Spread Sheet
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- pxcel is @ spreadsheet application developed and published by Microsoft. It allows you to store,
rganize, and analyze information. Excel organizes data in columns and

rows. Rows and columns intersect at a space called a cell. Each cell can
 ontain a single of data, such as text, a numerical value, or a formula.
Microsoﬁ Excel was not the first spreadsheet program, Lotus 1-2-3 and
yisiCalc were popular spreadsheet programs released before Excel.
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Microsoft Excel 2010/2013/2016/2019/2021

' Excel 2021 is the latest version yet in Microsoft Office 2021 package. All the version of Excel may be
some slight differences, but for the most part these versions are similar. In Excel
2010/2013/2016/2019/2021 version, the operational and functional commands are situated in tabs
which that let the user to perform tasks on the Spreadsheet. It is displayed in Gridlines means its
working area is the collection of Rows & Columns and that is formally known as Sheet. Microsoft
Excel 2010/2013/2016/2019/2021 contains tabs of different kinds like Home, Insert, Page Layout,
Formulas, Data, Review and view. In Ms excel, column value is identified by the column header which
is label as A,B,C,.......,AA,.....,XFD. But 'Row value is identified by the row header which is label as

123,.10,48,576.
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51 Opening of Spreadsheet-@'e'QﬂE P T HAT

Toopen MS Excel on your computer, follow the steps given below:

: Methog 1:Press Window key ona keyboard .>Select All Apps->Microsoft office 2013-->Excel 2013
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Method 2: Alternatively, Type
Miaoso&oﬂimExceiZOlBinﬂ:e
search box avzilable on the
Taskhar.

After open the Ms Excel, If you

don't want tp yse any of the

templates on display, click on the
Blank Work Book.
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wﬁrkgheet: A Worksheet is the place whe
' funcllonal calculations, By default it is n

renﬂmcd too.
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re the user works and performs arithmetical and’/
amed as Sheet1, Sheet2, Sheet3 etc., a sheet can be

workb""k‘ A Workbook is the collection of worksheets where the user works,
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Cell: A Cell is the Intersection of Row and Column. For example, Cell Al is the Intersection of

column A and Row 1. A cell in which mouse pointer Is avallable that cell is known as Active cell;
cells may contain text, numbers and formulas.
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Cell Range:It contains One or more adjacent cells. A range Is identified by its first and last cell
address, separated by a colon, '
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. Formula Bar: This bar appears at the right side of the Name box. It displays formula as well as
value entered into the active cell. It is also used to edit formulas and content in it.
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« Name Box: This box appears at the left of the formula bar and displays the address of active cell.
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« Sheet Tab: This tab appears at the bottom of the Excel workbook. by using Sheet tab we can

open any worksheet. Each worksheet is identified by label given as Sheet1, Sheet2, Sheet 3...etc.
You can rename the sheet name according to your requirement. You move from one worksheet
to another worksheet by using navigation button.
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Mouse Pointer Styles - AIS¥ @Igex Rked

The Excel mouse pointer takes on many different appearances as you move around the spreadsheet.
The following table summarizes the most common mouse pointer appearances:
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Pointer ~ Example Description

The white plus sign will select a single cell to enter data, retype data or

t = te text from the selected cell. This pointer is also useful for selecting a
L range of cells.

‘ N @ The white arrow will drag the contents of the selected cell to a new location
(drag and drop).
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The black plus sign activates the fill handle of the selected cellm
the adjoining cells with some type of series, depending on the type of df{?'

(e.g. a formula or date) is in the beginning cell.
|

Spreadsheet Navigation (¥s¥iic Af3i¥H)

The following table provides various methods to navigation around a Sﬁi'eadsheet.

—

Method

Description
=

Use the mouse pointer P to select a cell.

mouse pointer

scroll bars

‘the desired cell is visible.

Use the horizontal and vertical scroll bars to move around the spreadsheet 1o
view columns and rows not currently visible. Click the mouse pointer onc,

Use the left <, right =, up T, and down | arrows to move accordinglmﬁé‘

arrow Keys
cells.
Enter Press the Enter key to move down one cell at a time. a0
Tab Press the Tab key to move one cell to the right. =
Ctrl + Home Moves the cursor to cell Al. o |
Ctrl+ End | Moves the cursor to the last cell of used space on the worksheet. :
5.3 Creating a New Workbook - 7§ a9g® 11
Excel files are called workbooks. Whenever bt o)
you start Excel application. You'll need to
create a new workbook. You can choose to N
create a new workbook -either with a blank '
workbook or a predesigned Template- or - - j ge
open any exisiting workbook. . m— G):
Take o
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5.3.1 By using Blank workbook
Select the File tab. Backstage view will appear.
Select New, then click Blank workbook.

A new blank workbook will appear.

it S -

-r::'l!

g P

e You may go ahead and start typing your Sheet.

5.3.2 By using predesigned Template - S9eic 3T TR Y 89

In Excel 2013, there are
spreadsheet file you can use to create new spreadsheets with the same formatting and

many templates that can save you a lot of time. A template is a predesigned
predefined

s created from

formulas. It is saved with a different file extension (.xIsx) and serves as a basis for new files. The

template file contains a variety of content and settings that are applied to the new file

the template.

Y

Scanned with CamScanner



ECC)
176 Expert Computer Course (ECO)____——

5.20 MS Excel shortcut M

alo
Ctrl+1 Displays the Format Cells di g ' x
: vos bold formatting. O
Ctrl+2 Applies or remo - :
; - ves italic formatting. - x
Ctrl+3 | Applies or remo
Ctrl+4 Applies or removes underlmlng-I \
Ctrl+S Applies or removes strikethroug.l- laying objects. T R
Ctrl+6 Alternates between hiding and displaying e
Ctrl+8 Displays or hides the outline symbols. = |
Ctrl+9 Hides the selected rows. “Foiaae .
Ctrl+0 Hides the selected columns. B
Ctrl+A. Selects the entire worksheet. il S
Ctrl+B Applies or removes bold formatting. —— W
Ctrl+C Copies the selected cells. T, |
Ctrl+D Uses the Fill Down command to copy the contents and format of the topmost cell
selected range into the cells below. . 4
Ctrl+E Invoke Flash Fill to automatically recognize patterns in adjacent columns and fil ¢
current column -
Ctrl+F Displays the Find and Replace dialog box, with the Find tab selected.
Ctrl+G Displays the Go To dialo box. F5 also displays this dialog box.
g Ay g box..
Ctrl+H Displays the Find and Replace dialog box, with the Replace tab selected. .4
Ctrl+] Applies or removes italic formatting,
Ctrl+K Displays the Insert Hyperlink dialog box. £, A |
Ctrl+L Displays the Create Table dialog box. i |
I |
Ctri+N Creates a new, blank workbook, _____,4'
Ctrl+0 | Displays the Open dialog box to open or ﬁhd a file. Ctrl+Shift+0 selects all cells
contain comments, :
[Cul+P | Displays the beg bin Mi 7 9
tr fsp ays the rx.nt tab in M.xcrosoft Office Backstage view. ——*”ﬁ
Ctrl+Q Displays the Quick Analysis options for your data when you have cells that contail
data selected.
e — el
Ctrl+R Uses the Fill Right cm format of the leftmost cell o
selected range into the cells to the right, ‘ B
Ctrl+S Saves the active file with its current fj)q hame, location, and file format.
Ctrl+T Displays the Create Table dialog box, = /
Ctrl+U | Applies or r‘m\_ __,_,//o:
- ot
Ctrl+V Ctrl+Alt+y displays the Paste Specia) dialog boy Available only after you pave ¥ ,,1
copied an object, text, or cell contents on a worksheet or in motherﬂ"ff',"l'—/’/
X <l I
Ctrl+w Closes the selected workbook Window, _—__/—’"‘j:
Ctrl+X Cuts the selected cells, L e—— " .l
Lo ——— |
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oY Repeats the last command or action,
| T Uses the Undo command to reverse the last command
221 Model Questions and Answer

To move to the previous worksheet, press.

REd TP W o1 B Ry I ¥,
a Alt + PgUp
b. Ctrl + Shift+ PgUp
C Shift + Tab
d. Ctrl + PgUp
The default name of excel file is....
TR Bed 31 Reree am 8.

" 2. Sheetl-dfie

.~ b.  Workbookl - a@gad1

¢ Bookl- g&1 _

d. Allofabove - 37 & wf

In Excel the intersection of a row and
column is called.

gl
Square - WHEAR
cubicle - #gfd®a
Cell - &
worksheet - a® e

Which command is used to select the last
cell on the worksheet ?

& waie &1 yarT @ @ sifow d9 P

Worgr @ farg fasar irar 87
a. Shift + End

b.  Alt+ Ctrl + END

€. ALT+ END

| d. CTRL+END

‘Which key is used to insert a new
worksheet. -

T e gt e @ R R A

AT 8

Shift + F11
Shift+Alt+F1

Ctrl+F12

I3)(CEL Is also Known as...

d

TRd d U IR oW B g B w8 W

a. Utillty software - !Lf%ﬁ‘—r"f Higeany
b.  Spreadsheet software

Wede wiredny
C.  System Software - fliven wiyziay
d.  None of these - g7 & @1d 71

y 35 The first electronic worksheet was
knownas____,

UEell FAARICTE q@he B .. B w9 ¥ o
T o)

VisiCalc - fadh #few

MS Excel - gaga gaer

Lotus 1-2-3 - &figq 1—2-3

None of the above - Suqw % & &1 =&

Which language is used to create macros in
Excel?

T ¥ A P W A hidii
T # R &7

a
b.
c
d

--a.  Visual basic-
b.:. € ‘
c.  Visual c++
d. Java

The combination of the column letter and
row number for a cell in an Excel work
sheet is called.

THRe e & 5 A9 @ ofem e s
TER BT ST HEATar 8—

'a. Cell at‘:ross - ¥ Ui

b. Cell identification number

I Ingfefrepem TR

“c.  Cell Reference - ¥ R&¥=

d. Cell identification - @m:ﬂﬁ%ﬁtﬂé

10 Afunction in Excel is ..
R Tl 3 Ue v v

a, A Readymade formula- t& s wnjn

" b. Used Only Simple calculation -@a

RO o B fée Suan fea o @
c. starts with & - forg @ WRr oWy @ #

Scanned with CamScanner



cc) .
178 Expert Computer Course (ECL) ____—

d.  None of these - ¥4 Prg el

s.
11. The following is not a valid Cell Addres
fre ¥ & & ¥ @9 T8 e |

a. Sheetl!Al:cl
b. Sheet1,1BC10
c. Sheet2!HH77

d. Sheet3!DF6780

12. You can edit existing Excel data by pressing
the _ .
M7 e v ¥ B . I WD CRT I
wHd &

a. F1key
b. F3key
c. F4key
d. F2key

13. The default page orientation in Excel is..
v ¥ Rvfee I9 siRy=vr grar 3—
a.  Landscape - divegway
b.  Horizontal - giRsicas
C
d

Portrait - gige
None - &€ 8

14. Output of the excel expression is =64/8/2.
TR Yo =64/8/2%1 sreeye ¢

a. 4
b. 8
£ 16
d -32

15. In Excel charts are created using which
option? '

TN TPy & =5 g fes grr free

far wmar 8- :

Chart wizard - =1¢ faong 3§

Pie Chart- urig o1¢ 9

Bar Chart - o~ 91¢ &

None of these - 373 @ PIE T

16. How many types of cell addressing s
available in spreadsheet?
;i;@ e ¥ ey vor ¥ PRRIT Syorer

an o

a. Four- ¥R

b - Shes
c. Five- g
d. Three- LIk
is nota valid Cel] o4
_ The following is O
> R N %d’;x
a. A190
b. 1BC10
c. HH77
d. DF6780
18. Extension of Excel file is....
TR PR 3T (I BT ¥
a. .TMT
b. .XXL
c. xlsx
d. None

19. Excel formulas are made up of.

[T P BRET a9 B 8-

a.

Arithmetic operator like =+- ang otk

functions - J&HTRAT MR A =-.
AR I wa

b.  “Only arithmetic operator
BTA JHORT ISR A
€. Only function - 33d waw
d. None of these- w1 =18
20. What is the result of this formula = (10+]
In Excel?
VR ¥ T ord =(1042) @ mm Ac
qReT™ Smpm—
a 10
b. 14
C. 9
d. 12 |

|
I
21. Which method cannot be used to enter @

in a cell of Excel sheet press ... key?

t
T e F < Afy e @ 7 T
A arrow key - 531 @1
b.  Enterkey- z=x @
€. ESCkey- =9 @1
d.

d
22.In Excel, When numbers are tyPé
cell, the default alignment is:

TAB key - 2a &1 side?

>
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24.

@ d T TR T H E A I D

. T g ?
. a.  Workbook - a@g®
g LetE allgn‘ed s b.  Balance Sheet - do=1 fiie
B Gemi= Blignec.s VR S C. Prcsentntioﬁ - U
Right aligned - Vg€ 3eTg~S = ,
& d.  Sheetdocument - ¥ie Sragic
4. justified - STREPIE |
4 function i used to perf . 25. Cell address A$4 in a formula means it is a..
Whlc n 0 pertorm addition AN ’ T )
Of cell values based on the SPEClﬁEd Pl tfl ¥ Q.;‘\'}-ﬂ AS$4 &1 7aaew 8 B a8-
condition in Excel? a. relative cell reference-
@aﬁmwmﬁaﬁaaﬁMﬁm@ Yoifea Ao ¥ B
2 forg R ST BT ST B 27 b.  Absolute Cell Reference-
.. ADDIF(Q) VRMRE el YT 2 |
b. IFQ c.  Mixed Cell Reference-
c. COUNTIF() _ s A Ywd B |
d. SUMIF() d.  All of the above- SWRIad 34 |
The spreadsheet file created by Excel 2013

is called-

EEach Statement Below Is Either True Or False - i Ry 1y wede @ a1 el 8 41 e

26

27

28
29
30

B
132

p—t

33

34

35

36

In Excel, Countlf() function is used to Counts the number of cells with in a range that meet a
given condition. ‘

e H, Countlf()wmaﬁemmﬁsﬁaﬁﬂwaﬁﬁﬂﬁﬁmﬁﬂﬂm% S Uh T H
& FIATH B GR B F |

When you create a formula that contains a function, the insert function dialog box helps you
enter worksheet functions.

WWWWWWW%W&%WWW%@WWWW
FUST FETIdT Bl B |

The name box is at the left end of the formula bar.

7 dfeq el R & % i TG BT B

In Excel, If we write formula =3+4*5 then result is 35, but =(3+4)*5 then resultis 23.

T § afE 5 =3+44*5 forgd € 9@ oo 35 B afee =(3+4)*5 forae wr afkomt 23 |
In Excel, pressing [Ctrl] + [Spacebar] to select the entire row.

TFe ¥, gt A @1 Yelge I @ forg [Ctrl] + [Spacebar]¥% f&ar S €1

Last column of the worksheet window is XFD e e @ siftm wfem XFD & 2|

COUNTA(Q) function is used to counts the number of cells in a range that are not empty in Excel.
COUNTAOWWWWWW*{WW@W%WWm%ﬁh@ﬁﬁ@%l
When you copy a formula in Excel, relative cell references do not change.
W4 39 gae ¥ Bien H B €, R et YBY gl e 2 |
Format painter facility is available in Excel like Ms-Word.

T —ad %1 v wadd # A Brie e gfier Suere gl 2|

When you copy a formula in Excel, absolute cell references do not change.

V4 Y qaRe # Bher B B a1 YeHfeye el YN T agerd ||

You can store data, graph, chart and other object in a worksheet.
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&R ™
o Fasie ¥ ¥, m“m,aﬁaﬁvaﬁﬂaﬁﬁizlogbox. ey
37  In Excel (shift)+(F5) is used to displ::I}st;l;;ﬁmr g qafdfd |
vRd ¥ (shift)+(F5) @ JUAnT BIETS

Excel prints gridlines by default.

8
? TR RreaTgd @ aRfSHee e vl B
39  [naworksheet address of a first cell is 1A.
aaeite 3 eeh da @1 w3 1A g € il p—
40 Ctrl+F performs same operation in MS- Wor 5|
Tara—a€ ok MS-Excel ¥ Ctrl+F 991 o1l PXCT €
41 Intersection of Row & column is known as Cell.
¥ 3R Bie D ORI e e 2 e & C'enterbutton'in Excel.
42 Tomerge more than one selected cell and click the Mf"fﬂ? e ¢ faer R S #)
T QA E T A JA B A YA @ fag -
43 Ina excel sheet A15 is a cell adress.
e e ¥ A15 T Ol TR B ¢ eabé
44 Tabs that appear at the bottom of each workbook is calle%Shee ‘
i ﬁméﬂﬁmé&mm I- i ase Decimal butt
45 Excel moves decimal point one place to the left on clicking Decre on on
Formatting toolbar. o e B T S TR e

TR BT ToER @ fmia SHMe geT W frera B '
s in the worksheet In Excel.

46 [Ctrl] + [Home] moves the last cell containing content s :
et H[Ctrl] + [Home] @¥R T s Set § 77 FIl &, et pe foran © |
1, it displays #####.

47 In Excel, when a formatted number does not fit within a cel
3 qr g ##### TG B gl

T ¥, we P Biie @ T e frd et # fiee e el
48 Excel cannot insert multiple rows in its sheet.
TRE B TP Aie § Fediue ¥ g T IR WA € | |

49 When you copy a formula with relative cell references dow

the formula

n a row, no references are changedin

% STY TE P F1 RO Wor X @ W U@ W D A9 B0 = § 7@ Brfer ¥ g awwn w

grar 8 |

so Inabsolute cell reference $ symbol is used before Row and column of the cell.

Yeiteqe B Yo § $ Rad &1 WA /9 @ A R Piem B ser Bim )

]

3

_l'd ._.,2,"3_,, . 3-c - 4'd .5_.3 v 6-b 7-3 : . B_a

2l-c 22-c  23-d  24-a 25-c 26-T  27-T  2g8.T 29-F

L D TR S s B AR

1°b d2-d o HEEAS ;s onmemeas \ B B
i 13eedi4-a s 15rae i 16-d 175 h D S s e o

A

10-3_
o204
- 30-F_
TaT

_seT

4-T 42T 43T 44T 45T  46-F  47-T  48.F  49.F
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