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Definition for tool bars used in EXCEL: 

The toolbar is a row of boxes, often at the top of an application window that 

control various functions of the software. 

1. Formula Bar -Bar in a spreadsheet program that allows you to edit a 

formula. 
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2. Status Bar - One of the few bars at the bottom of the window that shows the 

status. 

 

 

3. Quick Access tool bar - the Quick Access Toolbar contains the Save, Undo 

and Redo button. 

 

 

4. Standard tool bar - This entire toolbar contains the standard set of tools 

which is a standardized tool in Microsoft windows screen. 

 



Uses of Excel in day to day life: 

 

1. Finance: Spreadsheets are ideal for financial data-checking account 

information, budgets, transactions etc. 

2. Forms: Form templates can be created to handle evaluations, quizzes, 

surveys, patient information, etc. 

3. Schools & Grades: Teachers can use spreadsheets to track student’s marks, 

calculate grades, missing tests etc. 

4. Lists: Managing a list in a spreadsheet is a great example of data that does 

not contain numbers.  

5. Sports: Spreadsheets can keep track of your favorite player stats or stats on 

the whole team. 

 

 

 



Questions & Answers: 

1. Define MS-EXCEL 

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

features calculation, graphic tools, and pivot tables for applications. 

2. What are the tool bars used in EXCEL? 

i. Quick Access Tool bar. 

ii. Ribbon bar. 

iii. Formula bar. 

iv. Spread sheet grid. 

v. Status bar. 

 

3. Draw an EXCEL window. 

 

 
 



4. Define Workbook 

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

data. 

5. Define Worksheet 

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

actually keep & manipulate data. 

6. Write the Steps to start Excel 

 

1. Choose start->All 

2. Programs->MS office 

3. Right click-> Open MS Excel 2010 

 

7. Write any three Components of Excel Screen 

a. Active cell- Data is entered in cell 

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

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

 

8. Define formula bar in EXCEL 

 

Formula Bar is a spreadsheet program that allows you to edit a 

formula. 

9. Define quick access tool bar 

Quick Access tool bar - the Quick Access Toolbar contains the Save, 

Undo and Redo button. 

10. What are the uses of EXCEL? 

a. Finance 

b. Forms 

c. Schools & Grades 

d. Lists 

e. Sports 

 

 


