MS-EXCEL
(1) Solve the following using function

1. Concatenate two texts

2. Length of the text

3. Trim the text

4. Text in upper case

PRACTICAL:


Go to start menu select MS – EXCEL...
CONCATENATE:
· This function joints several text strings into one text string.

· In order to concatenate two strings place the cursor at a particular menu go to insert menu --- function ----- select concatenate function and type the text you want to concatenate them.

= Concatenate (text 1 + text 2). 
LENGTH:
· This function returns number of characters in a text strings.

· In order to know the length of the string place the cursors at a particular cell go to insert menu and select function option.

· There select lengths function and click on ok.

· Then give address of the cell and click on ok.

TRIM:
· The function remove all the spaces from a text.  Except single spaces words.

· In order to trim the text, place the cursor at the particular cell.  Go to insert menu and select function option.
· There select trim function and give the address of the cell and click on ok.

 = Trim (Text)
TEXT IN UPPER CASE:
· This function converts string in upper case in to lower case.

· In order to change the text from upper case to lower case place the cursors at a particular cell go to insert menu and select function option.

· Select lower function and give the address of the cell and click on ok.

= upper (text)
2). Create work sheet with following columns:


Employee code, Name, Age, Department, Salary,


Enter the data into the work sheet and do the following with auto filter option.

(a) Find the employees whose age is greater than 25.

(b) Find the employees whose names start with the letter ‘s’

(c) Find the employees who are belonging to particular department.

(d) Find all the employees who are belonging to the comp. Department and salary is greater than 5000.

PRACTICAL:
· Go to start menu and select MS – EXCEl.

· Type employee details in A 1 cell.

· Type employee code, employee name, age, department, salary in the cells respectively.
· Type the field in corresponding cells.

· Select the whole text and go to filter option from that select Auto filter option.

· For employees whose is greater than 25 go to age column and select customize.

· In the dialog box select condition as greater than and age as 25 and click on ok.

· For employees whose names start with‘s’ go to name and select custom.

· In the dialog box select the condition as begin with and type‘s’ and click ok.

· For employee who belongs to particular department go to department and select custom.

· In the dialog box select the condition as contains, and type the name of the required department and click ok.

3. Prepare the following worksheet.

Student’s strength from year 1990 – 1995

Year

B.Sc.


B.Com

Bio – Tech


B.A

1990

1000


560

300



500

1991

1050


600

350



450

1992

2000


640

420



430

1993

2560


740

560



350

1994

3000


800

600



300
1995

3900


870

750



250

Prepare the following graphs:

1. Bar graph

2. Line graph

3. Pie chart

4. 3 d chart

PRACTICAL:
· Go to start and select MS – EXCEL.

· Type students strength from year 1990-1995., in A 1 cell.
· Type the year, B.Sc., B.Com., Bio-tech., B.A., in A3 to E3 respectively.
BAR GRAPH:
· Select the whole text, go to insert menu and select chart.

· In that select the graph as bar graph click on the next and next.
· Then give title to the x and y – axis and click on next.

· If you want to place the chart in same sheet click on finish.

· The chart will be inserted.

LINE GRAPH:

· Select the whole text, go to insert menu and select chart.
· In that select the graph as line graph and click on next button.

· Give the title and type the category x and y – axis.

· Give the data labels and click on next.

· Change the sheet number as 1 and click on finish.

PIE CHART:
· Select the whole text, go to insert menu and select chart.

· In that select graph as pie chart and click on next.

· Type the chart title and then click on next.

· Click on finish.

3D CHART:
· Select the data and go to insert menu and select chart.

· Select any type of chart, suppose bar chart in the sub type you select the 3d chart and click on next and next.

· Give the title name, category for x and y – axis and click on next.

· Change the sheet number as 4 and click on finish.

4. Type the entries as shown below





Regional sales projection

State

Qtr 1

Qtr2 Qtr3
Qtr4

Total 
Rate
Amount

Delhi

2020.00
2400.00
2100.00
3000.00
13.00
Punjab

1100.00
1300.00
1500.00
2200.00
15.00
Up

3100.00
2200.00
11.00.00
3000.00
7.00

Haryana
2220.00
1200.00
2500.00
1400.00
25.00

Rajastan
3020.00
3200.00
3100.00
2800.00
11.00

AP

1020.00
2200.00
2200.00
2700.00
15.00

MP

2120.00
2000.00
2800.00
2200.00
20.00

Total
Average

Apply formatting as shown

1. Calculate state totals and quarter totals and averages.
2. Title in Times new Roman, font size 10.

3. Remaining text in Arial font, fonsize 10.

4. State names and quarters heads in bold and italic and with gray fill color.

5. All numbers with two decimal places;

6. Qrts heads in center align.

7. Apply border as shown.

8. Calculate amount = rate*total.

9. Change Delhi quarter to 3000 and observe change in dependent formulas.

PRACTICAL:
· Go to start menu and select MS – EXCEl.

· Type regional sales productions in first row select the text, go to font and change to times new roman, go to font size and change to 10.

· Select the remaining text and again go to font and select Arial, go to font size and select 10.

· Select state, qtr1, qtr2, qtr3, qtr4, and click on bold and italic option on formatting tool bar.

· Go to format menu and select cells there select font tab and select gray color.

· Select numbers tab, in that select number and decimal places and click on ok.

· Select qtr heads 1,2,3,4 and click on alignment.

· Select the whole text and go to format menu select cells and border tab and select the required border format.

· To calculate average, place the cursor at B14 and type e = B13/7 and drag the formula to the corresponding cells.
· To calculate amount, place the cursor at H6 and type the formula as F6* G6 and drag the formula to corresponding cells.

· Change Delhi qtr to 3000, we can observe changes in dependent formulas.

5. Create the work sheet with the following columns:

Project number, project name, developed organization, software used, Cost.  Enter the data into the worksheet, and sort on the basis of 

a. Cost

b. Software used, cost

c. Developed organization, software used, cost.

PRACTICAL:
· Go to start button and select MS – EXCEL.,

· Type software development organization in cell A1.

· Type project name, project number, developed organization, software, cost in cells respectively.

· Type the values in the corresponding columns.

· To sort the data according to ascending or descending click ok.

· Sort the data according to software used, cost select the data go to data menu and select sort.

· In that select software used in sort by box and select cost in then by either ascending or descending and click on ok.

· To sort the data according to developed organization, software used, cost, select the data and go to data menu and select the sort. 

*********
