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MS Excel Spreadsheet Basics & features
Concepts of Workbook & Worksheets
Getting started

Creating a new worksheet

Using Wizards

Various Data Types

Selecting cells

Entering and editing text

Entering and editing Numbers

Removing & Resizingf Columns & Rows
Entering and Editing Formulas
Referencing cells

moving cells, copying cells

sorting cell data

inserting rows, inserting columns
Inserting cells

deleting parts of a worksheet

clearing parts of a worksheet

different view of worksheets.
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Page setup

Cell Formatting

changing column widths and Row heights
Auto format

changing font sizes and Attributes
Centering text across columns

using border buttons and Commands, changing colors and shading
hiding rows and columns

Working with Data& Ranges

Column Freezing

Labels

Hiding

Splitting

Merge Cells

ts:

Chart parts and terminology
chart wizard

different types of charts
printing charts

deleting charts

linking in spreadsheet

rinting of Workbook & Worksheets with various options.
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Recommended ‘ower
Charts View
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11 - B

510,017 |

$49,985 hﬂﬁﬂ

$71,009

I
511,355 i More Column Charts...
516,065 L, IO
A B C o E F G H

1 vl_ 2009 2010 2011 B2 2012 ~
2 |Classics $18,580 $49,225 $16,326 $10,017 $26,134
3 |Mystery $78,970 $82,262 $48,640 $49,985 $73,428
4 |Romance $24,236 $131,390 $79,022 $71,009 $81,474
5 |Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355 $17,686
& |Young Adult 435,358 $42,685 $20,893 $16,065 $21,388
7
: Chart Title
10 5140,000
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12 5100,000
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15 560,000
16 540,000
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e 2008 2009 2010 2011 2012
20
o1 mClassics = Mystery mRomance mSciFi&Fantasy M Young Adukt
22




1PGDCA2PC PACKAGES

xd z O bNRA|

4

2D} @ OO0-yuh AxDERAj
INSERT = PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

HBd@® . & 12 055 s

G- A~

Table  Pictures Online Shapes Smarthrt Screenshot  Appsfor  Recommended . I PivotChart
Pictures - - Office = Charts % ', b~ -
Nustrations Apps Charts P

A} Ex U| z} E(Clex®layous and style)
Al Ex Ej UMpd¥nu OAHAS By RAeRf z0O yON; E|E)
DesignTatb| A} Ex % U|lz}E ©@ HE; {U %i PpPwOyoli

il

f

1

il

NR@@y s b T¥aD ¥4 AJEx} OxiA %N B3I i Recommended CharsO) wE Ui I E| E}

TieUxi 3%@N|

%@ N

zb) N REB]

aChb| U z0% Aj Ex %i Oi N| chaitftitles legerid® @ ShjaMbeldds b e Uy Ex [ &0

AN 3ayy N 11y rE

Ajp Ex [ &0 AjDedlgn Ta¥) @Add Ohart ElemenzO) wE O@ |R OO %:EATNIP|

Ojedhi 180 ANJ

- — —
mE il ™ -p= |= L
Add Chart Cuick Change | = u_l__l._.._!..l- el
Elerment = Layout — Colors — —
{dh Axes -
Idh Aocis Titles - =
dh Chart Title - [—
; IAE® | Mene
(=15 Drata Labels -
- —
[f=15% Data Table |_|j]|:|:L Aboue Chart
ety Error Bars - [}.
R =
b Sridlines » ||j||:|:| Centered COhwoerlay:
e Legend -
PAore Title Options...
= Trendline >

10 |

Aj Ex 180 %éditirig)t%@ﬂtb i B eUn EUH‘@UMW@@@ B8 [ Ong

5140,000 ChartTltIe
5120,000

S 100, 000
m Classics

SBO0, 000
My stery
S60, 000
m Romance
540,000 m Sci-Fi & Fantasy
520,000 I u m Young Adult
=]

2008 2009 2010 2011 2012
Aocis Title

Auis Title

x061 zO -wWA Aj Ex 1 e01 % Aiz DpCr rgapsgdr |} E Ofb|

0% %) }Oxi A %@ QuitgkiLayouRy0]) wEb OO ,R OWv:BWRAINuP| Ud i

Ug }E AK[
g | EET ..

Sddd Chart | Quick Change
Elerment - Layout = Colors —

|

Chart Ls

chor s | |OES| | ol 0p | [~Oldo

H5 o —— o
1 Lﬁ]_[E_m E%Ig' HIHEE | |
2 2
: A= | leiem | [Cillie=| B
: e :
= Jﬂ_IELE-LE-lYDUt ?_;I E
7
L=}




1PGDCA2PC PACKAGES

§ aChP| U Of

Wi A y NAE x

0@ ¢O P bWidl YN Yayy NOW 11 dgr] AJexHE{U O UN| % eUa, Chart styles group |
Oy wt Al

z0 Aj Ex

UhEx %.E OEN

o Oob o @EIBAS E| E(Pata[Typesdn MS Excel 2013)
AO z0 %i | N| =40i{iu OOMIUJE QS bpOd
z0 %i | Nxy
I Ax %@Ny Aji Bdxt| Nuher, Quisendy, Date, Tinfled x } 6 1 ]

B2 =2 J 0.8

1-1#1_3 C;hb; Evgvv_;\v A_ v:vg j:é ",E | =

é:| | O.RI
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4] Em Copy

5 | ‘I Paste Options:

6 | <

7 | A

2 Paste Special...

9_ Insert...
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il

12: A o

13 Filter >

14 | Sert »

15— f,',j Insert Comment

= Format Cells...
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1 Formatcell€)} xUhRA OhRCP 61 ¢y | THorhatOly®Nyz OAJART (OdRY |} P 0@ RCL
nChl Of OR T¥4D % EE By O kil [ Rk UpaN } RO bl %A EiE) EX O Rgy % ORS00 xR aCh Of
Ot xi 1 INGNeUZ, | BEiE; E{ O } OxiA Of Upx| Ayi | R Ai TNGN RE
General
{p E|E}y EJ| O %y TxiA bpOd T%I @ % EJE) %i HEi @ %oN| %
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5
Format Cells M

Number | Alignment | Font | Border | Fil | Protection
Category:
o] sampte ¥
Mumber 42005.5
Currency
Accounting General format cells have no specific number format.
Date
Time
Percentage
Fraction
Scientific
Text
Special

Custam

[ OK i [ Cancel ]

Text

E| CHE oCpP| U Of ©o%0;8 E|E) T%1 @ B Ai 1 E+hgE ¢0 b| } OUG
PEOHI OfOK ¥ O UN| % Un rpaxy Aji ) {POLAJ 1 &| Al NyxfNRg ¥y Ay bl d Rk

Number

{pb E|lE) EJ| O % (UiA B OOUY wHi yw¥%i %i bP| E %@GN| % ¢Un=
T4 % EE Of Ot y#s ( integers)y w Uractions), T ¥ | U percentages)Os) (currency),©0 @ y e x T %) @ ¥
zw¥wi | UpedU Rl ykD¥% wU Uy Udebh Of x| pPOP| z0O0 E|E} T%)

Format Cells (2] == ]
Humber | alignment | Font | Border | Fil | Protection |
Categery
Generdl I - | sample
250
rrrrrrr
Accounting . =
Acco Decimal places: |0 3
Time [] Use 1000 Separator {,)
Percentage

Fraction Negative numbers:

Number is used for general display of numbers. Currency and Accounting offer spedialized
formatting for monetary value.

Currency
(P EE B O %y TxiA %gpdp|pCOBI OFOR % O UN[% el riwxy Ay R{POTUOU0 % y & aly
%@ bpd kAeR %i bAEPRASBQOO, 8500, Rs. 18G)]0, Rs. 15000
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Date
{p E|E

ebU| CE

Time

Format Cells

7
Mumber Alignment Font Border Fill Pratection
Categorny:
General Sample
Mumber 50.80
Accounting i . =
Date Decimal places: |2 =
Time Symbal: |5
Percentage
Fraction Hegative numbers:
Scientific
Text
Special (51,234.10)
Custom

(51,234,170}

Currency formats are used for general monetary values
points in a column,

. Use Accounting formats to align decimal

Cancel

14 BJA BR b PCOHI OO % O UN| % eUa rpaxy Ayl B{POJEE %
%@ NA B Bdd/dnp/yyyy,Brim/ddlyyyy, yyyy/dd/mm, 23uly-2016, 23 july.

Format Cells

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk (%} respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

? =
Mumber | Alignment  Font  Border Fill Protection
Categony:
General sample
Number Thursday, June 23, 2016
Currency
Accountin Type:
EE*. ~3/14/2012 ~
Time sE e
Percentage B S N R e
Fraction i
Scientific A
;:‘:{ial 14-Mar
Mar- v

e em 14-Mar-12

Locale location}:

English [United States] ~

OfOK ¥4i

{b EF) E|O %y TxiA E| O b|pCOHI OFOK % O UN| % Ua riux) Aji ) R{PO[E) O % Oy Ok ¥i

epbU| CE

%@ N

Riily BE]

Format Cells

Time formats display date and time serial numbers as date values. Time formats that begin with
an asterisk (*} respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by aperating system ssttings.

Cancel

7 =
i Mumber i Alignment Fant Border Fill Protection
Category:
General Sample
Mumber 8:00
Currency
Accounting Type:
Date
L2335 PM ~
Percentage
Fraction
Scientific
Text
Special -
Custom
Locale (location):
English (United States) e
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Percentage
{ P E| E} E}) |Porcetitpgb|[PeddA OFfOK ¥ O UN| % Un riax)y Ayl R {pPOTUOUU %
yw¥%i % Od b| E %@dgentald Ag R RBI ) { PR
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Format Cells = |

Mumber |Nignment | Font I Border I Fill |Probechon |
Category:

General | Sample
Number
Currency

Accounting Dedmal places: |2
Date = places:

Time
Fraction
Scientific
Text
Spedal
Custom

Percentage formats multiply the cell value by 100 and displays the result with 2 percent symbal.

Scientific

{pb E|E} E}J| O Of NwO@ T% @ % EJE} %i HEi @ n¥wuxy Api}
Special

(P E|E)} E}| O Tiyey DxwA BPB] Y% HEIi @ %oN| % ¢Ux
z061 % HEI @ n¥wxy Apiyp BRB]

BB

n¥%xy Ay

Format Cells ? X
Mumber  Alignment Font Border Fill Protection
Category:
General Sample
Currency (987) 779-1977
Accounting Type:
.IEEEE Zip Code
me Zip Code +4
Percentage
Fracten. Sodial Security Number
Text
Custom
Locale (location):
English (U.5.) b

Special formats are useful for tracking list and database values.

e

Accounting
{P E|E} E}| O %) TxiEAyB}) }ujE Hi @ GANKIDI¥ €U n¥wxy Apiyp R
¥4 PE vuaN) Ril j ReOuyudpd ¥4 kAeR ANNy O § RE

Custom

{P EF) B))O Oz UFk¥%i § % y NPy@ EE) %4 TY4D % PE %@ b¥i | Rk

Format Cells

? x
Number Alignment Font Border Fill Protection
Category:
| General Sample
Number
Currency
Accounting Type:
Date [S-en-US]d-mmm-yy; @
Percentage General ~
i o
Scientific 0.00
Text = =20
| Special * #20,00
Cistom Tl [ e v
===0_};[Red](=,==0)
#,##0,00_J;(#,##0.00)
#.=#0.00_);[Red](*,#%0.00)
5=,2#0_);5%,#=0)
Se_ ##0 ) [Red](S®,##0) >,

v Delete
Type the number format code, using one of the existing codes as a starting point.
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T Text:CelsOf EWREGBE ,ya®dz;  w ©

il

@ PTIiklxpw RBi

A B C

1 |Date Sales Percentage of Total
2 |5/6/2013 65 0.71

3 |5/7/2013 78 0.78

4 |5/8/2013 112 0.86

5 |5/9/2013 34 0.28

6 5/10/2013 99 0.49

7 |5/11/2013 189 0.65

8 5/12/2013 120 0.57

9

Formatting attributes

CellsO [Formatting attributedzi  Uj) € OU n %x}

v

I @g¥ % OT Ul [, TRy Witk 1588

b 3%i

Ay pwicx Ry Big ¥

OB %01 } WE @QwA Od OT U buni| Ry]

f

MO Op=ol ¢y |

A B C
Date Sales Percentage of Total

1

2 Monday, May 06, 2013 5 65.00 71%
e Tuesday, May 07, 2013 5 78.00 7854
4 | Wednesday, May 08, 2013 5112.00 Ba%
5 Thursday, May 09, 2013 5 54.00 28%
& Friday, May 10, 2013 5 99.00 49%
7 Saturday, May 11, 2013 5 189.00 6554
g Sunday, May 12, 2013 5 120.00 57%,
2

Formulas and functions

CellsO JFormulas and functiorigi Uy ¢ OU n %x
OfSUMB2:B8P| U B2 H#80] Té&x| % b|

How to Insert Contént

il

Ay puniyp rB Ai
U %) Owl| BIG[ jTIREUXED %001 BE]

2] | i fe | =SUM[B2:EB)
A B C

Date Sales Percentage of Total
1
20 Monday, May 06,2013 $ ! 600 1%
3 Tuesday, May 07, 2013 S 78.00 78%
4 | Wednesday, May 08,2013 $  112.00 86%
5 Thursday, May 09, 2013 5 54,00 28%
6] | Friday, May 10, 2013 $ %00 45%
7 Saturday, May 11, 2013 5 189.00 65%
§ | Sunday, May12,2013_$ 100 57%
9 ]Weekleales | 5 717.00 |
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Al - I First
A B C D E F
1 |Fir5t _I
2
E]
4 Content appears in
5 cell and formula bar
6
7

How to Delete Cell Contentp | U % Yy E[f E 3 ¥ bP| 1 EUgE %@f
T }p %wyEJE % P31 PlLU % AxN %@ RAP| z0 RE}N; ApRI|

A B C A B C
1 1
2 |First Mame Middle Mame Last Name 2 |First Mame Middle Mame Last Mame
3 |Heidi |Lauren gE .lLEE 3 |Heidi | .lLEE
4 losie Marie Gates 4 losie Marie Gates
5 |Wendy Anne Crocker 5 |Wendy Anne Crocker
6 |Loretta Susan Johnson 6 |Loretta Susan Johnson
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