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What is a Spreadsheet?
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What is a Spreadsheet?

>

Y VY

A spreadsheet application is a computer program such
as Excel, OpenOffice Calc, or Google Docs
Spreadsheets

Has a number of built in features and tools, such as
functions, formulas, charts, and data analysis tools that
make it easier to work with large amounts of data

A spreadsheet is a file used to store various types
of data

The basic storage unit for a spreadsheet file is a table

In a table, the data is arranged in rows and columns to
make it easier to store, organize, and analyze the
Information
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What is a Spreadsheet?

» In Excel an individual spreadsheet file is referred to as
a workbook.

» Aterm related to this is worksheet, which, in Excel,
refers to a single page or sheet in a workbook. By
default, Excel has three worksheets per workbook.

» A spreadsheet program, such as Excel, is used to
create workbook files that contain one or
more worksheets containing data
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Screen Layout
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Screen Layout
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File Name
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Ribbon
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Hide

or Show the Excel Ribbon

2N X

Paste

7
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»  Clicking the down arrow in the upper right hand corner of the
application (near the question mark) will open or close the ribbon
interface (as shown above)

»  Click the arrow again will expand the ribbon

» The keyboard shortcut Cirl + F1 can also be used to minimize or
expand the ribbon
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Customize ribbon tab

X 9-e-|s Bookl - Microsoft Excel o B =
Home e View Developer [~} o X4
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» Right-click any part of the Ribbon and click Customize the
Ribbon

»  This will display the Excel Options dialog box with Customize
Ribbon tab selected
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Tabs
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Different type of Tabs

File tab

» Display basic commands such as open, save, print and a new
Backstage View to options which allow sharing and sending
documents

Home tab

»  Support tasks such as copying, pasting, editing and formatting text,
finding and replacing text

Insert tab

» Display items you might want to put on a worksheet — from tables,
pictures, diagrams, charts, and text boxes to hyperlinks, headers,
and footers
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Different type of Tabs

Page Layout tab

» Change the format of data, use rulers to adjust width or height,
change page orientation, set margins

Formula tab
» Display prewritten formulas in function library, display all formulas

Data tab
» Import data from different sources, sort or filter data.
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Different type of Tabs

Review tab

»  Find the spelling checker, add comments, track changes. You can
create annotations to review the worksheet and then review those
comments.

View tab

» Make a quick switch to page Layout view or page break view, turn
on gridlines, zoom selection, freeze panes.
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Groups
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Add a new Group or Tab

» From the Excel Options dialog box with Customize Ribbon tab
selected displayed, click the tab you want to customize under the
Main Tabs in the Customize the Ribbon section. For example,
click on the Home. Customize the Ripbon: =

Main Tabs [+

Main Tabs

= [V Home
[# Clipboard
[+ Font
[# Alignment
# Number
[+ Styles
[# Cells
[# Editing
# [V Insert
# [V Page Layout
# [V Formulas

» Click New Group button. Excel adds an entry called New Group
(Custom).
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Add a new Group or Tab

»  Click Rename button. This will display the Rename dialog box.

» Type a new name for the group in the Display name: section (for
example, type Test). You can also select a symbol that represents
the group.

» Click OK

4 )
Note:
You can also click New Tab button to create a
custom tab.
N\ _/
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Commands
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Add commands to the Group

Excel Options E]

General .
@ﬂ Customize the Ribbon.
Formulas
Choose commands from: (i Customize the Ribbon: (i
Froofing |Commands Mot in the Ribbon v |Ma|n Tabs "
Save
& 3D Color y A Main Tabs
tanguage ) 3DEffects » £l [ Home
Advanced ¢ 3-D On/OFF Clipboard
¥y 5-Point Star Font
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& Accessibility Checker Humber
Quick Access Toolbar %[ Advanced Document Properties Styles
L2, AltText. Cells
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43 AutoFormat... [¥] Farmulas
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L4y Bring Forward [[] Developer
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&l Button (Form Control) Background Removal
if Calculate Full
i Calculator
(afi Camera
[ Check Box [ActiveX Contral)
= Check Box [Form Control)
Check for Updates Mew Tab ] [ Hew Group l [ Rename... ]
o Close Al
£2  Close Window Customizations: B
a;, EET, e b Import/Export ¥ |

From the Excel Options dialog box with Customize Ribbon tab
selected displayed, click the Choose commands from drop
down menu, choose the command category you want to use. For
example, choose Commands Not in the Ribbon"
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Add commands to the Group

Excel Options

General .
Customize the Ribbon.

Formulas

Choose commands from: (i) Customize the Ribbon: i)
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L4y Bring Forward [[] Developer
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51}
1=
E

Mew Tab ] [ﬂemeupI [ Rename... ]

o Close Al
£2 Close Window Customizations: )
L CRAN N v Impart/Export ¥ |

» Then, it will display the whole list of commands. Click the
command you want to add (for example, select Bullets and
Numbering...)
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Add commands to the Group

Excel Options

General .
Customize the Ribbon.

Formulas
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€

»  Click the custom group or tab you want to use
» For example, click on the Test group that we just created
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Add commands to the Group

Excel Options

General .
Customize the Ribbon.

Formulas

Choose commands from: (i) Customize the Ribbon: i)
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Save
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»  Click Add >> button. Excel adds the Bullets and Numbering
command to the Test group.

€
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Add commands to the Group

» Click OK

Excel Options

General

Formulas

Proofing

Save

Language
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Quick Access Toolbar
Add-Ins
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Customize the Ribbo

Main Tabs d
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= ome
Clipboard

Editing
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Dialog Box Launcher

» Adialog box launcher is a small arrow icon
that appears in a group

» Users click this icon to open related dialog
boxes or task panes that provide more options
that relate to the group

Appears In the lower-right corner of a group

Indicates more options are available for the
group

il
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Quick Access Toolbar(QAT)
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Quick Access Toolbar (QAT)

An area of the user interface that provides quick access to
commands

Designed to reduce the amount of navigation you have to do in the
Ribbon to access the features that you use frequently

Contains three default commands

o Save
o Undo
o Redo (& = -

Note:
The Excel logo is not part of QAT

27
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Add a command to the QAT

»  Select the Ribbon tab that contains the command you want to add.

» Right-click the command and click Add to Quick Access Toolbar
In the menu that appears

4 - ) N
Home | Insert Page Layout Formulas Data Review
== . 1 @] ) “1
I }SLlJLyJEg:@E._ELHﬂ 7[}0(
_'.I " A
PivotTable TaH' ét-ifito o cce_ss Tgolbar h Ihmn Line
M ‘ Customize Quick Access Toolbar... [ T
Tables |
i Show Quick Access Toolbar Below the Ribbon ]
Al g
, } Customize the Ribbon... —_—
A C
T— Minimize the Ribbon
— -1
2 4
3 4
1 |
\ J
t th i th i i ..
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Quickly add some commands to the QAT

— 2

Home % stomize Quick Access Toolbar s [

»  Click the arrow to the right of
the quick access toolbar and

= New 7
choose a command from the e 1;1; Spén -+
menu Pivot;fable Table El-‘ﬂ Cave Lnshot

Tables E-mail ‘

» The default 3 commands that —— Vi —
appear On the QAT have the 4 A ‘. Print Preview and Print ’_
'tick' beside the command % 10, | < peling

2 r{| Undo

) [v] Reso
4 ‘ Sort Ascending
5 Sort Descending
6 Open Recent File
; More Commands...
9 Show Below the Ribbon
10
11
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Add entire Group commands to the QAT

» Right-click an area in the command group name
» For example, Alignment in the Home tab
» Choose Add to Quick Access Toolbar

X9 o-EFE
Home | = g@ » = Wrap Text
=) L — i
j % Cut BEE E | =i @Merge&Center v F
; t RO Al t
R's J Format Pamer ANl —
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Remove command(s) from the QAT

»  Right-click the command you want to remove from the QAT

» Choose Remove from Quick Access Toolbar in the menu that
appears

A2 at i - NS —

Remove from Quick Access Toolbar

N
|
“ e | Customize Quick Access Toolbar..,

o

! ‘T'h * Cut Show Quick Access Toolbar Below the Ribbon Ja
L'j -{3 Co - =
Py Customize the Ribbon... =
Paste - Be =
- < Format Pz Minimize the Ribbon
Clipboard v - TUTIC
t th i th i i ..
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Access commands on QAT using the keyboard

Press the Alt key and then a number key that represents the
KeyTip for the command you want to access

For example, Alt + 1 will save the worksheet.

H[Qﬁnie \ l@r Page@«out

= b ot

‘!—:] 43 Copy ~

Paste v
» < J Format Painter B I 1

Clipboard . Font

Verdana
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Add / Remove Commands in QAT (Animation)

Add a button to the
Quick Access Toolbar
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Move the QAT

> Click the down arrow atthe right to 0 o

the Customize Quick Access BRI ore | Costomize Quik AdeisToolsar  b:  Dat
Toolbar and from the menu B Y |
displayed, click Show Below the S

Ribbon option. The QAT moved to =~ x  awrn j—

M
-}
=3
I
|

Open
B “T/ Save

the bottom of the Ribbon o =2 F
>  If you wish to move the toolbar back 2 -l

to the default location, click the : ol

down arrow at the right to the :

Customize Quick Access Toolbar = e — S

. . 9 —

and from the menu displayed, click

Show Above the Ribbon option :
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Smart Tags
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Smart Tags

>

Smart Tags is a special icon that appears when you perform
certain Excel tasks, such as pasting data and using the AutoFill
feature

With the smart tags feature, you can make your Excel work faster
and easier

Generally, clicking the smart tag displays a list of options that
enable you to control or modify the task you just performed

Some smart tags appear automatically in response to certain
conditions. For example, if Excel detects an inconsistent formula, it
displays a smart tag to let you know
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To work with Excel 2010 smart tags

» Perform an action that displays a smart tag, such as copying and
pasting data or object in a cell. We will look at how to copy and
paste data in the worksheet.

» Once data is pasted, the smart tag appears (as shown below)

i\Smart Tags Demo : Smart Tags Demo

- - e —————

R (ctry ~
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To work with Excel 2010 smart tags

»  Click the smart tag or press the Ctrl key and it will displays a list of

Its options
iSmart Tags Demo | Smart Tags Demo
e, [Etr]] |
| Paste
@ | %l 5
559 [=] (2

Other Paste Options
%y == || =i

»  Click the option you want to apply. Excel applies the option to the
task you performed in the first step
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Galleries and Live Preview
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Applying Galleries to the Spreadsheet Objects

The Excel Galleries are a large collection of tools that look like the
choice they represent.

In Excel's Ribbon, a gallery is a collection of preset options that
you can apply to the selected object in the worksheet. The objects
can be charts, tables and lists of data, or graphics that you add to
the worksheets

Excel is jammed full of style galleries that make it a snap to apply
new sophisticated and colorful formatting to the object in the
spreadsheet. To get the most out of galleries, you need to know
how they work

Although some galleries are available all the time, in most cases
you must select an object before you work with a gallery.
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Live Preview

» Live Preview displays

your object or data as it will Sk 2 ax
look right onthe worksheet @g@ooB@O - —
when you hover over the goegas
gallery tool NE E-p\R'n
» By hovering mouse over ol W - N )
the various tools in the EEEEEE.
gallery, you can see e e »
exactly what your object
will look like before you
commit to a format.
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Disable Live Preview

» Click on File Tab
»  Select Option

.a' Home  Inse
=l save
B save As
[ZF Open

[ Close

Recent

New

Print

Save & Send

Help
221 Add-Ins ~

by Exit
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Disable Live Preview

»  Select General Tab T

General }

Formulas

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

& General options for working with Excel.

User Interface options

[ Show MiniToolbar on selection ()
Enable Live Preview ()
Always use ClearType

Color scheme:

ScreenTip style: [Show feature descriptions in ScreenTips v l

When creating new workbooks

Use this font: IVerdana v ]
Font size:
Default view for new sheets: I Normal View v

Include this many sheets: E

Personalize your copy of Microsoft Office

User name: |IMS Health l

43

No. 9, 1st Floor, 8t Main, 9" Cross, SBM Colony, Brindavan Nagar, Mathikere, Bangalore — 560 054




Disable Live Preview

» Uncheck the

Enable Live Preview (o

> Click on OK

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

& General options for working with Excel.

User Interface options

Show Mini Toolbar on selection ()
Enable Live Preview ()

Always use ClearType

Color scheme:

ScreenTip style: [Show feature descriptions in ScreenTips v l

When creating new workbooks

Use this font: IVerdana v ]
Font size:
Default view for new sheets: I Normal View v

Include this many sheets: E

Personalize your copy of Microsoft Office

User name: |IMS Health l
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Backstage View
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Backstage View

» Backstage view is where you manage your files and the data about
them — creating, saving, inspecting for hidden metadata or
personal information, and setting options

» Inshort, it is everything that you do to a file that you don't do in the
file.
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Backstage View

»  Click the File Tab and notice that entire screen has changed
» What you can see now is called the Backstage View

Book2 - Microsoft Excel

(30" B AN CRE AE
“ Home Insert Page Layout Formulas Data Review View IMS Color Palette
i save z
Information about Book2
B saveas
(27 Open == Permissions
G e f’.lljj Anyone can open, copy, and change any part of this workliook.
Protect
Workbook ~
Recent
— Prepare for Sharing
New [ ﬂ Before sharing this file, be aware that it contains:
§ Ch‘r K Document properties and author's name
Print ls::es o Content that people with disabilities find difficult to read
Save & Send
Help 3 Versions
7(93 A)  There are no previous versions of this file.
2 Add-Ins - '
L;ﬂ dd-Ins Manad
) Options Versions ~
&3 et

o @R

o @ S &=

Properties »

Size

Title idat
Tags 1d
Categafies

Related Dates
3stModified
Created Today, 2:16 PM

Last Printed

Related People
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Backstage View

Standard Commands
> You can find here some standard commands such as: Save, Save
As, Open, Close

i Save
B! Save As
L7 Open

4 Close
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Backstage View

Additional Sections

>

Info

>

In the Backstage View you will find some additional options such
as Info, Recent, New, Print, Save & Send, Help and Options

You can protect your sheets or entire workbooks here. Set
workbook as read only or prevent adding additional sheets to the
workbook. You can also check here for different issues for
compatibility sake and manage different versions of your file
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Backstage View

Recent

» In Recent tab you can find recently opened files (up to 50), and
places where you can find them. If you want to have some of your
files always on the top of the list you can use a pushpin. When you
click it, it will change color to blue

Recent Workbooks
. Power.xlsx
@ D\Excel Files @
IE Tips.xls:c . @
O:\Excel Files
1 Functions.xlsx
=
I'——‘l D:YExcel Files -
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Backstage View

New

» Inthe New section you can create new files. There are many
templates grouped into categories, e.g. Schedules, Statements,
Expense Reports and other

Print

» When you click print on the Backstage View you will have all
options you need for printing on a single screen. You also have a
Print Preview on the right side of the screen

Save & Send

» Inthe Save & Send section you can save your files and send
emails, save to the web or to share point online server. You can
also change format of your file and save it to Adobe PDF.

easily and quickly.

[ Microsoft created a Backstage View as a place where you can work with your files ]
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Understanding various:Mouse-shapes
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Understanding various Mouse shapes

» As you move the mouse over the Excel window it changes shape
to indicate the availability of different functions

» The five main shapes are shown in the diagram below

= B e {0 S S I
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Understanding various Mouse shapes

I:::::I General pointer for selecting cells singly or in groups

Pointer used at bottom right of selection to extend and fill data. Selected cells are
‘ shown by means of a heavy border as shown.

The extension point is at the bottom right of the border and is a detached square.

double click the left mouse button to move the cursor (a flashing vertical line) into

]: Insertion point. When pointer is like this you may type in text in this area. You must
the cell area. Insertion and editing can then be done in the normal way.

Pointer for menus or moving a selection. When Copying a selection a
small cross appears

$ Used where you can change the dimensions of a Row or column. This pointer
indicates that you can drag a boundary in the direction of the arrows.
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What do the different mouse pointer shapes mean?

»  The mouse pointer changes shape in Microsoft Excel depending
upon the context

» The seven shapes are as follows:
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What do the different mouse pointer shapes mean?

I:::::I Used for selecting cells

The I-beam which indicates the cursor position when editing a cell entry.

The fill handle. Used for copying formula or extending a data series.

To select cells on the worksheet. Selects whole row when positioned
on the number heading label

To select cells on the worksheet. Selects whole column when positioned
on the letter heading label.

At borders of row letters. Drag to increase height of row.

=)
<—|—> At borders of column headings. Drag to widen a column.
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Excel’s cursor shapes

The cursor in Excel takes on a number of different shapes, depending on where
you are on the worksheet.

| g} ] The Select Cursor. Select a cell or range. This is always used to select data before applying formatting
i commands.

The Fill Handle. Use this to copy formulas or values. The fill handle only appears when you are in the
_4' . lower right corner of the current selection.

] The White Arrow with a smaller 4-headed black arrow. Use this to drag and drop the selected cell or
3 © range. The white arrow only appears when you are at the edge of the current selection.
| i ‘| The I-Beam. Use this to enter or edit data. The cursor (vertical line inside the cell) blinks.
: A & The 2-headed arrow (horizontal). Resize column width

The Format Painter. Use this to copy cell formats. Click on the text that is already formatted the way you
- Format Painter want it. Then click on the Format Painter button (on the Home tab, in the Clipboard group). Click on one
: cell or drag the cursor over the cells that you want to format. They will be formatted exactly the same as
the cell that you were in when you clicked on the Format Painter
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Excel Cursor Movements

To achieve this: Do this:

Move the active cell up one row Press <up arrow> key
Movetheact,\,ece”downonerow ................................................................................................................................................... P reSS<downarrOW>key ................
Movetheact,vece”|eft0neco|umnp ........................................................................................................................................... P ress<|eftarrow>key ......................
Movetheact,\,ece”r,ghtonecommn ............................................................................................................................................. P ress<nghtarrow>key ...................
Movetheactwece”onescreendown ............................................................................................................................................ P reSS<PageDown>key ................
Movetheact,\,ece”onescreenup ................................................................................................................................................... P reSS<PageUp>key ........................
Movetheactlvece”mtheﬁrstce"mtherow ........................................................................................................................ P ress<|_|0me>key ...............................
Movetothe|astact|vece||,narow .................................................................................................................................................. P reSS<End>key ....................................
Movetoce"Al ...................................................................................................................................................................................................... P ress<Ctr|>+<Home> ......................

(I;/Io?l\J/ren :]o the intersection of the last active row and Press <Cirl>+<End>

If the cursor is currently in a data cell, move in the direction of the arrow until it Press <End> followed by

encounters an empty cell; if the cursor is currently in a blank cell, moves in the - an arrow key (two

direction of the arrow until it encounters a non-blank cell . consecutive keystrokes)

Enter a cell address and go directly to it Press <F5>
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To select any range of cells in Excel

To achieve this: t Do this:
Select (highlight) cells using the Hold the shift key down while using any of the above
keyboard commands to move the cursor

...................................................................................................................................................................................................................................................................................................................................

When the mouse is a white plus sign | w2 drag
- the mouse over the desired cells.

- Select the first range of cells with the mouse, then while
Select nonadjacent cells - holding the control key down, drag the mouse over each
- additional range of cells that you wish to select.
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Formula Bar
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Formula Bar

X ®9~-™~|= Bookl - Microsoft Excel o B %
Home Insert Page Layout Formulas Data Review  View Developer 6@ @ =

Dﬁ $  Verdana o - AN = E@ General - @Conditional Formatting ~ gﬂlnsen' g ﬁr [ﬁ |

Ea-~ EE=E=- $-% » [EErormatasTable~ | FX Delete - | [§]~ ‘

Pste @ (B ZU-[E- [0 A smem . |99 ) Cell Styles - A Format - | 2 Fiters Select~

Clipboard Font ) Alionment G MNumbsr [ Stules Lalle Editing
A23 v (- A
4 A | B e T A _stm&L | T | K | T

1l

2

z / \

4

5

6

7/

8

9 Formula Bar

10

11

12

13

15

16 d
M 4 » M| Sheetl /Sheet2 / Sheet3 /¥J - Nl i | » 1

Ready | 1] | [EOm@ 0%
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Formula Bar

>

YV VY

A toolbar at the top of the Microsoft Excel spreadsheet
window

It is labeled with function symbol (fx)

By clicking the Formula Bar, or when you type an equal
(=) symbol in a cell, the Formula Bar will activate

The formula bar is located above the work area of
the spreadsheet

The formula bar displays the data or formula stored in
the active cell

The formula bar can be used to enter or edit a formula,
a function, or data in a cell
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Show / Hide Formula Bar

There are two methods to Show / Hide the Formula Bar

Method 1: Formula Bar option under View tab

» Formula Bar can be shown or hidden under View tab Ribbon
with Formula Bar option in the Show group

» If you want to show the Formula Bar, check the Formula Bar option

» If you want to hide the Formula Bar, uncheck the Formula Bar
option

K H9-™-E|s Book2 - Microsoft Excel

“ Home Insert Page Layout Formulas Data Review View IMS Color Palette

| I j ’ I.——l:l _Q) : [¥] Formula Bar '—:; _E;:\J _Iiij ; Ji] £ Split JﬂViévv Slc

— .
Hide
Normal| Page Page Break Custom Full [¥] Gridlines [¥] Headings Zoom 100% Zoomto New Arrange Freeze
Layout Preview Views Screen @ Selection | Window  All  Panes~ . Ynhios
Workbook Views Show Zoom Window
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Show / Hide Formula Bar

Method 2: Formula Bar option in Excel Options

> Click the File tab in Excel 2010 ( or Office button in Excel 2007);

> Click the Options button in Excel 2010 (or Excel Options button in Excel 2007);
> Now it displays the Excel Options dialog box, click the Advanced category at left

side;
> Go to the Display section; Excel Options
> Check the Show formula bar option; | ceneal |~ Dispiay
f
> Click OK button to save Setting | Formulas || Show this number of Recent Documents: |25 v G
‘ Proofing Ruler units :lnches v:
Show all windows in the Taskbar
Save [
Show formula bar
| Llanguage VY] Show function screentips
[ R ] [[] pisable hardware graphics acceleration
| For cells with comments, show:
Customize Ribbon O No comments or indicators
Quick Access Toolbar @ Indicators only, and comments on hover
O Comments and indicators
Add-Ins Default direction:
Right-to-left
Trust Center O &ig )
® Left-to-right
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Contextual Tabs
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Contextual Tab

» A Contextual tab is a hidden Tab control that is

displayed in the tab row when an object in the

application workspace, such as an image, is selected or
highlighted

Contextual tabs typically contain one or more
Commands that are applicable to a selected or
highlighted object only

For example, when you create a table in Excel, tabs
appear on your Ribbon to make it easier to format and
modify that table. As soon as you navigate away from
the table, the extra tabs disappear
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Contextual Tab

When displaying contextual tabs, the Ribbon framework enforces a basic set of
behaviors that include:

> Contextual tabs are positioned in the order they are declared and to the right of core tabs in the
ribbon tab row.
> When the ribbon is resized, tabs are scaled and tab labels are truncated as space requires.

However, visible contextual tabs are given a higher display priority in which they are scaled and
truncated last.

> The label for a Tab Group is displayed in the application title bar and spans all associated
contextual tabs.
> When multiple Tab Group controls are displayed at the same time, one of five unique colors is

assigned to the background of each Tab Group in the application title bar. This color is also used
as a highlight color for the contextual tabs in the Tab Group.

> The Tab Group color assignment is based on the order the Tab Group elements are declared in
markup. The colors are defined by the framework and cannot be specified by the application.

> The Tab Group colors defined by the framework can be modified indirectly through
the Framework Propertiesproperty keys. For more information, see Customizing Ribbon Colors.

> When more than five Tab Group controls are displayed at any single time, the framework cycles
the associated colors.

> The maximum number of Tab controls in a ribbon is limited to 100. This includes contextual
tabs, visible or not.
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Different types of Contextual Tabs

There are six different types of contextual tabs:

V.V V YV V VY

Format
Design
Layout
Playback
Arrange
Page Setup
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Zoom
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Zo0om

» Zoom feature changes the scale that a spreadsheet is
viewed electronically

» Zoom feature does not change the underlying
characteristics of your spreadsheet

» Printout of the spreadsheet remains constant,
regardless of the selected zoom level
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Zoom

Method 1
» Click on View Tab

Bookl - Microsoft Excel

gview View IMS Color Palette
R E & @
Zoom J00% Zoom to New Arrange Freeze .
Selection | Window  All  Panes > = Unhi
. Zoom
> C“Ck On Zoom Magnification
» Zoom options window pops up, as shown on g;gg:;;
the right. This window gives you the option to g'ﬁéi&ié; """
- . 50%
select a set magnification (eg. 200%, 400%, O 750
; o & ; () Fit selection
etc.), or to specify a magnification of your own | —== e
I (4 l [ Cancel ]
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Zoom

Method 2
»  Click on Zoom % in right bottom on screen

v
S0
| |80 4 | 100%

foom
. ] tMagnification
»  Zoom options window pops up, as shown on O z00%
. ) . . . (i100%;
the right. This window gives you the option to O 75%
select a set magnification (eg. 200%, 400%, o
etc.), or to specify a magnification of your own O it selection
lf_}"g_lstu:-rn: 0,.-;:,
I (0] 4 l [ Cancel ]
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Zoom to Display Named Ranges

» If you zoom your Excel worksheet to less than 40%, Excel
automatically displays all your named ranges, as shown in the
Image below

»  This can be useful for helping you to keep track of the named
ranges in your worksheet

[\haﬁnez EN:

ad g

PR I P Mk aas BRh aaa khh aas bk aas hhk
TR T E L T S 1 S 1 1 TR 111
11 aaa hhk m (1 1 1 R 1 R TP I T T
12 aaa k] |a

11 aas bbb | are-

4 aaa bhk| faas [EEE] uus BRE saa kkk aaa bk aus hhk
15 aaa bhk|  faas [EEE]|  uus BRE sua kkE aaa kk aus hhk
A6 aaa bhk|  Jaas |EEE] uus BRE saa kkh aas bk aas hkk
17 | aaa bhk| 222 kkk)  uas Rhh saa kkk aaa bk aus hhk
A aaa BRE CTIEETUTID aaa T T N 11 T 1 11
11 uua bRk aas kb uas bhh saa kkk aaa bk aus hkk
20 aaa bRk aaa kkk uus hhh saa kkk aaa bk aus hhk
21 aaa bbbk aas kb uus bhh saa kkk aaa bk aus hhk
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Zoom Keyboard Shortcut

» If, at any time, you want to quickly access the
zoom window, you can simply press:

ALT-V Z

l.e. press the ALT key, and while keeping this
depressed, press V and then Z
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Zoom on Roll With IntelliMouse

» If you have a mouse with a roller wheel, you can select the Excel
option Zoom on roll with IntelliMouse. This enables the user to
zoom Iin or out of a spreadsheet by rolling the wheel on the mouse

up or down.

» Select the File tab, and from this, select Options
» The Zoom on roll with IntelliMouse option is found in
the Advanced section of the Options menu
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Zoom on Roll With IntelliMouse

Excel Options

General
Formulas
Proofing

Save

| FXaTalNETal-)

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Advanced options for working with Excel.

Editing options

After pressing Enter, move selection

Direction:

|:| Automatically insert a decimal point

Enable fill handle and cell drag-and-drop
Alert before overwriting cells

Allow editing directly in cells

Extend data range formats and formulas

Enable automatic percent entry

Enable AutoComplete for cell values

Zoom on roll with IntelliMouse

Alert the user when a potentially time consuming operation occurs
When this number of cells (in thousands) is affected:

Use system separators

Clecimal 5

Cursor movement:
@ Logical
O Visual

Cut, copy, and paste

Show Paste Options button when content is pasted
Show Insert Options buttons
Cut, copy, and sort inserted ohjects with their parent cells

Image Size and Quality @ topics.xlsx w

W

OK

] [ Cancel
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Access Keys (Shortcut keys)
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Access Keys (Shortcut keys)

»  The ribbon comes with new shortcuts, called Key Tips. To make the Key
Tips appear, press ALT
(x| ‘ ' GT ﬁ = Book1| -Microsoft Excel
@ T@ Pag@yout Folas w ww E\dSﬂ)P{leﬁ: .
[ j o - Verdana 10~ A A = = ' AT =" Wrap rext General -
jF:f:at painter | B £ U e A EEZF EEE EQMerge&lenterv $ v % v | %) 5%
5 Clipboard P Font al -i B ‘Alig:\rjwe‘nt Y.\ _.;_7 Number
»  To display a tab on the ribbon, press the key for the tab—for example,
press the letter N for the Insert tab or M for the Formulas tab. This makes
all the Key Tip badges for that tab's buttons appear. Then, press the key
for the button you want.
X9~ == Bookl - Microsoft Excel

. .
anmE Insert Page Layout Formulas Data Review View IMS Color Palette

------

7 B B PR e ii%fﬂa.rﬁb‘.) A2

e @ | B o 60 | @ ® @ch m © O @ s,

TL SUTEETISTTO W UTLITTTT LITIE T SLalleET LILTTET LITIE W UTLITTETT
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File Format
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A new file format

Excel has a new file
format.

But you can still open
and edit older

workbooks and share
files with people who
don’t have Excel 2010

> The new file format brings increased security for your
files, reduced risk of file corruption, reduced file size,
and new features.
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Working with files from earlier versions

In Excel 2010, you can
open files created in
Excel 95 through Excel
el o 2003.

> But what if you're the first person in your office to have
Excel 2010? What if you need to need to share files with
departments that don’t have Excel 2010 yet?

> Don’t panic. You can all share workbooks with each other.
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Working with files from earlier versions

Here’s how:

» Old files stay old unless you choose otherwise.

o Excel will save an older file in its original format unless you specify

otherwise. For example, if it started in Excel 2003, Excel 2010 saves it
in 2003 format by default.

» Newer features warn you if you save a file as older.

o When you save a file in a previous version’s format, and the 2010

features you used are not compatible with the previous version, a
Compatibility Checker tells you so
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Working with files from earlier versions

Here’s how:

» You can always copy newer files in newer format first.

o Just tell Excel you want an Excel Workbook (*.xIsx). That copy of the
file will contain all the Excel 2010 features

» You can share documents between versions by using a converter.

o Colleagues with Excel 2000 through 2003 can open 2010 files by
downloading and using a converter.
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Benefits of the new format

- il The new file format
=P means improvements
| ]
1 _:F to Excel.
04

Here are its chief benefits:

> New features
>  Safer files

» Lessrisk of file corruption
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Benefits of the new format

- il The new file format
=P means improvements
| ]
1 _:F to Excel.

Here are its chief benefits:

> Reduced file size

» More useful data
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New file formats, new options when you save

When you save a file
in Excel 2010, you can
choose from several
file types.

» Excel Workbook (*.xIsx). Use when there are no macros or VBA code.

» Excel Macro-Enabled Workbook (*.xIsm). Use when there are macros or VBA
code.

» Excel Template (*.xItx). Use when you need a template.
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New file formats, new options when you save

When you save a file
in Excel 2010, you can
choose from several
file types.

» Excel Macro-Enabled Template (*.xltm). Use when you need a template and
the workbook contains macros or VBA.

» Excel Binary Workbook (*.xIsb). Use with an especially large workbook.
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New file formats, new options when you save

When you save a file
in Excel 2010, you can
choose from several
file types.

« Excel 97-Excel 2003 Workbook (*.xls). Use when you need to share with
someone working in a previous version of Excel.

» Microsoft Excel 5.0/95 Workbook (*.xls). Use when you need to share with
someone using Microsoft Excel 5.0.
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Recently Used Files
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Recently Used Files

>

Many Microsoft Office programs display the last few documents
you opened in that program so that you can use those links to
quickly access files. This feature is turned on by default, but you
can turn it off, turn it back on, clear, or adjust the number of files
that it displays.

If this feature was turned off and you subsequently turn it back on,
only the files that you open and save after you turn it on are listed.

If you close a file, and then move it to another location, such as by
using Windows Explorer, the link to that file in the program in which
you created it no longer works. You must use the Open dialog box
to browse to the file to open it. After you save the file in its new
location, that link is added to the list
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Recently Used Files

Change the number of files that appear in the list of recently
used files

>

YV V V

Click the File tab.
Under Help, click Options.
Click Advanced.

Under Display, in the Show this number of Recent
Documents list, click the number of files that you want to display.
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Recently Used Files

Excel Options

General

Formulas

Proofing

Save

Language
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Display

Show this number of Becent Documents: |25

Ruler units |Inches A4

Show all windows in the Taskbar
Show formula bar

Show function ScreenTips

|:| Disable hardware graphics acceleration

For cells with comments, show:
O Mo comments or indicators
@ Indicators only, and comments on hover
O Comments and indicators

Default direction:

(O Right-to-left

@ Left-to-right

Display options for this workbook: ||E Bookl

Show horizontal scroll bar
Show vertical scroll bar
Show sheet tabs
Group dates in the AutoFilter menu
For objects, show:
® an

(O Mothing (hide objects}

Display options for this worksheet: @ Sheetl

Show row and column headers

Show sheet right-to-left
Show page breaks

Show a zero in cells that have zero value

JEEOOE

Show outline sumhols if an outline iz annlisd

Show formulas in cells instead of their calculated results

[

W

Ok

] [ Cancel
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Recently Used Files

Keep a file on the recently used files list

>
>
>

Click the File tab.

Click Recent to see a list of the recently used files.

Right click the file you want to keep, and then select Pin to list, or
click the pinicon: =

When a file is pinned to the list, the pin icon looks like a push pin
viewed from the top: *

Click the pin button again to unpin the file.
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Recently Used Files

EH9-&-E|= Bookl - Microsoft Exce
Home Insert Page Layout Formulas Data Review View IMS Color Palette
= save
Recent Workbooks
B save as
CommentLUText.xls
[ Open C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzb8e5
[ Close CommentPicCodexls P
C:\Documents and Settings\pthimmappa\Local SmingﬂTg"@\‘&_zZleﬁ- ke
&) CommentLUText.xis
excelsortsamplexisx @
@ CommentPicCodexls C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzd775 ' ‘
] excelsortsamplexlsx Regionl.xdsx @
My Documents
Regionl.xlsx D topicsxlsx [
&3 & . @ |k
Bil|  C\Training\Topics
Info %4 A W .
PromoCodelookup.xlsx Y=
Recent C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzfbaf
@ Alex)_MasterReportFilter_v01.xlsx =
New Eal) ‘C:\Documents and Settings\pthimmappa\l ocal Settings\Temp\wz325e
A - FilterAdvCriteriaxisx =
Print C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzelOb
' A DotPlotStockPrice.xlsx =
Save & Send BHl| (C\Documentsand Settings\pthimmappa\Local Settings\Temp\wz0229
\ (&]:7 WordUsageChart.xisx e
Help l;l‘ﬂ C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzd117 i
@ Add-Ins ~ @];i theater-2010.xIsx =
Eil] My Documents\Downloads
2] Options E run chart template.xls =
Exit 28] My Documents\Downloads
@5 DataVal_BudgetTotal.xsx =
Bl C\Documents and Settings\pthimmappa\Local Settings\Temp\wz3f55
9 9
- ParetoPlotterxls S
s8l] C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzadca
@]ﬁ ExcelGanttChartxisx . B o = ¥
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Recently Used Files

Add a quick access list to the Backstage file navigation
bar

» Click the File tab.
» Click Recent.

» Select the check box to Quickly access this number
of recent documents: and choose how many files you
want to see.

» Links to those files will appear above Info in the
navigation bar, regardless of where you are in the
Backstage View.
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Recently Used Files

@id9--E|- Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View IMS Color Palette
I save
Recent Workbooks
B saveAs i
-3 theater-2010.xIsx O -
(7 Open @M My Documents\Downloads =
: 7 |
[ Close N DotPlotStockPricexsx ~N
fi C:\Documents and Settings\pthimmappa\Local Settings\Temp\wz0229 i
@) theater-2010.xisx @ Regionladsx - |
] DotPlotstockPrice.x... 2] My Documents
> i topics.xlsx s |
@ Regiont.xisx C:\Training\Topics = !
&
LORIGIX excelsortsample.xlsx 4=

= C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzd775
0

wl
S CommentLUTextxls =
C:\Documents and Settings\pthimmappa\lecal Settings\Temp\wzb8e5
ecen 5
@ CommentPicCodexls 4

New C:\Documents and Settings\pthimmappa\Local Settings\Temp\wz74e6

PromoCodelookup.xisx
print C:\Documents and Settings\pthimmappail ocal Settings\Temp\wzfbaf
Alex)_MasterReportFilter_v01.dsx

Save & Send { C\Documents and Settings\pthimmappa'\Local Settings\Temp\wz325¢

@_ FilterAdvCriteria.xlsx =

C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzelOb

Help
% WordUsageChart.xlsx =
@ Add-Ins ~ | C:\Documents and Settings\pthimmappa\Local Settings\Temp\wzd117
) Options ) run chart templatexls o
2 opti l @ My Documents\Downloads e
(X (&) DataVal BudgetTotal.xisx =
Exl] C:\Documents and Settings\pthimmappa\Local Settings\Temp\wz3f55
@ ParetoPlotter.xls =
B8] C\Documents and Settings\pthimmappa\Local Settings\Temp\wzadca
@ ExcelGanttChart.xlsx =
28] C:\Documents and Settings\pthimmappa\Local Settings\Temp\wz5f07 v
Quickly access this number of Recent Workbooks: 3 o
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Recently Used Files

Clear the list of recently used files
» Click the File tab.
» Click Recent.

» Right click a file in the list and select Clear
unpinned items.

» Click Yes to clear the list.
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Recently Used Files

EHd9-™-E|s Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View IMS Color Palette
= save
Recent Workbooks Recent Places
B save As Y & \ Y\l
j Quiz Template 1-5.xls = Dowt
[ Open @aﬁ My Documents\Downloads < B—i CADe
[ Close @m Quiz Template 1-6.xIs =, w2
1l My Documents\Downloads < &Y can
Info 5 Y otk T AR T e Open D
A Quiz Template1-4.xls D¢
Ednﬁl My Documents\Downloads ORip a copy !
Recent
: ‘ Unpin from list e
% Quiz Template 1-3.xls A Tr
New , My Documents\Dewnloads Remove from list .
% Quiz Template 1-2.x1s Clear unpinned Workbooks D
; l Documents\Downloads
Print — Myt - 2 wzb8
A Quiz Template1-1.xis = /A CAD¢
Save & Send ‘ My Documents\Downloads - 7
> wzZ
@ﬁ theater-2010.xlsx = &Y cao
Help =1 My Documents\Downloads
-2 wifbi
(] DotPlotStockPricexlsx - @& ca\o
Add-Ins ~ i C:\Documents and Settings\pthimmappa\Local Settings\Temp\wz0229 o
] Options @.4 Regionl.xlsx e Y ¢
. M) My Documents =3 el
by Exit 2wz
&Y cap
t th i th i i ..
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Headers
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Row Header

X 9-~-|s Bookl - Microsoft Excel o B R
' Home Insert Page Layout Formulas Data Review  View Developer W od © L @@=
& erdana . Y AS T == @ @ General - &Conditional Formatting ~ S*=Insert'~ e~
@ B3~ verd 1 A A EE=E ' $ - % v [ FormatasTable - &% Delete ~ @* ﬁr [ﬁ ‘
Rty BIUC L0 AT ey w B cell styles ~ “EFomat - | 2 Fiter~ Select-
Clipboard 1 Font I Alignment x| Number & Styles Cells Editing
A23 v (- A v
aTa ] 8B [ ¢ | o | E | s&QW°% | HYGGNWA" | 1 | k | L T
al
. .
3 N
. » |n Excel, the row-header is the grayish - colored column
° containing the numbers'used to identify each row in -
o 1€ the worksheet
10
= 8l > The row header is located to the left of column 1 in the
i3 worksheet.
15 g
X " b | Sheetl . Sheet2 . Sheet3 ¥J KN M ] » ]
| Ready | 3 | [EOm w0
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Column Header

3G A R Bookl - Microsoft Excel o B R
Home | [Insert Page Layout Formulas Data Review  View Developer W ol © i [ 2 REW I
% erdans . e e == [i] = General - [FjcConditional Formatting ~ 3=Insert~ | Ev
ﬁ B3~ verd 1 Aa EE=EE=E- $-% o [@romatasTable~ % Delete - [g] - ﬁr [ﬁ l
Paste g | B4 U~k O A- IEIE B “3 % () Cell Styles ~ [ Format ~ (2~ Eﬁt':,&. :LT:H&.
Clipboard & Font I Alignment % | Number r Styles Céells | Editing
A23 v Ll v
Al B | ¢ | b | E | RGN | Hy6aN" | 31 [ k | L 73
2 y N '
: .
4 p
: b,
; » In Excel, the column-header is the grayish - colored row
s containing the letters used to identify each column in
e theworksheet 1
3 > The column header is located above row 1 in the
v sheets 5  Worksheet. 1
Ready | 7] | \ Jo
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Show / Hide Row & Column Headers

Method : 1 - With this method, you can quickly hide and
display the Row & Column headings of the current
worksheet. Do as follows:

»  Click View tab in the ribbon
» Go to the Show group

» Then you will see the Headings option, check
the Headings option to show Row & Column headings or uncheck
It to hide the headings

at Formulas Data Review IMS Colol

View
[¥] Formula Bar '—\’ [j 3 E?\—‘,J

[¥] Gridlines| [¥] Headings Zoom 100% Zoomto
Selection

Show Zoom
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Show / Hide Row & Column Headers

Method : 2 — Use Excel Options function to display or hide
Row & Column headings of a selected worksheet

>  Click File button

» Then click Options button, and in Excel Options dialog box, go to
the Advanced category

» Scroll down to the Display options for this worksheet section.
You can click the drop down list to choose the worksheet that you
want to use. And then check or uncheck the Show row and
column headers option according to your needs
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Show / Hide Row & Column Headers

-~
General Display options for this worksheet: Ey:\ Sheetl v| —
Formulas Show row and column headers
Proofing T Ulated results
[] show sheet right-ta-left
Save

|:| Show page breaks
Language Show a zero in cells that have zero value

Show gutline symbaols if an outline is applied
Advanced
Show gridlines
Customize Ribbon Gridline colar

Quick Access Toolbar
Formulas
Add-Ins

Enable multi-threaded calculation
Mumber of calculation threads
@ Use all processaors on this computer: 4

) Manual |1 F:

Trust Center

Allow user-defined XLL flanetionsto run on a computeycldstan @

Cluster type | | Options...

When calculating this workbook: @ Bookl W |

Update links to other documents
|:| Set precision as displayed

[] use 1904 date system

Save external link values

General

|:| Provide feedback with sound

|:| Provide feedback with animation

|:| Ignore other applications that use Dynamic Data Exchange (DDE)
Ask to update automatic links

W

[ CK J[ Cancel ]
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Sheet Tabs
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Sheet Tabs

X9~~~ |5 Bookl - Microsoft Excel o B %
' Home Insert Page Layout Formulas Data Review  View Developer 6@ @ =
= — = . " .o . N
ﬁ ®  Verdana 10 v A A =@ General @Condutuonal Formatting g‘ﬂlnsert xz ﬁr [ﬁ |
By~ EE=E=- $-% » [EErormatasTable~ | FX Delete - | [§]~
Past v | B - Al o Sort & Find &
g |BLfU® - A iEE B %9 3% () Cell Styles ~ f) Format ~ | (2% riters Select -
Clipboard Font = Alignment | Number r Styles Cells Editing
' : v
4 kK v 5
1 —
2 [ ] [ ]
. | Differentiate between. sheets
4
5 "
6 =
; IN.the WOIrkpoo
8
9
10
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13
14
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Ready | o [ED@ 0%
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Sheet Tabs

Y

Appears at the bottom of your worksheet

Has the name of the worksheet on it, which can be
changed and you can also change its color. This can be
done by right clicking on it and picking the option from
the shortcut menu that appears

» By clicking a sheet tab, you can make that sheet the
active sheet so that you can work on it

» You can click on the sheet tab to move its position by
dragging on it, or also from the shortcut menu

Y
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Show / Hide Sheet Tabs

We can display or hide sheet tabs with checking or
unchecking the Show sheet tabs option in Excel
Options dialog box.

>

YV V V V

YV VYV

Click the File tab

Click the Options button

In the Excel Options dialog box, go to the Advanced category
Scroll down to the Display options for this workbook section

Check or uncheck the Show sheet tabs option according to your
needs

Click OK
All of the worksheet tabs will be displayed or hidden.
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Show / Hide Sheet Tabs

Excel Options

- -
General Display options for this workbook: L@Bookl v| —
Farmulas Show horizontal scroll bar
Proofing Show vertical scroll bar
Show sheet tabs

Save : .

[¥| Group dates in the AutoFilter menu
Language For objects, show:

o

FEEMEE ) Nathing [hide objects)
Customize Ribbon A

Display options for this worksheet: |@ Sheetl 4
Cluick Access Toolbar

Show row and column headers
Add-Ins |:| Show formulas in cells instead of their calculated results
Trust Center [[] show sheet right-to-left

D Show page breaks

Show a zero in cells that have zero value

Show gutline symbols if an outline is applied

Show gridlines

Gridline color

Formulas

Enable multi-threaded calculation

Mumber of calculation threads
@ Use all processaors on this computer: 4
0 Manual |1 =

(u | Options,..

‘When calculating this workbook: ||E Eookl V|

Update links to other documents w

L OK ] [ Cancel ]
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Understanding Objects
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Workbook

YV VY

A workbook is a spreadsheet file

By default, each workbook in Excel contains three
pages or worksheets

The term spreadsheet is often used to refer to a
workbook, when in actual fact, spreadsheet refers to
the computer program, such as Excel

So, strictly speaking, when you open the

Excel spreadsheet program it loads an empty
workbook file consisting of three blank worksheets for
you to use
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Worksheet

>

YV VY

A worksheet is an arrangement of rows and columns,

making up cells into which various types of data and
formulas can be entered

Each row Is numbered

Each column is headed by a letter or combination of
letters

A number of worksheets are contained in what is called
a workbook
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Row

YV YV V

A row is a grouping of cells that run from the left to right
of a page

Rows run horizontally in an Excel worksheet

They are identified by a number in the row header

There are 10,48,576 rows in each Excel worksheet

A b WN =
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Column

>

YV YV V

A column is a grouping of cells that run from the top to
the bottom of a page

Rows run vertically in an Excel worksheet
They are identified by alphabets in the column header
There are 16,384 columns in each Excel worksheet

N b WN
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Cells

» The intersection point between a row and a column is
a cell, which is the basic storage unit for data in
a spreadsheet

» Aplace on the spreadsheet, which can hold text,
numbers, or formulas

» The formulas will perform calculations based on the
data in other cells, to arrive at the displayed answer
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