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Introduction

• Microsoft Excel is a software program produced by Microsoft that allows
users to organize, format and calculate data with formulas using a
spreadsheet system.

• Excel allows to perform calculations (like a calculator) and manipulate text
(like a word processor).

• Excel 2016 has 484 functions.
• Of these, 360 existed prior to Excel 2010. Microsoft classifies these

functions in 14 categories.
• Of the 484 current functions, 386 may be called from VBA (Visual Basic for

Applications) as methods of the object "WorksheetFunction“.
• it can be used anywhere for any kind of work.
• For example, it is used for billing, data management, analysis, inventory,

finance, business tasks, complex calculations, etc.



Main features

• Microsoft Excel has the basic features of all spreadsheets, using a grid 
of cells arranged in numbered rows and letter-named columns to 
organize data manipulations like arithmetic operations. 

• It has a battery of supplied functions to answer statistical, engineering 
and financial needs.

• The distinguishing feature of a spreadsheet program such as Excel is 
that it allows you to create mathematical formulas and execute 
functions

• In addition, it can display data as line graphs, histograms and charts, 
and with a very limited three-dimensional graphical display.



EXCEL WORKSHEET
• Excel allows you to create worksheets much like paper ledgers that 

can perform automatic calculations. 
• Each Excel file is a workbook that can hold many worksheets. 
• The worksheet is a grid of columns (designated by letters) and rows 

(designated by numbers). 
• The letters and numbers of the columns and rows (called labels) are 

displayed in gray buttons across the top and left side of the 
worksheet. 

• The intersection of a column and a row is called a cell. 
• Each cell on the spreadsheet has a cell address that is the column 

letter and the row number. 
• Cells can contain either text, numbers, or mathematical formulas.





ENTERING DATA

• Need a workbook
• create a new workbook
• open an existing workbook

• Data types
• Numbers
• Text
• Formulas

• Data entry cell by cell
• Deleting
• Moving
• Copying
• Autofill



EDITING DATA 

• Editing cell contents
• Inserting or deleting cells 
• Inserting or deleting rows
• Inserting or deleting columns 
• Inserting or deleting a worksheet 
• Moving or copying a worksheet 
• Renaming a worksheet



FORMATTING DATA 



• AutoSum - helps you to add the contents of a cluster of adjacent cells.
• List AutoFill - automatically extends cell formatting when a new item 

is added to the end of a list.
• AutoFill - feature allows you to quickly fill cells with repetitive or 

sequential data such as chronological dates or numbers, and repeated 
text. AutoFill can also be used to copy functions. You can also alter 
text and numbers with this feature.

• AutoShapes toolbar will allow you to draw a number of geometrical 
shapes, arrows, flowchart elements, stars and more. With these 
shapes you can draw your own graphs.

• Wizard - guides you to work effectively while you work by displaying 
various helpful tips and techniques based on what you are doing.

• Drag and Drop - feature will help you to reposition the data and text 
by simply dragging the data with the help of mouse.



• Charts - features will help you in presenting a graphical 
representation of your data in the form of Pie, Bar, Line charts and 
more.

• PivotTable - flips and sums data in seconds and allows you to perform 
data analysis and generating reports like periodic financial 
statements, statistical reports, etc. You can also analyse complex data 
relationships graphically.

• Shortcut Menus - commands that are appropriate to the task that you 
are doing appear by clicking the right mouse button.



FORMULAS

• Formulas are the
key to Excel’s
amazing power and
versatility! By using
a formula, we can
find the answer to
virtually any
calculation we can
think of!





INSERTING A CHART



• MS Excel automatically edits the result if any changes are made in any 
of the cells.



Uses in Physical Education

1. Data storage
• Raw data on fitness, attendance, skills etc

2. Data Sorting
• arranging data in some logical order. Allowing to sort data either in ascending 

or descending order.

3. Calculations for raw data
• Mean, Median, Mode, Sum, Average, Standard Deviation, ‘t’ test, ‘f’ test, 

correlation etc.

4. Presentation of results
• Histogram, pie chart, line graphs, scatter graph etc.


