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PREFACE

“Power comes not from knowledge kept, but from knowledge shared”

-Bill Gates

The aim of this book is to introduce students and readers to the theoretical and
practical knowledge surrounding spreadsheets. A spreadsheet is a computer
application used to organize, analyze, and store data in tabular form.

The book assumes basic knowledge of computer application learnt by students
of polytechnics in first to third semester for various programs. The content of
this eBook is based on the syllabus prepared by the Department of Polytechnic
and Community College Education, Ministry of higher Education, Malaysia.

By using attractive illustrations and an orderly flow, it will hopefully help
students and readers learn in an interesting way and make the learning process
enjoyable. It also includes explanations in the text and links to videos for
various subtopics.

We would like to thank Pn. Nariman Binti Hj. Daud, Head, Department of

Mathematics, Science and Computer Science for their valuable suggestions and
comments which helped in finalizing this book.

Our special thanks to our colleagues for their continuous support and
suggestions during the development of this book.
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SPREADSHEET

1. Definition of Spreadsheet

A spreadsheet is a

computer application for

organizing, analyzing, and %
storing data in tabular

form. Spreadsheets were

SPREADSHEET

developed as a
computerized analog to
paper accounting

worksheets.

2. Introduction to Excel

In Excel, a computerized
spreadsheet is called a

worksheet. The file in

which the worksheets
e are stored is called a

workbook.
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3. The Backstage

The Backstage view gives you several options for saving,
opening a file, printing, and sharing your document.

New

contains options to
create a new Excel file

Open

allows you to open a file
from your local hard
drive or from the cloud

Info

contains various
information about the

Excel file
L _____ ____ ____ _____ _________________J

Save & Save As

Use the "Save" & "Save
As" menu to save the file
to the cloud or to your
hard drive.

Print

Manage file for printing

Share

Allows you to share the
file via Microsoft
OneDrive or email.

Book1

Info

(&

Protect
Workbook ~

N

Check for
Issues ~

O

Version
History

Hﬁ

Manage
Workbook ~

Browser View
Options

Export

allows you to export a
file in PDF or XPS format

- Excel

Sarizun Moham:

Protect Workbook

Control what types of changes people
can make to this workbook

Inspect Workbook

Before publishing this file, be aware that
it contains:

= Author's name and absolute path

Version History

View and restore previous versions.

Manage Workbook

Ej There are no unsaved changes.

Browser View Options

Pick what users can see when this
workbook is viewed on the Web.

Publish

allows you to publish the
file to Microsoft Power Bl
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4. Create New Spreadsheet

Bookl - Excel Sarizun Mohamad Sidek @ @ ® ? — O >

Good afternoon

[v

~ New
New
A B [S ‘
;’ :! Create a .
—~ Open : Take a tour Drop-down list

A

5

6 -
7 & I

Blank workbook Welcome to Excel Drop-down tutorial

Save
Save As More templates —>
Print £ Search

Share Recent Pinned Shared with Me

Export

D Name Date modified
Publish c
)ﬁ senarai peseﬁa bengkel paten 2921 7 Yesterday at 4:27 PM
OneDrive - Politeknik Sultan Salahuddin Abdul Aziz Shah »...
Close
)ﬁ SENA_RAI SE_MAI_( MUAT NAIK B(_DRANG D_ISZIJZD... Fri at 317 PM
OneDrive - Politeknik Sultan Salahuddin Abdul Aziz Shah »...
Eﬁ PENSY KURSUS JMSK sesi 1 2021 Fri at 316 PM —
Downloads
)ﬁ ANGLF CONVERSION i 7 5 AwsmE
OneDrive - Politeknik Sultan Salahuddin Abdul Aziz Shah »...
Account
)ﬁ SINE {\ND CQSINE RULES : _ 5 Sy
Feedback OneDrive - Politeknik Sultan Salahuddin Abdul Aziz Shah »...

&

Options Theorem Py-thagoras A Avimnact
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S. Excel Screen

Fi Home Insert Pagelayout Formulas Data Review View Help & Share 3 Comments
L [)I;:‘w~ Calibri ___'“ VAR E=E] e wepTen General M = @ @ &8 = @ ‘:I:‘is‘"“ - %V /C) AN

5 e | 81U T O Ar ST T EE Bueencen v @ % 3 @4 | Sonl s L e eeromt | o s | e

Clipboard & ont ~ Alignment 1] Number [ Styles Cells Editing Analysis | Sensitivity ~

‘. A B f C | D | E | F | G | H | | | J | K | L | M -
1 B ——

2

3 . .

7 Formula Bar Vertical & Horizontal Bars

5

6 | The formula bar ollows The scroll bars allow you to scroll

7| you to enter/edit dato, a up and down or from page to

8 - formula, or a function page. To do this, click and drag

1907 thot appears in o the vertical or horizontal scroll

o particular cell. bar. “"““\: ‘
12

13

14

15
16

Sheet1 fau ) D S
Ready ] m - b+ 0%

' Worksheets Zoom Control
Click and drag the slider to
. The Excel workbook contains one use dre zesr comtiel Tha

or more worksheets. Click the tabs number on the right side of
to switch between them, or right- the slider indicotes the

click for more options. zoom percentage.

AutoSave (@ off) Book2 - Excel

Ribbon

X cut The Ribbon contains

File Home Insert Page Layout Formulas Data Review View Help

paE M@copy ~ | - several tabs, each
< Format paint B = with several groups
M orma inter
of commands.

Calibri »},0/ ) 32

Clipboard [ Alignment
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allows you to switch to the Backstage view, which
File Tab contains the most important file-related commands
and Excel options.

Contains the essential or most commonly used
Home tab commaonds such as copy aond paste, sort and filter,
format, and so on.

is used to insert various objects into a worksheet, such
Insert Tab  as pictures, charts, PivotTables, hyperlinks, special
symbols, equations, headers and footers.

Page Provides tools to customize and manage the
Lavout appearance of the worksheet, both on screen and when
Y printed. These tools control theme settings, gridlines,

Tab page margins, object alignment, and print area
Formula includes tools for inserting functions, defining names,
Tab and controlling calculation options.

Data Tab contains the commands for managing worksheet data

and for connecting to external data.

allows you to spell check, track changes, add comments

Review Tab and notes, and protect worksheets and workbooks.

Vi Tels provides commands to switch between worksheet views,
freeze panes, view and arrange multiple windows.

Appears only in Excel 2019 and Office 365. this tab
provides quick access to the Help task pane and allows

Help Tab you to contact Microsoft Support, send feedback,
suggest a feature, and get quick access to training
videos.
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6. Worksheets Views

The workbook can
be displayed in

Page Page :
N Brook Layout three views, e.g

View View View

« Normal view
+ Page Layout view

\‘. & ﬁl + Page Break view

H B

Normal view is the default view for all worksheets in Excel. The
following figure is an example of the normal view.

File Home Insert Pagelayout Formulas Data Review View Help
|:| & Cut
Paste [copy

v <¥ Format Painter

|
- T > AutoSum v A,
eeeee BBy BBRE| Iy
3. 04 9 g . | Conditional Formatas Cel Insert Delete Format Sort& Find &
% v v | @Cear¥ Fifterv Select~

0 30 | Formatting v Table v Styles
& Styles

SENARAI SEMAK
JABATAN MATEMATIK, SAINS DAN KOMPUTER
SESI DIS 2020

DKA1A LEE SO0 LENG

DKA1B SITI MARIAM BINTI RAJAB
DPB1 LEE SO0 LENG

DJK1 NUR ZAHIRAH BINTI MOHD GHAZALI
DEP1 [ NUR ZAHIRAH BINTI MOHD GHAZALI
DEU1 NUR LIYANA BINTI KHALID KHAN
DKM1A|  NUR ZAHIRAH BINTI MOHD GHAZALI
DMP1A|  SARIZUN BINTI MOHAMAD SIDEK
DKA2A NORAZILA BINTI MAD

DKA2B | KARTINI SUMIYATI BINTI MOHD SALLEH
DKA2C DIANA MALINI BINTI JARNI
DKA2D NORAZILA BINTI MAD

DPB2 | NUR RAIHAN BINTI ABDUL SALIM
DJK2A SITI NURUL HUDA BINTI ROMLI
DJK2B SITI NURUL HUDA BINTI ROMLI
| sheet1 ®
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Page Layout view shows the appearance of the printed sheet,
and you can add headers and footers in this view.

File Home Insert Page layout Formulas Data Review View Help

L
& cut Arial Yo VAR | E=E 2 wepre General o =) @ @ & =X E :_:(fum - 97 /O

e Ef:mym;m IU«He 0vAv [E== =% Buegencensr - | @8- % 9 W f | Sorional Foratos Col | Inet DR | s eare s s
Clipboard & Font 1 Alignment 5 Number = Styles Cells Editing
L6 - E fe
/1 T | I L § L
B c D E | F (S ‘ H [ J K |
Add header Add
al SENARAI SEMAK
2 | JABATAN MATEMATIK, SAINS DAN KOMPUTER
B SESI DIS 2020
4
B T =l
'E DKATA LEE SO0 LENG
B B T SITI MARIAM BINTI RAJAB
| 97 DPB1 LEE SO0 LENG
= 97 DJK1 NUR ZAHIRAH BINTI MOHD GHAZALI
10 JKE | DEP1 | NURZAHIRAH BINTI MOHD GHAZALI
= 1) DEU1 | NURLIYANA BINTI KHALID KHAN
-l L [DKMIA| NUR ZAHIRAH BINTI MOHD GHAZALI
~ 3 DMP1A|  SARIZUN BINTI MOHAMAD SIDEK | I ! !
- DKAZA NORAZILA BINTI MAD |
" 15 DKA2B | KARTINI SUMIYATI BINTI MOHD SALLEH |
Lsheett [N® i
H B O

eady  Page:2of2

In the Page Break view, you can change the position of the
page breaks. This is useful if you print a lot of data from
Excel.

Review  View

File

Home Insert Pagelayout Formulas Data Help

= AutoSum ~
Xt E % Bwapren Genera E B B=RE by O
paste LDCOPY = 3= | Meroe & Center . % 9 g Condiional Fomatas Cell | insen Delete Format ' Sort& Find &
¥ <¥ Format Painter = = 9 = % 30 | Formatting v Table~  Styles ¥ ~ v v & Clearv Filter v Select ¥

Clipboard ]

Alignment [ Number [ Styles cells Editing

o 3
JABATAN MATEMATIK, SAINS DAN KOMPUTER
SESIDIS 2020

7
H
L3
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7. Working with Worksheets

/.1 Insert New Worksheets

3 ways to insert New
Sheet

e Click + sign at the
bottom of the sheet

e Right-click on the
existing sheet, which
by default is named
'Sheetl.

e Click the 'Insert'icon
on the right side of
the ribbon to open
a drop-down list of
options.

o X Calibri -1 - = o | EE Conditional Formatting ~ B e
B - T > .

Paste E B ru &4 Alignment Number DFormatasTab\a Cells  Editing

T E- | OH-A- - [27 Cell Styles - - -
Clipboard & Font Styles ~
A3 - F

A B = D E F G H

1 |Example provided by techonthenet.com
2 T
3 I

e —
4
5
6

Sheetl Q) . ’

Ready %9 H M 1 +  100%

9

10 I_ Insert... I

11 EE Delete

12 Press:- EF Rename

13| Right Click Move or Copy...

14 E‘\ View Code

15 BE Protect Sheet...

16 Tab Color 3

17 )

Hide

18

19

= Select All Sheets

Ready ﬂ

Sheetl

.

-
@

rou want to do

B DB & O

Z AutoSum - A

Fill
0 g Conditional Formatas Cell Insert Delete Format m So
: ©  Formatting~ Table- Styles~ - Clear~ Fil
I Styles Eﬂﬂ Insert Cells... Editing
€= |nzert Sheet Rows
T |nsert Sheet Columns
L ] M C R
Q Insert Sheet

s

10



SPREADSHEET

e Right-click the Sheet
tab & select. Delete.

e Or, highlight
the sheet, then select
Home> Delete>

Delete Sheet.

e Double-click the sheet
tab, and type the new
name.

e Right-click the sheet
tab, click Rename, and
enter the new name.

elUse the keyboard

shortcut Alt+H > O R,
aond enter the new
name.

7.3 Rename a Worksheets >

/.2 Delete a Worksheets > - - =

Font a Alignme Insert...

.f’! E‘x

Delete

|

Bename
Move or Copy...

(ﬂ View Code

Tab Color 3

Hide

Select All Sheets

Ungroup Sheets

Sheet3 |

Sheetl | Sheet2 Sheetd | (@

RN R R ST VR

=
m

& B Move or Copr E B £ i
01 View Code
E‘ Protect Sheet...
Tab Col r
Hide
Select All Sheets -
3 Sheetl | Sheetz | Sheets .. (# [l 3
ady B 0 - 1 + 100%

[ £—3| .

y €= E,'::'Lx > AutoSum A
D Bz gy
Cell Insert |Delete Format Sort &
Styles~ - - - = Clear~ Filter =

EP‘ Delete Cells... fiting
23 Delete Sheet Rows
% Delete Sheet Columns
L_'}.; Delete Sheet It&
By default, Excel names

worksheets Sheetl, Sheet?2,
Sheet3 and so on, but you
can easily rename them.

11
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7.4 Moving and copying a
Worksheets

>

Method 7

Copy Excel sheet by
dragging

Drag-and-drop to
move something from
one place to another.
Click the tab of the
sheet you want to
copy, hold down the
Ctrl key, and drag the
tab to the desired
location.

Method 2

Duplicate a sheet by
right-clicking

Right-click the tab and

choose Move or Copy
from the shortcut
menu. This opens the
Move or Copy dialog
box.

Under In Front of
Sheet, select where
you want to place the

copy.

Place a check mark in
the Create Copy box,
and then click OK.

15
16
17
18
19

20
Sheet1

Ready

Sheet2

Sheet3

I\+./I

E‘\ View Code
ER Protect Sheet...
Tab Color 3

Hide

Select All Sheets
Sheetl | Sheet2 | Sheet3

Move or Copy

Move selected sheets
To book:
Bookl

EBefare sheet:

Sheetd

L[ Sheet2
Sheet3
[move to end)

12
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Method 3

Copying a Tab in Excel
via the Ribbon

To copy a sheet, go to
the Start tab > Cells,
click Format, and then
click Move or Copy
Sheet

8. Understanding Cells

Eoch worksheet is
consist of thousands of
rectangles called cells.

A cell is the intersection
between a row and a
column.

Columns are identified
by letters (A, B, C), while
rows are identified by
numbers (1, 2, 3).

T — ] > AutoSum ~ A
= 4
=8 &= )| e oy O

Insert Delete Format Sort & Find &

- -

Cells

& Clear~ Filter = Select =
Cqll 5ize

I] Fow Height...

AuteFit Row Height

1 Column Width...

AutoFit Column Width
Default Width...
Visibility

Hide & Unhide 3

Ofganize Sheets
Eename Sheet

Move or Copy Sheet...

Tab Color k
Protection

E:g Protect Sheet...

Lock Cell

Format Cells...

Column
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Each cell has its own name or address - based on its column and row. For
example, column C and row 5, so the name or address of the cell is CS5. The
name or address of the cell is also displayed in the Nome field

File Home Insert Page Layout F Note thOt the
E—ﬁ X cut Calibri . column and row
Paste LECOPY . headers of a cell are
. B I U iH
) fb“’";a‘pa'“te’r _ highlighted when the
’ cell is selected.
B3 - S
Z . A [ B | < | D |
| 1 |
Cell
address | |
appears in
Name Box

Multiple cells can also be selected at the same time (this is called a
cell range). For example, a cell range that includes cells Al, A2, A3,
A4, and AS is written as ATAS.

Cell range AT1:A8 Cell range A1:B8

1 1
2 .
3 3
4 4
5 5
6 6
7 7
8 8
2 g




SPREADSHEET

2.8.1 Mouse Pointer

There are several different types of mouse pointers

Pointer 9 P

Selecting a range of cells by
clicking and dragging the mouse
General Select over the cells.

Copying cell contents or using

Fill/Copy . the auto-fill feature.

Moving contents of a cell or
Move Cell (or range of cells. Click and drag to
range of cells) 4 move cell contents.

Make columns or rows wider or
Column/Row narrower. Click and drag to resize
Resize manually or double-click to resize
to the widest entry.

Select a column or row. Click
once to select the column or row.
Column/Row Click ond drag across the
Select ——— headings to select multiple rows
or columns.

15
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2.8.1 Understanding Cell

Cells can contain various types of content,
including text, formatting formulas, and functions.

Formulas and functions

Cells can contain formulas and functions
that calculate cell values.
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2.8.2 Resizing and merge cell

Each row and column of a new workbook is set to
the same height and width by default.

AutoFit columns
and rows with a
double-click

5
b
7
8
9

10 |

General M Q‘ @ EED Ex @ E}F\iit'ﬂum ’ '%Y p m-

enter - $ S0y W Conditional Formatas Cell  Insert Delete Format : Sort& Find&  Office
' Formatting~ Tablew Stylesw = M 7 Clear- Filter~ Select = Add-ins
[ Number [F1 Styles Cells | (Cell Size Add-ins

IV

I[ Row Height...
AutcFit Row Height

|

[ Column Width...

Autofit Column Width
Default Width...
Visibifity
Hide & Unhide 3
Al M fe Organize Sheets
Rename Sheet
Move or Copy Sheet..

Tab Color 3

Protection
E‘ Protect Sheet...
T Lockce

Format Cells...

0¥
Row height: |15

Cancel

LI R FE RN NG R

%

- > AutoSum - %?
—— | [¥]Fill~

(Format
- Clear -

Sort &
Filter

Cell Size

I[ Row Height...

AutoFit Row Height

Column Width...

AutoFit Colurmn Width

Default Width...

17
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2.8.3 Autofill

AutoFill is the

property in Excel
that automatically
fills the next value
into the next cell.

BWIN|(=
[

Fill Series

To AutoFill, you need

O~ n s WK

[y T
I8 0N nERRNIOIY®NO NS WN

to move the cursor
horizontally or
vertically until you
release the key

A4 4

AW IR=
[

There are some
AutoFill properties Copy Cells
that are already
defined in Excel,
such as month, day,
number, etc. But we
can also create our
own AutoFill
properties.

20

(%] ol |l |l |l |l |k ol |l |l |
P e IFrEaanze e ~wenaaliwni<

L i [ o o e e b e et | 2
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2.8.4 Sorting

Sorting is a common task that lets you change or adjust
the order of your spreadsheet data

oA B - - E | 6 | H | 1
1 & Cul
2 Al @ copy
3 Osman [T paste options:
4 Raju
5 Ahmad
6 Tan Paste Special_.
T .E Smart Lookup
8 Imsert_.
9 ] Delete..
10
1 Claar Eﬁﬂ'IEI"ITS
11
12 . Ei Translate
13. B8 Quick Analysis
14 | Filter »
15 Sort > 4l senawz
16 ;
17 =2 Geat Data from Table/Range_. Zl setzton
18 3 New Comment Put Selected Cell Color On Top

i’ Mew Note Put Selected Font Color On Top
E] Formatcelis_ Put Selected Formatting lcon On Top

Sort Pick From Drop-dewn List.. 8 custom Son..
) Define Name...

Click Sort and you have -

the option to sort from A

to Z or vice versa.

Here is an example of
data sorted from A to Z.

s GO N
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2.8.5 Copying and moving data

COPYAND [
PASTE | 4

CUT AND

. h
Select the cell or range you want PASTE

to cut.

« Click the Cut button on the
Home tab. (Or Press Ctrl + X)

« Click the cell where you want
to paste your data.

 Click the Paste button. (Or Press
Ctrl +V)

Paste
Destination

Copy Cells

20
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2.8.6 Insert or delete a row and column

Select

any cell within

the row or column,
then go to

Home> Insert> Ins
ert Sheet Rows/Col
umns

or Delete Sheet
Rows/Columns.

e Alternatively,
right-click
the row number or
the column

Sarizun Mohamad Sidek

|

P

AutoSum v 9?
Z1Fin ~

T ]

| Insert ’Delete Format 0 Sort & |
=~ v v v Clear v Filterv S
&H Insert Cells... Editing
:,=1<” Insert Sheet Rows
LQJ Insert Sheet Columns P ‘ Q

Efi Insert Sheet

Sarizun Mohamad Sidek

&5 | &R ] | Z A - A

Fill ~ .
Insert |Delete|Format Sort & F
w w v 0 Clear ~ Filter ¥ S¢
&% Delete Cells.. diting
%x Delete Sheet Rows
L
M = Delete Sheet Columns Q

B2 Delete Sheet

21
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HH#HH#H#

If your cell contains this error
code, the column isn't wide
enough to display the value.

#NAME?

The error #NAME? occurs
when Excel does not recognize
text in a formula.

#VALUE!

Excel displays the error
#VALUE! when a formula has
the wrong type of argument.

#DIV/0!

Excel displays the error
#DIV/0! when a formula tries
to divide a number by 0 or an
empty cell.

#REF!

Excel displays the error # REF!
when a formula references a
cell that is not valid.

Cell C1 refers to cell Al and cell
B1.

2.8.7 Common Error in Excel

Error

A2 52 f 15000000
A B C D E F
1 | 7,500,000
2 |###m#n_
3 500,000
A
| A5 - fe € Zsu(AL:AL
A B c D
1 899
2 798
3 6998
a 6978
5 [ HNAME? _|©
&

A5 - Jx | =AL+A2+A3+A4

A B C D
al 899
2 798
3 6998
4 abc
5!

6

[ #VALUE! _|<§>

3 [ #DIv/o! 1

4

- fe =A1+4REF!

A B = D E

@& 4|' HREF! _|

22
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2.9 Formulas and Functions

formula is an expression used to calculate the value
of a cell. Functions are predefined formulas and
already available in Excel. All formulas must start
with an equal sign (=)

f’ =SUM(A1:A20)

™

Argument

Funcﬁon
Name

Equal
Sign

2.9.1 Basic Function

MATHEMATICS

OPERATIONS SYMBOL

ADD
SUBTRACT

MULTIPLY

DIVIDE

File Home

L] ([ Copy

Paste

Clipboard

Insert  Page Layout Formulas

Calibri

w

B b
v @ Format Painter - _

Iy Font

B2 - Sfr | =142
A B c W
] \
2 ) Formula Bar
3
4| ﬁ
Formula
Result

Average
Max
Min

Count

Name

Total

Average of data

Largest value

Smallest value
The number of entries

Function
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{"‘ TABLE A
A B C D
T
2 Name Quiz 1l Quiz 2
3 Ali 50 90
4 Tan 90 80
5 Raju 80 90
6 Lina 70 75
7 Mariam 55 75

Refer to the Table A, calculation use function:
MATHEMATICS

ADD =C3+C4 140
SUBTRACT =C3-C5 -30
MULTIPLY =C3*C6 3500

DIVIDE =C4/C7 1.64
FUNCTION STATEMENT ANSWER
TOTAL (SUM) =SUM(C3:C7) 345
Highest Mark =MAX(C3:C7) 90
Lowest Mark =MIN(C3:C7) 50
Average Mark =AVERAGE(C3:C7) 69
Number or student =COUNT(C3:C7) 5

25
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2.10 Transpose Table

Transpose - Change row and column of the data

516 ~| s fe
A 8 c D 23 vl Jx
JUMLAH | BIL. PELAJAR | % PELAIAR A B C D E F G H I
PROGRAM

L PELAJAR | PB1<60% | PB1<60% 1
2 | DKMS 39 0 0.0% 2 PPROGRAM DKMSA | DKMSB | DKMSC | DKM6A | DKM6B | DKM6C DKMS
3 | DKMeA 6 6 100.0% 3 JUMLAH PELAJAR 39 6 32 28 2 38 32

KM .
4 | DeMec ! 0 0.0% 14 BIL. PELAIAR PB 1 <60% 0 6 7 2 1 7 7
5 DKM5C 1 0 0.0%
5 DKM5 28 2 7.1% 5 9% PELAJAR PB 1 < 60% 0.0% 100.0% 21.9% 7.1% 50.0% 18.4% 21.9%
7 DKMé6 2 1 50.0%

DKMS 38 7 18.4%

DKM5 32 7 21.9%

Transpose

Step to transposing the table

Paste Special
Paste
'I F ? l h bl @ Al () All using Source theme
. I rSt Se eCt t e to e () Formulas () Al except borders
. . . () Values (©) Column widths
2. Cllck Wlth the rl ght mouse () Formats () Formulas and number formats
() Comments () Values and number formats
() Validation All merging conditional formats

button and copy
3. Go to another cell or
worksheet p—
Select Paste Special
Click on the Transpose
check box and then on OK

Operation
@ None () Multiply
) Add () Divide

() Subtract

o A

S || prOGRAM

A B C D
PROGRAM JUMLAH | BIL. PELAJAR | % PELAJAR
1 PELAIAR | PB1<60% | PB1<60%
2 DKMS 39 0 0.0%
3 DKMBA ] 100.0%
4 DKM&C o 0.0%
5 DKM5C W] 0.0%
1 6 DKMS 28 2 7.1%
2 PROGRAM DEMSA DKMSB DEMSC DEMBA DEMBB DEMEC DEMS 7 DKMG 2 1 50.0%
3 JUMLAH PELAJAR 39 6 32 28 2 38 32
. == o c R R 1 R R 8 DKMS 38 7 18.4%
5 % PELAJAR PB 1< 60% 0.0% 100.0% 219% 71% 50.0% 18.4% 219% 9 DKMS 32 7 21.5%
6 10
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211 LOOKUP Function

The function LOOKUP is assigned to the category Excel Lookup
and Reference Functions.

The function performs a coarse search in either a single-line or
single-column range and returns the corresponding value from
another single-line or single-column range.

G18 | ﬁr
A B C D E F G H I

. |
2 No |ID Number Name Quizl |Quiz2 |Test
3 1 |08DKM11F2008  |AHMED IZMEER BIN IZZUDDIN 100 73 66
4 2 |0BDKM1F2007  |WAN AMEYRULL NAZWAN BIN WAN RIDZWAM 20 1 it}

5 3 |[0BDKM11F2009 MUHAMMAD LOKMAN BIN OMAR 60 68 50
6 4 |08DKM11F2011 SITI ZULAIKHA BT CHE DOLAH 0 78 72
7 5 |0BDKEM11F2013 MICR SHAZWAN BIM MICR MOHD 154 70 1 62 ReCO rds in
8 6 [0BDKM1IF2MG  |GUNASEELAN A/L RAMAIYA 0 74 2 row
9 7 |0BDKM1IF2MT MUHAMAD WAFTY BIN ABD WAHAB @ ABD RAHMAN 100 46 il
10 4 |0BDKM11F2020 MOHAMAD LUTFI BIN JUMAN SHAH 70 100 65
11 §  |0BDKEM11F2022 MCHD FIRDAUS BIM AHMAD DAHLAN 100 i 26
12 10 |0BDKM11F2028  [SHAMIRUL BIN AZMI 30 8 i

2111 VLOOKUP Function

VLOOKUP is an Excel function for locating and
retrieving large data in a vertically organized table.
VLOOKUP supports approximate and exact matches,

as well as wildcards (* ?) for partial matches.

Data must be in one row

VLOOKUP requires a lookup table with lookup values
in the left-most column.
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VLOOKUP has two modes for matching: exact and
approximate, controlled by the 4th argument

“‘range_lookup".

Set range_lookup to FALSE to force exact matching, and
TRUE for approximate matching.

K—- Lookup

D13 p ﬁ ~VLOOKUP(D16,C3:G12,5,FALSE) formula
A B c , D E F G F

1
2 No |ID Number Mame Quizl [Quiz2 |Test
3 1 |08DKM11F2006  |AHMED IZMEER BIN 1IZZUDDIN 100 73 66
4 2 |08DKM11F2007  |WAN AMEYRULL NAZWAN BIN WAN RIDZWAN 20 91 23
5 3 |0SDKM11F2008  |MUHAMMAD LOKMAN BIN OMAR 60 68 50
6 4 |0SDKM11F2011  |SITI ZULAIKHA BT CHE DOLAH 30 76 72
7 5  |08DKM11F2013  |MIOR SHAZWAN BIN MIOR. MOHD ISA 70 91 62
8 6 |0SDKM11F2016  |GUNASEELAN A/L RAMAIYA 30 74 2
g 7 |08DKM11F2017  |MUHAMAD WAFTY BIN ABD WAHAB @ ABD RAHMAN 100 26 &1
10 2 |0SDKM11F2020  |MOHAMAD LUTFI BIN JUMAN SHAH 70 100 65
11 o |08DKM11F2022  |MOHD FIRDAUS BIN AHMAD DAHLAN 100 28 2
12 10 |0SDKM11F2026  |SHAMIRUL BIN AZMI 30 28 65
a 1 2 3 4 5
15
16 [ID Number 08DKM11F2007
17 Name WAN AMEYRULL NAZWAN BIN WAN RIDZWAN \ Lookup
18 Quiz 1 20 value
19| Test 53 [ 1
20

Formula for VLOOKUP

=VLOOKUP(value, table, column, FALSE) (for exact match)

VLOOKUP

VIDEO

28


https://support.microsoft.com/en-us/office/vlookup-function-0bbc8083-26fe-4963-8ab8-93a18ad188a1
https://www.youtube.com/watch?v=ODZfwD39gGE
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2.11.2 HLOOKUP Function

HLOOKUP is an Excel function for looking up and retrieving
data from a specific row in a table.

The "H" in HLOOKUP stands for "horizontal’, meaning that

the lookup values appear in the first row of the table and
move horizontally to the right.

HLOOKUP supports approximate and exact matches, as
well as wildcards (* ?) for finding partial matches.

M7 - Je
A B C D E F G H I
PROGRAM DKM3A | DKM5B DKM5C DKM6A | DKM6B DKM&C DKM5
JUMLAH PELAIAR 39 6 32 28 2 38 32
4 BIL. PELAJAR PB 1 < 60% 0 6 7 2 1 7 7
% PELAJAR PB 1 < 60% 0.0% 100.0% 21.9% 7.1% 50.0% 18.4% 21.9%

—
Records in column

c11 | fx =HLOOKUP{CS,C2:I5,4,FALSEK\ LOOkUp

A B c D E formula 1
1
2 1 PROGRAM DKM5A | DKM5B | DKMSC | DKMGA | DKM6B | DKM6C | DKMS5
3 2 JUMLAH PELAJAR 39 6 22 28 2 28 32
4 3 | BiL PELAJAR PR 1< 60% 0 6 7 ) 1 7 7
5 4 | %PELAIARPB1<60% | 0.0% 100.0% | 21.9% 7.1% 50.0% 18.4% 21.9%
6
7 &~ Lookup
8 PROGRAM DKM6B value
9 JUMLAH PELAJAR 2
10 BIL. PELAJAR PB 1 < 60% 1 E LOOkUp
11 % PELAJAR PB 1 < 60% 50.0% result

Formula for VLOOKUP
VLOOKUP
=HLOOKUP(value, table, row, FALSE) (for exact match) VIDEO

29


https://support.microsoft.com/en-us/office/vlookup-function-0bbc8083-26fe-4963-8ab8-93a18ad188a1
https://www.youtube.com/watch?v=eGNVhJTWoE0
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2.12 Chart or Graph

 Achartis atool you can use in Excel to graphically represent
your data.

* Charts allow you to see the meaning behind the numbers and
make comparisons and trends much easier. Excel has several
types of charts from which you can choose the one that best

fits your data.

2.12.1 Creating a Chart or Graph

I. Select the cells you want to plot on a graph, including column
titles and row labels. These cells will be the source data for the

chart. In our example, we will select cells ATF6.

| C | | E
Markah Kuiz Kelas DMP1

| Name | Quizl Quiz2 Quiz3 Quiz4|

Ali 50 90 80 80
Tan 90 80 70 60
Raju 80 90
Lina 70 75 80 85

Mariam 55 75 95

F

1
2
3
4
5
6
7
8
9
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ii. On the Insert tab, click the chart command you want. We

can Select recommended charts or another chart type.

AutoSave D B 9~ formula - Saved ~ O Search

File Home Insert Pagelayout Formulas Data Review View Help Chart Design Format

= =] — I Shapes v 8 SmartA EFE e @ 2 diiv [l - C{
e B — v Icons {1} Screenshot v - o I:h %\ F\m
PivotTable Recommended T Plc’(ures i ol ; . Recommende: > Maps vot
v PivotTables v U ¢ : ) Charts v S
Tables lllustrations Add-ins
Recommended

Insert Chart Cha rts
Recommended Charts | All Charts

z) Recent

oo (il B B2 4y 83 A3 44

b e Gustered Coturnr iii. Choose the desired chart

® rie fr—.

E e type from the drop-down menu
MR Area u

|22 XY (Scatter) B

= ||I Ml |

|i,‘||'| Stock - - o ::‘..., .n.:‘: -

ﬁ Surface

@ Radar

ﬂ Treemap

@ Sunburst

|‘ Histogram

89 Box & Whisker

M waterfan

= Funnel

Hh Combo

g o

1| Markah Kuiz Kelas DMP1
2
3 | Name Quizl Quiz2 Quiz3 Quiz4 Markah Kuiz
4 | Ali 50 90 80 80 120
5 | Tan 90 80 70 60
6 Raju 80 90 | 100 | 100 | *®
7| Lina 70 75 80 85 &0
8 Mariam 55 75 95 100 60
190_ 40
1 i 20
12
= 1 4]
:i Raju Lina Mariam
15 EQuizl WQuiz2 WQuiz3 WQuiz4

CLICK Here - Video Creating Chart



https://www.youtube.com/watch?v=5YJldUEgscQ
https://www.youtube.com/watch?v=5YJldUEgscQ

2.13 Print a Worksheet
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can choose portrait

D r| n't or landscape
ientation.
= |
Print Choose the

Preview Pane

Aa preview of
how your
worksheets will
logk when

rinted.

aper size
Printer
HP Photcrs art C30%a series . = manti =
% Ready = Z

Printer Propert
Settlngs

Print Active Sheets The smaller the
Onl prlnttheactwe eets morgins the
Pages: | / e/ more space you

- ) hav, dfotr your
23 123/123 ota
Portral%mentatlon -

/ Page

D
¥
L] ::?..I - / electlon
il
[
0

4ofz 3

: 4 Click the arrows =
Marrmal Margms . to view a
Left: 0.7" Right: 0.7 different page
No Scaling . in the preview
Print sheets at their actual size window.
Page Setup l

Show Margins /
Zoom to Page

The Zoom to Page
button - zooms in
and out of the
preview pane. The
Show Margins
button - displays the

margjins in the
prev%w pane..
[~]
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Exercise 1
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Follow the instructions:
1. Open a blank workbook

2. Write the following entries into the specified cells:

: Annual Fruit Sales

:2000  A4:Orange F3:Total
:2001  AS: Grape G3: Average
:2002 Aé6:Banana

: 2003

:1050  BS: 2300
:1250  C5:2500
: 850 DS : 1250
;1300  ES5:1450

3. Merge the cells from A2 to G2. Apply the following changes to the title

line:
+ Change the horizontal and vertical text alignment to centered.
+ Change the row height of row 2 as 30.

+ Change the font, font size, font style and font color as Century
Gothic, 18,bold, purple.

4. Select the cells from B3 to G3 using the range selector. Then press the
Ctrl key on the keyboard and select the cells from A4 to Aé. (You can select
multiple cells in different parts of the worksheet this way) Now change the
font, font size, and font style of the selected cells to Times New Roman, 12,
bold italic.

S.Place o border around the data entries and choose a suitable color.

[ANSWERS


https://drive.google.com/file/d/1NpYVyZO6DvswlBuUxP9VFuB529uWbgjj/view?usp=sharing
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Follow the instructions:
1. Select the range AlLGI.

« Put the title in bold and increase the font size to 16.

« Click the Merge and Centre tool on Excel's Formatting toolbar.
Merge the multiple words in the table as well. 3.

Place a border around the data entries and choose a suitable colour.

A | B C D E F G
1 |[MY TIME TABLE
2
3 DAY /TIME |8-9AM]|9-10AM [10-11aAM[11-12 AM[11-12 AM] 11-12 AM
4 MONDAY BM BM REST | MATHS | AGM PJ
5 TUESDAY BI MATHS REST sC sC MZK
6 | WEDNESDAY BI e REST BM BM AGM
7 THURSDAY | MATHS | MATHS REST BI BI PJ
8 FRIDAY e e REST BM BM AGM

[ANSWERS

1. Use the Format Painter button on Excel's Standard toolbar to quickly

format the second table the way the first table was formatted.

C

SALES
January RM5,400.00
February RM3,152.00
March RM6,582.00

Sales

January (5,400.00
February | 3,152.00
March 6,582.00

A
1
2
3
4
5
6
7
8
9



https://drive.google.com/file/d/1HPyR9FcMew7QV-etN2s4PeyuiZtBWQpq/view?usp=sharing
https://drive.google.com/file/d/1cvGSIxSTMS4juu9dq-jTllt_BRxLBTfh/view?usp=sharing
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Apply the formatting as follow.

100 Currency

100 Percentage

100000 Thousands comma
separator

100.0 Increase decimals

Psuiers
percses

1. Insert the data below follow to the columns and rows shows.
2. Select range D4:.DS
3. Position the pointer on the *fill box", the small black square in the lower right

corner of the selected range.
5 hlarch Citr 1
10 pril Qtr 2

4. Drag the fill box down so Excel continues the sequence of numbers.
Do the same for E4:ES,F4:FS5 and H4 .

H

MONDAY



https://drive.google.com/file/d/1G6kE9HKI79QmEExG9eCNuOFVhENuaBaD/view?usp=sharing
https://drive.google.com/file/d/11FEUz2YjiNZk2eD8tcxVBRHsZokapt9E/view?usp=sharing
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Exercise 1
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1. paste the data below and follow the columns and rows shown 2. select the
range C6:D8.

3. from the Excel menus, choose Edit, Copy.

4. click on cell B10

5. in the Excel menus, choose Edit, Paste Special to open the Paste Special
dialog box. 6.

6. click the Transpose option at the bottom of the dialog, and then click OK.

C D
Data in Rows
January 55 35
February 23 29

March 12 18 m

(oo N1 [ep) [&)

By using MAX, MIN AND SUM function, find the maximum, minimum and sum
value within a range of cells.

Building Height (m)
Four Seasons Place KL 343

Vortex Tower 260

Petronas Twin Tower 452

Telekom Tower 310

Maybank Tower 244



https://drive.google.com/file/d/1tTwl2UNZQkJlJE-9mG1yHqnkWqWBLUdH/view?usp=sharing
https://drive.google.com/file/d/128PV2Ahg_IaaL3fQFc0ZUWhXebM197At/view?usp=sharing
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3. Arrange the following people from the oldest to the youngest
and calculate the average age.

Name Age
Naurah 24
Nuha 17
Naufal 32
Umar 16
Aafiyah 36
Irsyad 21

34


https://drive.google.com/file/d/1lA3PIRRkgHyqgIJ22xOJkcTS5WPvZy79/view?usp=sharing
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Open the new worksheet, and then

a) Enter the following data into cell address

A
EXPENSE PLAN

Category Monthly Spend |Annual Spend |Last Year Spend |Percent Change

Household Utilities 3600 3000
Food 2500 2250
Gasoline 1500 1200
Clothes 1200 1450
Insurance 1500 1500
Taxes 3500 3200
Entertainment 2000 2250
Vacation 1500 2500
Miscellaneous 1250 1500
Totals

Average Spend
Min Spend
Max Spend

b) Merge and Center the title ‘EXPENSE PLAN' in the range ATE1

c) Boldthe range A3: E3, A4:A13 and B14:B16

d) By using suitable formulo, find the value of Monthly Spend and Percent
Change.

e) AutoSum the Totals for cells B13 to E13.

f)  Use the Average function to find the value in cell C14 oand D14

9) Use the Min function to find the value in cell C15 and D15

h)  Use the Max function to find the value in cell C16 and D16

i) Format the number of price cells as a currency.
j) Format the column Percent Change as a percentage. m
k)  Create a pie chart of the Monthly Spend.

35


https://drive.google.com/file/d/14MkJxX4kPGQmGKHUDCv5UC94HaeCFrdj/view?usp=sharing
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Follow the instruction below.

a) Create a new worksheet and enter the following data.

A G

The Rest House Tax Rate
Food Services =0.05

Alexandria - Cairo
Express Way

ltem Unit Price  |Quantity Sub-Total
Chicken $5.00

Tomato $3.00
Apple 54.50
Orage $2.50
Beef S 6.00

Tea $1.00

Banana $0.40

2

3

4

5

6

7

8

9
10
11

—
M

Grand Total
Max
Min

—
uJ

—
I

b) Merge and Center Al to the range ATF1

c) Merge and Center A2 to the range A2F2

d) Bold and Center A3F3 m@

e) Bold A4:A10

f)  Calculate the sub-total in cell D4

9) Use theFill Handle to copy the formula in cell D4 to the range D5:D10

h) Calculate the tox amount in cell E4

i)  UsetheFill Handle to copy the formula in cell E4 to the range ES:E10

j)  Use theFill Hondle to copy the formula in cell F4 to the range FS:F10

k)  Apply the Light Blue Data Bar Conditional Formatting to the range
F4:F10

)  Apply the Total Style to the range A12:F12

m) AutoSum the range F4:F10 in cell F12

n) Use the Max function to calculate the Max value of F4:F10 in Cell F13

o) Use the Min function to calculate the Min value of F4F10 in Cell F14

T —
36



https://drive.google.com/file/d/1CJeHZdMzgtMPIlbjb358cfFKsYgijS8L/view?usp=sharing
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6. Follow the instruction below.
a) Open a new spreadsheet file.
b) Create a table as given below.
c) With suitable formula, fill the color parts. (Refer the formula given)
d) Insert the institution logo.

e) Create a bar chart of the total marks of all students.

D E
CONTINUOUS ASSESSMENT
BEoliTSI<Mi=< PROGRAMMIE : DIPLOMA IN CIVIL ENGINEERING

LN EAL O L A e S ace e wbAe COURSE CODE : DBM10013
CLASS : DKA 1B

QUIZ TUTORIAL EXERCISE

QuUIZ 1 25% TE1 TE2 35%
08DKA20F2021 JMUHAMMAD ZAFRI BIN MD FAIRUZ 55 90 80
08DKA20F2022 JMUHAMMAD HAZIM BIN NAZWI 85 80 95
08DKAZ20F2023 INURUL IZZATI BINTI M RAZALI 100 95 90
08DKAZ20F2024 INUR WAHIDAH BINTI HARUN 90 95 90
08DKA20F2025 JCHUA YONG WEI 73 90 80
08DKA20F2026 |MOHD FAIRUZ BIN ROZLAN 85 85 85
08DKA20F2027 JTINA BINTI MUSTAFA 60 80 75
08DKA20F2028 JNURFATIN SYAHIRA BINTI MD DIN 55 70 75
08DKA20F2029 JAINA FARIHAH BINTI AZMI 70 75 95
08DKA20F2030 JEZWAN BIN AHMAD 65 90 80

HIGHEST MARK

LOWEST MARK

AVERAGE MARK

=
o

Metric No. Name

i~ o] o s =

[
(=]

FORMULA
QUIZ 25% =D11/100*25
TUTORIAL EXERCISE 35% =(F11+G11)/200*35
TEST 40% =111/100*40

TOTAL MARK =E11+H11+4J11
HIGHEST MARK =MAX(D11:D20)
LOWEST MARK =MIN{D11:D20)
AVERAGE MARKS =AVERAGE(D11:D20)



https://drive.google.com/file/d/1_Ci1EJfgPVzat5MN4WHYerxQ0Bu4iXRM/view?usp=sharing
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Exercise 7

Follow the instruction below.

a) Create a new worksheet and enter the following data.

A B C D E
Market Shares of Major Phone Providers in United States
Cellular Phones Sales During Five Years

Q1 2008 | Q1 2009 | Q1 2010 | Q1 2011 | Q1 2012 | Total Sales
Verizon 213554 655487 754665 884657 922354
ATT 323154 421325 512312 554654 864458
All-Tel 402513 521325 521145 564879 587546
Sprint 186545 199844 256455 384564 584654
T-Mobile 152231 251325 321123 564458 654854

Yearly Sales
Max

Min

Average

b) Merge and Center the title “Market Shares of Major Phones Providers in the
United States” in the range A1GI1

c) Change the title font to Cambria 14 pt. Bold

d) Merge and Center the sub-title “Cellular Phones Sales During Five Years" in the
range A2: G2

e) Change the sub-title font to Time New Roman, Bold

f) Bold the range A3:A13 and B3:G3

o) Apply Total style to the range A10:F10

h) Type =B4+B5+Bé+B7+B8 in cell B10, then press enter

i) Use the AutoSum function to calculate the total in cell C10 for the range C4:C8

)  Use theFill Hondle to copy the function in cell C10 to the range D10:F10

k) AutoSum the range B4:F4 in cell G4

) Use theFill Handle to copy the function in cell G4 to the range G5:G8

m) AutoFit the contents of each column (Do not display #######)

n) Add the $ sign from the range B4:F8 and set the Decimal Places to 0

o) Use the Max function to display the highest value of the range B4:B8 in cell

B11

p) Use the Min function to display the lowest value of the range B4:B8 in cell B12

q) Calculote the average of the range B4:B8 in cell B13

r)  Select the range B11:B13 and use the Fill Handle to copy the functions in these

cells to the range CI11:G13
s) Delete row 9 m

38


https://drive.google.com/file/d/1--L2P_beQyjqz6NuHCH6ntni_okvyBH1/view?usp=sharing
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Exercise 1
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Follow the instructions:

1. Download the Vlookup Exercise table here;

Playground Safety Checks

Site Code |Site Location Swings | Slides |Rocker Cllzlgt)nlgg %\éiruailtl
A001 Lake Garden 6 8 7 9 Fail
A002 Bukit Jalil Park 8 9 8 9 Pass
A003 Sunway Playground 5 7 7 8 Fail
A004 Titiwangsa Lake 9 8 8 9 Pass
A005 Tasik Perdana Park 7 8 7 8 Fail
A006 Putrajaya Park 8 6 8 8 Fail
A007 Taman Merdeka 7 8 9 8 Pass
Site Code: <--- Change Code here

2. Find the data by insert the formula of VLOOKUP. (Change the

code to see another result.



https://docs.google.com/spreadsheets/d/1Zagi0Fuq8k26oEjDHJ9KATt31vltwCCD/edit?usp=sharing&ouid=108927733294097161461&rtpof=true&sd=true
https://drive.google.com/file/d/1--L2P_beQyjqz6NuHCH6ntni_okvyBH1/view?usp=sharing
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