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1. What is a spreadsheet program? How does it differ from a word processing program
Spreadsheet programs are program that handle or work with numbers and can perform sophisticated or simple calculation at the same time. Spread sheet programs usually contain rows and columns and this features differentiate the spread sheet programs with word processing program, where the word processing program only deals with word and suitable only for typing. Examples of spreadsheet programs are MS Excel, Lotus 1-2-3, SPSS and Quattro Pro.
2. What is the difference between a worksheet and a workbook? 
Worksheet is a single sheet in the spreadsheet programs (MS Excel) and whereby workbook is consisting of multiple of worksheets represented by Tabs at the bottom of the Excel screen.
3. How do you copy and move cell contents? 

To copy the cell content, just simply highlight the desired cells, right click on the highlighted cells and then select copy. Then you can paste the copied cells anywhere in the worksheet. To move the entire cell contents, just highlight the desired cell contents and right click, select cut. Then paste anywhere in the worksheet. The contents will be moved to the desired new place in the worksheet.

4. How do you use the fill handle to copy contents of cells and to create a sequence? What type of sequences can be created using the fill handle? 

The fill handle can be used to copy contents whether in row or in column directions. To copy the contents, just key in the required number in any cell and then move the cursor to the border of the cell until the cross sign appears. Drag the cursor vertically or horizontally and then the contents will be copied in each of the cell being highlighted. To create a sequence, key in the first and second cell with two different values and then repeat the steps mentioned before hand. Computer will create a sequence of number where the difference between the first two numbers will be the constant sequence for all the sequence numbers.

5. How do you create custom headers and footers? 

To create custom headers and footers, under tab View, select Header and Footer. The page setup box will appear with all the options regarding header and footer. Click tab for custom header to customize the header, and then click custom footer to customize the footer.

6. What is a relative cell address reference? How do you change a relative reference to an absolute reference? What is a mixed cell address reference? 

Relative cell address reference is where the address of particular cell is being changed due to any calculation applied and the same calculation or formula is being applied to other cell (eg- C4). To change from relative reference to absolute reference, simply just key in the Dollar sign ($) in front of column or row that you want to be constant (eg- $C$4). Mixed cell address is where only the column portion or the row portion of the cell reference to be adjusted. (eg- $C4, C$4)

7. What is the formula bar? What is the name box? 

Formula bar is where the calculation of any mathematical formula can be performed together with numbers. Name box is the name of the particular cell that is being referred.
8. What is the difference between erasing the contents of a column and deleting the column?

Erasing the contents of a column is where only the contents of that particular column being erased and not the column itself. But when deleting the column, the contents and the column itself will be deleted.

9. How will you freeze a part of the worksheet?

To freeze part of the worksheet, go to Window. Under Window, click freeze panes. Before that, make sure the part of the worksheet has been decided by selecting a cell as the mark to freeze any particular part of worksheet.

10. What is the maximum number of significant digits possible in MS Excel?

The maximum number of significant digits possible in MS Excel is 1x10308.
11. What is the difference between a bar chart and a histogram?

For the Bar chart, usually the chart is aligned horizontally and the chart is being used to compare the group of data. While the Histogram chart is aligned vertically and it is being used to calculate individual or cumulative frequencies for a cell range of data.
12. How will you put the error bars in the x-y plot? Explain using sample data. (hint: See Help facility in Excel)

      To add error bars on the x-y graph, first click the data series to which you want to add error bars, then under Format menu, click Selected Data Series. On the X Error Bars tab or the Y Error Bars tab, select the options you want. If you change the worksheet values or formulas associated with the data points in the series, the error bars are adjusted to reflect your changes.
13 How will you protect a workbook in MS Excel?

      To protect a workbook in MS Excel, click Tools menu and then click Protection. Under protection, click Protect Sheet. Then Protect Sheet options box appears. Click on Protect Worksheet and Contents of Locked cells. Key in the desired password and you can allow any users to edit your worksheet by clicking the options to allow users to do the editing.
14. How to protect only selected cells in MS Excel
      To protect only selected cells in MS Excel, first select or highlight the desired cells that want to be locked or protect. Then right click on the cell and choose Format Cells. Select the protection sheet and then tick Locked. Then you have to protect the worksheet to allow the protection on those particular cells is activated. To protect the worksheet, select Tools menu and click protection and protect sheet. The password is optional. Then click OK to activate the protection.
15.  Explain the different forms of log functions available in MS Excel?

 There are eight different forms of log functions available in MS Excel:
1. LOG

2. IMLOG2

3. IMLOG10

4. LOGINV

5. LOG10

6. LOGEST

7. IMLN

8. LN

For LOG, it can be written in the form- LOG(number,base) eg: =LOG(8,2). This means that you want to calculate log 8 with 2 as the base. If the base is omitted, it is considered to be base 10.

For IMLOG2, it is to calculate any log values for imaginary number with 2 as the base. Eg: =IMLOG2("3+4i") is actually base-2 logarithm of 3+4i (2.321928 + 1.337804i)
For IMLOG10, it is also to calculate any log values for imaginary number with 10 as the base. Eg: =IMLOG10("3+4i") is actually logarithm (base 10) of 3+4i (0.69897 + 0.402719i)

For LOGINV, it is to find the inverse value of the normal value of log. It is written in the for of LOGINV(probability,mean,standard_dev) where by Probability   is a probability associated with the lognormal distribution, Mean   is the mean of ln(x) and Standard_dev   is the standard deviation of ln(x).


LOG10 is the normal log function with 10 as the base of the log function. The number that you want to find the value for LOG10 needs to be a positive real number.


LOGEST-In regression analysis, calculates an exponential curve that fits your data and returns an array of values that describes the curve. Because this function returns an array of values, it must be entered as an array formula.

The equation for the curve is:

y = b*m^x or

y = (b*(m1^x1)*(m2^x2)*_) (if there are multiple x-values)

where the dependent y-value is a function of the independent x-values. The m-values are bases corresponding to each exponent x-value, and b is a constant value. Note that y, x, and m can be vectors. The array that LOGEST returns is {mn,mn-1,...,m1,b}.

LOGEST is written in MS Excel in the form of:

LOGEST(known_y's,known_x's,const,stats)

Known_y's   is the set of y-values you already know in the relationship y = b*m^x. 

· If the array known_y's is in a single column, then each column of known_x's is interpreted as a separate variable. 

· If the array known_y's is in a single row, then each row of known_x's is interpreted as a separate variable. 

Known_x's   is an optional set of x-values that you may already know in the relationship y = b*m^x. 

· The array known_x's can include one or more sets of variables. If only one variable is used, known_y's and known_x's can be ranges of any shape, as long as they have equal dimensions. If more than one variable is used, known_y's must be a range of cells with a height of one row or a width of one column (which is also known as a vector). 

· If known_x's is omitted, it is assumed to be the array {1,2,3,...} that is the same size as known_y's. 

Const   is a logical value specifying whether to force the constant b to equal 1. 

· If const is TRUE or omitted, b is calculated normally. 

· If const is FALSE, b is set equal to 1, and the m-values are fitted to y = m^x. 

Stats   is a logical value specifying whether to return additional regression statistics. 

· If stats is TRUE, LOGEST returns the additional regression statistics, so the returned array is {mn,mn-1,...,m1,b;sen,sen-1,...,se1,seb;r 2,sey; F,df;ssreg,ssresid}. 

· If stats is FALSE or omitted, LOGEST returns only the m-coefficients and the constant b. 

For more information about additional regression statistics, see LINEST.

IMLN is the natural logarithm of complex or imaginary number. Eg: =IMLN("3+4i") is actually natural logarithm of 3+4i (1.609438 + 0.927295i)
LN is the natural logarithm of any real number. Eg: =LN(86) is actually natural logarithm of 86 (4.454347)

16.   In MS Excel, the argument of the sin functions should be in radians. Assume that you are provided with a set of angles in degrees. Use radians function in MS Excel to express the angles in radians and then find out the sin of these functions.

17.   Use of HELP facilities in Excel: Go through the HELP facilities in Excel and study several different types of functions. Explain the application of three different uncommon functions using your own examples.

1.  FACTDOUBLE is the double factorial of a number.


      Syntax
               FACTDOUBLE(number)

   Number   is the value for which to return the double factorial. If number is not   an integer, it is truncated.

Remarks 

· If number is nonnumeric, FACTDOUBLE returns the #VALUE! error value. 

· If number is negative, FACTDOUBLE returns the #NUM! error value. 


2.  CEILING

Returns number rounded up, away from zero, to the nearest multiple of significance. For example, if you want to avoid using cents in your prices and your product is priced at RM4.42, use the formula =CEILING(4.42,0.05) to round prices up to the nearest Ringgit.

Syntax
CEILING(number,significance)

Number is the value you want to round.

Significance is the multiple to which you want to round.

Remarks 

· If either argument is nonnumeric, CEILING returns the #VALUE! error value. 

· Regardless of the sign of number, a value is rounded up when adjusted away from zero. If number is an exact multiple of significance, no rounding occurs. 

· If number and significance have different signs, CEILING returns the #NUM! error value. 

3.  FLOOR

            Rounds number down, toward zero, to the nearest multiple of significance.

Syntax
FLOOR(number,significance)

Number   is the numeric value you want to round.

Significance   is the multiple to which you want to round.

Remarks 

· If either argument is nonnumeric, FLOOR returns the #VALUE! error      value. 

· If number and significance have different signs, FLOOR returns the #NUM! error value. 

· Regardless of the sign of number, a value is rounded down when adjusted away from zero. If number is an exact multiple of significance, no rounding occurs. 

Eg: =FLOOR(2.5, 1) is actually rounds 2.5 down to nearest multiple of 1 (2)
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