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1.

Data Entry refers to the process of entering, updating, and managing data in a computer system, especially in spreadsheet
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software like Microsoft Excel.
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Types of Data Entry
Text (Labels): Names, addresses, etc.
Numbers (Values): 100, 2500, etc.
Date & Time: 25/12/2025, 10:30 AM
Formulas: =SUM(A1:A10)

Methods of Data Entry
Typing directly into a cell
Copy and Paste
Using Fill Hondle (AutofFill)

Importing data from external sources
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Important Features
AutoComplete: Suggests previously entered text
AutoFill: Automatically fills series (1,2,3... or Jan, Feb...)
Data Validation: Restricts input type

Flash Fill: Detects patterns and fills data automatically

. Advantages

Fast and efficient data handling
Reduces manual effort

Improves accuracy with tools

. Disadvantages

Human errors possible
Requires basic computer knowledge

Time-consuming for large datasets
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FORMATIING CELLS

1. Definition

Formatting Cells means changing the appearance of data in a spreadsheet
without altering the actual data.

Types of Cell Formatting

Number Formatting: Currency, Percentage, Decimal
Text Formatting: Font, Size, Bold, Italic

Alignment: Left, Center, Right

Borders & Colors: Cell borders and background colors
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Conditional Formatting: Format based on conditions
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Common Formatting Tools
Font Style & Size

Text Color & Fill Color
Merge & Center

Wrap Text

Alignment options




4. Importance

» Makes data easy to read

» Enhances presentation

» Helps in data analysis

5. Examples

» Highlighting tfop values

» Formatting currency as or $

» Using colors for better visualization
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Merge & Center

Wrap Text
Alignment faseq
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Conclusion

Data Entry and Cell Formatting are essential skills for working efficiently in
spreadsheet software like Microsoft Excel. They help in organizing, analyzing,
and presenting data clearly and effectively.
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