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(Indtroduction)

Spreadsheet

Excel

Spreadsheet Microsoft Office

Spreadsheet

Excel

(Objecives)

• MS- Excel 2007

•

• Worksheet

• Worksheet

•
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Spreadsheets (Features of spreadsheet)

Excel

Autosum (adjacent Cell)

List AutoFill

Auto Fill

Auto Fill function

AutoShapes (toolbar)

Flowchart

(Graph)

Wizard-

(tips) (techniques)

Drag and Drop Mouse

Charts (Graphical representation) Pie, Bar, Line

chart

Pivot Table

(Periodic financial statement),

Shortcut Menus Command

Mouse
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MS Excel 2007 Features of MS Excel 2007

(a)

(Results-oriented user interface)

Microsoft Office Excel

(Menu) (tool bar)

(Commands) (features)

(task-oriented) tabs

Dialog Drop-down gallery

tools

Preview

(b)

(More rows and columns,  and other new limits)

Excel 2007

Microsoft Office Excel 2003

Excel 2007 Excel 2003 IV

XFD Reference

Memory workbook

(Formatting type)

(c) Excel (Office themes and Excel styles)

Excel 2007 Worksheet theme

theme Office 2007

Word-2007, Power point 2007.

Theme (Apply a theme)

themes Themes

Font effects

Theme Charts Work book

Using Styles: Theme style

Excel charts, tables, pivot Table, diagram Shape

style customized Charts



114

style style

Rich conditional formatting

Gradient color

Easy formula writing

Resizable formula bar: Worksheet

Excel

nesting

Function Auto complete : Function autocomplete

Function

Structured reference: Excel 2007 structured

Reference Cell reference

D1 A1C1

Eassy access to named ranges: Excel 2007 named

ranges Worksheet

Improved sorting and filtering

Excel filtering sorting

Excel 2007 3
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Filter Autofilter drop-down

Filter

Provot Table Filter

STARTING EXCEL

Task Bar start

Click

All pgrograms highlight Program

Microsoft Office

Microsoft Excel Click

Start  All Programs  Microsoft Office  Microsoft 2007
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MS Excel

Run Excel 2007

Excel OK Click MS Excel 2007
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EXCEL WORK SHEET EXCEL

(paper ledger)

Excel worksheet Excel Work sheet

Work sheet Work sheet

Work sheet

Lables

Cell Work sheet Cell

Cell

Selecting, Adding and Renaming Work sheets: Status

Work sheet tab Click Work book Work sheet

Work book Work sheet Word

book Work sheet
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Insert a New Work Sheet

Work sheet Work sheet

Insert Worksheet tab Click

To Insert a New work sheet before an existing work sheet

work sheet work sheet

Home tab

Cells group Click

Insert click

Insert sheet click

“Physics” work sheet work sheet
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Physics work sheet work sheet 1 work sheet

(Alternative Method to Insert

a New Worksheet)

Sheet Sheet

Pop up Insert
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(To Rename a work sheet)

work sheet

work sheet tab

Pop up Rename

work sheet Chemistry
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(SELECTING CELLSAND RANGES)

Work sheet Cell

Excel work sheet A1 Cell

Work sheet cell Cell

Cell

Cell

Cell Cell Cell

Cell Work sheet

Cell

Cell

(A1  C5)

Enter

A1  C5 Cell



123

(NAVIGATINGTHE WORKSHEET)

Scroll bar

Scroll Thumb tab
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Scroll (Move or Scroll through a Work

sheet)

Work sheet Scroll Cell Work sheet

Scroll

Work sheet Cell Cell

Cell Cell

Scroll Zoom (Scroll and Zoom by Using the

Mouse)

Microsoft Intelli Mouse

Scrolling Zooming Work sheet

Chart sheet Work sheet: Work book

Sheet Chart Work sheet data Pivot Table report

Chart sheet Dialog

Scroll Drop down Scroll bar

Z [ ý  ^ òù a g (DATA ENTRY)

Cell

Numbers

Scientific

notation E+2 Cell

Excel Scientific notation

Cell

#  #  #  #  #  #

Text

Enter

Cell

Apostrophe (‘)

Date and Time

Excel
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Data in Series Auto fill

(EDITING DATA)

Excel Work sheet

Cell F2 Backspace

Cell

cell cell delete

standard undo Edit  Undo

Ctrl + z

(CELL REFERENCE)

worksheet worksheet cell

A A cell

(FINDAND REPLACE DATA

INAWORKSHEET)

worksheet Home tab

Find Home tab Find   Replace
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. (MODIFYINGAWORKSHEET)

(Insert Cells, Rows,

Columns and Delete Cells)

Insert blank cells in a worksheet

• Cell range : sheet cell, cell

cell

cell

cell cell

• Home tab cell group insert

insert cell

• cell

insert

• Insert dialog cell

(Insert rows on a worksheet)

• cell

cell

•

•

CTRL

Cell Group Home tab Insert

Insert sheet Rows
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(Insert column on a worksheet)

•

B

B cell

•

• CTRL

Cell group Home tab Insert

Insert sheet column

(Delete cells, rows or columns)

cell

Cell group Home tab

• cell Delete

Delete cell click

• Delete

Delete sheet row

• Delete

Delete sheet column

cell cell Delete dialog shift cells

left, shift cells up, Entire row entire column

(Resizing Rows and columns)

Set a column to a specific width

cell
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Cell group Home tab Format

Cell size column width

Column width

Change the column width to fit the contens

Cell group Home tab Format

Cell size Autofit column width Worksheet

autofit select All

heading

Match the column width with another column

cell

Clipboard group Home tab cipy

Clip board group Home tab page

paste special

Paste Column width

Change the width of column by using the mouse

• heading

•

heading
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•

heading

• Worksheet Select All

heading

Set a Row to a specific height

Cells groups Home tab Format

Cell size Row height

Row height

Change Row height to fit the contents

Cell group Home tab Format

Cell size Autofit Row height

Worksheet Autofit Select all

Change the height of rows by using the house

•

•

• Worksheet Select

All
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•

Move or copy entire cells

cell Excel

Cell

cell

Clipboard Home tab

• Cell Cut CTRL + X

• Cell Copy CTRL + C

Paste Cell

Clipboard group Home tab Paste CTRL + V

Move or copy entire cells by using the mouse

Cell

Cell Cell

• Cell Cell

Cell Cell

• Cell Cell

CTRL

Cell Cell

Insert moved or copied cells between existing cells

cell cell
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clipboard group Home tab

• Cut CTRL + C

Paste

Insert cut cell Insert copied cells

insert dialog

Prevent copied blank cells from replacing data

cell

Clipboard group Home tab copy

CTRL + C

Paste Cell

Clipboard group Home tab paste

paste special

Skip blank

Move or copy the contents of a cell

cell

Cell

Cell

Cell Cell

Cell

Cell F2

SHIFT + Arrow key

Clipboard group Home tab

• Cut
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• Copy

paste cell

cell

Clipboard group Home tab paste

Enter

Copy cell formats or formulas only

paste

• cell

• paste Font Fill

• paste

Clipboard group Home tab copy

paste

paste

Clipboard group Home tab paste

• paste paste values

• paste paste special

paste Format

• paste Formulas
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Drag and Drop

drag and drop

Freeze panes

Worksheet worksheet scroll

Freeze panes

worksheet Frozen

View tab  window group on ribbon  Feeze panes  Freeze pane

Frozen panes View tab  window gorup on ribbon  Freeze

panes  unfreeze panes
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Freeze pane

Worksheet Scroll

Freeze

unfreeze

unfreeze pane pane Freeze

PAGE BREAKS

Worksheet Page break page break

page layout  setup group

Breaks  Input page break Excel
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PAGE SETP UP

Margin set header Footer File

Page setup File  Page setup

Page

landscape Potrait page

setup window page tab orientation Worksheet

scaling Worksheet

Fit to 1 page(s) wide
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Margin Page layout tab page setup group Margin

Header Footer field

Margin setting

margin
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Add or change header or footer text : page view worksheet

header footer sheet chart

sheet embedded charts page setup dialog header

footer

Add or change the header or footer text for a workshet in page layout view:

header footer worksheet header

footer worksheet

Text group Insert tab Header and footer

• Header footer header

worksheet footer

• Header footer worksheet

header footer header footer

Header footer worksheet ESC

sheet tab

Gridlines

worksheet

Rows to repeat at top
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(PRINT PREVIEW)

print preview

worksheet

W K êý ù c • e print preview

Office button print

Print

Print Preview
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Print Preview tab Next Previous

Zoom Page Setup

Close worksheet Print

Print

Worksheet Office button Print
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Print range :

Print what : Worksheet

worksheet workbook worksheet

Copies : copy

Collate

OK

(File open, save and

close)

Windows exploer

MS Excel Office drop down

open pop-up

save time

office button  drop down save
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worksheet

Office

drop down “file save as”

Pop-up

Pop-up ‘save’

Office print

close

MS-Excel Exit Excel
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Workbook (Workbook  Protection)

Set a password for the workbook (work book password set

Microsoft office save as

Tools General option

• password password

to open password

• workbook

password to modify password

Read-only-Recommended

Read only

OK

prompt password

OK

Save

Yes Worksheet

INTEXT QUESTION /

header footer custom header Custom

footer

Autofill

Chart

Worksheet Edit

Pivot table
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workbook

worksheet

flow chart

Excel

worksheet page

setup Insert page break page preview

Terminal Questions

MS-Excel

Worksheet Workbook

Worksheet

worksheet

worksheet

worksheet
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worksheet

Workbook

preview

Autoshapes

gridlines


