Microsoft Excel
Microsoft Excel is a spreadsheet program for Windows and Macintosh computers. It is part of the Microsoft Office suite, which includes other productivity programs, such as Word and PowerPoint.
Use Microsoft-Excel to perform the following:

a) Create a Macro and use it in an application

Let's say you work in a group that uses Excel to track accounts receivable. Every week you and your co-workers each submit a report in which your manager expects to see overdue amounts formatted so that they're easy to see: the numbers are bold and red and the cells have red borders. Here's how to record a macro to apply these formats:

1. In the workbook where you track your accounts receivable, click one of the cells you're going to format.

2. Point to Macro on the Tools menu, and then click Record New Macro.

3. In the Record Macro dialog box, type a name for the macro in the Macro name box. Macro names must start with a letter and can include letters, numbers, and underscore characters, but can't include spaces. You don't need to change the other boxes:


When you click OK, the Stop Recording toolbar appears, and you're ready to record. Until you stop the recording, every Excel command and keystroke will be recorded in the macro, in the order in which they are entered.

4. Now format the cell the way your boss wants it flagged: click Cells on theFormat menu, click the Font tab, click Bold under Font style, click Red forColor, click the Border tab, click Red for Color, click the border thickness you want, click Outline, and then click OK.

5. To finish recording the macro, click the Stop Recording button:
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Now you have a macro that can perform in a single operation all 12 mouse clicks that it took to format the cell.

Use the macro you created

The next time you need to flag a cell, you can run the macro. If you're going to use the macro frequently, you can create a toolbar button for it, or assign a keystroke for it, or both.

Run your macro using the Tools menu

1. Click the cell you want to format.

2. On the Tools menu, point to Macro, and then click Macro.

3. Click the name of your macro, and then click Run.

Create a toolbar button that runs your macro

1. On the Tools menu, click Customize, and then click the Commands tab.

2. Under Categories, click Macros.

3. Drag the custom button to the toolbar where you want it.

4. On the Customize dialog box, click Modify Selection, and then click Assign Macro.

5. In the Assign Macro dialog box, click the name of your macro, and then clickOK.

6. To change the appearance of the button, click Modify Selection again, point to Change Button Image, and click one of the available images; or click Edit Button Image and use the Button Editor to create your own image.

7. Click Close.

Assign a keystroke to run your macro

1. On the Tools menu, point to Macro, and then click Macro.

2. Click the name of your macro, and then click Options.

3. In the Shortcut key box, type the key to use along with CTRL to run your macro.

 NOTE    Avoid using a keystroke that's already used for other Excel operations, such as CTRL+C for copy.
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b) Enter the name and marks of 10 students and perform various mathematical functions on it.

Mathematical Formulas in Excel are used to perform various arithmetic operations like adding the values in a range of cells, finding average of selected cells etc. Here is a list of most frequently used mathematical formulas in excel.

Average() MSExcel Formula
Int() MSExcel Formula
Mod() MSExcel Formula
Rand() MSExcel Formula
Round() MSExcel Formula
Sum() 




MSExcel                    


Formula
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c) Enter first quarter performance of five companies and create a pie chart showing there shareholders in the market.

Setting up your data and creating the chart

Both of these pie chart sub-types are based on the same data that you would use to create a regular pie chart. Pie charts can display only one data series, which means you can include only one column or row of values in your selection when you create a pie chart. You can also include a row or column of categories, as long as it is the first column or row in the selection. Categories will then be presented in the legend of the pie chart.

When you select the Pie of Pie or Bar of Pie chart sub-type, Excel moves the last third of the data points into the secondary chart by default. For example, if there are nine data points, the last three points in your selection are plotted in the secondary chart. However, after the initial chart is created, you can change the number of data points in the secondary chart — and the way in which Excel splits the data points between the charts — by changing settings on the Options tab of the Format Data Series dialog box. (To find out how, see Change Pie of Pie or Bar of Pie data series options, later in this article.)

Create a Pie of Pie or Bar of Pie chart

1. Select the data that you want to display in the Pie of Pie or Bar of Pie chart.

2. On the Insert menu, click Chart.

3. In the Chart type box, click Pie.

4. Under Chart sub-type, click Pie of Pie or Bar of Pie.

For a quick preview of the chart you are creating, click Press and Hold to View Sample.

5. Click Next, and continue with Steps 2 through 4 of the Chart Wizard.

For help on any of the steps, click the question mark (?) on the Chart Wizard title bar.

 NOTE   Depending on how many decimal places are specified for percentages on theNumber tab of the Format Cells dialog box (Format menu, Cells command), percentages that are displayed in data labels may be rounded so that they don't add up correctly.

Customizing the way data points are displayed

You can format specific chart elements of a Pie of Pie or Bar of Pie chart the same way you would in a regular pie chart. However, there are a few things that are unique to Pie of Pie and Bar of Pie charts:

· Position of primary and secondary charts   The primary and secondary charts are always positioned horizontally and adjacent to each other. They cannot be moved separately. The left chart is always the primary chart, but it's not always the larger of the two charts — the secondary chart can be larger than the primary chart.

· Selection of primary and secondary charts   You cannot select the individual charts or format them separately. Both primary and secondary charts are part of one data series. You can only select the entire data series or its individual data points, and then apply formatting to the selection.

· Connector lines   Connector lines are automatically added to emphasize the association between the two charts. You can format them by applying different line styles. You can also remove them if you need to.

Change Pie of Pie or Bar of Pie data series options

1. In the chart, select the entire data series.

 NOTE   To select the entire data series, make sure nothing else is selected, and then click either of the charts once.

2. On the Format menu, click Selected Data Series.

3. Click the Options tab.

4. To specify what kind of data you want in the secondary chart, click an option in the Split series by box.

5. To adjust the number of data points that appear in the secondary chart, do one of the following: 
· If you chose to split the series by position, change the number in theSecond plot contains the last [ ] values box.

· If you chose to split the series by value or percent value, change the number in the Second plot contains all values less than box.

· If you want to customize the split of the data, close the dialog box, and then use the mouse to drag pieces between the two charts.

 NOTE   The slice in the primary chart that represents the data in the secondary chart cannot be moved into the other chart. If you drag a slice from a pie chart without placing it in the other chart, space is created between the slices.

6. To change the size of the secondary chart, increase or decrease the number in the Size of second plot box. (This number represents size as a percentage of the primary chart size.)

7. To remove the connector lines, clear the Series lines check box.

8. To use the same color for all data points, clear the Vary colors by slicecheck box.

9. To change the space between the charts, increase or decrease the number in the Gap width box. (This number represents gap width as a percentage of the secondary chart width.)
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