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Acronyms

1. MS-Excel Microsoft Excel

2. PC Personal computer

3. CD-R Compact disc-recordable

4. USB Universal Serial Bus

5. ICT Information communication technology

6. WDDA Web development and database
administration
Teaching, Training and Learning

7. TTLM Materials
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Introduction to the module

A spreadsheet or worksheet is a file made of rows and columns that help sort, organize, and
arrange data efficiently, and calculate numerical data. What makes a spreadsheet software
program unique is its ability to calculate values using mathematical formulas and the data in
cells. An example of how a spreadsheet may be utilized is creating an overview of your bank's
balance. spreadsheet and worksheet mean the same thing. However, most people only refer to the

program as a spreadsheet program and the files it creates as spreadsheet files or worksheets.
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This Module covers the unit

e Create spreadsheets

= Customize basic settings

= Format spreadsheet

= |nsert chart in spreadsheet

Learning Objective of the Module

= Print spreadsheet

Module Instruction

Can Create spreadsheets

Format spreadsheet
Insert chart in spreadsheet

Can Print spreadsheet
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Apply Customize basic settings on spreadsheet

For effectively use these modules trainees are expected to follow the following module

instruction:

1. Read the specific objectives of this Learning Guide.

2. Follow the instructions described below.

3. Read the information written in the information in respectively.
4. Accomplish the “Self-check 1, Self-check 2, Self-check 3 and Self-check 4, Self-check 5,

Self-check 6 and self-check7” respectively.

5. If you earned a satisfactory evaluation from the “Self-check” proceed to “Operation Sheet.

6. Do the “LAP test” at the end page (if you are ready).
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Unit one: Create spreadsheets

This learning unit is developed to provide the trainees the necessary information regarding the

following content coverage and topics:

This unit will also assist you to attain the learning outcomes stated in the cover page.

Specifically, upon completion of this learning guide, you will be able to:

Purpose and function of spreadsheet

Open spreadsheet application, create spreadsheet files and enter numbers, text and
symbols into cells.

Enter simple formulas and functions use cell reference

Correct formulas

Edit columns and rows within the spreadsheet

Use the auto-fill function to increment data

Save spreadsheet to directory or folder

Open spreadsheet application, create spreadsheet files and enter numbers, text and
symbols into cells according to information requirements

Enter simple formulas and functions using cell referencing where required

Correct formulas when error messages occur

Edit columns and rows within the spreadsheet

Use the auto-fill function to increment data where required

Save spreadsheet to directory or folder
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1.1 Purpose and Function of spreadsheet

1.1.1 Purpose of spread sheet

The purpose of a spreadsheet is to organize and calculate information. Spreadsheets are utilized
by many different businesses and organizations to perform a variety of tasks. The most commons
tasks performed by spreadsheet software include functions, computations, statistical analysis,
and formatting. This text will focus on excel when discussing spreadsheets.

Spreadsheets are an essential business and accounting tool. They can vary in complexity and can
be used for various reasons, but their primary purpose is to organize and categorize data into a
logical format. Once this data is entered into the spreadsheet, you can use it to help organize and

grow your business.

1.2. 1 Function of spread sheet

A spreadsheet is a file that exists of cells in rows and columns and can help arrange, calculate
and sort data. Data in a spreadsheet can be numeric values, as well as
text, formulas, references and functions.
A spreadsheet is a computer program that can capture, display and manipulate data arranged in
rows and columns. Spreadsheets are one of the most popular tools available with personal
computers. A spreadsheet is generally designed to hold numerical data and short text strings. In a
spreadsheet program, spaces that hold items of data are called spreadsheet cells. These can be
renamed to better reflect the data they hold and can be cross-referenced through row numbers
and column letters.
Below are some other popular uses of spreadsheets.

A. Finance
Spreadsheets are ideal for financial data, such as your checking account information, budgets,
taxes, transactions, billing, invoices, receipts, forecasts, and any payment system.

B. Forms
Form templates can be created to handle inventory, evaluations, performance reviews, quizzes,
time sheets, patient information, and surveys.

C. School and grades
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Teachers can use spreadsheets to track students, calculate grades, and identify relevant data, such
as high and low scores, missing tests, and students who are struggling.
D. Lists
Managing a list in a spreadsheet is a great example of data that does not contain numbers, but
still can be used in a spreadsheet. Great examples of spreadsheet lists include telephone, to-do,
and grocery lists.
E. Sports
Spreadsheets can keep track of your favorite player stats or stats on the whole team. With the
collected data, you can also find averages, high scores, and statistical data. Spreadsheets can

even be used to create tournament brackets.
1.2 Open, create spreadsheet files and enter numbers, text and symbols into

cells
1.2.1 Open spreadsheet

Excel is a spreadsheet program that allows you to store, organize, and analyze information.
While you may believe Excel is only used by certain people to process complicated data, anyone
can learn how to take advantage of the program's powerful features. Whether you're keeping a
budget, organizing a training log, or creating an invoice, Excel makes it easy to work with
different types of data.

Start-> All Application—>Microsoft Office=>Microsoft Excel
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Productivity

D

Microsoft Edge Photos

Explore

Microsoft Store

L

Figl.1 window taskbar

See all your
mail in one
place

Mail ~——

L

When you open Excel 2016 for the first time, the Excel Start Screen will appear. From here,

you'll be able to create a new workbook, choose a template, and access

your recently edited workbooks.

From the Excel Start Screen, locate and select Blank workbook to access the Excel interface.

Figl.2 Excel Start Screen

Click the buttons in the elbow to become familiar with the Excel interface.
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Open Excel andlocatethe parts of the Excel window

¥

it

:
e M
EL Np

Formula Bar

Sheet1 & Worksheets

Fig 1.3 excels interface

Name Box: Displays the currently selected sell.

Formula Bar: Displays the number, text, or formula that is in the currently selected cell,
and allows you to edit it. It behaves just like a text box.

Selected Cell: The selected cell has a dark border around it.
Column: Columns run vertically (top to bottom).

Column Label: Identifies each column with a letter. Clicking on a column label selects
the entire column.

Row: Rows run horizontally (left to right).

Row Label: Identifies each row with a number. Clicking on a row label selects the entire
row.

Cell: The intersection of a row and column.

Worksheets: The worksheets contained in the workbook are displayed at the bottom-left
of the screen. Click on a worksheet to view it.

Scroll Bars: Used to view other parts of a worksheet when the entire worksheet cannot fit
on the screen.

View Tools: See Status Bar next
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1.2.2 Open spreadsheet To create a new blank workbook:

1. Select the File tab. Backstage view will appear.

Figl.4 file tab

2. Select New, then click Blank workbook.

Bookl - Excel

search for online templates
Suggested searches: Business Persanal Industry Small Business Calculal
A B L=
i ] >
-
= C
a fak
B . ake a
s I
Bl 13 kb [
- ank workboo tO| 1r
7
Blank workb-ook Welcome to Excel

Fig 1.5 Blank workbook

3. A new blank workbook will appear.
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To open an existing workbook:

In addition to creating new workbooks, you'll often need to open a workbook that was
previously saved.

1. Navigate to Backstage view, then click Open.

Fig 1.6 backstage view

2. Select Computer, then click Browse. Alternatively, you can choose OneDrive to open
files stored on your OneDrive.
C D o>er
I:::—_l—:;:l e«

’—a e o riwwe — FPaerscocormasal
Jarrier  F o resf R r ok cg reea i o e

i—li% R WWSTTE B L oo ESm i rnes
5 — T s FPeC

+ L cdcdl = FPl=ace

= rcoruner s e

Fig 1.7 save location

3. The Open dialog box will appear. Locate and select your workbook, then click Open.
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Open =
“— - T » This PC » Documents » Javy's Documents w | @ Search Javy's Documents =l
Organize « Mew folder F - (1 | e
Microsoft Excel Bl family budget
@home loan comparison
‘& OneDrive El:|travel expenses
[ This PC
I Desktop
|if| Documents
* Downloads
B Movies
J! Music
=] Pictures
e Local Disk (C:) oo
File name: | home loan comparison ~| | Al Excel Files ~
Tools - Cancel
Fig 1.8 open dialog box
1.2.3 Enter numbers, text and symbols into cells
1. Click cell location A2 on the worksheet.
2. Type the word Month.
3. Press the RIGHT ARROW key. This will enter the word into cell A2 and activate the
next cell to the right.
4. Type Unit Sales and press the RIGHT ARROW key.
5. Repeat step 4 for the words Average Price and then again for Sales Dollars
[il] el = - = - | = Excel Objective 1.0
Home Insert Page Layout Formulas Data Review View
Z e Calibri -~ 11 ~| A" AT = = ‘E[ e~ = General
paste 2 B 7 U~ |- | O A- EE=EEEE B 0% - %
Clipboard Font Alignment Numk
c2 ~ J~ | Average Price

A B [ &

s |
2 Month
3

1 D

E E =
Content in the activated
= cell appears here in the formula.
Unit SaIeSIAverage F’ISales Dollars
-

The word Price is cut off

a z
because the column is too narrow.

Figure 1.9 Entering Column Headings into a Worksheet
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Click cell location B3.

Type the number 2670 and press the ENTER key. After you press the ENTER key, cell
B4 will be activated. Using the ENTER key is an efficient way to enter data vertically
down a column.

Enter the following numbers in cells B4 through

B14: 2160, 515, 590, 1030, 2875, 2700, 900, 775, 1180, 1800, and 3560.

Click cell location C3.

Type the number 9.99 and press the ENTER key.

Enter the following numbers in cells C4 through

Cl4:12.49, 14.99, 17.49, 14.99, 12.49, 9.99, 19.99, 19.99, 19.99, 17.49, and 14.99.
Activate cell location D3.

Type the number 26685 and press the ENTER key.

Enter the following numbers in cells D4 through

D14: 26937, 7701, 10269, 15405, 35916, 26937, 17958, 15708, 23562, 31416,

and 53370.

10. When finished, check that the data you entered matches

| e he——n S ——
1 6 = = = o [
Past _‘)—: = - S == = Ay~ S — —_— o —x
o Sy, e
o~ = P = =
. =
=2 PNt LNt Sales Average P Sales Dollars
— ) 2670 S .. DS e = = — =
3 2160 12 . a4 265937
L = § A A .S P TOA
(=3 590 A7 . A 1 O269
2 RO ED s e e NumMmIbers have bhbaanm ]
= 2275 12. a4 25916 emnmterec withhaouwut
=4 2 TOO S5 .99 266937 syvyrrmbols such as
10 oo 1o . oo 1 Toss Adollar signs or cormrmas.
2 P s — 1o.99 1s7os
x= 1 I1=0 1o.99 23se=2
a= 1=00 17.as z1a1e
1a =) 14a.99 s=3 70O
AS
A&
A7
aA =
L= -
- - | S Erere - . Sheat> > Sheat’S . —]
Fig 1.10 Enter data
Page 16 of 89 Ministry of Labor and Skills Operate Spreadsheet Application Date: September 2022

Version: 1

Author/Copyright



https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-5.png
https://openoregon.pressbooks.pub/app/uploads/sites/7/2016/09/image2-5.png

~ P 66 Wt RANEC
|||M MINISTRY OF LABOR
AND SKILLS

1.3 Enter simple formula and function use cell reference
Create formulas
Formulas are one of the most commonly used features of Excel. They can be used to carry out
simple addition and subtraction or far more complex mathematical calculations
Mathematical operators
Excel uses standard operators for formulas, such as a plus sign for addition (+), a minus sign for

subtraction (-), an asterisk for multiplication (*), a forward slash for division (/), and a caret (*)

for exponents.

Addition

Subtraction

Multiplication

Division

Exponents

All formulas in Excel must begin with an equals sign (=). This is because the cell contains, or is
equal to, the formula and the value it calculates.
The order of operations
Excel calculates formulas based on the following order of operations:
1. Operations enclosed in parentheses
2. Exponential calculations (3”2, for example)
3. Multiplication and division, whichever comes first
4. Addition and subtraction, whichever comes first
A mnemonic that can help you remember the order is PEMDAS,
or Please Excuse My Dear Aunt Sally.
Click the arrows in the slideshow below to learn how the order of operations is used to calculate
formulas in Excel.
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Operators — Operator is a sign or symbol that specifies the type of calculation such as; Addition
(+), Subtraction (-) and Multiplication (*).

Arithmetic Operator

Text Operator

Operators
Comparison (Logical) Operators
Reference Operator
Arithmetic Operawrs

Operators Symbol Priority
Bracket operator () 1%t
Exponential A 2nd
Multiplication Division * 3
Addition, Subtraction +, - 4t

Text Operators (&) :-is an ampersand symbol that used to concatenate or connect two pieces of
text values in to a single combined text value. i.e the two text operands should be enclosed with
double quotation marks.

Example “Micro” & “Soft” produce the concatenate word “Microsoft”

Comparison or Logical Operators is using comparison operators you can compare two or more

operands and produce the logical value True or False.
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Operators Symbols
- EQUAl t0-------=-mm e =

- Grater than----------- e >

- Less than-------=-=-mmm oo <

- Greater than or equal than--------=-=====-m-msmmmemm oo >=
- Less than or equal to  -------------------- m-mmmmmneees - <=
- Not equal t0  =-===-=-=mmeme oo e <>

Reference Operator - References are actual cell address in the worksheet.

The basic MS-Excel reference operators are;
: (Colon) — a range reference that refers all cells or sheets between and including the two
references specified.
, (Comma) — a union operator that combines multiple non-adjacent references in to one
references.
Single Space — an intersection operator that produces one reference from the cells or ranges that
have references in common.

I(Exclamation Mark) — Used to separate sheet names from cell references.

There are two types of cell references: relative and absolute. Relative and absolute references
behave differently when copied and filled to other cells. Relative references change when a
formula is copied to another cell. Absolute references, on the other hand, remain constant no
matter where they are copied.

A. To create and copy a formula using relative references:

In the following example, we want to create a formula that will multiply each item's price by
the quantity. Instead of creating a new formula for each row, we can create a single formula in
cell D4 and then copy it to the other rows. We'll use relative references so the formula calculates

the total for each item correctly.
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1. Select the cell that will contain the formula. In our example, we'll select cell D4.

Da - ’=
A B = =) e

2

- |Empahadas: Beef Picadillo S52.99 15' o _I

s Empanadas: Chipotle Shrimp 5=2.99 1O

s | Tamales: Chicken Tinga =52 .29 20

e Tamales: Wwegetable 52.29 =le]

s |Arepas: Carnitas sS2Z2.290 10

= Arepas: Queso Blanco 52.49 20

10 | Empanadas: Apple Cinnamaon S3.19 40

11 | Beverages: Horchata =189 25

1z | Beverages: Lemonade 51.89 35

1z | Beverages: Tamarindo S1.89 1O

Figl.11 select cell

2. Enter the formula to calculate the desired value. In our example, we'll type =B4*C4.

ca - > ~ i, Barca
Y s = =3 =

s

a IEr‘r‘lpar‘ladaS: Beef Picadillo l 52.99E__________}._SE =Ba*ca|

s Empanadas: Chipotle Shrirmp 53.99 1O

s Tamales: Chicken Tinga s52.29 20

v | Tamales: wegetable S2.29 =20

a Arepas: Carnitas sSZ2.e89 1O

o Arepas: Cueso Blanco 52,49 20O

1o | Empanadas: Apple Cinnamon S3.19 “1C

11 | Beverages: Horchata S1.289 25

1z | Beverages: Lemonades S51.8289 25

a1z | Beverages: Tamarindo 51.89 A

Fig 1.12 enter formula
3. Press Enter on your keyboard. The formula will be calculated, and the result will be
displayed in the cell.
4. Locate the fill handle in the bottom-right corner of the desired cell. In our example, we'll
locate the fill handle for cell D4.

D3 h b 2 =Ba4*Ca
-y B = D E
=
a IErﬁpanadaS: Beef Picadillo s52.99 15' $448E;i .
s Empanadas: Chipotle Shrimp 53.99 10 y
s | Tamales: Chicken Tinga sS2.29 20
7 | Tamales: Wegetable S52.29 30
a |MArepas: Carnitas sS2.89 1O
e |Arepas: Queso Blanco S52.49 20
10 | Empanadas: Apple Cinnamon sS=2.19 A0
11 | Beverages: Horchata S1.89 25
12 | Beverages: Lemonade S1.89 325
a1z | Beverages: Tamarindo S1.89 10

Fig 1.13 Fill handle
5. Click and drag the fill handle over the cells you want to fill. In our example, we'll select
cells D5:D13.
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Figl.14 formula will be copy

Saa. 85

6. Release the mouse. The formula will be copied to the selected cells with relative

references, displaying the result in each cell.

PAELY 1T EM
Empanadas:
Empanadas:

=B

Beef Picadillo
Chipotle Shirirmp

;;‘:‘;wmlwo\u‘

Tamales:
Tamales:
Arepas:
Arepas:
Ermpanadas:
Beverages:
Beverages:
Beverages: Tamarindo

Chicken Tinga
wWegetable

Carnitas

Cueso Blanco

Aapple Cinmna@armon
Horchata
Lermonade

LINIT PRICE Q_IJANTITY LIrdE TDTAL
Sa4494.25

53_99 A S5=20.90
SZ.2o =l SaA5.20
SZ.2o 30 SESs. 7O
== =1=] A S528.90
S2.Aas 20 HaAD. 820
S3.19 ENe] S127.60
51_89 25 L4725
Se6.15

S1s.290

TOTAL ss37.as =

Fig 1.15 fill cells

You can double-click the filled cells to check their formulas for accuracy. The relative cell

references should be different for each cell, depending on their rows.

> -~ =

o

Beef Picadillo
Chipotle Shrimp
Chicken Tinga

Tamales: Wwegetable

Carnitas
Oueso Blanco

Empanadas: Apple Cinnamon

Horchata
Lemonade

Ses:
Ses:

>

Ml P ENU ITEMN
a |[Empanadas:
s |[Empanadas:
s | Tamales:

| =

L |SArepas:

o |~Arepas:

Tz

11 | Bewvera

1z | Bewera

1=

Bewverages: Tamarindo

=Ba>Ccs

B =

[=]

UMNIT PRICE QUANTITY LINE TOTAL
E=T=) 1s sS4 .25

s=. o9 10 s=zo .90

sz 2o 20 saA5 .20

Sz 2o Els) Se2. 70
| sz.s9| 10| =e=2*cs|
Sz ag Zo Sao. =20
S=.ao A0 S127.60

S .=2o s Sav.2s
Sa.so == S66.15

S1 =20 10 S1=2.90
TOTAL Ss537 .85

Fig 1.16 check formula accuracy
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B. Absolute references

There may be times when you do not want a cell reference to change when filling cells. Unlike
relative references, absolute references do not change when copied or filled. You can use an
absolute reference to keep a row and/or column constant.
An absolute reference is designated in a formula by the addition of a dollar sign ($) before the
column and row. If it precedes the column or row (but not both), it's known as a mixed

reference.
SAS2 The column and the row do not change when copied

AS2 The row does not change when copied

SAZ2 The column does not change when copied

You will use the relative (A2) and absolute ($A$2) formats in most formulas. Mixed references
are used less frequently.

When writing a formula in Microsoft Excel, you can press the F4 key on your keyboard to
switch between relative, absolute, and mixed cell references. This is an easy way to quickly
insert an absolute reference.

To create and copy a formula using absolute references:

In the example below, we're going to use cell E2 (which contains the tax rate at 7.5%) to
calculate the sales tax for each item in column D. To make sure the reference to the tax rate stays
constant—even when the formula is copied and filled to other cells—we'll need to make

cell $E$2 an absolute reference.

1. Select the cell that will contain the formula. In our example, we'll select cell D4.

- =

0
A

= | TAX RATE: 7F.5%6
3

4] Empanadas: Beef Picadillo S2.99 15| o _I 51485
s |[Empanadas: Chipotle Shrimp 53.99 1O S539.90
s | Tamales: Chicken Tinga sS52.29 20 SAa45. .20
7 | Tamales: Wegetable S52.29 30 Ses2. 70
s |Arepas: Carnitas sz2.89 10 SZ28.90
o |Arepas: Chueso Blanco S52.49 20 SAa49. 20
1o |[Empanadas: Apple Cinnamon sS3.19 210 S127.60
11 |Bewverages: Horchata Ss1.89 25 Sa47.25
12 | Bewverages: Lemonade si1.89 35 S66.15
13 |Beverages: Tamarindo s51.89 A S12.90

TOTAL 5537.85

- e
lﬂh‘

Fig 1.17 select cell in absolute reference
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2. Enter the formula to calculate the desired value. In our example, we'll type
=(B4*C4)*$E$2, making $E$2 an absolute reference.

MNETWORK... ~ >< -~ e =(BaA*Ca)*SES2
A B [=) E

= TAX RATE:] 7.5%5]
=

a |Empanadas: Beef Picadillo | St =T=1 | —(BaA=CAaA)=SES2 | Sa4q . 85
s |Ermpanadas: Chipotle Shrirmmp S53.99 10 S39.90
s | Tamales: Chicken Tinga S2.29 20 SAaA5 .20
¥ | Tamales: WVegetable S2.29 =20 Ses. 70
s |Arepas: Carnitas =s52.89 1O sSZ22.20
s |ASArepas: CQueso Blanco 52.499 20 SA49.20
10 | Empanadas: Apple Cinnamon s5=32.19 e S127.60
11 | Beverages: Horchata s1.89 25 SAT7.25
1z Bewverages: Lemonade s1.89 25 Se6.15
1=  Beverages: Tamarindo sS1.89 10O S18.90

Fig 1.18 enter formula

3. Press Enter on your keyboard. The formula will calculate, and the result will display in

the ¢

ell.

4. Locate the fill handle in the bottom-right corner of the desired cell. In our example, we'll
locate the fill handle for cell D4.

D3 - o =(BaATCaA)}*SES2

- IErﬂpanadaS: Beef Picadillo

s |[Empanadas: Chipotle shrimp
s | Tamales: Chicken Tinga

7 | Tamales: Wwegetable
E=]
o

Arepas:
Arepas:

Carnitas
Queso Blanco

10 | Empanadas: Apple Cinnarmon

11 | Beverag
1z | Beverag
1z | Beverag

es: Horchata
es: Lemonade
es: Tamarindo

Fig 1.19 fill handle

B

sz
s3.
=
sz
sz,
s2.
s3.
Sa.
S,
S

pe=l=]

oo

29
29

=29
=]
19
=29
89
29

TAX RATE: 7.5%

10
20
30
1O
20
a0
25>
35
1O

:LSI 53.3@! . s542.21

S39.90
Sas.80
S68.70
sSz22.90
Sa49.80
S127.60
Sa47.25
S66.15
S12.90

5.Click and drag the fill handle over the cells you want to fill (cells D5:D13 in our example).

o o (Ba~Ca)~SESD
s = = = S
= T A RATE 7 .52
=
- |Er—r—|par—|adasz Beaef Picadilla S52. .99 1S S53.36 SAa482.2 10
= Empanadas: Chipotle Shrimpe S32.99 A S329.90
s | Tamales: Chicken Tinga S22 2O S5 20
> | Tamales: wvegetable sS2.290 30 SE68.70
a Arepas: Carmnitas S52.89 A S5282.90
= MArepas: OQueso Blanco 52.499 20 Sa49. 20
1o Ermpanadas: Apple Cimnmnarmor S3.A9 Z1 SA 2 F oS0
11 | Beverages: Horchata S1L.89 25 S5A4TF.25
12 | Bewverages: Lemonade s1.29 =25 Ses.15
1z  Beverages: Tarmmarindo S1.89 A _._’ S182. 20
14
1s
Fig 1.20 drag fill handle
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6.Release the mouse. The formula will be copied to the selected cells with

an absolute reference, and the values will be calculated in each cell.

[ - = (Ba~Ca)~SES2

s = = = =
= TAX RATE: F.5246
EY
- Empanadas: Beef Picadillo S2.99 15 SEL.30 Sas.2 0
= Ermpanadas: Chipotle Shrirmge S53.99 q s52.99 = e = =
s | Tamales: Chicken Tinga sZ2.29 2O s== .49 Sa49.24
- Tamales: wegetable (== -1 Els] S5 15 BT 3.8a5
s |Arepas: Carmitas == =1 =] 1 S2.17 (== B e by
< Arepas: Queso Blanco 52 .49 20 S3.74 s553.54
o | Empanadas: Apple Cimnmnarmorr == e =1 s N | s0. 57 SA=F.A1L 7
11 | Beverages: Horchata S1.89 25 53 .5 =l =]
a1z | Beverages: Lemonade S1L.89 =25 S5.96 S7A1A.1 1
iz | Beverages: Tarmarindo S1.89 O f= T . ) S20O.3 2

Fig 1.21 calculated value
You can double-click the filled cells to check their formulas for accuracy. The absolute reference

should be the same for each cell, while the other references are relative to the cell's row.

MNETW/ORK. .. ~ e ~— s —(BETCB)TSESZ
A =] = [=3 [=

= T RATE:] 7z.526 ]
E}

a Empanadas: Beef Picadillo s52.99 1% sS2.36 SAas.211
s Empanadas: Chipotle Shrimpo S53.99 A s52.99 542 .29
e | Tamales: Chicken Tinga =229 2O e R B Sag9.24
7 | Tamales: Wwegsetalbhle =229 30 S5.15 S35
s |Arepas: Carnitas ] == =-T=1]| =(BE2*CR)*"SE == | S31L.OF
= Arepas: ueso Blanco 52 .99 20 L= R B 55 3.5
o | Ermpanadas: Apple Cinnarmmon S3.19 Vel S9.S5F SA1II3IF.LF
11 | Beverages: Horchata S1.89 25 S3.54 SS0. 79
12z | Beverages: Lemonade S1.89 35 SA.96 S
1z | Beverages: Tamarindo S1.89 A SA.a2 S20.32

Fig 1.22check the formula
Be sure to include the dollar sign ($) whenever you're making an absolute reference across
multiple cells. The dollar signs were omitted in the example below. This caused Excel to

interpret it as a relative reference, producing an incorrect result when copied to other cells.

NETWORK... ™ > -~ o =(B8*C8)™EG
= B [ [=3 E
2 TAX RATE: 7.5%
3
a |[Empanadas: Beef Picadillo 52.99 15 53.36 SAaA42.21
s |[Empanadas: Chipotle Shrimp <= . 99 107 #HWALUE! AL E |
s | Tamales: Chicken Tinga s52.29 20 sz,.zog.a19] s2.253.99]|
7 | Tamales: Wegetable S2.29 so HVALUE!D HWWALUE!
= |Arepas: Carnitas ] sz 29| —(B2*C2)*Es| $65,169.20
o Arepas: Queso Blanco S52.99 20 HWw AL IUE! HWaAalLUE!
1o | Empanadas: Apple Cinnamaon S3.19 e
11 | Beverages: Horchata sl .29 s wwalLUE!D HWALUE!D
1z | Beverages: Lemonade si1i.8o 25
13 | Beverages: Tamarindo S1.8o 107 #waLUED A LUE |
14
15
Fig 1.23 dollar sign omitted
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1.3.2 Function

A function is a predefined formula that performs calculations using specific values in a
particular order. Excel includes many common functions that can be used to quickly find

the sum, average, count, maximum value, and minimum value for a range of cells. In order to
use functions correctly, you'll need to understand the different parts of a function and how to

create arguments to calculate values and cell references.

In order to work correctly, a function must be written a specific way, which is called the syntax.
The basic syntax for a function is the equals sign (=), the function name (SUM, for example),
and one or more arguments. Arguments contain the information you want to calculate. The

function in the example below would add the values of the cell range A1:A20.

Eguals sigm

=SUMCAT:-A20)

—
Functiorn mame Argoerment

Arguments can refer to both individual cells and cell ranges and must be enclosed

within parentheses. You can include one argument or multiple arguments, depending on the
syntax required for the function.

For example, the function =AVERAGE(B1:B9) would calculate the average of the values in the

cell range B1:B9. This function contains only one argument.

MNETWWOCOREK .. ™ - —— = —oaawTEROOGE]BL:B9S)

e

o]
f

— E

.mmwmmmmhp

-
iammqmmhwma

=AW ERAAGE[(BEL:-BES)

Fig 1.24 one argument
Multiple arguments must be separated by a comma. For example, the function =SUM(AL:A3,
C1:C2, E1) will add the values of all of the cells in the three arguments.
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F =SUM(AL1:AZ,CL1:C2,E1)
D E F
6 1 20]

Fig 1.25 multiple argument

Creating a function

There are a variety of functions available in Excel. Here are some of the most common functions

you'll use:

SUM: This function adds all of the values of the cells in the argument.

AVERAGE: This function determines the average of the values included in the

argument. It calculates the sum of the cells and then divides that value by the number of

cells in the argument.

COUNT: This function counts the number of cells with numerical data in the argument.

This function is useful for quickly counting items in a cell range.

MAX: This function determines the highest cell value included in the argument.

MIN: This function determines the lowest cell value included in the argument.

To create a function using the AutoSum command:

The AutoSum command allows you to automatically insert the most common functions into
your formula, including SUM, AVERAGE, COUNT, MIN, and MAX. In the example below,

we'll use the SUM function to calculate the total cost for a list of recently ordered items.

1. Select the cell that will contain the function.

oas -

Y

Tomatoes (case of 1.2)
Black Beans (case of 10}
Al Purpose Flour (S50 1)
Cormn hMeal aza (25 1))
Brown Rice (25 Ib.)

Lirme Juice (1 gallan)

o | Tomato Juice (case of 10}
10 | Hot Sauce (1 gallen)

11 | Salsa, Medium (L gallon)
1z | Olive Oil (2.5 gallan)
.

NOwhwN

(]

14

=Y
i= SZ0O.1a S100. 7O
= s14a.05 S7FO.25
=3 S18.69 S93.45
=3 S10.99 Ss5a.95
= s11 .99 sSs59.95
El Si19.4a9 sS58.47
= S7.2S sSs58.80

1= S8.a47 S101.64
= S22.69 S114.76

L)

Fig 1.26 select cell

In our example, we'll select cell D13.
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In the Editing group on the Home tab, click the arrow next to the AutoSum command.

Next, choose the desired function from the drop-down menu. In our example, we'll

%‘j = EIE = 3 Autosum - A O
== —_—
- S
Insert Delete Format = sum l} ad 8
- c'" - Sverags Sum (Alt==)
ells -
Seunt Mumbers Automatically add it up. Your total
PAax 3 will appear after the selected cells.
Min 5
J o P s
1 More Functions... 5
=sum(12:15)

Fig 2.27 edit group

Excel will place the function in the cell and automatically select a cell range for the
argument. In our example, cells D3:D12 were selected automatically; their values will
be added to calculate the total cost. If Excel selects the wrong cell range, you can

manually enter the desired cells into the argument.

MNMETWORK... ™ > ~ = =SUM({D3:D12)
B = D

2

3 |Tomatoes (case of 12) 3 S17.44 $52.32
4 |Black Beans {case of 10) 5 $20.14 $S100.70
s |All Purpose Flour (50 Ib.} 5 $14.05 $70.25
s |[Corn Meal/Maza (25 Ib.) = S18.69 $93.45
7 |Brown Rice (25 |b.) 5 $10.99 $54.95
2 |Lime Juice (1 gallon) 5 $11.99 $59.95
o |Tomato luice (case of 10) 3 $19.49 558.47
10 |Hot Sauce (1 gallon) 2 S7.35 S52.80
11 |Salsa, Medium (1 gallon) 12 $8.47 S$101.64
12 [Olive Oil (2.5 gallon) 4 52869  5114.76
13| D3:D12

14 sUMnumber1, [number2], ...}

Fig 1.28 automatically cell rang
Press Enter on your keyboard. The function will be calculated, and the result will

appear in the cell. In our example, the sum of D3:D12 is $765.29.
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D13 - S =SUM({D3:D12)
r=y B [ D

2

=z | Tomatoes (case of 12) 3 S17.44 S52.32
2 |Black Beans (case of 10) 5 S20.14 S100.70
s | All Purpose Flour (50 1b.) 5 $14.05 S70.25
& |Corn Meal/Maza (25 1b.) 5 S18.62 $93.45
7 |Brown Rice (25 Ib.) 5 S10.99 554.95
2 |[Lime Juice (1 gallan) 5 S11.99 S$59.95
s | Tomato Juice (case of 10) 3 si1e.49 s58.47
10 | Hot Sauce (1 gallon) 2 S7.35 S58.80
11 |Salsa, Medium (1 gallon) 12 sS8.47 S101.64
12 | Olive Qil (2.5 gallon) 4 S28.69 5114.76

Fig 1.29 Result
The AutoSum command can also be accessed from the Formulas tab on the Ribbon.
Page Layout DI

fx Z IE E IE — ("ElDeFineNme

Insert AutaSum Recently Financial Logical Text Date & Lookup & MMath S Maore Marme -
Fran<fiomn = Used - = = = Time - Reference - Trig - Functions - | Manager BS Create from €
> sam Function Library Defined Mames

D13 Aorerage s =SUM(D3:D12)

Count Mumber

B = [
. bAax ¥V

MAin
= |Tom More Eunctions... 3 $17.44 $52.32
4 |Black Beans (case of 10) 5 S20.14 S100.70

Fig 1.30 Auto sum
You can also use the Alt+= keyboard shortcut instead of the AutoSum command. To use this

shortcut, hold down the Alt key and then press the equals sign.

1.4 Correct formulas

Sometimes Excel comes across a formula that it cannot calculate. When this happens, it displays
an error value. Error values occur because of incorrectly written formulas, referencing cells or
data that don’t exist, or breaking the fundamental laws of mathematics.

#i## Error

The #### error occurs when the column isn't wide enough to fit the cell data.

1. Double-click the line to the right of the column letter for the column containing the error.
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File Home Insert Draw Formu Data Rewview View Help = Tell me =5
- P Calibri - 11 - Genera 1 - Bl Conditional Formatting — = =
Pal:el [ - B I U - AT A = - 25 9 EEZ Format as Table ~ p— Editing
= =2 - <o A - = =L & Cell Styles - =
aaaaaaaaa = Fon = = [NTap— = Styles ~
- y -~
S B < o E F <] -
1 |Bon Voyage Excursions
S
=z |Excursion Jan Feb Mar Total Average
4 | Beijing 6,010 7,010 6,520 H#MNAME? 6,513
s |Las vegas 35,250 28,125 37,455 #VALUE! 33,610
s |Meéxico DF 20,850 17,200 27,010 65,060 #DIWV/O!
v |Paris 33,710 29,175 35,840 HREF! 32,908
s |Tokyo 12,510 14,750 11,490 38,750 12,917
=] Total 108,330 96,260 #u#### | #NAME?
10
11
12
LE]
Errors @ 5
Ready =] o - » + 100

Fig 1.31 column narrow width

The column width automatically resizes to fit the widest string of text in the column, thus fixing
the error.
To resize all columns in the sheet at once, click the Select All button in the upper-left of the
worksheet before resizing a column’s width.
NAME Error
You'll see the #NAME? error when the text in the formula isn't recognized. Sometimes it's easy
to figure out the error, but other times you'll need help to determine what’s happening. For this
example, you’ll use Excel’s Error Checking feature to help fix the problem.

1. Select the cell with the #NAME? error.

2. Click the Formulas tab.

3. Click the Error Checking button.

Page 29 of 89 Ministry of Labor and Skills Operate Spreadsheet Application Date: September 2022

Version: 1

Author/Copyright




OPb 16 et RINEC

MINISTRY OF LABOR
AND SKILLS

|||la

01-formula-errors - Excel

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review View Help 2 Tellme
}_(12 > AutoSum - Logical - - e L. Trace Precedents [ 'j‘e:
I‘nsert Recently Used - Q Text ~ - Defined - _,jTrace Dependents & - Watch Calculation L
Function Financial = Date & Time~ [ ~ | Names~ | [F Remove Arrows ~ () Window Options ~ e
Function Library Formula AL Calculation
Ea - fe | =SMm(B4:D4)
A B Z D E F G
1 |Bon Voyage Excursions
2
3 |Excursion Jan Feb Mar Total Average
4 |Beijing 6,010 7,010 6,[" of #NAME? 1 _6,513
5 |Las Vegas 35,250 28,125 37,455 H#VALUE! 33,610
6 |México DF 20,850 17,200 27,010 65,060 i #DI1V/0!
7 |Paris 33,710 29,175 35,840 i HREF! 32,908
z | Tokyo 12,510 14,750 11,490 38,750 12,917
9 Total 108,330 96,260 118,315 " BNAME?
10
11
12
13
Errors (O] [l
Ready 4 @ = 1

[

+ 100%

Fig 1.32 error check button

The Error Checking dialog box opens. The left side of the dialog box shows the formula that’s

causing the error and gives a description of what’s happening.

4. Select an error checking option at the right and fix the error.

Help on This Error: Displays information specific to the error type.

Show Calculation Steps: Demonstrates all steps leading to the error.

Ignore Error: Allows you to accept the formula as entered, without Excel

displaying the Error Checking Options smart tag.

Edit in Formula Bar: Allows you to edit the formula that is generating the error

in the Formula Bar.

5. Close the dialog box.

Page 30 of 89

Ministry of Labor and Skills Operate Spreadsheet Application

Author/Copyright

Date: September 2022

Version: 1




AND SKILLS

020, 46 MU UL HC
| {0 MNISTRY OF LABOR

01-formula-errors - Excel
File Home Insert Draw Page Layout Formulas Data Review View Help 2 Tell me =
)_(‘x > AutoSum - Logical = - 3 E._.,Trace Precedents [y '_:|
o < = g - L - ST
oot ] Recently Used ~  [£] Text T 4 Trace Dependents A T Calculation
Function [E] Financial - Date & Time~ [~ | Names~ | [FxRemovedArrows - (&) | Window | Options~
Function Library Formula Auditing Calculation ~
Ea - £ || =sM(B4:D4) =
A B [« D E F ) G -
r
1 |Bon Voyage Ex Error Checking ? =
2
] . Error in cell E4
3 |Excursion | Help on this Error |
=SM(B4:D4)
4 |Beijing Invalid Name Error Show Calculation Steps...
5 |Las Vegas The formula contains unrecognized tel. e m————
6 |México DF -
7 |Paris Edit in Formula Bar
& |Tokyo Options... Previous Mext
9 Total
10
11
12
13
Errors (O] [l D
Ready 2::) m - ¥ + 100%

Fig 1.33 close dialog box

The #NAME? error in the cell is replaced with the corrected formula.
VALUE! Error
The #VALUE! error tells you there’s something wrong with the cells you’re referencing or with
the way the formula is typed. This is a very general error and it can be tricky to pinpoint the
cause of it. This example uses the Trace Precedents feature to help fix the error.
1. Select the cell with the #VALUE! error.

2. Click the Trace Precedents button on the Formulas tab.

01-formula-errors - Excel Kayla Claypool
File Home Insert Draw Page Layout Formulas Data Review Wiew Help S Tell me =
]SC 3> AutoSum Logical ~ - . BE., Trace Precedents  Fi @
i E] Recently Used - [£] Test - - e — %3 Trace Dependents /& ~ P S g
Function Financial ~ Date & Time~ [ -~ MNames ~ i Remowe Arrows - (02 Window Options ~ =
Function Library Formula Auditing Calculation -~
ES - = =A5+B5+CS5+DS ~
A E [= =] E F G -
1 Bon Voyage Excursions
2
3 |Excursion Jan Feb Mar Total Average
2 |Beijing 6,010 7,010 6,520 19,540 6,513
5 |Las Vegas 35,250 28,125 37,|% SI' HVALUE! N 43,610
& |México DF 20,850 17,200 27,010 65,060 HDIV/O!
7 |Paris 33,710 29,175 35,840°  #REF! 32,908
& | Tokyo 12,510 14,750 11,420 38,750 12,917
= Total 108,330 96,260 118,315 #VALUE!
10
11
1z
13
Errors > k] 3
Ready EH mo - » + 1008

Fig 1.34 click trace precedents
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Trace Precedents shows dots that indicate which cells affect the value of the currently selected
cell. This helps to visually locate the error.
3. Locate the cell that’s causing the error.
4. Correct the formula in the formula bar.

5. Click or press Enter.

5 R < R 01-formula-errors - Excel Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review  View Help 2 Tell me =

ﬁ > AutoSum ~ Logical ~ - & B, Trace Precedents [ ?‘a

eert [E Recently Used ~ [&] Text - - Defined | idTrace Dependents A - o i g
Function Financial - Date & Time~ [ - | Names~ | [ Remove Arrows - (&) Window | Options~ el

Function Library Formula Auditing Calculation ~
ES - x v K =AS+B5+C5+D5
"
A 4 [= D E F G -
1 |Bon VVoyage Excurs .
z
= |Excursion Jan Feb Mar Total Average
4 |Beijing 6,010 7,010 6,520 19,540 6,513
5 |[Lasvegas— 35956 28425 37+ 5[ wVALUE! 1 33,610
s | Méxiko DF 20,850 17,200 27,010 65,060  #DIV/0O!
7 |Pa . 33,710 29,175 35,840 HREF! 32,908
s |Tokyo 12,510 14,750 11,490 38,750 12,917
] Total 108,330 96,260 118,315' #VALUE!
10
11
12
13
Errors @ gl >

Ready B [11 g » + 100%

Fig 1.35 precedence show
The formula updates to display the correct result and the #VALUE! error disappears.
DIV/O! Error
You will see the #DI1V/0! Error any time a number is divided by zero. This includes typing “/0”
in a formula or referencing a cell to divide by that contains 0 or is blank.
1. Select the cell with the error.
2. Click in the formula bar and fix the error.

3. Click or press Enter.
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01-formula-errars - Excel

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review Wiewr Help S Tell me

}(}‘: > AutoSum - Logical ~ - <@ BE., Trace Precedents [ 'j‘%

bom: D BeenipUsedls (B T=ne = - Defined SETeselepedenis L Watch Calculation o=
Function Financial ~ [E] pate 8 Time~ [ - | Mames~ I Remowe Arrows ~ &) Window Options - =

Function Library Formula Auditing Calculation
FG& it > ~ E=d =SUM(B6:D6)/32
T
A = = =] E e <]
1 | Bon Voyage Excurs - .
El
3 |Excursion Jan Feb Mar Total Average
2 | Beijing 6,010 7,010 6,520 19,540 6,513
s |Las vegas 35,250 28,125 37,455 " 100,830 33,610
& |Méeéxico DF ] 20,850 17,200 27,010] 65, OI' H#HDIV/O! _I »
7 |Paris 33,710 29,175 35,840 HREF! 32,208
a8 |Tokyo 12,510 14,750 11,490 38,750 12,917
o Total 108,330 96,260 118,315~ H#REF!
10
11
1z
13
Errors < >

Ready BB =l ] + 1009

Fig 1.36 click enter
The cell updates to the correct result and the #DI1V/0! Error is fixed.
REF! Error

You will get the #REF! error when a formula references a cell that’s not valid. This often

happens when referenced cells get deleted or pasted over.
1. Select the cell with the #REF! error.
2. Click in the formula bar and fix the error.

3. Click or press Enter.

01-formula-errors - Excel

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review View Help 2 Tell me

f‘x, > AutoSum = Logical ~ = @ EI)_‘_-, Trace Precedents %r @

I‘n;ert @ Recenthy Used ~ @ Text = Defined q‘ﬂ Trace Dependents M- - Watch Caleulation L
Function Financial ~ @ Date & Time ~ @ ~ | Names~ ﬁREmuveArruws < @ Window Options ~ E

Function Library Formula Auditing Calculation
SUM = X}y e =B7+C7+D7
-
A 4 e D E F G
1 |Bon Voyage Excurs. - .
2
3 |Excursion Jan Feb Mar Total Average
4 |Beijing 6,010 7,010 6,520 19,540 6,513
5 |Las Vegas 35,250 28,125 37,455 100,830 33,610
6 | México DF 20,850 17,200 27,010 65,060 21,687
7 | Paris | 33,710| 29,175 35,840 #REF! | 2,908
2 |Tokyo 12,510 14,750 11,490 38,750 12,917
] Total 108,330 96,260 118,315 " #REF!
10
11
12
13
Errors ® ]

Ready EH - B + 100%

Fig 1.37 formula invalid

The cell reference is now valid and the #REF! error no longer displays.
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1.5 Edite column and row within the spreadsheet

By default, every row and column of a new workbook is set to the same height and width. Excel

allows you to modify column width and row height in different ways, including wrapping

text and

merging cells.

To modify column width:

In our example below, column C is too narrow to display all of the content in these cells. We can

make all of this content visible by changing the width of column C.

1. Position the mouse over the column line in the column heading so the cursor becomes

a double arrow.

E=S
N

B

| Customer Contact List

COMPANY MNAME

Knope

Adventure Outfitters
Aria Real Estate

Core Pharmaceuticals
Everly Publishing
rMass Airlines
Newhawven Traders
Overlo
Riley Garden Supply

ok Inn

wenture Brewing
Placerville Insurance
Archer Properties

Wivica
Lil Sebastian
Hanmk Dean
Chiris Kinkade
rMallory Figgis

Equestrian Center

COMNTACT MNAME

1407 Dusty Fawn Ln Soaptown, SD

BILLING ADDRESS

505-555-6435

271 Cinder Buttertfly St Stoughton, |

503-555-2460

5108 Crystal Gate Blvd Twig City, K|

213-555-5928

8544 Lazy Bluff Ave Whiskey Creek|

316-555-32256

5316 Colonial Pkwy Esterhazy, N

575-555-9255

2428 S Redding St #2 Bogg's Corne|

360-555-5422

2160 Amber Gate Rd Rodney Villag|

505-555-4495

da Silva

8595 Thunder Brook Cir Grawvity, W\,

260-555-4289

9060 Easy Ewvening Ln Walkinghooc|

207-555-7225

2034 Foggy Wharf Loop Bee Rock, |

208-555-1050

1028 Quiet Dale Rd Homosassa,

P 443-555-4942>

3520 Sleepy Hearth Dr Calendar, W)

A25-555-5370

Fig 1.38 mouse position

2. Click and drag the mouse to increase or decrease the column width.

c1

SN n A WwN

- L2 Width: 40.13 (326 pixels)
A | B C + D

Customer Contact List

COMPANY NAME CONTACT NAME BILLING ADDRESS PHONE EMAIL
Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD|605-555-8435  jake®@:
Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, [|603-555-2460  katie.s1
Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, K{{913-555-5928 yuenpt
Ewverly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek|216-555-3256  felicia¢
Mass Airlines Miranda Lawson 5316 Colonial Plowy Esterhazy, NM |57 5-555-9255 mlaws
Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corng|360-555-5422 info@r
COwverlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Villag|605-555-44395  jtorran
Rilew (Rarden Sonnbs Viviira Aa Qilea 2RAR Thiindar Brank Cir Rravite W 260555 4200 (wviviead

Fig 1.39 click and drag mouse

3. Release the mouse. The column width will be changed.

Page 34 of 89

Ministry of Labor

and Skills

Author/Copyright

Operate Spreadsheet Application

Date: September 2022

Version: 1




c1

Il

P 66 MUt RANEC
MINISTRY OF LABOR
AND SKILLS

=

WE~NOwsWwN

A B C I D
Customer Contact List |
COMPANY NAME CONTACT NAME PHONE

Adventure Qutfitters
Aria Real Estate
Core Pharmaceuticals
Everly Publishing
Mass Airlines

MNewhawven Traders
Owverlook Inn

Riley Garden Supply
Knope Equestrian Center

Wenture Brewing

Placerville Insurance

Archer Properties

Jake Finn

Katie Stark
Phillip Yuen
Felicia Reyes
Miranda Lawson
Rick Chaturvedi
Jill Torrance
Vivica da Silva
Lil Sebastian
Hank Dean
Chris Kinkade
Mallory Figgis

1407 Dusty Fawn Ln Soaptown, SD 57696

971 Cinder Butterfly St Stoughton, NH 02204
5108 Crystal Gate Blvd Twig City, KS 66208
8544 Lazy Bluff Ave Whiskey Creek, KS 66689
5316 Colonial Pkwy Esterhazy, NM 88431

2428 S Redding St #2 Bogg's Corner, WA 98175
3160 Amber Gate Rd Rodney Village, SD 57324
8595 Thunder Brook Cir Gravity, WA 99304
9060 Easy Evening Ln Walkinghood, ME 04126
3034 Foggy Wharf Loop Bee Rock, NE 69823
1028 Quiet Dale Rd Homosassa, MD 21610
3520 Sleepy Hearth Dr Calendar, WA 99340

Fig 1.40 column width change

605-555-6435
602-555-2460
912-555-5928
316-555-3256
575-555-9255
260-555-5422
605-555-4495
360-555-4289
207-555-7225
208-555-1050
443-555-4942
425-555-5370

With numerical data, the cell will display pound signs (#######) if the column is too narrow.

Simply increase the column width to make the data visible.

1.6 use AutoFill function to increment data in Excel

You will learn how to fill down series of numbers, dates and other data, create and use
custom lists in Excel.

c

The following data were generated randor

B E R
*\ImGhWEPO@W\ImUhWNH

= B L= [ = B
1 The following data were generated randommiy 1
=2 First Mame Last Mame Mumber p= First Name Last NMame MNumber
3 Helaen Twwain 1 3 Helen Twwain
4 |Anna Comnmon 2% 4 |lAnna Conmon
=] Bryamn Johnsomn 1 £= 5 Bryan Johnsomn
(=] Dawid Fisher 6 |Dawid Fisher
7 | Sandra wWilliams 7 |Ssandra wWilliams
= Sary Rich 8 Sary Rich
=] rlarie Clark e |mnarie Clark
10 |alfred Cutting 10 | Alfred Cutting
11 |Sean Rice I::> 11 | sean Rice
12 |Stewve Bowwer 12 | steve Bowwer
13 | Gary Aabner 13 | Gary Aabner
14 |Dawid Poalzin 14 | Dawid Polzin
15 |Jean Finneramn 15 | Jean Finneramn
1a |[Gary Bradlewy 16 | Gary Bradlewy
17 |Boruch Rich 17 | Boruch Rich
18 |Alex Walsh 18 | Alex Wralsh
19 |Gloria ritchell 19 | Gloria Mitchell
20 |Boruch Laping 20 | Boruch Laping

Fig 1.41 fill down series

b
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1.7 Save spreadsheet
It's important to save your workbook whenever you start a new project or make changes to an
existing one. Saving early and often can prevent your work from being lost.

1. Locate and select the Save command on the Quick Access Toolbar.

I__E.I E= -
Paste - = o v} - e - - et -

Clip b oaara M= Formke ==

Fig 1.43 file tab
2. If you're saving the file for the first time, the Save As pane will appear
in Backstage view.
3. You'll then need to choose where to save the file and give it a file name. To save the
workbook to your computer, select Computer, then click Browse. Alternatively, you can

click OneDrive to save the file to your OneDrive.

Bookl - Excel

Save As

L, OneDrive - Personal Pinnmned
javier floresa38@gmail.com
Docurments
p— Javier Flores's Onelrive » Documents
= Other Web Locations

|
Older
fCO Thnisec Javier Flores's OneDrive

+ s~dd a Place

Figl.42 save as pan
4. The Save As dialog box will appear. Select the location where you want to save the
workbook.

5. Enter a file name for the workbook, then click Save.
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il

» Jawy's Docurments

E3:] Sawve As

- R << Dlocurme...
Organize - Mews fFolder

T Public - B3 home loan comparison
W This PC E S| trawvel expenses
B Desktop

“Z| Docurments
- Downloads
Bl rovies

~

File mame: | Westa Webinar Logl|

I

Search Jawy's Docurments

>
}:I‘
R -

Sawe as type: | Excel Workbook

LSouthors: Jawier Flores

Tags: Add atag

[ Sawve Thumbnail
= Hide Folders

Tools -

Fig 1.44 dialog box

Sawve

Cancel

6. The workbook will be saved. You can click the Save command again to save your

changes as you modify the workbook.

You can also access the Save command by pressing Ctrl+S on your keyboard.

Ministry of Labor and SKkills

Operate Spreadsheet Application

Author/Copyright

Date: September 2022
Version: 1




P 1S et RLNEC
I Q MINISTRY OF LABOR
AND SKILLS
Self-check-1
Test-1 Multiple choices.
Instruction: Answer the following questions and put your answer.

I. Choose the correct answer from the given alternatives

1. Star Office Calc has a variety of

A. Buttons C. Options
B. Functions D. All

2. The cells are addressed in terms of

A. Row and column labels C. Rows

B. Row labels D. Columns

3. Which of the following data can be typed into a Spreadsheet cell?
(A) Formulae (C) Numbers
(B) Text (D) All of these
4. Which bar is used to display options?

(A) Menu (C) Formula
(B) Function (D) Status

5. The intersection of rows and columns creates

(A) Cells

(B) Worksheets

(C) Spreadsheets

(D) None of these

6.A group of cells is called a

A. cell cluster B. multicell

C. chart D. cell range
7.The intersection of a row and a column is called a

A. chart B. worksheet

C.sum D. cell
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Operation title 1: Create spreadsheet

e To familiarize with Microsoft excel 2016 environment.

e To know how to work formula, function, edit column and row and enter data into cell.

Instruction: The Given necessary equipment, tools and materials you are follow the

necessary steps and use the given figure below (1.44), operate each task. You have given

1:30 hour for the task and you are expected to write the answer task.

- o . y . . .
1 Payro
2 Y 1/1/2011
EMPL (1N Exaps nama || oty [ Hous e Pav || S5 ax ||| et Py
3  Number Rate Worked
4 E00001 |Ford 7.5 35?2 2 ?
5 E00002 |Mino 8 30[? ? ?
6 |2 Bell 6.5 25[? ? ?
7 ? Davis 9 40]|? s ?
8 |? Turro 10 39(? ? ?

Fig 1.44 payroll

Taskl: Open a new workbook and save the file with the name “Payroll”.

Task2: Enter the column/labels and values in the exact cells locations as desired.

Task3: Use AutoFill to put the Employee Numbers into cells A6:A8.

Task4: Set the columns width and rows height appropriately.

Task5: Set labels alignment appropriately.

Task6: Use warp text and merge cells as desired.

Task7: Apply borders, gridlines and shading to the table as desired.
Task8: Format cell B2 to Short Date format.

Task9: Format cells E4:G8 to include dollar sign with two decimal places.

Task10: Calculate the Gross Pay for employee; enter a formula in cell E4 to multiply Hourly
Rate by Hours Worked.
Task11: Calculate the Social Security Tax (S.S Tax), which is 6% of the Gross Pay; enter

a formula in cell F4 to multiply Gross Pay by 6%.

Task12: Calculate the Net Pay; enter a formula in cell G4 to subtract Social Security Tax from
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Gross Pay.
13. Set the work sheet vertically and horizontally on the page.

14. Save your work.

Tools and requirement: - ICT room, computer, Printer, A4 paper, Mouse and keyboard,
Monitor, Basic Software, Documents and pen/pencil.

Precautions: Microsoft office is install.

Procedures:-in doing the task

Step-1: Click on start — All Application—Click Microsoft office excel 2016 — click blank
document

Step-2: enter data in to cell

Step-3: based on figure enter data each cell

Step-4: based on figure change format

Step-5: based on figure create formula and function

Step-6: the error is occurred to correct

Step-7: save the file based on the given

Quiality Criteria: based on the figure check the task are properly done.

LAP Test 3 Practical Demonstration
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Instruction: The given necessary equipment, tools and materials you are follow the necessary
steps and use the given figure (1.)operate each task. You have given 1:30 hour for the task and

you are expected to write the answer.

A B C D E F
1 Panda EST
2 Monthly Sales Report - July
3
4 Emp. No.| NMame Salary Sales Amount Comission Total Salary
5% 5101 Ahmed 1600 2500| ¢ ?
6 S105 Hassamn 1800 3000
¥ 5112 Aldi 1500 2200
8 5107 Waleed 2000 4500
92 5110 mMohammed 1700 3500
10 5103 Sarmir 1600 2500
11
12 Totals s ? 2 ?
13 Average ? ? 7 4
14 Highest ra ? s ?
15 Lowest I ? ? ?
16 Count ?

Fig 1.45 panda EST
Taskl: Create the worksheet shown above.
Task2: Set the column widths as follows: Column A: 8, Column B: 14, Columns C & D: 15,
Columns E & F: 14.
Task3: Enter the formula to find COMMISSION for the first employee.
The commission rate is 2% of sales, COMMISSION = SALES * 2%
Copy the formula to the remaining employees.
Task4: Enter the formula to find TOTAL SALARY for the first employee where:
TOTAL SALARY =SALARY + COMMISSION
Copy the formula to the remaining employees.
Task5: Enter formula to find TOTALS, AVERAGE, HIGHEST, LOWEST, and COUNT
values.
Copy the formula to each column.
Task6: Format numeric data to include commas and two decimal places.
Task7: Align all column title labels horizontally and vertically at the center.
Task8: Create a Header that includes your name in the left section, page number in the
center section, and your ID number in the right section.
Task9: Create footer with DATE in the left section and TIME in the right section.
Task10: Save the file with name “LAB1”
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Unit Two: Customize basic settings

This unit to provide you the necessary information regarding the following content coverage
and topics:

Adjust page layout

Open and view different toolbars
Change font settings

Change alignment and line spacing
Modify margin sizes

View multiple spreadsheets concurrently

This guide will also assist you to attain the learning outcomes stated in the cover page.

Specifically, upon completion of this learning guide, you will be able to:

Adjust page layout to meet user requirements or special needs

Open and view different toolbars

Change font settings so that they are appropriate for the purpose of the document
Change alignment options and line spacing according to spreadsheet formatting features
Modify margin sizes to suit the purpose of the spreadsheets

View multiple spreadsheets concurrently
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2.1 Adjust page layout
In Microsoft Excel there are several ways you can alter and edit the layout your work sheet.to

begin, it is advisable to view your worksheet page layout view as this shows the margin and ruler

as well as how the worksheet will appear when printed.

Page Layout Formulas Drata Frewiewr
Y — |
Y 1O L& = B

Margins Orientation Size Print Breaks Background Print
= = = Area - = Titles
FPage Setup M=

Fig 2.1 page layout tab

2.2 Open and view different toolbars

Toolbar in Excel

AutoSave (@ off) =

File Home Insert Page Layout Customize Quick Access Toolbar y Wi
I — =] @ B v Automatically Save >
1P o ? ~ Mew ]
General - ) :
EFE] Customize the Quick Access Toolbar.
Formulas
I_th:c:s& commands from: G I Customize Quick Access Toolbar:
pete Popular C d d ts (default)
o LR Select the list of tools gEHmEnts au
Customize Ribbon
you want to acdd
I Quick Access Toolbar I =Separator> toSave
" Add or Rernowe Filters =l Save
Add-ins AutoSave l‘? Undo
Trust Center -1~ Borders Add or Remove Add > > > Redo
Calculate Commands [™ Mew File
= Center << Remove | BEF jncert Table
B Conditional Formatting 3
(n cCopv =

Fig 2.2 toolbar interface

The Toolbar is an area where you can add different commands or tools associated with excel. By
default, it is located above the ribbon with different tools and visible in the Excel window’s
upper right corner. To increase customer friendliness, toolbars have become customizable
according to the frequent use of different tools. Instead of a set of tools, excel gives us the option

to select and build a Quick Access Toolbar
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It is a symbolical representation of built-in options available in Excel. By default, it contains the

below commands.
1. Save: To save the created workbook.
2. Undo: To return or step back one level of an immediate action performed.
3. Redo: Repeat the last action.

Use the Toolbar in Excel

The Toolbar in Excel is a shortcut tool to avoid searching for the commands you often use in the
worksheet. Using Toolbar in Excel is easy, and it helps us simplify access to the document’s
commands. Let’s understand the working of the Toolbar in Excel by some examples given

below.
Adding Commands to the Toolbar in Excel

To get more tools, you have the option to customize the Quick Access Toolbar simply by adding

the commands.

e Click on the downward-facing arrow at the end of the Toolbar in Excel. A pop up will be

shown as Customize Quick Access Toolbar.

AutoSave (@ off)

-

File Home Customize Quick Access Toolbar

HH B

Mormal Page Break
Preview

Click on the
downward-
facing arrow

Forrmula Bar

idlines Headings

Workbook Views Show

Fig 2.3 custom quick access toolbar

e From the dropdown, you will get a list of commonly used commands. Click any of the

options that you want, and it will be added to the toolbar.
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C 11 <
[ I T b

—
T i =

==

= | < | —

(A

[ ——
Sarr =

Ervail

CRericke Primk

Primt Prewviews amnd Prime
S ellirmog

Ll o

Redo

Sore Sascaerndirnag

Sort Descaermdinog

T owuch PAdoiurse PAdccde

FPAcre Coaormirrmearncad =

Showe Belows the RikbBor

Fig 2.4 custom quick access list

A new command is selected, and this will be added to the toolbar highlighted as the
command is added with already available tools.

AutoSave ':.‘_':'H..] z) y

New command

is added

In a similar way, you can add the tools which you want to access quickly. So instead of clicking

and finding the tools from the multiple hierarchies, you can access the option within a single

click.

2.3 Change font settings

In Microsoft Excel, a user can change the properties of text in any cell, including font type, size,

color, and make it bold, italic, or underlined. They can also change the color of a cell's

background and the border around a cell. The following picture is a graphic illustration of the

font and cell format bar in Excel with a description of each option.

Font is a general computer term and refers to the style, size and colour of the text and numbers

in your

worksheet.
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2.3.1 Changing font type

INncrease Decrease

Font Size Size Size
=B F w3 - | i - 5 A
Bold Italics Underline Cell Cell Text
Border Color Color

Fig 2.5 font and cell format

To change the text font in a Microsoft Excel spreadsheet, follow the steps below.
1. Select the cell containing the text you want to change.
2. Click the down arrow next to the font field on the format bar. (If you want to change the
font to bold, italic, or underlined, click the B, I, or U on the format bar.)
3. After clicking the down arrow for the font, select from each of the installed fonts on your

computer. Click the font you want to use, and the text in the selected cell changes.

lCalibri v T ~ AT e g —_— — =

——

T herme Fonts
—=lilbori Lissht CHeadings>
Calibri (B o ciwd
Al Fomts

Albadi

Albad EF<tra L ight <z>
Hgency FB

AAhhcaromi <z>
Aldbhrabi <z>
I SEFE RIS TN

Arnmnasis NV Pro <z>S

Fig 2.6 font type
2.3.2 Changing font size

To change the text size in a Microsoft Excel spreadsheet, follow the steps below.

1. Select the cell containing the text you want to change.

2. Click the down arrow next to the size box on the format bar. Usually, the default size is
11 or 12, as shown in the image.

3. After clicking the down arrow for the size, there is a selection of different sizes to choose.

Some fonts may not scale properly, so they may have limited size options.
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Fig 2.7 font size
2.3.3 Changing font color

To change the text color in a Microsoft Excel spreadsheet, follow the steps below.

Select the cell containing the text you want to change.

Click the down arrow next to the text color icon. It is usually displayed as the letter "A"
with a red underline, as shown in the image.

After clicking the down arrow for the text color, select the color you want to make the
text. If you want a different color than is available in the drop-down menu, click the More
Colors option (indicated by green arrow). Select the desired color in the Colors window,
and click OK.

11 | BE A = =] = - =
~ <~ — | A= = — = === == ~
- ASAAautormatic
¥ T heme Colors
= I N . I .

'L

Standard Colors
-. [

PAOCOTe Colors... —tH———

Fig 2.8 font color

2.3.4 Changing cell background color

To change the cell background color within a Microsoft Excel spreadsheet, follow the
steps below.

Click the down arrow next to the cell color icon. It is usually displayed as tipping paint

can with a yellow underline, as shown in the image.
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2. After clicking the down arrow for the cell color, select the color you want to make the
cell background. If you want a different color than is available in the drop-down menu,
click the More Colors option (indicated by green arrow). Select the desired color in
the Colors window, and click OK.

=== - I = A== =N — =

H Feneaerwrazeae C aalaar =

I
)

- I
=

STaarscdar sl Caalar =
. TS s 0 S .

F R e cerma Tt o lar =

== §
] ] =3 ¥=as:

Pdcore Cclcr=___ e —

Fig 2.9 Background color
Changing cell border

By default, a cell does not have a border. To change the cell border in a Microsoft Excel
spreadsheet, follow the steps below.

1. Select the cell you want to add a border.

2. Click the down arrow next to the cell border icon. It is usually displayed as a four-pane
window, as shown in the image above.

3. After clicking the down arrow for the cell border, select the border type you want to set

for the cell.

il
i ¢
(

|

v
Il

Bottorm Border

Top Border <
lLeft Sorder

Right Border

No Border

A2l Borders

Outside Borders

T hick Outside Borders

Fig 2.10 border
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4. The cell border color, click the Line Color option at the bottom of the drop-down menu.
5. To change the cell border type, click the Line Style option at the bottom of the drop-
down menu
2.4 Change alignment and line spacing Text alignment
By default, any text entered into your worksheet will be aligned to the bottom-left of a
cell, while any numbers will be aligned to the bottom-right. Changing the alignment of
your cell content allows you to choose how the content is displayed in any cell, which
can make your cell content easier to read.

7 ab, Wrap Text

€= 3= Merge&CEnter -

3

Click the arrows in the slideshow below to learn more about the different text alignment options.

Alignment la

1 |First Name Last Name Email Address

Left Align: Aligns content to the left border of the cell
A B C D E

1 First Name Last Mame Email Address

Center Align: Aligns content an equal distance from the left and right borders of the cell
A B C D E

First Name Last Name Email Address

Right Align: Aligns content to the right border of the cell
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First Name Last Name Email Address

Top Align: Aligns content to the top border of the cell
A B C D E

First Name Last Name Email Address

Middle Align: Aligns content an equal distance from the top and bottom borders of the cell
A B C D E

1 First Name Last Name Email Address

Bottom Align: Aligns content to the bottom border of the cell

e You can apply both vertical and horizontal alignment settings to any cell.

2.5 Modify margin sizes

A margin is the space between your content and the edge of the page. Sometimes you may
need to adjust the margins to make your data fit more comfortably. You can modify page
margins from the Print pane.

1. Navigate to the Print pane.

2. Select the desired margin size from the Page Margins drop-down menu. In our example,

we'll select Narrow Margins.
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Fig 2.11 print pane

3. The new page margins will be displayed in the Preview pane.
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You can adjust the margins manually by clicking the Show Margins button in the lower-right

corner, then dragging the margin markers in the Preview pane.

Show Margins

Page 51 of 89

Ministry of Labor and Skills

Author/Copyright

Operate Spreadsheet Application

Date: September 2022

Version: 1




P 66 MUt RANEC
| c MINISTRY OF LABOR
AND SKILLS

2.6 View multiple spreadsheets concurrently
View multiple spreadsheet concurrent
You can also arrange multiple worksheets to view them all at the same time.

View two worksheets in the same workbook side by side

1. On the View tab, in the Window group, click New Window.

RS Mew Window Split EDI_J
E Arrange All T Hide )
Switch
E| Freeze Panes - Windows -
Window

2. On the View tab, in the Window group, click View Side by Side 4.
3. In each workbook window, click the sheet that you want to compare.

4. To scroll both worksheets at the same time, click Synchronous Scrolling in
the Window group on the View tab.

View two worksheets of different workbooks side by side

1. Open both of the workbooks that contain the worksheets that you want to compare.

2. On the View tab, in the Window group, click View Side by Side <.

|-E| Mew Window Split EE
E Arrange All EHiEh‘: )
Switch
E Freeze Panes - Windows =
Window

If you have more than two workbooks open, Excel displays the Compare Side by

Side dialog box. In this dialog box, under Compare Side by Side with, click the workbook
that contains the worksheet that you want to compare with your active worksheet, and then
click OK.

3. In each workbook window, click the sheet that you want to compare.

4. To scroll both worksheets at the same time, click Synchronous Scrolling in
the Window group on the View tab.
View multiple worksheets at the same time
1. Open one or more workbooks that contain the worksheets that you want to view at the

same time.
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= |If the worksheets that you want to view are in the same workbook, do the

following:

I.  Click a worksheet that you want to view.

ii.  Onthe View tab, in the Window group, click New Window.

|T:_‘|| Mew Window Split EE
E Arrange All EHiEh‘: )
Switch
B Freeze Panes - Windows =
Window

iii.  Repeat steps 1 and 2 for each sheet that you want to view.

= |If the worksheets that you want to view are in different workbooks, continue with

step 3.
3. On the View tab, in the Window gro
4. Under Arrange, click the option that

up, click Arrange All.

you want.

5. If the sheets that you want to view are all located in the active workbook, select
the Windows of active workbook check box.
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Self -check 2
Test-1 Multiple choices
Instruction: Answer the following question and put your answer

1.Which bar is used to display options?

A. Menu B. Function

C. Formula D. Status

2.-mmmmmmmmmnne is the space between your content and the edge of the page.
A. page layout B. margin C.printpane D. none
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This unit to provide you the necessary information regarding the following content coverage
and topics:

e Use format features and tools

e Insert headers and footers

e Use format features and tools

e Insert headers and footers

This guide will also assist you to attain the learning outcomes stated in the cover page.
Specifically, upon completion of this learning guide, you will be able to:
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3.1 Use format features and tools

Formatting in Excel means a trick that we can use to modify the data's appearance in a worksheet.
We can format the data in various ways, like we can format the font of the cells or the table with the
help of the styles and format tab present in the Home tab.

Excel formatting is an optional step following data preparation, or all of the data cleansing,

structuring, enriching, and standardizing necessary to prepare the data for analysis

format cells is used to modify the formatting of cell numbers without modifying the actual number.
With the help of the format cells, we can change the number, alignment, font style, Border style,
Fill options, and Protection.

Good formatting will improve our data in various ways:

e With the help of the formatting, we can present our data correctly; for example, formatting

as dates or currency will provide more value to our data.
« Merging and aligning our data is a vital aspect of making our data more readable.

o Formatting our text by increasing the Size, bolding, adding italics, or changing the

fonts will improve the overall appearance of our worksheet.

e Using styles (like table styles) can make our data stand out and helps the reader to focus on

crucial portions of the worksheet.

« Conditional formatting is a useful tool for highlighting crucial portions of our worksheet
graphically or visibly. These are dynamic tools. The Highlighted region changes as our data

changes.
Benefits of Data Formatting in Excel
The following are some of the benefits of Excel data formatting:
e The data appears to be more presentable.

o Data formatting saves a lot of time and effort.
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e With the help of the chart, we can analyze the data.

« With the help of the formatting, we can highlight specific data such as profit or loss in

business. Now,
In order to format data in Excel, we'll do the following things:
e The Font size is larger.
o We make the text of the column head bold
e Center aligning the data
o We will apply the outline border with the help of the shortcut that is (Alt+H+B+T),

o After selecting the full table (using Ctrl+A), use the shortcut key (Alt+H+O+1) to adjust the

column width.

o To alter the background, use the 'Fill Color' command in the 'Font' group on 'Home'

3.2 Insert headers and footers

The purpose of Header and Footer in Excel

The purpose is similar to that of hard copy documents or books. The headers and footers in Excel
help meet the standard representation format of the documents and/or worksheets. In addition, they
add a sense of organization to the soft documents and/or

worksheets.

[ = Headers and Footers In Excel - Excel HEADER & FOOTE.. ? [E -

FILE HOME Form Tab INSERT PAGE LAYOUT FORMULAS DATA DESIGN

v| Scale with Document

'-] [y [#] Page Number 5 Current Time [2] Sheet Name

|_:[,_,j Number of Pages ™ File Path [_[‘; Picture

Header Footer Go to V| Alian wi r .
- . \[7] Current Date B | File Name Header ' Pages lign with Page Margins

Header & Footer Header & Footer Elements Navigation Options

Fig 3.1 header and footer tools

3.1.1 Create a Header in Excel

step1.First, click the worksheet where we want to add or change the header. Then, go to the “Insert

tab” -“Text” group — “Header & Footer.”
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FILE HOME Form Tak IMNSERT PAGE LAY OUT FORMMULAS [ R RE"

=] = > = == - <«
" - = W - i g
Tables Illustrations Ada- Recommended Hyrperlink Text Symbols
- - ins - Charts -y - -
Char Links o~
f— . Click on Header I—_E'I 4 ?" :j
& Footer
- = Header [Wordart Signature Object
i = = Box | 8 Footer - Line ~
Text

Header 8 Footer

The content of the header and
footer repeats at the top and
bottorn of each printed page.

This is useful for showcasing info,
such file name,. date and time.

T Tell me more

Bowymwewne

Fig 3.2 header and footer

Step2.Clicking on it would open a new window, as shown below.

Header

Fig 3.3 header and footer text
Step3.As shown in the screenshot below, “Header & Footer Tools” has a “Design” tab containing
various text options to put as the header. The default is an empty text box wherein we can enter a
free text, e.g., “This is the header text.” The other options are “Page Number,” “Number of Pages,”

“Current Date,” “Current Time,” “File Path,” “File Name,” “Sheet Name,” “Picture,” etc.

= Bookl - Excel HEADER & FOOTER TOOLS

FE Form Tab INSERT PAGE LAYOUT FORMULAS DATA REWIEWW WIEWW DESIGM
[#1 Page Mumber © Current Time [IZ Sheet Mame I_—| Different First Page 2 Scale with Docur
ﬁ;“ Murmber of Pages =" File Path L_'|;|P|cture .
Goto  Geto Different Odd & Even Pages [~ Align with Page I

Current Date ElZ| File Mame Format Picture Header Footer

- S
S T (=) W W s A s A
Header
I This is a Header Texli I
Fig 3.4 header name
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3.1.2  Create Footer in Excel

Step1.We must first click the worksheet where we want to add or change the header. Then, go to the

“Insert” tab -> “Text” group -> “Header & Footer.”

FILE HOME Form Tab IMNSERT PAGE LAY OUT FORMULAS CraT A RE"

Ty — - o e
D s . . .r? [ | | ==S] -] <
- N - W~ =
Takles Illustrations Add- PRecommended Hyperlink Text Syrmbols
- - ins -~ Charts - - - -
L Links .

Click on Header A I—_b] >
B12 - | - 4 _l% /
& Footer
= Header WordArt Signature Object

Box & Footer| - Line =
Text

=y B = L

Header &8: Footer

The content of the header and
footer repeats at the top and
bottorm of each printed page.

This is useful for showcasing info,
such file name, date and time.

0m=ldwswMH

e Tell me more

"
o

Fig 3.5 header and footer
step2.Clicking on it would open a new window, as shown. As shown in the screenshot below,

“Header & Footer Tools” has a “Design” tab containing various text options to put as the header.
The default is an empty text box wherein you can enter a free text, e.g., “This is the Footer text.” The
other options are “Page Number,” “Number of Pages,” “Current Date,” “Current Time,” “File Path,”

“File Name,” “Sheet Name,” “Picture,” etc.

= Headers and Footers In Excel - Excel HEADER & FOOTE...
OME Form Tab IMNSERT PAGE LAYOUT FORMULAS DaTa REVIEWY WIEWY DESIGM
@ Page Mumber & Current Timme [EE Sheet Mame Different First Page | Scale with
T@ Mumber of Pages =2 File Path L_||;|F‘icture Got ot
oto Goto B o - Al i
Current Dlate El: File Mame Format Picture Header Footer Different Qdd £ Even Pages 1 Align with
r Header & Footer Elements Mavigation Crptions
- ‘tr
1 3 3 5
o B C [}

This is the Footer Text

Footer

Fig 3.6 footer name
Remove Header and Footer in
Step1.We must first launch the “Page Setup” dialog box from the “Page Setup” box under the “Page

Layout” menu.
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FILE HOME Form Tab IMNSERT PAGE LAYOUT FORMULAS DATA REWIEWY VI

E - rrj Orientation ~ *— Breaks ~ Eoa Wikl - - i,
_”-1- --| & - W I size - = Background =1 Click on this arrow .
EImMes — argins Arrange
- ' - |_T%.-F‘rir1t;:\reav F&: Print Titles to npenIPage Setup -
Dialog Box

Themes Page Setup £ "

WSS - f* Page Setup
X
——— Don't see what you're looking for?
B - =T 5 Check out the full set of page
- T e - formatting cptions.
a7

Fig3.7 page setup

e Then, go to the “Header/Footer” section.

Page Setups [T ]S

| Page | raargins fiHecader/Footer } |

Thi

This is a Header Text

[ custam Header... | [ Custom Footer... |

Footer:
This is the Footer Text

Click omn Header/Footer
Header: Sectiom

[ Primt... ] [ Print Preview | [ options...

]

[ oK 1 [

Cancel

Fig 3.8 header and footer section

o Select ‘none’ for “Header” and/or “Footer” to remove the respective feature.
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Self-check-3
Test I: short Answer writing

Instruction: write short answer for the given question. You are provided 2minutes for each
question and each point has 3 Points.

1.Write the purpose of header and footer in excel?
2.what is formatting in excel?
3.write Benefits of data formatting?

4.write good way of improve formatting?
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Operation title 3: Format spreadsheet
Purpose: -

e To familiarize with Microsoft excel 2016 environment.

e To know how to work format cell, enter data and insert header and footer in spreadsheet.
Instruction: The Given necessary equipment, tools and materials you are follow the necessary steps
and operate each task. You have given 1:30 hour for the task and you are expected to write the
answer task.

Task1:Use the given figure below (3.9),and based on the use of following information format
cell(number=General, text alignment=center, font type=caliberia,font styl=Bold,font size=15 and
font color=15).For this operation you have given 1 hour and you are expected to provide the answer
on the given task.

Tools and requirement: - ICT room, computer, Printer, A4 paper, Mouse and keyboard, Monitor,
Basic Software, Documents and pen/pencil.

Precautions: Microsoft office is install.

Procedures:-in doing the task

Step-1: Click on start — All Application—Click Microsoft office excel 2016 — click blank
document

Step-2: enter data in to cell

Step-3: edit column and row

Step-4: To change the format

Step-5: insert header and footer

Step-6: Remove header and footer

Step-7: custom header and footer

Step-8: To use a custom page size.

Step-11: save as you want location and name

Quality Criteria: based on the given information the document is done
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A B C D E F G H
Jcity Monday Tuesday Wednesday Thursday Friday  Saturday Sunday
;Delhi 45 35 30 45 44 23 36
‘Pune 33 38 27 32 46 28 45
( Banglore 44 47 46 36 37 38 32
' Mumbai 39 46 44 28 29 42 28

26 36 35 39 21 44

‘ Nainital 27

Fig 3.9 excel document
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LAP Test 3 Practical Demonstration

Instruction I: Given necessary equipment, tools and materials you are required to perform the
following tasks within 1hours.

Instruction: The given necessary equipment, tools and materials you are follow the necessary steps
and operate each task. You have given 1hour for the task and you are expected to write the answer
Task1: To open MS office excel 2016 then Create a new blank document and save it as name
format_spreadsheet on your desktop. Use of following information column header name

(Id, Tname,sex,age,phone number,address & date of birth),header name="WDDA” and footer
name="Next”format cell(number=General, text alignment=cent, font type=caliberia,font
styl=Bold,font size=20 and font color=green) and for column header name use appropriate change
format then based on the given information to prepare the document,Remove header and footer
custom header and footer. For this operation you have given 1:30 hour and you are expected to

provide the answer on the given.
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This unit to provide you the necessary information regarding the following content coverage
and topics:

e Import an object into spreadsheet
e Create a chart using selected data in the spreadsheet
e Display selected data in a different chart

e This guide will also assist you to attain the learning outcomes stated in the cover page.

Specifically, upon completion of this learning guide, you will be able to:
e Import an object into spreadsheet
e Create a chart using selected data in the spreadsheet

e Display selected data in a different chart
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4.1 Import an object into spreadsheet

In Microsoft Excel, the “Object Insert” option allows a user to insert an external object into a
worksheet. Embedding generally means inserting an object from another software (Word, PDF, etc.)
into an Excel worksheet. This option is useful for direct access to files related to your worksheet data

from within your worksheet space. In addition, the inserted object works as a ready information
source or reference for a dataset in an Excel worksheet.

Insert (Embed) an Object in Excel

1. We must first select “Text” from the “Insert” tab and then click “Object.”

I Insert P - o oy EEVEIOper

-
=]

ol | = TR T - e

Line Column  Wins

Help S22 Tell me what you want to do = Share = Comments

=1 ~ 2

Text

Hiustrations
= MMap —

Tours

SpEa(s
Loss

Sparklines

Comment:

-345

Header WordaArt Signatur
& Footer

1 J K L A ™~ ¢

Line —

Text

Object

Ermbedded l:bjﬁct are docurments
Fil h

=
document.

Fig 4.1 object tab

2. Then, select “Create New” to embed a new blank file. Remember, only file types are shown
in “Object type” that can be embedded in the Excel worksheet.

[0 Disprax as ican

Imnserts a mnews Bitmap Imags object into

wour document.

Cancel

Fig 4.2 object type

3. Now, choose a file type to embed. For example, we have selected a “Microsoft Word
Document,” now click “OK.”
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O bject

W
X

Create Pewr Create from File

Oaject Ty e

Plicrosoft PowerPoint Presentation .
Picrosoft PowerEocint Slide

o
O penDocurment Presentation
O penDocument Text

S rganization Chart SAdd-in for PMicrosoft Office programs ~ [ OkSismiaw a5 iconi

Result

- Imsaerts a mawwew PMicrosoft WWo T
P -

Make sure to check “"Displaw as
fcon™ to displaw only the Ffile
jcomn instead of entire Ffile
Comtent (refer Steps OL) .

Fig 4.3 display as icon
Step 1: Select “Text” from the “Insert” tab and click “Object.”
I Insert P -~ ~ Developer Help A2 Tell me what you want to do =5 Share = Comments

o ol "ﬁm"j'_*--ﬁ = @ | ~ 9!
3D

L]
Hlustrations Line Column Win/ Slicer Timeline En! - W Text Symbols

- Map ~ Loss - -
Tours Sparklines Filters Links Comments
Al 5 < L]
Header Wordart Signaturdl Object
1 J K L M ™ ¢ Ehjx & Footer - Line -
Text
Object

Embedded objects are documents
or other files you hawve inserted into
this document. Instead of hawving
separate files, sometimes it's easier
to keep them all embedded in a
document.

Fig 4.4 text

Step 2: Select “Create from File” and click “Browse” to embed an existing file into the worksheet.

Remember, only file types are shown in “Object Type” that can be embedded in the Excel
worksheet.

Cihject

Create Mew | Create from Fie |

File name:

.

[ ] Link ta file

|| Display as icon
Result

-

Imserts amn icon that represents the -
Eﬁ cantents of the file inta your docymeent.

-
-
- % You can change the

nMake sure to check “Display as icon™ display icon from this
to display only the file icon instead option.
of entire file content (step 01).

Change ican...

Cancer

Fig 4.5 browse
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Step 3: Now click “OK.” The file icon will be displayed on the worksheet.

Doulbxle Click omn
L = | L this docurment

v

rlicrosoft Wword

Dy oacurrremt
a

Fig 4.6 object icon

NOTE: If we do not check the “Display as icon” option, it will show the embedded file’s content
instead of the icon. We can double-click on the embedded file icon or content to edit the content of

the embedded file.
[ | E | F | (€] | H | 1 | ] | K | L
Hi, This Is a Sample File

This is a sample text. This is a sample text. This is asample text.
This is a sample text. This is a sample text. This is asample text.
Chis is a sample text. This is a sample text. This is asample text.
This is a sample text. This is a sample text. This is asample text.

0

Fig 4.7 display icon

4.2 Create a chart using selected data in the spreadsheet

Excel has several different types of charts, allowing you to choose the one that best fits your

data. In order to use charts effectively, you'll need to understand how different charts are used.

Types of Charts
I /
l o —
‘ - T
, _ LS

Fig 4.8type of chart

Page 68 of 89 Ministry of Labor and Skills Operate Spreadsheet Date: September
Author/Copyright Application 2022
Version 1




ol 9P e A
| MINISTRY OF LABOR
o AND SKILLS

Excel has a variety of chart types, each with its own advantages. Click the arrows to see some of the different types
of charts available in Excel.

Column

5140000

= Classics.
Mystery

= Romance

560,000 = Sci-Fi & Fantasy
= Young Adult
540,000
B I I I I I I
- | B Nl u A=l i
2008 2009 2010 2011 2012

Fig 4.9 column chart
Column charts use vertical bars to represent data. They can work with many different types of data, but they're most
frequently used for comparing information.

5140000

5120.000
5100,000
= Classics
580,000 Mystery
= Romance
S50,000 m Sci-Fi & Fantasy
= Young Adult
540,000

520,000

2008 2009 2010 2011 2002

Fig 4.10 line chart
Line charts are ideal for showing trends. The data points are connected with lines, making it easy

to see whether values are increasing or decreasing over time.
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Classics,
$18,580

Young Adult, 535,358 = Classics
Pystery
= Romance

Sci-Fi & Fantasy,
$16,730 = Sci-Fi & Fantasy

= Young Adult

Romance, $24,236

Fig 4.11 pie chart
Pie charts make it easy to compare proportions. Each value is shown as a slice of the pie, so it's

easy to see which values make up the percentage of a whole.

——
—
2012
——
I
—
2011 —
= Classics.
— Pysteny
—

2010 | IE—— - ROrnErce
— = Sci-Fi & Fantasy
T = Young Adult
——

2009 I
I —

—
2008 EE—
——
S0 $20,000 $40,000 S$560,000 $80,000 5100000 5120000 $140,000

Fig 4.4 bar chart

Bar charts work just like column charts, but they use horizontal rather than vertical bars.

Fig 4.12 area chart
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Area charts are similar to line charts, except the areas under the lines are filled in.

Fig 4.13 surface are
Surface charts allow you to display data across a 3D landscape. They work best with large data

sets, allowing you to see a variety of information at the same time.

In addition to chart types, you'll need to understand how to read a chart. Charts contain several

different elements, or parts, that can help you interpret the data.

Book Sales

$140,000
$120,000
v $100,000
=
3 $80,000
— 340,000 II
20,000
° s N CT™ | N H m=l I L]
Classics Mystery Romance Sci-Fi & Fantasy Young Adult
Genre
o January February B March B April B May

Fig 4.15 insert data in to worksheet

To insert a chart:
1. Select the cells you want to chart, including the column titles and row labels. These cells will be the source

data for the chart. In our example, we'll select cells AL1:F6.
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Bd January B rebruary B March B April B May

$78,970 $82,262 $48,640 $49,985

Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355

Fig 4.16 source data

2. From the Insert tab, click the desired Chart command. In our example, we'll select Column.

Insert Page Layout Formulas Data Review View Design
EEE [~ | o gl 1" -
M Store
1 e 12 alhe - i -
ded Table Pictures Online - 3 My Add-ins -H Recommended & -
2s Pictures Charts
Ilustrations Add-ins Charts

Fig4. 17 chart command

3. Choose the desired chart type from the drop-down menu.

- => ENEEE N - 2" — ] — T T | ———
= 22— «acrlearwsrs
Recorm rm e ool e ol

e T e | \MH 1

= - o losrwnrs

= e 0 fn e PR IFRFR OO
= SAO0.C . . e
i N ] S a4, <
e = I—'—I| | I 1 ‘ Lo
= l ! ! ! -
= -1 Eoar
e - E— CE—
E — (] r . — [ . [ E—
- — I_I_Mc:-—e o luarmrn CChiarts...
Fig 4.18 chart type
4. The Selected chart will be inserted into the worksheet.
A B < [=} E F <} H | | |
; Classics = s18,580 249,225 %£16,326 $10,017 526,1;4
3 Mystery S78,970 s82,262 s48,640 549,985 573,428
4 Romance 524,236 5131,390 579,022 571,009 581,474
5 | Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355 517,686
6 | vYoung Adult $35,358 $42,685 520,893 516,065 $21,388
7 [=> - O L )
a8 Chart Title ‘ -+ ‘
190 $140,000 ‘ - ‘
:; £120,000 ‘Y ‘
12 "sa0,000
15 < s60,000 I I III @
16 $40,000
17
1 s mimsll II Eim=N T
e —— mystary  momance Seiri & Fantasy  vouns Adult
21 | 0 mlanuary ™ Februar v = March == April = May
2z (=) L=}
Fig 4.19 select chart on worksheet
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If you're not sure which type of chart to use, the Recommended Charts command will suggest

several different charts based on the source data.

Insert Page Layout Formulas Data Review View D Tell me
| | L~ | nn - 0D - " -
5 Ml Store =
E&S Ll;l Lt%'? = n® 00— ullle - Wi -
ided Table Pictures C_)nllne i~ B My Add-ins - E Recommended R e
es Pictures Charts I}
llustrations Add-ins Charts

Fig 4.20 Recommended chart

Chart and layout style
After inserting a chart, there are several things you may want to change about the way your data
is displayed. It's easy to edit a chart's layout and style from the Design tab.
« Excel allows you to add chart elements—such as chart titles, legends, and data labels—to
make your chart easier to read. To add a chart element, click the Add Chart

Element command on the Design tab, then choose the desired element from the drop-down

menu.
A:.= C%:--—t ‘;—izl.ll,la.lr:-.; C::T‘;-;te = Elmall -:-l-ll P — = Wliil :—_

Elerwae=rat — L canrc e a® — e b e = —
LoPi, s e

-

e = T R — = -— e

mte bt - N T e

[ W e | -— |i {0 | |' e e e T e e —

B r == [= Q. - . N e

o —— -— I B T e e e
-— L . T L E T b R — ey i

[FETESTE L e ey = e

— B
| —— == L

7

| L =

Fig 4.21 chart chart layout
To edit a chart element, like a chart title, simply double-click the placeholder and begin typing.

8 o e e —— = =)
= P Book Sales!

10 e :N

11 £140,000 A

1= 120 000 [Shart Title |

= :?-JJ'_]U 000

1< -

15 S80,000

16 <O sso,000 <>
iz Sa0,000

18 - -

= e | | i

20 so [ I ™ N m=l . | .

21 Classics Py stery Romance Sci-Fi & Fantasy Young Adult

;g - January February mMarch mApril = MMay

= o L= L

Fig 4.22 chart element
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If you don't want to add chart elements individually, you can use one of Excel's predefined layouts.

Simply click the Quick Layout command, then choose the desired layout from the drop-down

menu.
m rH == - -
el =t = =t e ey O | [T | [ | [T
Elermermt — Laycouut — @ Coaoaloaors — - S -
—Fva=art L= - .
Chia et =l O e = 1] [ !_||1 _| |I.|
e —
. | =5
= CTlassi II vu— —l II_I =1 I | | Ililh_l 1 - I |—| I |—| =
i Ly W Loyt = 5_:_:
Rormm s = = a
= Sci—Fi | |_| | |_| = || 1 L |:| | |_| . =
(=] ha=Jwh ol =
= =1 =1
= ER NSRS RN ENTE
= i >
O

Fig 4.23 Quick layout
Excel also includes several chart styles, which allow you to quickly modify the look and feel of
your chart. To change the chart style, select the desired style from the Chart styles group. You can

also click the drop-down arrow on the right to see more styles.

Bookstore Sales - Excel

Insert Page Layout Formulas Data Review View Design Format Q Tell me what you want to do...
o ° P S
change |5 o ol llocmae | it U i e 2 LBl g lollaine = doallilh Bl aaien = s ol o -
Colors ~ — —— - ik
Chart Styles
~ Style 8
f,\‘ yle

| B (& D E F I G H | J K

| BlJanuary

Fig 4.24 Chart style
You can also use the chart formatting shortcut buttons to quickly add chart elements, change

the chart style, and filter the chart data.
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Book Sales +
$140,000 )
$120,000 -
$100,000 Y
$80,000
Q s60,000 Q
$40,000
$20,000 II I
o | | I T [
Classics Mystery Romance  Sci-Fi & Fantasy Young Adult
W January February ®mMarch ®April ®mMay

O O O

Fig 4.25 add chart element
There are many other ways to customize and organize your charts. For example, Excel allows
you to rearrange a chart's data, change the chart type, and even move the chart to a different
location in a workbook.
To switch row and column data:
Sometimes you may want to change the way charts group your data. For example, in the chart
below Book Sales data is grouped by genre, with columns for each month. However, we could
switch the rows and columns so the chart will group the data by month, with columns for each

genre. In both cases, the chart contains the same data—it's just organized differently.

Book Sales
$140,000
$120,000
$100,000
$80,000
$60,000
$40,000 II |
$20,000
o 1 | I (T I Il
Classics Mystery Romance  Sci-Fi & Fantasy Young Adult
M January February ®mMarch ™ Aprii ®May
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1. Select the chart you want to modify.

2. From the Design tab, select the Switch Row/Column command.
Chart Tools

Design Format @ Tell me what you want to do...

nnnnnnnn

I ZI_.I. B I. : - : - lJ IIIl JII. .‘I = : I'l'.ilg .|i|1l|||.\“:l Im

Switch Row/ Select Change
%Column Data Chart Type
les Data Type

Fig 4.26 switch row /column
3. The rows and columns will be switched. In our example, the data is now grouped by month,

with columns for each genre.

Book Sales
$140,000
$120,000
$100,000
$80,000
$60,000
$40,000
$20,000 I I I
o |1 I [ il ol “
January February March April

M Classics Mystery B Romance M Sci-Fi& Fantasy ™ Young Adult

To change the chart type:

If you find that your data isn't well suited to a certain chart, it's easy to switch to a new chart
type. In our example, we'll change our chart from a column chart to a line chart.

1. From the Design tab, click the Change Chart Type command.
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Chart

Design Format Q@ Tell me what you want to do...

olllillonaln = 'El‘l!!d!J,IIF.'FS!.'!H

Column

Fig 4.26 chart type command

Data

21 G S o)

Switch Row/ Select = Change Move

Data Char@pe Chart
Type Location

2. The Change Chart Type dialog box will appear. Select a new chart type and layout, then

click OK. In our example, we'll choose a Line chart.

|

Change Chart Type

Recommended Charts All Charts

Recent
Templates
Column
Line

Pie

Bar

Area

X ¥ (Scatter)
Stock
Surface
Radar
Treemap
Sunburst
Histogram
Box & Whisker
wWaterfall

Combo

OK [} ‘ Cancel

Fig 4.27 chart type dialog box

3. The selected chart type will appear. In our example, the line chart makes it easier to see

trends in sales data over time.

Chart Title

$140,000
$120,000
$100,000

$80,000

$60,000

sS4 0,000 /\
$20,000 /;

———————

so

January February

Classics Mystery

Romance

———

March

Sci-Fi & Fantasy

April

May

Young Adult
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To move a chart:

Whenever you insert a new chart, it will appear as an object on the same worksheet that contains
its source data. Alternatively, you can move the chart to a new worksheet to help keep your data
organized.

1. Select the chart you want to move.

2. Click the Design tab, then select the Move Chart command.

NG - -
S "’""“ = PN _ Switch Row/ Select Change Move
S Column  Data Chart Type Chart%
les Data Type Location

Fig 4.28 move chart command
3. The Move Chart dialog box will appear. Select the desired location for the chart. In our
example, we'll choose to move it to a New sheet, which will create a new worksheet.
4. Click OK.

Move Chart ° >=<

Choose where you want the chart to be placed:

_|J @ | @ New sheet: Chart1
il [l | O Object in: Fiction Book Sales ~

| OK I} | Cancel

Fig 4.29 move chart
5. The chart will appear in the selected location. In our example, the chart now appears on a

new worksheet.

Chart Title

Chart1 | Fiction Book Sales ®

Fig 4.30 new worksheet chart
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Self-check-4
Test-1 Multiple choices

Instruction: Answer the following questions and put your answer.

1. What do you use to create a chart?

A. Pie Wizard C. Data Wizard
B. Excel Wizard D. Chart Wizard
2. How will you graphically represent expenditure in different departments ?
A. Column Chart C. Pie Chart
B. Line Chart D. Dot Char
3. What type of chart is good for single series of data ?
A. Column Chart C. Pie Chart
B. Line Chart D. Cone Chart

4. What type of chart will you use to compare performance of sales of two products ?
A. Column Chart
B. Line Chart
C. Pie Chart
D. Both Aand B
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Operation title 4.1 Import an object into spreadsheet
Purpose: -

eTo know how to work object import into the worksheet
Instruction: The Given necessary equipment, tools and materials you are follow the necessary
steps and operate each task. You have given 30 mint for the task and you are expected to write
the answer task.
Task1: open a new workbook and save the file with the name “object”to import object into the
excel. For this operation you have given 1 hour and you are expected to provide the answer on
the given task.
Tools and requirement: - ICT room, computer, Printer, A4 paper, Mouse and keyboard, Monitor,
Basic Software, Documents and pen/pencil.
Precautions: import object into excel.
Procedures:-in doing the task
Step-1: Click on start — All Application—Click Microsoft office excel 2016 — click blank
document
Step-2: click insert
Step-3: click text
Step-4: select object create new document or from existing file.

Step-4: display as icon ---->0k
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Operation title 4 import an object into spreadsheet
Purpose: -

e To familiarize type of chart.

e To know how to work create a chart select data into spreadsheet.

Instruction: The Given necessary equipment, tools and materials you are follow the
necessary steps and operate each task. You have given 1 hour for the task and you are
expected to write the answer task.

Task1:Use the given figure below (3.17) ,open a new workbook and save the file with the
name “chart” to prepare the document then create a chart select data into spreadsheet by all
type of chart. For this operation you have given 1 hour and you are expected to provide the
answer on the given task.

Tools and requirement: - ICT room, computer, Printer, A4 paper, Mouse and keyboard,
Monitor, Basic Software, Documents and pen/pencil.

Precautions: Microsoft office excel is install.

Procedures:-in doing the task

Step-1: Click on start — All Application—Click Microsoft office excel 2016 — click blank
document

Step-2: select the cell you want to chart

Step-3: from insert click chart command

Step-4: choose chart type

Step-5: select chart will be inserted into worksheet

A B C D E F G H
1 City Monday Tuesday Wednesday Thursday Friday  Saturday Sunday
2 Delhi 45 35 30 45 44 23 36
3 Pune 33 38 27 32 46 28 45
4 Banglore 44 47 46 36 37 38 32
5 'Mumbai 39 46 44 28 29 42 28
6 Nainital 27 26 36 35 39 21 44

Fig 4.31 excel document
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LAP Test 3 Practical Demonstration

Instruction I: Given necessary equipment, tools and materials you are required to perform
the following tasks within 1hours.

Instruction: The given necessary equipment, tools and materials you are follow the necessary
steps and operate each task. You have given 1hour for the task and you are expected to write
the answer

Task1: To open MS office excel 2016 then Create a new blank document and save it as
name object_chart on your desktop. Use of the following information column name

(Id, Tname,sex,age,phone number,address & date of birth),header name="WDDA” and footer
name="Next”format cell(number=General, text alignment=cent, font type=caliberia,font
styl=Bold,font size=20 and font color=green) and for column header name use appropriate
change format then based on the given information to prepare the document,Remove header
and footer custom header and footer. For this operation you have given 1:30 hour and you are
expected to provide the answer on the given.

Task?2:based on the taskl information to create a chart by using all type of chart use select
data into spreadsheet.

Task3:Adjust chart layout style

Task3:change column chart into line chart
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Unit Five: Print spreadsheet

This unit to provide you the necessary information regarding the following content coverage
and topics:

e Previewing spreadsheet
e Selecting basic printer options
e Printing spreadsheet

This guide will also assist you to attain the learning outcomes stated in the cover page.
Specifically, upon completion of this learning guide, you will be able to:

e Previewing spreadsheet in print preview mode
e Selecting basic printer options

e Printing spreadsheet or selected part of spreadsheet

5.1 Previewing spreadsheet

There may be times when you want to print a workbook to view and share your data offline.
Once you've chosen your page layout settings, it's easy to preview and print a workbook from
Excel using the Print pane.

1. Select the File tab. Backstage view will appear.

. Cut Calibri 11 - A A
E Copy  ~
Paste - m - -
* Format Painter B = u I <> —
Clipboard L= Font =
Fig 5.1 file tab

2. Select Print. The Print pane will appear.
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Fig 5.2 Backstage

Click the buttons in the interactive below to learn more about using the Print pane.

Excel2016 FagelayroutPrint Practice - Excel

Copies: 1 =

Lescrmark RAX3 100N

Settimngs

| | Print Active Sheets

0=t
(mefr=t

Page Setup - 1 afs =

Fig 5.3 print pan
Show Margins / Zoom to Page
The Zoom to Page button on the right will zoom in and out in the Preview pane.

The Show Margins button on the left will show the margins in the Preview pane.

|||||ET]
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5.2 Selecting basic printer options to printing spreadsheet
1. Navigate to the Print pane, then select the desired printer.
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3 = - | W oo A D= el == Wl
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P rirat e FFile

Fig select printer name
2. Enter the number of copies you want to print.

— rirmt
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e

it

Frirmter
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Fig 5.5 enter number of copy
3. Select any additional settings if needed (see above interactive).
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4. Click Print.
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Fig 5.6 click print
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Self-check-5
Test-1 Multiple choices

Instruction: Answer the following questions and put your answer.

1. To print a document, press
A. Ctrl+ P
B. Alt+p
C. Tab+P
D. None of these
2. To see the document before the printout is taken, use
A. Print Preview

B. Format pointer
C. Cut
D. Paste
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Participants of this Module (training material) preparation

No |Name Level | Field of Organization/ Mobile E-mail
Study Institution number
1 | Abel A | Computer | MOLS 0911776728 | Ab.smart99@gmail.com
G/Egziabher Science
2 Endalew A IT Debremarkos 0913305454 | crouchkecho@gmail.com
Kassa PTC
3 | Frew Atkilt A | Network & | Bishoftu PTC | 0911787374 | Frew_at@gmail.com
Information
Security
3 | Getnet B IT Nefasmewucha | 0922550906 | Getnetalemu783@gmail.com
Alemu PTC
4 | Remedan A |ICT Harar PTC 0913478937 | remedanm77@gmail.com
Mohammed
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