Computer Skills

MS Excel

Work Sheet # 2

Topics Covered:

Styles, Format as Table, Conditional Formatting, Defining Names, Deleting Range Names, Using a range name in a formula. 

Working Steps:
1. Enter the following table:

	St. Name
	Excel
	Access
	 FP

	Mohammad
	85
	80
	89

	Maha
	90
	87
	91

	Ali
	45
	46
	42


2. Select the first row (the titles), and assign a proper style to it.

3. Select the other rows, and assign a proper style to it.

4. Select the whole table, and return the style to normal.

5. Select the whole table, and assign a proper format to the whole table

6. Delete the filter arrows from the table


7. In the “Excel” column, add a conditional format, so that to color marks less than 50, with red.

8. In the “Access” column, add a conditional format, so that to color marks greater than 50, with green.

9. In the “FP” column, add a conditional format, so that to color the highest mark to red.

10. Delete all the conditional formats you have added.

11. Define name “Excel” for marks in Excel column.

12. Define name “Access” for marks in Access column

13. Calculate the Sum of “Excel”

14. Calculate the Average of “Access”

15. Delete the defined name “Excel” and note the related formula result.

