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Learning Objectives:

e Import data in Microsoft ® Excel
Advanced Formulas in Microsoft ® Excel
Macros

Charts in Microsoft ® Excel

PivotTable in Microsoft ® Excel
Securing Workbook

Resources Required:

o Computer / Laptop
e Microsoft ® Excel

General Instructions:

e This is anindividual lab, you are NOT allowed to discuss your solution with your colleagues,
not even allowed to ask how is he/she doing, this may result into negative marking. You can
ONLY discuss with your TAs or with course instructor.

e Your TAs will be available in the lab for your help. Alternatively, you cansend your queries

via email.
Teachers:
Course Instructor Prof. Dr. Syed Wagar ul Qounain  swiaffry@pucit.edu.pk
Usman Ali bitf19m007@ pucit.edu.pk
Teacher Assistants Saad Rahman bsef19m021@pucit.edu.pk
Mahreen Asama bsef19m030@pucit.edu.pk

Background and Overview:

What is Microsoft ® Excel?

Microsoft ® Excel is a commercial spreadsheet application that is produced and distributed by
Microsoft for Microsoft ® Windows and Mac OS operating systems. It features the ability to perform
basic calculations, use graphing tools, create pivot tables and create macros, among other useful
features.

Microsoft ® Excel usesa collection of cells arrangedinto rows and columns to organize and manipulate
data. The data could also be displayed using charts, histograms, and line graphs.
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Activities:
Pre-Lab Activities:
Renaming worksheet:

e Double click the “Sheet 2* worksheet tab to select its name

[ 1]

| Wednesday | Sheet?| | Sheets |

ydy "1-; Accessibility: Investigate
Fig. 1 (Renaming worksheet)

e Type “Monday” and press “Enter”. New name will appear on the tab.
o Repeat the steps for “Sheet 3” and name it “Tuesday”

| Wednesday | Monday Tuesday | )

REEREE PUSEFFRERRRR oA o N G R R

Fig. 2 (Renaming Worksheet)
Reposition worksheets:

e Click the “Wednesday” worksheet tab. On the Home tab, in the Cells group, click “Format”
o Click “Move or Copy Sheet”
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ile CUUSM Insert  Pagelayout  Formulas Data  Review View Help  Q Tell mewhat you want to do
[ I T F D | S B[R | Tt - A

Calibri Al s == % e @ wepTe = 7 fm = @ ]
D = - E Ci d | Fe o Cell IEEI IEE\‘ Fol Al SZ
aste B I U~ ii«|®~ = === & 3= E Merge & Center ~ $ v % 2 W ® onditional Formatas Cel nsert Delete |Format! ort
. - o A - g o Formatting ~ Table « v v & Clear~ Filte
ipboard Font ] Alignment -l Number -l Styles Cells | Cell Size
18 - £ IC RowHeight...

AutoFit Row Height
3 Column Width...
a B c D £ E g H | ] K L M B AutoFit Colurn Width
| | | | | | | | | |

Daily Budget Default Width...
Item Amount  Comments Visibility
Medical $ 40 Hide & Unhide v
utilities $  40.00

- Organize Sheets

Transportation §  50.00
Clothing $  75.00 *  Bename Sheet
Leisure 3 100.00 Move or Copy Sheet...
Food $ 150.00 Tab Color »
Rent S 80000 Protection
Miscellaneous  § 100.00 B protect Sheet..
TOTAL $ 1,340.00

[T Lockcen

E Format Cells...

Wednesday | Monday | Tuesday ‘ ® [«]

s Arcaccibilibe Sand baan

] = m —-__ =

Fig. 3 (Reposition Worksheet)

e Move or Copy dialog will appear
e Select “(move to end)”. Then click “OK”

Move or Copy

Move selected sheets

To book:

Book3.xlsx e '

Before sheet:

Wednesday

|:| Create a copy

Fig. 4 (Move or Copy dialog)
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Wednesday worksheet will be moved to the end of the tab.

Monday | Tuesday | Wednesday i+

s L R e T S R

Fig. 5 (Reposition Worksheet)
Change color of worksheet tab:

e Right-click the “Monday” worksheet tab
e |n the shortcut menu, click “Tab Color”

8 |Food S 150.00

9 |Rent S 800.00

10 Miscellaneous 10 Insert...

11 | TOTAL § 1,34 B Delete

12

13 Rename

14 Mave or Capy... Theme Colors

15 &1 View Code [N HEN [ § |

16 \LT; Protect Sheet...
17 Tab Color C I I [
18 L

Hide .

19
20 Standard Colors
HE EEEENE

211 Select All Sheets Mo Color S—
Monday ‘- vussua y sy -

we More Colors...

Fig. 6 (Tab Color)

e Select “Red” color
e Similarly change colors of “Tuesday” and “Wednesday” worksheets

voncy [T vecnescey IR

Lt fla Arraccihilibe Invactinata

Fig. 7 (Tab Color)
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Hide/Unhide worksheets:

e Right-click the “Monday” worksheet tab
e In the shortcut menu, click “Hide”

P T T

au-

|=_|?'E Delete

Rename
Move or Copy...

View Code

= £l

Protect Sheet...
Tab Color r

/ Hide

Select All Sheets wWednesday | Sheetd

essihilitv: Investinate

Fig. 8 (Hide worksheet)

o Similarly, to unhide a worksheet, right click the worksheet tab
e In the shortcut menu, click “Unhide”

cellaneous
TAL
E<  Delete

Bename
Move or Copy...

Wiew Code

B2

Protect Sheet...
Tab Color 3

Hide

/ Unhide...
7] . Select All Sheets —I|She
—_—

Fig. 9 (Unhide worksheet)

e Unhide dialog box will appear
e Select the worksheet you want to unhide
¢ Click “OK”
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Unhide

Unhide sheet:

Fig. 10 (Unhide dialog)

Task 01: Creating a Workbook [Estimated 20 minutes / 20 marks]

e Show your daily University time table

e Create a separate worksheet for each day

e Apply different colors to worksheet tabs

e Hide any two worksheets

e Save the document named “Your Roll No”

e Email the document named with your roll no like “BSEF19MO021” to the respective TA.
e The subject of your email should be “Your RollNo Pre-Lab07”.
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In-Lab Activities:
Importing data:

e Click the “Data” tab
e Inthe “Get External Data” group, click “From Text”

File Home Insert Page Layout Farmulas Data Review View

F [E] Show Queries ”: L2l Connections 8 k|
[ AlZ

El EFrum Table L= )

Mew Refresh El Sort Fi

ery ~ [?g. Recent Sources All ~

et & Transform Connections Sort
®lelh & E
Fram  Frem  From From Other Existing

Access Web  Text Sources~  Connections

Get External Data

= Get Data From Text E F =

Import data from a text file.

(IR R, IR Y TERR % TS

Fig. 11 (Importing data)

e Inthe “Text Import Wizard” dialog, choose the option that best describes your data
e Click “Next”

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.

COriginal data type

Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.

O Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 +| File grigin: | M5-D0S [PC-8) k4

D My data has headers,

Preview of file C\Users\saadr\Desktop'\New Text Document. b,

1l Paily Budget A
ﬂu tem Amount Comments
edical $25.00
4 reilivies $40.00
El ransportation $50.00 ¥}

Cancel < Back Einish

Fig. 12 (Text Import Wizard dialog)
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e Select the delimiters, then click finish

Text Import Wizard - Step 2 of 3

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

Drelimiters

Data preview

aily Budget ~
tem Amount omments

edical 325.00

tilities F40.00

ransportation | $50.00 ("}
< >

Cancel < Back Finish

Fig. 13 (Text Import Wizard dialog)
Data from the text file will be added to your worksheet depending on the options you selected.
Allow specific values:

e SelectacolumnC
e Onthe “Data tab”, in the “Data Tools” group, click “Data Validation”

File Home Insert Page Layout Formulas Review View Help Q Tell me what you want to do

FD [Z] Show Queries Ire [=] Connections 8 Y ETE [Z Flash Fill B+= Consolidate |:

From Table |:=| Properties H‘H Remaove Duplicates
Get External N Refresh g S Fil Te i Wh
erna ew Tes| z ort ilter ext to £
Data ~ Query ~ D‘. Recent Sources All il Y, Advanced Columns %Data Validation ~ @I Manage Data Model Analy
Get & Transform Connections Sort & Filter Data Tools

c3 & 5

Fig. 14 (Data Validation)

e Data Validation dialog will appear. Select “text length” in allow tab
e Enter minimum value as “5”

e Enter minimum value as “10”

e Click “OK”
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Data Validation

Settings Input Message  Error Alert

Validation criteria

Allowe:

Text length o lgnore blank
Data:

between ~ |

Minimum:
|5 +

Maximum:

|10 T+

|:| Apply these changes to all other cells with the same settings

Clear All Cancel

Fig. 15 (Data Validation dialog)

Now if you enter a value out of the range between 5 to 10, then an error message will appear.

e This value doesn't match the data validation restrictions defined for this cell.

Cancel Help

Fig. 16 (Error message)

Macro in Microsoft ® Excel:

If you have tasks in Microsoft ® Excel that you do repeatedly, you can record a macro to automate
those tasks. A macro is an action or a set of actions that you can run as many times as you want. When
you create a macro, you are recording your mouse clicks and keystrokes.

Record a Macro:

e Click the “View tab” on the Ribbon

e Click “Macros” in the “Macros group”
e Select “Record Macro” from the drop-down list

View Help Q@  Tell me what you want to do

2| s 382" =il =)

100% Zoom to New Arrange Freeze Switch Macros
Selection | Window  All  Panes ~ Windows ~

Zoom Window \

iew Macros

v
V
Record Macro...

Use Relative References

& A,

Fig. 17 (Macros)
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The “Record Macro” dialog box appears.

o Type “First Macro” in Macro name box
e Click “OK”

Record Macro

Macro name:
First Macro

Shortout key:
Ctrl=

Store macro in:

This Workbook e

Description:

Fig. 18 (Record Macro dialog)

e Create a table
e Click the “View tab” on the Ribbon

e Click “Macros” in the “Macros group”
e Select “Stop Recording” from the drop-down list

View Help Q Tell me what you want to do

[E)u DQ % E Iil Split EE DL‘

i .iHide
100% Zoom to New Arrange Freeze Switch Macros
Selection | Window  All Panes ~ Windows ~ ~
Zoom Window LT:r View Macros

B Stop Recording

5] Use Relative References

Fig. 19 (Macros)

Running a Macro:

e Click the “View tab” on the Ribbon
e Click “Macros” in the “Macros group”
e Select “View Macros” from the drop-down list

View Help Q Tell me what you want to do

R 5 B8BZ" sl =

100% Zoom to MNew Arrange Freeze Switch Macros
Selection | Window Al Panes ~ Windows

Zoom Window View Macros

.lj Record Macro...

<

Uze Relative References

Fig. 20 (Macros)
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e Click the Macro name in the Macro dialog box
e Click the “RUN” button

Macro

Macro name:

Firsthdacro
Macrod Step Into
Edit
Create
Delete
Options...
Macros in: | All Open Workbooks o

Description

Cancel

Fig. 21 (Macro)

Advanced Formulas:

Function Syntax

SUMIF SUMIF (Range, Criteria, Sum_range)

SUMIFS SUMIFS (Sum_range, Criteria_rangel, Criterial, Criteria_range2,
Criteria2, ...)

COUNTIF COUNTIF (Range, Criteria)

COUNTIFS COUNTIFS (Criteria_rangel, Criterial, Criteria_range2, Criteria2, ...)

AVERAGEIF AVERAGEIF (Range, Criteria, Average_range)

AVERAGEIFS AVERAGEIFS (Average_range, Criteria_rangel, Criterial,
Criteria_range2, Criteria2, ...)

VLOOKUP VLOOKUP (Lookup_value, Table_array, Col_index_num,
Range_lookup)

HLOOKUP HLOOKUP (Lookup_value, Table_array, Row_index_
num, Range_lookup)

IF IF (Logical_test, Value_if_true, Value_if_false)

AND AND (Logicall, Logical, ...)

OR OR (Logicall, Logical2, ...)

LEFT LEFT (Text, Num_chars)

RIGHT RIGHT (Text, Num_chars)

MID MID (Text, Start_num, Num_chars)

TRIM TRIM (Text)

PROPER PROPER (Text)

UPPER UPPER (Text)

LOWER LOWER (Text)

CONCATENATE CONCATENATE (Textl, Text2, ...)
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SUMIF Function:

FALL 2021

The SUMIF function is used to sum the values in a range that meet a specific criteria. For example,
suppose that in a column that contains numbers, you want to sum only the values that are less than
300000. You can use the following formula: =SUMIF(C3:C6,"<300000"). It will result the sum of all
those values which are less than 300000 in cells C3, C4, C5 and C6.

e Click the “Formulas Tab” and then in the “Function Library” group, click “Math & Trig”.
Scroll to and click “SUMIF”

File Home Insert Page Layout Formulas Data Review View Help Q
o2 E & E =B | =
Insert AutaSum Recently Financial Logical Text Date& Loockup & |Math & Mare Mar
Function ~ Used ~ ~ ~ ~ Time ~ Reference ~ | Trig = | Functions ~ fan:
PO IVIALY
Function Library EI
ROUND
G - f ROUNDDOWN
ROUMNDUP
SEC
A =] s D E F SECH
1 R
Svenue SERIESSUM
2 Department 2010 2011 2012 201:
3 sales 500000 | 700000] 1200000] 120001 SIGH
4 Accounts 100000 300000 600000  30000M SIM
5 Marketing 300000 1000000 200000 500001 SIMNH
(] HR 200000 300000 300000 10000 SORT
L SCRTPI
2
9 SUBTOTAL
- NM
11 MIF
12 SUMIFS
13

Fig. 22 (SUMIF Function)

The Function Arguments dialog box opens with text boxes for the arguments, a description of the
formula, and a description of each argument

Function Arguments

SUMIF

Range

Criteria

sum_range

Adds the cells specified by a given condition or criteria.

Formula result =

[ 1
[ T

Range is the range of cells you want evaluated.

Help on this function

Laboratory 07 — Introduction to Microsoft ® Excel Spreadsheet — 11
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e In“Range” box, select the cell range C3:C6. Press “Enter”. By doing this, you apply the cell
range that the formula will use in the calculation

e In the “Criteria” box, type “<300000” and then press “Tab”. “Sum_range” is not bold, that
means this is optional

e Click “OK”

Function Arguments

SUMIF
Range | (3:C6 4+ | = {500000;100000;300000; 200000}
Criteria | "= 300000" 4+ = “<300000°
Sum_range + =
= 300000

Adds the cells specified by a given condition ar criteria.

Sum_range are the actual cells to sum. If omitted, the cells in range are used.

Formula result = 300000

Help on this function QK

Cancel

Fig. 24 (Function Arguments dialog)

Result will be displayed in the active cell.

A E i D E F G
1 Revenue
2 Department 2010 2011 2012 2013
3 Sales 500000 J00000| 1200000 120000
4 Accounts 100000 300000 600000 300000
3 Marketing 300000 | 1000000| 2000000 500000
& HR—__ | 200000 300000 300000 100000
Fi | EDDDDD.
8
g

Fig. 25 (SUMIF Function)
COUNTIF Function:

COUNTIF function is used to count the number of cells that meet a criterion; for example, to count the
number of times the Revenue was more than 400000.

e Click the “Formulas Tab” and then in the “Function Library” group, click “More
Functions”. In “Statistical” group, scroll to and click “COUNTIF”
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File Home  Insert  Pagelayout [EEIMIIELEE Data Review  View  Help Q Tell me what you want to do
fx z E B E é\w Define Name ~ E'::Trac
oo Trac
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math& | Mare Mame
Function v Used ~ v v v Time~ Reference ~ Trig v |Functions ~| | Manager £ Createfrom Selection | % Ren
Function Library |, Statistical  » COUNT [«
= . £ IR Engineering » COUNTA
m Cube \COUNTBLL\NK
@ Information ¥ COUNTIF
q - - = E F g [B Compatibility » COUNTIFS
1 Revenue Il web ' COVARIANCEP
2 ] Department | 2010 2011 2012 2013 COVARIANCES
3| sales | 500000 | 700000 1200000] 120000 DO
4 | Accounts 100000 300000 600000 300000 EXPONLDST
5 Marketing | 300000 | 1000000 200000| 500000
6 HR 200000 | 300000] 300000] 100000 FOET
7 2nnnnn| F.NISTRT

Fig. 26 (COUNTIF Function)

The Function Arguments dialog box opens with text boxes for the arguments

Function Arguments

COUNTIF

|=»
n
o
T3
o
]
w

Range

Criteria

[
]

Counts the number of cells within a range that meet the given condition.

Range is the range of cells from which you want to count nonblank cells.

Formula result =

Help on this function Ok Cancel

Fig. 27 (Function Arguments dialog)

e In“Range” box, select the cell range D3:D6. Press “Enter”. By doing this, you apply the cell
range that the formula will use in the calculation

e Inthe “Criteria” box, type “> 400000~

e Click “OK”
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Function Arguments

COUNTIF

I
1

Range D3:D6 {700000; 300000; 1000000, 300000}

¥
[

Criteria | =400000

Counts the number of cells within a range that meet the given condition.

Criteria is the condition in the form of a number, expression, or text that defines
which cells will be counted.

Farmula result =

Help on this function Cancel
Fig. 28 (Function Arguments dialog)

Result will be displayed in the active cell.

A | B . C D E _ F

1 | Revenues

2 | Department 2010 2011 2012 2013

3 | sales 500000 700000| 1200000 120000

4 | Accounts 100000 300000| ©00000| 300000

5 | Marketing 300000 | 1000000| 200000 S00000

6 HR 200000 300000 300000| 100000

7 3000 2l

Fig. 29 (COUNTIF Function)

IF Function:

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

e Click the “Formulas Tab” and then in the “Function Library” group, click “Logical”. Click
“IF”

File Home Insert Page Layout Formulas
DI * = =

Insert AutoSum Recently Financial |Logical| Text Date& Loc

Function = Used ~ - - ~ S
AND
D7 = \FALSE "
IF
IFERROR
A B c IFNA
! NOT =
£ Department | 2014 OR N
E sales 50000 TRuc C
2 Accounts | 10000
. XOR L
5 Marketing 30000
g HR 20000 fr Insert Function... [

Fig. 30 (IF Function)
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The Function Arguments dialog box opens with text boxes for the arguments.

Function Arguments

IF
Logical_test + =
Value_if_true +| =
Value_if false 4+ =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function Cancel

Fig. 31 (Function Arguments dialog)

e In “Logical_test” box, type C3 > D3. Press “Enter”. This component defines whether the
sales of 2010 are more than 2011 and vice versa

e Inthe “Value _if true” box, type “More sales in 2010 and then press “Tab”

e Inthe “Value_if false” box, type “More salesin2011” andthenpress “Tab” and Click “OK”

Function Arguments

IF
Logical_test | C3=D3 * | = FALSE
Value_if_true | "Maore sales in 2010° * | = “More sales in 20107
Value_if_false |“Maore sales in 20117 * | = "More sales in 2011"

= "Mare sales in 20117
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Value_if_false is the value that is returned if Logical_test is FALSE. If omitted, FALSE
is returned.

Formula result = More sales in 2011

Help on this function Cancel

Fig. 32 (Function Arguments dialog)

Result will be displayed in the active cell.

A | B | C | D | E | F G
1 Revenue
2 Department 2010 2011 2012 2013
3 l Sales 500000 700000\ 12000000 120000|More sales\lﬁznll |
4 | Accounts 100000 300000\ 600000 300000
3 | Marketing 300000 | 1000000 200000 500000
6 | HR 200000 300000\ 300000 100000
7| 300000 2

Fig. 33 (IF Function)
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We canalso use IF function with text data. For example if you type, =IF(C2="Yes”, 1, 2) in a cell it

means, IF the value in the cell C2 is equal to Yes, then return a 1, otherwise return a 2.

E2 - X« Jr | =ifice="ves", 1,2)
A B C D E F
W ————————
2 Iyes | =if{c2="Yes", 1, 2)|
W —— -
E2 - fe | =IF(c2="Yes", 1, 2)
A B C D E F

2 Yes | 1_|
3

Fig. 34 (IF Function)

AND Function:

The AND function is used to determine if all conditions in a testare TRUE. The AND function returns
TRUE if all its arguments evaluate to TRUE, and returns FALSE if one or more arguments evaluate to

FALSE.

e Click the “Formulas Tab” and then in the “Function Library” group, click “Logical”. Click
“AND”. The Function Arguments dialog box opens with text boxes for the arguments.

File Home Insert Page Layout Farmulas

A2 I8 [ 2 |

Insert AutoSum Recently Financial |Logical| Text Date & Loc

Function = Used ~ = = = Time ~ Refe
AMND
D7 - £ FALSE LA
IF
IFERROR
A B C IFMA
1 | NOT
2 Department 2010 OR |
3 Sales 50000 TRUE |
4 Accounts 10000 ..
- XOR —
5 Marketing 30000
6 HR 20000 ﬁc Insert Function... B

Fig. 35 (AND Function)
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Function Arguments

AND

13
1

Logicall

I
1

Logical2

Checks whether all arguments are TRUE, and returns TRUE if all arguments are TRUE.

Logicall: logicall logical2,... are 1to 255 conditions you want to test that can be
either TRUE or FALSE and can be logical values, arrays, or references.

Formula result =

Help an this fundion Cancel
Fig. 36 (Function Arguments dialog)

e In*“Logical 1” box, type “C3 < D3”. Press “Tab”
e In“Logical 2” box, type “C3 < E3”. Press “Tab” and
e Click “OK”

Function Arguments

Logicall |C3<D3 4+ = TRUE
Logical2 |C3<E3 4+ = TRUE
Logical3 + =

= TRUE

Checks whether all arguments are TRUE, and returns TRUE if all arguments are TRUE.

Logical2: logicall,logical2,... are 1to 255 conditions you want to test that can be
either TRUE or FALSE and can be logical values, arrays, or references,

Formula result = TRUE
Help on this funcdtion Cancel
Fig. 37 (Function Arguments dialog)

Result will be displayed in the active cell. It will return TRUE if all logical conditions are true else will
return FALSE.

A | B | C | D | E | F G
1] Revenue
2 | Department 2010 2011 2012 2013
3 Sales 500000 F00000| 1200000 120008\ ore sales in 2011
4 Accounts 100000 300000 600000 300000 WRUE 1
5 | Marketing 300000 | 1000000| 200000| 500000
6 | HR 200000 300000 300000 100000
7 300000 2

Fig. 38 (AND Function)
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We can also use AND function in an IF function. For example if you type, =1F( AND(A2=10, B2=20),
1,0) in acell it means, IF the value in the cell A2 is equal to 10, AND the value in the cell B2 is equal
to 20 then return 1, otherwise return 2.

SUM - X« Jx  =if(AND(A2=10, B2=20), 1, 0)

A B C D E F G

2 | 10 20/ |:iﬂ{ AND(A2=10, 52=20), 1, o)|
3

D2 - fx | =IF{ AND{A2=10, B2=20), 1, 0)
A B C D E F G

2 10 20 [ 1l

3

Fig. 39 (AND Function)
OR Function:

The OR function is used to determine if any conditions in a test are TRUE. The OR function returns
TRUE if any of its arguments evaluate to TRUE, and returns FALSE if all of its arguments evaluate to
FALSE.

e Click the “Formulas Tab” and then in the “Function Library” group, click “Logical”. Click
“OR”

File Home Insert Page Layout Farmulas
K2 E S | 2 |

Insert AutoSum Recently Financial |Logical| Text Date& Loc

Function - Used ~ ~ Time ~ Refe
AMD
o7 - f FALSE "
IF
IFERROR
A B c IFM&
1 MNOT
2 Department 2010 QR |
3 Sales S50 TRUE L
4 Accounts 10000 ) |
5 Marketing 30000
5 HR 20000 f-c Insert Function...
T T

Fig. 40 (OR Function)

The Function Arguments dialog box opens with text boxes for the arguments.
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Function Arguments

Logicall

131>

Logical2

Checks whether any of the arguments are TRUE, and returns TRUE or FALSE. Returns FALSE only if all arguments
are FALSE,

Logicall: logicall,logical2,.. are 1 to 235 conditions that you want to test that can
be either TRUE or FALSE.

Formula result =

Help on this funcion Cancel

Fig. 41 (Function Arguments dialog)

e In*“Logical 1” box, type “C3 > D3”. Press “Tab”
e In“Logical 2” box, type “C3 > E3”. Press “Tab” and
e Click “OK”

Function Arguments

Logicall | C3=D3 4 = FALSE
Logical2 | C3xE3 4+ = FALSE
Logical3 +*1 =
= FALSE
Checks whether any of the arguments are TRUE, and returns TRUE or FALSE. Returns FALSE only if all arguments

are FALSE.

Logical?: logicall, logical2,... are 1to 255 conditions that you want to test that can
be either TRUE or FALSE.

Formula result = 0

Help on this function Cancel

Fig. 42 (Function Arguments dialog)

Result will be displayed in the active cell. It will return FALSE if all logical conditions are false else
will return TRUE.

A B | ¢ | b | E | F G
1 | Revenue
2 | Department | 2010 2011 2012) 2013
3 | sales 500000 | 700000| 1200000] 120000|More sales in 2011
4 Accounts | 100000 | 300000 600000 300008} TRUE
5 Marketing | 300000 | 1000000 200000 500000  PALsE |
6 | HR 200000 | 300000 300000 100000
7 | 300000 2

Fig. 43 (OR Function)
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We can also use OR function in an IF function. For example if you type, =IF( OR (A2=10, B2=20), 1,
0) in acell it means, IF the value in the cell A2 is equal to 10, OR the value in the cell B2 is equal to

20 then return 1, otherwise return 2.

SUM - X« fx | =IF(ORr(a2=10, B2-20), 1, 0)
A B C D E F G
| | | |
2 | 10| 20| |:IF|{ OR(A2=10, 2=20), 1, 0)
3
D2 M ]ﬂ =IF( OR{A2=10, B2=20), 1, 0)
A B C D E F G
2 10 20 | 1_|
3

Fig. 44 (OR Function)
PROPER Function:

The PROPER function capitalizes the first letter in a text string and any other letters in text that follow
any character other than a letter. Converts all other letters to lowercase letters. For example

The function =PROPER (“pakistan zindabad”) written in any cell of the worksheet will return the
text Pakistan Zindabad in the same cell.

The function =PROPER (C2) written in any cell of the worksheet will return the text of the cell C2 in
the current cell in proper form as described above.

Click the “Formulas Tab” and then in the “Function Library” group, click “Text”. Scrollto
and click “PROPER”

File

Home Insert Page Layout Formulas Data Review Vi

K> B IE - B2 B &
Insert AutoSum Recently Financial Logical | Text | Date & Lookup & Math &
Function Used ~ ~ ~ ~ Time ~ Reference ~ Trig ~
Functio LLEAN EI
CODE
S2 25 COMCATEMNATE -
DOLLAR
EXACT
2 B < = FIMD fr———
1 Reven =
z Department 2010 FIXED
3 sales 500000 LEFT More
4 Accounts 100000 3 LEM
S Marketing 300000 10 LOWER
B HR 200000 3 MID
7 30
a MNUMBERVALUE
a | ROPER |
10 REPLACE
n REPT

RIGHT

Fig. 45 (PROPER Function)

The Function Arguments dialog box opens with text boxes for the arguments
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Function Arguments

PROPER
Text

|
1

Converts a text string to proper case; the first letter in each word to uppercase, and all other letters to
lowercase,

Text is text enclosed in quotation marks, a formula that returns text, or a
reference to a cell containing text to partially capitalize,

Formula result =

Help on this funcdion Cancel

Fig. 46 (Function Arguments dialog)

e In“Text” box, enter any text. Press “Tab” and Click “OK”

Function Arguments

PROPER

Text | my rollno is bsef19mo21 +| =

Converts a text string to proper case; the first letter in each word to uppercase, and all other letters to
lowercase,

Text istext enclosed in quotation marks, a formula that returns text, or a
reference to a cell containing text to partially capitalize.

Formula result =

Help on this function | Cancel

Fig. 47 (Function Arguments dialog)

Result will be displayed in the active cell. Text will be returned in proper case

10
1 My Rollno Is Bsef19m021 |
12

Fig. 48 (PROPER Function)
PROPER can also be used directly to convert text any cell to PROPER case as follows

e Incell B4 type pakistan zindabad. In any cell for example cell D4 type =PROPER (B4) and
press Enter. This will convert text of cell B4 into PROPER case in cell D4.

Similarly the functions of UPPER convert a text string into upper case. For example the function
=UPPER (“pakis tan zindabad”) written in any cell of the worksheet will return the text PAKITAN
ZINDABAD in the same cell.

The functions of LOWER convert a text string into lower case. For example the function =LOWER
(“PAKITAN ZINDABAD”) written in any cell of the worksheet will return the text pakistan
zindabad in the same cell.
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SUM N X« Jr  =PrOPER(B4)
A B c D E
2
3
& | | pakistan zindabad 1 |=pnop|;n{3;].|
5
D5 - ﬁ_
R B C D E
2
3
4 pakistan zindabad Pakistan Zindabad
= [ ]

Fig. 49 (PROPER Function)
CONCATENATE Function:

The CONCATENATE functions is used to join two or more text strings into one string. For example if
one types =CONCATENATE(""Mr Ahmad obtained "', A2, " marks in exams.""). Assume that the
cell A2 contains the value 998 than this will return the string Mr. Ahmad has obtained 998 marks in
exams. The value 998 would be taken from the cell A2.

e Click the “Formulas Tab” and then in the “Function Library” group, click “Text”. Scroll to
and click “CONCATENATE”

File Home Insert Page Layout Formulas Data Review Vi

Ao X R IE A 2 8 &

Insert AutoSum Recently Financial Logical | Text | Date & Lookup & Math &

Function = Used ~ = = Time ~ Reference ~  Trig ~
Functio LLEAn E'
\CODE
- £
3 & COMCATENATE —
DOLLAR
EXACT
a B T
FIMND fr—
1 Reven y
2 Department | 2010 FIXED
3 sales 500000 7 LEFT More
4 Accounts 100000 3 LEM
5 Marketing 300000 10 LOWER
] HR 200000 MID
7 300000
5 MUMBERVALUE
o PROPER |
10 REPLACE
il REPT
12 RIGHT
13

Fig. 50 (CONCATENATE Function)

The Function Arguments dialog box opens with text boxes for the arguments
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Function Arguments

COMCATEMNATE
Text1 +l =
Text2 + =

Joins several text strings into one text string.

Textl: textltext?.. are 1to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.

Formula result =

Help on this function Cancel

Fig. 51 (Function Arguments dialog)

e In“Text 1” box, enter any text or Cell No. Press “Tab”

o In“Text 2” box, enter any text or Cell No. Press “Tab”
e Click “OK”

Function Arguments

COMCATEMATE
Text! E11 + = "MyRolino Is Bsef19M021"
Text2 | SE(M) =
Text3 4+ =

loins several text strings into one text string.

Text2: textl text? ... are 1 to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.

Formula result =

Help on this function Cancel

Fig. 52 (Function Arguments dialog)

Result will be displayed in the active cell. Concatenated text will be returned.

My Rollno Is Bsef19M021 | My Rollno Is Bsef19M021 SE(M) l
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Fig. 53 (CONCATENATE Function)

Concatenate can also be used directly to combine text in two cells as follows

e In cell B4 type Pakistan, and cell D4 type Zindabad. In any cell for example cell B6 type
=CONCATENATE (B4, D4) and press Enter. This will join text from both cells and display
it in the cell B6.

Hd % : H ©- :
HOME = INSERT  PAGELAYOUT ~ FORMULAS DA HOME = IMSERT  PAGELAYOUT  F
e alle
B db Cut 11 0 b Cut Calibri
Bt E Copy - Pact Em Copy ~
.y aste -
aje Format Painter B I U - ~ Format Painter B Il
Clipboard F Font Clipboard Fa Font
B6 - X & Jfr  =CONCATENATE(B4,04) B7 - I
A B C D E F A B C D E
1 1
2 2
3 3
4 |Pakistan | |Zindabad | 4 Pakistan Zindabad
5 5
6 | |=CONCATENATE{3L,D4}| ] PakistanZindabad
7 7] [

Fig. 54 (CONCATENATE Function)

Creating Charts:

Select the data
Click the “Insert tab” on the ribbon
Click the “Insert Column Chart” on the ribbon

lii==i 9 Pagelayout  Formulas  Data Review  View  Help Q Tell me what you want to do

E? D L% Shapes F Get Add-ins Q/W 1~ L |ll I "@“ E ]E
D

PivotTable R ded Tabl Pi i Ri ded F:X’{' s~ h PivotCh Line Col
ivotTable Recommended Table ictures 1M Add-i - ecommende vatChart ine  Column
. H ins o % -
~ PivotTables w4 Screenshot 4 E Charts L A “ Map ~
Tables lllustrations Add-ins Charts 1 Tours Sparkline
B2 . % P Insert Column or Bar Chart
5 Use this chart type to visually
Y compare values across a few
categories.
3
A B C D B F G H | R Click the arrow to see the different
9 Revenue . tpe' of column and bar chart:
available and pause the pointer on
2 Department| 2010 2011 2012 2013 ", 4 | theiconstoseea preview inyour
3 Sales 500000 700000| 1200000| 900000 document,
4 Accounts | 100000 300000 600000| 300000
5 Marketing | 300000 | 1000000 200000 500000
6 HR 200000 300000, 300000| 100000
7
8
9

Fig. 55 (Creating Charts)

The 2-D column, 3-D Column chart options are displayed. Further, More Column Charts... option is
also displayed. Move through the charts to see the preview.
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Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do
] . - . v
E‘? D O Shapes B GetAdd-ns ¥ 12 [T R A

PivotTable R e pe | e B Recommended o
wotlable Recommende aple ICTUres My Add-i - ECOMMende
- PivotTables ' i Screenshot + | W MyAddins - g Charts

Tables Ilustrations Add-ins ’-I-H_h ':l H l:l H
B2 7 fe || Department 3-D Column

A B C D E F G H | | 20 Bar N
1 Revenue
2 Department| 2010 2011  2012] 2013 %I = =
3 sales 500000 | 700000| 1200000 900000 = =
4 Accounts | 100000 | 300000 600000| 300000 3.D Bar
5 Marketing | 300000 | 1000000| 200000 500000
6 HR 200000 | 300000| 300000 100000 % % %
? .
8 | il More Column Charts...
9 .
10|
Fig. 56 (Creating Charts)
e Click any of the chart, it will be displayed on the worksheet.
Hevenue

Department| 2010 2011  2012] 2013

sales | 500000 | 700000] 1200000] 900000
Accounts | 100000 | 300000 600000 300000
Marketing | 300000 | 1000000] 200000] S0000O Chart Title

HR 200000 | 300000] 300000] 100000 1200000

1200000 -

1000000

800000

600000

400000

200000

0 I

Department Sales Accounts Marketing HR

mieries]l mleries? mleries3 g Seriesd

Fig. 57 (Creating Charts)
Format Chart:

e Select the chart

e Click on “Chart Design Tab”

e Click on “Quick Layout”. Asyou move to each of the options, the chart changes to preview
what it will look like if you select the option

e Select any option you want
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Home Insert Page Layout Formulas Data Review View Help Chart Design Format Q Tell me what you want to do

E _'1_|7_47 l.-'_' - |I| ot !]ﬂ|lﬂ =_Mlddia = 'ﬂfi }i;."f “ 7| switch Row,
Column
Dati
| LS (N R S . U | L [ L= | N (B U S S
|§ﬁ Revenue
e 2011 2012 2013
700000 12000000 900000
o
300000] sooooo| sooooo| T o
oooooo| 200000 500000 Chart Title
[ wex | zvwwew | 300000] 300000] 100000| | 1200000 O o
1200000
1000000
mSeriesl
Q O W3eries2 Q
600000 m Series3
400000 Seriesd
200000
o
Department Sales Accounts Marketing HR
[} O

Fig. 58 (Format Charts)
Add / Delete Chart elements:

e Select the chart
e Click the “Charts Element” button

O O
Chart Title
1400000 Py
1200000
1000000
800000
O snoo00 @]
400000
- I L[]
o o i1
Department Sales Accounts Marketing HR
meries]l mSeries? @ Series3 Seriesd

o O O
Fig. 59 (Format Charts)

e Check the “unchecked boxes” to add elements
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O O O .
Chart EHements
Chart Title ~ me
Axes
1400000 ,
[] Axis Titles
1200000 E Chart Title
1000000 . [ Data Labels
200000 E Data Table
Error Bars
Q s0000 0
Gridlines
400000 Legend
200000 I II |:| Trendline
R o il
Department Sales Accounts Marketing
m3eries] mSeries? mSeriesd mSeriesd
C C O

Fig. 60 (Add Chart Elements)

e Uncheck the “checked boxes” to delete elements

0 O <0
Chart Elements
Chart Title - me
Axes
1400000 _
D Axis Titles
1200000 m Chart Title
1000000 . [] Data Labels
200000 D Data Table
0 e) D Error Bars
poota Gridlines
400000 Legend
200000 I I II D Trendline
R o il
Department Sales Accounts Marketing HR
mSeries] mSeries? @ Series3 Seriesd

e, O O

Fig. 61 (Delete Chart Elements)

Add Sparklines:
e Onthe Insert tab go to the Sparklines group and click Line

Page Layout Formulas Data Review View Help Q Tell me what you want to do

H |__'"] - - = M ¥

N
i PSmartArt - M“ il -~ h' .
iended Table Pictures Recommended PivatChart

My Add-ins -~ n
ibles « g4 Screenshot ¢ 3wy ™ @ Charts DL )
i lNustrations Add-ins Charts I

Line Caolumn  Win/
Loss

Sparklines
Fig. 62 (Sparklines)
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e Create Sparklines dialog will appear.

e Select “data range” for which you want to create sparkline
e Select “location range” according to the data range

e Click “OK”

Create Sparklines

Choose the data that you want

Data Range: | C3:F6 +
Choose where you want the sparklines to be placed
Location Range: | $G33:53G356 +

Fig. 63 (Create Sparklines dialog)

e Sparklines will be created at specified location range.

Department| 2010 2011 2012 2013|Sparkline
Sales 500000 J00000( 1200000 900000 ,—
Accounts 100000 300000( 600000 300000 ,—
Marketing | 300000 1000000) 200000 300000| .
HR 200000 300000 300000 100000) ~ ™,

Fig. 64 (Sparklines)
Creating PivotTable:

e Select the data you want to use in PivotTable
e On “Insert tab” in “Tables” group, click “PivetTable” then click “From Table/Range”

File Home Insert Page Layout Farmulas Dat3
J ) [ Shapes ~ [
; . .ﬂ\ PD Srmartirt
PivotTable Recommended Table Pictures !
v PivotTables v @4 Screenshot ¥
\D*me Table/Range INustrations
[ From External Data Source fe

Fig. 65 (PivotTable)

e Click “OK” on the dialog box

e The worksheet now shows the layout for PivotTable. You will also see the PivotTable Fields
which shows the column tiles from the source data
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To build a repart, choose
fields from the PivotTable

Field List
pem —
EEEEE O

(==

FALL 2021
b |
| PivotTable Fields Vo
Choose fields to add to report: &
Search Jol
[ Subject
[ Student
[] Grade

More Tables..

Drag fields between areas below:

Filters Columns

Fig. 66 (PivotTable)

The PivotTable is created by moving fields from the Fields to the layout area. What you drag where
depends on what question you are trying to answer. This can be done in four ways:

o Select the check box next to the field name. Excel will automatically put the field in place.
o Non-numeric fields are automatically placed in Row Labels on the left side of the report.
As you add more non-numeric fields, Excel places them on the inside of fields already on

the PivotTable report, building a hierarchy.
o Numeric fields will be placed in Column Labels.
e Right click the field name and select desired locations of the field

e Drag the field name to the locations listed below the field list

e Drag the field name directly to the layout are

A B

1

2

3 |R|}w Labels '_|Sum of Grade
4 | = Arts 319
5 Ahmad 81
6 Ahsan 96
7 Ali 60
8 Joe 82
9 | = Computing 315
10 Ahmad 83
1 Ahsan 77
12 Ali 70
13 Joe 85
14 | @' Mathematics 205
15 Ahmad 77
16 Ahsan 63
17 Ali 65
18 Joe 90
18 | =/ Physics 281
20 Ahmad 36

Filter PivotTable:

Filtering specific student marks.

e Move “Student” to the “Filters” field. PivotTable will be updated

Laboratory 07 — Introduction to Microsoft ® Excel Spreadsheet — 11

[r]

PivotTable Fields vx
Choose fields to add to report: =
Search yol

Subject
Student

Grade

More Tables...

Drag fields between areas below:

Filters

Rows
Subject
Student

Columns

Values

e Sum of Grade &
-

Fig. 67 (PivotTable)
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A B C D E F G H []
1 |Student (All) - PivotTable Fields M
; @!Sum of Grade Choose fields to add to report: =
4 |Arts 319 Search o)
5 |Computing 315
6 |Mathematics 295 Subject
7 |Physics 281 Student
5 |Grand Total 1210 Grade
9 More Tables...
10
1
E Drag fields between areas below:
14 Filters Columns
15 Student v
16
7 | Rows T Values
18
19 Subject & Sum of Grade &
20

Fig. 68 (Filter PivotTable)

e From the drop-down menu against Student in the layout area, select “Ali”
e Click “OK”

A B C
1 |Student (Ally hd
Search ys

(AT
Ahmad
.. Ahsan

L loe

[ Select Multiple ltems

Fig. 69 (Filter PivotTable)

Marks of Ali will be shown against each subject.

A B C

1 |Student Ali -
2 |

3 |Rowlahels v_lSumoi Grade
4 |Arts 60
5 |Computing 70
6 |Mathematics 65
7 |Physics 39
8 |Grand Total 234
g |

—
=

Fig. 70 (Filter PivotTable)
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Securing Workbook:

e On“Review tab” in “Protect” group, click “Protect Workbook”

File Home  Inset  Pagelayout  Formulas  Data (SN

:';Spelling E +

- @ 2%

EH Thesaurus .

- o Check Smart | Translate Mew Protect Protect Allow Edit

fizz) Workbook Statistics Accessibility ~ | Lookup Comment Sheet Workbook Ranges
Proofing Accessibility Insights | Language Comments Protect

Fig. 71 (Secure Workbook)

e Enter password in the “Protect Structure & Windows” dialog and click OK

Protect Structure and Windows

Password [optional):

Protect workbook for
Structure

Windows
oot | [ canea
Fig. 72 (Secure Workbook)
e Press “Esc” and then click the “File tab”. Select “Save As” and then click the “Browse”
button

e Inthe Save As dialog box, click the “Tools” button
e Select “General Options”

& Downloads
J‘J Music
= Pictures
B videos
e Windows (C:)
& RECOVERY (D) o « >
File name: | vl
Save as type: | Encel Workbook [ xdsx) R4
Authors:  loyce Nielsen Tags: Add atag
] Save Thumbnail
» Hide Felders Toels ~ Cancel
Map Metwork Drive...
\ Web Options... 1
General Options...

Compress Pictures..,

Fig. 73 (Secure Workbook)

¢ In“General Options”, enter Password to open and Password to modify and Click “OK”
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General Options 4 X
|:| Abways create backup
File sharing

Password to opern:

Password to modify: | sses

|:| Eead-only recommended

Cancel

Fig. 74 (General Options dialog)

e Save the workbook

o Now password will be required every time when you open the workbook.
Task 01: Checking Exam Status [25 minutes /30 marks]

Student_ID Student Name Dues Remaining Fee Status Absentees Exam_Status

1 ali 28000 UNPAID B FALSE
2 ahmad 0 PAID 9 FALSE
3 ahsan 0 PAID 2 TRUE

Fig. 75 (In-Lab task)

e Create above shown worksheet with at least 10 rows

e Student_ID column will contain only whole numbers

e Dues Remaining column will also contain whole numbers with range (0,30000)

e Fee Status should be PAID (If Dues Remaining are equal to zero) and UNPAID (If Dues
Remaining are greater than zero)

e Exam Status should be TRUE (If Fee Status is PAID and Absentees are less than eight)
otherwise FALSE

e Remove duplications on the basis of Student_ID

e Formulas must be used where required

e Freeze only first row of the data

e Name excel file with “Your Roll No”

e Email the file to the TA, the subject should be “Lab 07_Task 01_Your Roll No”

Task 02: Creating Chart [20 minutes /20 marks]

Department| 2010 2011 2012 2013
Sales 500000 J00000( 1200000| 120000
Accounts | 100000 300000 600000| 300000
Marketing | 300000 | 1000000| 200000( 500000
HR 200000 300000 300000| 100000

e For the above data, create a 3D bar chart
e Only the following elements should be the part of the chart:

o Axes, Data Table, Gridline, Legend
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Post-Lab activities:

Task 01: GPA Calculation

SR #|Course Code |Course Name

Cr. Hrs | Obt. Marks

Tot. Marks | Percent. | Grade

FALL 2021

[Estimated time 60 minutes /50 marks]

Grade Points (GP)

Create a worksheet as shown above.

| Gra |

Fig. 77 (Post-Lab task)

e Marks & Total Marks column should have a data validation of whole numbers with a range

between 0 to 100

e Percentage should be calculated by the formula
e Use Multiple IF Functions to fill Grade and Grade Points columns

Marks in Percent

0

50
a5
58
61
65
0
fa
g0

85
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Letter Grade

F

D
C.
C

Grade Point

0.00
1.00
1.70
2.00
2.30
270
3.00
3.30

3.70

4.00

Fig. 78 (Marks, Grade, and Grade Point (GP) Table)

e Grade Points (GPs) in a course are equal to grade point obtained by the candidate multiplied by
number of credit hours of the course for example if a student obtains 75 marks in a three credit
hours course then his/her Grade Points in this course would be
Grand Points = Grade Point x Credit Hours

=33x3
=99
e Use SUM function to calculate GPA (Grade Point Average) cell using following criteria

GPA = (sum of all grade points) / total credit hours

Secure your Workbook (Password must be your Roll No)
Following are some samples of the GPA calculation sheet
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SR #|Course Code |Course Name Cr. Hrs| Obt. Marks | Tot. Marks | Percent. | Grade | Grade Points (GP)
1 |GE-181 Introduction to ICT 2 88 100 88% A 8
2 |GE-161L Introduction ta ICT Lab 1 85 100 85% A 4
3 |GE-182 English Composition & Comprehension 3 78 100 78% B+ 9.9
4 |GE-163 Islamic Studies 2 85 100 85% A 8
5 |GE-165 Pakistan Studies 2 83 100 83% A- 7.4
6 |MS-151 Applied Physics 3 72 100 72% B 9
7 |MS-152 Calculus & Analytical Geometry 3 92 100 92% A 12
8 |HO-181 Quran Translation 0.5 78 100 78% B+ 1.685
| Gpa | 3.633333333 |
SR #|Course Code |Course Name Cr. Hrs| Obt. Marks | Tot. Marks | Percent. | Grade | Grade Points (GP)
1 |GE-181 Introduction to ICT 2 65 100 65% B- 5.4
2 |GE-161L Introduction ta ICT Lab 1 75 100 75% B+ 3.3
3 |GE-182 English Composition & Comprehension 3 68 100 68% B- 8.1
4 |GE-163 Islamic Studies 2 52 100 52% D 2
5 |GE-165 Pakistan Studies 2 64 100 64% C+ 4.6
6 |MS-151 Applied Physics 3 75 100 75% B+ 9.9
7 |MS-152 Calculus & Analytical Geometry 3 63 100 63% C+ 6.9
8 |HO-181 Quran Translation 0.5 72 100 72% B 1.5
[ epa| 2501212727 ]
SR #|Course Code |Course Name Cr. Hrs| Obt. Marks | Tot. Marks | Percent. | Grade | Grade Points (GP)
1 |GE-161 Introduction to ICT 2 a5 100 95% A 2
2 |GE-161L Introduction ta ICT Lab 1 85 100 85% A 4
3 |GE-182 English Composition & Comprehension 3 75 100 75% B+ 9.9
4 |GE-163 Islamic Studies 2 25 100 25% F 0
5 |GE-165 Pakistan Studies 2 55 100 55% C- 3.4
6 |MS-151 Applied Physics 3 93 100 98% A 12
7 |MS-152 Calculus & Analytical Geometry 3 60 100 60% C &
8 |HO-181 Quran Translation 0.5 63 100 63% C+ 1.15

| Gpa |  2.693930302 |

Fig. 79 (Sample Post-Lab task)

e Draw a bar chart of marks obtained by the student having course code on x- axes

Obt. Marks

100
90

8 | | | | |
0 | | |

7
GE-161 GE-161L GE-162 GE-163 GE-165 MS-151 MS-152 HQ-181

[T * B N ¥ o B = ]
o o o o o o o o
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Obt. Marks

60
50
40
30
20
10

0

GE-161 GE-161L GE-162 GE-163 GE-165 MS-151 MS-152 HQ-181

Obt. Marks

100
90
80

70
6
5
4
3
2
| l
0

GE-161 GE-161L GE-162  GE-163 GE-165 MS-151 MS-152  HQ-181

o o o o o O

Fig. 80 (Sample Post-Lab task)

Submissions:

e For Pre-Lab Activity:
o Perform Pre-Lab as mentioned above.
o Save the respective document in folder “RollNo_Pre-Lab-07".
o Then zip the whole folder (RolINo_Pre-Lab-07.zip), and email it to your respective
TA.
e For In-Lab:
o Perform mentioned tasks of In-Lab activity.
o Make a folder on Desktop by the name “RollNo_In-Lab-07".
o Then save each document in folder “RollNo_In-Lab-07".
e For Post-Lab Activity:
o Perform Post-Lab as mentioned above.
o Save the respective document in folder “RollNo_Post-Lab-07".
o Then zip the whole folder (RollNo_Post-Lab-07.zip), and email it to your respective
TA.
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Evaluations Metric:

e All the Lab tasks will be evaluated offline by TA’s.

e Division of In-Lab tasks: [50 marks]
o Task 01 (Checking Exam Status) [30 marks]
o Task 02 (Creating Chart) [20 marks]
e Division of Pre-Lab tasks: [20 marks]
o Task 01 (Creating Workbook) [20 marks]
e Division of Post-Lab tasks: [50 marks]
o Task 01 (GPA Calculation) [50 marks]

References and Additional Material:

e Joyce J. Nielsen, Microsoft Official Academic Course, Microsoft Excel 2016, Wiley Publisher,
2016. ISBN: 978-111-927300-4
https://drive.google.com/drive/u/1/folders/1VInh8WIKOIQvi ig98 YCaP7Vvei-tQz

e Learn Microsoft ® Excel:
https://support.microsoft.com/en-us/excel

Lab Time Activity Simulation Log:

e Slot — 01 — 00:00 — 00:15: Settlement and attendance

e Slot — 02 - 00:15 - 00:30: Demonstration on screen (Microsoft ® Excel)
e Slot — 03— 00:30 — 00:45: Demonstration on screen (Microsoft ® Excel)
e Slot — 04 — 00:45 — 01:00: Demonstration on screen (Microsoft ® Excel)
e Slot — 05— 01:00 — 01:15: Demonstration on screen (Microsoft ® Excel)
e Slot — 06 — 01:15 — 01:30: Demonstration on screen (Microsoft ® Excel)
e Slot — 07 — 01:30 — 01:45: Demonstration on screen (Microsoft ® Excel)
e Slot — 08 — 01:45 — 02:00: Discussion on In-Lab Task

e Slot — 09 — 02:00 — 02:15: In-Lab Tasks

e Slot — 10— 02:15 — 02:30: In-Lab Tasks

e Slot — 11 — 02:30 — 02:45: In-Lab Tasks

e Slot — 12 — 02:45 — 03:00: Discussion on Post-Lab Task
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