:,\ a3FgIH
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of manual spreadsheet?

Answer:
(i) Unlike manual spreadsheets, electronic spreadsheets have sophisticated analysis tools as well as
graphical presentations of data. ® -t

(i) Unlike manual spreadsheets, electronic spreadsheets have superior editing and formatting tools

as well as various styles and layouts. W
‘ ’\ o

(iii) They have inbuilt recalculation functions th_at‘acﬂustxalues automatically when changes are
made in the spreadsheets, which is nonexistent in manual spreadsheets.

a\)
(iv) The quality of the work is very high because‘such work is neat and legible compared to paper,

pencil and eraser work. (\\\\
-3

(v) It takes the advantages of computervsystem such as accuracy, high speed and versatility.

P o
(vi) Electronic spreadsheet has a large sheet for data manipulation.

For instance, in Ms Excel 2003, there are 255 columns and 65536 rows in a single sheet. Ms Excel
2010 has 16384 columns and 1048576 rows.

« YW

(vii) Takes advantage‘of large secondary storage devices in a computer to store voluminous data.

Q.n e workbook and worksheet what is difference between

th)%r
Answer :

Understanding a Worksheet

The worksheet in a Microsoft Excel 2010 file is a single spreadsheet consisting of rows and
columns. When you first launch Excel and are presented with a view similar to the one below,
then the majority of the screen is taken up by the default worksheet.
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The name of your first worksheet is Sheetl, if your Excel program is still using the default
settings. Your worksheet typically contains a series of rows that are identified with n§mbers at
dow.
ram.

the left side of the window, and columns that are identified with letters at the top
This is the default setup in Excel 2010, and is the most commonly used structur;
Understanding a Workbook

A workbook in Microsoft Excel 2010 is the entire Excel file (typically idegtific with a file type
of .xIs or .xlIsx). If you see an Excel file in your My Documents f§d n that file is a
workbook.

okl - b sample Bxcel « | 43 [l Search sompie£.. B &
Organize v (] Open ~ Bum =
7 Favorites B

1. old-desktop-files
B Desktop

“Zl Recent Places

& Downloads

I Dropbox

& OneDrive

% iCloud Photos

My Excel Info Title: Add a title
XLSX File

A new Excel file will have a def8 J of Bookl, although that can later be changed when you first
save the file. Your workb t of multiple worksheets (a new file in a default Excel installation
Il as information about the file itself, including macros, author names,
and more. But evgn | ly one worksheet in your Excel workbook, then that entity would still be
called a workb cause it has the capacity to hold more worksheets.
Differenc a Worksheet and a Workbook in Excel
Perhapgyt 1e§ way to understand the difference between a worksheet and a workbook is to
thin i rMs of pages in a book.
orkbook is the entire book, while the worksheet is a single page within that book.
workbook can contain, at minimum, one worksheet, and up to a very large number of
worksheets that is only limited by the available memory on your computer.
3. Worksheets can be added, deleted or renamed within the workbook.
4. You can also rename a workbook without affecting the name of any of the worksheets.
5. You can toggle between worksheets within your workbook by clicking the sheet tabs at
the bottom of the window.
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Q.no 3 Explain active worksheet.
Answer:

In spreadsheet programs such as Excel or Google Spreadsheets, the active cell is identified by a
colored border or outline surrounding the cell.
1. The active cell is always in the active sheet.

2. The active sheet or current sheet is the worksheet containing the active cell. Like the
active cell, the active sheetis considered to have focus when it comes to performing

actions that affect one or more cells — such as formatting — and the changes\ccur to
the active sheet by default.

The active cell and sheet can easily be changed. In the case of the Neither
clicking another cell with the mouse pointer or pressing the arrow 0 eyboard
will both result in a new active cell being selected.

Change the active sheet by clicking a different sheet tab with the ou nter or by using a

keyboard shortcut.
a2 u  E 5| oamer
A B c D E

SalesRep Region # Orders Total Sales
Bill West 217 571,107
|Frank  West 268 582,507
|Harry  North 224 591676
Janet MNorth 286 577858

4
Joe  South 226 565,606 \
Martha East 228 $79.017
|
8 |Mary  West 234 $87,967|  — )

10 Ralph  East 267  $90,302

{ Celf and
11 Sam East 279 567,738 e
12 Tom  South 261 599,89 Sheat
13 February Total $B13,674 highlights

14 | in Excel
15

16
AT
4 ¢ .| (ookeshopdsts | Jan s J00E | Feb Sales 2016 Mo tses oLk Apr N

Q.no 4 what are fo as and how are they created?
t

Answer:

A formula is an 1§n telling the computer what mathematical operation to perform upon a
specific valu n referring to computer software, formulas are most often used
in spread Spge rams, such as Microsoft Excel. Using formulas in spreadsheets can allow you
to quggk alculations and get totals of multiple cells, rows, or columns in a spreadsheet.

Inshe c®elow is an example of a Microsoft Excel formula =SUM(A$1:A$3), which adds
the to f cells A1, A2, and A3. In this formula, SUM is the function of the formula.
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How to make a simple Excel formula by using constants and operatoye \S
In Microsoft Excel formulas, constants are numbers, dates or text values tha irectly
in a formula. To create a simple Excel formula using constant, just do the fi Ny
1. Select a cell where you want to output the result.
2. Type the equal symbol (=), and then type the equation you wagt ¢ e.
3. Press the Enter key to complete your formula.
Here is an example of a simple subtraction formula in Excel:
How to write formulas in Excel using cell referen
Instead of entering values directly in your Excel fo , cai¥refer to the cells, containing

those values.
For example, if you want to subtract a value in w\ oMthe value in cell A2, you write the

following subtraction formula: =A2-B2

X

il Revenue Expenses  Netincome N
5700

W type the cell references directly in the formula, or click

When making such a formul
the cell and Excel insert. a corresponding cell reference in your formula. To
add range referencg, N C the range of cells in the sheet.

To add a cell reference to
the formula, click the cell.

e — — ]
No&%&&ault, Excel adds relative cell references. To switch to another reference type, press
the F4 #ey.

A big advantage of using cell references in Excel formulas is that whenever you change a value
in the referred cell, the formula recalculates automatically without you having to manually
update all the calculations and formulas on your spreadsheet.
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Q.no 5 Define pivot table and explain its usage.

Answer:

A pivot table is a summary of your data, packaged in a chart that lets you report on and explore
trends based on your information. Pivot tables are particularly useful if you have long rows or
columns that hold values you need to track the sums of and easily compare to one another.

How to Create a Pivot Table

Enter your data into a range of rows and columns.

Sort your data by a specific attribute.

Highlight your cells to create your pivot table.

Drag and drop a field into the "Row Labels" area.

Drag and drop a field into the "Values" area.

Fine-tune your calculations.

Example

A B , C | D | E

~|Order ID Product Category Amount Date Country
1lCarrots Vegetables 54,270  1/6/2016 United States
2 Broccoli Vegetables 58,239 1/7/2016 United Kingdom
3 Banana Fruit 5617  1/8/2016 United States
4 Banana Fruit 58,384 1/10/2016 Canada

5 Beans Vegetables 52,626 1/10/2016 Germany

& Orange Fruit 53,610 1/11/2016 United States
7 Broccoli Vegetables 59,062 1/11/2016 Australia

| & Banana Fruit 56,906 1/16/2016 Mew Zealand
10 | 9 Apple  Fruit 52,417 1/16/2016 France

11 AN Al e aid e B L T | Aafrefnte Camadda

Insert a Pivot Tabp\ \)"

To insert a pivot table, execute the following steps.

R IR = I L B R T R N R

W oo

1. Click any single cell inside the data set.
2. On the Insert tab, in the Tables group, click PivotTable.

o3 o
T
PivotTable Recommended Table
FivotTables

Tables
The following dialog box appears. Excel automatically selects the data for you. The default location for a

new pivot table is New Worksheet.
3. Click OK.

Sort

To get Banana at the top of the list, sort the pivot table.
1. Click any cell inside the Sum of Amount column.
2. Right click and click on Sort, Sort Largest to Smallest.
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Copy
[z Format Ceis..,
Mumber Farmat..,

~ RETIESn

i@ Vaiuc FoidScitings..
PivotTabie Optiors...
Result After sorting is given below
A | B | C
L |Country (All) E|

Row Labels - Sum of Amount
Banana 3402‘35'
» |Apple 191257
Brocooli 142439
7 |Carrots 136945
3 |Orange 104438
Beans 57281
Mango 57079
Grand Total 1029734

Filter NN

Because we added the Country field to the Filters area, we can filter this pivot table by Country. For
example, which products do we export the most to France?

1. Click the filter drop-down and select France.

Result. Apples ‘@@gmain export product to France.

A | B | ¢

L |Country France %

Row Lahels Sum of Amount
Apple 80193
Banana 36094
Carrots 9104
Mango 7388
Broccoli 5341
Orange 2256
10 |Beans oa0
11 |Grand Total 141056

12
Note: you can use the standard filter (triangle next to Row Labels) to only show the amounts of specific

Tl il Bl ol ol ol Bl Al |

products.
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Q.no 6 What is auto sum in Excel?

Answer:

The AutoSum feature makes it very easy to total rows and columns using the SUM worksheet
function.

There is a special command button on the standard toolbar that will allow you insert the SUM
function very quickly.

This command button is known as the AutoSum button.

Step: 1. Click on Home button
2. Click on Auto sum button in Editing Group. N

Standard

= -

Surn

Average
Count
Max

Min

More Functions. ..

You can quickly enter the AVERAGE, COUNT, m functions by expanding the drop-
down menu.

The "More Functions" button displays the (Igse ction) dialog box.

You can also use the shortcut key (Alt + iclly sum the adjacent cells.

Q.no 7 What is Excel Sort & Fi

Answer:

The sorting tool allows you tges , number, alphabetic order and more. In the following
sorting and filtering and show some advanced sorting

techniques.

rder Numbe
333222 John Smith . 2/3/2016 | Eastern Company
333221 Rachel Adams 2/2/2016 | Western Company
333223 John Smith X 2/4/2016 | Eastern Company
333220 Cheryl Myers 2/1/2016 | Southern Company
333119 Rachel Adams .00 |1/31/2016 | Northern Company
333224 Michael Brent 2/5/2016 | Northern Company
333118 Cheryl Myers 1/30/2016 | Western Company
333225 Dylan Rogers | $500.00 | 2/6/2016 | Eastern Company
333117 Michael Brent| 5600.00 |1/29/2016 | Southern Company
333226 Cheryl Myers | $700.00 | 2/7/2016 | Northern Company
333116 Rachel Adams| $100.00 |1/28/2016| Western Company
333227 John Smith | $500.00 | 2/3/2016 | Eastern Company

As you can see, the order dates, order numbers, prices, etc. are all out of order.
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Sorting Data
Let’s say you had the spreadsheet above and wanted to sort by price. This process is fairly
simple. You can either highlight the whole column or even click on the first cell in the column to
get started. Then you will:
1. Right click to open the menu
Go down to the Sort option — when hovering over Sort the sub-menu will appear
. Click on Largest to Smallest
Select Expand the selection

. Click OK ®
Filtering Data \\

The filter feature applies a drop down menu to each column headipg,\INW1ltg you to select
specific choices to narrow a table. Using the above example, let’{say Woulwvanted to filter your
table by Company and Salesperson. Specifically, you want he)number of sales Dylan
Rogers made to Eastern Company. %

To do this using the filter you would: %
1. Go to the Data tab on Excel ribbon %
2. Select the Filter tool %
3. Select Eastern Company from the drop %
4. Select Dylan Rogers from the Sal %o own menu
Q.no 8 how will you insert ve sheets from workbooks in excel?
Answer:
Insert a worksheet <
e Select the 5 icor™® the bottom of the screen.
e  Or, select owe > Insert Sheet.

\

‘m. —3|
J h EElljj EEK = EAutDSum
& g ] Fill -
Formatas Cell Insert Delete Format

Table~ Styles~ - - - & Clear~

Styles E‘I‘ Insert Cells...

El: Inzert Sheet Rows

Ut Tncert Sheet Columns

Q Insert Sheet h’
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Delete a worksheet

¢ Right-click the Sheet tab and select B Delete.
e QOr, select the sheet, and then select Home > Delete > Delete Sheet.

Eﬁ %EEI % :{i}:j 2 AutoSum - %Y

== [§]Fill-
. Cell Insert  Delete Format Sort &

Styles~ - - - L Clear~ Filter

Eﬁ Delete Cells... fiting

22 Delete Sheet Rows

Lid

3 Delete Sheet Columns

X Delete Sheet b

Q.no 9 defines any 5 functions of spreadsheet my

Answer:

A function is a predefined formula that performs gglcul®ons¥using specific values in a
particular order. All spreadsheet programs inclu on tunctions that can be used for
quickly finding the sum, average, count, maxi Iu%, and minimum value for a range of
cells.

P o\

=SUM(A1:A20)

Equal Function
sign name

\‘

Ther ty of functions. Here are some of the most common functions you'll use:

Using fi 1

AGE: This function determines the average of the values included in the
gument. 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.

31.\( )'his function adds all the values of the cells in the argument.
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