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Class 1:  Follow the link for explanation 

https://drive.google.com/file/d/1Wof6uwt22XgPX4axtNos_TjUiVyhX5i5/view?usp=sharing 

 

 Topics to be covered:- 

 Active cell and Range of cell 

Active cell: It is the cell which is surrounded by a thick black border. This is the  cell ready for all 

operations. In this picture cell C3 is the active cell 

 
Range of cell: It is a group of consecutive or adjacent cells in a worksheet. In this picture the range 

of selected cells is B2:C8 

 
 Selecting rows :  

o Take the cursor to the row header, the cursor changes to an arrow head.(row header are 

the row numbers) 

o Click on the row header. The entire row gets selected. 

 

https://drive.google.com/file/d/1Wof6uwt22XgPX4axtNos_TjUiVyhX5i5/view?usp=sharing


 Selecting columns  

o Take the cursor to the column header, the cursor changes to an arrow head.(column 

header are the column letters/alphabets) 

o Click on the column header. The entire column gets selected. 

 

 Select partial range in  a row/column: 

o Bring the cell pointer to the desired location from where you want to start your 

selection 

o Click the left mouse button and drag till you reach the last cell of the range. 

o Thee selected cells would be highlighted. 

 

 Naming a sheet tab 

o Select the  sheet tab that you want to name (let it be Sheet1) 

o Double-click on the sheet tab. It will be highlighted. 

o Type the new name. 

 

 Renaming a sheet tab 

o Select the sheet tab you want to rename( Say English) 

o Right-click on the sheet tab and choose rename 

o Type a name in the  sheet tab box and press Enter 



 

 

 

 

 Deleting a sheet tab 

o Select the sheet tab you want to rename( Say Sheet2) 

o Right-click on the sheet tab and choose Delete and press  Enter 

 
 

 

 

 

Class 2:  Topic to be covered:- 

 Cell referencing : A cell address is also known as a cell reference. A cell in column D and row 5 has a 

cell address/reference D5. Use  of cell addresses /references in a formula is known as cell 

referencing 

Eg:   In the formula,   =E3+C2/6 , we are referencing the cells E3 and C2. 

There are 3 types of cell referencing, Relative, Absolute and Mixed cell referencing. 

 Relative cell referencing: In a formula , generally the relative position of a cell is used. Due to this 

when a formula is copied to a new cell, the cell addresses changes with reference to the new cell 

address. 

Example: let the formula in cell D5 be  =B2/8*C6. The formula when copied to  G4 will become 

=E1/8*F5 

Similarly formula in cell A4= Sum(D1: F1) when copied to C6 will become =Sum(F3:H3) 

 
 

Here formula in cell E4 is =C4+C6 



 
 

Online reference link: https://www.youtube.com/watch?v=jWiJASPiFvQ 

 

  

 

 

 

Homework: 

1.Create a table in MS-Excel with names of ten chocolates in column A from row 1 to 10  and their price in 

column B. 

2.Write a formula in cell C6 to find the sum of the price of all the chocolates with price above Rs 30. 

3.What will the new formula be when the above formula will be copied to cell D7. 

4.Write a formula in C10 to find the average price of the chocolates. 

5.What will be the new formula when the above formula is copied to cell E11. 

 

 

 

     Ankita Guha Kundu 

When the formula is copied to G8 the 

new formula is =E8+E10 

https://www.youtube.com/watch?v=jWiJASPiFvQ

