Mrerosoft Excel

MS Excel 1S a powerful spreadsheet program that lets you
- work with numerical data. B

~ You can do the followmg w1th excel
I. Perform calculations '
5 Analyze 1nformat1on |
! Manage lists of data.. etc

& Excel uses worksheet as 1ts workrng area. You enter
information, such as numbers, text, or a formula intoa

- cell. Excel can bu1ld charts and graphs based on your

= numerlcal data e |

i You can use Excel to organ1ze ﬁlter or sort large amounts
of data. A workbook is a file that contarns a group of related
Worksheets and chart sheets. |
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Mlcrosoft Excel screen elements

-The Name Box——lndlcates the locatlon of the___
ctlve cell dhe | |

oooooobit

-The Formula Bar—dlsplays the contents or




Continue. .

| °Column headlngs are the letters that 1dent1fy
the columns running down the worksheet |

‘Row head1ngs are the numbers that 1dent1fy
the rows runnrng across the worksheet.

*The gray rectangle in the upper left corner of 'f
the worksheet where the row and column
| head1ngs meet is the Select All button.

«Cell can hold a s1ngle Value ora text entry A'f
cell is identified by its cell reference =~

(sometrmes called cell address), which is |
made up of the eolumn letter and row nurnber3-=
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- 'Key Strokes

‘move up one screen

i3 press PgUp/ use Vertlcal scroll bar |

down one sereen -

: .press PgDn/ use Vert1ca1 scroll bar' e

move left onescreen

.5 'press Alt +PgUp/ use horlzontal i o R
"scrollbar e

‘move _r-i'ght'_ orie 's'c'-re'en o

i press Alt +PgDn / use horlzontal
| scroll bar i

| The ﬁrst worksheet cell (Al)

s i Ctrl + Home/ Chck oell Al

.-speclﬁc cell ani

2 ..use GO TO oommand/ chck the
. eell

data :

last Worksheet cell that contams |

7 press Ctrl + End
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. Addlng and renamrng worksheets -

°By default three Worksheets are mcluded : -
in eae 1 Workbook e

| °T0 ac d a sheet seleet mset -)worksheet o
_from tle menu bar = T

-To rename the Werksheet =

—Rrght ehck on the tab Wrth the mouse

- --—Select rename from the shorteut menu L

—Type the new name and press the Enter key
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