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121 INTRODUCTION

In this unit we will introduce several advanced features of Microsoft Excel. These are
related to using formulas, functions and macros, creating headers and footers in the
worksheet, protecting data within the worksheet, inserting picture into worksheet etc.
One feature which we use quite often in MS Excel is MACRO. Macros automate
fragmentally performed tasks by changing them into a set of keystrokes that are stored
or recorded and are assigned a control key. Whenever the specified control key is used,
the entire operation is performed automatically. You can have macros for formatting
worksheet, report generation and so on.

Objectives

After going through thisunit, youwill be ableto:
e useformula, function withintheworkshest,
e editfunctions,

e definemacros,

e  print worksheet data,

e create headers and footers,

e  protect datawithin workbooks, and

e  sharedatawith other applications.

12.2 USING FORMULAS FUNCTIONSAND
MACROS

In this section we will study about how to enter formulas, enter date and time formulas,
converting formulas to values, inserting range name in formulas. So let us get started.

12.2.1 Entering Formulas

Formulas providethe power while analyzing and creating functioning spreadsheet systems
in Excel. Various numeric cal cul ations can be very conveniently accomplished by the use
of formulas. You can also manipulate text and lookup valuesin tables.

Formulas can be created in following ways:
(i) Toenter aformulamanually into acell, the steps are:
1. Select the cell in which you want to enter the formula.
2. Enter the formulayou want preceded by an equal to (=) sign.

When you pressthe Enter key, theresulting value would be displayed in the specified
cell.

(i) You can point to cells rather than typing cell referencesin the formula. It hastens
the tasks of formula creation as well as reduces the chances of errors. To build a
formulaby pointing, the steps are:

1.  Select the cellsin which you want the formula.

2.  Typetheequa to (=) signto start the formula.

3. Click onthe cellswith the reference that is required in the formula.
4

Optionally, enter an arithmetic operator, such as, +, -, *, / or %, or acomparison
operator such as <, > = or text operator like the ampersand (&).



5. Click onthenext cell that you want to includein the formula. Advanced Features of
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Check box

6. Click onthe check box in the formulaentry.

Thearithmetic operatorsused informulasfor addition, subtraction, multiplication, division,
+, -, *, [ are used respectively. In addition, exponent ("), percentage (%), text operator
(&) and comparison operatorslike =, <, >, <=, >= are used in formulas.

Most errors occur when the arithmetic operators are not in the proper order of precedence.
Negative (-), Percentage (%), Exponentia ("), Multiplication and Division (* and /),
Addition and subtraction (+ and-), joining Text (&), Comparison operators (=,<,>,<=,>=,<>)

i) Isthe order of precedence.
Two examples are discussed hereunder:
14+9*5
In thisexample, multiplication would be performed before addition.
70/2*5

Order of precedence in the example states that multiplication and division operators are
at the samelevel. Sincethedivision operator isprior to multiplication, seventy would first
be divided by two and then the result of the division would be multiplied by five.

12.2.2 Entering Dateand Time Formulas

You can create formulasto cal culate val ues by using dates and time. For excel to recognize
date and time that you enter in the formula, you need to specify it in the correct format.
You need to enclose the entry in double quotation marks. Excel would then give the
required result. To find out the difference of two dates, the format is: = “12/4/-“4/4".
Excel would return the value 244 days. An example to calculate hours difference is =
HOUR (“4:30:00- “3:30:00"). This would display the result 1. # VALUE! is an error
message displayed by Excel when it cannot recognize a date or time.

12.2.3 Converting Formulasto Values

Most of the timeswhen you create aformula, you would only want to view itsresult and
not the formula, which isnormally displayed on the formulabar. In such asituation, you
can convert the formulato its actual value. To convert a single formulato avalue, the
steps are:

1. Select the cell that contain the formula.
2. Double-click onthe cell or pressthe F2 function key.
3. Pressthe F9 function key.

Excel now shows only the result and not the formula.
Debugging Formulas

While entering formulas, it is possible that you might make errors. In such situations,
Excel displaysan error value list that enables you to debug your formulas.

Working with Range Names

Nameisan identifier that representsacell or arange. You can define namesto represent
datain formulas that are easier to use and understand. For example, =Sum(Marks). To
define a name, the steps are: 209



Understanding
Computer Applications

210

1. Select the cell or range of cells you want to name.

2. Click onthe Name Box located at the |eft end of the formula bar.

3. Enter the name you want to give to the selected range and press ENTER.
To name arange using the other method, the steps are here under:

1. Select the cell range which has to be named.

2. Select the Name option from Insert menu.

3.  Select the Define option from the Name submenu.

The Define name dialog box gets invoked as shown in Figure 12.1.

Define Mame EE3
Names in warkbaok:
| o |
cd ;l

Refers bo:
[=sreetiignez:tass

Figure 12.1: Define Name dialog box

4. Typeanameinthe Nameinworkbook text box. There should be no spacein ranged
names. The first character of a range name should be a letter or underline.

5. Click on the OK button.

12.2.4 Inserting Range Namesin Formulas

You can insert a name into the formula. The steps are:

1. Create aformulathat can use the name and type the (=) equal to symbol in acell.
2. Select the Name option from the Insert menu.

3.  Select the Paste option from the Name submenu.

The Paste Name dialog box gets invoked.

1. Inthe Paste Name drop-down list, select the name you want to insert.

2. Click onthe OK button.

3. Enter the rest of the formula and press Enter.

For example, to sum the marks of 25 students, enter the marks of the 25 studentsin 25
contiguous cells. Give a name to the range of cells namely Marks. Enter the formula
=SUM(in a cell. Select the name option from the Insert menu. Select the Paste option
from the Name submenu. The formulain the cell now becomes =SUM (Marks). Always
compl ete the formulaby adding the closed brackets. Pressthe Enter key. Thisshowsyou
the sum of the marks of the 25 students.

Deleting Range Names

If you change the contents of the range, you may want to change the range name also, or
delete the name if it is no longer suitable for the contents that it contains. To delete a
name, the steps are:

1.  Select the Name option from the Insert menu.

2. Select the Define option from the Name submenu.



The Define Name dialog box getsinvoked.

In the Name in workbook drop-down list, select the range name you want to
delete.

Click on the Delete button.
Click on the OK button.

123 ENTERING FUNCTIONS

Excel functions help in performing simpleto complex arithmetic calculations. Thereare
200 built-in functions or predefined formulas that enable you to create formulas for a
widerange of application including business, scientific and engineering applications.

Functions can be entered in the following ways:
e  Enteringfunction Manually

e Withthe help of the Paste Function
12.3.1 Entering Function Manually

(i) Toenterafunctionintheactivecell, typetheequal to (=) sign, followed by an open
parentheses. You can then specify the cell range you want the function to use and
complete the function with closed parentheses; for example, =SUM(A2:A8).

(i) You can use the AutoSum button for quick calculations that involves addition of
numbers. This button is located on the standard toolbar. To use this feature of
Excel, follow these steps:

Select a cell adjacent to the range you want to sum.
Click onthe AutoSum button

)

Excel automatically inserts the SUM function and selects the cells in the column
above the selected cell.

3. You can aso highlight the cell range (including ablank cell in which you want the
total) that you want to sum and then click on the AutoSum button.

Excel automatically calculatesthetotal and displaysit.
12.3.2 Paste Function

The Paste Function featureisaconvenient way of applying functionsto theformulasfor
calculations. To use this feature, the steps are:

1. Select the Paste Function button from on the standard toolbar or select the Function
option from the Insert menu. The Paste Function window isdisplayedin Figure 12.2.

Faste Funchion

SuM{numberl number2,...)
Bads all the numbers in & range of cells,

& ol BEE|

Figure 12.2: Paste Function Window
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2. TheFunction Category list displaysthe built-in functions of Excel.

3. Select thefunction that is required by clicking on it and click on the OK button. A
formula pal ette drops down which prompts you to enter the required arguments as
showninFigurein 12.3.

Cell reference is specified here
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Figure 12.3: Formula Palette

4. Enter theargumentsin the display areaor click onthe cell reference button to go to
the worksheet to select the cells.

5. Click again on the cell reference button to come back to the same formula palette.
6. PressEnter or click on the OK button.

12.3.3 Editing Functions

Functions also require editing. To modify functionsin aformula, the steps are:

1. Select the cell that contains the function which you want to edit.

2. Select the Function option from the Insert menu.

Theformulapaletteisdisplayed.

1. You can change any of the specified arguments as required.

2. Click onthe OK button.

You can even edit a function by changing the formula entry in the cell. To do so, the
steps are:

1. Select the cell that contains the formulawhich has to be edited.
2. Click ontheformulabar or double-click onthe cell.

3. Change the arguments as required.
4

Press Enter or click on the check mark button on the formula bar.

124 MACROS

Macros automate frequently performed tasks by changing them into a set of keystrokes
that are stored or recorded and are assigned a control key. Whenever the specified
control key isused, the entire operation is performed automatically. You can have macros
for formatting worksheets, report generations and so on. This feature is time saving,
flexible and very powerful.

12.4.1 Creating and Soring Macros

You can create a macro in anumber of ways. To create a macro, you should have your
program in the macro record mode. This can be done by:



1. Selecting the Record New Macro option from the Tools menu as shown in Figure
12.4. A Record Macro dialog box getsinvoked.

9 Wl Basic Editior ARHELL
O Microsoit Scrict Edtor  AlbHShFCHET]

Figure 12.4: Record Macro Dialog Box

Macro recorder isatool that translatesyour actionsin Visual Basic Applications (VBA)
macro. It workslike atape recorder —when you turnit on, it records everything you do.
Later you can run the macro and all the previously performed actions are repeated.

You can hame your macro in the Record macro dialog box as shown below. The hame
that you specify should not contain spaces or other punctuation marks, but it can contain
underscores.

You can assign a shortcut key for the macro that you want to record.

Fore meecra i
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You can specify theletter for your shortcut key and useit in conjunction with Ctrl torun
the macro. The latter can be in lower or upper case; for example, you can assign the
Ctrl + r shortcut key combinations for a macro that is recorded for generating reports.

You can store macrosin the Store macro in text box. The options available are:

Personal Macro Workbook —which hasthe name PERSONAL.XLS. Thisworkbook
opens and is hidden automatically everytime you start Excel.

This Workbook — which stores the macro in the active workbook.

The New Workbook —which stores/records the macro in a new workbook that is
created.

2. You can click on the OK button and the macro recording processing begins.

3. You can then perform the actions that you want to record. It is a good practice to
save your workbook and the recorded macro that it contains before running the
macro.

Advanced Features of
Microsoft Excel
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Once you have completed all the necessary actions for storing/recording macros,
you can click on the stop button as shown in Figure bel ow.

You can also select the Stop Recording option from Macro submenu within the

Tools menu option.
o |E

You canrunamacro in different ways. You can select the Run option from the dial og box
or usethe shortcut key that you have assigned to your macro. Given below isan example
to create a macro.

12.4.2 RunningaMacro

You can record a macro that can create the given worksheet, by following the steps:
1. Select the Macro from the Tools menu.

2. Select the Record New Macro option from the Macro submenu.

The Record Macro dialog box getsinvoked as shown in Figure 12.5

J File Edit Yiew Insert Format Tools Data ‘Window Help

[=B57cs |

IRl ERy iR ||=4a2 A
SUM =] X  =| =B5*C5
A | B | ¢ | b | E | F
1 Name | Product Varieties Total
2 |Sanjay 80 1 80
d |Yashpal B0 2 120
4 |Chandan 70 3 210
5
b

Figure 12.5: Record Macr o dialog box

Give a name to the macro that you want to record and assign m as a shortcut key.
Click on OK.

In the Excel worksheet, type the Name, Product, Varieties, Total .

Typein therest of the data shown in the sample worksheet.

Click on the Stop button, to end the recording process.

Clear the data that you have copied on your worksheet.

© © N o 0o ~ W

Run the macro by pressing Ctrl+m.

The entire worksheet would be created again for you.

12.5 PRINTING WORKSHEET DATA

Excel offersyou various printing options for your worksheets. It enables you to have a
preview of worksheet datawith the aid of the Print Preview option. You can set margins,
fonts, headers and footers to enhance your worksheets.

12.5.1 Printingan Area

By default, Excel printsthe current worksheet when the Print command is selected from
the File menu. However, if you require a particular area of the worksheet to be printed,
then you are offered this facility also. To do so, you can follow these steps:



1. Select the range that you want to print.

2. Select the Print option from the File menu.

The Print dialog box getsinvoked as shown in Figure 12.6.
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Figure 12.6: Print Dialog Box

3. InthePrint What section of the dialog box, choose the Selection option.

4. Select the OK option to complete the procedure.

12.5.2 Defining and Deletinga Print Area

There may be situations where you need to print the same range repeatedly. To avoid
thetedium of specifying the samerangefor printing several times, you can conveniently
define range as the print area.

To define the print area, you can follow these steps:

1. Select the area you want to specify.

2. Select the Print Area option from the File menu.

3. Sdlect the Set Print Area from the Print Area submenu as shown in Figure 12.7.
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Figure 12.7: Print Area Window

Click on the OK button.

Select the Print option from the File menu.

You can select Clear Print Areawhen you want to remove the defined Print Area.

Advanced Features of
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12.5.3 Printing Worksheets

Worksheets can be very conveniently printed by the use of the Print command that sends
your worksheet pages to the printer immediately.

To print worksheets, the steps are:
1. Select the Print option from the File menu. Thisinvokesthe Print dialog box.

Thisdialog box isvery similar as you used in the MS-Word Print dialog box. The
only difference is the three extra— buttons which are given below:

Selection — prints selected cells.
Active sheet(s) — prints only selected worksheets.
Entire Workbook — prints open workbook.

Device Options : controls the print quality and allows you to adjust Printer memory
tracking (this affects how the driver tracks printer memory usage).

12.5.4 Insertingand Removing Page Break

Whenever a print area is defined, Excel automatically inserts page break into the
worksheet. Page break gets displayed in the form of dashed lines. If the page breaks are
not according to your choice, you can insert the page breaks yourself. There are two
types of page breaks that you can insert:

e  Vertical page breaks, and

e  Horizontal page breaks.

Inserting Vertical Page break

To insert a vertical page break, the steps are:

1. Click on the heading of the column to the right of text where you want your page
break. The column gets highlighted.

2. Select the Page Break option from the Insert menu.
Inserting a Horizontal Page Break
To insert ahorizontal page break, the steps are:

1. Click on the heading of the row below where you want your page break to be
inserted.

2. Select the Page Break option from the Insert menu.

3. You can select the Remove Page Break option from the Insert menu to remove all
page breaks.

You can also select the Page Break Preview from View menu. Page breaks are displayed
on the screen in thick blue lines while page numbers are displayed in large grey text. To
make changes in page breaks, place your mouse pointer on the page break and, when it
turns into a double-headed arrow, drag the line to the new position. To get back to the
normal view, select the normal option from the view menu.

1255 Modifying Page Setup

The Page settings can be setup by using the Page Setup command. This help you to
control the basic layout of the printed pages, change the margins, text alignment and set
theprint titles.



Setting Print Titles

You can set print titles so that information about column, row headings get displayed on
each page in the printout.

To create print titles, the steps are:

1. Select the Page Setup option from File menu. The Page Setup dialog box will open
asshown in Figure 12.8.

2. Select the Sheet tab from the Page Setup dialog box.

Foge | Margis | HesdeFooter [ Shect ||
Print grear | o k.|
Bewis bo repeat at bop: [ ]
Columrs to repeat at ety | |
Brictt

[ Grdines " Row ard cojumn headings

[ Hackendwhie  commerts: [y 7]

I Draft gualty
Page order

1 Do, then over

" g, than down
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Figure 12.8: Page Setup Dialog Box

3. If you want to define titles across the top of each page, select the Rows to repeat
at top box. If you want to define titles down the | eft side of each page, select the
column to repeat at left box.

4. Click onthe OK button.

Removing Print Titles

You can remove the print titles by following the steps here under:
Sel ect the Page Setup option from the File menu.

Select the Header/Footer tab as shown in Figure 12.9.
Click on the arrow next to the Header box.

Select a header from the drop-down list.

Select the data that you want to use as footer from the list.

Click on the OK button.

12.6 CREATING HEADERSAND FOOTERS

You can format headers and footers by selecting the Header/Footer tab available on the
Page Setup dialog box. Headers are printed at the top of every page and they are
commonly used for report titles, chapter names, company names, and so on. Footersare
mainly used for specifying page numbers, or total number of pages, and are printed at the
bottom of each page. Thereare avariety of built-in headers and footers from which you
can select or define your own headers and footers.

© a0 &~ w D PE

12.6.1 Using Built-in Headers and Footers

To use the built-in headers and footers, the steps are:

1. Select the Page Setup option from File menu.

2. Select the Header/Footer tab as shown in Figure 12.9.
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Figure 12.9: Page Setup Dialog Box

Click on the arrow next to the Header box.

Select a header from the drop-down list.

Select the data that you want to use as footer from the list.
Click onthe OK button.

o vk~ w

12.6.2 Custom Headersand Footers

To define your own headers and footers, the steps are:
1. Select the Page Setup option from the File menu.
2. Select the Header/Footer tab.

3. Select the Custom Header option to display the Header dialog box as shown in
Figure12.10.
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Figure 12.10: Changing column width

This dialog box has three text boxes — left section, center section and right section.
These text boxes allow you to justify the text of your headers and footers. Data can be
left-aligned, centered or right-aligned. The buttonsthat are displayed above the text boxes
are used to insert the codes. The Date code, for example, inserts the current date. To
apply text formatting to the header or footer information, click on the Font button to

display the Font dialog box. The buttons on the Custom headers and their functions are
listed inthetablewhichisgiven below:

Button Function
Font Format Invokesthefont dialog box
Page Number Inserts the page number
Total pages Inserts the total number of pages
Current date Inserts the current date
Current time Inserts the current time
218 Worksheet name Inserts the name of the active sheet




12.7 PROTECTING DATAWITHIN WORKBOOKS

Protection against loss or corruption of worksheet data has always been a matter of
great concern. This important issue has been dexterously dealt by Excel. There are
several levels of protection that can be applied to aworkbook.

12.7.1 Password to Open aFile

The top-most level of protection is set at the file level, which offers several protection
options. Inthislevel of protecting data:

e  User needsto enter a password to open the file.

e You can make your files read-only so that the data is not deleted or altered by
accident or intention.

To apply a password for protecting files, the steps are:

1. Select the SaveAsoption from the File menu. The SaveAsdialog box getsinvoked
asshown in Figure 12.11 (a):

Figure 12.11 (a): Save As Option in File Menu

2. Click onthe Optionsbutton. The Save Option dialog box getsinvoked asshownin
Figure12.11 (b).

™ Ahways create badap
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Figure 12.11 (b) : Save Option Dialog Box
3. Enter the password you want to use for the file in the Password to open area of
the Save Optionsdiaog box. Thisinvokesthe Confirm Password dia og box displayed
inFigure12.11 (c).
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Figure 12.11 (C) : Confirm Password Dialog Box

4. Re-enter the password to proceed in the Confirm Password dialog box and click
on the OK button. The Save As dialog box is displayed again.
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5. Click onthe Save button in the Save AS dialog box.

6. If theReplace Existing Filedialog box getsinvoked, then click on Yesto implement
password protection.

12.7.2 Password to Modify aFile

The password that is set is to open or access the workbook. This password is used on
workbooksthat contain vital information that needsto be kept confidential and protected
from getting corrupted. Thisoption only allowsauser to openthefile. To savemodifications
to afile, you can set a password that a user can enter to save the changes.

Entering a password in the password to modify text box in the Save Options dialog box
permits a user to open a workbook in the read-only mode. The user can view and
mani pul ate data but cannot save the changes made to the workbook without the knowledge
of the password.

Setting the Read-Only Option

The Save Optionsdialog box contains aread-only recommendation option which you can
activate so as to make your workbooks read-only.

12.7.3 Creatingthe Backup Option
The Save Options dialog box has an option for creating backups.

When activated, it creates backups because the Always create backup setting has been
applied. Every timethefileissaved, Excel creates abackup. You can open this backup
filewhentheoriginal fileiscorrupted. Backup files are saved as backups of thefilename.
They have an extension .XL S and reside in the same folder asthe original file.

12.7.4 Removing Protection and M odification Passwords
To remove the password protection from afile, the steps are:

1. Open the workbook that has the password for itself.

2. Select the Save As option from the File menu.

3. Click on the Options button.

Clear the password(s)

Asterisks will get displayed when there is a password.

4. Click onthe OK button. The Save Options dialog box closes.

5. Now click on the save option to save thefile.

6. Click onYeswhen the Replace Existing File dialog box getsinvoked.

There are three other levels of protection with workbooks that maintain data security at
the

e Workbook level.
e Worksheet level.
e Object (cellsand graphical objects) level.
12.7.5 Workbook Level Protection

A user can berestricted to use or change the workbook data even when the user has the
access to it. To implement security at the workbook level, the steps are:



1. Select the Protection option from the Tools menu.
2. Select the Protect Workbook option from the Protection submenu.
The Protect Workbook dialog box isinvolved as shown in Figure 12.12.

Fiotecl Workbook

Protect workbook For
[+ Stnuchre
[ windows

Password (optional):

I O I Canced

Figure 12.12 : Protect Workbook Dialog Box

The Protect Workbook dialog box enlists certain options. These are:

e  Sructure - prevents changes made to worksheet structure. Deleting, inserting,
renaming, copying, moving, hiding or unhiding sheet is prevented.

e Wndows — checks changes made to workbook windows. Windows control button
is hidden and its window functions are deactivated.

e  Password (optional) —isfor optional passwordswhich can be upto 255 characters,
including special characters, and is case-sensitive.

12.7.6  Protection and Security at Wor ksheet Level

You may want to prevent users from changing the contents of a particular worksheet,
which isto say, you may want a user to make changes to one worksheet but not to the
others. You can follow these steps to do so:

1. Select the Protection option from the Tools menu.

2. Select the Protect Sheet option from the Protection submenu.The Protect Sheet
dialog box getsinvoked as showninfigure 12.13.

Protect Sheet EHE |
Protect worksheet For
[¥ Contents
[ Objects
¥ SCEnarios

Password (optional);

Ik I Cancel

Figure 12.13: Protect Sheet Dialog Box

The dialog box offers several options. These options allows a user to protect a sheet at
variouslevels.

e  Contents- protects cells and chart items in a worksheet.
e  Objects — protects graphic objects on a worksheet.
e  Scenarios — prevents changes to scenario definition.

e  Password (Optional) — is case-sensitive and can contain 255 characters, which
can include specia characters.
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HIDING SHEET: You can also hide al or part of the sheet. For this, you can select the
Format, Sheet and Hide optionsto ahide aworksheet. Unhide the worksheet by selecting
Format, Sheet and Unhide. If the workbook structure is protected, then the Hide and the
Unhide options fail to work. To overcome this, you should first hide the sheets and then
protect the workbook structure. Then unprotect the workbook to unhide the screen.

You can hide rows and columns by selecting the Tools, Row Hide and Format, Column
Hide options, respectively. If you choose Tools, Protection, Protect Sheet command,
then it becomes all the more difficult for the user to unhide the rows and columns.

12.7.7 Cdl Protection

Cell protection is sometimes required to keep data in cells secure even when the entire
worksheet in which it resides has been worked on by other users.

You can protect the cells by following the steps:

1. Select the Cells options from the Format menu. The Format Cells dialog box gets
invoked asshownin Figure 12.14.

2. Sdect the Protection tab.
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Figure 12.14 : Format Calls Dialog Box

There are two options available in the dialog box. These are:
Locked — this option does not allow the cells to be changed once the sheet is protected.
Hidden — this option hides the formulas once the sheet is protected.

128 SHARING DATAWITH OTHER APPLICATIONS

Excel alowsyou to link worksheetsto anon-Excel document. Thisisfacilitated by using
the Dynamic Data Exchange (DDE) and Object Linking and Embedding (OLE) utilities,
which are a part a Windows application. Using this feature, you can embed in MS
PowerPoint as M SWord document, an Excel worksheet, chart and so on. This capability
also existsin other applications, such as Access, Word and Excel.

Using OLE, you can embed or link documents.

e  You can embed adocument from another application into an Excel worksheet. The
embedded application appears as an object which can be moved and resized. Editing
the contents of the object is possible by double-clicking onit.

e In alink between two files, the information from the source document is
inserted into the destination document. Asaresult of thelink, whenever thereisa
changein the source document, the datain the destination document isautomatically
updated.



128.1

I nserting Pictures into Wor ksheets

You caninsert pictures, likethose created in Paintbrush, into your worksheet to enhance
its appearance. To do so, follow these steps:

1
2.

3.
4,

Select the Picture option from the Insert menu.

Select the Clip Art option from the Picture submenu.The Microsoft Clip Gallery
dialog box getsinvoked as shownin Figure 12.15 (a).
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Figure 12.15(a): Insert Clip Art Dialog Box

Click on the picture which you want to import.

Click on the Insert button to complete the process.

The picture will be inserted into the worksheet as shown in Figure 12.15 (b).
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Figure 12.15 (b): Inserting Picture into Worksheet

12.8.2 Insertingor Linking to a Wor ksheet
You can link documents by following the stepslisted here under:

1
2.

4,
5.

Activate the sheet where you want to link the document.

Select the Objects option from the Insert menu and then click on the Create From
File tab.

Type the name of the document file that you want to link. Alternatively, use the
Browse button to search for thefile.

To establish alink to the source file, activate the Link to file option.
Click on the OK button.

12.8.3 Embedding an Excel Object in Another Application
To embed the Excel object in other applications, you can :

1

Select the worksheet range or the chart that you want to embed.
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Sel ect the Copy option from the Edit menu.
Start the other application.
Open the document in which you want to embed the Excel object.

Sel ect the Paste Special option from the Edit menu. Select the Paste Link from the
Paste Special dialog box and then click on the OK button.

129 WORKINGWITH DATAFORMSUSING LISTS

A listisdatastoredinworksheet cells. Columnsinalist represent acategory and determine
thetype of information required for each entry inthelist. Eachrow inthelistisarecord.
Recordsis alist that can be entered and edited by a user with the aid of the data forms
that Excel provides. A dataform is adialog box that is used to simplify the tasks of
entering data, deleting entries and finding specific cell entries. A sample list created in
Excel worksheet is shown in Figure 12.16. The columns in this list are considered as
Fields and the rows are treated as Records.
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Figure 12.16 : Sample Excel worksheet

12.9.1 Adding Recordswith Data Forms
To add new records to the list, using the data forms, the steps are:
1. Select the Form option from the Data menu.

At theleft side of theform arelabels of thefieldsin thelist and the text boxes that shows
the entriesfor the records. At the right side of the form are buttons that help to perform
specific operationin thelist asshown in Figure 12.17.
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Figure12.17 : Adding Recods With Data Forms

12.9.2 Deleting Records With Data Forms

Records can also be deleted from the list with the help of the dataforms. When you use
the data forms to delete records, you are able to delete only one record at atime.

To delete the records, the steps are:

1. Select the Form option from the Data menu. This opens up the data form for the
current list.



Scroll to the record that you want to delete.

Click on the delete button. A message box gets invoked which prompts you to
confirmthe deletion.

4.  Confirmthe record from thelist, or click on Cancel to cancel the deletion.
The records below the deleted records gets renumbered automatically.
12.9.3 Finding Recordswith Data Form

You can use the data form to find particular records in alist. You can view only one
record at a time when you use the dataform. To search for records, the steps are:

1.  Select the Form option from the Data menu.
This opens the data form for the current list.
2. Click ontheCriteria button. Thewindow displayedisillustrated in Figure 12.18.
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Figure 12.18 : Finding Recordswith data form

3. Select atext box and enter the criteriathat you want to search. For example, marks
in Maths.

4, Select the Find Next button after you have entered the criteria. 1f no matches are
found, Excel beeps. Select the Find Previousbuttonif you want to search backwards
inthelist to find amatch.

5. Select the Close button to clear the dialog box.
1294 Sorting Datainalist

Sorting helpsto arrange the data entries in a systematic order. You can sort a data base
or alist by asingle or multiple fieldsin ascending or descending order.

Sorting by a Single Field
To sort alist or adatabase by asinglefield, you can:
1.  Select any one cell within the database range.

2. Select the sort option from the Data menu. The Sort dialog box gets invoked as
show inFigure 12.19.
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Figure 12.19 : Sort Dialog Box
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3. Select the field you want to sort from the Sort by drop-down list.

4. Use the Options buttons to specify the ascending or descending order, or use the
buttons available on the standard toolbar.

5. Excdl triesto determineif the database has a header row (field names), and setsthe
Header row or No Header row setting accordingly in the My list has area.
Override this setting, if necessary.

6. Click onthe OK button to sort the list.
Sorting by Multiple Fields

Theremay be situationswhere you need to sort adatabase by multiplefields. For example,
in studentsrecordslist of database, you need to sort the records by the Name, and then by
the Total from the highest to the lowest. To do so, the steps are:

1. Select acell inside the database.
2. Select the Sort option from the Data menu.

3. Select the Product field from the Sort by drop-down list, and select the Ascending
order option and specify the Amount field in the Then by deop-down list in the
Descending order.

4. Click onthe OK button.
Your datawould be sorted accordingly (refer to Figure 12.20).
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Figure 12.20 : Sorting by Multiple Field
1295 Filtering Datain a List

Filtersallow you towork with selected rows of informationin any list, including alist that
you have organized asthe database. Thisimpliesthat you can display only those database
records that meet your criteria. For example:

You want to send out certificates to academic proficiency to al those students who have
acquired more than 75% marksin their annual examinations. For this, you can filter the
data base so that only the records with more than 75% and above marks are displayed.

12.9.6 Using theAutofilter

AutoFilter is a special filter that filters records from the worksheet databases with the
help of asinglecommand. It makesthefiltering task very easy and quick. With AutoFilter,
you can also specify complex filtering criteria. To filter records by using the AutoFilter,
the steps are:

1. Select any cell in the database.
2. Select the Filter option from the Data menu.

3. Select the AutoFilter option from the Filter submenu.



Drop-down controls are placed on the top of each field name as shown in figure below.
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4. Click onadrop-down control to apply afilter to thefield.

Theresultant list showsall the unique dataentriesin the column along with several other
options as shown in Figure 12.21 (a).
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Figure 12.21 (a) : Using theAutofiller

You can use the drop-down menu listsfor other fields to apply additional filtersto your
database. A record must match all the selections that you make in the drop-down list.
Excel immediately hidesall those records that do not match the criteria. Therearethree
optionsthat you can use for special purposes:

e  Choose(All) —to cancel the filter defined for the current column (filters in other
columnsremain in effect).

e  Choose (Top 10) —to apply criteria based on the values in the cells of the current
columns; for example, you can display thetop ten records based on their cell values.

e  Choose (Custom) —thisisto apply complex criteriato your database.

If you select the Top 10 AutoFilter option from the drop-down list, as shown in Figure
12.21 (b) then the Top 10 AutoFilter dialog box gets displayed.
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Figure 12.21 (b) : Top 10 Auto Filter Dialog Box

Once you apply the option to your data, then the data gets filtered and gets displayed in
the required format as shown in Figure 12.21 (c)
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Figure 12.21 : Data Display Using Auto Filter
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12.9.7 Setting Custom Categories

You can define a Custom AutoFilter when the datayou want to filter meets the specified
criteria. To apply a customized criteria to a database, the steps are:

1
2.
3.

Select a cell in the database.
Select the Filter option from the Data menu.

Select the AutoFilter option from the Filter submenu. Drop-down arrows getsdisplayed
on the top of each field in the database.

Click on the arrow next to any field name and select the custom entry.

The Custom AutoFilter dialog box getsinvoked as shown in Figurel2.22 (a). It has

four boxes in which you can specify one or two criteria to apply to the current

column. Each criteria consists of acondition and dataitem.
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Figure 12.22 (a) : Custom Auto Filter Dialog Box

Click onthearrow next to thefirst box. Select one of the operatorsfrom theresulting
list. These include conditions such as Equals, Does not equal, |s greater than, Is
less than, and so on.

Click on the arrow of the next box. A drop-down list isdisplayed. Inthislist there
are al unique data entriesin the current column.

Select an entry (to complete the criteria) which you want to compare or enter the
datayourself in the text box.

You can repeat the last three steps to specify another criteriain the second row of
the text boxes.

If you specify another criteria, then select either the And or the Or option button to
connect the two criteria.

1. Click onthe OK button to apply the custom criteria.

Excel hides al records that do not match the criteria. For example, if you want the
record for which the NameisYashpal, then you can specify the conditions accordingly in
the custom AutoFilter as shown in Figure 12.22 (b).
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Figure 12.22 (b) : Custom Auto Filter—Specifying Conditions

Theresult of thisconditionisdisplayed by Excel which hidesall those recordsthat do not
match the criteria.
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12.10 PIVOT TABLES Microsoft Excel

Pivot tables enable you to easily summarize and compare datain alist.

They are called pivot tables because you can change their layout by rearranging or
pivoting the row and column headings quickly and conveniently. You can use pivot tables
to create summaries of large amounts of data. You can summarize and rearrange data
specifically for charts with the help of pivot tables. Whenever the pivot tables change,
the chart based on those pivot tables also change. You can aso use them for in-depth
dataanalysis or creating reports.

Using the Pivot Table Wizard

A pivot table can be created with the aid of the Pivot Table Wizard. To use the wizard,
the steps are:

1. Select the Pivot table Report option from the Data menu.

Step 1 of the Pivot Table Wizard dialog box gets invoked as shown in Figure 12.23 (a).
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Figure 12.23 (a) : Pivot Table Wizard Dialog Box
1. Enter the data that you want to use in the pivot table.
2. Select the Microsoft Excel list or database when using worksheet data.

You can create apivot tablefrom other sources of data, from another pivot table, database
from other applications.

1. Click onthe Next button.
Step 2 of the Pivot Table Wizard getsinvoked as shown in Figure 12.23 (b):
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Figure 12.23 (b) : Step 2 Pivot Table Wizard Dialog Box

2. Typetherange address that is to be specified in the range text box.
3. Click onthe Next button.
Step 3 of the Pivot Table Wizard getsinvoked as shown in Figure 12.23 (c):
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4. Click onthe Next button.

5. Indicate whether you want to place the pivot tablein aNew worksheet or an Existing
Wor ksheet.

6. Select the Options button for more options.
7. You can enter Format and Data options according to your requirements.
8.  Click on the Finish button.

The Pivot Table Wizard displays the results in a table on the worksheet [refer to
Figure 12.23 (d)].
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Figure 12.23 (d) : Pivot Table Options Dialog Box

1211 LET USSUM UP

In this Unit, we learnt about various advanced features of Microsoft Excel. You would
recall, we read that:

e alistisatable of datastoredin aworksheet. Thetop row of thelist containslabels
identifying the contents of each column, and therest of the rows under these headings
or labels contains data. It can also be thought of as a database table.

e  databases are modified and maintained by typing directly in to aworksheet. When
you require a more structured way of performing data entry, you can use Excel’s
built-in forms. A dataform shows onerecord at atime. It can be used to add new
records and edit existing records.

e sorting arranges datain alist or database in ascending or descending order.

e filtering helpsyou to extract all those records that match your criteria.

1212 CHECK YOUR PROGRESS EXERCISE

1. Create acustom number format to display the cell valuesin thousands.

2. Create a list with column headings as Names, Class, Marks, Percentage and
Grade and add some records to it.

Add some more recordsto it using the dataforms.

Sort the list on Name and then by Marks.



Use the AutoFilter to get the top ten marks of the students.

Summarize the worksheet list by using the pivot table, and create subtotals and
grand total .

Copy and paste arange of cellsusing theAutoFill handle. Find out thedifference
inthe resultswhen the mouse pointer is positioned at the edge of the block of cells
and dragged, and when the lower right corner is dragged.

Create a worksheet in which column A has the label Roll-no, column B has the
label Names, Column C has the label Marks and Column D has the |abel
percentage.

Put intherequired datafor the respective columnsin twenty rowsfor al columns
except for the roll number.

Enter the roll numbers for all twenty students in the format r1, r2, r3,....r20 by
using the Fill, Series command from the Edit menu.

Enter the marks of every student in the Marks column.

Calculate the percentage of each student, presuming that the marks are given out
of atotal of 500. Complete the task by entering the percentage formula manually
for thefirst five students and then use the Edit formulafeature for the next fifteen
students.

Calculate the Grand Total.
Calculate the Average
Rename the sheet as RESULT

Cut and Paste the students name, marks in another sheet which should be named
as REPORT.

Create a table with Column A labeled as I1tem Name, Column B as Item No.,
Column C as Price and Column D as Comments. Fill inthe rowswith appropriate
cell entries. Now do thefollowing:

Customizethe pricefield to display the amount in thousands 2,233 format.
Increase the column width by using the menu bar.

Increase the row height by using the mouse.

Alignthe datavertically to position the contents on top.

Fill incell D1 withanentry “Thisproduct isnot available and the supplier should be
informed about it .

Rotate the item names.
Change the font of Cell Al to makeit bold and underlined.
Add to your worksheet graphic objects and fill it with atitle Sales Report.

Now create achart by using the Chart Wizard (use a pie chart) and use the Column
A and C asits axis.

Createarangeof 15 valuesand nameit as Test. Find out the maximum valuefrom
the text range, by using the range name in the formula.

Create aworksheet with column B containing 20 numeric values under the heading
Price. Column A
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Should have 20 item numbersin theformat 101, 102 till 120.

Now create aformulato add all the values by specifying the cell referencesthrough
pointing.

Perform the same operation by using the AutoSum button.

Use the Paste Function feature and determine:

The number of entries

The maximum value

Theminimumvalue

The average of al the twenty values

Search the cell value for item number 119 by using the Natural Language formula.

Create abar chart using the valuesin thein column A as x-axis and use the values
of column B asy-axis. Give atitle name to the chart as Rate Chart.

Record amacro to copy the contents of column A to column C (after recording the
macro remove the contents of column C and then run the macro).

8. i) Create aworksheet with a bar chart showing Book # against No. available.
Add headings as bar chart showing Book # against number of books issued
showing Booksin Demand.

A Sampleworksheet is given below:
ii)  Previous this worksheet.

ii)  Adjust the margins (on the Print Preview screen) to centralize the chartsheet
verticaly.

iv) Copy a part of your worksheet data to MS Word in a document named
combination.

v) CreatethisWord document called Combination and saveit in Excel worksheet
asanicon.

vi) Select an area of the Libmast worksheet data area and set it as a print area.
Print two copies of it.

9. Createyour own page footers which should specify the page numbersin the format
A.1, A.2, and so on.

10. What option would you useto align thetext both left and right? Which option would
be suitable to center text across multiple lines?

11. Create a worksheet with datain four pages and send only the first two pages for

printing.
12.13 ANSWERSTO CHECK YOUR PROGRESS
EXERCISE

1) Select acell and make a numeric entry. Select the Cells option from the Format
menu. Select the Numberstab from the Format Cell dialog box. Select the custom
Category and enter #,## in the type box. Click on the OK button. Now your cell
values would appear as 3,456.

2) Nomodel answer. Do it yourself. Thisis practice exercise.



3)

4)
5)
6)

7)
8)
9

10)

1)

Dragging the edge of the block moves the block of data to another location while the Advanced Features of

lower right corner hasthe AutoFill handle (asolid cross) which copies datato an adjacent
cell.

No model answer. Thisis practice exercise.
No model answer. Thisis a practice exercise.

Enter the 15 valuesin the First 15 rows of column A. Select the cell range. Select the
name option from the Insert menu. Select the Define option from the Name submenu. In
the Define Name dialog box enter the name you want to give to the rangein the Namein
Workbook text box. Select a cell in which you want the formula. Type =MAX (in the
cell). Select the name option from the Insert menu. Select the Paste option from the
Name submenu. In the Paste Name dialog box select the name Test that gets displayed
in the past name text box. Click on the OK button. The formulanow contains the range
name. Complete the formula by typing the closed brackets. Press Enter and the result
will be showninthecell.

No model answer. Thisis a practice exercise.
No model answer. Thisis a practice exercise.

Select the Page Setup option from the File menu. Click on the Custom footer. Click on
the Center section on the Footer dialog box. Type A, and click on the Page number
button. Click on the OK button.

Usethejustify option of the horizontal alignment. Usethe option Center Across Selection
for centering text across multiple columns.

There are various options avail able for vertical alignment also. These are:

Top: Position contents at the top of the cell.

Center: Centers contents vertically within acell.

Bottom: Position contents at the bottom of the cell.

Justify: Justifieslines vertically from top to bottom and automatically wraps the text.

To position contents at the bottom of the cell, which option would you select from the
vertical alignment options?

Select the print option from the file menu. In the print dialog box, specify pages1to 2in
the print range section.
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