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ELECTRONIC SPREAD SHEET

Now a days accounting transactions are processed through computers. Usage of
computers enables a business to quickly, accurately and timely access the information
that helps in decision-making. This sharpens the competitive edge and enhances
profitability of the business. The computer systems work with the data which is processed
by the hardware commanded by the user through software. The Computerised
Accounting System (CAS) has the following components:

Procedure : A logical sequence of actions to perform a task.
Data : The raw fact (as input) for any business application.
People : Users.

Hardware : Computer, associated peripherals, and their network.
Software : System software and Application software.

These are the five pillars on which Computerised Accounting System rests. This Lesson
discusses about the Electronic Spread Sheet, which is used in computers as special
software for processing and generating the various types of data. Electronic Spread
Sheet is also known as Worksheet. In this Lesson, we will discuss the meaning, features
and other related terms and procedures related to Electronic Spread Sheet.

‘
@ OBJECTIVES

After studying this Lesson, you will be able to:
® State the meaning of Electronic Spread Sheet.
® Explain the features of Electronic Spread Sheet

® Explain the procedure of Data entry, Text Management and Cell formatting in
Excel.
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® Explain the procedure of calculations in Excel.

® Explain the procedure of preparation of Various Reports through Excel.
35.1 MEANING OF ELECTRONIC SPREADSHEET

Electronic Spreadsheet is a combination of rows and columns. Visually, the spreadsheet
looks like any other matrix with rows and columns. It is also known as a worksheet.
This worksheet is so large that the human eye cannot view all its rows and columns at
a point of time. Therefore, user focuses on few rows and columns and keeps changing
the focus to the required part of the worksheet, as and when required. It is normally
used for calculations and comparison of numerical or financial data for arriving at the
desired information for reporting. An electronic spreadsheet is a computer program
that allows the user to add and process data. The concept of electronic spreadsheet
can well be understood with the help of MS Excel, which is one of the MS office
software.

35.2 BASICS AND FEATURES OF SPREADSHEET

A spreadsheet is characterized by certain features, given as under:

1. Grid : By definition, a spreadsheet is seen as grid structured by number of rows
and columns. Each row is sequentially assigned number such as 1,2,3.... And
every column is assigned an alphabet for identification. First 26 columns are assigned
alphabets beginning A to Z and thereafter, the columns begins with AA followed by
AB till the last column is assigned alphabets.

2. Element : Each element of spreadsheet is defined by a point of intersection between
a particular row and column. It is therefore, addressed by referring to the relevant
row and column. For example, the element A1 means the first row of column A.
The element is capable of storing data and formulae for calculations.

3. Lens View : Spreadsheet allows the user to view and concentrate on a limited
number of rows and columns to work with.

4. Functions : Spreadsheet is supported by a large number of functions capable of
performing difficult and lengthy calculations in fractions of seconds.

5. Formatting : Spreadsheet has text formatting capabilities. This enables the
generated report to be saved, printed and exported to other applications for use.

6. Save, Print and Export : Spreadsheet is saved as a file so that it can be opened

for additions and alterations as per the need arisen. It can also be printed by selecting
a part of the entire sheet. It can also be sent to mail recipient as an attachment.
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\®_ (| INTEXT QUESTIONS 35.1

Fill in the blanks with suitable word/words:

i.  Aspreadsheetis seen as structured by number of rows and columns.
ii. ~Eachelement of spreadsheet is a point of between a particular
row and column.

iii. Spreadsheet allows the user to view and concentrate on a limited number of
and to work with.

iv. Spreadsheet is supported by a large number of for difficulty and
lengthy calculations in fraction of seconds.

v.  Asaved spreadsheet can be opened for additions and

35.3 DATA ENTRY, TEXT MANAGEMENT AND CELL

FORMATTING

Excel is one of the software that is bundled with MS office to implement the spreadsheet
described above. Here under, we are exhibiting the visuals using MS Excel 2007.
Basic features offered by MS Excel are:

1. Workbook and Worksheet in Excel : Spreadsheet is referred to as a worksheet
in Excel. This worksheet is a single page of a workbook which is a multipage
document. At a time, only one worksheet is available to a user for carrying out
operations. When an excel program is executed, a new excel workbook is opened
along with Excel application window shown below:

f; s Boakl - Micrasolt Excel =i
Wome | But  Pgelyowt  Fomuss  Oua  Revew  View  Deekpn  Add P-ax
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C Capesara Font ] Agrment f Munser &) Ty Cally g

M -Gl _Function Bar_

- _ I
ﬂ g c D E | F G H 1 T T L M oo | .
ks I

1
3
Y
: R Coupn
7
B
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11
As already stated a spreadsheet is an electronic document that stores various types
of data. There are vertical columns and horizontal rows. A cell is where the column
and row intersect. A cell can contain data and can be used in calculations of data
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Computers in Financial within the spreadsheet. An Excel spreadsheet can contain workbooks and

Accounting worksheets. The workbook is the holder for related worksheets.

2. Worksheet Operations : The following worksheet operations are associated
with the spread sheet:

i. Movement of Cell Pointer : To activate a cell pointer, click at the cell. The
cell pointer is moved from its current location to another by using arrow keys:
left, right, up and down. By keeping the ctrl key pressed, the use of arrow

Notes keys moves the cell pointer to the edge of current data region that is defined as

an area of worksheet with data entered in cells and bounded by the edges of

the worksheet and its empty rows and columns.

ii. Short-Cut Menu : Itis called by a right click action of the mouse on selected
cells so as to perform various operations. The short-cut menu is handy tool
because it includes list of those operations that are commonly performed on
selected cells.

iii. Entering Datainto Cells : There are different ways to enter data in Excel:
in an active cell or in the formula bar. To enter data in an active cell:

A2 ~ (2 X & f|cella
e | b |

E

Cell A2 datd]

oo o -

® C(Click in the cell where you want the data
® Begintyping

To enter data into the formula bar

A2 2 X fx| Entering Data in Formula Bar - ll——
A | 8 | & | B | E | F | 6 | H

2 |Entering Data in Formula Bar

Click the cell where you would like the data

®
] Place the cursor in the Formula Bar
®

Type in the data
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iv. Selecting Multiple Cells: Excel allows you to move, copy, and paste cells
and cell content through cutting & pasting and copying & pasting.

@ To select acell or data to be copied or cut: Click the cell

e s | c |

2-Jun

cHunI
————

B-Jun

~4|m|tﬂ|-h-|w|m||-u

@ Click and drag the cursor to select many cells in a range

| 4 a | B | T R - N N - .
1] Widgets Customers Sales Price
L& 2-lun
3| 4dun 2 4 2 5
o2 6-Jun 1
5 |
6
7|

Select a Row or Column

To select a row or column click on the row or column header.

T S YN TSN N S S
li Widgets Customers Sales Price
2|  2-dun
Bl 2-Jun 2 4 2 5
4[ -Jun
5]

Copy and Paste

To copy and paste data:

‘\-—E-?j_| chm?

| = e A Sl
ir =2 % . . G
i _] Ep s '! J |='|“'£ :

| Past Paste | I

¥ |2

|| Elipboard ™
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@ Select the cell(s) that you wish to copy

@ On the Clipboard group of the Home tab, click Copy
@ Select the cell(s) where you would like to copy the data
@ On the Clipboard group of the Home tab, click Paste

Cut and Paste . ;‘_‘i/ —
To cut and paste data: -I; e | Home
MR
i R
| Pa ¥ | I
I iphoard Te |
| 3
@ Select the cell(s) that you wish to copy
® On the Clipboard group of the Home tab, click Cut
@ Select the cell(s) where you would like to copy the data
® On the Clipboard group of the Home tab, click Paste

Undo and Redo

To undo or redo you’re most recent actions:
® On the Quick Access Toolbar
@ Click Undo or Redo

Auto Fill : The Auto Fill feature fills cell data or series of data in a worksheet
into a selected range of cells. If you want the same data copied into the other
cells, you only need to complete one cell. If you want to have a series of data
(for example, days of the week) fill in the first two cells in the series and then
use the auto fill feature. To use the Auto Fill feature:

A B C | D

1 Widgets Customers Sales
2 2-Jun

3 4-Jun 2 &I

| |
4 a-Jun
5

ACCOUNTANCY



Electronic Spread Sheet

® Click the Fill Handle

@ Drag the Fill Handle to complete the cells
Insert Cells, Rows, and Columns

To insert cells, rows, and columns in Excel:

o= |
|5“Inse¢.7 h H £
= |
+H3

g Insert Cells...

i*ﬂ Insert S5heet Rows

o

fi | Insert Sheet Columns

IIe=:

13

Insert Sheet

® Place the cursor in the row below where you want the new row, or in the
column to the left of where you want the new column.

® Click the Insert button on the Cells group of the Home tab

® Click the appropriate choice: Cell, Row, or Column

2l d

[P Y, S o

Delete Cells, Rows and Columns

S Insert ~ i

|3* Deleteq @ o

3 Delete Cells...
="
w_l

To delete cells, rows, and columns:

Delete Sheet Rows

Delete Sheet Columns

Delete Sheet

® Place the cursor in the cell, row, or column that you want to delete
® Click the Delete button on the Cells group of the Home tab
® Click the appropriate choice: Cell, Row, or Column

v. Managing Text in Excel : For any business organization using electronic
spread sheet the basic requirement is to input data. The data can be input via
fresh data entry as explained above or it can be transferred from other
applications. Importing Data from other sources is easier to import data or
transfer files to Excel worksheet. These data files may in other text files or non
text files format.

ACCOUNTANCY
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Electronic Spread Sheet

Text files can be directly read using a text editor such as Note Pad in MS

Windows. These files often have extension .zxt but can have other extensions

(such as .csv known as Coma Separated Values text file). In order to import

data from a text file, following steps are considered:

1.

e

Create data file using Note pad program of MS Windows (to get Note
pad screen on desktop on Start button->All Programs->Accessories ->
Notepad)

A comma-separated data values in one line of this text file is arow in a
spread sheet and each entry separated by a comma, is column entry for
that row as shown below:

® empdata - Notepad

Flle Edt Format View Hebp

EC No.,Name,Designation, Salary,Date of Birth Date of Joining
05805,Ramesh Bahel, GM,40000.00,24-11-1952,16-01-1981
04724,Kanu Patel, GM,46000,00,23-02-1953,19-03-1978
06104, Shashikant, AVP, 52000.00, 16-01-1953, 16-01-1983
05555, Kamini, Typist, 15000.00,16-04-1980,20-05-1999
15805,Ramesh Patel, Cashier,18000.00,24-11-1988,16-01-2008
24724 Kanu Sharma, Peon,6000.00,23-02-1980,19-03-2006

In the first line provide names for the columns of the spread sheet.

In the next line onward start entering the data separate by comma as per

the names given in first line.

It may be possible that every data may not be of similar length but each
data (even a blank data) should be separated by comma as per the names
of the column.

Open a new Excel worksheet from the office button.

Select Data Tab on the Ribbon.

On the Data Tab; an option Get External Data having From Text option.

Click on ‘ From Text’ which will allow selecting a Note pad file saved as
.cvm into Excel format directly and data copied into respective columns
and rows as shown below:
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'éﬂ%§HWMM

A= == Ede Linki
E F
Bld T
AP ; ¢ b g :
| | ECNe. Name Designation  Salury  Dute of Hirth  Date of Joining
2 SBUS Raimesh Bahel GM 40000  M-11-1052 16-01-1981
3 4724 Kaow Pitel  GM 46000  23-02-1953 18-03-1978
- 6104 Shashikant ~ AVP 52000 16011953 16-01-1983
5 5555 Kamini Typast 15000  16-04-1980 20-05-1999
£ 15805 Ramesh Patel Cashier 16000 24-11-1988 16-01- 2008
I 4T Kamw Shama  Peon 6000  23-02-1980 1503
V‘
\ ¥ _|INTEXT QUESTIONS 35.2
Fill in the blanks with suitable word/words:
1. Acellis where the row and column
i. The cell pointer is moved from its current location to another by using
keys.
ii. The short-cut-menu is tool for the operations that are
performed on selected cells.
iv. Toenter datain an active , click in the where you want
the data and start typing.
v. Click and the cursor to select many cells in a range.

35.4 PERFORMING CALCULATIONS IN EXCEL

A formula is a set of mathematical instructions that can be used in Excel to perform

calculations. Formulas start in the formula box with an = sign.
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Proofing Comme

counT O XY A]] ——
A bl 8 b _l B L _F

There are many elements to excel formula.

References : The cell or range of cells that you want to use in your calculation.
Operators : Symbols (+, -, *,/, etc.) that specify the calculation to be performed
Constants :  Numbers or text values that do not change.

Functions : Predefined formulas in Excel.

To create a basic formula in Excel :

COUNT (2 R ¥ | =[f1:f3)
poan | B | € | D | E | F
=(f1:f3)

!Ln!-l‘-‘-ll:.u 05 | |

@ Select the cell for the formula
® Type = (the equal sign) and the formula
® C(lick Enter

35.4.1 Calculate with Functions

A function is a built in formula in Excel. A function has a name and arguments (the
mathematical function) in parentheses. Common functions in Excel:

Sum ¢ Addsall cells in the argument
Average : Calculates the average of the cells in the argument
Min ¢ Finds the minimum value
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Max . Finds the maximum value

Count ¢ Finds the number of cells that contain a numerical value within arange
of the argument
To calculate a function:

® C(lick the cell where you want the function applied
Click the Insert Function button
Choose the function

Click OK

Complete the Number 1 box with the first cell in the range that you want to calculate

ol [ ’
H—-"j Hamea Insert Page Layout Formulas Data Re

f = Autosum T ﬁ Logical = E_i Lookup & Reference -

[ Recently Used = [A Text - B Math & Trig =
Insert i
Function @ Financial = ﬁ Date & Time ~ f[] Mare Functions =

Function Library
A2 - -f'|
oy B | ¢ | D | E | F
]::

° Comrg-J.____I,-_ e e oo _Alcullated

Function Arguments

TARE

Yalue ||

any

Returns an integer representing the data bvpe of a walue: number = 1; kext = 2; logical walue
= 4; error value = 16; array = 64,

¥Yalue canbe any value,

Formula resulk =

Help on this funckion L (04 ][ Cancel ]

35.4.2 Function Library

The function library is a large group of functions on the Formula Tab of the Ribbon.
These functions include:

MODULE - 7

Application of
Computers in Financial
Accounting

Notes

ACCOUNTANCY 111



MODULE - 7

Application of
Computers in Financial
Accounting

Notes

i Electronic Spread Sheet

AutoSum ¢ Easily calculates the sum of arange

Recently Used : Allrecently used functions

Financial ¢ Accrued interest, cash flow return rates and additional financial
functions

Logical ¢ And, If, True, False, etc.

Text ¢ Textbased functions

Date & Time ¢ Functions calculated on date and time

Math & Trig ¢ Mathematical Functions

[~
~—-/: Hame Insert Page Layout. = Formulas Data Re

ﬁ X AutoSum v i Logical - [ Lookup & Reference =

[ Recently Used = [A Text~ [{@& Math & Trig =
Insert 0
Functian @ Financial = E? Date & Time ~ ﬁﬂ More Functions =

Function Library

35.4.3 Relative, Absolute and Mixed References

Calling cells by just their column and row labels (such as “A1”) is called relative
referencing.

When a formula contains relative referencing and it is copied from one cell to another,
Excel does not create an exact copy of the formula. It will change cell addresses relative
to the row and column they are moved to. For example, if a simple addition formula in
cell C1 “=(A1+B1)” is copied to cell C2, the formula would change to “=(A2+B2)” to
reflect the new row.

To prevent this change, cells must be called by absolute referencing and this is
accomplished by placing dollar signs “$” within the cell addresses in the formula.
Continuing the previous example, the formula in cell C1 would read “=($A$1+$B$1)”
if the value of cell C2 should be the sum of cells A1 and B1. Both the column and row
of both cells are absolute and will not change when copied.

Mixed referencing can also be used where only the row OR column fixed. For
example, in the formula “=(A$1+$B2)”, the row of cell A1 is fixed and the column of
cell B2 is fixed.

Linking Worksheets

You may want to use the value from a cell in another worksheet within the same
workbook in a formula. For example, the value of cell A1 in the current worksheet and
cell A2 in the second worksheet can be added using the format ““sheetname!celladdress”.
The formula for this example would be “=A1+Sheet2! A2 where the value of cell A1
in the current worksheet is added to the value of cell A2 in the worksheet named
“Sheet2”.
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35.4.4 Data Formatting Computers in Financial
Formatting of spread sheet makes easier to read and understand the important Accounting

information. This is chiefly categorized as follows:

1. Number formatting : Number formatting includes adding per cent (%),
Comma (,), decimal (.), currency (Rs., $ ), date, time, scientific values etc.
Refer figure 1 given below which depicts the unformatted worksheet:

A 1 6.CJ] 0| & |E|6]K Notes
| Sales for Home AppliancesYear 2008_09

¢ [Figures in 000's)

3 Q1 Q2 Q3 04 Actual - Target In %

4 ALOK 40 37 32 65 214 250 0856
5 PRAKNAV 30 69 69 90 278 220 1.2636
f PRABODH 33 Lt 71 B2 281 20 L1124
! RAJENDRA dd 9 Ja 0 211 200 1035
¢ Total 984 920 1.0696
§ Reported on

10 16.04.2009

2. From the Ribbon select, Home Tab with Number option. Click on Format
Cells dialog box and choose Number tab.

Format Cells

Currency formats are used for general monetary values, Lise Acourting formats to
g descaral powits Wi cobanin

Lo ][ comce
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3. The Category list shows all the preset formulas available in Excel, grouped
into categories.
4. If we select Currency, the right hand side shows the different symbols of
currencies.
5. Change the number of decimal spaces to zero (0).
6. Click OK to accept this format. The final output is shown below:
| Sales for Noams ApplisnessYasr 2008_09 1 Sales for Home Appliances Year 2008 09
I e in GO0 ¢ [Figures in 000's)
| g ) g 04 Aetuad i Target In% 3 @ Q2 W Q¢ ActaaliTarget In%
4 ALOK Bad0 RaST Mab Rasi] 214 350 085 4 ALOK Rs40 Rs37 Ra352 RsfS 214
L PRANAY Re30 Faf® Fad® Rad0] 270 20 120M § PRANAY ReS0 Re80 Re6S RaBO 278
i PRARCTH Re3d Ra75 MaTl Ral3l 381 3 LIe [ FRABODH  ReS52 Rs75 RsT1 RsS2 281
7 RAJENDHA| Hadd FaSP Ma3@  Ra7D| 201 300 104 1 RAJENDRA Redd Rs59 Rad8 Ra70 211
i Total 088 020 106w | | 0 Total 984
5 Reparted an 9 Eeported oo
16042000 11 16-04-2009

S\

INTEXT QUESTIONS 35.3

I. Name the following functions available in Excel Sheet:

L
i

1v.

V.

Adds all cells in the argument.

Finds the number of cells that contain a numerical value within a range of the
argument.

Calculates the average of the cells in the argument.
Finds the maximum value.

Finds the minimum value.

I1. Fill in the blanks with suitable word/words :

L

i

Calling cells by just their column and row labels is called

formatting includes adding, percent, comma, decimal, currency,
date, time, scientific values etc.

35.4.5 Text and General Formatting

Sometimes you will want to split data in one cell into two or more cells. You can do this
easily by utilizing the Convert Text to Columns Wizard.

® Highlight the column in which you wish to split the data

® Click the Text to Columns button on the Data tab

114
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® Click Delimited if you have a comma or tab separating the data, or click fixed Computers in Financial

widths to set the data separation at a specific size. Accounting
; . |3 connections 4] e i Clear == g =
. = . AP E”
- 1 Properties '-re’ Reapply = Ha
ng Refresh - il Sort | Filter . Textto Remove
tians All- == Edit Links M7 Advanced | columns Duplicates 57
Connections Sort & Filter ; Data To

Conwert Text to Columns Wizard - Step 1 of 3

The Text \Wizard has determined that your data is Fixed Widkh, p
If this is correct, choose Mext, or choose the data kvpe that best describes vour data, Notes

Criginal daka type

Choose the File bype that best describes wour data:
O} - Characters such as commas or tabs separate each Field,

() Fixed width - Fields are alianed in columns with spaces betwesn sach fisld,

Prewviews of selected data;

£ Pmith, John i
I ez, Tom z
E ones, Sarah i
B ¥
= Bach L Mext = J [ Einish J
35.4.6 Modify Fonts
Modifying fonts in Excel will allow you to emphasize titles and headings. To modify a
font:
| Cin o 7 - ™ &
o) ——
Home | Insert Page Layout For
_'I 8 e -l - A AT
o ] | [——
Pa;ste ¥ |B P AR I v||_v||{§g.n|.v.&v|
| Clipboard T« Font M
Al - f | smitt
A A N S—— -
1 [smith 1 sohn
2 _Lee Tom

® Select the cell or cells that you would like the font applied

® On the Font group on the Home tab, choose the font type, size, bold, italics,

underline, or color
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In Excel, you can also apply specific formatting to a cell. To apply formatting to a cell
or group of cells:

Format Cells Dialog Box

® Select the cell or cells that will have the formatting
® Click the Dialog Box arrow on the Alignment group of the Home tab

Conditional Format
Formatting ~ as Table~ &

Styles

=
= General b

==l ($-% ¢ [|RB

(F]

F]

Mumber

| Fant || Border || Fill || Protection

Texk alignment Crientation

Horizonkal; +* .

|General

Wertical: |U -
|Battam

™ om -

Juskify distributed

Texk conkral FlCTE
[ wirap ket
[ shrink to Fit
I erge cells

Right-to-left

Text direction:

[ a4 _]’ Cancel J

There are several tabs on this dialog box; that allow you to modify properties of the cell
or cells.

Number : Allows for the display of different number types and decimal places

Alignment : Allows for the horizontal and vertical alignment of text, wrap text, shrink
text, merge cells and the direction of the text.

Font: Allows for control of font, font style, size, color, and additional features
Border : Border styles and colors

Fill : Cellfill colors and styles

ACCOUNTANCY



Electronic Spread Sheet

Add Borders and Colors to Cells

Borders and colors can be added to cells manually or through the use of styles. To add

borders manually: Home | [Ingert Page Layout Farmuias Data

* Calibri =11

AN

3
g B A g-l--A- EERES
PR F{ Borders

Al il

:..
-
=

es 5

I oOo®

I BB

|
Ay
2
2

I

® Click the Borders drop down menu on the Font group of the Home tab

@ Choose the appropriate border

Bottom Border

Top Border

Left Border

Right Border

Ho Barder

All Borders

Outside Borders

Thick Box Border

Bottom Doulble Border

Thick Bottom Border

Top and Bottom Border

Top and Thigk Bottom Border
Top and Double Bottom Barder

Draw Borders

Diraw Border

Draw Border Grid

Erase Border

Lime Color k
Lime Styfle *
Mare Borders...

To apply colors manually:
| Home | Inset  Pagelayout  Formulas Data
‘I" Calibri n ClA K [E ==
7 | B s u— g A [E==]E
[ Font | Theme Colors
= - H  AEEEEEN
A B !
z 1HTHIT

n

1ot I Stamtanri Colors

1 EEEEN
|j Ha Fill

5 More Colors..,
T .
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® Click the Fill drop down menu on the Font group of the Home tab

@ Choose the appropriate color

‘ Electronic Spread Sheet

— | " = et

s - B SE e
- | et oot ot FEY o w Fler seiee®

" Good, Bad and Neutral

| normal Bad Good Meutral

|| Calculation | Check Cell Explonatory ... |input Linked Cal Note
5 Warning Text

| Titles and Headings

Headingl Heading2  Heading3 Heading 4 Title Total

| Themed Cell Styles

| 20% - Accentl  20% - Accent2  20% - Accent3  20% - Accentd  20% - AccentS  20% - Accentd
f-m—,nmmu 40% - Accent2  40% - Accent3 |40% - Accentd  40%- AccentS  40% - Accent6
it e Joe

| Mumber Format

Comma Comma [0] Currency Currency [0] Percent

| [=5] Bews Cell Style...

; )| Merge Styles..
To apply borders and colors using styles:
® Click Cell Styles on the Home tab
® Choose astyle or click New Cell Style
35.4.7 Change Column Width and Row Height
To change the width of a column or the height of a row:

3. 27 a

S=Insert -

3‘" Delete ~
E Sort & Fir
EEﬂ Format "] Q T Filter~ Sel
Cell Size
Y PRowHeight...

AutoFit Row Height
= | Column Width...
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide 4
Organize Sheets

Eename Sheet

Move or Copy Sheet..,

Tab Color 3

Protect Sheet...
Lock Cell

118

Format Cells...
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@ Click the Format button on the Cells group of the Home tab

@ Manually adjust the height and width by clicking Row Height or Column Width
® Touse AutoFit click AutoFit Row Height or AutoFit Column Width

35.4.8 Hide or Unhide Rows or Columns

To hide or unhide rows or columns:

ﬂ ‘@ @ ?nthm-
Fﬁﬂm1 J_"' ?s'::tft& ;:;
Cell 5ize

tional Format  Call
tting = a3 Tabile = Styles =

Styles

e

|

I T

| Visibility

Hide Bows
Hide Columng
Hide Shest

Unihide Roers
Unhide Cojumns

[ 4[| Row Heignt..

Organize Sheets

Protection

| &y Protect Sheet...
& Lockcen

5 Format Calls...

AutoFit Row Height
Column Width...
AutoFit Column Widih
Default Width...

Hide & Unhide ¥

Rename Sheet
Mave or Copy Sheel...
Tab Calor L

® Select the row or column you wish to hide or unhide

@ Click the Format button on the Cells group of the Home tab

® C(lick Hide & Unhide
Merge Cells

|§. = §||§,.| =i General
| - --
I|§'E EH: —‘||| $ - % ’ ||lh
AFign’rﬁEnt | Merge & Center
@ Merge Across
= = 3 Merge Cells
EH  Unmerge Cells
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Computers in Financial | To merge cells select the cells you want to merge and click the Merge & Center

Accounting button on the Alignment group of the Home tab. The four choices for merging cells
are:
Merge & Center ¢ Combines the cells and centers the contents in the new,

larger cell
Merge Across ¢ Combines the cells across columns without centering data
Notes

Merge Cells :  Combines the cells in arange without centering
Unmerge Cells ¢ Splits the cell that has been merged

35.4.9 Align Cell Contents

To align cell contents, click the cell or cells you want to align and click on the options

within the Alignment group on the Home tab. There are several options for alignment

of cell contents:

Top Align ¢ Aligns text to the top of the cell

Middle Align ¢ Aligns text between the top and bottom of the cell
Bottom Align ¢ Aligns text to the bottom of the cell

Align Text Left :  Aligns text to the left of the cell
Center ¢ Centers the text from left to right in the cell

Align Text Right :  Aligns text to the right of the cell

Decrease Indent : Decreases the indent between the left border and the text
Increase Indent : Increase the indent between the left border and the text
Orientation ¢ Rotate the text diagonally or vertically

= ==i®] &
= = é||é§a§§||—*—”
Alignment Fa
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Fill in the blanks with suitable word/words:

1. We can split data of one cell into two or more cells by utilizing the convert Text to

L. fonts in Excel will allow you to emphasize titles and headings.

. To merge cells, select the cells you want to merge and click the button
on Alignment group of the tab.

35.5 CONDITIONAL FORMATTING

Conditional formatting helps the user to highlight interesting cells or range of cells,
emphasize unusual values and visualize data by using data bars, colour scales and icon
values. The conditional format changes the appearance of a cell range based on given
criteria. This implies, if the condition is met/or stands true, the cell range is formatted on
that condition; if the condition is false, the cell range is not formatted based on that
condition. We will study about this in the subsequent section on ‘Output Reports’.

35.6 OUTPUT REPORTS

The entire or partial worksheet(s) can be printed at a time or as and when needed as
per the requirement. MS Excel provides an opportunity:

1. Print apartial or entire workbook

2. Print several worksheets at once

3. Printan Excel table

4. Print workbook to file

5. Print graphic charts and Pivot tables.

The procedure to generate a report is given below:
Set Print Titles

The print titles function allows you to repeat the column and row headings at the beginning
of each new page to make reading a multiple page sheet easier to read when printed.
To Print Titles:

® C(lick the Page Layout tab on the Ribbon
® C(lick the Print Titles button

® In the Print Titles section, click the box to select the rows/columns to be repeated
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® Select the row or column

® C(lick the Select Row/Column Button

([ Cth OK Page Layout Farmuias Data Rewview Wiew Developer Add-Ins

B == 3 = 2L wadth | Automatic - Gridlines |k
hj [j | L:“-:'-! _:I ,}] Height: Automatic =V View
1 Orientation Size  Print  Sreaws Badkground  Print S 2 :
= < Afepr /b Tittes | oAl Scale:  100% Print

Page Setup | SaletoFt | SheetOpti

Prink grea: |

Prirt titles:

Rowstorepsat atbop: |
Cobames to repeat atheft: |
Prirk

[ Gridines Commerts: | (Mons)

[ giock and whte T

[ Craft guaity '

[ o and cobumn headings
Page ceder

(@ Rown, then over 1=

O Crger, then down | s

J|E3

35.6.1 Create a Header or Footer
To create a header or footer:
® Click the Header & Footer button on the Insert tab
@ This will display the Header & Footer Design Tools Tab

® To switch between the Header and Footer, click the Go to Header or Go to

Footer button

ﬁ@ = Wese) T Bookl - Microsoft Excel Header & Faater Toots

o,

Home Ingert Fage Layout Formulas Data Review Wiew Developer Add-ing Design

j Q j 4 % ‘_L;) ! ; \p L‘_‘ﬁ :. I rhl:-l / ..l __:I Dufferent First Page ¥ Scale with Document

Header Faoter Fage Number Cusrent Cusrent File  File  Sheet Picture Format | Goto Gote Different Odd & Even Pages & Align with Page Margins
* Humber of Pages Date Time Fath  Name Name Ficture | Header Footer

Header & Footer Header & Footer Elements Havigation Optians

| Al e ik

® Toinsert text, enter the text in the header or footer

@ To enter preprogrammed data such as page numbers, date, time, file name or sheet
name, click the appropriate button

@ To change the location of data, click the desired cell
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35.6.2 Set Page Margins

iert

-

Page Layout | F|{:|-'n'rr,l:.if-an_'.r.~ Data

B ORe

To set the page margins:

Custom Margins...

Margins|Orientation Size  Print  Breaks Bz

- - - Area - -
Mormal
Top: n,375" Bottom: 0,757
Left: 1T Right: 0.7"
Header: 0.37 Faoter: 0,37

— Wide

[ Top 1" Bottom: 1°
Left: 1z Right: 1"
Header: 0,57 Footer: 0,57
Marrow
Top: 075" Bottam; 0,75
L eft: 025" Right: 0.25"
Header: 0.37 Faoter, 0.37

® Click the Margins button on the Page Layout tab

Click Ok

Select one of the given choices, or
Click Custom Margins

Complete the boxes to set margins
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W Bight:
Notes 07 0.7 &
.ﬁﬂtﬂﬂ: ;ﬂﬂth‘: 1
0.75 & 0.3 [
Ceriter on page
] Horigoot slty
] verticaty
| Pt | [ Prickereview | | ootions... |
[ o ][ concel ]
Change Page Orientation
To change the page orientation from portrait to landscape:
Insert | Page Layout | Form
m T
=]
| Margins |Orientation| Size |
- - - _||'.'
|2 T
j | g ‘ Paortrait
—i A = Landscape
® C(lick the Orientation button on the Page Layout tab
® Choose Portrait or Landscape
35.6.3 Set Page Breaks
You can manually set up page breaks in a worksheet for ease of reading when the sheet
is printed. To set a page break:
124
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Data Review Wiew

=l

- |Breaks |Background Print
5 5 Titles

R o L

tp Insert Page Break

Remove Page Break

i Feset All Page Breaks

® C(Click the Breaks button on the Page Layout tab
® Click Insert Page Break

Print a Range

There may be times when you only want to print a portion of a worksheet. This is
easily done through the Print Range function.

To print arange:

@ Set Print Area

Clear Print Area

@ Select the area to be printed

® C(lick the Print Area button on the Page Layout tab
® Click Select Print Area

Split a Worksheet

You can split a worksheet into multiple resizable panes for easier viewing of parts of a
worksheet. To split a worksheet:

@ Select any cell in center of the worksheet you want to split

® C(lick the Split button on the View tab
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@ Notice the split in the screen, you can manipulate each part separately
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Computers in Financial | View | Developer Add-Ins
Accounting
] 0 £33 New Window [ Split
U - ' = Arrange Al ! Hide
m 100% JZoomto :
Selectiony || 1 Freeze Panes - [ Unhide
ZLoam - Wind
Notes

35.6.4 Freeze Rows and Columns

You can select a particular portion of a worksheet to stay static while you work on
other parts of the sheet. This is accomplished through the Freeze Rows and Columns
Function. To Freeze arow or column:

® Click the Freeze Panes button on the View tab
@ FEither select a section to be frozen or click the defaults of top row or left column
® Tounfreeze, click the Freeze Panes button

® C(lick Unfreeze

|.‘ufiew | Developer  Adddns

@ =2 New Window Split 3] E] %
i =

- =] Arrange All —Hide
m 100% ZFoomto : Save Switch
Selection EE Freeze Panes "'I _JUnhide | 214 | Workspace Windows

Zoom : Freeze Panes
E% Keep rows and columns visible while the rest of

the worksheet scrolls (based on current selection).

; H : =—— Freeze Top Row
EE Keep the top row visible while scrolling through
the rest of the worksheet,

o Freeze First Column
Eg Keep the first column visible while scrolling

through the rest of the woarksheet,

35.6.5 Hide Worksheets

To hide a worksheet:
@ Select the tab of the sheet you wish to hide
® Right-click on the tab
® Click Hide
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Insert...

Delete
Eename
Move ar Copy...
@ Wiew Code
&y Protect Sheet.,
Tab Color LA |

Unhide,

Select All Sheets

theet? ] sh

To unhide a worksheet:

— ]

Insert...

Delete

Rename

Move ar Copy..,
View Code

£ 4

Protect-Sheet...
Tab Color LA |
Hide
| Unhide.., I-
Select All Sheets

ietl | Sheetz™

® Right-click on any worksheet tab
® C(lick Unhide
® Choose the worksheet to unhide

35.7 PREPARATION OF REPORTS USING PIVOT TABLE

APivot table is a way to present information in a report format. A Pivot Table report
provides enhanced layout, attractive and formatted report with increased readability. It
is an interactive way of summarizing large amounts of data. These features lead to the
following advantages for the benefit of users:

® (Querying large amounts of data in user friendly ways.

® Expanding and collapsing levels of data to focus on results.
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® Moving rows to column (s) to look for different summaries of the source data.

Accounting ® Filtering, sorting, grouping and conditionally formatting the required information of
interest of user.

@ Pivottable report helps in analyzing related totals, when there are long list of figures
to sum and to compare several facts about each figure.

Pivot Table Toolbar

Notes The Pivot Table uses a List Data table. A data table is a range of cells that shows the
results of substituting different values in one or more formulas. There are two types of
data tables: One variable and two variable table. Formula used in a one-variable data
table must refer to an input cell. The input cell is a cell used by Excel in which each input
value from a data is substituted. Two variable data table uses only one formula with
two lists of input values. The data must refer to two different input cells.

Designing a Pivot table Report of 3 vegetable consumption of four Metro cities

1. Enter the vegetable consumption data in the worksheet

518 - 5

A T ] E P e M I
| _Day Oy Vegetle Acwal Suphs| | Cy Vegethe| Ouota
1 Mordyy  Chenas Camls 1 : Murbu Comes | 15
1 Moxdsy  Chensa  Crvns 8 [Murai Dsoes | ]
§ Wosdsy  Chema Polatoss 0 4 Mumda | Posbes | .|
§ Modyy  Oehi Camits B | Chasea |Camoes i
6 Moxdsy Debn  Creons B - I
7 Woidyy  Oebw  Pelatons pil Chistn | Potitaes | 2
B Moedsy  Kekatta Camis 15 - Debi oz | 16
0 Mosdsy  Wekalls Crens 10 Dot |Qaots L]
10 Morday  Fakalls Poiatoss n [ Defte  [Potabses | 25|
I Mosdsy  Membai Carls 19 4 Kolhtta  Camts 18
12 Marday  Murbai  Omons ) | Kollalta | Daoes | 5|
13 Mardsy  Morrbsi Polainse ) 1 Kolkatta | Ptaboes P4

2. Onthe Insert tab in the Tables group, click Pivot table. Report interactive options
as Create Pivot Report

L7 Wome | insen | Saotiaout  Formul
ERE=T v E =
Mauiﬂ hocsiolll o e S ol
J_ .ﬁ PivotTable Tustrations

B2 Mmh'ihultmuﬂm
Summarize data wiing & FvotTable,

]

Hnnd-i! FlwotTabibes make |t 2asy to armange

and Jummarize camplicated dats
hhl'ldt]'_ and drill down on details.

Monday | gl Press FI for more heip,
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3. Enter the data location and choose to place Pivot table on the existing worksheet.

4. Click OK to display a blank Pivot table and filed list and Excel displays a Pivot

table tool bar.

‘gmmmmmmmmwiﬂﬂm v-2x

Phtlabis Mt A Pt i # Gong laueti — \ 1 =
e Mromiemnrie vy @ W 4 .:1 k-l =
3 ey hegert (y # Ungop e = v g O e
=T g frmm T it Eemm Ovegelen Dew G VoW PestOhet Fame Filg
FPopuni-  QYraasenng o ionred g i g 0. gl s .
et Atien Finld g ot faty Aen Toe
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5. Drag the Field Names to the required positions in the Pivot Table
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Kl A i ¢ o | E
| Day lan =
y]
3 Sum of Acteal |Veqetable =
4 ity (= |Camts Orons  Potatoes  |Grand Tokal
5 Chennia 52 18 7 W
6 Dels 54 ] n 175
T Kolalta 43 5 & 1
8 Mumba 5 £ ] 161
9 Grand Tetal 199 i k) [k}
6. Pivot Table will be generated
R o w— — T
! Day oy =
-
3 Sum of Actusl |
4 Ciy = [Wagetabld = [Tata
£ | =Chanmna Camots LW
B | Diniona 18
7 il al e s [l |
B (Chennal Tolal 141
9 | =Delh Carrots 54
10 Ciniana &0
11 FPopatness 71
12 [Dalhi Total 175]
13 =Kolkatta Carmots 43
14 Cnions 25
15 Potatoes (=3
16 | Kolkatia Todal 134
17 | =Mumbai Camols S0
18 Cnions 20
19 Potatoss ar
20 [ Murmbad Total 161
21 |Grand Total 611
Common Errors in spread sheet.
N\
L'A {{INTEXT QUESTIONS 35.5
Fill in the blanks with suitable word/words:
1. The format changes the appearance of a cell range based on given
criteria.
i A table is a way to present information in a report format.
i A table is arange of cells that shows the results of substituting different
values in one or more formulas.
iv. Two variable data table uses only one formula with two lists of values.
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® Electronic Spreadsheet : Electronic Spreadsheet is a combination of rows and
columns. It is also known as a worksheet. This worksheet is so large that the
human eye can not view all its rows and columns at a point of time.

® Basics and Features of Spreadsheet : (1) Grid; (2) Element; (3) Lens View;
(4) Functions; (5) Formatting; (6) Save Print and Export

® Data Entry, Text Management and Cell Formatting : Excel is one of the
software that is bundled with MS office to implement the spreadsheet described
above. Here under, we will be exhibiting the visuals using MS Excel 2007.

® Basic features offered by MS Excel are:

Workbook and Worksheet in Excel : Spreadsheet referred to as a worksheet in
Excel. This worksheet is a single page of a workbook, which is a multipage document.

Worksheet Operations : The following worksheet operations are associated with
the spread sheet : (i) Movement of Cell Pointer; (i) Short-Cut Menu; (iii) Entering
Data into Cells; (iv) Selecting Multiple Cells; (v) Managing Textin Excel

® Performing Calculations in Excel : A formula s a set of mathematical instructions
that can use in Excel to perform calculations. Formulas are started in the formula
box with an = sign.

There are many elements to and excel formula.
References Operators Constants Functions

@ Calculate with Functions : A function is a built in formula in Excel. A function has
aname and arguments (the mathematical function) in parentheses. Common
functions in Excel:

Sum Average Min Max Count

® Function Library : The function library is a large group of functions on the Formula
Tab of the Ribbon. These functions include:

AutoSum Recently Used Financial Logical
Text Date & Time Math & Trig

® Relative, Absolute and Mixed References : Calling cells by just their column
and row labels (such as “A1”) is called relative referencing.

® Mixed referencing can also be used where only the row or column is fixed.
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® Data Formatting : Formatting of spreadsheet makes easier to read and understand

the important information. This is chiefly categorized as follows:

Number formatting : Number formatting includes adding per cent (%), Comma
(,), decimal (.), currency (Rs., $ ), date, time, scientific values etc. Refer figure 1
given below which depicts the unformatted worksheet:

From the Ribbon select, Home Tab with Number option. Click on Format Cells
dialog box and choose Number tab.

The Category list shows all the preset formulas available in Excel, grouped into
categories.

If we select Currency, the right hand side shows the different symbols of currencies.
Change the number of decimal spaces to zero (0).
Click OK to accept this format. The final output is shown below:

Text and General Formatting : We can do this easily by utilizing the Convert
Text to Columns Wizard.

Modify Fonts : Modifying fonts in Excel will allow you to emphasize titles and
headings.

Format Cells Dialog Box : In Excel, you can also apply specific formatting to a
cell.

Number : Allows for the display of different number types and decimal places

Alignment : Allows for the horizontal and vertical alignment of text, wrap text,
shrink text, merge cells and the direction of the text.

Font : Allows for control of font, font style, size, color, and additional features
Border : Border styles and colors
Fill : Cell fill colors and styles

Add Borders and Colors to Cells : Borders and colors can be added to cells
manually or through the use of styles.

Merge Cells : To merge cells select the cells you want to merge and click the
Merge & Center button on the Alignment group of the Home tab. The four
choices for merging cells are:

Merge & Center Merge Across Merge Cells
Unmerge Cells Align Cell Contents
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® To align cell contents, click the cell or cells you want to align and click on the Computers in Financial

options within the Alignment group on the Home tab. There are several options Accounting
for alignment of cell contents:

Top Align Middle Align Bottom Align
Align Text Left Center Align Text Right
Decrease Indent Increase Indent Orientation
@ Conditional Formatting : Conditional formatting helps the user to highlight =" Notes

interesting cells or range of cells, emphasize unusual values and visualize data by
using data bars, colour scales and icon values.

® Output Reports : The entire or partial worksheet(s) can be printed at a time or as
and when needed as per the requirement.

® Set Print Titles : The print titles function allows you to repeat the column and row
headings at the beginning of each new page to make reading a multiple page sheet
easier to read when printed.

® Set Page Breaks : You can manually set up page breaks in a worksheet for ease
of reading when the sheet is printed.

® Print a Range : There may be times when you only want to print a portion of a
worksheet. This is easily done through the Print Range function.

@ Split a Worksheet : You can split a worksheet into multiple resizable panes for
easier viewing of parts of a worksheet.

® Freeze Rows and Columns : You can select a particular portion of a worksheet
to stay static while you work on other parts of the sheet.

® Preparation of Reports Using Pivot Table : A Pivot table is a way to present
information in a report format.

e Pivot Table Toolbar : The Pivot Table uses a List Data table. A data table is a
range of cells that shows the results of substituting different values in one or more
formulas.

TERMINAL EXERCISE

1. Whatis Electronic Spread Sheet?

2. Whatis the basic requirement for any business enterprise for using electronic spread
sheet?

3. Name the functions included in ‘Function Library’.
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Computers in Financial 4. Whatis conditional formatting?
Accounting 5. Give the meanings of workbook & worksheet.
6. Explain the features of Spreadsheet.
7. Explain the worksheet operations in excel sheet.
8. Define workbook & worksheet. What is the difference between them?
Notes 9. Whatdo you mean by active worksheet?

10. Explain the procedure of managing Text in excel.

11. Explain worksheet operations available in Excel Sheet.

12. Give Categories of Data formatting and explain them.

13. What benefits are available with the help of conditional formatting.

14. Explain the procedure of preparation of Reports using Pivot Table.

@ ANSWERS TO INTEXT QUESTIONS

35.1. i.grid 1l. intersection 1i1. rows, columns
1v. functions v. alterations

35.2. i.intersect ii. arrow iii. handy, commonly
1v. cell, cell v. drag

35.3. i.sum ii. countiii. average V. max V. min
35.4. i.columns wizard ii. modifying iil. merge & center
35.5. i.conditional ii. pivot iii. data iv. input
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