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Microsoft Excel-2016. 
 

Chapter-1. What is Microsoft Excel? Ms. Excel is one of the DBMS software. It manipulates 

and manages the database in very good manner. It provides the sophisticated tool for 

calculating, projecting and analysing numeric data & presenting the result in professional 

quality documents & chart. That helps you to create salary sheet. Hospital chart. Purchase. 

Sale stock item entry and mark sheet. 
 

Extension Name of Excel File.   .XLS, .XLSX, .XLW (Excel Spreadsheet). 
 

How to Open Ms. Excel Software? 
 

Click on Start Button > Programs > Microsoft Office Folder > Microsoft Office Excel 2016. 
 

Click on Window Button > Search > Type > Excel 2016. > Enter. 
 

Double Click on MS. Excel. Icon on Desktop. 
 

Press Window + R > Run > Type > Excel > Ok or Enter. 

 

 
 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

Title Bar. A horizontal bar at the top of a window, bearing the name of the program and 

typically the name of the currently active document include three button minimize, maximize, 

and close button. 
 

Cell. A cell us a combination of row and columns.  
 

Worksheet. A worksheet numerical information presented in a tabular row and column format 

with text that labels the data store or we can say that worksheet is a combination of cell.  
 

Workbook. A workbook office documents that contains one or more workbook.  
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Workspace File. A workspace file is a combination of workbook. 

Microsoft Office Button. This command related to managing excel document menu that is 

display when you click the Microsoft office button. 
 

Quick Access Toolbar. This command can be display button on the quick access toolbar. By 

default display the save, new open, print, buttons. You can customize toolbar include 

according to you. 
 

 
 

Ribbon. This command can be display below the title bar you can make all the capability of 

word available in single area and you can work. 
 

 

 

Status Bar. This command can be display bottom of window program status bar give all 

information of current document. 
 

Description of Excel Window. Every workbook divided into row and columns the vertical 

divisions are known as “Column” and the horizontal divisions are known as “Row” row and 

column separate by Gridline. The Column is generally in Alphabet just like A, B, Computer, 

D, AA, and AB. And the Row are arranged in numerical just like 1, 2, and 3.  
 

The Formula Bar. The formula bar turned on the cell address of the cell display the name of 

the box which is located on the left side of the formula bar. Cell entries are display on the right 

side of the formula bar. 
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How to Enter Data in Cell. You can easily and quickly enter data into cell by using keyboard. 

The data might be letter and numbers special characters any formulas.  

Creating Workbook. Every time you want to gather and store data that isn’t closely related 

to any of your other existing data, you should create a new workbook. The default workbook 

in excel has one worksheet, although you can add more worksheets or delete existing 

worksheets if you want. Creating a workbook is a straightforward process—you just display 

the backstage view, click new, and click the tile that represents the type of workbook you want. 
 

Work Sheet Views. Excel 2016 has a variety of viewing options that change how your 

workbook is displayed. You can choose to view any workbook in normal view, page layout 

view, or page break view. These views can be useful for various tasks, especially if you're 

planning to print the spreadsheet. 
 

 
 

 
 

Chapter-2. File. (Alt+F). 
 

Title Bar Control Button Menu Bar 

Status Bar 

Cell 

Colum

n 

Row 
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New (Ctrl+N). This command is used to open new document window and select a new blank 

workbook basic page. MS. Excel you can also use this command to create a new yours 

documents. It has helpful tools to make documents. 
 

 
 

Open (Ctrl+O). This command is used to open the specific save file, from hard disk, pen 

drive, and various document just like. Excel file, xml file, all web pages etc. 
 

    
 

Save (Ctrl+S). This command is used to save the current document and Ms. Excel to your 

hard drive. If you’ve already saved the document, choosing this command overwrites the 

previous file. If you haven't saved the document before, choosing this command opens the 

save as dialog box. To save the document on your computer, choose a folder under 

computer or click browse. Click save. 
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Save As (F12). This command is used to change file name and location saves the current 

document your hard drive. In other words, only the save as copy has the most recent changes 

you made to the original file various format just like. Excel File, XML File, All Web Pages, 

Etc. its location. 
 

 

 

Print (Ctrl+P). This option is used to select a printer, number of copies, other printing option 

before printing to help you print your excel worksheets. 
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Page Setup. This command is used to set margin, paper size and different option layout of the 

page. You can select a page setup and change the layout of document. All margin values are 

measured in inches. Header and footer are printed text at the top and bottom of pages. Such 

as insert date of the page. 
  

 
 

Share. Send a copy of the picture in an email message as an attachment. Excel 2016 makes it 

easy to share and collaborate on workbooks using One Drive. In the past, if you wanted to 

share a file with someone you could send it as an email attachment. While convenient, this 

system also creates multiple versions of the same file, which can be difficult to organize. 
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Export. This command is used to template data as preserves layout formatting font and image 

content can be easily change free view are available on the web from your MS. Excel document, 

for use in other applications. By default, Excel workbooks are saved in the .xlsx file type. 

However, there may be times when you need to use another file type, such as a PDF or Excel 

97-2003 workbook. It's easy to export your workbook from Excel in a variety of file types. 
 

 
 

Export Workbook as PDF Files. Exporting your workbook as an Adobe Acrobat document, 

commonly known as a PDF file, can be especially useful if you're sharing a workbook with 

someone who does not have Excel. A PDF will make it possible for recipients to view but not 

edit the content of your workbook. 
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Exit (Alt+F4). This command is allowing exit from Ms Excel window application.  
 

Chapter-3. Home. (Alt+H). 
 

 

 

Cut (Ctrl+X). This command is used to deletes the selected text or objects from a document, 

and copies them to the invisible windows or Macintosh clipboard so you can paste them 

elsewhere. (The clipboard holds only one selection at a time.). Remove the selection and put 

it on clipboard so you can paste it somewhere else. 
 

Copy (Ctrl+C). This command is used to copies the selected item to your computer's memory 

and available in clipboard use for later. Put a copy of the selection on the clipboard so you 

can paste it somewhere else. 
 

 
 

Paste (Ctrl+V). This command is used to places objects you’ve copied to your computer's 

memory into the current document. Places the most recent selection from the clipboard into 

your document at the insertion point. Add content on the clipboard your document. 
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Format Painter. (Ctrl+Shift+C). Like the look of a particular selection? You can apply that 

look to other content in the document. Select content with the formatting you like. Click 

Format painter. Select something else to automatically apply formatting. To apply the 

formatting in multiple places double –click format painter. 
 

 
 

Undo (Ctrl+Z). This command is used to reverse the last action. To take backward in your 

current work which you have done. Or you can choose this command repeatedly to step 

progressively backwards through your changes, even after you save the document. 
 

Redo (Ctrl+Y). Restores whatever changes you just made by using the undo command. 

Selecting redo multiple times moves you progressively forward through changes you undid. 

If you just used a command other than undo, repeat appears instead of redo. This property lets 

you repeat the last action. For example, if you just pressed delete, the repeat command presses 

it again. 
 

Font. 
 

Font Family. This command is used to choose from a list of common font combinations to 

apply a font set to the selected text. When a visitor’s browser displays that text, it moves down 

the list of assigned fonts until it finds one installed on his computer. You can create your own 

combination of paragraph fonts by going to the submenu and choosing edit font list. Select the 

desired font. A live preview of the new font will appear as you hover the mouse over different 

options. In our example, we'll choose 28 Days Later. 
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Font Size. Font size is measurement in point the larger font size approximately 72 point in an 

inch. You want to change font formatting at the same time. You can change font size font 

dialog box. Select the desired font size. A live preview of the new font size will appear as you 

hover the mouse over different options. In our example, we will choose 48 to make the 

text larger. 
 

 
 

Increase Font Size. You can increase the font size by using the Increase font and make your 

text a bit bigger. 
 

Decrease Font Size. You can decrease the font size by using the shrink font and make your 

text a bit smaller. 
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Bold Font (Ctrl+B). You can apply term refers collectively to boldface and change to the 

heavier font. Select the text and apply bold font. 
 

Italic Font (Ctrl+I). You can apply term refers collectively to italic and change to the italic 

font. Select the text and apply italic font formatting toolbar. 
 

Underline Font (Ctrl+U). You can apply term refers collectively to draw the line below the 

text and change to the underline font. Select the text and apply underline font formatting 

toolbar. 
 

 
 

Borders. Add or remove borders from your selection to change look of the border check out 

the points on the table tool design. Use to borders and shading dialog box. Apply to the 

different type of border selected cell top, bottom, left, right, no border and all borders. Change 

to the border colour and border line type.  
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Fill Color. Change the colour behind selected text paragraph or table cell. This is specially 

use full when you want information to jump of the page and change the background of cell 

make to them stand out. Select the fill colour you want to use. A live preview of the new fill 

colour will appear as you hover the mouse over different options. In our example, we'll 

choose Light blue. 
 

 

 

Font Color. Change colour of your text can brighter up a document and make key part of it 

stand out. You have a colour printer reader view the document onscreen font colours can 

greatly enhance your document an appearance. Select the desired font colour. A live 

preview of the new font colour will appear as you hover the mouse over different options. In 

our example, we'll choose white. 
 

 
 

Text Alignment. By default, any text entered into your worksheet will be aligned to the 

bottom-left of a cell, while any numbers will be aligned to the bottom-right. Changing 
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the alignment of your cell content allows you to choose how the content is displayed in any 

cell, which can make your cell content easier to read. 
 

Top Align. This option is used to align text to the top region. 
 

Middle Align. Align text so that it is centred between the top bottoms of the cell.  
 

Bottom Align. This option is used to align text to the bottom region. 
 

 
 

Align Left (Ctrl+L). Align your content with the left margin. Left alignment is the commonly 

used for body text and makes the document easier to read. 
 

Align Centre (Ctrl+E). Centre your content on the page. Centre align give documents formal 

appearance and is often use for cover page, quotation, sometime heading. 
  

 
 

Align Right (Ctrl+R). Align your content to the right margin. Right alignment use for small 

section for content such as your text in header and footer. 

Status Bar 
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Orientation. Rotate your text diagonally or vertically. This is a great way to label narrow 

columns. 
 

 
 

Decrease Indent.  Move your content close to the cell border. 
 

Increase Indent. Move your paragraph farther away from the cell border. 
 

Warp Text. Wrap extra-long text into multiple lines so you can see all of it. Whenever you 

have too much cell content to be displayed in a single cell, you may decide to wrap the 

text or merge the cell rather than resize a column. Wrapping the text will automatically modify 

a cell's row height, allowing cell contents to be displayed on multiple lines.  
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Merge & Centre. Combine and centre the contents of the selected cells in a new large cell. This 

is great way create a label that spans multiple columns. Merging allows you to combine a cell 

with adjacent empty cells to create one large cell. Click the drop-down arrow next to the Merge 

& Centre command on the Home tab. The Merge drop-down menu will appear. From here, you 

can choose to. 
 

Merge & Across. Merge selected cells in the same row into one large cell. 
 

Merge & Cells. Merge the selected cells into one cell. 
 

 
 

Unmerge & Cells. Split the current cell into multiple cells. 
 

Formatting Text And Number. One of the most powerful tools in excel is the ability to 

apply specific formatting for text and numbers. Instead of displaying all cell content in exactly 

the same way, you can use formatting to change the appearance 

of dates, times, decimals, percentages (%), currency ($), and much more. 
 

Number Format. Choose the format for your cells such as percentage, currency, date or time. 
 

General. The default format its display number and integer as decimal. 
 

Number. Enable to specify the number of decimal place use the comma to separate thousand. 
 

Currency. Enable to specify the number of decimal palace to use a currency place symbol. 
 

Accounting. Differs from the currency format in this currency symbol always line up 

vertically. 
 

Date. Enable to you can choose from several different formats date. 
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Time. Enable to you can choose from several different formats time. 
 

Percentage. Enable to you can choose the number of decimal places and always display a 

percentage sign. 
 

Fraction. Enable to you can choose the among nine fraction formats. 
 

Scientific. You can choose the number of decimal place to display left of e. 
 

Text. You can apply to a value as text useful for such as items as part numbers. 
 

Special. Contain four additional number formats and social security number. 
 

Custom. Enable you define custom number formats that are not include any other category. 
 

Style. 
 

Conditional Formatting. Easley spot trends and patterns in your data using bars, colours, and 

icons, to visually highlight important values. Otherwise conditional formatting allows you to 

automatically apply formatting—such as colours, icons, and data bars—to one or more cells 

based on the cell value. To do this, you'll need to create a conditional formatting rule. For 

example, a conditional formatting rule might be: If the value is less than 20000, colour the cell 

red. By applying this rule, you'd be able to quickly see which cells contain values less than 

20000. 
 

Highlight Cells Rules.  
 

Greater Than. From the submenu select the criteria that you want to use, eg. Greater than 

enter the value(s) for the criteria. From the with dropdown list, select the formatting option 

that you want to apply to cells that meet the criteria. Hover the mouse over the 

desired conditional formatting type, then select the desired rule from the menu that appears. 

In our example, we want to highlight cells that are greater than 17000. 
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Select a formatting style from the drop-down menu. In our example, we'll choose light red fill 

with dark red text, then click ok. 
 

 
 
   

 
 

Less Than. From the submenu select the criteria that you want to use eg. Less than enter the 

value(s) for the criteria. From the with dropdown list, select the formatting option that you 

want to apply to cells that meet the criteria. 
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Between. From the submenu select the criteria that you want to use eg. Between enter the 

value(s) for the criteria. From the with dropdown list, select the formatting option that you 

want to apply to cells that meet the criteria. 
 
 

 

 

Duplicate Value. From the submenu select the criteria that you want to use eg. Duplicate 

value enter the value(s) for the criteria. From the with dropdown list, select the formatting 

option that you want to apply to cells that meet the criteria. 
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Top 10 Items Value. From the submenu select the criteria that you want to use eg. Top value 

enter the value(s) for the criteria. From the with dropdown list, select the formatting option 

that you want to apply to cells that meet the criteria. 
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Data Bar. Add a coloured data bar to represent the value in a cell. The higher the value the 

longer the bar. 
 

 

 

Colour Scale. Apply a colour gradient to a range of cells. The colour indicates where each 

cell value falls within that range. 
 

Icons Set. Choose a set of icons to present the values is the selected cells. 
 

 

 

Format as Table.  Quickly convert a range of cells to a table with its own style. 
 

Cell Style. A colourful style is a great way to make important data stand out on the sheet. 

Instead of formatting cells manually, you can use Excel's predesigned cell styles. Cell styles 

are a quick way to include professional formatting for different parts of your workbook, such 

as titles and headers. 
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Cells. 
 

Insert Cells (Ctrl + Shift + =). Insert cell, row, or column, into the sheet or table. New roe 

add will be added above the selection and new column will be added to the left of the selection. 
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Insert Sheet Row (Alt + I + R). Insert a single row selected the row or a cell in the row above 

which you want to insert the new row. If you want to insert multiple rows firstly you have 

selected the rows above which you want to insert rows. 
 

 
 

Insert Sheet Column (Alt + I + C). Insert a single column selected the column or a cell in the 

column immediately to the right of where you want to insert the new column. If you want to 

insert multiple column firstly you have selected the column immediately to the right of where 

you want to insert new columns. 
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Insert New Sheet. (Shift+F11) Or (Alt+Shift+F1). Insert of placing everything on a single 

workbook you can use additional worksheets in a workbook to separate various workbook 

elements logically. Ms. excel provides three worksheets in a workbook but you can insert 

additional workbook as needed and for this do the following. 
 

Delete Cells (Ctrl + -). Delete cell, row, column, or sheets from your workbook. To delete 

multiple row or columns at a time select multiple row or column in the sheet and click delete.  
 

Delete Sheet Row. Delete a single row selected the row or a cell in the row above which you 

want to delete the new row. If you want to delete multiple rows firstly you have selected the 

rows above which you want to delete rows. 
 

Delete Sheet Column. Delete a single column selected the column or a cell in the column 

immediately to the right of where you want to delete the new column. If you want to delete 

multiple column firstly you have selected the column immediately to the right of where you 

want to delete new columns. 
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Delete New Sheet.  Delete of placing everything on a single workbook you can use additional 

worksheets in a workbook to separate various workbook elements logically. Ms. excel 

provides three worksheets in a workbook but you can delete additional workbook as needed 

and for this do the following. 
 

Format. Change the row height, or column width, organize sheet or protect or hide cells. 
 

Row Height. You can specify a row height from (0 to 409). This value represented the height 

measurement in points. The default row Height is 15 points. If the row height is set to 0 the 

row is hidden. 
 

 

 

Auto Fit Row Height. Select the row that you want to change then on the home tab in the cell 

group click format and then from the cell size group click on auto fit row height. 
 

Column Width. You can specify a column width from (0 to 409). This value represented the 

width measurement in points. The default column width is 16.71 points. If the column width 

is set to 0 the column is hidden. 
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Auto Fit Column Width. Select the column that you want to change then on the home tab in 

the cell group click format and then from the cell size group click on auto fit column width. 
 

Hide Row and Column. You can hide a row or column by using the hide command or when 

you change its row height or column width to 0 (zero). The first row or column of the 

worksheet is tricky to hide, but it can be done. 
 

 
 

Unhide Row and Column. You can unhide a row or column by using the unhide command 

or when you change its row height or column width to 0 (zero). You can display either again 

by using the unhide command. You can either unhide specific rows and columns, or you can 

unhide all hidden rows and columns at the same time. The first row or column of the worksheet 

is tricky to unhide, but it can be done. 
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Rename Sheet. At the bottom of each worksheet in the excel document window is a small tab 

that indicates the name of the worksheets in the workbook. Excel names these worksheets 

using a default name. These names (sheet1, sheet2, sheet3, and so on) are not very descriptive; 

you might want to rename your worksheets to reflect what they contain. For instance, you can 

do any of the following: double-click on one of the existing worksheet names. Right-click on 

an existing worksheet name, then choose rename from the resulting context menu. 
 

Move or Copy Sheet. The move or copy dialog box displays. Select the workbook to which 

you want to move or copy the selected worksheet from the to book drop-down list. You can 

select the current workbook (the default), another existing workbook, or create a new book to 

contain the moved or copied worksheet. 
 

 
 

Tab Colour. Change sheet tab colour. Colouring the sheet tabs can help you keep track of 

your information in a large workbook. Hold down control and click the sheet tab. Click Tab 

Colour, and then click the colour that you want to use. 
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Protect Sheet.  Prevent unwanted changes from others by limiting their ability to edit. You 

can prevent people from editing locked cells or making formatting changes.  
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Lock Cell.  Lock the selected cell to keep people from making change to them. You must turn 

on protect sheet in order for this future to work. 
 

Editing. 
 

Auto Sum (Alt + =). Automatically add it up. You total will appearance after the selected 

cells.  
 

 
   

Average. The average function is a built-in function in excel that is categorized as a statistical 

function. It can be used as a worksheet function in excel. As a worksheet function, the average 

function can be entered as part of a formula in a cell of a worksheet. 

Average (Number, Number…). 
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Count Numbers. The Microsoft excel count function counts the number of cells that contain 

numbers as well as the number of arguments that contain numbers. The count function is a 

built-in function in excel that is categorized as a statistical function. It can be used as a 

worksheet function in excel.  

Count (Number, Number…). 
 

 

 

Max. The Microsoft excel max function returns the largest value from the numbers provided. 

The max function is a built-in function in excel that is categorized as a statistical function. It 

can be used as a worksheet function in excel. Max (Number, Number…). 
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Min. The Microsoft Excel MIN function returns the smallest value from the numbers provided. 

He MIN function is a built-in function in Excel that is categorized as a Statistical Function. It 

can be used as a worksheet function in Excel. As a worksheet function. 

Min (Number, Number…). 
 
 

 

 

Fill. Continue a series or pattern into neighbouring cell in any direction. You can use the auto 

fill feature to fill cells with data that follows a pattern or that is based on data in other cells. 
 

Fill Down (Ctrl + D). You can used the down fill feature to fill cells with data that follows a 

pattern or that is based on data in other cells.  Filling down a column without dragging over 

every cell. 
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Fill Right (Ctrl + R). You can used the right fill feature to fill cells with data that follows a 

pattern or that is based on data in other cells.  Filling right a row without dragging over every 

cell. 
 

Fill Up. You can used the up fill feature to fill cells with data that follows a pattern or that is 

based on data in other cells.  Filling up a column without dragging over every cell. 
 

Fill Left. You can used the left fill feature to fill cells with data that follows a pattern or that 

is based on data in other cells.  Filling left a row without dragging over every cell. 
 

Series. You can used the up fill series feature to fill cells with data that follows a pattern or 

that is based on data in other cells. You can quickly fill cells with a series of dates, times, 

weekdays, months, or years. 
 

 
 

Justify. Justify only affects text in cells that are wrapped. If fact, you'll see the wrap text button 

highlight automatically when you apply justify. Justify will force all lines except the last line 

to fill the entire column width. In general, the justify alignment option will look better when 

used in wider columns.  
 

Flash Fill. Enter the desired information into your worksheet. A flash fill preview will appear 

below the selected cell whenever flash fill is available. Previewing flash fill data. Press enter. 

The flash fill data will be added to the worksheet. The entered flash fill data. 
 

Clear All. Clear everything from the selected cells. All Comments, formatting and comments 

are cleared from the selected cells.  
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Clear Formats. Clear only the formatting that is applied to the selected cells. 
 

 

 

Clear Contents (Del). Clear only the contents in the selected cells. The formatting and 

comments are not clear. 
 

Clear Comments. Clear any comments that are attached to the selected cells. 
 

Clear Hyperlinks. Clear the hyperlinks from the selected cells. The formatting is not cleared. 
 

Remove Hyperlinks. Remove the hyperlinks and the formatting selected cells.  
 

Sort A to Z. Sorting data is an integral part of data analysis. You might want to arrange a list 

of names in alphabetical order, compile a list of product inventory levels from lowest, to 

highest or order rows by colours or icons. Sorting data helps you quickly visualize and 

understand your data better, organize and find the data that you want, and ultimately make 

more effective decisions. 
 

Sort Z to A. Sorting data is an integral part of data analysis. You might want to arrange a list 

of names in alphabetical order, compile a list of product inventory levels from highest to 

lowest, or order rows by colours or icons. Sorting data helps you quickly visualize and 

understand your data better, organize and find the data that you want, and ultimately make 

more effective decisions. 
 

Custom Sort. Choose more options such as sorting by the multiple columns or rows and cases-

sensitive sorts.  
 

Filter. Use auto filter to find values, show or hide values, in one or more columns of data. You 

can filter based on choices you make from a list, search to find the data that you want to see. 

When you filter data, entire rows are hidden if values in one or more columns don't meet the 

filtering criteria. 
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Clear. Clear the filter and sort state for the currency range of data. 
 

Reapply (Ctrl + Alt +L). Reapply the filter and sort on the current range so that changes you 

have made are included. 
 

Find. (Ctrl+F). Find text or other content in the document. If you frequently type long yourself 

about you have probably scroll each page try to find all of the places where you used a 

particular word or phrase. You can search for text much more quickly and accurately than we 

human can. 
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Replace. (Ctrl+H). Using search for the text sometime you not only need to find text you also 

have to replace it with something else. Word replace rapture takes the tedium out of making the 

same change in several place replace text in the document. 
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Go To. (Ctrl+G). What’s faster than scrolling jumping? Go to lets you jump right to a specific 

page, line, footnote, comment or other place in your document. 
 

 
 

Go To Formulas. What’s faster than scrolling jumping? Go to lets jump right to a specific 

formulas or other place in your document. 
 

Go To Comments. What’s faster than scrolling jumping? Go to lets jump right to a specific 

comments or other place in your document. 
 

Go To Conditional Formatting. What’s faster than scrolling jumping? Go to lets jump right 

to a specific conditional formatting or other place in your document. 
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Go To Data Validation. What’s faster than scrolling jumping? Go to lets jump right to a 

specific data validation or other place in your document. 
 

Selects Objects. Select objects including ink, shapes and text areas. This is especially useful 

when working with objects that are behind the text.  
 

Selection Pane. See the list of all your objects. This makes it easier to select objects change 

their order or change their visibility. 
 

Chapter-4. Insert. (Alt+N).  
 

 
 

Pivot Table. Easily arrange and summarize complex data in a pivottable. You can double -

click a value to see which detailed values makes up the summarized total. Fortunately, 

a PivotTable can instantly calculate and summarize the data in a way that's both easy to read 

and manipulate. When we're done, the PivotTable will look something like this. The create 

pivot table dialog box will appear. Choose your settings, then click ok. In our example, we'll 

use table1 as our source data and place the pivot table on a new worksheet. A 

blank PivotTable and Field List will appear on a new worksheet. Once you create a 

PivotTable, you'll need to decide which fields to add. Each field is simply a column header 

from the source data. In the PivotTable Field List, check the box for each field you want to 

add. 
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Recommended Pivot Table. Want us to recommend pivottables that summarize your 

complex data? Click this button to get a customized set of pivottables that we think will best 

suit your data.  
 

Table (Ctrl+T). Create a table to organize and analyse related data. Table make it easy to sort, 

filter, and format data within a sheet. Once you've entered information into a worksheet, you 

may want to format your data as a table. Just like regular formatting, tables can improve 

the look and feel of your workbook, but they'll also help to organize your content and make 

your data easier to use. Excel includes several tools and predefined table styles, allowing you 

to create tables quickly and easily. Tables include filtering by default. You can filter your data 

at any time using the drop-down arrows in the header cells. To learn more, review our lesson 

on filtering data. 
 
 

 

 

 

http://www.gcflearnfree.org/excel2013/filtering-data/1/
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Illustrations. 
 

Picture. Insert pictures from your computer or from other computers that you are connected 

to. 
 

Online Picture. Find and insert pictures from a variety of online source. 
 

Shape. Insert ready-made shape, such as circle, squares, and arrows. 
 

Smart Art. Insert a SmartArt graphic to visually communicate information. SmartArt graphics 

range from graphical lists and process diagrams to more complex graphics such as Venn 

diagrams and organization charts.  
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Screenshot. Quickly add a snapshot of any window that’s open on your desktop to your 

document.  

Apps for Office. Insert an app into your document and use the web to enhance your work. 
 

Charts. 
 

Recommended Chart. Want us to recommend a good chart to showcase your data? Select 

data in your worksheet click this button to get a customized set of charts that we think will fit 

best with your data.  
 

 

 

Insert Column Chart. Use this chart type to visually compare values across few categorise. 

Click the arrow to see the different types of column charts available and pause the pointer on 

the icons to see a preview in your document.   

 

Insert Line Chart. Use this chart type to show trends over time (years, months, and days) or 

categorise. Click the arrow to see the different types of line charts available and pause the 

pointer on the icons to see a preview in your document.   
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Insert Pie Chart. Use this chart type to show proportions of a whole. Use it when the total of 

your numbers is 100%. Click the arrow to see the different types of pie and doughnut charts 

available and pause the pointer on the icons to see a preview in your document.   

 

Insert Bar Chart. Use this chart type to show trends over time (year, month, and days) or 

categorise use it highlight the magnitude of changeover time. Click the arrow to see the 

different types  of bar and doughnut charts available and pause the pointer on the icons to 

see a preview in your document.   

 

 

 

Insert Area Chart. Use this chart type to visually compare value across a few categorise when 

a chart show duration or the category text is long. Click the arrow to see the different types of 

area and doughnut charts available and pause the pointer on the icons to see a preview in your 

document.   

 

Insert Bubble Chart. Use this chart type to show the relationship between sets of values 

.Click the arrow to see the different types of bubble and scatter charts available and pause the 

pointer on the icons to see a preview in your document.   

 

Insert Radar Chart. Click the arrow to see the different types of stock, surface, or radar charts 

available and pause the pointer on the icons to see a preview in your document.   
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Insert Combo Chart. Use this chart type to highlight different types of information. Use it 

when range of value in the chart varies widely or you have mixed types of data. Click the 

arrow to see the pre - set combo charts and pause over icon to see a preview in your document. 

Click create custom combo chart to choose different chart types to combine.   
 

Pivot Chart. Use pivotcharts to graphically summarize data and explore complicated data. 
 

Pivot Chart & Pivot Table. Pivotcharts graphically summarize data and help you explore 

complicated data. PivotTable help you easily arrange and summarize that data in table. 
 

 
 

Power View. Make a better business decisions and create beautiful, interactive report. 
 

Sparkline. 
 

Line. Sparklines are mini chats placed in single cells, each representing a row of data in your 

selection. Generally, you will have one Sparkline for each row, but you can create as many as 

you want in any location. Just like formulas, it's usually easiest to create a single Sparkline and 

then use the fill handle to create spark lines for the adjacent rows. In our example, we'll create 

spark lines to help visualize trends in sales over time for each salesperson.  
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Column. Sparklines are mini chats placed in singles cells, each representing a row of data in 

your selection.  
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Win/Loss. Sparklines are mini chats placed in singles cell, each representing a row of data in 

your selection. 
 

 

 

Filters. 
 

Slicer. Use a slicer to filter data visually slicers make it faster and easier to filter tables, pivot 

table pivotchart and cube functions.  
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Timeline. Use a timeline to filter dates interactively. Timelines make faster and easier to select 

time periods in order to filter pivottable, pivotchart, and cube functions.  
 

 

 

Hyperlink. (Ctrl+K). Create a link in your document for quick access to webpages and files. 

Hyperlinks can also take you to places in your document. 
 

 
 

Text.  
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Text Box. Draw a text box anywhere in your document. Got must see content put it in a text 

box? A text box bring focus to the content it contains and it greater for showcasing important 

text such as heading or quotes.  
 

Draw Vertical Text Box. Draw a vertical text box anywhere in your document. This is great 

way to get the exact text box size you want especially when adding text to.  
 

 

 

Header. The content of the header repeat at the top of each printed page. This is useful for 

showcasing info such file name date and time. Headers are not displayed on the worksheet in 

normal view. They are displayed only in page layout view and on the printed pages. You can 

insert headers only by using the page setup dialog box. 
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Footer. The content of the footer repeat at the bottom of each printed page. This is useful for 

showcasing info such file name date and time. Footers are not displayed on the worksheet in 

normal view. They are displayed only in page layout view and on the printed pages. You can 

insert footers only by using the page setup dialog box. 
 

Word Art. Word art is a quick way to make text stand out with special effects. You pick a 

word art style from the word art gallery, launched from the insert tab, which you can then 

customize. In the word art gallery, the letter a represents the different designs that are applied 

to all text you type. 
 

 
 

Add A Signature Line. Insert a signature line that specifies the individual who must sign. 

Inserting a digital signature requires that you obtain a digital Id such as open from certified 

Microsoft partner.  
 

Object. Embedded objects are documents or others files you have inserted into this document. 

Instead having separates files sometimes it’s easier to keep them all embedded in a document.  
 

Symbols. 
 

Equation. Add common mathematical equations to your document such as the area of a circle 

or the quadratic formula. You can also build your own equations using the library of math 

symbols and structures. 
 

Symbol. Add symbols that are not on your keyboard. Choose from a variety of options 

including mathematical, currency, and copyright symbols. 
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Chapter-5. Page Layout (Alt+P). 
 

 
 

Themes. Pick a new theme to give your document instant style and just the right personality. 

Each theme uses a unique set of colours, font and effects to create a consistent look and feel. 
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Themes Colour. Quickly change all the colours used in your document by picking a different 

colour palette. This will update a colours available to you in the colour picker along with any 

theme colours in your document.  No matter what palette you choose your document will look 

perfectly coordinated. 
 

 

 

Themes Font. Quickly change the text in your document by picking a new font set. This is an 

easy way to change all of your text at once. For this to work your text must be formatted using 

the body and heading fonts. 
 

 

 

Theme Effects. Quickly change general look of objects in your document. Each option use 

various borders and visual effects such as shading and shadow to give your objects a different 

look. 
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Page Setup. 
 

Adjust Margins. Set the margin sizes for the entire document or the current section. Choose 

from several commonly - used margin formats or customize your own. A margin is the space 

between your content and the edge of the page. By default, every workbook's margins are set 

to normal, which is a one-inch space between the content and each edge of the page. 

Sometimes you may need to adjust the margins to make your data fit more comfortably on the 

page. Excel includes a variety of predefined margin sizes. The page setup dialog box will 

appear. Adjust the values for each margin, then click ok. 
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Change Page Orientation. Give your pages a portrait, landscape layout. Excel offers two page 

orientation options: landscape and portrait. Landscape orients the page horizontally, 

while portrait orients the page vertically. Portrait is especially helpful for worksheets with a 

lot of rows, while landscape is best for worksheets with a lot of columns. In the example 

below, portrait orientation works best because the worksheet includes more rows than 

columns. 
 

 

 

Chose Page Size. Choose a paper size for your document. 
 

 
 

Print Area. Select an area on the sheet you did like to print. If you prefer, you can also set 

the print area in advance so you'll be able to visualize which cells will be printed as you work 

in excel. Simply select the cells you want to print, click the page layout tab, select the print 

area command and then choose set print area. 
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Breaks. Add a break where you want the next page to begin in the printed copy. Your page 

break will be inserted above and to the left of your section. When viewing your workbook 

in normal view, inserted page breaks are represented by a solid gray line, while automatic page 

breaks are represented by a dashed line. 
 

 

 

 

Background. Choose a picture for your background and add some personality to your work 

sheet. 
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Print Titles. Choose a row and columns you did like to repeat on each printed page such as 

those with labels or headers. If your worksheet uses title headings, it's important to include 

these headings on each page of your printed worksheet. It would be difficult to read a printed 

workbook if the title headings appeared only on the first page. The print titles command allows 

you to select specific rows and columns to appear on each page. 
 

 
 

Width. Shrink the width of your printout to fit a certain number of page.    
 

Height. Shrink the height of your printout to fit a certain number of page. 
 

Scale. Stretch or shrink printout to a percentage of its actual size. Set width and height to 

automatic when using this feature. 
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Right to Left. Switch the sheet direction so that the first column is on the right side. 
 
 

 
 

View. Show the lines between rows and columns to make the sheet easier to read. The gridlines 

won not print unless print also checked. 
 

 

 

Print. Print the lines between rows and columns to make the sheet easier to read. 
  

Headings. 
 

View. Show column headings and row numbers. Columns headings are the letters or numbers 

that appeared above the columns on a sheet. 
 

Print. Print row and columns headings. Row headings are the row numbers to the side of the 

sheet. Column headings are the letters or numbers that appear above the columns on a sheet. 

Arrange.  
 

Bring Forward. Bring the selected objects forward one level so that it’s hidden behind fewer 

objects. 
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Bring to Front. Bring the selected objects in front of all other objects. 
 

Send Backward. Send the selected object back one level so that it’s hidden behind more 

objects. 
 

Send to Back. Send the selected object behind all other objects. 
 

 
 

Selection Pane. See a list of all your objects. This makes it easier to selected objects change 

their order or change their visibility. 
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Align Objects. Change the placement of your selected objects on page. This is great for 

aligning objects to the margins or edge of the page. You can also align them relative to one 

another. Just like align, left, right, top, bottom, middle, centre, distribute vertical and 

horizontal. 
 

 
 

View Gridlines. Show the lines between row and columns in the sheet to make the sheet easier 

to read. 
 

Group. Join objects together to move and format them as if they were a single objects. 
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Ungroup. Break the connection between grouped objects so that you can move them 

individual again. 
 

Rotation. This option is used to rotate or flip selected object. 
 

 
 

Chapter-6. Formulas (Alt+M). 
 

 
 

Function Library. 
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Insert Function (Shift+F3). Work with formula in the current cell. You can easily pick 

functions to use and get help on how to fill out the input values.  
 

 
 

Auto Sum. Automatically add it up. Your total will appear after the selected cells.  
 

Recently Used. Worksheet functions are categorized by their functionality. Click a category 

to browse its functions. Or press Ctrl+F to find a function by typing the first few letters or a 

descriptive word. To get detailed information about a function, click its name in the first 

column. 
 

 
 

Financial. Add a financial function to your sheet.  
 

Logical. Add a logical function to your worksheet. 
 

Text. Add a text function to your worksheet. 
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Date and Time. Add a date & time function in your worksheet. 
 

 

 

Lookup and Reference.  
 

VLOOKUP (lookup_ value, table_ array, col_ index_ num, range_ lookup). Lookup for a 

value in the left more column of a table then returns a value in the same row from a column 

you specify. By default table must be sorted in an ascending order. 
 

 

 

Lookup and Reference.  
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HLOOKUP (lookup_ value, table_ array, row_ index_ num, range_ lookup). Lookup for 

a value in the top row of a table or array of values and return the value same column from a 

row you specify. 
 

  

Math & Trig. Add a math or trigonometry function to your worksheet. 
 
 

SUMIF (range, criteria, sum _range). Add the cells specified by a given condition or criteria. 
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More Functions. Brows more functions from categorise like statistical, engineering, web, or 

OLAP cube function. 
 

DMAX FUNCTION.  This function returns the largest number in a field column of records in 

a list or a database that matches condition that you specify. 
 

 
 

DMIN FUNCTION.  This function returns the smallest number in a field column of records 

in a list or a database that matches condition that you specify criteria. 
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DSUM FUNCTION.  DSUM function sums up the numbers in a column or a database that 

meets a given criteria. 
 

 

 

Define Name. 
 

Name Manager (Ctrl+F3). Create, edit, delete, and find all the names used in the workbook. 

Name can be used in formulas as substitutes for cell references. 
  

Define Name.  Define and apply new names, scope, comments. 
 

 

 

Use In Formula. Choose a name used in this workbook and insert it into the current formula. 
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Create From Selection (Ctrl+Shift+F3). Automatically generate names from the selected 

cells. Many people choose to use text in the top row or the leftmost column of a selection. 
 
 

Formula Auditing.   
 

Trace Precedents. Show arrows that indicate which cells affect the value of currently selected 

cell.   
 

 
 

Trace Dependents. Show arrows that indicate which cells affected by the value of the 

currently selected cell.  
 

 
 

Remove Arrow. Remove the arrows drawn by trace precedents or trace dependents. 
 

Show Formulas. Display the formula in each cell instead of the resulting value. 
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Error Checking.  Check for common errors that occur when using formulas. 
 

Evaluate Formula. Debug a complex formula evaluating each part of the formula 

individually. Stepping through the formula part by part can help you verify its calculating 

correctly. 
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Watch Window. Add cells to the watch window list to keep an eye on their values as you 

update other part of sheet. The watch window stays on top so you can watch these cells even 

you are working on other sheets. 
 

 
 

 
 

Calculation. 
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Calculation Option. Chose to calculate the formulas automatically or manually. If you make 

a change that effects a value excel will automatically recalculate it. 
 

Calculate Now (F9). Calculate the entire workbook now. You only need to use this if 

automatic calculation is turned off. 
 

Calculate Sheet (Shift+F9). Calculate the active sheet now. You only need to use this if 

automatically calculation is turned off. 
 

Chapter-7. Data (Alt+A). 
 

 
 

Get External Data. 
 

From Access. Import the database from Microsoft Access database. 
 

From Web. Import a data from a webpage. 
 

From Text. Import a data from text file. 
 

Get From Other Sources. Import data from other sources XML, SQL etc. 
 

Existing Connection. Import data from common sources. 
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Connection. 
 

Refresh All (Ctrl+Alt+F5). Get the latest data by refreshing all sources in the workbook. 
 

Refresh (Alt+F5). Get the latest data from the source connected to the active cell. 
 

Connections.  Display all the data connections for the workbook. Data connections are links 

to data outside of this workbook which can be updated if source data changes. 
 

Date Range Properties.  Specify how cells connected to a data souse will update what content 

from the source will be displayed and how changes in the number of rows or columns in the 

data source will be handle in the workbook. 
 

Edit Links. View all of the other files this spreadsheet is linked to so that you can update or 

remove the links. 
 

Sort &Filter. 
 

Sort. Sorting data is an integral part of data analysis. You might want to arrange a list of names 

in alphabetical order, compile a list of product inventory levels from highest to lowest, or order 

rows by colours or icons. Sorting data helps you quickly visualize and understand your data 

better, organize and find the data that you want, and ultimately make more effective decisions. 
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Filter (Ctrl+Sfift+L). Use AutoFilter to find values, show or hide values, in one or more 

columns of data. You can filter based on choices you make from a list, search to find the data 

that you want to see. When you filter data, entire rows are hidden if values in one or more 

columns don't meet the filtering criteria. 
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Clear. Clear the filter and sort state of the current range of data. 
 

Reapply (Ctrl+Alt+L). Reapply the filter and sort on the current range so that changes you 

have made are included. 
 

Advanced. Option for filtering using complex criteria. If you need to filter for something 

specific, basic filtering may not give you enough options. Fortunately, excel includes 

many advanced filtering tools, including search, text, date, and number filtering, which can 

narrow your results to help find exactly what you need. 
 

 
 

Data Tools. 
 

Text to Columns. You can take the text in one or more cells, and spread it out across multiple 

cells. This is called parsing, and is the opposite of concatenating, where you can combine text 

from two or more cells into one cell. For example, if you have a column of full names, you 

can split that column into separate first name and last name columns, like this. You can choose 

how to split it up fixed width or split at each comma, period, or other character. 
 

https://support.office.microsoft.com/client/combine-text-from-two-or-more-cells-into-one-cell-8f8ae884-2ca8-4f7a-b093-75d702bea31d
https://support.office.microsoft.com/client/combine-text-from-two-or-more-cells-into-one-cell-8f8ae884-2ca8-4f7a-b093-75d702bea31d
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Flash Fill. Automatically fill in values. Enter a couple of example you want as output and take 

keep the active cell in the column you want to filled in. 
 

 
 

Remove Duplicate. Delete duplicate rows from a sheet. You can pick which columns should 

be checked for duplicate information. 
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Date Validation. You can use data validation to restrict the type of data or the values that 

users enter into a cell. Pick from a list rules to limit the type of data that can be entered in a 

cell. You can give the validation provide the list of value like 1, 2, 3, and give the limitation 

type of data enter in a cell. This kind of data validation allows you to build a powerful, fool-

proof spreadsheet. Since users won't have to type in data manually, the spreadsheet will be 

faster to use, and there's a much lower chance that someone can introduce an error. Depending 

on what spreadsheet program you're using, the process of adding data validation will vary. 

We'll show you how to add data validation in Microsoft excel and Google sheets. 
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Input Message. Input message are not integral part of the data validation process. These 

process are displayed whenever a cell containing them is selected. They can be used to say 

things like enter such and such a value in the cell. 
 

Error Alert. Any time you set validation parameters anything other all values an error 

message will be generated if inappropriate values are entered default error message has a title 

of simply “Excel Validation” and the error message is “The value you entered not valid” A 

use has restricted values that can be entered into this cell. 
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Consolidate. You can consolidate the data from each separate worksheet into one worksheet 

(or master worksheet). The worksheets you consolidate can be in the same workbook as the 

master worksheet or in other workbooks. When you consolidate data in one worksheet, you 

can more easily update and aggregate it on a regular basis.  
 

 
 

What-If Analysis. Try out various value formulas in your sheet using scenario manager, goal 

seek and data table. 
 

Scenario Manager. Create different groups of values or scenario and switch between them. 
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Goal Seek. Find the right input for the value you want. Whenever you create a formula or 

function in excel, you put various parts together to calculate a result. Goal seek works in the 

opposite way: it lets you start with the desired result, and it calculates the input value that will 

give you that result. We'll use a few examples to show how to use goal seek. 
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Data Table. See the results of multiple inputs at the same time. 
 

    
 

Relationships.  Create or edit relationship between two tables of data, based on matching data 

in each table. Then you can create Power View sheets and build PivotTables and other reports 

with fields from each table, even when the tables are from different sources outline. 
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Group (Shift+Alt+Right). Group rows or columns or automatically create an outline. 

Worksheets with a lot of content can sometimes feel overwhelming and even become difficult 

to read. Fortunately, Excel can organize data in groups, allowing you to 

easily show and hide different sections of your worksheet. You can also summarize different 

groups using the subtotal command and create an outline for your worksheet. 
 

 
 

Ungroup (Shift+Alt+Left).  Ungroup a range of cells that were previously grouped. 
 

Subtotal. Quickly calculate rows of related data by inserting subtotals and totals. 

The subtotal command allows you to automatically create groups and use common functions 

like sum, count, and average to help summarize your data. For example, the subtotal command 

could help to calculate the cost of office supplies by type from a large inventory order. It will 

create a hierarchy of groups, known as an outline, to help organize your worksheet. 
 

Show Detail. Expand a collapsed group of cells. 
 

Hide Detail. Collapse a group of cells. 
 

Chapter-8. Review (Alt+R). 
 

 
 

Proofing. 
 

Spelling & Grammar (F7). Not on our watch. Let us check spelling and grammar. Before 

sharing a workbook, you'll want to make sure it doesn't include any spelling errors or 
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information you want to keep private. Fortunately, excel includes several tools to 

help finalize and protect your workbook, including spell check and the document inspector. 
 
 

Research (Alt+Click). Want to explore something further. Use resources such as dictionaries 

encyclopedias and translation services to get the info you need. You can also try some online 

services for more in - depth research. 
 

Thesaurus. At a loss for words? Let us suggest another way to say what you means. 
 

 

 

Translate. Translate the selected text into a different language. 
 

Comments. 
 

New Comment (Shift+F2). Add a note about this part of the document. 
 

 

 

Delete. Delete the selected comment.  
 

Previous. Jump to the previous comment. 
 

Next. Jump to the next comment. 
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Show\Hide Comments. Show or hide the on the active cell. 
 

Show All Comments. Display all comments in the sheet.  
 

 

 

Show Ink. Show or hide ink on the sheet. 
 

Changes.  
 

Protect Sheet. To prevent other users from accidentally or deliberately changing, moving, or 

deleting data in a worksheet, you can lock the cells on your Excel worksheet and then protect 

the sheet with a password. Say you own the team status report worksheet, where you want 

team members to add data in specific cells only and not be able to modify anything else. With 

worksheet protection, you can make only certain parts of the sheet editable and users will not 

be able to modify data in any other region in the sheet. 
 

 
 

Protect Workbook. To prevent other users from viewing hidden worksheets, adding, moving, 

deleting, or hiding worksheets, and renaming worksheets, you can protect the structure of your 

Excel workbook with a password. 
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Share Workbook. Share your workbook so others can work in it at the same time. Workbooks 

containing tables can’t be shared.   
 

Protect & Share Workbook. Share workbook and protect change tracking with a password.  
 

Allow User To Edit Range. Set up password protection on ranges   and choose people 

who can edit those range. Once set up click protect sheet to activate the password protected 

ranges. 
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Track Change. By using change tracking, you can track, maintain, and display information 

about the changes that are made to a shared workbook. Let's say someone asked you to 

proofread or collaborate on a workbook. If you had a printed copy, you might use a red pen to 

edit cell data, mark spelling errors, or add comments in the margins. Excel allows you to do 

all of these things electronically using the track changes and comments features. 
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Chapter-9. View (Alt+W). 
 

 
 

Workbook Views. 
 

Normal. See your document in normal view.  
 

Page Brake Preview. See where the page bricks will appear when your document is printed. 
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Page Layout. See how your printed document will look. This is a good way to check out 

where pages begin and end and to see any headers / footers on the page. 
 

 

  

Custom View. Save your current display and print settings a custom view that you can quickly 

apply in the future.   
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Show.  
 

Ruler. Show ruler next to your document. You can see and set tab stops moves table borders 

and line up objects in the document. Also you can measure stuff.  
 

Gridlines. Show the lines between rows and columns in the sheets to make the sheet easier to 

read. 
 

Formula Bar. Show the formula bar so you can see formulas in cells. 
 

Heading. Show columns headings and row numbers. Column headings are the letters or 

numbers that appear above the columns on a sheet. 
 

Navigation Pane. This option is used to show heading, page, and search document. 
 

Zoom. 
 

Zoom. Zoom to the level that right for you. For zooming use the control in the status bar.  
 

 
 

100%. Zoom your document to 100%. 



Vinod Computer Institute Mehnagar Azamgarh UP.  

--------------------------------------------------------------------------------------- 

88 | P a g e  
 

Zoom To Selection. Zoom the sheet so the selected range of cells fills the entire window. This 

can be help you focus on a specific area of the sheet. 
 

Window. 
 

New Window. Open a second window for your document so you can work in different places 

at the same time. 
 

Arrange All. Stack your open windows so you can see all of them at once.  
 

 
 

Freeze Panes. Freeze a portion of the sheet to keep it visible while your scroll through the rest 

of the sheet. This is useful for checking out data in other parts of your worksheet losing your 

headers or labels. 
 

 

 

Freeze Top Row. Keep top row it visible while scrolling through the rest of the worksheet.  
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Freeze First Column. Keep the first column visible while scrolling through the rest of the 

worksheet.  
 

Split. Divide the window into different panes that each scroll separately. 
 

 
 

Hide. Hide the current window. To bring the window back click the unhide button. 
 

Unhide. Unhide any window hidden by the hide window feature. 
 

View Side By Side. Instead of switching back and forth between workbooks view them side 

by side. It makes comparing them easier. 
 

 
 

Synchronous Scrolling. Scrolling two document at same time. This is great way to compare 

documents line by line or scan for differences. To use this feature turn on view side by side. 
 

Reset Window Position. Place the documents you’re comparing side by side so they share 

the screen equally. To use this feature turn on view side by side. 
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Switch Windows. Quickly switch to another open excel window. 
 

 
 

View Macro. (Alt+F8). See a list of macros you can with. 
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Record Macro. Record a macro. Each of the commands you perform will be saved into the 

macro so that you can play them back again.  
 

 
 

Use Relative References. Use relative references so that macro are recorded with actions 

relative to the initial selected cell. For instance if you record a macro in cell A1 which moves 

the cursor to A3 with this option turned on running the resulting macro in cell J6 would move 

the cursor to J8. If this Option was turned off when the macro was recorded running it in cell 

J6 would move the cursor to A3. 
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Chapter-10. Microsoft Excel Keyboard Shortcut Key. 

Shortcut Key. Option. 

Ctrl Function Key.  

Ctrl + A. Select All. 

Ctrl + B. Bold. 

Ctrl + C. Copy. 

Ctrl+ D. Fill Down. 

Ctrl+ E. Flash Fill. 

Ctrl + F. Find. 

Ctrl + G. Go To. 

Ctrl + H. Replace. 

Ctrl + I. Italic. 

Ctrl + K. Hyper Link. 

Ctrl + L. Create Table. 

Ctrl + N. New. 

Ctrl + O. Open. 

Ctrl + P. Print. 

Ctrl + Q. Quick Analysis. 

Ctrl+ R. Fill Right. 

Ctrl + S. Save. 

Ctrl + T. Create Table. 

Ctrl + U. Underline. 

Ctrl + V. Paste. 

Ctrl + W. Close File. 

Ctrl + X. Cut. 

Ctrl + Y. Redo. 

Ctrl + Z. Undo. 

Ctrl+ F1. Show / Hide Ribbon Menu. 

Ctrl+ F2. Print Preview. 

Ctrl+ F3. Display “Name” Box. 

Ctrl+ F4. Close File. 

Ctrl+ F5.  Document Restore. 

Ctrl+ F6. Go To Next Window. 

Ctrl+ F9. Insert Field. 

Ctrl+ F10. Maximize Document Window. 

Ctrl + F12. Open. 

Ctrl+ 1. Format Cell 

Ctrl+ 2. Bold. 
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Ctrl+ 3. Italic. 

Ctrl+ 4. Underline. 

Ctrl+ 5. Strikethrough. 

Ctrl+ 9. Hide Row 

Ctrl+ 0. Hide Column 

Ctrl+ ]. Go To Dependent Cell. 

Ctrl+ Space. Select Column. 

Ctrl+ ‘. Edit Cell 

Ctrl + ;. Insert Current Date. 

Ctrl + Insert. Copy. 

Ctrl + -. Delete Cell. 

Ctrl + `. Show Formula. 

Ctrl + Home. To Cell A1. 

Ctrl + End. To Last Cell. 

Ctrl + Page Down. Move to next worksheet. 

Ctrl + Page Up. Move to previous worksheet. 

Ctrl + Left Arrow. Data Region Left. 

Ctrl + Right Arrow. Data Region Right. 

Ctrl + Down Arrow. Data Region Down. 

Ctrl + Up Arrow. Data Region Up. 

Shift Function Key.  

Shift + F2. Write Comment. 

Shift + F3. Insert Function. 

Shift + F4. Go To Action. 

Shift + F5. Find And Replace. 

Shift + F6. Go To Previous Frame. 

Shift + F7. Choose Thesaurus Command. 

Shift + F8. Shrink Selection. 

Shift + F9. Calculate Sheet.  

Shift + F10. Display Shortcut Menu. 

Shift + F11. Insert New Sheet. 

Shift + F12. Choose Save Command. 

Shift + Tab. Left One Cell. 

Shift + Enter. Up One Cell. 

Shift + Space. Select Entire Row. 

Alt Function Key.  

Alt + =. Sum Function. 

Alt+ Click. Research. 
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Alt + F5. App Restore. 

Alt + F8. Macros. 

Alt + Backspace. Undo. 

Alt + T + O. Option Menu. 

Alt + Tab. Switch Window. 

Alt + A + E. Text To Column. 

Alt + F4. Exit. 

Alt + N + V. Insert Pivot Table. 

Alt + D + T. Insert A Data Table. 

Alt + D + S. Short A Table. 

Alt + A + T. Auto Filter Selection. 

Alt + + Rs. Record Macro. 

Alt + H + O + I. Fit Column Width. 

Alt + I + W.  Insert Worksheet. 

Alt + H + O + R. Change Tab Name. 

Alt + H + M + C. Marge & Center. 

Alt + H + O + M. Move/ Copy A Tab. 

Alt + M + D. Trace Immediate Dependents. 

Alt + M + A + A. Remove Tracing Arrows. 

Alt + M + V. Evaluate Formula. 

Alt + R + G. Track Changes. 

Alt + W + G. Zoom To Selection. 

Alt + M + P. Trace Immediate Precedents. 

Alt + W + F + F. Freeze Pane. 

Alt + W + S. Split Screen. 

Alt + F + T. Excel Options. 

Alt + I + F. Display “Insert Function” Box. 

Alt + Arrow – Left. Decrease Indent. 

Alt + Arrow – Right. Increase Indent. 

Alt + Enter.  New Line in Cell. 

Alt + 1. Current Column First Cell From Top. 

Alt + 2. Current Column Second Cell From Top. 

Alt + 3. Current Column Third Cell From Top. 

Alt + 4. Current Column Fourth Cell From Top. 

Ctrl + Shift Function Key.  

Ctrl + Shift + +. Insert.  

Ctrl + Shift + W. Underscore. 

Ctrl + Shift + F. Format Cell. 
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Ctrl + Shift + 1. Number Cycle. 

Ctrl + Shift + 2. Time Cycle. 

Ctrl + Shift + 3. Date Cycle. 

Ctrl + Shift + 4. Currency Cycle. 

Ctrl + Shift + 5. Percent Cycle. 

Ctrl + Shift + 6. Multiple Cycle. 

Ctrl + Shift + 7. Border Outline. 

Ctrl + Shift + 8. Selection Expand 

Ctrl + Shift +_. Border None. 

Ctrl + Shift + U. Formula Cycle. 

Ctrl + Shift +}. Power Trace Precedents. 

Ctrl + Shift + {. Power Trace Dependents. 

Ctrl + Shift + R. Power Fill Right. 

Ctrl + Shift + F1 Full Screen. 

Ctrl + Shift + F3. Create Names From Selection. 

Ctrl + Shift + F6. Go To Previous Window. 

Ctrl + Shift + F12. Print Command. 

Ctrl + Shift + >. Fill Top. 

Ctrl + Shift + <. Fill Right. 

Ctrl + Shift + + Insert Cell. 

Ctrl + Shift +F. Font. 

Ctrl + Shift + ;. Insert Current Time. 

Ctrl + Shift +%. Percent Style. 

Ctrl + Shift + P. Change the font size. 

Ctrl + Shift + V. Say Version of Excel. 

Function Key.  

F1. Help. 

F2. Edit Cell. 

F4. Sheet Delete. 

F5. Go To Command. 

F6. Change View Mode. 

F7. Spelling. 

F8. Expand Selection. 

F9. Calculate Now. 

F10. Show Menu Bar. 

F12. Save As. 

Extra.  

Alt + Shift + D. Pivot Table. 
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Del. Clear Content. 

Esc. Exit Dialog. 

Ctrl + Alt + F2. Open. 

Ctrl + Alt + V. Paste Special. 

Ctrl + Alt + L. Reapply. 

Ctrl + Alt + F5. Refresh All. 

Shift + Alt + Right. Group. 

Shift + Alt + Left. Ungroup. 

Page Down. Down One Screen. 

Page Up. Up One Screen. 

Alt+Shift+Arrow-Down.  Sort Ascending. 

Alt+Shift+Arrow-Up.  Sort Descending. 

Alt+Shift+F1.  Inserts a new worksheet. 

Alt+Shift+L.  Clear Filter. 

Alt + Shift + V. Say Visible Range Coordinates. 
 

Chapter-11.Microsoft Excel Advance Formula List. 
 

1- MATH FUNCTION. 
 

SUM FUNCTION ( ). The SUM function sums values supplied as arguments function provide 

a quickly way to add number together in an excel spreadsheet. 
 

 
 

ABS FUNCTION ( ). To change negative numbers value into positive and leave positive 

numbers along return the absolute values of a number use the built-in ABS function. 
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EVEN FUNCTION ( ). The EVEN function always rounds up to the next even integer, 

skipping odd integers along the way. 
 

 
 

ODD FUNCTION ( ). The ODD function always rounds up to the next odd integer, skipping 

even integers along the way. 
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INT FUNCTION ( ).  Use the INT function when you want only the integer part of a decimal 

number, and it's ok to always round the number down nearest integer function. 
 

 
 

MOD FUNCTION ( ).  Use the MOD function to get the reminder after division. 
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MROUND FUNCTION ( ). The rounding occurs when the remainder left from 

dividing number by multiple is greater than or equal to half the value of multiple. 
 

 
 
 

ROUND FUNCTION ( ). The ROUND function rounds numbers to a specified level of 

precision. It can round to the right or left of the decimal point. Round a number to a specified 

number of digits. 
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ROUNDDOWN FUNCTION ( ). The ROUNDDOWN function works like the ROUND 

function except that when rounding, the ROUNDDOWN function will always round the 

numbers 1-9 down. 
 

 
 

ROUNDUP FUNCTION ( ). The ROUNDUP function works like the ROUND function 

except that when rounding, the ROUNDUP function will always round the numbers 1-9 up. 

ROUNDUP can round either to the left or right of the decimal point. 
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SQRT FUNCTION ( ). Return a positive square root. To get the square root of a number, you 

can use the SQRT function. In the example shown, the formula in is: =SQRT (A5) how this 

function works The SQRT function is fully automatic and will return the square root. 
 

 
 

SUMIF FUNCTION ( ).  Return the sum of cell which meets a specified criteria SUMIF sums 

cells in a range that match supplied criteria. Unlike the SUMIF function, SUMIF can apply 

more than one set of criteria, with more than one range. The first range is the range to be 

summed. The criteria is supplied in pairs (range/criteria) and only the first pair is required. 
 

Range. Range is the range of cell you want to be evaluated by criteria. Cell in each range must 

be number. Or names, array, and text value are ignore. 
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Criteria. Criteria is the form of number or text define which cells would be added. 
 

Sum-Range.  Sum range are the actual cells to add if their corresponding cell in range match 

criteria. If sum _ range omitted the cell range both evaluated criteria. 
 

 
 

PRODUCT FUNCTION. These function multiplies all the numbers given as argument and 

return the products. 

 
 

POWER FUNCTION. Return the result of number raise to a power allow the calculation of 

cubic root and other root. 
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2- STATISTICAL FUNCTION.  
 

COUNT FUNCTION.  The COUNT function is fully automatic. It counts the number of cells 

in the range that contain numbers and returns the result. Argument that can contain different 

type of data but only numbers are count. 
 

 
 

COUNTIF FUNCTION.  COUNTIF counts the number of cells in the range that contain 

numeric values and returns the result as a number. The function returns the numbers of cells 

which meets a specified criteria. 
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COUNTIFBLANK FUNCTION. COUNTBLANK counts the number of cells in the range 

that don't contain any value and returns this number as the result. Return the number of blank 

cell. 
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COUNTA FUNCTION. COUNTA is very use full automatic function. When given a range 

of cells, it counts cells that contain numbers, text, logical values, and errors. COUNTA does 

not count empty cells. 
 
 

 
 
 

MAX FUNCTION. The MAX function is useful when you want to retrieve the largest value 

from a set of data. For example, the highest score in a test. This function return largest value 

in a set of values. 
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MIN FUNCTION. The MIN function is useful when you want to retrieve the smallest value 

from a set of data. For example, the fastest time in a race. This function return largest value in 

a set of values. 
 

 
 

AVERAGE FUNCTION. The AVERAGE function returns the average (arithmetic mean) of 

a group of supplied numbers. To calculate the average, Excel adds the numbers together and 

divides by the total number of numbers. This function returns the average of the argument. 
 

 
 
 

3- TEXT FUNCTION.  
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UPPER TEXT FUNCTION. This function converts text into the CAPITAL letters. Text can 

be a reference or text string. 
 

 
 

LOWER TEXT FUNCTION. This function converts all upper letters in a text string to 

lowercase. This is the text you want to convert to lowercase. LOWER does not change the 

character in the text that are not letters. 
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PROPER TEXT FUNCTION. All letters in text will be converted to lower case before the 

first letter in each word is capitalized. 
 

 
 

CONCATENATE TEXT FUNCTION. This function joints two or more text strings into one 

text string. Text items can be text strings, numbers, or cell references that refer to one cell. 
 

 
 

LEFT FUNCTION. This function return the first character or characters in a text string base 

on the number of characters you specify.  LEFT function when you want to extract characters 

starting at the left side of text. 
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RIGHT FUNCTION. This function return the last character or characters in a text string base 

on the number of characters you specify.  RIGHT function when you want to extract characters 

starting at the right side of text. 
 

 
 

LEN FUNCTION. This function return the number of character in a text string. Text is the 

text whose length find you want find space count character. LEN is a useful when you want to 

count how many characters there are in some text. 
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REPT FUNCTION. Use the REPT function to repeat text a given number of times. This can 

be useful if you want to fill a cell, or pad values to a certain length. 
 

 
 

TRIM FUNCTION. TRIM strips extra spaces from text, leaving only single spaces between 

words and no space characters at the start or end of the text. TRIM only removes the ASCII 

space character (32) from text. 
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TEXT FUNCTION. Use the TEXT function to convert a number to text in a specific number 

format. TEXT is especially useful when you want to embed the numeric output of a formula 

or function and present it in a particular format inside other text. 

 
 

MID FUNCTION. MID returns a specific number of characters from a text string, starting 

at start_num and continuing through start_num + num_chars. Use the MID function when you 

want to extract text from inside a text string, based on location and length. 
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EXACT FUNCTION. EXACT will compare two text strings and return TRUE if they are the 

same, and FALSE if not. EXACT is case-sensitive. You can also use the equal sign in a 

formula (text1=text2) to compare text strings. 
 

 
 

4- DATE AND TIME FUNCTION.  
 

DATE FUNCTION. DATE returns a date serial number. Format the result as a date to display 

as a date. The date function is mist useful in situation where the year, month, and date are 

supplied by the formula cell reference such as YYYYMMDD. 
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YEAR FUNCTION. YEAR returns the corresponding date. The year is returned as an integer 

to find date should be enter by using the Date Function. 
 

 

MONTH FUNCTION. This function return the month of a date represented by a serial 

number. The month is given as an integer. 
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DAY FUNCTION. This function return the day of a date represented by a serial number. The 

day is given as an integer. 
 

 
 

TODAY FUNCTION. This function is useful when you need to have the current date 

displayed on a workbook. 
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NOW FUNCTION. This function is useful when you need to display the current date and 

time on a worksheet. Calculate the value on the current date and time. You can update each 

time you open the worksheet. 
 

 
 

TIME FUNCTION. The TIME function creates a date in serial number format from 

the hour, minute, and second components you specify. 
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HOUR FUNCTION.  The TIME function creates a date in serial number format from 

the hour, components you specify. 
 

 
 

MINUTE FUNCTION.  The TIME function creates a date in serial number format from 

the minute, components you specify. 
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SECOND FUNCTION.  The TIME function creates a date in serial number format from 

the second, components you specify. 
 

 
 

5- LOGICAL FUNCTION.  
 

IF FUNCTION.  This if function returns one value if a condition you specify evaluate to 

TRUE and other value if that condition evaluates to FALSE. 
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AND FUNCTION.  This function returns TRUE if all argument evaluated to TRUE, returns 

FALSE if one or more argument evaluate FALSE. When using the AND function, all 

conditions within the AND function must be TRUE for the condition to be met. 
 

 
 

OR FUNCTION.  This function returns TRUE if any argument is TRUE returns FALSE if all 

argument are FALSE. But in this case, only one or more of the conditions within the OR 

function needs to be TRUE for the condition to be met. 
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NOT FUNCTION.  This function returns reverse the value of its argument. Use NOT when 

you want to make sure a value is not equal to one particular value. 
 

 
 

6- LOOKUP AND REFERENCE FUNCTION.  
 

VLOOKUP FUNCTION. This function V in VLOOKUP stand for vertical. VLOOKUP 

search for a value in the first column of a table array and returns a value in the same row from 

another column in the table array.  
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HLOOKUP FUNCTION.  This function H in HLOOKUP stand for horizontal. HLOOKUP 

search for a value in the top row of a table array of value and then returns a value in the same 

column from a row you specify in the table array.  
 

 
 

DMAX FUNCTION.  This function returns the largest number in a field column of records in 

a list or a database that matches condition that you specify. 
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DMIN FUNCTION.  This function returns the smallest number in a field column of records 

in a list or a database that matches condition that you specify criteria. 
 

 
 

DSUM FUNCTION.  DSUM function sums up the numbers in a column or a database that 

meets a given criteria. 
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7- FINANCIAL FUNCTION.  
 

PMT FUNCTION. The PMT function can be used to figure out the future payments for a 

loan, assuming constant payments and a constant interest rate. 
 

Rate - The interest rate for the loan.  
 

PMT - The total number of payments for the loan. 
 

PV - The present value, or total value of all loan payments now. 
 

FV - [optional] the future value, or a cash balance you want after the last payment is made.  
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PV FUNCTION. This function returns the present value of an investment. The present value 

is the total amount that a series of future payments is worth now. 
 

RATE - The interest rate per period. 
 

NPER - The total number of payments period. 
 

PMT - The payment made each period. 

FV - [optional] a cash balance you want to attain after the last payment is made.  
 

TYPE - [optional] when payments are due. 0 = end of period, 1 = beginning of period default. 

is 0.  
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FV FUNCTION. This function returns the future value of an investment base on period, 

constant payments and a constant interest rate. 
 

RATE - The interest rate per period. 
 

NPER - The total number of payments period. 
 

PMT - The payment made each period. 
 

PV - [optional] the present value of future payment. 
 

TYPE - [optional] when payments are due. 0 = end of period, 1 = beginning of period. Default 

is 0.  
 

 
 

RATE FUNCTION. This function returns the interest rate per period of an annually. 
 

NPER - The total number of payments period. 
 

PMT - The payment made each period. 
 

PV – The present value or total value of all loan payment now. 
 

FV – The future value or a cash balance you want after last payment is made. 
  

TYPE - [optional] when payments are due. 0 = end of period. 1 = beginning of period. Default 

is 0. 
 

GUESS - [optional] your guess on the rate. Defaults to 10%. 
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NPER FUNCTION. This function returns the number of period for an investment base on 

periodic constant payment and a constant interest rate. 
 

RATE - The interest rate per period. 
 

PMT - The payment made each period. 
 

PV – The present value or total value of all payment now. 
 

FV – The future value or a cash balance you want after the last payment is made. 
  

TYPE - [optional] when payments are due. 0 = end of period. 1 = beginning of period. Default 

is 0. 
 

 
 

PPMT FUNCTION.  The PPMT function can be returns the payment on the principal for the 

given period of an investment base on periodic constant payment and interest rate. 
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RATE - The interest rate per period. 
 

PER – Specify the period and must be in the range1 to nper. 
 

NPER – It is total number of payment period in an annuity. 
 

PV - The present value, or total value that a series of future payments is worth now. 
 

FV - It is future value, or a cash balance you want after the last payment is made.  
 

 
 

 
 

IPMT FUNCTION.  The IPMT function can be returns the interest payment for a given 

period of an investment base on periodic constant payment and constant interest rate. 
 

RATE - The interest rate per period. 
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PER – Specify the period for which you want to find the interest and it must be in the range 

from1 to nper. 
 

NPER – It is total number of payment period in an annuity. 
 

PV - The present value, or sum amount that a series of future payments is worth right now. 
 

FV - It is future value, or a cash balance you want to attain after the last payment is made.  
 

TYPE – It is logical value and is the number 0 or 1indicate when payments are due. 0 = end 

of period. 1 = beginning of period. Default is 0. 
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Chapter-12. Microsoft Excel. Assignment-1. 

1.) Open Excel.  
 

2.) Go to the following cells without scrolling. 

A1048576. 

XFD16384. 
 

3.) Go to first and last row using shortcut key. 
 

4.) Go to first and last column using shortcut key. 
 

5.) Create the following table. 
 

Employee Code. Employee Name. Department. Basic Salary. 

E001. Miss. Seema. Accounts. Rs.10000. 

E002. Miss. Renu. Accounts. Rs.12000. 

E003. Mr. Rajinder. Accounts. Rs.11000. 

E004. Mr. Naveen. Accounts. Rs.13000. 

E005. Mr. Mohit. Marketing. Rs.14000. 

E006. Mr. Deepak. Marketing. Rs.15000. 

E007. Mr. Manish. Marketing. Rs.16000. 

E008. Miss. Poonam. Marketing. Rs.17000. 

E009. Mr. Sameer.  Purchase. Rs.18000. 
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E010. Mr. Sagar. Purchase. Rs.19000. 
 

6.) Select the heading of the table and apply the following formats. 

Font face: Arial----------------------------------------------------------font style bold italic. 

Font size: 16 points------------------------------------------------------------font color Red. 
 

7.) Select the entries records of each employee and apply the following formats. 

Font face Times New Roman ------------------------------------------------font style italic. 

Font size 14 point---------------------------------------------------------------font color blue. 
 

8.) Rename the workbook as “employee” 
 

9.) Save the file with your name followed by excel and your folder. 
 

10.) Save and close the workbook and exit excel. 
 

Chapter-13. Assignment-2. 
 

 

        Create a table of student and calculate student’s grade and result save the file in excel   

        Your folder with the name student annual mark sheet. 
 

1.) Add a new column and calculate total marks of students. 
 

2.) Add a new column and calculate maximum and minimum number.  

3.) Add a new column and calculate. 
 

4.) Apply the following format fill to the “Total Mark” field. 
 

5.) Add a new column calculate total no of student whose grade “A”, “B”, “C”. 
 

6.) Add a new column calculate total no of student whose “Pass”, “Fail”, “Com”. 
 

Roll No. Student 

Name. 

Hindi English. Math. Science. S.s.t. Total. Grade. 

1 Aman Pal. 61 80 78 78 90   

2 Arun Gupta. 70 78 99 78 55   

3 Babita Yadav 31 45 78 56 41   

4 Kamal singh 80 88 74 56 54   

5 Aman Pal. 71 78 45 45 65   

6 Shyam Kumar. 32 31 28 29 22   

7 Nikhil Gupta 25 28 29 27 26   

8 Dhiraj. 45 41 41 40 36   
 

7.) Create a Vlookup and Hlookup of above table in next sheet with rename sheet Vlookup  

And Hlookup. 
 

8.) Save and close your workbook. 
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Chapter-14. Assignment-3. 
 

1.) Create the following table. 
 

 

Month. Sale & Purchase Person. Keyboard. Mouse. Printer. Ups. 

Jan. Sohan. 10. 5. 7 8 

Feb. Mohan. 12. 7. 8 7 

Mar. Sohan. 14. 8. 5 4 

April. Mohan. 15. 5. 7 9 

May. Seeta. 11. 6. 3 7 

Jan. Geeta. 17. 9. 7 5 

Feb. Geeta. 18. 8. 5 6 
 

2.) Create a pivot table and pivot chart according to “Sales & Purchase Person” wise. 
 

3.) Create a recommended pivot table. 
 

4.) Make a pivot chart month wise. 
 

5.) Make a comparison chart between month wise keyboard, mouse, and printer. 
 

Chapter-15. Assignment-4. 
 

1) Create the following table and answer the questions: 
 

Number.  Remainder.  Power.  Product.  Integer. Square 

Root. 

Round.  Round 

Up.  

Round 

Down. 

38.20         

55         

37.12         

75.36         

48.25         
 

a.) Calculate the reminder of the numbers column after divisible by two. 
 

b.) Calculate the power to the remainder when the power is 2(two). 
 

c.) Calculate the products between remainder and power. 
 

d.) Calculate the integer value of the number. 
 

e.) Calculate the squire root of the number. 
 

f.) Round the squire root up to 2 (two) decimal place. 
 

g.) Round up the value of the squire root up to 3 (three) decimal place. 
 

h.) Round down the value of the squire root up to 3 (three) decimal place. 
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Chapter-16. Assignment-5. 
 

1.) Create this table and apply formula. 
 

Employee No. Employee Name. Basic Salary. DA.  PF. Gross Salary. 

01. Suman Gupta 15000.    

02. Kamal Yadav. 16000.    

03. Suraj Sharma. 17000.    

04. Karan Singh. 18000.    

05. Raju Pal. 19000.    

06. Aman Yadav. 20000.    

07. Rahul Yadav. 21000.    

08. Surbhi Pal. 22000.    

09. Raman Singh. 24000.    

10. Pawan Yadav. 25000.    

11. Kiran Pla. 12000.    

12. Suraj Sharma. 13000.    
 

  

2.) Calculate DA will be 12% of basic salary. 
 

3.) Calculate PF will be 12% of (basic salary + DA). 
 

4.) Calculate gross salary. 
 

5.) Give the double line border with red color and dotted line outside border with blue color. 
 

6.) Save and close your workbook. 
 

Chapter-17. Assignment-6. 
 

1.) Open the last save workbook with the given password. 
 

2.) Unprotect the sheet “stock table” and keep the following fields within the stock details 

table. 
 

Product Name.  Brand. Unit Price. Qty. Total Price. 

Keyboard. Sony. 700. 3.  

Mouse. Lg. 200. 2.  

Printer. Lg. 1500. 8.  

Keyboard. Lg. 800. 3.  

Mouse.  Sony. 2000. 5.  

Printer. Lg. 1500. 4.  
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Printer. Sony. 2000. 3.  

Mouse. Lg. 200. 2.  

Keyboard. Lg. 800. 1.  

Mouse. Sony. 250. 6.  

Keyboard. Lg. 800. 1.  

Mouse. Sony. 250. 6.  

Keyboard. Lg. 800. 1.  

Mouse. Sony. 250. 6.  

Keyboard. Lg. 800. 3.  
 

3.) Calculate the total QTY of keyboard (SUMIF). 
 

4.) Count the number of printer (COUNTIF). 
 

5.) Calculate the largest value of total price of SONY brand of keyboard. (DMAX). 
 

6.) Calculate the lowest value of total price in LG brand of printer. (DMIN). 
 

7.) Count the total product of LG brand (COUNTA). 
 

8.) Calculate the total QTY of printer of Sony brand (DSUM). 
 

9.) Give light shade to that products which have QTY more than 5. 
 

10.) Find out the product name which has a QTY 6 pcs. 
 

Chapter-18. Assignment-7. 
 

1.) Draw the following table and computer the following fields. 
 

Player’s Name. Balls Played.  Run Scored. Strike Rate. Team  

Sachin. 101. 190.  

 

India 

Ganguly. 50. 51.  

Rahul. 75. 50.  

Raina. 40. 90.  

Virat. 80. 150.  
   

2.) Show any picture in header & footer option. 
 

3.) Change (increase/decrease) the standard width of all the columns. 
 

4.) Show any picture as a background of your worksheet. 
 

5.) Use the trace precedents option and see the difference. 
 

6.) Use the track changes option and accept or reject the changes in your sheet. 
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Chapter-19. Assignment-8. 
 

1) Create the following table sheet: - 
 

Product id. Product Name.  Qty.  Unit Price. Amount.  

Prod 1. Bread. 7. Rs. 25.  

Prod 2.  Pickle.  5. Rs. 70.  

Prod 3. Milk.  5. Rs. 60.  

Prod 4. Jelly. 6. Rs. 80.  

Prod 5. Bread. 7. Rs. 35.  

Prod 6. Bread. 7. Rs. 25.  

Prod 7.  Pickle.  5. Rs. 70.  

Prod 8. Milk.  5. Rs. 60.  

Prod 9. Jelly. 6. Rs. 80.  

Prod 10. Bread. 7. Rs. 35.  
 

2) Find out total amount of bread.   
 

3) Find out maximum amount of product. 
 

4) Find out minimum amount of product. 
 

5) Give the validation total amount. 
 

6) If any of the above validation is violated one error should be generated telling user, the  

Correct value that can be entered in particular cell. 
 

7) Find out the records from the above table whose product description is preserve able   

And units in hand is more than 55. [Use filter option]. 

 


