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Introduction to MS Office
AsEee  3Hifthw (MS Office) gfaar &1 w=@

Popular Office Suite & Suite &1 #Aded T o m "
Computer Programs @& U& WA BT g Ig
Program Us g&l & Data share &X #&d § 3aih 1 .

Tools 8 T - STITHIT Teh HATT gld & MS Suite

H 3iifhT & 1T 3mer arer Tt Program &7 Ts dc

AT T § foEd 3mger Office work 3R #f 3mae g arar § Office & &5 &R & &1 gld
& S JeX ST Spreadsheet dIX &3, Presentation daR &, Email i, Database
Management &% 3¢ | Microsoft Company & Founder farer aiea (Bill Gates) g Sit gferar
& HIH AR FiFdal H g A WA E

Microsoft Office & 3t F& 3R ard:-

Microsoft Office Versions Release Date
fdsia & foru AEwage SHifthy SFZER 1990
HEHIaTe g 3.0 30 3T 1992
rehIgge by 4.x 1994
HEHIATE HHY 1995 24 3T 1995
Arehage Afhg 1997 1997
HIZHIEITE SAlfbHE 2000 7 9 1997
UISHIGITE JATTHH XP 31 {3 2001
TrEHIage Hhd 2003 21 3fagaR 2003
HISHINIUT B 2007 30 SRl 2007
TATSHIAIUT SHITBH 2010 15 5 2010
HreHhIgIge by 2013 30 SHa3] 2012
ISP SAiThY 2016 22 fdsR 2015
AreHIgge Hhd 2019 24 f&deR 2018

UTSHIAITE JATTHH 2021 5 SfFgaR 2021



MS Office T TAATATT (Features of MS Office)

MS Office &I Fa& &I3T faQwar Ig & o TE Hh IR Hsell &
SHH &1 IS 37T 3ol UaaheraT 3R Uohat & SIRT 319 31797 37T e & FET A

AN A

Component of Microsoft Office in Hindi

g gl

5@ @8l Program vk @k @ fAS S[oid € AT 5 W HH AT AT g1 STl g

gHS HYA S HT dolg T 38 Tod HT 3UANT HIAT 3HT gl STl &

MS 3{Tfpg & gHI-GHT W 193¢ haT S1ar &

sg$r Aeg ¥ ifthg & gt RBfoea srfar 3maEh & das fFar a1 ghar 2

> Microsoft Word
> Microsoft Excel

> Microsoft PowerPoint

» Microsoft Access
» Microsoft Outlook
» MS Publisher

» MS Share Point

» MS OneNote

Word Excel PowerPoint

F WG

Publisher InfoPath Skype for
Business

OneNote

Outlook

Access

&,

OneDrive
for Business



. MS Word: g @teddX o8 Samel 39T & for Sl §1 $HT #Heg ¥ oley, SiagHe,
TCehere, Rog 3ae & 9o e & 3R ufse off ¢ d&d gl

. MS Excel : 381 qu &1 MS Excel §1 I8 T fdsier 9X 3memRa #9seiie Siane § i srer
I SR BIFfe F create FXAT &1 $H WIFEAA I Y SATET 3ehr3ee iR M H SEAATT
forar Srar Bl

. MS Power Point : YsieersT §a71 & foIT SHHT STAATS fRaAT ST &1 SHH AcCIAISAT oy
f& wiele, a3s, vAARE, dmithed w1 qac fear Snar g1 fhdr o srer 3R gEer @
fas[erssies & foIT 9raX carge 13U fRam ST &

. MS Access : Ig T Sedd Haodc TFedI § AT 9T ROIE, B 3R 9T IR o
& T sgar sTaATa fhar STar gl

. MS Outlook : 38 E-Mail Client& aTT & & ST ST g1 S9hT 39IET 3-Acd Ao &
forT, A & & v 3k RAT &= & fov fhar e g

. MS Publisher : snfreg f3arssT 3R 3csd Fice gfeael R arell & v I8 = 3=<or
e §1 3HA HlSE CFUele AHS AIFCdI $H FAag ¥ FHoisy, So [ooierd s, wicithane
a1 BfSce T3H IR X FHd §

. MS Share Point : 3T 31er & TR fRar o1 @&ar g1 388 dease Collaboration Ted
BT § f9gay #ce ¥ OF AT & 1Y B 3R 3T & e F AT T Jha S

. MS OneNote : 35 f3fSice slcgs uftader &1 I8 Tgse & faw wrdr sarer 3udeh g1 I8
One Drive & foieh Il § SHHI dolg @ wlc &l % wegel A & g1 Alsa 4 off varad
feram S HevaTr Bl

Microsoft Office Suite & 3ieX g7 &g Software fAad & 398 & 87 MS Word, MS Excel,
MS PowerPoint #1@qr|

Word Excel PowerPoint



Microsoft Word (MS Word)

Microsoft Word g1 Short Name MS-Word gidr § 98 T&
Word Processing Software giar & foadr A & g 315 off
Document §T Hehd g 3HH dGolld & Hhd g 30H d R
Toolsgra § ST T 8 Document & d=TT & foT SR g &
sy 39 Letter, Resume, Application, Invitation 3mfe 3maTET
¥ Type & &hd g Microsoft Word gieamr & sriferdl &
e STET yAeT i S« arelr Application Software & sa#
work &% & faw v Document 9T gIaT &1

MS-Word & dd« arell BIsel &T Extension Name

» .doc (2003 Versions)
» .docx (2007, 2010, 2013, 2016, 2019, 2021 Versions)

MS Word $r [@awame (Features of MS Word)

1. MS-Word & Document T3¢ &t & AT Hiee @R, Biee TS, ISAHE, JIe Fedlic
faereq e ¥l

2. Document &I 3YS §el0 & ToU S, ATH, TIE, SHT, AT & [Fheq o Fead B

3. feomed R & SIRT el i eruele Y #eg ¥ Basad IR & Foha gl

4. S 3Tl Ul of-313C, 7BH, Reg o1 $ra off Ao &

SH UCTWHIhA HT STIATT Hlh [HT A aed F -

Business Letters & Agendas
Bio-Data & CV

Magazines & E-Books
Invitation Cards

Business Reports

PDF Files

Labels & Stickers
Application Forms

. Brochure & Invoices

10 Question Papers, etc.

Open MS Word
ATSSHIATTE TS I HYN W Tleled & foldeT Wi -

OooNOULRrWNE




Method 1:- Click on Start Button > Select Microsoft Office > Microsoft Word

I == Cad

Chapter 10 JKE <horti1ipng  Syllabus
FUtUreskill 11t

< B _

This PG online shorts2.png
certificate
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Recycle Bintsto CapturedPG
maintenIsx
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local IMSIOfficests
tes’

3 Language Preferences
Productivity

Office 2013 Upload Center
NE OneNote 2013
-

0¥ Outlook 2013
Microsoft 365...

P3 PowerPoint 2013

P 3l Publisher 2013 ) = g

njg Send to OneNote 2013 ]
Microsoft Edge  Microsoft To..  Word 2013

SkyDrive Pro 2013 e
upciss prime

Spreadsheet Compare 2013
‘ Play music you -
Telemetry Dashboard for Office 2013 | a e Na cedit > F

cards.
B8 relemetry Log for Office 2013 | e TR e .,
W5 Word 2013
Microsoft Store = B\ +
[ = | > Plenep+ n
™ Microsoft Whiteboard Movies & TV Disney+ Solitaire & Ca...
@0 Mixed Reality Portal

B Movies &TV

N H @

B notepad+- Notepad WhatsApp Web

sEmLIBEEER A

Method 2:- Write WinWord in Run Dialog Box (Press Window + R Key Then Run
Dialog Box Will be Open & Click on ok Button.

=4 Run @

=7 Typethe name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: winward "

QK Cancel Browse...

Method 2:- Right Click on Desktop> New> Microsoft Office Word Document



View
Sort by
Refresh

Paste

Paste shortcut
Undo Delete
“% Open Git GUI here
¢ Open Git Bash here

NVIDIA Control Panel

r New Folder
| =
=
i

Display settings Shortcut

Personalize 5] Microsoft Access Database

Bitmap image
CorelDRAW X7 Graphic

Microsoft Word Document

OpenDocument Presentation
OpenDocument Spreadsheet
OpenDocument Text

Microsoft PowerPoint Presentation
Adobe Photoshop Image
Microsoft Publisher Document
WinRAR archive

Text Document

Microsoft Excel Worksheet
WinRAR ZIP archive

BEfnESCRDPEEI

3RFT #d O R oY Method T 3TAT FIF Microsoft Word TEI€ HY Thd ¢l
AT - 3R Ig FIFECAAT AT+ Computer T STl A8l &, d' 3UNFT Method FIF
Tel H&T|

W d Search for online templates 0 Microsoft account

Suggested searches:  Business  Cards  Flyers letters Education Switch account

Resumes and Cover Letters  Holiday

Recent

Computer Fundamentel Pdf Notes.docx
D: » all website notes » ADCA notes

Introduction to MS Office.docx
Desktop

MS_Office_compressed (1).pdf.crdow...
Desktop

Adobe Photoshop Notes In Hindi PDF....

D: » all website notes » ADCA notes | S—

Notes Compaosing.doc Blank document Apothecary newsletter Welcome to Word 2013
K UPCISS » ydc office » For Students » Win..

ADCA Full Syllabus.docx

all website notes » ADCA notes Aa January

URAIDE ELORRIAGA

Libreoffice Full pdf notes.docx

D: = all website nates » ccc notes design

Computer Fundamentel CCC New Syll...

D: = all website nates » ccc notes design

s s

CCC Details New Syllabus NIELIT.docx

D: = all website notes » ccc notes design

CCC Chapter 9 Mcg.doox

D: = all website notes » ccc notes design » ccc c.. Single spaced (blank) Snapshot calendar Modem chronological r...

@ Open Other Documents

MS Word 3119eT 81a¥ & &1 Blank Document 9T TFeler FIAT &1



@ = /}«" 0 s Document1 - Word (Product Activation Failed) ? B - 0O X
HIME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Microsoft account ~

B == 3 S R EeiE g # Find ~
v v v | B T T T
i Gatr Gody ~[105 -] K K Aa- % -1 £ 8 T [sassche| asnocos AaBb aaBbc AA | BT
C ~| SacReplace
Paste | - 2 A, aky | === |1=. | &, o - Cnac . R -
5 ~ Forkhat Painter B I U abe X, X JAY p A = === = $ ] fiNornflal = No Spacing Heading1 Heading 2 Title [A Select~
Clipboad Font ~ Paragraph = Styles ~ Editing ~

L 1 X 1 2 3 4 5 6 A 7 -

Title Bar
Tabs

Ribbon

A 4
Quick Access Toolbar
Scroll Bar ¢

Ruler

Document Page

Status Bar Layout Buttons

Zoom In/Out

PAGE1OF1 OWORDS ENGLISH (UNITED STATES) 23

Title Bar-Title Bar Window # @&® 3w &ifdst gedr gidr & sa# File Name, Search Bar,
Account Sign in 3R Title Bar & Right Side & d& Control Button &/ g1 &St a8
Minimize, Maximize 3iR Close gdr &I Default 9o &1 ¥ Document-1 giar gl

Menu Bar- 3§ esecd aR & &% g &iar § 39 @ File, Home, Insert, Design, Page

Layout, Reference, Mailing, Review, View sITH & #+g gld & ol 9T Toeleh oieh STHHC
$IT T Holol FA & Hs g & AT HT g

Ribbon —¢s & & &1 &9 3 T Ul & & A YT &I &1 3TH TIfeid ¢ § gafad
Zed Yeiid gid g1 T§ @l Tools & & 3ER Ju A yaieyd &id ¢l Ctrl + F1 g
Ribbon & hide/unhide far 3T gehar g1

Quick Access Toolbar — Ig gaeR Ribbon & 39X 9&fd gl &1 38 TolarR & T8 fadheq
3UelsY Bl g ToleTehl SEAATl IR-IR T ST §; S — Save, Undo, Redo 31f¢| 38 Telek
& fqeredl T user & 3TER HRCASS #T fhar ST Fehell B




Ruler — 38 ts Tha i TRE fe@ar &, st Document Page & &l FW g &10 YeRid g
g1 Tg UsT A Margin Set e H Heg AT &l

Page Area (document Page) — g f&a TRaT 81T §, ST §H SiFgHc HI SiehRAl @l
forga g1

Scroll Bars — ThiceR 97 & fohadRT WX 9T @il €1 SeIhl 3UANT U &l FW-AArd, GrI-arg
Tl el & forw fhar Srar g

Status Bar — 9§ SR acfdAT Document &I ST SITAehRAT Y fewrell 8, SI& - el I, FHel
A T

Layout Buttons — ag gl 9aT &l faffieet A33¢ A dgordr & s8- Normal Layout, Print
Layout, Web Layout, Reading Layout 3mf¢| Ig geleR Status Bar & Right Side grdr g1

Zoom Buttons — Ig SR Layout Buttons & & & W& 8l g1 $8% gaRT 9T &I Zoom
in Ir Zoom out T Fhd &l

MS Word File Menu
File Menu 9ga Menu 8T 81 30 A ¥ R Reer 7 39% svar Amafof@a §

Document? - Ward (Product Activation Failed)

Protect Document Properties ~
} Control what types of changes people can make to this document. Size Not saved vet
Protect -
Document ~ Pages 1
Words 0
Total Editing Time 0 Minutes
Title Add a title
P~ Inspect Document i
§9) e . Tags Add atag
= Eefore publishing this file, be aware that it contains:
Check for Comments Add comments

Document properties and author's name

Issues -

Related Dates
Last Modified

*rj Versions Created Today, 8:16 PM

Q 9 There are no previous versions of this file. Last Printed

Manage
Versions ~
Related People
Author )
Options Microsoft account

Add an author

Last Modified By Mot saved yet

Show All Properties

Info: - 5w w7z  FeaT ¥ 319 MS Word 3 Open f% 1T wisel a1 3M9% &aNT &t
T IS I Y9ErsT ATfeT SATThRT IdTam gl

1. G99 UgT HIg BT open & of AT Y& ¥ HIg 7AT WhSe dal o
2. 39 File menu & S a1 38T Shortcut keys ALT+F & 98 &
3. 39 info W e |




4. AT FIA 8 TS BB T T Yradiar Right Side ar gam|

qiqdfsr & info MU fAFT de i FEER aar §

v’ Size

v’ Pages

v' Words

v’ Total Editing Time
v’ Title

v’ Tag

v' Comments

v’ Created Date etc.

Introduction to MS Office.docx - Word (Product Activation Failed

Info I N fo

New ) .
Introduction to MS Office
Open Desktop
Save Protect Document Properties ~
5 }t Control what types of changes people can make to this document. Size 3.54MB
Save As rotec
Document ~ Pages 10
z Words 1434
Print . .
Total Editing Time 243 Minutes
Title Add a title
Sh
are /3 Inspect Document T —
X Before publishing this file, be aware that it contains: c . it o
Export Clheckfor Document properties, author's name and cropped out image data bl St aiiiat
i Content that people with disabilities are unable to read
Close Related Dates
Last Modified Today, 4:38 PM
Versions Created Today, 6:19 AM
Account Q K
Q= Today, 8:26 PM (autosave) Last Printed
Manage 3
Options Versions ~ =) Today, 8:02 PM (autosave)

Related People

Author ”
Microsoft account

Add an author

Last Modified By y
Microsoft account

Related Documents
-Open File Location

Show All Properties

MS Word & wiga # & info &aATs i A ard

v 317 3 & info FAE W Fe aa § TeT 3maer Protect Document & 3icer fRerdr
gl

v/ 37 MS Word 3 #1$ 3% wiser 3 ardas ar sign a7 Restriction ST ##3 & gaRT ol
T gl




v 83 3mue i FAE Had &
1. Mark As Final
2. Encrypt With Password
3. Restrict Editing
4. Always Open-Read-Only
5. Add A Digital Signature

Info

Introduction to MS Office

Desktop
Protect Document
4’ Caontrol what types of changes people can fhake to this document.
Protect
Document =

Mark as Final
2 Let readers know the document is
final and make it read-only
Encrypt with Password rare that it gontains:
Password-protect this document or's name ghd cropped out image data
sabilities aff unable to read
Restrict Editing

Control the types of changes others
can make

Account

Restrict Access
@ Grant people access while removing ¥

Options their ability to edit, copy, or print.

|:b, Add a Digital Signature
2 Ensure the integrity of the document

by adding an invisible digital signature

1. Mark as Final: - 59 &#1E &1 Ig—Iar @ A9 39« ®wisd &l final §a1 I6d § 3T 91T
T 3T TR A A a1 Fohl § T TR T BlSel QT HFTAIC gl ATl T G@A drell FHS
ST T Fg Bgel Hedeile § AR Fo o g@d Uise A& T g

2. Encrypt With Password: - 58 &A1 & @I & AT 39 BSel H IrAds o9l bt
g Y Ig g FI S9 o U Ig e s Open FWM dl 39T grHas ARET ST
I IS GERT T Bigel Open gl H I 3R IR Brgel FIIETT @]

3. Restrict editing:-za ##73 $I TgIaT I 3T 379 BIEeT HI Restrict S H 31T THhd &
Tl T MU BIST T IS TSTET ET AT Hehell & SHY TR Bgel FI&IA Bl ¢
4. Always Open Read Only:-38 &A1s ¥ 39 39 ®Igd H Read Only Mode # &
Hehl § SHY TG BT T SId o MUt A ®iser s Open WM o 3¢ Ui ar o ol
DSEA T AT A& e forEd 3der Biser FRET o 3R I A 50 wrgel &

9¢ 9re|




5. Add A Digital Signature:- 38 &#ATs $r HgIAT § 39 39« BIgel H Signature T add
H Hehdd § A T 3T 39 srargiAcy H 370 Bfaed sign oom whd & sE8 39k
BISe H SRFE sign Sis Tdhd ¢

New: - 5o ReeT & g@arT 3T 7 a8 BEd g1 Tohd &1 3T S & 37 [Aehod W Foreh
FLEE YA Th oI [9ar fewrs &l fSas 3l A5 95 BIed gl & ol s TR & ey
fHeldr S - Blank Document, Templates

v Blank Document: - =0 {%eT W Fod =& 31T TF T 98 G 57 THS B
v Templates: - 3@ fFey & ¢dNI maréwa?qgﬁﬁaﬁgcéxﬁtaﬁraéqﬂéa
AT Thd & ¥ - Letter, Cards etc. Ig fa@ed 39l Pte-Designed Fcole 3udsy

Search for online templates jeol
Suggested searches: Business Cards Flyers Letters Education Resumes and Cover Letters  Holiday
Aa m
Welcome to Word
5 e b & Srher w3 ek
Blank documen t Apothecary newsletter - Welcome to Word 2013 Single spaced (blank) Snapshot calendar
S — e ——
o
s

Bold modern cover letter Blue spheres cover letter Brochure Business Brochure Bubbles appointment c...

Open: - 3@ sais % Germar & 3T MS Word & g & d9 9 gU sragaicd & open
T T L i

1. ¥ 9go File menu & S ar g8 Shortcut Keys ALT + F &I 98 |

2. 319 open W Fee &Y AT g8 Shortcut Keys Ctrl + O & 9 Y|

3. 319 open & U BT 4T a8t ol S|

4. 3HA YT save T EIT STRYFHCH I

5. 319 open W fFead M|

6. SdT X & ar wsal MS Word & open g Sr9m|



Save: - s sfagdie 3Ua Type fFaT & 38 Save XA & AT Save &S 1 39T R
ST & Save ®ATS T TEIAT ¥ 39 BI5d &1 A 3R 39 wsd & fFF Location WX 1@ &
sgfelT Save FHATS T 3UAT fhAT AT gl

File s save &« & faT File Menu & ST Save Button W f&aes &y ar e Ctrl + S
T 3UANT HY|

Note: - g W@ $ 31ua 3R g ¥ V9 fFT 70 Bed & open & whifeer fFar ¢ 3k
39eT 8T HATSH HI 3YINET hAT AF 98 38T Bisel 3R A7 & dal TF g1 ST Irfel I 39eRr
ar wIsel update @ SN | 3R 39« A9 fhd 31T HSeT I open o #ah new drawing
FAT § 3R 39T AT FAZH HT 3UAET AT dF 397 A9 Fel & T S91G, AT ARPET |

Save As: - Save & 1 file & S IRadeT i 38 fhaly 3R &1, Format @m Location
X Save o F T sHeT 39T fRAr Sar €1 Save As & & foaw Ctrl+Shift+S eméshe
T JART HT 8l

Print: -sa s & @g@ar @ 319 MS Word # Open 3 71T sergaied ar s 910
STFgHCH & print & Hhd &l

. I Ygol HIs SEYHCH open FX of AT HIS SEIHCH ol o

. 39 File menu & & a1 s@ar  Shortcut keys ALT+F & 98 |

. 39 Print X fFere &

3 g8 2% 3 Farel # QT 7T Settings A A 3HTAN Fe A AR R Fo8@ 3w
Print & f&T a7 icon WX Fees &+ |

&~ W NP

Printer ' %
Brother HL-B2080DW series
‘% Offline: 7 documents waiting
Printer Properties
Settings Q

||——D Print All Pages
The whaole thing

Pages: i ,
EJ Print on Both Sides -
& Flip pages on long edge

||=|j|=EI Collated

123 123 123 Q
D Portrait Orientation -
Ad
-

Page Setup




Tl ¢ e FIF F A 3MIHT Computer/Laptop Printer ¥ FaiFe BT TATRT
MS Word & wiga A & print FdA1s #it v awd
59 ®HAS | 39 Page Setup & 3iTeereT Rerar § |
ST IR e 3ifeerT e € |
1. Margins

2. Paper
3. Layout

Print feishelsl @ 9gol 31Ul STEFgHACH & UST T Ush IR page setup ST T of SHA 31T

ggel &Y UdT Il ST & T 39ehr O Har @ wWr g |

1. Margins:- s&¥ 3masr margins, orientation 3R pages oot & 3ifceret Ferar §, o
3T 37T AT AR Yolde aX @ahd §

2. Paper:- s@# 3m9sr paper size, paper source 3 print option Teel &M 3eereT fAerdr
g, TSI 39 310a Fofl 3TaR Aol T Fohd ¢

3. Layout:- sa# 3musr section 3R header & footer Iofat &r 3ifcers fAear 8, o & 39
39 Hll ITER BolFe T Tehd &

Page Setup ? X
Margins Paper Layout
Section
Section start: New page %
Suppress endnotes
Headers and footers
[:] Different odd and even
[] pifferent first page
Header: 0.5 =
From edge:
Footer: |0.5° Z
Page
Vertical alignment: Top v
Preview
Applyto: |Whole document | v Line Numbers... Borders...
Set As Default Cancel
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Share: - zw sifces & zarr #isEr sEFgEe ® Microsoft One Drive W 3Teis & 37d
AT Fr RR I THA E

Export: -zu sites & garr Alser seggic & PDF ®igd & TS 3 dahd g
Close: -zu% garr 3ma MS Word &' Close anfar &7 &g & "a&hat &

Account: - = 3ifcersT Microsoft Word & aisd@ &1 ¥fdede axa & fIT g2r 3r93c
aferm & AT = F v 39T Far S g

Options: - Microsoft Word &r @=qul afésa & e e & T 5@ 3ifcere &1 392
forar Sar g

MS Word Home menu
MS Word &T Home Menu 5 #?T & de1 gam grar g1

1. Clipboard
2. Font
3. Paragraph
4. Styles
5. Editing
@ H (4] &" 0 s Document2 - Word (Product Activation Failed) T EH - O X
FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Microso ft accoun t -
oa — L. e— am  a— [ —— | A i Find
k Calibri (Body) ~|105 ~| A" A Aa- f¢ = -i=-%z- &3 2l T | aapbcend | AsBbccDd AaBb aaBbc A A o
~| ZacRep
Paste N Ei i B I U +abex, x) /[MA-3. A =E=== xév L I TMormal = Mo Spacing Heading1  Heading 2 Title T ey
Clipboard [} Font ] Paragraph [F} Styles ] Editing

1. CLIPBOARD: - cClipboard # 3mgesr Cut, Copy 3R Paste, Paste Special &vat &1
3iTeer T fAerar g1 39 Clipboard &7 @graar & 3ma fdr Word, wier & Cut, Copy 3iR
Paste & &&d gl

I G A~

FILE HOME IMSE

bl
Paste R _
. ® Formnat Painter
Clipboard a

v’ Cut: - sEgdc # T Coee &1 Toh T @ g VU W #d & & faw Cut 3ifcerT &
3UURT T &1 THFEC Pl e ald & [0 FEE I Pelde HLdr T Cut 3T W Fela
FL| ST eAcahe FT Ctrl + X gy &




v" Copy-Selected Text &I Duplicate Copy &=t & forw Copy Option &7 39ier fhar Sirar

g1 3HET QATeahe 1 Ctrl + C grdr &

v Paste- Cutar Copy & a1v Text &I Cursor & TAWT Paste &a & foT 5@ 3ifeerT #r
39T A &l

v Paste Special:- Cut a1 Copy fFU 710 caee 1 3faRad PR & 1Y e & & v
g 31O FT 3YAT Fd 8§, o - foied §o7r, NFoR & T F 9T FTET 30|

v Format Painter:- awec i wifeeT Fdy it & T 37 30T 7 39397 ad g, o
SFEC FT BIATET HIUT FET & 3T SHFEC W FIX W O Format Painter 3T W Fasdh
#Y, 3P §I¢ 39 CHEC Hl Wolde HY o W BIATET 3ces el gl

2.FONT: - Font @=ere & 3mue font @ WS §¢s1 e AT 3HHT W change & AT
3@ar background check &t 3R o Igd FS HH gH* ¢anT A ST ¥hd § 39 font
I FegrIar | 39 fREr word @@W%gﬁrmaﬁ@ﬁﬂmﬁaﬂqu SI1eT Shaed 39
W W Thd &

Calibri (Body) ~|10.5 -| A" A" Aa- A&
B I HTEBEHE = _i:;‘_-_va_t?vﬁv

P Font [P
v Font Style: - Font Style & garr 39 word # for@ srv Y 8ft words & style change
H R §, FAH IUH ggd TR Text Style el SN o g@arm 3T 39 Text &

Style &I Attractive &1 H&hd &

v' Font Size: -¢aEe &7 ASaT &H IT SAGT Hlad & [T Font Size 31T T SEAATT A
gl

v" Change Case :-3Ftc & Fecd 9, THT », T T 30fe & sgar & faw Change
Case 3ic2l & SEIHTT Hld & 3T off 39 Tools 3ucrey §, fSeg 39 YA I Thd
gl

Sentence Case
Uppercase
Lowercase

Capitalize Each Word
5. tOGGLE cASE

v' Clear All Formatting: - 3@& garr 39 word & 5@ fRelt words WX &t #ff sthared 3Talr
I 37 T sthaed & Th AT I geT oI|
v" Bold {Ctrl + B}:- Selected Text &I Her a1 & fAT sHHT 39T fFar ST B

PWNPRE



v" Italic {Ctrl + 1}:- Selected Text &' foRST #¥at & fOT sHEHT 3uANer FAT FTAT B

v" Underline {Ctrl + U}:- Select f&& a1v Text & i T o WA & U]

v' Strikethrough:- z&& & garr 39 R Words &7 &g & & Fic d&hd &, o 3MIelier
39a Copy # for@d @#T $o aleid Words & &l & &l ¢d § same dgl &IH Ig il

gl

v Superscript {Ctrl + Shift + +}:- Select fF¥ 7T Text & JHAST & FW (TT & T )
X & AT sHT 3UAET FAT o &1 SH¥-  (A+B) 2= A2+b%+2ab

v Subscript {Ctrl + + =}:- dcac FI 7T CFEeT H JHASA & AT I F AT SHHT 3TANT
forar amar g1 C2H1206 = Glucose

v’ Text Effects:- 8% & garT 319 379 Words &l Telde & 30 W g & 3T Fhered
STl Whd &, 6 W Fesh HIT a A9 §ga TR Design 3maer fewar S &t 3maepr #a
8 39 W Folh |

sHd o fad Y IR sga wR AR e B o ¥ Sed @R A I words W
3R 9gd ST Fhaew 3 Fhd ©

7.

o un ke wWNR

Outline
Shadow
Reflection
Glow

Number styles
Ligatures

Stylistics sets

v" Text Highlight Color: - Taes U ST FI gIRelge e & fov go 3TCRIT T SEAHTS
ad gl
v' Font Color:- @i eeee @ & faT Font Color 3ol &7 SEIATT Hdd &l

3. Paragraph: - ¢, @sa o1 Sl e @ e (Align) e 3R 39 e
Words & 9gel numbering a1 bullets @@m & 38 3% attractive &« #@&a § 3R
Paragraph deIe & 3iced et fasheq #Hige 81d 21

iz v i e E= 3E :l q

5— i e

f=

Paragraph P



v Left: - ¢ # U097 # 95 % T @ & AU Left 3ifcee &1 sTddATT d & -
v Center: - ¢Re & 91 & &g 7 for@a & faw Center 3iTeeeT &7 SEd#ATT A &1
v Right: - aee & 997 & aIfgsll R® @ @ & faw Right 3iTcere & sTddATe - 1
v Justify: - 38 3ifcere & g@rT sEgAT A for@r IR SHEE g1 9 918 Aol ¥ SeX A< gl
STl &
v Line And Paragraph Spacing:- 0@ 7T et & ozl & g A9 a5 O Ft 3ec
A & TIT 57 3HTCAT T 3TAT FA gl
v Border: - 3@ Paragraph & Select & f5eh W 319 Us Border & @TT A8 ¢l
v Bullets — &Y STARY fr 31-311T fore g0 & fIT Bullets 3iTeeT &7 STAHTT F &1
3
e MS Word
e MS Excel

e MS PowerPoint

v" Numbering — fet SR & 311 foee 9= & fIT Numbering 3iTcia T sTd#T e
gl S -
1. MS Word
2. MS Excel
3. MS PowerPoint
v Increase/Decrease Indent: — &y (REMe &Y 20 I1 910 @A & T 37 3T &
SEAAT X &1 3% folT REME W FIR W 3R 3T ) Foa FHL
v' Sort: - 38 Option & #Acg T &7 3379 3T FT Sort R Thd § STH &H T T 3eldl-
37197 Feld HT Sort T Thd g

4. Styles: - wea & canr tawe @ et Tt (Styles) & sea-gea F< for@T o T
¢ Tl T EIAs TWised Al 3USSH gIcl § Solh rdl GHAEl Frged shive 8l AT Hehd &

AQAQE AaB AaBbC AaBbC :

M1 H1 M1 H2 TMormal @ Mo Spacing Heading1 |5

Styles e



5. Editing:-wmﬁmsﬁﬂa&%mﬁaﬁ%wﬁa@useful ¥ ar afw S
g 3% I H Ush Teh aloh-

i Find -~

3. Replace
[:j Select =
Editing ~

v Find: —srergic & el ereg a1 Aol 1 @iee & faw Find  3ifeers & s&ddTer a2l
sgdT elfcae @1 Ctrl + F gt &1

v' Replace: —seggic # fag toee # 6l ereg I SITRY &I 6l 30 Sl & deela
& foT Replace 3iTceeT &7 STAHATT I &1 STAT Aicawe HI Ctrl + H grar g

v Select: —sag#c & ¢aee, AcH AT fRdl 3 3ifsaiee &I Holae A & v 38 R[aeq
T 3uANer fahar ST Bl

MS Word Insert Menu

$oHC &F & HAId SEgHC A US, <9, A, qow, fofw, faew g & Ssa & v
3oenl e 3T 81 37 | vl &1 faffieer o| A aier 3 § S et TR §-

- 0 o - e N © = - ©

HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW Microsoft account ~
B Cover Page~ D K ] ’__|;- T Smartart .’ E”j & Hyperlink Q [ Header~ E - [¥ - T equation ~
[ Blank Page - & ~ 1l Chart & |* Bookmark [ Footer q - F.:l. € Symbol -
L Table  Pictures Online Shapes Apps for  Online Comment Text
= Page Break . Pictures - @+ 5creenshot~  Affice~  Video E|_:| Cross-reference [#] Page Number ~ Box - /-
Pages Tables lllustrations Apps Media Links Comments Header & Footer Text Symbols -
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Tables
lllustrations
Add-ins

Media

Links

Comments
Header & Footer
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10. Symbols
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1. Pages: - =@ 3musr Cover Page, Blank Page wd Page Break offe 3ifcers e € |

s 3iTceeT T TEIar ¥ 3T word F Ut F Ufse el T F N Tohd &l

B Cover Page -
O Elank Page
“# Page Break

Pages

v" Cover Page: - s/g#ic & fau ay 9o a1t & faw Cover Page 3ifcerd &1 $¥dATel &d
g1 SHH % AR WIAS FHal ol & HIE BT ¢| FHax Ul SIFIAC &M e Ul glaT 5, forast
ST ¥ Heftd Sl fad s g

v" Blank Page:-38 ©¥ Fd% ¥ 39 Word & 937 WX U 3R Blank 9st o Oa §, &
& 3T 39 W FoId e ar Sigl 3mger Cursor g9 agl ¥ Cutting ST Line 31T S
AR 38 g IW & ar usf &1 I7T|

v' Page Break: -38 ¥ fFas &¢ 319 Word & Tsh & U5 9 UST b X Hhd & TTel T Teh
93T & 39 [Sqer IR a1g s dhd g

2. Tables: - =g 3myer % vs & Table &7 3ifcereT FRerar & AfheT ST 3ee IS T
3T fAea &

0% U T
ME IMSERT DESIGM PAGE LAYOUT
. ) 4= 3mar

] LD g &

Il Chart
Table  Pictures Online Shapes

- Pictures - a4 2Cree

Insert Table

I
|

1

|

Bl Insert Table...
™ Draw Table

E[';] Excel Spreadsheet
Bl Cuick Tables 3



v Insert Table -3 3ifceret & garT srgee & U 3N FleadA F Tl ¢aaT S5 Fhad &, Torad
frey g T SAAFIT A T 3R HiaA A for@m ST Fhar Bl

v Draw Table -3& 3ifcere & garT 9ffe &1 393 ad gU <o 3l X Thd g, U &
3UANET A ATARY dd 9T b &

v’ Excel spreadsheet -s@d @graar & 3ma Word 7 Excel & Sheet &l o Ihd § |

v" Quick Tables -sg&r @graar @@ 3m9 word & agd &r afear aler &1 Calendar 3R &
Insert @&hd g

3. lllustrations: -s& d5= ¥ 3 sergie A fAffiesT YR & 3ffsolercy 1 ST o
Hehell &1 STeT T AMthehel HIF A TEIT A= & AT lllustrations FeIeT & 3ictetal e 3Hoere
39T fhT o Fea B

LE;] i EI =] II o
Pictures Online Shapes SmartArt Chart Screenshot
Pictures - -

ustrations

v Pictures: — Document # offline ATeTd ¥ Pictures s & fIT 3@ 3R & 39T
A Bl

v" Online Pictures: — Document # Online #AEIH ¥ Pictures Siiss & v 3@ 3
T 3UART A g

v' Shapes: — sEg#c # faffie geR &1 3msfadr 54 - Circle, Box, Triangle, Line, Arrow,
Flow Chart 31fg Sisat & fow Shapes 3iceT T 39AteT i &1

v Smart Art: — THIE TE T Ifthehel iTsalde gIdT §, SolaT STIHTT alah [hdl SITThRT S
cFel MR 3nfe &I v Ay List, Process, Cycle, Hierarchy, Pyramid 3mf¢ grsdr &

TEfRIT & Hehd &

v" Charts :— =& #ff v Graphical Object gar &, Chartsr s&a#Ter a3 rows 3R columns
# fordr SR &l ATftherell YERIT T v g1 o8 Tl efie  gof fordl &uelt fr arides
Yol RO @l T1€ # Ace & TEJd A o gl




v" Screenshot:- sgfr Tg@ar & 3T word H 39 U & s ot & ar g &
ThIeTRIe &l A ol el §

Note: - sicoge ®1E AR, 3EHE, AU, TEF 3 & Tha &, o« fFdr 3ifesiae
RQeee foFar STar § aF Aolaes 3ifeoige I aheld Al & T Format a1H ¥ T 3T &
(Tab) T@@ & 30u= (Open) & Sdr &, TSHHA HET-3709T Jisolded & AR fahed QT gl
¢ au Fo fdkew @l & v #iA ga &1 T asf Revew Pefaf@a ¢ -

OB H ©- Ad- O H Document! - Word (Product Activation Failed) PICTURE TOOLS 7 H - O X
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW FORMAT Microsoft accoun t -
i ions - [# pi = L, ring Forward = . e
Eﬂ Corrections = — L — L# Picture Borger Bring Forward [& -_F|:- 27
' Colar - L il || || amdl amdl  amal |-| QB Picture Effects - Send Backward S
Remove — Pasition Wrap _ . Crop =3[7 24
Background Ar‘tlstl( Effects - “L] - s E—‘D Picture Layout = - Text- 0kt Selection Pane h- g
Adjust Picture Styles [F} Arrange Size [P
L i g 1 2 3 4 s 6 7 -

e
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Options in Format Tab

v’ Styles: — 3T% ¢aRrT 3ifsolac T TS &l dgo Thd & dUT fRAT object A shape,
picture 3nfe = [AfFe wwdt A I THd ¢

v Fill Color: — 3@R 1S object shape & a 3&@a Color Fill IFa &

v Outlines: — 37 3ifcereT & g@RT AT AT object Fr 3T3casT FHeR iR A e R THd
gl

v Effects: — object W faffiest R @ shae @ & HHd §, o9 - Drop Shadow,
Reflection, Glow 3mfe|




v" Positions: — object & 9 & fFg Gl W AT T g Ig A R THhd & o -

Top, Bottom, Center, Right, Left, and Middle.
v’ Text Wrap:— sragic # forg coee &t 3ifeaige & a1 e et & fw Text Wrap 3ifeersT

HI STAATT I g, Al object @ In Line, Tight, Square, Behind Text, In front of Text
e § H A< F Fohd ol

v' Arrange :— ST # 39X U & 3HfF object i3 a1T §, Jum 3947 ¥ fel object =t
frdr object & FW IT A FET & ar Arrange AFAA F 3id9d Send to Back/Bring to
Front 3ol & EaRT & Fohd &l

v' Align; — #7icdaar object FI T @Y afcawel AT BIRGIecel s F & [T 3T 3o
T SEIAT I o

v Group: — U @ 3% object @I TH AY FU F& T feolde T & AT Group
3TRIST &1 SEAATST A 8, P9 T T object & Ye: 3@ & & faT Ungroup 3icerst
FT SEIATT I &

v' Rotate: — & Re=r, A9 ar object T 90, 180, 360 33l T gAW & fau Rotate
HTORAT T FEIATA I &

v’ Size: — z&& garT Object & Height @ Width Adjusted & dFd &1

4. Media: - =@ 3mua % v Online Videos @ 3ifcerst ferar & forass Aegs & 3ma
Word & #13 8t 3iars fafsar & Sig a&d &1
Online

VYideo
Media

v' Online Videos - 8 X fFd& &d € 398 IIRTS ARET , 319 &5 YouTube
3= &gl @ fafsar &1 FIRT g ok *U ok A & 38 fole @ wafd fafsar smuss

Word # 53 Sfeam|

5. Links: - srrgie & fmh e X i o & fow et sifee=w 1 3wer fRam S

v gl

E=8 >
B [r A
Hyperlink Bookmark Cross-

reference
Links



v" Hyperlinks:— Document & for@ et eoree a1 ST W e s18dr 9=, URL, File,
Folder 3mfe &r foieh o9 Thd &1 TAT el & folw Text Select &3 X Hyperlink 3freerst
W fFereh ek T ST & Link a7+ § @8 Option =it Hyperlink & eicshe ol
Ctrl + Kgrr €

v' Bookmarks:—af& Document & v & 3fi% Pages & df Document &1 #&T ST
% Bookmarks #He &T THa &, HI%WWQHW%WW%UWT@TET
Th| Document & f5F SRT & Bookmark e & § 39 SASRT # f@ode &
sq% o1 Bookmark 3fcerst X fFees & 3R foor T Ru frelt A7 & A9 FY| §=1v v
Bookmarks & taad aat & folv Bookmark 3ifcer &7 91T &hiel|

v’ Cross Reference:— Cross Reference & g@rt Document &I ST & faw Cross
Reference o« #d &, 388 Ts Label & garm Document T 3o STAHRIRAT deh JTATAT
H IgaT S Fhahl & 948 Serhry & e Cross Reference s=ram aram &1 Cross Reference
gl & folv Headings 393191 8 foham ST @ehar g1 g8 forw Si@r Cross Reference saraT
£ T8l O W 3R T Insert>Cross Reference Option W & #¥| 30 a1 Reference
Type # Heading feiae &Y, i ag Heading T« Tor&sht Cross Reference a«imawm & 3R
Ok =+ 39 dg O 37 gfar & fov Cross Reference Label &= Siwerm, 319 Label @)X Ctrl
+ Click &% d@F 38 Heading ™ 9gd STud|

6. Comments: - A &1 39T R TFET IT STFH W FE A @ & v
ST gt &, 0 urar ar R@mrr a1 g g

7. Header and Footer

O Qe

Header Footer Page
- = MNumber~

Header & Footer

v Header and Footer: - Document & Y& Uof W U & Sl Il AT SAFTHRT A
Header Option & garT 9efdd &1 ¥&hd gl Header # &5 Text, Page Number, Picture



anfe s @a &1 Header Page & Top tRam & wefdia &lar &1 Footer Page & Bottom
oRAT 7 wefiT 81 &, sHer &7 ¢ Header & @AW & gidr &

v' Page Number — Document & w& & 3% Page @g«f « 38 Option & gaRT Y&
Page W Page Number 3is @&d g

7. Text Box — Text box sfow us 3ffesige gldT €, 38 sgdic & & off o fFar o
Tohar &1 Text box & Text & Multiple Directions & fo@ g&a g1

A |;| 4 [# signature Line -

i ) r.'. Date & Time
Text  Quick Wordart _
Box~ Parts~ - ] Object ~

Text

v Quick Parts :— Quick Part Microsoft Word & T& 39gRT $HreR §, 0% canrr o
SRR ! R T ST Fehell § Toeg TR-GR 39T A o7 ST &1, S - &S =1,
gdr 3fg| SRRT @ Quick Part & d@9 a & fAT I @ Hede &t AR
Insert>Text>Quick Part>Save Selection to Quick Part 3iTcerT 9T Feler &Y, TAT oATH,
AR T 31T FAAHNT AT Ok LI Quick Part & 37eT F3 fahed 30 § IF - Document
Property & 3icY Tl sTog#e & Reles &5 fdeeq 3uereyr gl & S - Author, Subject,
Title, Category, Company, Publish Date 31f&| 87 $losd #I SlagHc A FoHE H SN
@ 93T fRaAT ST T R

v Word Arts :(— Word Arts decorative text objects g & 3w Document & =g &ff
o far a1 '@t g1 Selected Word Art & T 3tereT & Format tab open giar § Siar
¥ 38 faffi=T options & gaRT FHEcATSS 8 fhar ST FhaT B

v Drop Cap — ¥ option & garT fRdT paragraph T Ugel 318 8T o Tohod Q@ dlieh

IJg UdT I TF T AT section gl ¥ Starts @ T@T &l

v’ Signature Line — 38 fd%ew & garr A document 3 Form, Certificate 3nfg &
gTaTe® Y@r (Signature Line) 313 T@hd &1 sighature line Sset & fow #A3@ &R W R
g 3T W Foleh Y 3R AT T2UT eged ¥ 3 Ok 3icerd 9 Fae i

v" Date and Time :- s 9T & 39 word § aade 6T 3R aili@ & o d&a g1 s9d
3R T 3R ARG & Sgd AR e A §, M9 S 9 & IR T A




v' Object :— 37 dFcd & ganT slagic A 3= Rl Tolihee & 3ffeaide A o d@&hd ¢,
dAT B A 9T d¢ fPT 3dW sRRFC S 8 fFar S @har g1 S/ - MS Paint, Excel

Spreadsheet, Photoshop Document scarfel
v Text from File :- 30 & fFaeh &Y 30 TR & H1$ PDF Biged & T4 , 3 3T &
$r 39 PDF & foaem & text 3R wier ar ar @iy word & 31 S|

8. Symbols: - zas sy @ st B & S i a0 ¥ GEfRT @1 &, s gawr
39 Word & &I$ ot a1fora & Rieg 3R g3 A o ¥hd 81

T Q

Equation Symbol

- -

Symbols

v Equation :- 38 W fFae aXd & 39! 0T & R g3 fAd a1 §, 3 word # o
N g &1 HH §, 3H W Folh w a [esper 9 g & SHET & word F 3T SR 3R
aar & fewam|

v Symbols :- 3@ W e Fd & 3R a1foT F IR Reg e sa §, 39 e 39gmr
word #H FET §, 39 W Feled Y | 3R H9hr 38 10T & deg afge ar 3ma More
Symbols 9¥ e FI|

MS Word Desigh Menu

Design menu & 2 T § |

1. Document Formatting
2. Page Background

T H G A- D M Docurment? - Word (Product Activation Failed) ?2 BH - 0O %
HOME IMNSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Microso ft accoun t -
| trrLE | TITLE Title Title TITLE Title Title Title TITLE n =4 Paragraph Spacing D @
= ivaiog 1 el ERmeemeee HEANNG | e s —— . . - @ Effects = _
Themes | St SRS SRS -l SEmmS SEEEUST EmmmE ESTES b —| Colors Fonts Watermark Page  Page
N — — — - © set as Default - Color - Borders
Document Formatting Page Background e

1. Document Formatting: - s& smr & @ 3maR 6 3fcer Ferar §1 s @ &
EaRT T U7 W text 3R 951 Fstyle : Jgarer &1 w7 fhar Frar g



v Themes - zT& garT 319 Text & 37e@T design 3R 39T T[T & o1 Tohd § 394 U
AT TR T STH &1 3T Telde il dl 3T & T text & style Scole o@EM|

v Colors - &% gaRT 3T text & W H FGol Tohd § AT & TG Y W1 3’ 3R o
Seeldm &

v Fonts - 38& gaRT 3719 text & style T gl Thd o

v’ Paragraph spacing - 8% garT 39 ar Sentence & 9 & TIF A HA AT FAGT IR
Fhd 8, R HA @ Yoot TScalr 3maeh! dre # T @eT g

v Effects - sa# 3uf®ua Design &I 39 et 30at font # Apply & #d gl

v" Set as Default - 53 o Fas & 31T text & Apply IR &S Fr e ggar Sar Normal
H T &l

2. Page Background

v' Watermarks — 38 & ganrt 95T & Background # &S text a1 image & AT H Thd
g, S & U W A § § TGRIT 81T &1 $HH GHG ST # ford ToFee W g 95T
g SHPT 3UAIT IFEI AN AT HIURTSE MM SRR TR el & forw fFar rar g

NGLISH (UNITED STATES) 29 B

v Page Color — 5@ 3ifceil & g@RT 9T & Background # #edTer T AT W Tohd g

v' Page Border — 95 W dfs o=t & folv Page Border 3iel &7 STAHATT o &1 Page
Border & 3id3Td 3aiet Fersforer Page Border 39cist gl § foieg 9T & aRI 3R o9 Ihd
gl




MS Word Page Layout Menu

Layout Menu & 3 19T 21

1. Page Setup
2. Paragraph

3. Arrange
@ H [b] "'};" 0 = DocumentT - Word (Product Activation Failed) ? H - O %
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Microsoft accoun t -
¥ T ’# Breaks = Indent Spacing L |(=_ Align -~
o = D - - Ok

- . g - i Line Numbers» 3= Left: 0" . I: Before: |0 pt !
Margins Orientation  Size  Columns a . Tle= Selection
- - - - b Hyphenation~ =% Right: 0" L |+= After |8 pt

Page Setup ] Paragraph ] Arrange -~

1. Page Setup: - sepic & 3mse & W3 - & AT [AffeT 9eR & 3fces Page
Setup AFAH & AT 3YTsY gld ¢ o e PR g

v/ Margins — Margin Page & aRT 3R & &7 gIaT &, 33 Margin 3ieee & garT dc fhar
ST Tl &l Page & Top, Left, Right, Bottom & f&ia=r Margin & #31, Page & <aee
Ir SRR 3daT Margin alsat fardr Srue|

v’ Orientation — Orientation Option & garT 97 & Portrait ar Landscape Mode #
deof Hohd ¢l Portrait Mode & UsT 3418 #A1s & glar g, Landscape Mode & usr diss
Als A g1 &

v Size — 3 3o & g@nT Page Print &% & AT Printer Paper & 36N 91 &l @S
dc T Thd & o - Letter, A4, A3, Legal 3nfe

v' Columns — O3 & ¢ & T T 31 Fied F @s & AT Column 3T FT sTAHAT
L Bl

v' Breaks - $HH 3T S TR Options fAerd & forae 92T T g7 Page P P HqET FH
anfaa T a &1 39 317 MS Word & #i5 0ar T w5 Open #T difoly o &7 &
% 4-5 Page @7 @& 3R 319 Breaks & & #I15 s Options W Fos Y| 319 @ i 39
3R & fRAe & & 39T Page fasnfaia & a/ar & 319 397 Options &l 9g Ig 3iGroelm

R Hohd & T al fohdsr HEN & AR Page & disam|
v Line Numbers — & 3ffceiel &7 39397 ¥ Document & assir a1 Paragraphs @@
Serial Numbers ¥ #T Tohd gl




v" Hyphenation :— 39 f&&Y line & 3id & fhel a3 osg & for@er & 3R O &7 g a
S 3O & 3iTeT el UX oleT U 3 (-) & Ty for@ fear Smar &, 37199 s & Shdar
3R O@ ohd & @ S16er arhr new line & Iof STUar|

2. Paragraph:- s« Section & 3i@a paragraph # spacing @ control & @& &l
S fRdr paragraph @ Top, Bottom, Right, Left fder space 3«1 & Jg set & Tohd &l

Indent Spacing
3= Left  |0" % |1= Before: |0 pt :
=% Right: |0" * 4= After  8pt :

Paragraph P

v Indent: - =T 39T & options e §, fTF ganRT 3T o text & T g T I
IJT 9 A A & 9T F TG P FA AT SIET AT T gl
v’ Spacing: - 8 39S ar options e &, S g@nrT 39 af text & 9 IW F AT
I A T IR & T & WG H »F IT ST HAT ST B
3. Arrange: - sa& garr 39 MS Word & OT W Text File # &g st Photo &
Shape &I Edit &T T&d &l
Eh = Align ~
e

Arrange

v" Position — &t Shape 3T Picture & 9= & & smer & Automatically Set &= &,

gd Option & GaRT & Hehd ol
v Word Wrap — &t Shape a1 Picture &t 95T & d¢ el W 37 Uo7 & for@r cave 5
YR ¥ SAHT g Ig A aX Foho &

v Bring Forward/Send Backward — & Shape 3ar Picture & ey 3= Shape 2
Picture & 39X a1 siId of SIY & folw 39 Option & 39T FA &l

v Selection Pane — 3 Option W fFe& & @ T Pane Window o il 8, forasd
Document & 33 31T @t Shape Hr STRT JEfdT gidl §1 F3 37e@1-3769T Shape & t&h
a1 Selection Pane & gaRT &heldl fRaT ST TohdTT gl



v" Align — &g Shape & s @ty Vertically ar Horizontally Align & & faw 38 Option
$T 3YANT A &1 39% fow @eft Shape &t & @ Select & 3k few arw Option ™
Click =Y

v' Group — #35 Shape & t& @Y Group AT Ungroup &= & faw 5@ Option &1 39T
A Bl

v' Rotate — f&dr Shape ar Picture @& 90, 180 ar 360 3t g & fav s&@ Option
FT SEAATT Fd B

MS Word References Menu

References Menu H 6 HTT ¢ |

1. Table of Contents

2. Footnotes

3. Citations & Bibliography
4. Captions

5. Index

6. Table of Authorities

@ H (&) -&" 0 = Document! - Word (Product Activation Failed) ? EH - 0O 3
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Microso ft accoun t -
Tﬂ Add Text ~ ABJ_ ﬁ']lnsert Endnote B @‘,,Manage Sources |:;|—| [ Insert Table of Figures ﬁ [ Insert Index Er EET Insert Table of Authorities
[ Update Table A, Next Footnote ~ ER style: |Is0 690 - - ’
Table of Insert nsel o Insert e Mark Mark
Contents ~ Footnote Citation = & [ Bibliography ~ Caption "o Cross-reference Entry Citation
Table of Contents Footnotes [F] Citations & Bibliography Captions Index Table of Authorities

1. Table of Contents

% ) Add Text -

I Update Table
Table of D P

Contents -

Table of Contents

v" Table of Contents:- document & headings & 3mgR W table of contents create %
Fehd g1 I8 document I BT F FERId gt aTell Teh TR T T gl & S Ig T
#dr § & document #H & @ heading FT 99 W &1 38 §a=1 & fav Table of
Contents W f&a® #X 3R T format |



v Add Text - 319 319a text & cursor IWHT 319 31T add text & Fos FT s off 3o

W Feleh HY| ST el T IR text &l o Feel S|
v" Update Table - 3@ 9¥ fFae &¥ 39 319+ table of contents & update & dFd &l

2. Footnotes

1 |_|Tﬁ'] Insert Endnote

AE, Next Footnote -
Insert

Footnote
Footnaotes M

v Insert Footnote: — sg [J&cT T 39A9T U7 & Last & U5 O TafAd SABERIA s &
o & gl

v Insert Endnote: — z& [@%eq & 3931 SEgAT & Last & SHIAc ¥ Hafdd SABERE
e & faw g B

v" Next Footnote: - 39 W Fas T 3197 MS Word & 957 ®R f&d=r ar Footnote 3R
Endnote ST g1 30 W 3T IRI-GRT ST Thd & & 3T 9 [Feleh o 3T A’ I Ferah
N TRI-IRY ¥ 3@t Footnote 3R Endnote WX ST I &

v" Show Notes: - 39 W Fosh X 3T 39« 0T W oY T GR Footnote 3k Endnote W
SRNFE ST Fohd 1

3.Citations & Bibliography :- 3w@r 3ma #1¢ Research Paper for@ @ & ar s@at
Y AT ST & ST g fb 3muer fdT @i Statement & T gl O ey fRar § A1 g
Formula, @2a ar ggol & Research & uRume kg S 3M9a 3MUR ST § 3@ &gl O
forr g1 3PR 39 15 o o fow | & ar 3mger S Citations sTefet 9sd & difes I 9dT Il
$r 3T fordT et &1 IR F37 § 3R & 8l I 3T §1 TATY as 7 o 319 37997 Document
A arscer a1 Bibliography &t Sis dehd g difeh ar 3R 8t gATOIs @9t

SHHA 39S 04 AT e

._if g‘, Manage Sources

ER style: |1S0 690 - -
Insert

Citation - & [ Bibliography ~
Citations & Bibliography

v Insert Citations :— 30 f&%eq & garr Citations Insert &1 Thd &1 3% T 3T Asheq
TR click ¥ 3k Add new Source W click &Y 3K & ISR FF 9| SH TR & Th &



31f8% Citations create X d&hd g1 39 5@ Citation &I 59 ¢Fee & @Y SAlsam § 39
cFre o felde #Y 3R Citation foee & create f&u aw Citation W click &1 380 TRE
T ¢t & ke A sSfhe & 37T (Name, Year) & @ Citation s=a¢ g swam, o
Details @I Bibliography 3ifcelet & garT sreg#ic & 3@ (Last) & a1 gl @ o g=ac
X HEHd &

v' Manage Sources: — 38 d%eq & 3iddid @ Citations & fore welia gt § et
T (Source) & geRT ufse (Edit) fFar S Ihdr g1 Manage Source & 3f=d3id Master
List @ Current List wefeia gt &, Master List & & Citations & foee vefda gidr &
St |efr s A weRia gidr & Jur Current List & 3ded &ael adAel sEgHC & fow
Citations @ foee f¥ia g1t &1

v Styles: — gl Citations & foU U ise I Hhd &, S S13 ¢ Citations 1 fafdes
TRl A Gefid e g

v’ Bibliography: — Ig 3ifcee we & 31f8% $Hive fuw 7w Citations & Detailed foee #r
Yefid #cr §, o sTageic A 39 3w & AGg & SAIST S Hehell &

4. Captions: - s@# 3mg® 3 smr e &

|:;|—| [ Insert Table of Figures

Insert
Caption [“[] Cross-reference

Captions

v Insert caption: - 38 WX Click &% 3mq fF&t Photos & = 319 text add &= T &l
v" Tables of figure dialogs: - 5@ W Click &% 37 ar IR caption 3@ Thd § ST 37T
page W SIgl SIgl oIt gl

v" Update Table of figure: - s = Click &% 3m7 & @R caption &' update &= THhd
g S 3M9el page W ST@l i@l @I g
v Insert cross-reference: - 38 9X Click & 319 & photos ' 3tR & 3t X Hhd ol




MS Word Mailings Menu

Mailing Tab & 3ided dex T 99 Aot & fov faffiea fawed 3mad &1 7 @ef Options &r
fafdest o & aier arar § S e yeR §-

FHA ISP 5 T A 8

1. Create

2. Start Mail Merge

3. Write & Insert Fields
4. Preview Results

5. Finish

@ d O#&- D
FILE HOME IMSERT DESIGN PAGE LAYOUT

=E B &3

Envelopes Labels = Start Mail  Select
Merge = Recipients ~

Create Start Mail Merge

1. Create

REFERENCES MAILINGS REVIEW

Write &t Insert Fields

i

Envelopes Labels

Create

VIEW

Preview Results

Document1 - Wor

Finish

Envelopes: — I8 Qe aF 3UAT ad § I Rl & FI$ 97 AT 8ar &1 57 Ahed &
¢arT farwrs 9T Return Address 3R Delivery Address print &1 dshd g d2r fawms & fow

different sizes & Io1 &l Bl

Labels: — Label option & gaRT T3H & BIE-BIC T dIR W Thd & foleg ToTBIHT IT

Rt g a g1

2. Start Mail Merge: - s&s smust & options e § foad 3MT wreaswar 3R

document A9 &1 F1H edit F &l

= G

Start Mail  Select
Merge = Recipients -

Start Mail Merge



v Start Mail Merge: - 8 w Click &% 37 sfeg#c & Style AT T Hehd ¢ T 39T
39aT Document T8 g S5 § | S Envelope , Mail AT Letter o1& oig T Siagae
HTYeRT SSTTr & 38 W fFereh |

v’ Select Recipients: - 3@ W Fas & 39 Type a New List @ Click & 319 &5
Document ST arel §, 3T Bio Data |

v Edit Recipient List: - g Tt &9 HWM 9 319 5TF Ygor arr Command T FZTT
fhd gT &1 38 T Al dTel 1 Bio Data @ Edit Y @hd &

3. Write & Insert Fields

SHH YR 5 AT Ao &

1. Highlight Merge Fields
2. Address Block

3. Greeting Line

4. Insert Merge Field

5. Rules

6. Match Fields

7. Update Labels

Write & [nsert Fields

v Highlight Merge Fields — zg option @l insert & 15 Fields @ gdage aRT &,
s8Y 99 insert Fr 15 Fields &I ugdisl A Heg AT &l

v' Address Block — I8 [d&cq U3 sdlis & SSdT &1 el & g7 W ol urcdeshdr &1 uag
Jefd arar § g8 HEX W 3R Address Block 9T &Fds |

v Greeting Line — 38 f&ed & garT Icadshdr & fov T greeting line 33 @&hd §, o4

- Dear Name,

v Insert Merge Field — & fd&ed & g@nrr uredshdr feee (Recipient List) & et Field
I insert T THd &1 JF - Phone Number, Company Name 37| Sigr 8f Field insert
FET & g8l cursor W 3R Insert Merge Field WX click &Y




4. Preview Results: - =g a2 & 3939 Mail Merge & Preview Result &&=
& fow forar srar &1 g o wredear &t Email/Letter AT ST 3THT 9T Har e@am
gd Option & garT @ Hhd ¢l

5. Finish & Merge: - zw Option & garr Mail Merge Complete &< & 1 s8%
GaRT Icdeh YTedehd! & WY Email 7 dhd g, a1 Ty a8l gredendr 1 Letter Copy &l
t New Document & 30de ¥ Print &¢ Tda & a1 Details &t Edit 3t & Ia &1

MS Word Review Menu
SHHA IR 7 AT RAda &

1. Proofing
2. Language
3. Comments
4. Tracking
5. Changes
6. Compare
7. Protect
@ H (W] &4' O 5 Docurment] - Ward (Product Activation Failed) T EH - O
HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Microsoft account -
VB R O B 3 T3 g Do
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1. Proofing
FAA IS 3 HET Aed & e
« EEl Thesaurus
Spelling & Word Count
Gramrmar
Proofing

v Spelling & Grammar: - document # o 31T ¢aee & Spelling and Grammar Irafaat
H Sged g 8 el & foiw Spelling and Grammar option & 3937 fRaT STaT g1 I8
option T § ¥ HE AT § AT AT ITefdl & foU diffieer suggestions & g&dd
LT Bl

v' Thesaurus: — & option & gaRT fFAT eeg & 3R synonyms 26 @il Thd gl



v' Word Count: - 38 W f&eieh T 319 word & open gU SrrgficH # fhdel ose €, 3
SIeThRY 31T 9Tod & Thd & & 30 W Fas #d & 39 words, lines, pages scanfe

T TEIT 39T fe@r gam|

2. Language

ST
%% AT
Translate Language
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Language

v" Translate: — 38 option & ganr selected text I Q¥ document &t f&¥ 8 language
A Translate foar ST @ehar §

v Language: — 38 option & garT Translation ¥fE8s & fav AT dT & Fhd £

3. Comments

[ 7

Mew
Comment

Comments

v Comments — 3& option & gart document #F fordl fRelt FEPRT W FAee & IRT
HIS 3 STHRI AT Comments SIS Thd 8, ¢ S & AR f&arm, &ar g delete
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New Comment

Delete
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4. Tracking
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1. Track Changes
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5. Changes
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Accept Reject
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Changes
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6. Compare

Compare
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Compare

3. Compare: - 3HY 319 Uk & SidgHc & ar 3ol Version Documents & s Compare
X Thd &

4. Combine: - 3@ 3ush 9r& faffest Authors @1 Document @ Haig fohell Ueh siegsic &
ag g, or 39 ufd & 319 33 & Document 3R fafdi=a Documents & & Compare
X Thd &

7. Protect

I

Restrict
Editing
Protect
5. Block Authors - & dr a8 Command a3ft FT adr § Sd 3T9eh 91" $is ¢ar Document
g, T8H Author 89 @, dl 38 arT 38 Block &ta & A fHar ST & |
6. Restrict Editing — 38 fd®c9 & gart Document @ T& Password & gdRT Protect

T ST @ehar &1 58S A1 37 98T Document & AT BS-BIS oTg] Y FohdT ol




MS Word View Menu
SHHA MY 5 T Aea &

1. Views
2. Show
3. Zoom
4. Window
5. Macros

@ E (] ‘a}‘ T D - Document] - Word (Product Activation Failed)
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
[ I D | [ outline [ Ruler Q [‘:) [l one Page = E [ View Side by Side EI:I'_J D
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Mode Layout Lay Mavigation Pane ‘B Page Width Window Al Windows ~ -
Views Show Zoom Window Macros

1 Py 1 2 3 4

1. View Tab: - View Tab & gart Document & faffiest faredt & & &@r ST Hehalm
g1 3T |l fapedt &l RffesT o8 & dier 3 § S 5T 9aR &

@ | O A

FILE HOME IMSERT [
|— :| | (=] Outline

|:| Draft
Read Print W Eh
Mode Layout Layout

Wiews

7. Read More - 38 WX Fale aed W 3901 MS Word  &r ﬁGr_g'I Full Screen #& g Srar
g1 TP GgIar ¥ g7 Al 92 Document & Uest &7 1A T & X Fhd ¢ |

8. Print Layout — 3Jg f3Wiec #Als glar &, Ig As Document & 9 a5 I USRI Tl
g dur Riee = & v seadra far Srar g

9. Web Layout —3g A1 Document & a9 Ul & &7 H Yelid e & T seaaATe
ST &1 39 As & Document & T 9F TH & 9F A g AT gl

10.0utline View — 3@ #A1g & Document @r Headings, Subheadings a Text &
Show/Hide &¥& ¢@T ST Heharl 2|

11.Draft - s@er 39T 37 MS Word & 997 &1 disr & fadt a8 Document &I 9ea &
fow &7 Tha £



2. Show: -MSword % 351 W line 3K ruler & hide/show T &7 & a<d & |

-

DESIGM PAGE LAY
| Ruler
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Mavigation Pane

Show

12.Ruler:— Document & Ruler &I fg@e & fow 38 d& &, FX Ruler Margin &1 Haer
A H IS i gl

13.Grid Lines:(— Document # Grid Line f¢@me & fav s& Check &I Grid Line Objects
@I Manage &« # TS giar g

14.Navigation Pane:— Navigation Pane @@=t & fau 3@ Check &, 3TH #HAcg @
Document & Headings @ Pages = Navigate f&ar &1 gedr &1

3. Zoom: - 5& A& & T U7 A RfFe ghR § FF R Tha &1 S - 100% I,
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|
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v  Zoom . 38 W click #a W 39 option f&ear § $r 317 MS word & 99T &1 fordet

percentage @& zoom in @IAT WA 8, 39 3TN percentage Set T ok @Y  3MTIehT
MS word & 9T 3d«T zoom in & S|

v 100% - 39st 31997 MS word & & US &l T8 fhdel & e zoom in &Y AT @ ar
zoom out & AT g, 38 W Fae FAd & 3Mah MS word &7 Ut arad 100% mode
IreAT Fr normal mode & 3T 7T gl

v' One page - 38 W click #Xd & 3ma% MSword & 97 1 997 & 3R FT G@e odam
aad normal & & fow 3m9 100% arel HATS T 3YAET A

v' Multiple Page - 3@ W click & & 3m9% MS word & U5 1 U7 & 3T & @
SO ara9d normal &t & foT 39 1 00: dTrel A8 &7 3TN A
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4. Window: - MSword # siw &2 #r open &R F&d & 3R 38 tfe & aFa &
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|
Mew Arrange Split

Window  All

Window

v New Window — & Option & g@RT T& a5 &2t s=a¢ & 3T TAhal ¢

v Arrange All = 3@ Option & g@rT t& ¥ 31fg&® Window @r Vertically 3 Horizontally
Iafed fRar S @ehar gl

v Split— & Option & garT f&dr Window &I &r #RIT & dIsT AT ¥ ¢l

v’ View Side By Side — 3& Option & garr ar Window &I Side By Side @& 3eTehr
STTRRAT & &N ST Fhell ¢l

v Switch Window — 38 Option & ganrr fdr tfdea Window &' 3eg fdst & @
Switch f&ar ST Thar &1

Macros: - MS word & 957 X &7 =it sifafafaat &+ record Xt F FT A B

R

Macros

-

MMacras

v Macros - afg 317 aga § & g7 o f MS word & 9s7 9T fo@sY / design S T &
F I g, a g9 record g AT d 38+ foT Fe& gger 3T 38 command W click &
Record Macro... @ click &Y 3iX #I5 a1 for@ex ok e | a1 FTd & 3M9aT recording
start g STaT §, 379 3MYHT ST WcH 8l & g1 3T agd 3@ command ) click T
Stop recording X click &, ST X €1 3MMUhT TohaT IT HIF @G g1 ST 39 39 R
ot & clear &Y ¢ 3R a9y 4T A W click T View Macros ™ click &Y 3R 39ar
recorded name @I Helde HT RUN TeoT HI G . 3T Fd &l HTTeh GaRT fHar a=m &
automatic MS word & 9T IR Telel oT3IdT|
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Shortcut Keys Effect

1. Ctrl + A Selects all text in the document

2. Ctrl + B Text bold

3. Ctrl + C Copies selected text or images to the clipboard

4. Corl + V Pastes copied text or images from the
clipboard

5. Ctrl + X Cuts selected text or images

6. Ctrl+P Prints the document

7. Ctrl + S Saves the document

8. Ctrl + N Creates a new document

9. Ctrl+ F Opens the Find command

10. Ctrl + H Opens the Replace command

11. Ctrl + | Makes text italic

12. Ctrl+ U Underlines text

13. Cirl + E Centers the line of text where the cursor is
located

14. Ctrl+L Left aligns text

15. Ctrl +R Right aligns text

16. Ctrl + M Indents text

17. Ctrl + Shift + L Creates a bulleted list

18. Ctrl + K Insert Hyperlink

19. Ctrl+ 0O Opens a document




20. Ctrl + End Go to End of Document

21. Ctrl + Home Moves the cursor to the beginning of the
document

22. Ctrl + Left Arrow | Moves the cursor one word to the left

23. Ctrl + Right Arrow | Moves the cursor one word to the right

24, Ctrl+ Up Arrow Move the cursor up by one paragraph.

25. Ctrl + Down Arrow | Move the cursor down by one paragraph

26. F7 Check Spelling

28. Shift+F7 Thesaurus

29. Ctrl+2 Print Preview

30. Ctrl + W Closes the active window or application

31. Ctrl+Y Redoes the previous action

32. Ctrl+Z Undoes the last action

33. Ctrl + F4 Close the active document

34. Ctrl +Enter Insert page break

35. Shift + Enter Insert line break without breaking paragraph

36. Enter Insert paragraph break

37. Ctrl + Shift + Enter | Insert column break (break table)

38. Alt + Ctrl + M Insert a comment

39. Ctrl + Shift + G Open the Word Counting dialog box.

40. ESC Close print preview




41. | Alt+Shift+D Insert current Date Field

42. Alt+Shift+P Insert Page Number Field

43. Alt+Shift+t Insert current Time Field

44, Alt+Shift+K Preview a mail merge

45. Ctrl+T Increase hanging indent

46. Ctrl+Shift+T Decrease hanging indent

47. Ctrl+1 Set line-spacing to single-space
48. Ctrl+2 Set line-spacing to double-space
49 Ctrl+5 Set line-spacing to 1.5

50. Alt+Ctrl+1 Apply Heading 1 style

51. Alt+Ctrl+2 Apply Heading 2 style

52. Alt+Ctrl+3 Apply Heading 3 style

53 Ctrl+F1 Show or hide the ribbon

54 Shift+End Select current table cell

55 Ctrl+Shift+O Switch to Outline View

MS Word END




Microsoft Excel (MS Excel)

Introduction to MS Excel

MS Excel ws Spread Sheet Software g Microsoft Office @r fgear

€. SHPI STAATA Sl Pl Jayd Flel, Aoy Aewor &te, 3R X
Mathematical 3R Logical Databases &=t & fow forar Sirar § 3R

ST SEAATST dobl, Teholl, ETATell T HT SRITEAT A 31T T A

& faw & e B

MS-Excel # S arell B &1 Extension Name

» .XLS (2003 Versions)
» .XLSX (2007, 2010, 2013, 2016, 2019, 2021 Versions)

MS Excel it fa2reare (Features of MS Excel)

1. g## Data Entry, Management, Financial Modeling, 3R Charting &' gfaer gich g1
2. g8H oA giaerd, Calculation, Graphing Tools, Pivot Tables, 3R Macro Sanféar sysr

VBA gIdr gl

3. 3HH wigd Create, Edit, 3R 37e@r-3r097 Biffe & Export % &I giaer gl gl

4. g8# Data Filtering, Graphical Display, 3R PowerPoint Integration Sieh gfaemd gt
gl

MS Excel FT STIHTS o7 8331 7 fham S1aT §:

Finance,
Accounting,

Data Organization,
Data Analysis,
Budgeting,

oA wWwN R

Forecasting, ETC.

Open MS Excel
ASHIHFE THiA & HYX W il & oot Tl &-

Method 1:- Click on Start Button > Select Microsoft Office > Microsoft Excel




&8 Microsoft 365 Copilot
Productivity
d Microsoft Edge
B Microsoft Office 2013

B iessoots -
e Micro RS,

Database Compare 2013

4]
XE Excel2013 N wg

I InfoPath Designer 2013
Microsoft Edge  Microsoft To..  Word 2013

[ InfoPath Filler 2013 :
upciss prime

LY Lync2013 B

Play your
L Lync Recording Manager a Z‘r";';:* music =
§# Office 2013 Language Preferences Microsot store [ETRERR 7o,
@ Ofiice 2013 Upload Center
7 4
NZ OneNote 2012 %f;;*- n
0% Outiook 2013 Disney+ Soltaire & Ca..

P3 PowerPoint 2013

P 3l Publisher 2013

K%, Send to OneNote 2013 H @

SkyDrive Pro 2013 Notepad WhatsApp Web

0O @ ¥ o m A F @ *~

Method 2:- Write Excel in Run Dialog Box (Press Window + R Key Then Run Dialog
Box Will be Open & Click on ok Button.

=i Run @

=  Typethe name of a program, folder, document, or Internet
resource, and Windows will cpen it for you,

Open: excel e

QK Cancel Browse...




Method 3:- Right Click on Desktop> New> Microsoft Office Excel Worksheet

View
Sort by
Refresh

Paste
Paste shortcut
Undo Delete
“% Open Git GUI here
¢ Open Git Bash here

[E NVIDIA Control Panel

Folder
Shortcut

Il Display set
& Personalize | Microsoft Access Database
| Bitmap image
CorelDRAW X7 Graphic
Corel PHOTO-PAINT X7 Image

Microsoft Word Document

~ OpenDocument Drawing

OpenDocument Presentation
OpenDocument Spreadsheet
OpenDocument Text
Microsoft PowerPoint Presentation
Adobe Photoshop Image

[ Microsoft Publisher Document

8 WinRAR archive

B

7| Microsoft Excel Worksheet
s

3RFT # O AT oY Method T 3TART FIF Microsoft Excel FTEIE T Thd ¢l
AT - 3P g WFEIAT A9+ Computer I STl oTal g, d IINFT Method HT
el HLT|

) Microsoft account

search for online templates
Excel

Suggested searches:  Business  Personal  Planners and Trackers  Lists Switch account
Budgets Charts Calendars

Recent

YDC Students DATA january-2025.xIsx
D: » Center Data » 3 January-2025

formulaxdsx
Desktop

A i3 <
. |Loan Am ortization Sched
January 25 exp center.xlsx
nter Data » 3 January-2025

4

formula new.xdsx
Desktop

[T B SRETTR R

7 B
January 2025 Exam Dataxlsx Blank workbook Loan Amortization Tips & tricks
Desktap

YDC Students DATA July-2024.xlsx
D: » Center Data » 2 July-2024

January 2025 Exam Dataxlsx
D: » Center Data » 2 July-2024 Get started with

et started wi Make your first Get more out of
YDC Students DATA July-2024.xlsx Formulas PivotTable PivotTables

D: = Center Data » 3 January-2025

January 2025 Exam Data.xlsx
Desktap » YDC Student IMG

[@¥ Open Other Workbooks Formula tutorial PivotTable tutorial Get more out of PivotTables

MS Excel 3T9sT gls¥ & 1€ Blank Workbook TX fFd& &{aT 21



Quick Access Toolbar Menu Bar Title Bar Control Button

L O R - Book1 - Excel (Pro;ctﬁ\ctivation Failed) T EH - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Microsoft account -
s - - = - iti i - 5 - -
D x— Calibri dn e s ==2 - % General E[%Conmtmnal Formatting %“In.ert E %Y H
P EER $-9% » ’_?Formataz'l'able' i Delete - ' Sort & Find &
aste - | Hi . - - | =E == &= - 1 ort n
- g B I U - & — ====3= 0 e GCE” Styles = B Format = — 7 Filter~ Select ~
Clipboard Font Pl Alignment o Mumber Styles Cells Editing ~
Al - Fe b
A B C D E F G H T | J K L Il M o} -
1 | .| Active Cell Name Box Formula Bar .
2 Column Heading
3
L2 ]
3
6
Row
7
8 4= Column
9 — Y
12
13
14
15
16
; Scroll Bar =>
19
20 -
Sheet1 ) 1 3

i M ——F——+ f0m

Status Bar Views Button Zoom Slider

1. Title Bar- Title Bar Window # @e® 3w &ifdst gedr gt § sa#® File Name, Search
Bar, Account Sign in 3R Title Bar & Right Side & dar Control Button g g1 oas
@ Minimize, Maximize 3R Close gxar gl

2. Menu Bar-3g csed sR & Si& A 8iar § 8 @ File, Home, Insert, Page Layout,
Formula, Data, Review, View aTH & #A+g gld ¢ ol T TFeleh &teh STeFgAC il T Hedol
A P Fs e & 3T Aeaad T

3. Ribbon -2 & & &1 817 3 T& gcdl & ¥ # YA giar g1 50 Tafeid & ¥ Feafed

ol el gid g1 I8 @l Tools &1y & 3[@N 4u & <gafeyd g g1 Ctrl + F1 gare
Ribbon @I hide/unhide far S @ g

4. Quick Access Toolbar — g gaeR Ribbon & R weRfa gt §1 30 coer & 04
fasheT 3uctedr gld & e sEadATd sR-OR fhar S1ar §; ¥ — Save, Undo, Redo  3mfe|
38 TR & fdshedl &1 user & 3WTAR SECATSS 31 fhaT ST HeveTl &

5. Ruler — 35 v Tha & T G@ar §, st Document Page & & FW T &0 YeiAd grar
g1 Ig 9T A Margin Set a0 H Heg T &l




6. Scroll Bars — TriaeR 997 & fhaRl W 9efRid gidr &1 ST 3T U7 FI F-aA, arii-
g0 Thid e & ToIT foRar Jrar gl

7. Status Bar — 9§ SR dc#=l Document T S SRR 1 few@redy &, S - Fel U,
el Qsq 3T |

8. Layout Buttons —Ig oeR U7 &1 faffiest A3M3¢ A dgarar & o8- Normal Layout, Print
Layout, Web Layout, Reading Layout 37fg| I§ Tore Status Bar & Right Side glar &

9. Zoom Buttons — Jg IX Layout Buttons & @myr € Yfd gl &1 38% garT ust &f
Zoom in IT Zoom out & THd gl

Microsoft Excel Basic Knowledge

v" Workbook — Workbook ts Excel File gt &, 5@ e & 319« Spreadsheet &
Hehall Bl

v Spreadsheet — Spreadsheet 3«7 Pages &r Collection & &Y Row 3iX Column &
= g €l

v Row — ¥ Horizontal Rows gidr § e a8 3R uefdia d&ansit (1, 2, 3...) &arT ggarem
STl 81 Tk Spreadsheet # &er 1048576 Rows gl &

v Column = Columns Vertical Lines & =& Alphabetic Characters (A, B, C...) garr
qgdl=l S §1 Teh Spreadsheet # & 16384 Columns g1d €l

v' Cell = Cell uws Block gar & < Row 3iR Column & Divided g« 9T dadr &l 39
Column 3R Row #ieX garr vgd fohar amar g, & - Al, Bl 3nfel

v' Active Cell — Selected Cell &1 Active Cell sga &I Active Cell &1 Border 3=g a«
T 3198T ST 31 3R AleT g g

MS Excel File Menu

58 A=g # MS Excel file W & et g @@= fased 5@ Save, Print, Share, Export,
Excel templates f@ea &1 & & 3m97 MS Excel File Menu R e &% dr 3muer @
Qe fe@rs 3ar|



Open

Recent Workbooks
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[] Computer '
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Account January 2025 Exam Dataxlsx
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D: = Center Data = 3 January-2025

Info: - 57 iz i werar ¥ 319 MS Excel & Open R a0 WiSel AT 3T9F EaRT & 1T
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. T Tgol IS IS open F A AT T T FS AT NS §aT o
. 319 File menu & S a1 g@er Shortcut keys ALT+F & 9 &
. 39 info WX e R
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,ﬁ Inspect Workbook Related Dates
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v’ Created Date etc.

Book1 - Excel (Product Activation Failed)

Protect Workbook Properties -
} Control what types of changes people can make to this workbook, Size Mot saved vet
Protect . o
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Tags Add atag
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&) Inspect Workbook Related Dates
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v 37 3 & info FAHIE W Fad S § Igt M9 Protect Document & 3icer Rerar &

v/ 319 MS Excel # #1$ o wIsar & 9ras A sign I Restriction & FAE & GaRT 4T
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SHH IMIF g FAS FAad §
6. Mark As Final
7. Encrypt With Password
8. Restrict Editing
9. Always Open-Read-Only

10. Add a Digital Signature



Book1 - Excel (Product Activation Failed)

Protect Workbook Properties -
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Protect . o
Workbook + Title Add a title
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D Mark as Final Categories Add a category
2 Let readers know the workbook is final and
rake it read-only.
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Require a password to open this workbook. ith ast Modme
Created Today, 3:22 PM
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Control what types of changes people can
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Author
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Account Add )
Restrict Access dd an author

Protect Workbook Structure of this file.
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3. Restrict editing:- 3@ &ATE &1 TgIAT T AT 379l ®ISeT l Restrict #AZ & 3ol Thd ¢
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New: - 5@ seq & carr 31T &% a8 BT &1 Tohd & 3T S & 50 [ehed W Forh
FI TP Teh oI Y fe@rs &3l fHas MU a5 95 BiSd eIl & ol &% YhR & dehed
fHeldr S - Blank Workbook, Templates

v Blank Workbook: - 58 fseq W e # 319 Tk el TRie BiSel §e1 Thd B
v Templates: - 38 R[wen & ANl mﬁw%qﬁﬁﬁywmwm
T Thd § o1 - Loan Amortization, Billing Statement etc.
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3 Symalic
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Open: - =u was & Fe@dr ¥ 39 MS Excel # gga @ A9 R gU STFgHCH T open
T Tohd &l

s gga File menu & S a1 s@ar Shortcut Keys ALT + F & 9& |

319 open W Feed Y AT 8T Shortcut Keys Ctrl + O & 98 &1

319 open @I Teh BleT AT fdst ol S|

3AA 9T save AT g3 Excel File I+

39 open W Fae

6. SdaT S & ar wsal MS Excel # open g S|

Save: - Excel # S Data 3mua Type far & 38 Save aXa & faITw Save FAS & 3UANT
foram SITaT & Save FHES T HEIAT ¥ 39 BISd & A7 3R 37 Bi5d & fag Location W T@eT
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¢ 3OfelT Save &AS & 39T fhar Srar g1 File #rsave & & T File Menu & St
Save Button W TFee &Y Ir T Ctrl + S &1 39T ALl

Note: - o @ $ 3va 3R g ¥ A9 FY 70 B5a & open & ufféar fFar & 3R
39l {F HATSH AT 39T R dF 98 38 Bisd AR 17 & J6r A9 g ST Iifed dhr TR
ar w8l update & SIRET | 3PR ATY A9 fhd T BEeT & open o #xah New File st
g 3R 39sT AT FAZH T 39ANET RhAT dF 39T AT Fed & [T @G, AT ARPET |

Save As: - Save # = file # Fo aRads F& 3§ AT AR 7, Format @2m Location
X Save F & foIw sger 39T fhar Sirar g1 Save As &% & farw Ctrl+Shift+S efiéshe &1
T T gl

Print: -s& s#is & wgraar & 3m9 MS Excel # Open & arw STEFgHACH AT S 1T
STERFHCH @1 print & F&d ¢l

1. §e8 Ugel Hls SagFHcH Open & of AT HIS SEIACH oIl ol |

2. 3 File menu® S ar @1 Shortcut keys ALT + F &t 98 a|

3. 39 Print W & #

4. 9 ggi % 3N T F AT a1 Settings & 30al 3TAR ¥ X IR BT Fe@ FH Print
& U 91T icon WX Fereh |

Printer
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Settings
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Page Setup
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Share: - s 3ifces & garr #isEr sEgEFe & Microsoft One Drive W 31Tells & 3=
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Export: -zu sitcers & garr #iser File #t PDF ige 7 TRl Y Tahd &
Close: -za% carr 3ma MS Excel & Close anfar & dg ¢ dda &

Account: - =g 3ifcerer Microsoft Excel & e &t tfFcde st & v gor 3mse
afem & AT = F T 39T Far S g

Options: - Microsoft Excel $ arqet ARTE A Aael N & AT 38 3ioerd F1 3qANT
foram Srar B

MS Excel Home Menu

MS Excel &T Home Menu 7 19T & a1 gam grar gl

1. Clipboard
2. Font
3. Alignment
4. Number
5. Styles
6. Cell
7. Editing
BEDOH- Book] - Excel (Product Activation Failed) 2 m - O %
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  POWERPIVOT Microsoft account ~
'“‘D ;4 Calibri T AN ==l = Genera:v - ?CnnditinnalFormatting' iﬁ“lnsert - 3 Ar
Paste =S B rou-|m- &vAv R —— Ev j-u 'm;o r . Format as Table ~ E,’I‘Delete - m' i
= o Q0 30 GCE”ST‘.’lEE' [=] Format - hd
Clipboard Font P Alignment Fl Mumber 1 Styles Cells Editing A

1. CLIPBOARD: - clipboard # 3mys Cut, Copy 31X Paste, Paste Special a& &
3iTeers fAerar &1 39 Clipboard &r @graar & 39 fadt Word, wier &1 Cut, Copy 3iX Paste
HT Tohot B

FILE Ht

.:n.D X
Em -
Paste %

-

Clipboard

v’ Cut: - File # T TFec & T T @ g T W {T A & a0 Cut 3oreT &
3URT FA &1 THFEC Pl e il & [T FEE I Pelde HLd T Cut 3o W Fes
FL| ST eAcahe FT Ctrl + X gy &




v" Copy-Selected Text &I Duplicate Copy &=t & forw Copy Option &7 39ier fhar Sirar
g1 3HET QATeahe 1 Ctrl + C grdr &

v Paste- Cutar Copy & a1v Text &I Cursor & TAWT Paste &a & foT 5@ 3ifeerT #r
39T FA g

v" Paste Special:- Cut ar Copy fU 3T eaee I FARaFd FX & Y Re A & T
Y 3O FT 3YANT I &, o - o §o761, WFeR & T F 9T FLEAT M|

v' Format Painter:- gtc &1 wideeT wdt i & T 39 30T #7 399097 & §, o
FEe I BiHET Hdt FTE § 3T SFe W FX W O Format Painter 3T W Fosh
#, S dI¢ 3T HC FI Polde A [T W BT cas FLeT B

2. FONT: - Font Q=& & 3mue font &1 5o g¢at el AT 3§ W1 Change & a1
39&T background check & 3iX &Y Igd T HH D N fHY ST Fhd g 34 font &r
FErIdT & 39 fhE word delge fohd gU #9T T Tiler A7 3R &l §ga S1eT ey 39 W
T gl

I I -~
MME INSERT PAGE LAYOUT

v Font Style: - Font Style & gart 39 Excel # for a7v fondr #ff words & style change
X Tehd §, SEH IUH Fgd TR Text Style el ST @S g@nr I I Text &
Style &I Attractive &1 @&d &

v" Font Size: -¢ae FT TS HH AT SAGT HA & fov Font Size 3o FT STIATHT FIA
gl

v" Bold {Ctrl + B}:- Selected Text &I Her =t & AT AT 3TAT fFAT ST B

v Italic {Ctrl + 1}:- Selected Text & foR©T #¥at F AT sHHT 3uAer FIT FTAT B

v" Underline {Ctrl + U}:- Select &3 1w Text & & T&r a3 i & AT

v' Font Color:- @fie eaee @ & fow Font Color 3iTeeeT &1 SEIATT Hld 8l

v Fill Color :-3a & ok R & AT 3T 32T FT STAATT FA ¢

v' Borders:-sg# 39 #s fdwmed @ Bottom Border, Top Border, Left Border, Right
Border, No Border, All Borders, Outside Borders 37f¢ fAed 8, T&eteh garT 39 379sir

3aRIFHATER Cells # ST 31T Hevcl B




3. Alignment: -s@ fFet & garr e e @ ¥ F s & Align a< gad B

- = Wrap Text

Merge & Center -

i
1|
il
i

€= 2

Alignment Fa

v Left Align: - cell # 3T &I IRl 3R TaST A & AT 3T fGFed F T X gl

v" Middle Align: - cell & data % Horizontal & & o & & QT 38 [Qeq &t
TIT FA B

v Right Align:-@ar # data &I gAY 3R TR aal & foIv 38 AFhed A IIT W gl

v Justify Align:-s& option &1 TdT & W A FT 31T AT 3R FAr il § S g

W TATST & ST &l

v' Top Align: - cell & data & IR & 3R TS W & T 37 FheT T TIT HA
gl

v Middle Align: - cell & data & Vertical s & vasa st & v 39 QFeq &t
T I gl

v' Bottom Align: - cell & data = s ¥ 3T TaET = & T 57 [FeheT 1 T
X Bl

v Justify Align: - & option & T el I Vel T 3T FW AT AT F TR g |

TATSsT & ST dT gl

¥v" Orientation :— text = cell & rotate =¥ & fav 39 option &1 SEIATT FA &l

v Increase Indent :— Text & cell # gIfgeh RE AT F & AT 38 e F1 sEAATA
I &

v' Decrease Indent :— Text &I cell # 91§ OB AT A & fAv 37 3ifcerT 1 sEAAT
I &

v' Wrap Text:- &3 aR fic & God & 31T A § 16T el ST § 3r4ar QU 31er fGars
8T ¢l a9 38 fased Wrap Text &7 3991T A gl 39 fOdhed W Faed Fad W aAd
3HHA STl IV STET & AR 3R of oIl g1 Ty g 38 fdshod & Wrap Text v 7w
steT & Wrap Text @1 gfaer &t ger o | g

v Merge & Centre:- 5 SR Excel & &1 ad AT T A 3H0F el dl 39T H SN
$ MTTHAT Bl &, W H Tod & O i disY A gl a7 Tod &l 398 H A &




T @ e &1 3uAer Far Srar &1 @ & 341 faeed & Merge &7 318 Ted &l
Unmerge 3t fFam ST @erar &1

4.Number Formats:- @z option weiw e & & = ¥q Jga & Iawdw
gl F3 IR gH T Me I FdY A F T 3T ST 8lar §, o s IR f&ATF srel=r
Il &1 38 YhR A HY el g eFI-3eHT JehR & STET BrHC &l HTaeTehdl gicl Fifh
fedATer & 31T YR O fol@d §, de¢ & 3769l YR 8, dUT 8T 379 YhR & forgd
gl 39 [AFcT & #AETH I 3T e & -39 JhR ¥ format &= T&d g, &
fre @ A FaT wrHe srer U AR fFE @ #1 3er date format # 3

General -
; 0 00
$ ~ 0 0 .0
Mumber s

sHd farT YR & s wfe Aed §:- General, Number, Currency, Accounting,
Date, Time, Percentage, Fraction, Scientific, Text, Special, Custom 3nfg

v General — Ig default format @ar §, g srer a1 R ®idfe &1 sEadATT T gX
forar e 1

v Number — ¥ format &I 3UaVeT d9 ad § 99 AT H Pl HEIAW for@elr gl

v' Currency — 38 format & $&dATe 8 # Fear &t faws & fore fFar amar gl

v' Percentage — s format & sTdHTe F) & Y¥ee & for@ar & v Far srar g1

v' Date — 3g format &7 sTadTe A & IR fo@sy & fow fFar Srar g

v Time — s@format & sTddTer O H AT fo@s & v fhar arar §

v Text — s format &1 sTAHATT A & eaee fomsy & AT fvar Srar &, S¥ - &, oar
el

v" Custom — 3% 3iddid Number format & &3 Qed U 8l & ToleTehr 3TN 3reT
F @y & OT g o1 oar §, a1 &I 9 ot =7 wide a1 Foa £

5. Style: - aa wrmew & cany swer AT SeRE F IAH GER ¥ Gl BT ST AT B
7T I HIHC A o ol Home Tab & Style T & 3ideTd Mol aTel 3T e YR
gl



v’ Conditional Formatting :— Cell # B swr & odf & Ty wic &= & U
Conditional Formatting T 399197 &Xd g1 38+ AT e g cFee ol [AffieaT edl SHa-
Greater Than, Less Than, Equal, Equal, Not Equal 31fg & 3MIR W 3rer &7 wrefer &
Hehl g1 S - fonel o #T Result Report # 3+% Score & 38R Al & LT dGel Hehdl
g, Text &I Bold & I&d §, 99 T o @@=y & AT Icon &7 39397 T Thd &, TPR
& YR W ST I) FT 399197 axh Cell & @ & X Tt ¢

Bookl - Excel (Product,
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I' “ arma
Conditional Format as

Formatting = Table~
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[E] Mew Rule...
EZ Clear Rules k
E Manage Rules...

S Topic® TR H Video A Explained f&aT 14T :- Video Link

¢ https://www.youtube.com/watch?v=QvT1caGefsk

v Cell Styles —3T& 3iddTd 3T & RAfficd Tawdl F scoT Thd &, A T & 3ddhl LB
39T g ¢ oiee IAe STeT I 3T e §alT Heho §|

v’ Format Data as Table — sa% 3iqeid e yoR % 29 TwEa @edl §, B 3mg
HYel BTl G ] Y Hehdl o | SHY 31T 91T Bide [T Ueh Ta&UA ool TS H dGol oIl

gl

SH Topic® & H Video A Explained AT 31T :- Video Link

https://www.youtube.com/watch?v=Xm6Ho3vWIBs&Ilist=PLVbRFL6i5RVIJ
orAu3KGtx6 06-e9gkfK&index=5

&
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6. Cells Option: - s& fRFeq & waa e aur dic F dod  wEfe a1, 7 Vb
T e 570E HET Ted qUT AT Soe A MM R o & ahed Hea g

& B ¥

Insert Delete Format

- - -

Cells

v Insert:- 38 f&eT & @RI a3 AT YT o3 M NS & FI fHAT AT T

Insert Cell: - 37 Option & g@rt @5 Cell Insert #r ST THT g

Insert Sheet: - 38 Option & garT % Sheet Insert & T & Bl

Insert Sheet Rows: - g8 Option & garT @5 Row Insert &1 3T &&hdr &l

Insert Sheet Columns: - 38 Option & aRT a1 Column Insert 3T ST Hehall &

W N

v Delete: - 38 fa®eq & @1 A 3721 T H S fHAT ST Fhell &

Delete Cell: - 57 Option & garr Cell Delete & 3T el 1

Delete Sheet: - 38 Option & garT Sheet Delete & 31 T B

Delete Sheet Rows: - 3& Option & garT Row Delete &I Fehdr Bl

Delete Sheet Columns: - g8 Option & garT Column Delete T ST GehdT &l

W

v’ Format: - & f@ed & garr Cell Size, Visibility @1 Protection 3mf% @' Format fwm
ST GehdT B

1. Cell Size:- z& option & arr cell (row T column) #Hr Height & Width &1 scerr S
TR &l

1. Row Height:- g8 Option & garr Cell 372ar U &I g3 A Scoll ST Hehl &

2. Auto fit Row Height:- s#aT = &3t I &7 g13e Cell & 3mer & 3@R Auto fit &
STl 8l

3. Column Width:- & Option & gart Cell 3rgar Column @& Width I sgar ST
eI

4. Autofit Column Width:- sd&r I3 &1 W Column &r Width Cell & ser &
3TER Autofit g1 el gl




5. Default Width:- s&@ Option & garr @t Cell & Column T Default Width @r

§Coll ST HehdT gl

2. Visibility: - g8 fd%eq & garr tedd fic & fdl Row 3r¥ar column &1 Hide 37ar
Unhide @R da &1 T & 3ma Excel file wsar $r fdt sheet &1 8ff Hide 3r2@ar Unhide
H TH ¢l

3. Organize Sheets:- g8 option & carT Excel file &r Sheet @I Organize &aT I Fehl
gl

1. Rename Sheet:- &% z@rT Excel file @ &Y Sheet &1 =T Feoll ST Gohell &
2. Move or Copy Sheet:- s&& 2arT Excel file@r Sheet & @ity fhar ST Gehal & 31T
38 Teh STE U q@ll S9TE HA T ST HehaTl &

3. Tab Color:- 38 option & &arT Excel file & Sheet @ tab color (sier sy 3K ==Y
e 1 A7 fe@rs &ar §) Ft Sear ST ThdT &l

4. Protect Sheet: - 38 option, & gaRT THAW Bise &I fHHT M & grdas e dhd g1 39
option, T JANT A W sheet #H IS Feold HA & IRl password STl giam g1 59
YR 39 sheet FV 3Tag deolld T Wede H Tohd &l

5. Lock Cell: - afg 3m9er vader ¢fic & password protected fhar §, ar 379 39 option &1
39T R Fohd gl

7. Editing: - Home Tab # Editing d%ee & 3iqeta frel ster &1 vfde ot & v BeT
3ffeRreT 3T §-

v/ Auto Sum =T option & 37ex & 3R RAeew 31 § S - AutoSum, Max, Min 3|
AutoSum option & garT fREr I FF T F Tohd ¢l Average 3o #r FAgg & 3
HEIATHT T Tasl HEIT 9T N Fahd ¢l Min fwed & canrT S8 §&a1 Ad & Hhd ¢
daT Max & gaRT a8 937 §&IT ATd X Fohd & AR Count & EarT G&AT3HT & fild Heahd
gl

v  Fill - =& option & carT fordl SR $r IR 9= T 8, o1 - Date, Serial 37fe|
g% 3farar fRdl SRR 1 Up/Down/Right/Left frer T I &1

v’ Clear — Comment, Formatting, Links 3T 3= #1$ STaeRT 38 [&%eT & GaRT gerg Sl
Tl &l




v Sort & Filter — 38 option & gaRT 3TW & FAFNAT F WE UG fhoex AT 1 Tl
g1 3 - Res & Ascending/Descending 3iTEX & oRT=T| fohdl Toldes SIThRT & &1 fe@rar
aTh e

v/ Find — 38 option & 2arT fml ¢ o @aX &1 Wiom o @&ar §, oS R weie &
SIEed H o ¥CS¢ A 38 A F A7 Vol AR & SR TisT Heohd &

v" Replace — & option & @arT R daee @ R 3 daee & AT Reaw & aFd &,
S fRE FCST & SIENH H TS & Sest M 3R F AR @ fow v §, Reaw e &
canrT T M &I Male & 3R F & Female & t& aR & Reed & dahd &l

v’ GoTo - 3 30l & @1 Ihifie & fAfdest e TR 9gar S bl &

v' Select Object — 3@ option & carT T 3ifcaige wI Aolde A Toha & o FhdY e &
4 &

v’ Selection Pane — ug option t& Pane Window 309 aar ¥ foraar @sh s=a¢ v a1w
Hieolere T FA Well &1 58 AT & gany fordll off 3ifesiere 1 815/ AT Hehdd § AT Jefer
ST dgel Fahd Bl

MS Excel Insert Menu

8 Menu @& carr Shapes, Pictures, Tables, Pivot Tables, 3-D Models, Icons, Excel Art,
Digital Signatures 31f¢ Insert &t & &1 fFar Srar 1

MS Excel T Insert Menu 10 #TelY & eI g3 gl gl

1. Tables

2. lllustrations
3. Charts

4. Reports
5. Spark lines
6. Filters

7. Links

8. Text

9. Symbol

B Od s Book] - Excel (Product Activation Failed) T EH - O %
FILE HOME  INSERT | PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  POWERPIVOT Microsoft accoun t -
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Tables Illustrations Apps Charts 5 Reports Sparklines Filters Links Text Symbals ~

B



1. Tables: -s& Group & & $el 3 Option @ @I fAGd g1 oih Help & 319
Worksheet # faffieer g i Table =7 Insert T Tha &

E O d

FILE HOME IMSERT

J ?
PivotTable Recommended Table
PivotTables

Tables

v’ Pivot Table- 3PR 3m9% 9@ &2 AT & data & a1 data sg complex ¢ o analyze
AT TgT ARD g1 &l TH F 3T Pivot table FT s¥dATT FX large data @ IR &
arrange 3R summarize X Tohd g STH FT-3169T YR & filters o@MT a0 § o9
o data &1 @ier fhar Srar g1 Pivot table option X click &ta @R 3muer ts dialog box
display gr & fo@e Select a Table/Range, Use an External Data Source 3R add to
Data Model option enfae g1

v Recommended Pivot Tables- 3@R 3mT Excel garT recommended Pivot table @t
use HAT AEA § o 39 option I click | 3TF 39+ data & BgaT & S tables
T best suit gl 3¢ 39 AT display foRar soem|

v' Table- 3@ option & #Acg & 39 319 excel sheet & data #r table & ®7 & convert
# Hhd gl S & 3T 37 option W click HWr ar Ig data Fr range &1 select
o, 39 = o g & o data @ select I Fehdd §, 3N 3HS dg S & T OK W
click &% ar 3mger data, table & 7 & convert & SR

2. lllustrations: - lllustration @1 #iges ws picture ar diagram g &1 @ &8 group
% options @r #Ace & 7T 39=r worksheet # pictures, shapes, Smart Art 3R Screenshot
insert Y HHhd gl

2 [ D
0 &

: . [Z] SmartArt
Pictures Online
Pictures &+ >creenshot -

Mustrations

v Pictures: - 38 option W click & 39 379«Y computer a1 T laptop & pictures
& & #X worksheet # insert aX #&d gl



v" Online Pictures: - 38 option # #Acg & 3ma fafi=T online sources ¥ pictures "
ge & 394 worksheet # insert & Hahd gl

v Shapes: - 38 option W click a& 319 faffi= yR F shapes & f& lines, rectangles,
arrows, 3R equation shapes, 37f¢ @I 379ar excel sheet & insert T TR &l

v" Smart Art: - 38 [t information am idea & s visual representation gt g1 Iy
f& 3ma graphics & SIRT information & represent #d & T 39T FASTAT A
8l Siam g1 39 Smart Art option @ click & 39+l S & HJER faffi== layouts #
& #1$ 3 graphics I T B

v’ Screenshot: - 39 g8 option & #gg & desktop W open g5 TRl 8 window T
screenshot, 319 excel sheet & aow add ¥ THhd gl

3. Chart: - Insert Tab & Chart & 3iaeTa 39y s 5K & Chart & sEdATS 31T
1 graphical form # ygfia aar & fow fohar amar g1 Excel & &5 9oR & Chart 39csy
gl & & - Column, Bar, Circle, Line, Hierarchy 3mfel & @eft Char 3raer-31eeT YR &
data & fe@er & forw 3udnr few ama &1 example & fow T company & AYelr ded
A& = column chart & display a1 I &1

= - = - |
I '? a Y e i"~ I
Recommended ] PivotChart
Charts "’ v [ -
Charts e

v Recommended Charts- 3PR 39 a@d § & excel 3m9s data 1 sa & eae &
39t charts recommend &¥ A 3T 3H option T SEIATT P Tohd gl SHP TolT 3T
worksheet # 319st data @l select &Y 31K Y 39 option WX click &% 3maer 3 charts
$r th list fe@rs ¢l S 3mush data & BO9 & §IW best fit g

v Insert Column Chart- 38 option W click #&F 3MT 319a select f»Y 71T data &

column chart # convert & T&hd gl 39 YR & chart & use faffi=T categories #
values @I compare &=t & ToIT gIar g1 ST &1 g5 cricket & ¢@« &r Ferar g, 3@
gf ®3l ;N Fo charts R@v oi1d §, 5@ $© bars &1d 8, ST & I8 a=d § &1 fve
over # f&asl runs T gl



v Insert Line Chart- 3@ option #r #icg & A Line chart T T&hd g1 39 YR & chart
FI STAATAT T FHT & TATY sScold trends IT JAESRT A @ & folw & @ B
v Insert Pie or Doughnut Chart- s& option 1 #icg & g4 Pie chart &1 @%a g1 Pie

chart wa circle &I &g gld &, 94 $© gohsl & dier ST § 3R §T Uh Ths 3TeleT el
data @I gTd &1 S Ife fdr data #T value Sarer & o @& gehsT ST gl 3R value &&
g ar oler gl 8T oRe & #ef gohs QU data THSIS & HH I B

v Insert Bar Chart- s option & #Acg & g7 bar chart a1 §&d &, I8 column chart
sar € gar &, §8@ column chart & bars vertical arfa @y g9 & 31X sa#d bars
horizontal g |

v Insert Area Chart- & option #T #ee & g# area chart T ®ehdl g1 I§ et Line
chart $r og 81ar &, ofsha 3T lines & = &1 area 1T gIaT B

v Insert Scatter (X, Y) or Bubble Chart- s& option & #cg & & Scatter chart s=r
Tohd &, 34 X,y chart & &gd g1 Jg§ chart sgd gl values ¥ sets & ST & &Y Hi
feaer & fow seaame Far arar €1

v Insert Stock, Surface or Radar Chart- sg option & #cg @ g7 RffieT AR &
charts a1 I&hd g, & Stock, Surface or Radar Chart. sa% Drop-down arrow & click
HeT X 39 stock, surface 3R radar chart & different types @= &I e Sd g1

v" Insert Combo Chart- @® ar column chart 3R gr line graph &r a1 t& column chart

3R = line graph T combination giar g1 39 Y&R & chart & use dd fhar ST §
ST 39% 99 mixed types @ data giar gl

v Pivot Chart- s8 9sR & chart @ 39ater data & graphically summarize &= 3R
complicated data T gar P & AT fRar STaT gl

4. Reports: -

T

v' Power View- MS Excel # "dray =" Us 3¢ RAgHemsaes ol § S ST ' Power
Fow T SRS T, amE, B9 W & wu O valfa soy 4 dee e f ey
3T &I GHSTAT 39T & ST gl

Repaorts

5. Sparklines: - af¢ gat ure Table Form # s asr Database giar & ar Sparklines
AR Data & @YU Graphics & & & Data &I THSH A HAGEIR gl & 37¥ar Sparklines &
ore (A=) Charts Insert ¥ I &1




Wa II
W in

Line Column Win/
Loss
Sparklines
¥ Line: - Ig Sparkline t& Line & g a¢ Sa1dT &1
v" Column: - Jg Sparkline Bar Chart &r @Rg Column & &I & Chart sarcY &1 58T &
Column T& ¥ & Data a1 c2fdr gl
v Win/Loss: - Ig Sparkline s Column Sparkline & atg & aXar &1 & Sparkline &1
39T a9 fhar Srar &, S fRdr O 3rgar Column & @t & momcAs ( Negative S -
100) T e=icAs (Positive S +100) ar 9o @r Value 37¥ar Data gl s@#
Negative Value Line & =i Column &&TdY 8, 2T Positive Value Line & WX Column
ECicily

6. Filters: - 7z Option MS Excel # faffier #f & T Tools add &t $ giatm gere
FLaT g, St Online Store WX 39y gld &1 I§ & YR ¥ Data & Filter &Tar gl

v Slicer "T FI

v Timeline Slicer TmEImE

Filters
v Slicer - Excel # Slicer ws U4 Filtering Tool § fo&@ Tables, Charts, 3iR Pivot
Tables & 3eT fheex fhamT ST @&ar gl I§ Ts Visual Analytics Tool &I Slicer @1
SEIHATT deh, 39 319al SeT I e T Thd & 3R 39 W &I higd N od ol
> g AFF fhocx I Telell A 38 geXfFea 3R 3UANThdT & T Bl
> Ig 3T Mhoex el T Th AT T B
> g 3oetg 3R arier RAE & ary 3 @Xg @ fhe doar B
> T8 UH 92 3T A & e AR G W e $Rd e & Agg R g
v Timeline - 3@ Option & $¥a#Ter &% 31 Data 3R Time & 3+IaR Data Filter
# TFhd &, Ig Option Table 3T Chart &t 3maET & Filter &= &ar &1




7. Links

v Hyperlink:- 5@ Option &1 sTd&@Td e 3T 319 MS Excel & Document & &,
frdT oft File, Folder, Photo, Video, Document IJgT d& %1 Website &1 &7 Link
add &T ¥ § 3R 58 Link & fFoeh o & gg direct I & gof Seet|

Hyperlink

8. Text: - sa# T Reeq 81 &=

90 4 23

Text Header WordArt Signature Object
Box & Footer - Line -

Text

v" Text Box:-38 Option T SEIATA & 3T 39 97 & Text Box & Draw &R Had

v Header & Footer:- 3¢ 317 319a1 Printed Page & 3w 3R & o forar g3 dEd &,
ar 39 top & fow Header Tur Bottom & folw Footer o Tehd gl

v WordArt:- 3@ Option & 39dler 3% 39 Text & Special Effects 3R faffi=s Font
Style Add #T IFd ¢

v" Signature Line:- 317 38 Command & STddATd X T Signature line insert & Te&hd
g, it 37 afFd ot Afese el f5a Signature &3 B

v Object:- 3PR 39 319 Excel Sheet & 37eX 3=a Software & Objects & Embedded
HAT AT ar 39 Option FT SEIATT A |

9. Symbol: - zw 3w & siteere e & S i AT & Gt @9 & s% ganT 3T
Excel # &S oY aifoid &1 R 3 3 &1 o d=a €

T Q

Equation Symbal

- -

Symbols

v' Equation :- 38 W Fae #Xd & 39! af0a & R g Ae Sd €, 39t Excel # 5@
N g &1 #H &, 30 W i A Y ool 3t FF & a1 & Excel & 3m sam 3R
aar g fewem



v" Symbols :- 38 W Fas FT & 39T 0T & IR g e Fa §, 3muer fS@er 39T
Excel & e §, 30 W Faasd &Y | 3R 39 3™+ a1f0ia & Reg anfew ar 3ma More
Symbols aX fFee &I

MS Excel Page Layout Menu

sg Tab T 9aer Worksheet #r Setting & fow giar § 39 Tab & #icg & g7 Worksheet
#r Themes 3iR page Setup & Size, Margins, Orientation, Print Area 3iR Print Titles
ST, Set X Fahd &1 39 Tab & HAce & Worksheet & e 3rea7 Look & #sa & 3R
Shapes &I & Show , Hide 3R 3= & Arrange & Tahd gl 39 8@ Tab & Mouse &
Click %% ar Keyboard & Alt + P Press &% Open & H&d gl

MS Excel #T Page Layout Menu 5 HT3IY & T gam grar g1

1. Themes

2. Page Setup

3. Scale to Fit

4. Sheet Options
5. Arrange

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT

» 0 B colors- @ F‘W = [‘A E‘:‘:! oy Width: |Automatic =| Gridlines Headings 1 ‘IZI

fatl =] N oy €
Fonts ~ - . D ID H:" - E” El] Height: |Automatic | ¥ View  |v] View '_1 D U [\‘

Themes Margins Orientation  Size  Print Background Print . Bring Send

- Area- Titles 1%l Seale: 100% - Print Print  Forward - Backward~  Pane
Themes Page Setup ] Scale to Fit ] Sheet Options Ma Arrange

1. Themes: - =@ Option # & gt It Theme 2@ & Aadr g, fSdr #7ece ¥ g7
39t Worksheet @r Design Change &R &sd §, &4 U Worksheet &1 Color, Font 3R
Effects @& Change & @ehd g

j I]Cnlu:urs*
— Fn:nnt:"

Themes

- D Effects ~

Themes

v" Colors:- 3m7 38 Option i A & Theme & Color & Change & Thd gl 3Ua
Cursor @I Ucds Palette & 39X @I 31T ¥ ¢@ Hahd g & ag Color Combination
3mas Worksheet # &ar a@iem|

v" Fonts:- 319t Worksheet # #igg & Text & Font Style & Change & & fo
58 faheT & SEAATT HY | FHA 3T 9§ TR Fonts T T AT I g




v’ Effect:- 39) 3% Worksheet # @IS Object #igg & ar 5@ Rideq &1 Heg & 3
38# faffiest Visual Effects e ¥ @ B

. Page Setup:- sa Group # arffad Commands @& SEIAT & &8 3790 Excel
sheet & Print page & &9 & set-up X THhd ¢

R R a 5

Margins Orientation  5Size  Print Background Print
- - - Area~ Titles
Page Setup P

v' Margins:- 319 3197 Page &I Print &d dr Sit White Space 38& 3w, @@, amw 3R

GIT TheART # BIAT § 3¥ & Margin &gT Jrar g1 38 Option & 393ieT & 39 Excel

sheet & Page Margins @ Adjust T T&d gl

sad farer Rse g -

Top: - 38 ¢@RT Usf & Top AR & gl i HA-SFET FX Hhd gl

Bottom: - &% aRT 9T & Bottom fhell & gl & &A-FATET A Hehdl &

Left: - @& carr 9T & Left foeik & gl &1 wA-3AGT A Hehdd &

Right: - s8& gart oo & Right fhail & g0t &1 #A-3AGT T Hehd &

Header: - 3& [d&eq & garT gt &I U5 & Top TR & gl &I FHA-SAGT T Fehel

gl

> Footer: - 38 fdshed & @RI HeX & 9 & Bottom fFaAR & gl & FA-SAET
qhd gl

> Center on Page:- 33 Td&%ed & @RI 31eT & U & FeX H fhdT ST Tl & 3TH ar
Aeeq A &-

> Horizontally: - 38 fd®eq & gart ser & horizontally 957 & deX & foam ST ehdl
gl

> Vertically: - s& fa%eq & garr smer &t vertically 957 & Hex # fhar o @ear g

YV V. V VY V

v" Orientation:- 583 3mas 2 Option 3@« & fAed § Portrait 3R Landscape, & &
g+ Portrait Mode Select f&erar 8139 319« Page @I f&a Direction # Print &=



aigd g, I=r o Portrait ( Vertical Jar Landscape ( Horizontal )ar 3ma & Orientation
gaRT Set I T ¢l

gaH al AFeu Aea @

5 |
1. Portrait: - s@ f&eu & ganrT 3M9 957 # Verticle ®7 & ac DriEEim IE E

X Thd §, fo@dr Height, Width & 31/ g 1 ok
2. Landscape:- @ fa%eq & garT 3m9 95T @ Horizontal ®9 & B o
e F% T 8, B Width, Height & sifer ar 21 £ tondscare
v’ Size:- 38 Option #I #eg ¥ 39 3(9= Printing page & AT ws Paper size Io Hevcl
g1 S :- Letter, Legal, Statement, Executive, A3, A4, A5, B4 (JIS), 3T i T Y
fAerdr § | S 319 319ar Document Print &% a9 Ig Option 3m9e @A 3meenm| &5
8 Size # AT 3197 Page @l Print =TT d8d § 39 Select 5|
v' Print Area: - a%mua@ﬁ%ﬁtﬁgmagﬁmm%, W # gH 39 [QFeq &1
39T e e TRAT BHEa FX a@d g, & fic &1 fhder ser fe &&r g1 sa v
Y Ugel 3der Area &I Select &¥ &, 38 &1 Print Area Button o¥ Click &Y, 3@
# Set Print Area I Click & &I

v" Breaks:- 39R 39 Document 318 o«T & o 39 39 Option $ #Acg I 37 F3

Pages & Break &¥ ¥a&d &l fo@ & Print &a &I 3mM9er Data  37cl91-37el9T Page WX
Print &1l

59 faFeq & 3mye e faFe A
1. Insert Page Breaks: - s ey W Fas et W 50 a8 & ada@= § Folge
foham gIaT &, 98T & 9 S gl ST &
2. Remove Page Breaks:- 3@ fReeT & gart e fic & 3o 9w el o s &l

gCIAT ST HohdTT gl

3.Reset All page Breaks:- su fasea & gart e efic & s aw @3l 9F s &r
U O gerdm ol TehdT gl

v" Background:- 3@ Option @ Click &% 3m9 319«r Worksheet & Background #
#15 Picture o9 Thd gl




v Print Titles:- 3PR 3m9 f&Er Rows 3R Columns ( 3 ts Table & Header) =t
gd% Printed page # Repeat T dgd g df 39 Option & 39397 &Y |5T* o
s ggel Print Titles & Option @ Click &Y, Page Setup Window Open gf3f, Jgr
Print Titles Section & 37eX Rows to repeat at top 31k Columns to repeat at left &1

Option 3m9er @ ¢amlSelect &Y 3R 3R 3T fRAr # Repeat Print =T agd
g o 38 W Click & ¢, 39 OK @ Click & g
3. Scale to Fit:- & Option #r ¥ermar & &7 3199 Document #r Height 31X Width
FI Set FT Thd g 3R 3T Tg ar 38 Automatic W & Set F THd gl

ﬁWidth: Automatic -

ED Height: |Automatic -

| Seale: 100%

'y

-

Scale to Fit fa

sHH g4 3 Option fAea &

v" Width:- 3@ Option & T@graar & 319 319a sheet &7 width #rSet & Fhd g1 I
3R Printout & 3maehr Sheet @I Width 1 Page & &1gX ST @Y & ar 319 88 Option &
39T X 38T Width @t Shrink &t 1 Page & & Fit &¢ I&d &l

v" Height:- sa Option & & 8y Width 3@ € &, aif$eT I8 Option d9 & 3aT § 59
3mae Data @ Width S2rmer gt & af I8 Option 39 o Data &' sfY 3d= Pages &
Print &< T &, f9d=Y Pages 39 g &l

v' Scale:- 39 Option @ 319 d9 & YINT & Hohd § o9 39T Height 31X Width
Option Automatic 9 gar g, Ig Option &7 Width 3k Width Option St&r & @
T 8, ofchel SHA §H Percent & Value el &, 18 &8 30« 3@ & Adjust
X FHh ¢

4.Sheet Options
v Gridlines:- Excel & St Row Column #r lines g & 37 lines @t g Gridlines

Fgd ¢, 3TH ar Option fAeAT gl
1. View- 3@ Option @& 39 Check & & I@d § ar 3Madr Excel Sheet # Gridlines
Show &Wm, Ifg Uncheck &Ia g ar 3maerr Gridlines Show & &am|




2. Print- 3@R 39 Gridlines @' 37197 Page WX Print &%&T agd § ar 38 Option &1
Check &Y 3=g2m Uncheck &I

v" Headings: - Excel &#r Sheet & & Row & Number dar Column & latter g@a
= Aoa &, 38 = g7 Headings Fgd &. 39 & Option &ed & -

1. View- 38 Option @& 39 Check & & T@d § o 3mgdr Excel Sheet & Headings
Show &=, Ifg Uncheck &d & ar 3muer Headings Show =Tl &&am|

2. Print- 3R 39 Headings @I 3797 Page WX Print &= agd & ar & Option &l
Check &¥ 3=gar Uncheck #X|

5.Arrange :-

5 B BN

Bring Send  Selection Align
Forward = Backward ~  Pane -

Arrange

Arrange Option & 3icT o 31U & Option A s § ar Ifoy 38 J=a &

Bring Forward: - af¢ 39 Sheet # sga @R Images AR Shapes & 3R @8 T @
% 3 g AR 3T 378 TH-Uh b 3W ol dlgd g df 380 Option &1 EdATT I
qhd gl

Bring to Front: - If¢ 3mas% Sheet & Image arShape g 3R 3mg f&dr Image ar Shape

@l g@¥ Image AT Shape & 3W ol AEd §, o 38 Option @ SEAATT X Hehdl gl
Send Forward: - af¢ 3mas Sheet # sgd @R Images AR Shapes & 3R @8 T& qay
F IR &, 3R 3T 3¢ TH-Ush b A ol A8 & aF 37 Option &7 STAATT
ahd gl
Send to Bank: - afg 3muss Sheet & Image ar Shape & 3k 3ma fa=ft Image ar
Shape & g&¥ Image a1 Shape & & o=l =gd &, o & Option @ SEAATA T
ahd gl

v' Align; — #icdaar object FI T TTY Ffcawell AT BIRSecal TS I & [T 3T 3o
T SEIAT I &

v Group: — U& @ 31f% object & TF WY YU & U fealae o & faw Group
3TCRIST T SEIAT & §, I9 fhv a0 object &I Gof: 37em@T & & T Ungroup 3ieerst
FI STIATT Fd &l




v" Rotate: — &l &=y, 9 ar object @ 90, 180, 360 33l & gAW & v Rotate
3T T SEIHATT H &

MS Excel Formula Menu

MS Excel Formulas Tab gH faffi=st Functions @I Insert &, Cell Fr ws Range &r
Name Define &t 3R Formula Audit & & gAY Heg T gl 38§ Tab & &3
Functions enfAe gd g1 Excel & Function Ts Preset Formula § f&aer Use fafdteer
gR @ Calculation & & fow gram g

Formulas Menu & g4 5 Section 3@« &I Ada &-

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT

= CoeneName - Formuas
‘fx z B = =] Define Name E uTracePrecedent (% Show Formula D@ Caleulste Now
o ol# Trace Dependents 1 Error Checking = © _
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More MName . ‘ ) . Watch | Calculation EﬂCaIculate Sheet
Function - Used ~ - - ~  Time~ Reference~ Tig~ Functions~ Manager 5 Create from Selection 3% Remove Arrows ~ (&) Evaluate Formula Window  Options -
Function Library Defined Mames Formula Auditing Caleulation

1. Function Library
2. Defined Names
3. Formula Auditing

4. Calculation

1. Function Library

Function Library section # g 10 option @« #I Aed &-
kX 12

Insert  AutoSumn Recently Financial Logical Text Date & Lookup & Math &  More
Function - Used ~ - - = Time~ Reference~ Trig~ Functions~

Function Library

v Insert Function:- 8 Option #r #Acg & g& frar & Cell & Formula Choose & 3@
Edit & @&d g1 39 319 Insert Function WX Click &d & dr Excel 3madr Worksheet
& O T Insert Function Dialog Box &I Display #ar &1 31 319 I8 & 38 Options
& Use 38 Function @& Find &% 3R Select & & faw &7 d&a § @ 3ma Use
T e &1 3T 38 Shift + F3 Key #t Aeg & off sTddAT ¥ Thd ¢




v" Auto Sum:- 39 Option &I Acg & 319 379 Data & Simple Calculations & $r Sum,
Average, Count Numbers, Max, Min etc. &R T&d gl 0% O FIH Ugol 39U d§
Data Select &= glar § fo@dhr Calculation 39 &&aT IEd &, 3R 3@% € 39 39
Option @ Click #t& 38T Result AFrer I&a g

v" Recently Used:- sg Option & g ag Formulas ¢@st & ffAod § fSeg §Fa ugal Use
fRam &1 I8 t& Formulas #r History gy &, 99 & 39 ggel Use Tt 1@ Formulas &t
3T § Access &R Heahd gl

v’ Financial:- of¢ 3muerr 3m9elt Worksheet # %@ Financial Calculations &% § (I EMI,
Present Value, Future Value, Interest etc.) ar g Option & 3m9s! Advanced Financial

Formulas e SITd & Sl @ 39 31Ul 3TaRTehdlofaR refel 39201 o Fhd &

v Logical:- 38 fa@ed # difoiwer ®far S AND, OR, NOT 311f& Yo & el &1 g=h
Il &, ToIeTdl @ 3T 39ell ITaRTSATAR BT 3UAT T Thd gl

v" Text:- 3@ Option & g& ggd R Formulas ¢@et &t fAer S1d &, =1 Use Numbers
# Text Form & fawal & fav fhar Smar g1 g7 Formulas &7 Syntax & 58 dlish &7
gl & -
=TEXT (Value, Format_text)

v' Date & Time: - 38 Option # g7 Date 3R Time @& Hef&a Function &=t Fr Aed
g, ST #eg @ 39 379+ Sheet & Date 3K Time = 3=a & for@ g=a

v’ Lookup & Reference:- sis' 3ima% ari Excel Sheet & sgd ®RT Data ldr § 3R 3o
39 Data # & #1% Specific Value =1fgv gidr & ar d« 39 8@ Option & STAATT X
Fhd &1 58H g4 Vlookup 3R Hlookup S Formulas St &r Excel # g SiIer ST
fhT S § d@e @ Ao d Bl

v" Math & Trig:-sa Option & g1 Math 3iX Trigonometry & Formulas @« FI R
g1 S & 3mg 39 Option WX Click @, 39% & a5t IR Formulas & List 3
STEEl, STET /AT SN & 3R Formula I+ @ 1

v' More Function: - More Functions & g 3R sgd &R Formula ¢@a & fAe S1d gl
sUH gH Fo Categories fAe ST &, 19 Statistical, Engineering, Cube, Information,
etc. & g7 &Y T& Category & g 3791 37el9T Formulas 2@a &t & aa g1




2.Defined Names
foradr off @ar & formula aRTe & foIT g7 A $r range &1 define &= giar &, 3719 &
Excel Sheet & F@-fFg@ ao W formula oRMaT §, I8 define &= giar &1 afe s &
cell range T 39IRT §H T & H™H SWIE W 3T@T-37e9T formula T HIAT & ar g T
91 Cell range &1 define =T 8191 388 s« & fov Excel # Defined Names faseq
Ao &, S0d g 30l IMavasdiar T= 715 Cell range &1 Teh &TH ¢ Fehd &, U
formula <@ma 7T Cell range & ¥ W 3H ATH &l g 3TANET FX Tohd gl 3T THR gH
37S9T-37e9T o798 formula &1 39319 &Y d9 8 g7 shad Cell range & forw f&ar = =T €

STleTT BT &

— =] Define Mame -
—
Mame

Manager S Create from Selection

Defined Mames

Defined Name Section & g 4 option @« & e 8-

v Name Manager:- 38 Option &I Use Workbook # 3water fFw av @efr Names &t
Create, Edit, Delete 3R Find &=¥ & fow foar aar §1 Cell References & f@&ed &
T F AT HT 39T0T Substitutes # fRAT ST ThdT 1 3GTEI0T & dR W 7 =Sum (D6:G6)
& §og =Sum (Upciss Prime) & Option & Use &a & fow 3ma Ctrl + F3 &1 93T
i R T £

- x v K =SUM|Upciss Prime)

Functions
=) C D E F G H

Example 1
ID Number Hindi English Math
998098 Rahul Kumar 55 B4 71 37 =SUM(Upciss Prime)
998099 Mohan Kumar a7 42 51 30
998100 Rohan Kumar 65 36 82 30
993101 Vikash Kumar 416 45 50 85
933102 Raj Kumar 11 34 80 36

9981032 Maresh Gupta 78 72 81 89



v' Define Name:- 38 f@&eq & ganr gA fet o cell range 3121d cell & &og a1 1A &

Tohd g1 1T & 39 option F g 39 A & THT I define & ITFha &, 337ATT ag a1
el Ueh Sheet # Iudler fohar ST Fehal &, 3ruar g4 Excel workbook file #|

v Use in Formula:- & option & ganrr 39 f&Rdr formula # define v a1w &/ & r
39T F TR ¢

v’ Create from Selection:- I feuv v RFedi i e & 77 i =l ¥ & & fow
Name define &%l &I &3 &Il &1 387 3R TE & 1% 39 598 cell range &g Name

define &= a@d §, 3eor dal H & 3T Top Row, Bottom Row, Left Column, Right

Column & Value @1 & Direct cell range &7 =T §a1 ¥ gl

3. Formula Auditing Option:-

@ Option & g@nrT Excel sheet # @emu 1w formula & 3iifde &r ST Tohdr § 3ATT HiaT &
Jeg gl W 3UAST & W §, @Y & FF weger F Error 3 W § 0l

=]

+.0 Trace Precedents ESHDW’FDFMU'EE
a8 . .

=k Trace Dependents ™1 Error Checking -

I:; Remove Arrows ~ (/) Evaluate Formula

Formula Auditing

SHH g 7 option @ H Ada &-

v" Trace Precedents: - @ Option ®X Click &a WX I Arrows @t Display &ar g1
S & 39 fREY Cell & #15 Formula @@ § 3R 5T 38 Cell & Select &% & Trace
Precedents Option @ Click &% @ 3M9s AHA F& Arrows 31T Sidel, St g
g § &1 {3 Cell & Result 3mar §, 38 Result & T gadl &l & Cells &1 Use
forar I g1

e Jx =HA+GA+EA+F2+]5+G6

Name

Hindi 55 —ar—————65 | a6 a1 78
I — N
English 84 42 36 a5 ér——ﬂ—ass— 552|
Math 71 | 51 82 50 80 81
Art 37 30 30 36 5
t—'—"'_ff
Total 247 170 213 226 191 320




v" Trace Dependents:- 3@ Option &1 FF W arel Option & 3eer g1 S 39 fHe
Cell = Click #X & Trace Dependents Option ©X Click &% af Ig 37 Arrows &l
Show &Xar €, S I8 Indicate #a § & 39 Cell &1 a=g & foraT Fa Cell W
RECI

v Remove Arrows:- %I 39T Trace Precedents ar Trace

Dependents & garT Draw f&»3 T Arrows &I Remove &R & foIT & dHhd gl

v' Show Formulas:- 3@ Option @ 39aler Resulting Value & se@ 93« Cell &

39 3§ Option

Formula Display &%= & foiw frar irar &1 Ades Si9 8t g7 &I Formula Apply &
& Enter gard § ar g7 I@em Result & Srar & 3R afg 3ma Result &r somg 3@

L E F €] H | J K L
Rahul Kumar

Mohan Kumar Rohan Kumar Vikash Kumar Raj Kumar

Naresh Gupta

552

37

30

36

89

247

170

226

191

320

Name

Vikasb/(umar

Total

¥ 206

Name

Rohan Kumar

Total

o3

Formula & Syntax &' ¢@«T dgd & dl 319 38 Option & Use &R H&d &l

D E F G H I J K L
Rahul Kumz Mohan Kurr Rohan Kum Vikash Kum Raj Kumar
47 65 16 a1 78
12 36 45 34 72 =HA+GA+EA+F2+I5+G6
51 82 50 80 81
30 30 85 36 89
=SUM(EZ:ES) |=SUM(F2:F5) |=SUM(G2:G5) |=SUM({H2:H5) |=SUM(12:15) |=SUM{J2:J5)
Name Vikash Kumar Name Rohan Kumar
Total =HLOOKUP(F12 Total =HLOOKUP(112)

v Error Checking :- 3@ Option & #igg & 39 379t Formulas & Error Check &% @&hd
g138 Option & gaRT 39a& Formulas & & Common Errors gld & 3+ 379 Trace
i T THA g

v" Evaluate Formula:- 3@ Option & Use Formulas &' Evaluate (Heaie) s & faT
frar Srar §1 39 Formula & 9% #MT 7 SAF@T § & HAedihad F THhd &




Formula &I #ET--89T Evaluate &e 3M9er I8 Verify &t #H #gg Fedr & & I8
e &I F IEAT F T@T &

v" Watch Window:- 3@ Option &I #icg & 39 319 Worksheet 3 3«7 Cells &t Select
F ohd &, ToleT 9T 3T €T IGAT I8 & T 398 s Change & I@T § AT 18T, Sof
Cells &r Value 3mger ta 319 Window & fg@ef, &8 3m9 39r Worksheet & fraT
o BE 7 g & Ao @ FHhd &

4. Calculation:-

sHH g4 3 Option @ # A &-

v Calculation Options :- If¢ 39l $& Values @ Select #x& 3 X @IS Formula
SRMT & A 379 ST &7 8197 &7 Sy &Y 3T Ygor arell Values & &S Scold d &, af
39 3O ¥ 3m9a Result & off Automatically Changes 31 Sirar 1 afe 3ma o@r #1&7
qIgd & df 39 38 Option @ Manual & d&d gl 38% G 39 Result & d« d&

Seolld =gl 3TN, Sid deh 39 39eh Result arell Value & ge et Click =T8T &id|

Calculate Mow

Calcglatinn Ef Calculate Sheet
Options =

Calculation

v' Calculate Now:- 3@ Option & Use 3m9 Entire Sheet & Calculation ===t & faw
HT TP gl g sqAT Use T = gem & Automatic Calculation OFF I TR
§¢ &Il 39 Option @7 SEJATS 3MT F9 Key &l gar & off oY Heha 2|

v’ Calculate Sheet:- s Option #r #icg & 39 Active Sheet & Calculation & @&
&1 3y 39T Use T3y atar gem o9 Automatic Calculation OFF 3I=r f& &g &1l
3T 37 Option & s¥qATe Shift + FO Key Y #icg & off T Ihd gl

MS Excel Data Menu

MS Excel Data Tab @ Use External Sources & Data @I Import & 3R 38 39T
3Maegehell 3@R Shape ¢a & fAvu fhar Sar g1 @ 3ieflar g4 Data & Sort & Filter,

Advance Filter, Data Validation, Group etc. Option @I Use & &l Excel & Data Tab



Formulas 31X Review Tab & &= & &g glar &1 39 @Y Mouse & Click ¥ & Open
X Thd g, I Keyboard & Alt + AKey & st 8 38 Open fHam ST Tehar &1

MS Excel Data Menu & g& 5 section ¢@ & fAed ¢ -

1. Get External Data
2. Sort & Filter

3. Data Tools

4. Outline

1. Get External Data

Ig MS Excel Data Tab T @&# ugell Section g it g4 External Sources & Data Import
FT o Allow T g1 3R g5 fhaT 31T File am 317 Source & MS Access, Web, Text,
3fe & Data Import &I &I 3aeTehdr gidl & 0 # Excel & I8 Group gH #Fcg HdT gl
sHH g4 5 Option 3@ &I Aaa ¢

From From From From Other Existing
Access Web Text Sources~  Connections

Get External Data

v' From Access:- 3f¢ 39 39T Excel Sheet # Microsoft Access #r et File &
Import &= a8d g, df 37 Option FrUse & THhd gl

v From Web:- afg 3ma Internet & f»dY Web Page & Data &t 319t Excel Sheet
H Import =TT Agd &, dr 38% fow 39 39 Option &7 Use X Thd gl

v' From Text:- =@ Option # #Aeg & 319 fFAT Text File & 397 Worksheet &
Import &T THhd &l



v" From Other Sources:- 38 Option & #eg & 39 3= Sources =& SQL Server,
Analysis Services, XML File, Microsoft Query, 3¢ & 39 Worksheet # Data
Import &I THhd &l

v Existing Connections:- 3R 3m9a gga ¢ fFdr Common Sources & Data Import
ferar g3m g df 37 Option &7 Use &I 39 Existing Connection & Data 9red &<
ohd &1 ST HAeg & 39T Ig Y ¢ Tana & 1 3mahr Worksheet & =gT agr & Data
Import T = gl

2. Sort & Filter

MS Excel # 3e1 & wAEY (Sort) 3R fheex (Filter) & & faw, 39 3er &9 A 'Sort &

Filter' g & 3UNeT &Y Hevcl &1 3T ST &I GUIATAT A (Ato ZATZto A) AT HEACHS HA

(TS BT & TG 937 I7 & 93T ¥ J9d Bien) & Sort X Tohd &, 3R Filter & #Areasw @
fafdrse 3er A yeffa ¢ @ £

———]
- r 4 A
Al |Z]A
4 PY L) r4
- A&

__i Sort Filter
& Y, Advanced

N\ Sort & Filter

v' Sort A To Z:- 3f¢ 3m9 3=t Workbook # Data @ Alphabetically (A To Z) ar

Numerically (Lowest & Highest) Shl # Sort &¥aT aOigd § ar 3T & Option &

Use &R dahd gl

v' Sort Z To A:- 3fg 3ma 3=t Workbook # Data @ Alphabetically (Z To A) ar
Numerically (Highest & Lowest) & & Sort &3 @Tgd g ar 39 39 Option T
Use &R dhd gl

v" Sort:- 37 Option W Click &= & ts Sort Dialog-Box Open gWar § fS@e 3maen
Data &r Sort &t & fow 3raRad Option @ &1 fFeidr|

v" Filter:- @ Option #r Ace & 319 379«r Data &' Filter T T &, 30T & fow
AT AT, Eﬂﬁwagﬁﬂﬁswdent g 3R &7 39 H ¥ Theer U ar Student r




Result =TT agd §, o 38% fow g7 Ig Filter Apply & &3l 38& &Y U Heading
% T Ta Arrow T e 3T Smeen, 58 X Click &¢ & 39 I8 Set & Thd g Fr
30 Heading & & 319 &I i @r Data <@ g1 39 foiw 3ma Ctrl + Shift + L Shortcut
&I off Use & dhd B

v Clear:- 3f& 3Mue 39 Data X it #f Sort 3R Filter Apply fvam & ar 36 o
o Y U § 3 319 39 =g & T Tg Filter ggor JAT & ST ar 3@ Clear &
& faT 3mg 39 Option &1 Use & Tehd &I

v" Reapply:- 3@ Option & #igg & 39 Current Range & Filter 3R Sort & Reapply
X Fhd &1 s8¢ T 39 Ctrl + Alt + L Shortcut &7 8 Use & @ha &1

v" Advanced Filter:- Excel # "Advanced Filter" (Advance Filter) t& ifFaeme o
g St 3MUeht SeT i fARISe Alest & UR W heel el 3R [T el & giaur oar
g, S for remor fheey @ 31U Jfed 3R oo gier &
Advanced Filter % aR # Tt S@HR 0 Video # & 1§ §-

|y,

ADCA Full Course

Ms Excel Full Tutorial Course

Class_54) am%

Ms Excel =
Data Tab

-- 9 Sort & Filter, Advanced Filter, -3 A
)\ l Flash Fill, What-If Analysis, Subtotal Pa'rt 18

3. Data Tools
MS Excel Data Tab & & Section & Options @r #Acg & 3T Duplicate Data &t ger
Tod g, Invalid Data &I & Tod g, Multiple Ranges &7 Values @ f&dT New
Range # o &@&d g

A== N

(== - He= ‘

=8 B - N = ?

Textto Flash Remove Data Consolidate What-If
Columns Fill Duplicates Validation ~ Analysis ~

Data Tools



https://www.youtube.com/watch?v=u-s4b29-qzI&list=PLVbRFL6i5RVIJorAu3KGtx6_O6-e9gkfK&index=19
https://www.youtube.com/watch?v=u-s4b29-qzI&list=PLVbRFL6i5RVIJorAu3KGtx6_O6-e9gkfK&index=18

v" Text to Columns :- 3@ Option & #Aeg ¥ 3T Single Column & Text &I Multiple

Columns # Split & THhd gI3eEI0T & v e Column # Full Name for@r rar g
ar 37 Option &#r #ige & 3T Full Name @t Separate Column First Name 3R Last
Name & Split & @hd gl 39 Option 9 Click &% & Convert Text To Columns
Wizard Open gIdT | f5@shr Help @ 319 I8 I Hhd & f& Text & fha MR W
Split %= & S f& Fixed Width 9T Split % & 39 3o Text 3r¥ar Sl & @R
Column # f3a188 X Tdd g, et dg T &l

v" Flash Fill:- 7g Option Pattern & 9gard &% 39 Data @ Automatically Fill &%
&ar &1 3cmeeor & faw 3muehr Sheet # ws Data Column ¥ f&& 39 Sheet # g@dl
st91g Fill e =g & o g8 fow et 30 Column & %@ Examples &t giet forad
Flash Fill Feature 3@ Pattern & #Hg 9w 3R Data @I 39 g4 Column &

Automatically Fill & &

v' Remove Duplicates:- @ Option #r #Acg & 39 Sheet # & Duplicate Rows @
Delete & d&d gl

v' Data Validation :- 38 Option @ Use 39 g Restrict it & T & I & &
frer Cell & f&@ ysR & Data a1 Values & #&T Enter f&ar & @ear g1 Data
Validation Button @ Click &% & ue Dialog-Box Display giar § &a# Rules &r
T List &7 ol gt & o d & 39 fodl Uk @ geT oY Cell & Enter fohdr ST Herel
arel Data & 9oR 3R Values @I Restrict X @ehd gI3aX0T & foIw 39« Ig Rule
g1 & 58 Cell #5 & o1& Number € Enter &1 ST ®ehcll §1 319 39 S & 39
Cell # 6 I 388 §31 Number Enter &% Data Validation Feature 3mqer Error
Show |

v" Consolidate:- 3@ Option & Use & gH 37al91-379T Sheets & Data & Ta Single
Sheet # Consolidate ar Combine &% dahd g1 30T & fod e 9rd@ Last dieT
Month @ Sales Data 37eT-37e9T Sheet # #lsig &, Consolidate Feature 3mues faiw
freT 377 Sheet WX 3T Total f&rer ThaT £

v" What-If Analysis:- & Function & #eg & 39 Scenarios (Values) @ Change @&
3% Outcome W Affect @ Tohd gl THASA & folT Tah Scenario ofd g f& 3ma
39 Product & Price fhdar T f& 39 319=l Target Profit o 9g= T ar 3oeh!
& HAglel fohceir Sell &eT g1l 379sr Target Profit & g1fel &l & forw| 0 & 3rerer-



37el9T Scenario &I Outcome W &1 Affect g s faw & g7 What-If Analysis

Function @1 Use @xd gl 3&@% dief Tool & Scenario Manager, Goal Seek 3iR Data
Table.

v" Relationships:- g Option 3m9e T& & Report WX 3(f9r-37e9T Table & g&sfaq
Data f¢@rer & foiw Table & & Relationship Create a1 Edit et & #Acg HLdT gl

4. Outline
MS Excel Data Tab % S Section § 9 5 Option 3@« # Faa ¥ -

M= M=

gls = eS|
LI
Group Ungroup Subtotal

- -

Cutline P

v" Group :- 38 Option & #Aeg & 319 39« Data & Row 3R Column &1 T Group
T Thd &1 39 Option & 39 Shift + Alt + Right Arrow Key & #eg & 3y Use &X
Thd gl

v" Ungroup :- 38 Option & Acg ¥ 3mua {57 Rows 3k Columns & Group fRar ot
38 Select &Y & Ungroup & Hahd gl 38 39 Shift+ Alt Left Arrow Key &I #Acg &
& Use 3 dhd T

v' Subtotal :- 3@ Option & #ige ¥ 3mT Selected Rows T Automatically Subtotal
foehTer Hevel &

v" Show Detail :- Group & a5 Rows 31k Columns & Show & & faw 57 Option
&1 Use forar SITaT g

v Hide Detail :- Group & a1 Rows 3R Columns @ Hide #ta1 & v 38 Option &r
Use far Sirar g

MS Excel Review Menu

sq Tab & Workbook @& Review & & @eaffid Options feu 3w gl &1 o€ &6 39 319=ir
Excel Workbook # Grammar 3R Spelling Mistakes @& Checka#t& Correct ¥ @&d gl

D D E - Bookl - Excel (Produc
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT
i/m: q |j: | @* IJ g & Protect and Share Workbook
B 55 Show All Comments EZ Allow Users to Edit Ranges

Spelling Research Thesaurus  Translate New  Delete Previous Newt g Protect Protect Share

Comment -5 Show Ink Sheet Workbook Workbook [# Track Changes~
Proofing Language Comments Changes



SHA HTIFT 4 T AT §

1. Proofing
2. Language
3. Comments

4. Changes
1. Proofing
SHH 3MIRT 3 HET fAdd &

=N

HOME INSE
ABC =
v o [EE

Spelling Research Thesaurus

Proofing

v" Spelling & Grammar: - Sheet & fo@ v ¢awe & Spelling and Grammar Iafaat &
el g 8l et & forw Spelling and Grammar option T 393eT fhar SITaT &1 I8 option
AT 7 @ w1 A1 § ddr fmdl et & fow diffise suggestions & 9&dd &Y

v' Research:- MS Excel # "Research" fa@meq el Ush &1 o1 W &8 Hedl e 3R
WWW@@T@%&TH% Y 3T 22T & AT FH Fd AT SATARN
e F @ TR ¢

v Thesaurus: — 3 option & gaRT fRET 26g & 3Tl synonyms 2 ISl Tohd ol

2. Language
E?
v' Translate: — & option & ganr selected text ar ¥ document &I fael 8 Tanslate
language # Translate Rar ST d&hdr gl Language

3. Comments

o

Mew
Comment

I|=|__,;-| Show All Camments

Comments



v' Comments — 38 option & garT document # fordl frdlT AR T FAec & IRT
HS T STl a1 Comments S Hehd 8, $o¢ W & 36ER BuUml, <@r
delete & fRar ST T §

v New Comment:- 38 fd%ed & garT 319 3791 Excel file # Comment ADD @&d
gl

v Delete Comment:- 38 fd&ed & garr 3 319« Excel file # Comment Delete
F T B

v’ Previous Comment:- & fd&eq & ganrt 39 39« Excel file ad#sr Comment &
oot Comment @ 37 d&hd &l

v" Next Comment:- 37 f&&ed & garT 39 39er Excel file addA=T Comment & 3rrel
Comment WX ST HHd gl

v" Show/Hide Comments:- & fd@®eqd & garr Excel file  Comment & Show T
Hide &% @a&d Bl

v Show All Comments:- & fa&eq & ganrr Excel file # @ Comment & v @
Show & &&hd ¢l

4. Changes

lj: | “:c | | | ) Pratect and Share Workbook

';lf:'t”DW Users to Edit Ranges
Protect Protect Share

Sheet Workbook Workbook [# Track Changes -

Changes

v Protect Sheet: - 7§ Option 39a! Excel Sheet & Protect aer v gfder ar &1 ora@
3T 9T AT9HT Sheet FF Edit & ST 9r@ar I1 3@ His Changes 18T & ITTaN|

v" Protect Workbook: - @ Option g&i & 3mushr Workbook # Structural Changes
¥ Sheets Add, Delete 31k Move aa & &1 Allow gl Far gl

v Share Workbook :- MS Excel # Share Workbook fa&ed &1 Adee § & 39 3rosh
Excel ®ISel I 3 el & 1Y ST & Hohd &, dlidh d 38 ¢@ T IR 39 dgara o
X Th, a1 % @ T

v’ Protect and Share workbook :- 3 3T S B g‘é Worksheet &I @,
SiSsl, TAGART $el, gl AT et 3R aoheflic &7 A1 Seoled F Udhed & foIT, 39 379
Excel Workbook &7 &= &I Password & el & &hd &l

v Allow Edit Ranges:- & option & garr Excel file $r fFdr password protected sheet
# o Cells & AU 3re7 @ Password &R Hehd &, difeh 31 Tait §é’ Cells & Data =t




Change f&ar ST @& | 38 option &7 39T &l W 3T Excel Sheet &1 Pasword 3rer

fo=r €1 gt a1$ Cell @7 Password sterey Cell # scelld oY Hehd &

v" Track Change :- Excel & track Change $rRR &I 3 ad § df 3mus a1 frdy 303 &

ganr Edit T a0 9As A A MS Excel T gfaw &St 3R f3der & grgense wdr g
fS O 39 9ar &M T § FT Excel Sheet = Open & & Tt fraat 3R Far sgama

forar &1

MS Excel View Menu

MS Excel View Tab &T Use gH 319 Document & 37e91-37e9T Workbook View 3@

Normal, Page Break Preview, Custom Views, 37f¢ & 2@ar & faw & &1

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT

T = |1—| = Split |
I:l D IDJ +| Formula Bar q [E) L_| gl — :‘E
a A 5 7 Hide .
Mermal Page Break Page Custom [ gGridiines [+ Headings Zoom 100% Zoomto New  Arrange Freeze Switch
Preview Layout Views Selection Window Al Panes~ Windows ~
Workbook Views Show Zoom Window

SHH YR 5 HET AdS &

1. Workbook Views
2. Show

3.Zoom

4. Window

5. Marcos

1. Workbook Views

=

Macros

Macros

MS Excel View Tab & 3& section & nfiel options &r #Ace & 3T 39«1t Excel workbook

# faffieT layouts & view & TFhd &

B O

Mormal Page Break Page Custom
Preview Layout WYiews

Workbook Views



v Normal:- 3Jg Option &+ ugal & &€ Select fAaar &, afd f& Default 7 & Excel
Workbook Normal View & Set gidr g1 89 Option & g+ 319t Workbook Normal
fe@eh &1

v" Page Break Preview:- 3@ Option & Use 319 Jg 3@« & fold #X Tdhd & 39 Option
#T Use 3T Ig W@ & foly X Tha ¢ & S 319 3794 Document &1 Print &% ar
Page Break gl-#gl 3MA9m| Page Break &7 #Adels, @7 W Tk Page @cA gl g 3R
GEXT Page & BIdT & 30 Page Break #gd &, Excel sheet &1 aif%h &7 g&# 1% Gray
Color & fe@rg &ar &1

v Page Layout:- 38 fa&eq & @Rt 3T 319eT Excel file @I 3em@T1-3760T 9o & <@ Tha gl
f» 3mger Document fhast Pages # Divide gl

v" Custom Views:- 38 Option W Click & & s Custom Views &1 Dialog Box
Display grar &1 o9& 39 39« Current Display 3R Print Settings @r w& Custom
View & &7 & Add & @hd &, 30 fdehed & @RI 39 306l 3MaRIhdTER Custom
View &T Thd gl

2.Show
gH# g 4 Option fFea ¥

37 Option &r HAce & 39 39« Sheet & Ruler, Grid Lines, Formula Bar etc. @ On T
Off T T&hd gl

¥| Formula Bar
| Gridlines [+| Headings

Show

v" Ruler :- 37 Option & UF S1FT & AP Fel W 3T Width 33 Height = Measure
ar Align e & forv fRam SiTar g, Tkl 314Td ®eR & Show dam Hide X d&hd gl

v Gridlines:- 7§ Rows 3R Columns ¥ Lines @idr & it Sheet # Cells @ 37erer ST 1
39 Grid Lines & Checkbox @1 Check 31 Uncheck &% 38 Sheet & Show/Hide &
e

v" Formula Bar:- 37 Qfeq & & dfdd@ FI A ¥l W 3T Excel file & Formula Bar
% Show @ Hide X @ehd &1 Formula Bar fdesher Ruler & 3w f&ua giar & foa#
3maer Currently & Selected Cell &1 Data Show g g1




v" Headings:- Column Headings 3R Row Numbers @ Show/Hide & & fow Headings
Checkbox @ Check 3R Uncheck &Y| 3madr Excel Sheet & Left Side & St Numbers
ford g1 & 3=¢ Row Headings &gd g, @@l 3T9ehr Sheet H FW St Letters ar Alphabets

fo@ 819 § 378 Column Headings =gd &l

3.Zoom
gg# g& 3 Option Fea &

Q2 E

Zoom 100% Zoomto
Selection

Zoom

v' Zoom:- 88 Option W Click & & Zoom Dialog Box Display giar &, fore@ 3ma Sheet
% Zoom Level &I & I SIET X Johd &1 31T Document & =T Status Bar & i 3r9er
Document & Zoom & Thd &l 34T & I 39 Ctrl + Mouse o Scroll & Use & ot
Zoom In arZoom Out &R THd g

v 100%:- 58 Option & Use & 3T 319<r Sheet & Zoom Level & 100% W o T&d 8§,
St & Document @1 Normal Zoom gar g1

v' Zoom To Selection:- s& 3T 319st Sheet & Cells & t Range ' Select &% 8
Option 9X Click & a &% 3dar & Area Zoom gRM|

4. Window
sud g4 10 Option faea &

= gspnt

™ ..iHide
Mew Arrange Freeze
Window Al Panes~

Window

afe 3T Excel & Te AU 31A91-3779T Sheets & Open F & 3¢ 399 & Compare &=
aEd g, dr 39 Section & Option & Use & 3T VAT N Fahd gl

v" New Window:- 58 Option W Click & & s Second Window Open gt §, Sa@
3T Tk & AT H HET-37c9T 98l § Work & doha gl




v Arrange All:- afg 3m9sr New Window fd&ed & gaRT &5 HIdr 39el HT § J¥aT T &
mwmmﬂﬁg‘é’%ﬁsﬁﬁ*w%q\qm Tl A TFHS WISdl Pl AT H
Virticle, Tiled, Horizontal 31fg ¥R & 3Rs X aa ¢l f9@d @Yy & g & ¢@r o1
|

v’ Freeze Panes:- 37 Option & #Acg & 319 Sheet & Ts Portion &' Freeze #¥ Tahd §
drehT 39k Sheet & Scroll &« WX #ff Ig Portion 319 & faw Visible @1 39 Option &r
SEAAT el & ford 38 Cell &t Select &Y &7 & 39 & Columns 31X Rows & 39
Freeze & d@m8d g, X Freeze Panes & Option WX Click Y, 39 A« 3= Option
Display g%, X & Freeze Panes W Click &¥| 3@ 37amar 39 Sheet # Top Row 3R
First Column &I 3 Freeze & dhd gl

v’ Split:- 7 Option $r Feg T 3T 39=r Window &Y & 31eT-31e1eT Panes (#9M) & Divide
X Thd &, See T 3T Separately Scroll #T 9rwer 3R T & TFHT W J9r Sheet &
3ToT9T 37e19T Parts @Y Access & Tahd gl

v" Hide:- 3@ Option & #Acg & 39 3=’ Current Excel Window & Hide &= @ehd &l

v" Unhide:- a8 Option d& ON gdar & &« 39 ey Window &I Hide & 2a &1 s@
Option & #gg & 3T 379 Hide & 18 Window & Unhide #X #&a g

v’ View Side By Side:- 39 3maal & Excel Window Open & g§ & 3R 3@ 3m9 gt
Window @7 Side By Side ¢&=TT I1gd g, df 3«7 ard Switch &l & §ae 3119 389 Option
I Aeg A 3¢ TY-ATT W Thd ol

v Synchronous Scrolling:- af¢ 3ma 319 Windows I Side By Side 3@ @ & 3R 3@
39 AR § @7 Tg &t Windows @rer & Scroll g, @ Ig Option 3mae @ Excel Window
#I T @Y Scroll F A Acg aar gl 399 & Document & Line By Line Compare
a1 3R Differences @& Scan & A Ace A g1 39 Option & Enable s & faw
View Side By Side Option @' Turn On &I|

v" Reset Window Position:- afg 3mgar Window fd&ed & gart New Copy Open #r §
3rar U § A Excel file Open & g5 & dF 58 fasheq & ganr 3m9 file fr  Position
@I Reset #X Thd §, 38 dg gt Equally Screen Share |

v' Switch Window:- 3maat foidelr #ft Excel Windows ad#e & Open & &, 38 Option @
Click % & 3a6r U List 3mae% @A Display &l g1 3ma List # & fRer s Window
Title R Click &% 3= Window WX Switch &T d&a gl




5.Macros

Ife 3ma aEa § T g7 S oY MS Excel & 957 X fo@ar / design s=11et
T H W W® §,a §9 record g T A IS AU GEQ Ugd M9 =
command W click & Record Macro... W click #¥ 3R F5 A

for@eat ok Ga| SdaT HXd & 39T recording start g ST §, 319

3TYHT F A gl & d1g 3T arad 38T command W click X Stop
recording @ click Y, daT X & 3T9eT fhar I/ar &1 d9 & AT |
39 3T R 9T H clear T & 3R a9w A FAE W click & View
Macros W click &% 3R 319« recorded name @I delde & Run scet
I QI . Sdell A & 9% garT fwar s=r s automatic MS Excel

& U 9 Toled 3|

ER

Macros

-

Macros

v View Macros:- Record f&J Tt Macros &1 List @t 3R 3% 1Y FIH el & o0

59 Option &I Use fFar sirar g

v" Record Macro:- 38 Option &1 Use Macro Record &=t & forw famar sirar €1 3ma s o
Command Perform &% ag Macro # Save gidar Siiaem| Recording & Tt & foIw 319
Stop Recording & Option W Click &Y, g Option Record Macro @I S8 f&er Smem|

v Use Relative References:- Relative References &1 Use &Y darfd Macro & 9Rf&e
Selected Cell & Relative Actions & & Record fRam ST d|

Microsoft Excel Shortcut Keys

Shortcut Keys
CTRL+D
CTRL+R

F2

CTRL +F3
CTRL+1
CTRL +F5
CTRL + F6
CTRL + F9
CTRL + F10
SHIFT + ENTER

‘ Description

Fill down

Fill to the right

Edit the active cell

Define a name

Format Cells Dialog box

Restore the active workbook window
Switch to the next workbook window
Minimize the workbook

Maximize or restore the workbook
Move up in the selection




ALT + ENTER
SHIFT + F2
CTRL +;

CTRL + SHIFT +;

Ctrl + Space
Shift + Space

Ctrl + Shift + Space

Ctrl + -

Ctrl + Shift + ~
Ctrl + Shift + $
Ctrl + Shift + %
Ctrl + Shift + »
Ctrl + Shift + #
Ctrl + Shift + @
Ctrl +9
Ctrl+0

Ctrl + Shift + (
Ctrl + Shift +)
Ctrl + Shift + &
Ctrl + Shift + _

Start a new line in the same cell
Edit a cell comment

Insert current date

Inert current time

Select the entire column

Select the entire row

Select the entire worksheet
Delete the selected cells

Apply the General number format
Apply to the Currency format
Apply to the Percentage format
Exponential number format
Apply the Date format

Apply the Time format

Hide the selected rows

Hide the selected columns
Unhide any hidden rows
Unhide any hidden columns
Apply the outline border
Remove the outline border

MS Excel END



Microsoft PowerPoint

Microsoft PowerPoint Introduction

Microsoft PowerPoint Microsoft Corporation garT fa&fad s a5 g Useful Computer
Application Software &, s&@er 39dier Videos s«sf #, Presentations Ir Projects saief &

frar Strar g1 38 Application & ga@rT Pictures, Shapes, video clips, Music @ Animations

e 1 sTAATT Fah RAT 7 topic & AU Professional Slides sa18 & #&hdr §1 T &
3% Slides seia HI$ Uiaige, Presentation a1 Video a1 ¥hd &1 37 Presentation &
39T Classroom & Students @ ggiet &, fET Seminar a1 meeting & 13 o fe@= &
Ir YouTube ST popular Platforms o forw Slide Shows sd=T & fhar ST &hdr g1 39

Application & file extension *.pptx 8T gl

Open MS PowerPoint
ATSHIAIFE JIaT TaTge &l e W Wielel & foleed alieh &-

Method 1:- Click on Start Button > Select Microsoft Office > Microsoft PowerPoint




Method 2:- Write Powerpoint in Run Dialog Box (Press Window + R Key Then Run
Dialog Box Will be Open & Click on ok Button.

Type the name of a program, folder, decurnent, or Internet
resource, and Windows will open it for you,

(=]

powerpnt

0K

Cancel

Browse...

Method 3:- Right Click on Desktop> New> Microsoft Office PowerPoint

View
Sort by
Refresh

Paste
Paste shortcut
Undo Delete
“% Open Git GUI here
«% Open Git Bash here

Ctrl+Z

[E NVIDIA Control Panel

New

_1 Display settings
& Personalize

Folder
@ Shortcut

@] Microsoft Access Database
Bitmap image

N\ CorelDRAW X7 Graphic

% Corel PHOTO-PAINT X7 Image
@% Microsoft Word Document
| OpenDocument Drawing

E3 OpenDocument Presentation
OpenDocument Spreadsheet

@ Microsoft PowerPoint Presentatior]

| | Adobe M’lotoshop Image

ig_] Microsoft Publisher Document
8 WinRAR archive

Text Document

ﬂﬁ Microsoft Excel Worksheet

H WinRAR ZIP archive

3RFT A & fFH o Method T 3YANT FIF Microsoft Excel FE€IE T HHhd ¢l



AT - 3R Ig WIFEAAT ’TI%h Computer IT SEETel oTal &, d¥ 3UUFT Method FIY

Tt HYA|

Microsoft PowerPoint 2013 User Interface
Microsoft PowerPoint g3 User-friendly Interface 9eie adr §, 39H & a1 & fow
top # T ribbon BT ¥ HEd RAffeT tabs 31K 3% Options RU g & =7 ¥l
Options @I faffieeT groups # divided frar s=r § 5@a fRar off Option & @e= &
Problem =7 gIl &Y & 9= menu arel interface & sy 3@A #3 fashedl &1 icons &
¥ A ribbon WX yeha fRar ar & Tow @l Aeed v @1y G@E ¢ § dUr & &r
3R o OS & X Tod &1 s d Microsoft PowerPoint Application Window & faf&ieer

Components & SR # §d™IT 31T gl

m H .';E 0O 3 Presentation - PowerPoint (Product Activation Failed)
HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Microsoft account ~
ikl =l Layout ’__'i_':] O i Find
D 5] Reset <> U - 3 Replace -

Paste New Shapes Arrange OQuicl

- Slide ~ [ Section~ - -7 Styles 1 Select~
Clipboard Slides Font Paragraph Drawing Editing I

v
1 . . .
Quick Access Bar v Ribbon Title Bar
Tabs

Slide Thumbnail

Place < Click to add title

Holders

~ Click to add subtitle

Slide Zoom In/Out

Status
Bar Slide Layout

Notes Buttons

A\
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v  Title Bar — I8 IR 98 3% weid gy & f59& Auto Save, Current File Name,
Search and Account Sign in I option 39elsY gld &l

v" Quick Access Toolbar — Ig Toolbar Title Bar & @rr yefia gidr &1 38 Toolbar &
8 Tools #AiSE 8Id &, ToleTehl S¢dHATeT IR-R fohaT ST §; S — Save, Undo, Redo
3MfE| 3 TeldR & option IR YA HTAN customize T FT Fhll Bl

v’ Tabs — Title Bar & & default & ¥ 12 5 wefa g &, File, Home, Insert,
Draw, Design, Transition, Animation, Slide Show, Record, Review, View 3iR Help.
e & A A & F F AR group wise option Hisig gl &, Sid Data &1 editing
g formatting & folw Home Tab 3mfe|

v Ribbon — & & & &1 uedisam tRan 5@ active tab & @&fd Tools wef¥id gid
g, I8 Ribbon sgarar g1 CTRL + F1 gsme Ribbon &t Hide/Show &t f&vam &1 @erar
gl

v" Thumbnail Pane — slide area & e slide ® v 9 3 yefia & & Sws @i
slides @& thumbnails G@ar g, 588 & Ay slides & T AU @ Tohd g adr o
8 slides = Right Clck @& Control 8t & @&d g1

v Slide Area — 3g &I 1 9T 81ar & 78T slide designed & ST &1

v Slide Notes — Ig slide & &% i Tua giar §, S@a slide ¥ g&fa SF=HRY ar
sl fa@d §l

v’ Status Bar —slide & el $6T 7 Us 9¢er gicdl 8, ST Uoieered & IR 7 SIS SATAiar
yefdid & g1 3 - Total No of Slides.

v Layout Buttons — Ig Status Bar & Right Side wefRia &l &, 3+ Buttons & 39T
Slide & Layout @I sgest & folw fhar arar g1 i - Normal, Slide Sorter, Reading
View 3fg|

v' Zoom Buttons — Ig sea 8t Layout Buttons & @ & wefdia &t &1 s Buttons
39T FTABS & Zoom T T e IAT ST I o foIv fhar Srar gl

MS PowerPoint File Menu

sg Menu & MS Powerpoint file & &1 & ¢q A= faeweq & New, Open, Save,
Print, Share, Export, Close, Account f&erd gl o1 & 3maT MS Powerpoint file R TFee et
ar e e fAeew fewrs &an



Presentation] - PowerPoint (Product Activation Failed)

Open

MNew
. @ Recent Presentations Recent Presentations

pen
o Tally.pptx

@ OneDrive - Personal Desktop

Save As

. T CCC Full Information.pptx
[ E;I Computer n Desktop » CCC Online Study

o AddaPlace E CCC Full Form.pph
(Empams Desktop
- Introduction To Computer Class -2.pptx
Desktop = IT Smart Class = Basic Computer Course PPT

Options E CCC Exam Preparation Online Class.pptx
Desktop » CCC Online Study

Account

@ CCC Exam Preparation Online Class.pptx
Desktop

@ CCC Full Information.pptx
Desktop

Info — 57 RAseT & Za@RT adAT presentation & FATT SRR Ued H ST Tl §, o1
- Number of Slides, Size, Date of Creation, Hidden Slides Etc.

New: - 8 fa&ed & @RI 3T a5 S Ja1 Thd ¢l 3T ST & 37 AFed W Fed FiT
3R T A5 A3t R@rs ¢aftl fOHd 39Ul Fed dde & T &8 YR & Aeg e[ S -

Blank Presentation, Templates

v" Blank Presentation: - 38 @&%eq 9T Click #¥& 3M9 teh New Slide =1 ¥ 2|
v Templates: - 38 @%ed & ZaRT 3T F$ YHR & gl & &4 gU Templates arel Slide
T T &



Presentation] - PowerPoint (Product Activation Failed)

New

Search for online templates and themes yeol

St d searches:  Pr i Themes Education Charts Diagrams Business Infographics

Blank Presentation Organic Welcome to PowerPoint 2013

DIVIDEND :
Organic

lon Boardroom Organic

- P

Open: - 58 %A fh T & 39 Ms Powerpoint # dgel & &9 fd gU Presentation
P open X Thd gl

1. 998 ugd File menu & S a1 s@ar Shortcut Keys ALT + F &t 98 &1
2. 319 open WX fFae & A1 3THr Shortcut Keys Ctrl+ O &r 98 &

3. 319 open T U BT AT fdsr eI S|

4. 3TH 39T save fhaT g3m Presentation T

5. 319 open W fFead |

6. ST X & ar Presentation open g STA9m|

Save — @ option & E@RT presentation H AT F Tohd ol

Save As — 3& option & E@RT presentation FI 3T HiHC T Toldd A Jd F Thd &, o
- PDF, mpa4, gif 3mfel

Print — & option & garT presentation &I Fomssd & Pee N Thd &1

Share — 3& option & garr presentation @ OneDrive WX 3Tells &Y 31 Yor& I AT
T Fohd &l

Export — 3@ ddolUdg & gdrT presentation I video, gif, PDF, CD/DVD. # Export &
e



Close — & option & garT presentation I &g & THd gl

Account — 3T option user dar product & SR & FAHPRT YENT FaT &, ¥ - product
activation, license, updates 3mfc|

Option — 3& option & garT Microsoft PowerPoint &I §Ha afded & gafd aX doha
gl

MS PowerPoint Home Menu

EH 0O
HOME IMSERT DESIGM TRANSITIONS AMNIMATIONS SLIDE SHOW REVIEW VIEW Microso ft accoun t -
i, — [ElLayout~ ’__i-'j. O i Find
D ] Reset ~ U 3.c Replace ~
Paste New Shapes Arrange
- Slide - O Section ™ - - [} select~
Clipboard Slides Font Paragraph Drawing Editing LS

Home Tab & 37X 6 Groups &I g:-

1. Clipboard
2. Slides
3. Font
4. Paragraph
5. Drawing
6. Editing
1. Clipboard - Clipboard Manager a9y &7 & cut ar Copy f&e '"‘D
T Data @I manage se & faw office package & default feature ,__
giar g, I§ office package #r @3 application & ¥ &9 & FF -
AT g1 3Th 3T 3T drel option AeAfaf@d gl Clipboard E
v Cut:- fo® ¢aee &I T WU @ g FUH W AT e & {0 Cut 3o &1 39Aher &
g1 CFEE I Fe WA & AU e A Polde Har BT Cut 3T W Foarar ey sqaT
e Fr Ctrl + X gy &
v" Copy-Selected Text & Duplicate Copy st & fow Copy Option T 393ier fhar Sirar
g1 3gfr eliéhe & Ctrl + C gl &1
v" Paste-Cut ar Copy ¥ av Text @ Cursor & T Paste a¥al & foIT s 3iTeere &7
39T FA
v’ Paste Special:- Cut a1 Copy f&u 3w eore & 3faRed Frr & Ty e & & fav
g 3T T 3UAT Fd §, oY - folp go7er, NeFox & T F 9T HT&T |




v" Format Painter:- gxc &1 i wdt e & foT 38 3T &7 39907 Hd §, o
CFEC T BT HIAT FET § 3T CFEe T FIR W T Format Painter 3ieest ¥ fFere
#Y, 3P §I¢ 39 cHEC Hl olde HY T W BIATET 3ceg el gl

2. Slides - Slides Section & 3ided f@#= options W g1d &, AT 3uAeT A= UR &1

— L=l Layout~

™) Reset
Mew
Slide - ©[J2ection~

Slides

v' New Slide:- s# option @ 9IT gddA=T presentation file & a5 Toss ga & fAU
frar srar &, o9 AT 388+ e & slide layouts f&ed B
v' Layout:- 3H 3T FT TN TJHT FTATSS F A33C deolad & [T fFar Srar 2
v' Reset:- 3fe slide & &t placeholder & Fis Sco@ fFam SAT § AT 3T ST ST,
ar 39 3ifeee W el X & 98 9ol ST & & S|
v Sections — Section Option & STAATT HF 3T 39 Slide & Section & dfc Fha
g, 3TF U 3y 9@ ggo Slide W Click ¥ & , 33% «I¢ Section & &% Add
Section W Click W & &, 39% dI¢ 3% A T Box Open 89T 3TA 39 Section
#I I for@ar & folt Rename W Click & &, 3m9«r Section, Slide & Add & seer
STél Section add §3T & 389 Right Click #& & Rename & d&d &l
» Rename Section - 39 ¥ Click &% 379 319« Section @7 sl Rename & Fhd g
> Remove Section - 38 WX Click #% 39 Selected Section @ Remove & H&d &l
» Remove All Sections - 3& Option o Click % 39 Teh S & & IR Section &r
Remove & d&d gl
> Collapse All- 37 Option &T STdATT &b T ST Section & 37X & Slide § 39
Collapse & @hd g 3721d 38 Short & THd g
> Expand All - 38 Option W Click #xs¥ & @R Sections & & Slide § 3¢ @
Details # fg@rar gl

3. Font-: Font @R« # 39l font &7 ABT §6a1 Gcat AT 39T W7 Change #Xe1 a7 3T
background check &% 3R & 9§ $o FH 38 @ fFd ST Fhd § 5 font & Fgraa
& 39 fohdt word eie fohd gU ST @ ST A1 3R 8 Sgd SATeT SR 38 W AT Hehd
gl




Font

v Font Style: - Font Style & gart 39 Excel # for@ a1v fondr #ft words & style change
X Thd §, FEA IR Fgd WX Text Style er s forad @R 39 39+ Text &
Style &I Attractive &1 ahd &

v" Font Size:- & &7 TS A AT SAET alal & T Font Size 3 &7 STIATH Fd &

v" Bold {Ctrl + B}:- Selected Text I Her =t & AT sHHT 39AT fFar ST B

v Italic {Ctrl + 1}:- Selected Text & foRST a1 F AT sHEHT 3uANer FIT FTAT B

v" Underline {Ctrl + U}:- Select &3 v Text & Y T&r a5 =t & AT

v' Text Shadow — Text & @ & el & foT 5T option & 3UANT HY|

v Strike Through — Text & &g & Frea & AT 3T option &7 3TAT F|

v" Character Spacing — Text Characters & &) spacing & & I1 3if8% a1 & fav 5@
option & 39AWT HY|

v" Change Case —Text &' UPPER, lower, Sentence, Title Case 37fe & & scoat & AU
59 option & 3TN H|

v' Font Color:- Giiea eoee @ & faT Font Color 3ot &7 AT Hld &l

v' Clear Formatting — Text & @ formatting g & T 5@ option T 3T H|

4. Paragraph-: & Text, Line ar fxeY paragraph & &% & farw Home Tab # Paragraph
section & 37d9d A%< options 3ma &1

t=_ Hf} Text Direction

[5] Align Text ~

=] Conwvert to Smartért -

Paraaraph m

v Left Align: - cell & 3rer &t it 3R TS A & T 50 fadeT &7 T4 A ¢

v' Middle Align: - cell # data &I Horizontal & & Tasa a0 & AT 59 [AheT &1 TI
A Bl

v" Right Align:-3<r & data &I gl 3iR TR 3l & [T 37 Ahed & TIT A &l

v Justify Align:- 38 option & TIsT & W el FT 31T GRT 3R U7 il & TR g RN

TS & ST &



v Bullets — 81 JR 7 319-31T foke 9 & foT Bullets 3iTcT &7 SEdHATT A gl
g
e MS Word
e MS Excel

e MS PowerPoint

v Numbering — el SaRT @1 38T foe a1t & fow Numbering 3ifcers &7 sTadTe
A gl o -
1. MS Word
2. MS Excel
3. MS PowerPoint

v Increase/Decrease Indent: — &y (REME 1 0 I1 910 AR & T 37 3T &
STAHATT I &1 58P ToT REAME W FIRX W 3R 3T W Fod |

v Line Spacing:- fo@ a1t ¢t & arsal & &g AT I1 TAF FI 3o FA F AT 39 3=
$I 3YITT P gl

v" Add or Remove Columns:- 38 option T SEIATA & 3T 39 Slide & Type fFw
av Data & Columns ® dic Hehd & AT 3T Ugal & Columns & dic & Slide & Type
X F@HA ¢

v" Text Direction:-3g option & s&ddATT 3 3T Selected Text @ Direction sgel Hohd
gl

v" Align Text:- 3 option & STIATT F 3T 39 Text & Top, Middle 33X Bottom
A Align &R IFhd §, 3TH 39l T More Options 8t fAerar & a9 Click & 319
39 fReae & &Y Align ¢ Id gl

v' Convert to SmartArt:- 38 option &7 SEIATT & 3T 379 Text #F Smart Art &
e T gl

5. Drawing: - Drawing Group & 3icX eATaf@d 3T 3 §

E~~NOoO-| O w 23 Shape Fill -

AL LS G- O Lev E Shape Outline =

- [ —| Arrange Quick
rBRIAN R B =45 . St},mz,ﬂShapeEﬁect:'

Drawing P



v" Shape: - Shape option &I SEAATT F& 3T 39 Presentation & frdy Y gvR &
Shape &I Insert & #&d gl

v" Arrange: -Arrange Option & 3ieX #ff 3Mgsl &5 Option & I & ar afed 38 J=a
gl

v" Bring to Front: - 3fg 3mass Presentation #& Image Im Shape § 3R 39 us Image
ar Shape @I & Image a1 Shape & 3IW & ¥Ed &, o 3@ Option &1 SEIATA H
Fohd Bl

v" Send to Bank: - Ifg 3m9F Presentation & Image 3ar Shape & 3R 3ma us Image
ar Shape & g Image ar Shape & & of&lr @gd &, dr & Option & SEAATS &
Thd Bl

v Bring Forward: - 3fg 3mas Presentation & 9§ AR Images 3R Shapes & 3R ag U=
Y & 3UL-EATT § 3N 3T 3¢ Th-Ush &b 3W ol A6d ¢ dr 38 Option &1 g&dATer
H TH ¢l

v’ Send Forward: - If¢ 39 Presentation # sgd @R Images 3R Shapes & 3R @&
Teh gEY & IW-AT g, AR 39 308 Teh-Ueh &dleh ol oflell A6 g, al 38 Option &1 SEAHATe
H TH ¢l

v' Group: - 38 Option & STAATST I 3T & IT a7 & 3% Images Ir Shapes & s
% Group T Hohd g 38 ToIw e T3 Images a1 Shapes Select g @rflgw 8t I8
Option Show &M, & 3M9 Ctrl Button &ar & Select & I&hd g

v" Ungroup :- 38 Option &1 STAATT aF 3T Group fFT 1T Images Imr Shapes &
s I&hd & 37U Ungroup a1 TFhd gl

v' Regroup :- 3T Option &I TdATAT e 3T Ungroup f&T a7 Group & g &
Group ¥« ¥&hd gl

v" Align :- 38 Option T SEIATT FIF 3T 319 Image a1 Shape =t Left, Right, Center,
Top, Middle 3nf¢ T T &

v" Rotate :- 37 Option T STAHATT Fh 3T 39 Image arShape F Rotate &T Tahd
g, SOH 39l gt d Option fAe o &, S $r Rotate Right 90°, Rotate Left 90°,
Flip Vertical, Flip Horizontal sa& 39 More Rotation Option o Click &% 31« @@
¥ Customize 8t X F&a ¢l

v Selection Pane :- 38 Option & SFdATA e 3T 39«1 Images a1 Shapes & Show
I Hide & ¥&d gl




v" Quick Style:- Quick Style Option &T s¥dHT & 3T 379« Shape & (AfFeg R &
Style & @&d &l

6. Editing: sw wais & smuer e sifcert e § S &1 sgar useful &ar afow s ¥

#% Find

3c Replace -
[+ Select~
. Editing
v Find: —srergic & el ereg a1 Aol 1 @iee & faw Find  3ifeers & s&ddTer a2l
@ Aicahe Hr Ctrl + F gt g
v' Replace: —s&ggic # fow eoee & Rl ereg a1 ST &1 Rl 30 SITehRY & deolel
& fow Replace 3fceld &I SEAHATAT R &1 ST eicahe & Ctrl + H 8T &1
v Select: —smggic & taee, Aow A1 T 31 3eolae 1 Helde a1 & [T 38 Adwed
T 3TN fRaT ST B

MS PowerPoint Insert Menu

Ao B 0O S Presentation? - PowerPoint (Product Activation Failed)
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Microsof ft accoun t -
= . 1)) A n
HE b ae 2B M @ D ERD ABED T D)
Mew Table  Pictures Online Screenshot Photo  Shapes SmartArt Chart  Apps for Comment  Text Header WordArt Date & Slide Object  Equation Video Audio
Slide - 2 Pictures & Alburm = = Office - Box & Footer 2 Time Number = & =
Slides = Tables Images Ilustrations Apps Links Commen its Text Symbals Media ~

MS PowerPoint Insert Tab & 31eT 10 Groups 8d &

Slides
Tables
Images
lllustrations
Apps

Links
Comments
Text

. Symbols

10. Media

N, R WBDNRE



1. Slides - Slides Section & 3id#id @+ options Y& 8d &, Sl 39T AFT TR
gl

Mew
Slide -

v New Slide:- 3@ option @ YT addAT presentation file & 53 Tarss Jisa & AU
frar srar &, 5as T sa# +5 aE & slide layouts & B
v Layout:- 38 3iceleT T YIWET TiHAT TASS FI A33C dcolel & folv fhar Srar B
v' Reset:- 3fe slide & feY placeholder & FIg dearag fFar ST & S 3 ST ST,
ar 3@ 3ifee W el aRa & 98 dgor ST & & S|
v" Sections — Section Option @7 STIHATT FTh 3T 39 Slide &1 Section & sic Thd
g, 3T% U 3y 99 Ugo Slide W Click ¥ & , 39a% aI¢ Section & & Add
Section W Click WX & ¢, 3T%F 91 3Us TAHA Th Box Open M 3T 39 Section
FT a1 i@ & foit Rename WX Click #¥ ¢, 3mgar Section, Slide & Add g Smwer
STel Section add g3 & 389 Right Click &t & Rename &Y &%d &l
> Rename Section - 38 9 Click #& 39 319« Section T =TT Rename & Tdhd ¢l
> Remove Section - 38 WX Click &% 39 Selected Section & Remove &R T&hd gl
> Remove All Sections - & Option W Click & 39 Tsh R & & IR Section &r
Remove &R Tahd ¢l
> Collapse All- 37 Option @ 3EdHATT Fh AT ST Section & 3ieX S Slide & 39
Collapse & @hd g 371d 38 Short & d&d g
» Expand All - 38 Option W Click &= & @R Sections & 3t Slide § 3¢ @l

Details & fe@rar gl
2. Tables: - sgs 3muer A% v & Table @ 3icereT [&oar § ofeed @& 3eel 39aT 3
3eereT fAea E
o2 ad Wl
Table  Pictures Onl S hot
Pict
Insert Table
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0 o o o
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ama
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v Insert Table -3 3ifceret & garT s/agee & U 3N FledA F Tl a9 S5 F@had &, Tored
frdY g I FATPRT FF A iR FiddT H for@r 1 Govar gl

v Draw Table -3& 32 & g@rT 98 &1 3937 'g’tr&sm 3 X Thd &, 9 &
39T & AT cael Jell Tohdl &1

v Excel spreadsheet -z@dr @graar @ 319 Word & Excel & Sheet &I o Ihd § |

3. Images

EQEH

Pictures Online Screenshot Photo
Pictures - Album =

Images

v Pictures:- Torss # offline #imegsr & Pictures Siisar & AT s 3iTceled &7 39ANT FTd &

v" Online Pictures:- T@$s # Online ATEIH ¥ Pictures s & AT 37 320 &7 39T
I gl

v’ Screenshot:- 57 option & gaRT ToEE & BRI 2Tc A1 Tohd & el Forares TRAT &I
ThIe Qe ol & forw Screen Clipping 3iTcRreT T 39T X g

v Photo Album:- 38 3T T Y197 YSicqsT H Plielel HT TedH S & ToIT fhamT Jar g
foae fov seger # 3ueafa We=d delee ad &l

Note: - sifsoee # Rewr, 3msFE, AU, I MR & g § o9 Fa sifease
Qoige fFar STar & a Adecs 3ieoiae H Hcld Fla & fov Format &1 & T 37T &9
(Tab) @& & 3iu=r (Open) & SITel &, TS EA 3reler-37ereT Jiisolaed & 3R fasheq fev g
¢ U o fadhed gl & fAv SiAe gid &1 3 el ey Refafad ¢ -

PICTURE TOOLS ? E - O %
FORMAT Microsoft account
L7 picture Border~ Wy Bring Forward ~ 2 Align- [ # THeight zgz =
| @ Picture Effects~ I Send Backward ~ [ =

= Crop =y PR
| BL pictureLayout~ 5 SelectionPane  “kRotate~ . =o» Width: [291

Upciss Prime




Options in Format Tab

v’ Styles: — =% @RI 3ifeoide T TCBA &l deo TAdhd ¢ AT HAT object I shape,
picture 3nfg # AfFe wwdt & dgar THT ¢

v Fill Color: — 3@R S object shape & a 3@a Color Fill IFa £

v Outlines: — 38 3T & garT AT AT object Fr T3camsd FeR AR A AT F TAHd
gl

v Effects: — object W faffiet yR & shac @ & F&d ¢, o1& - Drop Shadow,
Reflection, Glow 3mfe|

v Positions: — object # 95 & FH Wl W A T g IE VT I THhd ¢ o -

Top, Bottom, Center, Right, Left, and Middle.
v' Text Wrap:— Slide & o ¢t 1 3ifeaide & A1y v o=t & faw Text Wrap 3iteer=

FT STAATAT B g, fpar object @1 In Line, Tight, Square, Behind Text, In front of Text
g &9 A G T T&Hd ¢

v" Arrange :— Slide & 37 T ¥ 31f8% object 3 v &, Jur 397 & [F object
frdY object & FW AT T =T & dr Arrange Q1T & 3ided Send to Back/Bring to
Front 3icRre & GaRT & ¥hd &

v' Align; — #icdaer object FI T T@TY afcawel AT EIRGTecel ST A & AT 3T 3o
T SEIAT L B

v Group: — U @ 3% object @I TF WY FU F& T feolde T & AT Group
TSI T SEIATST R §, 49 fhv av object @I Gaf: 37emT & & v Ungroup 3ieeret
T SEIATST FIA ¢

v' Rotate: — & Re=r, A9 ar object =T 90, 180, 360 33l T gAW & fau Rotate
3T T SEIHATT Hd &

v’ Size: — zT& garT Object & Height @ Width Adjusted &X dd g1

4. lllustrations

AR =N ||
Shapes SmartArt Chart

-

lustrations



v" Shapes: — Slide # faffiest g &1 3msfadr & - Circle, Box, Triangle, Line, Arrow,
Flow Chart 31fg Sisat & fow Shapes 3ifceT FT 39Aer = &1

v/ Smart Art: — THIC 3¢ Tk Aihehed iTeoiae 8IdT §, SoAHT STIHTT Fleh [ohdT SIAPRT oI
cFre, fUeax 3nfe & we A List, Process, Cycle, Hierarchy, Pyramid 31fe grear &
yefid &0 Fd |

v" Charts :— ¢ Y v Graphical Object 8/ar &, Chart &1 s&aaTe 3<% rows 3iR columns
H TG SR &l ATfthehell TGRIT T Fehd &1 oI fordl efic 7 gof fordll &uell & arf¥en
Yol RAIE @l T1¢ A Aee @ TEJd X Fhd gl

e

Apps for
Office -

Apps

5. Apps: - Apps fased &1 3udler, Wwisa # AfaRed glaud sisa, s@ & ifeerse
3TEY AT 3+ UoF H 3T &l AT et & fow fRar Jrar g

6. Links: - Slide # &Y ¢oee W ol a@er & TAT @F 3ifce=g &1 39T Far

ST HhaT &1

Hyperlink Action

Links

v" Hyperlinks:— Slide & fo@ ey egee a1 sy X AT s18dr 97, URL, File, Folder
3fe &1 o o9 T@ha &1 T e & faw Text Select &33r T Hyperlink 3 @
fForeh @teh ToI SIeehY &I Link &« & @8 Option w91l Hyperlink & eiicshe Hoft
Ctrl + K gxr g1

v" Action:- Action Option T sEdATT < 3T AT #f Symbol = Action & T §,
Aded A & 3T 38 Symbol W Click a@r ar &5 a1 315 Action Perform gam|

7. Comment: - ssc &7 3901 RAr CHRe AT JAFRRT R A5 Ale @ & v CI—_VJt
fhar ST F@har g, o9 Burar ar fG@mr a1 aar gl .: n

8. Text

v Text Box — Text box dia® Te 3ifeoiae glar §, 34 Slide & g7 oy g foFam a1 Fehar
g1 Text box # Text @ Multiple Directions # for@ @&d &1

v Header and Footer: - Slide & 9% U&7 W T& & Sl gaall AT SATHRT 1 Header
Option & aRrT 9&feld &I THhd &l Header # F$ Text, Page Number, Picture 3mfg




Siig ¥hd ol Header Page & Top ©Ram & wefia giar &1 Footer Page & Bottom uRarm
H uefda giar &, s@er & 3t Header & @& & gar &1

v Word Arts :— Word Arts decorative text objects g &, s+ Slide & F&l &Y o g fmar
ST @l gl Selected Word Art & fow 3tereT & Format tab open gar g Sigr 4 &
faffies options & garT FEcATSS o fhar ST FhaT T

v' Date and Time :- 381 93197 & 39 Slide & a@aART ot 31k ali@ = o1 Ia &1 sad
3R feT IR TR & §gd AR BiAe fAed §, IR S 986 § IFHR T A

v Slide Number:- Slide Number option & sTd#Tel FIF 39 3190 Document & Slide
Number & Insert &t T&d &, 39 319 Header 3R Footer & & Insert & Teha 88

v Object :— =@ fased & @R Slide & 31=g fRelt UTeliherT & 3ifeolde NS T Thd &, AT
FEd I 9T d¢ fhr 3R sRae & o fhar ST @ear g1 S/ - MS Paint, Excel
Spreadsheet, Photoshop Document scaife|

9. Symbol: - s@s gy @ 3itcereT AT § S & At ¥ e @ €, 9% c@rT 3™
Slide # = &ff 710 & e 3R I F o1 FFd ¢

T Q

Equation Symbal

- -

Symbols

v Equation :- 38 W Fas axd & e aiftid & a g7 fAd aa §, 3m9er Slide & o
T @ &1 FH &, 38 W Forsh H o fersper 3MTshr T & ST &1 Slide & 3M SRET 3R
o & fegem

v' Symbols :- 38 W Fes Fd & 39T 10T & IR Reg e S1a §, 39 Saer 39gmer
Slide & &t §, 39 W ol &Y | 39R 39 310 a1f0g & =g =few ar 3ma3 More
Symbols o fFeed |

10. Media:-

] €

Video Audio

- -

Media



v" Video:- Video option & STd#Tel 3% 31T 379« Presentation & Video &t Insert &
Hohd § 39 39T ar option fAad & This Device 3iR Online Video, This Device W
click &% 3T 319F Computer # ugel & Save Video &I Insert & &&d g 3K Online
Video W click &% 3ma Online Video @ Insert a& ¥&hd & AR Online video & fow
39 computer # Internet g =faU]

v" Audio: -Audio option T TAAT & 3T 379 Presentation & Audio &' Insert &
Hohd &, 39H 39l ar option f&Aea & Audio on My PC 3R Record Audio, Audio on
My PC = click &% 319 319t Computer & ggol ¥ Save Audio &I Insert & Thd &
3R Record Audio W f&Ferer & 39 319 Audio @ Record & Insert & @ahd gl

v" Screen Recording: - Screen Recording option T SEdATT & 3T 319F computer &
Screen #r recording & THhd g, 3T option W click X & Mgt recording @i
Select & @I option 3MUam, 3MUer screen &1 foidem fREar recording &&m § 39
select %% Record W click &Id & recording @re] g1 Suar|

MS PowerPoint Desigh Menu

E A 0O B Presentation - PowerPaint (Product Activation Failed) 7T B - 0O %

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VEW o Microsoft accoun t -

= 3 e IU @

Aa Aa

S\za - k

Design Tab & 3ieT 3 Groups & &

1. Themes
2. Variants

3. Customize

1. Themes: - Presentation & @i slides @rlook 3ivdesign & faw Themes @ 39T

X g, T8I & Themes & AFed 39aey gid ¢ foletel SEAT presentation @I professional
look &t & T X Thd Bl

sg option T STIATAT & 3T 379 Slides &1 Themes HAdas Desigh Set & Tdhd &
g% ToIT 3yl AFfaf@d step & FHIAT g

> Themes & Drop Down Arrow @ click &%
> 3UA dI¢ 3199 FHA Themes 1 list el Sirwah



> St 8t Theme 39T 9dg § 399 click & ¢

» Themes 39 Slide A set g Swefr
Ife 3T Igd § #F Themes 3 Current Slide @ & Apply & df 3a% fov 39 39
Theme 9 right click &% Apply to Selected Slides = click &@r gem, ar Theme 3m9%
Current Slide 9X g set grem

2. Variants: - 3maa St Themes Select f&ar & 3@ Different Shades 38 Group &
et fe@rs &3, gl S gdg & 399 click ¥ & dg set g Swem|

Variants

sg% Drop Down Arrow W click &% 3m9 3m9st Themes & Color, Font, Effects 3k
Background Style &I Seof I &

3. Customize: - 38 Group & 37eT MU &r option Aad & Slide Size 3R Format
Background|

Slide Format

Size= Background

Customize

v Slide Size — :- 3T option & SEAATT FIdh 3T 39 Slide & Size FI deoT Tod &
SHA I af size THerdr & Standard (4:3) 3R Widescreen (16:9), @& 3mger Custom
Slide Size T #f option e JTar § e sEdaATe ek 39 39«1 RAe & Slide & size
$I dGoT Hehdl gl

v" Format Background — :- 3@ option & 3Td#Td #&h 39 39« Slide & Background
@I Format #X @hd &1 8§ Wclick &d g 3mash Right Side & v box e e,
fSg® 3muer Format Background =t faffiear wk & Format @¥a & option fe@rs &
g 39l S format & § 389 click &t X @hd gl




MS PowerPoint Transitions Menu

@ E E D = Presentation - PowerPoint (Product Activation Failed)
FILE HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Microso ft accoun t -
—m - o — 4} Sound: |[NoSound] - Advance Slide
S :
= a9 @ = g .
\j @ I -J I|I|| I O . - - © Duration: 0200 7| ¥ OnMouse Click
S| N e 2 5 - ffect <

None Cut Fade Push Wipe Split Reveal Random Bar: Shape Uncover |- optens- | B Apply oA After: [0000.00 *

Previe: w Transition to This Slide Timing ~

Transitions Tab & 3 Groups gd &

1. Preview
2. Transition to This Slide
3. Timing

1. Preview: -

Preview

Preview

5H fdehed & NI adA slide T Weg (Preview) ¢@ wehd §, f& S« ag slide, Slide Show
A cor grfy ar ket fgwet|

2. Transition to This Slide:-

] m w94 § W O [

None Cut Fade Push Wipe Split Rewveal Random Bars Shape Uncover =| FEffect

Options

Transition to This Slide

v Transition:- slide & faT w& Transition Thae I bl 8, dlid o slide st g af Tk
TheFe AR 3| S - I AT 3R F A slide, aMer & & A 3 g2 30|

v Effect: 3musr St 8 Transition @t Choose f&ar & 399 defeua Effect Option s@#®
Show & STTam 3muerr &t 8 Effect oemet § 389 Click 3<% preview 2@ IFd g 3R
38 Set #X I&d &

3. Timing: -

"32, Sound: |[Mo Sound] * | Advance Slide
(5 Duration: 0200 | [ On Mouse Click
E‘;ApplyTﬂ All After: |00:00.00 7

Timing



gl slide ezd & afder & O 3@e fawes Bed €1 T8 & slide sgalst @ T Sound
9T STl dehdt &l slide @rautomatically am mouse Click & gart Play &=l & fow fased
I "ad ¢ 3R slide & faet & Play &Xem § 38 fow Time set &X #&d &

v" Sound: - Sound option T sTIATT I& 3T Transition Effect & @mar Sound #Adea
oie T Slide g@dr Slide & Enter &% @ Sound 3mwem, A 3M9en! g IR Sound &
option A Sa g, 39 Other Sound W click && 39 39«7 Computer A Save

Sound &7 §f STdATT X Thd gl

v Duration: - Duration option T STd#Tel &3 31T 319=r Transition $r Length Specify
X Fhd ¢ Iifa 39T Transition Effect fhaslt &X Teel 386 Time &1 set & dahd ¢

v" Apply to All: - Apply to All option X click @t & Sound 31X Duration st Slide
& forw Set gr STwen|

¥" On Mouse Click: - si& 3m7 On Mouse Click option @ Checked #T &a & a@ Mouse
& ganr click & 9T Next Slide 3w Jrwem 3R Ifg 39 Checked =y & § ar I8
automatically 3froam]

v' After: - After option T STIHATT FIF 3T Tg set FT Thd ¢ 1 fhdell second & g
qall Slide 3muaf

MS PowerPoint Animation Menu

BT voMe  NSERT  DESIGN  TRANSITONS | ANIMATIONS | SUDESHOW  REVEW  VIEW Microsoft accaun -

> A
=™ Animation Pane Reorder Animation

Preview Animation Advanced Animal tion Timing ~

MS PowerPoint Animation Tab® 4 Groups &d &

Preview
Animation

Advanced Animation

P W NR

Timing

1. Preview: - Preview Group T SEdATT @& 39 3791 Slide & & Animation eRmaT
g 3°&T Preview @ Tahd gl

HOME

Preview Drop down Arrow W fFd& & 9T AT9HT ar e Aea & Predes



v’ Preview: - Preview 9T f&d& &¥&h 39 39 Animation T Preview @ @hd gl
v Auto Preview: - Auto Preview 3ifcersT 9X Checked &R af Animation Apply &a &
Preview fe@ms o o@em|

2. Animation

Mone Appear Fade Fly In Float In Split Wipe Shape =

Animation

v" Animation Group:- Animation Group option &I SEJHTT FF 3T 3T Text, Image
a1 Shape & Animation & Add & d&d g1 39+ folT o dge 5T o Text, Image
Ir Shape W Animation &I &= § 38 Select &= g9, 38 a6 & T Animation
FI T § 399 click T 2

v' Effect Option:- 3= {5 Y Animation &1 staaTer fear § 389 defeud Effect s@a
Show & g1 3mgerr S & Effect oy § 399 Click & preview @& dehd g 3R 34
Set & THA &l

3. Advance Animation :- MS PowerPoint Animation Tab in Hindi - MS PowerPoint
A Animation Tab @1 g&ddAter Advance Animation Group # 39 Add Animation,
Animation Pane, Trigger 3iR Animation Painter & option f&e JTd g

* 2t Animation Pane

Add
Animation =

Sdvanced Animation

v" Add Animation:- Add Animation option T sEadTT FIF 3T 3R 3 S=ET Advance
Animation & Add X d&d gl TH a5 I Advance Animation & 3T fe&r arw
gla g, 5@ off Animation &t &emar § 389 click aXe o9 I6hd gl

v" Animation Pane:- Animation Pane option W click &« W 3M9% video @& right
side & Animation Pane 39T & STWam, 39 T5 T 3 Animation &1 s&ddATe 379+ Slide &
frar § 37 @9 $r list 3muer fe@rs &9, 3m9 39 ¥« & Edit, Remove ar Up, Down &=
qhd gl




v Trigger:- Trigger option & SFJATAT FIHh 3T Animation & Trigger X Hhd § o
fRET Image &1 319 Mouse @ click aXd § a ¥ <aee o @ 38 v Trigger &7 use
forar ST #

v Animation Painter:-Animation Painter option & EdATa @& T gEX Text AT

Object ™ Same Animation Apply & H&d g

4. Timing

Reorder Animation

Timing

v’ Start: - Start option W click & 3T 3/9sr Animation @t Start T IHd §, TH
3mgar One Click, With Previous 31k After Previous & option & sia &1

v Duration: - Duration option T STd#Te $¥F 3T 3797 Animation & duration @t Set
H Tohd &, [oidar off 39 a1 39T Set & Tohd gl

v Delay: - Delay option & 3Td#ATd T & 3T 397 Animation @ delay & Tohd &
difh 98 $© <X i Play &l

v" Move Earlier/Move Later: - Move Earlier/Move Later option @7 STIHTT e 3T
39ar Text a1 Object & &9 Animation & FW AT A A T gl

MS PowerPoint Slide Show Menu

™ B Presentation] - PowerPoint (Product Activation Failed) ? H - O X
RT  DESIGN  TRANSITIONS  ANIMATIONS = SLIDESHOW = REVIEW  VIEW Microso ft accoun t -

3 = ] A +| Play Narrations = A
o E];r [1‘_?—([ A e .[-," o ar.ra on =1 Menitor: | Automatic

= = = +/| Use Timings

o Fram Present Custom Slide Set Up Hide  Rehearse Record Slide K
eginning Current Slide  Online~  Show Slide Show Slide  Timings  Show~ /) Show Media Controls
Start Slide Show SetUp Monitors A~

| Use Presenter View

Slide Show Menu & 3 Groups 84d &

1. Start Slide Show
2. SetUp
3. Monitors



1. Start Slide Show

5 3 B
» ¥ B F
From From Present Custom Slide

Beginning Current Slide  Online~  Show -
Start Slide Show

v" From Beginning — & fd&ed & garr & & Slide Show =Te] &Y Hevdt &

v From Current Slide — 3& fd%eq & garr tfaea Slide & Slide Show =re] aX d&hd gl

v" Custom Slide Show:- 3T fa®cq &1 sTAIATT Fh AT Hae der Slide Show @I Fer
hd § S 3T IoeT Ied g1 @ T 3mues g 10 Slide & 31X 39 &haer 1,3,5,7,9 i
&Y Show &Tar Tgad &, @ 3T Custom Slide Show & SEIATT T Tha B

2. Set Up

l x'.r'\. w T 1 =
Ekli?_‘_[ A | ”T_‘-l ) Play Marrations
ek o ...

) ¥ Use Timings
Set Up Hide  Rehearse Record Slide

Slide Show Slide  Timings  Show~- /) Show Media Controls
Set Up
Set Up Slide Show — Ig fd%ed U dialog box 39el &Iar g, 3aA slide &I Set Up &=
& foT 3et fa@ed gid ¢ o9 -

> Slide W & o9 WHA Bl
> Presentation @I Bl Ehiel, fdsT ar H3iiesn A A oo AT Hehd &
> fhdell T @l A slide cof &l § Ig A I Fhd &l
» slide &1 A3l AT BIHT & YR W T A & TE AT F Tohdl
> FHH 3elldl ol o T Fhiel {HGRAA e VTHT Y Feohd &

v Hide Slide - 3@ dcq & arT o Toms$s & 39 slide show & SR wor A&T Fam
qEd 3¢ 8158 FT Tohd &l

v' Rehearse Timing — 38 @%eT & garT 9d slide #r ef@r Reg & @wd gl slide
timing RS & & v slide FF 3de &I Mo A= &< slide Fr oo = &

v Record — & fdsheq & gaRT Y3 A7 Ufded slide & RepifSar are] X @b &1 Repifsar
& SRIeT & UfAd, SVeR T gedgel & SEQATT a slide & Tt dcee & Ueh-Uesh T FHST
Fohd ¢ 1T & THAS & aRiel JarsT &t o RS & dahd &




v" Keep Slide Updated — slide show @I dre] #%a & ugel Follgs A g Sconal Hr [AITshegat
A Tslide e & akreT @t aRadsr 39se & S g

v" Play Narrations — 38 @Feq & I Fa A slide show & T Y 8fY 3marer ar & (use
of pen) R&Fs H § 38 a1q A1 ¢ FX T &

v" Use Timings —slide show & Re&s $r 715 Rehearse Timing & @Y T T §, T§
ATl AT & FX Tl & |

v" Show Media Controls: — slide show & &Rm Slide & s¥ad#Ter &1 18 Media & fow
controls @I ATe] AT §¢ H Hhd gl

3. Monitors

EI;-' Monitor: |Automatic -
+| Use Presenter View

IMonitars

v' Monitor: - 3fg 3ma% Computer & T & A& Monitor &Rt g ar 39 319+ Slide
Show @ & Monitor WX Display &&T d@8d & 39 39 option & Select &T THd gl
gfe 3m9 Automatic Choose #id & PowerPoint @e Decide &% o9 &r fh@ Monitor
¥ Qutput &a1 & 3R Ife 3ma Primary Monitor & Select &d § @ Monitor W g
Display g

v" Use Presenter View: - 3fe 3mqs Computer & T & ST Monitor § ar 39 w6
Monitor 9 Full Screen Slide Show & @&d § dum g@® Monitor W 34 Slide @
Fafetrd Timing dar Speaker Notes fe@rw ama g1 afe 3mgs arF v & Monitor g ar
3T Alt+F5 Press &Y @ehd & Presenter View Try &% & forv|

MS PowerPoint Review Menu

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Microsof ft accoun t o~
ABC A O
vV i B & ® D E

Spelling Research Thesaurus = Translate Language New Show Compare
- - Commen t Comments ~

Review Menu # 4 Groups gd §

Proofing
Language
Comments
Compare

BWNPE



1. Proofing

SEH IR 3 T e ¥

ABC
v

Spelling Research Thesaurus -~

||||]

Proofing

v Spelling & Grammar: - document # fo@ 31T ¢aee & Spelling and Grammar Irafaar
# Srge T 8 e & faw Spelling and Grammar option &1 39T fFar S1ar 81 I8
option TEEIfd ¥ & HF AT & TUT TRl Iefcdl & foU diffiser suggestions #f g&dd
LT Bl

v' Research :- 38 3ot &1 ger qafar 3K ew g gt & forw o 8

v Thesaurus: — 3 option & gaRT fRaT 26g & 3Tl synonyms 26 TIST Tohd ol

2. Language

)
H="

a’}_} AT

Translate Language

- -

Language

v Translate: — 38 option & ganr selected text ar Q¥ document &I & 8 language
& Translate f&ar ST @ehar B

v’ Language: — 38 option & garT Translation afdds & fow HWIT dT & THhd &1

3. Comments

L7

Mew
Comment

Comments

v' Comments — 3d option & garT document # fOEr fFdl IFERT W FAse & IRT

HIS 3T STHRI AT Comments SIS Thd §, ¢ S & IER T&urm, &ar g delete
off fFar ST Fehar B

1. New Comment




2. Delete

3. Previous

4. Next

5. Show Comments

6. Compare

Compare

Compare

v/ Compare: - 30 3 & W AFeq 3ucey gid § s carT adAT ol & frdr
G USTeCRMeT o HY Jolell leh W Hehol 8, dUT USlecllel Pl hedisa o HT Tohd & @Y
& frT v Seomat F tadte g Roge Y FT God &

g7 WY 3ot & R & W AW # qff = & 71§ §:- Watch Video

MS PowerPoint View Menu
F A O B0 = Presentation] - PowerPaint (Product Activation Failed) DRL-‘-\,-'”‘.]GTOO[S_ 7 @ - O %

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Microsof ft accoun it -

eEnE O e @ Q@ ETL Bl B E
N - ' )

Gridlines
Mormal Qutline Slide Motes Reading  Slide Handout Motes otes  Zoom Fitto o Switch Macraos
View Sorter Page View  Master Master Master Guides Window i Blackand White  yingon B3 Move Split  \indows -
Presen tation Views Master Views Show [F] Zoom Colar/Grayscale Window Macros ~

View Menu & 7 Groups &4 &

. Presentation View
. Master View

. Show

.Zoom

. Color/Gray Scale

. Window

. Macros

NOoOuUu s, WNER

1. Presentation View

ENEERE=R=INES

Marmal Outline Slide  Motes Reading
View Sorter Page View

Presentation Views

v Normal View — Presentation create &% & foT Ig Default view mode grar &1 @&
active slide t©fsféar Mode # Fam 3= slide pen window & weRia gidr &


https://www.youtube.com/watch?v=8iuXpFtAqTY&list=PLVbRFL6i5RVLCsrzlHC1wIOTCK0JDFUtD&index=8

v" Outline View :- 58 View Mode & 31 & 3mdme & slide create #¢ Id £

v Slide Sorter View :- 38 =g Mode # ®sfislide T a7 7 wefdid gt &, e R3S
forar S Thar g

v" Notes Page :- 5@ Mode # slide & faw Notes for@ @wa gl

v" Reading View :- 38 Mode # slide Read Mode & wefdia gt &, anfa 3ma foar slide
Show f&T presentation @ Read #T I&d gl

2. Master View

tlide Handout Motes
Master Master Master

Master Views

v Slide Master :- & option & garTslide masters #1 3@ Hehl § TUT 3¢ HIA AR
adjust X THd g

v' Handout Master:- 3@ option & garT Handout Master & de3d & Tohd gl o4 -
Teh Uof W fohdat slides print &% &, page orientation &aT &9, date -time/header-footer
3nfe # on-off & F&d &l

v Notes Master:- & option & garT Notes Master T setup & Thd &1 1 - notes
page & orientation, Page WX Notes $r Fufq, Slide r Size, background style @
date-time/header-footer 37f¢ & on-off | TFA &l

3. Show
Ruler =
Gridlines
Motes
Guides
Show I

v Ruler:- &oX slide & 3rer & dA9-5d & AT U geudbel H=R g, 3H option & g@rT
0 Bur 9 fe@r a2

v Grid Lines :- Grid line f&&r data aT object # W& SHIE AW FA A FeUPA Bl &,
¥ option & EaRT 3¢ Show AT Hide &= T&hd gl

v" Guides:- guidelines %I Show I Hide &I F@&d gl

v" Notes :- slide 9T 5 Note insert #=t & foT Note R & BT  Rw@r Fa &1




4.Z00m: - 5@ option % gaRTslide & Zoom TR & &A, HfAH =T Q =)

il

Window & 38R Fit & Hehdl g Zoom Fitto

Window

Zoom

5. Color/Gray Scale: - s Seaction # 3iceia RU 7w @t & TR g coler
fehedl &1 39T HIh presentation Fr FeR, gray-scale AT black and white & Grayscale

mode & Set T THhd g s Black and White

Color/Grayscale

6. Window: - =@ Section & 3@ Application window @r =] BAmngean 0

. . . . !
Duplicate window =8¢ #X THhd &, TH & 31« window @r NE 'R Cascade Steh
Screen & automatic &7 ¥ TATETT F TS § T AT window  Window 7 Meve Split yindouws -

&1 split arswitch & T IFd g Window

7. Macros :- 1z v Program & forger 39aer Mouse famsit 3R &1 Strokes

gfed el T & RPs e & fov fhar Srar §1 3eexor & fow Reprs fhar amr D
#15 Data 15 3 Template & Tohar g1 Macro Feature giglisY I & & T Macros
e 39T g, IfE slide sard god el I & TR-OR algdd g, o & 39

Macro &1 393NT aXF RS & TFd & 3R aTHar @ | I TFhg & sgy  1200s
HT Fr §9d gt g1 Th Macro Record & & fow @ Option W Click &Y

3R ue AT & dUr Create 3o WX Foeh H|

Microsoft PowerPoint Shortcut Keys
| Shortout Keys | Description |

Shortcut Keys Description

Ctrl +N new presentation

Ctrl+O Open an existing presentation

Ctrl+S Save the presentation

CtrlI+Q Close PowerPoint

Ctrl+wW Close the current presentation

Ctrl+Tab Switch between different open presentations
Alt+F Open the File tab menu

F5 Start the slideshow from the beginning
Shift+F5 Start the slideshow from the current slide

Ctrl+C Copy selected text or objects


https://www.youtube.com/watch?v=X-rxY8Z8TwU&list=PLVbRFL6i5RVLCsrzlHC1wIOTCK0JDFUtD&index=9

Ctrl+X
Ctri+V
Ctrl+Z
Ctrl+Y
Ctrl+D
Ctrl+M
Ctrl+E
Ctrl+L
Ctrl+R
Ctrl+B
Ctri+l
Ctrl+U
Ctrl+F
Ctrl+H
Ctrl+Shift+>
Ctrl+Shift+<
Ctrl+F1
Ctrl+F2
Alt+F2

Ctrl+P

Ctrl+Shift+N
Page down
Page up
Ctrl+ -

Ctrl+ +
Ctrl+Alt+O
Ctrl+Shift+D

Ctrl+Shift+S
Esc
Ctrl+Shift+V

Ctrl+Alt+V

Cut selected text or objects
Paste copied or cut content
Undo

Redo

Duplicate the selected slide
Insert a new slide

Center align text

Left align text

Right align text

Make text bold

Italicize text

Underline text

Find text in the presentation
Replace text in the presentation
Increase font size

Decrease font size

Show or hide the ribbon
Print Preview View

Open the Save As dialog box

Use your mouse as a laser pointer during a
presentation

Insert a new slide with a blank layout
Go to the next slide

Go to the previous slide

Zoom out

Zoom in

Zoom to fit

copy of the selected slide

Save a presentation with a different name, location,
or file format

Cancel a command, such as Save As.

Paste copied formatting to the selected object or
text

Open the Paste Special dialog box



Ctrl+Alt+5

Ctrl+A

Ctrl+G

Ctrl+Shift+G
Ctrl+Shift+J
Ctrl+Spacebar
Ctrl+K

Ctrl+Alt+M

Alt+ =

Shift+Right arrow key
Shift+Left arrow key

Ctrl+Shift+Right arrow
key

Ctrl+Shift+Left arrow key

Ctrl+Shift+Down arrow
key

Backspace
Ctrl+Backspace
Delete
Ctrl+Delete
End

Home

Move the focus to the first floating shape, such as
an image or a text box.

Select all objects on a slide
Group the selected objects
Ungroup the selected group
Regroup the selected objects
Play or pause media

Insert a hyperlink

Insert a new comment

Insert equation

Select one character to the right
Select one character to the left

Select to the end of a word

Select to the beginning of a word

Select from the insertion point to the end of the
paragraph

Delete one character to the left

Delete one word to the left

Delete one character to the right

Delete one word to the right

Move to the end of a line

Move to the beginning of a line

It takes a lot of hard work to make notes, so if you can pay some

fee 50, 100, 200 rupees which you think is reasonable, if you are

able to Thank you...

N S B agd Hg-d ol 5, ST afe 31U $8 Yewb 50,100, 200
U ST YT ST AT 8 Pay B THd 6, SR ST HEH B ),
YaTe |
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download X HeHhd B

I:VnuTuhe Gy Our Computer Course

Upciss Prime UPC] CCC, ADCA, Tally Prime,

Prime HTML, CSS, Internet,

www.upcissprime.com “ MS Office. 0-level

» YouTube Channel — Upciss Prime


https://www.youtube.com/@upcissprime
https://www.youtube.com/@upcissprime
https://upcissprime.com,/

