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Definition for MS-EXCEL 

MS-EXCEL is a spreadsheet developed by Microsoft for windows. It features 

calculation, graphictools, and pivot tables for applications. 

Working with EXCEL: 

  

 



Tool bars used in EXCEL: 

1. Quick Access Tool bar. 

2. Ribbon bar. 

3. Formula bar. 

4. Spread sheet grid. 

5. Status bar. 

 

 

 

 



Workbook: 

 A workbook is the MS-EXCEL file in which you enter & store related data. 

Worksheet: 

 A worksheet is a collection of cells on a single sheet where you actually 

keep & manipulate data. 

Uses of Excel in day to day life: 

1. Accounting & Finance. 

2. Data Organization. 

3. Programming. 

4. Graphing. 

5. Proficiency. 

Steps to start Excel: 

1. Choose start->All 

2. Programs->MS office 

3. Right click-> Open MS Excel 2010 

Components of Excel Screen: 

1. Active cell- Data is entered in cell 

2. Cell- Data entered into a worksheet is stored in a cell. 

3. Name box- It shows the name of the current cell. 

4. Formula bar- It contains or shows the formula for operations 

5. Task pane- It displays the list of commonly used tasks. 

6. Tab scrolling buttons- It is used to move between worksheets in a workbook. 

7. Row headings- It lists the rows in the worksheet. 

8. Sheet Tab- It identifies the sheet name. 

9. Column headings- It lists the columns in the worksheet. 

 

 

 



Fill in the Blanks: 

1. Excel is the spreadsheet which is used in many accounting & calculative 

areas. 

2. Workbook is composed of several worksheets. 

3. A cell is an area where the data is stored & manipulated. 

4. Task pane shows the list of tasks performed. 

5. Excel is used to perform calculations. 

True or False: 

1. Excel is not used in Accounting. False 

2. MS-Excel is a Microsoft office package. True 

3. There is only one worksheet in Excel. False 

4. Formula bar shows the formula for operations. True 

5. Row headings shows the headlines of rows. True 

 

 


