HANDOUTS OF MS EXCEL 
                                                                  P#    1


                                                                                                                 P#  1


Excel Environment:-

Work Book:


MSExcel  file is called Workbook. A workbook is the file in which you work and store your data. Each Workbook consist of many sheets, you can organize various type of related information in a single file. A Workbook open with 16 Worksheets, name Sheet1, Sheet2,… Sheet16. Sheet name appears at bottom of Workbook. Workbook contain as many as 255 sheets.

WorkSheet:


Worksheet is part of Workbook. Worksheet is also called Spreadsheet. A worksheet consist of cells organize into rows and columns. Data you enter is stored in cells----- a meeting point of row and column is called a cell. A single sheet consist of 256 columns, labeled as (A-Z, AA-AZ, ….IV) and 16384 rows. You can move in different cells with the help of arrow keys, mouse pointer  etc.

Title Bar:


It displays the name of active workbook along the top of window----also minimize , maximize and  close buttons are display in Title bar.

Menu Bar:


It displays all Excel menus across the top of application window, below the Title bar. It provide a way for user to select various commands that tell the program what to do. A menu bar is as follows:

When you select a  menu, a submenu is displayed.

1) with the mouse, click the menuname.

2) With the keyboard, press Alt+uderline letter.

To choose any command from submenu, click or press underline word.

ToolBars:


Tool bars are below the Menu bar. These consist of various type of buttons. Purpose of these buttons is that you click the button to perform an action quickly. Toolbar buttons that perform related action are group on toolbars. You can say that toolbars are shortcut of accessing commands with mouse.

Formula Bar:


A bar at top of Excel screen below the Toolbar is called Formula bar. As you know Excel is used for mathematical purpose so, a large facility of entering formula is available. Formula bar which is used to enter, display or edit the label, values or formulas, stored in cells. It is used to display the constant or formula use in active cell.

Tip:


To display or hide Formula bar from screen, click Formula bar on View menu.

1) In Formula bar    is equivalent to Enter. So if you click          or press Enter.

2) To change  the data, click Formula bar with mouse or press F2 then type your changes and press Enter.

3)  To cancel your changes, click the cancel box          on Formula bar or press Esc.

Name Box:


Box on left side of Formula bar that allows you to quickly define a name for the selected cell or range, or move to and select previously define name. The address of active cell  is also display in Name box. You can also move from one cell to another by giving the address like A100, B60  … in Name box.

Scroll Bar:


Shaded bars along the right side and bottom of MSExcel window  are Scroll bars. You can move through all the rows of long sheet, or you can see the far-right and far-left columns of wide one.

Tab Scrolling Buttons:


Scroll between workbook tabs---- these buttons are use to move from one sheet to another.

             Scrolls to first tab in workbook , but it is not the active sheet.


   Scrolls to last tab in the workbook.


   Scrolls to previous tab in workbook ----- to scroll by several tabs at a           time, hold down Shift and click  button.


  Scrolls to next tab in workbook.

Tip:

Select all button:

Gray rectangle in upper-left corner of worksheet at intersection of row and column headings. When you click on this button, you select all cells in worksheet.

Sheet Tab:


Tab located at bottom of  workbook window. These are like sheet1, sheet2 … sheet16. When you click Sheet Tab it become active sheet ------ To scroll through sheet tabs, use tab scrolling buttons to left of tabs.




Status Bar:


The bar at the bottom of screen that display information about a selected command or on operation in progress. Use Status bar command on View menu to display  to display or hide the Status bar.

Left side of Status bar briefly describe the command which is selected, it also indicates operation in progress such as opening or saving file. Right side of Status bar shows whether keys such as CAPSLOCK, SCROLL LOCK, NUM LOCK  are turned on.




To Create A New Workbook:


When you  start MSExcel , it displays a new empty workbook on screen. There may be times when you want to create a new workbook while you are working in Excel. To do so, following  methods are available:

· Simply click the New button on toolbar.

· From File menu, choose New command.

Opening Files:


If you want to work on an existing workbook , one  that has been  saved previously , you must open it. You can open an existing workbook as:

· Click Open  command on tool bar.

· Choose Open command from File menu. Dialog box appears:

In Look in box, click the drive & folder that contains the workbook. Click the workbook you want to open.

Open A Workbook As Read Only:

1) On  File menu, click Open. A dialog box appears.

2) In Look In box, click the drive & folder that contains the workbook.

3) Click the workbook you want to open as read-only.

4) Click the Read-only check box.

5) Click Ok.

Opening A Recently Closed Workbook:

Excel keeps track of the workbooks you worked on and list them at bottom of File menu. To open a recently close workbook from bottom of  File menu, select workbook you want to open. As many as nine workbooks can be listed at bottom of File menu.

Saving A Workbook:


You need to save your work to have it available the next time you use Excel. To save a workbook:

· Simply click the Save button on toolbar.

· From File menu, choose Save command. A dialog box appears:

· In Look In box, you have to define:

1. Name for the workbook in Filename box.

2. Choose directory in the Directory box.

3. Select drive in the Drive box.

Saving An Existing Workbook:


If the file has been saved before , already has  a name & you choose Save command from File menu then Excel will save the file and return to the workbook. No dialog box appears.

Saving Copy Of Active Workbook: (Save As command)


If you want that original version of your workbook remain unchanged & want to make a copy of original file with a different name & little modification , do as follows:

· From File menu, choose Save As command.

· In Filename box, type a new name for workbook.

· Choose Ok.

Tip:

Guidelines for naming workbooks:




To make it easier to find your workbooks, you can use long, descriptive filenames. The complete path including drivename, folder path, filename and three-letter  extension, can contain 218 characters. Filenames can not include any of the following characters.

/, <, >, *, ?, “  etc.

Closing A Workbook:


When you have finished working on workbook and have saved it, you may want it to close it and than work on another workbook. Closing a workbook removes it from the screen. You can close a workbook without quitting Excel.

· To close a workbook, choose Close from the File menu.

· To close all open workbooks without exiting the Excel, hold down Shift and click Close All on the File menu.

Quitting Excel:


To quit Excel do as follow:

· Double-click the application Control box.

· From File menu, choose Exit.

· Click Close  button on right-side of Title bar.

Managing Sheets:

Managing Sheets:


A workbook contains several sheets, that are capable of storing information. Usually all the sheets in a workbook are related to each other.

· Insert a New sheet:

 
To add a single worksheet, click  <Worksheet>  on the <Insert> menu.

· To add multiple worksheets:

    
Hold down <Shift> key and click the number of worksheet tabs you want to add in the open workbook, then  click <Worksheet> on the <Insert> menu.

· Delete a sheet from workbook:

1) Select a sheet you want to delete. How?

To single sheet

click the sheet tab.

Two or more 

Adjecent sheets

click the tab for the first sheet and then hold        down <Shift> and click the last sheet tab.

Two or more

Non-adjecent sheets

click  the tab for the first sheet, hold down <Ctrl> and then click the other sheet tabs.

All sheets in

A workbook


right click a sheet tab and then click       <Select All Sheets> on the short-cut menu.


2) On the <Edit> menu, click <Delete sheet>

· Rename a Sheet:

1) Double-click the sheet tab.

2) Type a new name over the current name.

· Copying Sheets within a Workbook:

1) Select the sheet or sheets you want to copy.

2) Hold down the <Ctrl> key and then drag the selected sheet tab along the row of tabs.

3) Release the mouse button and then the key.

OR

1) Select  the  sheet or sheets you want to copy.

2) From the <Edit> menu, choose <Copy sheet>.

3) In the <Before sheet> box, select where you want  the copied sheet inserted.

4) Select  the <Create a Copy>  check box.

5) Click Ok.

· Copying Sheets To another Workbook:

1) Open the workbook you want to copy to and from.

2) Select the sheet or sheets you want to copy.

3) From  the <Edit> menu, choose <Move> or <Copy sheet>

4) In the <To Book> box, select the destination workbook..

5) In the <Before sheet> box, select where you want the copied sheet inserted.

6) Select the <Create a Copy> check box.

7) Finally click Ok.

Cells:

It is a combination of row and column such as A1, B2 etc.

Cell Editing:


You can edit your worksheet by typing a new entry over an existing one or by editing  part of the information within the cell or in the Formula bar.

1) Double-click  the cell containing the data you want to edit.                                               

To edit in the Formula bar, click in Formula bar.

2) Edit the cell contents .

3) To enter your changes into the cell, press Enter.

· Clearing Cells:

The <Clearing cell>  command in <Edit> menu removes the contents (formulas & data) , formates, notes, or all three from the selected cells on a worksheet.

· Clear Formates:

It removes formates only, cell contents and notes are unchanged.

·  Clear Contents:

Removes the contents (data & formula) from selected cells without affecting formates or notes.

      Copying Cells:


You can copy cell contents by drag & drop technique or from menu command.

· Drag & Drop:

1) Select  a cell or cells to be copied.

2) Hold down <Ctrl> key and drag the range to the destination & release mouse button.

· Moving  cells:

Moving cells from one location to another location is similar as copying cells with a little difference.

1) Select a cell or cells to move.

2) With mouse, drag the range to the destination point  & release mouse.

Using Menu Commands:

Drag & Drop technique is very efficient when cell copying or moving is perform in neibouring cells. But when destination cells are far from source in the worksheet then menu commands & short-cut tools are very fast and efficient.

· Moving  Cells;

1) Select  cell or cells to move.

2) Choose <Cut> from <Edit> menu.

3) Select  the destination cells.

4) Choose <Paste> from <Edit> menu.

· Copying  Cells:

1) Select  the range of cells to be copied.

2) Select <Copy> from <Edit> menu.

3) Select the destination cells.

4) Choose <Paste> from <Edit> menu.

Changing  Column Width & Row heights:

In a new worksheet in a workbook, all the columns are set to standard width. Row height automatically adjusts itself to accommodate the largest font entered into the row. Column width doesn’t adjust unless you change it.

· Adjusting  Row  heights:

1) Select the row or rows.

2) From the <Format> menu, choose <Row> and then choose <height>

[image: image1.png]Fow Height:





3) Type a number in the <Row height> box.

4) Click Ok.

· Adjusting Column Width:

1) Select the column or columns.

2) From the <Fotmat> menu, choose <Column> and then choose   


<Width>

3) Type a number in the <Column Width> box.

4) Click Ok.

Finding  & Replacing:

You can quickly find cells that contain specific characters on all sheets. You can replace a sequence of characters with another sequence of characters in cells.

· Finding Text or Numbers:

1) Select the area of the worksheet you want to search.

2) From the <Edit> menu, choose <Find>

3) In the <Find What> box, type the characters you want to 
 
      search for.

4) Select the <Match Case> check box, if you want Excel to use the exact combination of upper & lowercase characters.

5) Select the <Find entire Cells Only>  check box, if you want Excel to find only exact and complete matches of the specified characters.

6) Under <Search> , select  the direction in which you want Excel t o search , either across rows or columns.

7) Under <Look In> , select <Formulas>, <Values> or <Notes>

8) Choose the <Find What> button.

9) When you finished, choose the <Close> button.

· Replacing  text or numbers:

1) Select the area of the worksheet in which you want to replace characters.

2) From the <Edit> menu, choose <Replace>

3) In the <Find What> box, type the characters you want to 
search for.




4) In the <Replace With> box, type the characters you want t use instead.

5) Select the <Match Case> check box, if you want the exact combination  of upper & lowercase characters.

6) Under <Search> , select the direction in which you want Excel to search, either across or down columns.

7) To automatically find & replace all occurrences, choose     <Replace All>  button.

8) When you finished, choose the <Close> button.

Entering Data:

Following type of data is enter in worksheet.

· Constant Value:

It is data that you type directly into a cell. It can be numeric value including dates, times, currency, percentage, fraction or it can text. Values are  constant and can’t  be changed.

· Formulas:

Sequence of values, cell reference, names, functions or operators that is contain in cell and produce a new value from existing values. Formula always begin with equal sign. A value that is produce as result of formula can change when other value in worksheet are changed.

· Entering Text:

1) Move to cell in which you want to enter text.

2) Type  the text (text  is any letter or combination of numbers and letters)

3) MS Excel  automatically left-align text in worksheet cells.

4) Any cell can hold up to 255 characters.

5) Anything other than number, formula, date, time , logical value or error value is interpreted as text such as  TW235, 10-20-30 etc.

6) To enter a number or formula as text, first format cell as text or type an  (‘)  before the entery.

· Entering Numbers:

1) Move the cell-pointer to cell in which you want to enter number.

2) Type the number, number can include (0-9) & following characters

        +,-,%,E  etc.

3) Numbers  are right-aligned in cells.

Cell Reference:


The set of coordinates that a cell occupies on a worksheet. E.g. the reference of the cell that appears at the intersection of column B and row 3 is B3.

Overview of Using References:


A reference identifies a cell or a group of cells on a worksheet. Reference tell Excel which cells to  look in to find the values you want used in a formula.  With references, you can use data contained in different parts of a worksheet in one formula.

Cell references are based on the column & row headings on a worksheet. You can write a reference in any of three forms -----1. Relative   2. Absolute                 3. Mixed  ----------depending on how you want the reference to appear in any copies you make of the formula. Excel defines two different reference styles ------ A1 & R1C1 -------------each style denotes relative, absolute and mixed references in its own way. 

An Internal reference   identifies a cell or range on another worksheet and creates a link between two workbook.

A  3-D reference   is a reference to a cell or range on two or more contiguous worksheets in a workbook. E.g. 

· $E$9 is an absolute reference. When you copy a formula containing $E$9 as an operand, the reference is copied unchanged and always refers to cell E9.

· E$9 is a mixed reference, in which the column reference E is relative and row reference $9 is absolute. When you copy a formula containing E$9 as an operand, the reference to row 9 remains fixed but the reference to column E can change relative to the column of the copied cell.

· E9 is a relative reference, in which both the column & row are relative. When you copy a formula containing E9 as an operand, both the column and row can change relative to the position of the copied formula.

FORMULA:-



Sequence of values, cell reference, functions or operators that is contain in cell and produce a new value from existing values. Formula always begin with equal sign . A value that is produce as a result of formula can change when other values in worksheet  are changed.

CALCULATION USING FORMULAS:-



Excel use some arithmetic operators in formulas for calculation. These are as: +, -, *, /, ^, % etc. More than one arithmetic operators may be used in a formula. Then Excel use some priority scheme to solve such formula:



OPERATOR                                                   PRIORITY



%





1




^





2




*, /





3




+, -





4

Parenthesis can be used to alter the above sequence.

USING FUNCTIONS:



A  Function is  a tool that performs a predefined calculation or operation in Excel. Each function has a name & may require one or more arguments as the operands of the calculation. Excel has many built-in functions for specific categories of applications ( such as Statistical, Engineering, Date & Time) . You can add to this large collection of built-in functions by writing your own custom functions in the form of Macros.

TYPES OF FUNCTIONS:

1.  Arithmetic

SUM(), SUMSQ(),  SUMIF(),  PRODUCT(), SIN(),  COS(),  TAN(),  ROUND(),  INT(),  FACT(), ABS(),  COUNT(),  COUNTA(), COUNTBLANK(),  

2.  Date



DATE(),  TIME()

3.  Logical



IF(),  MAX(),  MIN(),  TRUE(),  FALSE()

4.  Statistical



MEDIAN(), STDEV()

SUM()
:-
Description:-



Returns the sum of all the numbers in the list of arguments.

Syntax:-



SUM(n1, n2,….)

n1, n2, …. Are 1 to 30 arguments for which you want the sum.

· Numbers , logical values and text representations of numbers that you type directly into the list  of arguments are counted. E.g.

i)  SUM (3, 2) equals 5

ii)  SUM ( “3”, 2, TRUE ) equals 6 because the text values are translated into numbers, and logical value TRUE is translated into number 1.

· If an argument is an array or reference, only numbers in that array or reference are counted. Empty cells, logical values, text or error values in the array or reference are ignored. E.g.

iii)  SUM (A1, B1, 2)                   A1= “3”,    B1= TRUE      equals 2 because  reference to non-numeric values in references are not translated.

iv)  If  cells A2 : E2 contain 5,15,30,40, & 50 


SUM (A2 : C2)    equals 50


SUM (B2 : E2, 15)  equals 150

· Arguments that are error values or text that can’t be translated into numbers cause errors.

AVERAGE() :-


Returns the average of the arguments.

Syntax:-



AVERAGE ( n1, n2, …..)

n1, n2, ….. are 1 to 30 numeric arguments for which you want the average.

· The arguments should be numbers, names, arrays or references that contain numbers.

· If an array or reference arguments contain text, logical values or empty cells, those values are ignored; however, cells with value zero are ignored. E.g. 

A1 : A2 is named SCORES & contains the numbers 10,7,9,27,2 then


AVERAGE (A1 : A5) equals 11


AVERAGE (SCORES)  equals 11


AVERAGE (A1 : A5 , 5) EQUALS 10

ii)  if C1 : C3 is named OTHERSCORES and contains the number 4,18,7 then


AVERAGE (SCORES, OTHERSCORES) equals 105.

COUNT():-



Count how many numbers are in the list of arguments. Use COUNT() to get the number of entries in a number field in a range or array of numbers.

Syntax:-



COUNT (value1, value2, ….)

value1, value2, …..are 1 to 30 arguments that can contain or refer to a variety of data types, but only numbers are counted.

· Arguments that are numbers, null, logical values, dates or text representations of numbers are counted; arguments that are error values or text that can’t be translated into numbers are ignored.

· If an argument is an array or reference , only numbers in that array or reference are counted. Empty cells, logical values, text or error values in the array or reference are ignored. E.g.


If   A3 = “SALES”          A6 = 19              A9 = “#div/0”


     A4 = 12/8/99             A7 = 22.24    then:

i)  COUNT (A6 : A7) equals    2

ii)  COUNT (A4 : A7) equals  3

iii)  COUNT (A2 : A6 : A9, “TWELVE”, 5)  equals   3

iv)  COUNT ( A1 : A9,     , “2”)  where   “2” is a text representation of a number, equals  5.

v)  COUNT (0.1, TRUE, “three”, 4, 6.6666, 700, 9, #div/0)  equals   8.

SUMSQ() :-


Returns the sum of the squares of the arguments.

Syntax:-



SUMSQ (n1, n2, …….)

n1, n2 ,…… are 1 to 30 arguments for which you want the sum of squares. You can also use a single array or a reference to an array instead of arguments separated by commas  e.g.


SUM (3, 4) equals  25.

PRODUCT() :-
Multiplies all the numbers given as arguments and returns the product.

Syntax:-



PRODUCT (n1, n2, ……)

n1, n2, …. Are 1 to 30 numbers that you want to multiply.

· Arguments are numbers, logical values or text representation of numbers are counted; arguments that are error values or text that can’t be translated into numbers cause errors. 

· If an argument is an array or reference , only numbers in the array or reference are counted. Empty cells, logical values, text or error values in the array or reference are ignored.  E.g. 


if cells A2 : C2 contain 5, 15, 30


PRODUCT (A2 : C2)     equals 2250


PRODUCT (A2 : C2, 2)   equals 4500

FACT() :-


Returns the factorial of a number.

Syntax:-



FACT (number)

number is the non-negative number you want the factorial of. If number is not an integer, it is truncated.

e.g.



FACT (1)      equals   1.



FACT (1.9)   equals  1.



FACT (0)      equals   1.



FACT (-1)     equals   #NUM!   (error)



FACT (5)       equals   120.

ROUND() :-


Rounds a number to a specified number of digits.

Syntax:-



ROUND( number, num-digit)

number…………… is the number you want to round.

Num-digit…………….. specifies the number of digits to which you want to round number.

· If num-digit is greater than 0, then number is rounded to the specified number of decimal places. 

· If num-digit is 0. Then number is rounded to the nearest integer.

· If num-digit is less than 0, then number is rounded to the left of the decimal point. E.g.



ROUND (2.15, 1)    equals 2.2.



ROUND (2.149, 1)  equals   2.1



ROUND (-1.475, 2)  equals -1.48



ROUND (21.5, -1)     equals  20

TRUNC() :-
Truncates a number to an integer by removing the fractional part of the number. 

Syntax:-



TRUNC (number, num-digit)

number………….. is the number you want to truncate.

Num-digit……………. Is a number specifying the precision of the truncation. The default value is zero. E.g.



TRUNC (8.9)   equals   8.



TRUNC (-8.9)  equals   -8.



TRUNC (PI())   equals    3.

INT() :-

Rounds a number to the nearest integer.

Syntax:-



INT (number)

number……………. Is the real number you want to round down to an integer. 

e.g. 



INT (8.9)   equals  8.



INT (-8.9)   equals  -9.

ABS() :-


    Returns the absolute value of a number. The absolute value of a number is the number without sign.

Syntax:-



ABS (number)

number……………is the real number of which you want the absolute value.

e.g.



ABS(2)   equals   2.



ABS (-2)   equals   2.

COUNTA() :-


Counts the number of non-blank values in the list of arguments. Use COUNTA() t count the number of cells with data in a range .

Syntax:-



COUNTA( value1, value2, …..)

value1, value2,…… are 1 to 30 arguments representing  the values you want to count. In this case, a value is any type of information including emptytext but not including empty cells. If an argument is an array or reference, empty cells with the array or reference are ignored. 

e.g.


A3 = “SALES”            A6 = 19                A9 = #DIV/0!


A6 = 12/08/99             A7 = 22.24   then:


COUNTA(A6 : A7)    equals   2.


COUNTA(A4 : A7)   equals  3.


COUNTA(A3 : A6 : A9)   equals  4.


COUNTA(A1 : A9)   equals   5.


COUNTA(1,   , 1)  equals   3.

COUNTA( A4 : A7, 10 )   equals   4.

COUNTBLANK() :-



Count blank cells in the specified range.

Syntax:-


COUNTBLANK(range)

range…………… is the range from which you want to count the blank cells.

·  Cells with formulas that return (empty text  “   “) are also counted. Cells with zero values are not counted. E.g.

	
	A
	B
	C
	D

	1
	
	
	
	

	2
	
	6
	
	

	3
	
	
	27
	

	4
	
	4
	34
	

	5
	
	4
	0
	


suppose B3 contains the following formula:

IF  ( C3 > 30, “   “, C3)  which returns “   “

COUNTBLANK (B2 :C5)  equals   2.

Sin() :-


Returns the Sin of the given angle.

Syntax:-


SIN (number)

number………………. Is the angle in radians for which you want the Sin. If your argument is in degrees, multiply it by Pi()/180 to convert it to radians.

e.g.


Sin (PI())  equals 1.22E-16 which is approx: 0. The Sin of PI is 0.

SIN (PI() / 2)  equals 1.

Sin (30 * Pi () / 180 )  equals  0.5, the cosine of 60 degrees.

TAN () :-

Returns the Tangent of the given angle.

Syntax:-



TAN (number)

number ……………………. Is the angle in radians for which you want the Tangent.

e.g.



TAN (0.785)   equals  0.99920.



TAN (45 * PI() / 180)    equals   1.

SQRT () :-


Returns a positive square root.

Syntax:-



SQRT (number)

number……………….. is the number for which you want the square root. If number is negative , SQRT returns the #NUM!  Error value.

e.g.



SQRT (16)  equals   4.



SQRT (-16)    equals   #NUM!



SQRT (ABS(-16))   equals   4.

MAX () :-


    Returns the maximum value in a list of arguments.

Syntax:-



MAX (n1, n2, ….)

n1, n2,…… are 1 to 30 numbers for which you want to find the max value.

· You can specify arguments that are numbers, empty celss, logical values or text representations of numbers . Arguments that are error values or text that can’t be translated into numbers cause errors. 

· If an argument is an array or reference , only numbers in that array or reference are used. Empty cells, logical values, text or error values in the array or reference are ignored.

· If the arguments contain no numbers, MAX() returns 0.

e.g.

A1 : A5 contains the numbers 10, 7, 9, 27, 2 then:



MAX (A1 :A5)  equals   27.



MAX (A1 : A5, 30)   equals    30.

Min() :-

Returns the smallest number in the list of arguments.

Syntax:-



MIN (n1, n2,….)

n1, n2,….. are 1 to 30 numbers for which you want to find the minimum value.

e.g.



A1 : A5 contains the number 10, 7,9,29,2 then:



MIN ( A1 : A5)  equals   2.



MIN (A1 : A5 , 0)   equals   0.

TRUE () :-

Returns the logical value TRUE.

Syntax:-



TRUE()

· You  can enter the value  TRUE directly into cells and formulas without using this function. 

FALSE ():-


Returns the logical value FALSE.

Syntax:-



FALSE ()

· You can also type the word FALSE directly into the worksheet or formula and Excel interprets it as the logical value FALSE.

IF() :-

Returns one value if condition is TRUE and another value if it is FALSE.


Use IF() to conduct conditional tests on values and formulas and to branch based on the result of that test. The outcome of test determines the value returned by the IF function.

Syntax:-



IF (condition, value1, value2)

condition……………
is any value or expresion that can be evaluated to TRUE or FALSE.

Value1………………is the value that is returned if condition is true.

Value2………………is the value that is returned if condition is false.

· up to seven IF functions can be nested as arguments to construct more elaborate tests.

e.g.

suppose an expense worksheet contains in B2 : B4

	
	Actual  Expenses
	predicted Expense

	Jan
	1500
	900

	Feb
	500
	900

	Mar
	500
	925


You could write check whether you are over budget for a particular month.

IF (B2>C2,  “Over Budget”, “Ok”)    equals    “Over Budget”.

IF (B3>C3,  “Over Budget,  “Ok”)    equals    “Ok”.

2)  Suppose you want to assign letter grades to numbers referenced  by the name Average.

If Average > 89…………………Grade A.

b/w  80…..89……………………Grade B.

b/w  70…..79……………………Grade C.

b/w  60….69…………………….Grade D

less than 60……………………..Grade F.

You could use the following nested IF function.

IF(Average > 89, “A”, IF(Average > 79, “B”, IF (Average > 69, “C”,       IF(Average > 59, “D”, “F”))))             

MEDIAN() :-



Returns the median of given numbers. The median is the number in the middle of a set of numbers; that is half the numbers have values that are greater than the median & half have values that are less.

Syntax:-



MEDIAN (n1, n2,……)

n1, n2 ….. are 1 to 30 numbers for which you want the median.

· The arguments should be numbers or names, arrays or references that contain numbers.

· If an array or reference argument contains text, logical values or empty cells, these values are ignored, however , cells with the value zero are included.

· If there is an even number of numbers in the set then MEDIAN () calculates the average of the two numbers in the middle  e.g.



MEDIAN (1, 2, 3, 4, 5)      equals  3.



MEDIAN (1, 2, 3, 4, 5, 6)   equals   3.5 (the average of 3, 4)

STDEV() :-


Estimates Standard Deviation based on a sample. The Standard Deviation is a measure of how widely values are dispersed from the average value.

Standard Deviation uses following formula:

e.g.


Suppose 10 tools stamped rom the same machine during a production run,  are collected as a random sample and measured for breaking strength. The sample values ( 1345, 1301, 1368, 1322, 1310, 1370, 1318, 1350, 1303, 1299) are stored in  A2 : E3, respectively. STDEV() is as:

STDEV ( A2 : E3)    equals  27.46.

SUMIF ():-


Adds the cells specified by a given criteria.

Syntax:-



SUMIF (range, criteria, sum-range)

range………………..is the range of cells you want evaluated.

Criteria……………….is the criteria in the form of a number, expression or text that defines which cells will be added.

Sum-range………………………..are the actual cells to sum.

e.g.

	
	A
	B

	1
	$100000
	$7000

	2
	$200000
	$14000

	3
	$300000
	$21000

	4
	$400000
	$28000

	5
	
	$63000


suppose A1 : A4 contains the property values for four homes & B1 : B4 contains the sales commissions on each of the corresponding property values:



SUMIF( A1:A4,  “>160000”,  B1:B4)    equals    $63000.

COUNTIF :-
FORMATING WORKSHEET CELLS :-


The formating characteristics of a cell or range in a worksheet include the numeric display format, alignment, font selection, borders, patterns and cell protection. To change the format of a range of cells, select <Cells> from <Format> menu. The following dialog box appears:

Click on of the tab:

Number:



changes the display format of numeric values in the range.

Alignment:

determines the horizontal & vertical alignment and orientation of individual data entries in their cells.

Font:

provides a variety of fonts, sizes, styles and display colors for the data in a range.

Borders:

display borders in several styles along selected sides of cells in a range.

Patterns:



changes the background pattens and color of a range of cells.

Protection:



creates a protection scheme of locked cells & hidden formulas.

TO CHANGE THE FONT OF A SELECTION:
1.  Select the range , choose <Cells> command from <Format> menu and click the <Font> tab. The resulting dialog box is as above.

2.  Select a font name from the <Font> box and a numeric setting from the <Size> box.
3.  Select any of the <Font Style> options: Regular, Italic, Bold etc. Optionally, select an <Underline> option, a <Color> & click any of the check boxes in the <Effects> group.
4.  Click  <Ok>  to apply the font to the current selection selection of cells.
TO CHANGE THE ALIGNMENT OF ENTRIES IN A CELL RANGE:
1.  Select the cell or range of cells that you want to realign.

2.  Choose <Cells> from <Format> menu, then click Alignment tab. The resulting dialog box is as:
3. In the <Horizontal > box , select the left, center or right option to change the alignment of text and numeric entries within the current column-width setting. General , this option represents the default alignment settings; left-alignment for text entries, right-alignment for numeric entries and centering for logical & error values.

4. Optionally, choose top, center or bottom in the <Vertical> box to adjust the placement of entries within the current row height.

5. To rotate entries within cells, select one of the samples displayed in the <Orientation> box…………..for vertically arranged text, text rotated to read either from bottom to top or from top to bottom.

6. To justify a long text within its cell, select the <Justify> option in the <Horizontal> box. Excel wraps the text  within the cells, increasing the row height as necessary.

7. Worksheet titles and other text or numeric entries can be centered across a horizontal ranges of cells. Select the range and choose                                     < Center across selection>  . Excel centers the entry across the range you have selected. 

8. Click Ok.

TO DRAW BORDERS:
1. Select the range of cells for which you want to create a border.

2. Choose <Cells> from <Format> menu & click the <Border> tab. The resulting dialog box as follows:

3. From the <Border> option, select the location for the border you want to draw. Outline:   this option draws a borders around the perimeter of the current range. Left, right , top, bottom: these options apply borders to all the cells within range.

4. From the <Style> options, select a border style for the current border location.

5. Optionally, pull down the color list and select a color for the current border style.

6. Click Ok to apply the borders you have selected.

TO APPLY PATTERNS:


You can use options on the <Patterns> tab either to apply shading to a range of cells on a worksheet or to select a border style and fill color for a graphic object.

1.  Select a range , choose <Cells> from <Format> menu, click the <Pattern> tab. The following dialog box appears.

2.  Click the drop-down arrow on the <pattern> box & select a shading pattern from the top three rows of the palette.

3.  In the color palette, select a color for the background of the pattern.

4.  Click Ok.

PROTECTING CELLS IN A WORKSHEET:
By applying cell protection to a worksheet, you can prevent any changes to the entries and hide the formulas in the cells.

1.  Select a range in which you want to change the protection options.

2.  Choose <Cells> from <Format> menu, a dialog box appears:

It has two check box options:

· Locked prevents changes to entries in the cells 

· Hidden hides the formulas in the cells.

3.  Check the combination of options for different ranges on the worksheet.

4.  Choose <Protection> from <Tools> menu, click the <Protect sheet> command ,a dialog box appears:

5.  click Ok.

TO REMOVE CELL PROTECTION:
1.  Select the sheet where you want to remove protection.

2.  Choose the <Protection> from <Tools> menu, click the <Unprotect sheet> command.

3.  If you used a password to protect the cells , you must now remove the password to remove protection.
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