set indentations and line spacing fy,,

your document.Additionally, you can click the Show P
launcher for additional paragraph formatting options.

arag‘raph Dialog BOX

v ——— S
_._rt.-:v,l:n, "
E QN e e
i -
v - b ¢ A
A= A
py
" -
\
&frr s & STun A !
1P
e - 1 3 !
- - i
Kole e = C < < Ll 5
< i
\r ‘.
1
]
e ¥ i
|
K- S B~
P N IS e i cTwn e -y PR .
{
b
1
l
» i
IA0% rlan Tetat » A ST O
Z o LY s = T 3
o : Lxe |
H
el

A AR s g g

Fig 5.13 Paragraph dialog box

5.6.4. References Tab

o nsert Enanate vh Manage Soertes inred Tamis of Fum roe

WALyt ¢

A
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JK Mail merge

Mail merge is a tool which allows you to create form letters, mailing ik
an(_envelopes by linking a main (common) document to a set of dat; 0 o
source. The main document is linked to the data source by common fields 4 aty

) called merge fields.)We can create our own merge fields, specific to youp data’
source, or you canise a predefined set provided by Word. aty

When we are performing a Mail Merge, we need a Word document (yoy
starkwith an existing one ox create a new one) and a recipient list, Whicha-h
i

typically an Excel workbook. g

ech"“nol
i

Wter (Word document) v
(i) ipient list (Excel workbook)
To use Mail Merge:
1. Open an existing Word document, or create a new one.
2. Clickthe Mailings tab.
3. Click the Start Mail Merge command.
4. Select Step by Step Mail Merge Wizard.

The Mail Merge task pane appears and will guide ybu through the six maiy
steps to complete a merge. -

The following is an example of how to create a form letter and merge the
letter with a recipient list. '

il Step 1

s Chunse the type of document you want to create. In this example, select Letters

In'.‘i_‘rt

Page Layout References tlathngs Mail Merge S - X
el - - Svlcct document type
A
- u‘fo v i What type of document are you
2 i > ‘
Start Mail Select : hehting o e ang on
NMerge ~ Reapients ~ 1 o Letters
) Letters . ko € -mad mesebges
g Y fnvodopes
H - 22 L AT % ! e,
2 [-mail Message ! €3 Labeis
_d  Envelapes.. U Dureclory
_ 3} Labels.. Letters S
. ;I Dicectory Send letters to s group of
people. You can pxer sonahze m‘;
% Ve,
!!!J Naormal Word Document ,'?“"'r that each pergon réecen

-

Step bylg.ep Mail Merge Whzard..,

| Click fext to contrnue.
Step 1 of 6

W Next: Stwrtmg document

I

Fig 5.26 Selecting Document Tuna
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.27 Selecting (he starting Document

Iig
ipients to move Lo Step 3.

, /(J’l'ick Next: Select rec
an automatically place cach address
guch a8 an Excel workbo k,
Mail Merge Wizard.

oys list 80 Word ¢

an addr
in an existing file,

low WC need
The list can be

into t document-
pyou €41 gype a new address list from within the
/[@m the Mail MersC task pane, gelect Use an xisting list, and then o< =k
1 -'—MMWH—M”‘M’MW
r tAail Merge ;,___;‘..-1 rowsSe

sebect recipents

@ e an it Jizst
| Geslect from (ustiook coritacts

| Type @ ner hiat
wisting hst

Use an ¢
f 200"

Une names PAL) add
filee 0 A dntabnsr

g j,;;'/v.c, 1

N,
g Fodi lcauxu:‘.nbi.,. ap—
[Sclect nzupwnt fist 'l!".‘(

5 froma

step 3 of &
yorsr 728 Ll

domm«.-m

@ MHext: wirite

s Prenous: Startng

’:’,/
pients

Fig 5.28 Selecting Reci
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LYelect Table

! v
| Name Cescripban Mok bed
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Created
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Iist, and then click OK.

F1g 5 29 Locatlng Data Source Flle
the address listis in an Excel Workbook, select the worksheet that Contg
t
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Flg 5.30 Locatmg
the Mail Merge Recipients dialog

to control which ones are used i
the dialogbox.

Excel Flle

box, we can check or uncheck each recipiet
inthe merge. When you're done, click OK toclo¥
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yom the Mail Merge tas |
ge task pane, click Next: Write your lett
etter tomove to Ste
p 4.

If we don’t have an existi
and click Create T;lshng address list, we can click
. I'hen we can then type your a dd(; the Type a new list
ess list.

p =

button

%/: 0

Jett will basically be the same, e
. . , except the reci : .
ddress will be diff cipient data lik
?ecipient atsi 56 Ma(ialr;’/[nt on each one. we’ll need to add place(;ut)lllgel:'zl:e a;lld
erge knows exactly where to add the data. If y()u,reo;stin;

Jiail Merge with an existing letter, make sure the file is opehD

To ins,q‘t recipient data:

e ——

1 f . . oA
ﬁ) ace the insertion point in the document where you want the information to

appear.
/ﬁect Address block, Greetingline, Electronic postage, or more items from the

task pane.

Write your fe-tler

S 1 you have ot already done =0
water godr Jerttesr NOAL
To add recapient piformation to
o le=ttesr . chick a IoCaton i the 3
documert, and then click ore of g

the itermz

Ak ol h
o bloetso
3 A
;
| P et OB T
f |ln~.-»rl fornmatted acldrens
J 58 R S e A
gl more tems.
u have firished weriung
r, chek feaxt, Then you
and gt conalize oo h

bae=lrees

when Yo
your e tles
Cian |.)r‘t"‘u'i¢'w
r-:clpacnl'!; let

ter.

step 3 of &
@ Mextl T L A fst e o
e Premaouss aelect ! oipnents

 dmiter

B o ssrmpe s s e

Fig 5.31 Writing a Letter

./%endjng onyour selection,a dialogboxmay appear
the desired options, and then click OK.

with variousoptions- Select
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'M‘i ahcress Wﬁ

L
J It (ecgmer 1307

Y

Stk [

ey ﬂ,:"W
in isl ¥

N \du‘l"‘ de P
p,py(‘l'fv"//

sosn wnd (e

ot et

TR NI Y ,/il”‘ /,
&y
h"‘ﬂ
vy,

s P /I n ‘

prevan -
>, # ’
Varpm g irerer Gipt g s (RO
7Y
1 ¥ o)
/

Ay, VAT Adpps ST
e i [+ 4 i
! P T oy, h H

1

7 lroert posts o33 €53

gy pegues i1 T SHETS Conrert FIen
" ‘ 15 10 pind peih i s W iy 2 A ke
i

e cnpry ey (AL i n'my Fraidhs 15 rlnr ity e 10t MUY Y darar ity tom ros
I radrg nt i
"p‘d'mz i
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J Format adFess a3 10 ot grstrston cortr ko, ; ) 1 i
o ity |
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— ddress Block

Fig 5.32 Insertmg A i,
/4/& placeholder appears in our document (for example: «AddressBlock.,),
;@beat these steps each time we need to enter information from our d ey

(./Frﬁn the Mail Merge task pane, click Next: Preview our letters to movet, St

For some letters, yow'll only need to add an Address block and Greetingli,
Sometimes, however, we may want to place recipient data within the body of the

letter to further personalize it.

Step 5:
' ﬁreview the letters to make sure information from the recipient list appears
correctly in the letter. You can use the left and right scroll arrows to view each

document.

[ FAat PAerye

Use these arrow

keys to preview the
letters

Provivw your letlers
e rf s eront ] et ey % i
et bt o, Ty g
m‘qu Setter, dhek oo ot W
iy, , itk "Il-w Zi

I Mriude S 1 g {wa | B momn 1 {“" 3 J
101,)ubile e Hills LY by
~ Hyderabad Plakr changes
S s can b dwm Your ¢ ecgment
Het
1
“_Efarluic: “"’“‘. v"'”’:&.vwﬂw ot |

TS e gk
mma.v-dwkm .

Mep % of 6 e
¥ Cicyr: {AM” W“""""ﬁ"
e ..m;q- T e

e

The preview allows us to
see how recipient data

will appeat.in each letter
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1t

, ol i f,'fk Next: Complete the merge to move to Step 6

A

Cli k Print to print the letters,

Mail Merge

Complete the merge

Mail Merge 1 ready to produce
youn letters,

To personalize yvour letters, cick
Tdit Individual Letters, 'Thu-' will
open a new document with your
merged letters, To make changes
to all the letters, switch back to
thee oniginal document.,

Merge

&g Py !
_] & :r:nulm Iu al fetters, ..

errq« to prmtch i
Step b ol &

, 2
W Previous: Previes your letters r

il R o .
L ik 2

. l | I I I . .

’a.

Merge to Pnnter

print record"

‘ fé!"'i

AScurrent record

 Erom:

Fig 5.35 Merge to Printer Dialog Bo_:_ﬁz_y
18

, ed,thenclick'
S//'l{ pox will appear: Adjustthe Pl'mt Settmgmfneed s 1

e Print dialog '

- OK.
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Fig 5.36 printer Dialog Box

/5{4 Macro |
back mechanism. Through Macros, we dop; :
b

@‘Iacro is a record and play : )
to perform same action, i.e.. change formatting, style, font family, size, ang
tually records each and every clj; k0010r

Rl

again and again in a document. It ac
vhile performing the task, so that we can play them ba,
ed.Usually, a single key is assigneq toto
2

keystroke we press v
perform same action when it is requir
ties in macro will be executed when the},
£y

macro. All the commands or activi
assigned to that macro is pressed.

Macros are used:

¢ Tospeed up the workflow
o Toreduce the chance of making mistakes when performing the steps

e Tosimplify the tasks.
Open a document to record a macro. For example, we can have a documen

Cgftalfm;lg a paragraph. We will record a macro to automatically format the
Sk eeord Mo T sfill i navigate to View tab, and from Macros optiors
O oo Uc1 o. It qu bring up Record Macro dialog, allowing you to ente

e. Under Assign macro to options, click Keyboard button to assign?

hotke}}

/
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e [ | b
G 1 !
{5 Sy
Syitch 'Macros, : ¥
swNindowis ” v i !
4 : 43
C—z diew Macros ; ]
',_,.;.?'»'-' e "“' ""‘"" :J ; Eecord lda(rg“, —' “" —vé‘ :
- «v, ——— ¢ 1y
Fig 5.37 Macro option under View Tah
Record Macro. " e
| Macro name:
| Magol : \
Assign maao to
| = s I
{ IZ:‘_’« | Button l@ Keyboard
- [s3] ‘
i —————‘1 — -t
Store macro in: /; ce
Al Documents (Normal.dotm) rv]
Description:

QeREZ mw Ty e

iL | f ok || Concel ‘JJ

T RS RS Wﬁpn

Fig 5.38 Recording a Macro

NOW k
e;: l’;lthe cursor in Press new shortcut key box, and assign a hotkey by
vang th, combination with ctrl and shift. Click Assign to assxgn hotkey to
en click OK)
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Fig 5.39 Customizing Keyboard Shortcuts

We will see recorder-like image with pointer, in(.iicafsing that macry j b
recorded. We will do some formatting over the text like insert drop box Cha:gl
paragraph color etc. To stop recording macro, head over to‘View tab ang by
Macro options, click Stop Recording.? ' |

A

smm | 5
el . “3
=y ;_L
tdacros! £
S v v

_ 0 diew Macrog

- 4 Stop Recording

A -
S T e R

19 Pause Recordf———— o

| Stop Recording ,i"

i B

:’ Start ar stop recarding a macera, ¢

irded. We will P —— B
|\ Press F1 for more help, i

Fig 5.40 Stop/Pause Macro

o é ::V}:;z \:ﬂ] ﬁxflcute .MACro over new document to align with the formatti
, Pplied earlier. Run the macro by pressing the specified hotkey .

our case, it is Ctrl+K. Tt w1l « . !
new paragraph, will Immediately apply recorded formatting styleto th

i aCI‘O-e] 2 5Y . : % ¢ |
1abled document, on File menu, click Save as. Frot

under Save g ¢ .
Ype opt . Jalt
an appropriate namel 0;(:;105(,3 click Word Macro-Enabled Temp
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Microsoft Exc'el-2010

]

A b & Sprealt ook § etz

on that contains multiple cells that jointly
d columns, each cell containing either
ula that

eet cell may include 2 form
ated from the contents of

i
spreadsheet is a software applicati
eup a id consisting of rows an
rphanumel'ic text or pumeric values. Spreadsh
ow the contents of that cell are to be calcul

escl'ibeS h
11 or combination of cells.

iy other c€
a into a table format,

ser to enter dat

gpreadsheet software enables U

ympulate, StOY€ print them and create reports and graphs using then‘l,'ln
uthematics, spreadsheets are particularly useful when 2 aumber of repetitive
Julations need to be performey /

In a spread sheet, horizont‘ rows are lqbeled with numbers and vertic?l
shmns are labeled with alphabets. The intersection of a row and a column 15
led a cell.The cell at the intersection of col and row 11ST€ er(xii(lll toceas
LThe highlighted rectangle on the screen is called the cell pointer a8 g
“ntaining the cell pointer is called the active cell
Yme of the most popular spread sheet programs are

v Lotus 1-2-3 ,
v MS-Excel
* GoogleDocs
A‘d. “PenOffice-Cale |
Vantagesg . ,
S OfSpreadsheet. 1 and stores Jarge amount of data-
6 adpreadsheet processes data at great spee _ .
" Dvantages of spread cheet are »
RS 3 % & d,uang@wdatabveﬂ?asy

(¥ Scanned with OKEN Scénner



138

. hedatal : .
iltering the - with databas%tounport data
qn inter :

- o f readSheet:
P Heations oi/Sp///

A
/éj) Finance  usefulin preparing financial .data, suc.h as Checking ac%un
ts are us billing, invoices, receipts, forecasts’ ang {

gpreadshee . par

inlformation, pudgets, transactions, .

paymentsystem.

Forms . t evaluations. n of
created to handle inventory, pe Ormance

j ' be
Form templates can phar o for
reviews, quizzes, time sheets, patient information, surveys

@ Education
Spreadsheets can be used to track students, calculate grades, and ldentify

important data such as high and low scores, missing tests, and students who ,,

struggling.
4, Lists |
Managing alist in a spreadsheet is very easy. Examples of spreadsheet listsinclyd,
telephone, to-do, and grocery lists.

@ Sports

Spreadsheets can keep track of our favorite blayer statistics or statistics of the
whole team. With the collected data, we can also find averages, high scores, and

other statistical data
6. Management Decision Support

Spreadsheets are commonly used in projecting the business conditions. These
reports are helpful for top level management to take decisions. '

}(/P‘eatures Of Microsoft-Excel

MS -Excel has many features to : : f
the features are manipulate and analyze the data. Some?

ﬁf ) f‘);lceltllgl;al szi'rxlnattmg: Conditional formatting in Excel chan ges the format
helps userspt(j)nqulcgk(l);1 ft he cell's value in the workbook, Conditional formatti®
aspreadsheet.
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p Sortingand Filtering: Sorting and Filtering in Excel help us to order or reorder

the data and display the data just we need. Sorting and filtering your data will
save you time and make spreadsheet more effective

o) Functions: Functions is the important feature of Excel which help us to perform
arithmetic, static, logical and time and date manipulations on data. Simple
caleulations can be entered into the formula bar in Excel just asthey would be
written on paper.

4y Pivot Tables: Pivot Tables summarize large amounts of Excel datafroma
{  Jatabase thatisformatted where the first row contains headings and the other
rows contain categories or values.

,e)/Chm‘ts and Graphs: Charts and Graphs are used to represent the dataina
graphical format. Wide variety of Charts and Graphs availablein Excel makes

reports and summaries combine two styles of charts, such as Excel’s column

chart and line chart .« format can be helpful for displaying two different types

of information ora range of values that varies greatly.

6.3. Microsoft Excel-2010
Microsoft Excel is a commercial spreadsheet a'pplication dc?veloped and
distributed by Microsoft for Microsoft Wind.ows operatn?g system. Ml.crosoft Excel
isa spreadsheet tool capable of performing calculations, analyzing data arfd
. - from different programs.By default, documents saved in

' o inform

gteg;ztoullg ani saved with the .xlsx extension whereas the file extension of the
xce :

prior Excel yersions 18 xls.

Getting started wit
To start with MS-Excel 2010, install Micro Soft Office 2010 in our computer and
os |

. follow the steps
«. ek Start button.
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We can also edit various properties. Just try tO CIICK On the PToperty .,
k) 4 . - - - : c::;

and if property is editable then it will display a text box where you cap 5 din

text like title, tags, comments, Author. R

Exit Backstage View

It is simple to exit from Backstage View. Either click on File tab or presy,
button on the keyboard to go back in excel working mode. |

6/.7./ Creating a worksheet:
=

Sheet area is the area where we type our text. The flashing vertical bars
called the insertion point and it represents the location where text will app
when we type. When we click on a box then box becomes highlighted. When

|
|
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jouble click the box, flashing vertical bar will come and we can start entering
data- ‘
{‘? single spread sheet that contains rows and columns of data is called a

corksheet When we start Microsoft Excel, three new, blank sheets always open.
4+t to create another new worksheet, here are the steps.)

14 ? |
. |
S { fnsert. i |
‘ _—4________4
o { )
16 - o Delete —
17 W (- Ef_n;,"'.g ____",,.__._.—----——4l
| 'i
18 !‘l,.;;;_ ’,"_CS),- __.;._—-—-——"‘
2 ' - | {
}94______‘_____._—- Q'J view Code ——— !‘
20 5 1
e 5y grotec Sheet.. i i
z1 i __J.——-——J
S, Tzn Color 4 ! l

22 __________1___. 1

A } Higs . i

23 ! -

- ! }

v S N :
25 ..._'--———"L""“ Gelecl Ll Gheetls ""lx ]

S ) ) g e e——
7« v Sheetl _Sheeil Sheetd . TD
Fig 6.4 Insert option

St A we’ll see the Insert dialog with select Worksheet option as selected
oLe W 4
from the general tab- Click Ok button

o P % .

,..'—--——'.—-—/”,,
- T o B
\ Eﬁ:] == e
AB= evien B s
e 145 Excel 4.0 MSExcel 5.0
Chart 14800 Dialog
revenotmiste. | ||
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Fig 6.9 Go To Dialog Box ’ %
" pntering data in worksheet
:‘. ‘

To enter data in to a work sheet, keep the mouse cursor at the text insertion |

i and start typing.Here it is typed only two words “Information Technology”
wshown below. The text appears to the left of the insertion point as we typea

@?‘g 'h"xﬂ.‘ 'T‘" . ?‘4 - ‘

wome  lavert Page Layoul Formulag

3 e -:'.'a,~j. Y o
T Ty g ) % ,',;\; % ‘ R it M ety A
Oata Review View

LN T

‘:\M‘J < Copy - B /U e e A EE ®» etk BMetgr & Center =1 $ = % '] '31;‘
ate - B .

' R
v J tarmat Banter

Latibn cl T ATA ﬂ[;\l Wee S Wrop Text Genenst 4 4
Lan = | |

" Numbet fo g2
‘ - *’“""mow“mm )'.l.,‘.,.‘._.(,, ey Tt
‘ ’\"“l ”*'.‘“""“""".,_,;.‘.‘",. e O e . e - Dt Yorar A1 ; :
o Shebaa T SR R ‘ 1
J PR ementdty
J ‘ B -—ux—’-x‘/---«m’h o A My : :
S " 3 e e

—. .‘ { 5 i ‘-d-- o ey g senmarsaf ..;.w1 Ao
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b
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o s G RS ek DS
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o H
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A eQ}l

@ﬁle entering data, there are three important poingg whick, ng%
to move around the sheet: Wo‘lld h 1
)
1. Press Tab to go to next column. D‘l‘s
2. Press Enter to go to next row.
3. PressAlt + Enter to enter anew line in the same column
Excel provides a number of ways to move around 5 sheet yg;
Ing the g
Ugq

and the keyboarzl%\'.\'st let us create some sample text before we p
- , ’ roc
new excel sheet and type any data. We’ve shown a sample data beloy, d, Qp(ella

S s

Gl Home b\ Insent ~ Pagelyout Formulas Data Reviews View
H_j %Cut Calibn M LR S .. e —~
Pagte -3 Copy ~ A F;“-E‘ 4 = Wrap Texs -
- jr‘orm.:l Painter B £ U- E = Ser S A 7 :E:—’:I;‘E = = Ef’cr G‘“fra
- Ch;.;boud ‘a Font A o 2lign SRS -
B e e S :-_\E"m i
T Felsno T
] T e me— :‘;‘:‘T‘:.:“::‘.’::::‘”*“‘*- “\‘\;
SA e e T T e}
pat amat Sl N I
—_— ] :
3 ns T
] i ” T — |
~5’ ! _/IMnO Name Marks ! i B Y
T e 7
; or _2|Srivani 23] I s e
%Z"f 7 | 3]ohanvi s | T ' i
»9»-" S A R = R R
,16,‘ ‘ A f__ 3|Syam - T‘;“)H T l
.i_l.’_; I L 6|Sai : q—sT I - l
_1_2[ | i 7|Harsha 55}’
= f 8[Balu <2l
£ 8;
13[ ! j - J s 'uL
14 l | i :
15, ‘L\J
B

G/SZ/R, Fig 6.11 Adding Student data
6.2. Rename g Worksheet

By def:
WOI‘%SB%GE aault’ ?flie worksheets are nameg Sheet1, Sheet2 and Sheet3. To g’
. SPecilic name, follow the given below,steps
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b o SRR O (e sheet iab of Sheet 1

: - - )
\ N
‘\\:‘.\\g“ ‘t; {\.& \:X\“C\t

Lo ManT 2 \‘\‘\'kﬂt\:‘t‘f

s
e A worksheet, click on the sheet t
position. For example, click
v) % 1
2. Now Sheet3 will be display

ab of the worksheet you want to
on the sheet tab of

ed before Sheet2.

T W

L e and Apag 1 nto the new
DV~ :

4 y‘-\;\‘;:: :‘.'.':L‘i s{\'ﬂg i[ t‘(‘t‘l‘l\‘ Sht\t\

o4 Delete
te a worksheet. right click

a Wworksheet
on a sheet tab and choose Delete)

To delc
Copy A worksheet
Follow the given below

- of an existing work sheet is easy:

Choose Move o Copy-
dialog box appears-

The ‘MoveOr Copy’
check Createa copy-

Select (move to end) and

Click OK.
5 Saving New Sheet
. heet iti
d in n€ :
t)’Pe i e dOne on the Sheet-

j < Once the data is
‘ k to avoid losing work wé hav

" save an edited excel sheet: ;
1 c t S ave AS Optlon)
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(01' lane LIS pra pials W replace the Chara;;evum;acters ]_Tl the Replace
b { or Find AlL *S With nothing), ang thep

To*
e toSum butt
[ AutoSum button is to quj
he quickly sum
11\‘vorkSheet. y 4 ¥OW or a column of values in an

one

e All: All contents formatting and Comments are cleared from the selected

ool @UN&@S Jog W\O&ﬂ}ﬂe’\a f—

@'umber: This group has the options related to number formatting. In Excel,
Lyany number formats are available and each designed for a specific purpose.

The Number Group:

< s ey e h e e .

Percentage he
T 0 .00
ar % —f:; A S B BN

'

[4umizer

Fig 6.21 Number Group

Mmber group options

e Number format
e Currency

e Percentage
. “t 0ommainnumber
. Decreasedecimalplac%
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pplying number formats
e Clickon the cells you wish tq format |
e Click onthe Number format icon you require
emoving number formats :
o Clickon the cells you wish to clear the number formats from
e Clickon the Number Format drop down

® Select the first option, General N o specific format
T}ne/ Styles Group

<
=L 0 i )
=33 by <IN ?\orm;; | Bad Goad h Neutral
f::f Conditional Format Fabac e == ) 2\ f———— v
~ Formatting - asTablev - 0 J CAGRQLony nput { _
Fig 6.22 Styles Group == =
Conditiona] formatting: '

° Select the cellg youwould like to format,

Select the Home tap,
Locate the Styles

e (CHalréla. ~ -

group,

(¥ Scanned with OKEN Scanner



stock et rate a o
o photography to illustrate a specific concept.
apes is an i i
o (ﬁ)tlon to insert ready-made shapes, such as rectangles and circles
< t ’A s, flow chart symbols, and callouts. |
mart Art is i ‘
used to insert a Smart Art graphic to visually communicate
ss diagrams

information - .
to more com.pSlI(:.:art Art graphics range from gr aphical lists and proce
graphics, such as Venn diagrams and organization charts.

arts:Excel provides th : . . )
/%éil e using Chartss. e means to display the information graphically. This can

The various types of charts are:
Column charts are used to compare valu
selected, or the cursor is in or adjacent to t
creates a column chart.

Line charts are gsed to display trends ove

o Pie charts display the contribution of each value
added together or whenyou have

es across categories. If chart datais

°
he data, pressing F11 automatically

r time.
to a total. Use apie chart
onlyonedata series and all

when values canbe
values are positive.

o Barchartsarethe pest chart type for comparing multiple values. -

e Area chafts emphasize differences between several sets of dataover aperi@ of
tiSnI:.::) y chart. This type of chart compares pan's of

y valu;e.rl}zsl:aa;'ts’:;:toelfégawstl \ifshf:l)t(he ffalu&s being charted arenot in X-axisorder
or when they rep ent separate measurements. ‘
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ghnut, bubble. oF radar chapq,

Sllrf aACE, dou

.
e ¥ rea Seatter OUeC G
pie gar et > Charts*
Column  LINE g . . 8
. v oot
Chart’ S —————

e R R

Fig 6.23 Types of Charts

ating Charts: stomize
re{E i hart represents data in its own style. We can custo the ¢
ach C

ake them more personalize, attractive and easy to analyze. Creating a chart |,
make the

very easy. To create a chart follow the given below steps:
Enter the data on which we want o make a chart. Some sample data is g

in the following example.
Step 2: Select the range of data i.c. (4:F10 in the below example.

Step 3: OnthelInserttab, inthe Charts group, choose Bar, and select C]M

Stepl :

nen Fotmutss

Page Layot

(71 g AR ==
g i ) A
ool 55 1P XD 44

Piratlable Table  Picture  Clp Shapes Soanmin Sereesst o

i in
. ._‘10," — DByt ptiong
S €3 T ' : [‘ AMendsnce
A P | C f ~(:) o M[«A. —
; \J T‘Wﬁw" ) ’ —— oé Cuttered B
‘4r_~___- _..._"*_‘}j_j‘-‘aﬂ:r_'~~*~] ) e S "3-'3 M:buvmmw
s ¥ . Boys | Girs | T e D R Rtangin .,
o —— ‘ond i ! e —— W s ’ 9
A Too: e MNP T | TTTT Use R uien the vatses on the et |
y Ty | s T T Oyt Srtent Gurations o whenthe &
B Wednesday | 34 | 5 e | HEGONY TR 1 very tong
T .\J Thures M-‘“‘\*K;\‘ R ; k
9 wisday | a5 | ——— : 11 ‘
m— Nmmi &4 T ———— ,g‘o—
s e T i e '
oy T Saturdy, | - - ] BRRER P
t 1 —— ! w5
”Mv L | 21 1 3 [t .l
(R 2t L AP T res—— ”..J ) ﬁvmmvw -
. Vrv‘m-,q_ slw p
Fig 6.2
24 .
Selectmg Bar C

8
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g Lttendanc? Girls

@ Attendancz BoyS

Tue silay

ey

A Ty

different type of chart at any time.

' can easily chang€ toa
dataon worksheet.

in the Chaxts group choose Column, and select Clustered
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pata Labels & _

i C
We can use data labels to focns " at
- Us readers’ attenss . .
&at point. aliention on a single data series or

L Selectthe chart. The Chart Toolks contextual tab activates.
(CLhck theblue bar to select the Monday students' data.
On the Layout tab. click Data Labels, Show. |

o

;C)

~ Cam~at ~g
ooz Data Ladel Unlidnt o e ———————

N ey S =

ain
P O

Y
p—
o

R P e

Fig 6.33 Data Labels selection
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g‘dti“";:!.(,up - Group objects togethey g, tlz;qf; SRR t o o

PG e

| et ) o or 13 ¥ can be treated like a single

e ot ate - R otate or flip the selecteq object

i b A *

| { Fm'm“‘ as Tab

:. 0.' . ~_ ¥}

e tion - Edit the formula in

| ot FURC © current cell by choosing functions and

ill‘f‘(ilm:' {he arguments. The keyboard shorteyt to insert a flmctifn is §h§;5+a;3

A pd-Eunetions | '
\ 11115 aB .

L

- {formula is an expression which calculates the value of a cell, Functions are

_ ’fined formulas and aLre already available in Excel.A formula consists of
e 1 code which is entered into a cell. It performs some calculations and returns
pect which is displayed in the cell. Without formulas worksheet will be a just .

S t' 3
9 rn:«ul cabular representation of data.) |

‘,‘ 1 le : :
3 p/AF rmulas use a variety of operators and worksheet functions 'to work with
) .d text. The values and text used in formulas canb(f, located in other cenS-Foé
e > hanging data easy and gives worksheets their dynamic nature.

e, Ilmtis cf'm quickly change the data in a worksheet and formulas works.)
exampi€, W& &€ -

T LR
s b - i OO —_
AR : e = a §#
g., e oy D anpange pAnERE IS S E._: 3;.;&!3
nob b b b @ ST @B
| “ \ !»: i) ‘x’ § i b g . R :."'::*::; oy’ . . .
¢ a M L/ four Sl i | (eSSt
T I &:ﬁ:‘ﬁ o W
Cpaed oy i TR LNCES R UV = um T diy e e e
3 & 3370 L R o Damrat ‘2‘: it vt o _}-&:’-‘ e
an; subtraction)
| ( A formula can consist of e as +(addiﬁ°n)'and-( |
1. Mathematical operators such i cells Al and A2-
. m f
E le:=A1+A2 Addsthe values
xample:=
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Information T¢ chy
0go)
y

172

Alues or text This formulauses only values, and j; al“’ays

Example: = 45*5 Multiplies 45 ;vith 5.
rejt the same result as 225. o s

) . d cells and
/ Cell references (including name A1 withcell B2.If the cells are identjey th
e]-l F ALSE. Y Q

=B2 Compares €=~
otherwise, it returns

h as SUM or AVERAGE)
valuesin the range Al1:A10

Example:=Al
formula returns TRUE;

Worksheet functions (suc
Example:=SUM (A1:A10) Addsthe

1 <
s Fox:mu; i z;a we need to type in Formula Ba.r.Formula begins With
. <For :;iiﬁnfugg?ng formulas manually, we can.elther tyPe 'in the cel]
a:i-dxs';;g:e.s or we can point to them in the workshet?/t) US‘:;fn t)}:: P o$:ru;§ Methog
to supply the cell addresses for formulas is ofFen. easier an POli " metheg
of formula building. When we are using built-in functlonS,. y?u click the ceJ) o
ant used when defining the functjopg

drag through the cell range that we W '
ar;fments 51 the Function Arguments dialog box.See the followxngeXampl?.

,
~ - o~ { B SR e s s P,
Ada- o

P

D] rome et Pagelyyowt | Fomuny

@idw-o-is

¥ ,‘ Home Insert Page Layou!

¥
T 1

£z 06@06e

=N
Formuias l Data

Jr,

Insert  Autolum Rerently Finaceal Logical  Text Date & Llookup & | Insent AutoSum Recently Financal logical  Text Date & 5
Fundion - Usied ~ . » Time v Reference - '1: Funcl:ion o Used ~ & 4 Nime~ @&
Function Library i : Function Library :
e e e T e e i
' UM < %X fo| bascardz B £2 .in AR
[- %A B c o | E | F : A B c Fior [y
_L_StudentNTest1  Testz  Tests SUM - 1 StudentNTestl  Test2  Testd  sum
_2 {Ram I b?I YSI w):bz&czm.{ 3 2 {Ram 67 78
- q N - Reasne o
X }.-:”"f 78 67 . & ¢ 3 Srivani 78 67
4 Dhanvi 43 90 78 3 4 Dhanvi 43 90
5 'Ganesh 79 78 98 L .
2 ] 5 Ganesh 79 78
6 Syam 54 75 87 " ; :
= i '_ 6 'Syam S4 76 ;
} ik T R T R e,

i

Fig 6.37 Calculating Sum using Formula
- 5?01; as we‘ cm'nplete a formula entry, Excel calculates the result, which
fomue;;l lllsp ayed 1ns1c.1e the cell within the worksheet)(the contents of the
Tormu :alil,f owever, continue to be visible on the Formula bar anytime the cell is
-(If we make an error in the formula that prevents Excel from being able

to calculate the formula at all. E ;
to fix the problem  xcel displays an‘Alert dialog box suggesting ho¥
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l.ences in Formulas

-mulas we :
o 2::; g:able our for:rl;sfz:: tt)n::: cII(e references to cells or ranges- These
E tef Is or ranges. For gxample, if rk dynamically with the data contained in
- d’ose ce”™™ ontained in D2] the f , if our formula refers to cell D2 and we chang2e
al u? < se references i € Iormula result reflects new value autdmatically.lf
L in our formulas, we would need to edit the formulas

idr . order to change the val
n
g ues used in the formulas.

G'ee elves 1
th
en we useé a cell (or range) r ]
U ences: ge) reference in a formula, there are three types

Jative references
Jute references
: . .od references
gﬁive Cell References
he TOW and coi:unn references can change when we copy the formula to
pothe” cell because the references are actually matches from the current row and
s By default, Excel creates relative cell references in formulas.

pagelayout | Fomuias | Data  Redew
AE B @
b

Insert sutoSum Recently Financial Logical Text Date& Lookup & Math
B Usad~ v v v Time v Reference ™ g Trig ~ Funt
Function Library
—

[ =parca+D2

Wl A L
7 1 [studentNTest1
Ram

Srivani
4 1anvi
QSWGanesh
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Absolute Cell References
"The row and column references do not change when e

the reference is to an actual eell address. An ‘th()lu(O

address: one for the column letter ang B

v\'

because
dollar signs in its

ey,
fm ““t

(for example, SE§ $2). )

WJME@ Home Insert Page Layout

Data

T HOBEIB [

Autosum Recently Finanaal Logical  Text Date & Lookup &

Farmutas
p"'lu. "

Aath

FJI\;’;:&:] ~ Used ~ o v ' - Time ~ Reference » &Tne . b
Functlan tibrary 47 Fupy
p E2 - ﬁr [ e$:>+5j§§;§55 7‘"\\—\
i, 'uc;énu_\.'};,ti Testz Test3 ‘SUT-.-’.*
0 i Bt B Dy, st
‘ o 3 Srivan S
g/ 4/ g 2 s o = refe NCe to ce)s
/ 5 Ganesh 73 78 93
6 Syam 54 70 87 Result cell where
7 | ‘ formula is written
8 |

Fig 6.39 Absolute Cell Reference

Mell References

gx mixed cell reference is either an absolute column and relative row or ahg
Yow and relative column. When we add the $ before the column letter we cx
an absolute column or before the row number we create an absolute rowf
example, $B1 is absolute for column B and relative for row 1, and B$1is absi
for row 1 and relative for column, B./If you copy or fill the formula across:
or down columns, the relative references adjust, and the absolute onest

adJust.> |
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insert
;um(?wrr

ji ctyrdert 1 Testd

Formula with
mixed reference

()]
~N
~
(N
~J
o

DN
w ®
W
O
] |
oG i
4'\‘
N
[ .
& .

’/Iff:tm
4 lerivari

4 [hanyi
g%, pesylt cell

o Ganesh 79 77 g

fi Lyarm 54 76 g7

/ }

Fig 6.40 Mixed Cell Reference
nction Library: »g —
oSum - Display the sum of the selected cells directly after the selected cells
keyhoard shortcut for quto sumisAlt + =
s .1net from alist of reoentlyusedfunctlons.
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' ‘ (.xi.(-l'nxﬂ data:
:" (;(.’ J ‘ . .
. nstead of entering data in y worksheet
. . N s ot ‘l . '
r files like from MS-Access, fro ¢very time, we can import data from

. 1 0 \ R o . .
" . in this group. aweb page, from a text file ete. using the

k " l \
: m,(,]()ll

' wlions:
Conmt ctiot

rhis section of commands i use

ful in lmn(lling links to external data
ources:

¥ .
:

}&{hm‘i"g. ‘l',|l'(",/(l:‘)i_r;); r@ 4
| (ill,vrs can be applied in different, ways to i

: e nprove the performance of our
s Jen (oo - ‘¢ -
worksheet. We can filter text, dates, gnd numhcrsbw
/

X e can even use more than one
filter to further narrow our results Filtering is a quick and easy way to find and
work with a subset (Tf data in worksheet. Filters enable us to qzicklzf find all the
entries for a particular item, e.g. a student name or marks in a large
wm-kslmc?l*‘ilt,ers allow us to select just the data we need, and to hide any data
that is not relevant to our search. We can also create your own filters, such as
figures within a specific range or above a particular amount.

Preparing to filter

Ensure the data in your worksheet is neat and tidy and you will find
filtering easy. Use the following guidelines to prepare your data:

Use headings The top row of each column should have a heading.

Don’t mix the data| The data in a column should all be the same type. Don’t
mix text and numbers.

Don’t interrupt Don’t have blank rows or columns. Individual blank
cells are OK ‘

Keep separate The data to be filtered should be in its own worksheet.
If not, separate it from other data with a blank row or
column

Table 6.3 Guidelines to prepare a Filter
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. Pech
178 nogﬁly

o=
Filtering with Auto Filter G . d
i Fixeel provides a quick way ofcreati
(l‘hu Autol‘ilter feature In Excel p ing o ﬁlter

Data Review View

‘ VA 7y, Clzal
J Connections  p | (ATZ )
' ARV I

Lo Peappl,

[Pepetis ot | Filter ;
() 3o Wy dvanced |

Fait Lintis '
Sort & Filter

nactions f

Fig 6.42 Filter options

Filtering Text fo
| —l%u/sc AutoFilter, click in a cell containing a text data item. Then
Datatab, select Filter -
To begin filtering, click on the down arrow next to the coluxﬁ
Excel displays a list of options as well as all the items inthe column,

y ONn the

heading'

(To sce the data for just one item either remove the ticks from the items
do not wish tosee or choose Text Filters, Equals and type the text item for Whyio;:
we want to see the data in the box that appears) .
All the other rows on theworksheet will be hidden
We can continue to refine our data by filtering on other columns.The rq
numbiers will appear in blue and thedrop down arrow will change to filt:r

symbol when we have applied a filter,We will see thenumber of
; recor: '
the status bar at the bottom of the screen. ds found in

f{ 5”0{_'1 sna E] mark{:] ( :
é/}} 1 Ram 5:6 Custorn AutoFilter ; @ |
/ 2 Srivani a8 Show rows where:

3 Dhanvi 66 sna%m‘ f
4 Ganesh 77 IEE'Q“‘IS with B {‘- B :-
el S 5 f
5 Syam g5 ©and Oor !
6 Sai 63 [T
3 .
7 Harsha 32 Ammh"“‘“—“‘ﬁ'a L E
. Use ? to reprecent am . '

8 Balu 31 | e ?torepresent any single character ' g

9 /M/uml‘ 73 Use * to represent any series of characters :
10 @Xh ; :
§ 72 I

. , T L OK 1 [ Cancel

e 221

PR

I“ig 6.43 A“tO F- .
In the above ilterDialog Box

Uxamp]c’ < 1 "
we are trymg to display only names start with “g",
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\ﬁcrOSOf
4 . // 179
'Filtering Numbers: ‘s
", piltering numbers is m .
Filfering Ore Customized
. _ . criteria. Searching f Mzed in Exce). We can filter th bers
b o1V en S = or the I(jp 10 i 1. er em
. glgmBOf ntén:}}zers Thlg}:(?tlfln- does more tha_: ;;i:ﬁ:r,mnab]e @’h;};t }fli]i:enng a
actuaﬂy fin ' eop or hottom 1 to 50 items.You can ;lwgg]m ‘ we can
4l rows in a column. ou 0 filter by percentage

-

| pf tot

cno Y na ¥ f.";:;_f't- v /e
N ) Cote , ‘
P - LAl = st 4 34 f ? - \
1 Ra 5 = ‘
i &J :
% =7 - 3 . rey - i N———,
z Srvani ".;2 | HUL s opre %
J i ‘
| oo :
2 Dhanvi sz i rEZul :
2 Liic . 2
5 - = e rsmticsissin ey TR
¢ { e & — ;
« mempra e o ryesiie B} s ; :
% 7o z - < iwf 12 '
V o i — R - o,
C Cop=mrm P 8 Lo _ e 1
J 2¢3 03 > 9 ‘

- - .
s | v! 1"

e ——

| et elraiel sy e T S
i

| Uss = 4o recresent sy seres of Capaers

&
~ — ;
: f Foredd £
i s i s £
3

= O AD D ) @
o LI & & S |
e xd
voa ©
o=
1~ W
AL Gy e
Q
e

znes 7

11 Venu 87 :
B ‘ '-’.
E 12 Varshiina £y
¥ 13 Ranul 21
E 14 Ravi 50 B _ e
4 | -
Fig 6.44 Filtering Numbers
;: ing to di er than 35. To
3 In the above example, we are trving to djsplav mark;ig:eat
r Filters menu click on Greate Than..

is, fr Numbe

perform this, from thel S .

A Custom AutoFilter box gppears; enter the cnfer‘é mcailzsro thues % o
we aI:e trving to display the marks greaterdtgnan 3>
conditions by %sing Jogical operators Andan _

<
Wg ’ customize the order of
ws us to change or ‘
Sorting is a common task thafisal;z h:t ot of et

] 0 smallest),
our spreadsheet data. Sorting data ost to largest oF largest to
datasiy text (Ato Zor Zto A), numbers ( newest t0 oldest) in one or more

st and
and dates and times (oldest t0 newest
eohmm? j

: that
Sor7t sl e : . arange of cells, or make Sure
S hanumeric data1m - data.
Select a column of 2P 1 _taiming alphanumeri

the active cell is in a table €
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On the Data tab, in the Sort & Filter group, do one of the fol]

To sort in ascending alphanumeric order, click A to Z comm
sorts A to Z or smallest number to largest Sort A to Z.

To sort in descending alphanumeric order, click Z to A ¢
that sorts Z to A or largest number to smallest Sort Z to A,

Information T“-chn
Ogo),
Y

OWing:

and in Exce) thy

Mmmang j, L

Here we are trying to sort the names in ascending order.

The following dialog box appears when we [ry

ascending order.

fayont

Foemoglay

Dty Feraew

- - " £ o
N ™ 3__‘j(_gcrqgf!ltl\i Al {AE;'] \‘( [(3 )
S “‘] A Srrpent g, RATY L T, r ot

foitng Petrest
ornecticng wie
Lonngtiang
S ! ram B R
o & £l

[ ano I st | g
500 L oo 1 marks

MPRam ! M
R Ll SR ...
' .i}.'anv,xm i &8
i e
| 2j0hanyt 66
{ 4{Ganesh 77
SO \iall LI =_L
S /27 T
i tlsan 3
i' 7[(”.“‘.'” ,'.J_
| I CEI | 31
| sivurat | 2
I Peresren SENNL)
| 1C{kakesh | 72
- —t e 72
i H".’r-r u 3 87
{7 A__l}Ji'J;If’_.l'lll»hiul ~ P
b URahul i T
i 14{#av) 1 90

highlight the data that you wish
at the top of the screen and cli

. é Sof Ato Z

Sorthe selection o that e
Wt UL are at trie top ol the

 —

Fress 11 1or more help,

to sort. Then s
ck on the Sort button in the Sort & Filter gr Oy

A S N NI A BN Y 48

to arrange the datg i

sno sna__ | marks |
1{|Balu \565
i |l
2|[Dhanvi gl
I e |
3]Ganesh 66
4|Harsha 77|t
SiMurali | gt
6[Rahul | ol
7|Rakesh 32
b\
8[[Ram 31
9||Ravi 78
10(Sai 72|
11fSrivani 87¢
12[Syam 32|i
1
13|\Varshitha 31
14{Venu 90

Fig 6.45 Sorting Names

Sortingy}i’p,le cplumns:f -

which columns to sort by and when, giving us

To sort multiple columns in Excel,
elect the Data tab from the toolbar
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E:l addtevel N "?
s - _W___V_]YX Dele eLevelJ Q) Cepyleved ,\D ‘ ] X
(&W c«ton v Jj 4y duta b ratass
Sact by TS — |
»~-‘--._....,.’.‘ it .r '51 .
sm E} g M T __“_}' :i;i 7‘-19’_‘L_”’ e .”%

Fig 6.46 Sorting Multiple Columns

select the first column
column in smallest
column

When the Sort window appears,
example, We want to sort by the marks

“Add Level” button. Enter the’ second

Then click on the
ant to sort next by the name column

sort by. Here we W
click on the OK button.

sna
g|Ram
13 varshitha
7|Rakesh
12|Syam
1|galu
6 pahul
3 Ganesh
10 sal
4|Harsh3
9 Ravi
o[murali
11 grivant
2 ohanvi

sno

in ascending

to be sorted. In this
to largest.
that you wish to

order. Then

*ale o n‘\ﬁ“
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1\\\& On I‘e h

Text to columus:
dinary text into tabular columng

This option is used to convert or
Remove duplicates:

We can remove duplicate
tested for duplication.

rows from a sheet. We can also Specify .
W s
le

column to be
. e
Data validation: =
g —— o

'/‘ / . + . . . o~
! Data validation option 1s used
cell. This is the techn

in Excel to malke sure that users ente, e
que used to restrict unwanted values i, :
tog

values into a
worksheet. We can control the type of data or the values that users entey it
e of values to be allowed and we can make 3 |; , a
. S Of

cell. We can specify a rang
values to be selected from a drop down ly.

A student admission form is given as the example here. The value fo, i

e

field must be between 3 and 5. Let us see how it is done.

Data Valddation

| p———
[ P ] sattags | [rpul Messege I Errer Alart l
student admission form —
T 1 l Valdaton aitena
Atow:

iName of Shj.el}t: Ganesh G- .
= ] Whale nusber ; I:l [¥] tonece blank

I P

~ lEnterthe age of student: [______l R
i i E—— ) beteen ‘__——E]
! ?;'.:»m:u‘:l: ) 3 ]
i 3 A =
i | I S S —— A
My : ]
< - = :
A - *
L P T—— 4
T anply these changes to ol ether cels with the same selings & |
=] |

Fig 6.48 Data Validation Settings

P o -

v “Qatlizie th:? cursor where the data validation rules to be applied
the ontion soi) 1onton Data tab. Data Validation window will be opened- There&®
o enter which type of data t tort?
o be all ional oper?
be used and the range of data to be entered OWed, the relational 0pe ;

Click Dat?
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Jata Validation T
ztz Vahdauon ; )\
(7)==

M Input Message | Error Alert

Shov input message when cell is selected

vihen cellis selected, show this input message:
Title:

R

arning

Input message:

The value between 3 to Sis only allovved )

Clear All ‘ OK r Cancel J

Fig 6.49 Data Validation - Input Message

. Q’} the Input Message tab we can type the message to be displayed when the
particular cell is selected where the data validation rule is applied

ﬁData Validation W

rSetb‘ngs ] Input Message | Error Alert

Show error alert after invald data is entered

Wwherf user enters invalid data, show this error alert:

e o e —————————— 5
Stop B Stop -
Error message:
Only betwween 3 to 5 allowved & |
’r‘P\\] }
Ko’ |
Clear All OK Cancel A

e A ;«nmuwmmﬂ“stwﬂ’""‘*f" TR Y PTG O W T T TR W

Fig 6.49 Data Validation — Error Alert
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Holy

In the Kevor Alevt (al, wo onn enter orvor messngo whon ugop

dnin, \

Onlopg invnli(l

| l I |
' stadent adivissbon fonm ;
. 3
k
| | |
col s e (4 "¢| S A A A A S5 0 i ) l
f Noae of ‘lu fent Cuanesh I Mo [,"E‘q.
i Enter the ape ul student; l ! Ve s ‘
N ‘w' Only beteern 3 to & alovwed i
‘ Warnlng {
, The valye . —— [‘—"-] §
| Lvtwrrn Yot [ “ aauy ] L“(.M\((‘.l.:] tiefo " y
‘ Conly allewe
It only alowed 1Waz thia information Falpful? p
ey T, PR SN YT oy . -
Fig 6.60 Data Validation « Warning Message
When we enter the value not between 3 and 6 i.e. 7 in the field, an error
message is displayed as shown in the figure, 3
Consolidate:

This tool is used to summarize and report results from data on separate
sheets into a single worksheet. The worksheets we consolidate can be in the same
workbook as the master worksheet or in other workbooks. When we consolidate
data in one worksheet, we ean more easily update and aggregate it on8 -
regularbasis, b

For example, if we have three worksheets containing marks of studer}ts fo;
each month, we might use data consolidation to roll up these figures into
consolidated worksheet, |

(% scanned with OKEN Scanner



