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CHAPTER ONE

	INTRODUCTION

	 

	Understanding Microsoft Excel

	Microsoft Excel is a spreadsheet software developed by Microsoft corporation. It is available for Microsoft Windows, Mac OS X and iOS operating systems. It features calculation, graphing, graphic tools, pivot tables and a macro programming language called Visual Basic for applications. It has been a very widely applied spreadsheet for these platforms, especially since version 5 and 1993. Also, it has replaced Lotus 1-2-3 as the industry standard for spreadsheets. Excel forms part of Microsoft Office suite. Microsoft Excel has the basic features of all spreadsheets; it uses a grid of cells arranged in numbered rows and lettered columns to organize data manipulations like arithmetic operations. An Excel spreadsheet is a series of rows and columns that create a table. Numbers are often given to rows, while alphabetical letters are typically assigned to columns. A cell is the intersection of a row and a column. The letter denoting the column and the digit denoting the row together form the address of a cell. Excel has a battery of supplied functions to answer statistical engineering and financial needs. 

	In addition, it can display data as line graphs, histograms and charts, and with a very limited three-dimensional graphical display. It also allows sectioning of data to view its dependencies on various factors for different perspectives, using pivot tables and the scenario manager. It has a programming aspect – Visual Basic for applications allowing the user to employ a wide variety of numerical methods. For instance, for solving differential equations of mathematical physics and then reporting the results back to the spreadsheet. It also has a variety of interactives features, allowing user interfaces that can completely hide the spreadsheet from the user, so the spreadsheet present itself as a so-called application or decision support system via a custom designed user interface, for example, a stock analyzer or in general as a design tool that asks the user questions and provides answers and reports.

	 

	Why Microsoft Excel?

	When you have a mountain of data; wouldn’t it be great if you could find the numbers behind it on your own? That is why Excel is of great importance. As you enter data, Excel recognizes patterns, so that it can automatically fill in the remaining info for you. Then, after you have entered your data, Excel helps you spot trends and patterns using data bars, sparklines, color-coding and icons. Excel even helps you summarize and illustrates your insides by recommending premade pivot tables and charts. And when you are all done, you can let others view and edit your work by saving to the cloud on one drive. And you don’t necessarily need a PC; you just need a browser or the Excel mobile app.

	Uses of Excel

	
	
❖ Scheduling: Businesses can create basic employee and resource schedules with Excel that can be color-coded and designed to automatically update as the schedule changes. For instance, weekly worksheets can be created with column headings with each day, and name the rows based on hour slots or work shifts. 


	
❖ Basic Accounting: Small businesses often used Microsoft Excel as a basic accounting program or checkbook ledger. You can enter deposits and expenditures onto each row of the sheet as you would enter them into a check register.


	
❖ Product Sales: You can track product sales using Excel on a daily, weekly, monthly or quarterly basis. Collecting the sales data onto the Excel spreadsheet enables you to compare progress over time. 


	
❖ Return on Investment: Tracking total business sales in dollars along with total advertising and marketing expenditures with Excel allows you to see your return on investment for each campaign.




	Benefits of Excel

	
	
▪ Improve Efficiency and Productivity: Excel is an important tool for speeding up productivity and empowering workers to be more effective when administering large amounts of data and calculations. 


	
▪ Analyzes very Large Data: A pivot table enables you to summarize data as averages sums or counts in Excel from data that is collected in another spreadsheet or table. It is great for quickly building reports because it helps to sort and visualize data quickly. 


	
▪ Best Tool to Organize Numerical Data: Excel is a common tool for managing and organizing data in spreadsheets. It is a spreadsheet software that enables you to systematically organize all of your data while giving you the ability to sort the information in any way that you choose. New data can be strong and hard to analyze, but with the high-level capabilities of Excel, you will be able to organize your data better, make calculations when needed and sort the information so that it can be properly investigated and transferred to graphs or charts for better viewing. 


	
▪ Easier and Faster Work: The more proficient at Excel you become, the more speedily you will be able to operate the system. Microsoft Excel features various shortcuts that can allow you to work faster and even learn more complex Excel strategies that can be applied across the entire suite of Microsoft Office products. It helps to use the data in your Excel sheet over a variety of programs and lets you make your work flow better. Thus, stronger skills open the door of opportunities in multiple fields like business analytics, people management, managing operations, office administrations and strategic analysis. 




	 

	Understanding Excel Terminologies

	Like all other areas of computers and fields of study, spreadsheets have their own ‘language’. This listing of common terms is provided to serve as a reference for you when working with spreadsheets.

	Cell – The intersection of a row and column. Information is stored in a cell. 

	Cell Pointer – This is similar to the Word processing insertion point. It selects or marks the current cell (where the next activity is going to take place).

	Cell Address/References – The address (consisting of the column and row IDs) of a specific cell. A cell reference identifies the location of a cell or groups of cells in the spreadsheet. A cell reference consists of the column letter and the row number that intersect at the cell’s location. Note that when listing a cell reference, the column letter is always listed first. 

	Formula – Used to instruct Excel to perform a calculation of numbers entered in the cell or numbers entered in other cells (referred to by cell reference). All formulas begin with the equal sign ( = ). Example: = A3 – C6 / D2 or = (B4 + B5) * E7

	Function – A preprogrammed formula. The function will perform the calculation based on the cells that are referenced in the function. All functions begin with the equal sign ( = ) followed by the function's name and its arguments.  The function tells Excel what calculation to perform. The arguments are contained inside round brackets and tell Excel what data or information to use in the calculation. For example, SUM is one of the most commonly used functions in Excel, as it is used to add together the data in Excel cells. The Sum function is written with the range of cells in bracket, such as = SUM(D1:D6)

	Label – A cell that contains text or a combination of numbers and text (or only numbers that cannot be used in a calculation). Labels cannot be used for calculation.
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