Lab Manual

Lab # 2

MICROSOFT EXCEL

OPEN MICROSOFT EXCEL:

You can open a Word document by right clicking on the desktop and then select “Microsoft Office Excel Worksheet” as shown below
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You can also open a word document from start menu, just click on the start menu and then select “Microsoft Office Excel Worksheet”
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Formatting Cells:

You can change the font style, size and color. Just select the data to be formatted and right click on the data and the all the options are available like BOLD, ITALIC. 
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Color of the cells can also be changed by selecting all the cells and then right click on the selected range and different colors are available.
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INSERT ROW:

Rows can be added by just right clicking on the serial number against the cells and choose “insert” option.
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SUM:

You can find the sum by just selecting the range of the values and then click on the “AUTO SUM” button.
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Sum is displayed in the selected cell.
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AVERAGE:

You can also find the average by selecting the values and then click on the “AVERAGE” button.
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Average is displayed in the selected cell.[image: image9.png]LI
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QUICK FUNCTIONS:

Right click on the status bar and you will find many functions. By selecting these functions the values will be displayed at the status bar like average, sum etc.[image: image10.png]All
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How to set Formulas in the cells:

Many different formulas can be set in the cells for example in this example value of cell A2 is 10 and the formula in the B2 cell is “A2+10”. So the value in the B2 cell should be 20.
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Now the formula in the C2 cell is “B2*2” so the value of this cell should be 40.
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Now if the value of cell A2 is changed, the values of the cells will also change according to the formula.
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CHARTS (GRAPHS):

Data can be displayed in the form of charts. Just select the range of data including the names and go to the insert tab and different types of charts are available.
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