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1. What is a spreadsheet program? How does it differ from a word processing program?

       Spreadsheet program

-Spreadsheet program share certain characteristics. It laid out in rows and 

  columns. It works with number and perform calculation.

Word processing program

-Word processing program’s functions are to create and edit text and 

 graphics in letters, reports, web pages or email message.   

2. What is the difference between a worksheet and a workbook?
            Worksheet
- A single sheet. It’s function is to list and analyze data. We can enter and edit data on several worksheets simultaneously and perform calculations based on data from multiple worksheets.

Workbook

· A workbook is the file in which we work and store data. Because each workbook can contain many sheets, we can organize various kinds of related information in a single file. Multiple worksheet represented by Tabs at the bottom of the Excel screen. 

3. How do you copy and move cell contents?

       Move or copy characters within a cell

· Double-click the cell that I want to edit.
· In the cell, select the characters that I want to move or copy.
· To move the character, click Cut. To copy the characters, click Copy.
· In the cell, click where I want to paste the characters.

· Click Paste then press Enter.
     Move or copy part of a cell's contents into another cell

· Double-click the cell that contains the data that I want to move or copy.

· In the cell, select the characters to move or copy.

· To move the selection, click Cut. To copy the selection, click Copy.
· Double-click the cell to which I want to move or copy the data.

· In the cell, click where I want to paste the data.

· Click Paste then press Enter.
4. How do you use the  fill handle to copy contents of cells and to create sequence?What type of sequences can be created using the fill handle?
· Move the Mouse Pointer over the square in the lower right.

· The mouse pointer changes to a cross-hair symbol ‘+’.

· Hold down the left mouse button and drag to copy.

           *To create sequence, 
                       -Insert data into cells

                   -  Select at least 2 cells from the starting values of the trend.

                   -  Selecting more cells will give more accurate data obtained.

                   -  Drag the fill in the right or down direction. This will give whether  

                      increasing or decreasing values depending on the sequence of data.

                   -  Drag the fill handle to the right or column.

 -  The type of sequence can be created using fill handle such as consecutive  

Numbers, numbers in pattern such as odd or even, days or weeks, months, years, days and etc. 

5. How do you create custom headers and footers?

Create custom headers and footers.

· Go to the View menu, click Header and Footer.

· To base a custom header or footer on an existing built-in header or footer, click the header or footer in the Header box or Footer box.

· Click Custom Header or Custom Footer.
· Click in the Left section, Center section, or Right section box, and then click the buttons to insert the header or footer information - such as the page number 

· To start a new line in one of the section boxes, press ENTER.

· To delete a section of a header or footer, select the section that want to delete in the section box, and then press BACKSPACE.
6 .  What is a relative cell address reference?How do you change a relative reference to 

     an absolute reference?What is a mixed cell address reference?

       Relative cell address reference

     - When we create a formula, references to cells or ranges are usually based on their 

       position relative to the cell that contains the formula. This is relative reference. Then,

      when we copy a formula that uses relative references, the cell addresses in the new  

      locations are automatically adjusted. This is called relative cell address referencing.

      For example, the formula in cell B6, =A5, which is one cell above and to the left of 

      B6, has been copied to cell B7. Excel has adjusted the formula in cell B7 to =A6, 

      which refers to the cell that is one cell above and to the left of cell B7.

      How to change a relative reference to absolute reference

      -  Select the cell that contains the formula. In the formula bar, select the reference 

        that want to change and then press F4. Each time we press F4, Excel toggles 

        through the combinations: absolute column and absolute row (for example, $C$1); 

        relative column and absolute row (C$1); absolute column and relative row ($C1); 

        and  relative column and relative row (C1). For example, if we select the address 

        $A$1  in a formula and press F4, the reference becomes A$1. Press F4 again and the

        reference becomes $A1.

     Mixed cell address reference

      -  Only allow the row portion or column portion of the cell reference to be adjusted. 

7.   What is the formula bar?What is the name box?

       Formula bar

      -  Formula bar is a bar at the top of the Microsoft Excel window that you use to enter 

        or edit values or formulas in cells or charts. Displays the constant value or formula

        stored in the active cell. Formula bar can use values returned by the following 

        functions. Function with empty parentheses can accept any number of arguments 

        separated by commas (,) or semicolons (;). Arguments can be numbers, formulas, or 

        bookmark names.

     Name box

      -  The name box is the box to the left of the Edit Formula and Formula boxes.

8.  What is the difference between erasing the contents of a column and deleting the 
     column?

    Erasing the contents of a column :

-  Select the range to be erased and pressed DELETE 
-  It will erase only the contents of the cells but the cell is still there.

    Deleting the column :

-  Select the columns letters.

-  Then from menu bar select insert columns or rows.

-  For short cut right click with the mouse and choose insert delete.

-  It will erase and column and the other column will fill in the place of that column,

9.  How will you freeze a part of the worksheet?  

       How to freeze a part of the worksheet

       -  Select the rows or columns to be frozen. Then, on the Window menu, click Freeze 

          Panes. 

10. What is the maximum number of significant digits possible in MS Exce?l 

       -  15 digits.

11.  What is the difference between a bar chart and a histogram?
       Bar chart

      -  Bar chart is a way we display or present a data while histogram is a way we 

        perform a statistical analysis of the data. The histogram analysis tool calculate

        individual and cumulative frequencies for a cell range of data and data bins  

      Histogram

      - The Histogram analysis tool calculates individual and cumulative frequencies for 

         a cell range of data and data bins. This tool generates data for the number of

         occurrences of a value in a data set.
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