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PREFACE

Punjab School Education Board has been updating the school level syllabi
compatible with modern approach and latest research. The previously written text-
books are in continuous process of revision according to the latest syllabi. The Board
has also launched a special derive to prepare new text books as per latest National
Policies in this regard. The present book is a part of this prestigious program.

The knowledge in the subject of Computer Science is the need of the hour because
its study is essential for enhancement of efficient usage of Science and Technology in
every field of modern era. Computerization of every department is done to keep it
updated in light of all round development of Information Technology and
Communication. The knowledge of Computer Education as well as usage of internet is
necessary for everyone to have latest information about different departments, to avail
facilities of E-Ticketing etc.

Keeping in view of these requirements Punjab School Education Board has
introduced Computer Science as a compulsory subject at Elementary and Secondary
levels as per guidelines of Punjab Government. This subject is already being taught by
PICTES in some Government Schools. The present book is English translation of its
Punjab version prepared according to revised syllabus on the demand of teachers.
Every effort has been made to include each requisite information regarding the subject
in this book. I hope it will be useful for students and teachers.

All suggestions for the improvement of the book will be highly appreciated.

Chairperson
Punjab School Education Board
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1

— MS Excel Part-I

Objective of this Lesson

1.1 Formatting Cells
1.1.1 Merge and Centre
1.1.2 Number Group
1.1.3 Styles
1.1.3.1 Conditional Formatting
1.1.3.2 Formatting as Table
1.1.3.3 Cell Styles
1.2 Cells
1.3 Editing
1.3.1 Formulas & Functions
1.3.1.1 Auto Sum-Functions (Sigma)
1.3.1.2 More inbuilt Functions (Only Names)
1.3.1.3 Library Functions
1.3.2 Sorting & Filters
1.3.3 Find & Replace

Introduction

We know that Microsoft Excel is used to calculate mathematical and scientific
calculations. An Excel Workbook consists of many worksheets that are used to
perform these calculations. A worksheet is made up of Rows and columns.
Intersection of a Row and Column generate a cell.

1.1 Formatting Cells

Each cell in a worksheet can be formatted with many properties. Changing the
format of a cell doesn't affect the cell value that Excel uses when performing
calculations. For example, we have a cell that is formatted to display a number with
no decimal points. But, if that cell content is a mathematical formula of division, the
actual cell value can have many decimal points.

There are six tabs in the "Format Cells" window, and all formatting options may
be found on one of these tabs. Multiple cells can be formatted in one step by first
selecting the cells and applying formatting as per your choice.
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The "Format Cells" window can be opened in from the right-click menu. In Excel
formatting options are available on the Home Tab on the Font, Alignment, and
Number groups. To see formatting options not displayed, click the little arrow
(called launcher) in the lower right corner of the group and the "Format Cells"
window displays as shown in fig. 1.1

Haome Insert Page Layout Formulas Data Review View . Design

_=] & Calibri 1l v A= g@ v =9 Wrap Text Gener
I Ba -
Paste ¥ |B|J U~ - &v&v E E = Eiii =4 Merge & Cente $ -
Clipboard s Font Q Alignment ¥

H9 - f=| 52 | Format Cells: Font (Ctrl+Shift=F)
A B ™ Showthe Font tab of the Format
1 Cells dialog box,
2 |Roll No| ~ [Name of the Student| = |Clas
3 1|Rahul 7th
4 2|Ravi 7th
5 3|Rashmi 7th
6 4| Kavita 7th
Fig. 1.1

1.1.1 Merge and Centre

Merging cells is often used when a title is to be centered over a particular section
of a spreadsheet. When a group of cells is merged, then the text of this cell is merged
as per selection and aligned center. Let's see how to do this :

i B C D
List of Students
Sr.No Class Mame of Student Father's Name
Fig. 1.2

To merge a group of cells : Following are the steps :

1. Type your data as shown in fig. 1.2 in your worksheet.

2. Highlight or select a range of cells.

3. Right-click on the highlighted cells and select Format Cells. Format Cells

dialog box will open see in fig. 1.3.
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4. Click the Alignment tab of Format Cells dialog box and place a checkmark in
the checkbox labeled Merge cells as shown in fig. below :

Home Insert Page Layout Formulas Data Review I

Format Cells
)
Y Calibri 11 v A A7 - = Wi g
- i (= sigrment ) Fort | forder | 7| proecten
Paste B 7 U~ | S0+ dy- A i= = ¥
= F = e i S Text alignment Orientation
Clipboard = Font E palinimie it | Horizontal: L
Calibri - 11~ C oA - g [ K
Al - £ | A A s -% | e ] e %
| = | e = B =24 .-.‘_'0'3.;.9_3_ Vertical: 0 C T 3
1 [uist of students 1 | iy -] 5 || Ter—
2 Sr.No Class Name of Studer & Cut A p .
» Justify distribute .
3 Ea Copy ! .
4 [, Paste Options: Text control -
2 S [l wrap text 0 - |Degrees
= Paste Special... (] Shrink to fit
8 Insert...
g Delete... Right-toeft
10 Clear Caontents Text direction:
11 Filter ¥ Context E|
E Sort »
13
14 = Insert Comment
15 I [ Format Cells... I
16 Pick From Drop-down List... |
17 Define Mame... :5
ancel 1
18 & Hyperlink... |
19 = e

Fig 1.3 Fig 1.4

5. Your typed text will be shown as fig. 1.5.

iy B C D
List of Students
Sr.No Class MName of Student Father's Name

Fig 1.5
To merge a group of cells and center the text, we can also use the Merge and
Center button on the Excel tool bar. Let's study about this :

Steps :

1. Highlight or select a range of cells. Click the Merge and Center button on the
toolbar as shown in fig 1.6

Home Insert Page Layout Formulas Data Review View

g = - ) ]
| * Calibri 11 v A4 = P S Wrap Text General - *:,‘ 17
=l g . £ &
Paste B J U- i~ A EE == Merge & Center|=| % - % » | %0 ;% Conditional Format  Cell
- 7 - T | i E‘E - ° e =0 Formatting ~ as Table = Styles
Clipboard Font ] Alignmel ﬁ Merge & Center Mumber ] Styles
A1 - fe | List of Students B werge across
Merge & Center
s | = = | = : Bl Merge calls
& u . Joins the selected cells into one
1 |List of Students dnmerge Cells Excel larger cell and centers the contents
inth Il
2 |Sr.No Class Name of Student Father's Name 1 2 e
3 1 This is often used to create labels
a that span multiple columns.
Excel
2 N
6
7
8 0 Press F1 for more help.
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Clicking this button will automatically merge our highlighted cells and center the

cell value.

1.1.2 Numbers Group

By applying different number formats, we can change the appearance of a
number without changing the number itself. A number format does not affect the
actual cell value that Excel uses to perform calculations. The actual value is displayed
in the formula bar. By applying different number formats, we can display numbers
as percentages, dates, currency, and so on.

The following table provides a summary of the number formats that are available
on the Home tab in the Number group. To see all available number formats, click the
Dialog Box Launcher next to Number as shown in figure 1.7 below :

General

$ - % »

Number

Sample

General format cells have no spedific number format.

[ 0K ] ’ Cancel

Fig. 1.7

Number Formats available in MS Excel :

Format Description
General It is the default number format in Excel when a number is typed in
a cell.
Number It is used for the general display of numbers. You can specify the
number of decimal places that you want to use.
Currency It is used for general monetary values and displays the default

currency symbol with the numbers you type in cells.

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

Format Description

Accounting | Also used for monetary values, but it aligns the currency symbols
and decimal points of numbers in a column.

Date It displays date and time serial numbers as date values, according
to the type and the location that is specified.

Time It displays date and time serial numbers as time values, according
to the type and location that is specified.

Percentage | Multiplies the cell value by 100 and displays the result with a
percent (%) symbol. You can specify the number of decimal places
that you want to use.

Fraction Displays a number as a fraction, according to the type of fraction
that you specity.

Scientific It displays a number in exponential notation,when you enter the
number which length is longer than 11 digits.

Text It treats the content of a cell as text and displays the content exactly
as you type it, even when you type numbers.

Special It displays a number as a postal code, phone number etc.

Custom It allows you to modify a copy of an existing number format code.

1.1.3 Styles in MS Excel

A style is just a set of cell formatting settings it is named such as conditional
formatting. All cells to which a style has been applied look the same according to
formatting. When you change a part of a style, all cells to which that style has been
applied also change their formatting accordingly to new style.

Home Insert Page Layout Formulas Dat: Review View & e = B
e . . e ] e | == == = -
T kx| ==l [Swwiw |G |8 O E e A

£ B i
Paste B J U-|i~-d-A- EI== EE ggMerge & Center~ | $ %y <0 ;% § Conditional Format  Cell Insert Delete Format Sort & Find &
- s < . % ™% M Formatting ~ as Table = Styles = - - - 2~ Filter~ Select~
Clipboard Font ] Alignment ] Number ) Styles Cells Editing
Fig. 1.8

1.1.3.1 Conditional Formatting

Conditional Formatting is a tool in MS Excel that allows applying formats to a
cell or range of cells. It also allows formatting change depending on the value of the
cell or the value of a formula. For example, you can have a cell appear bold only
when the value of the cell is greater than 100. Conditional formatting in Excel enables

you to highlight cells with a certain color, depending on the cell's value.
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Conditional formatting applies one or more rules to any cells we want. For
example we want to apply a rule if the cell value is greater than 80 then color the cell
Red. By applying this rule to the cells in a worksheet, we'll be able to see which cells
are more than 80.

How to create a conditional formatting rule : If we want to highlight the cells
having value move then desired value. We can use conditional formatting in the
following example we will set the cell value more than 80 using conditional
formatting.

Highlight Cells Rules : To highlight cells that is greater than a value. Steps are as
follow :
1. Type the data in our worksheet as shown in fig. 1.9 below.

2. Select the range A1:A10.

I 5| 14

=

14

358
43

95

11

27

=
Yl e o il

Fig.1.9
3. Now go to Home Tab as shown in fig 1.10 click Conditional Formatting =
Highlight Cells Rules = Greater Than

ijﬁl % | Normal | Bad Good Ney
!Conditional Format |Ca culation ||| | explonatory ... |Inp

|Formatting ~|as Table ~

L

—-—__Ii:]| Highlight Cells Rules » | | =

Greater Than...

v

iﬁ I Top/Bottom Rules 3 — ] Less Than I =

il " EH
= -

E_I Data Bars ¥ ﬂ Between...
E_I Color Scales » _—_'EJI Equal To...

= =]

ig J Icon Sets > _—_'th Text that Contains...
:_‘ Hew Rule... ;'% A Date Occurring...
_“_'} Clear Rules » e

i =
It [SMananeRules:. . =i| Duplicate Values...

More Rules...

Fig. 1.10
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4. Enter the desired value 80 and select a formatting style as shown in fig. 1.11

Greater Than @
Format cells that are GREATER THAN:
80| with |Light Red Fill nith Dark Red Text [
[ Ok ] ’ Cancel ]
Fig. 1.11

5. Click on OK
Now Excel will highlight the cells with Red color that are greater than 80.

El4 ~ I
A B C

1 14
i 6
3 39
4 43
F 2
6 95
7 5
8 11
9 86
10 57
11

12

Fig. 1.12

1.1.3.2 Formatting as Table

Once we have entered information into a spreadsheet, we can format it.
Formatting can not only improve the look of your spreadsheet, but it also can make it

]

b Mormal
iitional | Format Calculation
atting ~|as Table ~|

Light
S === _%___

easier to use.
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Just like regular formatting, tables can help to organize our content and make it
easier for us tofind the information we need. To use tables effectively, we'll need to
know how to format information as a table, modify tables, and apply table styles.

To format information as a table :

1. Type the data in worksheet as shown in the fig. 1.14 below.

2. Select the cells we want to format as a table. In this example, an invoice, we'll
format the cells containing the column headers and order details.

Home Insert Page Layout Formulas Data Review  View a@oF
'_dj i' Calibri S AN Siwrap Text General - ij}l ﬁﬁ‘ gﬂ‘ jm j z_] El: %? l;a
Paste (Blz u- e | Sye A EdMerge s Center - $ - % %8 29 Conditiongl Format | Cell | Insert Delete Format Sort & Find &
= 7 e Formatting f as Table ~fstyles = = = = T Filter~ Select~
Clipboard Font c Alignment = Number = Styles Cells Editing
A2 MG Jx | Roll No
i B T e E F G H 1 J K X M N o P
1
2 |Roll No| Name of the Student | Class | Section | English | Punjabi | Hindi Maths | Science | Social Studies [Comp! Phy.Edu
3 ik Rahul Tth A 85 87 85 a7 85 87 85 87
a4 2 Ravi 7th A 82 86 82 86 82 86 82 86
5 3 Rashmi Tth A 87 89 87 89 87 83 87 89
6 4 Kavita 7th A 88 84 88 84 88 B84 83 84
7 3 Nirmal Tth A 89 85 89 85 89 85 89 85
8 6 Sehaj Tth A 92 96 B 96 92 96 92 96
a iz Dhanvin Tth A 95 92 95 o2 925 292 95 92
10 8 Monu Tth A 94 94 94 94 94 94 94
1 9 Urvashi Tth A 91 93 91 93 91 93 91 93
12 10 Manisha T7th A 92 96 0 96 92 96 92

Fig. 1.14
3. Click the Format as Table command in the Styles group on the Home tab.

ijﬁ' % mmﬁd

Conditional | Format |CaFc|_|tation |||
Formatting ~ |as Table =

Styles

Format as Table

H Quickly format a range of cells and L
convert it to a Table by choosing a
pre-defined Table Style.

Fig. 1.15

4. A list of predefined table styles will appear as shown in fig. 1.16 . Click a table
style to select it.

d ﬁj?l Normal Bad Good Neutral
El 5}

onal | Format |Ca|cu!ation ||| | Explanatory... |Input
iing ~ |as Table =

Light
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5. A dialog box will appear as per fig 1.17 confirming the range of cells we have
selected for our table. The cells will appear selected in the spreadsheet and the
range will appear in the dialog box.

6. If necessary, change the range by selecting a new range of cells directly on
your spreadsheet.

7. If our table has headers check the box next to My table has headers as shown
in fig. 1.17 below.

(G| Home Insert Page Layout Formulas Data Review View G Al
5;5 Calibr 1l AN == |¥® =1 iy 7 }L,‘i
= oo AT ~ S T T T L - ) R
G B s U e by = = =i| &= $ - % v | . e~ s & Filter~ s
lipboard Font Alignment Number Styles Cells Editing
A2 - S| RollNo
- B P el E F G H 1 ) K L M N 0 [}
i
2 !Roll No| Name of the Student| Class | Section | English | Punjabi | Hindi Maths | Science | Social Studies |Computer| Phy.Edu“
3 1 Rahul 7th A 25 87 85 87 85 87 25 87
a iy Ravi 7th A 22 26 22 26 22 36 22 26
5T Rashmi 7th A 87 29 a7 29 a7 89 87 29
6! 4 Kavita 7th A 28 24 22 24 28 84 22 24
ZiE0s Nirmal 7th A 89 85 89 85 89 85 89 85
2 G Sehaj 7th A 92 96 92 96 92 96 92 96
9} 7 Dhanvin 7th A 95 92 9 Format A< Table T 95 92
0} 8 Monu 7th A 94 94 E - 94 94
u, s Urvashi 7th A 91 93 g{ | there is the data for your table? 91 93
2] 10 Manisha 7th A 92 95 9, ==t 92 96
13 My table has headers
14
s
16 e — )

Fig 1.17

Click OK. The data will be formatted as a table in the style we chose as shown
in fig. 1.18.

*®

File Home | Insert Page Layout Formulas Data Review  View a@oF
= N A s = =0 = =i = fj o] 5 o |, e E -
B~ Calibri 11 A A =/ ¥ = Wrap Text General = iﬁﬁ Sﬂ B = - a@- 7z ?ﬁ

Paste B 7 U~ - - 3= £ | B Merge & Center + - o9 4 | %8 .9 Conditional Format Cell | Insert Delete Format Sort & Find &

PR 4 = = FEE Evenencenterv| § - % 0 >0 o matting * a5 Table - Styles - - 2" Filter~ Select~
Clipboard 1 Font u Alignment . Humber F] Styles Cells Editing

L18 - I
A B e D E F G H 1 ] K L M N
1
2 | RollN[~| Name of the Studen~| Clasg~| Sectio|~| Englis|~| Punjak~| Hindi~| Math ~| Scienc|~| Social Studie ~| Computg ~| Phy.Ed -
5 1 Rahul 7th A 85 87 85 87 85 87 85 87
4 2 Ravi 7th A 82 86 82 86 82 86 82 86
5 3 Rashmi 7th A 87 89 87 89 87 89 87 89
6 4 Kavita 7th A 88 84 88 84 88 84 88 84
T4 5 Nirmal 7th A 89 85 89 85 89 85 89 85
8 6 Sehaj 7th A 92 36 92 96 92 36 92 36
9 7 Dhanvin 7th A 95 2 95 92 95 2 95 2
10 8 Monu 7th A 94 94 94 94 94 94 94 94
11 9 Urvashi 7th A 91 93 91 93 23k 93 91 93
12 10 Manisha 7th A 92 96 92 96 92 96 92 96
Fig.1.18

@ Tables include filtering by default. We can filter our data at any time using the
drop-down arrows in the header.

1.1.3.3 Cell Styles

When we want to format cells in Microsoft Excel, we can do it manually either by
selecting fonts, font color and size, background colors and borders, or we can do the
formatting quickly and automatically using styles.
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Microsoft Office Excel has several built-in cell styles that we can apply or modify.
We can also modify or duplicate a cell style to create our own such as custom cell

style.

Cell styles are based on the document theme that is applied to the whole
workbook. When you switch to another document theme, the cell styles are updated
to match the new document theme.

Applying a cell style :
1. Type the data in our worksheet as show in fig. 1.18
2. Select the cells that we want to format.

3. On the Home tab, in the Styles group, click Cell Styles.

E 2

Conditional Format — Cell
Formatting = as Table ~ Styles =
Styles
Fig. 1.19

@ If we do not see the Cell Styles button, click Styles, and then click the more
buttons next to the cell styles box as shown in fig. 1.20

Home nsert Page Layout View Design > @ o=
s 5 =, [ N

= :v Calibri ~11 - AN AT S Wrap Text Genera | ijg' ﬂ 7’_}? e . jv ‘ZW L?a
Paste B 7 Uu- i< &e 5= § - % » | <2 % Conditional Formatf§| Cell | linsert Delete Format Sort & Find &

- I = ) i - " Formatting - as Table | |Styles ~. - - - 2" Filter~ Select~
Clipboard Font lignment Good, Bad and Neutral

A2 - f'. Roll No ‘ Normal ] Bad Good Neutral
il [calculation | [EETXI Expionatory... [input Linked Cel Note
2  RollN[~| Name of the Studen ~| Clasg~| Sectio|~| Englis ~| Punjal Output Warning Text
3 1 Rahul 7th A 85 87 =
1 2 Ravi 7th A 82 26 m‘e““‘_’ Hcaimgy < _ i Titl
5 3 Rashani Jth a a7 80 Headlngl Heading 2 Heading 2 Heading 4 1tle Total
(-] a Kavita 7th A a8 84 | Themed Cell Styles
7 5 Nirmal 7th A 89 85 | 20%- Accentl 20%- Accent2  20%- Accent3  20%- Accentd  20% - AccentS  20% - Accent6
> 6 sehaj L L L 95 | A0%- Accentl 4D%-Accent? = 40%- Accent3  40%- Accentd  40%- AccentS  40% - Accent6
9 7 Dhanvin 7th A 95 92
10 8 Monu 7th A 94 o4
12 10 Manisha 7th A 92 B |
13
i Comma Comma [0] Currency Currency [0] Percent
15 & New Cell Style..,
16 ] Merge Styles...
17
Fig. 1.20
1.2 Cell Group

If we need to add new data within an existing worksheet we need to enter blank

cells. So we can insert new cells, columns, or rows in the worksheet.
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To insert new cells, rows, or columns in an Excel worksheet, follow these steps :

1. Select the cells, rows, or columns where we want the new blank cells to

appear.
Home Insert Page Layout Formulas Data Review View I
& Calibri 16 A4 = EQ v S Wrap Text
Paste ¥ B 7 U- H- &-A- = 5 | [ Merge & Cent
Clipboard Font ] Alignment {
A B D E F G
1 -
2 | RollNo| Name Class IHindT English
3 1 Rahul b 85 87
4 2 Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96
7 5 Neha b 89 92
8
Fig 1.21
2. Click the drop-down arrow attached to the Insert button in the Cells group of
the Home tab.
Home Insert Page Layout Formulas Data Review View Developer I
& sty e aa ==g = S wrap Te eneral - 7 7 || S | 5 = -
—j%. Calib 16 A A =] = S wrap Text G I ij‘ % ,'—:"d I:Ié @ 3
Pe 3 B U-H- O A E[ET | FE BEuegcacener- | $ - % o %4 Condlions Fomat  col [ retete Format |
Clipboard Font . Alignment . Number - Styles B meicin i
CZ T Gamnn f' Class j'ﬁ Insert Sheet Rows ;
A B C D E F G H ! J K L 5" nsert sheet Columns
L LE Ingert Sheet -
2 |Roll No| Name Class | Hindi |English |
3| 1 Rahul 6 | 85 | 87 |
Fig. 1.22

3. Click Insert Cells on the drop-down menu as show in fig. 1.23.

Insert M

Insert

() shift cells right

() Entire row

(") Entire column
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The Insert dialog box opens with the following options:

= Shift Cells Right : It shifts existing cells to the right to make room for the
blank cells you want to insert.

= Shift Cells Down : It instructs Excel to shift existing cells down. This is the
default option.

= Entire Row : It inserts complete rows in the cell range. We can also select the
row number on the frame before we choose the Insert command.

= Entire Column : It inserts complete columns in the cell range. We can also
select the column letter on the frame before we choose the Insert command.

Shortcut Method :

= To quickly insert an entire column or row into the worksheet, we can right-
click the column letter such as A, B, C, D or row number such as 1, 2, 3, 4 on
the worksheet window frame and then select Insert from the shortcut menu

= We should keep in mind that inserting entire columns and rows affects the
entire worksheet, not just the part we see.

Deleting cells, rows, or columns

If some of the cells/rows/columns are not necessary we can delete it easily. We
can delete a cell structure along with all its contents and formatting. When we delete
a cell (or an entire row or column), Excel has to shuffle the position of entries in the
surrounding cells to plug up any gaps caused by the deletion.

To delete the actual cell selection rather than just clear the cell contents, follow
these steps :

1. Type data in our worksheet as shown in fig. 1.24.
2. Select the cells, rows, or columns we want to delete.

Home Insert Page Layout Formulas Data Review View De
j & Calibri 11 v A A

B =" Wrap Text

il (i)

=a I
Paste ¥ B 7 U- H- &-A- iE 35 & Merge & Center

Clipboard Font 1 Alignment

Ja - 5

A B C D E F G
1
2 Roll No Name Class | Hindi |Englist}  Pbi |
3 1 Rahul 6 85 87
a 2 Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96
7 5 Neha 6 89 92
8

Fig. 1.24
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3. Click the drop-down button attached to the Delete button in the Cells group of
the Home tab as shown in fig. 1.25

4. Click Delete Cells on the drop-down menu.

Insert Delete Fnrmat Sort & Find

- - A Filter = Selec

__ ||g™ Delete Cells...

| =% Delete Sheet Rows
M|

Delete Sheet Columns

5 Delete Sheet

Fig 1.25
The Delete dialog box opens, showing these options for filling in the gaps:

Delete M

Delete
| Shift cells left

() Entire row

() Entire column

[ OK J ’ Cancel

Fig. 1.26

= Shift Cells Left : It moves entries from neighboring columns on the right to
the left to fill in gaps created when we delete the cell selection. This is the
default option.

= Shift Cells Up : It moves entries up from neighboring rows below.
= Entire Row : [t removes all the rows in the current cell selection.

= Entire Column : It deletes all the columns in the current cell selection.

Shortcut Method :

= If we want to quickly delete an entire column or row from the worksheet, we
can right-click the column or row label and select Delete from the shortcut
menu
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w By deleting entire columns and rows from a worksheet is risky unless we're
sure that the columns and rows contain no value.

How to Insert New Worksheets ?

As we can add new cells/row/columns in our existing worksheet, we can also
add a new worksheet in our current workbook. For this click the Insert Worksheet
icon as shown in fig. 1.27 below. A new worksheet will appear.

43
a4
as
4 4 » M| January  Sheet? . Sheet3 ¥
Lg
Read
S ___[Insert Worksheet (Shift+F11) |

Fig. 1.27
We can change the setting for the default number of worksheets that appear in
Excel workbooks. To do this click on the worksheet we want to keep in arrange. Now
keep pressing the left button of our mouse and drag that worksheet to desired
location, release the mouse button when its done.

How To Delete Worksheets/worksheet ?

A Single Worksheet or Worksheets can be deleted from a workbook, including
those containing data. Following are the steps for this:

1. Select the worksheet/worksheets we want to delete.

2. Right-click one of the selected worksheets. The worksheet menu appears as
shown in fig. 1.28

3. Select Delete. The selected worksheets will be deleted from our workbook.

Insert...
e Delete
Eenameb
Move or Copy...
& View Code
(s)y Protect Sheet..,
Tab Color 4

Hide

Select All Sheets

December | Sheet13 ZFT ="

Fig 1.28
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Cell Size : When we open a new blank workbook, the cells are set to a default size.
We can modify size of cells according to our requirement. We will learn how to
change row height and column width.

EEE Home Insert Page Layout Formulas Data Review
ﬁ ‘*‘ Calibri 16 A A= gf;‘ W =
Pasts ﬁjv BIU- H- & A- === == =
Clipboard ra Font Fl Alignment

A B C D E F

:I%DIINci Name Class | Hindi [English| Pbi
3 3 Rahul 6 85 87

| 2 Priya 6 89 85

= 3 Chandan 6 56 98

6 4 Garima 6 84 96

- Neha 6 89 D2

g

Fig. 1.29

Working with columns, rows, and cells : By default, every row and column of a
new workbook is set to the same height and width. We can modify column width
and row height in different ways in Excel.

How to modify column width ?

1. Place our mouse over the column line in the column heading so the white
cross gy becomes a double arrow # as shown in fig. 1.30

Home Insert Page Layout Formulas Data Review

3 * Calibri ~16 < A A = gr;‘ WP =
F.';jte jv B U- H- S A- =SE= ===
Clipboard Font 5 Alignment
F5 - I
B C D E F

- | i . I

2 R0MNG . Name Class | Hindi [English| Pbi

3 1 Rahul 87

4 2 Priya 85
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2. Click and drag the column to the right to increase column width or to the left
to decrease column width as shown in fig. 1.31

A B C D E F
S

2 Roll No Name Class | Hindi |English| Pbi
3 1 Rahul b 85 87

4 2 Priya 6 89 85

5 3 Chandan 6 56 98

6 4 Garima 6 84 96

7 5 Neha b 39 92

8

Fig. 1.31

3. Release the mouse. The column width will be changed in your spreadsheet as
shown in fig. 1.32

A B C D E F

1
2 RollNo | Name | Class | Hindi |English| Phi

3 1 Rahul 6 85 87

4 2 Priya 6 89 85

5 3 Chandan 6 56 98 .
6 4 Garima 6 84 96

7 5 Neha 6 89 92

Fig 1.32

@ When we have entered data in a cell and If you see Hash signs (#######) in a
cell, it means that. the column size is not fit enough to display the cell content.
Simply in crease the column width to adjust the cell content.

How to set column width with a specific measurement ?

1. Select the columns we want to modify.

2. Click the Format command on the Home tab. The format drop-down menu

=g

appears.
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3. Select Column Width.

= futoSum *

@] Fill -

Insert Delete |[Format Sort & Find &
(2 Clear~  Fitter= Select~

.............................................................

M o AutoFit Row Height

ﬂ‘,‘—ﬂ' Column ﬂidth...h

oFit Column W

: Default Width...
Visibility
Hide & Unhide L3
Organize Sheets I
Eename Sheet
Move or Copy Sheet...
Tab Calor -
Protection -
| &g Protect Sheet...

@ Lack Cell

®F  Format Cells...

Fig. 1.33

4. The Column Width dialog box appears. Enter our specific measurement.

i Y
Column Width M

T Y —

Fig 1.34
5. Click OK. The width of each selected column will be changed in our
worksheet.

@ Select AutoFit Column Width from the format drop-down menu and Excel
will automatically adjust each selected column so all of the text will fit.
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How to modify row height ?

1. Place the cursor over the row line so the white cross op becomes a double
arrow F as shown in fig. 1.35

A B C D E F
1
_I_Roll No Name Class | Hindi |English| Pbi
3 1 Rahul 6 85 87
a 2 Priya 6 89 85
s 3 |Chandan| 6 | 56 | 98
6 4 Garima 6 84 96
7 5 Neha 6 89 92

Fig. 1.35

2. Click and drag the row downward to increase row height or upward to
decrease height as shown in fig. 1.36

1

H*WHeightﬁiﬁ'?l—NgP“E'” me | Class | Hindi |English| Pbi
= 1 Rahul 6 85 g/
BE Priya 6 89 | 85

— 3 Chandan 6 56 98

6 ..... 4 Garima 6 84 96

- £ Neha 6 89 92

R

Fig 1.36

3. Release the mouse. The height of each selected row will be changed in our
worksheet as shown in fig. 1.37

A B C D E F
1
2  Roll No Name Class | Hindi |English| Pbi
3 1 Rahul 6 85 87
a 2 Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96
7 5 Neha 6 89 92

Fig. 1.37
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How to set row height with a specific measurement ?
1. Select the rows we want to modify.

2. Click the Format command on the Home tab. The format drop-down menu
appears.

3. Select Row Height.

= AutoSum ~ ? E%

i Fill =
Insert Delete Sort & Find &

| < Clear”  Filter~ Select~ |

E*E Row ﬂeight...m
' gutnFnuw Herght

B Column Width...
AutoFit Column Width
Default Width..,

Visibility
Hide & Unhide L

Organize Sheets
Eename Sheet
Mowe or Copy Sheet...
Tab Color -

Protection -

(&g Protect Sheet...

Lock Cell

,E' Format Cells...

Fig 1.38

4. The Row Height dialog box appears. Enter a specific measurement.

i B
Row Height m
Row height: . I
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5. Click OK. The selected rows heights will be changed in your spreadsheet.

@ Select AutoFit Row Height from the format drop-down menu and Excel will
automatically adjust each selected row so all of the text will fit.

1.3 EDITING

1.3.1 Formulas & Functions

We know that Excel is used to calculate numerical information. In this part, we
will learn how to create simple formulas in Excel to add, subtract, multiply, and
divide values in a workbook.

We will also learn how to make a formula easy and effective by using Cell
reference.

To maximize the capabilities of Excel, it is important to understand how to create
simple formulas.

Creating simple formulas :

Excel uses standard operators for equations, such as a plus sign for addition (+),
minus sign for subtraction (-), asterisk for multiplication (*), forward slash for
division (/), and caret (") for exponents.

The key thing to remember when writing formulas for Excel is that all formulas
must begin with an equals sign (=).
To create a simple formula in Excel :

1. Select the cell where the answer will appear ( for exampleF3).

A B C D E | - |
1
2 Roll No Name Class | Hindi |English| Total Marks
3 1 Rahul 6 85 87
4 2 Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96

5 Neha 6 89 92

Fig 1.40

2. Type the equals sign (=).
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3. Type in the formula we want Excel to calculate (85+87, for example).

A B C D E | F |
1
2 Roll No Name Class | Hindi |English| Total Marks
3 1 Rahul 6 85 87 =85+87
a 2 Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96
5 Neha 6 89 92
Fig. 1.41
4. Press Enter. The formula will be calculated, and the value will be displayed in
the cell.
A B C D E | F |

1

2 Roll No Name Class | Hindi |English| Total Marks

3 1 Rahul 6 85 87 172

a . Priya 6 89 85

5 3 Chandan 6 56 98

6 4 Garima 6 84 96

7 5 Neha 6 89 92

8

Fig. 1.42

Creating formulas with cell references : When a formula contains a cell address,
it is called a cell reference. Creating a formula with cell references is useful because
you can update data in our worksheet without having to rewrite the values in the

formula. Let's learn how to create a formula using cell reference :
To create a formula using cell references :
1. Select the cell where the answer will appear (for example F3).
2. Type the equals sign (=).

=,
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3. Type the cell address that contains the first number in the equation (for
example D3).

A E = D E | F |
il
2 Roll No Name Class | Hindi [English| Total Marks
3 1 Rahul 6 85 87 =D3
a 2 Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96
7 5 Neha 6 89 92

Fig 1.43

4. Type the operator we need for our formula. For example, type the addition
sign (+).

5. Type the cell address that contains the second number in the equation (for
example E3).

A B z D El F |

1

2 Roll No Name Class | Hindi |English| Total Marks

3 1 Rahul 6 85 | 87 | =D3+E3

4 2 Priya 6 89 85

5 3 Chandan 6 56 98

6 4 Garima 6 84 96

7 5 Neha 6 89 92

Fig. 1.44
6. Press Enter. The formula will be calculated, and the value will be displayed in
the cell.
A 2 C D E | F |
1
2  Roll No Name Class | Hindi [English| Total Marks
3 1 Rahul 6 85 87 172
a 2 Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96
7 5 Neha 6 89 92
Fig. 1.45
’
®
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@ If you change a value in either D3 or E3, the total will automatically

recalculate.

A B c D E |  F | s H
Cell Value D3 is Cell Value F3 is
changed to 98 changed to 185

. \ /
2 RollNo | Name | Class IkndT English| Total Meﬁm
3 1 Rahul 6 | 98 | 87 185"

4 2 Priya 6 89 85

5 3 Chandan 6 56 98

6 4 Garima 6 84 96

7 5 Neha 6 89 92

Fig. 1.46

To Edit a Formula : A formula in excel can be edited as per requirement, but

while doing so, the calculated anser will be reflected too. Step are :

1. Click the cell we want to edit.

2. Insert the cursor in the formula bar as shown in fig. 1.47 and edit the formula
as desired. We can also double-click the cell to view and edit the formula

directly from the cell or press F2 key.

3. When we're done, press Enter or select the Enter command +

5UM - K v Jo| =D3+F3

A B & D E F G
1
2 Roll No | Name ([ Class | Hindi [English| Total Marks
B 1 rahul Jll 6 | 85 [ 87 | =D3kr3
4 2 Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96
7 5 Neha 6 89 92
8 i m—

10
11

| Edit a Formula from the formula Bar or cell.

Fig. 1.47
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4. The new value will be displayed in the cell G3.

G3 - J | =D3+F3

A B c D E Bl G |
1
a2 Roll No Name Class | Hindi |English| Total Marks
B 1 Rahul | 6 | 85 | 87 93
4 & Priya 6 89 85
5 3 Chandan 6 56 98
6 4 Garima 6 84 96
7 5 Neha 6 89 o2

Fig. 1.48

@ [f we want to cancel the changes made, use the Cancel command % in the
formula bar.

Cell Reference : Cell Reference is very important in Excel. In Excel, Cell Reference
is termed to calculate important calculations by using a cell or a range of cells for a
formula to calculate the result of the formula in a worksheet. We can use a cell
reference for a single formula or for multiple formulas. Let's learn about it in detail :

Types of Cell Reference :
1. Relative Reference.
2. Absolute Reference.

3. Mixed Reference.

Relative Reference : In Excel Relative reference is used by default. When it is
copied to multiple cells then it changes according to cell position. For example : If we
want to calculate a formula in cell C1=A1+B1 and we copy it to cell C2 then it
becomes=A2+B2. Let's study it by using following example :

A B e D E F
B 55] 70| =A1+81
2 58 59
3 85 59
4
5
Fig 1.49

1. Type data in a worksheet as shown in fig. 1.49
2. Now type our formula in cell C1=A1+B1
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3. Drag the fill handle of cell C1 as shown in fig. 1.50, we will see that the
formula becomes in cell C2=A2+B2.

A B | C | D E F

1 55 70 125
2 | s8] 59| =A2+B2
3 85 89
4
5
Fig. 1.50

Absolute Reference : Sometimes we want that during copying a formula from
one cell to another, its cell reference should not be changed. So, in this case Absolute
Reference is used, in this type of reference the cell address doesn't change even
during copying a formula. Using this reference we can keep a row/column constant.
Dollar($) sign is used during typing a formula using Absolute Reference. Dollar($)
sign can be used either for a row or a column. We can also use it for both together.
Let's make it clear while using the following example :

A B c D E
B 55] 70| =3AS1+B1
2 58 59 114
3 85 89
4
5
Fig. 1.51

1. Type data in a worksheet as shown in fig 1.50
2. Now type our formula in cell C1=$A%$1+B1

3. Drag the fill handle of cell C1 as shown in fig. 1.51, we will see that the
formula becomes in cell C2=$A%$1+B2. We will notice that cell address in

formula remain constant as C2=$A%1.

A B | C | D E

1| 55 70 125
= 58 59]=sAs1+87]
3 85 29
4
5
Fig 1.52
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Mixed Reference : Mixed Reference is the combination of both Relative and
Absolute Reference. In Mixed Reference a Dollar($) sign is used either to a Row or

Column. Let's make it clear while using the following example :

A B | C D
o 25] 38| =A1+851
2 28 29 66
3 a8 58 36
a 87 54 125
5 89 98 127
6
Fig. 1.53

1. Type data in a worksheet as shown in fig 1.53
2. Now type our formula in cell C1=A1+B$1

3. Drag the fill handle of cell C1 as shown in fig. 1.54, we will see that the
formula becomes in cell C2=A2+B%1. We will notice that cell address in
formula has changed in cell C2 to A2 which is an example of Relative Cell and

B$%1 remains constant, is an example of Absolute Reference.

A B s D

1 25 38 63

2 [ 28 29|=A2+B51

3 48 58 26

4 87 54 125

5 89 98 127

6

Fig 1.54

Basic functions : A function is a predefined formula that performs calculations
using specific values in a particular order. One of the key benefits of functions is that
they can save our time because we do not have to write the formula yourself. Excel
has hundreds of functions to assist with our calculations.

To use these functions correctly, we need to understand the different parts of a
function and how to create arguments in functions to calculate values and cell

references.
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The parts of a function : The order in which we insert a function is important.
Each function has a specific order - called syntax - which must be followed in order

for the function to work correctly. Sequence of a function can be learnt as follows :
1. First of all equal to (=) sign is written.

2. After this the function name is written (SUM, for example, if we want to add

two numbers)

3. After this argument is written. Arguments contain the information we want

the formula to calculate, such as a range of cell references.

=SUM(B3:B12)

Equal sign Function Argument
hame

Fig. 1.55

Working with arguments : Arguments are a vital part of a Function. So while

writing Arguments for a functions, following point are taken care :
1. Arguments must be enclosed in parentheses for example( ).

2. If there are Individual values or cell references inside the parentheses are
separated by either colons or commas. Commas separate individual values,
cell references, and cell ranges in parentheses. If there is more than one

argument, we must separate each argument by a comma.
For example, =COUNT(A1:A5,B1:B5,C1:C5)

3. If there is a cell range in argument then it is written with colon in braces,

Colons create a reference to a range of cells.

For example, =AVERAGE(E19:E23)

To create a basic function in Excel :
1. Select the cell where the answer will appear (J3, for example).

2. Type the equals sign (=), then enter the function name (SUM, for example).
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SUM - K v fo| =sum

A B £ D E F G H 1 | J B
1
2 Roll No Name Class | Hindi |English| Math | Pbi | Computer ‘ Total Marks
3 1 Rahul 6 85 87 85 87 85 | =sum
4 2 Priya 6 89 85 86 85 86 & [

(fe) SUMIF

5 3 Chandan 6 56 98 87 98 87 @ sumiFs
5 4 Garima | 6 84 | 96 | 89 | 96 89 :g;;:gj:;gw““
7 5 Neha 6 89 92 84 92 84 ) surxany2
8 (£ sumxzpy2
a () sUMKMY2

Fig 1.56

3. Enter the cells for the argument inside the parentheses.

SumM - ¥ « f| =sum(E3:13)
A B c D E F G H 1 i

1

2 Roll No Name Class | Hindi |English| Math | Pbi | Computer ‘ Total Marks
i—| 1 Rahul 6 85 87 85 87 85 ] =sum(E3:13)
4 2 Priya 6 89 85 86 85 86

5 3 Chandan 6 56 98 87 98 87

6 4 Garima 6 84 96 89 96 89

7 5 Neha 6 89 92 84 92 84

Fig. 1.57

4. Press Enter, and the result will appear.
Excel will not always tell us if our function contains an error, so it's up to you
to check all of our functions.

1.3.1.1 Using AutoSum to select common functions

The AutoSum command allows us to automatically return the results for a range
of cells for common functions like SUM and AVERAGE.

1. Select the cell where the answer will appear (J3, for example).
2. Click the Home tab.

3. In the Editing group, click the AutoSum drop-down arrow and select the
function we want (Count Numbers, for example).

o iy = =
..... (=~ P
X 5um
mat
- Average

Count Mumbers
Max
Min

More Functions...

Fig. 1.58
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4. A formula will appear in J3, the selected cell. If logically placed, AutoSum will
select our cells for us. Otherwise, we will need to click the cells to choose the
argument we want.

SUM - K « Jfc | =COUNT(D3:13)
A B c D E F G H L .
1
» | RoliNo| Name | Class | Hinai engiis math | pbi_| computer | Total Marks
E 1 Rahul | 6 | 85 | 87 | 85 | 87 |  =COUNT(
4 2 Priya [ 6 89 85 86 85 86 |COUNT':""““L["a'“d]f“

Fig 1.59
5. Press Enter, and the result will appear.

@ The AutoSum command can also be accessed from the Formulas tab.

1.3.1.2 More inbuilt Functions(Only Names)
1. TEXT FUNCTIONS :

CLEAN This Function removes all non-printable characters from a
supplied text string.
TRIM This Function removes duplicate spaces, and spaces at the

start and end of a text string
CONCATENATE  This Function Joins together two or more text strings

LEFT This Function returns a specified number of characters from
the start of a supplied text string

MID This Function Returns a specified number of characters
from the middle of a supplied text string

RIGHT This Function Returns a specified number of characters
from the end of a supplied text string
2. LOGICAL FUNCTIONS:

IF This Function tests a user-defined condition and returns one
result if the condition is TRUE, and another result if the
condition is FALSE

3. DATE AND TIME FUNCTIONS :

DATE This Function returns a date, from a user-supplied year,
month and day

TIME This Function returns a time, from a user-supplied hour,
minute and second

NOW This Function returns the current date & time

TODAY This Function returns today's date
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1.3.1.3 The Function Library

There are hundreds of functions in Excel, but only some of these will be useful for
the type of data we're working with. There is no need to learn every single function,
but we may want to explore some of these.

These functions can be accessed in the Function Library on the Formulas tab.
Here, we can search and select Excel functions based on categories such as Financial,
Logical, Text, and Date & Time. Let's learn about these :

.

EEH9-e-|= Book2 - Microsoft Excel
m Home Insert Page Layout Formulas Data Review View
f T B8 0 6 @
Insert AutoSum Recently Financial Logical Text Dateé& Lookup & Math More
Function * Used ~ v v v Time = Reference ~ & Trig * Functions =
Function Library
Al M Fx
A B C D E F G H I J K

1

2

3

a

L

6

7

8

9

10

11

12

13

14

15

16

17

18

g

20

v

Fig. 1.60

To insert a function from the Function Library :
1. Type data in our worksheet as shown in fig 1.61

2. Select the cell where the answer will appear (G3, for example).

A B = D B F G

i

2 Sr.No |Particulars|Order Qty| Date of Order | Date of Delivery |No of days
3 1 Tea 6 15-Oct-14 28-Oct-14

4 2 Soap 6 14-Sep-14 12-Oct-14

5 3 Wax 6 11-Oct-14 15-Oct-14

6 4 Ghee 6 12-Sep-14 18-Oct-14

7 5 Qil 6 10-Oct-14 15-Oct-14

Fig 1.61

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

Click the Formulas tab.

4. From the Function Library group, select the function category we want. In
this example, we'll choose Date & Time.

5. Select the desired function from the Date & Time drop-down menu. We'll
choose the NETWORKDAYS function to count the days between the order
date and receive date in our worksheet.

Home Insert Page Layout Formulas Data Review View Developer
2 = ey 7 # 3 g A3 Define Name ~ j}:'Trace
AT BE00E 0 6B S J
bl £ Use in Formula =% Trace
Insert AutoSum Recently Financial Logical Text |Date & Lookup & Math Mare Mame i >
Function - Used ~ - - + | Time = |Reference = & Trig ~ Functions = | Manager B Create from Selection | 7 Remo'
Function Librany DATE - Defined Mames
G13 - & DATEVALUE L
A B C I DAY F G
i DAYS360
2 Sr.No |Particulars|Orde i er | Date of Delivery |No of days
EQMONTH
3 1 Tea € 28-0ct-14
HOUR
4 2 Soap € 12-Oct-14
MINUTE
5 3 Wax P 15-Oct-14
6 4 Ghee € NETWORKDAYS 18-Oct-14
5 Oll ( BEWY NETWORKDAYS(start_date,end_date, holidays)
HCH Returns the number of whole workdays
9 secon Detween two dates.
= TIME e Press F1 for more help.
1

Fig. 1.62

6. The Function Arguments dialog box will appear. Insert the cursor in the
start_date then enter or select the cell(s) you want (E3, for example).

NETWORKDAYS - K « fx | =NETWORKDAYS(E3)

A B = D E F G H 1 J
1
2 Sr.No |Particulars|Order Qty| Date of Order | Date of Delivery ‘No of days‘
3 1 Tea 6 15-Oct-14 28-Oct-14 |)AYS(E3)
4 2 Soap 6 14-Sep-14 12-Oct-14
5 3 Wax 6 11-Oct-14 15-Oct-14
6 4 Ghee 6 12-Sep-14 18-Oct-14
7 5 Oil 6 10-Oct-14 15-Oct-14
8
190 B rton : B
11 NETWORKDAYS
12 Start_date E3
ik End_date
2 olidays
15 R
16 =
17 || Returns the number of whole workdays between two dates,
18 i Start_date is a serial date number that represents the start date,
19
20
21 Formula result =
Z; Help on this function
= L R — i —— ———
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7. Insert the cursor in the End_date then enter or select the cell(s) we want (F3,
for example).

NETWORKDAYS - xv f-l =NETWORKDAYS(E3,F3)

A B € D E F G H 1 ]
1
2 Sr.No |Particulars|Order Qty| Date of Order | Date of Delivery |No of days
3 1 Tea 6 15-Oct-14 I'S(E3,F3)
4 2 Soap 6 14-Sep-14 12-Oct-14
5 3 Wax 6 11-Oct-14 15-Oct-14
6 4 Ghee 6 12-Sep-14 18-Oct-14
7 5 Qil 6 10-Oct-14 15-Oct-14
8
92
o Function Arguments _
11 NETWORKDAYS
12 Start_date E3
13 End_date |F3
14

Halidays

15
16
17 Returns the number of whole workdays between two dates.
18 End_date is a serial date number that represents the end date.
19
20
21 Formula result = 10

|| Helo on this function

NETWORKDAYS i X v ﬁ-l =NETWORKDAYS(E3,F3)

A B C D £ F G H ] J
1
2 Sr.No |Particulars|Order Qty| Date of Order | Date of Delivery |No of days
! 1 Tea 6 15-Oct-14 | 28-Oct-14 ___ 1'S{E3,F3)
a 2 Soap 6 14-Sep-14 12-Oct-14
5 3 Wax 6 11-Oct-14 15-Oct-14
6 4 Ghee 6 12-Sep-14 18-Oct-14
7 5 Qil 6 10-Oct-14 15-Oct-14
8
] o
s Function Arguments
11 NETWORKDAYS
i s Start_date E3
[ End_date |F3
B olidays
15 it
16
= Returms the number of whole werkdays between to dates.
18 End_date is & serial date nuWesenm the end date.
15 s
20 i View Formula
2 i Result
2

Fig. 1.65

8. Click OK, and the result will appear. Our results show that it took 10 days to
deliver the order.
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1.3.2 What is Sorting ?

Sorting data in Excel basically means that we can arrange the data according to
some specific criteria like for example, the numbers in ascending or descending order
or ascending order according to the dates. We can even arrange data alphabetically.

To sort data, follow these steps :

To sort in alphabetical order :
1. Type data in our worksheet as shown in Fig. 1.67.

2. Select a cell in the column we want to sort by. In this example, we'll sort by

Last Name.
A B & D E F G H 1 J K L
1 | Roll No | Name of the Student | Class | Section | English | Punjabi| Hindi | Maths | Science | Social Studies | Computer| Phy.Edu
2 1 Anu 7th A 85 87 85 87 85 87 85 87
3 2 Ritu 7th A 82 86 82 86 82 86 82 86
4 3 Bhawna 7th A 87 89 87 89 87 89 87 89
5 4 Jaspal 7th A 88 84 88 84 88 84 38 84
6 5 Rinika 7th A 89 85 89 85 89 85 89 85
7 6 Tarsem 7th A 92 96 92 96 92 96 92 96
2 ¥ Kuldeep 7th A 95 92 95 92 95 92 95 92
9 8 Nitu 7th A 94 94 94 94 94 94 94 94
10 9 Salma 7th A 91 93 91 93 91 93 91 93
u 10 Monu 7th A 92 96 92 96 92 96 92 96
Fig. 1.67
Home Insert Page Layout Formulas Data Review View Developer Desigr
] = [3] Connections (57 BT \? i Clea E
£| Q i Properties Llﬂi G Reapp E
Fran From  From  From Othe Existing Refresh Z Sort Filter Te
eb  Text  Sources Connections | A+ 2 Edit Links Al W7 Advanced | g
et External Data Connections Sort & Filter
Al - 5 | Roll Mo SortAtoZ
A B C D Sort the selection so that the

1 | Roll No | Name of the Student | Class | Section | En{ coumn.

lowest values are at the top of the F
4

- 1 Anu ?th A 9 Press F1 for more help.
2 ) Ritis Tth A I~ T =4 = T = o =4 2
Fig. 1.68

3. Select the Data tab, then locate the Sort and Filter group.

4. Click the ascending command %} to Sort A to Z or the descending command

%l to Sort Z to A as shown in fig. 1.69
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B2 - fe | Anu
[ B e D £ F G H 1 ] K L
1 Roll No | Name of the Student | Class | Section | English | Punjabi| Hindi | Maths | Science | Social Studies | Computer | Phy.Edu
2 1 Anu 7th A 85 a7 85 a7 85 87 85 a7
3 2 Ritu 7th A 82 86 82 86 82 86 82 86
4 3 Bhawna 7th A 87 29 87 29 87 89 87 29
5 L Jaspal 7th A 88 84 88 84 88 84 88 84
6 5 Rinika 7th A 89 85 89 85 89 85 89 85
7 6 Tarsem 7th A 92 96 92 96 92 96 92 96
8 7 Kuldeep 7th A g5 92 95 92 25 92 95 92
9 8 Nitu 7th A 94 94 94 94 94 94 94 94
10 g Salma 7th A 91 92 91 93 91 93 91 93
u| 10 Monu 7th A 92 96 92 96 92 96 92 96
E Sort % lﬂ'_-&il"
14 "-"gladd Level H >( Delete Level ” 53 Copy Level ] ’ Options... ] My data has headers
15
16 Column Sort On Order
17 SOrthy  Name of the Student [+ |4 =] [Atoz =]
18
19
20
21
72
23
2
Fig. 1.69
5. The data in the spreadsheet will be organized alphabetically as shown in fig.
1.70
A B c D E F G H 1 J K L
1 | Roll No | Name of the Student | Class | Section | English | Punjabi| Hindi | Maths | Science | Social Studies |Computer|Phy.Edu
2 1 Anu 7th A 85 87 85 87 85 87 85 87
3 3 Bhawna 7th A 87 89 87 89 87 89 87 89
a 4 laspal 7th A 88 84 88 84 88 84 88 84
5 7 Kuldeep 7th A 95 92 95 92 95 92 95 92
6 10 Monu 7th A 92 96 92 96 92 96 92 96
7 8 Nitu 7th A 94 94 94 94 94 94 94 94
g8 5 Rinika 7th A 89 85 89 85 89 85 89 85
9 2 Ritu 7th A 82 86 82 86 82 86 82 86
10 9 Salma 7th A 91 93 91 93 91 93 91 93
1 6 Tarsem 7th A 92 96 92 96 92 96 92 96
Fig. 1.70

@ Sorting options can also be found on the Home tab, condensed into the Sort &
Filter command.

Filtering data : Filter is a tool in MS Excel that is used to get the information
according to our requirement. When we need to find special information from a list,
then we use Filter. Filters can be applied in different ways to improve the
performance of our worksheet. We can filter text, dates, and numbers. We can even
use more than one filter to further narrow our results.
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How to filter data : In this example, we'll filter the contents of a shopkeeper. We'll
display only the Tea and Oil commodities that are delivered. Let's study how to do
this :

Steps :
1. Type the data in a worksheet as shown in the fig. 1.71 below :
. Home  Insert  Pagelayout  Formulas | Data | Review  View  Developer
Aeh G & B e@E Y, &= 88 E
o oot s ot =T TN e 1 TR Lo
Get External Data Connections Sort & Filter Dati
B2 - J | Sr.No
A B C D E B G
1
z| Sr.No |Particulars|Order Qty| Date of Order | Date of Delivery |No of days
3 1 Tea b 15-Oct-14 28-0ct-14 10
4 2 Soap b 14-Sep-14 12-Oct-14 20
5 3 Wax 6 11-Oct-14 15-Oct-14 3
6 4 Ghee b 12-Sep-14 18-Oct-14 26
7 5 Qil b 10-Oct-14 15-Oct-14 4
8 6 Tea 12 9-Oct-14 15-Oct-14 5
9 7 Ghee 10 12-Oct-14 28-0Oct-14 12
10 8 Qil 8 10-Oct-14 11-Oct-14 1
11 9 Ghee 9 8-0ct-14 25-Dec-14 57
12 10 Soap 11 7-0ct-14 10-Oct-14 4
13 11 Tea 10 15-Oct-14 25-0Oct-14 8
Fig. 1.71

2. Select the Data tab, and then locate the Sort & Filter group.
3. Click the Filter command.

Home Insert Page Layout Formulas Data Review View Developer
E ! = o 4 - [G] Connections 4 ‘E ]? K Clea E =
IEI 9 =0 b | & Sropenes |2 EE G Reapply | EEE =
From From From From Other Existing Refrash - i\l Sort Filter Y Textto  Remaove D
Access Web  Text  Sowurces*  Connections All~ == EdIT LINKS 7 Advanced | Columns Duplicates Valid
Get External Data Connections Sort & Filter Dat
B2 - J | sr.No Filter (Ctrl+Shift+L)
A B C D E! Enable filtering of the selected G
cells,
1
Once filtering is turned on, click
2 Sr.No |[Particulars|Order Qty| Date of Order || thearewinthe column headerto | qgqyg
choose a filter for the column.
E 1 Tea 6 15_0(:1:_14 e Press F1 for more help. '0
a 2 Soap 6 14-Sep-14 TZ-0UCt-14 0
5 3 Wax 6 11-Oct-14 15-Oct-14 3
Fig 1.72
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4. Drop-down arrows will appear in the header of each column.

5. Click the drop-down arrow for the column we want to filter. In this example,
we'll filter the Type column to view only certain types of commodities.

.. B D E F G
1t

] H Sr.NovHParticulaleOrder Qi~| Date of Order~| Date of Delivery~| No of day~

2l sortatoz 6 15-Oct-14 28-Oct-14 10

N wiii ] 6 14-Sep-14 12-Oct-14 20

) 6 11-Oct-14 15-Oct-14 3

6 12-Sep-14 18-Oct-14 26

Text itters ' 6 10-Oct-14 15-Oct-14 4

Al 12 9-Oct-14 15-Oct-14 5

St 10 12-Oct-14 28-Oct-14 12

10-Oct-14 11-Oct-14 1

9 8-Oct-14 25-Dec-14 57

11 7-Oct-14 10-Oct-14 4

10 15-Oct-14 25-Oct-14 8

15 14-Oct-14 20-Oct-14 5

) (s 12 14-Sep-14 15-Oct-14 23

Fig. 1.73

The Filter menu appears.

Uncheck the boxes next to the data we don't want to view, or uncheck the box
next to Select All to quickly uncheck all.

8. Check the boxes next to the data we do want to view. In this example, we'll
check Tea and Oil to view only these types of commodities.

A B c D E F G
it
2 ‘ H Sr.NovHParticulagj}: Order Qf-| Date of Order-| Date of Delivery-|No of day-
i) sotatez 6 15-Oct-14 28-Oct-14 10
%l sotztoa
SO 6 14-Sep-14 12-Oct-14 20
6 11-Oct-14 15-Oct-14 3
6 12-Sep-14 18-Oct-14 26
Text Filters "l 6 10-Oct-14 15-Oct-14 4
search Al 12 9-Oct-14 15-Oct-14 5
B i 10 12-Oct-14 28-Oct-14 12
g;'ap 8 10-Oct-14 11-Oct-14 1
Ef:x 9 8-Oct-14 25-Dec-14 57
11 7-Oct-14 10-Oct-14 4
10 15-Oct-14 25-Oct-14 8
15 14-Oct-14 20-Oct-14 5
12 14-Sep-14 15-Oct-14 23
Fig.1.74
=y
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9. Click OK. All other data will be filtered, or temporarily hidden. Only Tea and

Oil will be visible.
A B 5 D E F G
il
z| Sr.No -| Particulaix|Order Qi~| Date of Order~| Date of Delivery~|No of day~
3 1 Tea 6 15-Oct-14 28-Oct-14 10
7 5 Oil 6 10-Oct-14 15-Oct-14 4
2 6 Tea 12 9-Oct-14 15-Oct-14 k]
10 8 Oil 8 10-Oct-14 11-Oct-14 1
13 11 Tea 10 15-Oct-14 25-0Oct-14 8
14 12 Tea 15 14-Oct-14 20-Oct-14 5
16
Fig. 1.75

@ Filtering options can also be found on the Home tab, condensed into the Sort
& Filter command.

To clear a filter : We can clear a filter very easily. To do so, following are the step :

1. Click the drop-down arrow in the column from which we want to clear the

filter.

2. Choose Clear Filter From.

A B c D E E G
it
2 ‘ H Sr.No-HParticulag;flOrder Qf-| Date of Ordet~| Date of Delivery~|No of day-
34 sotAtoZ 6 15-Oct-14 28-Oct-14 10
%l sotztoa
B | 6 10-Oct-14 15-Oct-14 4
" Clear Filter From “Particulars’ 12 9—0Ct—14 15_OCt_14 5
8 10-Oct-14 11-Oct-14 1
Text Filters * | 10 15-Oct-14 25-Oct-14 8
. Search Al 15 14-Oct-14 20-0Oct-14 5
I OK ] I Cancel
Fig 1.76

3. The filter will be cleared from the column. The data that was previously

@ To instantly clear all filters from our worksheet, click the Filter command on
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hidden will be on display once again.

the Data tab.
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1.3.3 Find and Replace

Excel Find and Replace feature are powerful tools that we can use for special
criteria such as to Find a text and to Replace it with our new text. We can narrow the
search results by specifying formatting to look for as well as other search options,

including Match Case.

How to use Find Option : Following are the steps to locate data in a worksheet :

1. Choose Find & Select in the Editing group on the Home tab, and then select
Find (or press Ctrl+F).The Find and Replace dialog box appears with the Find

tab on top.
AT =T

A=)

'"‘i‘"' ol : . Find and Replace & i
’,_a__\ ;_j Ei: a Find | Replace
IE -

Format Sort & [Find & Find what: |
- 2" Filter - |Select =| % [~

_| &4 FEind..
5 |

2ac Replace..
= Find {Ctrl+
o goro,, LEnG(CR)] _ _
[ Find Al ][Emdl‘\lext l [ Close ]
Il Go To spedial...
Fig 1.77 Fig 1.78

2. In the Find What box, enter the data we want to locate as shown in fig. 1.79.

”
Find and Replace

Find Replace
Find what: Kuldeep E

| Fndal | [ Endhext | | Close |

Fig 1.79
Click the Options button to expand the dialog box and specify any desired
options.
= Within : It searches just the current worksheet or the entire workbook.
= Search : It selects whether to search first across the rows or down the columns.

= Look In : It selects whether we want to search through the values or formula

results, through the actual formulas, or if we want to look in the comments.

= Match Case : It checks this box if we want our search to be case-specific.
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= Match Entire Cell Contents: It checks this box if we want our search results to

list only the items that exactly match our search criteria.

L o

~

{ Find and Replace

Find Replace

Find what: iKuIdeepl B |Nu Format Set | [ Format... v]

E [ Match entire cell contents

[ Find Al ][ Find Mext ] [ Close ]

Fig 1.80
3. Click Find Next.

Excel jumps to the first occurrence of the match. If this is not the entry we're
looking for, click Find Next again.

Click Close when we've located the entry we want.

Using Replacing data Option : Replace option is used to change data according
to our requirement. We can change each entry of a cell while typing on, but it require
more time and labour so we can do it easily using Replace option. To find and
replace data in a worksheet, follow these steps :

1. Choose Find & Select in the Editing group on the Home tab, and then select
Replace (or press Ctrl+H).The Find and Replace dialog box appears with the

Replace tab on top.
o 9 = & Find and Replace M1
z:::?( .] z- % [ﬁ Replace
! =i
Delete Format B Sort & |Find & [=] [oFormat set | [ Format... <]
- - QT Filter = [Select = B |No FormatSetl [ Format... v]
Cells @4  Find... thine | [] Match case
| % Replace. 5
| ——
Replace (Ctrl+H)
r 3 :
Replace text in the document. Ecpac s l [ Beging ] [ T ] [ Endnext | [ Close ]
fa T UJTTITUTaOS
Fig 1.81 Fig 1.82
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2. In the Find What box, enter the data we want to locate.
3. In the Replace With box, enter the data with which we want to replace the

found data.
| e )
—
Replace
Find what: Kuldeep |Z| | Mo Format Set | [ Format... v]
Replace with: | Ramneet] |Z| | Mo Format Set | [ Format... v]

Within: | Sheet E| ["] Match case

Match entire cell contents
Search: |By Rows |Z| O i

Lookin: |Formulas |Z|

Replace All | | Replace ] [ FndAl | | EindNext | | Cose

Fig 1.83

4. Click the Options button and specify any desired options.

5. Click Find Next to locate the first occurrence or click Find All to display a list
of all occurrences.

We can sort the results of a Find All search by clicking a column heading.
6. If we want to use the replacement data, click Replace.

Excel performs the replacement and locates the next occurrence.
7. If we want to replace all occurrences at the same time, click Replace AlL

Excel displays an information box indicating the number of replacements
made.

8. Click OK in the alert box and then click Close.

( Things to Remember )

1. Microsoft Excel is used to calculate mathematical and scientific calculations.

2. By applying different number formats, we can change the appearance of a
number without changing the number itself.

3. Formatting can not only improve the look of our spreadsheet, but it also can
make it easier to use.

4. If we need to add new data within an existing worksheet, we can insert new
cells, columns, or rows in the worksheet.
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® N o O

10.

Worksheets can be deleted from a workbook, including those containing data.
A formula is an equation that performs a calculation.
When a formula contains a cell address, it is called a cell reference.

A function is a predefined formula that performs calculations using specific

values in a particular order.
Each function has a specific order called syntax

Sorting data in Excel basically means that we can arrange the data according
to some specific criteria.

(_ Exercise )

1. Fill in the Blanks:

1.

An Excel Workbook consists Of ......ceeeveveeeennn. .

(a) Worksheets  (b) Rows (c) Columns (d) Formulas
The actual value of a cell is displayed in ...........c....c......... bar.

(a) Title (b) Menu (c) Formula (d) None of these
.......................... Formatting applies one or more rules to any cells we want.

(a) Formula (b) Function (c) Conditional (d) None of these
Format Command is available on .......................... Tab.

(a) Home (b) Insert (c) Data (d) Formulas

All Formulas must begin with an ......................... sign.

(a) Sigma (b) Plus (c) Equal (d) None of these
A data in our worksheet can be arranged in an order using .............cccccco...... .

(@) Formula (b) Function (c) Filter (d) Sorting

Sort & Filter command is available on ......................... Tab.

(a) Home (b) Insert (c) Data (d) Formulas

2. Short Answer Type Questions :

1.

What is Formatting ?

2. Define Number Format in Excel.
4.
5

. What is a cell reference ?

What are the standard operator used in simple formulas ?
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5. What are the parts of a Function ?
6. Define Sorting.
7. Define Filter.

3. Long Answer Type Questions :
1. What is Merge and Centre ? Write down the steps to merge a group of cells ?

2. What is Conditional Formatting ? Write down the steps to create a conditional
formatting rule.

3. Whatis a cell ? How can we insert a new cell in our current worksheet ?
4. What is a Formula ? Write down the steps to create a simple Formula in Excel.

5. What is a Function ? Write down the steps to create a basic Function in Excel.
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2

— MS Excel Part-II

Objective of this Lesson

2.1  Charts
21.1 Inserting Charts
2.2 Equations and Symbols
221 How to insert equations and symbols
2.3  Pivot Table
2.3.1 Data Tools
2.3.1.1 Text to Columns
2.3.1.2 Data Validation
23.1.3 What if analysis
24  Protection
24.1 Protect Sheet
24.2 Protect Workbook
25 View Tab
25.1 Split
2.5.2 Freeze
2.5.3 Hide and Unhide
254 Macros

Introduction

A chart is a tool in MS Excel that is used to communicate our data graphically. A
chart can allow us to know the meaning behind our data. We can use these charts to
make comparisons much easier.

2.1 Charts

An Excel workbook can contain a large amount of data. So it is difficult for us to
interpret this data. For example if we have numbers in our worksheet and we want
to know the highest and lowest numbers from these numbers. So we can do it clearly
by representing this data as a chart. Excel has various types of charts, so we can
choose one that most effectively represents our data.
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2.1.1 Types of Chart
= Pie Chart
= Column Chart
= Line Chart
= Bar Chart
= Area Chart

w Scatter Chart etc.

2.1.2 How to create a Chart?

In this part we will learn how to create a chart. It is very easy to create a chart.
Before making a chart first of all we need to define a data series. A data series is a
related set of data points. In an Excel worksheet it is usually one row of data with the
associated column headings or one column of data with the associated row headings.

All chart types can plot both single and multiple data series except Pie Chart.
Let's learn creating charts using line chart :
To create a line chart, the steps are as follows :
1. Type the data in our excel worksheet as shown in fig. 2.1 below.
2. Select the range A1:C6

3. On the Insert tab, in the Charts group, choose Line, and select Line with
Markers.

Home Insert Page Layout Formulas
jj_ | ElE _;P Shapes =
| e Eid| FIR
' - T2 smartart

PivotTable Table Picture Clip ...
- Art @t Screenshot -

Review View

=yl O

Bar Area Scatter Other

v - *  Charts~
Tables lllustrations 2-D Line
Al - Fe | Overs :
A B C | i, | ..,-“../ | ..,-‘\../ c
1| Overs |Team-A| Team-B | 1 ..
2 10th 68 54 et | ol A
L |
- 201}‘ 115 98 3-D L| Line with Markers
4 301]1 180 165 _~4 Display trend over time [dates,
5 401-]1 245 212 J;._ years) or ordered categories,
6 5{]-|-_h 3[}5 282 L Useful when there are only a few
ﬂ‘h data points,
7

Fig. 2.1. Inserting a chart type Line chart
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Result:

350

300 /
250 /'//
200

== Team-A

o / ==fll=Team-B
100

50

10th 20th 30th 40th 50th

Fig. 2.2. Chart type Line chart

2.1.3 How to change a chart type

We can easily change a chart type at any time. Following are the steps to change a
chart type :

1. Select the chart.

2. On the Insert tab, in the Charts group, choose Column, and select Clustered

Column.
“Hume Insert Page Layout Formuy| Data Review View [ Design Layout Format |
= = El@ [P shapes - i'i - ~ TR P Line = A
bl e~ €)= =, A
JJ :l D ikl <) SmartArt i — plls Column — -
PivotTable Table Picture  Clip Column j§f Line Pie Bar Area Scatter Other o Slicer Hyperlink Text
- Art (@3t Screenshot - - - - - - - Charts = | 1™ Win/Loss Box
Tables Tllustrations 2-D Column ] Sparklines Filter Links
Chart11 - £ | ' ' -
A B c hﬂm |_Eﬂ Lﬁﬂ G H 1 J K
1, Overs Team-A Team-E s ¢ qustered commn
z 10&1 68 54 Compare values across categories
3 20&1 115 98 by using vertical rectangles.
Use it when the order of categories
a 30&1 180 165 is not important or for displaying
5 40{[’1 245 212 [ item counts such as a histogram.
6 50th 305 282 |
75 Cone - =
z e — b‘_ E
|1l A !
5 Udaa) o8| JAA| B .
10 Pyramid /)
11 /./
2 aba) s8] AA]
/ ——Team-A |.
13 il 20 chart Types... = —&TeamB |
14
e s
15
16 50 +
17 0
18 10th 20th 30th 40th 50th
L A

Fig. 2.3. Changing Chart Type to Column
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Result:

350

300

250

200
_ B Team-A
| 150 B Team-B
100
i _:-
D T T T T T
10th 20th 30th A0th 50th

Fig. 2.4. Result

2.1.4 How to Switch Row/Column

If you want our team name displayed on the vertical axis than to be displayed on

the horizontal axis instead following are the steps :

1. Select the chart. We will notice that the Chart Tools contextual tab is activated

as shown in fig. 2.5

2. On the Design tab, click Switch Row/Column.

Flle Home Page Layout Farmulas Data Review View Design Layout Format

i [ a% -

: T T
= . I
Chart Type Template {Row/Column Djta

Change  Save As Switch Sl
Type Data Chart Layouts Chart Styles

Chart 11 SW|th1 Row/Column

A Swap the data over the axis. . D E .F G_ H | J .K

1 OVEI'S Data being charted on the X axis
will move to the ¥ axis and vice
2 10th s

Fig 2.5 Switching Row/Column
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Result:
Match Analysis
350
300
250 B 10th
200 W 20th
150 W 30th
W 40th
100
B 50th
50 -
ﬂ -
Team-A Team-B
Fig. 2.6. Result

2.1.5 How to add chart Title
We can easily add a chart title to our Chart in Excel. To add a chart title following

are the steps below :

1. Select the chart. We will notice that the Chart Tools contextual tab is activated

as shown in fig. 2.7

2. On the Layout tab, click Chart Title, Above Chart.

Home Insert Page Layout F::urmmL Data Review View Design ‘ Layout Format

Chart Title - == : Ii | HE ;
hd [ Wi | | | 0| ) | ol |
%Format Selection
Picture Shapes Text Chart |FAxis Legend Data Data Ayas  Gridlines Plot Chart
&4 Reset to Match Style - Box Title = fitles* = Labels = Table~ - - Area~ Wall
Current Selection Insert | =i Hone | Axes | Back
Chart 11 - i r | |[{i¥ Do not display a chart Title
.5 | B | ' — Centered Overlay Title G H 1
M | I'[Iﬁ_l iR e TR
1 Overs Team-A Team-I chart without resizing chart
2 10th 68 B4 |
------ T |l Display Title at top of chart
3 20th 115 a8 area and resize chart
a4 BUth 180‘ 165 Mare Title Options...

Fig. 2.7. Adding Chart Title

3. We will see a caption (Chart Title) above our chart. Enter our desired title. For

example, Match Analysis.
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Result:
F =
Match Analysis
350
300
250 W 10th
200 W 20th
150 ® 30th
W 40th
100
B 50th
50 -
ﬂ -
Team-A Team-B
B 2

Fig. 2.8. Chart Title

2.1.6 Elements of a Chart

Elements of a Chart are explained as below :

1.

Chart area : A chart area contains everything inside the chart window,
including all parts of the chart.

Data marker (or Data point) : A data marker is a symbol on the chart that
represents a single value in the worksheet. A data marker can be a bar in a bar
chart, a pie in a pie chart, or a line on a line chart. Data markers with the same
shape or pattern represent a single data series in the chart.

Data series : It is a group of related values such as all the values in a single
row in the chart. A chart can have just one data series.

Axis : It is a line that is used as a major reference for plotting data in a chart. In
two-dimensional charts there are two axes the x-axis (horizontal/category)
and the y-axis (vertical /value).

Tick mark : It is a small line intersecting an axis. A tick mark indicates a
category, scale, or chart data series. A tick mark can have a label attached to it.

Plot area : It is the area where our data is plotted and it includes the axes and
all markers that represent data points.

Gridlines : These are the optional lines extending from the tick marks across
the plot area. It make easier to view the data values represented by the tick
marks.
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8. Chart text : It is a label or title that we add to our chart. Attached text is a title
or label that is linked to an axis such as the Chart Title.

9. Legend : It is a key that identifies patterns, colors, or symbols associated with
the markers of a chart data series. The legend shows the data series name

corresponding to each data marker

2.2 Equations and Symbols

2.2.1 How to insert equations, symbols and special characters in excel
Sometimes we need to add some equations, symbols and special characters in our

worksheet, because these are not available on our keyboard. Excel makes it easy to

enter symbols, such as foreign currency marks, as well as special characters, like

trademark and copyright symbols, into cells. These symbols are available in the

Symbol dialog box. To add a special symbol or character to a cell entry, follow these

steps :

ETE 5~ O — P rross
Home Insert Page Layout Formulas Data Review View
= : ElE [ shapes - A - A 7 Line 7 Q
=] SmartArt Ecmumn

PivotTable Table Picture Clip .. Column  Line Pie Ear Area Seatter  Other 3 Slicer | Hyperlink Text  Header
- rt s+ Screenshot + - - - +  Charts+ ]:Wln Loss Box & Footer '#d Object

Tables Illustrations Charts a Sparklines Filter Links Teut
Al - £

= ] wordart -

T Equation
£ symbol

&% Signature Lin

Symbols

Fig. 2.9. Inserting equations, symbols and special characters

1. Click the Insert tab and then click the Symbol button in the Symbols group.
The Symbol dialog box appears. The Symbol dialog box contains two tabs:
Symbols and Special Characters.

Symbol Bl s mbol : [ERE=)
Symbols | Special Characters - Spedal Characters |
Font: |Wingdings 2 |z| Character:
= »
=l == - - EnD F
f ﬂ / f K :'( 4“ od ﬁ' B E @' | - Ngnbarseaking Hyphen
e = 2 e ional Hyphe
030|800 E|0=REAM S ¢ == B
En Space
= w|o| | Ty 1/4Em 5
el !{ ? ' ' % qr b * X & Nonb:neaE;;ESpace £
©  Copyright
VIHMKN®® O Oer& al&a|? T ? 8 Regstered
b Trademark
? C3|w|50|aR| A= |<6|<2||© | D| Q|0 @|0|® _ s
Recently used symbols: | e S::;p;‘: Opering Quote o
" ' Single Closi te
D= e|el¥|o| o™ ] 2] <] 2]+ ] x]|=|u] e -
Wingdings 2: 40 Character code: |40 from: | Symbol (decimal) |Z| |

Fig. 2.10. Showing Symbols and Special Characters
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2. Select the desired symbol on the Symbols tab; or click the Special Characters
tab and select the desired character. Notice that the most recently used

symbols appear near the bottom of the Symbols tab.
3. Click Insert to insert the symbol or character.

The Symbol dialog box stays open so we can insert a string of special

characters without having to re-open the dialog box for each one.
4. Click close when we're done adding symbols and special characters.
The inserted symbols or characters appear in the worksheet.

5. Press Enter to complete the cell entry.

2.3 Pivot Table
Home Insert Fa
a— Elﬁl
J || |2al| BE
PivotTable| Table Picture Clip
- Art
Tables Tlustr

Insert PivotTable

Summarize data using a PivotTable,

FivotTables make it easy to arrange
and summarize complicated data

Fig. 2.11. Pivot Table on File Tab

When we have a lot of data, it is difficult to analyze it all. The data in a worksheet
can be easily managed by using PivotTables. We can summarize the data. Pivot
Table allows us to manipulate it in various ways. PivotTables are very helpful tool
when we have to deal with large and complex spreadsheets. We can use it with

smaller spreadsheets also.

Let us lean the use of Pivot Tables with the help of example below.It contains
sales statistics for a Company. There is a row for each order, and it includes the order
amount, name of the Employee who made the sale, month, Area of Sale, and
account number.
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Employee Namﬂ Area of Salﬂ Account Nﬂ Order Amourﬂ Month of Sal g
Ravi Kumar Punjab 2530 2500 January
Jatin Kumar Himachal 58595 4581 January

| Dhruv Haryana 5874 5975 January
Robin Maharashtra 5863 5689 February
Kapil Sharma Rajasthan 5241 4875 January
Dhruw Haryana 4258 2525 February
Sneha Gujarat 2447 85798 January
Ravi Kumar Punjab 5874 15779 January
Ravi Kumar Punjab 5369 4584 February
Ravi Kumar Punjab 5872 2569 February
Ravi Kumar Punjab 2356 14758 March
Jatin Kumar Himachal 3632 14575 February
Jatin Kumar Himachal 5986 14584 March
Robin Maharashtra 2563 14589 February
Robin Maharashtra 2412 48757 January
Robin Maharashtra 2562 25978 January
Robin Maharashtra 2563 24557 March
Dhruv Haryana 2514 54447 January
Dhruw Haryana 5235 2548 March
Dhruw Haryana 5142 2587 February
Dhruwv Haryana 2365 25547 January

Fig. 2.12. Pivot Table

Suppose we want to know what is the amount sold by each Employee? This is a
time consuming process because each employee appears on multiple rows, and we
would need to add all of the order amounts for each employee.

A PivotTable is very helpful in doing these calculations. We can do calculations
and summarize the data in a way that's not only easy to read but also easy to
manipulate. When we're done, the PivotTable will look something like this :

Row Labels -~ !Sum of Order Amount

Dhruv 93629
latin Kumar 33740
Kapil Sharma 4875
Ravi Kumar 40190
Robin 119570
Sneha 85798
Grand Total 377802

Fig. 2.13. Pivot Table-Result

=g
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As we can see that the PivotTable is much easier to read. It only takes a few steps
to create one.
How to create a PivotTable :

1. Select the table or cells - including column headers - containing the data we
want to use.

2. From the Insert tab, click the PivotTable command.

m Home Insert Page

FIEICE

|d—

PivotTable| Table Picture Clip ...
& At mst
Tables INustratio

Insert PivotTable

Summarize data using a PivotTable,

PivotTables make it easy to arrange
and summarize complicated data
and drill down on details.

Fig. 2.14. Inserting Pivot Table

3. The Create PivotTable dialog box will appear. Make sure the settings are
correct, then click OK.

Create PivotTable @Iﬂ

Choose the data that you want to analyze

@ Select a table or range

Table/Range: | EEEN 53
(") Use an external data source

Connection name:
Choose where you want the PivotTable report to be placed
@ Mew Worksheet
(") Existing Worksheet
Location: Efs

[ Dlﬁ:‘ ] [ Cancel

Fig. 2.15. Create Pivot Table Dialog Box
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A blank PivotTable will appear on the left, and the Field List will appear on
the right.

A B c D E F G H 1 K L M ":I PivotTable Field List .

Choose fields to add to report: EE
Employee Name
- Areaof saie
L Account No

Order Amount
To build a report, choose Manth of Sale

fields from the PivotTable
Field List

Blank Pivot Field List :>

Table

A

Drag fields betiveen areas below
W Report Fiter & column Labels

£ Row Labels E values

Fig. 2.16. Pivot Table-Field List

How to add fields to the PivotTable :
1. Before using Pivot Table, first of all we'll need to decide which fields to add to

the PivotTable. Each field is a column header from the source data. In this
example, we want to know the total amount sold by each Employee, so we'll
need the Order Amount and Employee fields.

In the Field List, place a check mark next to each field we want to add.

The selected fields will be added to one of the four areas below the Field List.
In this example, the Employee field is added to the Row Labels area, and the
Order Amount is added to the Values area. If a field is not in the desired area,
we can drag it to a different one.

4. The PivotTable now shows the amount sold by each Employee.

A B c [ E F G H = PivotTable Field List - x

Choase fields to add to report: [

Row Labels - |sum of Order Amount J/|Employee Name
Dhruv 93629 Area of Sale
33740 Account No

Jatin Kumar

Kapil Sharma 2875 @ Amount Sold ]“y "':::";’s“::"
Ravi Kumar 40150

Robin 119570 Each Employee

Sneha 85798

Grand Total 377802

Drag fields bafiveen areas below:
W Report Piter Z column Labels

i Rowllabels I\ values

Employee Name ~ | Sum of Order Amount
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Just like with normal spreadsheet data, we can sort the data in a PivotTable using
the Sort & Filter command on the Home tab. We can also apply any type of
formatting we want.

2.3.1 Data Tools

In Microsoft Excel Data Tools are simply tools which make it easy to manipulate
data. Some of them are used to save our time by extracting or joining data and others
perform complex calculations on data.

2.3.1.1 How to convert Text to Columns:

Sometimes we need to separate the contents of one Excel cell into separate
columns. For this we can use the 'Convert Text to Columns Wizard'. For example,
when we want to separate a list of full names into last and first names.

Steps are as follows :
1. Type the data in our worksheet as shown in the fig. 2.18 below :

2. Select the range with full names.

A I c D

Ravi Kumar
Ranjan Sharma
Kapil Kumar
Amit Bhalla
Ravi Singh
Kulwant Kumar

Fig. 2.18. Convert Text to Column

3. On the Data tab, click Text to Columns.

Data Review View Developer
I| Connedtions 4 i i E o W= [= [ HEsY, |
£ AlZ e | |mr
: JAEIFNIN g == A =g b= P
Z| sort Filter Y Texttokaemmre Data  Consolidate Whatf | (
5 Advanced | Columns Duplicates Validation * Analysis *
nections Sort & Filter Data Tools

Fig. 2.19. Text to Column
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The following dialog box appears.

-

Convert Text to Columns Wizard - Step 1 of 3

......... 58

The Text Wizard has determined that your data is Delimited.

If this is correct, choose MNext, or choose the data type that best describes your data.
Original data type
Choose type that best describes your data:

- Characters such as commas or tabs separate each field.

(") Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data: g

(o] (o

Fig. 2.20. Text to Column Wizard-1
4. Choose Delimited and click Next.

5. Clear all the check boxes under Delimiters except for the Comma and Space
check box.

=

-
Convert Text to Celumns Wizard - Step 2 of 3 F. M

This screen lets you set the delimiters your data contains. You can see how your text is affected in
the preview below.

Delimiters

[C1ab

[ Semicolon [¥]Treat consecutive delimiters as one!
Comma
Fc Text gualifier: |* |E|
Space

[7] other:

Data preview

avi umar <
anjan [Fharma E |
apil umar

| |

t alla
avi ingh

| cancel || <Back | [ Next> || Finish

Fig. 2.21. Text to Column Wizard-2
6. Click Finish.
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Result
| A B c D E

1
_2 |Ravi Kumar
3 |Ranjan Sharma
4 |Kapil Kumar
5 |Amit Bhalla
6 |Ravi Singh
7 |Kulwant _Kumar
8
9
10
11
12
13

Fig. 2.22. Text to Column Result

2.3.1.2 What is Data Validation ?

In MS Excel, data validation is a powerful feature that is used to set up certain
rules to dictate what can be entered into a cell. For example, we may want to limit
data entry in a particular cell to whole numbers between 0 and 10. If the user makes
an invalid entry, we can display a custom message. Let us learn how to use Data
Validation with the help of the example below :

Data Validation Example : In this example, we restrict a user to enter a whole
number between 0 and 10.

A B i
Customer Feedback Rating( 1 to 10)
1 How would you rate us for our service
2 How would you rate us for your complaint rectification
3 What would your give us regarding our Phone service
4 Behaviour

L= I B TR R ]

Fig. 2.23. Data Validation Example

How to Create Data Validation Rule : To create a data validation rule, the steps

are as follows :
1. Type the data in our excel worksheet as shown in the fig 2.24.
2. Select cell C2.

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

3. On the Data tab, click Data Validation.

Home Insert Page Layout Formulas Data Review View

GREBE B BYmr@m Y

extto  Remove | Data ”'|Consolidate What-If

From From From From Other Existing Refresh Z| Sort Filter Y it T |
Mccess Web  Text  Sources~  Connections All~ &= Edit # Advanced | Columns Duplicates Validation ~ Analysis
Get External Data Connections Sort & Filter _ﬂ Data Validation...
c2 > I 25 Cirde Invalid Data
A B e D E F '=:‘3 Clear Validation Circles

il Customer Feedback Rating( 1 to 10!
1 How would you rate us for our service 1
2 How would you rate us for your complaint rectification

3 What would your give us regarding our Phone service
4 Behaviour

v s WM

Fig. 2.24. Creating Data Validation Rule

On the Settings tab do as shown in the figure 2.25.
1. In the Allow list, click Whole number.
2. In the Data list, click between.

3. Enter the Minimum and Maximum values.
Data Validation B |3

Settings | Input Message I Error Alert |

Validation criteria

Allaw:
Whole number |E| Ignore blank

Data:

between |Z|

Mirirnum:
0

Maximum:

10

[] Apply these changes to all other cells with the same settings

o] (o

Fig. 2.25. Data Validation Settings

Input Message : Input messages appear when the user selects the cell and tell the

user what to enter.
On the Input Message tabas shown in the figure 2.26 below do the following:

1. Check 'Show input message when cell is selected'.

2. Enter a title.
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3. Enter an input message.

-
Data Validation

Settings | InputMessage | Error Alert

Show input message when cell is selected

When cell is selected, show this input message:
Title:
| Customer Feedback

Input message:
| Please Enter a value in between 1 to 10| al

o Lo

Fig. 2.26. Data Validation Input Message
Error Alert : If users ignore the input message and enter a number that is not
valid, we can show them an error alert.
On the Error Alert tab as shown in the figure 2.27 below do the following;:
1. Check 'Show error alert after invalid data is entered'.
2. Enter a title.
3. Enter an error message.
4

Click OK.

-
Data Validation %

| Settings I Input Message | Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this errar alert:
Style: Title:
EStop B ;Nnta valid Mumber

Error message:

|Please Enter a number in between .« |
|1to 10|

)

I

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

Data Validation Result : To check our Data Validation result follows the steps as

below :
1. Select cell C2.
2. Try to enter a number higher than 10.

A B C D E

1 Customer Feedback Rating{ 1 to 10}
2 1 How would you rate us for our service | |
3 2 How would you rate us for your complaint rectification e ek
4 3 What would your give us regarding our Phone service Please Enter a value in
5 4 Behaviour between 1 to 10
i}
7
Fig. 2.28. Data Validation Result

Result :

A B C D E F G
1 Customer Feedback Rating{ 1 to 10
2 1 How would you rate us for our service 12 1
3 2 How would you rate us for your complaint rectification A e R
4 3 What would your give us regarding our Phone service Please Enter a value in
5 4 Behaviour between 1 to 10
6
7
8
9
10
11 Net a Valid Number
12 =
13 ' Please Enter a number in between 1 to 10
14 )
15 f.Rery ] [ cancel | [ Hep

=N
(=]

Fig. 2.29. Data Validation Wrong Input Error

@ To remove data validation from a cell, select the cell, on the Data tab, click
Data Validation, and then click Clear All.

2.3.1.3 What is What-If Analysis

Sometimes we need to do some complex calculations like calculating an unknown
value. So we can solve it on our own and plugging in different numbers until we find
the right answer. So, this method could take a lot of time and effort.

Instead of calculating the answer by ourselves, we could use a powerful Excel

tool called what-if analysis. This feature makes it easier to experiment with our data.
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What-If Analysis in Excel allows us to try out different values (scenarios) for
formulas. In MS Excel a scenario is a set of values that saves and can substitute
automatically on our worksheet. The following example will guide us to understand
what-if analysis quickly and easily.

Assume we own a Computer Shop and have 50 computers in storage. We sell

some number of computers for the highest price of Rs. 25000 and a certain for the

lower price of 12000.
A B | c |
1 COMPUTER STORE
2
3 TOTAL COMPUTERS | % OF COMPUTERS SOLD FOR HIGHEST PRICE
4 50 60%
5
] NUMEER OF COMPUTERS UNIT PROFIT
7  HIGHEST PRICE 30 25000
8 LOWEST PRICE 20 22000
9 TOTAL PROFIT 1190000

Fig. 2.30 What-if Analysis

If we sell 60% for the highest price, cell C9 calculates a total profit of 30 * 25000 +
20 * 22000 = 1190000

How to Create Different Scenarios : Suppose you want to know your profit if
you sell 70% of your computers for the highest price? and so on...Now for your each
different percentage there is a different scenario. For doing so you can use the
Scenario Manager to create these scenarios. Let's understand how to do this :

1. On the Data tab, click What-If Analysis and select Scenario Manager from the
list as shown in fig 2.31

Data Review View Developer
rections 1 Y ]_? & = §+E 4] Data validation ~ E>i'rj “j.drj )
LA =EaE = =

== Jm Consolidate L =
il sort Filter 7 Textto Remove = — Group Ungroup Sub

Jw? Advanced | Coplumns Duplicates | What-If Analysis ~ - -

s Sort & Filter Data Scenario Manager... Cutline
Goal Seek...
D E F l Data Table... 1

Fig. 2.31 Scenario Manager

=,
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The Scenario Manager Dialog box appears as shown in fig. 2.32

2. Add a scenario by clicking on Add.
[ Scenaric Manager @ﬁ

SCenarios;

Mo Scenarios defined. Choose Add to add scenarios.

Changing cells:

Comrment:

Show Close

Fig. 2.32. Scenario Manager Dialog Box

(=]

3. Type a name (70% highest), select cell B4 and click on OK.

Edit Scenario

SCenario name:
| 70% HIGHEST

Ctrl+dick cells to select non-adjacent changing cells,

Comment:
| Created by Sachin on 09-11-2015

Protection
Prevent changes
[ Hide
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4. Enter the corresponding value 0.7 and click on OK again.

-
Scenano Values

.................................................

i B4 W

|CED e

Fig. 2.34. Scenario Values

5. Next, add 4 other scenarios (80%, 90% and 100%).

"
Scenario Manager

:

Scenarios:
70% HIGHEST %
80% HIGHEST
90% HIGHEST -
100% HIGHEST E
Edit...

Merge...

SUMMEry. ..

Changing cells: |$E$4 |

Comment: Created by Sachin on 09-11-2015
Modified by Sachin on 09-11-2015

Fig. 2.35. Scenario Manager

@ To see the result of a scenario, select the scenario and click on the Show button.
Excel will change the value of cell B4 accordingly for you to see the

corresponding result on the sheet.
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Scenario Summary : After creating your required Scenarios, to easily compare the

results of these scenarios following are the steps below :
1. Click the Summary button in the Scenario Manager.

2. Next, select cell C9 (total profit) for the result cell and click on OK.

o A
Scenario Summary M

F.eport type

@ Scenario summary

() Scenario PivotTable report

Result cells:

—&ceg)|

% [ oK l| Cancel |

Ewwww*immmmg 5 |

Fig. 2.36. Scenario Summary

Result:

Scenario Summary

0.01 Current Values: 70%HIGHEST 80%HIGHEST 90%HIGHEST 100%HIGHEST

Changing Cells:
0.01 $BS4 60% 70% 80% 90% 100%

Result Cells:
0.01 5CS9 1190000 1205000 1220000 1235000 1250000

Notes: Current Values column represents values of changing cells at
time Scenario Summary Report was created. Changing cells for each
scenario are highlighted in gray.

Fig. 2.37. Scenario Result

Result : If you sell 70% for the highest price, you obtain a total profit of Rs.
1205000, if you sell 80% for the highest price; you obtain a total profit of Rs. 122000,
etc.

What is Goal Seek ?

The goal seek function is a part of what-if analysis tool set. It allows a user to use
the desired result of a formula to find the possible input value necessary to achieve
that result. For example if you want to know how many computers you need to sell
for the highest price, to obtain a total profit of exactly 1220000 ?
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Let's find how to do this :
1. On the Data tab, click What-If Analysis, Goal Seek as shown in fig. 2.38

[Data Review View Developer

1ections hl 'ﬁ f § Clea g E |2 Data validation ~ E}_Irj \;;Ar :,r']
Zy |Z|a . i TE 3]
erties > Reapp el [l Consolidate L L =
il sort Filter 7 Textto  Remove = — Group Ungroup Suk
Ju? Advanced | Columns Duplicates [P What-If Analysis = | - -
ns Sort & Filter Data Scenario Manager... Cutline

Goal Seek...
%

D E F l Data Table... 1

Fig. 2.38. Goal Seek

The Goal Seek dialog box appears.

2. Select cell C9.
3. Click in the 'To value' box and type 1220000.
4. Click in the 'By changing cell' box and select cell B4.
5. Click OK.
A B C
1 COMPUTER STORE
2
3 TOTAL COMPUTERS| % OF COMPUTERS SOLD FOR HIGHEST PRICE
4 50 60%
5
6 NUMBER OF COMPUTERS UNIT PROFIT
7 HIGHEST PRICE 30 25000
3 20 22000
g 1130000

Fig. 2.39. Goal Seek-Dialog Box

" ]
Goal Seek M

Set cell: 4069 5.5
To value: 1220000
By changing cell: | sB&4 Rz

[ Ok l[ Cancel ]

Fig. 2.40. Goal Seek Status
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Result : You need to sell 80% of the Computers for the highest price to obtain a
total profit of exactly Rs. 1220000.

2.4 Protection

In simple words Protection means to keep our stuff safe from misuse from an
authorised person. In Excel we can protect our workbook/worksheet.

2.4.1 How to Protect Worksheet

While working in an organization, we need to keep our work safe from being
misused. Our data can be misused or tempered by anyone. So, when we share a file
with other users, we may want to protect a worksheet to help prevent it from being
changed. Let's lean how to do this :

Steps to Protect Worksheet :
1. Right click a worksheet tab

or
Go to Review Tab

L e B0k o Miciosg S Brodvel At ation FOM e
Home Insert Page Layout Faormulas Data Review View

V@ B B W e

i show All Comments @Allow Users to E

Spelling Research Thesaurus | Translate MNew Delete P

rotect Share
Comment |23 Show Ink | Changss

orkbook Workbook |4 Track Changes
Proofing Language Comments Changes

cs hd fe | =B7*C7+m8*C3 Protect Sheet

Fig. 2.41. Protect Sheet-Tab

2. Click Protect Sheet.

28
29
Insert...
30 o
31 o Delete
97 Eename
33 Move or Copy...
24 = View Code
35 &y Protect Sheet...%
36 Tab Color 3
s Hide
38
39
an Select All Sheets
M 4 F M| Sheet:r—ormecoee——oroow e
Ready | 73 |

Fig. 2.42. Protect Sheet
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3. Enter a password.
4. Check the actions we allow the users of our worksheet to perform.

5. Click OK.

P i

Protect Sheet @

Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:
Pilsdectiodedcels [}
V| select unlocked cells

Format cells

Format columns

Format rows

Insert columns

Insert rows

Insert hyperlinks

Delete coluripz
Delete raws | =

[ oK [}J [ Cancel ]

Fig. 2.43. Protect Sheet Dialog Box

OOEEEEECS

@ If we don't check any action, users can only view the Excel file.

6. Confirm the password and click OK.

L |

Confirm Password @

Reenter password to proceed.,

Caution: If you lose or forget the password, it cannot be
recovered. It is advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place., (Remember that passwords are case-sensitive.)

| DKD || Cancel |

Fig. 2.44. Confirming Password

Our worksheet is protected now. To unprotect a worksheet, right click on the
worksheet tab and click Unprotect Sheet.
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2.4.2 How to Protect Workbook?

A workbook can be protected easily as we have protected a worksheet. A
workbook can be protected such as :

= Workbook Structure

= Workbook Windows

If we protect the workbook structure, users cannot insert, delete, rename, move,
copy, hide or unhide worksheets anymore.

1. Open a workbook.
2. On the Review tab, click Protect Workbook.

mulas Data Review View Developer

J T _J ecoment Gl OB B8

&1 Protect and Share Workbook
@Allnw Users to Edit Ranges

5 Show All Comments
t |—w Protect Prntectl} Share
-3 Show Ink | Sheet Workbook Workbook 52 Track Changes ~
Comments Changes

Fig. 2.45. Protect Workbook Tab

3. Check Structure, enter a password and click OK.

[ Protect Structure and Windows @Iﬁ

Protect workbook for

Structure
[ wiindows

Faszsword {optional):

’ oK, !}J ’ Cancel

Fig. 2.46. Protect Structure Dialog Box

4. Re-enter the password and click on OK.

[ Confirm Password @

Reenter password to proceed,

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive.)

- M | cancel

Fig. 2.47. Confirm Password-Protect Workbook
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Users cannot insert, delete, rename, move, copy, hide or unhide worksheets
anymore.

29

30

21 -
32

33

34 Qi] View Code

35 i)y Protect Sheet..
36

37

38

29

[

an Select All Sheets
I" ‘ h "I ShEELJ. i = TS ?EIJ

Fig. 2.48. Workbook Protected

Windows : If we protect the workbook windows, we cannot move, change the
size and close windows anymore.

1. Open a workbook.
2. On the Review tab, click Protect Workbook.

mulas Data Review View Developer

_J \__,J ﬂ-/_J = Show/Hide Comment _-/El Li_ ._

iy Show &ll Comments
elete Previous MNexdt m=g Protect Prntectl} Share
i3 Show Ink | Sheet Workbook Workbook 52 Track Changes ~

Comments Changes

@] Protect and Share Waorkbook
@Allnw Users to Edit Ranges

Fig. 2.49. Protect Workbook Tab
3. Check Windows enter a password and click OK.
Protect Structure and Windows @

Frotect workbook for

|:| Structure
Wilindows

Fassword (optional):

— L\rl | Cancel

Fig. 2.50. Protect Windows Dialog Box

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

4. Re-enter the password and click on OK.

- a1

Confirm Password \EI

Reenter password to proceed.

Caution: If you lose ar forget the password, it cannot be
recovered. It is advisable to keep a list of passwards and
their corresponding workbook and sheet names in a safe
place. {(Remember that passwords are case-sensitive,)

| QK [}J | Cancel

Fig 2.51 Confirm Password-Protect Workbook

We cannot move, change the size and close windows anymore.

@ To unprotect the workbook, click Protect Workbook and enter the password.

The structure and window of this workbook are protected.

2.5. View Tab
Home Insert Page Layout Formulas Data Review View @ e DE
JJ [JJ J F Farmula Bar 1 e _E;L _|'_L ; E ?Hﬁde : ':—H j

Normalj Page Page Break ' Custom Full ' [7] Gridlines [V] Headings Zoom 100% Zoomto | MNew Armange Freeze : Save Switch | Macras
|Layout Preview  Views Screen Selection | Window Al Panes~ | Workspace Windows =

Warkbook Views Show Zoom Window Macras

Fig. 2.52. View Tab

2.5.1 Split
In simple words Split means to break a large object into small parts so that the job
is easy to do. In Excel we can split our worksheet that contains a large volume of data,

so that we could compare it if necessary.

How to Split Worksheet : In Excel we can split the worksheet window into
separate panes and scroll the worksheet in each pane so that we can easily compare
data from two separate worksheet locations. We can make the panes in a workbook
window disappear by double-clicking anywhere on the split bar that divides the

window.
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1. Click the split box above the vertical scroll bar as shown in fig. 2.53

E Home Insert Page Layout Formulas Data Review View & @ =X
i' Calibri = Wrap Text General " E ij“rdl __;4‘ jm j“ I:J E: '%7 \}a
g R RO Bmsconr| % 0 32| Gt e, | e | 2t
yboard Font 1 Alignment Humber Styles Cells Editing
N5 - k : f \
A B c D E F G H [ ! K L Ml:g%;
J
Roll No | Name of the Student | Class | Section|English|Punjabi| Hindi | Maths | Science | Social Studies |Computer|Phy.Edu
1 Rahul 7th A 85 87 85 87 85 87 85 87
2 Ravi 7th A 82 86 82 86 82 86 82 86
3 Rashmi 7th A 87 89 87 89 87 89 87 89 | |
4 Kavita 7th A 88 84 88 84 88 84 88 84
5 Nirmal 7th A 89 85 89 85 89 85 89 85
6 Sehaj 7th A 92 9% 92 9% 92 96 92 9%
7 Dhanvin 7th A 95 92 95 92 95 92 95 92
8 Monu 7th A 94 94 94 94 94 94 94 94

Fig. 2.53. Split box above the vertical scroll bar

2. Drag it down to split our window.

m Hame Insert Fage Layout Farmulas Data Review View Design 2] @ o @
= - S F e Cm B =y, A?' Lﬁ
- =W hd D . b
j 8- Calibri 14 A ¢ Wrap Text General Hs fﬁ __‘d A _]'\ ﬂJ ﬂ- 7
Paste B I U~ E - Q A = i § v % s '.'0'3 _)Ug Conditional Format  Cell Insert Delete Format . Sot & Find &
j = i Formatting = as Table = Styles » - - b 7 Filter~ Select~
Clipboard Font " Alignment : Number Styles Cells Editing
F3 M L | 87
A B & D E F G H 1 J K I M N

2 RollNo | Name of the Student | Class | Section | English | Punjabi| Hindi | Maths | Science | Social Studies |Computer| Phy.Edu

al 1 Rahul 7th A 85 87 85 87 85 87 85 87
3, 2 Ravi 7th A 82 86 82 86 82 86 82 86
5 3 Rashmi 7th A 87 89 87 89 87 89 87 89
6 4 Kavita 7th A 88 84 88 84 88 84 88 84
1

2 RollNo | Name of the Student | Class |Section | English | Punjabi| Hindi | Maths | Science | Social Studies |Computer|Phy.Edu
3| 1 Rahul 7th A 85 87 85 87 85 87 85 87
4, 2 Ravi 7th A 82 86 82 86 82 86 82 86
5 3 Rashmi 7th A 87 89 87 89 87 89 87 89
6 4 Kavita 7th A 88 84 88 84 88 84 88 84
7| 5 Nirmal 7th A 89 85 89 85 89 85 89 85
8| 6 Sehaj 7th A 92 96 92 96 92 96 92 96
9| 7 Dhanvin 7th A 95 92 95 92 95 92 95 92
o 8 Monu 7th A 94 94 94 94 94 94 94 94

Fig. 2.54. Window split in two panes
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3. Notice the two vertical scroll bars. For example, use the lower vertical scroll

bar to move to row 12. As we can see, the first 12 rows remain visible.

B Home Insert Page Layout Farmulas Data Review View Design @ @ o B
i) » PR - ?:1 aa] 5 o R EEn 3. A? :
ihri - b T E = - = Wi - ] H | 7 1 A

2 Calibri 14 A A = L =" Wrap Text General = __L_‘Bd __‘d 0 _r‘ d j' 7 ?a
Paste B U- H- 52. A- E EE & $ v % %5 s% Conditional Format  Cell Insert Delete Format Sort & Find &
- - o ) 7" Formatting = as Table = Styles ~ - - - T Filter~ Select~
Jlipboard Font Alignment Number Styles Cells Editing

F3 M 5| 87
A B e v s s ! ) K sy

2 | Roll No | Name of the Student | Class | Section | English | Punjabi| Hindi | Maths | Science | Social Studies |Computer | Phy.Edu

3 1 Rahul 7th A 85 87 85 87 85 87 85 87
1 2 Ravi 7th A 82 86 82 86 82 86 82 86
5 3 Rashmi 7th A 87 89 87 89 87 89 87 89
6 4 Kavita 7th A 88 84 88 84 88 84 88 84
7 5 Nirmal 7th A 89 85 89 85 89 85 89 85
8 6 Sehaj 7th A 92 96 92 96 92 96 92 96
9 7 Dhanvin 7th A 95 92 95 92 95 92 95 92
o 8 Monu 7th A 94 94 94 94 94 94 94 94
@ 9 Urvashi 7th A 91 93 91 93 91 93 91 93
2| 10 Manisha 7th A 92 Q2 92 96 92 96

2 | Roll No | Name of the Student | Class |Section | English| Punjabi| Hindi | Maths | Science | Social Studies |Computer|Phy.Edu

g1 Rahul 7th | A | 85 | 87 | 85 | 87 | 85 87 g5 | &
1 2 Ravi 7th | A | 8 | 8 | 8 | 8 | 8 86 82 | 8
5] 3 Rashmi 7th | A | 87 | 8 | 8 | 8 | 8 89 87 | 89
6| 4 Kavita 7th | A | 88 | 84 | 88 | 84 | 88 84 88 | 84
E Nirmal 7th | A | 89 | 85 | 89 | 8 | 89 85 89 | 8
Fig. 2.55. Window split adjustment
4. To remove the split, double click the horizontal split bar that divides the panes
(or drag it up).

@ In a similar way, we can use the split box to split our window into four panes.

2.5.2 Freeze

Freeze means to make a thing stable or stop the movement. In Excel Freeze means

to stop the movement of a particular row or column while scrolling a spreadsheet.

How to Freeze Panes of a Worksheet ?

Freeze option is very useful in some cases when we have a long table and want to
see all. We need to scroll it while looking all the data. We will see that the table
headings are also scrolled during scrolling. so it becomes difficult to understand the
meaning of data without having its heading name hidden. So we can use Freeze

option if we have a large table of data in Excel. We can freeze either rows or

=,

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

columns. This way we can keep rows or columns visible while scrolling through the
rest of the worksheet. In this part we will learn how to freeze top row of your

worksheet :

Freeze Top Row : To freeze the top row, execute the following steps.

1. On the View tab, click Freeze Panes, Freeze Top Row as shown in fig. 2.56

Home Insert Page Layout Formulas Data Review View Design

r"E .- oY e s )

=] = (3] = | split Ca

| [ Formula Bar - —i H) o %

[ tig— = - Vb B Hide “H

Normal| Page Page Break Full Gridlines Headings Zoom 100% Zoomto  New Arange|Fre Save Switch | Macros

Layout  Preview Screen Selection  Window Al
Workbook Views Show Zoom

F3 v fe 87

Workspace Windows ~ e

Freeze Panes Macros
Keep rows and columns visible while the rest of

the worksheet scrolls (based on current selection),

Freeze Top Row M N
Keep the top row visible while serolling through
the rest of the worksheet.

=1

H
=1
m
@]
=
m
il
(%]
P o
« (x| HH HH
~|r2 /

2 Roll No | Name of the Student | Class | Section| English | Punjabi| Hindi | Maths Freeze First Column
1 m [ oA [ s [w [ e ] & |5 mememenees ]
4| 2 Ravi 7th A 82 86 82 86 86 82 86
50 3 Rashmi 7th A 87 89 87 89 89 87 89
6 4 Kavita 7th A 88 84 83 84 88 84 88 84
7| 5 Nirmal 7th A 89 85 89 85 89 85 89 85
8 b Sehaj 7th A 92 96 92 96 92 96 92 96
;I Dhanvin 7th A 95 92 95 92 95 92 95 92
0 8 Monu 7th A 94 94 94 94 94 94 94 94
il 9 Urvashi 7th A 91 93 91 93 91 93 91 93
Fig. 2.56. Before Freeze Top Row

2. Scroll down to the rest of the worksheet.
m Home Insert Page Layout Formulas Data Review View Design 4] e o B
|Normal| Page Page Break Full Gridlines [V] Headings Zoom 100% Zoomto | Hew Amange Freeze Save Switch | Macros
| Layout  Preview Screen Selection | Window  All  Panes~ 4 Workspace Windows ~ hd

Warkbook Views Show Zoom Window Macros

A2 v k1

A B C D E F G H | J K L M N
1 Roll No| Name of the Student | Class | Section | English | Punjabi| Hindi | Maths | Science | Social Studies |Computer| Phy.Edu
17 16 Sehaj Tth A 92 9% 92 96 92 96 92 96
B 17 Dhanvin 7th A 95 92 95 92 95 92 95 92
19 18 Monu 7th A 94 94 94 94 94 94 94 94
0 19 Urvashi 7th A 91 93 91 93 91 93 91 93
1 20 Manisha Tth A 92 96 92 96 92 96 92 96

Fig. 2.57. After Freeze Top Row

Result : Excel automatically adds a black horizontal line to indicate that the top

row is frozen.
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How to Unfreeze Panes of your worksheet : To unlock all rows and columns,
execute the following steps.

1. On the View tab, click Freeze Panes, Unfreeze Panes as shown in fig. 2.58

m Home Insert Page Layout Formulas Data Review View Design & 9 c: B
== LH O E Fomunesr M 2 |53 e 5 B
:Nnrmal Page Fage Break Full Gridlines Headings Zoom 100% Zoomto Mew  Arrange | Freeze e Save Switch Macros
Layout  Preview Secreen Selection | Window  All Panes ~ Workspace Windows ~ -
Workbaook Views Show Zoom Unfreeze Panes Macros
v - =

_ B e D E F G H Freeze Top Row L M N

. 5 S B s :l Keep the top row visible while scrolling
1 Roll No | Name of the Student | Class | Section | English | Punjabi| Hindi | Maths through the rest of the worksheet, iy.Edu
2 | 1 Rahul 7th A 85 87 85 87 Freeze First Column

- J_' Keep the first column visible while scrolling

3 2 Ravi 7th A 82 86 82 86 through the rest of the worksheet.
4 3 Rashmi 7th A 87 89 87 89 87 89 87 89
5 4 Kavita 7th A 88 84 88 84 88 84 88 84
6 5 Nirmal 7th A 89 85 89 85 89 85 89 85
7 b Sehaj 7th A 92 96 92 96 92 96 92 96
8 7 Dhanvin 7th A 95 92 95 92 95 92 95 92
9 8 Monu 7th A 94 94 94 94 94 94 94 94
10 9 Urvashi 7th A 91 93 91 93 91 93 91 93
1| 10 Manisha 7th A 92 96 92 96 92 96 92 96

Fig. 2.58. Unfreeze Panes

We can freeze both row and column simultaneously using freeze panes option.
We can easily read the data of rows column white scrolling.

How to Freeze Panes of a Worksheet : To freeze panes, execute the following
steps.
1. Select row 3 as shown in fig. 2.59.

2. On the View tab, click Freeze Panes, Freeze Panes as shown in fig. 2.59

Home Insert Page Layout Formulas Data Review View Design [~ 6 = B
J‘ J J e _\' Ewal —il % ;E] | =3 spit i _;H j
Mormal| Page Page Break Full Gridlines Headings Zoom 100% Zoomto New Arrange | Freeze =l . Save Switch Macros
Layout  Preview Screen Selection | Window  All Panes Workspace Windows = -
Waorkbook Views Show Zoom ;E] Freeze Panes Macros
K d col isible while th it of
A3 = £ 2 the worksheet scrols (bssed on current selecion), |
B c D E F G H = Ereezi Freeze ShectPanes) P —rr—
1 | Roll No | Name of the Student | Class | Section | English | Punjabi| Hindi | Maths e u|
2 1 Rahul 7th A 85 87 85 87 JJ Freeze First Column
[ Ravi 7th | A | om | o] waugh the rest of e workaeet. -
3 2
4 3 Rashmi 7th A 87 89 87 89 87 89 87 89
5 4 Kavita 7th A 88 84 88 84 88 84 88 84
6 5 Nirmal 7th A 89 85 89 85 89 85 89 85
7 6 Sehaj 7th A 9% 96 92 96 92 926 92 96
8 7 Dhanvin 7th A 95 92 95 92 95 92 95 92
9 8 Monu 7th A 94 94 94 94 94 94 94 94

Fig. 2.59. Freeze Panes Tab

3. Scroll down to the rest of the worksheet.

Result : All rows above row 3 are frozen.

@ To keep columns visible while scrolling to the right of the worksheet, select a
column and click Freeze panes.
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2.5.3 How to Hide/Unhide Columns, Rows and Sheets

If we want to save our data not being misused from an un-authorised person then
Excel has an excellent feature to hide the selected rows, columns, and sheets. This
could be very handy especially when we want to protect specific content from any
sort of misuse. Open our Excel workbook in which we want to hide rows, columns or
sheets.

Hiding Rows : In desired spreadsheet select the rows (for multiple selection hold
Ctrl key and keep selecting) we want to hide and navigate to Home tab.

Home Insert Page Layout Formulas Data Review View Design a
j & Calibri 14 - A" A7 | e = Wrap Text General - Ej _{_B[,j I__;‘dl jl:l:l :lf‘ L;’_‘I - %
Paste T B 7 O- H- &- A - = = $ - oo 9 | %0 00 Condl;onal Format  Cell Insert Delete Format j_‘ Sort

- 7 - - M0 Eormatting + as Table ~ Styles - - - - T Filte

Clipboard . Font Y Alignment Number Styles Cells Edi

Al - £ 3
| A B C D E & G H 1 Al K L M
1 | Roll No | Name of the Student | Class | Section | English | Punjabi| Hindi | Maths | Science | Social Studies |Computer | Phy.Edu
2 1 Rahul 7th A 85 87 85 87 85 87 85 87
3 2 Ravi 7th A 82 86 82 86 82 86 82 86
4 3 Rashmi 7th A 87 89 87 89 87 89 87 89
5 4 Kavita 7th A 88 84 88 84 a8 84 88 84
6 2 Nirmal 7th A 89 85 89 85 89 85 89 85
7 4] Sehaj 7th A 92 96 92 96 92 96 92 96
8 i Dhanvin 7th A 25 20 95 2P 95 92 g5 g2
9 8 Monu 7th A 94 94 94 94 94 94 94 94

10 9 Urvashi 7th A 91 93 91 93 91 93 91 93

11 10 Manisha 7th A o2 96 92 96 27 96 5 96

12| 11 Rahul 7th A 85 87 85 87 85 87 85 87

13 12 Ravi 7th A 82 86 82 86 82 86 82 86

14, 13 Rashmi 7th A 87 89 87 89 87 89 87 89

15 14 Kavita 7th A 88 84 88 84 88 84 88 84

Fig. 2.60. Hide Rows

From Cells group, click Format button. Now from Hide & Unhide options, click
Hide Rows.

o
FEEn | X AutoSum - i
- | EIf Al a4 :
| @] Fill -
Insert Delete [Format B Sort & Find & Form
- - - 2 Clear ~ Filter = Select ~
Cells | Cell Size [ taine
[ Row Height...
AutoFit Row Height
=3 Column Width...
AugtoFit Column Width
Default Width...
Visibility
Hide & Unhide 3 | Hide Rows |
Organize Sheets Hide Columns
Bename Sheet Hide Sheet
Move or Copy Sheet.., Unhide Raws

»
Tab Color Unhide Calumns
Protection
(Z)y Protect Sheet...

| Lock Cell

% Format Cells...

Fig.2.61. Hide Row option
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Upon click it will automatically hide the selected rows. The rows 4 to 12 numbers
are now hidden.

Hiding Columns : For hiding the columns in specific sheet, following are the steps :

1. Select the columns we want to hide as shown in fig. 2.62 column E to Column
] have been selected.

m Haome Insert Page Layout Formulas Data Review View Design @
=¥ Calibri 14 - A A =1 Wrap Text General - E _;x .."“J.‘ ;—"I = e ’_: i =" ’:\_
Paﬂ s B I U- H- &. A- = $ - % s 5050 Corﬁ%nal Ffr;ljnijt _C:Id ;en D;E:e F;:r'mJat - SfrtL
- J o Formatting ~ as Table = Styles = - A - 27 Filte

Clipboard Font Alignment Number Styles Cells Edi

E1l - Jx | English

| A B B D E F G H I 1 K L M

1 | Roll No | Name of the Student | Class | Section | English | Punjabi | Hindi | Maths | Science | Social Studies |Computer| Phy.Edu

2 1 Rahul 7th A 85 87 85 87 85 87 85 87

3 Ravi 7th A 82 86 82 86 82 86 82 86

4 3 Rashmi 7th A 87 89 87 89 87 89 87 89

5 4 Kavita 7th A 88 84 88 84 88 84 88 84

6 5 Nirmal 7th A 89 85 89 85 89 85 89 85

7 6 Sehaj 7th A 92 96 92 96 92 96 92 96

8 7 Dhanvin 7th A 95 92 95 92 95 92 95 92

9 8 Monu 7th A 94 94 94 94 94 94 94 94

10 9 Urvashi 7th A 91 a3 91 3 91 93 91 93

1 10 Manisha 7th A 92 96 92 96 92 96 92 96

12 11 Rahul 7th A 85 87 85 87 85 87 85 87

12 12 Ravi 7th A 82 86 82 86 82 86 82 86

14| 13 Rashmi 7th A 87 89 87 89 87 89 87 89

15| 14 Kavita 7th A 88 84 88 84 88 84 88 84

Fig. 2.62. Hide Columns

2. Now click on Format button in Cells group. Now Click on = Hide & Unhide
options then click Hide Columns.

m Home Insert Page Layout Formulas Data Review View Design
‘;3 °$ Calibri 14 v AN P = Wrap Text General
paste V;. B 7 U- H- & A- $ - %
Clipboard . Font . Alignment . Muml|
E1 - Jx | English
A B c D K L M
1 | Roll No | Name of the Student | Class | Section||Computer|Phy.Edu
2 1 Rahul 7th A 85 87
3 2 Ravi 7th A 82 86
4 3 Rashmi 7th A 87 89
5 4 Kavita 7th A 88 84
6 5 Nirmal 7th A 89 85
7 6 Sehaj 7th A 92 96
8 7 Dhanvin 7th A 95 92
9 8 Monu 7th A 94 94
10 9 Urvashi 7th A 91 93
1 10 Manisha 7th A 92 96
12 11 Rahul 7th A 85 87
13 12 Ravi 7th A 82 86
14 13 Rashmi 7th A 87 89
15 14 Kavita 7th A 883 84
16 15 Nirmal 7th A 89 85

Fig. 2.63. Columns Hidden

=,
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3. We will notice that column from E to Column ] have been hidden as shown in

tig. 2.62. You will notice that the selected column are hidden in fig. 2.63.

How to Hide Worksheets : Likewise Rows/Columns We can also hide a
worksheet. Following are the steps to do so :

1. Select the sheet which we want to hide as shown in fig. 2.64.
1 COMPUTER STORE

2 |
3 TOTAL COMPUTERS | % SOLD FOR HIGHEST PRICE
a 50 60%

5
6 NUMBER OF COMPUTERS | UNIT PROFIT
7 HIGHEST PRICE 60 1500

3 LOWEST PRICE 20 1200

9 TOTAL PROFIT | 114000 |
10
11
12
13
14
15
16
17
13
19
20
21
2
23
24
25
26
27

M4 4+ M| Dath

M4 Scenario Summary . List %3
Ready |

Fig. 2.64. Worksheet Hide

2. Now Click Hide Sheet from Hide & Unhide options from Cell group in
Home Tab as show in fig. 2.65.
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[ |

E Autosum ’_:.': ) lﬁ

& Fil

Sort & Find &
- || <2 Qear~ Filter - Select~
Cells | cell Size

Insert Delete [Format

- - | -

s
] )

Visibility
Hide & Unhide 4
Organize Sheets

Eename Sheet I Hide Sheet

Mowve or Copy Sheet..,
Tab Color 3
Protection
(Z)y Protect Sheet...
(2] Lock Cell

b4

Fig. 3.65. Hide and Unhide

3. Click on Hinde Sheet Option from Hide and Unhide as shon in fig. 2.65. We
will notice that upon click the whole sheet will be hidden.

How to Unhide Rows, Columns, and Sheets : For getting back the hidden sheets,
rows and columns, click Format, and click on Unhide Rows/Unhide Column/
Unhide Sheet from Hide & Unhide options.

—Em Z AutoSum ~ % [ﬁ
E (@] Fin -
Insert Sort & Find & Form
- | - || € Clear~ Filter ~ Select =
[ Cells | cell Size | | Form |
*C RowHeight... |
1 | AutoFit Row Height E [ ¢ Q
| T3 Column Width..,
AutoFit Column Width
Default Width..,
Visibility
Hide & Unhide L3 Hide Rows
| Organize Sheets Hide Columns
Rename Sheet Hide Sheet
Move or Copy Sheet... Unhide Rows
| dabicalon d Unhide Columns
| Padtection Unhide Sheet...
(8)y Protect Sheet.., " g
|1&y| Lock Cell
®F  Format Cells...

Fig 2.66. Unhide/Rows/Columns/Sheet
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2.5.4 What is Macro

Sometimes we need to repeat same steps in Excel worksheet, like entering new
cells etc. We can save this repetition of work using Macro in Excel for future. A
macro is a series of commands that is grouped together so that we can run whenever
we need to perform the specific task. We can use macros in Excel to save time by

automating tasks that we perform frequently.

The easiest method for creating many macros is to use macro recorder. When we
record a macro Excel stores the information about each step you take as you perform
a series of commands. We then run the macro to repeat or play back the set of

commands.

The macro recorder records every action we complete. So before we start the
process of recording it is very important to plan macro- that what steps we need to

record.

How to Record a Macro in Excel : Before recording Macro in Excel, we need to
display Developer Tab. This tab helps us to access to the macro commands, but this

tab doesn't appear by default see fig. 2.67.

g Home Insert Page Layout Formulas Data Review View

j & Calibri =11 AN == ¥  SWrapText General - &E

EEp =

Paste B I U~ i~ &d-A- EES = EE HMergedCenters $ ~ % ¢+ | %) ;%  Conditional F
- e = T Formatting = as

lipboard Font : Alignment ’ Number : Sty

Fig. 2.67. Showing tab without Developer Tab
To display the Developer tab, follow these steps :

1. Click the File tab and then click Options. The Excel Options dialog box

appears.

2. Click Customize Ribbon in the left pane, and then select the Developer check

box under Main Tabs on the right side of the dialog box see fig. 2.68.

=,
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Home Insert Page Layout Formulas Data Review View
el save Excel Options
Save As J >
. G I | : )
[, chillabn ‘Bﬂ Customize the Ribbon.
ﬁ Open Farmulas
5 0 Choose commands from: (i Customize the Ribbon: (i
ose
- Praofing Popular Commands lz‘ Main Tabs lz‘
o
il AN chart Types.., ~ Main Tabs
Recent language i Borders F = [/]Home
Advanced Calculate Now Clipboard
= Center Font
New Customize Ribbon 24 Conditional Formatting 3 Alignment
I:j Connections Number
Print Quick Access Toolbar 23 copy Styles
[#f] custom Sort... Cells
Adeins % cut E Editing
Save & Send Trust Center A~ Decrease Font Size T [@]Insert
2% Delete Cells... Page Layout
Help W' Delete Sheet Columns Formulas
=+ Delete Sheet Rows Data
1] Options i1 E-mail R.e\uew
& Fill Color v e
B et = Filter << Remove [| Developer
Font T Add-Ins
A Font Color » [¥] Background Removal
Font Size I~
%f Format Cells...
# Format Painter
[Jﬁ Freeze Panes 4
A‘ Increase Font Size
2= Insert Cells...
J Insert Function...
'J{ Insert Sheet Columns
jd: Insert Sheet Rows Mew Tab ] [ Mew Group ] [ Rename... ]
M
é M::;S& Center Customizations: :
L Name Mananer A e a7

Fig. 2.68. Developer Tab Settings
3. Click OK. The Developer tab appears in the Ribbon.

Home Insert Page Layout Formulas Data Review View

j * Calibri il A A== P S Wrap Text General
Paste ¥ B 7 U~-| i~ d-A- EEE EE EHMergeacenter~ | § ~ % o
Clipboard Font ] Alignment P MNumber

.0 .00
00 .0

Fig. 2.69. Displaying the Developer tab to work with macros in Excel

How to Record a macro : Follow these steps to record a macro :
1. Choose Record Macro in the Code group of the Developer tab.
The Record Macro dialog box appears.

2. Type a name for the macro in the Macro Name text box.

The first character of the macro name must be a letter, and the name cannot

contain spaces or cell references. Macro names are not case-sensitive.

3. Assign a Shortcut Key.

If we select a shortcut key already used in Excel, the macro shortcut key

overrides the Excel shortcut key while the workbook that contains the macro

is open.
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4. From the Store Macro In drop-down list, select where we want to store the

macro:
= This Workbook : Save the macro in the current workbook file.

= New Workbook : Create macros that we can run in any new workbooks

created during the current Excel session.

= Personal Macro Workbook : Choose this option if you want the macro to
be available whenever we use Excel, regardless of which worksheet we're
using.
5. Type a description of the macro in the Description text box as shown in fig.
2.70.

' !
Record Macro |_|_]@ S

Macro name:

EnterMames

Shartout key:
Ctrl+5hift+ | N

Store macro in:

This Workbook IZI

Description:

Enters the names of all sales representatives.

K ‘ [ Cancel

Fig. 2.70. Record Macro Dialog Box

6. Click OK. The Record Macro option on the Developer tab changes to Stop
Recording.

7. Perform the actions you want to record.
Excel records our steps exactly, but we can also record the steps relative to any
current cell

8. Choose Stop recording in the Code group of the Developer tab.

The macro recorder stops recording keystrokes and the macro is complete.

=,
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( Things to Remember )

A chart is a tool in MS Excel that is used to communicate our data graphically.

PivotTables are very helpful tool when we have to deal with large and
complex spreadsheets.

Data validation is a powerful feature that is used to set up certain rules to
dictate what can be entered into a cell.

What-if analysis is a powerful tool to do some complex calculations like
calculating an unknown value.

The goal seek function is a part of what-if analysis tool set.
In Excel we can split the worksheet window into separate panes.

Excel automatically adds a black horizontal line to indicate that the top row is
frozen.

Excel has an excellent feature to hide the selected rows, columns, and sheets.

(_ Exercise )

1. Fill in the Blanks:

2.

5.

.......................... contains everything inside the chart window.
(a) Data markers (b) Axis (c) Chart area (d) None of these

.......................... feature allows us to set up certain rules.

(a) Data validation (b) Pivot Table

(c) Char (d) None of these

.......................... in Excel allows us to try out different scenarios.

(a) Data validation (b) Pivot Table

(c) Chart (d) What if analysis

We can .....ccceveivieennes the worksheet window into separate panes.

(a) Hide (b) Split (c) Arrange (d) None of these
By using ........cccccceveennee. we can keep rows or columns visible while scrolling.
(a) Hide (b) Split (c) Freeze Panes  (d) None of these

.......................... is a set of commands grouped together that we can run.
(a) Goal seek (b) Macro (c) What if analysis (d) None of these
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2. Short Answer Type Questions :

1.

NS Ok »PDN

What is a Chart in MS Excel ?

Write down types of Charts in MS Excel.
What is a Pivot Table ?

What are Data Tools ?

Define What-if analysis ?

What is Goal Seek ?

What is Macro ?

3. Long Answer Type Questions :

1.
2.
3.

What is a Chart ? Write down the steps to create a chart in MS Excel.
Write down the Elements of a Chart.

What is Convert Text to Columns ? Write down the steps to convert Text to
columns.

What is Data Validation ? How to create a Data Validation Rule?

5. What is Protection ? Write down the steps to protect a Worksheet.

What is Split Worksheet ? Write down the steps to split a worksheet.
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3

— Networking

Objective of this Lesson
31 Networking
3.2 Need of Networking
3.3 Components of Computer Networks
3.4 Advantages and Disadvantages of Network
3.5 Network Topologies
3.6 Data Communication
3.7 Types of Networks

Introduction

The dynamic world today needs fast communication channels to move date
frequently form one place to another, so data transmission over distances has become
essential. To move the data quickly from one place to another, the concept of
networking has been introduced. In networking the computers from different parts
of the world are connected to each other to share data with each other.

3.1 Networking

A network is the group of two or more computers that are linked in order to
share resources (such as printers and CDs), exchange files, or allow communications.

Mg
A . E EE O
Be B = B '|
= -=\/PN-Router T I
| l =
i - (= [m
A"E Headquarter Client with Sat-Connection

Fig. 3.1. Networking
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The computers on a network may be linked through cables, telephone lines, radio
waves, satellites, or infrared light beams. Network is capable of sharing Software and
Hardware resources between many users

Network connections between computers are typically created using cables
(wires). However, connections can be created using radio signals (wireless/Wi-Fi),
telephone lines (and modems) or even, for very long distances, via satellite links.

Note : A computer that is not connected to a network is known as a standalone
computer.

3.2 Need for Networking

The ability to exchange data and communicate efficiently is the main purpose of
networking computers. Some of common factors for Networking are :

Printer File server

a-

Network
Switch

d

E

Network user Network user Net-work user
Fig. 3.2. Need for networking
Networks are used to :
1. Facilitate communication via email, video conferencing, instant messaging, etc.

2. Enable multiple users to share a single hardware device like a printer or
scanner.

Enable file sharing across the network.

Allow for the sharing of software or operating programs on remote systems.
Make information easier to access and maintain among network users.
Allow Multi users to play game together from different locations.

Allow Multi users to access the Internet simultaneously without having to pay.

® N O W®

Store data centrally (using a file server) for ease of access and back-up.
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3.3 Components of Computer Networks

Computer networks allow users to connect over distances. They also enable file
sharing, hardware sharing and instant communication, making them a convenient
tool for the home and a necessity for offices and organizations like universities. A
computer network consists of several components, each of which is important to
making the network function properly.

Computer network components include the major parts that are needed to install
a network both at the office and home level. Before delving into the installation
process, you should be familiar with each part so that you could choose and buy the
right component that fits with your network system.

3.3.1 Computer

The purpose of a network is to join computers together. For this to work the first
step in setting up a network is to identify computers and users who may wish to
participate in the network. The computers will also need to include software that
enables them to connect to the network.

There are two types of computers which are used for networking :

3.3.1.1 Client or Node

Client/Node is the normal computer system which is connected to network for
sharing of resources.

3.3.1.2 Server

It is a powerful computer. It helps in sharing of resources or information. It
controls all other nodes.

Server
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3.3.2 Network Interface Card

A network interface card (NIC) is a computer circuit board or card that is installed in
a computer so that it can be connected to a network.. It should be fitted in each client
and server computer. Actually it develops relationship between card, server and
client. Every client linked to network interface card has its own specific number is
called node address. There are two types of network cards : wired and wireless. The
wired NIC uses cables and connectors as a medium to transfer data, whereas in the
wireless card, the connection is made using antenna that employs radio wave

technology.
Ethernet cable =
= ] Ethernet Port
3.4. Network Interface Card
3.3.3 HUB/Switch

A networking hub/Switch is a device that allows you to connect multiple
computers to a single network device. In its simplest form a hub works by
duplicating the data packets received via one port and making it available to all ports,
therefore allowing data sharing between all devices connected to hub

Server PC PC PC PC
Printer Network Switch ADSL Modem
Fig. 3.5. Hub Fig. 3.6. Switch
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3.3.4 Router

A router is hardware device designed to receive, analyze and forward incoming

data within a network or to another network.

Fig. 3.7. Router

3.4 Advantages and Disadvantages of Network
3.4.1 Advantages of Network

1.

Sharing files, data and information : You can share data program and
different resources with it. It is only possible because all the files are stored on

server (Central computers, Server allows sharing of these files)

Sharing Hardware and software : you can share hardware and software
within network easily. For example, a printer can be shared among the users
in a network so that there's no need to have individual printers for each and

every computer in the company.

Communication Media : Network provides a very fast communication media

e.g. E-mail is used as a fast media in different offices.

File Integrity : File integrity remains continuous due to network. It saves

much time. Network helps in fast saving and sharing of files.

Cost effective : We can share costly input and output devices like printer with

network . It reduces the cost of system.

Reliability : Network ensures use of many resource to us e.g. when hardware
fails, information can be recovered from other computer with the help of

network.

Flexibility : It provides more flexibility because in it there is a possibility of

connecting devices of different businessmen.

Backup : It is difficult to get back up of a file from different computers. But it

is easy to take backup from server if we are linked with network.

Security : Network provides security to us. Network user can run a few files

|

&

or applications.
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10. Speed : Sharing and transferring files within networks is very rapid,
depending on the type of network. This will save time while maintaining the
integrity of files.

3.4.2 Disadvantages of Network
1. Network Failure : All the central facilities may fail due to network failure.
2. Management : Management of whole network is tough.

3. Security : Danger of security is always present on network. Data can be
misused on network.

4. Expensive to Build : Building a network is a serious business in many
occasions, especially for

5. Large scale organizations : Cables and other hardware are very pricey to buy
and replace.

3.5 Networks Topologies

The term Network Topology defines the geographic arrangement of computer
networking devices. The term Topology refers to the way in which the various
nodes or computers of a network are linked together. It describes the actual layout of
the computer network hardware. Two or more devices connect to a link; two or
more links form a topology. Topology determines the data paths that may be used
between any pair of devices of the network.

It may be depicted physically or logically. Physical topology is the placement of
the various components of a network, including device location and cable installation,
while logical topology illustrates how data flows within a network,

The selection of a Network Topology for a network cannot be done in isolation as
it affects the choice of media and the access method used

(a) Link between two bevices (b) Link between two bevices
Fig. 3.8. Link vs Topology
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The following factors are considered while selecting a topology:

1. Cost

2. Reliability

3. Scalability

4. Bandwidth capacity

5. Ease of installation

6. Ease of troubleshooting

7. Delay involved in routing information from one node to another.
3.5.1 Topologies

While making a selection of a particular topology we consider the relative status
of different devices that are to be linked.

The nodes in a network can have following two relationships :

1. Peer to Peer : In this relationship, all the devices in the network have equal
status in sharing the link. For example, Ring & Mesh topology.

2. Client-Server (Primary-Secondary) : In this, one device controls the traffic
(called Server) and all other devices (Called Clients) transmit through primary
device. e.g. Star topology.

3.5.2 Types of Network Topology

(oo ) (o ) (= ) (o ) (o ) ()

3.9. Networks Topologies

3.5.2.1 Bus Topology

Bus Topology is the simplest of network topologies. In this type of topology, all
the nodes (computers as well as servers) are connected to the single cable (called bus),
by the help of T- connectors. This central cable is the backbone of the network and is
known as Bus (thus the name). Every workstation communicates with the other
device through this Bus.

A signal from the source is broadcasted and it travels to all workstations
connected to bus cable. Although the message is broadcasted but only the intended
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recipient, whose MAC address or IP address matches, accepts it. If the MAC /IP
address of machine doesn't match with the intended address, machine discards the

signal.

Terminator

Fig. 3.10. Bus Topology

Advantages of Bus Topology :

§F 5§ 5 5 19

Any new computer can be attached easily.

It is a cheaper topology.

If one computer fails, others are not affected.

Cable required is least compared to other network topology.
Used in small networks.

It is easy to understand & connect

Disadvantages of Bus Topology :

-

-

-

F ¥ 9

-

More wire is needed to connect more nodes.
If the main central line fails the entire network collapses.

The efficiency of network is reduced with the increase in number of
computers.

Cable has a limited length.
It is slower than the ring topology.
Terminators are required at both ends of the backbone cable

Difficult to identify the problem if the entire network shuts down

3.5.2.2 Ring Topology

In it all the computers are logically linked in the form of a ring. In it each node is

connected to two other nodes. Rings can be unidirectional, with all traffic travelling
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either

clockwise or anticlockwise around the ring. At the time of accepting data,

each node checks its address. If data is for that node only then it is received,
otherwise not.

There are two kinds of ring topologies :

1.
2.
1.

Single Ring
Dual Ring

Single ring : In single ring network, a single cable is shared by all the devices
and data travel only in one direction.

Each device waits for its turn and then transmits. When the data reaches its
destination, another device can transmit.

Dual ring : This topology uses two rings to send the data, each in different
direction. Thus allowing more packets to be sent over the network.

Node 8
T h

Node 7 ) o Node 1 =
e =2=o=

/ - - \ = o
Node 2 _|:|_ ( ) D_
-\ s
= m
Nc;;e 5\$/ N;-de 3 o I:I_ 4
Node 4 -~

Single ring topology

Fig. 3.11. Ring Topology

Advantages of Ring Topology :

-

Very orderly network where every device has access to the token and the
opportunity to transmit

Performs better than a bus topology under heavy network load

Does not require a central node to manage the connectivity between the
computers

It is easier to locate the problems with device and cable i.e. fault isolation is
simplified. If one device does not receive a signal within a specified time, it
can issue an alarm.
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Disadvantage of Ring Topology :

= Failure of one computer can affect the total network
= Difficult to troubleshoot

= Adding or removing Computers disrupts the network

= A ring network requires more cable than a bus network.

3.5.2.3 Star Topology

In this type of topology all the computers are connected to a central device called
“hub” which may be a hub, a router or a switch. . This hub/switch is the central node
and all others nodes are connected to the central node. The computers present in star
topology cannot have a direct relation with each other. They have to be linked via
hub. In it minimum distance between node and hub is 100 meter.

Computer

HUB

Computer

Computer

Printer
Computer

Fig. 3.12. Star Topology

Advantages of Star Topology :
= [t is easily to prepare and connect.
= Failure of one computer does not effect the other.

= More nodes can be connected in it. With it propagation delay does not
increase.

= Jtis easier to find faults in network.

4

Easy to troubleshoot.
= Easy to setup and modify.
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Disadvantages of Star Topology :
= Failure of hub results in failure of complete network.
= Cost of installation is high

= Performance and as well number of nodes which can be added in such

topology is depended on capacity of central device.

3.5.2.4 Mesh Topology

In mesh topology, each node is connected to every other node in the network

each computer and network device is interconnected with one another

Computer

Computer

Computer

7 \,..ﬂ'"'-

Computer

Computer

Computer

Fig. 3.13. Mesh Topology
A mesh topology can be a full mesh topology or a partially connected mesh
topology.
In a full mesh topology, every computer in the network has a connection to each of

the other computers in that network.

In a partially connected mesh topology, at least two of the computers in the network

have connections to multiple other computers in that network.
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Advantages of Mesh Topology :
= Data can be transmitted from different devices simultaneously. This topology
can withstand high traffic.

= Even if one of the components fails there is always an alternative present. So
data transfer doesn't get affected.

= In the event that one of those nodes fails, network traffic can be directed to
any of the other nodes.

= Expansion and modification in topology can be done without disrupting other
nodes.

Disadvantages of Mesh Topology :
1. Installation and configuration is difficult.

2. Cabling cost is more.

3.5.2.5 Tree Topology

A tree network is a combination of two or more star networks connected together
which involve a variety of single nodes connected to a central node. Multiple stars
involve either a series or tertiary nodes attached to two or more secondary nodes,
which are attached to the tree's primary trunk node. Experts may define a tree
topology as a combination of star and bus topologies, where multiple elements are
connected through a single lateral connection.

Central
Hub
Secondary Secondary
Hub Hub
| A | LN_Z1 L_Z1 LN_Z1 L_Z1

Fig. 3.14. Tree Topology

Advantages of Tree Topology :

1. It is an extension of Star and bus Topologies, so in networks where these
topologies can't be implemented individually for reasons related to scalability,
tree topology is the best alternative.
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2. Expansion of Network is possible and easy.

3. Here, we divide the whole network into segments (star networks), which can
be easily managed and maintained.

4. Error detection and correction is easy.

6. If one segment is damaged, other segments are not affected

Disadvantages of Tree Topology :

= Because of its basic structure, tree topology, relies heavily on the main bus
cable, if it breaks whole network is crippled.

= As more and more nodes and segments are added, the maintenance becomes
difficult.

= Scalability of the network depends on the type of cable used.

= It has higher cabling cost in setting up a tree structure.

3.5.2.6 Hybrid Topology

A hybrid topology is a type of network topology that uses two or more other
network topologies, including bus topology, mesh topology, ring topology, star
topology, and tree topology.

It is two different types of topologies which is a mixture of two or more topologies.

s = B
1 1 > 1

Hub

Star

P S ¢ L P S«
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—_

)
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Fig. 3.15. Hybrid Topology

Advantages of Hybrid Topology :
1. Reliable as Error detecting and troubleshooting is easy.
2. Effective.

3. Scalable as size can be increased easily.
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Disadvantages of Hybrid Topology :
1. Complex in design.
2. Costly.

3.6 Data Communication?

Data communication is exchange of data between two or more computers (a
sender/source and a receiver) with the help of communication medium. The device
that transmits the data is known as sender/source and the device that receives the
transmitted data is known as receiver.

Data communication must fulfil/ obey following three conditions :
Delivery : Network should deliver the data at proper place.
Accuracy : Data communication should be free from fault.

Time limit : Data should reach destination without any delay

3.6.1 Components of Data Communication
Sender : Sender prepares information (data) and sends it
Medium : It carriers the information from sender to receiver
Receivers : Receiver receives the information.

Protocol : There are rules under which data transmission takes place between
sender and receiver.

—— Message !I—>

Medium

Sender Receiver
Fig. 3.16. Data Communication

3.6.2 Methods of data transmission

Transmission
Mode

Simplex Half-Duplex Full-Duplex

Fig. 3.17. Transmission Mode
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Methods of data transmissions means direction of flow of data between sender
and receiver. Three methods of data transmission are given below :

1. Simplex : In it communication is one direction. So information can flow only
in one direction its reverse is not possible. The message source works as the
transmitter. It sends the message over the data channel to the receiver. The
receiver is the destination of the message. Example : television communication.

Direction of data

»
>

X Monior
Mainframe

Fig. 3.18. Simplex Mode

2. Half duplex : In it information can flow in both directions but not at the same
time. In other words if information is sent by one system then second can only
receive it or vice versa as shown in figure 3.19. Example : walky-talky system
used by police and force.

Direction of
data at time 1

\ 4

A

Direction of
data at time 2

Workstation Workstation
Fig. 3.19 Half-duplex Mode

3. Full duplex : In it information can move in both directions at same time. It
provides fast communication as shown diagram 3.20. Example : telephone
system :

Direction of
data all the time

A
A

Workstation Workstation
Fig. 3.20. Full-Duplex Mode

3.6.3 Communication Channel

Communicating data from one location to another requires some form of
pathway or medium. These pathways, called communication channels, use two types
of media: cable (twisted-pair wire, cable, and fiber-optic cable) and broadcast
(microwave, satellite, radio, and infrared).
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3.7 Types of Networks

There are several different types of computer networks. Computer networks can
be characterized by their size as well as their purpose.

The size of a network can be expressed by the geographic area they occupy and
the number of computers that are part of the network. Networks can cover anything
from a handful of devices within a single room to millions of devices spread across
the entire globe.

Network may be small or large based on it size, complexity and Distribution area.
On the basis of its area of distribution, network is divided into three parts :

1. PAN(Personal Area Network)

2. LAN (Local Area Network)

3. MAN (Metropolitan Area Network)
4. WAN (Wide Area network)

3.7.1 Personal Area Network

A personal area network, or PAN, is a computer network organized around an
individual person within a single building. This could be inside a small office or
residence. Personal area networks can be constructed with cables or be wireless. It
refers to the interconnection of information technology devices or gadgets (include
laptop computers, PDAs, cellphones, printers) within the environment of an
individual user (typically within 10 meters).

Fig. 3.21. PAN

3.7.2 Local Area Network (LAN)

A LAN is a network that is used for communicating among computer devices,
usually within an office building or home. LAN's enable the sharing of resources
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such as files or hardware devices that may be needed by multiple users. it Is limited
in size, typically spanning a few hundred meters, and no more than a mile. it is fast,
with speeds from 10 Mbps to 10 Gbps. it Requires little wiring, typically a single
cable connecting to each device. It has lower cost compared to MAN's or WAN's.
LAN's can be either wired or wireless. Twisted pair, coax or fiber optic cable can be
used in wired LAN's. It is suitable to bus, ring or star topology. In it generally coaxial
Cable, twisted pair and optical fiber etc. transmission media is used.

Fig. 3.22. LAN

3.7.3 Metropolitan Area Network (MAN) :

It is distributed to a city , college campus or large area just like Cable TV network
it is also single. In it many LANs are connected. A MAN is optimized for a larger
geographical area than a LAN, ranging from several blocks of buildings to entire
cities. . A MAN might be owned and operated by a single organization, but it usually
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will be used by many individuals and organizations. A MAN often acts as a high
speed network to allow sharing of regional resources. A MAN typically covers an
area of between 5 and 50 km diameter. Examples of MAN: Telephone company
network that provides a high speed DSL to customers and cable TV network

3.7.4. Wide Area Network (WAN)

WAN covers a large geographic area such as country, continent or even whole of
the world. WAN can contain multiple smaller networks, such as LANs or MANSs. In
this network telephone lines, satellite, microwave etc. media are used. These
transmission media are linked with Router. Router is a device which determines the
route of information from sender to receiver. The world's most popular WAN is the

Internet.
LAN - . Network
!i] <. servers
Gateway sw,, . . o
Router : :
=) E i| r
: v
i i Network
WAN LAN Users
Switch

Fig. 3.24. WAN

( Things to Remember )

1. A network is the group of two or more computers.

2. Client/nodes is the normal computer system which is connected to network
for sharing of resources.

3. Hub is a device that allows you to connect multiple computers to a single
network device.

4. The term network topology defines the geographic arrangement of computer
networking devices.

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

5. Mainly topology is of six types.
6. Sender, Medium, Receiver and protocol are parts of data communication.

7. Computer Networking has four parts PAN, LAN, MAN, WAN..

(' Exercise )

1. Fill in the Blanks:

1o e is s the group of two or more computers.
(a) Network (b) Internet (c) Wireless (d) Topology
20 is the normal computer system which is connected to network

for sharing of resources.

(a) Server (b) Client/Node (c) LAN (d) WAN

B e is a device that allow you to connect multiple computers to a
single network device
(a) HUB (b) BUS (c) Ring (d) Star

4. In o network, a single cable is shared by all the devices and data
travel only in one direction

(a) Single Ring  (b) Dual ring (c) MAN (d) LAN
5. prepares information and sends it
(a) Protocol (b) Receiver (c) Sender (d) Hub

2. True/False:

1. LAN covers a large geographic area.

2. In full duplex, information can move in both directions

3. Protocol are rules under which data transmission takes palace
4. Network does not provide security to us.
5

. The efficiency of network is increased with increase of computers.

3. Short Answer Type Questions :
1. Name any four Network Topology.
2. Define the computers that are used for networking.

3. Write a short note on Router.
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4.
5.

Write a note on Hub.

What are the two types of ring topologies ?

4. Long Answer Type Questions :

1.

What is Network ? Explain its advantages and disadvantages.

. Write information about the parts of computer network.

2
3.
4

Write about the types of networks.

. What are the methods of data transmission ?
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— Introduction to DBMS

Objective of this Lesson
41 Terminology used in Database
42 Dataand Information
43 WhatisDatabase?
43.1 Some Necessary instruction for designing a good database
44  Usesof Database Application
4.5 File Processing System
45.1 Drawback of file processing system
4.6 Dbms,advantages and disadvantages
47 DBA
48 DataRedundancy and Entity
4.8.1 Entitiesand their Attributesin DBMS
4.8.2 Typesof Entities
4.8.3 Entity-Relationship Diagram
49 KeysinDatabase
410 Normalisation
411 Relationships
412 ORACLE,SQL,DB2
4121 SQL
4122 DB2
413 DataModel

Introduction
Before starting any new work there are so many questions in our mind like what,

why, and how ?

We are going to learn about DBMS in this chapter. Do you know about the
history of DBMS. Can you understand In real that what is DBMS ? Where it has been
used ?

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

Let's discuss about the history of the DBMS. First of all the full form of the DBMS

is Database Management System .

First research for DBMS use was held in 1960 which was in the form of small
software A U.S. based company N.A.A. (North America Aviation) was created it
with the Name of GUAM (Generalize Update Access Method). GUAM was based on
small components, different components build it together so it was called a

hierarchical structure at that time.

From 1960 to 1970 on the basis hierarchical structure several researches was done
and in 1967 Conference on Data System Languages (CODASYL) created Task force
with the collaboration of the U.S. government and the big business personalities
which was called Database Task Force Group(DBTG).IN 1971 Network Database was
developed and later ones from time to time inventions come into existence after the

DBMS innovation was done and now we are easily using DBMS in our todays life

4.1 Terminology used in Databases

In databases many technical terms are used. Some of the important terms are as
follows :

= Attribute or Data item : In general, an attribute is a characteristic. In a
database management system (DBMS), an attribute refers to a database
component, such a table. It also may refer to a database field. Attributes
describe the instances in the row of a database.

Attribute
Name Roll no. Marks
Raju 1 35
Harry 2 80
Rani 3 88
Records
Fig 4.1

= Record : In databases, a record is a group of related data held within the same
structure. Specifically, a record is a group of fields within a table that reference
one particular object. The term record is frequently used synonymously with
row. A record is also known as a tuple.

03
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For example : a Student record may include items, such as first name, roll no,
address, email address, date of birth and gender.

= File : A file is a container in a computer system for storing information. Files
in computers fields are very similar in features to that of paper documents
used in library and office files. There are many kind of files such as text files,
data files, directory files, binary and graphic files, and these different types of
tiles store different types of information. Here we are giving our view on a
database file. It is a combination of records which are interrelate with each
other. For example Student File of 9" class. In this file we can store students
recast as serial number, student name, father's name, date of birth etc.

4.2 Data and Information

Data and information are the words which we used in our routine life. Both the
words are used to increase our knowledge. Both words looks same but lot of
difference in these words in real manner.

Data are small raw materials such as character, numbers, pictures etc.|after
processing on these raw materials we get a meaningful information |useful
Information provides the answer to some of our questions of us like why, How, where ?

DATA

iINFORMATION

Fig. 4.2. Data & Information

Suppose we collect any of our school data like your name, roll no, class, number
address, phone number etc. This is only data but when we do processing on this
according to our need it will become information. Let's get understand it with an
example which is as follows :

Name : Maninder Singh, Rajni, Father Name : Narinder kumar,
Manpreet Kaur Harjinder Singh, Hari Chand

Roll No.:1,2,3 Class 9

Phone Numbers Address : Mohali, Mohali , Mohali
9898989898, 9797979797, 9030909080

Fig. 4.3. Collected Data

=g
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Name Name Father | Roll no.| Class Phone Address
Numbers
Maninder Singh | Harjinder Singh 2 9 9787878787 Mohali
Rajni Hari Chand 3 9 911111111 Mohali
Manpreet Kaur | Narinder Kumar 4 9 090909090 Mohali

Fig. 4.4. Information Based on Data

4.3 What is Database

Database is a place where not only your data get store as well as relationship
between data and information also been stored. The primary basis of the database is
Information associates with the problem is used by many users or even by a single
user. Users don't need to worry about the various type of data how it could be store
on their computer.

Database is prepared from Information related to each other. It is expressed in
tabular form. Database is a proper arrangement of information. There is no use of
unarranged information. Database is a collection of a large amount of data.
Dictionary is the best example of data in which all words are arranged in an
alphabetical sequence which makes it easier for any word to search.

Computer database is collection of well-arranged records that is stored in the
computer. User can obtain the required information from the database. The decision
can be taken on the basis of this information. Software called database management
system is used to prepare database.

4.3.1 Some Necessary instructions for designing a good database

These days all the commercial areas nearly depends upon the database. Means all
the business activities done by the computer which are very accurate and up to date.
So it becomes necessary when designing a database that takes care of certain

things that are as follows :

1. The data which is going to store in database must be accurate ,well arranged
and complete so it could be easily fetch when required by someone.

2. While creating database system we have to keep in mind that whether
database application is going to use on any website or any other local area
network or on both the result must be able to get very fast and accurate.
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3. The database design is the main aspect of the database we can't ignore it if the
database design is not planned well a good program cannot get rid of facing
problems to run on it.

4. Database should be design while thinking about the future problem.

4.4 Uses OF Database System Application

Database application systems have been used at so many places around us some
of the main are as follows :

1. In banking sector to look after of the account of the customer.

For airline reservation and making schedule of the information.

In universities to fetch information of the students and about the courses.
To create the monthly statement of an organization .

For telecommunication

In finance to store the information of sales and purchase.

In sales to store the information of customers purchased products.

® N o g b= » N

In Manufacturing management to store the information of warehouses orders
and supply of the product.

9. In human resource to store the employee's salary bills, payrolls, taxes etc.

4.5. File Processing System

In old approach, before to computer, all information's were stored on papers.
When we need information, we used to search through the papers. If we remember
that particular date or category of information that we are searching for, we go to
that particular session in the papers. If the data is limited, then all these tasks are
very easy to do. Imagine if we have to use this kind of paper work for library
information or information about a students in School, or baking system! How do we
search for single required record on papers? It is a never ending task. But, Computers
solved our problems.

When computers came, all these jobs become very easy to do so. But initial days,
these records were stored in the form of files. That's why this system is Called FILE
PROCCESING SYSTEM. This is the way we stored data or record in files is similar
to papers, in the form of flat files to be simpler, in notepad. The information's stores
all in the notepads with each fields of information separated by space, tab comma,
semicolon or any other symbol.

=,
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All files were grouped according to their categories; files uses only related

information's and each file is named properly. For example a Student information.

Student files for each class were bundled inside different folders to identify it quickly.

Now, if we want to see a specific Student detail from a file, what do we do ? We must

have to know which file will have the data, we open that file and search for his

details. Fine, here we see the files; we can open it and search for it. But imagine if we

want to display student details what we will do. It is really a difficult work to do..

Now how will we open a file, read or update it ? These kind of problems were arise

in file processing system. Now we are going to discuss the drawbacks of file

processing system as follows :

4.5.1 Drawback of file processing system

1.

Data Mapping and Access : Although all the related information's are
grouped and stored in different files, there is no mapping between any two
files.

Data Redundancy : There were no methods to validate the insertion of
duplicate data in file system. Any user can enter any data. File system does
not validate for the kind of data being entered. Duplicate data in the system is
not appreciated as it is a waste of space, and always lead to confusion and
mishandling of data. SO the purpose of storing the data is lost.

Data Dependence : In the files, data are stored in specific format, say tab,
comma or semicolon. If the format of any of the file is changed, then the
program for processing this file needs to be changed. But so many program
also using this file so whole data get upset. That is smallest change in the file
affect all the programs and need changes in all them.

Data inconsistency : This mismatch in different copies of same data is called
data inconsistency. This has occurred here, because there is no proper listing
of files which has same copies of data.

Security : Each file can be password protected. But what if we have to give
access to only few records in the file? For example, user has to be given access
to view only their result information in the file. This is very difficult in the file
system.

Integrity : If we need to check for insertion criteria while entering the data
into file it is not possible directly. We can do it by writing programs. There is
no direct checking facility in the file system. Hence these kinds of integrity
checks are not easy in file system.

(10g)

-

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

7. Concurrent Access : Accessing the same data from the same file is called
concurrent access. In the file processing system, concurrent access leads to
incorrect data.

4.6 DBMS

The full name of DBMS is data management system. To overcome all drawbacks
of file processing system, a new system called database management system was
developed. A database management system (DBMS) is system software for creating
and managing databases. The DBMS provides users and programmers a systematic
way to create, retrieve, update and manage data. A DBMS makes it possible for end
users to create, read, update and delete data in a database. The DBMS essentially
serves as an interface between the database and end users or application programs
ensuring that data is consistently organized and remains easily accessible. The main
function of a DBMS is to provide efficient and reliable methods of data retrieval to
many users.

User 1

Database User 2

User 3

Fig. 4.5. DBMS relation with database & users

4.6.1 Advantages and disadvantages of DBMS
Advantages of DBMS :

= Redundancy is being controlled in DBMS. By having centralized database
most of the redundancy can be avoided.

= When the same data is duplicated and changes are made at one site, which is
not propagated to the other site, it gives rise to inconsistency these kind of
situations will controls in DBMS.

= Data is shared by multiple applications or by multiple users in DBMS.

= We don't have to worry about the loss of data because DBMS Providing
Backup and Recovery.

= In DBMS there is Restricting unauthorized access to the database.

=,
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DBMS Solves Enterprise Requirement than Individual Requirement but it can
also solve some individual requirement

DBMS is a central system, so standard can be enforced easily may be at
Company level, Department level, National level or International level.
In DBMS ,Data Model can be developed

DBMS systems provide mechanisms to provide concurrent access of data to
multiple users.

Disadvantages of DBMS :

-

-

It is Complex you must have to get training to use the database

However, the DBMS is written to be more general, to cater for many
applications rather than just one. The effect is that some applications may not
run as fast as they used to.

Higher impact of a failure so there is every possibility of damaging the data

The cost of DBMS varies significantly, depending on the environment and
functionality provided. There is also the recurrent annual maintenance cost.

An extra hardware is needed.

Conversion cost is very high of the DBMS. its not easy to move it here and
there.

The complexity and breadth of functionality makes the DBMS an extremely
large piece of software, occupying many megabytes of disk space and
requiring substantial amounts of memory to run efficiently.

4.7 DBA
DBA stands for database administrator. DBA should be a person or bunch of

persons. Database administrator (DBA) directs or performs all activities related to

maintaining a successful database environment. Responsibilities include designing,

implementing, and maintaining the database system; establishing policies and

procedures pertaining to the management, security, maintenance, and use of the

database management system. In the end we can say that all the functions of
database are controlled by DBA.

Different types of DBA's according to their responsibilities are as follows :

1.

2
3.
4

Administrative DBA

. Development DBA

Architect DBA

. Data Warehouse DBA

=,
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Main Responsibilities of DBA are the following :
1. DBA has to take care of the Database design and implementation.
2. DBA will Implement and maintain database security .

3. DBA is responsible for the Database and application tuning and performance
monitoring too.

4. DBA is responsible to Setup and maintain documentation and standards.
5. DBA will look upon the plan growth and changes.

6. DBA have to establish and maintain sound backup and recovery policies and
procedures.

7. DBA decides about which kind of hardware will be in use.
8. DBA have right to change data according to the needs of user.
9. DBA fix data validation for the users.

4.8 Redundancy

A very large amount of duplicate data stores frequently in database in duplicate
form again and again and when same duplicate data stores again and again in
database it produce lot of problem so it is very tough experience to manage the data.
To frequently store an identical data again and again in database is called data
redundancy.

4.8.1 Entities and their Attributes in DBMS

Entities and its attributes in DBMS are as follows :

Entity is the item whose information is stored in a database as data. Every entity
has its own data items which give information about the desired entity. These items
are called its attribute.

For example, The school's database to a student table as Entity. That student's
name, father's name, class, address etc. in this table is described as student data.
That's why each data is student's Attribute of Entity

Roll | Class Name Father's Mother's Mobile no. Address
no. name name
1 Ninth | Arsheen Bhagwat Harbhajan | 8877------ Amritsar
Kaur Singh kaur
2. | Ninth | Raman Raj kumar | Neelam 09000------ Amritsar
kumar rani
Fig. 4.6
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4.8.2 Types of Entities
In DBMS types of Entities. are as follows :

1. Weak entity : Weak entity is that type of Entity that cannot be identified
separately by its attribute. Thus, We can say that this Entity is not caused
primary key.

2. Strong entity : The entity in which Primary key is used that entity is called

strong entity by this data comes distinctiveness.

4.8.3 Entity-Relationship Diagram

Entity-Relationship Diagram is a way which will help us to we identifying with
attributes of an entity we can show it logically. There are several ways to make ER
Diagram two them are as follows of which are used mostly.

1. Dr. Peter Chen

2. James Martin and Clive Finekelstein

Name @ Class

Student

Fig. 4.7

4.9 Keys in DBMS

Keys are very important part of database management system. They are used to
establish and identify relation between tables. They also ensure that each record
within a table can be uniquely identified by combination of one or more fields within
a table.

1. Super Key : Super key is defined as a set of attributes within a table that
uniquely identifies each record within a table. Super Key is a superset of
Candidate key.

2. Candidate Key : Candidate keys are defined as the set of fields from which
primary key can be selected. It is an attribute or set of attribute that can act as
a primary key for a table to uniquely identify each record in that table.

3. Primary Key : Primary key is a candidate key that is most appropriate to
become main key of the table. It is a key that uniquely identify each record in

a table.
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4. Composite Key : Composite Key is the key which consists of two or more
attributes that uniquely identify an entity occurrence is called Composite key.
But any attribute that makes up the Composite key is not a simple key in its
own.

5. Foreign key : Foreign key is the key in rational database that provide link
between two tables because it references the primary key of the another table
and it established a link between them. Foreign keys are more difficult to
implement than primary key. SO we can say primary key of a first table is
called foreign key of other table.

Primary Key
Student ID Name marks Roll no.
1 Sukhwinder 50 Z
2 Monika 60 3
&) Raju 90 7
4 Harry 5 g
Fig. 4.8. Student Table
Foreign Key
Roll no age Address
2 19 Roopnagar
5 2 Ludhiana
7 22 Mohali
9 20 Khanna

Fig. 4.9. Main Table
In student table roll number is primary key. In main table it is foreign key.

4.10 Normalization

Without Normalization, it becomes difficult to handle and update the database,
without facing data loss if data is not normalized, Insertion, Updating and Deletion
Differences are very frequent.

Normalization is a scientific way in which difficult table is make quite simple in terms of
understandable by user. To reduce Redundancy from tables and to reduce database
Inconsistency or to remove and to make database strong. we should adopt some
rules written as follows but it should also keep in mind that at time of normalization
not any damage been done to information :

1. There should be an identifier in each table.

2. In each table single type of entity should be stored

3. Null value should store at minimum

4. Same Values that should take place use less frequently in database.

\"113)
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Normalization Concept:- To implement Normalization concept various normal
forms are used. Tables are always is in normal form. commonly used Normal forms
are written as follows :

1. First Normal Form (1NF)

2. Second Normal Form (2NF)
3. Third Normal Form (3NF)
4. Fourth Normal Form (4NF)
5. Boyce Coded Normal Form

Fifth Normal from

Forth Normal form

Third Normal form

Second Normal form

First Normal form

Fig. 4.10. Picture of Normal forms

4.11 Relationships

Relationship allow relational database to split and store data in different tables.it
is a situation between two relational databases tables when one table has a foreign

key which was referred from the other tables primary key

Types of relationship are as under

One-to-One : One to one is implemented using single table by establishing
relationship between same type of column in table. Here one entity is associated with
many other entities.

One-to-many : One to many is implemented while using two tables with primary
and foreign key relationship . Here one entity is associated with many other entities .

Many-to-Many : Many to Many implemented using a junction table. The keys
from both the tables from composite primary key of the junction table. Many entities
are related with many other entities.
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4.12 What is Oracle?

Oracle is world's largest software company. it was founded in 1977 with the name
of Relational Software Corporation, and This Company developed first Relational
Database Management Software (RDBMS) Oracle in the world. The main reason to
make it is that database is to be compatible with the newly founded SQL language
and the second reason was to build database software in C language so the database
soft wares can run with ease.

4.12.1 SQL (Structure Query Language)

Structure query language is a high level language which is used to store, control
and amend the database. It is based on the concept that how much data is needed by
a programmer .SQL is based on relational database management system.

Fig 4.11

SQL Advantages :

1. SQL is not only a high level language even we have to use it for maintain the
data, update data and controlling the data.

2. SQL provides the facility to a user to do work simultaneously in different
databases

3. Program build in SQL is portable means it is very easy to a user to move it
anywhere

4. SQL is an easy and simple language to learn and it use to make tough
programs.

4.12.2 DB2

DB?2 is a database product which was design by IBM. It is a relational database
management System. DB2 is developed to store, to find to look and to get accurate
data from database. We will use DB2 for structural and non-structural data.

In starting DB2 was design by IBM for its own use in 1990. But later on it was
decided to make universal database DB2 Server that should be run on any operating
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system like unix, linus and windows. SO a universal database system came into

existence which is named under DB2.

4.13 Data Models

Data model means it is a way to give us information about the structure of

database. Means it is used to describe data, relationship to data, consistency of data

etc. It has been divided into mainly three parts that are as follows :

1. Object Oriented logically model : It is used to describe data line by line. It is

of five type:

1.

Binary model

2. Functional Model

3. Entity relationship model
4.
5

Object oriented model

. Symantic data model

2. Record Base Logical Model : It is also used to describe data line by line but a

format is used in it permanently. Each record has its own attributes and fields

that are used under fixed access. It is of three types :

1.
2.
3.

Network model
Relational Model
Heirachical Model

3. Physical Data Model : It has been used to describe data at lowest level of the

database. Some parts of it as follows

1.
2.
3.

Entity : Tells about different kind of entities of the database.
Attributes : It tells about the entity of users Name, Address etc.

Entity set : It is the mixture of entity and attributes. Different kind of entity

and attributes are store here.

Relationship : It describes about the relationship of the entity which we are
using.

Relationship set : Many kind of relationships are used in database but
when same kind of relationship bring together at a place it is called
relationship set.
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A N e

10.

(' Things to Remember )

DBMS is a relational database management System.

Data are small raw materials such as character, numbers, pictures etc.
Database is a place where your data get store
DBA is the person or group of person who control the database system

To frequently store an identical data again and again in database is called

data redundancy.

In ancient times to store Different set of records in different-2 files is called file

processing system.
Entity is the item whose information is stored in a database as data is called
entity.

Many Kinds of keys are use in relational database.
Normalization makes tables effective and structured.

SQL is a high level language which is used to store, control and amend the

database.

(_Exercise )

1. Fill in the Blanks:

2.

3.

4.

.......................... is the full name of DBMS.

(a) Database manager system (b) Databsae managing system
(c) Database management System (d) Database Messenger Software
To control the Database ......................... is responsible.

(a) Data master (b) Database administrator

(c) User (d) Comman man

After processing data is Convert into ............c.cccc....... .

(a) Database (b) Information (c) Entity (d) Software

Information associate with each other is make .......ccceevueveeeee.... )

(a) Database (b) DBMS
(c) DBA (d) File Processing System
=,
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5. To store same data again and again in a database is called .......................... .

(a) Integrity (b) Redundancy (c) Object (d) Foreign key
0. oo, is a unique key
(a) Primary key (b) Foreign key (c) Electronic key (d) Databse key
2. Full Forms:
1. DBA
2. DBMS
3. SQL

3. Short Answer Type Questions :
1. What is database?
What are the different types of relationships?
Write the names of different DBA's?
What is SQL?
Name the different types of keys?

ARl

4. Long Answer Type Questions :
1. Describe Normalization. How many types of Normalization ?

2. What is file processing system ? What are the disadvantages of the file
processing system ?

3. What do you mean by DBMS ? Describe its advantages and disadvantages of
DBMS.

4. What is entity ? Write the types of entities in DBMS.
5. What do you mean by data models ? Write the parts of it.
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5’

— Introduction to MS-Access

Objective of this Lesson
51 Introduction to MS-ACCESS
5.2. Introduction To Relational Database
5.3. Guidelines to designing a Database
5.4. Some Technical Words of Access
5.5. Components of MS Access
5.6. What Are Objects
5.7. Data types
5.8. Advantages of MS Access
5.9. Starting Access
5.10. Working with Tables
5.11. Creating And .Moditying Tables
5.12. Creating And Modifying Forms
5.13. Sorting Of Data
5.14. Filtering of Data
5.15. Creating Reports

5.1 Introduction to MS-ACCESS

Access 2010 is a Relational Database Management System (RDBMS). It is used for
database creation and management. A relation is setup between different types of
data which Provides a powerful environment to the user for building database. It can
be used to track, Share and report Information. MS-Access Allow user to perform
basic tasks such as opening and closing database, Creating tables, Forms , queries
and Reports. If we Want to understand Access, Firstly we must have to understand
databases.

In this lesson, we will familiarize with the Access environment. we will learn

about databases and how they are used with Access.
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MS Access is the world's most popular desktop database. It is part of the MS
Office software suite. It is used in millions of corporate firms across the globe and in

homes also.

MS Access is used to store and retrieve large amounts of data. It can be used for
something simple such as keeping a record of your books collection or for something

larger such as invoicing/stock management.

Some people confuse between a spread sheet such as Excel with MS Access. A
spread sheet is used to manipulate financial information. MS Access can also do this,

but primarily it is a data storage system.

Out of all the programs in the MS Office suite it is MS Access which has proven to
be the stumbling block for many. But we can work on Access easily after a good

training of MS Access.

5.2 Introduction to Relational Database

Relational database was proposed by Edgar Codd (of IBM Research) around
1969. It has since become the dominant database model for commercial applications
(in comparison with other database models such as hierarchical, network and object

models).

A relational database organizes data in tables (or relations). A table is made up of
rows and columns. A row is also called a record (or tuple). A column is also called a
field (or attribute). A database table is similar to a spreadsheet. However, the
relationships that can be created among the tables enable a relational database to

efficiently store huge amount of data, and effectively retrieve selected data.

MS-ACCESS is a relational database management system. Relational databases
allow you to organize your data into tables; each table focuses on a specific topic; the

various tables can then be linked to each other for inquiry and reporting purposes.

5.3 Guidelines to design a Database

Before designing a database you must have to follow some guidelines. These
guidelines will help you to create a great database.

1. Identify all the fields needed by you to produce the required information

2. Organize each piece of data into its smallest useful part to make the design
perfect.

)

~

&

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

3. Make group related fields into tables
4. Determine each table's primary key which will uniquely identified.

5. You will have to Include a common field in related tables.

5.4 Some Technical Words of Access

Many technical terms are used in Access. Access arranges and divided database

as under :

1. Database file : The database file is the main file of database which consists the
whole data of the document. First of all you will ask to make a database file in
the starting of the access document. The database file would be store either on

a hard disk or any other mean of storage devices.

2. Table : A table is the basic element of a Database and contains the data
entered by users. Each row (or record) contains information about a particular
item. The record is made up of several fields; each field contains one piece of
information relating to the item (e.g., Student's name, roll no., address, phone,

etc.). A database has stored many tables.

3. Fields : A field is an individual set of data items that are of the same type. If
we were to take an example of a class record to demonstrate this, the Class as
a whole would be your database. It has three fields. The roll no. is one field,
the name is another and the marks are the third one. Each as a unit would be
a record, as a record it is a set of fields with data relating to one thing. You
would have a field for each piece of data that you want to store as part of the

record. A table contains Many fields.
Example :
1. Student Name
2. Student Address
4. Data Types : Databases consist of tables, tables consist of fields and fields are
of a certain data type. A field's data type determines what kind of data it can

hold. Every database has data types for text, integers (integers are whole

numbers, i.e. numbers without a fraction) and decimal numbers and so does

121
.
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Access. But Access also has some data types that are specific to Access, like the
Hyperlink, Attachment and Calculated data type. We will use different kind
of data types for the desired field.

Example :
1. The data type of Student Name is Text.

2. The data type of Student Roll no is number.

5.5 Components of MSAccess

While creating database file, a file format box is opened. To the left hand corner of
this box the following file format are seen :

1. Table : Tables are the data storage facilities in MS Access. As much as possible
of a table design should be done in advance on paper. Here, however, you will
be creating the table on the screen so that you can see the stages as they are
implemented. Each table contains rows called records and columns called
fields. A record is a collection of facts about a particular person or an
organization. Each record in a table should be unique.. A field is a single kind
of fact that may apply to a person or to an organization

2. Queries : A query that copies or changes data. Queries include append, delete,
make-table, and update queries. They are identified by an exclamation point
(!) next to their names in the Database window Crosstab query: A query is that
calculates a sum, average, count, or other type of total on records, and then
groups the result by two types of information : one down the left side of the
datasheet and the other across the top Database window. A query that asks a
question about the data stored in your tables and returns a result set in the
form of a datasheet, without changing the data

3. Forms : Forms provides us friendly environment to view the data in which it
shows a single record at a time. Forms can also be used to display results from
queries. They are also used to facilitate data input. In forms we change our
data too. We can update delete our data easily while using forms. It is best
way for the user to connect them with their tables.

4. Reports : Reports provide a means of organizing and summarizing data.
Reports are often used to present an overview highlighting main points and
trends. A report can be a simple list, a student's report or a school report. With

122)
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reports, one can prepare : Mailing labels for various producers - Produce a
directory - Prepare invoices - Present data summaries. A report is made from
the data available. There are several ways of preparing a report.

6. Macros : Macro is an automatic action that should be performed to an object of
the data. It allow users to their work automatically. Access allows users to do
an easy and visual mechanism to make and manage macros.

7. Modules : A module is collection of procedure statement and declaration
which are stores as unit. Module are very similar to macros. Generally
modules are of two types the They are used to do the advanced functions of
database, for example to examine the data in complicated situations.

5.6 Database objects

Databases in Access 2010 are composed of four objects: tables, queries, forms,
and reports. Together, these objects allow you to enter, store, analyses, and compile
your data whatever you want. Tables, queries, forms, and reports are the framework
for any database you create in Access. IN this chapter you have to understand how
each of these objects works for you and help you to create a database.

5.7 Data Types

One important setting for fields is the data type, which could be a number, text,
currency, and date/time. The data type limits and describes the kind of information
in the field. The data type also determines the actions one can perform on a field and
how much memory the data will use. Fields also have properties that control the
details of information inside them, including a character length, a default value, and
a validation rule that makes sure the data meets certain criteria

In access many types of data types can be used . the data type is decided before
creating a table. We know there are different data types of table. Some of the
important data types of access are given below :

Data types | Size/Format Storage Capacity Functions
Text Up to 255 Text - including [ Text consists of digits/
characters numeric text (eg |numbers, letters or their
phone numbers) combination. It can have

maximum of 255 letters.
Numbers also been use as
text only those numbers
which are not used in
mathematical calculations are
included in text.

=9
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Data types | Size/Format Storage Capacity Functions

Number Long Integer | Wholenumbers Numbers been used only from
Integer the prescribed size which we
Single and will declare in document. For
double bytes e.g. If it is a byte we will use

only whole positive numbers
between 0 to 255.
Date/time | General Both date & time - | It is used for date and time.
e.g. 25/12/15 | The data can vary from 100 to
15:35:10 9999. it is 8 byte long

Yes/no Yes/No N.A For data with only 2 possible
True/False values. It is used for logical
On/Off values.

Currency | Currency Up to 15 figures It can also be use in
Scientific, mathematics or scientific
percentage functions. You can type only

currency value in this type of
fields. But you don't have to
enter currency value
manually into your field.

Auto N.A Automatic counter - | It is used in all numeric

Number incremented by 1 for | programs it automatically

eachrecord give increment to a number

Memo Up to 65535 Longer pieces of text [ Memo is used in where we
characters have to enter a longer text

OLE N.A For pictures, sound, | It is been used to insert

Object video, Word/Excel | picture, sound, videos,

documents or any | word/excel, documents and
other docs. any other type of files which
are supported by our system

Hyperlink | N.A N.A It is used For links to the

WWW or e-mail
Calculated | N.A N.A This data type allow you to

create a field that is based on
a calculation of other fields in
the same table

23

~

&
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5.8 Advantages of Access

1.

Easy installation and work : Access gives data managers a fully functional,
relational database management system. Like any other Microsoft applications,
Access contains Wizards that helps you through each step of the program.

Easy to participate : Access works well with many of the developing software
programs based in Windows like Microsoft SQL Server and non-Microsoft
products like Oracle and Sybase. You can easily participate in these programs
with the help of ACCESS.

Popular Rdbms : Microsoft Access is the most popular desktop Relational
database system in the world. Data can be viewed and sorted in many ways in
Access.

Saves your money : Microsoft Access is more economical than other larger
systems; offering the same functions and usage.

Convenient storage capacity : A Microsoft Access database can hold up to 2
GB of data. Which is very convenient than to use of the large storing capacity
database software's.

Multi-user support : More About ten users in a network can use an Access
application. It is a multiuser concept it helps to save our time. Data can be

shared and edited by several users simultaneously
Importing data : Microsoft Access allow user to import their important data
.Access makes it easy to import data from other sources.

Secure Database : MS access is secure database system information is secure
which you saved on it. It minimize the duplicate data. It increase accuracy

and consistency.

5.9. Starting access

You can start access 2010 from the start menu (in windows 7) or by penning an

existing access file. When you start the program without opening a specific file, the

backstage view opens, prompting you to create a new database or open an existing

database.

To start access 2010 from the start menu :

1.

Click the start button, click all programs, click Microsoft office, and then click
Microsoft access 2010. The new page of the backstage view opens, displaying
thumbnails of the available templates and template categories.

=9
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& Microsoft Visual Studio 2010 ’

a MNotepad 3

i _:f__." Microsoft Access 2010 2
@ Microsoft Excel 2010 \

» All Programs

Il | |Searth progrems and files

Fig. 5.1

2. Another shortcut way to open access is Press windows key with R it will open
run command window as shown in the figure on Run command type MS
access is blank box.

= Run “
— Type the name of a program, folder, document, or Internet
= resource, and Windows will open it for you,
Oper: | :
| OK | ' Cancel . : Browse... i
Fig.5.2

After the open of MS access you have to click on the blank database available
Under templates.

-
Available Templates Blank database
o @ Home
i oeen
- T |
T |RET WA -

Blank Blankwet  Recent Sample My templates

dntabase | detabase  tenpltes tewlees
Racent Office.com Templates Seanch Offv scom for et ||

Help
SR :'2 i [ 4 / o I /

= o File Name
B e Bisues & Mz Profit Persenal Progec Sabes &

Databasel acedb =

Cilperd\ Administrateur Dot uments,

S .
Seenples Te s e
Biling Create
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Click the create button. A blank database opens in the program window and a

blank table named tablel opens in datasheet view.

A ™ - = Database1 : Database (Ad
m Home Create External Data Database Tools Fields Table
4 EE7] 5 Date &Time i :
& AB 12 g ™ Jx
=== " [ veso / v
fie Text  Number Currency
iy More Fields =
All Access Objects v« [ =1 Tablet
Seonch §e o = Chick toAdd -
Tables 2 #* ‘:N'E'l.'n'
== Table

Fig. 5.4 New table in a new database

5.10 Working with Tables

A table is a database object that you define and use to store data update DATA. A
table consists of records and fields. Every record contains data about one instance of
the subject. EVERY RECORD consist of one or more fields. Each field contains data

about one table subject because other database objects depend so heavily on tables

In datasheet view, a table looks similar to an excel worksheet in that data is stored

in ROWS (records) and COLUMNS (field) as shown in the following diagram

D Rollno”  Name " Class Total Marks Marks Obtained  Resul{==> Field Name

51 Akash 9 100 80 Pass
62 Manisha 9 100 75 Pass
| 73 Gurpreet kaur| 9 100 82 Pass |=> Record
84 Harjinder singh 9 100 85 Pass
95 Lovepreet 9 100 50 Pass
106 Raj 9 100 75 Pass
117 Manpreet 9 100 35 Pass
\Y
Field
Fig. 5.5

When the active object is a table, the table tools contextual tabs (fields and
table) become available on the ribbon so that you can work the table (see figures 5.6,

5.7).
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Create External Data Database Tools Fields Table
W AB 12 E : 1 _-':;Date-acnme ;lz}.J % Name & Caption J
i £ =1 -
p— == [ ves/No
Wiew Text Mumber Currency Delete
= &l More Fields =
iews Add & Delete Properties
All Access Objects = <« | 7] Students Table
Fig. 5.6. Table tools field tab
I 1
Home Create External Data Database Tools Fields Table
EM & &) w7/ = }SF—‘ EE] a{g HH
= td Vi L ™l Tl [ = ==)
Table Before Before After  After  After Mamed Relationships Object
Properties = Change Delete Insert Update Delete Macro ~ Dependencies
Properties Before Events After Events Named Macros Relationships

=) « ] 7] Students Table '

All Access Objects "

Fig. 5.7. Table tools table tab

5.11 Creating and Modifying tables

When you create a new table, you have complete control over the number of
fields, the names of the fields, and what sort of data they can store. You can create a
new table in the either datasheet view or design view by using the commands in the
tables group on the ribbon (see figure 5.8). which view you want to start in, you can

always switch to the other view by using the view button on the ribbon.

DFEREN

Home Create External Data Databi
A FT 0| RS
= Iy
=[5 L [ — A [

Application | | Table Table SharePoint] Query Query
Parts = Design Lists = Wizard Design

Templates Tables Queries

-l.=== -\'.

Fig. 5.8. Table group on the create tab

5.11.1 Creating tables in datasheet view
In datasheet view, you can enter data into a new table without first defining the

table s structure To create a table in datasheet view :

1. On the create tab, in the tables group, click the table button. A new blank

table opens in the object window in datasheet view (see figure 5.9).
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A4 -
Home Create External Data Database Tools Fields

Application | Table Table SharePoint | Query Query Form  Form  Blank

Parts = Design Lists = Wizard Design Design  Form
Templates Tables Queries Forms
All Access Objects @ <« || 2] Tablet |
Search. je ID ~ |Click to Add  ~
Tables x || * (New) |
=1 Table1

Fig. 5.9. Blank Table object window

Adding fields by entering data : Entering data in datasheet view is very similar

to entering data in an excel worksheet. The main restriction is that data must be

entered in contiguous rows and columns, click on the upper- left corner of the

datasheet. The table structure is created while you enter data. whenever you add a

new column to the datasheet, a new field is defined in the table.

In every new table created in datasheet view, access automatically creates the first

tields which is called id in the left column of the datasheet (see figure 7). By default,
this field is designated as the table’s primary key . You can add a new field to the
table by entering data in the click to add click to add column (the last COLUMN) of
the datasheet.

ID Field Field

All Access Objects \
Search. - Click to Add  ~
Tables (New) |

£ Table

Row selector New Record Active cell

Fig. 5.10. First record in a new table before Data is entered

To add a field by entering data

1. Click in the first cell in the click to add COLUMN, ENTER the first item of
data for the new record, and then press the tab or enter key to move the first
cell in the column to the right. Access AUTOMATICALLY ASSIGNS the value
1 to the id field. The icon on the row selector changes every time to a pencil
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WHEN THE record has been changed, but has not yet been saved (see figure

5.11).
] Table1
1D - Fieldl ~ Click to Add -
N 1 Class
* (Mew)
Record: 1of1 LI I = Mo Filte Search

Fig. 5.11. First record in a new table after Entering Data

2. Click the pencil icon in the row selector. This saves the first record with the
value 1 assigned to the id field; subsequent records will be numbered

sequentially.

3. Continue entering items of data in consecutive cells, and pressing the tab or

enter key.

4. When you finish entering all the data for the first record, click anywhere in the

row below to save the record.

After entering so many records as per your requirement you have to save the
table

5.11.2 Creating Tables in design view

When you create a table in Design view, you have more control over the
databases design. You first create the table’s structure in Design view, and then you

switch to Datasheet view to enter data.

In Design view, the Object window consists of two panes (see Figure 5.12). The
field Entry pane, located at the top of the window, is used to enter each field’s name,
data type, and description. The field properties pane, located at the bottom of the
window, is used to specify the field’s properties. The properties available in the Field

properties pane depend on the data type assigned.
To create a table in Design view :

1. On the create tab, in the Table Design button. A New, blank table opens in the

object window in Design view (see figure 5.12).
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Field Entry Pane

]

] Table
ield Name Data Type Description

Field Properties

General Lookup

A field name can be up to 64 characters long,
including spaces. Press F1 for help on field

’\l namigs

L

Field Properties Pane

Fig. 5.12. New table in design view

2. In the field name column, type a name for the first field. Field names can be up
to 64 characters long. They can include any combination of letters, numbers,
spaces, and brackets etc.

3. In the data type column click the down arrow and select a data type from the
list (see figure 5.13).

Data Type

Memo
Number
Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment
Calculated
Lookup Wizard...

Fig. 5.13. Data type list

General |Lgokup

Field Size 255
Format

Input Mask

Caption

Default Value

Validation Rule

Validation Text

Required Mo
Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes
IME Mode Mo Cantral
IME Sentence Mode Mone
Smart Tags

Fig.5.14
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4. In the description column, type a description for the field.

5. Repeat steps 2 through 4 to add additional fields to the table. After entering
the all fields save the table.

5.11.3 Setting a primary key

A primary key consists of one or more fields that uniquely identify each record in
the table there are several advantages to setting a primary key. First, the primary key
automatically indexed, which makes information retrieval faster. Second, when you
open a table, the records are automatically sorted in order by the primary key.
Finally, a primary key prevents the entry of duplicate data.

Access automatically creates a primary key for you and assigns it a field name of
ID and the auto number data type. In design view, you can change or remove the
primary key, or set the primary key for a table that does not already have one.

To set a primary key follow these steps :
1. Click the row selector of the field you want to designate as the primary key.

2. In the design tab, in the tools group, click the primary key button (see figure
5.15). A key icon appears to the left of the field that you specify as the primary

key.
= | = .
WLigl A3 Inzert Rows
e =" Delete Rows
Primary =
Key i'uﬂ Modify Lookups
Tools
Fig. 5.15. Tools group on the Design tab
=3 rabier™ X
Field Name Data Type Description -
Employee Name Text
Employee Address Text =
Employee Phone Number Number

#* Employee Adhar card number Number

Fig. 5.16. Table after settings a primary key

5.11.4 Saving tables

After you create or modify a table, you should save it. When you save a table for
the first time, you should it a name that describes the data that it contains.

To save a table for the first time :

1. On the quick access toolbar, click the save button. The save as dialog box
opens (see figure 5.17)

2 In the table name box, type a name for the table.
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3. Click the ok button. The table appears in the tables list in the navigation pane.

Table Mame:

Fig. 5.17. Save As dialogue box

5.11.5 Closing database

When you finish working on a database, you should close the file. If the database
contains any unsaved object, you will be prompted to save the object before closing
the file.

To close a database :

1. Click the file tab, and then click close database.

5.11.6 Exiting access

When you finish using access 2010, you should exit the program to free up system
resources.

To exit access 2010 :

1. Click the file tab, and then click exit. Or, click the close button in the upper-
right corner of the program window.

2. Another option is to exit Access is Press ALT+F4 key together. With this
option you will exit from access in very easy way

5.12 Creating And Modifying Forms

Forms are used for entering, modifying, and viewing records. You probably have
had to fill out forms on many occasions, like when visiting a doctor’s office, applying
for a job, or registering for school. The reason forms are used so often is that they’re
an easy way to guide people into entering data correctly. When you enter
information into a form in Access, the data goes exactly where the database designer
wants it to go: into one or more related tables.

5.12.1 Creating forms

Forms is a graphical representation of a table, in which we used can insert new
data , change the present data or even can delete it. Forms and tables use similar data.
Whenever we change any record in form, it will automatically change in table. The
forms are most useful when we enter data according to field number. It is always very
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convenient to work in forms. It is more comfortable easier and popular to enter data
by forms that by datasheet view. Forms can be prepared by following two methods.

5.12.2 Create a form to display your data

Although it is possible to keep entering data into your table via the datasheet or
table view, it is better to do it via a nice looking screen.

To create a quick screen in MS Access 2010 simply go to the navigation pane and
click to highlight the table you wish to base the form on. For example here I have
clicked on the Students table.

Now head up to the ribbon and click on the create tab.

In the forms section click on the button named ‘Form’. (See figure 5.18)

m Home Create External Data Database Tools Add-Ins

= — | L = R ]

ay |

v -
== X Form Wizard

Jru-.-ug.ﬂn;:-n v
Application Table Table SharePoint Form Blank
Parts ~ Design  Lists - besign  Form _ﬁr.h}re Forms =

Templates Tables Forms

Fig. 5.18

MS Access creates a nice simple form. Click on any of the text boxes to position
the cursor and edit the data.

o —~1 ] studenttable

I
=]

- I‘r.-.

Fig. 5.19

At the bottom you have navigation buttons to move you from record to each
record

5.13 Sorting

The records, as you have seen them so far, are shown in the order that they were
tirst entered into the database . For this reason, it wouldn’t have been easy to search a
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record you simply done it by scrolling through the records . Access sorts records by
their ID numbers. However, there are many other ways records can be sorted. For
example, the information in a database belonging to a Class could be sorted in
several ways :

= Result could be sorted by Name or by the marks of the students who were
appear in exam

= Students could be sorted by name or by the roll no.

= Students could be sorted by class.

You can sort both text and numbers in two ways: in ascending order and
descending order. Ascending means going up, so an ascending sort will arrange
numbers from smallest to largest and text from A to Z. Descending means going
down, or largest to smallest for numbers and Z to A for text. The default ID number

sort that appears in your tables is an ascending sort, which is why the lowest ID
numbers appear first.

Steps to sort student table are as follows :

1. Select a field in the cell you want to sort by. In student table, we will sort by
student name.

T Students Table %
D - Rollno  -ff Name i Class - Total Marks = Marks Obtained - Result =
51 Akash 9 100 80 Pass
62 Manisha 9 100 75 Pass i
73 Gurpreet kaur 9 100 82 Pass
84 Harjinder singh 9 100 85 Pass
95 Lovepreet 9 100 50 Pass
106 Raj 9 100 75 Pass
117 Manpreet 9 100 35 Pass
128 Jashan 9 100 30 Fail
139 Amandeep 9 100 25 Fail
14 10 Rajwinder 9 100 40 pass
1511 Sumit 9 100 60 Pass
161 Arshdeep 10 100 80 pass
Record: H-_ _100'31 LIS & é No F '-. Search 4 - |I:-\ - - il _ 3 =
Fig. 5.20

2. Click the Home tab on the Ribbon, and locate the Sort & Filter group.
3. Sort the field by selecting the Ascending or Descending command.

(a) Select Ascending to sort text A to Z or to sort numbers from smallest to
largest. We will select this in our example because we want the names to

be in A-to-Z order.
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(b) Select Descending to sort text Z to A or to sort numbers from largest to

smallest.
mal D Calal Tools Fislds Tabie
# 1 Ascending| | selection - - o E Totals f e Replace
n:r::: 2 s ding § V2 Advanesd - narf]n. e -__-,,- e LG"::E Pl ...::.. l:
§-s Remove Sont] ) Al * % Deolete - B More = Ly Serect -
ri o Fiifder Records Find
| students Tabie
i - Roll mo = Marme =1 Class I
S 1 Akash = ]
13 9 Amandeap 9
20 5 Anju bala 10
16 1 Arshdeep 10
33 7 Baljeet singh 11
34 8 Bhupinder singh 11
Fig. 5.21

4. The table will now be sorted by the selected field.

5. To save the new sort, click the Save command on the Quick Access toolbar.

Create External Data Database’

Cut N 4 ‘%J,Ascending_

53 Copy % | Descending

Filter .
Fig. 5.22. Save

After you save the sort, the records will stay sorted that way until you perform
another sort or remove the current one. To remove a sort, simply click the Remove
Sort command.

T
‘nal Data Database Tools Fields Table

? ’ i o) ;f// Selection = ::é %‘ Mew 3 Total.s ‘:ﬁ 3. Replace ca
] % 4 Descending V3] Advanced = =5 Save '?Spelllng : = GoTo~
gl W Toggle Filter Ri\fﬁevih X Delete ~ El\ﬂore T i by Select ~ B
Sort & Filter Records Find
=z | QC\earAn Sortsl
in = Roll no = Name gl Class -
51 Akash 9
139 Amandeep 9
205 Anju bala 10
161 Arshdeep 10
337 Baljeet singh 11
348 Bhupinder singh 11

Fig. 5.23. Remove Sort Command
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5.14 Filtering Data

Filters is the concept in MS-Access which allow you to view only the data you
want to see. When you want to create a filter, you have to set criteria for the data
you want to display. The filter then searches all of the records in the table, finds the
ones that meet your search criteria, and temporarily hides the other data.

Filters are useful because they allow you to look upon on specific records
without any distraction by the uninterested data. For instance, if you had a database
that included Students and Results information, you could create a filter to display
only students pass within a certain class or only students of a particular class.
Viewing this data with a filter would be far more convenient than searching for it in a
large table.

Follow these steps to apply filter:

5.14.1 To create a filter

1. Click the drop-down arrow next to the field you want to filter by. We will
tilter by class because we want to see a list of students who were pass or fail in

the desired class by you
| ) stugents Table
I .~ Rellpe . Hame Class " . ) Total Marks .  Marks Obtained . | Result o

51 Akpsh 2 1= 2% Fass
&2 Marizha L] 100 75 Fass
r ! Gurpraet kawr 5 104 g2 Pass
B4 Harjinder simgh ] 100 8L Pass
5 5 Lowepreet 9 100 ED Pass
10 B Raj 9 100 75 Fass

Manprest 9 100 35 Fais
11 8 Jaghan 2 100 30 Fail
13 9 Amandasp 9 100 25 Fail
14 10 Rajwindar 5 100 %] Eass
& 11 Sumit 9 100 =] Pass
16 1 Arshdeep 10 100 B0 pass

Fig. 5.24

2. A drop-down menu with a checklist will appear. Only checked items will be
included in the filtered results. Use the following options to determine which
items will be included in your filter :
= Select and deselect items one at a time by clicking their check boxes. Here,

we will deselect all of the options except for Class .
= Click Select All to include every item in the filter. Clicking Select All a
second time will deselect all items.
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= Click Blank to set the filter to find only the records with no data in the

selected field.
sz snm::lsTaue"\
ID - | Rollno - Name - (Class - Total Marks . | MarksObtained - | Result -
51 Akash 9 %l SortAtoZ
b2 Manizha 9 il SortZto A
73 Gurpreet kaur 9
_ K

24 Harjinder singh 9

Text Filters L4
95 Lovepreet 9
106 Rai 3 W] (select Al

Elanks

117 Manpreet 9 |:| [ )

R
12 8 lashan o |:| 1
13 g Amandeep g g
14 10 Rajwinder 9
15 11 Sumit k]
16 1 Arshdeep 10
17 2 Kirandeep 10
18 3 Gurmandeep kaur | 10
19 4 Surinder singh 10

Fig. 5.25

3. Click OK. The filter will be applied. Our Student table now displays only class

9 record.

5.15 Creating Reports

Reports : Reports in Access allow you to print assembled data in a custom layout.
You can create reports based on tables and/or queries.

There are several methods for creating a report. We will focus on the Reports
wizard.

To create a report :

1. Click on the Create tab and then select Report Wizard from the Reports group.

Create External Data Database Tools
faf = =gl F Wizard
IEm Nf BSOS 58
[ [ == == [=] A

ﬂ Report Wizard

=

Iﬁ Mavigation ~ 5 Labels
Table SharePoint | Query Query Farm  Form  Blank Report Report EBlank
Design  Lists ~ Wizard Design Design Form EIM':'FE Forms - Design Report
Tables CQueries Farms Reports

Fig. 5.26
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2. The Report wizard launches.

Report Wizard

Which fields do you want on your repart?

You can choose from more than one table or query.

Tables/Queries
Table: Students Table W

Available Fields: Selected Fields:

-

Marks Obtained

Fig. 5.27

3. Click on the down arrow beside the Tables/Queries selection window and
choose the table or query you’re basing your report on. (NOTE : You can select
more than one table/queries. Repeat the step to add any additional
table/queries.

4. Add fields -

All the fields from your selected tables/queries appear in the Available Fields:
window.

= Use the button | = | to add fields to the Selected Fields window, one-at-a-

time.

= Use the button | == |to move all available fields into the Selected Fields

window at once.

= To remove individual fields from Selected Fields, click on each field and

press, <«

= To remove all fields, press | << .

Note : The order in which you add fields to the Selected Fields window
determines their default order in the report.

= When done, click Next.
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5.15.1 Create grouping levels

If desired, use the right arrow button to create grouping levels (group your
report listing by a category or categories), and use the up and down arrow buttons to
promote or demote a field's position. The left arrow button removes selected fields
from grouping levels.

Report Wizard
Do you want to add any grouping
levels? 1D, Roll no, Name, Class, Total Marks,
Marks Obtained

F‘.DII no 2

Mame g

Class iz

Total Marks

Marks Obtained *

Priority
-
ng Options Cancel < Back Einish
Fig. 5.28
When done, click Next.

5.15.2 Sort by category (field)
You can select a sort order for up to four fields. Click on the down arrow to select
a field and then choose ascending or descending order.

When done, click Next.

What sort order do you want for your records?

You can sort records by up to four fields, in either
ascending or descending order.

1 v Ascending

2 |Ib Ascending
Roll no

Mame

Class

Total Marks

4 |Marks Obtained

3

T
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5.15.3 Choose a layout
Choose from the various layout options and click Next.

Choose a page orientation - portrait or landscape.

Haow would you like to lay out your report?

Layout Orientation —

() Columnar @Eortrait
@B | Cnicon

ey ,

T

Hi Adjust the field width so all fields fit on
a page.

Cancel | ‘ < Back ” MNext =

Fig. 5.30

5.15.4 Assign a title

Enter a title for your report, or stick with the default title assigned by Access.
Make sure that Preview the report is selected and click Finish.

What title do you want for your report?

|5tuder1ts Table

| That's all the information the wizard needs to create your
| report.

Do you want to preview the report or modify the report's
design?

(®) Preview the report.
() Modify the report's design.

R W
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The report appears in Print Preview.

Note : Any changes to data in the source tables/queries are automatically
updated in your report.

Students Table
Mame Cass Total Marks Marks Obtained
51 Arash 9 100
62 Manisha 4 100
73 Gurpreet kaur : | 100
g4 Harjinder singh q 100
9 t 100
4
Fig. 5.32

(' Things to Remember )

1. Access 2010 is a Relational Database Management System (RDBMS).It is used
for database creation and management.

2. The database file is the main file of database which consists the whole data of
the document.

3. A table is the basic element of a Database and contains the data entered by
users.

4. Afield is an individual set of data items that are of the same type.

5. A query that copies or changes data. Queries include append, delete, make-
table, and update queries.

6. One important setting for fields is the data type, which could be a number,
text, currency, and date/time.

7. Databases in Access 2010 are composed of four objects : tables, queries, forms,
and reports.

8. Forms are used for entering, modifying, and viewing records.

9. You can sort both text and numbers in two ways: in ascending order and
descending order.

=,

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

10. Filters is the concept in MS access which allow you to view only the data you

want to see

11. Reports in Access allow you to print assembled data in a custom layout.

( Exercise )

1. Fill in the Blanks:

2.

3.

4.

5.

.......................... is a relational database management system.

(a) Excel (b) Word (c) Power point (d) Access
.......................... is the main part of the database

(a) Query (b) Table (c) Form (d) Module
One field is the collection set of .............cccceucnee .

(a) Database (b) Tables (c) Data items (d) Forms
Queries are used for tables to convert, .......cccccceueeneee. e —————— and
(a) Store, Forms, Update

(b) For delete, Create table, Update

(c) For Store, Paste, Copy

(d) Copy Queries, Make modules, create reports

Important setting for a field is called .......................... .

(a) Database (b) Macro (c) Data types (d) Reports

2. Short Answer Type Questions :

1.

N o O LN

Write the name of components of M-S Access.
Write datatypes that used in MS-Access.
What are the advantages of MS Access ?

What do you mean by record ?

What is table ? Name the different ways to create table.

What do you mean by Form ?
What is report ?
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3. Long Answer Type Questions :

1.

S

What are the instructions to design database ? Explain it.
Write steps to make table through datasheet view.

How do the table create in design view ? Write steps.
What are the filters ? Write steps to implement it.

What is sorting ? How do you implement it on your document ?
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6

Internet Applications

6.1

6.2

6.3
6.4

6.5

6.6
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E-mail

6.1.1

6.1.2
6.1.3
6.1.4

Objective of this Lesson

Gmail

6.1.1.1 Creating New Account
CAPTCHA Code

How to send and receive mail?
How to attach File?

Google Apps

6.2.1
6.2.2
6.2.3
6.2.4
6.2.5
6.2.6
6.2.7
6.2.8
6.2.9

Google calendar
Google maps
Translate
Google +
Google Docs
Google Sheets
Google Slides
Play Store
Google Drive

How to download software?

Internet in Media

6.4.1
6.4.2

On Line Newspaper
Online TV Channels, Radio, Live programs(Streaming Media)

Cloud networking

6.5.1
6.5.2

Unique IP Address
Cloud Printing

Internet Security

6.6.1
6.6.2
6.6.3
6.6.4
6.6.5

Virus/ Anti-Virus
Spyware

Trojan

Phishing Scams
Digital Signature
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Introduction of Internet Application

As we know that Internet is a worldwide collection of computer networks,
cooperating with each other to exchange data using a common software standard.
Through telephone wires and satellite links, Internet users can share information in a
variety of forms. One can surf for any kind of information over the internet.
Information regarding various topics such as Technology, Health & Science, Social
Studies, Geographical Information, Information Technology, Products etc. can be
surfed with help of a search engine.

Apart from communication and source of information, internet also serves a
medium for entertainment. For example Online Games, Songs Videos, Social
Networking Apps etc.

Internet allows us to use many services like Internet Banking, Online Shopping,
Online Ticket Booking, Online Bill Payment, email etc.

Internet provides concept of electronic commerce that allows the business deals
to be conducted on electronic systems

6.1 E-mail

Email, short for "electronic mail," is one of the most widely used features of the
Internet, along with the web. It allows us to send and receive messages to and from
anyone with an email address, anywhere in the world.

Email uses multiple protocols within the TCP/IP suite. For example, SMTP is
used to send messages, while the POP or IMAP protocols are used to retrieve
messages from a mail server. When we configure an email account, we must define
our email address, password, and the mail servers used to send and receive
messages. Fortunately, most webmail services configure our account automatically,
so we only need to enter our email address and password. Some of the webmail
services are Gmail (Google Mail), Yahoo mail, Rediff mail, Hotmail etc.

Fig. 6.1. E-mail

146)
( ‘/
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6.1.1 Gmail

'Google Mail' or 'Gmail' is a free email service provided by Google. In many
ways, Gmail is like any other email service: You can send and receive emails, block
spam, create an address book, and perform other basic email tasks. But it also has
some more unique features that help to make it one of the most popular email
services on the Web.

6.1.1.1 Creating new account

In this , we'll study about how to get started with email by creating an account in
Gmail.

Note : We are using Chrome as our browser, however other browsers such as
Internet Explorer and Firefox will look similar.

Follow these step-by-step instructions to create a Gmail account

= Open up our internet browser.

= Type address.

€ C [ www.gmail.com J

Google

Fig. 6.2. Gmail

Note : Or Click on “Gmail” link at the top right corner of the google home page.

« C' | @ https://www.google.co.in Qe =

Gmail Images ii% m

Google

India

(=

Google Search I'm Feeling Lucky

Google co.in offered in: T&=eT T Sevr> FET SO %3l 332 oLIWIBe UFEH

Fig. 6.3. Google Home Page
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We'll now be in the 'Sign in' section.
Google

One account. All of Google.

Sign in to continue to Google Contacts

Need help?

Create account

One Google Account for everything Google
GMEREDE R B E

Fig. 6.4. Create New Account and Sign In

As we don't have a Google account yet, we need to create one. Click Create an

account.

To set up our new account, Google needs some information about us
= Qur first and last names.

= The 'choose our username' is the unique email address that we wish to use,
which will be placed before '@gmail.com'. Because it needs to be unique,
Google may have to check the availability of any name that we decide on to
make sure that no one already has it. Type an email name into the 'choose our
username' box .Once we finalise our email address, it's a good idea to make a

note of it so that we can refer to it until we remember it.
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Name

Choose your usermname

| prefer o use my current email address

Create a password
Confimm your pas sword

Birthday

Kot

Gender

lam._.
Maobile phone
- B

Your current email address

Prove you're not a robot
Skip this verification {phone verification may be
required)

Type the text:
c 4« B

Location

indila HFE)

| agree to the Google Terms of Sernvice and

Privacy Policy

Fig. 6.5. Set Up Our New Account

= We'll need to give a password so that we can log in securely to our account.
Google may explain that we should try one with at least 8 characters long to
be secure. Use letters and numbers to make the password more secure and
difficult to guess. We'll need to re-enter our password to ensure that it's we
choosing it and not a hacker's robot. This is why it also asks we to insert two
random words at the bottom of the page this is a CAPTCHA code. We can
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skip this step if we don't want to type in the CAPTCHA code but we will need
to verify via a mobile phone if we don't.(Captcha Code is described ahead in
section 6.1.2)

= Then fill your birth date (Month, Day, Year)
= Fill your Gender(Male/Female)
= Mobile phone number and any other e-mail address(if exist)

Once we have completed this page fully, clicking Next Step will take us to the
next Page.

Google O shuw@omalcon -

Welcome!

2oL @€

@
X

Fig. 6.6. Continue to Gmail
We will now have set up our account.

Click “Continue to Gmail” to go to our inbox and get started.

6.1.2 Captcha Code
A CAPTCHA (an acronym for "Completely Automated Public Turing test to tell

Computers and Humans Apart") is a type of test used in computing to determine

whether or not the user is human.

A CAPTCHA is a program that protects websites by generating and grading tests
that humans can pass but current computer programs cannot. For example, humans

can read distorted text as the one shown below, but current computer programs can't.

CAPTCHA

=,
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6.1.3 How to send and receive E-mail?

To send an email, click "Compose Mail" located above the folder list. An entry
form appears in the Gmail interface.

Google

Gmail -

COMPOSE

I Inbox (3)

Starred
Sent Mail
Drafts

More -

&
® abc Q,

Mo recent chats
Start a new one

Fig. 6.7. Compose Mail

o -
]
B
@
=

Fig. 6.8. Send Mail
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The recipients : In the "To:" box, type the address of the person we want to write
to. For multiple recipients, separate the addresses with commas.

To view the "Cc:" tab click "Add Cc". Cc means "carbon copy", type here the
addresses of people who are not the main recipients of the message, but we still want
to send a copy to.

To view the "Bec:" tab click "Add Bcec". Bee stands for “Blind carbon copy ”, type

here the addresses of people we want to send a copy of the mail to, without the other
recipients knowing.

The subject

In "Subject:", enter the subject of the email. Enter the text itself. By default, Gmail
will send a message in HTML format.

When we finish typing our mail, click the "Send" button to send it immediately or
on the "Save" button to save as draft.

We'll see that sending emails is a really easy process.

Reading our mails : All emails received are stored in the inbox. The number of
unread messages is indicated in brackets to the right of the "Inbox" folder. Gmail
automatically checks every two minutes when new messages arrive.

By default, a single message is summed up in one line :
= Dispatcher

= Subject

= The first words in the text

= The date (or time) to dispatch

Go gle “ i @ ohkuvw@gmail com +
Gmail ~ c More 1-30f 3 o]
& Primary 25 Social ¥ Promotions +
I Inbox (3}

a1 " I Gmail Team Stay more organized with Gmail's inbox - Hi abc Gmal X pu J in control Inbox video Meet the inbox Gmail's inbox sort: 3:54 pm I

arre
Sent Mail Gmail Team Three tips to get the most out of Gmail - Hi abe Tips to get the most out of Gmail Bring your contacts and mail into Gmail On you 3:54 pm
Drafts

Gmail Team The best of Gmail, wherever you are - Hi abc Get the official Gmail app The best features of Gmail are only available on your phot 3:54 pm

More~

: abe Q,

Get Gmail for mobile

-
t d Leam how to use Gmail
10%
se a theme @ Import contacts and mai Change profile image

Fig. 6.9. Reading our mails

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

6.1.4 How to attach file(s)with email message
In the new message window, click the paperclip icon to add an attachment. Find
and click on the folder or files we wish to attach, then click "Open" and we should see
the attachment added to our message. In the most recent versions of browsers like
Chrome and Firefox, we can also simply drag and drop files into Gmail's Compose

window to upload an attachment.

Cc Bee

New Message

To

Subject

m
1
iii
1]

Il
I~

SansSerif -~ | T~ B Z U A -

Attach files

®

Fig 6.10. Window To Upload An Attachment

6.2. Google Apps

Apps is an abbreviation for application. An app is a piece of software. It can run on
the Internet, on our computer, or on our phone or other electronic device. The word

"app" is a more modern usage, but this is really the same thing as a program.

Google refers to their online services as apps, but they also sell a specific suite of

services known as Google Apps

Fig. 6.11. Google App Link
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Google Apps is a suite of Web-based applications from Google that includes e-
mail, calendar, word processing, spreadsheet and presentations.

'GGoog\e x SjlolEh 23

€ - C @ https://www.google.co.in Qe =

Gmail Images 2I% m

Q
@
i

My Account Search Maps

W
N>

e
Q.

G 0 g | e YouTube Play News

India

Gmail Drive Calendar

&

Google+ Translate Photos

4
g

Google Search I'm Feeling Lucky

¢
P

Google.co.in offered in: =81 T deors &E S w3l 378 werwogo un

Fig. 6.12. Google Apps

6.2.1 Google Calendar

Google Calendar is a time-management web application and mobile app created
by Google. Users are required to have a Google Account in order to use the
app.Google Calendar allows multiple calendars to be created and shown in the same
view. Each can be shared, either read-only or with full edit control, and either with
specified people or with everyone (public calendars).

Calendar | > 30 Nov - 6 Dec 2015 Day Week Month 4Days Agenda More -
Mon 3041 Tue 1112 Wed 2112 Thu 312 Fri 42 satsi2 Sun 612
GMT+05:30
= November 2015 <> 08:00

MTWTFSS
a7 0 31 1 09:00
23456738
9 10111213 1415 1000
1617 18 19 20 21 22
2324252627 2829 4y

(e
+ My calendars

+ Other calendars

Fig. 6.13. Google Calendar
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6.2.2 Google Maps

Google Maps is a desktop web mapping service developed by Google. It offers
satellite imagery, street maps, 360° panoramic views of streets (Street View), real-
time traffic conditions (Google Traffic), and route planning for traveling by foot, car,

bicycle (in beta), or public transportation.

£ =1 o X
V2o O e———————— | |

= C | 8 https://www.google.co.in/maps/@30.711164,76.7539078,13z?hl=en gl

5 - ,
e
- 5 ‘ » I3
" - (ol o :
Raipur o 3 9 Lake Reserved 3 "
Mundi Kharar SECTOR 38 ¢ oot B g ) o sukt ]
& ey % L, Sukteri Cor
“ X i $
4 DK n 17c ¢ o 9 Lake
% o %
¢ A %
Chandigarh 7c
g SECTOR 26
%1—
% i G )
% 5
o o
Majra Balial « 2 %
o} %,
% %
% .
5 o b
% 5 <
. e . 3 = "
Sahibzada Ajit a‘?\‘\\ i Elante Mall & ’
i > * Judian
Singh Nagar L & g
0 gl Darya
Radha Soami s Lamba Reserved
Landran Satsang Beas y "‘vgr o Panchk
:iq « Punjab Cricket =
b Association Cricket..
n
Panchkula
e Urban Estate
ECTORE 1 +
%R Manak Majra -
. L Mauli Baidwan Kambali e,
Bl Earth Google ¢ —EHE =
Moujpur e Dharamgarh Jhiurher: Map dats 82015 Google . Terms  Privacy Sendfeecbsck  Tkmi__ 3

Fig. 6.14. Google Maps

6.2.3 Translate
Google Translate is a free multilingual statistical machine translation provided
by Google to translate text, speech, images, or real-time video from one language

into another.

R + [
Translate G+

English Hindi Punjabi Detect language ~ '¢ Hindi English Punjabi ~ m

| X | g o 2ge & W Agedl Fas fem ugt e faer d "‘

my name is varun. | am studing in govt school

4 O m-

Your contribution will be used to improve translation quality and may be shown to users anonymously

Fig. 6.15. Google Translate
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6.2.4 Google+
Google+ (Google Plus) is Google's attempt at social networking. The Google+
service that delivers functionality and many features similar to those of Facebook.

Features in Google+ include "Posts" for posting status updates, "Circles" for
sharing information with different groups of people (like Facebook Groups), "Sparks"
for offering videos and articles users might like, and "Hangouts" and "Huddles" for
video chatting with a friend or group of friends.

==

Fig. 6.16. Google +

6.2.5 Google Docs

Google Docs is an online word processor that lets you create and format text
documents and collaborate with other people in real time

Fig. 6.17. Google Docs

6.2.6 Google Sheets

Google Sheets is an online spreadsheet app that lets you create and format
spreadsheets and simultaneously work with other people.

E5

Fig. 6.18. Google Sheets
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6.2.7 Google Slides

Google Slides is an online presentations app that allows you to show off your
work in a visual way.

.

Fig. 6.19. Google Slides

= Docs

B o
B shee
slid
L3 Settings
@  Help & Feedback
&  Drive =
No text documents yet
Fig. 6.20. Google Docs
6.2.8 Play Store

Google Play is Google's online store for purchasing and downloading apps, music,
books, movies and similar content for use on Android-powered smartphones, tablets,
Google TV and similar devices. The Google Play store, which comes pre-installed on

Android devices, allows users to purchase, download and install applications from

’

Fig. 6.21. Play Store

Google and third-party developers.

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

6.2.9 Google Drive

Google Drive is a service offered by Google that allows us to store and share files

online. The service was launched on April 24, 2012 and provides 5 GB of free storage.

Additional storage can be purchased for a monthly fee.

Fig. 6.22. Google Drive

6.2.9.1 Benefits of Google Drive

1.

Google Drive lets us send large files to our colleagues, clients and friends
directly from our Gmail account.

Google Drive allows us to access our files remotely. With Drive, all our files
become available on the web.

Google Drive has its own mobile application which gives us access to our
files on our iPhone or smartphone, no matter where we are!

Google Drive has an efficient built-in search engine which allows us to find
content easily with a keyword search. We can also look for files by owner or

by file type.
Google Drive is equipped with an OCR (optical character recognition)
function, which allows us to search for words or expressions in scanned

documents. For example, finding someone's name in an old newspaper article
that was scanned and saved on Google Drive is possible .

Google Drive allows users to open various types of files, like.ai (Adobe
[llustrator) and even .psd (Photoshop) files.

7 .Main Benefit- All the facilities described above are free.

Note : On Google Drive, our data can't get lost, no matter what we do to our

computer?

6.2.9.2 How to share file(s)?

1.
2.

Open Drive, or a file or folder we want to share.

Open the sharing box :

= While we have a file open : Click Share in the top-right corner.

= While we have a folder open : Click the share icon in the top-right.

=,
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From our file list in Drive : Select the name of a file or folder and click the
share icon at the top .

3. Under “People” in the sharing box, type the email addresses of the people or
Google Groups we want to share with. We can also search for contacts by
typing them into the box.

4. Choose the type of access we want to give these users by clicking the
dropdown arrow to the right of the text box:

= Can edit : Users can edit the file or folder and share it with others

= Can comment : Users can view and add comments to the file, but can't edit
it. Folders can't be given comment access.

= Can view : Users can see the file or folder but can't edit or comment on it

5. Click Done. The users will receive an email letting them know we've shared
the file or folder with them.

Share with others Get shareable link (e

People

| # Can edit ~

Fig. 6.23. Share file
6. If we want to share multiple files at once, add the files to a folder in Drive and
then share the entire folder with the people we want to see the files.

6.3 How to download software's

Downloading is how we copy a file from a website to our computer, tablet, or
device. An upload is when we send a file to a website. Downloads are mostly used
for program installations, apps, documents, and anything else that we need a local
copy of. Uploads are mostly used for sending documents.

The same basic steps apply to most downloads :
= Click the link.

= Choose open or save.

= Confirm the download.

= run or open the download.

=,
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6.4 Internet in Media

TV, radio, and the Internet used to be completely separate things, but that's no
longer true with today's technology. We can now watch TV shows on our computer,
and we can connect to the Internet on many TVs and DVD/Blu-ray players. In
addition, radio stations from around the world allow us to listen online, and many
online radio stations now exist.

6.4.1 On Line Newspaper

Online newspaper is the online version of a newspaper, either as a stand-alone
publication or as the online version of a printed periodical. Going online created
more opportunities for newspapers, such as competing with broadcast journalism in
presenting breaking news in a more timely manner.

Fig. 6.24 On Line Newspaper

6.4.2 Online TV channels, Radio, Live programs(Streaming Media)

TV and radio on the Internet are examples of streaming media, which means the
media downloads while it's playing so we don't have to wait for it to download first.
Our smartphone or computer.

3 Apps [ Registration [E] Homepage [ Smart_wonder_scho.. [ff] Properties of Paralle.. A How to Show Intere.. (@ ITR 10r 2ifIncome .. ¥ Filing Income Tax R.. ) Guide to Section 80

QNewtvworld.co Live TvChannels News Music Movies Sports

1% Hero

porssl HERO INDIAN SUPER LEAGUE

Channels LI
Movies Online
10 Tv Telugu
6Tv Telugu
1.Animal Planet

3.9X Jhakaas
4.9X TASHAN
5.9X Jalwa
Aaj Tak Live

10.ABP Majha
Aastha Tv
ATN News
11.ABN Andhra Jyothi
12.A TV Telugu
13.Angel TV
14.Aradhana TV

ws

Middle East
Movies
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Online radio is the distribution of audio broadcasts over the Internet. There are
thousands of Internet radio stations that can be streamed to a software media player
in a computer, mobile device, stand-alone Internet radio, media hub or media server.
Often called "Webcasts," they come from several organizations as well as traditional
AM and FM radio stations. If an Internet radio has built-in wireless connectivity, it
may be called a "Wi-Fi radio."

The number of online TV services is growing by the day, and every time we wake
up there seems to be dozens more ways to enjoy our favorite programs. For example
we can listen live kirtan from Harmandir Sahib (Amritsar Punjab) on our
smartphone or computer

Live Kirtan

P

s o ‘.—'5"" :

Fig. 6.26. Live TV services

6.5 Cloud Networking
What is Cloud ?

The term Cloud refers to a Network or Internet. In other words, we can say that
Cloud is something, which is present at remote location. Cloud can provide services
over public and private networks, i.e., WAN, LAN or VPN.

:.]Eff 1'\
tiond__l nrt[alsiructure\\ ; /
| —
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Applications such as e-mail, web conferencing, customer relationship
management (CRM) execute on cloud.

Cloud networking refers to manipulating, configuring, and accessing the
hardware and software resources remotely. It offers online data storage,
infrastructure, and application.

Cloud networking offers platform independency, as the software is not required
to be installed locally on the PC. In cloud networking it is simple to add more stuff.
Cloud networking provides the ability to scale up and down when additional users
are added and when the application requirements change.

6.5.1 Unique IP Address

Every machine on the Internet has a unique number assigned to it, called an IP
address. Without a unique IP address on our machine, we will not be able to
communicate with other devices, users, and computers on the Internet. We can look
at our IP address as if it were a telephone number, each one being unique and used
to identify a way to reach us and only us.

An IP address always consists of 4 numbers separated by periods, with the
numbers having a possible range of 0 through 255. An example of how an IP address
appears is : 192.168.1.10

This representation of an IP address is called decimal notation and is what is
generally used by humans to refer to an IP address for readability purposes. With the
ranges for each number being between 0 and 255 there are a total 4,294,967,296
possible IP addresses.

Out of these addresses there are 3 special ranges that are reserved for special
purposes. The first is the 0.0.0.0 address and refers to the default network and the
255.255.255.255 address which is called the broadcast address. These addresses are
used for routing. The third address, 127.0.0.1, is the loopback address, and refers to
our machine. Whenever we see, 127.0.0.1, we are actually referring to our own
machine.

6.5.2 Cloud Printing

Wouldn't it be easier if we can connect all our devices including our tablets and
phones to one particular printer and print straight from any one of the devices,
from anywhere, as long as we're connected to the Internet?

Cloud Printing enable users to print documents and other materials on any
device associated with the cloud(network). Users create content with any software

162)
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tool they want and transfer the file to a cloud printing service provider via whatever
device they choose, which then routes the file to a cloud-attached printer at a location
selected by the user.

ol

A

Fig. 6.28. Cloud Printing

6.6 Internet Security

The Internet provides a wealth of information and services. Many activities in our
daily lives now rely on the Internet, including various forms of communication,
shopping, financial services, entertainment and many others. The growth in the use
of the Internet, however, also presents certain risks. Just think about all the
information we send over the Internet, such as personal messages, bank account
information, photographs, etc.

As a typical Internet user, we have the reasonable expectation that our
communications and transactions are private and secure. When we make a video call
to a family member, we expect that nobody else is watching. When we buy
something online with a credit card, we expect that nobody else can get access to our
credit card details.

The Internet is indeed private and secure, but there are a number of serious

security risks.

6.6.1 Virus/Anti-virus

A computer virus is a computer program that replicates itself into other computer
programs and can cause damage to a computer's software, hardware or data. Once a
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virus is present on a computer, it typically performs some type of harmful action,

such as corrupting data or obtaining sensitive information.
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Fig. 6.29. Virus

The best way to deal with the threat of a computer virus is to use antivirus
software. Antivirus software helps to protect a computer system from viruses and
other harmful programs. One of the most common ways to get a virus on our
computer is to download a file from the Internet that is infected. Antivirus software
scans our online activity to make sure we are not downloading infected files.
Antivirus software also helps to detect and remove viruses from our computer
system if we do get infected.

6.6.2 Spyware

Spyware is a program installed on our computer that sends information about us
and how we use our computer to a third party, typically without we being aware this
is happening. Spyware often enters our system when we install some type of free
software from an untrusted source. Since we authorized the installation,
conventional protection methods, such as antivirus software, do not prevent spyware
from getting installed in this manner.

Once the spyware program is installed, it starts collecting information. Some
spyware programs are relatively harmless and collect very generic information that
does not personally identify us. Other spyware programs may record our actual
keystrokes, including any passwords, and may search through any of our files
looking for something that looks like a credit card number. These types of spyware
programs can definitely be harmful.

Once spyware has collected its information, it sends this to whoever created the
program. Again, this happens without our notice. Removing the spyware can be
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difficult - often the program installs itself again as quickly as we can delete it. To
counter spyware, we need to use a dedicated spyware management tool. Some
antivirus software are bundled with spyware management tools, but they are
separate functions.

6.6.3 Trojan

A Trojan horse, often shortened to Trojan, is a type of malware designed to
provide unauthorized, remote access to a user's computer. Trojan horses do not have
the ability to replicate themselves like viruses; however, they can lead to viruses
being installed on a machine since they allow the computer to be controlled by the
Trojan creator. The term gets its name from the Greek story of the Trojan War, when
the Greeks offered the Trojans a peace offering in the form of a large wooden horse.
However, once the Trojans wheeled the horse behind their closed gates and night fell,
the soldiers hidden inside the horse climbed out and opened the city gates, allowing
the Greek army to infiltrate Troy and capture the city.

Fig. 6.30. Trojan

Trojan horse software operates the same way, where Trojan is our computer and
the horse is the benign-seeming application.

6.6.4 Phishing Scams

Phishing is an e-mail fraud method in which the wrongdoer sends out legitimate-
looking email in an attempt to gather personal and financial information from
recipients. Typically, the messages appear to come from well-known and
trustworthy Web sites. The message tricks people into providing sensitive
information, such as their login details. A typical scam consists of a message that
describes some issue with our account and requires us to login to our account to
confirm something. The message looks very official, using logos and formal language,
just like we would expect from a genuine source. When we follow the link, the
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webpage looks very real - but if we look closely, the Internet address is actually not
the official one.

Fig. 6.31. Phishing Scams

Financial institutions don't send out these types of messages. Don't follow the link.

6.6.5 Digital Signature

The centuries-old means of documenting transactions and creating signatures are
changing fundamentally. Documents continue to be written on paper, but sometimes
merely to satisfy the need for a legally recognized form. In many instances, the
information exchanged to effect a transaction never takes paper form. It also no
longer moves as paper do; it is not physically carried from place to place but rather
streams along digital channels at a speed impossible for paper. Paper documents can
be read efficiently only by human eyes, but computers can also read digital
information . The basic nature of the transaction has not changed; however, the
transaction's form, the means by which it is represented and affected, is changing.
Digital signature technology generally surpasses paper technology.

Digital Signature is a digital code which is attached to an electronically
transmitted document to verify its contents and the sender's identity.

L
W :
L
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v

Fig. 6.32. Digital Signature
Digital signatures are created and verified by means of cryptography, the branch
of applied mathematics that concerns itself with transforming messages into
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seemingly jumbled or meaningless forms and back again. For digital signatures, two

different keys are generally used, one for creating a digital signature and another

key for verifying a digital signature.

10.

( Things to Remember )

E-mail allows us to send and receive messages to and from anyone with an
email address, anywhere in the world.

A CAPTCHA is a type of test used in computing to determine whether or not
the user is human.

All emails received are stored in the inbox.

Google Apps is a suite of Web-based applications from Google that includes e-
mail, calendar, word processing, spreadsheet and presentations.

Every machine on the Internet has a unique number assigned to it, called an IP
address.

Cloud networking refers to manipulating, configuring, and accessing the
hardware and software resources remotely.

Cloud Printing enable users to print documents and other materials on any
device associated with the cloud(network).

The Internet is indeed private and secure, but there are a number of serious
security risks.

Phishing is an e-mail fraud method in which the wrongdoer sends out
legitimate-looking email in an attempt to gather personal and financial
information from recipients.

Digital Signature is a digital code which is attached to an electronically
transmitted document to verify its contents and the sender's identity.

( Exercise )

1. Fill in the Blanks:

1.

2.

'Gmail' is a free email service provided by ......................... .

(a) Yahoo (b) Google (c) Rediffmail (d) Hotmail

Every machine on the Internet has a unique number assigned to it, called

AN e .

(a) Address (b) E-mail (c) ID (d) IP Address
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A is a type of test used in computing to determine whether or
not the user is human.

(a) CAPTCHA  (b) DERTSA (c) HEPTCHA (d) NEPHCA

.......................... is a type of malware designed to provide unauthorized, remote
access to a user's computer.

(a) Spyware (b) Trojan (c) Malware (d) Horse
TV and radio on the Internet are examples of ............c..c.c....... media.
(a) Streaming (b) Limited (c) Online (d) Offline

2. True/False:

1.

Spyware is an e-mail fraud method in which the wrongdoer sends out
legitimate-looking email in an attempt to gather personal and financial
information from recipients.

Google Drive does not allow us to store and share files online.

3. The best way to deal with the threat of a computer virus is to use antivirus

5.

software.

In BCC we type the addresses of people we want to send a copy of the mail to,
without the other recipients knowing.

Digital signatures are created and verified by means of biography.

3. Short Answer Type Questions :

NS gk @D

What is a CAPTCHA code ?

What do you mean by Google Apps ?
What is Digital Signature ?

Write the process of sending an e-mail.
Write the basic steps of downloading.
What is cloud printing ?

Name four anti virus software.

4. Long Answer Type Questions :

1.

What is IP Address ? Explain.

2. Explain any three Google Apps.
3.
4. What are the benefits of google drive ?

Explain the process of creating an e-mail account in Gmail.

=g

Downloaded from https:// www.studiestoday.com



Downloaded from https:// www.studiestoday.com

7

=— E - governance
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7.2
7.3
7.4
7.5
7.6

7.7

Objective of this Lesson
Introduction
Main characteristics of Good Governance
History and development of E - governance
E - governance
Objectives of E governance
E - governance Models
7.6.1 Government to citizens (G2C)
7.6.2 Government to government (G2G)
7.6.3 Government to employees (G2E)
7.6.4 Government to businessman (G2B)
Areas of E - governance
7.7.1 E- Governance in urban areas
7711 Transportation
7.7.1.2  Online payment of bills and taxes
7.7.1.3 Information and public relation key services
7.7.14 Municipal services
7.7.1.5 Roads and traffic management
7.7.2 E- Governance in rural areas
7.721 Agriculture
7.7.2.2 Local information
7.7.2.3 Disaster management
7.7.24 Land record management
7.7.2.5 Panchayat
7.7.3 E - Governance in Health
7.74 E - Governance in Education

7.1 Introduction

Before we start learning e-governance, we must know about meaning of
governance. The concept of "governance" is not new. It is as old as human

civilization."Governance" means : the process of decision-making and the process by
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which decisions are implemented. Various actors are involved in governance. An

analysis of governance focuses on the formal and informal actors involved in

decision-making and implementing the decisions. Government is one of the actors in
governance. Other actors involved in governance vary depending on the level of
government.

Levels of

(Governance R u ral

Urban

National

Fig. 7.1. Levels of Governance

Good governance is the processes of making and implementing decisions. It's not

about making 'correct' decisions, but about the best possible process for making and

implementing those decisions.

7.2 Main characteristics of Good Governance

1.

Good governance is answerable to the community, for the consequences of
decisions it has made.

Good governance is transparent which means that people are able to clearly
see how and why a decision was made.

3. Good governance follows the rule of law.

Good governance is responsive which means that government always tries to
serve the needs of the entire community timely and appropriately.

Good governance is effective and efficient in implementing decisions and
follows processes that make the best use of the available people, resources and
produce results that meet the needs of society.

Good governance is participatory. Anyone affected by or interested in a
decision have the opportunity to participate in the process for making that
decision. This can be done in several ways such as by providing community
members with information, ask for their opinion, given the opportunity to
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make recommendations or, in some cases, be part of the actual decision-

making process.

7.3 History and development of E - governance

In India E-Governance originated during the seventies. At that time government
adopted its applications in the areas of defense, economic monitoring and planning.
The ICT was used to manage data related to elections, census, tax administration etc.
After that, with the efforts of the National Informatics Center (NIC) all the district
headquarters were connected during the eighties. From the early nineties, e-
governance has used IT for wider sectoral applications with emphasis on reaching

out to rural areas.

Earlier, a talk between a citizen and the Government takes place in a government
office. But with the advancement of Information and Communication technologies,
work culture of government offices has enhanced. Information and Communication
Technologies has made it possible to locate service centers near to clients. Such
centers may consist of an unattended kiosk in the government agency, a service kiosk
located close to the client outside the government agency, or the use of a personal

computer at home or office.

In all the cases public traditionally look for information and services addressing
his/her needs. In both cases quality and efficiency are of great importance. Therefore,
the establishment of e-Governance requires a good knowledge of the needs that exist
in the society and that can be offered using ICT.

Due to widespread demand of E-governance and exponentially increasing size of
data, new technologies like Open source solutions and cloud computing need to be
used in working of government. Today, electricity, water, phone and all kinds of bills
can be paid over the internet. All these work is what government and citizens are
using and doing. All this dependents on internet and when citizens depends on
government internet services all that come is E-Governance.

7.4 E - governance:

Online working of a government or providing its services online to its citizens at
their door step is known as E-Governance. In other words, E-Governance means

online availability of government services.

In today's world the development of any country depends on the uses of E-

Governance. E-Governance has made the working of government more efficient and
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more transparent to its citizens. Success or failure of any government depends on
three things :

1. The way the government works.

2. Transparency in its working and information.

3. Communication to its citizen.

In E-Governance, government makes best possible use of internet technology to

communicate and provide information to common peoples and businessman.

There are four pillars of E-Governance :

1. CONNECTIVITY : Connectivity is required to connect the people to the

services of the government.

2. KNOWLEDGE : The knowledge here is referred to as IT knowledge.
Government employs skilled engineers who can make it possible to work e-

governance in an efficient way.

3. DATA CONTENT : To share information over the internet, government
possesses its database which should have the data content related to
government services.

4. CAPITAL : Capital is referred to money used by government to provide their

services.

7.5 Objectives of E - governance

The objective of e-governance is to support and simplify governance for all
parties - government, citizens and businesses. In other words, in e-governance uses
electronic means to support and encourage good governance. Therefore the

objectives of e-governance are similar to the objectives of good governance.

The two main objectives of e-governance are :

1. To satisfactorily fulfil the public's needs and expectations by simplifying their

interaction with various online services.

2. To facilitate a speedy, transparent, accountable, efficient and effective process

for performing government administration activities.

Here we can say that e-governance is more than just a Government website on the
Internet. Political, social, economic and technological aspects are determined in e-
governance.
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7.6 E-governance models

E-GOVERNANCE services can be shared between citizens, businessman,

government and employees.

These four models of e-governance are as :
1. Government to citizens (G2C)

2. Government to government (G2G)

3. Government to employees (G2E)

4. Government to businessman (G2B)

7.6.1 Government to citizens (G2C)

This model of e-governance refers to the government services which are shared
by citizens. In this model, citizens visit to the links of services that they want to use.
This model strengthens the bond between government and its citizen. Type of

services which are provided by this model includes:-

1. Payment of online bills such as electricity, water, telephone bills etc.
Online registration of applications.
Copies of land-record.

Online filling of complaints.

S

Availability of any kind of online information.

7.6.2 Government to government (G2G)

This model refers to the services which are shared between the governments.
There is lots of information that need to be shared between various government
agencies, department and organizations. These types of services or information are
as:

1. Sharing of information between police department of various state.

2. Government document exchange which includes preparation, approval,
distribution, and storage of all governmental documents, is also done through

e-governance.

3. Most of the finance and budget works are also done through e-governance.
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7.6.3 Government to businessmen (G2B)

Through this model, bond between private sector and government is
strengthened. It is used by businessmen to communicate to the government. Type of
services which are provided by this model includes:-

1 Collection of taxes.
Rejection and approval of patent is done by this model.
Payment of all kind of bills and penalty.

Sharing of all kind of information, rules and data.

Q1 = W DN

Complaints or any kind of dissatisfaction can be shown by this.

7.6.4 Government to employees (G2E)

This model increases the transparency between government and its employee.
Here, employee can keeps a check on the functioning and working of government
and government can keep track on its employees. Information that can be shared by
this model :

1. All kind of data submission (attendance record, employee record etc.) from
various government offices is done by this model.

2. Employee can file all kinds of complaints and dissatisfaction by this model.

3. All kind of rule- regulation and information for employees can be shared by
this.

4. Employees can check their payment and working record.

5. Employees can register all kind of working forms online.

7.7 Areas of E governance

Today area of e-governance is very wide. E-Governance is implemented by
government in almost every field. From urban states to rural areas, e-Governance has
spread its root everywhere. Either its public or private sector, common man or
businessman all is largely dependent on e-governance. Here we will go through
different areas where e-governance is widely used. In the following section, the
projects used in urban and rural areas of India are stated :

7.7.1 E-Governance in urban areas
7.7.1.1 Transportation
Services provided by e-governance in this area are :

1. Issue of learner licensees, Issue of driving licenses, Renewal of driving licenses
etc.
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To provide transport related facilities online.

For online bookings, cancellation of seats, for enquiry about departure of

buses, availability of seats and buses etc.

Issuance of Time Table of buses.

Provision of booking facility for Interstate transport.
Transportation Improvement Program.

Regional Transportation Plans.

Congestion Management Process.

Transportation Demand Management.

Various projects such as

IRCTC (Indian Railway Catering and tourism Cooperation 1td.) Offers online

rail ticket booking, and checking of ticket reservation status.

HRTC (Himachal Road Transport Corporation project) is for online bookings,
cancellation of seats, for enquiry about departure of buses, availability of seats

and buses etc.

7.7.1.2 Online payment of bills and taxes

Services provided by e-governance in this area are :

1.
2.

N

4

=

Online Transactions such as payment of license fees, university fees, etc.

Payment of Bill such as online payment of electricity and water bills,utility
bills, to avail of trade licenses and transact on government matters at these

facilities.
Payment of taxes such as online payment of motor vehicle taxes, revenue taxes,

Payment of house EMlIs.

Various Projects such as

SAMPARK by Chandigarh government.
E-Suvidha by the government of Uttar Pradesh.
E-SEVA (Electronic seva) by Andhra Pradesh.

E-Mitra by the Government of Rajasthan
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7.7.1.3 Information and public relation key services

With these kinds of projects people can get any kind of information with just a

single click are as under :
1. Information about vacancies, tenders and market rates etc.

2. Village e-mail etc.

= Various projects such as

1. LokMitra by the government of Himachal Pradesh.

7.7.1.4 Municipal services
Services provided are as :
1. House Tax Assessment, Billing and Collection.

2. Maintaining records of Land & property. Certificates like Land sale

Permission, Legal heir certificate.
3. Issue of Passport Verification Certificate.
4. Issue of Death and BirthCertificates.

5. Registration & Attorneys of properties such as computerization of the

Document registration work at Sub Registrar Office.

6. Provide services such as issuance of certificates, issuance of orders in respect
of Social Security Schemes such as old age pension, widow pension, freedom

fighter pension etc.

7. Review and approval authority for site plans

= Various projects such as
1. SDO Suite by Assam government.
2. Rural Digital Services.

7.7.1.5 Roads and traffic management
Services provided by this type of e-governance is :
1. Network of Roads & Bridges.
2. Road construction and their maintenance.
3. Traffic Management.
4

. Safety, Accident and pollution control.
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= Various projects such as

1. RSPCB (Rajasthan State Pollution Control Board) by Govt. of Rajasthan.

7.7.2 Areas of e-governance in rural areas

In rural areas e-governance has its very powerful impact. Here, from agriculture

to local information everything is done through e-governance.

7.7.2.1 Agriculture
Following are the projects used in Agriculture.

1. AGMARKNET : It is a project approved by Department of Marketing &

Inspection (DMI), Ministry of Agriculture, and Government of India.

2. SEEDNET : It is a SEED informatics network under ministry of Agriculture,

Government of India.

7.7.2.2 Local information

For local information such as personal information, prices of seeds, fertilizers,

loan rates etc. government has started e-governance service in this area also.

= Various projects such as

1. E-Aadhar is a 12 digit individual identification number issued by the Unique
Identification Authority of India on behalf of the Government of India.This
number serve as a proof of identity and address, anywhere in India. Aadhaar
letter received via India Post and e-Aadhaar downloaded from UIDAI website

are equally valid.

2. E-JanSampark : Services & Information accessible to the common man in his

locality to meet his basic need. This project is started by Chandigarh.

7.7.2.3 Disaster management

To manage disaster, is a very big challenge for the government as these are
natural phenomena and are unpredictable. To deal with these disasters, much state

government has started e-governance service for this.
= Project in this area are :

1. Chetana by the state of Bihar is a Disaster management system which has been

started to deal with natural disasters such as flood and earthquake.
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7.7.2.4 Land record management

By facilitating e-governance service in this area, millions of land records can be

maintain in a very short time span.

-

1.

2
3.
4

Projects in this area are :

Land Records Management System State Government of Punjab.

. Devbhoomi State Government of Uttarakhand.

Bhu-Lekh UP State Government of Uttar Pradesh.

. E-Dhara State Government of Gujarat.

7.7.2.5 Panchayat

Services provided by e-governance in this area are :

1.
2.
3.

-

1.

Issue of Birth/Death certificate.
Application for inclusion of name in Voter list.

Conducting various welfare schemes for the poor and needy sections of the
society.

Preparing district wise planning, implementing those plan, and review for
success.

To provide wage employment to the needy from amongst the poorest section
of the rural society.

Rural water supply and sanitation.

Various projects :

E-GramViswa Gram Project by Gujarat.

7.7.3 E-governance in Health

Service provided by these projects are as :

Availability of medicines.
Special health camps.

Facilities at Anganwadi centers.

Various projects are :

Hospital OPD Appointment : Hospital OPD Appointment System is welfare
measure undertaken by Chandigarh Administration to make life of citizens
simpler.
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2.

3.

Another step taken ahead by PGI through its web portal for online registration
and appointment with concerned doctors.

Online Vaccination Appointment for International Traveler : Citizen centric
application for the purpose of vaccination of the persons proceeding abroad
and issuance of International Health Certificate.

7.7.4 E-governance in Education

Providing basic education (elementary, primary, and secondary) to children.

Providing computer education to children.
Results for 101 & 121 classes.

Information on eligibility for “Distribution of books” scheme.

Various projects are :

Online Scholarship Management System such as Ashirwad portal by Punjab
Government : It is meant for the purpose of distribution of scholarships and
fees reimbursement.

(' Things to Remember )

"Governance" means : the process of decision-making and the process by
which decisions are implemented.

Good governance is the processes of making and implementing decisions.
Good governance follows the rule of law.

The establishment of e-Governance requires a good knowledge of the needs
that exist in the society and that can be offered using ICT.

In E-Governance, government makes best possible use of internet technology
to communicate and provide information to common peoples and
businessman.

E-GOVERNANCE services can be shared between citizens, businessman,
government and employees.

IRCTC (Indian Railway Catering and tourism Cooperation Itd.) Offers online
rail ticket booking, and checking of ticket reservation status.

Online Scholarship Management System such as Ashirwad portal by Punjab
Government is the purpose of distribution of scholarships and fees
reimbursement.
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( Exercise )

1. Multiple Choices :

1.

G2C stands for .......ccceevvveciniiiiinciiicircces .

(a) Government to cooperation (b) Grievances to cooperation
(c) Government to citizen (d) None of these

G2G stands for ........ccccceviiiiiiiiiiie, .

(a) Government to Government (b) Get to Go

(c) Gather to Go (d) None of these

G2E stands for .......ccccveeineiinnccinciincenee .

(a) Grievance to employee (b) Government to employee
(c) Government to environment (d) None of these

G2B stands for .......cccceeiveiniiciiniiiiicicce, .

(a) Government to Banks (b) Government to Businessmen
(c) Government to Business (d) None of these

IRCTC stands for ..........cccocceeinnneciiiirecene. .

(a) Indian Railway Catering and tourism Cooperation ltd.
(b) Indian Runway Catering and tourism Cooperation ltd.
(c) Indian Railway Catering and travelling Cooperation Itd.
(

d) Indian Railway Cargo and tourism Cooperation Itd.

2. Short Answer Type Questions :

1.

2.
3.
4.

What is E governance ?
What are the two main objectives of e-governance ?
Write the area of E-governance in urban ?

Write the area of E-governance in rural ?

3. Long Answer Type Questions :

1.

2
3
4.
5

Write the main characteristics of Good Governance

. Explain the four pillars of E-Governance

. Explain the four models of e-governance

Write about EEGOVERNANCE IN HEALTH and EDUCATION

. Describe the history and development of E governance.

=,

Downloaded from https:// www.studiestoday.com



	Punjab Board Books for Class 9 Computer Science (Part-1) in English
	0

	Punjab Board Books for Class 9 Computer Science (Part-2) in English



