Microsoft Excel
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Students will be able to:
e Describe the purpose and uses of spreadsheet software.

e List different spreadsheet software e.g. Excel, Google Sheets,
Open Office

e Recognise and infer spreadsheet interface to create a result
card, home budget, timetable, etc.

Skills:
Students will be able to:
e Create a spreadsheet (i.e. result card, home budget, tlzet bI

etc.) using the following tools:
e Organize data in worksheets within a workbook. &

e Select a range of cells.

e Add borders. Q
e Increase/Decrease column width and

e Use simple built-in functions (e.g. s era um
maximum).

° Createmmpleformulae(anb opera ns).
d

e (Create an appropriate c% ata& tatlon

In manual sys accountants use worksheets to keep the record of each transaction of
the compa are used to arrange, calculate, and sort data in the form of a table.

Spre t Software

Software that is used to create a spreadsheet on a computer is called a Spreadsheet
Software. It provides a lot more advanced facilities than manual worksheets.

There are many companies that are developing spreadsheet
softwares. Some examples of spreadsheet software and their
developing companies are as follows:

e Microsoft Excel by Microsoft corporation for Windows, Android,
Mac OS, and iPhone Operating System

e Google Sheets by Google Corporation for online users




e Openffice by Apache

e LibreOffie, an open-source free software

Uses of Spreadsheet:
Spreadsheets are used for numerous purposes. The most common uses are as under:
e |tis used to present data in rows and columns.

e It organises and stores different types of data including numbers, text, date and time,
currency, accounting, scientific and any other type of data.

e |tis a powerful tool for calculation and computation of data. \k,

e Data may be represented in different formats like graphs and chab nderstand data
visually.

e Different types of analysis on data can be performed also. +

&Q)
@, What is Microsoft Excel?

Microsoft Excel is the most widely used spre @software developed by Microsoft

Corporation. It allows you to store, organise, ﬁ;nalyse different types of data. It is simple

to use for common users. It also provi nced .\_.

features of statistics, mathematics, & ntifi " Do You Know?

There are many versions of Micros (%ﬂ V1o first software to feature
re v e pfui

version provides a lot of features a toolbar was Excel.

for its users.

Basics of Microsoft z&mﬁp A1 . vl x v fx.
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Following are the l@)&\ g er@! \J
Microsoft Excel ZOQ

3 Insert...
Worksheet 4 BB pelete
A works Qimpiy a grid of rows and columns. It is a large B kenaie
table ,048,576 rows and 16,384 columns. Each column in a

. - . . Move or Copy...
worksheet Is identified by an alphabet starting with the letter A - b

and each row is identified by a number, starting from 1. (D] View Code

5. % e 5 a P Sh
The worksheet is identified by the name written on the Sheet s Brgret chiees

Tab. You can change the name and colour of the sheet tab, insert, Tab Colour >
delete, move, or copy a worksheet by right clicking on the sheet Hide
tab and selecting the proper option. _
Unhide...
Workbook Select All Sheets
A collection of related worksheets, saved in a single file is called
Sheet 1 @
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a Workbook. A workbook typically contains one or more worksheets. Each worksheet in a
workbook may include similar or different data.

Cells

The intersection of row and column in a worksheet is called a Cell. Each cell is identified by
its reference or address which is composed of a column head followed by a row header.

O
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Cell Range I «6

The references of adjacent cells may be denotpg~3 Il range. It is defined by the cell
reference of the first cell followed by colon (;) g#fid then writing the reference of the last cell.

There are two methods for choosing the r. cells;
1. Click and drag cell B2 to cell C4 to’;&os th B2:C4.
4 A B\.J P | E
1
.§ \ r i ,\‘
AN RN 4
ANl 5 SO0

2
3
4
5 __
%\cell of %he range, hold down
on the last cell of the range. All
ese two cells will be selected. In the

ples, the cell range is A2:C5

2. Click on
Shift Key an

A
1
2
3
4
5

Excel Interface

Open Excel by selecting it from the Start menu or by double-clicking the Excel 2016 desktop
icon. The Excel Start Screen will appear when you first launch Excel 2016. You can view

sgnin A 7T = O X your recently opened workbooks,
may create a new workbook from a
e | template or choose to create a new

blank workbook.

Locate and choose the Blank

@




worksheet from the Excel Start Screen to proceed to the Excel interface.

The Excel interface contains many components like Ribbon, Quick Access Toolbar, Formula

Bar, Status Bar and your spreadsheet work area.
Quick Access Toolbar Ribbon Tabs Formula Bar
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1. Quick Access Toolbar

Frequently used commands of Ex aval@g ere. You can add or delete different tools
in Quick Access Toolbar. 6

2. Ribbon 9\0
The ribbon contains @ns (OI&ars ) for commands. These commands are grouped in
different tabs baseqi ir f ity. A briefintroduction of these tabs is as under:

Ribbon Tab

some of the ribbon tabs of Excel.
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Tk x| == - TG
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Ly M s =E== = Maroe & Canter |+ « 8y 2 | %8 8 | Conditional Formatas Cell Insert Delete Fnrmat Sart & Find &
@ | S Merge # | Formatting* Table= Styles+ v | L Fiter v Selact+
Alignment L Mumber = Styles

Calis Editing
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e Home Tab

Itis used to apply formats to worksheet cells which include editing, clipboard, font, alignment,
number, and cells. It is used to carry out common commands like bold, underline, copy, and
paste.

e Insert Tab

Insert Tab is used to insert different objects. These objects might include images, hyperlinks,
symbols, headers, footers, etc.

W B B WO (e | gy Nk g g W | R @
PivotTable Recommended Table | Pictures Shapes ol B0y Addes - Mmmdﬂdﬁ ¥ Ih: LN PhoatChart o Line Column Win/ | Skeer Timedae | Link Equatian Symbal
- PivotTables - - Chans el S ¥ Map ~ ol
Tahles Nustrations Add-ne Cham R Tours
e Draw Tab

7T b
& dh E“)
Inkto Inkto | Ink
Shape Math = Replay

This tab lets you draw with the help of a mouse, digita )
pen, etc. depending on what device you are using.

M ~—« Page La‘\g \@

It helps ir@ang' ppearance of the worksheet. It is done

in b?onscr enwénd printed form. It includes gridlines,
ek r@ S, {éettings, etc.

. Formulas%
2 | Sales Re. 23,000 Fis, 43,234
Formulas a@ tains practical features for ﬁ e .
adding eht calculations to the worksheet. ; ] ey
It is usetto insert functions, specify names, |
. - 1
establish name ranges, review formulas, etc. | SST— . —=
v s | Signin |
rom Access . o, & uer ™ & Connections E Clibar A 157 Flash Fill e idata
 DataTab s EOINC QU - ol P it iy @Bt MO
[T From Text F’:,,':',?;r' C;‘,'::E,ﬁ QUN::; [ Recent Sources h;f:.sh Eilne | RS e C:’:,:,:sé‘ljm\u'alldaﬂun' [ Manage Data
i v 1 Get Exteral Data Get & Trarsdorm Cannections Sort 8 Filter Data Tooks
Opt!ons for fllt(_erl.ng, T e
sorting,and modifying ,, o pE—
data are mostly found N T T A2 0 Y S ) T

on the data tab.




¢ Review Tab

It helps in reviewing the information like checking the spellings, translation, adding
comments, etc. it also helps to protect and share the worksheet and workbook.

IR

(3 Show All Comments

Spelling Thesaurus Check Smart  Translate New Delete Provious Next ool Protect Protect Allow Edit rchoae 3
Accessibility | Lookup Comments 15 show Ink: Sheet Workbook Ranges Workbool | iy
Proofing Accessibility ' Insights | Language Comments Protect ik
Al v }_. | x v Jx 1 | -
e View Tab 0
It includes commands that help in switching between the view of ooks, freezing panes,

adding macros, etc.

1 T snii I'!"wmaimhuqidaz | o E Y — |
D > o A
g W o ov

Insert Delete Format Sort & Find &

Page Break Fage Custom Gridllines Head[ngs Zoom 100% Zoom to
Preview  Layout Views i

Workbook Views Show
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3. Formula Bar

Right above the spreadsheet’i fmrg*1 r. When you enter a formula or function in the
cell, it appears here in the@r la K e result of the calculation is shown in the cell.

> B0 s L‘ il [ase

1 Use'in Farmu

FieTrace Precedents 2] Show Formulas
"kalatE Dependents I Errar Checking +

@ T Calculate Mow

Insert AutoSum Recently Flnanc ! Ly Text Date & Loul:up & Mal More Name - Watch Calculaﬁan
Function - Used ~ v Timev Reference» Trig= Functions¥ | Manager B Create from Selection | 1% Remove Arrows ~ (5 Evaluate Formula Window | Option: B2 Calculate Sheet
Z Libeary Defined Names Formula Auditing :alm!anon
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4. Status Bar |
4 A | 8 | © | o £ F G H

F 5 ] 4 r 3
It is used to display information. Different : -
function e.g. sum, count, average of the cells, ! I L E—
etc. may be displayed in the status bar. A lot of ;. T B T ) O I
other information may be displayed in Status
bar by right clicking and choosing the options. Status bar
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T e = {”' S st e l 5. Spreadsheet Work Area
f—{rows) ] r—T It is the place where the main work is done
worksheet using NE—— .

rr—— the sl ot of on the data in Excel.
=

Resize Columns

1. Choose a column or a selection of columns.

2. Choose Format > Column Width from the A ‘

P L
Home menu (or Row Height). M B L“ i 5 m| — “ - ‘m'
3. Enter the column width, then click OK. C) D
Formatting Cells Q\Q \Q) o
To format a cell or group of cells, foll@he =
given below: Q @ L e ] [l S emeneriu[o]
T x BelO-Ar o Bl sytes et
Step 1: Select the cells to bé attv\‘@\lick e :
on the Format b({% on Imne ab. ._"'m:...:a...-.;_ﬂ-a':_-.; TIET T‘;"é g v 1]
N e o L .
Step 2: Click on For Il O mmy B
5 % Copy
Step 3: Selec%appropriate ption from the :.\. 3 E:“;‘“""‘ T
N n@ ab like Date for displaying date, o *Pﬁ
rfeéncy format for showing currency, . :1
and so on. . o
Step 4: In the Alignment tab, we can change the = ':;"‘“’"L
alignment of the text. Alignment refers &

to the placement of your text or numbers in a cell.
Step 5: You can change the font of the content of the cells by selecting the font size,

font family and other formats for font specification.

@



Step 6: The Border tab allows you to draw different types of borders to the selected cells.

Step 7: You can apply different colours to the cells using the options available in the Fill

tab.
Home
Applying Borders: " gc‘“ Calibri e x| ==g
Copy v -
; ’ Paste B I v Dy Av ===
Let us create the following sheet in Excel. v~ Format Painter i E —wilSeE
Clrpboard M
Step 1: Open MS Excel and write '1', '2', '3' ,, vi « v fe| |Hi BotopBorder
; ER S [+]
and '4' in four separate cells as A c o Emer
S hown | ; a ight Border

Mo Border

Step 2: Select the cells and then click on

] outside Borders
Thick Outside Borders
.

L= B B T

the Border icon on the Home tab. &

A list will appear and then click on _
H4 Thick Bottom Border

All Borders. x@ T Top and Bottom Border

Zi Top and Thick Bottom Border
We can see that a border has been created o es of the data.

QQ

A chart is data from a worksheet
that is represented visually and can
- be better understood than data

Bottom Double Border

£ Top-and Double Bottom Border

enerating Charts

m!t&m E._u L:\al'se _llL[Hl || |1|r|‘|| ]|.I”I l“"‘l‘

L T ——

.'-. . St
£ i
Chart Layouts Chart Sylas
*
Chart 1 - % v I \

;o s B {@ o " that is only seen as numbers. It is
L T also commonly known as a Graph.
o[ o It is used for the representation or
i 152 I I | comparison of data.

i; @ We can generate charts of the data
}; $ T _entered in a sheet. Let us create a
s s camen e @0 8 @ -+ » wm | Chart for the sheet generated in the

previous section.
Step 1: Select the data for which the chart is to be generated. In the sheet below, select cell
D11 to cell 114.
Step 2: From the Insert tab, select the Chart icon. Now click on the 2-D clustered Column
chart in the list that appears.

We can see that a chart is created with different colours and legends.
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@ Do You Know?

Example Chart
200

Legend is found on the right side of the graph or chart | .

BEE:P

700

and is encircled by a border. The data that is graphically | ..

represented in the plot area of the chart is linked to the |/

legend. Simply, legends are a short visual representation | ™" I
of the data series on the chart. The legends on Excel

charts explain the data used for a chart. |
. J

After you have created the chart, a new chart tool will appear in the menl]&bu can use the
chart tool to modify the chart’s properties as you wish.

Formulas in Excel \OO

To perform mathematical computations, an Excel formula is usid\ﬂt is an expression that
calculates a cell’s value.

g

i

Apples  Oranges  Banana

The equal sign (=) and your calculation are always e,d% the cell at the beginning of a
formula. The equal sign indicates that you are g enter a formula in the cell. If you
do not enter the equal sign, Excel will treat yoG as text and the calculation will fail.

Formulas use references of cells for calculaj
of the cell on which the formula will be ap

means we have to provide the references

Parmatan

e et o e I e meie
T BER B e o= e hnrs

want to display the result in ¢ - AET
B C A B @
we will use the following fo = TR

=AT+A2 25

1
2

Q =A1+A2 3 | 53

When you press cell @ 4 |

show you the re@

Function
Functi re formulas with a name. Most of the functions are A B
provided by Excel itself. These functions are called built-in functions. 1 ’i 25"
They perform calculations on the values, called arguments. All of 5

; ; , ; 2 35
Excel’s functions are located on the ribbon's formulas tab.

3 _=sum(A1:A2)|

For example, if we want to perform the calculation in the above , 1
example with a function, we have to write in cell A3 as: 5 ;
=sum(AT:A2) 1 | 25
It will show the same result as was calculated by formula =A1+A2 g I 23



Some of the most common functions include:

Textual Features

LEFT MID RIGHT LOWER UPPER LEN
Logical

AND OR NOT

Date & Time

DATE TIME NOW TODAY

Maths & Trig

SQRT ABS MOD SIGN O\k'
Statistical

SUM COUNT MAX MIN \@RAGE

@ Do You Know?
Examples of Simple Built-in Functions: = The SUM function in
e The SUM formula for adding four numb Excel is perhaps the one

that is used the most.

cell B2 to B6 will be written as

=SUM(B2:B6) Q
_-*"""' — K B WY
e sy b O ”
j'::'-'?"' . - iy :‘"" ] me.r\wrumrm..m:lw ® AVERA% %
A A B
1 7
L z It p@es @n
i :i @age alues
5 56 0 3 Oranges |
6 10 A ||n% in the 4 Lemons
7 33 5 Grapes
6 Peaches
I N®) TN 7 ot
10 504 (7 =AVERAGE(A1:A10) 8.
11
o 3 - P -~
o  MIN/MAX Be [l Bal o

Clipboard . ant. " Rl
MIN function returns the lowest value vk v fe | mimas | s v x oy fe | s
A

_ . A A
discovered in a group of values. 1 12 fl_ 12
B _ 5 17 2 17
=MIN(A1:A5) 3 25 3| 25
MAX function returns the highest value 4 1 - %
5 23 5 23
discovered in a group of values. 6 =MIN(AL:AS) 'S-' =MAX(ALAS)]
7 = |
=MAX(A1:A5) 8 &



Introducing the IF Function

The IF function is used to test if a certain condition in a worksheet is true or false.
What does the IF function look like?

IF (logical_test, value_if_true, value_if_false)

Here is what they mean:

Logical_test: what do you F4 vl : X v Jx (=EF{E4<6000,"Yes”,”No”] )\
want to test A B ¢ D E | E |\ ©
1 |Home supplies budget
for? 2 #
3 |S/N Iltem Qty Price Subtotgl I§itAffordable?
Value_if true: what do you 41 Mangoes 9 600 MifYes |
. . 5|2 Oranges 3 12 600
want to do if the answer is YES? 613 Tomatoes 1 @' 500
3 7 |4  Cooking Oil 5 32500
Value_lf_false: What dO YOU 8 |5 _TOﬂiC water 7 @ 0 27300.
want to do if the answer is NO? 9 _ . & | _
Most Used Formulas in @
Excel

Let us try some commonly used formulas in @

Create the following sheet in Excel.

1. To calculate the average number;&dents | ss, we can use the average function.
Write the formula = AVERAGE (C iand press Enter.

2. To calculate the total numb tude , use the sum function. Write =SUM (C7:F7) in
cell H7 and press Enter

Drag the fill handl %1 t &yes in the cells below.
AX

3. Tofind the M C7:F7) in cell 17 and drag the Fill handle to fill the

values in th@lls below
4. Tofin @1 nimum value, we can use the MIN function in the same way as we used

th cttons given previously.

Mathematical Formulas

Excel can be used to calculate and analyse numerical information with the help of various
mathematical formulas. A formula is an equation that performs a calculation using values in
the worksheet.

Creating a simple formula that adds two numbers
1. Click the cell where the formula will be defined (e.g. C5)
2. Type '="to let Excel know the formula is being defined.
3. Type the first number to be added (e.g. 1500)

@



4. Type '+' to let Excel know that an addition is to be performed.

5. Type the second number to be added (e.g. 200)

6. Press Enter on the formula bar to complete the formula.

Project time

e Write a subtraction formula using the point and click method.
® Write a multiplication formula using cell references.
® Write a simple division formula.

Do you remember formatting and formulas? O\k‘

Formatting O

Once you have entered information into a spreadsheet, you car@at it with the help of
some formatting elements.

Formatingisusedto: &Q
e Change the font style of your text.

e Change the size of your text. &@

e Make your text appear in BOLD. C)

e Give the italics effect to your text. Q

e Underline your text.

e Fill the cell with different colo&o %
e Change the text colour. O \
Examples of formattin \ KO

e Select a cell andﬁ@ th? r or text in it so that it appears in bold.

e Add a border

e Changet colour of two or more cells.

e Select r more cells and format their text to italics.
Glossa

manual physically done by hands  built-in original part of something

tt d b
ai - pattetn made - Ly doing mathematical

grid horizontal and vertical = computation :

i calculation
. . the point where two or :
Intersection P format the arrangement or design

more points cross

reference to refer to

®



g, LET'S HAVE A LOOK

« Microsoft Excel is a spreadsheet software developed by Microsoft Corporation.

«  Built-in functions perform calculations on the values, called arguments.

+ Each cell is identified by its reference or address which is composed of a column head followed
by a row header.

« A formula is an equation that performs a calculation using values in the worksheet.

» The IF function is used to test if a certain condition in a worksheet is true or false.

A. Multiple Choice Questions: Tick the correct answer.

Exercise ab

S
N

1.  The intersection of row and column in a worksh% alleda
a. cell b. table c’.®sheet d. none of these
2. A typically contains one opsnore worksheets.
a. spreadsheet  b. workbook Qwor pace d. office
3. Data may be represented in ggrent fo ke and charts to understand
data visually.
a. cells b@hs KO\ c. formulas d. calculations
4. Functions are as wi
a. headlerA % C. name d. none of these
5. All @I's functions are located on the Ribbon’s _____tab.
~Qata b. Home c. Formula d. Function
6. Inacell ___ signand calculations are always used at the beginning of a formula.
a. + b. # c. / d =
7.  Excel comes with built-in , which are predefined formulas.
a. formulas b. functions c. format d.
8. Which of the following allows you to make logical comparisons between a value?

a. For Function b. IF Function c. Else Function d. None

@



9.

10.

The IF function is used to test if a certain condition in a worksheet is
a. one b. yes C. zero d. true
are also commonly known as graphs.

a. Cells b. Charts c. Functions d. Formulas

B. Write ‘T’ for True and 'F' for False in the boxes

MS Excel is spreadsheet software. \k‘

You cannot change the background colour of a cell.

Any formula in excel should be preceded by an equal j\@

An average function of Excel requires referenc;eQ@ ddress of cells.
You cannot merge two cells of an Excel she Q

Status Bar is used to display colours.

The ribbon does not contain the j r toolbars} for commands.

C. Answer the following short qu&{lo s: \e'

1.
2
3.
4.
5
6

What is the difference betwe c% and worksheet?
How can you resize a co in M

Give examples of a |I nctions.
What are some orm;%U IS used in MS Excel?
M and AVERAGE functions.

Perform a c:l@tlon
Create ac in M%I to show the sales of a store per month.

E followmg long questions:
fine all Ribbon Tabs.

Explain the main components of the MS Excel interface.

G Learning Activities

Lab / Computer Activity 1:

or false.

()
()
()
()
()
()
)

Speed drill - The teacher can call out simple addition, subtraction, multiplication, and division
questions, and the students need to solve the questions using the data handling software.
The student who can solve it the fastest time wins.

®



Lab / Computer Activity 2:

Create graphs by adding data to a computer. The instructor can conduct a demonstration
by collecting data from the class and listing it down in data handling software. The data
question for students could be “What is your birthday month” or “Out of these five food
items name your favorite”. There should be a spreadsheet with the answer choices on the
left and the number of results next to them, e.g.:

Month # of students

Jan | l
Feb O
etc. 0
Favorite Food # of studew

Food item 1 &

Food item 2

etc. /&

The data table should then be used to cr eraph and the results interpreted by the
students.

Lab / Computer Activity 3 (l@\ @ctlwty 2):
ocr

The instructor can ask the stuc@ their own survey questions, collect results from
the class, and create a cha |splay sults.

Lab / Computeﬁg’ty 42

The mstructc@ocate som Epen -source data tables through internet research or find

published fi accounts from company annual report publications and ask students

to re-cr mple additions/subtraction/multiplication/division formulas in their data
handling“saftware to see if they get the same results when they input the numbers.

Lab / Computer Activity 5:
Create a table in Excel to calculate the marks of 10 students in 5 subjects.

For the above query, colour the student's name cell ‘red’ for those subjects in which the
student has failed.

@
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