CHAPTER 5
MS-EXCEL

5.1 File Menu: Save, Save As, Print, Page Setup

Save:
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Print:
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5.2 Home Menu: Drawing, Find and Replace
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Find and Replace:
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5.3 Insert Menu: Table, Pictures, Charts, Filter, Hyperlink, Word Art

Table:

Adding a table to your Excel
spreadsheet is a quick and
easy way to organize and sort
data. Below are the steps on
how to insert a table in

Microsoft Excel.

1. Open Excel and move to
the cell you want to
insert the table.

2. Click the Insert tab.

3. Click the Table button

A table typically contains
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Excel.

e Click on the Insert
button.
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Charts:
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Insert Chart

Charts are used to display series of numeric data in a
graphical format to make it easier to understand large
qguantities of data and the relationship between different
series of data.

To create a chart in Excel, you start by entering the numeric
data for the chart on a worksheet. Then you can plot that
data into a chart by selecting the chart type that you want to
use on the Insert tab, in the Chartsgroup.

1. Worksheet data
2. Chart created from worksheet data

Get to know chart elements

|aTR1  |QTR2

Projected 1 75 85

Actual

, 54 99

120

100

aTrR1 QaTR2

A chart has many elements. Some of these elements are displayed by default, others can be
added as needed. You can change the display of the chart elements by moving them to other
locations in the chart, resizing them, or by changing the format. You can also remove chart
elements that you do not want to display.



1. The chart area of the chart. . 1 6 ) East Asia Sales

2. The plot area of the chart. | Qer 4, 2007
3. The data points of the data So000 } ?om,‘:.?,?m‘
series that are plotted in the chart. 30000 +. 2 7
4. The horizontal (category) and 25000

vertical (value) axis along which 20000

the data is plotted in the chart. 0002

5. The legend of the chart.

6. A chart and axis title that you o

can use in the chart. 5000

7. A data label that you can use to 0 + : -
identify the details of a data point Qtr1 Qtr2 Qtr3 Qtr4

in a data series.

6 Sales by Quarter

Create a basic chart

For most charts, such as column and bar charts, you can plot the data that you arrange in rows
or columns on a worksheet into a chart. However, some chart types (such as pie and bubble
charts) require a specific data arrangement.

1. On the worksheet, arrange the data that you I
lot in a chart Year Apple Banana | Orange
" Wznito P . o | 2015 750 200 775
e data can' e arrange | in rows or columns 2016 — 210 200
Excel automatically determines the best way to plot
. . 2017 75 825 790
the data in the chart. Some chart types (such as pie OR
and bubble charts) require a specific data -
Fruit 2015 2016 2017
arrangement.
Apple 750 725 75
Banana 800 810 825
Crange 773 800 || 790

2. Select any cell within the data range that you want to use for the chart.

If you select only one cell, Excel automatically plots all cells that contain data that is adjacent to
that cell. If the cells that you want to plot in a chart are not in a continuous range. You can also
hide any rows or columns you don't want to plot in the chart.

3. On the Insert tab, in the Charts group, do
one of the following: “ ‘wf ‘ “ L 'J

o Click the chart type, and then click a  Column  Line  Fie Bar  Area Scatter Other

chart subtype that you want to use. x i x . . * *  Charts~
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4. By default, the chart is placed on the worksheet as an embedded chart. If you want to place
the chart in a separate chart sheet, you can change its location by doing the following:

Click anywhere in the embedded chart to activate it.

This displays the Chart Tools, adding the Design, Layout, and Format tabs.

5. Excel automatically assigns a name to the chart, such as Chartl if it is the first chart that you
create on a worksheet. To change the name of the chart, do the following:
o Click the chart.
o On the Layout tab, in the Properties group, click the Chart Name text box.
If necessary, click the Properties icon in the Properties group to expand the group.
o Type anew name.
o Press ENTER.

Add or remove titles or data labels

To make a chart easier to understand, you can add titles, such as a chart title and axis titles.
Axis titles are typically available for all axes that can be displayed in a chart, including depth
(series) axes in 3-D charts. Some chart types (such as radar charts) have axes, but they cannot
display axis titles. Chart types that do not have axes (such as pie and doughnut charts) cannot
display axis titles either.

To quickly identify a data series |GG

in a chart, you can add data gylas Data Review View Design Layout Format
labels to the data points of the

chart. By default, the data labels |r|]r|—| ”"q |rlrhj| ||_—| |__,g—| |1w:| |,r|_rE| |Mﬂ—|

|
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!

worksheet, and they update Title~ Titles =  Labels~ Table~ - - Area~
automatically when changes are Labels AXEs

made to these values.
To explain with excel chart



Types of Charts in MS Excel

Let’s take a sample and work it out...

A B C D E F
1 1st Qtr 2nd Qtr 3rd Qtr  4th Qtr | Year

2 |Flowers $ 170 $ 240 $ 200 $ 230|$ 840

J|Shrubs | $ 220 $ 280 % 250 % 200 % 1,040

4 ITrees $ 260 % 340 | % 200 | % 320 % 1120
Figure 1: single series of data

A E [ D E =
1st Qtr 2nd Qtr 3rd Qtr 4th Qtr | Year

Flowers % 170 & 240 % 200 % 230| % 840
Shrubs $ 220 % 220 | % 250 % 290 % 1,040
Trees $ 260 % 340 | % 200 % 3200 % 1120

Figure 2: multiple series of data
All chart types can plot both single and multiple data series except the Pie Chart.

| L O =

The Pie Chart

A Pie Chart can only display one series of data. Excel uses the series identifier as the chart title
(e.g. Flowers) and displays the values for that series as proportional slices of a pie. If we had
selected multiple series of data, Excel would ignore all but the first series.

There are sub-types of the Pie Chart available. The second chart above is the Pie in 3-D and the
third chart is an Exploded Pie Chart; an Exploded Pie in 3-D is also available.

Regular Pie in 3-D Exploded Pie Chart
Flowers Flowers Flowers

B st Ot m 13t Qfr B st Ot

B 2nd Ot = Ind Gfr ‘ . u Ind Gir

B 3nd Ofr . 0 3 Qiir ‘ ' W 3pd Oty

B 4in Ot m dth Ofr u 47 Ofr

The Column Chart
The Column Chart very effectively shows the comparison of one or more series of data points.
But the Clustered Column Chart is especially useful in comparing multiple data series.

Clustered Stacked

$400
$100

m Flowers 800

. 600
m Snrubs
400
= Trees 200
0 4

1st Ot 2nd Ofr 3ed Ofr dth Otr 1st Cir 2nd Or Jed Cir 4th Ot
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The Line Chart

The Line Chart is especially effective in displaying trends. In a Line Chart, the vertical axis (Y-

axis) always displays numeric values and the horizontal axis (X-axis) displays time or other
category.

Line chart with marker Line chart without marker
$00 ——
Flowers ﬁ
o 2 A
$200 -
e =t ——
$100 $5£ i Trees
¥ ' S ' 1at Ind 3nd 4th
st 2nd Jrd  dih Qr Qir QOfr Qfr

The Bar Chart

The Bar Chart is like a Column Chart lying on its side. The horizontal axis of a Bar Chart contains
the numeric values. The first chart below is the Bar Chart for our single series, Flowers.

Stocked Bar 100% Stacked Bar (can compare % difference)
Flowers
4th Qtr 4th Opr
Frd Qiir 2rd Gtr " Fi
2ndQir ® Shrubs
2nd Ctr
15t Qitr W Tress

1st Oikr




The Area Chart
Area Charts are like Line Charts except that the area below the plot line is solid. And like Line
Charts, Area Charts are used primarily to show trends over time or other category.

Area Chart (single series) Area Chart (multiple series)
Flowers 400
£300 300 I
5200 200 m Sheubs
5100 ® Flowiers 100 = Trees
50 0
izt 2nd 3rd dih 1stOfr Znd Or Zrd Qtr 4th Ot
Ot Otr Otr Oy
3D Area Chart Stacked Area Chart

1000
80O -
600

200

The Scatter Chart

The purpose of a Scatter Chart is to observe how the values of two series compare over time or
other category. To illustrate the Scatter Chart, we will extend the use of the worksheet values
shown

below: A B | C D|/E| F 6 H 1 J K| L M
1 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
2 Flowers $100 $200 $300 $500 $600 $700 $550 $475 $700 $500 $350 $400
3 Shrubs 5200 $250 $400 $600 $700 $760 $650 $550 $775 $600 5275 $200

Scatter chart with only markers Scatter chart with smooth lines and no markers
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L 1

$500 =t :. - 3600
* $400

$400 = *"' # Flowers ( —— Shrubs

$200 -—I'l* -l m Shrubs $200 1 )

“ ﬂ:‘ T T 1
ﬂ:‘ T T 1




Doughnut Chart

A Doughnut chart shows the relationship of parts to a whole. It is similar to a Pie Chart with
the only difference that a Doughnut Chart can contain more than one data series, whereas, a
Pie Chart can contain only one data series.

Doughnut (Single Series) Doughnut (Multiple Series)

Apple Chart Title

"2015 2015
2016 =2016
| ]

2017 "2017

Doughnut exploded view

Apple

m2015
m2016

m2017

Bubble Chart

A Bubble chart is like a Scatter chart with an additional third column to specify the size of the bubbles it shows
to represent the data points in the data series.

Apple

770
760

750

740

730

720

710

700

690
680
670
660 T T T T 1

20145 2015 20155 2016 20165 2017 20175
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Filter:

By filtering information in a
worksheet, you can find
values quickly. You can
filter on one or more
columns of data. With
filtering, you can control
not only what you want to
see, but what you want to
exclude. You can filter
based on choices you make

Columnl B3 column2 | colum
Y

Sort Smallest to Largest
il Sort Largest to Smallest
Sort by Color 3
% | Cl C 7.
by Colo 3
Mumber Filters ]

[ OK ] [ Cancel
Borkar Mayank -
50
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. i
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ayout Formulas Data Review View Design @ - 3 >
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£ ] Fin- [ |
u -3 A= -aq Merge & Center G - o, 5 |[<8 ;9| Conditional Format Cell Formaf Sort & |Find &
Sl = A || sihters ] 8 58] Formatting ~ as Table - Styles ~ <2 Clear - [Fiter~| Select -
Font = Alignment & Number = Styles Cells Ec QJ_ SotAtoZ
J=| column2 2] sotztoa
D E F G H 1 J K L M N o Custom Sort

Filter

Column1 B columnz B3| column3 B3| columna B3| columns B3| columné B3| columnz B3

| Ambadkar Raj:
R 20
Avsare Chirag
30
Bakade Amit
a0
Batelu Tareek
20
Bhadauria
| Avishkar 40
Bh it Krushn:
agwa a .
Bhat Pinac 20
Bindra Pooj;
a Pooja il
Borade Pavan
40
Botkar Mayank
50
Chaudhari
Mandar 40
(Chaudhari
Prashant

from a list, or you can create specific filters to focus on exactly
the data that you want to see.

When you filter data, entire rows are hidden if values in one or
more columns don't meet the filtering criteria. You can filter on
numeric or text values, or filter by color for cells that have color
formatting applied to their background or text.

Column1___ 3| column2 &3 column3 B3 columna B3| columns B3 columné B3| column7 B3

Awsare Chirag

Bhagwat Krshna

30

30



Hyperlink:
The hyperlink function creates a shortcut that jumps to another location in the current
workbook, or opens a document stored on a network server, an intranet, or the Internet. When
you click a cell that contains a hyperlink function, Excel jumps to the location listed, or opens
the document you specified.

< = Charts ~ Box & Footer < Line ~
ions Charts IF Links Text

Jx | =HYPERLINK("F:\FYBHMCT SE208-2017-2021\BHMCT REVISED SYLLABUS 2016-17-13-4-16 (1).pdf","click for Syllabus" )

D E F G H 1 J K L M N o] P

Iclick for Sillabus

Publications

Above link shows a shortcut to F drive \ Folder Name\ File Name followed by shortcut name

ons Charts ] Links Text

p | =HYPERLINK("F:\FYBHMCT SE208-2017-2021\http://aissmschmct.in/research/research-publications/","Publications" )

D E F G H | 1 K L M N (0] F

click for Syllabus

IPuincatiés

Above link shows a shortcut to Website Link followed by shortcut name

Sample Video 7
Word Art: TBext ;:ad:r :NordArf Signature Object Symbol
WordArt is a quick way to make text stand out e x
. . . D A A A —
with special effects. You pick a WordArt style . A A ~\ M A
K L a

from the WordArt gallery, launched from
the Insert tab, which you can then customize. A [~/ M~ =



Video/Excel%20Formula.mp4

Format option opens after selection is made
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5.4 Page Layout Menu: Print area, Cell Width, Height, Scale

Print Area
Home Insert Fage Layout l Formulas Review

FENEREY

—

n Colors = F. ID
Fonts = %

5 @ e I'.I'lalvgins Drienvtatiun Sife AP:.:-:tv Bre:alcs Background Print
Themes Pad @ Set Print Area
H3 - ("‘ I Clear Print Area
A | 8 | ¢ | o | E [ F_|

If you print a specific selection on a worksheet frequently, you can define a print area that
includes just that selection. A print area is one or more ranges of cells that you designate to
print when you don't want to print the entire worksheet. When you print a worksheet after
defining a print area, only the print area is printed. You can add cells to expand the print area as



needed, and you can clear the print
area to print the entire worksheet. A
worksheet can have multiple print
areas. Each print area will print as a
separate page.

et | Sheetd Sheetd %)
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Cell Width

On a worksheet, you can specify a column width of 0 (zero) to 255. This value represents the
number of characters that can be displayed in a cell that is formatted with the standard font.
The default column width is 8.43 characters

You can specify a row height of 0 (zero) to 409. This value represents the height measurement
in points. The default row height is 12.75 points (approximately 1/6 inch or 0.4 cm).
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‘ormat  Cell Insert Delete Sort & Find & | |
Table = Styles ~ - - (2 Clear ~ Filter = Select ~ ] ]

= Cells | censize Microsoft Office Excel
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L M AutoFit Row Height

e T _L Column width must be between 0 and 255 characters.

=
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Default Width...

Visibility

Hide & Unhide 4 Column width: | 256

Organize Sheets

oK l l Cancel

Rename Sheet

Move or Copy Sheet...

Tab Color 4

Protection
(8 Protect Sheet..
5| Lock Cell

% Format Cells...

5.5 Formulas Menu: Insert function, AUTOSUM, AVG, PER, MAX, MIN, COUNT, IF, Date &
Time, Round

Insert function

Being primarily designed as a spreadsheet program, Microsoft Excel is extremely powerful and
versatile when it comes to calculating numbers or solving math and engineering problems. It
enables you to total or average a column of numbers in the blink of an eye. Apart from that,
you can compute a compound interest and weighted average, get the optimal budget for your
events, etc.



AUTOSUM

If you need to sum a column or row of numbers, let Excel do the
math for you. Select a cell next to the numbers you want to sum,
click AutoSum on the Home tab, press Enter, and you’re done.
When you click AutoSum, Excel automatically enters a formula
(that uses the SUM function) to sum the numbers.

Cells

A N

; z &.utoSumq A ia

z

©

Sum
&
Average 1

Count Mumbers

s

Max

Min

hna B3| Columns B2/ Coiumno hdl Column s
2
4
o = 5
= £_utoSun1T| A i} d
z £ 7
2 | Sum
3 & 3
Average - 5
Cells Count Numbers L e
— 3
Max 4
Min |=SUBTOTAL{109,N3:N12}
More Functions...

4
=
F TRl Y - Y R

olumni dl Column/ i

|:SUBTOTAL[101,N3:N12}

PER (Percentil

e)

More Functions...

AVG
The AVERAGE function measures central tendency, which is the
location of the center of a group of numbers in a statistical
distribution. The three most common measures of central
tendency are: Average, which is the arithmetic mean, and is
calculated by adding a group of numbers and then dividing by
the count of those numbers.

To show a number as a percent in Excel, you need to apply the percentage number format. To
apply this format, select the cells that need formatting, and then click the Percent Style button
in the Number group on the ribbon’s Home tab. Of course, it’s even faster to use the keyboard
shortcut for applying the format, which is Ctrl + Shift + %.

PERCENTILE » (2 X + J | =(E2/3)/100
A B C D E F G
A B C total |Percentage
83 75 ?ﬂ[ 228)=(£2/3)/100
75 80 79 234
78 86 76 240
80 75 68 223



https://support.office.com/en-us/article/SUM-function-043e1c7d-7726-4e80-8f32-07b23e057f89

Home Insert Page Layout Formulas Data Review  View
Cut I == =
& Calibri ‘- A B =¥ | Siweptet
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- - - L4 = = =||%Et= *=| - :
5 Format Painter (B I U-~(|H-~| K- E=EF| =i Merge & Center = | | 213
Jlipboard I Font F Alignment F
F2 v fe | =(E2/3)/100
A B C D E F G H | |
A B C total |Percentage
83 75 0 228 76.00%
75 80 79 234 78.00%
78 86 76 240 30.00%
80 15 bl 223 74.33%
=
MAX
To find the highest value in a range of cells, use the MAX function.
[@ —
: ) P | Tam T o ¥ AutnSumq h
General *jg % _‘I__"ﬂ == Er( ’E\ e — -f}
EiF -~ o .0 .00 Conditional Format Cell Insert Delete Format - B
lLE %o 2 |70 ] Formatting = as Table ~ Styles - - - - Average £t~
Mumber IF] Styles Cells Count Numbers |
IMax -
I ] K L M N Min |
More Functions...
A B C total Percentage
83 73 70 228 76.00%
75 a0 79 234 78.00%
78 B0 76 240 B80.00%
80 73 68 223 74.33%
240 80.00%




MIN
To find the lowest value in a range of cells, use the MIN function.

— . i_gl ﬂ _'—;lﬂl' Em E\ FEJ' EAutnSumqh "ﬁ

% Sum
|8 - oy s ||%3 5% ;:ﬂnrr:ndaﬂinnngalv . Styclil:l-.v fnsert Deste Femat Average L
Mumber E Styles Cells Count Numbers -
Max |
| J K L M N Min B

More Functions...

A B C total Percentage

83 73 70 228 76.00%

75 B0 79 234 78.00%

73 =] 76 240 80.00%

80 73 68 223 71.33%
223 ?4.33'%“

COUNT
Use the COUNT function to get the number of entries in a number field that is in a range or

array of numbers. For example, you can enter the following formula to count the numbers in
the range A1:A20: =COUNT(A1:A20).

ijg‘ % _‘l—_"é Em é‘ ':“ ZAutnSumqh _ia

Conditional Format Cell Insert Delete Format Z | sum
Formatting = as Table ~ Styles = * - - Average tt
Styles Cells Count Mumbers L
Max |
K L M N Min |
More Functions...
C total Percentage
70 228 76.00%
| 79 234 78.00%
76 240 80.00%
68 223 74.33%
76
87
76




Nl

.

IF

The IF function is one of the most popular functions in Excel, and it allows you to make logical

comparisons between a value and what you expect. In its simplest form, the IF function says:
¢ IF(Something is True, then do something, otherwise do something else)

So an IF statement can have two results; The first result is if your comparison is True, the

second if your comparison is False.

Home Insert Page Layout Formulas Data Review View
& Cut Calibri “lu <A A== 6}-: S Wrap Text General -
=3 Copy — —
+ Format Painter B I U-|@B-|d#- A~ |E == |:EE| HMerge & Center - ||| 22~ 9y || 5] 2%
lipboard (] Font (] Alignment (] Mumber IFi
H7 -2 I | =IF(G7>=80%,"A+", IF(G7>=78%,"A", IF{G7>=75%,"B+",IF(G7<75%,"Fail"})})
A B £ D E F G H 1
A B C total Percentage
B3 A+ 75 70 228 76.00% B+
75 B+ 20 79 234 78.00% A
78 A 26 76 240 80.00% A+
80 A+ 75 68 223 74.33%| Fail
76
87
76
Date & Time
e §( = AutoSum ~ ? [ﬁ
. 8] Fill -
Merge & Center - |||419 - o6 s ||%i§ )| Lonamonal rormar e Inser® Feidré Sort & Finc
— oS = - 2 Clear~  Filter~ Sele
rmat Cells [
— CE | cenisize L
[
Number | Alignment I Font I Border I Fill I Protection | :E Row Height...
Category: I— _ AutoFit Row Height
General . |  Sample . -
Mumber 5:45:56 PM 1 Column Width...
Currency o . .
Accounting Type: AutoFit Column Width
Dare himm:ss AM/PM 6:45 PM Default Width...
Percentage 32 - .
Fraction #9777 Visibility
Sdientific dd-mm-yyyy ! !
Text dd-mmm-yy Hide & Unhide
Speial dd-mmm — 3
R | |romyy E Organize Sheets
Dimm AM/PM i Rename Sheet
hh:mm
hhemmss Move or Copy Sheet...
dd-mmi-yyyy hhimm 2 Tab Color
hd Protection

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

QK

J

Cancel

(S Protect Sheet...
5]

Lack Cell

Format Cglls..




To enter a date in Excel, use the "/" or "-" characters; To enter a time, use the ":" (colon). You
can also enter a date and a time in one cell.

Al v fe || 6/23/2016

A B C D E
1 |5f23f2015_| 6:00 6/23/2016 6:00
2

Note: Dates are in US Format; Months first, Days second. This type of format depends on your
windows regional settings.

Year, Month, Day
To get the year of a date, use the YEAR function.

B1 - £ | =YEAR(A1)

A B c D E
1 |6/23/2006] 2016
2

Note: use the MONTH and DAY function to get the month and day of a date.

Date Function
1. To add a number of days to a date, use the following simple formula.

Bl - = =A1+5

A B C D E
1 | Ii,-'r23;'r2lillﬁ| EIEE;’EDlE.l
2

2. To add a number of years, months and/or days, use the DATE function.

Bl - S =DATE[YEAR{AL1)+1,MONTH{AL}+2,DAY([AL)+3)

A B C D E F G H |
1 |ﬁ,-"23,-"2l]16| 5,-’1,-"2020!
2

Note: the DATE function accepts three arguments: year, month and day. Excel knows that 6 + 2
= 8 = August has 31 days and rolls over to the next month (23 August + 9 days = 1 September).
Current Date & Time



To get the current date and time, use the NOW function.

Al - fe | =NOW()

A B C D E
1 | 2/23/2017 1n:43_|
2

Note: use the TODAY function to get the current date only. Use NOW()-TODAY() to get the
current time only (and apply a Time format).

Hour, Minute, Second
To return the hour, use the HOUR function.

Bl "7 S =HCOUR({A1)

A B = D E
1 6:45:1?| E.l
2

Note: use the MINUTE and SECOND function to return the minute and second.
Time Function

To add a number of hours, minutes and/or seconds, use the TIME function.

Bl - & =TIME{HOUR[A1)+2,MINUTE{A1}+10,SECOMND{A1)+70)
A B C D E F G H 1

1 6:45:1]" 8:56:2?1

2

Note: Excel adds 2 hours, 10 + 1 = 11 minutes and 70 - 60 = 10 seconds.

| =ROUND(E4,2)

Round D E F G
Round works by rounding numbers 1-4 down,
androunding numbers 5-9 up. The ROUND

function rounds numbers to a specified level of total [percentage

precision. It can round to the right or left of
. . . . 229|  3.333333|=ROUND(E4,2)

the decimal point. If num_digits > 0, number is

rounded to the specified nymber .Of decimal ! 533 20,8333 20.83 17.67%

places to the right of the decimal point.
3 240  54.7555 54.76 80.00%
3 223 111.50 112.00 74.33%
] 54,57 55.00
7 54.45 54.00
3



http://www.excel-easy.com/examples/date-time-formats.html

5.6 Review Menu: Protect sheet

To prevent other users from accidentally or deliberately changing, moving, or deleting data in a
worksheet, you can lock the cells on your Excel worksheet and then protect the sheet with a password. Say
you own the team status report worksheet, where you want team members to add data in specific cells
only and not be able to modify anything else. With worksheet protection, you can make only certain parts
of the sheet editable and users will not be able to modify data in any other region in the sheet.

Home Insert Page Layout Formulas Data Review WView

¥ @ EJ a% lj ”\__J ,_'I_J _‘/_‘Ji,]Sh-:n»\.-_'HicIeC-:lmment E @ €1 Protect and Share

3 Show All Comments o Allow Users to Edit

1g Research Thesaurus Translate MNew Delete Previous MNext Protect Protect Share
Comment i Sheet Workbook = Warkbook o2 Track Changes ~
Proofing Comments Changes
15 v I |
A B C D G H | | i} K L M
- B
Protect Sheet M i
A B C total Percentage Protect worksheet and contents of locked cells |
Password to unprotect sheet:
83 76 70 229 76.33% B+ wesl |
Allow all users of this worksheet to:
75 79 79 233 77.67% B+ £| Select locked cells N |
|¥| Select unlocked cells N
|| Format cells
78 86 76 240 80.00% At || Format columns E |
|| Format rows
) || Insert columns
B0 75 68 223 74.33% Fail | Insert rows |
; Inzert hyperlinks
; || Delete columns
B2 64 76 222 74.00% Fail | Delete rows = |
84 53 87 224|  7467%|  Fail [ o J[ ce JIF
84 53 76 213 71.00% Fail




