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Microsoft Excel 2013: Is a spreadsheet program that allows you to store, organize,
and analyze information. They are also used for scientific calculations, data
manipulation and for producing graphs. Files produced in Excel 2013 have the file

extension ".xIsx".

Starting Excel 2013:

Start >> All Programs >> Microsoft Office 2013 >> Excel 2013. The Excel 2013
program screen appears.

The Excel Interface:

Excel files are called workbooks, and they can contain multiple worksheets.
A Workbook: automatically shows in the workspace when you open Microsoft Excel
2013. Each workbook contains three worksheets.

A worksheet: Excel worksheet is a grid of cells arranged into vertical columns and
horizontal rows. Columns are identified by letters and rows are identified by numbers.
Excel contains 16384 columns and 1048576 rows.
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Excel 2013 Interface

Cell: The place where a row and column meet. A cell is referred to by its address,
which is the column letter followed by the row number, e.g. Al, B5, Q37.Text,

numbers, date and mathematical formulas can be entered into cells.

Note: the selected cell is called Active Cell
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Name Box (active cell): Shows the address of the current selection or active cell.
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Formula Bar: Displays information entered-or being entered as you type-in the
current or active cell. The contents of a cell can also be edited in the Formula bar.
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File tab: the menu contains the commands as Open, Save, Save as, Print, Close,

Exit.
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File tab

Create a new blank workbook:

1.Click the File tab on the Ribbon and select New. The New tab of Backstage view
appears as in figure (1)

2. Click Blank Workbook. The new blank workbook immediately appears,
as in figure (2)

Other Ways to Create a Blank Workbook Press <Ctrl> + <N>.
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Adding a Worksheet
Click on the New sheet icon beside sheet name.
OR

1. Right-Click on a worksheet tab as in fig.(1) Sheetl
2. Select Insert
3. Select Worksheet as in fig.(2) then click Ok.
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Saving a Workbook(Save a new workbook)

1.Click the File tab and select Save. Other Ways to Save: Press <Ctrl> + <S>.
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2.The save tab of Backstage view appears. Select a place to save an Excel workbook
in by clicking the Browse icon as in the following figure.
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3. The Save As dialog box will appear.
4. Select a location for the file to be
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Save as Command:

When you want save the workbook in other place, other name or other name and place do
following:

Open the original workbook.

Select Save as in File tab. The save as dialog box appears. Choose other drive in which to save
your file or other a name for the file in file name box and select save.

Opening a Workbook

To retrieve a workbook you saved for revision by:

Choose File tab. Select open, the open dialog box will appear. Choose the drive in which the
file stored. Press on the name for the file and select open.

Other Ways to Open a Workbook: Press <Ctrl> + <O>.
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Closing the Current workbook

To close the current workbook only by:
Select Close in File tab.

Closing Microsoft Excel Program

Select the [@] icon in title bar.

If a Microsoft Office dialog box appears displaying a “Do you want to save...?” message Click Save
to save, Don’t Save or Cancel to close the dialog box.

To Insert Content:

1. Click on a cell to select it.

2. Enter content into the selected cell using your keyboard. The content
appears in the cell and in the formula bar. You also can enter or edit
cell content from the formula bar.
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Note: You can edit the contents of a cell by selecting the cell and then correcting the
entry by double click on cell. The arrow keys will move the cursor to adjacent cells in
any direction as well.
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Selecting Columns or Rows

-Selecting an Entire Column:
Click the column letter at the top of the spreadsheet window.

wr
C B F.
1
ozl ,‘u.a‘}”l | 2
66 ppu s 1| 3
53 EPE 2| 4
80/ chelaud 3| 5
90 PPN al 6
77 2aml 5| 7
.

Selecting an Entire Row:
Click the row number on the left side of the spreadsheet window.
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e To select complete sheet by press on the box (square) in the top right corner.



Changing Column Width

1.Move the mouse pointer to the right of the column
you want to widen, or narrow, so that it rests on the
black column border. At this point, the mouse A + B
changes shape to a two-headed horizontal arrow. 1

2.Clicking and dragging the mouse to the left will decrease the

column width; dragging it to the right will increase the column size. Or double click on
column border.

e To select several objects anywhere in a window (not contiguous), hold down the Ctrl key
while you click on them in turn.
e To cancel a selection using mouse, click any where in the book screen outside the selection
cell.

Note: In Status bar appeared the word (Ready), this means ready to enter the date, when you
enter the date changed the word (Ready) to (Enter).

To show or hide Formula bar by:

Click on View tab, select Show/ hide = then click on Formula Bar.

Change the Direction of a Sheet

To change the direction of a sheet, click on Page Layout - then click il .
Data Type

There are four kinds of data as text, numbers, date and formulas.



Changing Row Height

1- Move the mouse pointer to the bottom of the row that you wish to make
taller or shorter so that it rests on the black row border. Again, as in the
previous example,the mouse will change to a two-headed arrow, this one
vertical

2- Clicking and dragging the mouse down will increase the row height, and
moving it up will decrease it

Inserting Column/Row

-Inserting row:

1- Click a cell in the row below where you want the new row to be inserted.

2- Click on the Home tab. In the Cells group, click the arrow next to Insert.

3- Click Insert Sheet Rows. The new row will appear before the selected row(as in
the following figure)
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-Inserting column:
1- Click a cell in the column to the right of where you want the new column to be

inserted.

2- Click on the Home tab. In the Cells group, click the arrow next to Insert.

3- Click Insert Sheet Columns. The new column will appear before the selected
column(as in the follwoing figur).
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Merging cells

To Merge Cells:

1- Select the cells that you want to merge. It can be cells in a column, row or both columns

and rows.

2- Click on the Home tab. In the Alignment group, click Merge and Center.

Adding a border to cells

1- Select the range you want.

ﬁ

2- Click on the HomeTab.In the Font group,click the arrow next to Borders.

3- Select a border style.
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Naming Worksheets:
To Name a Worksheet:

1- Double-click the sheet tab to select it. The text is highlighted by a black box.
2- Print a new name for the worksheet.
3- Press the Enter key.

Sheetl Sheet2 Sheet3

Or Sheet tab

Right click on sheet’s name, select Rename and Print a new name.

Deleting Worksheets:

To delete sheet by:
Right click on sheet’s name, select Delete.

Tab color of Worksheets:

To insert color in current sheet by:
Right click on sheet’s name, select Tab color.

Insert a Cell

Put text pointer in position that you want, click on Home tab—> then click Insert - then click
Insert Cells. Dialog box will appear.



Insert ? X

Insert

Deleting Rows or Columns:

1- Select the Rows or columns that you want to delete.
2- Click Home tab. In the Cell group, click the arrow next to Delete and then do one of
the following:
e To delete selected rows, click Delete Sheet Rows.
e To delete selected columns, click Delete Sheet columns.

or right click any of them, and select Delete from menu.
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Delete a Cell

Put text pointer in position that you want, click on Home tab - then click Delete Cells. Dialog
box will appear.

Delete 7 4

Delete
() Shift Cells Right

i) Entire row
D Entire column

Copying Cells Contents:

1- Select the cells that you want to copy. Click on the Home tab. In the Clipboard
group, choose Copy. A dotted line will appear around the selected cells.
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2-Insert the pointer into new cell.
3-Click on the Home tab. In the Clipboard group, choose Past.
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AutoFill

AutoFill: is a tool that lets you select cells of interest and make relative copies of them
in adjacent cells. AutoFill can also be used to copy formulas, to use AutoFill:
1- Select the cells that contain the data that you want to fill into adjacent cells.
2- Drag the fill handle (the small black square in the bottom right-hand corner of the
selected cell). Your pointer turns into a large plus sign. (as in following figure)

3- Drag to the new range of cells you want.

H ] F
4- Release the mouse button. :

2

4

]
| |

Or

If the purpose is auto filling, such as the number sequence, you must type the first
number and then drag the left mouse button with pressing the Ctrl key. We will notice
the sequence of numbers.

Hide Row, Column

To hide a row or column in a sheet, you do the following:
1- Select row/ column to be hidden.
2- Click on Home tab, Format in cells group and hide row/ column.

Show Row, Column

To show a row or column in a sheet, you do the following:
1- Select before and after the hidden row /column.
2- Click on Home tab, Format in cells group and Unhide row/ column.



Hide Sheet

To hide a sheet in a work book, you do the following:
1- Select sheet to be hidden.
2- Click on Home tab, Format in cells group and hide row/ sheet.

Note: Not all sheets can be hidden. Read the following note.

Microsoft Excel >

A workbook must contain at least one visible worksheet,

To hide, delete, or move the selected sheet(s], you must first insert a new sheet or unhide a sheet that is already hidden.

Show Sheet

To show a sheet, you do the following:
Click on Home tab, Format in cells group and Unhide sheet.

Alignment
There are several different tools as follow: Select the cells, click on Home
tab, Alignment group and click the tool.

1- Top alignment: align text to top.

2- Middle alignment: align text to middle.
3- Bottom alignment: align text to bottom.
4- Align left: align text to left.

5- Align right: align text to right.

6- Center: align text to center.
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Freezing Column'’s Title

To freeze the top horizontal pane, do the following:
Select the first row.
Clock on View tab, in the Window group, click Freeze Top Row.
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Unfreezing Column’s Title
To unfreeze the top horizontal pane, do the following:

Select the first row.
Clock on View tab, in the Window group, click unfreeze Top Row.

Text Wrapping: The term Warp Text means to break long entries into separate

lines.
1- Select an adjacent cell that you want to format. —
2- Click on Home tab. In the Alignment group, click Wrap Text.

Shrink to fit
Shrink to fit will automatically reduce the font size until text fits in a cell or Shrink to fit
would mean that it reduces the actual size of data to fit the size of the page or cell.
1- Select the cell or cells. Click on the Home tab. In the Alignment group, click the
Dialog Box Launcher.

2- The Format Cells dialog box will appear as in following figure, select the
Alignment tab.



3- In text control Select the shrink to fit and click Ok.
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Home tab

The Home page consists of a set of groups are Clipboard, Font, Alignment, Number,
Style, Cells and Editor.

Clipboard: it contains Cut, Copy.

Font: it contains type, Size, increase size, decrease size, Color, Fill color, Bottom
border, underline, Italic and Bold.

Format Painter (Copying Formatting):

If you want to apply the selected formatting as line space, font size and style, to another text,
it is not necessary to go through all the formatting options every time. You can save time by
using the format painter to copy character formatting from place to place. This operation by:
Select the text containing the formatting you want to copy.

Click the Home tab in the Clipboard group.

Double click on the Format Painter icon | F |
The mouse pointer will change to a paintbrush.



Select the text you want to format.
Press Esc key in keyboard when you have finished. Click once on the Format Painter icon to
copy formatting to one location.

Freezing First Column

To freeze the top horizontal pane, do the following:
Select the first column.
Clock on View tab, in the Window group, click Freeze First Column.

To delete freezing by:
Select the first column.
Clock on View tab, in the Window group, click Unfreeze First Column.
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Sorting Data

1- Select any cell within the list range.
2- Click on the Home tab. In the Editing group, click Sort &Filter.

3- Click Sort A to Z, to sort ascending order. Click Sort Zto A, to sort descending

order (as in following figure).
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Creating Formulas

A formula can be a combination of values (numbers or cell references) and math
operators (+, -, /, *, =) into an algebraic expression. Excel requires every formula to
begin with an equal sign (=).

To Create a Simple Formula that adds two numbers: print the numbers you want to
calculate in separate cells (for example, print 43 in cell B2 and 12 in cell B3). Click the
cell where the answer will appear (B4, for example), print the equal sign (=) to let Excel
know a formula is being defined.

print the cell number that contains the first number to be added (B2, for example).
print the addition sign (+) to let Excel know that an add operation is to be performed.
print the cell number that contains the second number to be added (B3,for example).

Press Enter or click the Enter button on the Formula bar to complete the formula.
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Using Functions

Functions can be a more efficient way of performing mathematical operations than
formulas. For example, if you wanted to add the values of cells D1 through D10, you
would type the formula: D1+D2+D3+D4+D5+D6+D7+D8+D9+D10.

A shorter way would be to use the SUM function and simply type =SUM (D1:D10).

AutoSum
It contains Sum, Average, Count Numbers, Max, Min, ....
Average: to find the average.

Or, we can the average by calculated by the sum divided by the number as
H2/5.

Count Numbers: This function is used to count cells that contain numerical data.

Sum Function: To add contiguous numbers in row or column, do the following:

1- Select the cell in which you want the total.

2- Click on the Home tab—» Editing group» AutoSum. A Sum formula is entered
automatically.

3- Press the Enter key. The total will appear in the selected cell.
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Use the Maximum function to show the highest number within a selected range.

1- Select the cell in which you want to results to appear.
2- Click on Home tab— Editing group, click the drop down arrow next AutoSum.

Then click Max.

FILE HOME = INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Sign i
iy oo i u w8 == = B B G Bx [w) EAEEE Ay 4
Calibri -l -A A F=o - - EWepText = 2 £ L 4
p B Copy ~ C d' | F ot Cell IEEI DEElI F 7z S d &
aste B I U - . . L === =0 B m & Center ~ -9 a2 50 oo onditional Formatas Cel nsert Delete Format = a
- ¥ Format Painter Ui A ey Gt $ % 2% Eormatting~ Table~ Stylas~ - - Averag ect~
Clipboard I Fo ] Alignment [F] Number [F] Styles Cells Count Numb ~
9 - Jfr Max =
- Min
-~ T s R Q P o] N M L J I H G F E D
More Functions... 5
Jamall 0| T T 13 )] ol 2
31 7 16| 8 gac e 1 3
24 8 10| 6 o el 2| 4
14 5 6 3 Al chelau 3 5
34 9 16| 9| iy dlaaa 4 6
16 4 8 4 A el 5| 7
8
Highest rate [ il

=
o




3- A dotted line will appear around the selected cells, as in following figure.

-3 -
B g"c‘“ Calibri 1 - A A N | Wirap Text General | 2 Autosum i
ER Copy ~ z Fill
Paste = . I u A 3= &= Merge & Center $ % -0 o0 | Conditional Formatas Cell Insert Delete Format Sort & Find &
- Format Painter - ' Formatting - Tahle - Styles & Clear- Filter - Select ~
Clipboard [F} Fant Alignment Mumber Styles Cells Editing -~
SUM - X W fr | =maxiFare v
- T 5 R Q P o] N M L K J 1 H G F E D [ B A
1
\-j_\ull\ 2ol ca s 14 oyl ol 2
31 7 16 8 e e 1 3
24| 8| 10 5 dle s 2| 4
14 5 6 3 ala Joclan) 3| 5
34 9 16 9] B gliaa 4| 6
16! 4 8 4 o 2es) 5 7
8
—MAX(E3:F8) st rate 9
MAX(numberl, [number2], ..) 10
4-Press the Enter key. The Maximum value will appear in the selected cell, as in
HOME ~ INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Sign in|
iy o e fn |xx == = E & g o [ Zrewm b
LA R E B 2 5 >Mm v
P €8 Cony - C .1 I F - Cell IEEI [?EI‘ F e~ sz & Find &
aste . B I U- [~ . L === = B Merge & Center = $ - % 3 S8 4% Conditional Formatas Cel nsert Delete Format ort in
-  Format Painter - & Q £ g 020 Formatting = Table~ Styles~ - - - & Clear~ Filter = Select -
Clipboard [P} Font F] Alignment [P} Mumber [F] Styles Cells Editing ~
F7 - fe | =sumcrEr) v
T 5 R Q p o M L K J 1 H G F E D c B A
1
Jamall 2| Ll s 1ea il o o2
31 7 16 8 oo o 1 3
24 8 10 6 e tana 2| 4
14 B & 3 peparaw 3 5
34 9 16 9] g il 4 6
16 4 ] 4 (e xaal 5| 7
8
34 Highest rate 9

Note: Use the Minimum function to show the lowest number within a selected range.
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Inserting a Function

1-Select the cell into which you wish to insert your function.

2-From the Formulas tab, go to the Function Library group and click on
. Jx
the Insert Function button. S
3-The Insert Function window will appear. Function

Insert Function

Search for a function:

Type a brief description of what you want to do and then
click Gol

Or select a categony:  Most Recently Used |Z|

Select a function:

SUM{numberl, number2,...)
Adds all the numbers in a range of cells.

Help on this function | oK | |

4-From the list, click on the name of your function you wish to insert then OK to
continue.

5-Excel will display the Function Arguments window, specify arguments for use in your
Function.



. Function Arguments EE |

AVERAGE
Numberl |Fg| = 34

Mumber2 Emz| =
= 34

Returns the average [arithmetic mean) of its arguments, which can be numbers or names, arrays, or references
that contain numbers,

Mumberl: numberl, number2,... arel to 255 numeric arguments for which you want
the average.

Formula result = 34

Help on this function [ oK | | cancel

6- Click OK to insert your function into your worksheet.

Note: To select the range of cell.
e Drag the Function Arguments window to one side of your screen so that you can
see the cells containing the data you wish to use in your calculation.
e Drag to select the range of cells that you wish to use as the function’s first
argument. While you're selecting these cells, the Function Arguments window
will be temporarily hidden.

A B C D
1 |Month Total Expenses Gross Revenue
2 |January S 6002470 S 92,107.48
3 February E 5 58,506.865 5 20,322.14
4 March '3 4,404.69 1 §  81,318.28
5 |April E S 41,46?.065 S 43,974.00
6 |May 'S 69,990.99 ) S 56,789.00
7 |June VS 75,192.99 E £ Function Arguments
8 |July E 5 3?,?33.0?5  p—
9 August : 5 30,053.30: 25,05 L.00
10 September} $ 71,613.24|$  48,378.69
11 |October iy 5 ?6,959.965 5 55,091.30
12 |Movember + $  25,325.45! $  97,892.77
13 December E_g,___s_ﬁlzg_s_.a_:}j % 45,185.83
14
15 |5.GE|[BZ:813} |




e When you’ve finished making your selection, the Function
will reappear.

IF Function

The IF function is very useful. It will carry out a conditional test and then return one
value if the condition is true but a different value if the condition is false.

General form: =IF(condition,value_if_true,value_if false)

Ex: =IF(F3>49,"pass","fail")

To insert IF Function:
1- Select the cell where the function will be placed.

2- From the Formulas tab, go to the Function Library group and click on the Insert

Function button.
3-The Insert Function window will appear, from the Insert Function dialog box, select IF

function then OK

4

HOME TMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

z I I l IE 5’ =] Define Name = ¥:oTrace Precedents (%] Show Formulas m |El Calculate Now

fx 2 v
=2k Trace Dependents ¥ Error Checking

nsert  AutoSurn Recently Financial Logical Text Date& Lookup & Math &  More MName _ Watch  Calculation [F5 calcylate Sheet
nction - Used = - - ~  Time~ Reference~ Trig~ Functions~ Manager [ Create from Selection [ Remove Arrows + (%) Evaluate Formula  \Window Options = &

Function Library Defined Names Formula Auditing Calculation
3 - X « f =
T 5 R Q p @| Insert Function ‘i‘é] H G E E D C B A
Search for a function:
An Jamall 2| Andh Ca 1 oy &
Type a brief description of what you want to do and then —
dick Go = 31 7 16 8 e o | |
Or select a category: | Most Recently Used |Z| 24/ 8 10] 6 e 2ana 2
14 5 5 3 e Jiela) 3
Select a function: N
34 9 16| 9 g ilaias 4
AVERAGE o - ;
SUM 16| 4 8 4 P 3
HYPERLINK
COUNT 34 Highest rate
MAX
SIN i

IF(logical_test.value_if_true,value_if_false)
Checks whether a condition is met, and returns one value if TRUE, and
another value if FALSE,

Help on this function Cancel
\

1- In the Function Argument window enter the data in each box then click OK.



Note:

e Inlogical_test enter the condition
e Invalue_if_true enter the data if the condition is true
e Invalue_if_false enter the data if the condition is false.

IF
Logical_test |f3>=20 %) = TRUE
Value_if_true |“pass’ EJ = “pass’
Value_if_false | faill @ =

= “pass
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Value_if_false isthe value that is returned if Logical_test is FALSE, If omitted, FALSE
is returned.

Formula result = pass

Help on this function OK ]I Cancel

Example (1):
For each student, assign the result by “pass” with average is greater than or
equal 50 otherwise assign “fail”.

= |F (f3>= 50; “pass”;"fail”)

Example (2):
For each student, assign the result by
90-100 L), 80-89 laa s, 70-79 a, 60-69 bw sis, 50-59 Jsie, > 50 il

= IF (f3>= 90; “ 3kl IF(f3>= 80; “las 2a”; IF(f3>= 70; “w”; IF(f3>= 60; “bans 5ia”; IF
(f3>= 50; “dsiaa"; “cal J))))) Click on Enter



Example (3):

If you have the following data, find what follows, for each student, assign “A” for
each male and assign “B” for each female.

ol Shala sl uaall Al

85 65 43 A Al o
88 33 52 ot JF 3
95 89 67 S s | 4
73 41 69 S s s
71 99 77 A e s
75 55 85 S L |7
75 34 89 A ada | g
78 33 91 A e g
58 86 72 A aseas 10
= IF(b2 = “ 53 ; “A”; “B”) Click on Enter
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Count function: counts the number of cells that contain numbers. Use COUNT to
get the number of entries in a number field in a range or array of numbers.
To use Count function:

1- Select the cell where you want to place the result of calculation.
2- Click on Formulas tab. In Function Library, click Insert Function.
3- Chose Count Function then OK.

Mk rs
o - Fd =
z I IE I I Iﬂ Iﬂ I' @ =] Define Name: * uTra:E Precedents | Show Fermulas m Calculate Now
e e entt Fivencil Logical Text Date &t Lookum & Man & M N “F Use in Farmula o2F Trace Dependents 1 Error Checking - wéah o
utoSum Recently Financial Logical Text Date& Lockup & Mat ore ame ) atch  Calculation [ Calculate Sheet
- Used~ - - - Time- Reference~ Trig- Functions~ Manager E5 Create from Selection 3 Remove Arrows ~ (&) Evaluate Formula  Window  Options - &
Function Library Defined Names Formula Auditing Calculation B
(X 7 El= 4
Insert Function (2] = ]
s R ) 1 H G F E D c B A
Search for a function: i
Type a brief description of what you want to do and then P ] 2] dad) s 1] )| = o
dick Go fail 16.000 2.00 2.00) 2.00) L 1| 3
Or select a category: | Most Recently Used [=] il 14.000 5.00 .00 2.00 & el 2| 4
Select a function: pass 31.000 7.00_ 16.00 8.00) oo o 3| 5
N pass 2000 800 1000 600 oo al 9
- pass 34.000 9.00 _ 16.00) 9.00]  iup ilaas 5 7
AVERAGE 1 8
HYPERLINK - LD e 9
MAX :
sIN - 1
COUNT(valueLvalue2...) 1
Counts the number of cells in a range that contain numbers. N
1
14
1
-l

your function then click Ok.

Function Library Defined Names Formula Auditing Calculation
X « fr| =counticcn
s A
Function Arguments lilg H G F E D C B A

COUNT

gl c|_._‘.‘j\ 2| Aill Cauayl 1) il &

Valuel | G| = #3865 fail 16.000 4.00 8.00 4.00 o eald 1]
Value2 = number fail 14.000 5.00| 6.00 3.00| Ao Jaelawd| 2
pass 31.000| 7.00 16.00] 8.00 ee e 3

pass 24.000 8.00 10.00 6.00 ele eal 4

pass 34.000 9.00 16.00 9.00) s ilas 5

=5 - Py
Counts the number of cells in a range that contain numbers, II-UBE' il e

Valuel: valuel,value2,.. arel to 255 arguments that can contain or referto a
variety of different types of data, but only numbers are counted.

Formula result = 5.000

5- The result appears in selected cell.

COUNTBLANK: counts empty cells in a specified range of cells.
To use COUNTIF function

1- Select the cell where you want to place the result of calculation.
2- Click on Formulas tab. In Function Library, click Insert Function.

1



3- In Insert Function window chose COUNTBLANK function then Ok.

H ©- :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

VIEW 5
o 1 B T _
fx z I IE I I IE Im I! é\\ =] Define Mame i :Trace Precedents %] Show Formulas m Calculate Now
§ . N “fx Use in Formula ol Trace Dependents 1 Error Checking =~ &o X
Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  More MName X — Watch  Calculation EECEICUIEtE Sheet
Function - Used ~ - - - Time~ Reference- Trig~ Functions= Manager [ Create from Selection I‘s’\ Remave Arrows = (&) Evaluate Formula  window Options =
Function Library Defined Names Formula Auditing Calculation
H12 - x v ‘f‘ Insert Function | = ‘
Z T g R Q Search for a function: 1 H G E £ D c B a
COUNTBLANK | Go
da gl ] 205 Al Caas 13 Pyl o
Or select a category: | Recommended -
fail 16 4 8 4 (Sl 2an) 1
Select a fundtion: pass 26 10 10 6 Abdeled] 2
- pass 32 7 16 9 s gel 3
fail 11 4 3 4 gl Jo jee| 4
pass 24 8 10 6 e tena| 5
pass L] 9 16 9 [ T 6
‘COUNTELANK(range)
Counts the number of empty cells in a specified range of cells.
4- The Function Arguments window will appear, specify arguments for use in
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW >ign 'I
Y s B show .
f:'“ z Define Name Trace Precedents | Show Formulas Calculate Now
- fr Use in Formula Trace Dependents Error Checking
Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  More Name . - - Watch | Calculation 2 Calculate Sheet
Function - Used Time - Reference~ Trig= Functions= Manager £5 Create from Selection Remove Arrows &) Bvaluate Formula  \yindow  Options
Function Library Defined Names Formula Auditing Calculation ~
COUNTBL... ~ X & [Jr | =COUNTBLANK() v
E T S R Q P (o] N M L K J 1 H G F E D < B A
1
's B
Function Arguments m gl 200 FCa| dall Cauai 13| pudl ol 2
COUNTBLANK fail 16 L] 8 4 oo et 1 3
L clclaw)
Range | [E] - cererence s (S 10 10 6 Cdeld 2 |4
pass 32 7 16 9 e e 3 5
S —— . fied el fail 1 a 3 a die Je | 4 |6
ounts the number of empty cells in a specified range of cells. = 24 3 10 6 Py 5 7
Range is the range from which you want to count the empty cells. pass 34 9 16 9 Gy il 6 8
9
Formula result = 1
Help on this fundion oK Cancel 1
lankg) | 1
1
1

6- The result appears in selected cell.

COUNTIF: counts the number of cells in a range based on given criteria.

To use COUNTIF function

1- Select the cell where you want to place the result of calculation.
2- Click on Formulas tab. In Function Library, click Insert Function.
3- In Insert Function window chose COUNTIF function then Ok.



> HEEOICE R B E S

$2oTrace Precedents B4 Show Formulas = ) Colcuiate Now

=§Trace Dependents 4 Error Checking = &7

JitoSum Recently Financial Logical Text Date& Lookup & Math&  More Name _ Watch  Caleulation
s o mer ftaencer Tg- Functoms~ Manager [ Crestefrom Selection [ Remove Ariows + (B)Evaluste Formuls | wyingows  ptions+ 8 0110te Sheet
Function Library Defined Names Formula Auditing Caleulation
- X v fil= ~
Insert Function m
s R J 1 H G F E D c B A
Search for a function:
countif Go gl =) 2| Ll Ca i 13| aud) )
fail 16.000 4.00 8.00 4.00 o 2! 1
Of select a category: | Recommended - il 14.000 5.00 5.00 3.00 PO 2
Select a function: pass 31.000 7.00 16.00 8.00 e o 3
pass 24.000 8.00 10.00 6.00 e vens 4
pass 34.000] 9.00]  16.00 9.00]  Chuyibias 5
AL s

ol Ll

COUNTIF(range.criteria)
Counts the number of cells within a range that meet the given condition.

Help on this function

4-The Function Arguments window will appear, in RANGE text box Select the

range of cells you wish to check. In the CRITERIA box, print criteria directly in the
box, then Ok.

Function Library Defined Names Formula Auditing Calculation ~
X « ftr =COUNTIF(F3:F7,=20) v
5 R Q P (o] N M L K J I H G F E D C B A
s y 1
Function Arguments @lg Al | 2| Al Cia 1 ] al 2
i {
COUNTIF fail 16.000| 4.00 8.00 4.00 _qh 2an 1 3
o v S EREE fail 14.000 5.00 6.00| 3.00| 4L Jolad) 2| 4
o pass 31.000 7.00]  16.00 8.00 o o 3| 5
@D = pass 24.000 8.00  10.00 6.00| P 4 6
= pass 34.000 9.00| 16.00| 9.00] g il 5/ 7
Counts the number of cells within a range that meet the given condition. 8
Criteria is the condition in the form of a number, expression, or text that defines q
which cells will be counted. [
1o
11
Formula result = 13
13
Help on this functi
elp on this function 144
13
15
17
15
ol

5-The result appear in selected cell.
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Filter the data:

It would be helpful to remove records that don’t meet certain criteria from the list
temporarily. You can do this with a filter. Filtering does not remove any of your
records permanently, just temporarily.
To Filter the data:

1- Select the cells which are to be filtered.

2- Click on the Data tab and then Sort &Filter group, select Filter button.

Y

Filter

3- Excel displays a drop-down arrow at the right side of each column
heading.

T s |

[ Connections H Clear ~ = 5 25 € IEH Show Detail
A 2 [E[4 B > =] E |z| =EE
[h‘@ ST - r"’ Propertics HE . Reapply E = ? T8 B = gy et
From From From Other  Bxsting  Refresh z| Sort | Filter Tetto Flash Remove  Data  Consolidate Whatf Relationships Group Ungroup Subtotal
Web Text Saurces+ Connec tions Al Edit Links To Advance d  Columns Fill Duplicates Validation = Analysis~ - -
Get External Data Connections Sort & Filter Data Tools Outline 1F) ~
= 5 =
T s R Q P o N M L K J 1 H G F E D C B A
1
RIS I R R R e feetl =l 2
fail 16.000 4.00| 8.00 4.00] (ol 2aal| 1| 3
fail 14,000 5.00] 6.00 3.00 4l Joolaud 2| 4
pass 31.000 7.00) 16.00 8.00] gac Sle 3| 5
pass 24.000 8.00) 10.00 6.00| el rama 4| 6
pass 34.000 9.00)  16.00 9.00] iy luas 5 7

4- From the drop-down list for a column, select the item by which you want to
filter the list

5- The new list will appear after select item filter.

HOME ~ INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VEW Sign in
[] Connec tions 4 H Y Y Clear Yy E a = E = S how Detail
gl b B £ £ X B B
Properties Yo Reapply o Hide Detail
om From From FromOther  Existing  Refresh o z| Sort | Filter Tetto Flash Remove  Data  Consolidste What-If Relstionships Group Ungroup Subtotal
cess Web Text Sourcesw  Connec tions  Allw Edit Links Vo Advance d  Columns Fill Duplicates Validation = Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline ~
2 v f\ =W
T s R Q P o N M L K J 1 H G F E D (4 B A
1
| daglr] -d]r] 2g[rldcalr]  1q]s] ] | ol 2
pass 31.000 7.00 16.00 8.00) ac o 3| 5
pass 24.000 8.00]  10.00 6.00] o dana 4 6
pass 34,000| 9.00 16.00 9.00]  huy alaas 5| 7

Note: to turn off Filter Choose Data — Sort&Filter — Filter again
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The Charts

Charts are graphical depictions of data in your worksheet. Excel can build a chart

automatically based on existing data, after which the chart can be moved, resized, and

deleted without affecting your worksheet data.

Creating Charts

1-Selected the range of data (the cells containing the data) to be charted.

2-Click on the Insert tab. In the Charts group, click the chart type, and then click a

chart subtype that you want to use.

I
B H S B Bookl - Bxcel ?E - X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign inf
= - . e THEES S m E ]: E i n D 4 - T Equation -
. . St Bing M = B =
E? Ll r@ FD ﬁ o e I? 2-D Column e N Y . Q' € Symbol
PivotTable Recommended Table  Pictures Online O‘MY'E\PPS o uPenp\aGraph Recornmended Line Colurn Win/  Slicer Timeline Hyperlink — Text Header
PivotTables Pictures &1+ ™ Charts Loss Box & Footer
Tables Ilustrations Add-ins Sparklines Filters Links Text Symbols ~
[ M Jr 3-D Column o v
< T 5 R Q P 0 N M L Jﬂm l@@ l@-@ H G F E D C B A
1
el ] 2] dl Can 14 ol ol 2
hﬂ[ﬁm fail 16 4 8 4 o 2l 1 3
fail 14 5 6 3 b dela) 24
[|||d1 More Column Charts... [ 31 7 16 8 ‘)"U'!c El i
pass 24 8| 10 6 e tams 4 6
pass 34| 9| 16 9] iy o 5 7
8
9
3-The chart will appear within the worksheet.
LF] Alignment [F] Mumber LF) Styles Cells Editing -~
v
P O N M L K J 1 H G F E D € B A
1
el e 20| dnl aoas 13 Pl P
fail 16 4 8| a e el 1 3
fail 14 5 6 3 AL diolad 2| 4
e pass a1 7 16 8 e o 3| 5
40 pass 24 B 10 6 e 2ana a4l 6
5 pass 34 El 16 Elr T 5 7
8
30 9
25 10}
30 11
13
15 13
10 14
5 15
16j
o
(ol aaat o Jpte o e e e [EUPE i
15

Note: If a value changes in the chart’s data source, that change is automatically

updated in the chatrt.



Chart Title
To add a chart title, do the following:

In the Chart Title text box that appears in the chart, type the text you want.

Apply a chart style:

1. Select the chart. The Chart Tools appear on the Ribbon.

2. Under Chart Tools on the Ribbon, click the Design tab.

3. Select the option to use from the Chart Styles gallery in the Chart
Styles group. The new style is applied. Click the arrow buttons to scroll

down and access additional layouts and styles

—
H - &- = Bookl - Excel CHART TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT

A =
Se= 6 (NRINIEYS I

Add Chart  Quick Change
Element = Layout = | Calars =

= [ = [ = [ — N ? -Ij][tl
| aaltl alil GRHE L R N

| . (8 | ! i S § E | !7 P | B l & [Z] | Switch Row/ Select Change Move

Column  Data | ChartType | Chart

Data Type Location

Chart Layouts

[ chart3 -l [ X v &

= T 5 R Q P o N M L K J 1 H G F E D

Al gl | AT T
fail 16 4

Chart Title ail 1a 5 &
7

8

9

40 pass 31 16

10|
16|

35 pass 24

30 pass 2,
25
20
15
10

5

o

ato 2end o e e

b Jiolacd [V
[ ]

Add Data Labels

1. Select the chart.

2. Under Chart Tools on the Ribbon, click the Design tab. In the Chart
Layouts group, select Add Chart Element.

3. In Add Chart Element select Data labels and then Choose the location of the

data label.
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HH ©- @ Bookl - Excel CHARTTOOLS
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW | DESIGN | FORMAT Sign inj
= a8 — e - —— —
=Y T bl o] E B m|®
gped == (1] ultl ol G 0L B
Quick | Change T I 7[7 1 | | il EEEERE EsBEN 0 ll!7 B I !7 e e I ,I,, |; Switch Row/ Select ~ Change | Move
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et ] x o N M L K J 1 H G F E D c B A
DRl G one — T T T T :
Ly BEmiEEt | | | | | | | e ) 20| G 10 3 o 2
i Error Bars 4 A coe ) (4 fail 16 4] B 4 o 2aal 1| 3
# Gridlines v Chart Title fail 14, 5 6 3] AL Jcbecd 2| a
£ e *| g e e ] pass 31 7 16| g ac o 3| 5
a0 Lines 3 34 il pass 24 8 10 ) o o] al 6
o 1 |  [pass 3 9 16 ) 5| 7
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|4 Trendi Ell] Inside B: e
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Add Axis Titles
1. Select the chart.

2. Under Chart Tools on the Ribbon, click the Design tab. In the Chart

Layouts group, select Add Chart Element.
3.In Add Chart Element select Axis Titles.

i H ©- @ = Booll - Excel CHART TOOLS T E - 8 %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN FORMAT Sign in
= *e _— e e e —

IRy = e e e == @ E N B
caid = 1 (T ™ il ‘il GHlE E-N-
Quick | Change E=: B 1 e N E T — E 2 : .' ik | JEE = = f TEEE | | Switch Row/ Select | Change = Move
Layout~  Colors~ Column  Data | Chart Type Chart

h:ll Axes 3 Chart Styles Data Type Location A

b AdsTitles

- hl[[ Primary Horizontal v

b Chart Title 3 =

& Data Label N O N M L K J I H G F E D C B

i el |]|[||] Primary Vertical 1

i DataTable 4 Aoyl | 2| ll i 1 pud af 2

iy Error Bars b More Axis Title Options... ) _E Fail 16 l 2 2 o 2l 1 3

B Grdines Chart Title fail 1 5 6 3 aldelad 2] 4

42 Legend v L [ #] [pass 31 7 16 g e o 3| 5
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L i i i i i i i - 17

4.To add a title to primary horizontal , click Primary Horizontal , and then type the

text that you want in formula bar, finally click Enter.



] Font ] Alignment ] MNumber ] Styles
Jx
R Q P o} ™ M L K J I H G
PR
) fail
Chart Title fail
40 pass
35 pass
30 pass
25
20
15
10
5
0

The names of students

5.To add a title to primary vertical , click Primary vertical , and then type the text

that you want in formula bar, finally click Enter.
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Copying or Moving Worksheets to Other Workbooks

1-Click on the worksheet to be moved or copied.
2-Right click on the sheet tab and select Move or Copy.
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3- A submenu will appear called Move or Copy (as in figure below). Click on the down

arrow to the right of the box under the heading To book: and choose the destination

workbook. To copy or move the sheet to a new, as yet unopened workbook, choose

(new book) from the list.
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4- If you want to copy rather than move the worksheet, i.e. the worksheet will also

remain in its original location, click in the tick box to the left of Create a Copy

5-Under the heading Before Sheet: select a sheet from the list of sheets. The copied

or moved worksheet will appear to the left of this sheet in the workbook.

6- Click on OK.



Insert a comment

To insert a comment by Review tab, Comments group,
New Comment

\GELAYOUT ~ FORMULAS ~ DATA  REVIEW

L/
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It appeared box to print the text and formatting the
text.

To delete the comment by Delete in Comments group,
Review tab.
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To show/hide the comment by click on Show/hide in
Comments group, Review tab.



Conditional Formatting

In Excel can to highlight the contents by conditional
formatting by:

Select the cells with number.

In Home tab, Conditional Formatting in Styles group,
Highlight Cells Rules and choose the rule.
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