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Data Analysis 

Data Analysis (MS Excel) 

• Naming a range of cells → select the cells → right click and select ‘Name a Range’. 
→ type the name in the option box. Ensure the range is correctly selected.

 

• While printing the spreadsheet: 

o check the fields required to show 

o if they want it to show formulae. (To show formulas instead of values, 
select Show Formulas under the Formula Auditing section of the 

Formulas tab.)  

• To set a cell as currency →, click on the popup box in the Number section of the 
Home tab → select Currency and pick the required symbol and number of 
decimal places as specified on the paper.
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• To colour a range of cells that contain specific values →, under the Styles section 
in the Home tab →, click on the drop-down menu under Conditional Formatting. 
Choose New Rule → Format only cells that contain. → add the rule according to 
the instructions on the paper from the Format tab (ego: less than 100, format: 
green). You can add more than one rule to a range of cells by repeating the same 
steps for the new rule.

 

• When you are using another file as a source file (ego for a LOOKUP function), 
make sure it is open until the end, or else the spreadsheet will no longer be able 
to access that data. 

o To make a cell reference absolute, press F4 while highlighting it 
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Presentations 

Presentation Authoring (MS PowerPoint) 

• To open a given outline, click the “New slide” arrow and click “slide from 
outline...” 

• Printing presenter notes, click print “Notes pages." 

• Printing audience notes, click print “Handouts.” 

• When printing evidence of slide transitions, go to slide sorter and then PrntScr 

•  
For all bullets to enter the screen at once →, click on the Custom Animation 
under the Animations tab → Then select all the bullet points and Add Effect in the 
side pane and choose the required style. 

• For the bullets to enter the screen one by one, → Select the first bullet point and 
animate as required from Add Effects. Repeat for the remaining points.

 

• When printing evidence of animations, open the Custom animations pane and 
then PrntScr 

• To show evidence of transitions, take a screenshot of the slides pane, having a 
star beside the slides that have transitions. 
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• It plays continuously to loop a slide show until the Esc key is pressed. Under the 
Slide Show tab, click on Set Up Slide Show under Set Up. It appears in the Show 
options section of the option box. 

•  

 

 

 


