Computer Skills

MS Excel

Work Sheet # 6
Topics Covered:

Functions, Entering Functions, TODAY, NOW, DAY, MONTH, YEAR, PROPER, UPPER, LOWER, LEFT, RIGHT, MID, TRIM
Working Steps:
1. The format of any formula: 

=Function Name (Arguments)

2. Type of functions
a. Statistical

b. Math & Trig

c. Lookup & Reference

d. Logical

e. Date and Time

f. Text

g. Database

3. Enter the following table:
	50

	66

	83

	43

	55

	67


4. Select an empty cell, and insert a function that sums the listed numbers (Hint: Use AutoSum)
5. Insert a function that computes the average of the numbers (Hint: Use AutoSum)
6. From “Insert function” dialogue, search for the function that gets the maximum number among list of numbers.

7. Go to an empty cell, and display today’s date (Hint: use TODAY)

8. Change the format of the day

9. In an empty cell, display the date and time according to the one stored in the computer (Hint: use NOW)
10. In an empty cell, display the number of today within the current month. (Hint: use DAY)
11. In an empty cell, display the number of this month within the current year (Hint: use MONTH)
12. In an empty cell, display the current year (Hint: use YEAR)
13. Go to an empty cell, and enter the sentence, exactly as it is written: “ThiS iS eXcEl CouRse:.

14. In another cell, display the previously written sentence, in a proper use of letters cases (Hint: use PROPER)

15. In another cell, display the same sentence, all in Upper case letters. (Hint: use UPPER)

16. In another cell, display the same sentence, all in Lower case letters. (Hint: use LOWER)

17. In another cell, display the first 4 characters from the same sentence. (Hint: use LEFT)

18. In another cell, display the last 4 characters from the same sentence. (Hine: use RIGHT)
19. In another cell, display on the word “Excel” extracted from the same sentence. (Hint: use MID)
20. In a new cell, write the sentence “My name is Eman”, start with 4 spaces, and leave 3 spaces between each word, and end with 5 spaces.
21. In another cell, insert a function that removes all extra spaces in the previous sentence. (Hint: use TRIM)

