MS EXCEL

A spreadsheet is essentially a matrix of rows and columns.
Consider a sheet of paper on which horizontal and vertical lines are
drawn to yield a rectangular grid. The grid namely a cell, is the result
of the intersection of a row with a column. Such a structure is called a
Spreadsheet.

A spreadsheet package contains electronic equivalent of a pen,
an eraser and large sheet of paper with vertical and horizontal lines to
give rows and columns. The cursor position uniquely shown in dark
mode indicates where the pen is currently pointing. We can enter text
or numbers at any position on the worksheet. We can enter a formula
in a cell where we want to perform a calculation and results are to be
displayed. A powerful recalculation facility jumps into action each time
we update the cell contents with new data.

MS-Excel is the most powerful spreadsheet package brought by
Microsoft. The three main components of this package are

% Electronic spreadsheet
< Database management
% Generation of Charts.

Each workbook provides 3 worksheets with facility to increase the
number of sheets. Each sheet provides 256 columns and 65536 rows
to work with. Though the spreadsheet packages were originally
designed for accountants, they have become popular with almost
everyone working with figures. Sales executives, book-keepers,
officers, students, research scholars, investors bankers etc, almost any
one find some form of application for it.

You will learn the following features at the end of this section.

% Starting Excel 2003

% Using Help

» Workbook Management
Cursor Management
Manipulating Data

Using Formulae and Functions
% Formatting Spreadsheet

% Printing and Layout

% Creating Charts and Graphs
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Starting Excel 2003

% Switch on your computer and click on the Start button at the
bottom left of the screen.

K/

% Move the mouse pointer to Programs, then across to
Microsoft Excel, then click on Excel as shown in this screen.
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% When you open Excel a screen similar to this will appear
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% The options shown below is called as Menu Bar

“ File Edit iew Insert Format Tools Data \Window Help

T etical

% The collection of icons for common operations shown below

is called as Standard Tool Bar
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TOOLBARS AND THE ICONS

Standard Toolbar

D QY &R B A A 0 -3,
MNew [} Open

Creates a new blank file. Opens ot finds afile.

Alfernafive: File — New Alternafive: File — Open

Shortat — Ctel + | Shorfadt—s Ctrl +0
Save & E-Mail

Saves the active file. Sends conterts of the current worksheet as

Alfermafive: File — Save ~ — body ofthe e-mail message

Shorfouf — Clrl +3

=
Primt ./
Frints the active file using current defaults.
Alfermafive: File — Print

Shorfouf — Ctel +F

Print Proview Spelling
Displays fll pages as they are printed. & Checks the spelling in the active file.
Alfernative: File — Print Preview Alternafive: Tools — 3pelling and
Shorfout — Ctel +F2 Gramines

i Shorfout — F7
Cus
Cuts the gelection and s it on the d Past
if];zf:c:;ie Bdit — Cut Ingetts the Cliphoard contents at the
’ insettion poitt.
+
Shorfout = Ctel + 2 Alfernafive: Edit — Past
Shorfosf — Ciel + W
Copy . )
Copies the selection and pats it on the — B3 ) Fongat Painter )
clipboard. Copies the formaffing of the selecfion fo a
Alfermative: Edit — Copy <t specified location. ]
Shorfout — Ciel + 0 Shorfouf — Ctrl + 3hift +C
Hado
LUnd K |-
T e c:l:ur:m:nds Revetses the action of the Undo conunand.
Alfernative: Edit — Tado ' Alternafive: Edit — Repeat
Shortout — Ctel +2 | SR e G
Insert Hyporlink Auto .5‘.11« )
Displays the destination object, document X #ilds m:mb.ers automatically with the
or page. — | EUM function. Excel suggests the range of
Alternative: Edit — Repeat cells to be added. If the suggested range is
Shorict _)I Ol + K ¥ incorrect, drag through the range you watnt,
and then press ENTER
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Insort Hyporlink Auto Sun

Displays the destination object, document % ?T_?I?; m}tz‘;ﬁ ?::I:Denlmsicgaégtfit}it?;ge o

or page. L g

AHI;,EM-%. Edit — Repeat cells to be added. If the suggested range is

Shortous _}I el + K 5 — incorrect, drag through the range you want,
|| atud then press ENTER

Displays a list?;:uf:t?;::;d their 5 Sort Ascending

formats and allows you to set values for Horts the selected items in order from the

arguments. 4l — hegitming of the alphabet, the lowest

numbet, or the eatliest date, using the
columi that contains the ingertion point. IF

Sort D 2 z you previously set other sorting options are
ot Sesconding &l still in effect.

Borts the selected items in order from the Alternative: Tabl Sott—> A din
erud of the alphabet, the highest mumber, or srnalive: Lable = ootk — Ascensing
the highest date, using the column that

cotrtaitg the insertion point. If you g Drawing

previously set other sotting options are still — Shows or hides the Drawing Toolbar,

inn effect.

Alternative: View — Toolbars — Drawing
Alternative: Table — Sort — Descending

ChartWizard Ll
Btatts the chart Wizard, which guides vou
theough the steps for creating an embedded
chart on a worksheet or modifying an
existing chart.
Alternative: View — Toolbars — Drawing

Microsoft Excel Help
Prowides help topics and tips to accomplish o zﬂﬂ‘fﬂ_ Cﬂﬂffﬂf
your tagk L @ Acales the ed1tfing FiEW [ 00).
Alternative: Help — Wlicrosoft Word Help Alfernafive: View — Zoom
Shotteut — Fl L~
100%: -

% The formula bar is the place in which you enter the
formula(=A3*B5)

| G17 ~| =

% The alphabets A,B... are known as columns
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A | B | ¢ | o] E | F | 6 | H |

% This is the name of the workbook. (Book1)

Wl Book]

00| OO | = [T | P L |-

% The rows are numbered as 1,2,3...

<% Sheetl,Sheet2, Sheet3 are known as worksheet tabs

'\ Sheetl / Sheet? [ Sheet3 /

How to use Help Menu
% Click on Help, Contents and Index, then click on the Index

tab. The following screen will appear

About Microsoft Excel @

| Microsoft® Office Excel 2003 (11,5612,5606)
| Part of Microsoft Office Professional Edition 2003
Copyright © 1985-2003 Microsoft Corporation. Al rights reserved.

Partions of Intemational ComectSpel™ spelling comrection system € 1393 by Lemout & Hauspie Speech
Products N4, All rights resenved, French spelling checker and dictionaries @ 1334-2000 SYMAPSE
Développernent, Toulouse (France]. All tights reserved, Spanish Spelling Engine @ 1938-2002 by
SIGMUM Cia, Ltda. Quito, Ecuador, Al ights resarvad.

This product is licensed ko
ieq
ieg
Product ID: * 73931-641-3854546-57646

View the End-User License Agresment

twtarning: This computer program is protected by copyright law and international
treaties, Unauthorized reproduction or distribution of this program, o any portion of

it, may result in severe civil and criminal penalties, and will be prosecuted to the ="

maximum extent possible under the law.
Tech Support. ..
Disabled Ttems...
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<% Type the first few letters to see the help entries for those letters.

% You can get the printout of any help topic by selecting it, right
clicking and then clicking Print Topic.

Workbook Management
Task 1: Creating a new workbook

+ Click on File menu and then click on New.

Cpen...

Close

1kl Save
Save A5,
ol SaveasWeh Pags.,.
Save Warkspace. .,

File Search...

Permission

Weh Fage Previsw

Page Setup. .,
Print Area
|30 Print Preview

Brift...

send To

Properties

1 \Documents and Settingslieg!De...\timetable-format
2 NO Detalls Colleges
3 \Documents and ...\Nonreported JKC Studentslist(1)

4 \Documents and Settingslieg\Deskiopisept

Exit

T Prints

% Click Workbook and then click OK button. You will get the
screen as shown below.
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E2 Microsoft Excel - Book1 B@

'@ e Edit w Insert  Format Took. Dats  Window Help Type aguestionforhelp = - & %

T RENE T WOV A R O A R R I 1 e T ) Bt ren -2z

 Tmeshonfonan =10 | B X U |===5d08 % o sl |imem g e A i) o) T ] o B E

s s | aosopes N N\ 1O Al G 8 ) Orndr A
Al - F

A B € D

1B

4 Wh\sheet1 (cheetz {shesta / ) ' I«
Ready

O Pripts - I

% Enter data as shown in the figure below :

E3 Microsoft Excel - Book3 E]@

Typeaguestionforhelp = o & X

@j Elle. ew Insert Format Tools Data Window Help
RN NEWE T RV W i e A RN e T | il ) e ) |

év.!_:.] b st AP R L5 MR WM M L W a

i TimesMNew Roman = 10« | B 7 O )8 % g %R

E&aw* Li | Autoshapes = N\ J:[Og,]aﬂ. 18] ﬂ[&vé-ﬁv
D8 = A

A | B c | b | 8 | F | g | B | =
1 Sales Report

2 Region January FebruaryMarch |

3 North G000 7000 8000

4 | South 7000 6800 7500

5 |East 4000 5000] 6000

West 5000 6500 3000

6
7
3 | [ ]
9

W 4 v WhSheet1 {Shest2 fShest3 / ' ' I«

Ready
& ) 12i24 P11

= & G | & msoffice 5 | i help-Pairt T Piirts
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Task 2: Saving Workbook

% Click on File menu and then click save. You will get the below

screen
—
Save As
Savein: [@ Desktop v ; @ -3 | 'Q < [ B v Tools -
= 1 F
= || Mame = 2
uﬁ iﬁ Py Docurnents
My Recent ¢ My Computer
Dacuments
LR \'j My Mebwork Places
Fl-t (I8P DIST MAPS
- I apmaps
Desktop |yaptitude Question papers
{1 C-Programs
\ [C2)00M Books DS
_.-—/ () Degres JKC
My Documents || =) pistrict wise maps
Iii‘| EMpnews
" |CIEnglishpapers
il' I)FER
My Computer 5 e 2008 ar
e {_ }
File name: ook w| [ Save ]
Py Metwark, ; : =
Places save as bype: | Microsoft Office Excel Workbook ot | Cancel ;

% In the File name text box, type sample and then click Save

button

Task 3: Opening an existing workbook

% Click on the File menu and click on Open. The open dialog box

will appear
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Open @

Lok |3 Desktop vi@ Q@ X oy &
| [S)APCISTMARS () payment detals BicrcBank Anartapur
Lﬁ |Z)apmaps (Zpending maps Ii‘ﬂKakatiyaMahiIaDegreE!ColIE!gE!Q‘3.2005
My Recent | | =) Aptitude Question papers [2)Reasoning Enonreported KC Studentslist(1) |
Rrdiment= A |_)C-Programs [schiedules @jprkash
= |)00M Books CDS [Zhsirisha Bshorteut to WO Detais Coleges
Lﬂ |Z)Degres KC [ 50ft Skils @SRMT Bills{ 1)
Desktap | ) District wise maps () stilakshmi
(Chempriews [I5RMT Files
|Englishpapers | Timnekable
(CyFer (31Tsch
My DocLments | |56 2008 Epooks Detals(1)1)
| Z)Learning Resources EjBooks (Ds format
Pjg (Cymais @Books& od's details
) [E=meps FINAL ] Candidates selected for GENPACT
My Computer |ZIMaCffice @._]CD\Ieges List Incentives Received Letters(1) |
‘-_. < |
:!l) File: name: \ | e
My Metwork = = _
Places | Filesoftypet |l Micrasoft Office Exeel Fles v

% Click on some file (Example: sample.xls), then click on Open.

Task 4: Closing your workbook

K/
£ %4

Click on File menu, then click Close to close your workbook

Cursor Management

Task 1: Moving around the worksheet

Open sample.xls workbook.

Move the cursor in your worksheet by using the arrow keys on
the right-hand side of the keyboard.

When you have got lots of rows of data you can move the cursor
more quickly by using the PgUp and PgDn keys to move up and
down a screen at a time.

To move one screen to the right, press the Alt key and PgDn
keys together.

To move one screen to the left, press the Alt and PgUp keys

together.

To move further to the right, just keep pressing the right arrow
key

To move back to cell Al, press the Ctrl and Home keys
together.

Pressing the Home key on its own takes you back to column A
To move to the last column(IV) press the Ctrl and right arrow
keys together.
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% To move to last cell containing data, press Ctrl and End keys
together.

% To move to the last row(65,536), press Ctrl and the down
arrow keys together.

% You can also move the cursor with the mouse. Move the mouse
pointer to the location you want. Press and release the left
mouse button once when the cursor is where you want it.

Task 2: Moving to a Specified cell

% Click on the Edit menu, choose Go To. You will get the below

screen
Go ko
Reference:
[ Special. .. ] [ (814 ] [ Cancel ]

< Enter the destination cell reference in the Reference text box.

% Click OK to move directly to the specified cell.

Data Manipulation
Task 1: Entering data

% Start Excel. Click File and then New. An empty worksheet
appears as shown below

MS Excel Page 11 of 40



E3 Microsoft Excel - Book1 g@

() Fle Edt Wew Inset Fomat Iools Dsta indow  Help

N ESEASERI T Bk RE S e o8 s E o s @Bido o)

Typeaguestionforhelp = o @ X

-2

£ Times Mew Roman

| B L 1

<0 .00
00 .0

= =53 8 % 2

;v&-Av!i_J o W B JT 5

= e BN _E

iDan: L | Avoshopes= N N IO Al 43 8 &l & - - A~

zauf

Al

-

5

A

B | ¢ | op | E | F | ¢ | B | E

W=

AR

h

\O | CO |1 (T

Ready

4 4 Wiysheetn {cheetz [ sheeta / | < j [ s

LN

% Type Expenditure in cell A1 then press down arrow key to move

to cell A2.

% Type Month then press the down arrow key to move to cell A3

B

» Continue to type the data. The resulting worksheet should

appear like the following screen.

MS Excel

Page 12 of 40



B3 Microsoft Excel - Book2 IZ]@E\

(K] Ele Edt Yew Inset Fomat ook Dats  Window Help

IR RS TF e Y e i S A A R

SR EESRICY BRI

Typeaquestionforhelp v o B X

74!

iTimeshewRonn <10 - B 7 U EEE (S % o0 w8 E O A Qs o @ e) A B0 B
imow s [adostepes N N NOE A G BRSO -2-A===a @)
El = %
A | B | ¢ | p ' E | F | ¢ | | =

1 Expenditure

2 Month Jan Feb Mar

3 |Rent 200 200 200

4 |Electricity 20| 23 18

5 |Household 150 145 150

6

7

8

)

10

11 |

12

13

14

15
i3 v hSheet1 /Sheet2  Shest3 / i i < I al

Ready

+J start

X/
L X4

B3 micrasoft Excel - Bookz

box appears.

NUM

Save your work by clicking File and then Save As. This dialog

Save As
Save in: |@' Diesktop V| @~ | @ X 4 EF - Tools~
L;é Mame  ~ Lol
. 'u‘jMy Documents
My Recent M C k
Documents 3‘ e
\ﬂMy Metwork Places
—|=: 18P DIST MAPS
: ) apmaps T
Desktop |yAptinude Question papers
) C-Programs
{C)DDM Books COS
[C)Degres JKC
My Documents || == pictrict wise maps
Iﬂ EMpnews
%! |CIEnglishpapers
IHFEP
My Compuier || & 1 2008 |
= = ! | x
File name: im v | [ Save ]
My Mebwark, . =
Places Save as Lype: | Microsaft OFfice Excel workbaok ~ | Cancel

% Type cash in the File Name text box and then click Save button.
Excel automatically adds the extension .xls to your file name.

MS Excel
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Task 2: Editing data

Click File and then click Open.

Click cash.xls and then click Open.

Move the mouse pointer to cell D4, click and release. The cell is
highlighted and 18 appears in the formula bar.

Move the mouse pointer to the formula bar and click once to the
right of 18.

X/ X/
R X X4

7
L X4

X/
°

Microsoft Excel - Book2
Type a questio

PE] fle Edt iew Insert Format Tooks  Data  window Help
RN = REWE T NN QP R e R i [ W - 1 W | ) e
(o]

{TimesNewRoman = 10 «| B I U |[=

D i [ Agoshepes N\ N\ 1O Al 28 (8] [l | B - A
D4 - A 18

A | B ] ¢ Pl 8 | F | ¢ | w# | =
Expenditure
Month Tan Feb Mar
Rent 200 200 200
Electricity 20 22 | 18 |

Household 150 145 150

|3
i
e

il

12

=

]

[5)

=l

—
—

_.
[§9]

—
[¥8]

i
1

i 4+ W]\Sheet1 {Sheet? / Shest3 / I« 4 £
Ready UM

5.

hn

P e = ; -
<y Start o @ @ | T meexcelz -Miorosoft ... | T Prinks - Mic Word [ Microsoft Excel - Boak?

% Use the Backspace key to delete 8,then type 4 and press
Enter. Cell D4 now contains the value 14.

Task 3: Replacing cell data
% Make the cell B5 active by clicking on it.
% Type 200 and press Enter. The cell B5 will now contain the value
200 replacing old value (150).
Task 4: Deleting cell contents
% Move to cell C5 and click to select.

% Press the Delete key.
% The cell becomes blank.
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% Drop down the Edit menu and click Undo to reinstate the 145.
Excel 97 allows 16 levels of undo. You can use Undo and Redo
buttons also.

Task 5: Copying data

% Open the cash spreadsheet.

% Select the cells D3 to D5

% Click Edit menu and then click Copy.

% Select the cells F3 to F5.

% Click Edit menu and then click Paste.

% Now the cells D3 to D5 are copied into F3 to F5.

Task 6: Moving data

% Open cash.xls spreadsheet.

s Select the cells from B3 to B5.

% Click Edit menu and then click Cut.
% Select the cells G3 to G5.

% Click Edit menu and then click Paste.

Task 7: Data Auto Fill

There is an easy method to fill the data in columns and rows. The
data may be Numeric or dates and text.

To fill SIno by using auto fill
¢ Type SIno for 2 cellsi.e 1,2 in the cells A1 and A2 respectively.
¢ Select two cells and drag the Fill Handle +

A B C D E F
I 1 2 3 4 5 6
2 2
] 3
4 4
5] 5
6 6
7 7
] 8
9| 9

To fill dates in the cells
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¢ Type date in the cell
¢ Select the cell and drag the Fill Handle

A | B | ¢ | b
01/01/2008 02/01/2008 03/01/2008 04/01/2008
02/01/2008
03/01/2008
04/01/2008
05/01/2008
06/01/2008
07/01/2008
08/01/2008
9 |09/01/2008
10/01/2008

11/01/2008 | |

—_

12

UI‘J‘-\"M

(@)}

0]

—_
)
J—

—_
—

We can customize the lists with different text data to minimize the
redundancy of work.

Some of the lists are listed below:

1.

2.

3.

4,

Jan, Feb, Mar, Apr, May, June, July.... like months

Sunday, Monday, Tuesday, Wednesday, Thursday...Like week
days

Adilabad, Anatapur, Chittor, Cuddapah... like District names

Ravi, Kiran, Praveen, Rama.... like employees list

To create a customized list follow the steps given below:

¢ Click Tools Menu ,Click Options then click Custom Lists tab, Then
you will find the figure given below:

MS Excel
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Calor International Save

Wigt Calculation Edit

sun, Mon, Tue, Wed, Thu, Fri, =
Ssunday, Monday, Tuesday, Wet
Jan, Feb, Mar, Apr, May, Jun, 1
January, February, March, April

Press Enter to separate list entries,
Import list From cells:

Custom lisks: Lisk entries:

Speling

EN

Security
Chart

04

] [ Cancel ]

¢ Click NEW LIST and enter the list in the List entries window
¢ Click Add button then click OK button then your list will be
added to the Custom Lists. That list you can use as and when

required to type.
¢ Now you can Drag the fill
automatically.

Using Formulae and Functions

Task 1: Entering a formulae

« Click File and then click New.

(+ ) to get the list

< Enter the data in the new worksheet as shown below

MS Excel
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ES microsoft Excel - Book1
i) Ele  Edit Wiew Insetk Format  Tooks Dats  Mindow Help

RN NEWE T V-2 WP oS A1 RN N AN 1) e ) , P o] -
iTmestiewRoman - 10 - | B £ U |===d]$ % o hSlEe|i- s-a -l Lid T ka L1 B
2 | A L § Favorites ~ | Go~ | 5] | Bookl -
T 4‘\Ag{‘n5h§is“2\ « Dogie:_;- B g A-=—=a @l s et onmere]
Bé » A
A | B e D | B | r | ¢ | m | =
1 Electricity
2 |Month Tan Feb Mar Apr May Jun
| 3 |Rent 200 200 200 250 300 250
4 |Electricity 20 32 18 25 30 28
5 |Household 150 145 150 130 150 140
6 |Power
7
(5
Ex
(10
11
12
=3
14
" 1<<» v} Sheet1 { sheet2 / sheetz / < * 5

Ready

pTTE—
72 start = & @ | O msexcelz-Microsoft ... | G Frints - Microsoft Ward | 16 untitied - Paint

Cell B6 should contain formula. Move the cell pointer to cell B6.
Type =B3+B5(formulae and functions should always begin with
= sign)

Cell B6 will now contain the value 350

Look at cell B6; you will see the result of the formula in the cell
B6 rather than formula.

Now repeat the appropriate formula for cell C6, D6.

Save your worksheet as cash3.xls.

Task 2: Editing Formulae

Move the cursor to the formula bar with the mouse, clicking
once.
Make the desired changes.
When you have finished editing the formulae, press the Enter
key for the changes to take effect.

(OR)
Edit the contents by pressing F2 key on the keyboard

Task 3: Displaying and Printing formulae

X/
A X4
R/
£ %4

K/
£ %4

Click Tools menu and then click Options.

Click View tab.

In Window options check Formulas check box. The below
screen appears.
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Options

[]Page breaks
i Cutline symbols

Gridlines

Calar International Save Error Checking Spelling Security

Wig | Zalculation Edit General Transition Cuskarn Lisks Chart
Shiow

startup Task Pane Eormula bar Status bar windows in Taskbar
Camments

() None * Comment indicator only () Comment & indicatar
Ohijecks

() Show all () show placehaolders () Hide all
‘Window options

Fow & column headers Hatizantal scroll bar

Vertical scroll bar

Zero values Sheet kabs
aridlines colar:
] 4 ] [ Cancel

« Click OK button.

% To print the worksheet with formulae displayed, click File menu
and click on Print Preview. If the layout is satisfactory, click on

the Print button.
Task 4: Using the SUM function

% Open cash3.xls spreadsheet.

B e e

PO G e Juei Fove Lol [Wa fedes o -y CE o
W= BEWE TR W= N S e N R W RV BE 1 B Eo SN H Ry < B
frembewioren -0 - @ & W= WG S % ¢ dogeoe 0. - A - =T TR | L l
E (3 A, Pavaien - | | P Beaki z e I
Plowas o | Mostecss- o w 02 c) ol 0 1l ke A= T @ @R
3 - 3
A E C | | E F G H =

1 Electriety

2 hdonth Jamn Feb Llar Ny Iiay Jun

3 Rent ZOH} 200 2OH} 250 FOH 250

4 Electricity 20 R 18 25 Bl 22

5 Houselwold 150 L45 150 L300 150k I <4

& | Power

% Suppose if you want the summation of the cells B3 to B5 should
appear in the cell B6, then first select the cells from B3 to B6.

MS Excel
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% Click the Auto Sum ﬂ icon on the toolbar.
% The result of (B3+B4+B5) will appear in the cell B6.

Task 4: Copying Formulae

% Open cash3.xls spreadsheet.

% If you want to copy the formula in the cell B6 to C6,D6,E6 then
first select the cell B6.

% Move the cursor to the lower right corner of the cell B6. The
cursor will change to + icon.

% Drag the cursor from B6 to E6 and release left mouse button.

% You will notice that the cells C6, D6 and E6 are updated
immediately as shown below.

Microsoft Excel - Book1 EE]
PE] mle Edit Wew Insert Format  Tools Dats  Window  Help Type a question for help = - @ X
IR = BEWE I REN A =W e (e e N IR W S SN el (7)) e — ) |
PTmesMewRoman = 10 - | B F U |== =58 % » % M| =i - S A - ﬂcinsn:f'tE;(;a\.H;\ i s | 2,y E
P@ @) A A |y D) Favorites > | Go= | B | Bookl i H—lD
iDeaw~ L3 |Autoshapes~ N\ % O M dl G @ @E| S -Z-A-===2 @ lj!
=3 o £ =SUM(BIEZ
A | B c | o | E | F | ¢ | H | =

1

2 |[Month |Tan Feb Mar |Apr May Tun

3 |Rent 200 200 200 250 300 250

4 |Electricity 20 28 18 25 30 28

5 |HouseHold 150 145 150 130 150 140

6 |Power | 370 367 368 405 480 418|

=

8

9

10

11

12

13

14

1< &
1« 4 » w\sheetl (sheetz / sheets / I« >

Ready

word | 48 untitled - Paint

Task 5: Copying formulae using absolute addressing

+» Create the worksheet shown below and save ABS

% If you copy the formula in the cell c2 to c3, c4, c5 you will get

the incorrect

MS Excel
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B3 Microsoft Excel - Book? [S]EE]
for hel

P Ble Ede Vew Insert

Format  Took  Dats  window  Help

- & x

A A R T S e o ez sl il e Bide o) ——— -z
:[Time z o ez nl===5ls v o o st se s o o A R e s < 4 B
L@ @[ A | h 8 Favorites > | Go- | 5 | Bookl =
iDmaws o Auoshopes= N S 1 el Al il il s - A === @
1r > X o A =BinEITAD)
A | B ] & | D E F B
1 Net Price Total Price
2 | 6.45)=B2-+HB2"*A9)
3 5.89
4 4.78|
5 TFAT
6
7
8 |[VAT Rate
9 0.265]
10 L
11
12
13
14
'+ i\ shoet1  sheste  Shests / I« =l

WM

Edit

T Prints - b it untitled - Paint & L zaapm

% result because the formula will change in the cell (C3)to B3*A10
but the value in the A10 is not defined. The reason is that we are
copying relative address but not absolute address. To use
absolute address move to c2 cell.

% Edit the formula to =B2+($B$2*$A$9) and press Enter key.
% Copy the formula to cells C3 to C5.

B3 Microsoft Excel - Booki [BEIET
i Ele Edt Wiew Inset  Format  Tools. Data  window  Help vpeaq rhelp = o @ X
B = NN N WM SR sl e R SR N S 1| EE ECLal ) el Gt
iTmesnenRomen =10 x| B I U == ZEH|$ % o Gl S8 EEEec S A B0 ey ) s ] | Ey
i@ @) | A A | &) Favortes~ | Gox | B | Bookt -
e g e NS O R ACER O g AcE Al
A | B e p | E | f | ¢ | m |*=

1 Net Price Total Price

2 6.45 8.15925

3 5.89 7.59925

4 478 6.48925

5 7.47 917925

6

7 [ 1

8 |VAT Rate

9 0.265

Formatting Spreadsheet

MS Excel
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Task1l: Increasing column width

« Open an existing worksheet(For example cash3.xls

B Microsoft Excel - Book2

(] mle Edit Wiew Insert  Format  Tools Data  Window  Help wpe a question For hel -8 x
S 3 D T % S S e 0 o B = o) 2 ] zoe - @ Wit o o) v o
[TmesewRoman =10 -|B L U= =288 % s sl i oo A Wiias oyl L @
i@ @ A A | Y &) raverites | Gox | [ | Bookz =
ibraw= g Auoshapes> N w DO Al 4z Gl | S - A-S=2 A 'j!
F7 - B
A | B | ¢ | b E | F | @ H | i
1 | Expenditure
2 Month Jan Feb Mar Apr May Jun
3 Rent 200 200 200 250 300 250
4 |Electricity 20 22 18 25 30 28
5 |Househol 150 145 150 130 150 140
6 | power 370 367 368 405
7 [ 1
8
)

% Move the mouse pointer to the position(column B)shown below
in the column header. When the black cross appears, hold down
the left button and drag the mouse to the right to increase the
column width by the required amount.

Expenditure

Montlh Jan
Rent 200 200 200 250 30C

Tlectricity 20

1

2

3

4

5 |Household 150 145 4
S |power 370 367 368 405'

7

8

=

Feb Noar Apr May

» M Sheetl ¢ Shestz 4 Sheetd /

Task 2: Decreasing column width
% Open cash3.xls spreadsheet.
% Move the mouse pointer to the column B. When the black cross

appears, hold down the left button and drag the mouse to the
left to reduce the cell width.

Task 3: Changing width of all cells in a spreadsheet
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Open cash3.xls spreadsheet

Select the entire worksheet by clicking the Select All button (to
the left of Al cell) at the top left corner of the worksheet. The
worksheet changes from white to black.

7 X/
L XA X g

IEIJ File gij_lt CMigw  Insert  Format lq'uls_ Data  wWindow  Help Twpe a question For help -8 X
R =10 = M- = TE-W e =N = N I S I 6 - WS oI S S e Rk vg»!j 2 | s |
i Times Mew Roman -~ 10 -| B Fr U |=E==Hd|3% % » %8 %8| = _;-{%-A-! T [ Whaat® | i v TS | | o ﬁ
P @[ 9 | () @) Favoriess | G- | 5 | Boskz -8
ibsw- i [Auoshapes- N\ w IO M Al G Bl @ & - - A-==2 @ @
Al - = Empenditure
A | B ¢ | b | B | ¥ -=
1 |Expenditure
2 |Month Jan Feb Mar Apr May
3 |Rent 200 200 200 250 30(
4 |Electricity 20 B0 18 a 3(
5 |Household 150 145 150 130 15¢
6 [power 370 367 368 405
=
8
9
10
11
12
13
14
WS v [\ Sheet1  Sheet2 £ sheetd / < I > JY

Ready Sum=3915 R

= & & | O meexcels - Microsoft .., | G Prints - Micrasoft Weie 3% untitled - Paint

% Click Format menu, click Column, then click Width

% In the column width text box type 20, then click OK button. Your
worksheet cells should all increase in width.

Column Width

Column widkh:

[ 8] 4 ] l Cancel ]

% You will get the below screen. You will notice that widths of all
columns are now changes to 20
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B3 Microsoft Excel - Book2 [=[= ][]

-@j Eile Edi  Wiew Inssrt  Formst  Tock  Dats  window  Help Twpe a question For help = o & x
PO D T K S o B F sl B Mfeslene - e Wit o) ——— 28
jTimesMewRoman =10 | B I U |E = =548 % 5 =8 88 A Mg maca s oo a0 | 2 e i
PG = | A o | rad &) Faverikes = | Go~ | 5] | Bookz -7! s ——
ipow s Jeuoshopess N W IO Al BA| S -uk- A Sma @
A6 = A power
A B \ C | 5 | =
1 _ Expenditinre _
2 |Month Tan Feb Mar £
3 |Rent 200 200 200
4 |Electricity 20 2% 18
5 |Household 150 145] 150
6 |power | 370 367 368
-
8
o
10 U
11
12
13
14
1.5 - - | e
H 4 » wPsheetl {shest2 { shesta / I« i | =

UM
£ % 403PH

Ready

% Click the Undo button to revert to the previous cell width.
Task 3: Inserting Columns

% Open cash.xls spreadsheet.

% Move to cell B2 and click.

% Click Insert menu, click Columns. You will get the below
screen.

B3 Microsoft Excel - Book? (=&

i) Eile Edie view Insert  Format  Tools  Data  Window  Help Type aguestion for help = o @ X
W= FERE i BV P e A TR N S Sl 1 i) . D=l -z

jTmoshewRoman 10 o B L U [=[=I=50]8 o o s Sf|z=e=) o S A W0 ey o g e L | o B i

L@ @D 4 e | @) Favorites T | oz | B | Beckz -3

iproms b |ewoshapess N w IO S dlérlalia| S-Z-A-S=x 8 @l

B2 = =
A \ B | @ | D E | 1=
1 Expenditure
2 |[Month | |Tan Feb Mar Apr
3 |Rent 200 200 200
4 |Electricity 20/ 28| 18
5 |Household 150 145 150
6 |power 370 367 368
-
8
9
10 1
11
12
13
14
'S ik sheets (sreste ( shests / I | TN

Ready

i untitled - Paint
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% A blank column will be inserted before(to the left of column B)
Task 4: Deleting Column contents

% Open cash.xlIs spreadsheet.
% Move the mouse pointer to column E header and click to select

column E
c D F

1 enditure

2 |Jan Feb Mar Apr
3 200 200 200 250
4 20 22 18 21
N 150 145 150 130
6 | 370 367 368 40!
e

8

Press Delete button. The column contents will be deleted.
Click Undo button to revert to the previous screen.

R/ R/
R X X4

Task 5: Removing columns, rows, and cells completely

« Select individual columns or rows or cells.
« Click Edit menu and click Delete

Task 6: Inserting a row

% When you insert a row, it is inserted above the current row, so if
you want to insert a new row above row 6(between rows 5 and
6), place the cursor on a cell in row 6 and

% Click on the Insert menu.

% Click Entire Rows insert a blank row between rows 5 and 6.

Task 7: Deleting row contents
% Open cash.xls spreadsheet.

% Move the mouse pointer to row 2 header and click to select the
row as shown below
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f5] Ele Edit  Wiew Insert  Format  Tools  Data  Window  Help

E_-jﬁﬂﬁﬁﬂl-jlg,\?aildéﬁglﬁ 19 - \gﬁ,zvzuug-zm/
6] 8 % o <l o8 =

} Times lewRoman =, 10

= N IIG}QF

iDraw > U | Autoshapes~
A2 -~

v,
t

1 Expenditure

NMonth Jan Feb Mar Apr
Rent 200 200 200
Electricity 20 22 18
Household 150 145 150

370 367 368

power

0|00 [ ~1|Qy |t | & |

» % Sheet1 { sheetz £ sheetz /

% Press Delete to remove the contents of row.
Click the Undo button to cancel the delete operation.

Task 7: Inserting cells

% Open cash.xls spreadsheet.

% Select cells B2 to D4 by moving the mouse pointer to cell B2,
holding down the left mouse button and dragging the mouse
pointer to cell D4, then releasing the left button. The cells should

be highlighted.

ES Microsoft Excel - Book2

P File Edit  View Insert  Format  Tools. Data  Window  Help VP I -8 %
IR = R T MW A <N e N N W I Wi Y All;ﬂi,-znnf ) _HESSN|
PTmesHewRoman  ~ 10 x| B 7 U === 4% % 0 @ are A Qs ms ) L B
L@@ A A | G @ Faverkea | Gon | [ 8ok
ibmw~ e [Adoshepes= N N OBl dlgs @@ M- - A-===a @)
B3 = ~
A B | = | D B [ =

1 Expenditure

2 |Month Jan Feb Mar Apr

3 |Rent 200 200 200

4 |Electricity 20 23 18

5 |Household 150 145 150

6 |power 370| 367 368

7

8

o

10 £

11

12

13

14

S MSheet1 { Shest2 / Shesta / w1

Click Insert menu and click Cells. This dialog box appears.
Click OK to shift the cell down.
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Inserk
{7 shift cells right

() Enkire row
{3 Enkire colurmn

[ Ik ] [ Cancel ]

Task 8: Changing data justification

% Open cash.xls spreadsheet.

% Select the cell B2 as shown below.

% Here the text “Jan” by default left justified. You can modify
alignment as right justified or center by clicking right justify

or center the text ' =

within the cell by clicking respectively.

Task 9: Merge and Center data

% Open cash.xls spreadsheet.
% Select the cells A1 to H1 as shown below

A B c D E F G H
1 {Expenditur | O
.2 |Month Jan Feb Mar
L3 |Rent 200 200 200
L4 |Electricity 20 22 18
.5 |Household 150 145 150
&

% Click Merge and Center button on the toolbar

% You will get the below screen.

A | B | ¢ | b | E | F | & | H
Expenditurs
honth Jan Feb har
Rent 200 200 200
Electricity 20 22 18
Househaold 150 145 150

m|m‘b|m‘m—\
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Task 10: Formatting cells

A [ B | e | b |

Marks
200 66 GEBGEEET
4410 2222222222
640 213.3333333

% Create a new spreadsheet as shown below and save it as
“marks.xls”

% Now you can format the cells in column C by selecting column C
by clicking on the column heading

Format Cells EI g|

i alignment Fonk Border | Patterns || Protection

Sample
Jan

Murmber

Currency

Accounting General Format cells have no
Date specific number Format,
Time

Percentage

Fraction

Scienkific

Texk

Special

Cuskomn

(0] 4 ] [ Cancel

% Click Format menu and click on Cells. Click on Number.

< Use the Down arrow in the Decimal Places to set to 0. Click
OK.

% Now repeat the formatting but this time format the cells to two
decimal places.
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% Again, repeating the formatting operation, but this time to four
decimal places.

% Finally, format the cells to eight decimal places. This screen will
appear.

% The #### symbols indicate that the cell is too narrow to display
the data in the chosen format. However, if you increase the cell
width sufficiently, the data will be displayed to eight decimal
places.

% Increase the width column C until the data is displayed.

% Now change the formatting back to two decimal places, and
reduce the column width to a suitable width.

Changing the data Orientation (Vertical, Horizontal etc.)
% Excel offers three options that let you control the orientation of

the text within a cell. These are Text alignment, Text orientation,
and Text control.

Murmber Fonk Border || Patterns | Protection
Text alignment Cirienkation
Horizonkal; ..
Left (Indent) | Inderk: * ]
Yertical: o | ;
Biotkam b ® Text _0
k .
*
Texk conkral .
|:| Wrap text
[ Shrink ta fit 0 % |Degrees
[ ]Merge cells
Right-to-left

Text direckion:

Contexk b

[ Ok ] [ Cancel

Vertical text alignment can be any one of the following

MS Excel Page 29 of 40



E3 Microsoft Excel - Book1 g@gl

'@] file  Edit !_{ew' Insert  Format  Tools Dats  Window  Help
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i Times Kew Roman -0 -/ B I U|
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y w0 00

Al o AR m @ a2 H B

P @) | A | @ Favarites~ | o | 5 | Bookt

ibmwe g [Adoshpess N N IO MG EE| 9 -2 -A-S=1

DL = [

A | B

| C

15
oAy

Ready

‘4 start

" ' Sheet1 { Sheet2 { Sheetd /

=8 G |3 s verkateswa..,

Marks

200|#H#

440
640

Bokbam

Top

_enker

|JustiF3-' b

> |

sl
i

| & msorfical

To display text vertically in a cell:

[« I | >
Sum=1,00476E+12 CAPS NUM
UEh msescele-icra., | O Pricks - Microsoft,,, [ Microsoft Excel -... ® LTV e e

¢ Choose Cells from the Format menu.

Click the Alignment Tab.

Specify the desired text orientation by selecting one of the

Select the Wrap text check box, if you want Excel to wrap

+
*

orientation boxes.
+

the text
¢ Click OK

Here are some examples of the different alignment options

MS Excel
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Horizontal Text i W
B W oe %
r For
t a t %%
[ poiot o
Wirapped C pcoe s w
Horizontal a B oa X ‘a&@ %;;
Text | d 1t & %

¢ Select vertical list box and select top to align the data at the
top of the cell (Eg: cell A1)

¢ The below figure shows you different Text control options.

Text control with
Wrap text Test control with Shrink tofit | Text cantrol with merge cells

Printing and layout
Task 1: Previewing a printout

% Open cash.xls spreadsheet.
% Click on the File menu and click on Print Preview. A screen
similar to this should appear.

B3 Microsoft Excel okl

| et | !Erewc.us_l i Zoom | Setup,.. Page Break Preview '

o0

m m

10 10 14
wow 0
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% Since the size of the text is very small, you can click on Zoom
button, it magnifies the worksheet. Clicking on Zoom second
time returns you to the original preview format.

% Press PgDn to move through your worksheet if it is more than
one page long.

% Before printing make sure that your printer is switched on, is
loaded with the appropriate paper, and is on-line.

% If you are happy with the layout of your document, click on the

Print. .. |

Print button to obtain a printout. You should see a message on
screen telling you that your file is being printer, and on which
paper.

Task 2: Printing landscape
% To select landscape mode, click on the File menu, Page Setup

this screen will appear.
% Click on the Landscape button.

_________ F‘ age Margins | Header/Footer | Sheet
Orientation
L
[

® porat IO

() adjust to; 100 3 % normal size

(O Eikto: |1 % | pageis) wide by |1 & [tal
Faper size: Letker e
Print guality: | 600 dpi W
First page number: Auta

[ O, ] [ Cancel

Task 3: Fitting your worksheet to one page

% In the above screen click on the Fit To: box and type: 1 page
wide by 1 page tall.
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% If you need to make changes to your worksheet before printing,
click on the Close button to return to your workbook.

Task 4: Adjusting margins

< In the Page Setup dialog box, click the Margins tab and enter
the appropriate sizes(in inches or centimeters)

Task 5: Setting Header/Footer to your worksheet

% From the Page Setup dialog box, click on the Header/Footer
tab to display the below screen.

Page | Margins || HeaderFooter || Sheet
Header:
(none)
[ Cuskom Header. .. ] [ Cuskom Fookter,,, ]
Foaker:
(none) "
[ (] 4 ][ Cancel ]

% In the Header box either you select a title from the drop down
menu or enter your own title. Similarly for Footer box also you
can set your own title.

% Click on OK.

Task 6: Printing selected cells
% Open cash.xls spreadsheet.

% Click on the row 2 button (or any other row containing data) to
highlight the entire row.
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Click on File, Print Area, Set Print Area. The preview screen
should only display the selected cells. (Row 2).

If the preview is satisfactory, click the Print button to print out
only row 2.

Click on File, Print Area, Clear Print Area to reset the Print
Area.

Creating charts and graphs

Task 1: Creating a Pie Chart

Open cash.xls spreadsheet.
Select the cells A1 to G5 as shown below

1
2
3
4
5

145 150 130 150 140
Click on Insert menu and click Chart option. This will start the
Office Assistant, to guide you through creating chart.

Follow the instructions in each step of the Wizard. The Assistant
explains each step.

At step 3, you can specify the Chart title, X-axis title and Y-
axis title separately.

At step 4, click As object in sheet 1, then click Finish.

Your chart is now finished. Save as cash4. Your chart is saved
with the spreadsheet. This type of chart is known as an
embedded chart and is saved with its worksheet.

Task 2: Creating charts when the data range is not continuous

Open cash4.xls

If your requirement is create a chart to show expenditure for
February, then first select cells A2 to A5.

Hold down the Ctrl key and, while holding it down, select cells
C2 to C5. Your screen should be similar to this one.

Click on the Chart Wizard and create a column chart. Your
screen should look similar to this.
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% If your chart doesn’t appear to show any data, you probably
included some other cells, probably A1 and/or C1. If so, delete
your chart and re-select the correct range.

Task 3: Sizing a chart

¢ Open the cash3.xlIs created earlier. A screen similar to this one
should appear.

@_] File gij_\t' Miew Insert  Format  Tools: Dats  Window  Help Typeaguestionforhelp = 2 @ %
N EHR SR PR B S 98 AR e i o)l — 2
{TimesNewRoman = 10 = | B I U ([E==FH[8 % » ?58;?2\§?§?|£-<’h-é'!§_.]';_‘| # PP R LS | SHNE LI ﬁ
e T N T |1ﬁ ) Favorkes - | Go~ | ﬁ | Bookl = !
iDraw~ i | adtoshepes- N\ w [ O & dl 9z Gl W@l | - g-A-==2 @ ja
F4 - A 133
B c ||l E || F | ¢ | B | 1 | 1%

|

2 Month JTan Feb Mar April May Tun

3 |House Hold 520| 200 322 545 522 254

4 |Rent 233 233 233' 233 | 233 233

5 |Electricity 150 120 140 130 152 200

6 |Power 150 100 118 120 111 200

7

8 600 Chart Area L‘e Hold

400

9 500 B Rent

10 0 O Electricity

L OPower

12

13

14

15 : ¥
# < » w\sheet1 /Sheet2 [ Sheets / |« |

Ready LM
F‘-—_ gy e " 7 . v a — T [ T i = — —
‘4 start STE G ra Sri Yerkateshwara®,., | O meexcelz - Microseft .., | U Frints - Microsoft word B3 Microsoft Excel - Bookl &5 LR 417 P

P

% The small black markers at each corner and mid-way along
each side of the chart. These indicate that the chart is
selected, and are called its selection squares.

% Click on the mid-point marker on the right-hand side, hold
down the left mouse button and drag the mouse to the right
about one inch(3cm), then release the mouse. The width of
the chart will have increased.

% Now practice the same operation on the mid-point marker of
each of the other sides of the chart.

% Now try the above, but this time on one of the four corner
markers. Note that when you use these techniques, the whole
chart changes in size, but it retains its original proportions.
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Now use the same technique to reduce the size of the chart.

: Deleting Charts

Make sure the chart is selected(the small black markers are
visible). If not, move the mouse pointer into the chart area
and click and release the left mouse button once.

Press Delete to delete the chart.

: Moving charts and graphs

Make the chart active.

Move the mouse pointer into the chart area.

Hold down the left mouse button and drag the chart to the
desired position.

: Chart headings and labels

While creating charts the step3 asks for Chart heading,
labels for X-axis and Y-axis. You can define your own
labels or click Next button so that the default values can be
accepted.

Chart Wizard - Step 3 of 4 - Chart Options

Titles Axes aridines | Legend || DataLabels | Data Table

Chart Litle:

Expenditure Expenditure
Category (X} axis: 00

Maonths o0

. il O House Hol
Nalue () axis: A uze Tl
H Rent

Sales o0 4 O Electricity
200 H O Pawer
100 H
o H

Jan Feb Mar April  May  Jun
Month=

[ Zancel ][ < Back ” Mext = ][ Finish ]

% For example Chart title is Expenditure, X-axis label is

months and
Y-axis label is Sales

MS Excel Page 36 of 40



Task 7: Editing chart items

% Create the chart as shown below and save it as cash4.xls.

B Microsoft Excel - Book1 B@@

@_] Filg  Edit Yew Insert Format Tools Chart  Window  Help Typeaquestionforhelp = o @ X%

NS EH R OISR FEE By e s a2 ) ] HIC) HETSN g |
jrmeshowRonen 512 c|[Blr p | ElElS s e g st = o oo AW g sl D) 2B ]
L@@ A 9 |7ﬁ;3 ) Favarkes | Go= | ﬁ | Booki
- s [aosepess N n O d g Ed| O-L-A-S=Sadll
Chart Title - A
B c |np| E | F | ¢ | B | 1 | 1%

1

2 Month Jan Feb Mar April ‘May Jun |

3 |House Hold 520| 200 322 545 222| 254|

4 |Rent 233| 233 233 233 233 233

5 |Electricity 150 120 140 130 152 200

6 |Power 150/ 100 118 120| L1 200

7

8 Expezditure

9

o o
10 £ 100 8 O House Hold | | |
11 > ey M Rent
= = - -
12 O Electricity
5 Month o
= O Power

14
" ]<5>' v Sheetl ¢ SheetZ / Sheetd / 3 | > ]v
Ready LM

————— — ” = =
+4 start = €8 G | A& siverkateshwan. | sescel - Micro., | G Prints - Micrasoft.., B3 Micrasaft Excel -... \ untitled - Paint

% Click the chart title(Expenditure). Selection markers(small black
squares) will appear around the selected item.

% You can move or size the title in the same way that you can
move or size a chart. Click the title box and drag it up by about
one inch (3 cm), then release the mouse.

% You can format the title by selecting it, then right clicking and
then selecting "Format Chart Title” from the drop down menu.
You will get the below screen.
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Format Chart Title

X

| Alignment
Eonk: Faont style: Size:
|Times Mew Roman |Eh:|||:| | | 1z
Syskem ~ Regular 9 A
T Tahoma b Tkalic 10 —=
Terminal = Biold 11
Times Mew Bold Ikalic 12 v
nderline: Color: Background:
|N|:une W | | Aukomatic V| |.|5.ut-:|mati|: b |
Effects Presview
[ strikethrough
[] superscript AaBbCeYvZz
[ ] subscript

Auto scale

WaUr sCreen.,

This is a TrueType font, The same font will be used on bath wour prinker and

| ok

] [ Cancel ]

*0

above
s Click OK.

Task 8: Adding text to a chart

X/
L X4

Open cash3.xls worksheet.
Click View menu, click Toolbars, D

L X4

L X4

rawing.

Click the Text box icon on the Drawing toolbar.

* You can select font type, font style and font size as shown

L)

. e
Expenditure ;| :
i 5
© 500
L]
E O |-LrﬂIl-l_rﬂIl-l_rl-lll-l_r”Il-l_l-I Il-l_l-I DRent 5
- L N B Electricity
[ & ]
= = O Household
months O Power
MS Excel

» Draw a text box inside the chart area as shown below
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% Click inside the text box. A flashing text cursor will appear. Now
type Household Expenditure
% You can use the same procedure for any other text that you
want to appear in charts.
Task 9: Adding a legend to a chart

% Create a pie chart as shown below.

Expenditure

@ Jan
EFeb
O Mar
OApr
| Mday
O Jun

% Display the Chart toolbar, by dropping down the view menu and
clicking Toolbars, Chart. In the above figure the legend is
already added.

% Click inside the pie chart, then click once on the add or delete
legend button on the Chart toolbar. The legend will be added if
not already present and removed if it is currently present.

‘ChartTitle vﬁilﬁvlﬁlml‘?«ﬁ @\

% You can also add or delete a legend from the Chart, Chart
options menu

Task 10: Adding gridlines to a chart
% Open cash3.xls worksheet and change chart type to Column
chart.
% Click Chart, Chart options to display this box.
% Click the Gridlines tab and tick the gridlines boxes required.
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Chart Wizard - Step 3 of 4 - Chart Options

Axes aridlines | Legend | Datalabels | Data Table

Chart kitle:
| Expenditure | Ezpenditure
Cakeqgory () axis; £00
|Ml:unth | — _
Yalue ) axis: . 0o O Houss: Hel
- aon 4 o Rent
| Sales | 5 O Electricity
200 41 O Power

| | 100 H

dan Feb Mar April May  Jun
| | Motk

[ Cancel ][ « Back “ Blext = ][ Einish ]

Task 11: Adding data labels to a chart

% Open cash3 worksheet and change chart type to pie chart.
Drop-down the chart menu and click Chart options.

» Click on the Data Labels tab.

Click on Show label and percent. Your screen should look
similar to this.
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