Excel Program

It is a data processing program. In this program you can prepare different types of data in sheet such as Bill record, Student records, Office records, Salary sheet, Result sheet, Report data etc. Beside this you can convert different data into chart to show the data records very correctly. It is a Microsoft company program. So all the menus and options are same as word processing program.

When you load this program you can see the chart, that is called Book. In one book there are 255 sheets and in one sheet there are 256 (A-IV) columns line and 1 to 65536 rows lines are active. When column and row cut each other, it makes cell. Where you fill up the any types of records.

In Excel program, we fill two types of records.

1. It is a numeric record which is only yes to calculate when you type numeric records it active in right position of the cell.

2. It is an alphanumeric records which record is not use in calculation. In this process you can convert value record into label records with the help of (‘) sign. It is always active in left position of the cell.
To Load Program:
1. Start


Programs

Microsoft Excel

2. Start 

            Run…


Type “Excel”  
Cell Reference:
 It is the address of a cell denoted using the column label followed by the row number. In spreadsheet terminology, a cell’s row and column co-ordinate is called the cell reference. E.g. A2

Cell Range:
 It is an area or collection of number of defines cells into a worksheet. E.g. A1:E10 Active Cell:
 When you select a cell by clicking it with the mouse, or moving to it using the keyboard, it becomes the active cell. The Name Box, on the left of the formula bar displays the reference of the active cell.

Workbook:- Workbook is a collection of one or more worksheet. Worksheets are the pages of a wordbook.
INSERT MENU

To Insert Cells
1 Select the cell

2 Click on insert

3 Click on cell

4 Select shift cell down or shift cell right 

5 Click on OK

To Insert Column 
1 Select Column
2 Click on insert menu 

3 Click on Column
To Insert Row

1. Select Row 
2. Click on insert menu 

3. Click on Row

To Insert Worksheet
1 Click on Insert menu 

2 Click on Worksheet

To Insert Page Break Line
1 Put cell in required place

2 Click on insert menu

3 Click on page break

To Remove Page Break Line
1. Put cell in break cell
2. Click on insert menu

3. Click on remove page break

To Prepare Chart/Graph

It is use to convert the data into picture/chart which help us to define the records easily with other people. When you prepare, you found different types of graph such as : column, line, xy, bar, 3d e.t.c. but graph can't accept label records, it only accept numeric records.
	Months
	Boys
	Girl

	Jan
	500
	600

	Feb
	400
	800

	Mar
	400
	600


1 Prepare data

2 Select all the data

3 Click on Insert Menu 

4 Click on chart

5 Now select the graph and click on next

6 Active data range and set the records in column or row 

7 Click on next and again active box,

8 Here set the graph title, Axes, legend, Data label, Gridlines, Data table

9 After all, click on next

10 Now, click on as new sheet, to put chart in new sheet 

11 Click on as object in, to put chart in same data sheet 

12 Click on finish.

Name command

This process is use to set the new cell name . Such as :- a1=Ram or any other name and also set record heading is cell/record.

1 Select the records

2 Click on Insert Menu 

3 Click on Name

4 Now below options are active:-

#
Define:- It is use to give the new name of selected cell address.

#
Create:-
 It is use to select the cell name is given record heading.

     #
Apply:- It is use to convert the cell address formula (A1xB1) into define/create name.

      #
Paste:- It is use to see the cell address place of define or create name.

Function command

It is use to calculate the records with statistical formula. Such as Sum, Max., Min., Average etc. there are 4 way to use formula.
Manual

=sum(.. : ..)

=max(.. : ..)

=min(.. : ..)

=average(.. : ..)

=count(.. : ..)

1 From insert menu:
(a) Put cursor in required place

(b) Click on insert menu.

(c) Click on function

(d) active box,

(e) Select on function name such as sum etc

(f) Click on OK and again active sum box,

(g) Click on red arrow sign box in last position

(h) Select the calculate records

(i) Again click on red arrow sign box

(j) Click on OK

** Repeat same process to use another formula
2
From fx tool box on formula toolbar in left side

1. put cell in required place 

2.  Click on fx tool box 

3. Active function box,

4. Select required one function.
5. Click on OK 

6. Active range box

7. Click on red arrow sign box in last position 

8. Select the records to use in function

9. Again, click on red arrow sign box

10. Click on OK

**
Repeat same above process to use another functions
4
From = sign in formula toolbar 

1. Put cell in required place 

2.  Click on = sign in formula tool bar

3. Active function box, option in behind the = sign 

4. Select required one function 

5. Click on OK

6. Active range box, 

7. Click on red arrow sign box in last position 

8. Select the records to use in function

9. Again, click on red arrow sign box

10. Click on OK

FORMAT MENU
To set format/numeric records
1 Select the records

2 Click on format menu 

3 Click on cells or right click on cell 

4 Select the format cells

5 Click on number tab 

6 Select required one

7 Click on OK

(a) General:- It is use to cancel the formatted numeric records.

(b) Number:- It is use to set the decimal and comma sign in numeric records.

(c) Currency:- It is use to set the $, Rs etc sign in numeric records.

(d) Accounting:-It is same as currency symbol.

Note:- if you want to set the Rs. Sign in default [computer memory] then,

1 click on start menu 

2 Click on settings

3 Click on control panel 

4 Click on regional settings

5 Click on currency tab and now type required currency sign

6 Click on Apply and click on OK

(e)
Date:- It is use to set the numeric records into date or date record format.

(f)
Time:- It is use to set the time record format.

(g)
Percentage:-It is use to put percent sign in numeric records.

(h)
Scientific:- It is use numeric records in scientific records.

To Set Alignment command


This process is use to arrange the record in cell. It is set horizontally and vertically.

1 Select the records

2 click on format menu and click on cells

3 Click on alignment tab

4 Active box, select the required

5 click on OK

To hide/unhide column/row
1 Select the column/row which you want to hide/unhide.

2 Click on format menu 

3 Click on column/row

4 Click on hide/unhide

To Auto format the table records

This process is use to set the format of table record and cell border. It is a ready made table format which is already set in computer when we use this process it effect in size of column, color set, border set etc.

1 Click on format menu 

2 Click on Autoformat table

3 Active box, select required one format

4 Click on OK
To format record with condition

It is use to format the records when record is more and you want to give format condition is same. Eg. Result sheet.

1 Select all records

2 Click on format menu

3 Click on conditional format

4 Active box, set the record condition and record type

5 Click on format and active box

6 Set the required record format and click on OK

7 Click on OK
Tools Menu

GOAL SEEKS command.


It is a command which help us to find unknown value. But you think it effect in normal record but this command need formula record/value.

	
	A
	B
	C

	1
	Principal
	200000
	Rs

	2
	Rate
	13
	%

	3
	Time
	3
	Year

	4
	Simple Interest
	=B1*B2*B3/100  (78000)


1 Prepare data


2 Put cell in formula value (B4)

3 Click on tools menu 

4 Click on goal seek

5 Active box, 

6 Set cell   B4
(it is a formula record 

address)

7 To value 80000
 (In this box, type think value.)

8 By changing (B1,B2 or B3)
(Select in changed cell address) 

9 Click on OK

10 Now answer is active

If you want to set the change given value then, click on OK

If you don't want to set the change given value then, click on Cancel

Scenario command

	
	A
	B
	C

	1
	Principal
	200000
	Rs

	2
	Rate
	13
	%

	3
	Time
	3
	Year

	4
	Simple Interest
	=B1*B2*B3/100(78000)



It is use to create and save different sets of input values with their results as scenarios. It is a group of scenario value called changing cells saved with a name. Each scenario represents a set of what if assumption that you can apply. 

1 prepare data
2 Put cell in any one records. Eg. (B4)

3 Click on tools menu 

4 Click on scenario

5 Active box, 

6 click on add

7 Type scenario name

8 Click on by changing box,

9 Select any one cell. Eg. (B1, B2 or B3)

10 Click on OK

11 Active box, type new value

12 Click on OK

13 Similarly repeat same above process from add to add next record

14 After that click on Summary

15 Click on OK

16 Now summary record is active in new sheet.

DATA MENU
To sort records

This process is use to arrange the records with Ascending and Descending Order. Eg A to Z  or 0 to 9(Ascending Order) and 
Z to A or 9 to 0(Descending Order).

1 Select all records with heading without select serial number records.

2 Click on data menu 

3 Click on sort

4 Active box, click on sort by box and select required sorted heading. And also select sort order

5 Click on OK

Filter command

It is use to search records with filtering when we give the search condition in criteria range.


There are 3 processes to search record

Auto Filter
It is use to search the record with the help of flyout sign in record place.

1 Select the record heading only

2 Click on data menu 

3 Click on filter

4 Click on Auto filter 

5 Active flyout sign in last position of the heading.

6 Click on that sign and select the record which you want to filter.
To remove filter
1 Click on data menu 

2 Click on filter

3 Click on auto filter

Filter the list in place
This process is use to search the record in record place and also filter it in place. But we type the search record condition in new place.

1 Copy the record heading and paste it in new place of the sheet

2 Select the first heading and its all records

3 Click on data menu 

4 Click on filter

5 Click on advance filter

6 Active box,

7 Click on  filter the list in place

8 Click on List Range Box

9 Type list Range area (A1:E20) which is original records

10 Click on Criteria Range box

11 Type Criteria range (B1:C2) in criteria range area.

12 Click on OK

To remove filter
1 Click on data menu

2 Click on filter

3 Click on show all

Copy to another location
It is use to search the record in record place with the given condition and put in new location.

1. Copy the record heading and paste it in new cell place at 2 times

2. Select the first heading and record

3. Click on data menu 

4. Click on filter

5. Click on advance filter

6. Active box,

7. Click on      copy to another location

List range
A1:E20   

Criteria range B2:D3

Copy to
A28:E28

Click on OK
Data Form

Typically database are entered and maintained by typing directly into a worksheet. However you could use a built-in data form. This form displays one record at a time, can be used to add new records and existing record, and lets you view records matching specified criteria.

Position the cell pointer within the data or select data range.

1 Click on data menu 

2 Click on form

3 Choose the proper button and do the operation

4 Click on close.
Text to column command

A long text separate by space, tab, semi-colon and other symbol enter into a cell can be spread into number of cells across the columns using text wizard.

1. Types a long sentence into a cell as shown below and selects the text.

2. Click on data menu 

3. Click on text to column

4. Set required 

5. Click on next button

6. Set required 

7. Click on next button

8. Set required 

9. Click on finished button

Sub Total

The ability to embed subtotals into a range of data in a semi-automated fashion is an important capability. It will calculate subtotals for each change in sort data of specified field.

1 Type a new database as shown or open a file.

2 Sort the database to proper field to which you want to find subtotal

3 Position the cell pointer within database or select database

4 Click on data menu 

5 Click on sub totals

6 Choose a filed from the at each change in list. E.g. particular.

7 Select the proper function (e.g. sum) from the use function list.

8 Check the proper fields Add Subtotal To list to specify which fields to subtotal.

9 Check or unchecked the Page Break Between Group.
10 Check the summary Below Data, the subtotal row is placed less than the data; otherwise it is placed on top.

11 Click on OK
To Remove Sub Total
1 Select the All Records

2 Click on Data

3 Click on Sub Total

4 Click on Remove All
Validation Command

This command is use to valid the data which we need in required place for typing in column and row. We can set validate of Numeric data, text length, Date etc. It is important for entry the record if that work will be doing more than 1 person. We can easily set the information message about the entry.

1 Select the record area

2 Click on Data

3 Click on Validation

4 Click on Settings

5 Click on Allow

6 Select the Data Type eg. Whole Number, Text Length

7 Type the minimum and maximum number

8 Click on Input Message

9 Type the Title of Message and Information message of entry data

10 Click on Error Alert

11 Type the Error Heading and Type the Message to suggest

12 Click on Ok

To Remove Validation
1 Select the Validate Area

2 Click on Data

3 Click on Validation

4 Click on Clear All

5 Click on Ok










