10-IT-PART-B-Subject Specific Skills

Part-B-Unit-1-Digital Documentation (Advanced)-(8m)-mb

We have study in this unit:

Chapter [1] : Applying Styles in a Document
Chapter [2] : Adding Graphics in a Document
Chapter [3] : Working with Templates
Chapter [4] : Using a Table of Content ( TOC)
Chapter [5] : Using Mail Merge

Part-B-Unit-1-Digital Documentation (Advanced)-(

Chapter [1] : Applying Styles in a Document
Q[ ] Styles

Ans : (i) A style is a Predefined Combination of various formatting features, like Font style, Colour,

and size; that is applied to the selected text in a document to quickly change its
appearance.
(i) When you apply a style, you can apply a group of formatting effects together in one simple
step that makes the text effective and readable.

Q] ] Style Categories:

Ans : There are five categories of Style available in Word
[1] Paragraph : This style is used to control all the aspects of a paragraph’s appearance, such as
Text alignment, Tab stops, Line spacing, and so on.
[2] Character : The character style affects the character only, for example, it enables you to set
the
font and size of text, or bold and italic formats.

[3] Linked ( Paragraph and Character ): This style can be applied to both the Paragraph &

Characters
[4] Table : The Table style is applied to change the appearance of tables, such as apply shading to
the cells and format the border of the table.

[5] List : The list is used to select, format, and insert numbers or bullets in lists.
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Applying Styles:

Word provides various predefined styles to apply on the text in a document.
There are two methods to apply styles on the selected text.

[1] Style Groups or Style gallery

[2] Style Pane

[1] Applying styles from Style Groups :

You can apply built in Styles group of the Home Tab.
(i) Open a blank document in Word and type the text you want.
(ii) Select the text on which you want to apply a style.
(iii) Move mouse pointer over the predefined styles in the Styles group of the Home Tab,
to preview the effect of each style on the selected text.

(iv) Click on a required Style, to apply it to the selected text.
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While working in mirosoft Word, you may want 10 heep the
headings In & document in centre, uppercase, bolds and slightly
larger font size than the regular text.

For this, each time you need to apply formatting to the heading
and have 10 go through the entire process to get the text the way
You want it

However, il you define the formatting commands in 2 style, you
can apply It any time, when required,
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[2] Applying styles from Styles Pane :

Itis a floating and dockable Pane
(i) Click on the Dialog box Launcher of the Style group of the Home Tab.
(by me- ie Select Home tab, then Style Group, Dialog box Launcher )
(i) Then Style Pane opens with variety of styled listed in it.
(iii) Then select the text in the document on which you want to apply the style.
(iv) Then select or click on any style from the Style Pane.

(v) Then selected style will be applied to the text.
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Creating a New Styles:
1. Click on the dialog box launcher in the styles group. The styles pane opens.

2. Click on the New Style button located at the bottom of the style pane.
3. The Create New Style from Formatting dialog box opens.

4. Set the properties of the style, such as Name, Style type, and others in the
Properties section.

5. You can select the formatting options, such as Font Style, Style Colour,
Alignment, etc., from the Formatting section.

6. Observe that the Add to Quick Style list checkbox is selected, by default. This
means that the style that you have created will be added to the styles gallery.

7. Click OK button.
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Modifyin le:
e You can make the changes in the style that you have created. To do this,
follow the given steps:

1. Right-click on the style that have created from the Styles gallery. A shortcut
menu appears.

2. Select the Modify option. The Modify Style dialog box appears.

3. Make the required changes in the style such as Name, Type, Font, Size, Colour,
Alignment, etc., and click on Ok.

4. Select any of the two options given at the bottom of the Modify Style dialog
box.

5. Click on OK.The required changes will be applied in the style.
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in le:
e To update a style from selection, follow the given steps:
1. Open the document and select an existing paragraph.

2. Format the paragraph as per your choice. For example, change font properties,
alignment, and so on. Make sure that all the properties in a paragraph are uniform.

That means you cannot keep different font size in a paragraph.
3. Now, in the Styles pane, right-click on the style that you want to update.

4. Click on the update “Style Name” to match selection option from the shortcut Menu
here, “Style Name” is the name of the style that you want to update.

5. You can observe that the selected style will be updated with the new fé‘rmattlng

effects.
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Importing a Style From Another Document :

It means, you have created a style in one document & want to apply it to another document.
This process includes 3 steps.
[1] Creating New Styles in document with base formatting.
[2] Importing Styles to another document
[3] Applying the Styles
Let us understand these steps with the help of an example.
Step 2 : Importing Styles from another document
(i)Now, open the document where you want to apply these styles, for example
“Chapterl.docx”
(ii) Click on the dialog box Launcher in the Styles group of the Home tab.
(iii) The Styles pane opens. Click on the Manage Styles button from the bottom of the pane
(iv) The Manage Styles dialog box displays.
(v) Click on the Import/Export button given at the bottom of the Manage Styles dialog box
(vi) The Organizer dialog box displays.
(vii) Click on the Close File button on the right side of the dialog box.
As soon as you click this button, the button changes to Open File button.
Click on Open File button.
(viii) In Open dialog box, click on the down arrow of the All Word Templates box.
Select All Word Documents from the list.
(ix) Locate the file from where you want to import new style for example, “magnet.docx”.
(x) The styles of the file including the new styles that you have created will open on the

right side of the Organiser dialog box.
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Step 3 : Applying Styles

(i) Click on Newstyle by holding the Ctrl key.
(ii) Click on the Copy button and observe the styles being copied / imported to the “ Chapter.docx
(iii) Close the Organizer dialog box.

(iv) Now, you can apply the newly imported styles in your document.
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Chapter 1

Applying Styles
Introducion

While working in Microsoft Word, you may want to keep the
headings in a document in centre, uppercase, bolds and
slightly larger font size than the regular text.

For this, each time you need to apply formatting to the
heading and have to go through the entire process to get the
text the way you want it.

However, if you define the formatting commands in a style,
you can apply it any time, when required.
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Introducion

While working in Microsoft Word, you may want to keep the
headings in a document in centre, uppercase, bolds and
slightly larger font size than the regular text.
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text the way you want it.

However, if you define the formatting commands in a style,
you can apply it any time, when required.
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Changing Syles:

The styles you apply in document can be changed by using the Change Styles button
on the Syles group of the Home tab. It has four options as listed below:
[1] Style Set :
Style set is a combination of Title, Heading & Paragraph styles. It helps you format all the

elements of the document in one step only, rather than formatting them separately.

Chapter 1

wors 24
Word 2007

Applylng Styles Beset to Quick Styles from Template .

Introducion e
While working in Microsoft Word, you may want to keep

the headings in a document in centre, uppercase, bolds and

slightly larger font size than the regular text.

For this, each time you need to apply formatting to the
heading and have to go through the entire process to get the
text the way you want it.

However, if you define the formatting commands in a
style, you can apply it any time, when required.

[2] Colors :
You can select a set of built-in colours themes for your document from the Colors list.
You can also create your own colours theme by selecting the Create New Theme Colors

option given at the bottom of the Colors drop-down list.
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While working in Microsoft Word, you may want to keep the
headings in a document in centre, uppercase, bolds and
slightly larger font size than the regular text.

For this, each time you need to apply formatting to the
heading and have to go through the entire process to get the
text the way you want it.

PRI Tafii]

i
]
!
i

However, if you define the formatting commands in a style,
you can apply it any time, when required.
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[3] Fonts :
Fonts list displays the built-in theme fonts that you can apply in the document.
You can create a new theme font by clicking on the Create New Theme Fonts option at
the bottom of the Fonts drop-down list.

[4] Paragraph Spacing :

You can set the paragraph spacing of the whole document by selecting any option
displayed in the Paragraph Spacing list.
You can also set the paragraph spacing, according to your own requirement, by using

the option Custom Paragraph Spacing in the Paragraph Spacing drop-down list.
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Assessment :
[A] Select the correct option

(1) Itis a predefined combination of various formatting features.

a. Paragraph b. Style c. Font

Ans : b. Style

(2) The Styles group is available under the.............cccuvve. Tab.
a. Insert b. Page Layout c. Home

Ans: c. Home

(3) The.ooeeervinee, styles are used to control all the aspects of paragraph’s appearance.
a. Character b. Paragraph c. Frame

Ans : b. Paragraph

(4) What operation do you perform in the current document to change a style ?
a. Change Style b. Load Style c. Modify Style

Ans : c. Modify Style

[B] True or False

(i) The styles pane opens on the left of the window, by default. - True

(ii) The Styles pane is a floating or dockable pane. - True

(iii) Page Styles include page size, margins, headers & footers, borders, and backgrounds - True

(iv) You can not modify the predefined styles in word. - False

(v) Style set is a combination of title, heading and paragraph styles. - True

[C] Answer the following questions.

Q(1) What are Styles ?
Ans: A Styleis a predefined combination of various formatting features, like Font style, Colour &
size, that is applied to the selected text in a document to quickly change its appearance.
Q(2) What is the difference between Paragraph and Character styles ?
Ans: (i) In Design, a Paragraph style is a collection of both Character and Paragraph
formatting attributes that may applied to one or more paragraphs.
(ii) A Character Style is a collection of Character formatting attributes that may be
applied to one or more characters or words within a paragraph.
(iii) A Paragraph Style may therefore contain one or more character styles.

(iv) A Character Style should never be used for a full paragraph or multiple paragraphs.
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Q(3) How can you apply a Style to the selected text ?
Ans: (i) Select the text you want to format, or place your cursor at the beginning of the line.
(i) In the Styles group on the Home tab, click the more drop-down arrow.
(iii) Select the desired style from the drop-down menu.
(iv) The text will appear in the selected style.
Q[4] How do you create a custom style?
Ans: (i) Right-click the text (style name- by me) on which you want to base a new style.
(ii) A mini toolbar appears, Click Style, and then click Create a Style.
(iii) In the Create New Style from Formatting dialog box, gives your style a name
and Click OK

(iv) Your new style will now appear in the Styles Gallary.

---------------------------------------------------------------------------------------------------------------------------------------------------------------
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Part-B-Unit-1-Digital Documentation (Advanced)

Chapter — 02 : Adding Graphics in a Document

2.1 Introduction:

* When you create a text document using Word, you may
need to include some graphics, such as images, shapes
and other drawing objects.

* Graphics are added in the text documents to support the

description provided in the text, images and pictures

5 1w

provide an immediate visual impact to the content, catch attention of the readers & stimulate

better understanding of the content.

*In Words, there are several ways to insert images in a Word document.

[1] Inserting an image From a File

[2] Inserting a Scanned Image

[3] Inserting an image From Clip Art

[4] Inserting an image Using Drag & Drop method

[5] Inserting an image From the Clipboard

* Modify Images:

Sometimes, you need to modify the inserted images in a document. For example, you

want to adjust the size of the image, remove unwanted area from the image, rotate an image, add

artistic effects, and so on.

You can modify the images using options available in the Format tab that appears

under the Picture Tools contextual menu.

*Drawing Objects In a Document:

In MS Word, Shaper is a drawing feature that helps you to

draw different objects like banners, callouts, connectors, etc. with

the help of these shapes, you can draw attention and

provide impact to your message. INSERT - SHAPES
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* Positioning Images in the Text:

You need to set the position of an image with respect to the Text & other images while

insertion it in a text document. The placement of Graphics is an important aspect in a word

document.

There are various methods to position an image in a document:
(1) Wrapping Text
(2) Arranging Images

(3) Aligning Images o =

(1) Wrapping Text:

Wrapping text means, surrounding an image or drawing object within the text. The Wrap
text options is used for this purpose, i.e. to wrap text around an image.

It is available in Arrange Group of Format tab. Various options are available in the Wrap
text drop-down menu. Some of them are listed as follows:

(i) In line with Text : This is the default option. This option places the image within the same line

as that of the text.
(ii) Square: This option wraps the text around the square border of the image.
(i) Tight: This option is used with irregular or round shapes to wrap the text around it.
(iv) Through: This option is similar to the Tight option as it also places the text around the image
only.

(v) Top and Bottom: By selecting this option, the text will be placed on the top & bottom of image

(vi) Behind Text: The image is displayed behind the text ( like a watermark ) with this option.

(vii) In front of Text: This option displays the image over the tex.

(2) Arranging Images:

While working with the multiple drawing objects, it may happen that one shape overlaps
the other. MS Word provides two options- Bring Forward & Send Backword that enables you to
change the order of the objects in your document.

These options are available in the Arrange Group of the Format Tab.

Bring Forward: This option brings a particular drawing object on the top of the other object.

Send backword: This option sends the selected object behind the other object.
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(3) Aligning Images:

You can align drawing images and objects Horizontally and Vertically in a document.
To set the alignment, Select the image, Click on the drop-down arrow of the Align button Align in
the Arrange Group of the Format Tab and select any one of the following options:
(i) Align Left: It horizontally aligns the left edges of the selected objects. If only a single object is
is aligned to the left of the page.

(ii) Align Center: It horizontally centres the selected objects. If only one object is selected, the

centre of the object is aligned to the centre of the page.
(i) Align Right: It horizontally align the right edges of the selected objects. If only a single object
is selected the object is aligned to the right side of the page.
(iv) Align Top: It vertically aligns the top edges of the selected objects. If only one object is
selected, then the top edge of the object is aligned to the upper page margin.

(v) Align middle: It vertically centres the selected objects. If only one object is selected, then the

centre of the object is aligned to the vertical centre of the page.

(vi) Align Bottom: It vertically aligns the bottom edges of the selected object. If only one object is

selected, then the bottom edge of the object is aligned to the lower page margin
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2.2 Inserting Images

[1] Inserting as Image From a File:

(i) Click on the Insert tab and select the Picture button in the lllustrations group.
(ii) The Insert Picture dialog box appears.

(iii) Browse for the picture you wish to insert

(iv) Choose the desired file and click on the Insert button.

[2] Inserting Images from Clip Art:

(i) Click on the Insert tab, in the lllustration group, click on the Clip Art option.

(i) The Clip Art gallery appears in the task pane on the right.

(iii) Enter the keyword in the Search for, type the file name of the Clip Art.

(iv) Click on Go button. In the displayed list of results, select the desired clip art
to insert it in the document.

Or
Click on the drop-down arrow next to an image in the task pane and select,

Insert, Copy or any other options from the list.
Note:

* Wecaninsert a clip just by left click on the required clip.

* Orright click on clip and then select insert.
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[3] Inserting Images From a Scanner:

(i) Select Start > Microsoft office > Microsoft Clip Organizer
The Favorites — Microsoft Clip Organizer window appears.
(i) Click on the File tab. Then, select Add Clips to Organizer > From Scanner of Camera.
(iii) Select the scanner device and resolution quality and then click on the Insert tab.
(iv) Wait until the scanning is done and then click on the folder with your scanner name
under My Collections section. You can see the scanned image in it.
Close Microsoft Clip Organizer.
(v) Now, open the Word document. In the Clip Art pane, click on the Go button.

The scanned image appears. Click on the image to insert it into your document.
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[4] Inserting an Image using Drag an Drop Method:

Drag and Drop means selecting an image from a particular location an dragging and
dropping it in the document where required. The steps are as follows,
(i) Open a word document and move the cursor to the location where you want to insert the image
(ii) Now, locate the image on your computer, which you want to insert.

(iii) Select the image and drag it in your document. The image will be inserted in the document.

[5] Inserting an image from the Clipboard:

(i) Open the document in which image already exists.
(i) Click on the image and press Ctrl+C to copy it. The image gets copied to the clipboard.
(iii) Now, open the other document and place the cursor where you want to paste the image.

(iv) Press Ctrl+V. The copied image is pasted in the document.

2.3 Modifying Images:

* Sometimes, we need to modify the inserted images in a document. For example, you may want
to adjust the size of the image, remove unwanted area from the image, rotate an image, add
artistic effects, and so on......

* We can modify the images using options available in the Format tab, that appears under the
Picture Tools contextual menu.

[1] Resizing an Image:

To resize animage, follow the given steps:
(i) Select the image that you want to resize. You will notice four corner handles & four side handles
(i) Drag any Side handle in or out to shrink or stretch it in a direction.
OR Drag any Corner handle in or out to make it smaller or bigger resp. Corner handles enable

you to increase and decrease the size diagonally.

[2] Cropping an image:

Cropping means removing the unwanted area from an image. Steps are as follows,
(i) Select the image that you want to crop.
(ii) Click on the Crop button in the Size group of the Format tab.
(iii) Eight Crop handles will appear. Drag a Side crop or Corner crop handle to the image.
(iv) We can drag as much as you like. The Corner crop handles will crop the image diagonally.

whereas using a Side crop handle, we can crop an image in horizontal or vertical direction.
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[3] Rotating an Image:

To rotate an image or a shape, follow the given steps,
(i) Select the image that you want to rotate.
(ii) Click on the Rotate option in the Arrange group of the Format tab.
(iii)A rotation handle appears. Bring the pointer on the rotation handle and drag it clockwise or

anticlockwise to rotate the image or shape.
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[4] Using Picture Color tab:

Using the options given under this tab, you can adjust the colour of the picture by adjusting
the various settings, such as colour saturation percentage, colour tone percentage and recolour
options like Grayscale, Black & white, Tan, etc.

[5] Using Artistic Effects Tab:

You can easily apply some professional looking effects, such as Marker, Pencil Grayscale,
Pencil Sketch, etc to the pictures by using the options given under the Artistic Effects tab.

Note that you can apply only one effect to the picture at a time.

oy W9 o) e o =] - 0 X
‘) B e e L
L (o

e EEE R R EEEEEY
) - - =
"-\

e

Page 22 of



2.4 Drawing Object in a Document - Practical

(i) Click on the Shapes button in the illustrations group of the Insert tab.

(ii) A drop-down menu displays various options such as Lines, Basic Shapes, Block Arrows,
Equation Shapes, Flowchart, Stars & Banners, Callouts, etc

(iii) Move mouse pointer on Basic Shapes and click on any shape for example click on Smiley Face.

(iv) The mouse pointer changes to a cross hair symbol ‘4’ dragit on a working area to draw a shape

(v) The Format tab automatically appears on the Ribbon when you draw the shape.

(vi) Select any shape style from the displayed list in the Shape Styles group.

(vii) Click on the More drop-down menu to select and change the overall visual style of the shape.

0«
W o B
'C) \‘11000 Qos

0 e mrny o

ERTD vy "ron et - Mo -y
3}_ Wt Bt M Mg e e fona

\ - - 2

\ Y ilana

;‘;‘:,‘(() Bute l.-..ll f:: M;J.._*;*

R 5 e e 12 e

Page 23 of



* Changing the Properties of Drawing Objects:

[1] Changing Colour of a Drawing Object:

(i) Select the drawing object that you want to modify.

(ii) Click on the Shape Fill drop-down button in the Shape Styles group of the Format tab.
(iii) Select the required colour and the colour of the shape will be changed immediately.

(iv) You can also fill the object with a Picture, Texture or Gradient.

(v) Again, click on the Shape Fill drop-down button, Select any option from Picture, Texture or

Gradient and make the required changes.
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[2] Changing Outline of a Drawing Object:

(i) Select the shape that you want to modify

(ii) Click on the Shape Outline drop-down button in the Shape Styles group under the Format tab

(iii) Select any colour for the outline from the colour palette.

(iv) You can modify the width of the outline of the shape by selecting the Weight option from the
Shape Outline drop-down arrow.

(v) Select the required style.
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[3] Grouping Drawing Objects:

It is often convenient to group shapes together so that they can be treated as a single object.
(i) Draw any three basic shapes in a document.
(i) Click on the Home tab. In the Editing group, click on the Select drop-down button &
choose the Select Objects option from the drop-down list.
(iii) Then, hold down the left mouse button to draw a box over the shapes. All the shapes in this
box will be selected. or Press & hold Shift or Ctrl key while you select the objects.
(iv)Now, right-click on the selected shapes that you want to group. A shortcut menu appears that
have Group & Ungroup options. Select Group optios.
OR
Click on the Format tab and select the Group option from the Arrange group.
Further select the Group option from the drop-down list.

(v) You will now see that all the objects are grouped together.

Assessment:

Q[A] Select the correct option.

(1) You caninsert a picture in a document fromthe...............ccu... group of the insert tab.
a. Arrange b. Symbols c. lllustrations

Ans: c. lllustrations

(2) ccooeeveeveeeneeeeis @ collection of pictures or images that are available in Microsoft office gallery.
a. WordArt b. ClipArt c. Picture

Ans: b. ClipArt

(3) You can fill colour in a shape by using the.................. in the shape styles group of the format tab
a. Fill Shape b. Shape Fill c. Fill Color

Ans: b. Shape Fill

U Handles are used to resize an image diagonally.
a. Corner Handles b. Side Handles c.botha &b

Ans: a. Corner Handles

(5) By usingthe .......cccceeevvvieeeennnne. dialog box, you can make changes in the picture properties.
a. Format Picture b. Properties c.Image Properties

Ans: a. Format Picture
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Q[B] True or False
(1) You can draw a shape on the document by selecting any shape from the insert tab. - True
(2) The ‘Drawing Object Properties’ tab opens when you select an object. - True
(3) Drawing objects can be grouped together so that they can be treated as a single object - True
(4) Picture alignment options are available in the insert tab - False
(5) You can bring any image in front of all the images by using the ‘Bring Forward’ option. —True
Q[C] Answer the following questions.
Q[1] List the different ways of inserting images in a document
Ans: [i] Inserting an image From a File

[ii] Inserting a Scanned Image

[iii] Inserting an image From Clip Art

[iv] Inserting an image using Drag & Drop method

[v] Inserting an image From the Clipboard
Q[2] Why do you group images ?
Ans: By grouping Images, Shapes and other objects together, you can easily move or resize them.

You can also copy and paste them all together, therefore saving you a lot of time and energy.

Q[3] How can you wrap an image with text >

Ans: To wrap text around an image:

(i) Select the image you want to wrap text around. Fovred-
The Format tab will appear on the right side of the Ribbon. +
}\\»Y“‘a“ W
(i) On the Format tab, click the Wrap Text command in the Arrange group. 4
Then select the required text wrapping option. W1
(iii) The text will wrap around the image.
Q[4] What is Clip Art? ) "f"’“r
Ans: Clip Art ( also write as clipart, clip-art), is a types of graphic art and are I o e
pre-made images used to illustrate any medium..... It is generally composed el and
exclusively of illustrations group into insert tab. U*p ‘
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Part-B-Unit-1-Digital Documentation (Advanced)

Chapter-03: Working With Templates

3.1- Introduction:

* A Template is a predefined layout that contains sample content, themes, colours,
font styles, background styles, etc. And gives an initial foundation to create a document.
* By using a template, you can quickly create a new document. For example, if you want to create a

business letter, you can use a letter template and modify only the required sections.

Creating a Template:

[1] Using a Blank Template

[2] Using an Existing Template

Attaching a template to a document.
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3.2- Using Built-in Templates: (practical)

To use built-in template, follow these steps:
(1) Click on the New option of the File tab. A gallery of templates will be displayed.
(2) Click on the Templates option under the Available templates.
(i) Select the required template. We will find the preview of the selected template in the
preview pane present on the extreme right of the window.
(ii) Select the Template radio button inthe Preview pane and click on the Create button.
(3) We can also choose from a wide range of many other templates present under the
Microsoft Office Online Templates.
(i) To choose a template from office.com Templates section, click on the template category,
say ‘Event’ to open a gallery of templates.
(i) Select the required category from the gallery, say ‘Holiday Party Invitation’
and click on the Download button in the preview pane.

(iii) Now, you can use the downloaded template to create your document.
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3.3- Creating Template:

A template can be created in word by saving a document as a .dotx or .dot file.
There are two ways of crating a templates
[1] Using a blank template [2] Using an existing template

[1] Using a blank template:

To create with a blank template, follow these steps
(i) Click on the new option in the File tab.
(ii) By default, the blank document option is selected.
(iii) Click on the Create button present on the extreme right task pane.
(iv) A new document will open. Make the desired changes in the page layout, Like Margin settings,

Orientation, Styles, etc.
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[2] Using an existing Template:

To create a template using an existing template, follow these steps:
(i) Click on the New optionin the File tab. A gallery of templates will be displayed.
(i) Click on the New from existing option present under the Available Templates section.
(iii) The New from Existing Document dialog box will open.
(iv) Locate an select the template or document that you want as a base for your new template.
(v) Click on the Create New button.
(vi) Anew document will be displayed containing the settings of the chosen base template.
(vii) Make necessary changes ( if required ) and then click on the Save As option in the File tab.
(viii) Specify the name for the template in the File name text box & select Word Template in the
Save as type list box.

(ix) Click on the Save button.
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3.4- Attaching a Template to a Document:

(i) Suppose, you have created a document in Word based on a particular template.

(ii) Later on, if you want to change the attached template, you can do so by using the Add-Ins
available for Word.

(iii) Add-Ins are the additional programs that are used to extend the capabilities of MS Word
by adding custom commands and specialised features.

To use the Add-Ins, follow the given steps:

[i] Click on the File tab > Options command.
[ii] The Word Options window opens.
[iii] Click on the Add-Ins option in the Left pane.
[iv] The Add-Ins pane opens on the right.
[v] Click on the drop-down arrow of the Mange option at the bottom & select Template option
[vi] Click on Go. The Templates and Add-Ins dialog box opens.
[vii] The template associated with the current document is displayed in the textbox under
the Document Template section.
[viii] Click on the drop-down arrow of the Manage option at the bottom & select Template option
[ix] Click on Go. The Template and Add-Ins dialog box opens.
[x] The template associated with the current document is displayed in the textbox under the
Document template section.
[xi] To change it, Click on the attach button.
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[xi] The attach template window appears

[xii] Locate the desired template file and click on the open button

[xiii] The path to the selected template will be reflected in the textbox under the document
template section.

[xiv] Make sure to select the automatically update document style checkbox. Click on OK

[xv] A new template will be attached to your document.
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3.5- Assessment:

Q[A] Select the Correct option.

[1] By default, the .......ccoveeevvennnnens option is selected when you click on the file > new option.
a. Blank document b. Document 1 c. New document

Ans: a. Blank document

[2] A file saved with the extension .dotx/ .dot iscalled @ .....ccoeevevevreirncnens
a. Style b. Template c. Theme

Ans: b. Template

[3] Which option do you select in the ‘Save as type’ box to save a document as template?
a. Template b. Word template c. text document template

Ans: b. Word template

[4] Which option helps in creating a template based on the existing template?

a. Template from existing b. New template from existing c. New from existing
Ans: c. New from existing

QJB] Fill in the blanks:

[IJ A, give an initial foundation to build a document.

[2] i is the default template for a Word document.

[3] Clicking onthe ........cccovviiiiiiiieennee, option displays the recently used templates.

[4] A template can be created in word by saving a document with ...............or ... extension

{ Hints : Normal dotm, Template, .dot, .dotx, Recent templates}

Ans : [1] Template [2] Normal dotm [3] Recent templates [4] .dot, .dotx
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QJC] Answer the following questions.

Q[1] What are templates?
Ans: A template is a form, mold or pattern used as a guide to making something.

E(&_? }“(c./’7 e jj

Q[2] How can you create a document using a predefined —
template? \
exdhe

Ans: (i) Click on the File tab, then click on New. = g ‘I:.\
‘(«&E

(ii) Under Available templates, click New from existing.

(iii) Click a template or a document that is similar to the one that you want to create
and then click Create New
Q[3] What are Add-Ins ?
Ans: An add-in is a software program that expands the capabilities of bigger programs.
Itis a term commonly used by Microsoft and other platforms which have additional

functions that can be added to primary programs.
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Part-B-Unit-1-Digital Documentation (Advanced)

Chapter-04: Using Table of Content

4.1 Introduction :

[i] You must have seen the Table of Contents page in your book that you refer to go to a particular
chapter.
[ii] The Table Of Content ( TOC ) consists of headings and subheadings of a book or document.
[iii] Itis a necessary index, generally available in long documents, books, drafts, etc.
[iv]It includes titles or first-level headings, such as chapter names, and sometimes it even includes
second-level headings and occasionally third-level headings.
[v] A table of content act as a Map for the users.
[vi] It allows them to find the information in the document using the chapter names & page
numbers.
[vii] A good table of contents has the following characteristics:
1. It should be easy to read and simple to use.
2. It should be organized and formatted properly.

3. It must be accurate and easily accessible.

4. It should be given after the title & copyright page.
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Creating Table Of Contents:

[1] To create a table of contents, you must use appropriate styles for the Heading in your
document.
[2] For example, Heading 1 style for the first level headings, Heading 2 style for the second level
heading and so on.
[3] You can also define the hierarchy of headings in a document if it contains multi-level headings
[4] For example, you can categorise headings in different headings levels, suchas 1, 1.1, 1.2, 2,
2.1, andsoon..
[5]When chapters or sections will be added or deleted, the numbering of headings levels will
automatically change.
[6] Word provides there method to create a table of contents in a document.
(i) Using Inbuilt types
(ii) Using the Manual Table option
(iii) Using the Insert Table of Content option

[1] Using Inbuilt type:

(i) Word lets you build an automated table of contents using the Table of Content option.
(ii) It generates all the entries automatically as hyperlinks in the TOC. You can visit the heading
by pressing the Ctrl key and clicking on the hyperlink.

[2] Using Manual Table Option:

Another option in the Table of Contents submenu is Manual Table. This option allows us
manually enter the headings and subheadings in the table of contents.

* Click on the References tab and select the Table of Content option.

* A submenu appears, click on the Manual Table option.
A table of contents is inserted where you can manually enter the topics, sub topics, page numbers,
etc. This is usually not a recommend method to insert a table of content, as the chances of errors

while typing are higher.
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Using Insert Table of Contents Option:

In case you want to make modifications in the default style of the table of contents, you
can use the Insert Table Of Content option from the sub-menu of the Table of Content menu.

* Click on ReferenceS tab and select the Table of Content option.

* A submenu appears, Click on the Insert Table of Content option.

* The Table of Content dialog box appears.

Customising The Table of Contents:

In word, you can easily customise the table of contents as per your requirement using the

Table of Contents dialog box. To customise the TOC, follow these steps:
*Select the existing table of contents by clicking on the icon on
the top-left corner.
*Now, click on the References tab. Click on the Table of

Contents drop-down arrow. Select the Insert Table of

Contents option from the sub-menu.

(It will replace the existing table of contents with new formatting.)

Maintaining A Table of Contents:

Whenever you make changes to the text of a heading in the body of document or the page
on which the heading appears, those changes will appear in the table of contents automatically
whenever it is updated.

You can perform some basic operation as listed below:

* Updating a table of contents when changes are made to the document.

* Deleting a table of contents.
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4.3 Creating Table of Contents — (practical)

Using a Table of Contents
Creating Table of Contents:
e Word provides three methods to create a table of
contents in a document:

* Using inbuilt types

* Using the Manual Table option

* Using the Insert Table of Contents option

e Let us learn how to create a table of contents in MS Word., e

To create table of contents, follow these steps:

(i) Make sure that the headings are styled consistently. For example, use the Heading 1 style

for the chapter names, Heading 2 style for the topics, Heading 3 style for sub-topics, and so on

(ii) In the document, position the cursor where you want to insert the TOC. Usually, a table of

contents is inserted after the title page in a document.

(iii) Click on the References tab and select the Table of Contents option.

(iv) A submenu appears. Word gallery has two inbuilt types of table of contents,

Automatic Table 1 and Automatic Table 2 Select any one of them.

(v) A table of contents will appear in the document.

* Let us we have a word file and in that,

first page is Certificate, second page is keep blank for Table of Content & page number 3,4, 5

contains Chapter 1, Chapter 2 & Chapter 3 respectively.

Chapter1

ARTIFICIALINTELLIGENCE

Introduction

As Al educational solutions continue to mature, the hope is that Al can
help fill needs gaps in learning and teaching and allow schools and
teachers to do more than ever before.

Al can drive efficiency, per lization and str line admin tasks to
allow teachers the time and freedom to provide understanding and
adaptability—uniquely human capabilities where machines would
struggle.

By leveraging the best attributes of machines and teachers, the vision
for Al in education isone where they work together for the best
outcome for students.

Since the students of today will need to work in a future where Al is
the reality, it’simportant that our educational institutions expose
studentsto and use the technology

4.3 Creating Table of Contents - Practical X
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[2] Using Manual Table Option:

Another option in the Table of Contents submenu is Manual Table. This option is allows
you manually enter the headings and subheadings in the table of contents.
(i) Click on the References tab and select the Table of Contents option.

(ii) A submenu appears. Click on the Manual Table option.

A table of contents is inserted where you can manually enter the topics, sub-topics,

page numbers, etc. This is usually not a recommended method to insert a table of contents,

as the chances of errors while typing are higher.
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[3] Using Insert Table of Contents Option
In case you want to make modifications in the default style of the
table of contents, you can use the Insert Table of Contents option
from the sub-menu of the Table of Contents menu.

e Click on the References tab and select the Table of Contents
option.

¢ Asubmenu appears. Click on the Insert Table of Contents
option.

e The Table of Contents dialog box appears.

Selecting Levels of Headings:

(i) Use the spin arrow of the Show Levels option to specify the hierarchy level of headings
in your table of contents.

(ii) By default, word uses three levels of headings as the hierarchy level. You can increase
or decrease the value here. For example, select 2 by using the spin arrows.

(iii) Only Heading 1 and heading 2 from your document will be inserted in the table of

contents.

Selecting Style of Tab Leader

Tab leaders are the lines that join the topics and sub-topics to the
page numbers.

* By default, Athe style of the tab leader is a dotted line

¢ Change the style by clicking on the drop-down arrow of the Tab
leader option in the Table of Contents dialog box.

* Select dashes, solid line, or none option for the tab leader.
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Customising the Table of Contents:

In Word, you can easily customise the table of contents as per your requirement using the
Table of Contents dialog box. To customise the TOC, follow these steps:
(i) Select the existing table of contents by clicking on the icon on the top-left corner.
(ii) Now, click on the References tab.
Click on Table of Content drop-down arrow.
Select the Insert Table of Content option from the sub-menu.
(it will replace the existing table of contents with new formatting )
(iii) The Table of Contents dialog box appears.
(iv) Click on the Modify button. The Style dialog box open.
(v) Select an appropriate style for the entries in the TOC.
(vi) You can click on the Modify button in this dialog box to open the Modify Style dialog box.
(vii) Using the Modify Style dialog box, you can make changes in the style of the headings,
font, font size, colour, Font effects such as bold, italic or underline.
(viii) You can apply other formatting effects on the headings by using the Format button
in the Modify Style dialog box.
(ix) Click on the Format button an select any option from the displayed list for ex. Paragraph.
(x) The Paragraph dialog box opens.
(xi) Make the required changes and click on OK.
(xii) Similarly, you can make changes in front of style by clicking on the Font option in the
Format button drop-down list.
(xiii) Click on OK to close Modify Style dialog box. Again, click on OK to close the Style dialog
box.
(xiv) At last, click on OK to close the Table of Contents dialog box.
(xv) You will be prompted to replace the existing table of contents. Click on the Yes button.

(xvi) The table of contents will be modified with the recent changes.

‘‘‘‘‘‘
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Whenever you make changes to the text of a heading in the body
of the document or the page on which the heading appears, those
changes will appear in the table of contents automatically
whenever it is updated.

You can perform some basic operations as listed below:

e Updating a table of congenu when changes are made to the
document.

e Deleting a table of contents.
e Updating a Table of Contents

e Word does not update the TOC automatically. You need to
update the TOC every time when you make a change in your
document.

e To update TOC, follow these steps:
e Click anywhere in the TOC.

e Click on the References tab and select the Update Table
option from the Table of Contents group. Or

The Update Table tab appears on the top-left corner of the TOC.
Click on it. Or

Right-click on the table of contents and select the Update field
option from the context menu.

¢ You will get a dialog box as shown in Figure 4.10.
e Select the Update entire table option and click on OK.
e Word will update the TOC to reflect the changes in the

document.
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We have change the cyber crime in capital letter here.

Chapter2
CYYBER CRIMEY

Introduction

In this evolving era of technical society, people are dependent on
various technical gadgets that make their life simpler and faster.
Globalization which has taken place with the help of internet is
connecting the people throughout the world. The continuous use of
technology and the internet has drastically influenced the lives of

people. Internet is able to connect various people, organizations and
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Deleting a Table of Contents
e Todelete the TOC from a document, follow these steps:
e Select the References tab > Table of Contents option.

e In the drop-down list, click on the Remove Table of Contents
option.

¢ The table of contents will be deleted from the document.
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Assessment:
Q[A] Select the correct option.
Q[1] What does TOC stand for?
a. Term of Contents b. Table of Contents c. Table of Components.
Ans: b. Table of Contents
Q[2] Which tab has the ‘Table of Contents’ option?
a. References b. Insert c. View
Ans: a. References

Q[3] You can specify the hierarchy level of headings in your table of contents by using the

....................................... subject. Chantin1 Grpetin Boui,
:A p) I”r\fV\M
a. Set heading b. Set level c.Show levels E“ oy
Ans: c. Show levels 1R Sehomnr
Q[4] By default, word uses.........ccccceeeeerennnee. levels of headings as the hierarchy level.
a. Two b. Three c. Four

Ans: b. Three
Q[B] Fill in the blanks.
( Hints: Hyperlinks, Headings, Tableaders, Title page, Sub-headings)

Q[1] The Table of Content (TOC) consist of .........cccuvveeerrennnee. and..ooooeiiiii, of a book.

Q[2] Word generates all the entries automatically as .......ccccccoeviiiieeeeeeninnns of a book.

Q[3] Usually, a Table of Content is inserted afterthe......cccccccvvvvvvvvvennnnen. in a document.

(@ ]2 are the lines that join the topics and sub-topic to the page number.

Ans : [1] Headings and Sub-headings [2] Hyperlinks [3] Title page [4] Tab leaders

Q[C] Answer the following questions.

Q[1] Whatis TOC?

Ans : A Table of Content, usually headed simply Contents & abbreviated informally as TOC, is a list,
usually found on a page before the start of written work, of its chapter or section titles or
brief descriptions with their commencing page numbers.

Q[2] List any two Characteristics of a good TOC.

Ans: A good table of contents has the following characteristics:

1. Itshould be easy to read and simple to use.
2. It should be organized and formatted properly.
3. It must be accurate and casily accessible.

4. Itshould be given after the title and copyright page.
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Q[3] How can you update an existing TOC?

Ans: We can update an existing TOC as follows:
(i) Locate and click the table of content in the document.
(ii) Right-click the table of contents and select Update field in the pop-up menu.
(iii)In the Update Table of Contents window, select the Update entire table option.

and click the OK button.
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Part-B-Unit-1-Digital Documentation (Advanced)

Chapter-5: Using a Mail Merge

Introduction:

e In business, as well as personal matters, it is often
required to send letters with similar information to
different people.

e The letters require the name and address of each
recipient to be printed on top.

e Changing the address each time would be a very long
process and a wastage of time and effort.

e MS word provides a useful feature of Mail Merge to
create and print multiple copies of a document, address
labels, envelopes, etc in one go.

Printing letters using Mail Merge:

e Consider an example where your class teacher wants to
invite the parents of her students for the parent- teacher
meeting.

e So, she needs to create and send an invitation in bulk to
the parents of all students.

e ——

e Let us see how this task becomes easy for her by using

 ———————

the(Mail Merge feature:

e Mail Merge involves three basic steps- creating a main

———

document, specifying a data source, and merging the
data source with the main document.

Main Document-

e The main document is the letter that you wish to send to

c—

multiple recipients.
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Sample Invitation Letter to Parents to Visit School

Sender’s Address
c >

F ———

From,

The principal

Five star High school
Delhi, 592824

Receipient Address

Date: 24 August, 2015
Subject: invitation to upcoming parent teacher meeting

Dear Parents,
On behalf of five stars High school, | am informing you about the next parent te
September. Please consider this letter as formal invitation to the parent teache
enough time to organize your schedule for this meeting and we are looking for;

Yours sincerely,
Tierra Thompson
Registrar, Five Star High School

Data Source-

e Data source consists gf a mailing Ina. o

e The data is organised in a tabular form along with the

field names. For example, First Name, Last Name,
_ — g0 e e,
Address, City, State, Contact No, etc.
N

e The data source is associated with the main document,\|

so that its field names can be used in the main f
document, and it becomes easy to merge addresses with

the main document.

v e v e

T et rhrnetr b b e Te ol et b, A0 s Dy

w oy e v N e v

)

oo Asswa Lat
o
[l

~ue

o —

data source for example:

First Name Last Name Address Clty/ State
Seema Kakkar #23, MSX Society Delhi Delhi
Ankur Agarwal #11, Golf Forest Noida up

Jagdeep Singh Sector 1, Sports City Noida up
Vinay Sharma Galino. 1, Sarita Vihar Delhi Delhi
Amit Verma New Friends Colony Delhi Delhi

D

Contact No

9988776655

7788996655

6677554499

9898786756

7898767890
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e A merged document is created by merging the main
document with the data source fields. e N

T ——

< oddv >

Printing The Merged Data: / = /

You can now take the printouts of your letter with the merged

address block from the data source.

Printing Labels:

e After printing your letters, you may wish to post them.

e For this, you either need to write the addresses on the = 3
envelope or print the labels for individual address. (oo b
] TS -
e Thisis a time- taking task. - l
e The mail merge feature can help you here also in l )—';'_:__;"M

printing multiple address labels on a single sheet.
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ing Mail Merge:
e Consider an example where your class teacher wants to

invite the parents of her students for the parent- teacher
meeting.

® So, she needs to create and send an invitation in bulk to
the parents of all students.

e Let us see how this task becomes easy for her by using
the Mail Merge feature.

e Mail Merge involves three basic steps- creating a main
document, specifying a data source, and merging the
data source with the main document.

N LR Lo Mt Aord

Sample Invitation Letter to Parents to
Visit School

From,

The principal
Fivestar High schoo!
Delni 592824

Date 24 Avgust, 2015
Subject: invitation to upcoming parent teacher meeting

Dear Parents,

On behalf of five stars High school, | am informing you about the next parent teacher meeting
that will e heid on 1+~ Septembder. Please consider this letter as formal invitation to the
parent teacher meeting

Sample Invitation Letter to Parents to
Visit School

From

The prmcipal
Five star Migh school
Dein 592024

!

Date 24 Avgust, 2018
Sudject Invitation 10 UPCOMIng Darent teacher meeting

Dwar Parents,
On DeAa!! of five 51878 Migh SCAOOL | am Informing you 200Ut IRe NIt Parent teacher meeting
that will Do Neid 0 1+ Septembder Please consider this letter a3 formal invitation to the
parent teacher meeting

We are very Dappy that you are one of the parents that take ood interest in thew cAigs ife
09 we hope that just hite Defore. you will 3150 attend this Mmeeting 100 DeCaUTe Ihe teachers
I Molanie wantts deruss eams hinas shaut pour dsuahter with vou Dissss dan’y he alarm
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Sample Invitation Letter to Parents to
Visit School

From

The pracipal
Five star Migh schoot
Do 592824

Date 24 Avgust, 2015

SUdreCt NuITaNON 10 VPCOMING DOTEN! 1eSCher Meeting

Dwar Parents.
Ondehaif of 1 1878 Mogh 8CADO! | 0 InfOrming you 800U NG NEI! DO7ENT 1OSCA Meeting
Al will Do Aeld 0n 1+ Septembder Please Contider Ny letter a8 Tormal invitation 10 the
Darent teacher meeting

We are very Dappy that you are one of the parents 1hat take good interest in their chid's life
T we Rope that just Lie Defore you @i 3/80 aTTend A3 meeting 100 Decs e teachers
of Melanie want 10 G3cuts 30me things adou! your dauphter with you Plesse don Y be slarm
Decaune there i3 AOIAING 10 CONCEN OF worry aDOUE Dut SUIT It will De Detter If you Con meet
WITA Melanie's 10achers in person and discuss Aow your daeghter is Going in the school and if
he needs tra push from her parents ot Bome. | Aope we Aave §iven you enough time 1o
OrPANiZe your Schedule 107 this Meeting 0d we 87e J0oking fOrward 10 e you in the meeting

w-Prag from top and touch the back
e o ¢ . huttop e exit.full screen.
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Sample Invitation Letter to Parents to
Visit School

From

The priacipa!
Frve star Nigh schoo!
Dein 592824

Date 24 Awgest, 2015

Subject &

21108 10 UPCOMIng Darent teacher meeting

Dear Parents,
On Dehalf of fiw 78 High 8CA0OL | am informing you 2DOw! the Nert parent Leacher meeting
IR0 will Do Aeld 00 1+ Septembder Please consider this letter a3 formal Invitation 10 the
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Sample Invitation Letter to Parents to
Visit School

From

The principat
Five star Migh school
Do 592824

Dete: 24 Avgust, 2018

SUdyeCt IMVItATON 10 UPCOMING DIrent teaCAer Mmeeting

Dwar Parents.
On Dena!f of five 31878 Migh SCACO!L | am InIOrMing FOu 8DOUT IR NEI! Darent 1eacher Mmeeting
RSt will Do Deld 0n 1+ Septembder. Please conpider this letter a8 formal Invitation 10 the
Parent teacher meeting
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3he needs a0 extra push from her parents at home | AOpe we Aave Given you enouph hime 1o
Orpanize your schedule for this meeting 850 we 8re I00king forward 10 1ee yOou in the meeting

Drag from top and touch the back
o button to exit full screen. e ;_-.:}:-
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r in in ment: Information Technology (Code 402)
To create a main document, follow these steps:
e Create a new document and type a letter or open an
existing letter that you want to send to different people
at their respective addresses.

e Click on the Mailings tab. In the Start Mail Merge group,
click on the Start Mail Merge drop-down arrow and
select the Step by Step Mail Merge Wizard option.

e The Mail Merge task pane appears on the right side of
the application window.

e Now, select the Letters radio button from the ‘Select
document type’ section. .

e Click on Next: Starting document (wizard step) under the
‘Step 1 to 6" section at the bottom of the task pane.

e A new task pane appears on the screen.

e Click on the Use the current document radio button
under the ‘ Select starting document’ section.

o Click on Next: Select recipients under the ‘ Step 2 of 6’
section. Another task pane appears showing options for
the defining recipients list.

r in rce: Information Technology (Code 402)

To create a new data source or address list, follow these steps:

e Select the Type a new list radio button under the ‘Select
recipients’ section in the Mail Merge task pane and click
on the Create option.

e The New Address List dialog box appears on the screen.
Click on the Customize Columns button to add or remove
fields.

e Enter data in the respective fields and click on the New
Entry button located at the bottom left of the dialog box.
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Sample Invitation Letter to Parents to
Visit School

From

The principal
Five star Mogh school
Den 592024

Date 24 August, 2018
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Enter the records of the people to whom you want to
send the letter.

Click on OK.
You will get the Save Address List dialog box.

Specify a name in the File Name: text box and click on
the Save button.

The Mail Merge Recipients dialog box, which displays
the details of all the records added by you, will appear.

To change any detail, you can select the name of the
address list that you have created in the Data Source
box.

Now, click on the Edit located below the Data Source
box.

The Edit Data Source dialog box appears where you can
make the required changes.

When you are through,click on OK. you are asked to
update the address list. Click on Yes to confirm.

Note that by default, tick marks are placed in the check
boxes next to the Data Source field. It indicates that
these records are selected.

If you do not want to send the letter at a particular
address, just click on that specific check box to deselect
it. Click on OK.

Now, click on Next: Write your letter (wizard step) under
the ‘Step 3 of 6’ section in the Mail Merge task pane.

You can type your letter now, if not written yet.
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Merging Address Block: Information Technology (Code 402)

To merge an address block in your document , follow the
given steps: 3

Place the cursor at the position where you want to insert
the address block.

Click on the Address block option in the ‘Write your
Letter’ section. The Insert Address Block dialog box
appears.

Select any desired format in which you want to insert
the address block. You can preview the format in the
Preview section of the dialog box. Click on OK.

You can observe that <<Address Block>> is displayed in
your document.

Now, to insert the salutation in your document, you can
click on the Greeting line option below the Address
Block option in the “Write your letter’ section.

The Insert Greeting Line dialog box appears. Select any
desired format and click on OK.

Similarly, you can use the other options, such as
Electronic postage and More items, etc., in the ‘Write
your Letter’ section.

Viewing The Merged Data:

You can now preview your letters with the merged address
block by following the given steps:

Click on Preview your letters (wizard step) under the
‘step 4 of 6" section.

The first letter with the merged address block will be
displayed. Click on the Next Record button in the
Preview your letters section to view the next letter.
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Printing The Merged Data: Information Technology (Code 402)

You can now take the printouts of your letter with the merged
address block from the data source. In order to print the
letters, follow the given steps:

e Click on Next: Complete the merge (wizard step) under
the ‘Step 5 of 6’ section in the task pane and then click
on the Print option under the Merge section.

e The Merge to Printer dialog box will appear. Select All
radio button and click on OK.

e The Print dialog box will appear, define the print settings
and click on OK. The selected letters will be printed.

Sample Invitation Letter to Parents to
Visit School

From,

The principal
Frve star Wgh school
Den( 592824

Ankur
Gotf Society,
Nog,

.
Dear Ankwr

Date 24 Avgust, 2018

SUdJeCt InvItation 10 UPCOMInG Parent 1eacher meeting

Sample Invitation Letter to Parents to

. .

Visit School ‘
From, —————
The priacipal Menga s Proter 1] x
Five star High school ot ot i
Dein 592824 g 0

O Gt :
Ankyr Ot > ‘
Golf Society,
e
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Printing Labels:

e After printing your letters, you may wish to post them.

e For this, you either need to write the addresses on the
envelope or print the labels for individual address.

e This is a time- taking task.

e The mail merge feature can help you here also in
printing multiple address labels on a single sheet.

Information Technology (Code 402)

Cregting Main Document For Labgl;: Information Technology (Code 402)

To create a Main document for address labels, follow the
given steps:

e Open a new document in the MS word application.

e Click on the Mailings tab. In the Start Mail Merge group,
click on the Start Mail Merge drop-down arrow and
select Step by Step Mail Merge Wizard option.

e The Mail Merge task pane appears on the right side of
the application window.

e Select Labels radio button from the ‘Select document
type’ section.

e Click on Next: Starting document (wizard step) at the
bottom of the task pane.

e A new task appears on the screen.

e The change document layout radio button is selected by
default under the ‘Select Starting document’ section.

e Click on the Label options option from the ‘Change
document layout’ section in the task pane.

e The Label Options dialog box opens.

e Click on OK.

e Now, move to the next step by clicking on Next: Select
recipients.

e Another task pane appears, showing options for
selecting the recipients list.
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Selecting The Data Sogrce:’

Here, you can select the same address list created while
printing the letters. To do this, follow the given steps:

e Select the Use an existing list radio button from the
‘Select Recipients’ section.

e To select an existing list, click on the Browse button
under the section ‘Use an existing list’.

e Locate the same address list that you created while
printing the letters. Click on Open.

e The address list in the Mail Merge Recipients dialog box

opens. - S
(O S [:[\_ B i v —::“..
g o ; = “d
e The tick ‘marks are placed in front of the Data Source ===+ o

. 3 l—-—-w-:o—
field by default, which means that these record are e # o
selected. e ——

e |If you do not wish to include any particular address, | e
then you can deselect it by clicking on the respective «
check box. Click on OK.

® You can observe that <<Next Record>> gets displayed in
all the labels blocks in the main document, except the
first one.

e Now, you can merge the fields with the main document
to be displayed in the address labels.

Inserting Address Block:

To insert the address block, follow the given steps:

® Place the cursor at the position where you want to insert
the address block.

e Click on the Address Block option in the ‘Arrange your
labels’ section.

e The Insert Address Block dialog box appears.

e Select any desired format in which you want to insert
the address block.

e You can preview the format in the Preview section of the
dialog box.
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e Click on OK.

e You can observe that <<Address Block>> is displayed in
the first blank block and in all'other blocks following the
<<Next Record>> entry in your document.

e Similarly, you can use the other options, such as
Greeting line,Electronic postage, and More items, etc., in
the ‘Arrange your labels’ section.

e Observe that selected address block appears in your
document horizontally.

e You tan use Space bar key and Enter key to separate
<<Next Record>> and <<Address Block>>.

e After inserting the required items in the first block, click
on the Update all labels button under the ‘Replicate
labels’ section in the Mail Merge pane.

e You can observe that all the labels are immediately
updated with <<Address Block>>.

Viewing The Merged Data:

You can preview the labels on the screen by following the
given steps:

e Select Next: Preview your labels (wizard step)at bottom
of task pane.

e The Preview your labels pane appears in the Mail Merge
pane and immediately, all the addresses are displayed in
the labels.

e Click on the Forward button or the Backward button in
the ‘Preview your label’ section to navigate through the
labels. .

® In case you wish to make any changes in the address
label, you can do so by clicking on the Edit recipients list
option under the ‘Make changes’ section.
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pring‘ng Thg Mgrggg L§D§|§: Information Technology (Code 402)

You can take the print out of the address labels by following

the given steps:
e Click on the Next: Complete the merge (wizard step) .
e From the right pane click on the Print option under the
‘Merge’ section.
e The Merge to Printer dialog box appears.
e Select the All radio button and click on OK.
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Assessment:

Select the Correct option:

Q1) The v, is the letter that you wish to send to multiple recipients.
a. Main document b. Address label c. Address list

Ans: a. Main document

Q(2) A merged document is created by merging the main document with the.......................... fields.
a. Address book b. Data source c. Merged document

Ans: b. Data source

Q(3) You can print multiple address .................... on a single sheet by using the mail merge feature
a. Books b. Labels c. List

Ans: b. Labels

True of False:

(1) The process of mail merge involves only two steps. False (it involves 3 steps)

(2) You cannot edit any address label in a merged document - True
(3) The data source is associated with the main document. - True
(4) You can find the Start Mail Merge option in the Mailing tab - True
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Answer th following questions.

Q[1] What do you understand by the term Mail Merge ?
Ans: (i) Mail merge is a technique to merge text ( main document, containing letter )
with addresses (data source) to create personalized letters.
(i) Mail merge is a feature within most data processing applications that enables
users to send a similar letter or document to multiple recipients.
(iii) It saves our time and effort of retyping the same letter over and
over. Q[2] Name the documents that are combined while using the Mail
Merge feature.

Ans: A mail merge is used to create Letters, Labels, Envelopes, E-mail message & Fax distributions.

There are 3 documents that are involved in the mail merge process:

| o>
o
iii. Merged WA' i

document Q[3] Define the

i. Main document

ii. Data source

term data source.

Ans: (i) A data source is the location where data that is being used originates from.
(ii) It can be as simple as a file with rows and columns. Data source may be database.
(iii) It is table or spreadsheet or a database storing details (fields) of the

recipients. Q[4] What is the main document ?

Ans: Main document: In a mail-merge operation in Word, this the document contains the

main body of your letter, field names, and merge instructions. The basic information in
the main document remains the same.
Q[5] What are the main steps involved in Mail Merge?
Ans: The mail merge process generally requires the following steps:
i) Create a Main Document and the Template.
ii) Create a Data Source.

(

(

(iii) Defining the Merge Fields in the main document.
(iv) Merging the Data Source with the main document.
(

v) Save / Print
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10-PART-B-Subject Specific Skills

Part-B: Unit-2-Electronic Spreadsheet (Advanced)-(10m)-mb

Chapter[6] Analysing data in a Spreadsheet
Chapter[7] Linking data and spreadsheets
Chapter[8] Sharing and reviewing spreadsheet

Chapter[9] Using Macros in a spreadsheet
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Part-B: Unit-2-Electronic Spreadsheet (Advanced)

Chapter[6] Analysing data in a Spreadsheet

Introduction:

° Microsoft@xcel 201035 a component of Microsoft Office

2010 suite. TTSOTE of the most professional and

uite. 1t
—

spreadsheet software used by a large number of people

across the world.

e Itallows you to store,organise,calculate and manipulatg

data.

e It provides different data analysis tools that help you

analyse a large amount of data, easily and quickly.

6.1 Introduction (Theory)

Consolidating Data:

(1) Consolidating data means combining data from different sources into one place.

For ex, you have a Sales data from four different zonal heads in four different worksheets.

(2) In such a case, to analyse data, you need to collate everything into one worksheet. It will

become a tedious and tiresome, time-consuming task, if you combine it manually, using the

traditional way copying and pasting.

(3) Excel provides the Consolidate feature that lets you collage the data with minimal efforts.

(4) It selects the contents of the cells from several worksheets and maintain the collected data

in a Master Worksheet.

(5) Example : Let us consider a scenario where a sales manager of an automobile showroom

wants to calculate the total car sales in the first quarter of years 2020 and 2021.

The sales of the first quarter of both the years have

been stored in separate worksheets with names 2020

and 2021.
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Consolidating Data

First Quarter Sales of Year 2020

First

Quarter Sales of Year 2021




To sum up the data of both the worksheets, consolidate them using the
following steps: N

e Open a workbook in Excel and enter the data of the First Quarter
Sales of year 2020 in Sheet 1 and 2021 in Sheet 2.

e Click on the Sheet 3 tab and rename it as ‘Consolidated Data 2020
and 2021’.

e Enter the headings and names of cars in Sheet 3.
e Click on the Data tab and select Consolidate.
e The Consolidate dialog box appears.

e Inthe Function drop-down list, select a function. For example, to
get the sum of data of both the worksheets, select the Sum
function.

e Click inside Reference text box. Then, go to Sheet 1, and drag the
mouse to select the first source data range on the sheet.

e Click on the Add button. The selected range is added in the All
References list box.

e Similarly ,choose data range from Sheet 2 and add it in all
references list box .

e Now click on OK. You will gets the consolidate data on sheet 3.

CONSOLIDATED - Excel
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Creating Subtotals:

e The Subtotal feature of Excel is used for generating
subtotals to summarise data.

e It helps you to manage, analyse, and extract specific
information from the rows of related data.

e |tis a good practice to use sorted data while applying the
subtotal command on it.

e Let us consider a scenario where a 'Senior Sales Manager'
of a renowned publication wants to calculate the subtotal
of sales of each employee and total sales.

e To obtain a subtotal sales and total sales, follow the given
steps:

1. Open the worksheet containing the sales data or enter the data.

2. Select the desired range of cells that you want to use to tax, calculate
the subtotals.

3. Choose the Data tab and then select the Subtotal command.
4. The Subtotals Dialog box appears.

5. Inthe At each change in list box, select the column by which you
want to group the subtotals. For example, if you want to get the
subtotals of the sales by grouping sales executives, then select Sales
Executive. A subtotal will be calculated for each value in this column.

6. Inthe Add subtotal to list box, select the columns containing the

values that you want to create the subtotals. For example, select the Sales

column to create the subtotals according to sales. If the contents of the

selected columns change later, the subtotals are automatically
recalculated.

7. Inthe use function list box, select the function that you want to use
to calculate the subtotals. For example, to get the total sales of each
employee, select the Sum function.

8. Click on OK. The subtotals of Sales Executives and Grand Total of
sales will appear.
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= SUBTOTAL - Excel UMESHKALE (& @
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=] SpIkd s SUBTOTAL - Excel UMESH KALE (&
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What-If Analysis Tools:

(i) The What-If Analysis tools of excel allow you to use different sets of values in one or more
formula to explore all the various results.
(ii) By using these tools, we can do what-if analysis to analyse complex data or two different sets

of data on the same subject.

(iii) You can also specify a result that you want to formula to produce, and then determine of

values will produce that result.

scenario Manager: Scenario Manager Excel
(i) Scenario Manager is an important tool of Excel, RPN = ED g sunen 5 n) -
! i W
which you use to test the ‘What-If, question. =
e Mg .
(i) It enables you to manage and view data from
different input values. R 1
. R 1 S e 7 e
(iii) For example, if you want to calculate the effect | @ =esssss
. sas1s
s $o819 3

of different interest rates on an investment,

you could add a scenario for each interest rate an quickly view the results.

(iv) A scenariois a set of values that you enter in a worksheet to perform calculations.

(v) You can easily create, edit and format different groups of values ( in form of scenarios ) and
name them as per your choice.

(vi) You can create as many as scenarios as you want and then compare them without changing
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the values, manually.

e Suppose, you want to take a loan of amount 50,00,000 from a bank and different
banks offer you the interest .

HDFC BANK (SCENARIO 1) SBI BANK (SCENARIO 2)
Loan amount 50,00,000 Loan amount 50,00,000
Interest rate 12% Interest rate 9%

NPER 360 NPER 360
Type 0 Type 0
EMI EMI

ICICI BANK (SCENARIO 3)

IDBI BANK (SCENARIO 4)

Loan amount 50,00,000 Loan amount 50,00,000
Interest rate 11% Interest rate 8%
NPER 360 NPER 36(;
Type 0 Type 0
EMI EMI

e Insuch a situation, you can create the above scenarios to calculate and analyse the

EMI best suited TO YOU.
e To create scenarios in Excel, follow these steps:

=> Open the Excel worksheet and enter the data.

Enter the following Formula in cell
B5: = PMT (Interest-Rate/12, NPER, Loan_Amont, 0, Type).

Press Enter to get the calculated value. The EMI calculated - Rs. 51,430.63 is the
outgoing amount per month. The value is negative as money is going out of your
pocket. It can also be displayed as (51,430.63).

Now, select the initial values in the worksheet .
Click on Data > What-if Analysis > Scenario Manager.
The Scenario Manager dialog box opens.

Choose Add. The Add Scenario dialog box opens.
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Enter a name for the new scenario in the Scenario name textbox. For example, enter
HDFC Bank. It is a good practice to use a name that clearly identifies the scenario.
This name is displayed in the Scenario'Manager to choose from all the available
scenarios.

Enter some information about the scenario in the Comment box or stay with the
default text. This is optional.

Click on OK. The Scenario Values dialog box appears.
Click on OK to create a scenario with the displayed values.

Create another Scenario by choosing Add from the Scenario Manager dialog box

Create separate scenarios for SBI, ICICI, and IDBI banks with interest rates 9%, 11%
and 8%, respectively. To change the interest rate, change the value of cell Changing
cell in the Scenario Values dialog box as 0.09, 0.11,0.12 and 0.08, respectively.

Now, you can compare the EMIs offered by all the banks by easily switching between
the four scenarios.

To switch into a scenario, select it and click on Show button in the Scenario Manager
dialog box. The selected scenario will display the values in the worksheet.

To edit a scenario name or value, click on Edit in the Scenario Manager dialog box.
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SCINARIO - Excel
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5 Interest Rate 12%
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8 EMI
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13
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A | B |Insert Function) C D

CREATE SCENARIO
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Interest Rate 12%
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c8 X v f =PMT()
B G n c c - 1 1 1%
1 | Function Arguments ?
2 CREATE SCENARIO P
3 Rate . <
Nper bl
4 Loan Amount 5000000 Py P
5 Interest Rate 12% F =
Type *
6 NPER 360
7 TYPE 0 Calculates the payment for a loan based on constant payments and a constant interest rate.
Nper is the total number of payments for the loan.
8 EMI =PMT()
9
10 Formula result =
11 Help on this function OK | Cancel
12
SUM X v Kk =PMT(C5/12,C6,C4)
B C D | Function Arguments ?
PMT
CREATE SCENARIO Rate (C5/12 2| = oo1
Nper (6 4+ = 360
4 Loan Amount 5000000 v |4 2| - so0000
Fv 2| =
5 Interest Rate 12% . > B
ype T =
6 NPER 360 = 5143062985
Calculates the payment for a loan based on constant payments and a constant interest rate.
! TYPE 0 Pv is the present value: the total amount that a series of future payments is worth now.
EMI =PMT(C5/12,C6,C4)
Formula result = -51430.62985
10 S
1 Help on this function OK Cancel
12 e
cs - Jfr | =PMT(C5/12,C6,C4)
A B (€ D
1
2 CREATE SCENARIO
3
- Loan Amount 5000000
5 Interest Rate 12%
6 NPER 360
7 TYPE 0
8 EMI X-51,430.63
mn
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Summary
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7 TYPE 0 Changing cells:
Comment:
8 EMI X-51,430.63
9 1
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11 Show Close
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9 (] Hide
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| Edit Scenario ? X
2 CREATE SCENARIO SEenarioname:
3 HDFC
Changing cells:
4 Loan Amount 5000000 $C34:5CS7] *
Ctrl+click cells to select non-adjacent changing cells.
5 Interest Rate 12%
Comment:
6 NPER 360 Created by UMESH KALE on 02-02-2024 a
7 TYPE 0 _ v
Protection
8 EMI X-51,430.63
' Prevent changes
9 (] Hide
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SCINARIO - Excel

Home Insert Page Layout Formulas Review View Developer Help Q Tell me what you want to do
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast
E4 v fx
A B C D E F G H | J
1
Z CREATE SCENARIO Scenario Values ? X
: Enter values for each of the changing cells.
4 | Loan Amount 5000000 4 scss |
2 $C$5 0.2
5 Interest Rate 12% a: scss [360
6 NPER 360 = =’
7 TYPE 0 B canc
8 EMI X-51,430.63
* Then select ADD button
* Then, This scenario is added
* Then similarly create next scenario for next bank
Jx
Add Scenario ? X
B c Scenario pame: | B C D ;’ F G
s8f
CREATE SCENARIO Changing ells: = CREATE SCENARIO Scenario Values X
cacT *
oah Atotnt 5000000 Ctrl+dlick cells to select non-adjacent changing cells. Enter values for each of the changing cells.
il Loan Amount 5000000| = 334} 5000000
In(el‘est Rate 12% Created by UMESH KALE on 02-02-2024 2 $c85 ouq
NEEh er Interest Rate 12% L s B
TYPE o HLEe G il
EMI X-51,430.63 Citke TYPE o |[ s oK Cancel
> EMI % -51,430.63 -~
Then we will see all four bank scenarios as follows
A ) C D E F G W 1 ) K
]
]
; CREATE SCENARIO et : =
' Sgenarios: "
! 'c‘ on !
=k =
iact Delete
' Loan Amount 5000000 e ‘
Edt... ‘
) Interest Rate 12%
Merge. |
0 NPER 360 ——
1 TYPE 0 Changng cells: | $C3:6C811 ‘n
C t: Y
3 EMI %-51,430.63 ommen Created by Pradeep Dubey on 16-07-2021 |
i
3 !
|
- Cose | |
: = — —
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To see the scenario of particular bank, for example SBI bank

Select SBI scenario and then select SHOW button, then EMI changes as per SBI scenario

E13 v A
A B C D E F G H | J K L
1
2
3
4
5 CREATE SCENARIO Scensdlo Maugu X
Sgeneros:
j HOPC add...
e
Qaa
8 Loan Amount 5000000 101 Qelete
Edt..
9 Interest Rate 9%
Merge.
10 NPER 360 Pr——
- TVPE 0 Changng cells: | $C$8:6C$11
12 EMI %-40,231.13 i
! ]
gom | | cose
5 k:
CREATE SCENARIO Tesnwdo Menugas ? X
Sgenaros:
:_gc Add...
=
Loan Amount 5000000 :I:cmz_ Qelete
Edt..
Interest Rate 11%
Merge...
NPER 360 —
TYPE 0 Changing cells: | $C$8:5C$11
EMI %-47.616.17 Commants Created by Pradeep Dubey on 1607-2021
Iy l
' Cose
CREATE SCENARIO Stnicio Muwgle ? X
Loan Amount 5000000 i—————— e
Edt...
Interest Rate 8%
[\ Merge...
NPER $ 360 —
TYRE 0 Changng cells: | $C$8:4CS11
EMI % -36,688.23 Cormment: Created by Pradeep Dubey on 16-07-2021
Cose

Note: we can

DELETE, EDIT, MERGE or SUMMARY the scenario
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Goal Seek: Information Technology (Code 402
e Goal Seek is another useful data analysis tool of Excel. It Is used to set a goal to find
the optimum value for one to more target variables, given with the certain
conditions. It allows you to try different values in the formula to arrive a solution for
the input value.
e In other words, Goal Seek is another What If Analysis tool that helps you obtain the
input value that results in the target value that you want.
e Suppose, you want to take a loan of amount 60,00,000 and repay it in 25 years.
e Also, you can pay an EMI of Rs. 50,000 only.
e So, you want to know the interest rate of the loan.
e Insuch it situation, one Goal Seek to get the value.
Goal Seek: Information Technology (Code 402)
e To perform Goal Seek, follow the given steps:
1. Enter the data.
2. Enter the Formula =PMT (Interest_Rate/12, NPER, Loan_Amount, 0, Type) in cell
and press Enter to get the calculated value.
3. Choose Data > What-If Analysis > Goal Seek.
4. The Goal Seek dialog box opens. It contains the following fields:
e Set cell: Enter the reference of the cell that has the formula. Click on the cell BS.
e To value: Enter the value you want to achieve as a new result. Enter ‘-50000’ (the
value should be negative because EMI is the money that is going out of your pocket)
e By changing cell: Enter the reference for the cell that contains the value you want to
adjust in order to reach the target. Click on 81.
5. Click on OK The Goal Seek Status dialog box appears.
6. Click on OK and observe the output.
Then click on fx (insert function )
SUM X v f o =PMmT(
A B -t Funcionll € D
.
2 CREATE GOAL SEEK
3
4 Loan Amount 6000000
5 Interest Rate 8%
6 NPER 300
7 TYPE 0
g |EMI =PMT(
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Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline
B4 X « fc  =PMT(B5/12,B6,84)
A B & n E E 7 H 1 1
1 | Function Arguments ? X
2 CREATE GOAL SEEK il
3 Rate B5/12 4 | = 0006666667
Nper 86 4 = 300
4 Loan Amount 6000000 Py % |2 6000000
5 Interest Rate 8% " i
Type 4| -
6 NPER 300 = 4630897316
7 TYPE 0 Calculates the payment for a loan based on constant payments and a constant interest rate.
Pv s the present value: the total amount that a series of future payments is worth now.
8 'EMI =PMT(B5/12,B6,B4)
9
Formula result = X -46,308.97
10
1 Help on this function oK Cancel
Select OK button then displays A B q
1
2 CREATE GOAL SEEK
3
4 Loan Amount 6000000
5 Interest Rate 8%
6 NPER 300
7 TYPE 0
g EMI X -46,308.97
r
File Home Insert Page Layout Formulas Data Review  View Developer Help O Tell me what you want to do
3 ; From Text/CSV 7: Recent Sources b "] Queries & Connections 8 ﬂ ’l o B ‘”3 /
& From Web |- Existing Connections o , H O e
" Refresh z| Sort Filter Textto What-If |Forecast
Data v L From Table/Range Allv he ¥ Advanced | Columns = ¥ & | |Analysis¥| Sheet
Get & Transform Data Queries & Connections Sort & Filter Data Tools ' Scenario Manager... ;’ulline 5]
B8 Je | =PMT(B5/12,86,84) ‘ Goal Seek... | Goal Seek
| Data Table... Find the right input for the value
A B ¢ D E F G H .
1
2 CREATE GOAL SEEK
3
4 Loan Amount, 6000000
5 Interest Rate 8%
6 NPER 300
7 TYPE 0
g |EMI X-46,308.97
A B @ D E
1
2 CREATE GOAL SEEK Goal Seek ? X
3 Set cell: B8 2
4 Loan Amount 6000000|  Tovalue:
By changing cell: - -
5 Interest Rate 8%
‘ OK Cancel
6 NPER 300
7 TYPE 0
g [EMI X-46,308.97
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(i) In_Set Cell

Enter the address of cell, which we want to enter EMI how much we want to pay.
(ii) In To value

Enter the How much EMI we want pay for example, 50,000
(i) In By changing cell

Enter the address of cell in which we want to see how interest rate if we

choose the EMI is -50,000

A B C D E
: [ —
2 CREATE GOAL SEEK Goal Seek ?
3 Set cell: $B$8 4+
4 Loan Amount 6000000|  Tovalue -50000
: mi __________ é;/;l By gh'anging cell: SB?SI Py
Noer | ol
7 TYPE 0
g |EMI % -46,308.97

Select the required data and press OK button

A B € D E

1
2 CREATE GOALSEEK |  Goal Seekstatus 7 X
3 Goal Seeking with Cell B8

found a solution.
4 Loan Amount 6000000

Target value:  -50000
5 Interest Rate 9% Current value: ?-50,0004007‘

[ OK | Cancel

6 NPER 300 = ‘
7 TYPE 0
g [EMI X-50,000.00

Then if we change Interest manually in this table, then EMI is also automatically changes.

A | B | A B

1 1

2 CREATE GOAL SEEK [ 2 CREATE GOAL SEEK

3 3

4 Loan Amount 6000000 4 Loan Amount 6000000
5 Interest Rate 6% 5 Interest Rate 11%
6 |NPER 300 6 |NPER 300
7 |TYPE 0 7| TYPE 0
g EMI % -38,658.08 8 |EMI X -58,806.78
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Data Table:

Information Technology (Code 402

In Excel, a Data Table is a way to see different results by altering an input cell in your

formula.

Instead of creating different scenarios, you can create a data table to quickly try out
the different values for the formulas.

You can create a one or two variable data table.

Suppose you have Price, Quantity, and Discount percentage of an item, and also
calculated the net price.

Let's find out the values of Net Price for the various values of price and quantity.

The price runs horizontally to the right while quantity runs vertically down.

e Now, do the following to create the data table:

1. Select the range of the cells for data table.
2. Click on Data > What-If Analysis > Data Table.
3. The Data Table dialog box opens.
4. Inthe Row input cell, click on the Price cell.
5. Inthe Column input cell, click on the Quantity cell.
6. Click on OK. Observe the data table that appears.
8 CREATE DATA TABLE
7
1 Price 0250
12 Quantity 50
13 Discount 10
14 Price Across
15 Net Price ' 50 100 150 200 250 300 350 400
16 10
17 20
18 Quantity 30
19 down 40
20 50
21 60
22
8 CREATE DATA TABLE
- |
11 Price 250/
12 Quantity 50|
13 Discount 10
L4 | Price Across
15 Net Price |=(C11"‘C12)-((C11*C12)*10/100 200 250 300 350 400
16 10
17 20
Ls Quantity 30
1o down 40
o N 50
b1 60
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First Select the required data by mouse

Then select, Data Table option from What-If-Analysis from Data Tab

Cn) b9-o what if (Autosaved) - Microsoft Exd
- —J/ Home insert Page Layout Formulas Data Review View
A\ ) A 3 A O ) Connections & Clear - — v - el or or |
i s AR (s =, g =) the KRR H T &
From From From From Other Edsting Refresh “ Sont Filter ‘, Textto Remove Data Consolidate ' What.if Group Ungroup Sy
Access Web Text Sources~ | Connections All~ X7 Adnnced  Columns Duplicates Validation = Analysis ~ - -
Get External Data Connections Sort & Filter Dy Scenatio Manager... L Out
C15 v S | =(C117C12)-((C11*C12)*10/100) | Goal Seek... |
4 B c D E F G " l — Outafavie. - n M
1
2
3
4
5
6
7
8 CREATE DATA TABLE
9
10
1 Price 250
12 Quantity 50
13 Discount 10
14 Price Across
15 Net Price X11,250.00 50 100 150 200 250 300 350 400
16 10
17 20
18 Quantity 30
19 down 40
20 50
21 60
22

Enter the Row input cell and Column input cell range by mouse, then select OK button

7

8

9
10

11
12

13
14
15
16
17
18
19
20

21
22
23
24

Price
Quantity
Discount

Net Price

Quantity
down

CREATE DATA TABLE
Data Table e X |

e g .5.9, Bowrputcel: sCs11 s
f_ ____________ 5 9_5 Com input cel: | $C$13 s

10 @ Cancel

Price Across

X11,250.00 50 100 150 200 250 300 350 400

10

20

30

40

50

60
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Then displays the result in each selected cell

11

12

13

14

15

16

17

20

21
2>

CREATE DATA TABLE
Price 250
Quantity 50
Discount 10

Price Across
Net Price ' X11,250.00 50 100 150 200 220 300 350 400
10| 450 900 1350 1800 2250 2700 3150 3600
. 20! 900 1800/ 2700/ 3600 4500 5400/ 6300 7200
Quantity 30| 1350 2700 4050 540016750 8100| 9450 10800
down A 40| 1800 3600/ 5400 7200 9000 10800|12600 14400
50| 2250 4500, 6750, 9000|11250|13500/ 15750 18000
60| 2700 5400 8100 10800 13500 16200 18900 21600

Solver: Information Technology (
e Solver is another What-if Analysis tool.
e |t follows the Goal Seek method to solve the equations but more elaborately.
e The only difference between goal seek and solver is that the Solver deals with
equations with multiple unknown variables.
e |tis the elaborate form of goal seek.
e The Solver command is not available in Excel, by default.
® You need to load the Solver Add-in using the following steps:
1. On the File tab, click on Options.
2. Under Add-Ins, select Solver Add-in and click on Go button.
3. The Add-Ins dialog box opens. Check Solver Add-in and click OK.
4. NO\{I}I, you can find the Solver in the analysis groups of the data tab.
o Sup;aose, you are the owner of an automobile service centre, and planning on
providing a new service to your clients.
e For this, You need to buy a new equipment that costs Rs.50,000, which should by
instalments within twelve months.
® Your goal is to calculate the minimal cost per vehicle service that will let you pay for
the new equipment where the specified timeframe.
e Enter the data on a worksheet.
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To find the solution to this problem through Solver, follow these steps:

1. Choose Solver from the Analysis group of the Data tab.

2. The Solver Parameters window will open.

3. The Set Objective is the cell containing a formula that represents the objective, or
goal, of the problem. The objective £an be to maximise, minimise, or achieve some
target value. Here, the objective cell is D14, which calculates the payment term using
the formula =D10/(D11*D12) and the result of the formula should be equal to 12.
Select the Value Of button and enter 12 in the box.

4. By Changing Variable Cells are the cells that contain variable data that can be
changed to achieve the objective. Excel Solver allows specifying up to 200 variable
cells. Here, the cells whose values can be changed are:

=> Projected clients per month (D11) that should be less than or equal to 50
-> Cost per service (D12) that you want Solver to calculate

e Therefore, in the By Changing Variable Cells area, select both the cells D11 and D12.

e Subject to the Constraints are restrictions or limits of the possible solutions to the
problem. To add a constraint(s), do the following:

1. Click on the Add button.

2. Inthe Add Constraint window, enter a constraint. For example, add D10 in the Cell
Reference box, choose equal sign(=), and enter value 50,000 as Constraint.

3. Click on the Add button to add the constraint to the list.

4. Continue entering another constraint. Now, add D11 in the Cell Reference
box,Choose less than equal sign (<=) and enter 50 as the value of constraint.

5. Click on OK to return to the main Solver Parameters window.

e Click on the Solve button and let the Solver find the optimal solution for your
problem.

e When the solver has finished processing, it will display the Solver Results dialog
window, where you select keep the solver solution and click on OK.

e The solver Results window will close and the solution will appear on the worksheet

Practical: - v p
A B C

5

6 | SOLVER ANAYISIS TOOL ]
7

8 | NEW SERVICE ANALYSIS ]
9

10 | Cost of new equipment 50000
11 Projected Clients per month 50
12 cost per service 1
43

14 No. of months to pay for equipment
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By default Solver option is not available in excel, so do the following procedure

| Headers and Footers

| Hidden Rows and Columns
Hidden Worksheets

| Internet Assistant VBA
Invisible Content

| Lookup Wizard

| Document Retated Add-ins
[ No Docurment Relcted Add-ins

bled Application Add-ins

| No Disodled Applicotion Acd-ins

L

CAL B8\ Microsoft Office\Office 12\OFFRHD.OLL
G\ 236\ Microsoft Office\Office 12\OFFRHD.DLL
C\.aB6)\Microsoft Office\Office 12\OFFRHD.DLL
C\.icrosoft Office\Office 1 2Libran HTMLILAM
C\LaB6) \Microsoft Office\Office 1 2\OFFRHD.DLL
lookup.dam

D6\ WMicrosoft Office\Office 1 2\Librany\SOLVER\solver.dam

@‘uuo-cr\: what if (J
View
—‘j N Recent Documents
ew = - -

1 Toias w 12| SFwepTen General hé ﬁ Nof
o~ ¢ | = . - | % | Conditional Format
 Osea 2 New Microsoft Office Excel Worksheet = | ER| hMerge&Center - (U3 % 9 8 3| C B Tt

2 whatit - Alignment o Number -

subtotal ’
= P o
3 Ma2s0e2 =)
£ Ind_close_all_17022021 - =
H Saveds ‘ D 3 F G
I google_us__all-keywords_19-03-2020_15-39-09 = i
8 google_us__all-keywords_19-03-2020_15-38-05 =
-gl Brint 9 google_us_all-keywords_19-03-2020_15-33-24 4 |
. google_us__all-keywords_19-03-2020_15-15.20 &= |
'% Prepare > -_ All Products Conversion Report (Visitors « SL. = |
My Customers WarriorPius = [
e o e ~ JALYSIS TOOL
csv_import_example =
o/ Publish > is
-
_J Close
2} Exces Options | X Ext Exce | 50000
. LY
1 Projected Clients per month 50
12 cost per service 1
13
14 No. of months to pay for equipment
15
A = = = AL " A 3 A AL AL L
Excel Options ? x
ropO ?5-5 View and manage Microsoft Office add-ins. .“\
Formulas
Proofing Add-ins
T Save [ Hame Location Type
Advanced “Mlm Application Add-ins
i Solver Add.in C\.. Office\Office 12\Libran\SOLVER \solverdam  Excel Add.in
Customize |
| Inactive Application Add-ins
m ——-l | Analysis ToolPak analys32.ai1 Excel Add.in
[~ | Anadysis ToolPak - VBA stpybaenxdam Excel Add-in
Trust Center | Conditional Sum Wizard sumif xdam Excel Add-in |
- | Custom XML Data G\ aB86)\Microsoft Office\Office 1I2\OFFRHD.DIL  Document inspector |
Resources Euro Currency Tools eurotoolxiam Excel Add-in
Financial Symbol (Smart tag lists) C\ . iles\Microsoft Shared\Smart Tag\MOFL.DLL Smart Tag

Document inspector
Document inspector
Document Inspector
Excel Add-in
Document inspector :
Excel Add.in

Add.in: Solver Add-in

Publisher:

Location: C\Program Files

De Tool for opt: t and it hing
Manage:  Excel Add.in: ~ Go...

‘1 XML Expansion Packs
| Disabled Rtems

| Excel Add-ins .
Smart Tags

Click on GO button
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Then Solver is gets added in excel

Add-Ins ? x
Add-ins avalable
e e =
Analyss ToolPak - VBA

™ v
| o Euro Currency Tools
Internet Assistant VBA

hup Wizard Ll
e Addn
s - Aytomaton
4}

e Soiver Addn
Tool for optmzation and equation sohving

Then insert formula as follows

c12 - X « | =C10/(c11*C12)
A B C D

5
6 | SOLVER ANAYISIS TOOL |
7
8 | NEW SERVICE ANALYSIS |
9
10 Cost of new equipment 50000
1 Projected Clients per month 50
12 cost per service 1
13
14 ‘ No. of months to pay for equipment =C10/(C11*C12)‘
1C

c15 v fi

A B G

5

6 | SOLVER ANAYISIS TOOL |

7

8 | NEW SERVICE ANALYSIS |

9

10 Cost of new equipment 50000

11 Projected Clients per month 50

12 cost per service 1

13

14 No. of months to pay for equipment 1000

15
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Click on Solve button, we get as follows,

Page 26 of

Insert Page Layout Formulas Dats Review View
3 2 nect M % G - < h D 'E now De R Sohves
t External Dats Connections Sort & Filter Data Tooks Outiine Ans [%_
*Q S
8 c [ E F G H ) K L ™M N
SOLVER ANALYSIS TOOL
Solver Parameters X
NEW SERVICE ANALYSIS SeTwgetcet [N A6 Cee]
EudTo:  @ux OMg  Oyseot [0 Cose
4 Gy Changng Celis:
Cost of New Equipment ) Gues
| | Sbsect to the Constrants: Oprons
Projected clients per month 244
Cost per Serice fwnes e
! —
tieb
’ 1
|No. of month to pay for equipment 1000
Solver Parameters X §
Set Target Cal: 0514 | oo ||
EudTo:  QOpMex OmMg @ysueor: (12 e | B
By Changing Cells:
$0$10:50812 | Guess
[ Add Constrsint X
Sbject to the Consrants: i
3 . : ot Cel Reference: Corstrant:
[\j $0$10 ) - [¥] [s0000 =
4
e
= o] (o) (s [ w ]|
} Qelete ™
beb
Solver Parameters X
Set Target Cel: 05 S o]
‘AddCon'.tuint X EqaTo: OMsx OMg  @ysweof |12 o
By Changing Cells:
Cel Reference: Corgtrant: A $0510:0812 ] [ guess
S B < ] R =
k oy 2
- Reset Al
Delete
Hep
Solver Parameters X
i)
SetTagetce:  EEE N Sohe M
Equal To: OMx OMg @ ysueor: (12 Goge ™
By Changing Cells:
$0$10:$0812 fo | Guess
Sybject to the Constraints: Qptons
[$0$10 = 50000 o
0811 <=9 o
Change
Beset Al
Delete
— Hep



SOLVER ANALYSIS TOOL

NEW SERVICE ANALYSIS Sohver Results X
Solver found a solution. Al constraints and optimality ‘
condtions are satsfied. Reports
Cost of New Equipment 50000 Avpwer
| l (@ Keep Sciver Sohstion| T
Projected clients per month 50 O Restore Qrignal Values |
Cost per Serice 83.33333704 =) E== Sove Scawr.. o | |

No. of month to pay for equipment | 11. E\ 9947

Finally click on OK button.

Assessment:
Abstract Chapter : 1. Consolidating Data
2. Creating Subtoal
3. What-If Analysis (In Data Tab)
i. Scenario Manager
ii. Goal Seek
iii. Data Table

iv.Solver (itis notin Data Tab, for this use Addin)

A. Select the correct option.

1. It collates the data from different ranges and plac

a. Consolidate /

b. Combining

c. Subtotals

2. It generates a subtotal to summarise the data.
E——

a. Define range

b. Total
c. Subtotals ._/

3. Which tab holds the ‘What-If Analysis’ option?

a. Analysis
b. Data tools —_—

c. Developer
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QJB] Fill in the blanks:

(1) A Scenarioisa.....cccccoecuveeeeenee that you enter in a worksheet to perform calculations.

Ans: Set of Values

(2) Itis good practice to use.......ccceeeeernnnee data while applying the subtotal command to it.
Ans: Sorted
(3) The ..o tools displays the result of applying formula to list of alternative values
for variables. Ans: Data Table
) can process only one input value at a time.

Ans: Goal Seek

() PP deals with equations with multiple unknown variables.

Ans: Solver

C. Answer the following questions:
1. What is data consolidation?

Ans: Data Consolidation allows you to gather together your
data from separate worksheets into a master worksheet. In
other words, the Data Consolidation function takes data from
a series of worksheets or workbooks and summaries it into a
single worksheet that you can update easily.

2. Explain the use of scenarios.

Ans: In simple terms, you can see the impact of
changing input values without changing the actual
data. Scenario Manager in Excel allows you to
change or substitute input values for multiple cells
(maximum up to 32). Therefore, you can view the
results of different input values or different
scenarios at the same time.

3. What is Goal seek ?

—_—

Ans: The Goal Seek feature in Excel 2010 is a what-if analysis tool that enables you to find the input
e — —
values needed to achieve a goal or objective, Goal seek is an advanced spreadsheet feature that

allows to provides the values for the target based input. Just decide the target value and you can

select which cell should be changed in goal seek dialog box. E
_———/ -

= = & | Goal Seek
G E izt rx = Be &g E2

,‘\;‘Tgt__is.__ lFlBh Remove Dn.a Consolidate Felstionships ’; if | Forecast Set celk:
Columns  Fill Dupliatu Validation ~ To value:
Data Tools

Scenario Managu; i

/\'
| Data Table...
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4. What is the basic difference between ‘Scenario Manager’ and ‘Data Table’ tools?

S
Ans: i
Scenario Manager Data Table
i) It has multiple variables. — Works with only one or two variables _

ii) It can only accommodate up to 32 It can accept many different values for

values. those variables. __
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7.1 Introduction (Theory)

Chapter - 7
Linking Data and Spreadsheets

Introduction: '

° Linking spreadsheet data enables you to keep the
information updated without editing in multiple locations,
every time data changes.

e The ability to create links eliminates the need of having
identical data entered and updated in multiple sheets. This
saves time, reduce errors, and improves data integrity.

e It is a quick way to get the data from one worksheet to
another by using the ‘copy and paste’ method.

Ia fu\ﬂ(ﬂ\l \
in multiple sh
When you launch Excel on your computer, it opens a worksheet,
button beside the sheet tabs,

Insert Worksheet

e Choose home > insert > insert sheet from the menu bar.
e Or press Shift + F11. This inserts a new sheet in the current
workbook.

* or right click on the Sheet tab, select Insert option, select worksheet option,

finally select OK button. Then new sheet will be insert.

* Or Clickon + sign present just after the sheet tabs.

Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do

5 X Calibri AN E=Eey 2 General . "‘ v B [ty | = - Ay p . w5

Paste \; - B I L~ v oA~ EE=ExE By | Be% 9 9™ Conditional Form‘alas Cell o2 logert Cele. Find & | Add-ins | Solver

v Formatting ¥ Table v Styles v nsmit Shask Rows Select v

Clipboard 1 Font ] Alignment & Number ] Styles £ insert Sheet Columns Add-ins | Sol A
Al = f | Ingert Sheet Insert Worksheet (Shift+F11) | d

A B & D E F G H | J K L P Q R S &)

2 —
2

3
4
5
6
7
8
9
10
1
12
13
14
15
16
17
18
19
20
21 .

Sheet1 | Sheet2 | Sheet3 ® < »

Ready #3 () Accessibility: Good to go 22} ] ————f———+ 100%
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Rename Worksheet or 8
9 ——

For this, set up two worksheets by following Right click 10 Insert...
the given steps: ol (X Delete
L Rename

e Open a workbook. Double-click on the onthe sheet :z Move or Copy...

sheetl tab to rename it as ‘Tiger census’. tab which we |15 & View Code
16 Protect Sheet...
e Enter the data. want to 17
18 Tab Color 4
e Now, rename sheet 2 as ‘Total Number of | f€Name 19 Hide
Tiger’. 2

21

. lect All Sheet
Tiger Census | Shi = e“.—ﬁv

e Enter the data.

Creating reference to other workbooks

e The following syntax is used to enter the

e Sometime, you may be required to link the : . P
IRCmE; ¥ oy ‘ reference in a cell to link cells of different

contents of the cell among the different

workbook:
sheets of the same workbook. , S — ,
e ‘[workbook name | worksheet name’!

e However, you need to add one more step to — e e -

- . | Celladdress.

indicate which workbook the worksheet is P

in. e The syntax consists of three parts -
e So, you need to link the data of workbook 1 workbook name, worksheet name and cell

and workbook 2 to workbook 3. address.

|

Creating reference to other worksheets:

Following are the two ways to refer to the cells of the other

Datain Sheetl renamed as
Tiger Census

sheets:
I Tiger Census_Statewise
e Using a keyboard | Number of Tigers _
° Using a mouse States 2010 2014 2018
Uttrakhand 227 30
Uttar Pradesh 118 117 173
Madhya Pradesh 257 308 526
ing a k rd: Maharashtra 168 190 312
Rajasthan 36 a5 69
USing a keyboard Karnataka 300 406 524
Tamil Nadu 163 229 264

In this method you need to type the reference manually, to

create a reference using the keyboard,follow the given steps: | Datain Sheet2 renamed as Number of Tigers

Tiger Census_sStatewise

e Open the worksheet in which you want to create States Number of Tigers
reference. For example, open sheet2 (Total number of Uttrakhand
tigers) and click on cell B3.

Madhya Pradesh

e To get the total number of tigers in the uttarakhand Ao
state. Type formula =Sum(‘Tiger census’ I1B4:D4) in cell Rajasthan
b3 and press the enter key . Karnataka
= Ao R ¥ . C L SATerCena S O4) Tamil Nadu

T K Y STy P s | |, Tiger Census_Statewise

A -] C

, Tiger Census_Statewise 2 States Number of Tigers
. States Number of Tigers + Uttrakhand 699
5 Uttrakhand =Sum('TigerCensus'!84I:04) + Uttar Pradesh
g tiar Pradesh . Madhya Pradesh
s Madhya Pradesh « |Maharashtra
s Maharashtra
M Rajasthan » Rajasthan
s Karnataka + Karnataka
s Tamil Nadu 5 Tamil Nadu

Page 31 of



To create reference using mouse/ folle the given steps:

e Open the workbook that has both the worksheets. For
example , sheetl (tiger census) and sheet2 (total number of
tigers).

e Open the sheet in which the link is to be create for example,
select sheet2 (total number of tigers).

e Click on cell B3 to enter formula.
e Type =sum (in cell b3)

e With the opening parentheses, switch to sheetl (tiger
census) and select the cell range that you wish to sum up.

e For example select the cell range B4:D4 to get the tiger
count of the uttarakhand state.

e Sometime, you may be required to link the contents of
the cell among the different sheets of the same
workbook.

e However, you need to add one more step to indicate
which workbook the worksheet is in.

e So, you need to link the data of workbook 1 and
workbook 2 to workbook 3.

e The following syntax is used to enter the reference in a
cell to link cells of different workbook:

e ‘[workbook name ] worksheet name’! Celladdress.

e The syntax consists of three parts - workbook name,
worksheet name and cell address.

Lets us link the cell B2 of workbook 1 and workbook 2 to the
cell B2 workbook 3 . To get the total amount of FDs.

Following are the two ways to link the contents of cells in
different workbooks:

e Using a keyboard
e Using a mouse
Using a k ard: Inf

To create reference between sheets of different work using a
keyboard, follow the given steps:

e Open workbook 3. Click on the cell B2 and type the following
reference.
=sum(‘[workbook 1]sheet1’!$B$2,’[workbook 2]Sheet1’!$BS2)
Press the enter key to get the result.
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A =y 7 we Ten

2 T) T A7 )
2 Owete fomat ~ $

COLLECTIVE DATA

Total Amount FD

Total Account Balance ]

«d Copy
Jromaruree (DA BATHD A BB R ere b G Jon e d —
Cstred g Pot P temte ppe Con torng
wm * (0 XV fo | ¥Sum{IWOrbook 1 atsssheet ] ISE52 [WOr ook wis sheet] 15852)
il 8 C 0 ¥ 6 H [ ) 3 L M N 0

=Sum([Workbookl.xlsx]sheetlI$B$2,[Workbookz.xlsx]sheetlI$B$2)!
v

Using a mouse

To reference sheets of different workbook using a mouse,

follow the given steps:

e Open all the workbooks - workbook 1,workbook 2 and

workbook 3.

e Make sure you are on workbook 3, sheetl in which the

link is to be created.

e Click on cell B2 where the formula is to be entered and

type =sum(".

e Switch to workbook 1, sheetl and click on cell B2 to

select it.

e Come back to workbook 3,sheetl and type */.

e Then, go to workbook 2,sheetl and click on cell B2 to

select it.

e Come back to workbook 3, sheetl and type ‘). Observe

the formula.

e Press the enter key. Observe the calculated value.

Hyperlinks
e Excel enables you to create hyperlink for
many different purposes, including:

e Hyperlink to the sheet - going to a certain
location within the current workbook.

e Linking with the external data - opening
another document or getting to a specific
place in that document, or navigating to a
web-page on the internet.

Information Technology (Code 402)

Insest Hyperink
Lrk Text o deplay: Myperiek to cel AS SceenTg.

Kl Tyoe Pe ol reference
EmngFleor s
NetPage
Or select & plage n s document:
!_] Cel Reference
PgcenThs Chaat)
Document o
3 Defned Names
Create hew
Document

o)
Eqal Adress

R
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Inserting a hyperlink
To insert a hyperlink in a spreadsheet, follow the given
steps:

% Click on the cell where you want to insert a hyperlink.
Or select the cell that you want to put as a hyperlink.

.
°

Choose insert> hyperlink.

% The insert hyperlink dialog box appear.

<  Select the place in this document category in the
dialog box.

< Choose the following options to create a hyperlink at
a particular place in the current workbook :

< In the text to display textbox, type the text is to be

displayed as the linked text. This is an optional field, by
default, excel displays the cell address.

< In the type the cell reference textbox enter the
reference(s) of the cell(s) to be linked.

% Inthe or select a place in the document section, choose
from the list of sheets or defined names to select the
area to be linked.

% Click on OK to insert the link.

Type the data in Sheet1 as follows

Hyperlink - Excel UMESH KALE 3 €3]
Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do
= % amaa ; ) Shapes v T SmartArt I@ |I v e li.v ,;\ I :7 I, "I \/v\ :“h :""| ::$ TY &
s = N ': Icons @+ Screenshot v r W i iy — 5 a2 = ; : SR C\Q
PivotTable Recommended Table Pictures Recommended ! Maps PivotChart 3D Line Column Win/ Slicer Timeline Link
v PivotTables v 3D Models ~ Charts A v v Map v Loss
Tables lllustrations Charts l Tours Sparklines Filters Links
c2 of Ji
A B G D E F G H | J
1 HYPERLINK IN EXCEL
2
3 ‘Product Price 50 ‘
4 Quantity 1000
5 Total Amount 50000
Select Sheet2, and keep the cell pointer in a cell, where you want give hyperlink, ( in that cell
you can write any thing, for example here we wrote Address.
Select Insert tab, then click on Hyperlink icon,
File Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do (|
2 ) === E Shapes v T SmartArt I,;; II o ("-V ;; 1 3 |l;ll ;/\f i"" :II"I § ‘—\Y'
X : == ¥ cons @ Screenshot ¥ . Koy iy = =y ; ; o Thiich a5
PivotTable Recommended Table | Pictures - Recommended X Maps PivotChart 3D Line Column Win/ Slicer Timeline Link Text | Symbols
v PivotTables v (J3D Models ~ Charts Doy v v Map ¥ Loss v ¥
Tables lllustrations Charts ml Tours Sparklines Filters Links A
s % fi P ‘ Add a Hyperlink (Ctrl+K)
| Create a link in your document for
A B e D E F G H | J K L M ‘

| quick access to webpages and files.

| Hyperlinks can also take you to

| places in your document

0 Tell me more

Amount

N O U B W N =
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Then displays a Insert Hyperlink dialog box,
In Text to display a word Amount is automatically selected, In
Type the cell reference Al is automatically selected.

In Cell Reference select Sheetl because we want create hyperlink to Sheetl

Select OK button.

cs 2 Je Amount
A B (& D E F G H J K L2 M
1
2 Insert Hyperlink ? X
3 : . .
4 Link to: Text to display: Amount ScreenTip...
:I =
5 Amount | Existing File or Type the cell reference:
6 Web Page A‘Il
7 Or select a place in this document:
Place in This Cell Reference

8 Document

Sheet1
9 t Sheet2
10 Create New Sheet3

Document g
11 Defined Names
12 =)
E-mail Address
13
14
15 ]
OK Cancel

16

Then, Amount word colour changes to Blue with underline.

B G D E

Amount

file:///C:\Users\renuk\OneDrive\
Desktop\Hyperlink.xIsx - Sheet1!A1 - |
|Click once to follow. Click and hold to
|select this cell.

0 N O UL AW

Then, click on word Amount, then we automatically jumped to cell A1 of Sheetl.

Al > J HYPERLINK IN EXCEL
A B C
1 HYPERLINK IN EXCEL
2
3 Product Price 50
4 Quantity 1000
5 Total Amount 50000
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Relative hypprlink” Absolute hyperlink

e A relative hyperlink contains a partial address, which An absolute hyperlink is a hyperlink that

is to the address of the destination file. For example, . L. .
—— : .. | | contains the full address of the destination file

you have saved a workbook ABC.xIsx and an image fil¢ ) )
capture .jpg in drive. To create a relative hyperlink of or webpage. The following are examples o
thé image file t rkbook, the relative path will absolute hyperlink:
be / https:

e Relative linking is only possible when both the source c KIPS/D
and destination file are on the same drive or location. 1/Users/ /Documents ak

However, a relative link will break if any of the files
(source or destination) is moved from its location. |

Linking to external data
To link a spreadsheet with an external file, web

page, document or e-mail address, choose the

following options in the insert hyperlink dialog < Existing file or web page: It enables you to
box: create a hyperlink to access a web

< Inserting Link of a cell from worksheet, address, normally starting with http://.

¢ Existing file or web page Thset < Enter the required web address (URL) in

& Create new document the address section to link.

J @~ " A . :
% E-mail address < Click on OK to insert the link.

Hyperlink - Excel UMESHKALE (§ B =
Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do
Shapes ¥ T SmartArt = v v v ow i " [ p— -
2 ? a " 12 ORI - IR T 4]| [e
3 = o Icons @+ Screenshot v . b, iRy = o GJ
PivotTable Recommended Table Pictures Recommended i Maps PivotChart 3D Line Column Win/ Slicer Timeline Link Text Symbols
v PivotTables v @30 Models ~ Charts Doy v v Map v Loss 34 2
Tables lllustrations Charts [~ Tours Sparklines Filters Links A
Al Y Jr | HYPERLINK IN EXCEL | Add a Hyperlink (Ctrl+K)
| Creste
A B C D E F G H | J K L 1
1 HYPERLINK IN EXCEL |
| Hyperlinks can also take you to
2 | places in your document
3 Product Price 50 o
= | Tell me more
4 Quantity 1000 |
5 Total Amount 50000
&

Page Layout

Formulas Data Review View Developer Help

Q

Tell me what you want to do

[ | ) Shapes v T SmartArt & iy Iy "y n ). T | o = = i
Jd iR -, P .0 Q@ 13 | H e | R
. ; > lcons @+ Screenshot v W i v i~ ; s A Z S <
PivotTable Recommended Table Pictures 8 e Recommended W Maps PivotChart 3D Line Column Win/ Slicer Timeline Link
v PivotTables v ) 3D Models ~ Charts AN R v v Map v Loss
Tables lllustrations Charts [l Tours Sparklines Filters Links
cs f
A B e D E F G H | J K | L M
1 HYPERLINK IN EXCEL Insert Hyperlink ? X
2 " Link to: Text to display: Other Document ScreenTip..
3 Product Price 50 ®
o
4 Quantity 1000 Existing Fileor | Lookin: 10-SYLLABUS-2023-24 A
Web Page
5 ITotaI Amount 50000 2 o] 10 DATESHEET-2023-24 Bookmark..
6 s CF‘;;;':‘ % 10-1T-(402)-BOARD SYLLABUS-2023-24
7 sl @ 10-1T-(402)-Employability Skills-1I-Syllabus
@ English_LL_2023-24-SYLLABUS
8 st Bg’g":id @ Hindi_A_Sec_2023-24-SYLLABUS
reate New
9 D @ Maths Sec 2023-24-SYLLABUS
10 ] PRACTICAL BOARD
11 Recent Files |(8] PREBOARD NEW SHEET
12 E-mail Address @ Science_Sec_2023-24-SYLLABUS
- Address: \Documents\ALLONS-2023-24\10-SYLLABUS-2023-24\10-IT-(402)-BOARD SYLL
14 | OK Cancel
15 =
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c5 - J Other Document
A B C D E

1 HYPERLINK IN EXCEL

2

3 Product Price 50

4 Quantity 1000

5 |Tota| Amount 50000|Other Document

6 |file:///C:\Users\renuk\OneDrive\

7 ’Documents\ALLON5-2023-24\10-
§SYLLABUS-2023-24\10-IT-(402)-

8 |BOARD SYLLABUS-2023-24.pdf - Click|
once to follow. Click and hold to

9 |select this cell.

(&) ® B 10-1T-(402)-BOARD SYLLABUS-2023-24.pdf - 5} X
& @) (@ File | CyUsers/renuk/OneDrive/Documents/ALLONS-2023-24/10-SYLLABUS-2023-24/10-IT-(402)-BOARD%20SYLLABUS-2023-24.... 7 m = ® Q% °
O e

0

a ¢

+ CBSE | DEPARTMENT OF SKILL EDUCATION -

CURRICULUM FOR SESSION 2023-2024 ¢

(33

INFORMATION TECHNOLOGY (SUB. CODE - 402) &
JOB ROLE: DOMESTIC DATA ENTRY OPERATOR

-+

CLASS -X
COURSE TITLE: DOMESTIC DATA ENTRY OPERATOR

Domestic Data Entry Operator in the IT-ITeS Industry is also known as Data Entry Operator.
Individuals are responsible to provide daily work reports and work on daily hour basic. The
individual is responsible for electronic entry of data from the client side to the office site or vice-
versa. Individual tasks vary depending on the size and structure of the organization. This job

Linking to external data

[i] Create new document: It creates a hyperlink to create a new document.

[ii] In the text to display textbox, specify the text to be displayed as a link.

[iii] Specify the name for the new workbook, in the name document section.

[iv] You can also choose whether the document is to be edited now or later by
choosing the respective radio buttons.

[v] Click on OK button to insert the link.

Hyperlink - Excel

Insert Page Layout Formulas Data LENE View Developer Help Q Tell me what you want to do
P r 5 ¥ —
Shapes ¥ T SmartArt = e ey " i ™ n D.A) AN o —— [
J ? ‘ ?2 ¢ B e W | S
. L) ',' Icons @+ Screenshot ¥ l w W v Fiv l L g Y o
PivotTable Recommended Table Pictures __ Recommended 2 Maps PivotChart 3D Line Column Win/ Slicer Timeline Link
v PivotTables v (03D Models ~ Charts LA g v v Map v Loss
Tables lllustrations Charts Nl Tours Sparklines Filters Links
c7 > fx
2 : C Insert Hyperlink ? >4 M
1 HYPERLINK IN EXCEL
2 Link to: Text to display: New Document ScreenTip...
= (e

3 Product Price 50 E!is(ir;JFiIe or | Name of new document:
4 Quantity 1000 Web Page New Excel File]
5 Total Amount 50000|Other Document $) Full path:
6 Place in This Ci\Users\renuk\OneDrive\Desktop\ Change..

Document
7 | ____®

s
8 Create New
9 Document
When to edit:
10 _) Edit the new document |ater
E-mail Add
1 Halfp i © Edit the new document now
12
13
oK Cancel

14 :
AC
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c7 - e New Document

A B & D E

HYPERLINK IN EXCEL

1

2

3 Product Price 50

4 Quantity 1000

5 Total Amount 50000|Other Document
6

¥

8

9

New Document

file:///C:\Users\renuk\OneDrive\ 1

Desktop\New Excel File.xlsx - Click |

once to follow. Click and hold to
10 select this cell.

New Excel File - Excel UMESH KALE 3
Page Layout Formulas Data LEE View Developer Help Q Tell me what you want to do
= ( ) o - Fe v v =
t %’ Calibri *f11 ~|A A === ® General - ';‘ -4 9 | 2 et E ZY p . ©,
Paste 2" = Condtional Formatie. Gt | o | B i mna | adaie | So
aste B I Uv ) [ Tk === | B |imsios s [is0) 00 onditional Formatas Cel o in -ins olver
v ¢ B - . & el Formattingv Tablev Stylesv | UIFormat~ @~ Fiter v Select v
Clipboard & Font 5 Alignment 5] Number 15 Styles Cells Editing Add-ins Solver A
Al ¥ Je v
A B C D B F G H | J K L M N (0] P Q R S a~

Linking to external data:

% E-mail address: it creates a link to send an

email message, specify the following in the
dialog box.

< Inthe text to display section, specify the
text to be displayed as the link. By default,
It takes the entered email address,

< In the e-mail address section of the mail in
the subject textbox,

< Click on OK to insert the e-mail link.

Page Layout Formulas Data Review  View Developer Help Q Tell me what you want to do
F == | £2)Shapes v T SmartArt = iy By a n [ I [ e T am

J 1P a J i SETQ il M e B R
. . = ',%lcons @+ Screenshot v " W ("% Fiv . o . . = i <
PivotTable Recommended Table | Pictures Recommended i Maps PivotChart 3D Line Column Win/ Slicer Timeline Link

v PivotTables v ©3D Models Charts L R v W Map v Loss

Tables lllustrations Charts Nl Tours Sparklines Filters Links
Cc9 > ke
Insert Hyperlink ? X
A B c | M
1 HYPERLINK IN EXCEL 3 Textto display: |gmail ScreenTip.
iC)
2 Existing File or E-mail address:
3 Product Price 50 Web Page mailto:.umeshrenuka@gmail.com
4 Quantity 1000 $) Subject:
Place in Thi

5 Total Amount 50000| Other Document - Rl
6 J Recently used e-mail addresses:
7 New Document Create New §
8 Document
9 |
10 E-mail Address
1 -
12

13 Cancel

T T
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A B & D E

1 HYPERLINK IN EXCEL
2
3 Product Price 50
4 Quantity 1000
5 Total Amount 50000|Other Document
6
7 New Document
8
9 mail
.
10 |mailto:umeshrenuka@gmail.com?
1 |subject=Welcome - Click once to
[follow. Click and hold to select this
12 cell.
Inbox - Gmail a
= Your ¢ Fix account Dismiss | v
+ New mail
ytions [i] Discard > Send
G Sign in with Google
Accounts Inbc
Gmail 14)a n EJ?‘
umeshrenuka@gmail.c...
H H Cc & Bcce
(2] Signin A e
Folders to continue toWindows
Inbox e Email or phone
All Mail " umeshrenuka@gmail.com| X
More Q Forgot email?
To continue, Google will share your name, email address,
language preference and profile picture with Windows
° Before using this app, you can review Windows's
privacy policyand Terms of Service
D Get your Gmail on your phone o e aain Next
" This email wal
= . —
(33 PN ( I 4 ENG o 0639 -,
Qg m @ H mE VR o @ = » . S N D DO o000 &

Importing data from external data sources:

In excel, you can insert data in a spreadsheet from different external sources, such as

from Ms access, web, text other source ( sgl server and XML data import ). When you import data,
you make a permanent connection that can be refreshed, whenever required.

¢ Open the excel worksheet in which data is to be inserted from an external source.
+* Open the data tab and choose the from access option from the get external data group.
+* The select data source dialog box opens choose a database file and click on open.
+* The select table dialog box open, Choose the desired table.
¢ The import data dialog box opens.
¢ Choose the table option to view data in a tabular format also, choose whether you want
to put the data in the existing worksheet or in a new worksheet. Click on OK
+» The access is displayed in the worksheet.
+¢ The data can be searched and sorted using the filters displayed along with the fields.
+ The data can be formatted using the various option available in the design tab.
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= S = Hyperlink - Excel

File Home Insert Page Layout Formulas Review View Developer Help Q Tell me what you want to do

b B = < 5 = o .
[ f From Text/CSV [ & Recent Sources % [T]Queries & Connections Al [Z]A k= Bpo f
= o 2| AlZ  mm a :
[}3 From Web D Existing Connections = s : / B‘n =e=
Get Refresh z| Sort Filter Text to W
[T From Table/R A A Y . B
Data v rom lable/Range All ¥ i Advanced | Columns =® % | And
rt & Filter Data Tools
From File » a From Excel Workbook From Excel Workbook
— —_— Import data from a Microsoft Excel
L From Database 4 ‘ i":‘ From Text/CSV workbook.
" i ) 1 L e B L ey B | 1 J | K | L | M
L¢_ From Other Sources 4 L &) From XML
r—3 r 1 \
= & - |
9 | Combine Queries 4 ‘ = From JSON
— " —
£4 Launch Power Query Editor... From Folder
D} Data Source Settings...
[]  Query Options
o
£l Import Data X
< > v /~ > Desktop > v C Search Desktop L
4
Organize ~ New folder =- [ o
A 1]
A Home Name Date
8 MOBILE DATA 15-0 H
] ﬂ Gallery = ]
B4 CONSOLIDATED 31-0
> @ OneDrive . [
| B89 GOAL SEEK 04-0
Il Q:f Hyperlink 06-0
Wl Deskto » s
g 84 ISHA 03-0
' Downloads » e
o 84 Linking data 03-0
&) Documents » 3
4 B4 New Excel File 31-0
i » =
B Pictins & SCINARIO 03-0
I
File name: | CONSOLIDATED v | Excel Files v
Tools ¥ Import Cancel
141 T T T T T
et Navigator
R B 1 > [ 2
F_ |y From Text/CSV L R o Sheet? 7; > Solve|
= From Web EsH . 3
Get .o Select multiple items FIRST QUARTER SALES OF YEAR2021  Column2  Column3  Columnd
Data v | From Table/Range .
Display Options ~ o CARS JAN FEB MARCH
Get & Transform Dal ] Analyze
X Porsche 456 400 657
4 CONSOLIDATED.xlsx [3]
Al Audi 678 553 548
BMW 890 348 843
A B P Q
1 :] Cadillac 543 278 549
2 Chevrolet 457 670 532
3 Datsun 789 450 794
4 Ferrari 856 900 973
5 Ford 400 240 569
6 null null null null
7
8
9
10
1
12
13
14
15
16
17
18
19
20
21
Sheet1 | Sheet2 i Load || | Transform Data Cancel !
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(=} 4 Hyperlink - Excel UMESH KALE | &

File Home Insert Page Layout Formulas Data Review View Developer Help Table Design Query Q Tell me what you want to do
Table Name: Z Summarize with PivotTable EY e A : Properties Header Row [ ] First Column Filter Button
T ~
Sheet2_3 EE Remove Duplicates — D om [] TotalRow [ Last Column
= > Insert | Export Refresh |
£ Resize Table Ej Convert to Range Slicer v v €3 Unlink Banded Rows [ ] Banded Columns R—
Properties Tools External Table Data Table Style Options Table Styles A
Al * f %
A B C D E F G H | J ad g 5
"0 FIRST QUARTER SALES OF YEAR 2021 [l Column2 [ Column3 B Columna [ Queries & Connections M X
2 CARS JAN FEB MARCH < :
Queries | Connections
3 Porsche 456 400 657
4 Audi 678 553 548 3 queries
5 BMW 890 348 843
6 (Cadillac 543 278 549 1 Sheet2
7 Chevrolet 457 670 532 Connection only.
8 Datsun 789 450 794 £ Sheet2 (2)
9 Ferrari 856 900 973 X
Connection only.
10 Ford 400 240 569
i ) [ Sheet2 (3) r
12 10 rows loaded.
13
14
Assessment:

A. Select the correct option. .& ,\a Dwﬁ» £ OSI’Y'JJ

vdeghad™
1. In the formula =sum (‘records of students’! B4:D4), ‘record ) Ty‘ sk wevts

of students’ is a: I> A.:v\/\'» ( (
kg / (el Afruy
prdonfc

a) Sheet name (1
b) Range S _LMFOV{/C(?& 59"1 VC?
¢) Database Ans: a) Sheet name
2. Which of the following is rfl_a_t‘ive hyperlink ? LJ‘7(""\
a) https://www.google .com /k
Ac{-l

b) /picture .jpg —" WT iz Wmmﬂ ly
. Gir~fshay
¢) ///picture.jpg (’"V’t’l/ Ch- L/ g

3. The ’hyperljn_k_’ opti_cliiavailable in the .......... osasssrassonsas tab
a) Insert \/

b) view

¢) data

4. It opens the select data source dialog box.
a) Insert Y

b) Data > from access \/

¢) Data>_consolidate

<

5. What is the keyboard shortcut tansert hyperlin9 in your
worksheet ?

a) Ctrl+h 7(1\.«\4: RJ/'AN
b) Ctrl+l — :

otk —  Tryet [\ZM
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B. Fill in the blanks.

1. Linking spreadsheet data enables you to keep information updated without editing multiple
locations every time the data changes.

2. Toinsert a new worksheet, click on the Home tab and select the Insert Sheet option.

3. You need to type Reference manually, if you entering it using the keyboard.

4. A Hyperlink is a coloured and underline text or grphic.

5. A Relative Hyperlink is a partial address.

C. Answer the following questions.
—‘__—-’—

1. Why do you link the spreadsheets data ?
i abea -

Ans: Creating links, or external cell references, can eliminate

—_——

R
having the same data maintained in multiple sheets. This

saves time, reduces errors, and improves data integrity. A

—

e ————
Sales Manager can have a detailed sheet for each employee ,

and a summary sheet to compare performance. _

2. How do you insert a new sheet in a workbook ?

Ans: To insert a new worksheet in front of an existing
worksheet, select that worksheet and then, on the Home tab,
in the Cells group, click Insert, and then click Insert Sheet.

Tip: You can also right-click the tab of an existing worksheet,
and then click Insert.

3. Differentiate between the absolute and relative hyperlinks.

Ans: Absolute URL Relative URLs
i) Contains more information Contains less information
it) More convenient to use Less convenient
iii) It contains the full address of the It contains partial address
destination file or webpage
iv) Eg- 1t Eg- /capture.jpg

4. How can you import the data from external data source in
—— —————

excel? Explain.
——

Ans:

e Step 1 - Click the DATA tab on the Ribbon.

e Step 2 - Click Existing Connections in the Get External
Data group, The Existing Connections dialog box
appears.

e Step 3 - Select the connection from where you want to
import data and click Open.
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Chapter-08
Sharing & Reviewing a Spreadsheet

Introduction:

e When you collaborate with the other, you may be
required to work on the same spreadsheet.

e However, if you work on separate copies of the
spreadsheet, you will create multiple version of the,
same spreadsheet.

e Hence, it will be difficult to keep a track of the
changes made by the collaborators and further
compile that data.

o @the sharing feature using

which you can give access to the others

users to work on the same spreadsheet

at the same time.

e It saves the trouble of keeping track of

multiple version of the same

spreadsheet.

e This simultaneous editing and real-time

commenting with the others gives you a

feeling as if you are sitting across the

—

table with each if you are miles apart.

e The workbook can be saved in a network location where

others can easily access.

-_— —

e It you can keep a track of the changes that the other

people make, and accept or reject those changes.

. \ :
e This chapter coverﬁ@eadsheet@nd

review shared spreadsheet, merge and compare them,

Opening and saving a shared spreadsheet: A v T < o T T

de

1 Lot Name Seles Conrtre Mnasrtos

After sharing the worksheet, you and the other
users can open it and make changes in it at the
same time.

CB N~
2
<
>

When you open a shared spreadsheet, a

message appears, stating that the spreadsheet is u own. _
the shared mode and some features are not il =
available in this mode. Revre

After making changes in the share workbook, 5}\',& bedﬂ(

you need to save the file if you want to update e

the changes. To save a file, click on file > save. _MMJM{'S‘Wd,
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Setting up a spreadsheet for sharing:

e When you share a worksheet, multiple Revreny

. "
users can work on it simultaneously. 5
Aot WEUdbgu

e They can data, insert rows and columns,

NA
add and changes formulas, and also MMJW‘SAWO’/

format the same spreadsheet.

To share a spreadsheet, follow the given
steps:

< Start the Microsoft Excel 2010
application.

< Open the file you would like to share,
create a new file.

< Saveitin a network location, so that
the others users can access easily.

< With the worksheet open, switch to
the review tab.

< Cliclg on the share workbook option in the
changes group.

The share workbook dialog box opens.

Select the allow changes by more than one
user at the same time. This also allows
workbook merging checkbox to enable
sharing.

¢ Click on ok. if you have already saved the
spreadsheet, a message appears stating that
the action will now save the workbook. Click on
ok to continue.

< If the workbook has not been saved previously,
the save as dialog box appears.

¢ After saving, the word [shared] is shown on the
title bar along with the document’s title.

< Now, all the users can work together on the
same workbook.

Page 44 of



Practical of Setting up a spreadsheet for sharing:

&:Hﬁ > Vo et - Moowoh Lice
Zy -~ mioe Poge iy T ormason Deta Vrera -
:’ > cm et 9' . | G Mtec 0nd Share Waabose é
‘ri l—l % ‘J —J —J —J O ‘3 ‘«l\(’ ‘l‘a-mnulﬂ'm
Wehng Priaw™ Thewmarn Tramclate < Poted Motet et
- r v Dot Wedost © Warkbeod _J T Onanges * ]
horey ommor, Changen .
Al e > 2
|4 T [3 [ £ g G - i ) X L ™ N 0 »
Dare dupabaon ? .
Eowg  Adwrced | Microsoft OMce Bacel x
(2 Mow ®arges by mare Pan ore e o Pe save bme D
00 M st war g ] ! Tha acton sl now vt e workdook. Do you mart 13 contrue?
(0 Nae T worOook Open o =
| ‘-t\{ Carcel |
myshaet Sdond] - Wossoht Licel
Vrera View L‘(
/a v o H G Poredt rared oAb #
2 Ve A3 Cammenty = l.t”.nur g -
' ’ Protect e Hae
‘ Thert WeBoek © Werkboek _J THaak Cranges » vang
B it o] el Crarges va
— 1 7
— Qb G be | } K L X N o P

Recording changes: /

Somethings you may be required to

record the changes done by you or
other users in a spreadsheet to
review later.

The track changes feature in Excel is
used for this purpose. It enables you
to keep a track if the changes done
by you or the other usersin a
spreadsheet.

Recording changes:

To record changes, follow the given
steps:

)

*

.

Kl
*

Open the spreadsheet in which you
want to record the changes.

Click on the review tab.

Choose track changes > highlight
changes to turn on the track
changes.

]

)
*

the highlight dialog box appears.

i K(\/ L)

Trede Chamg?) /ﬂ(a,»e//% |

St
/H.mlwc)»a

Information Technology (Code 402)
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< Check the Track changes while
editing checkbox. Enabling track
changes also results in sharing the

workbook.
< Inthe Highlight which changes

section, choose: when to highlight
the changes. By default, all the
changes are highlighted.

< When can highlight changes. By
default, everyone can highlight the
changes.

<* Where to highlight the changes. By
default, the changes made in the
entire spreadsheet are highlighted.

< Click on ok. The file gets saved and
shows a message window to continue
the process.

< Now make changes in the spreadsheet.
The changes will be highlighted by a
border around the cells with a dot on the
upper-left corner of the cell.

< When you point at the dot, you can see

more detailed information, such as the
name of the author, date and time and

type of change made in the help tip box.

Practical of Recording changes:

MYSHEE

Home  Insert Page layout  Formulas Data Review | View

v- gd' ELI a% lj ~ @—J .LJ 24 show/Hide Comment I L@ @ [FH| Gl Protect and Share Workbook T

‘4% Show All Comments @ Allow Users to Edit Ranges

Spelling Research Thesaurus Translate New  Delete Previous Next Protect  Protect Share
Comment 5 Shiow Ink Sheet Workbook ~ Workboak 4.2 Track Changes
Proofing Comments Cha) L Highlight Changes.., I ]
ca - @ £e| 10 | Accept/meject changes | v
A | B ’ (& \ D | E | F | G | H | 1 | J | % | L . M| N Lo | P Loa | R | S B

Home Insert Page Layout Formulas Data | Review | View @ - o x

~ - = - : - - - mams
A\? ffi l—; I a. S o &) 23 Show/Hide Comment LQ h{@ FFFH @ Protect and Share Workbook
v 5 Q 12 Show All Comments & g Allow Users to Edit Ranges
Speliing Research Thesaurus Transfate | New  Delste Frevious Next Protect Protect  Share

Comment I SHoWInk Sheet Workbook - Warkbook L Track Changes «
Proofing Comments Changes |
ca ~(a | 10 v
A C D E E G H 1 J K L M N o P Q R S =
Track changes while editing. This also shares your workbook.

10 Highlight which changes.

20 @ When:  [Since Ilast saved

30 [lwhe:  |Everyone

40 [V] Where: |C+8C$4:5C67
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1A 8 c. D ¢ F G
M
2
? r o - [Pradeep Dubey, 26-07-2021 17:18:
& 10] [Changed cell C4 from "<blank>" to ‘107,
p——
5 20|
r 1
6 30|
7 a0l
—al
E )

Reviewing changes:

When you receive a doc:lment back with
changes you can step through each
change and decide whether to accept it
or not.

To review changes, follow the given
steps:

< Open the document that had
changes.

% Click on review > track changes >
accept/reject changes.

< The select changes to accept or reject
dialog box opens.

% Click on ok to start the review process.
< The accept or reject changes dialog box
opens with a list of all the changes.
< Click on each change one by one and

choose the accept or reject button to
accept or reject a change.
< Orclick on the accept all or reject all

button to accept or reject all button to
accept or reject all the chiange at once.

_
~ Home Page Layout Formulas Data Renew View

Information Technology (Code 402)

g a x A Show/Hide Comment l & Protect Shared Workbook
Lri u b J —J —J «2 Show All Comments & (91,.1 ow Users to Edet Ranges
Spelling Research Thessurus Transiste New  Delete Prev Protect  Protect

Comment ) Show Ink Sheet Workbook * Womboot L)m"‘ Changes ~|
Proofing Comments Chan 3 Highlight Changes...
| ca ~@ fe| 10 %K) AgceptReject Changes
A 8 e D E F G H I ) K[ L M

1

2

3

4 10
5 20
6 30
7 40
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t = —
A B C D E F G H | J
1
2
3
4 10
S 20
6 30 =
VI Where:  $C$4:5C$7
7 40
8
9
k
A B C D
1
2
3
4 10
7 Mloflmadctohsdounmt:
S Administration, 07/02/2024 3:46 PM:
6 30 Changed cell CS from ‘20 to ' <blank>".
7 40
8
9
10
11

Comparing and Merging Workbook:

Adding th mpare and merge workbooks option:

e The compare and merge workbook option is not
available in excel, by default. It can added to
the quick access toolbar using the following
steps:

% Click on the file tab and choose option.

% The excel option dialog box will appear. Select
quick access toolbar.

% Under choose commands from, click on the
drop-down menu and select the commands
option.

< Find and select the compare and merge
workbooks option.

< Click on add to add it to the quick access
toolbar.

% Click on ok. The selected command will be
added to the quick access toolbar.
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10-PART-B-Subject Specific Skills-Unit-2-Electronic Spreadsheet (Advanced){10m)-mb = Word oveskate @) & 2 - o X

Good afternoon

v New
B New
Aa . —l—
2 Open & e - P
Toke a tour
Get Add-ins - =
Blank document Welcome to Word Single spaced (blank) Bold modern resume Snapshot calendar

Info

Save More templates —>

Save As

Recent Pinned
[ Name Date modified

Print

-B-Subject Specific Skills-Unit-2-Electronic Spreadsheet (Advanced)-(10m)-mb s
ts » E-BOOKS » 10-IT-[402]-Notes-2023-24
Share

Export Account PPoRD-2-0602 24 Vesterday at 08:4
P eou hts » ALLONS-2023-24 » Preboard-2023-24

Feedback
pen Yesterday at 08:45

Yesterday at

1641
g
07-02-2024 e

Excel Options ? X
General I : .
~'='dH Customize the Quick Access Toolbar.
Formulas g ’ o
> Choose commands from:@® Customize Quick Access Toolbar:(®
ata
All Commands - For all documents (default) v
Proofing
Save Combine 2Py Cilcove
= : . >
Ul {Anguags Zﬂ Combine Queries & Redo | 3
|5l Combo Box [Combo Box (Active...
Accessibility B (Corbe Box [Cembo Box (F € Undo [ >
‘A ‘ il S e 1 I Compare and Merge Workboo... I
Advanced “” Comma
Customize Ribbon 9 Comma Style
[1 Command Button [Command B...
Quick Access Toolbar
Comments ]
Add-ins Comments [Go To Comments]
; Add >> N
Trust Center Community [3
Compare and Merge Workbooks... SeiREmove
II', Compatibility > ]
&= Compatibility Checker
:!-{: Compress Pictures...
[F)) Conditional Formatting >
Conditional Formatting [Go To C...
Connection Properties...
| Connector: Elbow ~1
‘ Customizations: O}
Show Quick Access Toolbar below the plalic sl Reset ~
Ribbon Import/Export ¥ ®
|

mparing and merging work k:

To compare and merge spreadsheet, follow these

steps:
< Open a copy of the shared workbook.

% Click on the compare and merge workbook
option on the quick access toolbar.
% The select file to merge into current workbook

dialog box opens.
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< Select another copy of the same shared
workbook you want to merge.

< To select multiple copies, hold the ctrl or
shift key on your keyboard while selecting
the file names.

< Click on ok. the changes from each copy of
the shared workbook will be merged into a

single copy.
6_,)"&_‘7-_5 tk—. myhaet [hared] - Mcrscht Licel
» «d S tede Commant o [iii] G Motedt Shared Wokbook 7
FEOS onnaizn= 2@ Qemmm 4
Comment ) S i Thert WeAbask + Werkbaek _J Tk Onanges * reny
L ] Lommeney (rarges e
G6 - 5|
AT B c .\ o | € | F NEGHSY H | | | J
1
2 .
3 -
4 10
5 | 20 .
7| 40
8| 50
| 5 Sebect s 8o Merge It Cument Worbock x

2 1% O51C) » Weers » Praderp Dbey » Destep » badhadocs » vt ened

-

P Sewch ot Jenced

Owganice v New folder B 0 O
U Ty A D rame 2 Date moddad L P Sor

0 et ece @ rcvey a7 DONNBOM Mook Ofce L 0
H Videen @) rcrney DOXNEIM Micsssch Ofice L nis
(R Mcsmeh Offca t ) tata corsrbtman HOTXNEBIIPM  Mowieh Ofce k. B
O mpertes 2002001 6230 MM Moot Ofice L. 0

@ Ovelinve ) reen 2LTXNOEIIPM Micsech Ofice L L] B

e 6wyt ORI Mowseh Ofce £ ) 1
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Adding and viewin mments:

In a spreadsheet, comments help in
providing some extra information on the
data stored in a cell.

They play an important role to add some
facts, tips, or feedback for user.
Addin mment:

To add a comment, follow the given steps:

.

% Select the cell on which you wish to apply
comment.

< Open the review tab and choose new comment
Or right-click on the cell and choose insert
comment. *

< The comment box pops-up enter the
comment and click anywhere outside the
commeitt box.

< The cell having comment will show a red dot
on its top-right corner.

File Home Insert Page Layout Formulas Data Review View Developer Help
ABC = B ol 4 ﬁ ) .Ltj
v 1 123 E@ ax Os
Spelling Thesaurus Workbook Check Smart Translate New
Statistics Accessibility v | Lookup Comment
Proofing Accessibility Insights Language Comments
D4 - [ j‘ 20 Insert a Comment (Shift+F2)
Add a note about this part of the
. A | B ‘ C D E 4 F document.
1 ' RESULT OF SUBJECT- MATHS
2 NAME PT1 PT2 PT3
3 ABHAY 19 20 19
4 |BHAVYA 18 16| 20_|
5 HARSH 20 19 17
6 RAJU 20 18 20
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File Home Insert Page Layout Formulas Data Review View Developer Help g

ABC o aln N ‘ | ==
V I——l le 3I L @ @ 52} — () Show
Spelling Thesaurus V\é?ar:(i:t?cosk Acce(;:ie:i:tyv Lir:ka‘:tp Translat] Calibri v]” A AE% 2 =
Proofing Accessibility Insights | Languag| B I =50~ A ~ v %0 328 =
D4 = Jx 20 = —
| A B C D (X) Cut
1 RESULT OF SUBJECT- MATHS Ea Copy
2 NAME  PT1 PT2 PT3 | ESSOnins
3 |ABHAY 19 20 '
4 BHAVYA 18 16 Paste Special...
[: ,® Smart Lookup
5 HARSH 20 19 -
6 RAJU 20 18 i
7 Clear Contents
8 =] Quick Analysis
9 Filter >
10 e ’
1 1 | | Get Data from Table/Range...
1> * ) Insert Comment
A B C D E  F G
1 RESULT OF SUBJECT- MATHS
2 NAME PT1 P12 P13
3 ABHAY 19 20 19 ¢
4 BHAVYA 18 16 2a] [t
. Bhavya got least marks
5 HARSH 20 19 17 in PT2 exam of Maths
6 RAJU 20 18 20 |among all students
7

Viewing comments:

< A comment automatically appears in the help
tip box when the mouse cursor is placed on the
cell.

< Choose review > show all comments to view all
the comments markets marked on the
worksheet.

)
0..

You can also click on review > previous or
review > next commands to browse through the
comments.
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Editing and formatting comments:

Once a comment is added to a cell, it can be edited and

formatted at any time.

Editing Comments:

To edit a comments, follow the given steps:

o
Choose review > edit comment.

% The comment opens for editing.

% Click on the cell that has the comment to be edited.

R
% Make changes and click anywhere outside the comment
box. The changes will reflect in the comment.
File Home Insert Page Layout Formulas Data Review View Developer Help
ABC (== ol B X &) P B3s
v LI =5 & O | 53 A (oBE iy =
Spelling Thesaurus Workbook Check Smart Translate Edit Delete Previous Next = |
Statistics Accessibility ¥ Lookup Comment
Proofing Accessibility Insights Language Comments
D4 y fx 20 Edit Comment (Shift+F2)
. Add a note about this part of the
| A B (& D E document.
1 |RESULT OF SUBJECT- MATHS
2 NAME PT1 PT2 PT3
3 ABHAY 19 20 19
4 |BHAVYA 18 16| 20
5 HARSH 20 19 17
6 RAJU 20 18 20
A B | ¢ D E  F G
1 RESULT OF SUBJECT- MATHS
2 NAME PT1 PT2 PT3
3 ABHAY 19 20
4 |BHAVYA 16 CIRAESN MALES
18 Bhavya got least marks
5 HARSH 20 19 in PT2 exam of Maths
6 RAJU 20 18 20 |among all students
7 Study hard
Editing and Formatting comments:

Formatting Comments:

To format a comment, follow the given steps:

Q

[J Choose Review > Edit Comment.

the format of the comment.

Click on the cell that has the comment to be formatted.

The comment opens for editing. Here, you can change

Select the text to be formatted. éo to home tab and

choose the required formatting options from the Font

and Alignments groups.
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Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do

?‘_g Tahoma ~9 AN B=E= 2
B I U- B = = |1 Formatv | | & v q
Clipboard Ml Font Alignment | Number Styles Cell Size
Comment2 -~ fe
A B © D E F G H | J K
1 RESULT OF SUBJECT- MATHS
2 NAME PT1 PT2 PT3
3 ABHAY 19 20 19“ UMESH KALE: TP
4 BHAVYA 18 16 20 Bhavya got least marks
5 HARSH 20 19 17 |in PT2 exam of Maths
6 RAIU 20 18 20 |among all students Organize Sheets
7 Study hard
8
9
10 Protection
11
12
13 '/-‘)! Format Comment...
14
File Home Insert Page Layout Formulas Data Review View Developer Help Q Tell me what you want to do
‘ B I U roimaiung 1dDie LVIBS \o X e
Clipboard M Font | Alignment N Format Comment ? X
Comment2 - S Font
A B C D E F G ‘ Eont: Font style: Size:
1 RESULT OF SUBJECT- MATHS et fold N
2 NAME  PT1 PT2 PT3 T o & 1% !
Symbol 11
QAnHAY 19 <0 12 - [UMESH KALE: TEEN | 5o oic
4 BHAWA 18 16 20 |ghawyagotlesstmarks | | |lmeSeC B
5 HARSH 20 19 17 {in PT2 exam of Maths e Coor )
6 RAJU 20 18 20 |among all students o ' =
HE | | () oo
7 Study hard o : S
1 Effects Preview
8 ("] strikethrough
9 () superscript Tahoma pre—
10 () subscript
11
12 = ; :
This is a TrueType font. The same font will be used on both your printer and your screen.
13
14

Assessment Time:

A. Select the correct option.

1. Which of the following tab contains the(Share Workbook’
option?

a) Review e

b) Data

¢) View
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2. Which of the following is the correct choice to turn on the

‘Track Changes’ feature in Excel?
\

a) Review > Track changes > Show changes
b) lns)(ert > Track changes > Highlight changes
c) Data)z Track changes > View changes

3. Which dialog box allows you to (ccept &r refuse changes in a
"
spreadsheet?

a) Accept / Reject Changes — @ M\{/
b) Take or Refuse Changes e (_;{“\

¢) Manage Changes /(‘/
e
/

H.;,Ao?,«x
iarllys

4. Which of the following group in the Review tab has the

'‘Track Changes' option?

_—

a) Proofing 7(
b) Comments 7(
¢) Changes /

5. Which dialog box helps you to fix the conflict changes in a

spreadsheet?

a) Manage Conflicts ><'

b) Resolve Conflicts g/

¢) Correct Conflicts )(
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B. Write T for True and F for False.

1. Some commands are not available when document sharing 7-
i ol

is activated.

—————————

2. All the users will be able to save the shared document while

you are resolving the conflicts. ,:
e e

3. Changes in a spreadsheet are marked by awromﬁ ,_7—

the cells.

4. You can add comments to add some information or provide l
a feedback.

C. Answer the following questions.

1. How can a group of people work on the same Excel spreadsheet

simultaneously?

———

Ans.
e Click the Review tab.

e gié
e Click Share Workbook in the @; roup.

e On the Editing tab, click to select the Allow changes by more
than one user at the same time.

e In the Save As dialog box, save the shared workbook on a

network location where other users can gain access to it.

2. Why are track changes needed?

Ans. The Track Changes function in excel allows you to keep a
record of changes made to a spreadsheets. You can then
choose to accept or reject the changes. It is a useful tool for
managing changes made by several reviewers to the same
spreadsheet.

3. What are comments ?

Ans: In a spreadsheet, comments help in providing some extra information on the data

stored in a cell.

They play an important role to add some facts, tips, or feedback for user.

4. Why do you compare and merge spreadsheets?

Ans. When multiple users collaborate on the same shared
workbook, you can use the Compare and Merge Workbooks
command to view all of their changes at once and address
them by accepting or rejecting them.

Page 56 of




Chapter-9

Using Macros in a Spreadsheet
Introduction:

o Let us consider an example, where a bookseller Rajneesh

creates a report every month to view his sales and

calculate profit.

o He also formats the names of the customers with

—_—

overdue accounts in and applies bold formatting while
e
creating the report.

o It means that every time he creates the monthly report
he perform all these formatting operations, again and
again.

e To avoid such a situation and speed up his task,

he can create a macro to record the formatting D

a @ Record Macro

Relative Refe
Visual BIETEGH s
Basic

and run it to apply these formatting changes
quickly to the cells, whenever required.

ro Security

e Macros enable you to automate almost any task
that you want to perform in a spreadsheet. Let
us learn how to record a simple macro and how!
to write a code for creating macros in Excel.

Creating a Simple Macro:

Follow these steps to record a simple macro:
e Click on the View > Macros > Record Macro.
e The Record Macro dialog box opens.

e Type a name for the macro in Macro name field. By
default, Excel gives the name Macrol.

® Assign a shortcut key Ctrl + Shift + K in the Shortcut
key field. This key combination will be used to
execute the macro later.
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e You can also provide some description related to the
macro in the Description box. This is optional.

e Click on OK to start recording the Macro.

e Perform the operations that you want to record in the
macro.

e Click on View > Macros > Stop Recording to finish the
recording of the macro.

e Press the keyboard shortcut (here. Ctrl +Shift + K)
to execute the Macro. Or

e Click on the View > Macros > View Macros. Select
the name of the macro that is to be executed and
click on

e Observe that the operations recorded in the
macro get automatically performed.

Select View tab, Select Macros icon, Select Record Macros

k= v : MACRO - Excel UMESH KALE (&
File Home Insert Page Layout Formulas Data Review Developer Help Q Tell me what you want to do
&= Headings 3 —: : w| Csplit col \'—
- ) Gridlines Q 0 Q - Hide . i
Normal| Page Break Page Custom Zoom 100% Zoom to New Arrange Freeze Switch |Macros
Preview Layout Views Formula Bar Selection | Window All  Panes v Windows v &
Workbook Views Show Zoom Window F3 View Macros
G8 . S | Record Macro 7 Record Macro...
A B (€ D E F G H ‘ Record a macro ¥ Use R:-Iative Referenlc'els
1 Month - January [a()’w of (hc“cfmman;is \;ou’
periorm will be saved Iinto the
2 macro so that you can play them
3 S.N. Book Name No. of books sold Aot
4 1 Hindi 250
5 2 English 100
6 3 Maths 65
i 4 Science 20
8 | Total |
Enter Macro name, shortcut key, store macro in, description as per our need
A B C Record Macro ? X
1 Month - January Macro name:
Total
2
Shortcut key:
3 S.N. Book Name No. of books sold orenEe
i = Ctrl+Shift+ A
4 1 Hindi 250 _
= | Store macro in:
5 2 EngllSh 100 | This Workbook v
6 3 Maths 65 Description:
7 4 Science 20 Calculate Total Sale of a Month|
8 Total
9
10
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Do the formatting as we want, enter sum formula for Total,
Then, Select View Tab, Select Macro Icon, Select Stop Recording option

=) v s MACRO - Excel UMESH KALE 3 = =
File Home Insert Page Layout Formulas Data Review Developer Help Q Tell me what you want to do

- 1 § N = Headings q _, Q —_— : | I split :: | ‘ )

| = Gridlines - = 7 T Hide .
[Normal| Page Break Page Custom Zoom 100% Zoom to New Arrange Freeze Switch Macros
} | Preview Layout Views Formula Bar Selection | Window All  Panes v Windows ¥ v

Workbook Views Show Zoom Window '-_' View Macros
9 - fi ‘ Stop Recording B Stop Recording
Record a macro B Use Relative References
A B C D E F G H -
1 Month o January ‘ Each of the commands you
| perform will be saved into the
2 macro so that you can play them
back aga

3 S.N. |Book Name |No. of books sold | ik oo

4 1|Hindi 250

5 2|English 100

6 3|Maths 65

7 4|Science 20

8 Total 435

* To check our macro is working or not, select sheet2 ( same data as in sheet1)
* Then Select View Tab, Select Macro Icon, Select View Macro option

[ Ao 1 s MACRO - Excel UMESH KALE g 53] =
File Home Inset  Pagelayout Formulas  Data  Review Developer Help ~ Q Tell me what you want to do
‘ ) Headings Q X Q —: O B Csplit - =
1Nom|aI‘Page Break Page Cu;(om Gridines Zoom 10(?: Zoom to New Arrange Freeze Clkide Switch Mac:os.
“ Preview Layout Views Formula Bar Selection | Window Al  Panes v Windows ¥ v
Workbook Views Show Zoom Window | \iew Macros (Alt+F8) T View Macros
c8 Y fi See a list of macros you can work B stop Recording
with A .
A B c D E F G H ‘ ¥4 Use Fielallve Refeven‘c'e's
1 Month - January i
2
3 S.N. |Book Name |No. of books sold
4 1|Hindi 250
5 2|English 100
6 3|Maths 65
7 4|Science 20
8 | Total

Click on View Macros option, then select Run button

c8 . fe Macro ? X

v Macro name:
Al B ‘ L — |

1 Month - January otal_______§

2 Step Into

3 S.N. |Book Name |No. of books sold _ ER

4 1|Hindi 250 |

5 2|English 100 » Delete

6 3|Maths 65 il

ptions...

7 4|Science 20 '

8 Total Macros in: | All Open Workbooks v

9 ' Description

10 Calculate Total Sale of a Month

11

19 Cancel
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Then output is follows, it means our macro is running....

(=] o~ s MACRO - Excel

Help Q

UMESHKALE (&

File Home Insert Page Layout Formulas Data Review Developer Tell me what you want to do

I [ @ Headings q 3 Q _: : » _ B split :: ‘_T

Noml;l Page éreak Page Custom (] Gridlines Zoom 10:2 Zoom to New Armange Freeze Ctide Sw=tch MBC:DS

Preview Layout Views Formula Bar Selection | Window  All  Panes v Windows v v

Wkoook Vicws gho Zoom Window | \/iew Macros (Alt+F8) : View Macros
co - f See alist of macros you canwork | M Stop Recording

A B C D E F G H with # use Rhelative Referen'c'e's
1| Month - January 9 S
2
3 |S.N. |Book Name|No. of books sold
4 1|Hindi 250
5 2|English 100
6 3|Maths 65
7 4|Science 20
8 Total 435

Macro Coding:

o When You record a macro, Excel notes down the steps
you are taking in a language that it understands which is
Visual Basic for Applications (VBA).

e When you stop the recording, save the macro, and run it,
Excel simply executes the VBA code it generated and
follows exactly the same steps you performed.

e Inshort, a code of macro is written in Visual Basic Editor,
(VBE), which is a part of Microsoft Visual Basic for
Applications (VBA).

Macr ing:

e To workin VBA, you need to use some commands
available in the Developer tab.

e So, let us first add the Developer tab by following the
given steps:

> Click on File > Options. k
>  The Excel Options dialog box opens.

> Click on Customize Ribbon, place a checkmark next to
Developer.

> Click on OK. Excel starts displaying the Developer tab.

>  After adding the Developer tab, you can access the Visual
Basic Editor (VBE) to type the code for a macro or write
macro as a function by following the given steps:

e Open your workbook in Excel.
e Press Alt + F11 to open Visual Basic Editor (VBE).

e Right-click on your workbook name in the "Project-VBA
Project" pane and select Insert > Module from the
context menu.

e A new module opens where you can add your code.
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Select Developer tab, select Visual basic icon from code group

=) i

MACRO - Excel

File Home Insert Page Layout Formulas Data Review View Q Tell m

Developer Help

™= ?IRecord M. £ = = * = Properti —
ﬂ : - i) UseOI:eIati::':eferences ‘ a !iiq ﬂ b( 1\/:: CoI:se L.: : 1] Bxpansil
Visual Macros Add- Excel COM Insert Design Q; Source *~
Basic 1. Macro Security ins Add-ins Add-ins | ¥ Mode |3 Run Dialog !
Code Add-ins Controls xN
Visual Basic (Alt+F11) e
Open the Visual Basic editor.
[ (=] T C D E | F G
1 Month - January
2
3 S.N. [Book Name |No. of books sold
4 1|Hindi 250
5 2|English 100
6 3|Maths 65
7 4|Science 20
8 | Total 435 |

Select Visual basicicon, select Module from Insert

ﬂ Microsoft Visual Basic for Applications - MACRO.xlsx

‘ File Edit View | Insert | Format Debug Run Tools Add-Ins Window Help
n I K EFY @

EBE-d

el UserForm
@ Module
*3  Class Module

Module2 Module
Alphabetic Categoriz

(B Module2

vi Sl Cod o o M.

To open the code recorded in a macro, follow the given
steps:

e Choose Macros > View Macros. Or

e Choose Developer > Macros in the Excel window.

e The Macro dialog box opens

e Select the Macro name from the list and choose Edit.

e The macro code opens in VBA.

i r F ion:
e A function is a line of code that gets executed on function
calling.

e When you call a function, it gets invoked and returns result as
per the code.

e To define a macro as a function, use the keyword Function.

e Each function has a name and may have parameters whose
values you pass when you call the function.
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Syntax:

Function Function_Name ()
Body of Function
Function_Name=Result

End Function

Function Total ()
Total=10+20
End Function

To type and execute the above code, follow these steps:

>  Switch to the Visual Basic Editor by pressing the Alt + F11 key
combination. ‘

>  Create a new module (right-click on the Project - VBA Project pane and
select Insert > Module).

>  Type the given code, and save it.

>  Again, press the Alt + F11 to switch back to the Excel window and enter
the created macro function in a cell as =Total(). This is referred to as
function calling.

> You will get the output as 30 in the same cell.

Sub Button1_Click( )
MsgBox Triple(x)
End Sub

Function Triple(x)
x=10

MsgBox x

End Function

Passing Arguments To a Macro:
To type and execute the given code, follow these steps:

->» Place a command button on the worksheet. For this, click on the Developer tab and
select Insert > Button (From Control), and drag the button on the spreadsheet.

=> The Assign Macro dialog box opens. Enter the name for the macro, and click on
New.

-> Type the code as given in the example, and save it by clicking on the Save button
available on the Standard toolbar.

=> Press'Alt + F11 to switch back to Excel, and click on the command button. It will
invoke the created function and you will get 10 as the output in the message box.
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Code:

Sub sbGetCellDatal( )
MsgBox Cells(1, 7)
End Sub

The above code will read the value from the first row and seventh column, i.e., from the
cell A7, and display the value in the message box.

By now, you must have understood, how to read the data from a worksheet to VBA using
the cell object. Let us learn how to use the range object to read the data.

Code:

Sub sbGetCellData2( )
MsgBox Range(“Al1”)
End Sub

The given code will read the value of cell A1 from the worksheet and display it in the
message box.

Assessment Time:
fvl,ax/to Ch-9

By Uning By wwrnng Lty

Quuhrir VBA
(Grregecrid) ( Fumetnon)

2 Recork — > Code

= Rgm — IR

A. Select the correct option,

1. Which tab in Exce the option to record a macro?

a. Data

o o | (o] o a6

-

koo
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2. In Excel. to run a macro choose 3. Which of the following keyword is used to define a macro as a function?

P

b. Data > Run Macro b.Macro  ~(¢ ot = o +20
fine £ ,ﬁ, o)
¢. View > Macros > View Macros ¢. Define y 3 Ol purrd

a. Data > Macros 7( AEuchon \/ J’(‘—\u:;.:)biri{)

4. Which key combination do you press to open the VBA?

a. Alt+F11 v —
b. Shift + F3

c.Ctrl + F11

Q(B) Fill in the blanks:
{ hint: Name, Parameters, Macros, Keystrokes, Function }

1 automates the recorded actions and saves your time and efforts.
[2] You are actually recording your mouse clicks and ...................... while entering a macro.

Bl A i, is a line of code that executes when you call it.

[4] Each function hasa....................... and may have

Ans : [1] Macro [2] Keystrokes [3] function [4] Name, Parameters

Q(C) Answer the following guestions

Q[1] What is a macro ?

Ans: A macro (which stands for “macro instruction”) is a programmable pattern which translates
a certain sequence of input into a preset sequence of output. Macros can make tasks less

repetitive by representing a complicated sequence of keystroke, mouse movements,
commands, or other types of input.

2. How can you record a macro?

/_/.
Ans: Click on the View > Macros > Record Macro. a ; |
. -
e The Record Macro dialog box opens. Sove Swtch
. : (Waripace Wndows ~ v
e Type a name for the macro in Macro name field. By I: (ew Macron
default, Excel gives the name Macrol. %
-
e Assign a shortcut key Ctrl + Shift + Kin the Shortcut key - M la Qre Retatne Reterencer
e ——— A

field. This key combination will be used to execute the
macro later.

e You can also provide some description related to the

macro in the Description box. This is optional.
A AL L L

e Click on OK to start recording the Macro.

e Perform the operations that you want to record in the T —
macro.

e Click on View > Macros > Stop Recording to finish the

recording of the macro. [

—
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3. Write the syntax to define

a macro as a function

Ans

To define a simple function without parameters:

Functhion Funchon Nam

Body of H ncuon
\ |"‘|'

End Functhon

hu‘(llur‘ Resu

@(b\mq

To define a macro with parameters:

Function Function Name (Optional Parameterl, Optional Parameter 2,.....)

Program Code

Function Name:=Result

| End Function
o

E
e —

B

4. Write a VBA code to access the(Aa Eell of a worksheet directly using the cell object

Ans:

Reading the data from the first cell of the worksheet using the range object

Sub sbGetCellData2()
MsgBox Range("/_\;l_”)
End Sub

[~

]

)
s

) §

¢ |

[

i

/
A

1
IW
|0

°

— N
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UNIT-3 RELATIONAL DATABASE
MANAGEMENT SYSTEMS

SESSION 1: APPRECIATE THE CONCEPT OF DATABASE MANAGEMENT SYSTEM

A database is an organized collection of data. It is considered as a container of
information.

Database Management System:

A database management system is a software package with computer programs that
controls the creation, maintenance, and use of a database. For example Oracle, IBM
DB2control, Microsoft SQL Server, Microsoft Access, MySQL, and SQLite.

Data can be organized into two types:

1. Flat File: Data is stored in a single table. Usually suitable for less amount
of data.

2. Relational: Data is stored in multiple tables and the tables are linked

using a common field. Relational is suitable for medium to large amount
of data.

Database Servers :

Database servers are dedicated computers that hold the actual databases and run
only the DBMS and related software.

Advantages of Database:

5. Privacy:
1) Reduces Data Redundancy:

2) Sharing of Data: 6. Backup and Recovery:
3) Data Integrity :
4) Data Security:




Important Terms :

1) Primary Key: A primary key is a unique value that identifies a row in a table. It
helps the database to search for a record.

2) Composite Primary Key: When primary key constraint is applied on one or
more columns then it is known as Composite Primary Key.

3) Foreign key: The foreign key identifies a column or set of columns in one
(referencing) table that refers to a column or set of columns in another
(referenced) table.

SESSION-2 : CREATING DATABASE AND TABLES

DATABASE OBJECTS:

1) Table: A table is a set of data elements (values) that is organized using a model
of vertical columns and horizontal rows.

2) Columns or Fields or Attributes: A column is a set of data values of a
particular simple type, one for each row of the table.

3) Rows or Records or Tuples: A row also called a Record or Tuple represents a
single data item in a table. Every row in the table has the same structure.

Queries: Queries are commands that are used to define the data structure and also
to manipulate the data in the database.

There are two types of languages:-
1. DDL (Data Definition Language)
2. DML (Data Manipulation Language)

Common DDL Statements are:-
1. Create: - Used to create database or tables.
2. Alter: - Used to modify structure of table.
3. Drop: - Used to delete database objects.
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Common DML Statements are:-

SELECT: - Used to retrieves information from the database.
INSERT: - Used to insert new record into the database.

DELETE: - Used for deletion of information in the database.
UPDATE: - Used for modification of information in the database.

HAwn =

A SELECT statement retrieves zero or more rows from one or more tables.
SELECT is the most commonly used Data Manipulation Language (DML) command. To
retrieve all the columns in a table the syntax is: SELECT * FROM <Table Name>;

For example, if you want to display all the data from table emp —

Select * from emp;

The SELECT statement has many optional clauses:
1. WHERE specifies which rows to retrieve.
2. ORDER BY specifies an order in which to return the rows. for

example : Select * from emp where name = “Ravi”;

The SELECT DISTINCT statement is used to return only distinct (different) values.

For example-

SELECT DISTINCT Country FROM Customers;

Update statement is used for modifying records in a database. The general syntax
of the update statement is as follows:




UPDATE <table name> SET <Column name > = value [WHERE
<Condition>]; for

example :

1) To increase(update) the salary of employee “Ravi” by Rs 2000 (in table
Employee)then the SQL command will be:

Update Employee set Salary = Salary + 2000 Where FirstName = “Ravi”;

INSERT INTO table name (columnl, columnz, column3, ...)
VALUES (valuel, valueZ2, value3, ...);

CREATE TABLE table name (
columnl datatype,
column2 datatype,
column3 datatype,

)5

The prIMARY KEY constraint uniquely identifies each record in a
table.

CREATE TABLE Persons (
ID int NOT NULL,
LastName varchar(255) NOT NULL,
FirstName varchar(255),
Age int,
PRIMARY KEY (ID)
)s




The FOREIGN KEY constraint is used to prevent actions that would destroy
links between tables.

CREATE TABLE Orders (

OrderID int NOT NULL,

OrderNumber int NOT NULL,

PersonID int,

PRIMARY KEY (OrderID),

FOREIGN KEY (PersonID) REFERENCES Persons(PersonID)
)

By default, a column can hold NULL values.
The noT NULL constraint enforces a column to NOT accept NULL values.

CREATE TABLE Persons (
ID int NOT NULL,
LastName varchar(255) NOT NULL,
FirstName varchar(255) NOT NULL,
Age int

)5

The ALTER TABLE statement is used to add, delete, or modify columns in an
existing table.

ALTER TABLE table_name ADD column_name datatype;

ALTER TABLE Customers ADD Email varchar(255);
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The UNIQUE constraint ensures that all values in a column are different.

CREATE TABLE Persons (
ID int NOT NULL UNIQUE,
LastName varchar(255) NOT NULL,
FirstName varchar(255),
Age int

)

e DATE - Format YYYY-MM-DD

e DATETIME - Format: YYYY-MM-DD HH:MI:SS

e TIMESTAMP - Format: YYYY-MM-DD HH:MI:SS

e VYEAR - Format YYYY or YY

e DATE - Format YYYY-MM-DD

e DATETIME - Format: YYYY-MM-DD HH:MI:SS

e SMALLDATETIME - Format: YYYY-MM-DD HH:MI:SS
e TIMESTAMP - Format: a unique number

SESSION 5: CREATE FORMS AND REPORTS USING WIZARD

FORM: A form provides the user a systematic way of storing information into the
database. It is an interface in a user specified layout that lets users to view, enter,
and change data directly in database objects such as tables.

Creating Form Using Wizard : Steps To Create Form Using Wizard are :

1) Click Use Wizard to Create Form... option under Tasks group. The Form Wizard
dialog box appears.

2) Select selective fields to be sent onto the form by selecting the field name
and clicking >button and click Next.

3) Select the option Add Subform if you need to insert the contents in the table in a
separate form and click Next.

?[



4) Arrange selected fields in a form and click Next.

5) Select the data entry mode and click Next.

6) Specify the styles to be used in the form and click Next.
7) Specify the name of the form. Click Finish.

REPORT : A report helps to display the data in a summarized manner. It is used to generate the overall
work outcome in a clear format.

Creating Reports using wizard : Steps To Create Report Using Wizard are :

1) Click on Use Wizard to Create Report... option available under Tasks.
2) Select all the table fields by selecting the >> button.

3) Redefine the label of the fields in the reports or else you can set the default name and click
Next.

4) Define grouping for the fields of the table if required and click Next

5) Sort the field in the report by selecting the appropriate field name and sorting method(if required)
and click Next.

6) Select the layout of the report and click Next.
7) Define a name for the report and click Finish.
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