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Basic Calculations

Formulas allow calculations:

=A1+B1 (Addition)
=A1-B1 (Subtraction)
=A1*B1 (Multiplication)
=A1/B1 (Division)

N




° 30000 :AZ*BSZ 2 - 1B000 | 2
F U N CtIO nS U =A3ES 2 |3
9% = M*SBS? 48 _4
Common Excel functions: * % s
3068 =A6*9BS2 1534 _6
576 =A7*5BS2 o 288 _7
. 862 = A3*BS2 4306 8
1. -SUM(): add values 9
2. - AVERAGE(): calculate
average e
1. - MAX(): highest value 1045 gy [ iR
m~55i 3| :Jhn
2. - MIN(): lowest value g — ¢ e




Formatting

: ‘Calibri v|11 v‘A‘ AS % o Add-ins
B I =33~ A~y 58508 Add-ins
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Charts

Visualize data with charts:

(2) 2025- OLwl>2024 Sqiwll gl 2¢) 1o - Excel
1. - Column Chart Review View Help Q Tell me what you want t
2. - Pie Chart
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Sorting and Filtering
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Saving and Exporting Files

Save in different formats:

D3 . fr | =RIGHT(B3,LEN(B3)-FIND("." B3)) v

A ; | C D E | F ||

Extract extension from filename

1. - .xIsx (default)

—a

(SRR ]
| S|

schedule.doc doc doc
2 . T . CSV (text d ata ) 4| sale amount.xIxs xIxs xIxs ||
d | desktop. pdf pdf pdf

e =

3 o= p df ( fea d -ONn |y / | Formula1 REPLACE(RIGHT(filename, 5),1,SEARCH("." RIGHT(filename, 5)),"")

Formula 2 RIGHT(filename,LEN(filename)-FIND("." filename))
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Tables

The Insert Table option allows you to create
structured tables to organize data.

Example: Enter students’ names and grades in a
table.

Activity: Ask students to create a small table with
sample data.



Pictures

You can insert pictures from your computer
or the internet.

Activity: Insert the university logo into a
worksheet.



Text Box

Insert a Text Box to add notes or labels inside
a worksheet.

Example: Write 'Final Results' above a table.




Conclusion & Q/A

Excel is a powerful tool for managing, analyzing,
and visualizing data.

Now, let’s move to your questions!
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