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M5 Excel is a software M5 Excel files are They have

program developed called workbooks extensions such as new workbook can
by Microsoft .xls or .xlsx be created from a
blank workbook or

a template

Open Files in MS Excel> Key Areas in a Workbook
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Open Files in MS Excel>Uses of MS Excel

Open Files in MS Excel> Open MS Excel

i Mcosch Securty Essiiay

M Click the Start button SR Arogams | (PRI ;
- . s - Select Microsoft office [

¢ stal LR

== Click Microsoft Excel 2007

| Microsoft Excel is Launched |
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Open Files in MS Excel> Open MS Excel

Click Windows key + R.

The Run command opens.

Microsoft Excel application is launched.

Type Excel and click OK.

Open Files in MS Excel> Open MS Excel

Method-2:

Click on the Search Bar | | Type Excel

| Select the program

Microsoft Excel

application is launched
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Open Files in MS Excel> Open New/Existing/Recently Opened Files

We can open a new file or an existing file or a recently used workbook.

\
Open a new Excel

file
_J
N

Open an existing
file

Open a recently

used workbook

Open Files in MS Excel> Open New/Existing/Recently Opened Files

1. From an open workbook, click File > New.
2. Double-click on Blank workbook.
3. You can use the shortcut key: Cirl + N to open a new workbook.

Expense statement - Excel A\ Lakshmikundu (K . ©) @2
@ New
@ Home
Ly 3 C
D New 1 |:|
2
2 Open 3
4
5
Info 6
7
Blank workbook
Search for online templates pel ‘

Suggested searches: Business Personal Planners and Trackers Lists Budgets Charts Calendars

Create a
Drop-down list
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Open Files in MS Excel> Open New/Existing/Recently Opened Files

1. Click File> Open.

2. Select the folder and file you
want to open.

3. Click Open.

W Oeeliive =
4. Excelwill open the selected sy LAY | e
workbook. das e K
Add a Pla :i’:r
_"f-' [ ‘l'.l':{.n-\.'l
W pnap
B (" -eu..\. - Camgel [
a 2080 -~ B F -3 @ ~omaden N0 W
Open Files in MS Excel> Open New/Existing/Recently Opened Files
1. Click File > Open. g z
2. Click on the workbook name under Recent Open
Workbooks. = =
3. Excel will open the selected workbook. e )
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Open Files in MS Excel> Change Default Number of Worksheets

1. Select Options from File menu and click

General Section.

2. Inthe General section, select Number of

sheets.
3. Click OK.

A
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Open Files in MS Excel> Using Template to Create ExcelFile

Student Name:
School Year:

Level and Section.

Teacher's Name:

Class Report 5
rﬁ‘{\mhe Gingerbread House Preschool J

=

>

We're Learning

Spelling + ABCs

Class Grade

Things o Imprave

Comments

Reading + Writing

Counting + Numbers

Drawing + Coloring

Playing + Sharing

Talking + Listening

Politeness + Manners

Readiness + Punctuality

Our Grading System

A template is a predesigned spreadsheet used to
create new spreadsheets.
You can use this template to create new spreadsheets
with the same formatting and predefined formulas and
functions.
The only difference between

template and workbook is the extension.

Microsoft Excel allows creating two special templates:

o
o

Book.xItx
Sheet xltx
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Open Files in MS Excel> Using Template to Create ExcelFile

Excel Macro-Enabled f~—
Workbook (code)

Excel Binary Workbook

Template

Template

Open Files in MS Excel> Using Template to Create ExcelFile

1. Click File on the main menu and select
New.

2. Excel connects to online databases with
thousands of useful templates.

3. Select any of them.

W S0 BT A “am
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Open Files in MS Excel> Using Template to Create ExcelFile
1. Click File and then New.

2. Choose a category. For example,
Business.

3. Select the template you desire.
4. Click Create icon.

5. The template gets created.

Using Template to Create ExcelFile




=% Microsoft

Directorate General of Training

Open Files in MS Excel>Save Workbook as Template

To turn a saved workbook into a template, make sure to:

and anything else that will be

re-used repeatedly while

creating a new workbook.

Keep column headers, formulas

Delete anything you won’t
need the next time.

Open Files in MS Excel> Save Workbook as Template

1.
2.

Click File > Open > Browse.

Select the file you want to use
as  basis  for your new
workbook.

Click the drop-down arrow
next to the Open button.

Select Open as Copy.

You will have a new workbook
similar to the one you copied.
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Open Files in MS Excel

@ o
o e > Mo > 50> ve
o N o o e
Pawes A tame 0 ) e
= marc Fom Resouces
- 4 M- 4ATQ)
o

e ) [meare v
= =

Feb 162021 - M - S8

Feb 162021 M - S85

Feb 162021 - M6

BT feb

Documents

0 open
A [« Feb162021 > M6 > SBs .
Organize = Newfolder
Pictures A Neme .
8 This PC From Resources.
9 30 Objects ] MS Excel - 4MAT (2)

B Videos
. Local Disk (C)
= Local Disk (E)

v«

File name: ~| Al Excel Files v
= o =

P

Feb1

Open Files in MS Excel> Save Workbook as Template

o

Rl S e

Click File > Export.

Under Export, click Change File
Type.

In the Workbook File Types box,
double-click Template.

In the File name box, type the
name you want fo use for the
template.

Then click Save, and then close the
template.

You can view the newly saved
template under Personal.
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Open Files in MS Excel> Save Workbook as Template

1. Set the default personal templates

location.
2. Click File > Options. Open

() Recent Workbooks

3. Excel options dialog box
opens.Select Save.

@ OneDrive - Personal
[ Computer

4. Alist of setfings under Save g Addapace

category will be displayed.

5. Under Save workbooks, go to
Default personal templates
location andenter the path.

6. Click OK.

Book! - Excel (Product Activation Failed)

Recent Workbooks

) Ms Excel - amAT
15> CNK » CNK 2021 » Feb 162021 » M6

NK » CNK 2021 » Feb 16 2021 » M6 » $Bs

DOS_Linux - 4AMAT
C:» Users » Dell » Downloads

Seasonal photo calendarl
Desktop

MS Excel - 4MAT (1)

C:» Users » Dell > Downloads.

DOS_Linux - 4AMAT

Documents » CNK » CNK 2021 » Feb 16 2021 » eLearning » M4
PA_Valma Deliverables

uments » CNK » CNK 2021 » Feb 16.2021

MS Excel - 4MAT
Cin s

sers » Dell > Downloads

lux - 4MAT- topic 2
ts » CNK » CNK 2021 » Feb 16 2021 » eLearing » M4 » Md-Topic2 - Prasheel

Copy of MS Excel - AMAT
=] C:» Users » ell > Downloads

Open Files in MS Excel>
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Import Data > Structure of Text and CSV Files

Structure of .ixt file

1. There are two types of files from which data can be imported to Excel workbooks - .TXT files and .CSV files.

Import Data > Structure of Text and CSVFiles

Structure of .csv file

* CSV means Comma separated
values text files

* |z a delimited text file that uzes a
comma to separate values

# Can be opened using any editor or
spreadsheet program

= Are often used for exchanging data
between different applications

Sample C5V file content
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Import Data > Import Data in Excel

Import a TXT/CSV file by opening it in Excel

Import data from a TXT/CSV file into an

existing worksheet

Import Data > Import Data in Excel

To import a TXT/CSV file by opening it in
Excel :

1.
2.

Go to File > Open.

Browse to the location that
contains the text file.

Select Text Files from the
drop-down.

Locate and double-click the text
file.

.CSV file opens automatically,
but .TXT file goes through Import
Text Wizard.

HHEN
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Import Data > Import Data in Excel
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Import Data > Import Data in Excel

Steps to import data from a TXT/CSV file
info an existing worksheet:

1.

S O

Select Data.

Click From Text option.
Imporffile dialog box appears.
Select the .ixt/.csv file.

Click the Import button.

Text Import Wizard will be carried
out.

An Import Data

appears.

dialog box

Choose how and where you want
to include data in the workbook
and click OK.

The Text or CSV file gets imported
successfully.

@mHo o

FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS | DATA | REVEW — VIEW

Access Web | Text |Sources~ Connections ~ All~ o

Be

@ comecions 3 [778) | Y Tk
@B B [E afm Y ke
Fr Fr Fr Othe Existi Refresh Z| Sort Filte
rom From | From from Other  Eviting  Refres B osen ke oo

rmal Data Connections Sort & Filter
Get Data From Text
A1

Import data from a text file.
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Import Data > Import Data in Excel

Import Data > Import Data in Excel

Import a TXT/CSV file by opening Customise the content after importing to
it in Excel Excel file
1. Customise as per the need.
2. Step-1: Select Delimited option and click Next.
3. Step-2: Choose General option and click Finish
4. Step-3: Check Tab in the next pop- up and click
Finish button.
5. The file gets imported to Excel workbook.




B8 Microsoft NASscom’

= Directorate General of Training

Import Data > Import Data in Excel
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Import Data > Export Data in Excel

Export data from Excel fo a text file using command.
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Import Data > Export Data Using Excel

Steps to export data from Excel to a
fext file using Save As command:

1. Go to File and Select Save As.
2. Click Browse.

3. Choose Text (Tab delimited)
option from theSave As Type
drop-down.

4. Browse the file location and
enter file name.

5. Click the Save button.

6. The file will be saved as a text
file.

Import Data > Export Data Using Excel

i
o[-
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Import Data > Check Your Knowledge

1. You can change the separator character that is used in both
delimited and .csv text files.
2. You canimport or export up to 1,048,576 rows and 16,384 columns.

A

Navigate Within Workbooks > Find Data

A particular
number or text
string

Search within
worksheets or
entire workbooks

Wildcard
characters such as
Search within question marks,
commentsor tildes, and
values asterisks, or
numbers in the
search text

Search by rows
and columns
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Navigate Within Workbooks > Find Data

Method - 1

Press Ctrl key + F.

| Method-2

ad i

Sort & | Find &

Filter - [Select =
dit ¢ Find...

32 Replace...

=2 GoTo.

Go To Special...
Formuylas

Comments
Conditional Formatting
Copstants

Data Validation

[z Select Objects

E,l,; Selection Pane...

Navigate Within Workbooks > Find Data

| Femed aml Emgiagn

Fagd

Brphect
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Navigate Within Workbooks > Find Data

£ 5 e B — E ]
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Options > >
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Navigate Within Workbooks > Find Data

wt or numbers you Display the format you hawe Chaose the format from the drop-
chosen. down options.

Choose te find within the
sheati¥orkbook.

giHoFurmaISd.! |

[ ] Match case

Check to Match the case.

Ghoose to search by Within:  Sheet
R 'Col . —
owstGolumns. By Rows

Formulas

Check to Match entire cell
nbents.

EEE

Lists every oocumence Highlights each
of the criteria searched. ent where the text
- is found.

Choose to look in
Formulas/alues)

Eormat...

Cheose Format From Cell..,
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Navigate Within Workbooks > Find Data

Type the texdt or numbers you
want to replace with.

Find and Replace

Fing | Replace

Find what: |
Replace with:

Within: | Sheet E| [ maten case
P oo ~] [] Match entire cell egntents

Lookin: |Formutas |

[Repiscesn | [ pevioce | [ enomn | [poawet ] [ cose

Navigate Within Workbooks > Find Data

To find cell that just matches a specific format:

« Delete any criteria in the Find what box

« Select a specific cell format as an example

«  Click the arrow next to Format

*  Click Choose Format from Cell

»  Click the cell that has the formatting that you want to
search

M
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Navigate Within Workbooks > Search Data

Navigate Within Workbooks > Search Data

There are two ways to search data in Excel. They are:
1. Using the global Search bar if there is a massive spreadsheet of data and you need fo find a
particular data in a cell or group of cells

2. Using search functions like VLOOKUP (Vertical look up)or HLOOKUP (Horizontal look up) that letfs
you search one sheet for data and output the results in a second cell location or in a different

worksheet
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Navigate Within Workbooks > Search Data Using Search Sheet Bar

1. Click in the task bar with the faint
words "Search Sheet" at the top
right corner of the spreadsheet
and enter the words or number or
fext you wish to find.

2. Use a"command + F' keyboard
shortcut on a Mac or'Control + F"
shortcut on a PC.

A H 5S¢ s

Draw  Page Layout

1| SAMPLE TEXT MORE SAMPLE TEXT

2 SAMPLE NUMBERS 37 MORE NUMBERS 1238 NUMBERS 3876

3 P FILLER AS WELL MORE FLLER

4 SEARCH

EVEN MORE SAMPLE TEXT

Navigate Within Workbooks > Search Data Using LOOKUP Functions

Search Data in Excel Using LOOKUP Functions

The most commonly used LOOKUP functions in Excelare VLOOKUP and HLOOKUP.

VLOOKUP allows you to search a data range that is set up vertically.

HLOOKUP looks up data that has been formatted by rows (horizontally) instead of columns.

COUNTIF  ~ fe

A B C G
1 {
2 ID_First Nam RN ST D
3| i LGN Salary
4 T $70,855
5| 4 $188,657,
6 Lewis $97,566
7 | % Walker $58,339
8 56 Mark Reed $125,180
9 79 Richard  Lopez $91,632|

1
=3

fo| wHLOOKUP™D" ALFS4 FALSE

QVLOOKUP(H2,B3:E9,4,FALSE) s .
. 0
H | J 1 Siudsnt nams A
Adidunty
—_—
| 53| I Teonomics
||
=VLOOKUP(H2,B3:9,4, FALSE)| - v
- 5 Mathematis
5
Fetch Marks of D in

B Mansgemant
]
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Navigate Within Workbooks
Search Data using VLOOKUP

Suppose you have a large table having the salary details of employees of a company. You want to know

the salary of an employee with ID value of 53.

The VLOOKUP function takes the following 4 arguments:

1. Value to be searched.

2. Table Range where the search is to be done.
3. Column No. whose value needs to be arrived at.
4. Boolean value whether an exact match or approximate match is needed.

The VLOOKUP function below looks up the value 53 (first argument). The next argument is the table range
(second argument), followed by column number (third argument) and finally Boolean value.

COUNTIF ¥ X« fe | =VLOOKUP(H2,B3:9,4,FALSE)

AB ¢ ) E £ G H J

66James  Anderson  $70,855
14 Mia Clark $188,657]
30 John Lewis $97,566|
53lessica  Walker  $58,339
56 Mark Reed $125,180}
|79 Richard _Lopez $91,632]

[PPSR PR PP ) AN R

ID FirstName LastName Salary 1D [ s3]
REmily  smith $64,901)  Salry  [=VLOOKUP(H2,B3:£9,4,FALSE) »,

2

10 Fistame Lathame Sy~ 1D

iy
s A

55 Mark
BRidad_loper

it St Sy

st

3
CE|

Navigate Within Workbooks
Search Data using HLOOKUP

Suppose you have a table storing the marks of students in 4 subjects. You want to search for the marks of
Student D in Management. We could use HLOOKUP for this purpose.

The HLOOKUP funcfion takes the following 4 arguments:

1. Look up value to be searched. Look up value can be cell reference or text string or numerical

value.

2. Table Range where the search is to be done.

3. RowIndex No. whose value needs to be arrived at. . .
4. Boolean (True or False) whether an exact match or approximate match is needed.
Now, if we have to fetch the marks of Student “D” in Management, we can use HLOOKUP as follows:

A
Student name A
Accounts
Economics

In our example: Management
Look up value: Student name (“D”)  Mathematics
Table cell range: A1:F5 .

Row index no” 4We need marks in Mana?ement)
Boolean value: False (indicates exact match)

75
65
10
80

65

n

%

70
78
90
75

89
n
65

59
67

87

Fotch Marks o D |

£ Masagement

[
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Navigate Within Workbooks > Navigate to Named Cells, Ranges

Cell Range

1. A cell range is defined by the reference of the upper left cell (minimum value) of the range and

the reference of the lower right cell (maximum value) of the range.

A B = D E F
upper |
cell
[minimum
value) o Al:Cé

6 = th b & W

Lower right cell (maximum value)

Navigate Within Workbooks > Navigate to Named Cells, Ranges

1. A named range is just & human-
readable name for 2 range of cells in

Excel.

2. For example, we can name the range
A1:A100 35 “data” Wie can use MAX
function to get the maximum value
with & simple formula.

B8 € ol £ | F | &

1 om

1 um

3 e data” 1§ named range = ALALDD
4

5 s waee [ s

§ O

T an
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Navigate Within Workbooks > Navigate to Named Cells, Ranges

Navigate

To Specific Cells To a Cell Range

Navigate Within Workbooks > Navigate to Specific Cells
Steps to navigate to Specific Cells with Go To utility are:

1. Click Home>Find and Select icon.

2. A drop-down will appear. Click Go To.

3. Go To dialog box opens.

4. You can press F5 key to open this dialog box.

5. Inthe Reference entry box, enter the exact cells position.

6. It can be asingle cell address such as C13, or cell range as $C$143:$F$161.

7. Click OK. It will
locate the specific
cell or cell e range in
the K E e [

Frnss e e S workshe
T et.
!ite \Web Page anu;as
2 Comments
3. Conditional Formatting
: ol
5

SN —— 4o
AnnDee o, B
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Navigate Within Workbooks >Navigate to Specific Cells

Steps to navigate to specific cells with

names are:
wardsill v &
1.  On the Formula Bar, enter the | e Vel EW pr
exact name defined for a 1
formula in the Name box. =

2. Hold the Enter key.

3. It will locate the corresponding
named cell range.

Enfter

Navigate Within Workbooks >Navigate Using Hyperlinks

A hyperlink is a link to data that a user
can access by clicking/tapping it.

} &

Web page Whole document Specific place in a file Another spreadsheet
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Navigate Within Workbooks > Navigate to Named Cells, Ranges
Steps to Create a Hyperlink

Given in this Excelsheet are a list of States and Union Territories, Division, Headquarter District and list of
Districts. Let us see how to create a hyperlink.

BHS o = Book - Excel (Product Activation Failed)
gokl - Brcel Product Activation Farled)
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

T 3 Shapes~ = =k
BB @&~ & b NI B i B &
PivotTable Recommendkd Table  Pictures Online Appsfor Recommended PivotChart Power Line Column Win/  Slicer Timeline || Hyperlink
PivotTabl Pictures @+ Screenshot™  Office=  Chats D" L7 - View Loss
Tables lustrations Apps Charts 5 Reports Sparklines Filters Links
A2 M fc | Arunachal Pradesh
A | 8 c [ 3
1 i i Division ] District Districts |
H Lohit, Anjaw, Tirap, Changlang, Lower Dibang |
ast Namsai Valley, Dibang Valley, East Siang, Upper Siang, |
2 | Longding, Namsai, Siang i
5 I Tawang, West Kameng, East Kameng, Papum |
est iLower Subansiri Pare,»Lower Subanan, Kurung Kumey, Kra 1
! Daadi, Upper Subansiri, West Siang, Lower !
3 [Arunachal Pradesh H [Siang and Itanagar Capital Complex H
i Charaideo, Dhemaiji, Dibrugarh, Golaghat, Jorhat, |
Jorhat Lakhimpur, Majuli, Sivasagar, and Tinsukia ;
4 Upper Assam Division H ’ N ’ }
; Baksa, Barpeta, Bongaigaon, Chirang, Dhubri, |
|Guwahati Goalpara, Nalbari, Kamrup Metropolitan, Kamrup |
N i Rural, Kokrajhar, and South Salmara-Mankachar |
H Lower Assam Division | :
6 North Assam Division \Tezpur Biswanath, Darrang, Sonitpur, and Udalguri H

Dima Hasao, Hojai, East Karbi Anglong, West
7 Central Assam Division Karbi Anglong, Morigaon, and Nagaon
8 Assam Barak Valley Silchar Cachar, Hailakandi, and Karimganj

3 Nagaon

Navigate Within Workbooks > Navigate to Named Cells, Ranges
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Navigate Within Workbooks > Insert and Remove Hyperlinks
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Navigate Within Workbooks > Insert and Remove Hyperlinks

To place a hyperink within  a

BHS & =
dOCUmenT: HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
] 3 Shapes ~ = S-®- ol
B EH g, & @ gi iy
1. Select Place in this Document. T ot s e Sceemhot= | s e Do ke e e
. A2 ~ | Edit Hyperlink ? X
2. Displays all the sheets present
in the document and any 1 smel X
Existing File | (a1
Defined Names. 2 = CellReference
Place in Thi Sheetl
AR
3. Choose the sheet. 3 |unschet prac
. Document.
4. Click OK. 4 o) —
E-mail
5 T oW ASsam Division T t
6 North Assam Division Tezpur Biswanath,
Nagaon Dima Hasad
7 Central Assam Division g Karbi Anglo
8 Assam Barak Valley Silchar Cachar, Haif
Patna Patna, Nalar
9 Patna division Kaimur
West Cham}
10 [Tirhut division Muzaffarpur Muzaffarpur
1 |§ara Chhapra Saran, Siwal
- Sheet1 Sheet2 @ T T
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Navigate Within Workbooks > Insert and Remove Hyperlinks

1. Select Create New Document.
2. Enter Name of new document.
3. Select the Change. Edit Hyperlink 7 X
. . Link to: Text to display: | Arunachal Pradesh ScreenTip...
4, Choose either to edit the new ame of new document
document later or now. ariiesPage |
C:\Users\Dell\Documents\CNK\CHK 2021\Feb 16 2021\M&\Mobile Change...
5. Click OK. Place inThis | U995 -
Document
6. The Remove Link button will When to eai:
. g . el () Edit the new document later
remove the existing link to the cell pocement @:‘:::e ngwjomn::ﬁw
you have selected. 2, Remore ink_|
Address —
Navigate Within Workbooks > Insert and Remove Hyperlinks
Y|
1. Select E-mail Address.
2. Enter the e-mail ID.
Edit Hyperlink ? X
3. Enferthe subject. Link to: Text to display: | Arunachal Pradesh ScreenTip...
E-mail address:
4. Choose from the recently used Buisting File | et She@ms com
e_mail IDS or Web Page Subject
5 Click OK Place in This | Recently used e-mail addresses:
. . Document
6. Select Remove linkto remove the w2
o g . Document
existing hyperlink.
E-mail ! —
T OR Cancel
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Navigate Within Workbooks > Insert and Remove Hyperlinks

| Insert = Clear = Remowve Hyperlinks | | Right-Click Mouse > Remove Hyperlink

F AutoSum - .;r Eﬁ EL cut

Fill =
4| Fitter ;:T:n&vl 42 copy
L &2 | Clear Al | | | :
¥ Clear Formats | % Edit Hyperlink....
Clear Contents . Cpenbyperfink 00000000 ||

Clear Comments =1 Remove Hypsrlink

Clear Hyperlinks

| ‘:ﬂ Bemove Hyperlinks

Format Worksheets and Workbooks > Modify Page Setup

H - &2 s
HOME  INSERT = PAGELAYOUT = FORMULAS  DATA  REVIE\

A e HE Db ™ [e

Fonts ~ T
Themes Margins Prientation | Size |Print [Breaks Background [Print

ol - Area~ - Titles

Themes Pagp 5etup ]
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Format Worksheets and Workbooks > Modify Page Setup

Print Previ
n—

a5 rer— [ T
o - B = b
[ e T ubregin - el Hemie - +
1 -
L] et - - - = e
v [Py e S . | PRSP
+ = - - -
- = H
- .
. [
"'""___"“‘ i S p— ]
| T Ty Ty oy
K ramis g v EE S, U e | P
- = !
L Tamey, Prre Sammy it Sy e P
e L ol [ ey P et
e
. Lot Wk T e e
A T~ — e —
- — e e . iy e Bnpn o
- [t -~
Pl e S Doy ewee wa g
Fomra L [T R ————— 1
- ’
- i e e s !
a s won e
e - [T S S —
f .
rve Same e § e S Ml et
" RS
I Jr—— e
= T Mg B gt i
[ . i

Format Worksheets and Workbooks >Modify Page Setup

Setting up Margins

Choose the margin measurements as it is or adjust the measurements as per your

@S & =
HOME INSERT PAGE LAYOUT FORMULAS
B Colors - [B¥ = M = H
=
B L 2 DA §
Themes JMarging Orientation Size  Print Breaks Back{
- Effects = - - v  Amav -~
Themes . . Normal
Top:  191¢cm  Bottom:1.91 cm
D5 | Left 1.78cm Right: 1.78cm
Header: 0.76 cm  Footer 0.76 cm

2 State/Un

il
L]

4 |Arunachal Prade

Wide

Top: 23 em
Left 254 em
Header: 1.27 em
MNarrow

Top: 1.91 em
Left: 064 em

Header: 0.76 cm

Bottorn: 2.54 em
Right: 2.5 cm
Footer: 1.27 em

Bottorn: 1.91 cm
Right: 0.64 cm
Footer: 0.76 cm

. I

Customn Margins...

Page Setup
Page | Margins! Header/Footer
Left:
18 B

Center on page
[ Horizontally
[ vertically

? X
Sheet
Top: Header:
o o
Right:
15 B
Eooter:
08
pant.. | | prnt Preview | | options.. |
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Format Worksheets and Workbooks >Modify Page Setup
Setting up Margins

After adjusting the margins, this is how it looks.

Print Preview after adjusting the
FPage for Print margins

o= - e |

waE A - . L

i

FTTTTIRTRTI T

il POt W IS G

| == [resp e
-

Format Worksheets and Workbooks >Modify Page Setup
Orientation

Choose whether the document should be displayed in Portrait mode or Landscape
mode.

E - 2 =
FILE HOME INSERT PAGE LAYOUT FORMULA

n olors = W = o bl_l
Iforlﬂs' @ ré [D [é’! B

Themes Margins [Orientation] Size  Print  Break]
- |§| Effects ~ - - ~  fArear o«
Themes I, etup
. Portrait
D5 | deo, Dhe

A . Landscape B
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Format Worksheets and Workbooks >Modify Page Setup

Size

Choose from the list or select More Paper Sizes option and modify as per your requirement.

HIEEEN

(13 HOME  INSERT  PAGELAYOUT = FORMULAS ~ DATA  REVIE

0 ®Dk= & 8

Margins Orientation | Size | Print Breaks Background Print
4 ' - = > itles

3

6
7
8

10
1
12
13
14

4 Arunachal Pradesh

o Assam

D Letter
2159 cmx 27.94 cm

D Legal
A 21,59 cmx 35.56 cm

_ Statement
State/Union Territory 1397 cmx 21.59 cm
Executive

18.41 cmx 26,67 cm
A3

297cmx42cm

A4

21 emx 297 cm

As

148 cmx 21 cm

o I I

B4 0IS)

257cmx364cm

B5 UIS)
182 cmx 257 cm

1x17
27.94cmx 43.18cm

More Paper Sizes...

Page Setup

{"Page | Margins Header/Footer  Sheet

Orientation
(@ Portrait (O Landscape
Saling

@ Adjustto: 100 |3 % normal size

O Fitto: 1 %] page(s) wide by |1 S tal

Papersize: | Letter

Print quality: | 600 dpi

First page number: | Auto

Print.. Print Preview

o]

Options...

Cancel

Format Worksheets and Workbooks >Modify Page Setup

Print Area

1.

Set Print Area option allows you to choose the area of the page on the sheet that

you would like to fit in a single page.

2. Clear Print Area option is used to clear the print area that was set earlier.

B H - 2 =

INSERT

@: K colors -
— Fr:mts*

Themes —
. |O@Effects~ .
Themes
D5 X

0 & D

Margins Orientation Size | Print

PAGE LAYOUT

- -

Area~ -
Pag [, Set Print Area

FORMULAS DATA

Breaks Backgroun

fe cha Clear Print Area
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Format Worksheets and Workbooks >Modify Page Setup

Breaks

The Breaks drop-down gives options to insert, remove or reset all page breaks as per your

requirements.

B H - :

FILE HOME IMSERT

n Colars -

Fonts - A .
Themes Margins Orientation  Size  Prin
- Effects - - - - Area

PAGE LAYOUT

FORMULAS

DATA REVIEW

e Lo

Breaks| Background Print
= Titles

Themes Page Setup

3 - Je Mamsai

Insert Page Break

Bernove Page Break

Reset All Page Breaks

Format Worksheets and Workbooks >Modify Page Setup

INSERT ~ PAGE LAYOUT

Book! - Excel (Product Activation Failed)
FORMULAS ~ DATA  REVIEW
S B ] ] I split 13 View Side by Side |l
7 FormuiaBar | [; LQ 0= E ! ]

T Hide Syn us Scrolling
Zoom 100% Zoomto  New Amange Freeze
Selection Window All  Panes~ Unhide 13 Res:

Zoom Window

 switch
low Position | Windows -

stom (7] Grdiines (7] Headings
s

7@ - & X

4 Microsoft account ~ [f

=)

Macros

Macros. -~

0y e c o 3 3 0

Book! - Excel (Product Activation Failed)
INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW | VIEW

) e Croman Q [3 [ 0Z B E D ow

Hide

Normal Page Break | Page | Custom [ Gyidines (4] Headings | Z0om 100% Zoomto  New Awmange Free
Preview |Layout, Views Selection Window Al Po Unhide
Workbook Views Show Zo0m

= - £ || Namsai

Arunachal Pradesh

rak Valley
Patna division

READY _PAGE 6 OF 20

Lohit, Anjaw, T
Namsai ILower Dibang

Tawang, Wesi
Lower Subansir Kameng, Papt
Subansi, Kur
Charaides, Oh
lorhat |Golaghat, Jorh
Baksa, Barpet

Chirang, Dhub

(Guwahati

[Tezpur
[Nagaon

[Siichar [Cachar Hailak

e o B
Patna J

[Muzaffarpur

[Chhapra [Saran, Siwan
[Darbhanga il

[Saharsa [Saharsa, Hadi

B B M -————+ oo
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Format Worksheets and Workbooks >Modify Page Setup

Background

B HES -
Choose a bockground |moge h HOME  INSERT | PAGELAYOUT  FoRMULEE  DATA || REVEW  VIEW

Colors - E Fb} N T»— LN 25 S S width |Automatic - | Gridlines  Headings ) ]
. E i, oD er & Fe pa = - ol O O e
from. Themes ne Margins Orientation Size Print BreaHl Background Print :3”"‘*"“ A"wm'"ﬂ o View View Bring Send  Selection Align
T @eteass Y . Aear - tes  SHScaler [100% ] [Iprint I Print  Fomward~ Backward~  Pane
- Themes Page Setup 5 SaletoFt & sheetOptions Arange
.
Afllg in your computer = . i "
* The internet by A Insert Pictures ® 0
searching on a Nl East
browser est I A From afile Browse »
. 4 Arunachal Pradesh
+  OneDrive
5 il b 8ing Image Search Search Bing
6 Lower Assal
7 North Assal & OneDrive - Personal Browse »
8 Central Ass
9 Assam Barak Valle
10 Patna divis|
n Tirhut divi:
12 Saran divisi
13 Darbh
14 Kosi divisi
15 Purnia divi
16 Bhagalpur

Format Worksheets and Workbooks >Modify Page Setup

Steps to Print Titles :
The STepS TO prinT TIﬂeS are: E HIOIME N.S.‘!-!I PAGE LAYOUT FORMULAS DATR BEWE

1. Go to Page Layout tab. i = a | ES
2. C“Ck Print Tiﬂes OpTIOh I'-ia:':, s C-'urﬂ!:ton Soe —I‘r:]\t Backgroun ;-l..ndt
3. APage Setup window displays. o o —
. . . Al
4. Sheet option is active. Pagt | Margins | HesdeFaoter
5. Select Print Area. 1] ﬁ M
6. Select the Rows to repeat at 3 Boves ta repest st top:
4 Lolumns fo repeat at beft B
the top. rind
5 [ greines omments: | pone 5
7. Select the Columns to repeat 7 o Sk e i fﬂ._, ; : =
i i eongrars a5 [aupie 5
at left. 2 jm] Rnw:'d rojumn headings
8. Select other Print options. i | LTI

1) Down, then over

9. Choose the Page order. O yes, then down
10. Select Print Preview.
11. Click OK.

b e

= I
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Format Worksheets and Workbooks > Adjust Row Height and Column Width

- UNUSLRIY AR o S
_ii ! » Unusually tall text n;:"::,'...;ﬁ.,.;:ﬂ.e

{

A B ic
ihlame Company Delivery date
iRonnie AncGeneral Ele 01/01/2017
:Tum Browr Power Soly Sgsasaaaanns

:Jeremv Hill Cooking & HERHHERRHERE
|Robert Furl Quick Start  01/05/2017

1
2
3
4 |Sally Brook Sixty Secor SEHEEEEHEEEE
=
=
Fi

|MMattias Wa General Els SSgssiaaayngs

Format Worksheets and Workbooks >Adjust Row Height and Column Width

Steps to Adjust Row Height and Column Width

We can adjust the row height and column width for:

& Single Row/Column | | & Graup of RowsfColumns

- = &

=i = 1 =
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Format Worksheets and Workbooks >Adjust Row Height and Column Width

Adjust Row Height and Column Width - Single Row or Column

Steps to adjust row height and column width for a single row or column using a mouse
are:

| Snle Row/Caiumn | Height:19.50 (26 pixel)

)i
\Drag to resize

Drag to resize

B C

1:—A|-

Click on that row or column and
drag the lower boundary of that
row or column until the desired
height or width is met.

Format Worksheets and Workbooks >Adjust Row Height and Column Width

Adjust Row Height and Column Width — Multiple Rows or Columns

The steps to change the height or width of multiple rows or columns are:

| Group of Rows/Columns |

t'.|.wm»-

\Drag to resize multiple rows

Drag to resize multiple columns

A B C o D

Select the rows or columns of
interest and drag the lower
boundary of any selected row or
column heading until the desired
height or width.

2w ke
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Format Worksheets and Workbooks >Adjust Row Height and Column Width

Adjust Row Height and Column Width — Entire Sheet

The steps to change the height of the rows or columns in the entire sheet:

Fntire Sheet

Select the entire sheet by pressing Shift + Chrl + A,or click Select All button and drag the lower
boundary of any row heading until the desired height is obtained.

Format Worksheets and Workbooks >Adjust Row Height and Column Width

The steps to adjust row height and column width using Format are:

@ d s Book1 - Excel (Product Activation Failed)

FILE HOME J| INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW '

S X Cut =7 o= - = B R = > AutoSum A

Calibri - cA A E=E ¥ Bweptet General - :- 4 iy | = =

U Ea copy - ‘ - g = S W B OH R Fitl- 27
Paste B I U- O-A- === B Merge & Center ~ &7+ 9% » %8 $3 Conditional Formatas Cell  Insert Deletdl Format Sort

~ "N Format Painter - - - 9 Formatting~ Table~ Styles~ - - Filter|

Clipboard ] Font ] Alignment ] Number ] Styles Cells WCell Size
Al v fe [ Row Height...
AutoFit Row Height
A 8 e D E F G H J K L M N o r 8o =
olumn Width...
1 - Wi
LY — AutoitColurn Wi
3 Default Width
4 Visibility
5 Hide & Unhide »
° Organize Sheets
7
B Rename Sheet
2 Move or Copy Sheet.
10 Tab Color >
n Protection
12 77 Protect Sheet
13
Lock Cell

14
15 [ Format Cells...
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Format Worksheets and Workbooks > Modify Page Setup

Coll Slre

| 10 Row Height..

||.

Wikt

Hide & Uinhide .
(ganire Sheety

Benarme Shest

ifove oe Cogry Sheet

[F] Farmat Cglis

OH % ¥
EER o e pasuour  rowas
r o o
__,“' Cabw B LT
i A Capy -
i - - L o
T Framaria ® T U A
Chigbaard fa Fart
Al * fo
A o E

- e R

IS :
_ HOME | IBNSERT  PAGELANOUT  FORMUL
LT 4
- Cabbel -] A al
= yCopy -
- @B g
T W ramurene B 1 U e
pbasid g Fent
a1 = &

4 Column#idth 7 »®

Gobumn wicth: |4l

NS PAGELAYOUT  FoRmLd
noa
& 4-
Fark
o
€ o E
| Py *

Format Worksheets and Workbooks > View Height and Width of Row and Column

Let us understand how to view the current width and height of arow or column.

Clickon the right boundary of the row or column header and Excel will display the width for the selected

row or column.

Do you know?

To view the current height of the Row:

Al

Heighit: 15.00 (20 piocels)
l

- f.

[ER I LN IR
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Format Worksheets and Workbooks > Headers and Footers

a—

To add Header,select Insert.

Click Header and Footer option.

Header and Footer page layout view will
open with Design options opened.

You can enfer the fext or insert animage in
the space provided for the header.
Choose format from the list of options under
the header drop-down.

Header gets displayed.

Similarly, you can type the text or insert
image in the space provided for the Footer.
Choose a formatfrom the various options
listed under the Footer drop-down menu.
You will find various options o add page
numbers, date, time efc.

Format Worksheets and Workbooks > Headers and Footers

mHe " ez Bookl - Exeel [Product Actwation Failed)
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

' B Y

Header Footer Fage MNumber Cument Currert  File Fde  Sheet Picture

(maone] gty

Page 1
Page 1 of 7
Sheetd

Confudental, i

Book!

sileliDocumentsy CHELCHE 2021'Feb 16 2021 WM& Mobile nuggetsiBook1

gt 1
Sheet?, Corfidertisl, Page |

e 1

Jecuments CHICCHE 2027'Feb 18 20210 Mabile nuggets ook, Page 1
Page 1, Sheetd
Page 1, Book1
Page 1, Boek1

Page 1, C\Lsers\ Dl Docraments' CHELCNE 2021 Feb 16 202 TIMEMobile ruggets’ Book!

21, Page 1

Inddian States and its Districts

18l |

Diwtuban

Headessarmer
Diariat

Harrias

Loweer Subanun
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Format Worksheets and Workbooks > Headers and Footers

WHEHS o = Book1 - Excel (Product Activation Failed) HEADER & FOOTER TOOLS,
h HOME | INSERT  PAGELAYOUT  FORMULAS DATA  REVIEW  VIEW DESIGN
BMHE S &+ MS Excel - AMAT - Excel (Product Activation Failed)
i, et Calr BT Y - | S wopTen
B Copy - ol 4 s PAGELAYOUT _ FORMULAS ~ DATA  REVIEW VI
PR ormatpainter | B T Y 2 A~ & 4= | EMerge&iCenter - - 96 0 |54 48 Ly )
Clipboard 5 Font 5 Alignment Number styes D 0
B P Header Footer File  File Sheet Picture F Go
“ 8 - path_Name Nome :
P LR B A LA LA B BELAC L LA AT AT R R R R o 3 Header (none)
c D E F s24 Page 1
Muzaffarpur [West Champaran, East [Tirhut division Page/iof,
(Champaran, Manage Worksheets
Muzaffarpur, Sitamarhi, o
10 Shecharand Vaishak Confidential, 06/06/2021, Page 1
Chhapra [Saran, Siwan and Saran division MS Excel - AMAT
n |Gopalganj
Darbhanga [Darbhanga, Madhubani C:\Users\Del\Documents\CNK\CNK 2021\Feb 16 2021\MB\MS Excel - AMAT
2 __ Manage Worksheets, Page 1
Manage Worksheets, Confidential, Page 1
Footer MS Excel - 4MAT, Page 1
C:\Users\Del\Documents\CNK\CNK 2021\Feb 16 2021\MB\MS Excel - 4MAT, Page 1
Page 1, Manage Worksheets
Page 1, MS Excel - AMAT
Kosi division
1 Page 1, MS Excel - AMAT
[Purnia division Page 1, C:\Users\Del\Documents\CNK\CNK 2021\Feb 16 2021\MB\MS Excel - 4MAT
14
15 [Bhagalpur divisiq Ravi br, Page 1, 06/06/2021
[Munger division Prepared by Ravi br 06/06/2021, Page 1
Sheet1 Sheetd. Sheet3 Sheet2 <

READY

Customise Options and Views >Display and Modify Content in Different Views

Wrap Text

Consider the following Excel sheet. The data in each cell of all the rows spill across several
columns. How would you address this issue?

A | B | C D
Kutools for Excel
Merge Multiple Worksheets

Remowve LE'&I:HI'IE Zeros The Wrap Text function keeps the
" column width imtact and adjusts
Count Values h'gl' Color the row height to displzy all

Combine Rows by Same Values contents in each cell.

oun s W P =

Sheet! | (#) ‘
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Customise Options and Views >Display and Modify Content in Different Views

1. Select the cells.
2. Select Home.
3.  Click Wrap Text. = -] N - LE
Pt Z g s :
4. The text gets wrapped T Hremavin B2 = / izl
Cepcard 1 [re—
Al 2 Kutools for Excel
AutoFit Column Width option E ¢ £ ¥ 4 H !
1 |Cutooks Tl Eooel
under the Format menu, which ;’ =
g Zeos
H H : H 4 |Count Vil by Color
we discussed in the earlier slides. E S
| - : “ e
z Kutools
E 1_1':.!1.. AutoSum - ._CL 1 or Excel
I -j =] Fill - = .D S
Delete Farmat Sort & Find & pauitiple
- - < Clear - Filter ~ Select - hovark ik
Cells Cell Size | 2 fots
,r\l... R 1 giht Romove
b owy Height... | L cading
SutoFit Row Height | 3 EFeros
£l Ceolurmn Width, RN
- & aluas
| AutcFit Column width | 4 by color
— fooam b n
Default Width... i by
Wisibility arne
Hide 8 Unhide - : alues
Sheotl *) 1 ]

Customise Options and Views >Display and Modify Content in Different Views

K

>
@

Create a Custom Apply a Custom

View View

Delete a Custom
View
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Customise Options and Views >Display and Modify Content in Different Views

Steps to create a Custom View:

1.
2.

Home>View > Custom View.

Custom Views dialog box
appears.Click Add button.

Add View dialog box appears.

Enter a name for the custom
view. For example, Sample-1.

Check the boxes if you want to
include Print settings and
hidden rows, columns and filter
settings.

Click OK.

The Custom View is created

< =|

il

Normal P:

[t

fHome

PAGE LAYOUT

FORMULAS

oukv - Bxcel (Prol

B EH S

h HOME INSERT

PAGE LAYOUT

FORMULAS DATA

N =
= e R 2 romuter Q[
El = T
Normal Page Break Page Custom (/] Gridlines [V Headings Zoom 100%
Preview Layout Views
Workbook Views Show Zoo}
D2 e e Lohit, Anjaw, Tirap, Changlang,
A B C
State/Union o Headquarter
. Division 7y
1 Territory District
Lok
Custom Views ? x [N
Dib]
Views: Dib]
4 Sia
Lon
2 dose_| Bia
pdd.. |18
Arunachal Karl
Kar|
ar|
I I I

Customise Options and Views >Display and Modify Content in Different Views

BE e :
HOME  INSERT

pam

Normal Page Break Page Custom
Preview Layout Views

Waorkbook Views

PAGE LAYOUT

| Formula Bar Q

| Gridlines [ Headings Zoom

Show

FORMULAS DATA

D2 b fe Lehit, Anjaw, Tirap, Changlal
A B C
State/Union Divi H ter
1 Territory District
4
add View ? x
Nomtrl Sample-1
Include in view
2 | WS
L] Hidden rows, columns and filter sattings |

Arunachal Pr.
— I
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Customise Options and Views >Display and Modify Content in Different Views

Steps to apply a Custom View/Delete a R

Custom View: e g mocwon _ronans_om s [0
ustom View: e e Q[ @ R H =

7 Gridines 7 Headings ~ Z00m 100% Zoomto New Amange Freeze
Selection Window Al Panes-|

Show Zoom

1. Home > View >Custom View.

. . @
2. Custom Views dialog box is h HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW | VIEW
displayed. L B3O one gromew Q [5 [§ 5

Normal Page Break Page Custom [ Gridlines (7] Headings ~ Zoom 100% Zoomto  New
) Preview Layout Views Selection  Windoy
3. Click Show button to apply the Workbook Views show zo0m
. D2 ¥ £ Lohit, Anjaw, Tirap, Changlang, Lower Dibang Valle
Custom View to your
A [ © D
dOCUmenT. Sta(elmeon Division Heacllqufxner Districts
1 Territory District

Lohit, Anjaw, Tirap,

4. If you no longer desire to keep e T frgens, Love
ibang Valley,
the custom view, click the

ibang Valley, East

iang, Upper Siang,

[ —

longding, Namsai,
Delete button and the Custom 2 gose | e
. . Add... awang, West
view will get deleted. Arunach = East
i Delete ameng, Papum
, Lower
. Kurung
West Lower Subansiri Kumey, Kra Daadi,
Upper Subansiri,
West Siann | awer
o . o
Customise Options and Views > Freeze Rows and Columns
Example:
Consider a worksheet with 100 rows and 100 columns of data.
A worksheet with 100 rows and We cannot view all the 100 To go to a particular row or a
100 columns of data rows and 100 columns on our column, you will have to scroll
computer screen. top to bottom or right to left.
. State/Uni Headgquarter | — State/Union Givision Headquarter e I
Loni, Anjaw, Tirap, Changlang, Lower Loni, Anjaw, Tirap, Changlang, Low
Dibang Valiey, Dibang Valley, East Dibang Valley, Dibang Valley, East
sk leeresal Siang, Upper Siang, Longding, Namsai Eest Hamsed Siang, Upper Siang, Longding, Nar
2 Siang Siang
brunacha pradesn Tawang, West Kameng, East Kameng, _ Arunachal Pradesh Tawang, West Kameng, East Kami
Papum Pare, Lower Subansir, Kurung Papum Pare, Lower Subansir, Kurt
fest Lower Subansiri |Kumey, Kra Daadi, Upper Subansiri West Lower Subansiri  |Kumey, Kra Daadi, Upper Subansir
[West Siang, Lower Siang and Itanagar |West Siang, Lower Siang and ltanal
3 Capital Complex (Capital Complex
[Charaideo, Dhemaji, Dibrugarh, Charaideo, Dhemaji, Dibrugarh,
jooer Assam. Jorhat (Golaghat, Jorhat, Lakhimpur, Mail Uoper Assam Jorhat Golaghat, Jorhat, Lakhimpur, Majul
4 pvision Swasgagar‘ T pivision Swasgagayr iy el
[Baksa, Barpeta, Bongaigaon, Chirang, Baksa, Barpeta, Bongaigaon, Chira
over Assam Dhubri, Goalpara, Nalbar, Kamrup Lower Assam Dhubri, Goalpara, Nalbari, Kamrup
wision (Ginvehis Metropoltan, Kamrup Rural, Kokrajhar, oivision Cusiahisl IMetropoltan, Kamrup Rural, Kokrail
5 fhssam and South Saimara-Mankachar Assam land South Saimara-Mankachar
o Assam — T6iswanath, Danang, Santpur. 3nd North Assam S— Biswanath, Darrang, Sonitpur, and
6 vision P Udalguri pivision ia Udalguri
Dima Hasao, Hojai, East Karbi Anglong, y Dima Hasao, Hojai, East Karbi Angl
W Nagaon West Karbi Anglong, Morigaon, and w Nagaon \West Karbi Anglong, Morigaon, and
7 — INagaon ouision Nagaon
8 arak Valle @cnar [Cachar, Hailakandi, and Karimganj Barak Valley @cnar [Gachar, Hailakandi, and Karimganj
Sheet! | sheets | sheews | smeez | @ Tings T activate Windows. (3]
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Customise Options and Views > Freeze Rows and Columns

Cannot see the row and column
headings

Customise Options and Views > Freeze Rows and Columns

Steps to freeze rows and columns:

WE % & [T U———]
1. Select View > Freeze Panes. | T e —
[T ST+ ] =
. e e =T Tasm b a S
2. Click the Freeze Panes merroite ey z e e ——r
i > > ' TARC Tt B DA S i P 0
fo | Hesdguarter Divrict T moribae ool B o0 ceend plscroal

drop-down arrow. a

t
SisteUnicn Temitnry | Dbisien ™

raractal Frasest | marf ¢

Ereeze Panes
§i Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row
Ei Keep the top row visible while scrolling through
G the rest of the worksheet.

Freeze First Column
EI Keep the first column visible while scrolling
== through the rest of the worksheet.
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Customise Options and Views > Freeze Rows and Columns

Customise Options and Views > Change Window Views

BHE S & -

Boo
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
Ruler Formula Bar O\ [E) 51 E
B O 2 [ E
Mormal Page Break Page Custom Gridlines Headings Zoom 100% Zoomto New Ar
Preview Layout Views Selection  Window
G
1 - I Headquarter District
C H
Headquarter Districts Dist
1 District

Namsai Lohit, Anjaw, Tirap, Changlang, Lower Dibang|Lohit, Anjaw, Tirap, Ch

Valley, Dibang Valley, East Siang, Upper Valley, Dibang Valley, H
Siang, Longding, Namsai, Siang Siang, Longding, Namsg
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Customise Options and Views > Change Window Views
Workbook Views

Workbook views consist of options, such as:

g

Mormal [Phge Break | Page | Custom
Preview| Layoutl [ Views
Workbook Views

Customise Options and Views > Change Window Views

Show

Under Show, we can see the four options, such as:

Ruler \v| Formula Bar
V| Gridlines | |v| Headings
Show 1
Formula Bar FRuler e |l"m |f'
K =cos[ps) 1 3 : AP ‘
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Customise Options and Views > Change Window Views

Zoom

We have the following three opftions under Zoom.

Image 1
Y Zoom ? w |
Kagndication :
O 200m
| @{zoos]
Zoom foom to Oz
R | Orams ;
felection | O -
| {hFit gusact
m O Custeme | 100 %6 |
cancel |
The page view Magnifies 2
wiill turn to selected part
100% wisws, of the
document.

Customise Options and Views > Modify Basic Workbook Properties

1.
2.

File > Info

Displays

document

related information like:

Properties
Related dates

Related people

@HS o -
HOME INSERT PAGE LAYOUT FORMULAS
g 5 Cut | rem—— T P
* Calibri M <A A
— [ Cony -
Bock] - Excel [Product Activation Failed)
Protect Workbook — & Properties-
Controd what types of changes people can make to the workbook. ShiE
Tithe
T
Categories
Inspect Workbook — % Related Dates
Before publishing this file, be aware that it contains
®  Author's name and absolute path At Madined
Created Todary, 1405
Last Pricted
Versions ¥ Related People
T There are reo previos verssons of this file. Hakhios B
Last Modified By
Browser View Options Shone A Presperties
Pick what users can see when this workbook is viewed on the Web,
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Customise Options and Views > Display Formulas

To study large amounts of
data and perform
calculations

Use diffarent formulas and
get accurate results in less
time

Provides common formulas

Customise Options and Views > Display Formulas

1.

2
3.
4

File >Options.

ExcelOptions dialog box opens.

Select Advanced.

Scroll down to Display options for

this worksheet.

Check the Show formulas in cells
instead of their calculated results.

Click OK.
File >Formula.

Click Show Formulas.

IR
HOME

B X Cut
1 B o =

INSERT

Calibei

PAGE LAYOUT

FORMULAS
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Customise Options and Views > Display Formulas

i T A8 C A |8 ¢

Py T s Yoicc i itnont JRY e W it
B Gbenomir eyt Gt - 2000 o0l AR 1M 0 AR
{Funcions Marager 5 Croeefrom Seection 5 Remave Arows + () BateFormia 1B 0 B S N ' R 1 O
Ut s L] £330 03 A 430 013 -AB4

Customise Options and Views > Display Formulas

Do you Know!
Shortcut to show formulas

The fastest way to see every formula in your Excel
spreadsheet is to press the following on the keyboard.

Ctrl +°

" " This symbaol can be found on the left side of
key 1 on your keyboard.




B8 Microsoft NASSCOM®

Directorate General of Training

Configure Content for Collaboration > Set Print Area

==l Print Area is a range of cells to be included in the final printout.

== Gives control over what each printed page looks like.

Configure Content for Collaboration > Set Print Area
To set the print area in Excel:

1. Select the part of the
worksheet that you want to
print.

2. Select Page Layout.

3. Inthe Page Setup group.
4. ClickPrint Area.

5. Notice a thin grey highlight
around the selected
area.This indicates that Print [ = —
Area is set. ' — Y

6. Press Cirl + P.

7. You can see Print Preview of M.
the selected data.
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Configure Content for Collaboration > Set Print Area

Priri

Configure Content for Collaboration > Set Print Area

Elfe 0 & DRA= B B
—0

L
T Mispos Dventaion St I Bresis Encigponed et
= Wi Eech- - . - (- u Ty
Thema 1 [y e Pt s
£ £
& ] -
[
1 2= LR et — iy

CTRL +| P =

Print Area > Add to Print Area.
SCICL,T ﬂ‘lc bc”b you WUUId Ilkc 1U
add.

3. Press Cirl + P.

4. See Print Preview of the selected
data.

=
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Configure Content for Collaboration > Set Print Area

[ weserr

PAGE LAYQUT

FORMULAS DATA REVIEW

T ¥ T T 1 My = o || m =g
=== u (=== = L - =
—— — e '-D'.'W-:’\.I\hi-.‘ﬂ H -D ”_L'I |Lﬁ r'_| o -_'%
e e e et S i Sen | | Margins Orientation  Sme  Print  Breaks Background  Print
PR, S - - = Armeav o~ Tithes
P b e ks e samamimr, i,
i et D Ve Srg L Page Setup & |
g i g il Lo
Ty ey —y
L — = I':::: m“;:.':u‘ Dialog launcher
Select multiple e | s Mk i Mo ‘-
e Mr..-.m- Foabafar arel e daimar e
ranges i
hul::n:glrl key | Pl o b il [ T =
N e ] costerene [T -
farasesy  |Fee e L4 .
— [ T —_— +]
F s v s o vl
1 LT Ferd
u = L] g Comem P =]
= B e [ =
B ) Rree vt v e i
L sl Faur s
. ST 8 o o |
g P F— Io-ﬂ:::::-nqnh-u
|  P— LT — "
s e R
=
Configure Content for Collaboration > Set Print Area
” m—— Y Priry
- . - el =
- =t = L}
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Configure Content for Collaboration > Edit Print Area

1. Home > Formulas. BE S :

2. Defined Names group > “ g :_-I- il .ﬂl-.'. L HYyFm VE N :
Name Manage. 2 B s Q § v

3. Select the Print Area you T g e e S
have created. — Wiensi baree

4. Click Edit. FB = r

5. Edit Name dialog box e -
appears. 1| [ A -

6. Choose to change the e S L L T
Name andedit the selected -
area. ) ' 2

7. Click OK.

Configure Content for Collaboration > Edit Print Area

Do you know?

Ta farce Excel to ignore print anea:
1 Onthe Print page
% Gato Settings

Clicks the drap-down
4. Select ignore Print Area

Settings

L"J Prind Aciive Sheet
== | iy geant the stive thee

Priw Fntire Wor ks
Prirt the entere workbook
F" H | Pring Scleciion
- = Cinh

| «  ignoes Poek Aoca ||
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Configure Content for Collaboration > Print Multiple Area

Steps to print multiple areas on one
page:

1.

The ability to print multiple areas
per sheet of paper is controlled by
a printer model, not by Excel.

File > Print.
Click the Printer Properties link.

Select Finishing on the Printer
Properties dialog box.

Under Pages per Sheet, select the
desired number of sheets.

Click OK.

Configure Content for Collaboration > Save Workbooks in Alternative File Formats

Steps to save workbook in other file
formats:

1. Open the workbook you want
fo save.

2. SelectFile.
3. Click Save As option.

4. You will get options of various
IT%caff?ons where you can save
e file.

5. Save As pop-up box opens.

6. Enfer the fle name in the
space provided.

7. Select the drop-down under
the Save as file type.

8. You will find various file formats.

9. Select the desired file format.
10. Click Save button.

11. The document will be saved in
the format you have chosen.

MNote: While saving in a different format, sometimes the formatting, data and features might not
be saved properly.
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Configure Content for Collaboration > Save Workbooks in Alternative File Formats

Configure Content for Collaboration > Configure Print Settings

Steps to configure default print settings:

1.

2
3.
4
5

Click Start.

Select Control Panel.
Control Panel page opens.
Click Devices and Printers.

Devices and Printers page
opens.

Search for the printer device
and right-click on the mouse.

You will see many options fo
configure the print settings.

Choose the desired seftings
and set the printer as default.

The printer will be configured.
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Configure Content for Collaboration > Configure Print Settings

T |8
(]
(]
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Key Takeaways

In this module, you have learnt that:

«  MS Excelfiles are called workbooks, which contain one or more worksheets to organise data.
A new workbook can be created from a blank workbook or a template.

«  MS Excelis used by businesses of all sizes to perform financial and data analysis.

»  Worksheet is a work area within a workbook.

« Acellis arectangle or block housed in a worksheet, where you enter data. It is the intersection of
arow and a column.

« The vertical blocks marked as A, B, C, ... are columns.
* The horizontal blocks marked as 1, 2, 3, ... are called rows.

« Before turning a saved workbook into a template, make sure to keep column headers, formulas
and anything else that will be repeated and delete anything you won't need next time.
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Key Takeaways
In this module, you have learnt that:

« There are two types of files from which data can be imported to Excelworkbooks - .TXT files
and .CSV files

« IXTfile is a standard text document that contains plain text
« .CSVfileis a delimited text file that uses a comma to separate values
«  CSVfiles are often used for exchanging data between different applications
« There are two ways in which data can be imported from Excel:
almport a text file by opening it in Excel

b.Import data from a text file into an existing worksheet

Key Takeaways
In this module, you have learnt that:

*  Find Command is used to search for something in your workbook, such as a particular number or
fext string

*  We have two different ways to access the Find and Replace commands

«  Using keyboard, pressControl plus F or on the home menu select the Find and Replace option
» Unlike Find, Search allows wildcards and is not case-sensitive

« Anamed range is just a human-readable name for a range of cells in Excel

*  Navigation can be done to Specific Cells, to a Cell Range and to a Named Cell

« Ahyperlinkis alink fo data that a user can access by clicking or fapping it

* A hyperlink brings you fo a Web page, a whole document, to a specific place in a fie or another
spreadsheet entirely
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Key Takeaways

In this module, you have learnt that:

The Orientation option allows you to choose whether the document should be displayed in Portrait
mode or Landscape mode

The Size option displays a drop-down with several default paper sizes

The Breaks drop-down gives options to choose to insert, remove or reset all page breaks as per
your requirement

The Background option enables you to choose a background image either from a file in your
computer, search on a browser or from OneDrive

It is mandatory to have the column titles on each page; else we might not be able to understand
the data

Key Takeaways

In this module, you have learnt that:

The Wrap Text function keeps the column width and adjusts the row height to display all contents in each

cell.

There are three types of views, which are frequently used.
They are Workbook Views, Show and Zoom.
Page Break Preview shows the page breaks that appear when your document is printed

Page Layout shows how the printed document will look and also shows how the header and
footer will be displayed

Custom View saves your current display and print settings for future reference

Ruler shows rulers next to the document. You can see and set tab stops, move table border and
line up objects in the document and also view the measurements

Formula bar shows formulas in cells
Gridlines shows the lines between rows and columns in the sheet to make the sheet easier to read

Headings show column headings and row headings
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Key Takeaways

In this module, you have learnt that:

A print area is a range of cells to be included in the final printout

In case you don't want to print the entire spreadsheet, set a print area that includes only your
selection

Setting up a print area gives you more control over how each printed page looks
You should always set a print area before sending a worksheet to the printer

You can select multiple print areas in a single worksheet and each area will print on a separate
page

Saving the workbook also saves the print area



