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Unit -1
Starting M S Excel

Learning objectives
After the Completion of this unit you should be ablé&now

1) What is MS Exceland what are its functions
2) The tools used in MS Excél010 and their use
3) Working with MSExcel workbook and Excel worksheet

Structure
1.1 Introduction
1.2 Definition
1.3 Working with MS Excel 2010
1.4 Creating a new Excel workbook
1.5 Working with Excel worksheet
1.6 References

1.7 Check your progre$spossible answers
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1.1 Introduction

MS Excel is a very good tool for the purpose of accounts and other
purposes. This simplifies the work load of a person by many folds. MS
Excel apart of being a spreatieet tool helps the user to add new work
sheets to a workbook. Sheets can be renamed, deleted from a workbook.
Workbooks those that we create can be shared among different people
email This enables transparency in the work force. Password protection
helps us protecting confidential data. So let us get started with MS Excel.

1.2 Definition

Excel 2010is a spread sheet application in Merosoft 2010 Office suite
that lets you store, manipulate, amolalysesdata in organized workbooks
for home and business tasks.

Rule _To Remember:. An Excel workbook is comprised of Excel
worksheets .Each Worksheet is comprised of rows and colurota..
number of rows are 104857 and total number of columnd&384 from

A to XFD.The intersection between a row and a column is called a cell.
Total cells = 104857 X 16384 = 1717977088

Uses OMS Excel

Used in data collection, data manipulation and data Analysis which are
related to

Accounts and financial operations
Mathematical operations.
Scientific operation.

Non Scientific operations.

pwbnhE

1.3 Working with MS Exce2010

MSExcel 2010 screen




Bookl - Microsoft Excel

Review  View

Data

gert  Pagelayout  Formulas
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HELP

CELL
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SHEET AREA

STATUSBAR

CURRENT OPEN SHEET

CREATE NEW SHEET |

CURRENT CLOSED SHEET
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Ready |
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SCREEN-1

1.3.1 Brief descriptionabout the tabs

Brief Description about what is written in screen 1.The aboxees
shows the following components

whN e

File Tab

Quick Access Tab
Ribbon Tab

Title Bar
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Column bar

Help menu

Row Bar

Cell

. Sheet Area
10.Zoom control
11.View buttons
12.Create New Sheet
13. Current Closed Sheet
14.Current Open Sheet
15. Status Bar

© o No O

File Tab:- The file tab is used to

Createa new file

Save an existing file

Open very recent files

Save an existing file in another format
Print an existing file

cC:

Quick Access Tab- Quick access tab is used for very fast users who do
not have time to go th®@undabouprocess to

1) Open

2) Save

3) Print Preview And Print
4) Quick Print

5) Spelling

6) Undo

7) Redo

8) Sort Ascending

9) Sort Descending
10)Open Recent Files
11)Show More Commands
12)Show Below The Ribbon

Ribbon Tab:-TheRibbon Tab is used for many jobs and we shall be
discussing later in this book.

Title Bar : -The title bar is used to show what is the name of the document
.When multiple documents are opened at one time the title bar identifies
which document is currently active by showing the name of the document
at the top.

Column Bar:- The column bar is used identify in which column the
cursor is
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Help:-The help menu gives instant help to the new user as to how to use
theMS Excel2010.

Row Bar:-The row bar is used to identify in which row the user is
working.

Cell:-The Cell is the intersection of thewand the column.
Sheet Area- The sheet area shows the current sheet the user is working on.

Zoom Control:- .The zoom control is used to control the zooming effect
of the screen.

View Buttons :- The view buttons option is used to view the page in any of
the three formats

1) Normal
2) Page Layout
3) Page Break

Create New Sheet: This option is used to create new sheet.

Current Open Sheet: This option is used to print a current open sheet.

Status Bar :-The status bar shows weather the document is in which state
ready to take values dEnter State when values are being entered.

1.3.2EnteringMS Excel 2010

Step-1
el ™

Adobe Dreamweaver C56

SHANU
@ Microsoft Word 2010

Documents
6\ pTorrent
W

@ Microsoft PowerPoint 2010
2?'__—‘] Microsoft Excel 2010

Pictures
Music
Games
-
‘| Motepad _
"d‘ P Computer

Adobe Photoshop C56 (54 Bit)

Co | Panel

3 5QLyog Devices and Printers
% Snipping Tool Default Programs

o

Calculator Help and Support

Sublime Text 2

| » All Pragrams

ms and files
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Step-2

Google Web Designer
HP

, HTMLPad 2011

, IBM SPS55 Statistics

. Java

smsmwwmsm‘mm
SHAMU
. Java Development Kit
Likno Software
Maintenance
Microsoft Office
Silverlight 3 SDK
QL Server 2005
SQL Server 2008
Sync Framework
WVisual Studio 2005 Computer
Visual Studio 2010

entials Contral Panel

Documents

Pictures

Music

Games

Drevices and Printers

Default Programs
Picasa 2 Help and Support
Quick H
QuickTi

Google Web Designer
HP
HTMLPad 2011
. IBM SP 55 Statistics
} Jawa sSHAML
1 Jawva Development Kit
Likno Software
Paintenance
Picrosoft Office
Picrosoft Access 2010 MMusic
Excel 2010
InfoPath Designer 2010
nfoPath Filler 2010
OneMote 2010 mputer
Cutlook 2010
PowerPoint 2010 ¢ ntrol Panel
Project 2010
Publisher 2010 Devices and Printers
SharePoint Workspace 201
Wicio 2010 Default Programs
Word 2010
Office 20010-hulpprogram
Office Tools
Picrosoft Silferlight 2 SDKE

Documents

Pictures

Games

Help and Support

Back

| Search progrd
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Bookl - Microsoft bxcel

Pagelayout  Formulas  Data  Review  View  Team
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Fill~
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4
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7
o ROW BAR
3
]
11 - .CELL
Z00M CONTROL

5
1
7
SHEET AREA
1
b STATUS BAR
= CURRENT OPEN SHEET
0 VIEW BUTTONS
2
i CURRENT CLOSED SHEET —
CREATE NEW SHEET

5
CAVH] Sheed? Sheet? | Sheet?’ Tammenee TA4] il
Ready | (=00 ws]- 0 &

= y Fi

P FIEIE o

Exg s 0 & PO s

The above worksheet is comprised of tHellowing controls. These
controls arefile tab, quick access, ribbon, title baow bar column bar,

help, cell, sheet area, zoom control, view buttons, create new sheet, current
closed sheet, current open sheet, status bar. Before we dive into learning
Excel let us understand what the above controls do in brief.

File tab :Data that gestored in computer gets stored in the form of files.
The file tab helps us create a new file, save the file so that the daia th
entered stays there, closes the current file

Quick access-:Quick access helps to do things quickly such as quick save,
redo and undo as all the controls are available.

Ribbon = The ribbon is comprised of various controls which are file, home,
page layout, formulas, data, review, view, Team. These controls help to
create new files, manipulate files and set protectioiies. f
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Title bar = This bar displayshe name of the file.

Row bar : This bar shows which row we are working on.

Column bar- This bar shows which column we are working on

Cell :- The intergction between the row and the column is a cell.

Sheet area The sheet on which values are entered.

Zoom control < This option is used to control the magnification of

the sheet.

U View buttons ¢ This options is used view the Excel sheet in
different ways such as normal, pdggout, page break view.

U Create ne sheet- This option is used to create a new sheet.

U Current closed sheet This option is used see the currently closed
sheet.

U Current open sheet This option is used see the current open sheet.

U Help - This gives complete help about the Exesrksheet and

Excel workbook.

ARG
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1.3.3 Ribbon
The Ribbon is comprised of tabs. These Tabs are

1.3.3.1 File

[l HLlSRadvEl ms_excel - Microsoft Word (Product Activation Failed) o @ =
Home Insert Page Layout References Mailings Review View e
[ save .
Information about ms_excel
Save As
E\osoul\course contents of dea\ms_excel.docx
(5 Open

[ Close L N
Product Activation Required

] Microsoft Office Professional Plus 2010 requires a valid product license. Activate
= your product key now to obtain a valid product license,

Activate Properties ~
Recent Product o ke
Pages 14
b= Words 1010
e Permissions Total Editing Time 551 Minutes
Print E ';J Anyone can open, copy, and change any part of this document. Title
Tags
Protect
Save & Send Document - Comments
Help Related Dates
. Last Modified Today, 22:51
£ Options -~ Prepare for Sharing
[ ﬂ Before sharing this file, be aware that it contains: SO Vesterday, 20:07
B Bt Ch‘-kf Document properties and author's name Latiinted
eck for .
Lssues © Characters formatted as hidden text
Custom XML dats e
Content that people with disabilities are unable to read Bl L
Last Modified By SHANU
Versions
(_:a %) There are no previous versions of this file, Related Documents
Manage [ Open File Location
Versions

Show All Properties

B -0 K€ 087"

The File option is used to create a new file, save file, save in other formats,
close the existing file ,print a file, protect a file ,maKiearead only.

i | - i

258
31015 |
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1.3.3.2 Home

j Format Painter

Home Insert Page Layout Formulas Data Review [~) @ o B R
=) ) . Rt . = 2 =, geinsetr X v A :
B . Calibri 11 A A = - Ej‘ __,j‘frd B Hosae~ | - %? L]i?l
Mg BILE 24 FE S B (A S o g g S
Clipboard Font Alignment Styles Cells Editing
SI.N | Picture Description
0]
1| 23 copy- Copy a selected text
j Paste a selected text
Paste
3 Copies a font format from

one place and places it in
another place.

Suppose A1l CELL IS
COMPRI SED OF
HOW ARE YOUO
a Calibari(Body) font.

And B11 Cell is comprised
of i Hi t hereo
Adobe Gothic s

Placing the mouse at A1l i
copy button is clicked and
placing at B11 Format
Painter is clicked then both
All and B11 Cells are of
the font

Calibari(Body)

4 Clipboard

Showoffice clipboard task
pane. Used when multiple
objects are copied from a
sheet and are to be placed
the same sheet or another
sheet.

Calibri -

Font type .Used to define
the font type. Here the font
type isCalibri

Font size. used to define tl
size ofthe font.

Grow Font .Used to increas
the font size of the selectec
character, word ,sentence |
paragraph

Shrink Font .Used to
decrease the font size of th
selected character, word

Odisha $ate Open University
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,sentence or paragraph

9| B Used to make the characte
word ,sentence or paragrag
bold

10| , Used to make the characte
word ,sentence or paragraj
italicized

Used to make the characte
word ,sentence or paragraj
underlined.

Used to set the borders of
cell or a group of selected
cells.

11

=

12

I
1]
il
141

Borders |
EBottom Border -
Top Border

Left Border

Right Border

Mo Border

All Borders

Qutside Borders

Thick Box Border
Bottom Double BEarder
Thick Bottom Border

Top and Bottom Border
Top and Thick Bottom Border

+i- Top and Double Bottom Border

Draw Borders

j Draw Border

g Draw Border Grid

:# Erase Border

-#  Line Color 4
Line Style 4

FH More Borders...

13| &a-|lA- =
Theme Colors

Used to fill the colours in a
cell or a group of cells.

]
i
4
i

Standard Colors
| B EEERERN
Mo Fill

:5)  More Colors...
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il
(L]
"
¥
"

14| Al~|
L}
B iutomatic

Theme Colors

Standard Colors
| § EEERERN

:8)  More Colors...

Use to change the font
colours of the text in a cell
of a group of selected cells

15 Font

Used to change the
formatting of the cells such
as sub
script,superscript,double
strike.

16

Top alignthe selected text
of a cell or group of cells
selected.

17

Middle align the selected
text of a cell or group of
cells selected.

18

0

Bottom align the selected
text of a cell or group of
cells selected

19

Left align the selected text
of a cell orgroup of cells
selected

20

Middle align the selected
text of a cell or group of
cells selected.

21

Right align the selected tex
of a cell or group of cells
selected.

22

.@,v

Angle Counterclockwise
Angle Clockwise
Vertical Text

Rotate Text Up

Rotate Text Down

E DR

Format Cell Alignment

Change the orientation of
the text of the cells or grou|
of cells selected.

23

RiEa
]

Decrease Indent of a cell o
a group of cells selected

24

A
]

Increase Indent of a cell or
group of cells selected

=
25 ; Wrap Text

Wrap a text or unwrap a te;

of selected cell or group of

Odisha $ate Open University
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selected cells
26 | [ Merge & center|~|| & Merges and canters the
B4 Merge & Center contents of a cell ax group
- of selected cells .
= Merge Across
i@ Merge Cells
EE  Unmerge Cells
27 N Aligns text in cell or group
Alignment
of cells selected
Format Cells @
| rumber | Aignment | Font | Border | Fil | Protecton
Text alignment Orientation
hl; [=] mdent: " '0_
Vertical: 1] = T .
Bottom [ b Text —#
Justfy distributed t .
Text control PO
[ Wrap text 0 2| Degrees
[ shrink to fit
[ Merge cells
Right-todeft
Text direction:
Context E
28
General N Formats the number in the
B oy | 40 50 cell, group of selected cells
,column .
Number
29 }H Conditional formatting is
B used to identify specific
Conditional cells among a number of
LR selectectells.for example
highlight those numbers th:;
are greater than 70 in a
selection.
30 = Cell Style changes the sty
] of the cell. Such as the cell
Cell and appear Pink or any
Styles colour that the user wants.
31 [T‘m ] Insert is used to
s 1. Insert cells to a sheg
[ Insert | 2. Insert new rows to 4
- sheet
1 g Insert Cells.., 3. Insert new columns
] :,' = Insert Sheet Rows to the sheet
':5" Insert Sheet Columns 4. Add a new sheet to
the workbook.
L_,J Insert Sheet

Odisha $ate Open University
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Delete Cells...

Delete Sheet Columns

=l

| =% Delete Sheet Rows
i

LA Delete Sheet

Delete option is used to

1. Delete cells from a
sheet

2. Delete sheet rows
from a sheet,

3. Delete sheet
columns from a
sheet

4. Delete a complete
sheefaltogether

Format

-

Cell Size
[ Row Height...
AutoFit Row Height

5 Column Width...
AutoFit Column Width
Default Width...

Visibility
Hide & Unhide

Organize Sheets
BEename Sheet
Move or Copy Sheet...
Tab Color

Protection

5lg  Protect Sheet...

2| Lock Cell

%F  Format Cells..,

The format option is used f{|
format a cell or a group of
cells. This involves

1. Setting the row

height of the cell

2. Setting the column
height of the cell
Set column width
Hide/unhide rows
and columns,sheets
Cell locking
Sheet protection
Cell formatting
and many more

> w

No o

34 % AutoSum|=

= 5um
Average
Count Mumbers
Max

Min

Maore Fundions...

The auto sum tool is used 1
add numbers written in a
row or a column. Look the
example below

A

L R
= Lnow

16

The number highlighted in
Yellow is the sum of all the
numbers in Green.

Odisha $ate Open University
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35. 3] Fill - This button is used to fill
the cellsdown, left, right
@ Down with formulas if given.
= (4] A
@ up 1 1
[ Lert 2 3
A ee 3 5
Series... 4 r
Justify 5 16
6 31
36. | (2 Clear~ This option is used to clear
3 Clear Al the cell or the group of

E} Clear Formats
Clear Contents
Clear Comments

Clear Hyperlinks

selected cells.

37. ?

Sort &
Filter =

[#%] Custom Sort...

= Filter

‘1'\ ~=lkd

£¢ REdpp

‘%l Sort Smallest to Largest
i,l, Sort Largest to Smallest

Used for sorting and
filtering.

Those in Yellow colour
show unsorted while those
in blue show sorted
numbers those in green
show filtered items among
the sorted items.

24
34
54
23
45
34
1
4
3
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Y
Find &
Select =

&4 Find...

2i: BReplace.
= GoTo..
Go To Special...

Formulas

Comments

Caonstants

Data Validation

kg  Select Objects
"E'Q Selection Pane...

Conditional Formatting

The purpose of find and
replace is to find a particulg
text in sheet and replace it
with a new text.

1.3.3.3 Insert
1 G Used To create a Pivot Tabl
1P
PivotTable
2 m=== This button is used tereate
==== a table from existing entries
Table The other features include
searching for entries out of
many.
3 This button is used to insert
|_<"'| picture in the excel sheet.
Picture
4 EE This button is used to insert
Kkl clip art into the worksheet.
Clip
Art
5 |_|—| ) This button isused to insert
_} various shapes into the
Shapes worksheet.
6 Zj This button is used to insert
- smart art into the worksheet
Smartirt
7 This button is used to create
ﬁ a chart in the excel
Column worksheet.

-

Odisha $ate Open University

Pagel4

056 G940 SGINIRA, ARG
ODISHA STATE 0P JERSITY, SANBALPIR



This button is used to creats

X a line graph
Line
9 This button is usetb create
a a pie chart in the excel sheg
Pie
10. = This button is used create a
— bar chart in the excel sheet.
Ear
11. This button is used to create
ﬂ an area chart
Area
12 This button is used to create

a scatter chart on an excel
sheet.

Scatter
13 .
D

This button is used to creats
other charts
On the excel sheet

Charts =
14 S Create a linesparklinebased
M on the column values
Line selected
15 ™ Create a columsparkling
based on the column valueg
Column selected
16 — Creates a win/Loss Sparklin
1l
Win/Loss
17 — Insert slicer tdilter data
= interactively
Slicer
18 This option is used create a
- hyperlink to link to
Hyperlink 1. File
2. Webpage

3. Email address

19 M

This option is used create a
text box in the sheet.

Text
Box
20 = This option is used to create
— a header and a footer.
Header
& Footer
21 4 This option is usetb insert a
word art into the excel sheeg]
WordArt

-
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22

P

Used to insert a digital

£} More Symbols..,

signature
Signature
Line =
23 Used to insert an object. Thij
‘s@ object could be anything
Object starting from an image to pg
document
24 TE Used to write an equations
Equation
25 Q Used to insert a symbol.
Symbol
x = W X
£E ¥ © ©®
+ % 2+
p a p =

1.3.3.4 Page layout

Page layout defines how the page should appear when it presented to
someone or seffhis starts from excel sheet page designing to Excel sheet
page printing.The page layout is comprised of the following

1 This option is used tohange the
.f“.‘:a. themes of the sheet
Themes
2 This options is used to set the
J margins of the page that is going {
Margins be printed.It comprises of left, right
- top, bottom margins
3 W This option is used to set the
{=h orientation of the page as to
Orientation landscape or portrait.
4 o This option is used to set the size ¢

the page like A4,A3 etc

Odisha $ate Open University
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5 Mark a specific area of the sheet fq
Jﬁ; printing
Print
Area -
6 = This option is used to create a pag
I break so as to ensure where each
Breaks page will end at the bottom and at
N the right when a wholeorksheet is
considered.
7 Choose an image to be shown at t
_=*~.'=‘J background of the worksheet.
Background
8 = Specify rows and columns to repes:
—'j in each page
Print
Titles
9 Page Setup ‘Page setup to print
10 — Width: Automatic ~ Scale to fit maximum contents in a
;1,] Height: Automatic - page
] scale: 100 2
Scale to Fit
11 o _ Sheet options as to how thkeet
Gridlines  Headings .. . . .
would be visible during viewing an
View View printing
[T Print  [C]] Print
Sheet Options
12 J Bring forward an object one level
] forward .
Bring
Forward -
13 | Send the object one level backwar
—Id
5end
Backward -
14 = Make the objects hidden or visible
Fhe
Selection
Pane
15 - Aligns the edges of multiple select
[ objects.
I Align
16 . Groupmultiple objects into one
% Ungroup an object created from
Group multiple objects.

Odisha $ate Open University

Pagel7

056 G940 SGINIRA, ARG
ODISHA STATE 0P JERSITY, SANBALPIR



17. Rotate a single object.
LA
Rotate

-

056 G940 SGINIRA, ARG
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1.3.3.5 Formulas

1 Used To insert a function.
Je
Insert
Function
2 Do simple calculations such as s
Z Sum
AutoSum Average
T Count
Max
Min
And many more functions.
3 - Make use of very recently used functio
mj which were used while preparing the
Recently worksheet.
Used -
4 ﬂj All financial functions are available he
=
Financial
5 || Perform all logical operations.
Logical
6 A] Perform all textual operations.
Tex
7 @ Perform all date and time functions
Date &
Time =
8 ,_ Lookup and Reference functions
)
Lookup &
Reference =
9 . Mathematical and trigonometric
Tel functions
Math
& Trig~

Odisha $ate Open University Pagel8



10

Mare
Functions =

More functions related to Statistical an
Engineering.

11

—

Mame
Manager

Name Manager

12

£ Use in Formula -

Use a name in the worksheet rather th
use a formula.

13

B Create from Selection

Create from selection

14

Ti= Trace Precedents

Trace Precedents

Suppose in Al cell you wrote 1

In B1 cell you wrote 2

In C1 you had written

=Al+B1

Now Click on C1 And click the button

ECf Trace Dependents
You get

A B C
e —a—3—= 3

15

ECf Trace Dependents

Show arrows that indicate what cells
effect the value of the current selected
cell.
Suppose il cell you wrote 1
In B1 cell you wrote 2
In C1 you had written
=Al1+B1
Now Click on Al And click the button
ECf Trace Dependents
A B C
1 ——t——7— 3

16

/7 Remove Arrows =

Remove Arrows drawn by Trace
Precedents
and tracelependents

17

ﬁ Show Formulas

Show formulas instead of values in the
cells

18

0> Error Checking ~

Check errors iiormulas of the cells

19

'écl Evaluate Formula

Shows the formula written in in the
particular cell.

Odisha $ate Open University
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20 —= The watch window is used to see how

= the values of a cell get changed when
Watch one value of the cell is changed as it
Window

connected to the cell via a formula.
Suppose in Atell you wrote 1

In B1 cell you wrote 2

In C1 you had written

=Al1+B1
Now click on Watch window.
A g C D
5 2 ?=
Watch Window

P AddWatch... % Delete Watch

Book Sheet Mame Cell Value
Book1 Sheetl C1 7

Step-2  e—

L ==« R = T, B R TR R U T

Step-3
1in
21 Calculation option is set by default to
automatic so that changes in one cell ¢
Calculation affect the sheet. It can be set to manu

£ LT so that the effec
the calculation option is set to automat|

22 B calculate Now Calculate now calculates the entire
workbook if calculation options is set t¢
manual.

23 7 Calculate Sheet Calculates the entire sheet now.
Important when calculate options is se
to manual.

1.3.3.6 Data

1 @ Import data from MS Access Database

From
Arcess
2 s Import data from the Web
@
From
Web

3 N Import data from théext

=E
From
Text
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by Import Data from Other sources such as Sqgl Se
=13 Database
From Other
Sources -
5 Dy Import Data from Existing Connection
E
Existing
Connections
6 This option updates the data in the excel sheet
& that in the database
Refresh If any new records were added in the table, old
All~ records modified or deleted.
7 3] connections | 1NiS option is used to add, update, delete
connections
8 A properties | 1NIS option is used to modify the properties of th
connections
9 Al Sort Ascending
10 z| Sort Descending
11 [ Sort on the basis of the criteria.
LA
Sort
12 Filter items from a selected column or selected
IF group of columns.
Filter
13 W& Clear Clear Filter
14 Kb Reapply Reapply f||ter
15 Y Advanced Advanced filtration
16 == Used to break the words separated by a comm
F other delimeter intaolumns
Text to
Columns 'L‘L't,ggg,hh@ii
[ttt |ece [hhh i |
17 o Used to remove duplicates in a column,selected
= columns,selected cells.
Remove
Duplicates

Odisha $ate Open University
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Before RemovingDuplicates After Removing Duplicates
4] a | A
1 1 1 1
2 1 2 2
3 2 3 3
4 2 4 4
o 2 5 5
] 2 ] ]
7 3
& 3
9 4
10 4
11 4
12 a
13 a
14 a
15 o
16 ]
17 o
18 ]
18 Used to enter valid data into the cell.
=9
Data
Validation -
19 ﬁzl Consolidate data from multiple ranges intoeav range
it Jan Worksheet Feb worksheet Consolidate in mar worksheet
Consolidate
A | A B A B
1 |Name N 1 Name  Marks 1 Name Marks
2 |shanu 2 shanu 50 2 shanu 100
3 [rahul 3 rahul 30 3 |rahul 110
4 |sohan 4 |sohan 50 4 sohan 120
20 ﬁ‘g‘j} Used in what if analysis
5.
What-If
Analysis =
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21 B Tie a range of cells together so that they can be col
?_'J expanded
Group
22 @ J Ungroup a range of cells that were previously group g
Ungroup
23 HE Used to calculate the subtotal
=
Subtotal
24 2 Snow Detal Expand a group of cells
25 = Hide Deta Collapse a group of cells.

1.3.3.7 Review

1 v Used to do the spell check
Spelling
2 [ G Search through reference materials such as
djl encyclopedias and dictionaries
Research
3 l__ I Suggested words witsimilar meaning.
Thesaurus
4 —, Translate selected text to a different language
a;
Translate
5 J Add a new comment to the selection.
Mew
Comment
6 - ] Edit the existing comment
Edit
Comment
7 X J Delete selected comment
Delete
8 = | Go to previous comment in sheet
Previous
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9 =% J Go to the next comment in sheet
et
10 ) show/Hide comShowor hide a comment
11 5 show Al CommSNOW all comments in the sheet
12 5 Show Ink Show or hide any ink annotations on the sheet
13 _E; Protect sheet
Protect
Sheet
14 & Protect workbook
i
Protect
Warkbook
15 _J Allow multiple users to work on the same
=== workbook at the same time.
Share
Workbook
16 &5 protect and shaProtect and share theorkbook so that other users
can see but cannot modify as the workbook is
locked with password
17 ¢ allow sers to Allow specific users to edit ranges
18 5 Track Changes - 1 1ack all changes done to the document
1.3.3.8 View
1 View a document in normal view.
Mormal
2 | View adocument in page layout view
El
Page
Layout
3 View a document in page break preview
Page Break
Preview
4 — Custom view
1=l
Custom
Wiews
5 View in full screen mode.Press escape key 0 vig
-'4 in normal view.
1 Full
Screen
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6 Setting the ruler, formula bar,gridlines,headings
Formul:
Gridlines Headin
7 P - Zoom controls of the sheet
A | _E.:\J
Zoom 100% Zoomto
Selection
Zoom
8 | View a document in a new window when more
L= than one workbook is opened at one time.
Mew
Window
9. == Arrange multiple workbooks to be seen at one ti
Arﬁ;e
All
10. Freeze top row or first column or both rows an
;EI columns of a sheet.
Freeze
Panes =
11.| = spiit Split a window
12.| = Hide Hide a whdow
13 Unhide a window
14 | yyviewsidebysige | View two documents side by side if both are ope
15 | [ .3 synchranous seraliing |f DOth documents are opened side by side this
button is clicked one sheet starts scrolling
according to the other when the other is scrolle
16 | 4 Reset window Positiolf DOth documentsre opened side by side this
button is clicked it enables both documents to bs
seen with equal size.
17 = Save current layout of all windows as a workspa
- = so that it can be restored later.
Save
Waorkspace
18 Switch from one window to the other.
Switch
Windows -
19 == Work with Macros
=N

Macros

-
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1.3.3.9 Team

Used to plan team projects, schedule tasks, assign resources, and track
changes to data

To add or modify Team Foundatiavork items by using Microsoft Excel

or Microsoft Project, you connect your worksheet or project plant¢ara
project. Establishing this connection binds the document to the selected
Team Foundation Server (TFS), team project collection, and team project
to exchange information. If you open Excel or Project from Team Explorer,
the documenis automatically bond to the team project.

If the team project is moved to a different team project collection in the
same instance of TFS, your documents will automatically be reconnected.
However, if the team project is moved to a different instance of TFS, you
mustmanudly reconnect your documents to the new server.

Requirements

To follow these procedures, you must be a member dRéaelersgroup

or have youView work items in this nodepermission set téllow. See
Permission

To connect Excel or Project to a Teanfroject

1. Start with a blank worksheet or project plan. If you don't see
theTeamribbon, see step 2.

d®-0= Microsoft Excel P

m Home Insert Page layout Formulas Data Review View Load Te..
% | u] : Get Work ltems _/' Edit Areas and Iter.. _I,. EIZI
- - | Choose Columns J.J Configure - :

Mew Publish Refresh Tree Mew
List 5 "_| Links and Attachments &gy Open in Web Access Reports
- Work Items Tree Reports
Al - A
&l Booki o
A B C D E F c H I

_.
—
It

2. Connect to TFS and the team project. If you can't congett,
added as a team meetb

Odisha $ate Open University Page26


https://msdn.microsoft.com/en-us/library/jj920206.aspx
https://msdn.microsoft.com/en-us/library/jj920206.aspx

Connect to Team Foundation Server @ ﬁ

Select a Team Foundation Server: iJ

fabrikamprime v][ Servers... l

00, ARG
TY, SAMBALPUR

Team Project Collections: Team Projects:

e DefaultCollection

e Fabrikam Internal Only
s TFS Fabrikam Collection 2
&% TFs FC25plit

[ Connect | Cancel

If it is your first time connecting to TFS from Excel or Project, you
might have to add TFS to the list of recognized servers.

Connect to Team Foundation Server @

Select a Team Foundation Server:

| o) [

Team Project Collections: Tearn Projects:

| | |
Add/Remove Team Foundation Server @

Team Foundation Server list: E

=

Name URL A

o
y
dd... I
Add Teamn Foundation Server @

Mame or URL of Team Foundation Server:

l fabrikamprime l

Connection Details

o
L

Path: tfs
Port number: 2080
Protocol: [@HTTP () HTTPS

Preview: hitp:/ffabrikamprime:8080/tfs
ot
4

L
()

3. Your worksheet or project plan is now bound to your team
project. What this means is that you can add work items to the team
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project from the Office document or add work items to the Office
document from the team project.

Check your progress :1

Q.1 What areéhe componentsf MS Excel Screen ?

A.

1.4 Creating_; a new Excel workbook

Step-1

* Clean Master ‘ ‘
i 1

Adobe Dreamweaver C56

SHAMNU
@ Microsoft Word 2010

Documents
6\ uTorrent
w

@ Microsoft PowerPoint 2010

HS! Microsoft Bxcel 2010

Pictures

Music

Games

—
‘| Motepad
'--’J otepa Computer

Adobe Photoshop C56 (64 Bit)

= Control Panel

3 5QLyog Devices and Printers
% Snipping Tool Default Programs

lj Caleculator Help and Support

Sublime Text 2

| b Al Programs

| Search p ms and files

Step-2
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Google Web Designer

HP

HTMMLPad 2011

IEM SPSS Statistics

Jawa

Jawva Dewveloprment Kit

Likno Software

MPaintenance
Office
Silwerlight 2 SDE

DL Server 2005

SOL Server 2008
Symnc Framework
VWiswual Studico 2005
VWisual Studico 2010

entials

+
ralDlel0g_hormel
erter Elite

Picasa 3

Quick H I Total Security

uickTi =

§
§
§
j
j
j
j
j
j =
=
=
=
=
=
=
=
h-
h-
h-
h-
h-
=
b
b

i

SHE ML

Docurments
Pictures

MMusic

Games

Computer

Control Panel
Dewices and Printers
Drefault Programs

Help and Support

Step-3

SGoogle Web Designer
HP

HTMLPad 2011

IEM SP 55 Statistics
Jawa

Jawa Dewveloprment Kit
Likno Softwware
Maintenance
Picrosoft Office

- e e -

Excel 2010

InfoPath Designer 2010
nfoPath Filler 2010
OnefMNote 2010

Clutloock 2010

PowerPoint 2010

Project 2010

Publisher 2010

SharePoint Workspaces 201
Wisio 2010

Word 2010

COHffice 2000-hulpprograrml
Office Tools

erlight 2 SDYE

SHENIL
Docurments
Picture=s
Mlusic
Games
Computer
rmtral Panel
Dewvices and Printers
Drefault Programs

Help and Support
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Step4

Bookl - Mi

Data Team

Review  View

Page Layout Formulas

THEEEERL

= [%] W SiWapTet

@i~

Merge & Center - B 9, 3 | %8 88 Conditional Fomat Cell | Insert Delete Fomat Sort & Findd

= % > | Fomatting + as Table * Styles~ | - v | @CearT  Figterr Swictr
Alignment umber 7] Styles Cells Editing

o @ =
afao@n

\\ N\ \

quickaccess. | | RIBBON I I TITLE BAR I
HELP

COLUMN BAR

ROW BAR

A F H J K L M 0 P a R B

1 T

2

3 File Tab |

4

5

6

7

3

9

10
f =
Z00M CONTROL

SHEET AREA

STATUS BAR CURRENT OPEN SHEET
VIEW BUTTONS

CURRENT CLOSED SHEET
ICREAIE NEW SHEET I
L

A

KI€]08[%]x]
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