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What is Microsoft Excel?
AT T T GRS RCTRG P (LI T R ©I6T HER 8 AEH 41 (A |
T ACTPSTE AT € AT AT 7 1o |

How to open Excel?

Click on Start>All programs> Microsoft Office> Microsoft Excel

What is a column?

SI=—— Workbookl
A | B | C
1
F
3
4
5
6
7
8
[ 4]» [ H]\ Sheet1 / Sheetz / Shee{|&] 1l

Toitzw =f7te A, B, C, D S Aol Se=itd T &1 27 |

What is a row?

=0 Workbook1
A [ B [ C
1
2
3
4
5
&
Fi
8
] A[r ] Sheet1 /Sheetz 7 Shee{[<a]

TR 'S 1,2,3,4 sl el wextee I @1 77 |
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What is a Cell?

Workbook1

T
L

&~
=1 00| mad | P | L1 | | M |3 =

A ¥ | M Sheet1 /Sheetz 7 Sheef [<E[I]
fafwe serw @ fSfwe @9 903 Cell T @ |@WWWB 8 @6 93
TGRS! A wH T GI (6 G |

How to move Selection in the field?

W &4 cell @ fga FF:

Press Right arrow> 1P ©HWS AT

Press Left arrow> S INWE TS

Press Up arrow> SR S Mis A

Press Down arrow> <11 953 s 9t

“Home” key 123 ST SIPLI (7o T A TS B A |
“Ctrl+Home” key @3 ST SFA61 G Al @ B S |
“CtrI+End” key 125 301 SUIS67 (376 BI5T RFFET (¥ G0 50T [N |
“Ctrl+Down Arrow” key T2 9 SHIPLI (T QI (I ({1 T BCa
S |

“Ctrl+Up Arrow” key 123 ¢ SHIHG1 (T &2 (1 T 50 A |
“Ctrl+Page Down” key 125 FC31 SHIF0I (T GIEE AFS! A6 @ BT
T |
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“Ctri+Page Up” key T2 S0 S5 G771 (ST ST A & 577 QNG |-

il

How to enter data in a spreadsheet?
G *Are A foqt «iTst TibT G 23
5. G $o

3. ©I5T 5igA 41

©. Enter 18 &1

TG QIR IAT:
“Enter” key &% 3907 T6l (€ 27 G2 WO G (FFCF© (et 0o
(TCT BT ST |

“Tab” key (&% ST 6] (IF6 TF AR WHG T (TFCFS CTETH O (10T
50T ST |

“Arrow” key 12 90 Tib] (FFC &Y QIR WG @ @AW SuiE! Weai=t
ST T GTMCS A TR |

“Esc” key T2 90 Tib] (A€ 91 ‘A T el 27 G3R 932 G0 2117 ©io]
@ T4 T |
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What is Cell reference in Excel?

J Ly The cell reference

1

s

= of the active cell B2
4
5

T CIER SR meeik o3 F99 & Cell reference 93 e

2 (BAER BRCS A B 8 @1 2 G99 TYS] Ok 7o GFf6 (O] QIR G ([ 7
B2 |

How to create and save new Excel document?

Click on File> New

Click on File> Save> Give a file name> Click on My Document> Click
on Save

How to open and close Excel?

Click on File> Open

Click on File> Close

Make the following table in Excel and save it in *“ My Document”?
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A B c Field names s
1 [ College Enrollment 2005 - 2006 o
2
3 IStl.l{I-&nt 1D Last Name Initial Age :Pn:rgraml
4 ST348-245 | Smith B 21 Drafting
5 | 5T348-246  |Wilson - 19 Science
B | ST3458-247 Thompson = 18 Business
Y ST348-248  |James O 23 Mursing
g |3ZT3458-249 |Ramirez A a7 Science
9 ST348-250 | Graham T. 20 Arts
10 | =T348-251 Rosen . 26 Business
11 | 5T343-252 |Hirsch W 22 Arts
12 1 5T348-253  Russell E. 20 MNursing
13 | ST348-254 | Robitaille k<. 19 Drafting
Types of Data in Excel
Excel spreadsheet @ F«7Te foe €A77 ©I51 @FC F41 T:
» Labels : Text
» Constants ; Number
» Formula : Mathematical equation
JCGT & ¢ IR RS
data types examples descriptions
Name or Wage or  anything that is just
LABEL

Days text

CONSTANT S5or3.75 or-7.4 any number

FORMULA =543 or = 8*5+3 math equation
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What is Label in Excel? e

» Label @ 319 Headings @3 10 <IN 91 ©GT 41K |

> Label 327l @32 %9 I« FA0© A |
> JITRFRMA IR ARLTS Label I727 71 T | «re I”2a41 Label

T8 TG SIS TS 117 |
A | B [ C [
1 | computer ledger
i car loan $12,000.00
_ 4 | interest 9 E0%
5 | # of payments &0
i FMonthly Pmt. $z252.61
T9t7 fota Label @teT 26

computer ledger

car loan

Interest

# of payments

Monthly Pmt.

What is Constant (Value) in Excel?

> Excel @ Constant I5Ce AW T«F A =7 |
» Constant RSy €709 = AMF @%=: dollars, percentages, months

goyii | A B [ C [
1 computer ledger
2
5 car loan $1z2,000.00
4 interest 9.60%
o # of payments =1
[
7 Manthly Prt. $252.01

©ota7 ot Constants 20 T4
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> $12,000
> 9.6%
> 60

What is Formula in Excel?

> Excel @ Formula 35cs “ifafes A I =7 |
» Formula =52 equal (=) sign M@ w Fa00 23 |

= 10 = | B r U |= 3
H_E'_—Eéai“*aﬁ'“j%' e )
E };' = | C

__
L =

rrcd 3 showvsm
i '[|‘|-— FormLui=s Bar

» Formula =12 equal (=) sign M w Fa00 23 |
> T GIe SNl ©6e (91te 512 Formula S9¥73 @ (7ts 10 201 | 409 |

What is Cell References in Formulas?

Arial « 10 = U = =
1 -
al | D
1] a N
2 2
i | the formula in C1

contains cell references
not numbers

> Excel spreadsheet @ @ &9 @1te w3« i &« Cell Reference
IR T I | SR T ¢7te 512 Formula SR*12 @ G 740 7(F |

> Cell Reference, column letter €32 row number €3 FTF 9 |
@=: Al, B3 To7if7 |
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et ->  Subtraction -> Minus sign ( - )
e > Addition -> Plus sign (+)

& ->  Multiplication -> Asterisk (*)

o] > Division > Forward slash (/)
aeeAEREE > Exponentiation - > Caret (*)
FITTRS IS &

FIHITALRS BICSF T T A 7RG A 2e; BEDMAS *i6 W0 14T | @
*tre Afefb orwe e e Fieamets R =3:

Brackets

Exponents

Division

Multiplication

Addition

Subtraction
TSR G (A I TR (@ U 0 &, S T@ e Exponents,
Division, Multiplication, Addition €3 Subtraction 43 1% |

THIRAN: +9=¢
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A3 v i
A R C D il
1] 3
2 2
3 ] |\
4 Enter the data before
you type the formula
ARTHFA S: To! 5i37 T4
> Cell Al @ f§F 37 > 5137 ©
> Press “Enter”
> Cell A2 @ f§5 39 > 5139
> Press “Enter”
swme® 2: Equal (=) sign 5129 <1
3l v X =
A _ B o O
4] 3

3|
4

> CellCl @ f55 32

Excel formulas ALWAYS start
with the equal (=) sign

smewst ©: Cell Reference 5137 &1

=
almM
A
1 3
o
3
4

B

> 5139 =
VR %
+ M J A =ATHAD
08 ]
|=A1+.f-\2 !

\ cell &2 is added to the

formula by "Pointing”

Cell C1 @ Equal (=) sign 5137 391 =,
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www.chittagong-it.com
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> Cell Al @ 35 39 |
» Cell C1 ¢ Plus (+) sign 5125 94 |
> Cell A2 @ fg= 39 |

» Press “Enter”

Cell C1 @ &3 ¢ Wl TItF |

How to Subtract Numbers in Excel? (403t Feirg R Fa0e 231?)
IS RS FACS AN F0oa T TR T4

T =Al - Bl
G5t @R 1
> Cell Al @ 5139 39 20 |

> Cell Bl @ 5139 ¥4 do |

R vt
> Cell C1 @ Equal (=) sign 512 ¥ 9 |

» Cell Al @ T35 39 |

> Cell C1 9 Minus (-) sign 5187 3 |
> Cell A2 @ fgo 39 |

» Press “Enter”

Cell C1 @ T84 So (M4 TF |
How to Multiply Numbers in Excel? (903 POl @« 390 T37)
GTIC o FACS S| 767 TR FIRRE T2

w
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=Al *B2
5! @R 1
> Cell Al @ 5139 99 20 |

> Cell Bl @ 5139 34 S0 |

o
» Cell C1 g Equal (=) sign 5184 39 |

> Cell Al @ 55 37 |

> Cell C1 @ Asterisk (*) sign 5129 99 | =3 «@rIea Asterisk (*) sign
RIS QM =T |

> Cell A2 a g5 37 |
> Press “Enter”

Cell C1 @ T&F 200 M4 TF |

How to do division in Excel? (903t fFeits ot Fate 23?)
AT 17 FACS AT oo T WIRQ A<
T
=Al /B2
Ti5! FealR 4l
> Cell Al @ 5137439 0 |

> Cell Bl @ 5139 34 S0 |

o 4l
» Cell C1 g Equal (=) sign 5184 39 |

> Cell Al @ 55 37 |
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> Cell C1 4 Division (/) sign 512" F4 |
> Cell A2 @ 3% 39 |
» Press “Enter”

Cell C1 @ T&d 2 W T |

vorn A

TS AT S BTt B3t
A B
1 5 3
2 7 4
T 3 8 b wm e g

Referenced Data St cisl, feasl, @« @ O 91 |

« Al (column A, row 1)=35
« A2 (column A, row 2)=7
« A3 (column A, row 3) =8
« Bl (column B, row 1) =3
« B2 (column B, row 2) =4
« B3 (column B, row 3) =6

Operation Symbol | Constant Data Referenced Data | Answer
Multiplication * =5%6 = Al * B3 30
Division / =8/4 =A3 /B2 2
Addition +  =4+7 =B2+ A2 11
Subtraction - =8-3 = A3 - Bl 5

How to select Cells?

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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> @@ Cell Bree1g F9t® keyboard S mouse R S0 T |
> 25 @32 (17 Cell Fers ¥ @aifss Cell @3 AR P18 91 I |

> @3ifss G Cell @33 it Beeg Face 1 R 1 I 9244 Ctrl
key press 3@ Cell TR T#7 55 w1 =7 |

QI (T (06 TIoIeTE 5137l 34
A B
| 5 3
2 7 4
3 8 6
ST IM (@ FACS B, SR &S T A
=sum(Type In)
or
=sum(Click On)
To Select Tﬁ)e Click On
Al Al « clickon Al

« clickon Al

Al. A2. A3 Al:A3 + Withbutton down
C . . dragto A3

.« click on Al
Al. Bl Al-B] ¢ Withbutton down
’ . . dragto Bl

. click on Al
Al, B3 Al,B3 . typeincomma
(or hold down the control key on a PC)

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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(or hold down the command key on a MAC)” >
« click on B3

« clickon Al

Al A2.B1.B2 Al-B2 *+ Withbutton down

 dragto B2

i 2
I 25 fadifae sifdfes waser a1 Ques Fives N@=at (qF | @€=: @i,

e, &=, sio Twpi |

THIRS:
SUM function & (721 23: = SUM (D1: D6)
L= | =SUMDL1:D6)
i D E | F
>34
345 Tihwe SR
187 Farnchhacre i,

call B adcdcd=s
e e theer the
87= darr=as aim oells
=g\ Bl o DS

_ oa

T2tz SUM function, Cell D172tF D2 #14® 31 12271 @19 %@ Cell D7 @

PR |

What is Sum function?
SUM function &fsfG e @Teem FRAPRR @9 63 &g (N6 W e @i
BRIE

SUM function ¢ =13t® 27: = SUM (first value, second value, etc)

Web www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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TAIRA: QT CAITE [N0oa TGt 5139 <4

A

1 25

2 50

3 75

4 test

5

GJ7 063 G S et e ST @ief F¥4:

Example Cells to ADD
=sum(A1:A3) Al, A2, A3

—sum(A1:A3,100)  Al, A2, A3 and 100
—sum(A1+A4) Al, Ad
—sum(A1:A2, A5) Al, A2, AS

Answer
150

250
#VALUE!
75

o TR AN @ T (@, PEET Gretetea TR e G A ©F (Wi

MG AN el (19 FCAGRR TR RIS & 67 AFCT O error e |

What is Average Function?

Average Function &fefs Jffwe Gitem AAPmR @19 63 ©itad 1@ T f4ifas

(T TR |

Average Function (3 f=19t® 23: =Average (first value, second value, etc.)

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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TR QT CAITE [N0oa TGt 5139 T4

A
1 25
2 50
3 75
4 100

5
IR 53 (G3e oA Afsfs ¢ I=E F@ Average W9 (@9 F9:
Example Cells to average Answer
=average (Al:A4) Al, A2, A3, A4 62.5

=average (Al:A4, Al, A2, A3, A4 and
300) 300

110

=average (A1:AS5) Al, A2, A3, A4, A5 62.5

=average (Al:A2,
A4)

Al, A2, A4 58.33

N ([ FAR AN (A T @, PCACET Getea TR Aife @ A ©f R
FIZ® F 1 |

What is Max Function?
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Max & Maximum @3 <58 %9 | Max Function Setge @@ @ (e
T2 W &9 T O |

Max Function & f14t® 23: =Max (first value, second value, etc.)

TAIRA: QT CAITE [Noa TGt 5139 4

A
1 10
2 20
3 30
4 test
5

IR 063 GIa St efsfo @ 719=E F@ Max IF (@9 F9:

Example of Max Cells to look at ?E;

=max (Al:A4) Al, A2, A3, A4 30
=max (Al:A4, 100) Al, A2, A3, A4 and 100 100
=max (Al, A3) Al, A3 30
=max (Al, AS) Al, AS 10

What is Min Function?
Min 2= Minimum @9 3% w7 | Min Function Ptet8e e &teTl (A0S Faos

T (39 T (7 |
Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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Min Function & fei4t® =3: =Min(first value, second value, etc.) t

TAIRA: QT CAITE [0oa TGt 5139 T4

A
1 10
2 20
3 30
4 test
5

@319 fa (BIe SRt &fsio (e 719RR S Min W9 ({9 F¥4:

Example of min Cells to look at Ans. min
=min (Al:A4) Al, A2, A3, A4 10
=min (A2:A3, 100) A2, A3 and 100 20
=min (Al, A3) Al, A3 10
—min (A1, A5) ii;niz r()dlsplays the smallest 10

What is Count Function?

Count Function FPsIi3® ¢ @R 1) TGt (RESINT GTER @GN 17T (1 I
My |

Count Function & f&2te 27: =Count(first value, second value, etc.)

TAIRA: QT CAITE [0oa TGt 5139 T4
A

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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I 10 -
2 20
3 30

4 test

5

IR 063 GIa St fefs o R IR W6 ETET 12T (@9 4

E le of

xample o Cells to look at Answer
Count
=Count (A1:A3) Al, A2, A3 3
“Count(ALA3, 1 A2 A3and 100 | 4
100)
=Count (A1, A3) Al, A3 2
=Count (A1, A4) Al, A4 1
=Count (A1, AS) Al, A5 1

Count S I (R I (@, PIEICEC GESTER TR ife G A0 ©f @
T | P @1 WL = 5 A 18 AN TS eE T A |
What is CountA Function?

CountA Function Ttetde @@ @teTa S04 Tt 4RI GIeEd (N6 17 (&K

PE MY

CountA Function & f14te =3: =CountA(first value, second value, etc.)

THIZa=: GTIe (A0 fod TioIeTE 5139 51:

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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A »
1 10
2 20
3 30
4 test

5
G3R fCHa (B3 SR AfSfb G IR 63 6 (TR IR ([ F4:
Example of CountA Cells to look at Answer
=CountA (A1:A3) Al, A2, A3 3
=CountA (A1:A3, 100) Al, A2, A3 and 100 4
=CountA (Al, A3) Al, A3 2
=CountA (A1, A4) Al, A4 2
=CountA (A1, AS) Al, A5 1

Count I AT (M4 I @, PIECEC GEARTER TR Qe G A0 ©f & 77
T | T @1 L] O (g A ©F AN TGS 2 |

What is IF Function?

IF Function ¢ 31 434S *1$ 612 ¢ &ne *1$ ] *ISI7YZ 7j B 9T GAC
W (I I AT N N7 20 & G/ W o e |

If Function & feate =3: =IF (condition, value-if-true, value-if-false)

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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TAIRA: QT CAITE fIoa TGt 51 T4

A B

1 Price Over a dollar?

2 $.95 No

3 $1.37 Yes

4 comparing #  returning #

5 14000 0.08

6 8453 0.05

G317 fea (53e St &fsfo et q719=R #6@ IF Function &t 3f:
E le of IF
xamp ©0 Compares Answer
typed into column B
=IF
1s (.95>1 N

(A2>1,"Yes"Nomy S (27D 0
=IF (A3>1, "Yes"
,,NO,(,) LY 137> 1) Yes
=IF (A5>10000, is (14000 > 08
.08, .05) 10000) '
=IF (A6>10000, is (8453 > 05
.08, .05) 10000) '

[F Function IRXE I3 (@ T A1 A ©f IR AL (&7 RS AT | (T

TP (14 2 ©f 13 IASIH T FAN (SO
ved e

How to write IF Function in Excel?

R0 (1 |

Web: www.chittagong-it.com
En admin@chittagong-it.com
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IF Function &< 3 IFIf&a *$ T512 FF AWE *1$ 1 *SMYR MS] T AF KA st
W (39 0 (M W7 N1 =0 &y @079 A o w3

THIZE:

—-m{ff- y

R

The IF function in cell D1
determines if the value in cell
A3 is larger than the value in

B3
\|f U | SE]=53 %
> =IF[&3 = B3,"A is larger” "B i= larger")

| ¢

D

E | F

B is larc erl

«q1 <, column A @32 column B ¢® g b1 @IFSItR Aleite 201 TS

column D T® S1%4 (column A @32 column B ) SI9 3=t «iqelt “ihew

19 51 IF Function IR F4ce AT |
O, QT (AT NC6a TIDIRTET 5129 9 Q3L ALTHe I

23
a0
45
&7

=M | R =

20
45
40
all]

Enter the data in
cells A3 to Bo

If Function (& f&4te =3: =IF (condition, value-if-true, value-if-false)

Hotline: 01819-644071, 01915-641556
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Bz U= == s o, 2 e |
A =IF(
[ c o E T F [ 6 |

=IF(

| IFilogical_test, [value_if_true], [value_if_false])

The three parts of
the IF Function

Parts of the Excel IF function
SR, BT AT &) D1 GTest T 710 Z(2:
=IF(A3 > B3,"A is larger","B is larger")

Fe =IF(AI=B3,"A is larger” "B is larger™)
C o | E | F | G |
=|F(23=B3 "A is larger”,"B is larger")|
| IF{loqical_test, [value_if_true], [value_if_false]) |

The completed IF function
with the "value if false"
argument

QT *1$ 7 A3 > B3, R W9 =41 "A is larger" @3: "B is larger". T3,
T T2 ZTSEC T (DO 0O RCI | *1S AR N A (TG =T

FHI AR 1> |
If Function @ ™*$” s+ I5i7ze Comparison Operators &G 23:

» Equals =)
> Less than <)
» Less than or equal to (<=)
Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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» Greater than >) =
» Greater than or equal to (>=)
> Not equal to (<)

How to copy IF function or Formula to other cells?

> Cell D1 @ f55 37 |

> Cell D1 @3 T=4iit=@ ft6a 3112 mouse pointer G (o1t o @5 216
(+) B FABRe 2T |

> Left mouse button @ % 3@ mouse pointer & W cell D4 +®
T =T = |

» Mouse button (T @sT TF |

geiR IF function =5 (Ite1 S F400 =7 |
How to add a comment to a cell?

» Cell F1 @ fgs 94 |

> Insert Menu ¢ fgs 39 |
> Comment ¢ f$% 39 |

» 3t Comment &1 T |

» Comment &1 T4 (A I13E 56 +01 =7 |

What is FILL Down?
Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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FCAF AN AR T FAYE] AFIEF (T T ACAET | TG QPR TN

R

QI 5129 T 36 FILL Down @3 AR A0S 41 7 |

A B
I 5 3
2 8 2
3 46
4 3 8

@SR 41 ¥ ©f 4

C
=A1+Bl1
fill down
fill down
fill down

> T T FAET] SR OICe 356 39 |

> Shif key ¢ 4@ (It G1ce1 656 39 |

» Edit Menu t® f$% 3@ FILL Down @ 3¢ 39 |

ey faw
What is AND Function?

And Function &3 3 aFIf4SF *1$ qB13 I Fonree ey 41 ey 91 of foa=

PE

A& =ANDE =100 82> 100 E3=100)

=] c

rel_FaisE |

) E
110 ““-—-\\_-_-_
45 The AiDe

furnmction im 1
returms a TRLUE
walue anmly if the

dat=z imn all thras
cells — Bl to B3
= greater than
100

Web: www.chittagong-it.com
En ., admin@chittagong-it.com
)
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And Function & %14t® 23: =And (conditionl, condition2, condition

TATRES: Gt (At B1, B2, B3 @t [ova ©ittete 51 39

B1="78,

B2=110

B3=45

@37 C1f5s o9 9 513~ 31

=AND (B1>100, B2>100, B3>100)

TATEE 1S S W B1, B2, B3 @3 9@ W Yoo €T (50T I¢ 7, Oz Cl
@1 And Function @3 T 213 True ™Rl AT =GR Towe 201 False |

How to combine AND Function with Other Functions?
And Function @32 If Function & @3 for<t Im:
=IF(AND(B1>100,B2>100,B3>100),”Over Budget”,” Acceptable™)

A& =ANDE =100 82> 100 E3=100)

=] = ] =
ral_FaLsE 1
110 *—”"H\-_.______
45 Th= AR

furmction im 1
returms a TRLUE
walue anmly if the
dat=z imn all thras
cells — Bl to B3
s greater thanm
1000

TAIRA: Gt (At B1, B2, B3 it 054 ©ittete 5139 34

B1=178,
B2=110
B3=45
Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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a7 C1ige 39 @R 51 34
=[F(AND(B1>100,B2>100,B3>100),”Over Budget”,” Acceptable”)
TR S S I B1, B2, B3 @3 916 S Yoo €T (503 TG T, ©1zA Cl
@Test Over Budget anf*fe 2t =i Fera 263 Acceptable |

How to Format Numbers in Excel?

Formatting for Percent

Format Cells

Alignment ] Font l Border ] Patterns ] Protection |
@gategory: Samnple

General J £%
Murnber

Currency Decimal places: E
Accounking

Date

Time

Fraction @

Scientific

Text

Special
Cuskom @

5. C4 9T

3. C4 BT 9 WMSETE T A= 160 35
©. Format Cell ¢ fgs 9

8. Number Tab « 5= 37

¢. Category Window T® Percentage 5% 3

v. Decimal Places @ T 3 (76 T4 (e, WG 217 12 A A4S A2l

Zm*® 7T |
4. OK 7® {35 39 |
Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
Email: admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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Formatting for Currency

‘II|-.‘
Format Cells
@ Aligriment l Fonk ] Border ] Patterns ] Pratection |
Qategcnry: Sample
General J 43,042
Murnber

Decimal places:

]
=
=l
o
o
j

'P:farzﬁgtnage MNeqgative numbers:
Scientific
Text @ $1,234 @
Special ($1,234)
Cuskom J ($1,234) J
>. C4 @ fgs a9 |

2. C4 B T WTETE T AT A6 56 9 |
©. Format Cell ¢ fgs 3% |

8. Number Tab ¢ {33 39 |

¢. Category Window T® Currency §% 34 |

v. Decimal Places @ T 2 (76 T4 (e, WETFR 217 12 A A4S A2l
2WT*e TJ |

4. Symbol @ v ¢ fgF 79 |
v. OK T© {33 39 |

Formatting for date

Hotline: 01819-644071, 01915-641556
01815-972141, 01819-632265,01712189113
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Format Cells —c
Aligrirment ] Font l Border l Patterns l Protection |

1 JEategary: Sample
izeneral J 8/20/2006
Murnber
Currency Twpe:
Accounkin

*Wednesday, March 2001

Time 314

Percentage 3/14/01

Fraction 03{14/01

Scientific 14-Mar

Text. 14-Mar-01 -

Special _

Cuskom Locale {location): 3
|English {United States) il

>. C4 @ 3557 |

3. C4 TIT K IR ©IF A< 150 5 o9 |
©. Format Cell @ 5% 3% |

8. Number Tab « 5% 37 |

¢. Category Window t® Date 55 9 |

b, *3/14/2001 4 35 99 |

9. OK t© g% 99 |

Formatting for Bold

Hotline: 01819-644071, 01915-641556
01815-972141, 01819-632265,01712189113
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Format Cells

-1 -|||-‘
MNumber ] .ﬁ.lignment Border ] Patterns ] Protection

Eont: Font skyle: Size:
[aria Foo .
Agency FE - Regular il
_ Ikalic
% E:::: Eﬂlgfrlgw j Eold Ikalic J j
Underline: Colar:
|N0ne j | Aukamatic j [ Mor nt
Effects Prewview
| skrikethroogh
[ Superscript . AaBbCcYyiz _
[ sSubscripk
5. C4 @ 35399 |

3. C4 B T WTETE T AT 60 55 9 |

©. Format Cell ¢ % 34 |

8. Font Tab @ 55 37 |

¢. Font: Arial, Font Style: Bold, Font Size: 10 16 34 |
Y. OK t© g% 9 |

Formatting for background color

Format Cells
Mumber ] Aligriment ] Fonk ] Border Protection ]

Cell shading

Sample

Patterm: - @

www.chittagong-it.com Hotline: 01819-644071, 01915-641556
il: admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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5. C4afgs=a

3. C4 TIT K AOCHR ©IF A<= 50 5 o9 |
©. Format Cell ¢ fgs = |

8. Patterns Tab @ fgs 3 |

€. e FlAE @ 755 9 |

v. OK t© {55 39 |

Right Alienment of Text

Format Cells

Mum Fank l Baorder ] Patterns l Protectinn.

Texk menk Orientation
Horizonkal: — :
ﬂ Indent: T "_
Wertical: n = . .
Text —4
|Eh:|tt|:|m ¥ )
t .
I .
Text conkrol * "
[ “Wrap bext @
[ Shrink ko fit L 37 Deqrees
[ Merge cells
Right-to-left

5. C4 9594

2. C4 B T WTETE T AT 60 55 9 |
©. Format Cell ¢ fgs = |

8. Allignment Tab @ % 37 |

¢. AllHorizontal: Right, Degrees: 45 16 34 |
v, OK o 5% 94 |

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
Email: admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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Center Alignment of Text

Format Cells

iﬁﬂlgnm Font | Border | Patterns ] Praoteckion
Text rirent Orienkation
Hotizontal:

EE-!ET =] T,
Wertical: H .

|Bottom | o
I Justify distrit _* ’
Text contral -

mH -

I Wirap text
I Shrink ta Fit @ [EI Degree:
I Merge cells -
Right-to-left -
5. C4 ¢ a9 |

2. C4 B Tia WTETE T AR A6 55 9 |
©. Format Cell ¢ f= 34 |

8. Allignment Tab @ f$% 37 |

¢. Horizontal: Center 16 94 |

v, OK T 55 39 |

How to change the Worksheet tab color?
>. Sheet] @ f$% ¥9 432 Right &% 39 |

2. Tab Color 4 &% F7 |
9. ?5wd Color @ &% ¥7 |
8. OK s fgs 39 |

Web www.chittagong-it.com Hotline: 01819-644071, 01915-641556
: admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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How to apply an AutoFormat style to your worksheet -

1. Select only the data on the worksheet that you want formatted.

2. Choose Format > AutoFormat from the menus to bring up the
AutoFormat dialog box.

3. Scroll through the list of styles.

4. Click on the one you want to use.

5. Click OK.

T8 e

Problem: Write a formula in excel to reduce 6% salary from the
following employees?

Name Salary ($)
Smith 45789.00

Wilson 41,245.00
Thompson 39,876.00
James 43,211.00

AMYIN: QTIHEA (AT
> A2 Te % 39 @32 5122 ¥4 “Deduction calculations for employees”

Writing Deduction Rate and Deduction Formula
> B4 «@ 5% 39 43 5127 ¥4 Deduction rate

» C4 ¢ f$F 39 @32 Name Box @ 5137 ¥7 rate
> Press Enter
> C4 @139 9 9%

> Press Enter

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
En admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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Type the range
name “rate” in oz
the Name Box. e

Arial -0 - B I O EEE
¢ rate )“_ - A G
A B c O
1
2 Deduction Calculation r Employees
3
4 Deduction Rate:l 5%!
5
5 Last Name (Gross Salary Deduction MNet Salary

> A6, B6, C6, D6 @ I 512 T4 Last Name, Gross Salary,
Deduction, Net Salary

> A7 @& A0 218 &we TINeE 5137 39 @3 B7 12tF B10 2¥® ave
COTYR B3 4 |

> C7 @ 3% 39 932 5139 9 "= B7 * rate”

> Press Enter

Last Name Gross Salary Deduction Het %

Smith B. 45 .789.00 2747 34
R LI ] P A4 1A MM
fill handle
The formula typed
; = — in cell C7 is shown
Arial 1o LA in the formula bar
c7 - CF =B7rate )
A, B D
1
2 Deduction Calculations for Employe
3
4 Deduction Rate:
5
5 Last Name Gross Salary Net Salary
7 |Smith B. 45.789.00 2747 34
8 Wilson C. 41 . 245.00
9 |[Thompson J. 39 .5876.00
10 |Jarmes D. 43.211.00 4

Drag fill handle to copy the formula
from cell C7 to cells C8 - C10

> oE, C7 @ f5e 39 @3 TRt Weea 997 (+) 9 Mouse pointer &t
@@ C7 tew C10 28 F=eai =7 |

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
Email: admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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Net Salary Formula
The formula in cell
Arial - 10 - ra D7 is showvmn in the
o7 - w =BF-C7 formula bar
A B c [n]
1
2 Deduction Calculations for Ermploye
3
4 Deduction Rate:
5
E Last Name Gross Salary Deductio Met Salary
7 |Smith B. 45,785.00 2,747 .34 $435 042
g WWilson C. 41.,245.00 2.474.70
S Thompson J. 39.,575.00 2,392.98
10 [ James D. 43.,211.00 2592 .66

Use the fill handle
to copy the formula
in cell D7 to cells
D8 - D10

> D7 « 3% 39 @32 T 5137 31 “=B7 - C7”
> Press Enter

> SE, D7 @ 355 339 93z ©F9TR 1063 2497 (+) @ Mouse pointer T4
(G D7 1t D10 #1¥® FI=ieal =7 |

> Press Enter

Writing the Date Function

Hotline: 01819-644071, 01915-641556
01815-972141, 01819-632265,01712189113
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- The DATE function .
Arial =10 ~ B 7 jncellB1l2 appears
B12 - e =MW in the formula bar i
A B i [
1
2 Deduction Calculations for Employees
3
4 Deduction Rate: E%
5
& Last Name Gross Salary Deduction
7 | Smith B. 45 .7389.00 2747 .34
8 |Wilson . 41 ,245.00 247470
9 [ Thompson J. 39 B76.0 2392.56
10 |James D 43 .211.0 259266
11
12 Date: | 5/21/20051

A

> Al2 @ f5e $9 @22 5124 99 Date
» Press Enter
> B12 4 i35 9 @R 5127 39 “= NOW ()”

> Press Enter

Done
w2y fas

How to create Excel Database?
2WmcFA >: Adding Field Names to the Form

T (A 059 ©ioTel 513 34«32 (121 F4:

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
nail: admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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A | B | ¢ | D | E | F
Student ID  Last Name Initial | Age | Program

add the field names to the
warksheet before opening
the Data Entry Form

=M = kD=

Opening the Data Entry Form
5. A2 @ f5s w4 |

2. Data Menu ©® fat@ Form @ 3¢ +3 |

o, o Messge Box SP1(H |

Micresolt Offie Excel eannct deberming which row in pour st or ssbection porbains cobumin labets, whiich e requined for this coamand.

1 # I you want, the first row of the: ssledsion or kst used s lsbeis snd nok as data, dho 08,

o oI you seleched & subset of oels insor, slect 3 single oel, and bry the command agan,
# Tt cressbe colmn Labeks, dick Cancel, and enber 5 bt Labed ot ithe bap of arch ool of data.
» For information sbout cresting labels that are sy to debect, dick Help.

[ ) T W

8. OK s f&& 59 |

¢. Form @ 59 Field Names emf*® 21 |
M4 : Adding Data Records with the Form

Form 2wf*f® 267 #iv fNeoa Tttt 5139 +4:

StudentID : SA267-567
Last Name : Jones

“Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
En ,_ admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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Initial : B
I e
Age : 21
Program : Languages
StudentID Last Name Initial Age Program
SA267-567  Jones B. 21 Languages
| |

Student ID: [sA267-211 4| MewRecord

Last Mame: I'-.-'-.-'illiams

Initial: IJ. Delete
A I Restare
Prograrn: I

Find Pres
Find Mexk

Criberia

Bl

Close

! To! gFIce New 0@ {66 34, 92 “Close” Button @ f$F 9 |

Q319 067 TIbIEES Cofd 9 ¥R (913 91
Student 1D Last Name Initial Age Program
SAZ2BT-56T Jones B. 21 Languages
SA26T-211 Smith W 19 Science
SA2BT-TE8 Thompson H. 18 Arts
SA2BT-655 James o 23 Education
SA26T-893 LaSalle o 3T Science
SA26T-123 Sraham o 18 Arts
SA26T-987T Brown L. 26 Business
SA26T-342 Henderson W 22 Arts
SA2BT-522 Russell ATAT 20 Education
SA26T-989 Carewy ™ 19 Business

www.chittagong-it.com Hotline: 01819-644071, 01915-641556

il: admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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How to use Data Entry Form tools?

Student ID Last Name Initial Age Program

SA267-567  Jones B. 21 Languages
Student ID: [5A267-211 «|  MewRecord
Last Mame: IWiIIiams Mew |
Initial: IJ. Delete |
ae | __ Bestore |
Pragrann: I dp |
Find ek |
Find Prev
Q 50 fFF I THIELS (ATF HAF BT (IF T4 7 |
Find Next
« 50 fFF I THIERS (ATF AT T @ 39 T |
Delete
«Q J50F 5 IR TIOIIZS (AF ©IGT IR (el 2 |
New
«Q 5 7 A TIHNIZCE T97 ToT FFC 41 2 |
Restore

g B0 T T (@FOFO (T THE “ATSTF 79 1 T 1 7 Form (e w1
A WL T (I T (GFC T RO, CICHE CIoH AATSTCS 79 el I 1 |

Criteria
Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
En ‘, admin@chittagong-it.com 01815-972141, 01819-632265,01712189113
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Q 50 fFF FAE TG (AR Fe I |

Sheete ed - F
Student ID: | | Criteria E;zél::;;s
Lask MName: I M I Science

. Arts
Initial: I Clear I Education
Age: | Restore I Science
P |art Arts
rogram: rk= =
Find Prew I EEEIHEES
5
Find Mexkt Education
Business

Searching for specific Form
records using the data
entry form Clase I

@ (FIF T (AT (I FAce @ 9 @30 Field Name @ Wi« 35¢@ Find Next
o e Faca ot @@ @ JE |
T s

How to print data from excel?

OTIHETR oS TofFe w3ae @ 5w W ea =i ma z=:

Formak

B Fie
(3 =F

Edit

== Inserk

on thhe standard
toolbhar

underthe Ffile
-/ TIEriL

Exxcel's printing
options

weebh Page Prewiews

Pags Skt ..

| Prinkt ar=ea »
ik, Prink Previews
~—8 FErinkt... CErl+P
Send To -

Print button IR I Excel Document &% F4i:

Hotline: 01819-644071, 01915-641556
01815-972141, 01819-632265,01712189113
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@_1 File Edit Wiew Inserk Formakt Tools Data  window  Help

NEEHR S SR VR £ 26T

The Print button an tfk

standard toolbar Jl

» Document Propertie @3 (319 #Iffqe Face 71 =01 quick print J16
(IR 1= |

> @ 6 35 20 7199 Active Excel Document &6 =3 |

» Print Area (6 41 =1l 51 Active Excel Document €3 73 ©it! f9% 2@
AT |

Print Preview 7% I Excel Document &% F:
> @ Document &% 19 #19 f$ 99 2@ @ Print Preview (© 5% @@
@ T |

> Print Preview “Active Excel Document” (& Preview window ¢®

MR |
Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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adijusts the print

shows all

the sheets margins for each il
that will be page ‘
printed

EY Micr ~zoft Excel - Income Statemant. xis

Mot | J| Tosom ||=-r--t|5amp|ﬂnrwj

return to your

opens the
worksheaet

page setup
dialog box

The Print Previewr toolbar

Print preview toolbar

» Next and Previous buttons: @ %9 Document &% (3 SItwa AL @

35w 7oIce 3 e 2l T |
» Zoom: 9 6 fFF I3 Worksheet 93 @ (FIF A I© I3 AT T |

> Setup: ¢ AHE 55 F9E “Page Setup” dialog box (AT |
> Print: @ IBE FF FE “Print” dialog box CATTeT |

Page Setup Dialog Box

Hotline: 01819-644071, 01915-641556
01815-972141, 01819-632265,01712189113
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rMargins ] Header fFooker ] Sheest ]

Crienktkaktion

Al = Porkraik 7 Landscape

Scaling

f= Odjusk kEa: 100 = == normal size @

7 FEik ko |1 E: pagels) wide by |1 E: call

FPaper size: |LE:I:I:E:r' - |

Prinkt guality: =00 dpi |

> Orientation

Portrait Landscape

> Scaling: Document =I5 W23 I@ (F 2% Face Wb 9z 27 |

> Paper Size and Print Quality: @t (31t ifeg Paper Size @3z
Print Quality ™% |
> “Sheet” Tab ¢ fg% 39 |

Hotline: 01819-644071, 01915-641556
01815-972141, 01819-632265,01712189113
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- n—i—"-ﬂ:‘.
Page Setup
p——"
Page ] Margins ] Header /Footer

Print area:  |$ag14:$Cz4e {1) EY
Frink titles

Rows to repeat at top: @ |$1:$1$15:$15 E

Colurnns to repeat ak left: |$.|:-.:$.|:|. E
Prink

v Gridlines @ v iRowe and column headings

[ Black and white Comments: ||:N|:lne]| j

I_ Draﬂ: QI_IEI|I|I':-" Cell Errars as.: |d|5p|a-:..-ed -

Page order

f* Down, then over @

" Over, then down

i
1A [l
ﬂl!ﬂi!'l.q

i oy

> Print Area: Worksheet €3 (& Jf@fws S fo% 0o B2 QA ©F

Range SIS 41 = |
> Print Titles: w2 T 3t @ 216 Face @b Iz =T |

> Print: 9f4s 7% Properties @01 2&1: Draft quality, Gridlines, Row
and column heading.

> Page order: Spreadsheet @ €ta% W4S Print pages Q01 3 TG
©Ire farBe ffas a1 T |

How to set a print area?

1. Drag selects the group of cells.

2. Choose File > Print Area > Set Print Area from the menu.

Web: www.chittagong-it.com Hotline: 01819-644071, 01915-641556
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3. Choose File > Print Preview from the menu to check that the print.«*

il

area 1s set correctly.

How to remove a print area?

1. Choose File > Print Area > Clear Print Area from the menu.

2. Choose File > Print Preview from the menu to check that the print

area has been cleared.

FPrinter

Mame: |58 CutePDF writer =i Propesties...
Staties: Idk= . .

Type: CubeFDF Writer _Find Printer... |
e TP

Comirmenit:

[ Print bo File

Frint range Copias

= MNumber of coples: Iﬁ

T Page(s) FErom: | = Te: | = @
Prik vt [ [ Fow

7 Selection 7 Entire mkb-nl:\k@

“

i+ Active sheeb{s)h

Please Practice
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