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PAPERCODET MB 106
Course:ITAM COMPUTER PRACTICAL

Unit 7 I: MICROSOFT EXCEL:

Microsoft Excel: Introduction to Excel, Introduction to data, Cell address, Cell reference; Excel
Data Types; Introduction to formatting, number, text and date format@agcept of
worksheet and workbook; Understanding formulas, Operators in Excel; Understanding
CommonExcel Functionssuchassum,averagemin, max,date transpose, In, And, Or, Square
Root, Power, Upper, Lower; Introduction to charts and different tgpebarts; Concept of

print area, margins, header, footer and other page setup options.

AdvanceExcel: CreatingPivot tablesMacros- Relative& AbsoluteMacros.

Unit 7 Il: MICROSOFT ACCESS:

Creating a database and tables by different methDdsa types Inserting and Modification
of Data- Sorting, Filtering and Displaying data; Creating and querying forms; Creating &
Printing Reports and labels.

Uniti I1l: DBMS:

Macrosi Functions of EDBMS, Transfer odata between Excel &ccess; SQL Queries in

Access.

Suggestedooks

1. David Whigham,"Business Data Analysis Using Excel", Oxford UniveRiggs, Indian
Edition.
2. PaulCornell,"Accessing& AnalyzingDATA with MS-EXCEL".

3. R& D,"IT ToolsandApplications",MacmillanIndia Ltd.

4. Sanjay Saxena,"A FirsEourse in ComputersBased on Windows Office XP", Second
Edition - Vikas Publshing House.

5. P.Sudharsa& J.Jeyaalan, "Computers Systems & Applications”, Jaico Student Edition
Jaico Publshing House.

6. D.P.Apte,"StatisticalTools forManagers UsingMS Excel", ExcelBooks
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1. Createthe following worksheetin Excel.
RNO| NAME | COMPUTE| MATHS| SCIENC| TOTAL
531| Mike 57 67 86
532| Jones 43 78 89
533| Chris 23 68 57
534| Shin 56 89 78
535| York 54 78 67

(a) Fillthe TOTALcolumn.
(b) Filterthe candidatewhoseROLLNG 532
(c) Filterthe candidatewhoseMATHS> 70.

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick

on Microsoft Office Excel 2003.

2. Selectcell B3, type the column headingsthrough G3. Highlightand make them in

Bold with centeralignment.

3. Fillthe table with givendata for name,computer,mathsand sciencemarks.

Al B C D E F G |
1

2

&) RNO |NAME |COMPUTER |MATHS [SCIENCE [TOTAL
4 531|Mike 57 67 86

5 532|Jones 43 78 89

5] 533|Chris 23 68 57

7 534(Shin 56 89 78

&) 535|York 54 78 67

ToFillthe TOTALcolumn:

4. Selectcell G3,clickon function buttonE. Insertfunction dialogbox appears.
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Insert Function @

Search for a function:

Or select a category: ’Most Recently Used v

Select a function:

I
| AVERAGE =
I
HYPERLINK
| COUNT

| MAX

|SIN

SUM(number1,number2,...)
Adds all the numbers in a range of cells,

| €

Help on this function [ OK ] [ Cancel ]

Sumfunctionis alreadyselected clickon OKbutton.
5. FunctionArgumentsdialogbox appears:

Function Arguments @

sUmM
Number1 | NN (*::| = {57,67,56}
Number2 ’ =
=210

Adds all the numbers in a range of cells.

Number1: number1,number2,... are 1 to 30 numbers to sum. Logical values and text
are ignored in cells, included if typed as arguments.,

Formula result = 210

Help on this function [ OK ] [ Cancel ]

6. Select the range D4:F4 in Numberl textbox and click on OK bixton formula bar
will contain a new formula in the G4 cell =SUM (D4:F4)

7. Now clickon . button to getthe sum.

G4 v A =SUM(DA:F4)
AlB] ¢ | ©o | E | F [SSGl
1
22|
531 RNO |NAME |COMPUTER |MATHS |science [ToTaL |
4 531|Mike 57 67 36 210!'_
5 | 532|Jones 43 78 89
6 | 533|Chris 23 68 57
7 534|Shin 56 39 78
Zell 535|York 54 78 67

pg.4



8. Selectthe G4 cell. Takethe cursorto the bottom-right cornerto get a plus symbol.
Hold it and drag down to autofill the rest tife cells in the column.

AlB| c | o | E | F |[IHeH]
A
2
3| RNO |[NAME [COMPUTER |MATHS [SCIENCE [TOTAL
4 531|Mike 57 67 86 210
58 532|Jones 43 78 89 210
B 533|Chris 23 63 57 143
| 7 534|Shin 56 89 78 223
| (&) | 535|York 54 78 67 199)

Tofilter the candidateswhose ROLLNG 532

9.

Select the complete table. Go to Data mentrilter> AutoFilter. After applying
AutoFilter to the table, it looks like this:

Al B | ¢ | D | A | |
il
2|
o RNO [+ |NAME [+ |COMPUTER [+ |MATHS [+ |SCIENCE [+ | TOTAL [+
4 | 531|Mike 57 67 86 210
5 532|Jones 43 78 89 210
B 533|Chris 23 63 57 148
T 534|shin 56 89 78 223
8 | 535|vork 54 78 67 199

9

10. Selectthe drop-down menufrom RNOcolumnandclicko / dza (i 2 Y X 0

K9 v 5
A | B | ¢ | D [ F | 6 |
1
2
3 |RNO [+ NAME [~ COMPUTER [~ | MATHS [~ |SCIENCE [~ | TOTAL [~
4 | |Sort Ascending Mike 57 67 36 210
Sort Descending
5 Jones 43 78 89 210
g | [al Chris 23 68 57 143
Top 10...
7 fm_ shin 56 39 78 223
531 :
8| |os York 54 78 67 199
9 533
10 534
11 535
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CustomAutoFilterdialogbox appears.

Custom AutoFilter

Show rows where:
RNO
I
iis greater than v ’ ESSZ v ’
®and Oor
v | v

Use ? to represent any single character
Use * to represent any series of characters

l OK ] [ Cancel J

11.In RNO seleas greater thanfrom left box andb32from right box. Click on OK

button.

12. Thefollowing output is generatedthat showrowswhere RNOis greaterthan 532.

A | B | ¢ | D [ = N |
1
2
3 RNO [+ |NAME [+ |COMPUTER [+ |MATHS [+ |SCIENCE [+ |TOTAL [+
B 533|Chris 23 63 57 148
7 534(Shin 56 39 78 223
B 535|York 54 78 67 199
3 :
Tofilter the candidatewhose MATHS>70
13. Now removefilters by deselectingData>Filter>AutoFilter.
14. Againselectthe completetable. Goto Data>Filter>AutoFilter.
15. In the similarmannerFilter the rows where Mathsis greaterthan 70
A | B | ¢ | D | E | F | 6 |
1
2
3 RNO [+ |NAME [+ |COMPUTER [+ |MATHS [+ | SCIENCE [+ | TOTAL [+
5 532[Jones 43 78 39 210
7 534|Shin 56 39 78 223
B 535|York 54 78 67 199
5 :

Pg.6



2. Thefollowing are the marksobtained by the studentsof MBA in three Subjects:

RolINo | Name ME | IT | HRM
1014| Joe 86| 95 88
1015| Clark 45| 37 68
1012| Nice 75| 87 57
1011| Green 65| 74 85
1013 Nick 78| 67 46

a) Sort thedatabyroll no

b) UsingConditionalFormattinglist out studentswho scoredMore than 65in IT

¢) Using Conditional Formatting list out students who scored Between 60 and 80 in
HRM.

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.

2. Selectcell B3, type the column headingsthrough F3. Highlightand make them in
Bold with centeralignment.

3. Fill thetable with givendatafor name,ME, ITand HRM.

To Sortdata by RollNo

4. Select the entire table. Gt Datah { 2 MIheXv Sort dialodpox appears. Roll No in
Ascending order is already selected.

A | BT | W | N | = | |
15|
2|
B3 Roll No | Name ME IT HRM
4 1014(Joe 86 a5 88
5 1015|Clark 45 37 68
LB | 1012|Nice 75 87 57
o 1011 |Green 65 74 85
| 05 | 1013|Nick 78 67 46
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Sort
Sort by

| CITE | © ascending

T — O Descending
Then by

| v | @ aAscending

() Descending

Then by

]_ == |  (® ascending

’ (O Descending
My data range has

(%) Header row (O No header row
[ Options... ] [ OK ] [ Cancel ]

5. ClickOKto getthe datasortedin Ascendingorder of RollNo.

Touse ConditionalFormattingto list out studentswho scoredMore than 65in IT:

™

Al e e LB

5]

2|

sk | Roll No | Name ME IT HRM
4 1011|Green 65 74 85
853 1012[Nice 75 87 57
B | 1013|Nick 78 67 46
o) 1014{Joe 86 95 88
8 | 1015|Clark 45 37 68

Selectthe rangeE4to E8for IT subject.
Goto Format> ConditionalFormatting; ConditionalFormattingDialogbox appears.

In Conditionl, Selecall Value Ién the First combo bo)Greater thanin Second

combo box and type 65 in third combo box.

b2g
of your choice.

/£ A0

C2 NX I (i X edsdialdgbox agpeas;salect @ansiihy
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Al B | € | D ES F | © | H | F || 4 | K | L |
1
Conditional Formatting @
Condition 1

|Cell Value Is vl ‘greater than v| |6S

Preview of format to use

when condition is true: No Format Set

[ Add == ] [ Delete... ] [ oK ] [ Cancel ]
2]
3 Roll No| Name | ME | 1T | HRM |BEiir Renls 33
4 1011|Green 65 74 85(| ,
B 1012|Nice 75| 87 T | Patterns | :
= 1013|Nick 78] 67 46 | F::I;s“"e' |
(74 1014|Jce 86 95 88 1 = Reguar G
1015(Clark 45 37 68 Italic
% 0
1—0— Bold Italic 11
1 Undetline: Color:
12] [ v |
A3 Effects Preview
14 [¥] Strikethrough
% Superscript AaBhCcYyZz
17]
i di | |
For Conditional Formatting you can set Font Style,

%g— Underline, Color, and Strikethrough.
21]
;—21 = [ OK ] [ Cancel ] :
4 < » »\ Sheetl ) Sheet2 { Sheet3 /

10. ClickOKto applyformatting. ClickOKto apply condition.

Al BE [P 6 [0 ] BN E |
1
=
3 Roll No| Name | ME IT HRM
4 1011 |Green 65 74 85
5 1012|Nice 75 87 57
5] 1013|Niclk 78 67 46
7 1014(Joe 86 95 88
8 1015|Clark 45 37 68

To UseConditionalFormattingto list out studentswho scoredBetween60 and 80 in HRM.

11. Selectthe rangeF4to F8for HRMsubiject.

12. Goto Format> ConditionalFormatting;ConditionalFormattingDialogbox appears.
13.1In Conditionl, Selecall Value 1én the First combo box, seleBetweenin Second
combo box, type 60 in third combo box and type 80 in the Fourth combo box.
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14.Now ClickC 2 NJY butioX down, FormatCellsdialogbox appears;selectformatting

of your choice.

Al B | ¢ | D | E |G o6 | H | 1 | J |

NINDININ| = mmamlalalalala =
Sttt el

Conditional Formatting

Condition 1
|Cell Value Is vl lbetween

v/ |60

Preview of format to use

when condition is true; No Format Set

][ Cancel ]

[ add»> | [ pelete.. | [ ok

Roll No| Name | ME IT HRM Format Cells
1011|Green 65 74 85 == ———— =
1012|Nice 75| s7|sg || ™™ | Border | Patterns |
1013|Nick 78| 67 46 | IF:;; style: l::
1014Joe 86| o5 88 T 7
1015|Clark as| 37 68 Ttalic 3
5

Underline:

|

Effects
[E] strikethrough

Superscript

Preview

AaBbCcYyZz

Subscript

For Conditional Formatting you can set Font Style,
Underline, Color, and Strikethrough.

Clear

][ Cancel ]

[ ok

15. ClickOKto applyformatting. ClickOKto apply condition.

Al B | ¢ | bl E|[ FE |
A

2 , , .
3 Roll No| Name | ME IT HRM
4 1011 |Green 65 74 85
3 1012|Nice 75 87 57
5 1013|Nick 78 67 46
7 1014|Joe 86 95 88|
8 1015|Clark 45 37 68
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3. CalculateHRA,DA,IT, PFPF,GrossSalary,Net Salaryfrom givendata in a worksheet:

ENO | ENAME | BasicPay | HRA | DA | GrossPay | IT | PF | NetPay

E101 | Harry 10000

E102 | Bright 18000

E103 | Sunny | 20000

E104 | John 10000

E105 | Mink 19000

Where

HouseRentalAllowance HRA is 15% of Basic
DepreciationAllowance DA is 13% of Basic
IncomeTax IT is 5% of Basic
ProvidentFund PF is 9%  of Basic
GrossPay = BasicPay+ HRA DA

Net Pay = GrossPay- IT¢ PF

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick

on Microsoft Office Excel 2003.

2. Selectcell B3, type the column headingsthrough J3. Highlight and make them in
Bold with centeralignment.
3. Fillthe table with givendatafor ENOENAMEand BasicPay.
Al B | ¢ | b | E W 6 | H | 1 | J4 |
1
2
3| ENO | ENAME | Basic Pay | HRA DA |Gross Pay| |IT PF [Net Pay
4 E101 Harry 10000
5 | ELO2 Bright 18000
6 | EL103 Sunny 20000
7| E104 John 10000
B8 E105 Mink 19000
9|
4. Selectcell E4;type =15*D4/100and hit enter button. 15%of Basicis calculatedas
HRA in the E4 cell.
5. AgainselectE4cell; take cursorto the bottom right cornerof the cell till it becomes
+ hold anddragdownto copythe formulato the restof the rows.
6. Select cell F4; type =13*D4/16@d hit enter button. 13% of Basic is calculated as DA
in the F4 cell.
7. AgainselectF4cell; take cursorto the bottom right corner of the celltill it becomes
+hold anddragdownto copythe formulato the restof the rows.
8. Selectcell G4; type =D4+E4+F4nd hit enter button. Sumof Basic,HRAand DA is

calculated as Gross Pay in the G4 cell.
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9. AgainselectG4cell; take cursorto the bottom right cornerof the cell till it becomes
+hold anddragdownto copythe formulato the restof the rows.

10. Select cell H4; type =5*D4/100 and hit enter button. 5% of Basic is calculated as IT in

the H4 cell.
11. AgainselectH4 cell; take cursorto the bottom right cornerof the cell till it becomes
+hold anddragdownto copythe formulato the restof the rows.

12. Select cell4; type =9*D4/100 and hit enter button. 9% of Basic is calculated as PF in
the 14 cell.
13. Again select4 cell; take cursor to the bottom right corner of the cell till it becomes +

hold and drag down to copy the formula to the rest of tiogvs.
14.Nowthe final report after calculationis like this:

Al B | ¢ | b | E| F | 6 | H | J

1
=2
£33 ENO | ENAME | Basic Pay | HRA DA |Gross Pay| IT PF |[Net Pay
4 E101 Harry 10000{ 1500 1300 12800 500 900| 11400
&5 E102 Bright 18000 2700| 2340 23040 900 1620 20520
E63 E103 Sunny 20000| 3000 2600 25600| 1000 1800| 22800
£z EL104 John 10000| 1500 1300 12800 500 900| 11400
8 | EL105 Mink 19000| 2850 2470 24320 950 1710 21660
4, PreparePivot Table.

EmployeeName | Department | SalaryRs.

A Sales 4000

B Accounts 5000

C Marketing | 6000

D Sales 4000

E Accounts 8000

F Marketing | 4000

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.
2. Selectcell B3, type the column headingsthrough D3. Highlightand make them in
Bold with centeralignment.
3. Fillthe table with givendata for EmployeeName,Department,and SalaryRs.

& | B | C D
1

2

3 Employee Name [Department |Salary Rs.
4 A Sales 3000
5 B Accounts 4000
5] C Marketing 5000
7 D Sales 6000
8 E Accounts 4000
9 F Marketing 8000
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4. Select thecompletetable goto Data menu, select "PivotTablend PivotChart

Report".
@ File Edit Wew Insert Format Tools  Data | Window Help
HRNER - RV NN R k) K
§ Aial - 10 -/[Blz u g |
B3 > A& Employee Name Stk olals )
A B [ & | validation. ..
_; Text to Columns. ..
3 Employee Name PivotTable and PivotChart Report. ..
4| A Sales Import External Data
5 B Accour}ts List
6 C Marketing
e D Sales. XML
8 = Accour_'ts ¥ Refresh Data
9 F harketing 2
1n %

5. APivotTablewizardshouldappear.

PivoiTable and PivotChart Wizard - Step 1 of 3

‘Where is the data that you want to analyze?
(®) Microsoft Office Excel list or database:
(O External data source
() Multiple consolidation ranges

Another PivotTable repaort or PivotChatt report

What kind of report do you want to create?
(3) PivotTable

(O PivotChart report (with PivotTable report)

< Back [ MNext = ][ Einish

J

6. Make sure that the "Microsoft Excellist or database"and "PivotTable"options are
chosen. Click othe Next button.
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A B | C I b | E [ F |
1
2
3 iEmployee Name [Department |Salary Rs. |
4 A Sales 3000y
5 B Accounts 4000
B C Marketing 5000}
7 D Sales B000Y
8 E Accounts 4000)
9 F
10
11
12
13
14
15 —
16 [ Cancel ][ < Back ][ Mext = ][ Finish ]
47

7. Selecthe rangeof datafor the pivot table and clickon the Nextbutton.

A | B | C e £ | F | & | H
Employee Name |Department |Salary Rs.
A Sales 3000
B Accounts 4000
c Marketing 5000
D Sales 6000
E Accounts 4000
F Marketing 5000

PivotTable and PivotChart Wizard - Step 3 of 3

Where do you want to put the PivotTable report?

(3) New workshest
() Existing workshest
| =

Click Finish to create your PivotTable report.

Eﬂgayout... I[ Options. .. ] [ Cancel ][ < Back ] Next =

IINNINDININD  =m |l ml e ala
eSSl o

8. Select the position to create theew pivot table.It will automatically default to the cell
that was highlighted when you started this proceStck on the Layout button.

9. Now drag the fields that you want to appear in the Page, Row, Column, and Data sections
of the pivot table. In this example we've draggedthe Department fieldto the Row
section and the Salary Rs. to the Data section.

10. Clickon the OKbutton to continue.
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PivotTable and PivotChart Wizard - Layout X]

=)

Construct your PivotTable report by
\4 dragaing the field buttons on the right
to the diagram on the left.

P

Employes||

| PAGE | COLUMM
) Departme] - "
. S of Salary Re. | Faoryee)

ROW DATA
[ blp || ok || cancel |

11.Nowclickon the Finishbutton.

Where do you want to put the PivotTable report?

(%) New worksheet
() Existing worksheet

x5

Click Finish to create your PivotTable report.

[ Layout... ][ Options... ] [ Cancel ][ < Back ]

12.Your pivot table should now appear on new sheet. What this pivot table displays is
the total Salary for each Department.
A | B |

3

2

3 |Sum of Salary Rs.

4 |Department [~ [Total
5 |Accounts 8000
_ B |Marketing 13000

7 |Sales 9000

8 |Grand Total 30000

9
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5. From the table given below, reduce thietal expenditure to Rs.16000 by reducing

altSa8 RSLINIYSYyi(diQa 9ELISYRAGIINSE o6& | LIWX &Ay3 D
Department ExpenditureRs.
Production 4000
Sales 6000
Marketing 3000
Finance 5000

Total Expenditure

18000

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.
2. Selectcell B3, type the column headingsthrough C3. Highlightand make them in
Bold with centeralignment.

3. Fillthe table with givendatafor Departmentand ExpenditureRs.

C8 v A =SUM(C3:CEB)
A B | C

A
2N Department Expenditure Rs.
3 | Production 4000
4 Sales 6000
| & | Marketing 3000

6 Finance 5000
Z
8 | ITotal Expenditure | 13000

9

4. Calculatethe total expenditureby addingup all departmentsexpenditurein cellC8

=Sum(C3:C6)

5. SelectcellC8,Goto Tools>Goal{ SS{ X
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File Edit Yew Insert Format | Tools I Data ‘Window Help
SISz N A wows- i
ibri 2y lkmas ﬁi Research... alt+Click  §
CB = ﬁ' ;SUM(C ‘i) Error Checking. ..

A | B ' Speech »
Shared Workspace...

rbo

Department
Production
Sales
Marketing
Finance Protection >

Share Workbook. ..

Track Changes 4

Compare and Merae Workbooks, .,

Online Collaboration >
Total Expenditure ,7 Goal Seck...

! Scenarios. ..

Formula Auditing »

Macro »
Add-Ins...
7 AutoCorrect Options...

Customize...

Options...

6. SetCellalreadycontainsC8.
7. Typel6000in ToValueboxasg S Qi@set Total Expenditure(C8)to 16000

8. ByChangindCellSalesExpenditureie C4

A B I C |
1
2 Department Expenditure Rs.
3 Production 4000
4 sales $ 6000}
) Marketing 3000
B Finance 5000
7
8 [Total Expenditure || 18000
9
10 Goal Seek @
11 4
12 Set cell: ca -
13 To value: } 16000 ]
14 ) e
15 By chanaging cell: 1}@4
}? [ OK ] [ Cancel ]

9. ClickOK
10. Goal Seek status is displayed. Observe Sales Expenditure ie C4 is adjusted to 4000 to

get Total expenditure 16000
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A B . D

Department Expenditure Rs.
Production 4000
Sales 4000
Marketing 3000
Finance 5000
|Tota| Expenditure I 16000

Goal Seek Status

!

Goal Seeking with Cell C&8
found a solution.

Cancel

Target value: 16000
Current value: 16000

- | e | e | | |
pl~loleloioSialWee |~ (0 |8 W (N | =

Create an excel worksheet to demonstrate absolute and relatoadl referencing
using the following table:

Iltem | Quantity | Price | Total
Chair 4| Rs.600
Desk 4| Rs.1700
Lamp 3| Rs.500

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.

2. Selectcell B3, type the column headingsthrough E3. Highlight and make them in
Bold with centeralignment.

3. Fillthe table with givendatafor Iltem, Quantity,and Price.
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D1 v §23

Al B]| ¢ E | F
1
2
3 Item Quantity |Price |Total
4 Chair 4] 600
5 Desk 44 1700
B Lamp | 3| 500
7
8 & | Cut
9 _ S Copy

|

:? (7% Paste
12 Paste Special...
13 Insert
14
15 1 Delete
16 ' Clear Contents
:; : |ﬁ Format Cells. .,
19 Column Width...
20 Hide
21 :
53 Unhide

4. Toprefixthe pricewith Rs.Tag,Rightclickon the price column,goto Format/ St f & X
5. Select Currencfrom Category:list box.On theright sideselect Rsfrom combobox

in Symbol:
6AT 282dz R2yQil 488 waod Ay (KS 62E (KSy OKFy3aS
Panel)
Format Cells @
Number | Alignment | Font | Border | Patterns | Protection |
Category: Sample
General
Mumber
Currency Decimal places: ‘2 A
Accounting
Date Symbol:
Time N
Percentage = :
Fraction Negit_lsiejimbers.
Scientific -Rs.1,234.10
Text Rs.1,234.10
Special (Rs.1,234.10)
Custom (Rs.1,234.10)
Currency formats are used for general monetary values, Use Accounting
formats to align decimal points in a column.

I

OK ] [ Cancel

]
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6.

7. ClickOK.

Format Cells

In the Category:Listbox, selectCustomand type currencyformat asRs.#,##0

?X

Mumber \ alignment | Font | Border | Patterns | Protection |
Cateqgory: Sample

General Rs.2,400

Murmber

Currency Type:

Accounting

heco Rs.#,##0]

Time (% R, ##0,0000;_(F (#,2#0.000;_(* A
Percentage "yes";"Yes";"No" =
Fraction "True";"True";"False"

Scientific "on";"on";"OFf"

Text [$€-2] #,##0.00_);[Red]([$E-2] #,#
Special Rs,#,##0.00 —
m m_ v

Type the number format code, using one of the existing codes as a starting
point.

[ OK ] [ Cancel

J

Al B | ¢ [ b | E |
1
2 | |
3| . Item  Quantity Price | Total
4 Chair 4 Rs.B00
5| Desk 4 Rs.1,700
B Lamp 3 Rs.500

RelativeReference

8. SelectcellE4and calculatethe amount by multiplying quantity andpricei.e.,

E4 - A =C4°D4
AlB| ¢ [ b [E |

Item Quantity Price  Total
Chair 4 Rs.600)_Rs.2 4008
Desk | 4 Rs.1,700

Lamp | 3 Rs.500

i
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9. Dragdownthe resultin the E4cellto the rest of the rows.

AlB|] ¢ | b | E |

MM W=

Item Quantity Price Total

Chair 4 RsbB00 Rs.2400
Desk 4 Rs.1700 Rs.6,800
Lamp 3 Rs500 Rs.1500

10. Herein E5the formulais copiedas

=C5*D5

11. SimilarlyE6containsthe formula

=C6*D6

This is called relative referencing where the row aumn referenceschange
when you copy the formula to another cell because the references are
actually offsets from the current roand column.

Absolute Reference

12. Assume that the Sales tax is applied on the items purchased. Then we need to
calculate a fixed sales tax on every item purchased.
13. For this we use absolute referencingwhich allows us to calculatesalestax in the

right way.

14. Assumethat the Saledax is 10%

B

Al B | ¢ | o | E | F |
Item  Quantity Price SalesTax Total
Chair 4 Rs.B00
Desk 4 Rs.1,700
Lamp 3 Rs.500
Sales Tax 10%

15. SalesTaxcolumnis calculatedas

Quantity* Price* SalesTax

16. Forthis selectcell E4,type

=C4*D4*$C$9
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E4 v

A =C4"D4*5C5H9

Al B | ¢ | D [ESS F |
1
2
3 Item Quantity Price SalesTax Total
4 Chair 4 Rs.BDUI Rs.240_|
5 Desk 4 Rs.1,700
3 Lamp 3 Rs.500
&
8
9 Sales Tax 10%
17.Dragdownthe resultto copythe formula
Al B | ¢ [ D | E Fl
1
2|
3| Iltem  Quantity Price SalesTax Total
4 Chair 4 Rs.600 Rs.240
5 | Desk 4 Rs.1,700 Rs.680
b | Lamp 3 Rs.500 Rs.150
&
8 |
9| Sales Tax 10%

18.Observeg 2 dr(xéellE5formulais
=C5*D5*$C$9

19. Andcell E6containsformula
=C6*D6*$C$9

Here the use of $ before row and column name makesit absolutei.e., the
row and column references do not change when yopy the formula because
the reference is to an actual cell address. This is called absefetencing.

20. Now calculateTotal columnwhichis calculatedas
Quantity* Price+ SalesTax

21. Selectcell F4,type formula
=C4*D4+E4
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2.

3.

A =C4"D4+E4

OO0~ L N —

Al B | ¢ | 0O | E [
Item Quantity Price SalesTax  Total
Chair 4 Rs.B00 Rs.240| Rs.2 840!
Desk 4 Rs.1,700 Rs.680
Lamp 3 Rs.500 Rs.150
Sales Tax 10%

Drag down the result in the F4 cell to the rest of the rows. This is relative
referencing. Calculation &ales Tax column is done using the absolute reference

method.
Al B | ¢ | o] E | F |
1
2
3 Item Quantity Price SalesTax Total
4 Chair 4 Rs.B00 Rs.240 Rs.2 640
5 Desk 4 Rs.1,700 Rs.680 Rs.7 480
B Lamp 3 Rs.500 Rs.150 Rs.1650
7
3
9 Sales Tax 10%

Create an excel worksheet to demonstrate the use of mixed referencing with
multiplication table.

Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.

Selectcell B3, type the column headingsthrough L3. Highlightand make them in

Bold.

Similarly,selectcell B4, type row headingsthrough B13. Highlight& make them in

Bold.
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A [BIC|IDIE[JFIG[H]I[J][K]L]
1
2
3 . 1 2| 3] 4] 5] e[ 7] 8] 9] 10
4 1
5 2
B 3
7 4
8 5
9 6
10 7
11 8
12 9
13 10
14

Mixed References

4. Tocreateamultiplicationtable wemakeuse of mixedreferences.The formulasin
the table calculate the multiplication for number 1 to 10. The formula in cell C4 is

=$B4*C$3
C4 v f =$B4*C§3
A |BlE€ID|E[FIG|H[I]J][K]L]
1
2
3 : 1 2| 3] 4] 5 6| 7] 8] 9] 10
4 1)1
5 2
B 3
7 4
8 5
9 6
10 7
11 8
12 9
13 10
14

5. Notice that both cell references are mixed. The reference to cell B4 uses an absolute
reference for the column ($B), and the reference to cell C3 uses an absolute

reference for the row ($3).
6. As aresult, this formula from cell C4 can be copied down and across, and the calculations

will be correct.
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A _|BlC|D|E|F[G[H]I]J[K]|L]

3| 4] 5] 6 7| 8 9[ 10
3| 4] 5] 6] 7] 8] 8[10
6] 6| 10[ 12| 14| 16] 18] 20
9] 12| 15[ 18] 21| 24| 27| 30
8| 12| 16[ 20| 24| 28] 32[ 36| 40
20] 25| 30( 35| 40] 45| &0
12| 18] 24| 30| 36| 42| 45| 54| 60
14| 21)] 28| 35| 42| 49| 56| 63| 70
16| 24 32| 40| 48| 56| 64| 72| 80
18| 27| 36| 45| 54| B3] 72| 81| 90
20] 30| 40| 50| 60| 70| 80f 90)100

L= = e e el s B ol el
OO0~ E= | WM — [ -
—

o
—

n

—
—

e[zl

7. Forexamplethe formulain cellF7is
=$B7*F$3

If C4usedeither absoluteor relative references, copyinghe formula would
produce incorrect results.

Formulawhere either the row or columnreferenceis relative, and the other
is absolute is called mixed referencing.

8. Createan excelworksheetwith the data asfollows:

AMOUNTIN CRORES
YEAR | SALES | EXPENSE
1997 250 100
1998 300 150
1999 350 200
2000 430 250
2001 500 300
2002 550 350
2003 600 400
2004 650 450

Usethe abovetable to create ColumnChart

1. Clickon the Start button, point to Programs followed by Microsoft Office and click
on Microsoft Office Excel 2003.

2. Selectcell B3, type the column headingsthrough D3. Highlightand make them in
Bold.

3. Fillthe table with givendatafor Year,Salesand Expense.
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4. Selectthe cellsC3to D11,goto Insertmenuselect/ K I Njtioa

A | B c | D

1

2|

3 YEAR [SALES [EXPENSE
4| 1997] 250 110
5 | 1998] 300 150
B | 1993] 380 200
7 2000 430 250
B | 2001] 500 300
9| 2002 560 30
0 2003 660 400
1 2004] 650 450
12 '

@J File Edit View ,;rjnsiert I Format Tools Data

HB =T NENIC I R A

: Arial ] Solmns = :

o C3 =z Worksheet TR
A B [ [l chert. T

; Je  Function...

3 YEAR [SA  Hame

4 1997 Picture

g ]ggg % Hyperlink... Ctrl+K

7 2000 2

8 2001 500 300|

E] 2002 550 350,

10 2003 660 400

11 2004 650 450]
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5. On the Chart Wizard Step 1 of 4, in the Chart Type list box, click Column. In the Chart
Subtype list, click the first chart: Clustered Column

Chart Wizard - Step 1 of 4 - Chart Type

Chart type:

Mo 18

E Bar

lﬁ Line

QP Pie

. XY (Scatter)

h Area

e Doughnut

@ Radar
Surface

@ EBubble

il

[T

(€

Clustered Column, Compares values across
categories.

[ Press and Hold to Yiew Sample ]

cack [ Mext> ][ Enish |

6. ClickNext

7. Inthe ChartWizardStep2 of 4, makesurethe Columnsradio button is selected.

pg.27



8. In the ChartWizard Step 2 of 4, select Seriestab, in the Category(X) axis labels,
select column from B4:B11 by clicking on button.

A I B | & l D | E I E I G I H I | I J I K
1
2 -
5| [VEAR [SALES [EXPERSE
4 1997 250 110 - -
5 1993 300 150l | | Data Rangﬂ Series ‘
B 1999 350 200
7 2000 430 250 700
5] 2001 500 300 o2
) 2002 550 350 20
10 2003 660 400 480, O SALES
11 2004 650 450 300
12 200 H
13 100 H
14 pas
15 1997 1998 1333 2000 2001 2002 2003 2004
16
17 Series
18 Name: | =81$C$3 %
19 EXPEMSE )
20 |
21 Values: |="8"14$C$4:$CH11 s
22 add Remove
px) st ] Remeive ] |
gg Cateqgory (X) axis labels: |='8'!$B$4:$B$11 .
26
27
28 [ Cancel ] [ < Back ]L_gext:a ] [ Finish ]
29

9. ClickNext
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10.In the Chart Wizard Step 3 of 4, Typearly Sales & Expensess Chart TitleYearin
Category (X) axis ai@hles & Expenseas Category (Y) axis. Click Next

Chart Wizard - Step 3 of 4 - Chart Options

Titles ‘ Axes | Gridines | Legend | Datalabels | Data Table |

Chart title:

i\"early Seles & Expenses |

Category (X) axis:

[ Year

Value (¥) axis:

(Sales and Expenses ]

Second category

P (R) axis:

Yearly Seles & Expenses

O SALES

@ EXPENSE

1997 1995

1993 2000

Year

[ Cancel ] [ < Back ]I Mext > ] [ Finish ]
11.In step4 of 4, clickFinish
YEAR [SALES |EXPENSE

199 250 110

1998 300 150

1999 350 200

2000 430 250

2001 500 300

2002 550 350

2003 660 400

2004 650 450 v

|
Yearly Seles & Expenses

w
[ri]
w
c
QO
o
5 @ SALES
E mEXPENSE
w
@
(1]
03]

2001 2002 2003 2004
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9.

Createan excelworksheetwith the data asfollows for Life Expectancyat birth:

COUNTRY | CODE | TOTAL | MALE FEMALE
Algeria AG 69.24 68.97 70.46
Netherlands | NL 78.15 75.28 81.17
Venezuela | VE 72.95 69.97 76.16
Australia AS 80.14 77.22 83.23
Yemen YM 59.98 58.17 61.88
Switzerland | WZ 38.11 36.86 394

Usethe abovetable to createBarChart

1.

Clickon the Start button, point to Programs followed by Microsoft Office and click
on Microsoft Office Excel 2003.
Selectcell B3, type the column headingsthrough D3. Highlightand make them in

Fillthe table with givendata for Country,Code, Total, Male and Female.

A | B IEEEH G EE
1
2
3 COUNTRY |[CODE |TOTAL [MALE [FEMALE
4 Algeria AG £9.24| 68.97 70.46
5 Netherlands [NL 768.15| 75.28 81.17
5] “enezuela [VE 72.95| 69.97 76.16
7 Australia  [AS 80.14| 77.22 83.23
8 Yemen Y 59.98| 58.17 651.88
9 Switzerland [WZ 38.11| 36.86 39.4

4. Selectthe cellsD3to F9,goto Insertmenuselect/ K I Ntioa

i_g_] File Edit View | Insert | Format Tools Data Window
HRN=A " BEYE Rows F|9 -~
: Arial “ Columns

C3 = Worksheet

A | B [l chart..
; Jie  FEunction...
3 COUNTRY  Mame > [FEMALE
4 Algeria Picture > 70.46
5 MNetherlang ) 81.17
5 Venezueld 2 Hyperh,nli... CHK 76.16
7 Australia &% 83.23
&) Yemen Y 59.98| 58.17 61.88
9 Switzerland ||WZ 38.11| 36.86 39.4)
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5. On the Chart Wizard Step 1 of 4, in the Chart Type list box, click Bar. In the Chart Sub
type list, click the chart on 1st column, 2nd row: Clustered Bar Widh\3sual Effect

Chart Wizard - Step 1 of 4 - Chart Type @

Standard Types I Custom Types I

Chart type:

Chart sub-type:
M Column -

XY (Scatter)
‘ Area
@ Doughnut

iy Radar
@ Surface i
®: Bubble

e Stock v
i

Clustered bar with a 3-D visual effect.

Press and Hold to Yiew Sample |

Cancel ‘ " Mext = I Finish I

6. ClickNext
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7. In the ChartWizard Step2 of 4, make sure the Columnsradio button is selected.
Click Next

Chart Wizard - Step 2 of 4 - Chart Source Data @

DataRange | Series |

WZ |

M |

AS B — = 5 O FEMALI
VE - @ MALE
- = - oTOTAL

ML =

AG

Data range:

Series in: ) Rows

(%) Columns

[ Cancel ][ < Back ][ Next = ][ Finish ]
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8. Inthe ChartWizardStep3 of 4, type Life Expectancyat Birth in ChartTitle, Country
in Category(X)axisand Agein Category(Z)axis.click Next

Chart Wizard - Step 3 of 4 - Chart Options

Titles ] axes | Gridines | Legend | Datalabels | Data Table |

&

Chart title:

|Life Expectancy at Birth

Cateqgory (X) axis:

} Country

r
\

L

Value (Z) axis:

! Age

Life Expectancy at Birth

O FEMALE

8 MALE

oTOTAL

Age

100

[ Cancel ][ < Back ]uext> i [ Finish ]
9. Instep4 of 4, clickFinish

COUNTRY CODEITOTAL MALE FEMALEI
Algeria AG 69.24| 68.97 70.46

Netherlands |NL 78.15| 75.28 81.17
YVenezuela |VE 72.95| 69.97 76.16
Australia  |AS 80.14| 77.22 83.23

Yemen Y 59.98| 58.17 £1.88

Switzetland [WZ 38.11| 36.86 39.4

u
Life Expectancy at Birth
| 1 1

- I I I I Jus 1 =

£ AS

< ' I I I I I I I CIFEMGLE
3 VE v v ' : g B {3 .MALE
© ST: ST: T T T & = BTOTAL

ML =
1 1 1 1 1 1
AG B — — — —
} = = £ = z z - - -
0 10 20 30 40 50 60 70 80 90
Age
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10. Createan excelworksheetwith the data asfollows:

Age Consumption
0-5 5%

6-12 15%

1320 25%

21-35 30%

36-60 15%
above60 | 10%

Usethe abovetable to create ColumnChart

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.

2. Selectcell B3, type the column headingsthrough C3. Highlight and make them in
Bold.

3. Fillthe table with givendata for Age,and Consumption.

Al B | C |
0

2
3 Age Consumption
4 0-5 5%
5 B-12 15%
5 13-20 25%
7 21-35 30%
3 36-60 15%
9 above 60 10%

4. Selectthe completetable, goto Insertmenuselect/ K | Ntion

(4] File  Edit  view | Insert | Format Tools D:
neealgl i~
: Arial “ Columns

B3 = Worksheet

Al B | |6l chart.
; S FEunction...
3 Age  |Co| | hame 5
4 0-5 Picture >
g :3.31_30 W Hyperlink... Ctrl+K
7 21-35 ¥
8 36-60 15%
9 above B0 10% |
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5.

~

Standard Types y‘ 'cUth'omrTV;V:pes

Chart Wizard - Step 1 of 4 - Chart Type

Chart type:

Chart sub-type:

|ﬁ Line
(v} Pie
.. XY (Scatter)

‘ Area

e ) Doughnut

@ Radar

Surface
®s Bubble
,,..

(€

I

Pie. Displays the contribution of each value|

F atotal,

[ Press and Hold to View Sample

]

Cancel

[ mext> | [ Finish

]

5%

B-12 15%

13-20 25%

21-35 30%

36-60 15%

above BD. 10%
Consumption

@o0-5
mE-12
o13-20
021-35

W 36-60

@ above B0

Inthe ChartWizardStepl of 4,in the ChartTypelist box, clickPie.In the ChartSub
type list, click the first. Click Next

In the ChartWizard Step 2 of 4, make sure the Columnsradio button is selected.
Click Next

Inthe ChartWizardStep3 of 4, clickNext
In step4 of 4, clickFinish

LDAge IConsumptionI
-5
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11.

Createan excelworksheetto demonstrate macros.
1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.
2. Selectcell B3, type the column headingsthrough J3. Highlight and make them in
Bold with centeralignment.
3. Fill the table with sample data for RNO, MOB, ME AFM, MM, SFM, BL, IT and
calculate the Total.
A | O = X O O e | P K
1 MARKS LIST
2
3 | RNO (MOB| ME |AFM | MM | SFM | BL IT [TOT
4 1 65| 98| 65| 87| 54 64| 84|517
5 | 2 54| 80 84| 73| 91 62 41|485
B 3 55| 62| 69| 76| 83| 54| 46|445
7 4 56| 44 85| 79| 67| 55| 651|437
8 | 5 57| 46 53| 82| 40 56| 56|390
9| 6 58| 48| 75| 85| 64| 74| 61465
1M 7 | ca cn Tc oo o = ac &8 Aae

4. Fromthe Toolsmenu,point to Macro andclickon RecordNew Macro.

(7] File  Edit  View Insert Format

Tools |_Qata Window Help

0G50 (3D L NV peling. 7@ = -4 &l M) - @
2 Arial 210 GlinEE 4 Research... Alt+Click ) 48 00| ESE| - e A
025 = A ’\/p Error Checking... —
A | B l C I Shared Workspace. .. l G [ H | 1 ] J
1_ Share Workbook. ..
L Protection »
i RNO Moe N Online Collaboration > SFM BL IT TOT

4 1 65 54 64 84 517
e Goal Seek...

5 2 54 91 62 41 485
6 | 3 55 SR S ’ 83  sal a6 445
E3 4 56 Macro 'l b | Macros... AlL+FS

a 5 57 Customize... | @ Record New Macro...

_.9_ 6 58 Options... Security. ..
10| 7 59 ¥ | visual Basic Editor Alt+F11
L 8 60 52 57 91 &% Microsoft Script Editor  Ale+Shift+F11

5. Fromthe RecordMacro dialog box displayed,enter a name for the macro in the
Macro name:text box asToppersand assigra shortcutkeyt (ctrl+t).
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Al B | c | D E | F G | H [ a1 | 4 ]

1 MARKS LIST
=
3 RNO MOB ME AFM MM SFM BL IT TOT
4 1 64 84 517
5 | 2 REC0r( : X IR 485
6| 3 Macro name: 54 46 445
7 4 Toppers | 55 =1 437
8 | 5 Shorkcut key: Store macro in: 56 56 390
9| 6 Ctrkt | | This workbook vi| 74 61 465
10| 7 Description: 45 66 448
11 8 Macro recorded 4/5/2010 by Sarah 85 71 482
12 9 65 76 436
13 10 T or ] [ = ] 44 81 440
14 11 64 86 447

6. The default descriptionis displayedin the Description: text box, and containsthe

date and user name. If required, change it.
7. Tobeginrecording,click OK
8. We willfilter top 10 studentsof the class.For this selectheaderrows, from RNOto

TOT then go to DataFilter> AutoFilter

%] File Edit Yew Insert Format Tools

Data I Window  Help

52 | % g i 8l s g -0l
: Calibri v 12 zlBlz v | e V[ AutoRiter

- A ;RNO Subtotals... Show Al

| | c R validation. .. ' Advanced Filter...
_1__ Text to Columns. ..

2 i3l PivotTable and PivotChart Report...

E MOB ME Import External Data > LE 107
4 65 98 lis . 4 84 517
5 54 80 i 2 41 485
6 55 62 [ = "o 4] ass
7] 56 44 Refresnhoes 51 51 437
8 57 46 2 6 56 390
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9. All the headers are now having small drop down arrows. Click on arrow of TOT field,
select Top 10

| 0 0 0 7 57| |
% " |?E MARKS LIST
3 RNO(~] MOB(~] ME(~] AFM(~] MM([~] SFM[~] BL(~| IT[~] TOT[=
4 1 65 98 65 87 54 64 hﬁﬁgm-ﬁ
5 2 54 80 84 73 91 62| [(custom...)
B 3 55 62 69 76 83|  saf |30
7 4 56 44 85 79 67 551 |21
8 5 57 46 53 82 40 56| |433
9 g 58 48 75 85 64 74 | %%
10 7 59 50 75 88 65 45| [440
11 8 60 52 57 91 66| 85| |is
12 9 61 54 57 56 67 65| |48
13 10 62 56 73 56 68 44| |4s8
14 11 63 58 53 69 54| 64) |
15 12 64 60 76 63 70 49| | 466
o= aa = o = = — — 11473

10. TOP 10 AutoFiltedialog box appears, make sure 10 is selected in the second box,

click OK.

Tﬁ’ NN 0 [ =2 = O 0 i
; 2 | MARKS LIST
3 RNO(~| MOB[~| ME(~] AFM(~] MM(~| SFM(~| BL[=| IT[~] TOT[~
4 1 65 98 65 87 54 64| 84 517
5 2 54 80 84 73 91 62 @ 485
B 3 ; : - - 46 445
7 2 Top 10 AutoFilter 51 137
8 5 Show E6| 56 390
) 6 Top v 10 S |nems v| P4 et 465
10 7 hs| 66 448
11 8 ey | PR g5| 71 482
12 B 65| 76 436
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11., 2 dg&tfOistudentsnameswho got highestmarksin the class.
A | B | C e (= T [ T [ T [ I
[ MARKS LIST
2
E @ RNO(~] MOB(~| ME(~] AFM[~| MM([~| SFM(~] BL[~] IT[~] TOT[~
4 1 65 98 65 87 54 64 84 517
| 5 | 2 54 30 84 73 91 62 41 485
20 17 69 70 70 63 81 64 74 491
21 18 70 45 69 67 83 89 72 495
22| 19 71 45 68 71 85 87 70 497
23 20 72 87 67 75 87 63 63 514
24 | 21 69 84 66 79 44 67 89 498
25 22 66 81 55 83 74 76 64 499
29 26 54 69 74 83 68 91 54 498
31 28 48 63 75 84 74 43 94 486
12.To stop recording, either click the stop button from small menu displayed on the left
side of the window or from th&oolsmenu, point toMacroand click orStop
Recording
E_}] File Edit View Insert Format | Tools l Data ‘Window Help
RN = REIE NV e 7R = AL e - @
§Ca|ibri Bl 5 | 7 ﬂ Research...  Alt+Click y <0 .00 §E §::'[ EI o A A =z
i B3 = = A Ii’NO "\(p Error Checking...
A B | C | Shared Workspace... G ] o | J
1_ Share Workbook. ..
2 Protection >
E RNO [: MO8 [: N Online Collaboration > SFM [: BI'[: r”: TOTF
4 1 65 54 64 84 517
5 | 2 54 Gealaeslcn 91 62f 4 485
20 17 69 Erondla St ! g1 64l 74 191
? 18 70 Macro ’l b | Macros... Alt+FS
z 19 71 Customize... | Stop Recording
123 | 20 72 Options... Security...
2_4 21 69 ¥ ﬁ Visual Basic Editor Alt+F11
E 22 66 81 55 83 &% Microsoft Script Editor  Ale+Shift+F11
129 | 26 54 69 74 88 oo >T > 7T
131] 28 48 63 75 84 74 48 94 486
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13b2g 6SQftf ONBFIGS | YIONRB UK IddnteatAForithisNBE Y2 @S
again From th&@ oolsmenu, point toMacroand click orRecord New Macro

f—f_—ﬂl_] File Edit Wew Insert Format | Tools I Data ‘Window Help
0 05 (3] A gV elina. 7@ s - AL 2] 44 100% - @
: il S0 ol @ Research... Alt+Click y %0 00| 3= 5E | [ . s A- "
i P48 = - ﬁ ‘ '@ Error Checlsing. o i ]

Al B | G I Shared Workspace... I G | H | 1 | J
1_ Share Workbook...
L Protection »
3 RNO[-] MOB[~| N Online Collaboration » SEM [: BL[»] IT F TO0T [:‘

4 1 65 alsek 54 64 84 517
= oal Seek...

5 2 54 - 91 62 41 485
20 17 69 | Faxmuda Audting X sl 64l 74 491
2—1 18 70 | Macro » I b Macros... alt+F3
22| 19 71 Customize... I @ Record New Macro...
23| 20 72 Options... ' Securty...

24 21 69 ! % | visual Basic Editor Alt+F11
é 22 66 81 35 83 &% Microsoft Script Editor  Alt+Shift+F11
_2?_ 26 54 69 74 88— oo ps =¥ FIT
l 28 48 63 75 84 74 48 94 486

14. Fromthe RecordMacro dialogbox displayed, entea namefor the macroin the
Macro name:text box as Stoppersand assigra shortcutkey p (ctrl+p).

A | Sl 5| 5 0 50 5 1 |

Bl MARKS LIST

2

3 | RNO[+| MOB[~| ME[~| AFM[~| MM[~| SFM[~| BL[~| IT[~] TOT[~
4 1 64 84 517
| 5 | 2 Hecord Macre > IR 485
120 | 17 Macro name: 64 74 491
121 18 |Stoppers || 89 72 495
| 22 | 19 Shortcutkey:  Store macra in: 87 70 497
23| 20 Ctrk+p | | This workbook vi| 63 63 514
A 21 Description: 67 89 498

25 22 Macro recorded 4/5/2010 by Sarah 76 64 499
9] 26 o] 54 498

31 28 48 94 486
BTy [ OK ] [ Cancel ]
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15. Tobeginrecording,click OK
16. We will stop filtering top 10 students of the class. For this go to Dattier>
AutoFilter which will deselect the AutoFilter option.

@] File Edit Vew Insert Format Tools | Data I Window Help

A = % sk
LA X a2 st 4 100% - @
: Arial B0 B | B 7 U I EI E“ter 14 ||él AUtOE“teI’

P48 = # Subtotals... Show All
A B I C I D I Validation. .. | Advanced Filter...

1_ Text to Columns...
| 2 | lidl PivotTable and PivotChart Report... —
i RNOF MOBE MEF Import External Data 2 b ITF TOT(~
4 1 65 98 - - 4 84 517
1 IS
1 5 | 2 54 80 i 2 41 485
20 17 69 70/ | 2% Yla|  7a]  aam
121 | 18 70 45 Esiresb Dot 9] 72 495
22| 19 71 45 2 7] 70 497
123 | 20 72 87 67 75 87 63 63 514
| 24 | 21 69 84 66 79 44 67 89 498
125 | 22 66 81 55 83 74 76 64 499
129 | 26 54 69 74 88 68 91 54 498
N 28 48 63 75 84 74 48 94 486

17. Tostop recording,from the Toolsmenu,point to Macro andclickon Stop Recording

@J File Edit Vew Insert Format | Tools | Data Window Help
0 G5 (D% i | MV seeling... 7@ 3 - Al 2] |G 4 100% - @
: arial 20 GlinaE G} Research... Alt+Click y 3 9= sE [ F]v De A
P4g = A ‘(i) Error Checking...
A | B ] C [ Shared Workspace. .. I G | H [ 1 ] J
__1_ Share Workbook. ..
L Protection »
i RNO Moe L Online Collaboration > SFM BL T ToT
4 1 65 54 64 84 517
[ Goal Seek... -
i 2 54 N 91 62 41 485
i 3 55 Formula Auditing > 33 54 16 445
7 a 56 |  Macro [ b macros... Alt+FE
N 5 57 | Customize... | @ Stop Recording
_g_ 6 58 Options... Security...
110 7 59 ¥ ] visual Basic Editor Alt+F11
15l 8 E:)O 52 2/ 1 @9 Microsoft Script Editor  Alt+5Shift+F11

18. Tocreatea button and assigran Excelmacroto it
19.1f the Formstoolbar is not displayed,right click on any toolbar that is visible and

from the popup menu that is displayed sele€brms
20. Tocreatea button, clickthe Button iconon the Formstoolbar.
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o

dasbl| [ 9] F 0 A ¢
1 Lay 1 1

Button |

21.Then,clickand dragthe mouseto the intendedbutton size.
22.Renamehe button with "Top 10"
23.Rightclickon the button cornerand select"Assigna I O N2 X

AT B ]
daabl) M| o AR H B8 85 Ela

il MARKS LIST
L i
3| RNO | MOB | ME | AFM | Mm% < m | Tort
4| 1 65 o8 65| |4 Copy ga| 84l 517
5 2 54 80 84 & Paste 2| 41 485
B | 3 55 62 69 Edit Text 54| as|  aas
7] 4 56 44 85 Gopng s PS| 51| 437
8 | 5 57 16 53 - L Bs| 56| 390
9 6 58 48 75| | : 7l 61| aes
10 7 so| 50 75| | c=kntere o™ 66| aas
1 8 6o 52 S e R ) T

Al B |
dasbl| ) o |8 Bl A B3 2l o [E S

1 MARKS LIST
2

3 RNO TOT
= Assign Macro
| 4 | 1 i E @ 517

5 2 g Macro name: ) 485
? 3 g Toppers ﬁ;, I OK I 445
a2 4 | e 437
| 8 | 5 : 390
[ 9 | 6 : [ edt 465
10| 7 f 448
|11 | 8 [ 482
| 12 | 9 i 436
| 13 | 10 [ 440

14 11 [ " ) T 447
o) . v

15 12 ( acros in pen YWOorkDool 466
= Description
ﬁ 13 § Macro recorded 4/5/2010 by mukhtar 421
|17 | 14 [ 458
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25. Selectthe ToppersMacro and Clickon the OKbutton.
26. Similarlycreateanother button and assignStoppersmacroto it and click OKbutton

Al B |
dagbll (M o e |8 Bl d B2 ) o) [
1 MARKS LIST
] o
Top 10 |
2 | i
El RNO MoB | ME | AfMm | mMm | sem | BL | T | TOT
4 1 517
= Assign Macro
(] 2 & @ 485
[ 3 Macro name: 445
7 a | Stoppers %2-.- 437
5 | bebipers: i
| s 3%
9 6 465
110 | 7 Et 448
it 8 : 482
(12 | 9 436
113 | 10 440
|14 | 11 447
- 12 Macros i | Al Open Workbooks =
[Slandd . | v
16 13 acros in 1 pen Workboo 171
o= Description
——1-—?-— 14 Macro recorded 4/5/2010 by mukhtar 458
118 | 15 464
27.0 & | NBadz G @& 2 dzQ fdisplays to@® stiidérits ardd daiptihe? gsets 0 K I G
the filter.
A | B | C | D ] E | F ] e I I |
| MARKS LIST
3| Top 10 I Stop I
3| RNO MOB ME AFM MM SFM BL IT TOT
4 1 65 98 65 87 54 64 84 517
5| 2 54 30 84 73 91 62 41 485
B | 3 55 62 69 76 33 54 46 445
7| 3 56 44 85 79 67 55 51 437
8 | 5 57 46 53 82 40 56 56 390
9| 6 58 48 75 85 64 74 61 465
10 7 59 50 75 88 65 45 66 448
1 8 60 52 57 91 66 85 71 482

Torun a macro usingthe ToolsMacro command
A Fromthe Toolsmenu, point to Macro and clickon Macros
A From theMacro dialog box displayed, click on the name of the macro you wish to
run in theMacro namelist box.
A Clickthe Runbutton.

pg.43



Torun amacro usingthe assignedshortcut key
A PressCtrk?,with ? isthe letter whichyou assigned.

Todelete a button
A Clickon button and pressthe Delete key.

12.  Createthe following worksheetin Excel.
RNO| MOB| ME| AFM| MM | SFM| BL | IT | TOT | AVG| GRADE MAX | MIN
1
2
3
4
5
a) Fillthe TOTALcolumn.
b) Fillthe AVERAGEblumn.
c) Gradeas
If average >=70, Distinction
If average >=60 and average <7¢,class
If average >=50 and average <689 class If
average >=40 and average <50,cBassElse
fail.
d) Min
e) Max
1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.
2. Selectcell B3, type the column headingsthrough N3. Highlight and make them in
Bold with centeralignment.
3. Fill thetable with sampledata for marksof MOB,ME, AFM,MM, SFMBL,andIT.
Al e o [TET e e e TR L [ M [N
1
2
3| RNO [MOB| ME | AFM | MM | SFM | BL IT | TOT | AVG | GRAD | MAX | MIN
4 1 65 98| 65| 87| 54| 64 84
5 | 2 54 80 84 73 91 62 41
B | 3 55| 62| 69| 76| 83| 54 46
7] 4 S6| 44| 85 79| 67| 55/ 51
8 5 57 46 53 82 40 56 56

4. Selectcell J4,click on ~ button on formula bar; selectSum from InsertFunction
dialog box. Select cells C4 through 14, selecthi®@Kormula will look like
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=SUM(C4,D4,E4,F4,G4,H4,14) or =SUM(C4:14)

a4 v A =SUM(C4:14)

Al B |l c | DlE]F[66 [ HI[ I 3] K] L Y
1
3
E RNO |MOB| ME |AFM | MM |SFM | BL | IT | TOT | AVG| GRAD | MAX | MIN
4 1 65| 98| 65| 87| 54| 64| 84 517
5} 2 54| 80| 84| 73] 91| 62| 41
| 6 | 3 55| 62| 69| 76| 83| 54| 46
1 7 | 4 56| 44| 85| 79| 67 55| 51
| 8 | 5 57| 46| 53| 82| 40/ 56| 56

5. Dragdownthe resultto copyfunctionon to other rows

6. SimilarlyselectcellK4andcalculateaverageas

=AVERAGE4,D4,E4,F4,G4,H4,14) or =AVERAGE(C4:14) or =J4/7

K4 = A =AVERAGE(CA: M)

aAlB |l c | D] E[LF]l 6 [ H ]| [ J e L | |N
1
2]
3 RNO |[MOB| ME |[AFM | MM [SFM | BL | IT | TOT | AVG| GRAD | MAX | MIN
4| [ 2| es| o8] es| 87| sa| ea] sa| si7] 739
5 | 2 54/ 80| 84| 73] 91| 62| 41| 485
B 3 55| 62| 69| 76| 83| 54| 46| 445
o 4 56| 44| 85| 79| 67| 55/ 51| 437
8| 5 57| 46| 53| 82| 40| 56| 56/ 390

7. Dragdownthe resultto copyfunctionon to other rows
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8. TocalculateGrade,we will makeuseof formulain cell L4 asfollows

= IF(AND(K4>=70), "Distinction”,

IF(AND(K4>=60,K4<70), "First",

IF(AND(K4>=50,K4<60), "Second",

IF(AND(K4>=40,K4<50), "Third",
"Fail"

N)

L4 - A =IF(AND{K4>=70), "Distinction" IF(AND(K4>=50,K4<70) "First" |F(AND(K4>=50 K4 <B0),
Al B | C | D "Second" |F(AND(KA>=40 K4<E0) "Third","Fail"})))

RNO |MOB| ME [ AFM | MM | SFM | BL IT | TOT | AVG GRAD MAX | MIN
65 98 65 87 54 64 84| 517| 73.9|Distinction
54 80 84 73 91 62 41| 485| 89.3
55 62 69 76 83 54 46| 445| 63.6
56 34 85 79 67 55 51| 437 624
57 46 53 82 40 56 56 390| 55.7

|’m\w‘m’m|h\w‘m‘—t

nies|wWw N =

9. Dragdownthe resultto copyformulaon to other rows
10. Similarlyselectcell M4 and calculatemaximummarksas

=MAX(C4,D4,E4,F4,G4,H414)  or  =MAX(C4:l4)

M4 % A =MAX(C4:14)
AlB |l c ol ETFE[G[H] ] J]KI[ L . NI

RNO |[MOB| ME | AFM | MM | SFM | BL IT | TOT | AVG GRAD MAX | MIN
65 98 65 87 54 64 84| 517| 73.9|Distinction 98
54 80 34 73 91 62 41| 485| &9.3|First
55 62 69 76 83 54 46| 445| 63.6|First
56 44 85 79 67 55 51| 437| 62.4|First
57 46 53 82 40 56 56| 390| 55.7|Second

nieEwN|-=

i il i

11. Dragdownthe resultto copyfunctiononto other rows
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12. Similarlyselectcell N4 and calculateminimum marksas

=MIN (C4,D4,E4,F4,G4,H4,14) or  =MIN(C4:14)

N4 = A =MIN(C4:14)

Al B |l C|DIJETJTFIGIHITITJIIK]T L [ ™[N
1
2]
3 RNO [MoB| ME [AFM | mm [sem | BL | 1T | TOT [ AVG | GRAD | mAX | mIN
4| 1 65| 98] 65| 87| sa| sa| 84| s17] 73.9[Distinction| 98] sa
5 2 sq] 80| sa] 73] o1 s2] a1 ass| e9.3]First 91
B 3 ss| 62| 9] 76] 83| sa| 46| aas| e3.slFirst 83
7| 4 se| 44| s8s| 79| 7] ss| si| 437] e2.4fFirst 85
8 5 s7| as| 53] 82| 40| 56| 56| 390| 55.7second 82

13. Dragdown the resultto copyfunctiononto other rows

14.To add title to it, select cells B1 through N1 and clickvemge and Cente button
from formatting toolbar, Type PROGRES®EPORThold the font and increasethe
font size, the final report can be saved to disk or printed.

AlB |l c|DJ|E|]F|G|HI|] I | J]KI] L | M | N |
1 PROGRESS REPORT
7]
3 RNO [MOB| ME [AFM | MM |SFM | BL | IT | TOT | AVG | GRAD | MAX | MIN
| 4 | 1 65| 98| 65| 87| 54| 64| 84| S517| 73.9|Distinction 98| 54
| 5 | 2 s4| 80| 84| 73| 91| 62| 41| 485| 69.3|First 91| 41
B | 3 55| 62| 69| 76| 83| 54| 46| 445| 63.6|First 83| 46
] 4 56| 44| 85| 79| 67| 55| 51| 437| 62.4|First 85| 44
| 8 | 5 57| 48| 53| 82| 40| 56| 56| 390| 55.7|Second 82| 40
13. Calculate the mean, median, and mode from the following data of marks obtained
by 10 students. Alsademonstrate how to transpose rows into columns.

S.No.: |1 2 3 4 5 6 7 8 9 10
Marks: | 15 32 29 17 32 32 25 29 20 35

1. Clickon the Start button, point to Programsfollowed by Microsoft Office and click
on Microsoft Office Excel 2003.
2. Desigrthe table with givendatafor SNoand Marksin horizontalformat.

SHo
Marks

10
34
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Move data betweenrows and columns

3. COPYhe table data by selectingthe table.

[SNo 1 R 5 10
IMarks| 15| 32| 29 17 | ®# “ o
[<2 Copy
1§l Paste

Paste Special...

Insert...
Delete...

Clear Contents

Insert Comment

W L

. Format Cells...

Create List...
& . Hyperlink...

Pick From Drop-down List. ..

g LookUp...

4. Before you paste the copied data, right-click your destination cells and then click

PasteSpecial

Cut
[
- Copy

| Paste

Paste Special...

Insert Copied Cells...
Delete...

Clear Contents

Insert Comment

Format Cells. ..
Pick From Drop-down List. ..

Create List...

| Hypetlink...

. Look Up...

pg.43



5. Inthe PasteSpecialdialogbox, selectTransposeandthen click OK
You'llfind the Transposecheckboxin the lower-right cornerof the dialogbox:

Paste Special

@E" () yalidation

() Formulas () all except borders

7 Yalues (7 Colurmn widths

) Formats ") Formulas and number Formats

) Comments () Yalues and number Formats
Operation

(%) Mone () Mulkiphy

O add ) Divide

() Subtract

e

[1 skip blanks <=D Transpose ___)

[ (o4 ] ’ Cancel

Excelpastesthe datain verticalformat.

SNo [Marks
15
32
24
17
32
32
25
29
20
35

O |~ o = L B —

—
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6. Design theable in the following way:

7. Calculate Mearn cell C15as

A | B | ¢ | D

|

2|

3 SNo. Marks

4| 1 15
B58 2 32
6 | 3 29
=0 4 17
8 5 32
[ 2] | 6 32
10 7 25
1 8 29
211241 9 20
13 10 35
14

15 Mean

16 Median

A7 Mode

=AVERAGE(C4:C13)
C15 v A =AVERAGE(C4:C13)
A | B | D |
1
2
3 SNo. Marks
4 1 15
5 2 32
5} 3 29
7 4 17
8 ] 32
9 5 32
10 7 25
11 8 29
12 9 20
13 10 35
14
15 Mean 26.5_
16 Median
17 Mode
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8. Calculate Mediarn cell C16as

=MEDIAN(C4:C13)
C16 v A& =MEDIAN(C4:C13)
A | B e D |
1
2
3 SNo. Marks
4 1 15
5 2 32
B 3 29
7 4 17
8 5 32
9 5] 32
10 7 25
11 8 29
12 9 20
13 10 35
14 |
15 | Mean 26.6
16 vMedianE!
17 | Mode

9. CalculateModein cellC17as

=MODE(C4:C13)
Cc17 v # =MODE(C4:C13)
A | B |t D |
1
2
3 SNo. Marks
4 1 15
5 2 32
B 3 29
7 4 17
8 5 32
9 5] 32
10 7 25
11 8 29
12 9 20
13 10 35
14
15 Mean 26.6
16 Median 29
:; Model 32!
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13. Tajwants to start a businessHe estimatedthat it will cost him Rs.3,75, 000 to start
the business and expects to earn a ngtcome of Rs. 75,000, Rs. 1,02,500, Rs. 90,000, Rs.
62,500, Rs. 1,20,000,and Rs. 1,22,500respectively, in the first six months. Calculate
the Internal Rate of Return (IRR)

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.
2. Designthe worksheetasfollows:

Al B | ¢ | D |

Taj & Associates

Investment Goal -Rs.375,000.00
1st Month  Rs.75,000.00
2nd Month Rs.102 500.00
3rd Month,  Rs.90,000.00
4th Month|  Rs.62500.00
5th Month Rs.120,000.00

10 Gth Month Rs.122 500.00

11 Guess

12 Internal Rate of Return

DD~ M= N | —

Functioninternal Rate of Return,
IRR (values, guess)

3. ClickcellD12andtype =IRR(
4. SelectcellsD4:D10and, on the FormulaBar,clickthe Enterbutton

D12 - % =IRR(D4:D10)
Al B | C | D I

Taj & Associates

Investment Goal -Rs.375,000.00

1st Month  Rs.75,000.00

2nd Month Rs.102 500.00

3rd Month,  Rs.90,000.00

4th Month,  Rs.62500.00

5th Month Rs.120,000.00

Gth Month' Rs.122500.00

Guess
Internal Rate of Return| 12.67%]

G (IS BE PEES
wM_\D(DCG"‘Jmm-hLLJT\J—‘

5. RightClickon CellD12,goto Formatcell and selectPercentagan Categorylist box.
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14.

Format Cells

Category:

Alignment | Font | Border

Sample

| General

| Number

; Currency
f Accounting

|Date

[ Time
lercentage |
| Fraction

| Scientific

| Text

| Special

Custom

a percent symbal,

N

12.67%

Decimal places: i 2 A

Il Patterns Protection_

PX

Percentage formats multiply the cell value by 100 and displays the result with |

[ ok

] [ Cancel

]

Incell D11type 12 andclickcell D12
In the Formula Bar, change the function #¢RR(D4:D10, D18nd press Enter (you

shouldn't need any significant difference unless you change the range of cells such as

D4:D8)

8. Savethe workbook

A motorcar is purchasedfor Rs.8, 12, 500 that has a life of 5 years and salvage
value of Rs. 1, 25, 000. Calculatiepreciation by straight line method. (Use SLN

financial function).

1. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.

Designthe worksheetasfollows:

3. ClickcellC7and,on the mainmenu,clickInsert-> Function...

Depreciation

A [ B [ cC |
A .
2 Rent Me Center
3
4| Cost 812500
5 | Salvage 125000
B Life(Years) 5
7]
8 |
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4,

No o

In the PasteFunctiondialog box, inthe FunctionCategorylist, click FinancialIn the
Function Name list, doublelick SLN.

Insert Function

Search for a function:

‘Type a brief description of what you want to do and then
| click Go

Go |

Or select a category: | Financial v ‘

Select a function:

PMT A
PPMT =

PY

RATE

tSLMN .
SYD —
YDE |
SLN(cost,salvage,life)

Returns the straight-line depreciation of an asset for one period.

Help on this function [ oK ] [ Cancel ]

?X

Move the SLNwindow soyou canseethe valueson the worksheet.
Clickthe boxto the right of Costand,on the worksheet,clickcell C4
In the SLN window, click tHeox to the right of Salvage and, othe worksheet, click

cell C5

In the SLN window, click tHeox to the right of Life and, onthe worksheet, clickcell

C6
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A | B [ @ | b | E [ F | 6

[NE RN NS T N N ) SN U P PG DI PRI PEIFG G DI PEEY
[ g s N e e ) o e O ) S U R e i S Ao Bt o RS A e

Rent Me Center
Cost j 812500
Salvage A 125000
Life{Years 5
Depreciation |\(C4,C5,C6) | '
Function Arguments
SLN
Cost | C4 = 512500
Salvage | C5 = 125000
Life C6 =5

= 137500
Returns the straight-line depreciation of an asset for one period,

Life is the number of periods over which the asset is being depreciated
(sometimes called the useful life of the asset).

Formula result = Rs.137,500.00
Help on this Function [ OK ] [ Cancel ]
. ClickOK
C7 > A =SLN(C4,C5,CB)
A | B | c l
1
2 Rent Me Center
4 Cost _ 512500
5 Salvage ' 125000
B Life(Years) 5|
7 Depreciation | Rs.137,500.00 1
8
s . . .
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15.  Tenley Investments has got investments of Rs. 7, 25, 000 and has a lifetime of 10 years.
The salvage value of the investment is Rs. 67, 500. Using DDB function; calculate
depreciation over the life of the investment for firdwo months.

10. Clickon the Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Excel 2003.
11. Thiswill start a new workbookthen fill up Sheetasfollows:

Depreciation

A B [ C | D

i

2 Tenley Investments
3
4 Cost 725000
5| Salvage 67500
B Life 120
7 Period 2
8

9

12. Clickcell C8and, on the main menu,clickInsert-> Function...
13.In the PasteFunctiondialogbox, inthe FunctionCategorylist, click Financialn the
Function Name list, doublelick DDB.

Insert Function @

Search for a function:

“Type a brief description of what you want to do and then
| click Go

Or select a category: ‘Financial v ‘

Select a function:

DDB({cost,salvage,life,period,factor)
Returns the depreciation of an asset for a specified period using the
double-declining balance method or some other method you specify.

Help on this function [ OK ] [ Cancel ]
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14. Move the DDBwindow so you canseethe valueson the worksheet

DDB |+ X J[A] =DDB(C4,C5,C6,C7.2)

A | B [me ] b [ E [ F [ 6

I

il inininininl=slaslalalalalalal ol =
e ] a1 K g N e e Y TS ) ) B e ) e e ] 2 e SR A Rt R (A A

—~e

Tenley Investients

Cost » 725000
Salvage 67500
Life 120
Period 2

Depreciation|5,06,07,2) |

Function Arguments @

DDB
Cost |C4 = 725000
Salvage | Cs = 67500
Life ce 5] = 120
Period |C7 =2
Factor LZ _ =52

= 11881.94444
Returns the depreciation of an asset for a specified period using the double-declining balance
method or some other method you specify.

Factor is the rate at which the balance declines. If Factor is omitted, it is
assumed to be 2 {the double-declining balance method).

Formula result = 11881.94444

Help on this function [ QK ] [ Cancel

J

15.1n the DDB window, Click the box to the right of Cost and, on the worksheet, click cell

C4

16. Clickthe boxto the right of Salvageand, on the worksheet,clickcell C5
17.1n the DDB window, click theox to the right of Life and, on the worksheet, click cell

C6

18. Clickthe boxto the right of Periodand, on the worksheet,clickcell C7
19.1n the DDBwindow, click thebox to the right of Factor and type (because double
declining method always takes 2 as factor even if omitted). Click OK

) v A =DDB(C4,C5,C6,C7 2)
A | B [ C | D

1

2 Tenley Investments
3 |
4 Cost 725000
5 Salvage _ 67500
6 Life 120
7 Period 2
8

Depreciation'Rs.H 551.94 !
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6. / NBIFGS I RFEdGFolasS OFfftSR aRo{ (dzRSy (¢

tblStudent, tbiCourse, and tblStudentCourse respectively with the following

details:

Table tblCourse Table tblStudent Table tblStudentCourse
FieldName | DataType FieldName Data FieldName | DataType
% CourselD | Number Type 7 StudentlD | Number

CourseTitlg Text 7 Number CourselD | Number

CreditHour| Number StudentID DateTaken| Date/Time

Description| Memo SName Text Seat Text
GPA Number

1. First,youneedto createadirectoryin My Documentwith name"database"
2. ClickMSAccessconfrom Startmenuor on your desktop.

=13
Type a question for help =

[ Fie | Edt View Insert Tools

L =
1_] New... Clrl+h

a Open... Ctrl+0

»

— m;’ Mecroatt
Gl save Ctrl+s L 2. 0ffice Online
Save As
* Connect to Microsoft OFfice
Export... Online
@ File Search... *  Get the latest news about using
: 0, Access

‘Web Page Preview *  Automatically update this list

from the web

Page Setup.,., More
| Print Preview
Search for:
( Print... Ctrl+P l I
Send To Example: "Print more than one copy"

1dbi.mdb Open

db1.mdb

|5 More...,

) Create anewfile...

Exit

Ready

3. SelectBlankdatabasefrom right panel.
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B Microsoft Access ; F] E‘

Type a question for help

Ready NUM

4. Find the directory you just created and typetRd G 6 aS y I YSI al

iKAa OF&aSs FyR GKSy OtAOl 64/ NBI(GSé oddidzyo

File New Database

Save in: l@ Database lel @-@|Q X i -~ Tods~

My Recent
Documents

' File name: [dbStudent.mdb V] E Create ;
My Network =
Places Save as Lype: [Microsoft Office Access Database (*.mdb) :_V_‘_jl [ Concel |
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TocreatetblCoursein DesignView:
5. DoubleClickon Createtable in Designview

& dbStudent : Database (Access 2000 file format)

Lgopen B Design  Snew | X | 2o T

(bjects

Tables

Queries
Farms
Reports
Pagrs

Macros

NP E G

Modules

Groups

[ Tavorites

Zreate table in Design wigw
@ Create table by usng wizard
@ Create table by ertering data

6. Desigrthe table with the givenFieldNameand DataType.

E Table1 : Table

Generd | Laokup |

Fiddd Pruperles

Firld Mame Data Tvpe Desrr pkinn
P | CourseID Murmber
CourseTitle Text
CreditHour Murnber
Descriation Memo

Ficld Size
Farmat
Decimal Places
Input Mask,
Capkion
Default Yale
Walidation Rule
Walidalion Texl
Required
Indexed
Smark Tags

Long Inkcgor

Buko

Mo

es (Duplicates QK

&3

[£

& field name
can be up ko
f4 charecters
lomig,
includng
SpAacEs,
Press FL for
help on Field
names,
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7. Rightclickonthe CourselDSetit asPrimaryKey.

B Tablel : Table

| Field Mame
[T Mumber
% Primary Key Texk =
[ = Murnber
: & Cut Mema
153 Copy
| | & W
| | 4= Paste Field Praperties
=
== Insert Rows
= Delete Rrws Lang Inkecer
“% Build...
w2 Ao & Fied name
5 Prooerties can ke up ko
: &4 characters
Default value ] lcng,
Yalidation Rule inchuding
Yalidakion Text Spaces,
Required Mo Press F1 _Fl:lr
Indexed Yes (Duplicates OK) hElp_:'” field
amart Tags IDS=E

8. Savethe table with tblICoursename.

E Table1 : Table

Field Mame Data Type Descripkion ~
% | Caursall Murmnbear =
CourseTitle Text I
b | CreditHour Mumber
Descripkion Memo

| £

Table Mamc:

General | Lagk ||;|;. Caurse |

il

Field Size Cancel The figld
Fremat description is
Decimal Places nlf:nlc.nal, It
Input Mask elps wou
C'p kion describe the

e firld And is
Lefault value [}

alzn displayed
in the status

Vdidation Rule
Ydidation Text

bar when vou
Required Wiy} sclock Ehis
Indexed Mo “ield on a
Smart Tags Form. Press

F1 for help on

descriptlons,
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9. Closethe window. ObservetblCoursetable is createdin dbStudentdatabase.

g& dbStudent : Database {Access 2000 file format)

Open B Desiogn Tnew X | 2o - [|EE
Ohjects Eh]  Create table in Design wiew
] Tabls Ehl  Create table by using wizard
E_ﬁ .
ﬁ Queries Il Create bable by entering data
i I rbICoUrse
E Farms
Reports
ﬁ Pages
2 Macros
@ Modules
Eroups
&l Favorites

10. Doubleclickon the tblCourseto fill the table with sampledata.

EE thiCourse : Table
CourselD CourseTitle CreditHour

Description

1 MBAMHR)

2 MBAIT

3 MBA(Finance)
4 MBAMarketing)
0

Fecord: E L I 1 E]@ af 4

4 Masters of Business Administra
3 Masters of Business Administra
5 Masters of Business Administra
4 Masters of Business Administra
0
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TocreatetblStudent usingWizard:

11. DoubleClickon Createtable by usingwizard.

i dbStudent : Database (Access 200U file format) EX

UHopen B Dedan Tnew | A | 2p e
Ohjects Zreate table in Design view
1 Tables i_reate kable by using wizard
= =ri
_E'ﬂ Queries ,J reate table by entzring data
=1 thiCourse
E Farms
i Reports
5 Pages
= Macros
# Modules
Groups
] Favoritcs

12. TableWizardvindow appears.Make sure Busines®ption is selected.
13. ChooseStudentsfrom SampleTableslist box.

Table Wizard

‘which of the sample tables listed below do wou wank to use to create vour tabley

After selecking a tasle cateqcry, choose the sample table a1d sample fields youwant toinclude
in wour new table, *our table can include fields From more than one sample table, IF wou're nok
sure about a Field, go shead and include it. It's easy to delete a field later.

(3)Busiress Sample Fields: Sields in my new tabe:
C}Eersnnal MiduUler=ne ~ S!.LIUI::I ILIC
LastMame FirstMame
Sample Tables: Parenksyames I FHionetlumber
. Address -
Service Records A |city E
lrall'zactl:uns SkateCProvince
as PostalCode
EmploycesandTashs Fhoneramber
Students and Classes % | [[ainr bl | Rename Field, ., ]

| mext= | Ensh |
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14. Select StudentID, FirstName and PhoneNumber from Sample Fileds list box using
button. Renam FirstName to SName and PhoneNumber to GPA

Table Wizard

Wehich cf the sample tables isted belos do ywou want to uze to create vour kable?

after selecting a table catecory, choose the sample table and samplz Flelds you want to Include
in wour new kable, Your table can inchude Fields Fom more :han one sample takle, IF vou'e not
sure about a field, go aheac and include it, It's easy ko deete a fielc later,

(3)Busness Sample Fields: Fields in my new table:

O | Address - SkudentiD

Eersona City Shiame
Sample Tables: StateCrProvinge E
“orvice Rocord PostalZode -

etvice Records b Phonslurnber
?all'zattlﬂns Emaillarme

as Major -

e

EmployeesandTasks Studenthurmber -
students Makes
Students And Classes % b’ I l

Zancel [ Mext = l[ Firish ]

15. Give table name as "tblStudent" and make sure "Yes, set a primary key for me."
option is selected.

Table Wizard

What do wou want bo name vour table?

kblStud=nt
Microsoft Access usss a special kind of field, called a primary ke,
[zt ko uniquehy identify each reco-d in a kable. In the zame way a
license plate numbe- identifies a car, a primary kev identifies a
| BEFEEF I
2w ouun e record.
3 uunounnoue
L BEE L]
3 HEH HHE HE Do you wank the wizard to set a primary key For wou?

(%) Yom, wol o prinary key Tur nig,
(Mo, T set the primary key.,

[ Cancel H < Back “ hexk = |I Firish
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16. In the next step, Clickon Nextbutton.

Table Wizard

Is your new :able relatzd to any other tablzs in your database” Related tables havs matching
records, Usually, vour new tableis related bo at least one othe- table in bve current database,

Insome cases, the wizard will create table relationshps For wou, The list below shows how wour
Hea Lable is elaled Lo exisling Lables, To diaige how a Lable is relaled, selecl g Ldale in Lhie
lisk and click Relationshps.

Mhy e 'thlSkudent’ table is ...
ok related ko thlCourse'

HHE HEN HHE ORER
HHH HHH HHH FHH
HHE HEN HHE ORER
HHE HEN HHE ORER
HHH HHH HHH FHH

[ Relationships. .. ]

[ Zancel H < Back " Mext = l[ Finish ]

17.Inthe nextstep,"Enter data directly into the table." SelectFinish.

Table Wizard

That's all the information the wizard needs to creaze wour tadle.

8fter the wizard creates the table, what do wou want to do?

() Madify the table design.

= Eniler Jala direcly inku Uie Labile,

() Enter data inta the table Lsing a Farm the wizerd creates
Far me.

[] Display Help onwarling with the kable,

[ Cancel ] [ = Back
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18. Startenteringsampledata

E thi5tudent : Table

Student 1D

1/ Pekins
2/ Jaones
3 Waady
4/ Laong
(Autafumber)

Record: EE |—4 m@ of 4

TocreatetblStudentCourseby entering data:

19. Doubleclickon the Createtable by entering data.

= dbStudent : Database {Access 2000 file format)

LGopen B2 Design Jnew | K | 2o |5

Ohjects

Tables

Queties
Forrrs
Reports
Pages
Macras

Modules

bWt B W G0

Groups

[3#] Favrcrites

Zrecte bable ir Design vizw

Zrecte table by using wizard

Crocke bable by cntering daka

tblCourse
tblStudent

moBEE
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20. A new window appears; righdlick on the fields and select Rename Column option to
rename the fields.

B Table : Table (=13

Eicldn | Eiald3 Field4 Fields | »

Sart Ascending

Sort Descending

Copy

Praste

Colurnn Width. ..
Hide Colurmns
Freeze Colurmns

Unfreeze all Calumns

Find. ..

Insert Colurnn
Lookup Coluran, ..

Dielete Column

L Fename Column |

b
Record: 1 E@ af 21 £ >
21. Renamaall the fieldsasgiven.Make sureyou are not filling the table with anydata.
B Tablel : Table CEX
Student|D CourselD DateTaken Seat -~
b

V

Record: (4] T [ (1] of 21 £ g

22.Savet with tbiIStudentCourseame.

Ll |

fﬁSEudéntCourse \

Cancel
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23. Rightclickon tblStudentCoursend selectdesignview.

& dbStudent : Database |Access 2000 file format)

goren & Design SHew | X | 2o

Objects @ Creste table in Design view
] Tabes @ Zreate table by using wizard
ﬁ Queries @ _reate table by entering data
3 [ thlCourse
== F

o E  tblsudent

i Reports I th| T udentCourse
"Q Pagzs
=2 Mamros
2 Mocules

(K I
[#] Fawvorites

24.Change the data types as given in the question. In data and time data type. Select
Format as Medium Date.

B tblSiudentCourse : Table :

=13
Field Mame Data Tvpe Descr pion '
StudentID Mumber =
CourselD Mumber =
P | CakeTaken Ciate) Time v
Seak Texk
v
Fleld Propert es
Generd | Lookup |
ormak Medium Dake
Input Mask,
Capkion The data
Default Yalue bvpe
Walidation Rule deter_rrlnes
. the kind of
Walidation Text i
- walues hat
REqurBj ND lsers rAan
Indesed Mo skare ir the
IME Mode Mo Contrdl field, Fress
IME Sentence Mode Mone F1 Far help on
Srnark Tags Uala Lypes,
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25. Closeabovewindow, & 2 dagedinbe seeingwindow shownbelow.

& dbStudent : Database |Access 2000 file format)

@Qpcn Egcsign ﬂjﬂcw | }( | Bg - E

Ohjects

| ables

QUeries
Forms
Reports
Pagzs
Madras

Mocules

L T

Groups

[l Favarites

tblCourse
tblStudent

B LI g

Zreate kable iv Design view
Creste table by using wizard

_reate table by entering data

tblSudentCourse

26. Doubleclickon the thiStudentCoursend start entering sampledata

E thlStudeniCourse : Table

Studen:IDi

CourgelD

DateTaken

08-Aug-10 Managemznt
14-Jul-10 Gavernrment
20-A0g-10) Gavernment
30-Jul-10) Gavernment

Record: E L| I 1 E]@ of 4
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Threetablesare createdwith three different methodsin Access.

¥ Microsoft Access EH@
- Edit !ﬁew Insert Format Records Tools Window Help

Type a question for help

B tbIStudentCourse : Table

StudentlD CourselD | DateTaken

 08-Aug-10 Management
14-Jul- 1IJ' Government

20-Aug-10 Government
30-Jul- 1l] Government

Record: @ [— @@E »¥] of 4

tbiStudent : Table
Student ID

ECNEARINY — |
E N R ]

-]

1/ Perkins
2 Jones 3
3 Vandy 4 5
4 Long

Record: (4] « [ 1 @@E (>3] of 4

lblCourse Table
CourselD

CourseTitle CreditHour Description
1 MBA{HR) | 4 Masters of Business Administra
2 MBA(IT) | 3/ Masters of Business Administra
&) MBA(Fmance) | 5 Masters of Business Administra
4 MBA(Marketing) 4 Masters of Business Administra

Record: @ 4 I— @@E > ¥ of 4

)

1111

Datasheet View MUM

f, (&
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17.  Createa databasedbEmployeeand create tables tbIEmployeeand tbIDepartment.

A Build RelationshipdbetweentblEmployeeand tbiDepartment.
A Createa report on tbIEmployee.

Table tblIEmployee Table thiIDepartment
FieldName DataType FieldName DataType
% EmployeelD | Number & DepartmentID Number
EName Text DepartmentName| Text
Designation | Text Description Memo
Salary Number
DepartmentID | Number

1. First,youneedto createadirectoryin My Documentwith name"database"
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2. ClickMS Accessconfrom Startmenuor on your desktop.

E2 Microsoft Access [;HE‘@‘

Type a questionvfor help =

Chrl+n

Ctrl+0
Get External Data
Close

Save Chil+s E'?lonf'ﬁ'ee Online

Save As,.,

» Connect ko Microsoft Office
Export... Online

File Search. .. *  Get the latest news about using

Access

‘Web Page Preview *  Automatically update this list
from the web

Page Setup.,., Wore

Print Preview

= Search for:
Print... Ctrl+p [ |
Send To Example: "Print more than one copy”

1 dbt.mdb

Ready

3. SelectBlankdatabasefrom right panel.

B Microsoft Access

Type a question for help
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4. CAYR (KS RANBOG2NER &2dz 2dzaid ONBIFGSR |

GKAa OFasSs IyR UKSYy OfAO1l &/ NBIiS¢ odzidzyo
Savein: |@ Database V‘ @ @A Q@ X i E -~ Tods~
Lé (2] dbstudent. mdb

My Recent

Documents
€
Desktop

£

My Metwark
Places Save as type: ‘Microsoft Office Access Database (*.mdb) v ‘ I Cancel y

TocreatetblEmployeein DesignView:
5. DoubleClickon Createtable in Designview

[ dbimployee : Database (Access 2000 file format) |:||E|E|

ig0p=n B Design dew | A | 2o i

‘W Create bable in Design wiew
E]  Create table by usng wizard
@ Create table by erkering dats

Chijects

Tables

Queries
Forms
Reports
Pages
Macros

Maodules

BN g E

Croups

[ Favorites

6. Desigrnthe table with the givenFieldNameand DataType.
7. Rightclickon the EmployeelDSetit asPrimaryKey.
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E thlEmployee : Table

8. Savehe table with tbIEmployeename.

B[=ES

Ficld Meme Data Type Drscripkion
M EmployeesID Murmber
EMame Texk
Designation Texk
Salary Mumber
DepartmentID Mumber

General | Lookup |

Field Propartias

Field Sizz
Farmak
Decimal Places
Input Mask,
(_aption
Default value
Yalidaticn Rule
Validakicn Texk
Required
Indexec

Long Intecer

Alko

Ko

Yes (Mo Duplicate

5)

Smark Tags

& Field name
can be up to
&4 characters
long, incuding
spaces, Press
F1 For help on

field nemes.

|£

9. Closethe window. ObservetblEmployeetable is createdin dbEmployeedatabase.

Lﬁgpen Mgesign SMew | X | %n

Ohjecs

Tatles

Queries
Farms
Reforts
Pages
Marrns

Maodules

BN E |

\SrOUFs

[#] Fawvorites

tblemployes

@ Create table in Design view
@ Create bable by using wizard
@ Create bable by entering data
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10. Doubleclickon the tblIEmployeeto fill the table with sampledata.

B tblEmployee : Table

EmployeelD | EMame Designation DepartmentID
100| Edward  Manage-
101 Michelle | Supervizor
102 Annic Geoneral Managor
103 Doe Clerk
104 Mark hanage-
L

Meocord: E 4 I 1 E]@ of &

TocreatetblDepartmentin using Wizard:
11. DoubleClickon Createtable in Designview

&= dbEmplbyee : Database [Access 2000 file format)

[ open Bl Desion Snew | X | 2e - [E
Objects @ Crezte table ir Design vizw
3 Tables H  cracts bable by using wizard
ﬁ Queties recte table by entering data
B Forrs [  thEnploves
Reparts
TQ Pages
& Macras
G Modules
Groups
[ Faverites

12. Desigrthe table with the givenFieldNameand DataTypeor secondtable.
13. Rightclickon the DepartmentID Setit asPrimaryKey.
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14. Savethe table with tbIDepartmentname.

B tbiDepartment : Table

Figld Mama Data Type Daccripkion
% M DepartrnentID Kumnber
Departmentddame Texk
Nesrripkinn M=rnn
Field Properties

General | Leokup |
Field Size Long [nteger
Farmnat
Decimal Places Auko
Input Mask & ‘ield name
Zaption catbeupto
Default Yalue n &4 characters
Yalidation Ruke lang, including
Yalidation Texzt speces. Press
Required Mo F1 far help on
Indexed Yes (Mo Duplicazes) Field names.
Smark Tags

| £

15. Closethe window. ObservetbIDepartmenttable is createdin dbEmployeedatabase.

= dbEmployes : Database (Access 2000 file format)

Lﬁgpen 6 Design “Tew | K | 2o

Chiects

Tables

Queries
Farms
Reports
Pages

Macros

AU E W

Maodules

Froups

%] Favorites

[ g i

Create kable in Design view
Create table by usng wizard
Create table by ercering data

tblDepar:ment

tblEmploves
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16. Doubleclickon the tbiDepartmentto fill the table with sampledata.

& tbIDepartment : Table

DepartmentlD | Departmentiare Description
» 1 Finance Accounting snd Finance
2 Marketing harketing and Promction
3 Production Production a1d Manufactring
4 Sales ales Manacement
S RE&D Research ani Development
1]

Fecord; E L I 1 E]@ of 5

To Build Relationshipsbetween tbIEmployeeand tbiDepartment:

We can establish relationships between two or more tables by associating common fields. In
the dbEmployee database, the DepartmentID is a common filed in both tableshdt gimary

filed in tbiIDepartment table. To establish relationships between the DepartmentID fields in the
tblIEmployee and tbIDepartment, proceed as follows:

17.Use the ToolsRelationships menu option to display t8ow Tablelialog box.
Once displayed,

a. selecttblDepartment and ClickAdd
b. selecttblEmployeeand ClickAdd

Show Table [2](X] | show Table

Tables | Queries | Both |  Tables || Queries | Both |
tblDepartment tleeEartrnent

thEmpIoe

Close

Pg.78



18. Closethe ShowTabledialogbox.

19. Nowdragthe table boxessothey are positionedapproximatelyasshownin the

following illustration.

20. Establish the join lines (relationships) dslecting DepartmentID in the tbIEmployee

box and draggin to tbiIDepartment box and release the mouse button.

E ¢ Relations hips |';| |E| E'
~

ElMName

Designacion
Salal

Creprer Linen iMdine
L jpalin

53

21.EditRelationshipslialogboxappearsMakesurethat DepartmentlDs selectedin

both the boxes in Edit Relatiobsips dialog box and Grelatebutton.

Edit Relationships ?)X
Table/Query: Related TablefQuery:

Cancel

DepartmentID v DepartmentID ~

Join Type..

Create MNew..

[]Enforce Referential Integrity

Relationship Type: One-To-Many
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22. Verifythat your join linesresemblethose shownin the illustration below. The Close

andclickYesto savethe relationships.

® £ Relationships

tblEmployee

EmployeelD

EMame
Designation
Salary

Creprar Linen LIG

tblDepartment

Deportreent D
DepartmentMame
Descripdon

[£

|A
|

ToCreateareport on tbIEmployee:
23.Inthe Databasewnindow, click Reportsunder Objects.

= dbEmployee : Database (Access 2000 file format)

& Presview Mgesig'u @Mew | X | 2 e

Crezke report n Design view

Chjecks
Tables @‘] Crecte report 2 using wizard

Queties

Farmes

Pages
Macras

Maodules

|
=
=
| il Reporks
=
Fr
vl

aroups

[#] Favorites
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24. Clickthe New button on the Databasewvindow toolbar.

Mew Report @g|
Ru:urt '-.-.l'zaru:l

b AutoReport: Columnar
Butokeport:  abllar

Chart W zard

Creake a new report without Lahel Wizard
using a wizard, B

Zhoose the table or query where
the object's data comes from:

[ Ok, l [ Cancel ]

Inthe New Reportdialogbox you canseesixwaysto createreportsin Microsoft Access:

Design View Begins with blank page. You lay out the report the way you want u
the desigrtools in the toolbox.

Report Wizard Choice of fields, sort criteria, & report layout used. Creates tabulg
columnar report.

Columnar AutoReport One or more records displayed vertically. Selected from a
single table or query. Each field appears aeparate line with a label t
its left.

Tabular AutoReport Rows and columns grouped by field values. Selectedfrom a single
table or query. The fields in each record appear on bme, & the labels
print once at the top of each page.

Chart Wizard Leads ya through creation of a report containing a chart aassociated
data.
LabelWizard Helpsyou create mailinglabelsfrom data.

+ IfyouclickedReportWizard ChartWizard, or LabelWizardthen you canfollow the
directions in the wizard dialog boxes,

+ If you clickAutoReport: Tabulaor AutoReport: ColumnarMS Access automatically
creates your report.

« Ifthe resultingreport R 2 S dogkdhé way youwant, you canchangeit in DesignView.
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25. Select theAutoReport: Tabulaand select the tabléblEmployeefrom box given
below. Remember AutoReport displays all the fields & records in the underlying
table or query.

Mew Report
Cizzign Wiew
%f Report Wizard
_/m .ﬁ.utDReEDrt: Colurnnar
Chart Wizard
This wizard automaticalk Lal:nlal '-.-'-.ﬂlzz.:rld
creates a tabular report,
Zhooze the tatle or query where
the ooject's data comes from: |t|:u|Em|:qu:3.-'ee b |
[ Ok Canel ]

26. ClickOK.tbIEmployeereport is generatedasfollows:

Microsoft Access - [tblEmployee]

P4l File Edit Mew Tools ‘Window Help Type aquestionforhelp v o & X

b_/,_,. - | \LQUB | 100% | Close | Setup | @ ~ | ; =R @)l

[>

tblEmployee

EmployeelD EName Designation Sdary DepartmentiD
100 Edward Manager 40000 3
101 Michelle Supervisor 20000 5
102 Annie General Manager 50000 2
103 Doe Clerk 10000 1
104 Mark Manager 15000 4
S
| Page: (14 41 1> [¥I] & >
Ready MNUM
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18.  CreateEmployeesdary table and give 5 records.

A Thesalaryfield cannotaccept>40,000
A SortSalaryfield
A Write a queryto displaythe recordsfor salary>20,000

Table:tbIEmp
FieldName Datatype
# EmpNo Number

EmpName | Text
Designation| Text
Text

Department
Salary Number

1. First,youneedto createadirectoryin My Documentwith name"database"
2. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Access 2003.

B Microsoft Access |:”EHX|
fﬁ oy I T Type a question For help =
E 1 Hew... coien | i
[ ﬁ Open... Ctrl+0

Get External Data »

ng SH

®|®| A
Close
mg’m

Save Chrl+S 2 Office Online

Save As,.,

* Connect to Microsoft Office
Export... Online

*  Get the latest news about using
Access

‘Web Page Preview *  Automatically update this list

File Search...

from the web
Page Setup,., More
Print Preview
= Search for:
Print... Ctrl+P | I
Send To ‘Example: "Print more than one copy"

1 dbl.mdb o
i Open.

db1.mdb

|5 More...,

1] Create anewfile...
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3. SelectBlankdatabasefrom right panel.

Type aquestionforhelp o

File New Database 5[
Save in: |@ Database ‘VJ| @ @ Q X i - Toos~

' E ; 2] dbstudent.mdb

My Recent
Documents

File name: ldbEmponee.mdb v I i Create l
My Network = =

Places Save as type: | Microsoft Office Access Database (*.mdb) | Cancel '
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CreatetblEmpin DesignView:
5. DoubleClickon Createtable in Designview

[ dbimployee : Database (Access 2000 file format)

Lﬁgp::ll M@:bigu 5] e | ot | Lg -

Chijects

Tables

Queries
Forms
Reports
Pages
Macros

Maodules

BN E @ |

Croups

[#1 Favorites

Creale Lable Ly usiy wicard
@ Create table by erkering dats

6. Desigrthe table with the givenFieldNameand DataType.

7. Rightclickon the EmpNo.Setit asPrimaryKey.

8. Savehe table with tbIEmpname.

E thlEmp : Table

Fighd Mo Dala Tvpe DresLripilivn
% M Ermnpla Mumbzr

Ernplarne Texk

Desigation Texk

Deparkrnent Texk

Salary Murmbzr

Field Properties

General | Lookup |
Field Size Long Inkeger
Format ;
Decimd Flaces Auto A field name
Input Mask, e e 49D
e=ption u:har?;:ters
Diefault Walue ] long

. . il

'-.-'al!u:lat_nn Fule inclucing
Walidation Text anAreS.
Required Mo Press F1 for
Indezxed Wes (Mo Cuplicabes) help on Field
Srnark Tags names.

E3

[£
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9. Observethat the dbEmployeedatabasecontains tbIEmgablein the database
window.

it dbEmployee : Database (Access 2000 file format) |;||E|E|

[goren Bl pesign  Snew | | fn -
Ohjects Zreate kable in Design view
1 Tales _teate table by using wizard
E .
ﬁ Queries Zreate table by entering data
= 1 thDepartment
== F o
o ||
i Reports & thEmployes
"Q Pages
= Mzcros
gat  Medules
Groups
[#] Favorites

Salaryfield cannotaccept> 40,000
To restrict fields from acceptinga range of values,we can give validationsrules in Design

View.

10. To restrict Salary field not to accept Salaray more than 40000, click Salary field of
tblIEmp table, in field propertied, locate Validation Rule and typdGGoo0.

B tblEmp : Table (=03
Field Name Data Type Description ~

2 |Empho Number
EmpName Text
Designation Text
Department Text

P |Salary Number -

Field Properties

General | Lookup |
Field Size Long Integer
Format Il
Decimal Places Auto
Ic';pﬁoﬂaSk An expression that
pal Tt m — — limits the values that
L | can be entered in th
<1 validation Rule <=40000 > Bl e
Validation Text help on validation
Required Mo rules.
Indexed Mo
Smart Tags
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11.You can fill the table with sample data. If you attempt to give any number greater
GKIY nannnnx AGQtt aK2g @GA2tl GA2Yy SNNEN®

B thlEmp : Table

EmpMa | ErrpMames Dazignation Dapartrman: | Salare

201 Brown Salesman haketing 15000

202 Ancie hanager haketing 250

203 Jersy Asgsistant Manajer | Sales 20000

204 Mike Salesman haketing 15000

i 205 Ancrew Accountant Finance 15000

* 1] 0
Record: 14 EI—S E]@ af 5

Sort Salaryfield
12.To sort Salary field, Select the field content, go to-SdBort Ascending (to sort in
increasing order of Salary) or Sort Descending. In this example we select Sort

Ascending

B Microsoft Access
File Edit WView Insert Format [ Records | Tools  window Help Type a question for help

ERLn o

lEiIter " A r PK ]
Sort 4 ||§l Sort Ascending

Apply Filter/Sort ﬁl} Sort Descending

Remove Filter/Sort

Save Record  Shift+Enter
Refresh

Data Entry

& tblEmp : Table

EmpNo | EmpName Designation Department
201 Brown Salesman Marketing 15000
202 Angie Manager Marketing ' 1
203 Jersy ‘Assistant Manager  Sales
204 Mike ' Salesman Marketing
205 Andrew Accountant Finance 15000
0 0

Datasheet View MNUM
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Sortedresultis displayedin the illustration below:

E thlEmp : Table

EEX

Empto | Empllame Designstion Department | Salary

4 205 Andrew Accountant Finance
204 Mike Salesman harketiig 15000
201|Brown Salesman harketiig 15000
203 Jersy Ascistant Manager Sales 20000
202 Angie hanager harketiig 25000
#* 0

3 ]
Reccrd: E 1 E][E of 5

Write a queryto displaythe recordsfor salary> 20,000

13.In the Databasewindow, selectQueriesunder Objects

Lﬁgpen b Design  Mew | 2 | 2p e ==

= dbEmployee : Database [Access 2000 file format) |Z||E|[z|

Ohjects

] Tables
Q:J Cueries

== Forms
88 Reports
"T'gf] Pages
2 Macros

g2t Modules

\SroJps

[#1 Favorites

reake quesy in Desicn view

Zreate quesy by using wizard

14. Doubleclickon CreateQueryin DesignView
SelectQuerywindow alongwith Show Tabledialogbox appears.
15. Selecttable tbIEmp and clickon Add button.
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16. Closethe Show Tabledialogbox

|A

i=f Queryl : Select Query

Field:

Tahle:

aork:

Show:

Criteria:
ar:

Show Table

Tables | Queries | Both |

7]

tblEmployes

thDeEartment

Close

| €

|

>

| £

17.Inthe SelectQuerywindow, draganddrop fields of tblIEmptable in the Filedrow.

18.1n the Criteria row, select the cell that intersects with Salary. Type >20000, since our

query is to display all theecords that contain salary >20000,

= tblEmp Queryl : Select Query

ErnpMare

Designaktion —
Department %

< Il T
Field: [EmpMo Emplanne [resignation Deparkrient Salary ]
Table: [EbEmp thlEmp thiEmp thlErmp thIE R =
Sork:
shon:

Criteria: =20000
or: hal
2im) >

19. Saveand namethe queryastblEmp Queryl
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20. Torun the query,doubleclickon the tbIEmp Queryl

&= dbEmployee : Database [Access 2000 file format) |:||E||X|

,_ﬁg:uen %gesign ':E!IMEW | X | SRS =5

Ohjects ECreate query in Design vien@
Tahles @ Creake query by using wizard
@ tblEmp Queryl

Queries

Farms
Reports
Pages

Macros

N gf @ | @

Modules

Groups

[ Favorites

Theresultwill be displayedon the screen.

g=* tblEmp Query1 : Select Query
Empho | EmpMame Lesignatian Departmznt | =alary
EiE Angie hanager Marketing 29000

1]

a
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19. Createa databasedbBusinessand a table tbiBill.

Table:tbiBill
FieldName Datatype
7 BillNo AutoNumber
ltemNo Number

ltemName | Text

IltemPrice Number
Quantity Number
Total Number

A CreateQueryto calculateTotal
A Createa FormusingtblBill table.
A CreateMacroto OpenFormto Filldatain Table.

1. First,youneedto createadirectoryin My Documentwith name"database"
2. Clickonthe Startbutton, point to Programsfollowed by Microsoft Officeandclick
on Microsoft Office Access 2003.

FEX

Type a question for help =

Chrl+nN

Ctrl+0O
Get External Data

Close

m.‘ Necroaelt
Save Ctri+s L1 Office Online
Save As..,
* Connect to Microsoft Office
Export... Online
File Search... * Get the latest news about using

Access

‘Web Page Preview ~ * Automatically update this list
from the web

P tup,.,
ade etp More..,

Print Preview
= Search for:

Print... Ctrl+P I |
Send To Example: "Print more than one copy”
1 dbl.mdb

db1.mdb

[ More...

) Create anewfile...
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3. SelectBlankdatabasefrom right panel.

Type a question for help

Ready
4, CAYR FyR {@LJs
ikKAa OF odzii 2y @
File New Database
Save in: L@ Database ,VJI @ @ Q X i -~ Tools~
s %]dbﬁmployee.mdb
AL 21 dbstudent.mdb
My Recent
Documents

&

Desktop

My Documents

V| E Create i

G File name: ldeusiness.mdb
My Network
Places Save astype! | Microsoft Office Access Database (*.mdb) D] [ﬂ]ﬂ
S —

=

=

= -

o
&£ 1€

=]

=

]
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CreatetblIBill in DesignView:
5. DoubleClickon Createtable in Designview

= dbBusiness : Database (Access 20U file farmat)

Jbjeds

Il] Create kable by uzing wizard
E‘J L_reate table by eqtenng cata

“ables

Q1 IRFiFS
Forms
Peports
FaLe:s

Macros

W B @ Eu

Modules

Graups

[#l Favorices

6. Desigrthe table with the givenFieldNameand DataType.
7. Rightclickon the BillNo.Setit asPrimaryKey.
8. Savehe table with tbIBill name.

B tbiBill : Tabla

IX]

Ci=ld Mame Cata Type Descripkon
FM BillNo AutoNumber
LEermio Mumker
IkerMame Texk
TtemPrice Mumker
Cuaankity Mumker
Totd Mumter w
Field Propes Ligs
zeneral | Lookup
Field size Long Integer
Mew values Inoremert
PS— A field narne
Caption can be up ko
Inde:x=d ‘Yes (Mo Duplicates) b4
S T characters
g,
includirg
sDACEs,
Press F1 For
heln nn feld
names,
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9. Observethat the dbBusinesdatabasecontainstblBill table in the databasewindow.

%= dbBusiness : Datahase {Access 2000 file format) : E|[X|

L 0open B Desion  Juew | X | 2o .

(bjects @ reate table in Design view

] Tables @ Zreate table by usng wizard

ﬁ Queries @ reate table by entering data

i - il

E Farms

i3  Reports

"Q Pages

= Macros

g2t Modules
Groups

[38] Favorites

Query
10. Createa querythat calculatesTotal= ItemPrice* Quantity.
11. Todo this, in the Databasewindow ClickQueriesfrom Objectspanel.

& dbBusiness : Database (Access 2000 file format) Z Ewgl

Obijects Create query in Design view

Tables @ Create query by using wizard

QUeries

Farns
Reports
Pages

Mac-os

B Ut E [ o

Modules

Groups

[#] Favorites

12. Clickon New button. New Querydialogbox appears.
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13. SelectSimpleQueryWizard.ClickOK

New Query @
| Design View
Simple Query Wizard

Crosstab Query Wizard

Find Duplicates Query ‘Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields vou pick.

[ OK J [ Cancel ]

14. As we need to calculate query on Total, select single field Total and click on Next
button.

Simple Query Wizard

| Which fields do you want in your query?
% =
%. E ‘ou can choose from more than one table or query.
Tables/Queries
?Table: tbigill v
Available Fields: Selected Fields:

Billo

ItemMo

ItemMame

ItemPrice
Quantity |

E pock | mext> || Ensh |
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15. ClickNext.

Simple Query Wizard

| YT
2 hhk R
3 Coohng

T oBBE 0l
200D
3 DDD i M

Would you like a detail or summary query?

® ggetail (shows every field of every record)

O summary

[ Cancel J[ < Back ][ MNext = ][ Finish

16. ClickNext.

‘What title do wou wank For your query?

Simple Query Wizard

BbIEil Query

That's all tve information the wizard needs to create wour

quErY,

Do wou wenk ko open the query o modify the query's desigr?

{(¥) Open the query ta view information

() Modify the query design.

[ ] Display Help on working with the query?

[ Zancel H < Back

17. Clickon Finishbutton. Closethe selectquery window that appears.
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18. Observethat the dbBusinesslatabasecontainstbiBill Queryin the database
window.

= dbBusiness : Database (Access 2000 file format)

Ql.ll::ll Egubigu '}j!lmnzw | }{ 4g o
Ohijecks Create guery in Design <iew
B Tables Creabe query by 1sing wizard
_ e
| @ QLeries ! Cpen
Forms |g Design view
Reports = pint
“d Pages 4 Peint Preview
= Maros & it
W Maodules 58 Copy
Sroups Save As...
- Export...

19. Rightclickon the tbIBill Query and selectDesignView
20.Goto Querymenuand selectUpdateQuery.

Microsofi Access
! Fle Edit Wiew Insert | Query | Tools Window  Help Type a questionfor help =

HERAN e NF= NN R R o e A T e BN == R

Show Table. ..

E=? tbIBillQuery :

Femove Table

thIBill select Query

e i Update Query

Billio Append Query...
IkenMo
IkenMame Sl Specific

IkenPrice

Parameers...

¥

Field: [T [+]

Table: [thIEil
Sork:
Shiow;
Crikeria;
or:

£ | ||||]

Feady MM
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YoucanobserveSortand Showoptions are replacedwith Updateto option.

2 tbiBill Query : Update Query

Totals

Table Names
ik
IkermMa
IkermMame Lopy
ItemPrice Paste 3
Duild. .. >
| |
Zoam, ..
Ficld: |Tatal = A
Table: (thigil g? Properties. .. =
Update To:
Criteria:
ars
4
| (i >

21.Rightclick onthe first cell next to Update to: and select Build.
Expression Builder window appeatrs.
22.Double click on tables and select thiBill from first list box.
In the second list box all the fields of thIBill are displayed.
23.Double clickon ItemPrice entry will be added on the abovebox as

[tbIBill]!/[IltemPrice]

24.Clickon * from the buttons givenbelow the box.

25. Doubleclickon Quantity,entry will be addedon the abovebox as

[tbIBill]![Quantity] nextto [tbIBill]![ltemPrice] *

Expression Builder.

PX

[tblBil]![TtemPrice] * [tbiBill] [Quantity] Ii_‘
Cancel
Undo |
+ - I*IEJ=><<4>‘ and Or Mot LikeJ( )| Paste | Help I
(3 tblBill Query A |BillNo l-vae 00 |
(=) Tables itemmo
= Sl
® HB'“ ItemPrice
Queries | Quantity
(3 Forms Total
@ Reports
(3 Functions
(23 Constants =
] Operators v
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26. ClickOKand Savéeit.

=R Query : Update Query E E'E'

IkemMo
IkermMamz
IkemPrice

[ %

[
|

[

Field: |Taotal
Table: |tblil =
Update To: [[tblgill]![ITkemrice] * [tHEN] [Quantity]
Criteria:
ar.

(%

Form

27. After creatingTableand Query,Createa Formin the simpleway asfollows:
28. SelectFormsfrom Databasewvindow under Objects.

& dbBusiness : Database (Access 2000 file format)

Chijects Zreate Form in Desgn wiew

1 Tables @ Croabe Form by using wizard

Queries

Farms

Reports
Pages

Macros

oW |

Maodules

GFroups
[ Favorites

29. Clickon New button.
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30. SelectFormWizardand selecttblBill in the box below andclick OK.

New Form

=

This wizard automatically
creates your form, based on
the fields you select.

Choose the table or query where
the object's data comes from:

3
{ Desiin Yiew 1|

AutoForm: Columnar
AutoForm: Tabular
AutoForm: Datasheet
AutoForm: PivotTable
AutoForm: PivotChart
Chart Wizard
PivotTable Wizard

thigil v|

[ ok | [ Cancel ]

31.Formwizardopensup, selectall fields but the Totalfield.

WWhidh Fields de wou want on your form?

% | Yiaou can

choose From more than ore table or query,

Taoles/Queres
|Ta:||e: EblEill »
Available Figds: Selected Fields:
Ikembo
ItemnMarne
IkemPrice
uankk
s

Cancel

Mext = l [ Finish
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32. ClickNext

What lavout would vou lilke For wour Form?

() Tabular
(7 Datashest
() Justified
() PiwotTzble
(") FiwaotChart

%

|

[ Zancel H < Back H Mext = H Finish ]

33. ClickNext

What style would you like?

Blends
Blueprint
Expedition

 Industrial
Internztional
RiLepaper
Sandstane
Standa-d
Skone

Label Sumi Painting

Zancel ] [ < Back ” Mext = l [ Einish




34. Namethe form asfrmBill.

Form Wizard

What title do you want For wour Forn?

|FrmEiII |

That's all the intormation the wizarc needs to create wour
Formm,

Do you wank o open the Form oF madify the form's design?

(%) Open the Form ko view or enter information,

) Madify the Form's design,

[ ] Display Help on warking with the Farm?

Zanzel < Back, Firish
[ J |_sh |

35. ClickFinish.
Macro
36. SelectMacrosfrom Databasewindow under Objects

& dbBusiness : Database |Access 2000 File format) |Z||E|[z|

! Run & Design [“@2Mew || % | %o T.“'

A

Ohjects

Tzhlrs
Queries
Fcrms
Reports

Pzges

Macros

Bl 8 @ik o

Modules

Groups

% Fevuoriles

37.Usethe dropdownmenuto selectyour first action- choose"OpenForm".
38. Inthe bottom pane,selectthe form nameyou wishto open- choose"frmBill"
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39. SelectDataMode as Add

#® Macro1 : Macro |Z|E|f5__<|
QCEion _omnment .S
b | CpenFarm b

|<

Action Arquments

Form Mame FrrmBil
"-"!EW Form Dpens afarm
Filker Mame in Form view,
Where Condition Dresign iew,
[Data Modae Add Mrink Mrcicw,
Window Mode Morrral or Dakaseet
view, Press
F1 fFor help on
this ackorn.

40.Usethe dropdownmenuto selectyour secondaction- choose"GoToRecord".
41.Inthe bottom pane,choosethe record youwant to goto - choose"New".

What we're doing here is ensuring that the form doesn't open up a previous record
it goesstraightto the end andhasa blankrecordreadyfor you to enter a new
record (this saves time anghnecessary clicks).

- —
# Macrol : Macro -_“E”Z|
Ackion Commenkt Y
OpeaFarm =
GoToRecord L =
L
Ackion Arguments
ﬂhl:ﬁl"' Tyne Makes e
Object Yame specified
Fecard e record the
Qffset | current
record in a
table, Form,
ar quety
resilk sk,
Press F1 For
help on this
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42.Run macro, access will open frmBill for you with New Record. You can fill the

records.
B frmBill FEX

temName

ltemPrice

Quamny

Fecord; E L 1 E]@ of 1

43. Clickon Nextarrow andfill the details.

44. After entering details in the similar manner, open table tbIBill, you can see the
records are filled with the data but the Total field is not calculated.

45. TocalculateTotal quicklyrun your query tbiBill Queryl
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