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Spreadsheets Software

VisiCalc — Apple Company

= The first spreadsheet software

Lotus 123 — Lotus software and IBM Company

" 1980 coamewsy & 9m®@n “m8w § @m0 IBM 6@0® B85Y Bescds 8

Microsoft Excel — Microsoft Company
Libre office Calc — Open Office
Gnumeric — GNOME Desktop
Numbers — Mac OS
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Columns / Bc; — A to XFD
Rows / @3& — 1 to 1048576

I Columwn Headin
Cells / @=3® — Intersections of Columns and Rows o 9
Cell Address / emds @wo® S e

Active Cell / w0208 emisw
Worksheet / &8s
Workbook / &&esim

Cell Range / @=Js 5623w
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Microsoft Excel
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Add, Delete, Copy, Move and Rename Worksheet
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I Rename a sheet

: Right Click Here,
I select rename and
I type a new name

|

Move selected sheets
To book:

IBDDk] j

Before sheet:

Sheet?
Sheet3
{move to end)

Right click on a
sheet name
and click on
move or copy

=
™ Create a copy
OK Camcel
i Ada a new sheet i
I Click Here for New ]
| Sheet !
| (Shift+F12) |




Creating new blank workbook

1. File -> New-> select blank workbook (shortcut ctrl + N)
2. Orselect a template in the list and click Create
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Home Insert Page Layout Formulas Data Review View =+
H Save

Save As

Available Templates

LAl

==
fat Home
[ﬁ Open ces Labels
L Close
T = n [
Info Lq L ]
_':*L;_:/"J — — E ——
Recent Blank Recent Sample My temnplates — Stationery
workbook ternplates templates
Mew Office.com Templates Create
Print — EE' =
= 1 =
— I
Save & Send .

Create 2 Workbooks using above two
methods




1. 53053 edr ePDE® 2.®azd0 BO®
Bc® Quick Access Tool Bar Title Bar

13. o8 Bbem
Row Headings
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Vertical Scroll Bar
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Horizontal Scroll Bar
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View Buttons
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Moving Around the Cells

 We can enter data into only the active cell in a worksheet. First select a cell to input data.

* We can moving around the cells using,
Mouse
Arrow Keys
Home Key
Ctrl + Home key combination
Page Up key
Page Down key
Tab key
Shift + Tab
Ctrl + Up Arrow
. Ctrl + Down Arrow
. Ctrl + Left Arrow
. Ctrl + Right Arrow
. Ctrl + End
Enter Key
. Shift + Enter
Using cell address or Name of a Cell Range
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Opening a Workbook

15t Method A" C AR e — ol oot o,
Home  Inset  Pagelayout  Formulas  Data  Review  View

1. click File i Save

lick Recent Workbooks Recent Places
2. Click Open B seve s

f p | Manthly Budaetl 2 Documents

. . lﬁ Open @_.Lﬂ h;?gg:umizuy = H = C\Users\admin\Documents

Or click Recent to open last opened files ﬂ *
[ Close @ test ”
i My Documents

Info

2nd Method

Ctrl+ O



Saving a Workbook

15t Method Savefis X
y ;« Local Disk (C:) » Users » Anton » Downloads » w | 0 Search Downloads o
1. CliCk F||e Organize = Mew folder == - o
2. Click Save or Save As =] Pictures A MName Date modified Tpe A
B videos « Earlier this month (1)
=, Local Disk (C:) . B ]
B OL 2023 Polonnaruwa Zone 12/2/202411:15 PM Microsoft E
= oystern Reserved (D0) ) )
_ ~ Earlier this year (2)
= disk? (E:)
. Local Disk (F) Mew folder 10/21/2024 4:57 AM File folder
auto-py-to-exe-rmaster 10/10/2024 £:00 AM File folder
= Local Disk (G:) )
. ANTON () ~ Along time ago (1)
nd B ict 2-1 G/12/2022 903 PM Microsoft E w
2"° Method = ANTON () v < >
C I File name w
+
tr S as type: | Excel Workbook o
/ hors:  Anton Tags: Add atag Title: Add a title
Type a new file name here/ [ save Thumbnail
Change SaVing flle Type ~ Hide Folders Tools \T Save Cancel
File Types (.xlsx, .xltx, .csv) \

Click here to give passwords
(General options)



Switching Between Workbooks

e View-> Switch Windows-> Select File
e Click the relevant button in the Task Bar

Closing Worksheet

1. File -> Close
2. or Alt + “Spacebar” then “C”

Exit Workbooks

1. File -> Exit
2. orAlt + F4



Cell Range and Naming Cell Range

Bookl - Microsoft Excel

1.  Select the cell range or a cell
2. Type a <name> for the Range
3. Press Enter Key

1. What are the importance
of naming cell Range?
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Entering data in the worksheet

e There are 3 types of Data

1. Text (Labels)- Default as left aligned
2. Numeric Values - Default as right aligned

o, n

3. Formulas — Must start with “=“ or “+

& Calibri -1 v A A ===
53 Copy|~
P Fromatane (B]Z U Do S A EES Confirming Entering Data
Clipboard . Font :
B 7 U~ A -
G5 M Je | =sum(c2:ca) A | .
/ A B C D Al - 'XA\/ Jfx | Temperature
. _# B c/ D E
Name 1 ltems Price %Temperatyq
Box 2 Soap 74.50 Formula
3 Sugar 165.00 Bar
: Click Here or
4 Rice 790.00
Press Enter Key
5 Total 1029.50
6



Auto Fill & Fill Handle

Drag the Fill Handle to Auto fill Data

Tables

[llustrations

* We can use the Fill Handle to copy formula
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Columns, Rows and Cells Formatting

 Column Width and Row Height

1. Select the cell Range
2. Click Home Tab

3. Click Format

* Insert Columns and Rows
1. Click on the ROW/ROW number, Column Header
2. Home Tab

3. Click insert



Columns, Rows and Cells Formatting

* Wrap Text
1. Select the cell Range * Merge and Centre
2. Click Home Tab 1. Select the cell Range
. 2. Home 2>Format—>Format Cells->Merge Cells
3. Click Format under the text control

4. Click Format cells

5. Select Alignment Tab

6. Tic on wrap text check box  Delete Columns, Rows and Cells

1. Right click on row number of column Header
* OQOrientation 2. Click delete

1. Select the cell Range
2. Home > Format—>Format Cells=> Orientation — Or select cell Range = Right Click on = Delete



Data types in a cell in Excel worksheet

Format Cells

Number | Algnment | Font | Border | Fil | Protecton |

Category:
1. Select a Cell or Cell vange T
jcom oo
y) ime #,£20.00
2' CLLGR HO VVL@ Tﬂb Eerz:ntage General A
_?_::'ae:l;?c 3.00
ex #2,220 —
3. Click Format Lin Cell E— setoyee)
2 22000,);(2, 2 20.00)
GYo VL‘P & %520 Redl (%, #,#20) =
;I Delete
4' CLLGR FOYVM,QJC C/@LLS Type the number format code, using one of the existing codes as a starting point.
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* Mathematical operators (0€nm 28® ©8mw)

* Conditional Operators (e3:6353050502 E® 9O w3)

Mathematical
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Conditional



Sum
Max
Min
Count
Counta
Countif
If

mod

Functions



Using Formula

1. We can built formula
=A1+B1*(C1/D1)-2*al+1
al=9, b1=3, c1=55, d1=5

° A1=14’ b1=7
e =if(al>b1,al-b1,bl-al)

1. We can use built in functions as formula
=SUM(al:a10)



PRACTICAL 01

Business of a week of Seller 1

Buying Selling Non Selling
Number of Profit

Day Unit Price|Qty Total (Rs.) Unit Price |Qty Total (Rs.) Items Total (Rs.) Profit (Rs.)[ (%)
Monday 15.00 250 22.00 0

Tuesday 14.50 300 22.00 0

Wednesday 15.50 200 22.50 15

Thursday 16.00 225 25.00 82

Friday 16.00 200 24.00 64

Saturday 20.00 100 25.00 0

Sunday 18.50 180 25.00 0

Total




Cell Reference

There are three types of Cell References.

1. Relative
2. Absolute

3. Mix



SUM
MAX
MIN
COUNT

AVERAGE

e®©m0
— IF
— RANK

Functions
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Students Details

M G.M. Mahesh Anuradha 0879 0715555555 10 - A
F K.M. Dilshari 0882 0774545456 11-C
M D.M. Chanuka " 4458 0784561236 10-A
F K.M. Dilhani " 0442 0764545456 11-C
F M.N. Nayomi " 1212 0741236589 10-A .
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Term Test

n |0 |<

Male S |5 |5 |m |Pass
— | [.=

Female |Name of the Students [IndexNo |9 [S |3 |G |2 |Fail
M G.M. Mahesh Anuradha (0879 39| 56| 42| 29
F K.M. Dilshari (0882 45| 36| 18] 23
M D.M. Chanuka (4458 87| 98| 78| 68
F K.M. Dilhani (0442 9o| 78| 90 74
F M.N. Nayomi 1212 54| 45] 55/ 60
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