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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 Aeevor &te, 3Rk X
Mathematical 3R Logical Databases &=t & fow forar Sirar § 3R
ST SEAATT dobl, Teholl, HETATOll T HT HRATEAT A S1ET T i
& 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 fa2rware (Features of MS Excel)

1. g&# Data Entry, Management, Financial Modeling, 3R Charting & gfaer grch g1
2. g8H T giawmd, Calculation, Graphing Tools, Pivot Tables, 3k Macro Sranf#er st

VBA gIdr gl

3. HH Wi Create, Edit, 3R 37e@r-3r0@7 Biffe & Export % &I giaur gl gl

4. 38# Data Filtering, Graphical Display, 31X PowerPoint Integration Si# gfaure g
gl

MS Excel FT STIHAT o7 8331 H fham ST §:

Finance,
Accounting,

Data Organization,
Data Analysis,
Budgeting,

oA wWwN R

Forecasting, ETC.

Open MS Excel
HAISHIHTFE TS &l HPe W Tl & foleT ol g-

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



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

T -

Database Compare 2013

]
XH Excel 2013 Y wg

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

[ InfoPath Filler 2013

ciss prime

LY Lync2013 =

Play your
L8 Lync Recording Manager ?"‘;r"te EEE > B
or free. B
@B Office 2013 Language Preferences
) Ecuts anguage & Microsoft Store | Spotify @

@ Office 2013 Upload Center

-

2 +
] e 2013 =
NZ OneNote > P:stn\sp+ n
O Outlook 2013 Movies & TV Disney~+ Solitaire & Ca...
P3 PowerPoint 2013
P3l Publisher 2013

N%, Send to OneNote 2013 H @

SkyDrive Pro 2013 Notepad WhatsApp Web

O 5 @« @ m 4 ;;L

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

= Run @

=7 Type the name of a program, folder, document, or Internet
= rescurce, and Windows will cpen it for you.

Open: excel y

] Cancel Browse...




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

View >
Sort by >
Refresh

Paste

Paste shortcut

Undo Delete Ctrl+Z
% Open Git GUI here
¢% Open Git Bash here

[E NVIDIA Control Panel

New > Folder
o1 Display settings & Shortcut

| Microsoft Access Database

&2 Personalize
Bitmap image

CorelDRAW X7 Graphic

Corel PHOTO-PAINT X7 Image
Microsoft Word Document
OpenDocument Drawing
OpenDocument Presentation

OpenDocument Spreadsheet

OpenDocument Text

3%1 Microsoft PowerPoint Presentation

5
[ ] Adobe Photoshop Image

@] Microsoft Publisher Document
% WinRAR archive

Microsoft Excel Worksheet
InRAR ZIP archive

3RFT A & B oY Method T 3TANT FIF Microsoft Excel F€TE T Hhd ¢l
AT - 3R qg AFEAAT ATIH Computer I SQE'\I'H' Flﬁ %.?'TT 3RIFd Method HII
Tl &Y

) Microsoft account

search for online templates
Excel

Suggested searches: Business  Personal  Planners and Trackers

Budgets Charts  Calendars

Lists Switch account

Recent

YDC Students DATA january-2025.x1sx
D: » Center Data » 3 January-2025

formulaxdsx
Desktop

Tips & tricks

x T IS
. Loan Am ortization Sched

January 25 exp center.xlsx
D: = Center Data » 3 January-2025

Toensmany
Anms] et i
formula new.xlsx - Toon peri m ]
Desktop s Nurmbered o et peryest

7 a Startdatenflan

January 2025 Exam Dataxlsx Blank workbook Loan Amortization Tips & tricks
Desktop

[ RET, BT RN

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 I H

D: » Center Data » 3 January-2025 PIVOtTabIe PIVOtTabIES

January 2025 Exam Dataxlsx
Desktop » ¥DC Student IMG

|ﬂ Open Other Workbooks Formula tutorial PivotTable tutorial Get more out of PivotTables




MS Excel 3T9sT glsf & 1€ Blank Workbook WX fFd& &{aT 21

Quick Access Toolbar Menu Bar Title Bar Control Button
m E A= Book] - Excel [Praict Activation Failed) T E = 0O %
FILE HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  POWERPIVOT Microsaft account ~
I x Calibri A E=Ee B General - ﬁCUrltliliorml Formatting = %='|l1u:rl - 2. %w H
X B - $ - 05 0 L2 Format as Table - &% Delete ~ T - Cort & Find &
aste - - Ty - r === = 3= [ = . e ort n
- » B I U ' A =Ee = il Uo# Cell Styles ~ Bl Format &« g Snlele:':.t -
Clipboard Font [} Alignment s Mumber I Styles Cells Editing e
Al f v
A B c D E F G H t | | K L M M 0 [
1 | ) Active Cell Name Box Formula Bar .
2 Column Heading
.'}‘
La f |
° Row
8 g Column
° [je—Celt

Scroll Bar =——p

20 -
Sheetl ) F 3

READY %3 i3] M o -—F——+ 100%

Status Bar Views Button Zoom Slider

1. Title Bar-Title Bar Window # @e® W &ifdst gedr gidr & s@d File Name, Search
Bar, Account Sign in 3R Title Bar & Right Side & T Control Button g gl &es
@ Minimize, Maximize 3R Close gxar gl

2. Menu Bar-3g cised R & 8% o glar & 38 W File, Home, Insert, Page Layout,
Formula, Data, Review, View 5iTH & A« gld & o W foeleh e STeFgHC hive T Helol
A & Fs e F T Bead g

3. Ribbon — &5 & T &7 &7 St Ts Ul & & & YeRId 8l &1 97 Igfd &a O Fefaa
Ted TEfdd g1 g1 IF Wl Tools & & 3[aR 9 # ¥aeyd g &1 Ctrl + F1 gama
Ribbon & hide/unhide far 3T gehar g1




4. Quick Access Toolbar — g car@X Ribbon & 9 yeRia gl §1 38 ToaR & @
[ 3uesy gid & Toieier SEddATe dR-s) ThdT ST §; oie — Save, Undo, Redo 37fe|

S8 TolaR & fdshedl &1 user & 3THR SECATSS o1 fhaT ST HeveTl &

5. Ruler — 38 e & T Rg fe@ar &, St Document Page & &% IR g &0 Yeidd
81T §1 I§ U fr Margin Set a0 H HAcg HLaT &l

6. Scroll Bars — ThideR 9T & fhaRT W wefAa gt &1 ST 3uAeT 9 FF -, -
ST Thiel A & forw fmar ST

7. Status Bar —3g aR gd#A Document T SI&l SeeRET 1 fe@redr §, S - Fd U9,
Tl Use; S|

8. Layout Buttons — I8 ¢l U &I [Affies A3M3c A dqerar § s- Normal Layout,
Print Layout, Web Layout, Reading Layout 3fifc| I8 geleR Status Bar & Right Side
g El

9. Zoom Buttons — g SR Layout Buttons & @Y & Jefd gl &1 5% aRT st &I
Zoom in IT Zoom out FI THA &l

Microsoft Excel Basic Knowledge

v Workbook — Workbook ts Excel File gt &, fo@# e & 319« Spreadsheet gt
e

v" Spreadsheet — Spreadsheet 3& Pages @ Collection & &' Row 3R Column &
=T g El

v Row — ¥ Horizontal Rows gt § foee a8 3R wela T&amsi (1, 2, 3...) arT Jgarr
ST 81 U Spreadsheet # &ef 1048576 Rows gIdT &

v' Column — Columns Vertical Lines & =g Alphabetic Characters (A, B, C...) garr
UgHl=l ST g1 Teh Spreadsheet # & 16384 Columns g1d £l

v Cell = Cell w= Block gEar g, =T Row 3R Column & Divided 8« W s«Iar &1 3&
Column 3R Row #eX garr v3d fhar amar g, & - Al, B1 3nfel

v Active Cell — Selected Cell = Active Cell sga &| Active Cell & Border 3T Jdl
T 37987 SI1ET 31 3R Aler g gl



MS Excel File Menu

58 Ag # MS Excel file W & &= gq faf#==1 fdeweq SI@ Save, Print, Share, Export,
Excel templates fAaa &1 o & 3m7 MS Excel File Menu X Fae & ar 3mae @
ey fe@rs &l

Open

Recent Workbooks

Ei" ¥DC Students DATA january-2025.x1sx
D: = Center Data = 3 January-2025

@ Recent Workbooks

@ OneDrive - Personal ==L formulaxdsx

Desktop

January 25 exp centerxlsx
D: = Center Data = 3 January-2025

E:l Computer

a==1 formula new.xlsx
+ Add a Place Desktop

January 2025 Exam Dataxlsx
Desktop

Ei" YDC Students DATA July-2024.xsx
D: = Center Data = 2 July-2024

Erarnnl Ei" January 2025 Exam Dataxlsx
D: = Center Data = 2 July-2024
Options Ei" YDC Students DATA July-2024.xlsx

D: = Center Data = 3 January-2025

Info: - 3@ Fas & werar & 3mT MS Excel 3 Open R a7 BlEe AT 3MI% EaNT oot
T PBIST I YT9ersT ATfeT ST IdTaT gl

1. FSW g FIS BIET open F o A g § IS 74T NGB T o
2. 319 File menu & S a1 38T Shortcut keys ALT+F & 98 &
3. 39 info W Fas |

4. 3T A & HUh BIseT 1 T graéisr Right Side &ar &am|




Account

Options

yiaétsr & info 3musl e diet i SATRRY &ar §

v’ Size
v’ Pages
v" Words

Info

Protect Workbook

Control what types of changes peaple can make to this workbook,

Protect
Workbook =

= Inspect Workbook
@ |

Before publishing this file, be aware that it contains:

Check for

Author's name and absolute path
Issues

—rﬁ Versions
Q|

7] There are no previous versions of this file.

Manage
Versions

Browser View Options

—Q Pick what users can see when this workbook is viewed on the Web.

Browser View
Options

v’ Total Editing Time

v’ Title
v’ Tag

v Comments

v Created Date etc.

Info

Protect
Workbook ~

Check for
Issues -

Q

Manage
Versions ~
Account

Options

1n_d
Browser View
Options

Protect Workbook

Control what types of changes people can make to this workbook.

Inspect Workbook

Befaore publishing this file, be aware that it contains:

Author's name and absolute path

Versions

Browser View Options

Pick what users can see when this workbook is viewed on the Web.

There are no previous versions of this file,

Book1

Properties ~
Size
Title
Tags

Categories

- Excel (Product Activation Failed)

Not saved yet
Add a title
Add atag

Add a category

Related Dates

Last Modified
Created

Last Printed

Today, 3:22 PM

Related People

Author

Rohit Verma

Add an author

Last Modified By hot saved yet

Show All Properties

Bookl - Excel (Product Activation Failed)

Properties ~

Size Mot saved yet
Title Add a title
Tags Add atag
Categories Add a category

Related Dates

Last Modified

Created Today, 3:22 PM
Last Printed

Related People

Author 3
Rohit Verma

Add an author

Last Modified By hot saved yet

Show All Properties




MS Excel & S8l A« & info FHATS Fr Ay ared

v 3 3 & info FAE W Fae 9 & Tet 3maer Protect Document FT 3ifeer fRerdr
gl

v’ 3197 MS Excel & #1$ $f wiser & graas ar sign ar Restriction 3 &AE % GaRT o3
Thd &l
SHH IR 9T FATS Aed g
1. Mark As Final
2. Encrypt With Password

3. Restrict Editing

4. Always Open-Read-Only
10. Add a Digital Signature

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
Workbook + Title Add a title
Tags Add atag
D Mark as Final Categories Add a category
2 Let readers know the workbook is final and
make it read-only.
: ) Related Dates
Encrypt with Password that it contains Lact Modified
Require a password to open this workbook. ith ast Modme
Created Today, 3:22 PM
Protect Current Sheet Last Printed

Control what types of changes people can
make to the current sheet.

Related People

Protect Workbook Structure of this file, Author
Prevent unwanted changes to the structure Rohit Verma
of the workbook, such as adding sheets.
Account )
Restrict Access Add an author
& Grant people access while removing their ¥ Last Modified By Not saved yet

Options

ability to edit, copy, or print. Show All Properties

D Add a Digital Signature rorkbook is viewed on the Web.
2 Ensure the integrity of the workbook by
adding an invisible digital signature.

1. Mark as Final: - 39 &#13 1 #@g™ar & 39 39 BISd HI final §dT Thd & TP
TART ¥ AT R A T aa Fhd § H IR T B U FFAIC gl ATfd H G@A
aTell HHST SR $T Ig Bigel Heuelc & IR Fo o s UisT g e g

2. Encrypt With Password: -0 &A= $I Tgraar & 319 A9l Bieel H IIEds o9 Tohdl
g SOW g B T J« T TYHT Tg BT s Open FHWM a 3T UTHas AEET ST
T SIS GERT TR Bigel Open Fgr HT I 3 39T Brsel FIIATT Bl




3. Restrict editing:- 3@ ®#E & FgIdT ¥ AT 7Yt ®ISo ' Restrict HE F 31T Aohd
& M BT AT Brer AT Frg TSN A T Tl & FHY HIHT Blgel FIAT &
gl

4. Always Open Read Only:-38 &AE & 39 39 ®isel &I Read Only Mode # &
Hehd § SEA Ig BN T ST #1 3T A Biser H1$ Open WM o 38 Tfse ar Fo o
VSN T IR A& el fored 3der BIsel FIET o AR I A 50 w5t
A 9 99|

5. Add A Digital Signature:-s& &A1E & I @ 31T 39 HIgdl H Signature ar
add & Hehdd § A1 T 3T 30 STgHCH # W9 fB3faed sign oFm H@ehd § @A
9% BIed H SRRFC sign S Thd B

New: - 5o [eeu & g@arT 3T 7 a5 BiEd g1 Tohd &1 3T S & 37 Aehod W Forh
FA TR T o5 &Gt R@rs ¢l S 39 75 a8 FEd 9 & AT &3 yaR & [qehed
fAeer S - Blank Workbook, Templates

v’ Blank Workbook: - 3T fded W Foleh & 3T T Wrell TFAA Blodl 9o Tohd ¢l

v Templates: - s f3%eu % GAN maéw%qﬁ@aﬁngmwm
§oT ¥ & o - Loan Amortization, Billing Statement etc.

New

v ] <
. Loan Am ortization Sched

; | Your Company Name
3| e ddae
3| Adml

Cor T BRGed

Blank workboolk Loan Amortization Billing Statement

1

1| Blood Pressure Tracker
; Personal Monthly Buc
2

ame,

- | Expense Report

Symolic ot

Targst boed prassura® ___ 120

Symolic

L | reoscre sosmLr s Exton immma

1oy o

. Imma 1 -
Gall physictam H abore —




Open: - & Fis & Feradr & 319 MS Excel # vear & 99 fFd gu sgeicy I open
N HHhd gl
1. g9 ggel File menu & S a1 s@er Shortcut Keys ALT + F &r 99 &

2. 319 open W & Y AT 91 Shortcut Keys Ctrl + O & 98 &

3. 319 open & U BIer 4T fdst ol S|

4. 3A 39 save foar g3m Excel File Tl

5. 319 open W Feaed |

6. SdaT X & ar wsad MS Excel # open g S|
Save: - St sfFgde 39 Type T & 38 Save ol & AT Save Faig &1 39T fFam
ST § Save FATS H FgRIAT ¥ 3T WIS T A7 3T 39 Bed H g Location W @ &

sgfalt Save FHATS &7 39A9T FAT S1ar &1 File ¥ save axar & fow File Menu & et
Save Button W Faa &1 ar T Ctrl +S &1 3991 |

Note: - o @ $ 3= 3R 9ga § A9 A 9T Fgel H open T wifar far & 3R
39eT 8T HATSH HI 3UINET hAT Ar 98 34T BiSel 3R A & dar TF 81 ST Irfel Hr 39ehr
ar wIsel update @ SRET | 3R 39« A9 fRT ITT IS I open = & new drawing
FART § 3R 39T AT FASH T 3UAET AT dF 397 A Fel & [T SEG, AT ARPET |

Save As: - Save & 1 file & $S IR i 38 fhell 3R &1, Format @am Location
X Save A & U sHeT 39T fRAr Sar €1 Save As & & foaw Ctrl+Shift+S  eméshe
T JAET HT 81

Print: - s& =#is & @emar & 3m9 MS Excel #F Open f&=r @ STFgHCH AT S 1T
STFgHCH & print & Hhd &1

1. €98 Ugel HIg SFgHCH Open & of AT Hig STFYHTH oIl of|

2. 319 File menu & & ar s@sr  Shortcut keys ALT + F &I 989 a|

3. 319 Print WX e &

4. 39 g8l a8 3N e A QU AT Settings & 3N ITER T W 3N N de@ I
Print & T 717 icon W f&Fes +Yl



= Copies: |1 <
Print
Printer
Brother HL-B2080DW series
'% Offline: 7 documents waiting
Printer Properties
Settings
D Print Active Sheets -
Only print the active sheets
Pages: 3| te <
I:J Print on Both Sides
=
Flip pages on long edge
”=Dr|=|] Collated .
123 123 123
D Portrait Orientation -
D Ad .
8.27" % 11.69"
H Normal Margins .
Left: 0.7" Right 0.7"
[ MNoScaling
[ioo  print sheets at their actual size
Page Setup

1 Jef2 » mE

Share: - g 3ifcers % zarr #iser sREie &1 Microsoft One Drive X 317eis &% 3
SNal &l I FT FHA ¢

Export: -s& 3ifcers & garr #Alser File &7 PDF ®ige # TaEai 3 dad &
Close: -za% @arr 3m9 MS Excel @ Close @ifar i &g o & &

Account: - =g 3ifcersr Microsoft Excel & arsda & WFede axa & faw gur 39ze
AT A HAAST A & T 3uAher fRar Srar g

Options: - Microsoft Excel & @wqol Afésa & HaeT e & fT 5@ 3ioereT 1 39T
foram ST &

MS Excel Home Menu

MS Excel #T Home Menu 7 #T3IY & T g3 B gl

Clipboard
Font
Alignment
Number
Styles

Cell
Editing

NoUhewWNE



B 0 Hd- Bookl - Excel (Product Activation Failed) ?2 H - A X%

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Microsoft account -
ey Y R — - iti ina - c - - Ays
D Calibri e =E=E o % General %CnndltmnalFormattmg %"In_ert E 7
. Eg ~ $ - 9% » [BHrormatasTable~ EX Delete ~ [¥]~ -
aste - | . - - === EEas - .
= d B I U - - A ===+ = S0 20 (7 Cell Styles - =1 Format = A
Clipboard Fant I Alignment m Mumber | Styles Cells Editing -

1. CLIPBOARD: - clipboard 3 3mer Cut, Copy 3R Paste, Paste Special &<t @r
3itcerd fAerar g1 88 Clipboard &r dgraar & 3ma fhelt Word, wier & Cut, Copy 3R
Paste & @&d gl

FILE Ht

o XY
D Eg -
Paste

-

¥

Clipboard ra

v Cut: - sgdc # oW T &1 U T ¥ gAY T W A{ A & fav Cut HAToRreT &
3YANT Fd 8] TFEE Pl e 6l & U caee A {oge i B Cut 3T R Fes
FLN| ST 2licahe T Ctrl + X grar &

v" Copy- Selected Text &I Duplicate Copy &at & fow Copy Option &1 3uer faar

ST g1 3FeT QMicahe 1 Ctrl + C gt g1

v' Paste-Cutar Copy ¥ alw Text &t Cursor & T Paste & & T 5@ 3=
$T 39INET Fd gl

v Paste Special:- Cut a1 Copy f&uv a1t egoe 1 3ifaRed Frr & @y 9w &= & fov
g 3TCer FT 3YANT Fd &, o - o §o71, NFeR & T F 9T FLEAT 30|

v Format Painter:- ot $iI B Sy st & fOw 39 30 &7 39AeT axa &, 99
SFET I BIATEIT Pl el & 39 cFee T HIR W O Format Painter 3o WX Fels
HY, 3P §I¢ 39 cHEC Hl olde HY O W BIATET 3ces el gl

2. FONT: - Font @@ & 3muen font & WISoT d¢s7 Geal AT 381 1 Change & a1
38 background check &% 3R & g $& FA $8H AT fhd o1 Fhd & 39 font &
FErIdT & 319 fohdy word Feiwre R U 9T A TR A1 3R Sl Sgd ST sthecd 30 W
T Fohd &




10 - -
IME IMNSERT PAGE LAYOUT

Calibri 11 ~|A A

v Font Style: - Font Style & g@rt 39 Excel # fo@ srv fodr #ir words & style change
X Whdl §, A IUH ggd AR Text Style e S o ganrr 39 30a Text &
Style &I Attractive &1 ahd &

v Font Size: -23a€c &1 TISST FH AT SIGT Fa1 & faT Font Size 3iTcered &1 STAATT
gl

v' Bold {Ctrl + B}:- Selected Text = Her =t & AT g1 39AT fFar ST B

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

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

v' Font Color:- Giie eeee fo@sr & faT Font Color 3ol &7 SEIATT Hdd &l

v Fill Color :-3a & ok R & fAT 3T 3T FT sTAATT FA 2

v' Borders:-s@# 39 s @ked s Bottom Border, Top Border, Left Border, Right
Border, No Border, All Borders, Outside Borders 3mfe fAed &, Sieeh gart 39 3maei

IaIFHATER Cells # ST ST Hevcl &

3. Alignment: -z Rseq & zarT vl ofic H A & e & Align FX Foha B

Fr - %‘ Wrap Text

I
11
il
i

&= 3

Merge & Center -

Alignment P

v Left Align: - cell & srer &t It 3R TAST A & AT 57 fFhed F7 T = ¢

v" Middle Align: - cell # data &I Horizontal sir & Tasa &= & fav 3@ Q[T &1
TIA HA ¢

v" Right Align:-3<r & data I gl 3iR Tasd sl & o0 38 AFeqd & TIT A &l

v Justify Align:-3& option &I TheT & W Al &M 3TeT SR 3 JAT &=l ¥ SR gl

W TATSA & ST gl



v' Top Align: - cell & data & IR &I AR TS I & v 50 AFed FT TIT A
gl

v Middle Align: - cell & data &I Vertical <7 & Tasd =t & AT 3@ @Feq &1
TIT FA B

v" Bottom Align: - cell & data & #d $r 3R Tosd W F AT 37 QAFeqd F1 T
A Bl

v Justify Align: - 38 option & TIT & W A HT 3T I JAT AT § SR gl

W TATSH & ST gl

v" Orientation :— text &I cell & rotate =% & fav 37 option & sEIATH FA &

v Increase Indent :— Text @I cell # aIfgsh & #7g & & fav @ 3o &
STAATT A B

v' Decrease Indent :— Text &I cell & 918 % AT = F v 38 3ifcers &1 sEdATe
X Bl

v Wrap Text:- &§ IR 2fic & dcd 7 31T e & 96 el A1ar § 312ar @ srer fewrs
STEY &1 a9 37 AFed Wrap Text &7 39AT ¥d g1 58 QAFed W Fold Fa 9T A
3HA 3ol AT 31T & AR R of ofdl g1 1Y & T fahed & Wrap Text fFu amw
ster & Wrap Text @1 gfaer &r ger o dehdl &

v Merge & Centre:- %% SR Excel & & & THT Th & ’h Tol &l 39H F S5
Hr TS aT BT §, W H Vod & g A ST F gy IUT Ao H 39T H ASy
& foT 3@ Ahed FT 39T fhar Srar &1 @1y € 54 faeed & Merge & 315 dod &l
Unmerge &t 53 ST Ihat &1

4.Number Formats:- =z option wrer ofic & & #=¥ & g & 3MaEF B
Fs I gH T MNe T fHdy AT F FX ST ST T &, dl s IR) feeTieh STelel aar
1 39 THR g F A g HeT-3edT YR & 31T BEfe I Jraedendr gidl Fife e
FI AT PR O fo@d §, o &) 3709 Y &, JUT JHT 3791 R O forma &1 39
Qe & ATEIH T 3T TAod I HAT-39T TR & format R Tha &, & Fg aa &
e} WIHT 31eT AT R fFF @ 1 2er date format # 30|




General -
, &0 .00
$ ~ O a0 a0

MNumber s

sUH AT YR & 3T wfe fAaa §:- General, Number, Currency, Accounting,
Date, Time, Percentage, Fraction, Scientific, Text, Special, Custom 3nfg

v General — Ig default format gar &, s@H ser 9ar Fdr wiFe #1 staaT Fo
$eX TR ST B

v" Number — 38 format &7 393197 d9 #d § o9 A & His FEIU @ gl

v' Currency — 38 format & S&ddATel 8 # Fedi &t faws & fore fFar amar g

v' Percentage — & format & SEadATT ek A TWec & @ & v Far srar 1

v' Date — 38 format & sTa#Te A & IR fo@sy & fow fFar Srar g

v Time — s@format & st O H AT fo@sr & o fhar arar §

v Text — ¥ format T STAATT A FH e @ & v fFar mar &, a9 - a4,
qdr 3|

v' Custom — s3& 37ddid Number format & &3 QFeq 3udsyr gld & et 39T
31eT i former & fow [Far ST ghar &, a1 T&a @ &Y 731 Bide S Ihd g1

5. Style: - av wergew & ganry swer A1 TRy W IS YER & Bife B S g B

STCT I Hide el & T Home Tab & Style ¥FeT & FdId Ao dTel 3T AT R

gl

v’ Conditional Formatting :— Cell & @ zer & udf & @Y wfc &1 § AU
Conditional Formatting @T 3931eT & g1 3% Hcddld sieX d ¢Hec I Affeet edl -
Greater Than, Less Than, Equal, Equal, Not Equal 37fe & 3R o) s1er fir s a1
Hehl §1 SN - fRET BT dT Result Report # 3¢1% Score & 316[HR Al & T del Heohel
g Text & Bold T @& §, 9@ 9 b @ & AT Icon &1 39T T Thd §, THR
& YR 9T 37T IR & 393" & Cell & @I § 9 Fhd Bl
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Formatting = Table~
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B2 Clear Rules K
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s Topic® T H Video H Explained fRaT 31T :- Video Link

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

v Cell Styles — 5T 37d91d 3TeT & fAfAeT TIFAT H dGof Thd &, STH T & HeAdhl TS
39S gld ¢ Siee IeIe STeT I A 3Terdeh §alT Hehel &

v’ Format Data as Table — s0& 3ic9id Rffe yeR 5 oo Tosd @adt &, e 319
39e STeT WX o] Y Hehdl gl 38Y 31eT a1 wiefe v v Fawlid o wied # acd

ST &l

S Topic® TR H Video A Explained faT 31T :- Video Link
https://www.youtube.com/watch?v=Xm6Ho3vWIBs&list=PLVbRFL6i5RV
JorAu3KGtx6 06-e9gkfK&index=5

&

6. Cells Option: -su R@ey & vada ofic dr ofic F Jou o1 TEfc a4, o5 Ged @
e 5o AT Toq aur e S el e Fd A & e ferd 8-

- 3
= I:[M [

E E _A_"
Insert Delete Format

* L L

Cells


https://www.youtube.com/watch?v=QvT1caGefsk
https://www.youtube.com/watch?v=Xm6Ho3vWlBs&list=PLVbRFL6i5RVIJorAu3KGtx6_O6-e9gkfK&index=5
https://www.youtube.com/watch?v=Xm6Ho3vWlBs&list=PLVbRFL6i5RVIJorAu3KGtx6_O6-e9gkfK&index=5

Insert:- 38 fa%ed & canrT 5 T 3¥aT s M s &1 HF fHar Sar B

W N

Insert Cell: - 37 Option & g@rt @5 Cell Insert Fr I THT g

Insert Sheet: - 3@ Option & garT ag Sheet Insert &r T FHhdr &l

Insert Sheet Rows: - 38 Option & garT @5 Row Insert &1 3T & &l

Insert Sheet Columns: - 38 Option & &arT &A1 Column Insert a1 ST T &

Delete: - 7 AseT & garT del HUdT efic A Seic fhaAT ST e &l

1. Delete Cell: - & Option & g@rt Cell Delete Fr ST T &l

2. Delete Sheet: - 38 Option & garT Sheet Delete &I T H&dll Tl

3.

4. Delete Sheet Columns: - 38 Option & garT Column Delete f&ar ST Fehr B

Delete Sheet Rows: - g8 Option & gaRT Row Delete &I #hdr B

v’ Format: - 38 f@eq & ganr Cell Size, Visibility @2 Protection 3nf% @ Format far

ST HhaT &1

1. Cell Size:- z& option & carr cell (row aar column) & Height & Width =1 siger

ST HhaT &1

1. Row Height:- g8 Option & garr Cell 372ar I &I g3 A SGall ST Hhll &
2. Auto fit Row Height:- 81 3 3 T # gisc Cell & 31T & 3RTAR Auto fit

g e &

. Column Width:- & Option & garr Cell 3@t Column &I Width @1 sgar ST
HeheTl Bl
Autofit Column Width:- s@er g st W Column &1 Width Cell & 3rer &

3TER Autofit g Sl &1
Default Width:- & Option & garr @t Cell & Column #r Default Width &1

g&oll ST HehdT ¢l

. Visibility: - 38 deq & garr vadar fic # fxdT Row 312ar column &t Hide 3rar
Unhide &% @& &1 I & 3m9 Excel file wea $r fFdr sheet = 3t Hide 31ar
Unhide & @ad gl

. Organize Sheets:- g8 option & gar1 Excel file #rSheet &I Organize THaT ST FehdT

gl



1. Rename Sheet:- 8% cart Excel file & fdr Sheet &1 =T SeaT ST Tehll §
2. Move or Copy Sheet:- s&& cart Excel file 1 Sheet @I &I fahar o Tehar §
3Yal 38 T S8 @ @ S Hd fhAT S Fehelm B

3. Tab Color:- 57 option & ganr Excel file & Sheet & tab color (sfgr &t 31X =
e &1 ATH fG@IS ST §) FI dgol AT ol gl

4. Protect Sheet: - 38 option, & gaRT TFA Hsel AT fRer fic #F qrAas st T gl
$d option, T YANT A W sheet # &S deara HTel & MUl password ST gl &
5T YR 3T sheet Fl IR deold T Wede N Tahd gl

5. Lock Cell: - =fg 3m9et veder fic & password protected frar g, @ 39 38 option
T 3YANT I Toh &

7. Editing: - Home Tab # Editing Qe & 3idefa freh srer & tfRe == & T
et 3ifcere 3ma §-

v Auto Sum — =& option ¥ 37ex F$ 3R BT 3y T ¥ - AutoSum, Max, Min

anfgl AutoSum option & gaRT foRdT IS & Tled I Tohd &1 Average 3iTeerT & #Acg

¥ &5 HEIT T Talsl F&IT dT N Fohd &1 Min GFed & carT oI &1 AT a
Fhd § dUT Max & SaRrT Hed d31 HE&AT AT N Hhd g AR Count & EaRT FEITHT &l
ol @ §

v Fill - =& option % CaRT TRl SRR I ST o« dhd §, o1& - Date, Serial 3mfe]|
sq% 3farar fRdr et & Up/Down/Right/Left fher X @ahd g1

v’ Clear — Comment, Formatting, Links 7 3=T R ST=aRT 50 Qe & CanT gars oI
Thcll &

v Sort & Filter — 3& option ¥ 2@RT 3e@¥ # SAHRAT F A va Reex RFar ST TaaT
gl & - R&rg & Ascending/Descending 313 & o9TAT| el doldes SITEhRT &l &
fearar st e

v/ Find — & option & 2anT Rl ¢Fee a7 FeR &1 W o THaT §, SN R ST &
SIeed H ol FCS¢ A 3HS AH F A7 Vol AR & SR Tisl Heohdl &

v’ Replace - 39 option & garT fRaT Tee A foRdll 31T e & A1y Reed T dahd g,
ST fREY FEST & SEEE H FEC & Sest M 3R F a7 @ fow arv §, Read 3o &
garT @M & Male & 3R F &I Female & t& R # Reerd a1 &hd 1




v GoTo - $H Tl & gaRT gl & fafdieet el o ggar S Fhel &l

v" Select Object — 3@ option & z@RT T 3ifsoige A @elFe I THa & o R TR
& > g

v’ Selection Pane — Ig option T& Pane Window 3 &tar ¥ foras @sf s=w¢ fvu
T 3Hieotare T FT @l & 8 68T & ganr fhdl off Hissiee & grgs/A T Fehd & AT
3THT ST T THhd g

MS Excel Insert Menu

9 Menu & garr Shapes, Pictures, Tables, Pivot Tables, 3-D Models, Icons, Excel Art,
Digital Signatures 37fe Insert a=st &1 ST FaT ATCT &l

MS Excel &T Insert Menu 10 HTelY 3 &1 ga3m grar g1

Tables
[llustrations
Charts
Reports
Spark lines
Filters

Links

Text
Symbol

Ooo~NOOLRWNE

B0 A s Bookl - Excel (Product Activation Failed)
FILE HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  POWERPIVOT Microsoft accoun t -

r<> Shapes PO | RE=00 & e A Wardar: - 7T Equation =
2 H S 1 ' =

T2 SmartArt . I(- A R (e fi Y Y S [ Signature Line ~ €2 Symbol
Piwvi tT ble Recommended Table  Pi t line Apps for  Recommended . PivotChart iner Line Column  Win/ Slicer Timeline Hyperlink  Text Header

PivotTables " s 8 Screshot - Oeer | G e . View Loss Box & Footer || Object
Tables lNustrations Apps Charts i Reports Sparklines Filters Links Text Symbols ~

1. Tables: -zw Group # &% Fer 3 Option @~ # e ¥ s Help @ 39
Worksheet # faffiea s Y Table & Insert & @ha Bl

E O d

HOME IMSERT
J i3

PivotTable Recommended Table
PivotTables

Tables




v Pivot Table- 3R 3mus 9y &3 AT # data & a1 data sgd complex ¢ 5 analyze
AT SE ARl BT &1 T F AT Pivot table FT sEAAT FT large data T 3@ &
arrange 3R summarize & Thd gl STH -39 YR & filters oemT I & oo
oie data @ Bler fhar Sar g1 Pivot table option @ click e WX 3M9eh! U dialog
box display &r & f5&e Select a Table/Range, Use an External Data Source 3R add
to Data Model option nf&Ae gl

v Recommended Pivot Tables- 37R 39 Excel gart recommended Pivot table &
use T AR g ar 37 option W click &Y sHHA 39+ data & BHET & S tables
T best suit gl 3¢ 39 AT display foRar soem|

v' Table- & option & #igg & 3MT 319a excel sheet & data #' table & & & convert
X Thd gl o & AT 37 option W click :ET ar Ig data Fr range & select &
o, 39 TR ar ge & ¢ data @l select : Hhd §, 3R IHS d¢ S & 3T OK W
click &1 ar 3maer data, table & &7 & convert g JRAam|

2. lllustrations: - lllustration @ Ade® vs picture ar diagram &dr &1 ar =9

group & options Hr HAE & HT HUT worksheet # pictures, shapes, Smart Art 3R
Screenshot insert a #&d &l

L | L | [&)Shapes~
g 2

[=] SmartArt

Pictures Online
Pictures &4 >creenshot -

Mustrations

v’ Pictures: - 38 option W click &tF 319 379«r computer Ir T laptop &
pictures T ge T worksheet # insert & #hd gl

v Online Pictures: - & option @I #icg & 39 fafA= online sources ¥ pictures
ge & 394 worksheet # insert & Hehd gl

v' Shapes: - 3@ option W click & 39 A YR & shapes T & lines,
rectangles, arrows, 3R equation shapes, 31f¢ @ 3197 excel sheet # insert &
Fhd Bl

v Smart Art: - I8 &I information a1 idea $r ws visual representation gt &1
a1t fF 3T graphics & JRA information & represent #&d § 0 387 FHST



AT 8 ST g1 39 Smart Art option W click & 310 SR & AR fAffet
layouts & & #1$ & graphics g7 dehd B

v’ Screenshot: - 39 & option ¥ #ee ¥ desktop W open gg e #f window &
screenshot, 319 excel sheet & aow add & THhd gl

3. Chart: - Insert Tab & Chart & 3iaeid 3uereyr RAffe YR & Chart 1 STIATA
grer @ graphical form & ygfla s & fow fohar Smar &1 Excel & &% g&R & Chart
39 8ld &, o® - Column, Bar, Circle, Line, Hierarchy 3mfgl & @3t Char 37eler-31eteT
g#R & data & fg@e & faw 39ier feo sra €1 example & faw et company 6 #delr
@ RAIC # column chart & display &7 d&d £

12 VIO Rl I :
Recommended ] PrvotChart
Charts L R -

Charts s

v Recommended Charts- 3°R 319 @gd § 7 excel 3m9% data & IWa & o ¥
39t charts recommend &YX dF 39 39 option & SEAATT X Thd gl 9% TolT 71T
worksheet # 319s data &I select &Y 3R X 37 option W click Y| 39w 3
charts T ©e list fe@s & & 3mus data & RO ¥ Ged best fit g

v Insert Column Chart- 33 option W click #& 31T 319 select ¥ arv data =

column chart # convert & ¥&d gl 39 9HR & chart & use faffi=a categories #
values & compare FT & ToIT gIAT g1 ST &7 g8 cricket & @ & Heldr g, 39
g& F3lt ;3 Fo charts fe@re o &, 5@ $o bars &1d 8, St & g gafa & & fea
over # f&asl runs T gl

v Insert Line Chart- 3@ option & #gg & g& Line chart &1 @& &1 39 UHR &
chart &1 SEQATT 3T THT F AT deadd trends IT FFAHRT F @ &F AT o Tohd
gl

v Insert Pie or Doughnut Chart- s& option & #cg & g7 Pie chart a1 T&d g1 Pie

chart wa circle &I @ 8ld 8, 51 %o gearst # dier el & 3R g7 U Ths 3TelaT el



data & g2fd §1 9 IfE fnedr data #r value Samer § @ @ gahst a3t glmm 3R value
A g dl Bler glam| il ke & Tef gohs [ data THSA & HH 31 B

v Insert Bar Chart- s& option & #cg & g7 bar chart a1 I%a &, I8 column chart
Sar € gar &, §9 column chart & bars vertical @nfa @y g/a & 3k @ bars
horizontal g 1

v Insert Area Chart- & option #I #ee & §H area chart =1 §&hd g1 Jg fdelde Line
chart $r ag 81ar &, ofsha 3T lines & =y &1 area 1T gIaT B

v Insert Scatter (X, Y) or Bubble Chart- s@ option I #icg & g Scatter chart sar
Tohd g, 3§ X,y chart o #gad gl I8 chart sgd Iy values & sets & 9 & FFEY
&l @ & fov sea#ATer fhar Sar g

v Insert Stock, Surface or Radar Chart- sg option & #eg I &9 RffeT vpR &
charts s=r @¥&hd §, o1& Stock, Surface or Radar Chart. 3a% Drop-down arrow & click
$ W 39T stock, surface 3R radar chart & different types @st & f&e a1 &l

v Insert Combo Chart- 3g & column chart 3R & line graph @ a1 ©& column

chart 3R = line graph @1 combination giar &1 39 &R & chart & use dg fhar
ST & 519 379 918 mixed types @ data giar gl

v" Pivot Chart- 38 4R & chart @7 39319 data & graphically summarize &%=t 3k
complicated data T gar @M= & T fRar ST £l

4. Reports: -

v Power View- MS Excel # "qraX =" Teh ST fAGI3elISoiRlel ¢of & il ST &l v 3R
seifFea arc, I, A9 fe &F T & yeiid o &§ Aceg T &, [9Tq 37 A oSt

3T & ST B

5. Sparklines: - af® ga 9 Table Form 3 w& asT Database glar & @ Sparklines

gAR Data & AT Graphics & & & Data &I HsT H HGGIR &IdT & 3f¥ar Sparklines
T o (A Charts Insert T I&d &1




T
cl | | 1 T |

Line Column Win/
Loss

Sparklines

¥ Line: - Ig Sparkline t& Line & &g a¢ §a1dT &1

v" Column: - 3g Sparkline Bar Chart & atg Column & &1 & Chart s g1 59
g¥ Column T& A & Data & itdr 2

v Win/Loss: - ag Sparkline # Column Sparkline $r &Rg &I #ar g1 37 Sparkline
HT 39T a9 fohar Sar g, S« frdr I 3rgar Column & dalt H momcA+ ( Negative
S -100) T garcA® (Positive St +100) @y YR &7 Value 3tuar Data @Yl g4
Negative Value Line & & Column sa1cr 8, a1 Positive Value Line & 39T Column
ECicily

6. Filters: - =z Option MS Excel # faf= #f & fw Tools add Fer $r giaem vere
FLaT g, St Online Store WX 39y gld &1 Ig & YR ¥ Data & Filter &ar gl

v Slicer "Y r!.-
v Timeline Slicer TmEImE
Filters

v Slicer - Excel # Slicer wes & Filtering Tool § fora@ Tables, Charts, 31T Pivot
Tables # 3er fheex fhar ST @&ar g1 I8 T Visual Analytics Tool &1 Slicer @1
SEJHATT deh, 39 319l SeT I e T Thd & 3R 39 W &I higd N od ol

> Ig Al Whoet &1 Jofell # 31f8% SeifFea 3R ITAERAT & 3HeThel &
> IE 3T ey alel T Teh TET daT &

> g 3Ers 3R IR ROC & a1y 3sT aig ¥ fhe dodr gl

> TE U 93 3T Ve H ve faflise e W eue FRa A § Acg AT g

v Timeline - s& Option & $¥ATer #X& 39 Data 3R Time & 3%[8R Data Filter
X Thd g, Ig Option Table 3k Chart = 3maeh & Filter & 24T g



7. Links

v’ Hyperlink:- 38 Option & s¥d#ATa & 31T 3797 MS Excel & Document
# f»dr 97 File, Folder, Photo, Video, Document JgT d% $T Website @r 8t H}r:ﬂk

Linkadd % @shd & 3R 3& Link & Feleh #t & g direct I8 & gl ST

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

g0 4 2 3

Text Header WordArt Signature Object
Box & Footer - Line -

Text

v" Text Box:-3&@ Option & SEIATA e 3T 390 U A Text Box @ Draw &T Hdhd
gl

v' Header & Footer:- If¢ 39 319a Printed Page & 3w 3R & o forr g3 e T,
ar 39 top & folw Header dur Bottom o foiw Footer o9 Hehd &l

v" WordArt:-sa Option &7 39397 &F 31T Text # Special Effects 3R faffi=a Font
Style Add #T I&d ¢

v’ Signature Line:- 319 58 Command T sTddaTe & T Signature line insert & d&d
g, S 39 <afed & Afcse @ 57 Signature & g1

v Object:- 39K 3M9 319 Excel Sheet & 37eX 3=a Software & Objects & Embedded
HAT AT ar 39 Option FT SEIATT A |

9. Symbol: - s 3wt @ sitces e § S i AT F R B & s ganT 3y
Excel # &S o aifoid &1 R 3 3 &1 o ¥ €

T Q

Equation Syrmbaol

- -

Symbols

v Equation :- 38 W fFae ad & 9@ A0d & IR gF Ad S §, 3m9et Excel #
S off o7 7 A 8, 38 W T Y oY fSorsper 39t g & Siam & Excel & 3 SR&em
3R T & fewem



v Symbols :- 38 W Fasw ad & 3R 70T F R [RAeg B I &, 3m9sr g
394197 Excel H e &, 39 W Fae Y | 3R 39! ¥+ A0 & Reg @nfgw ar 319
More Symbols &X Feres H|

MS Excel Page Layout Menu

sg Tab &1 gt Worksheet &r Setting & forw giar § 3@ Tab & #igg & &7 Worksheet
#r Themes 3R page Setup & Size, Margins, Orientation, Print Area 3R Print Titles
ST Set aX Hahd gl 30 Tab & #HAce & Worksheet & e 3=aT Look & IFha & 3R
Shapes @I & Show , Hide 3R 3=t & Arrange & @&hd &l 39 & Tab & Mouse &
Click %% ar Keyboard & Alt + P Press &% Open & H&d gl

MS Excel #T Page Layout Menu 5 HT3IY & &eT 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: - s@ Option & & gt It Theme 2@ & fAoAT §, 9T #Ace O §H
39t Worksheet @1 Design Change @& &&d &, A T Worksheet @r Color, Font
3 Effects & Change & I&d &l

j I]Cnlursv
— Fn:nnts"

Themes

- D Effects =

Themes

v Colors:- 39 38 Option & #Acg & Theme & Color @ Change &R Thd gl 39
Cursor &I Ucds Palette & FUX I@HX 39 T @ Tdhd g 1o dg Color Combination
39 Worksheet # &ar «@em|

v" Fonts:- 319 Worksheet # #lsig @3t Text & Font Style & Change &% & fod
58 faheT & SEAATT HY | FHA 3T 9§ TR Fonts T T AT I &




v Effect:- 39 3m9% Worksheet # @I Object #isg & af 56 Rdeq 1 #Aeg & 39
38# faffiest Visual Effects e ¥ @ g

2. Page Setup:- s& Group # anf@ Commands @& SEAATT S &8 39+ Excel

sheet & Print page & &9 & set-up X THhd ¢

oy D & S

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

v' Margins:- 39 319a7 Page @I Print @&d ar Sit White Space 38& 3R, &g, a0 31k
gIv fFaART & gar & 39 & Margin &gl ST g1 38 Option T 39A9T i 39 Excel
sheet & Page Margins @ Adjust T T&d gl

saa e RAseq g 8-

> Top: - 8% ¢aRT 9T & Top fhel & gl &l HA-SATET HT Hehd &

> Bottom: - 3H® g@anT U & Bottom R & gl T FHH-5AGT W Fhl B

> Left: - 38+ qarT 9o & Left IR & U & FA-FAGT HT Tl Bl

> Right: - 3% g@rr 97 & Right fFaR & gt & FA-53m@T T Tohd L

> Header: - 38 fd@eq & arr 5T & U7 & Top fhalR & gl &I HH-FAET F
Thd gl

> Footer: - 8 fa%cd & g@RT eI H Il & Bottom AR & g & HA-5TET I
qhd gl

> Center on Page:- 38 fd&cq & ganT el & 91 & HeX H fRAT ST Fhal & 30H
ar [Adea fAea g:-

> Horizontally: - 38 fa%eq & garr swer & horizontally 957 & dex # frar o
HehT &

> Vertically: - 38 R@&cq & garr 3er &t vertically 957 & X # fram S dhar

gl

v" Orientation:- 33 39y 2 Option g@a & fAed § Portrait 3 Landscape, &
# g Portrait Mode Select f#elar §I3Ma 39«1 Page @I f&& Direction # Print



AT e &, IEr fb Portrait ( Vertical )ar Landscape ( Horizontal )ar 3ma &
Orientation gaRT Set ¥ ¥&hd &l

s &Y RFeq Aaa =
. | n JNR
1. Portrait: - sy faheT & GAaRT AT 9sT @I Verticle &9 & @ Orientation  Size P
X Thd &, ST Height, Width & 318« 81T g1 D oot F
ortrait
2. Landscape:- @ fa%eq & garT 319 95T 1 Horizontal ®9 &
¥ F @Y £, TEE Width, Height & 3 @ &1 =
v’ Size:- 36 Option # #Aeg ¥ T (9= Printing page & fav us Paper size I
Tohd gl o - Letter, Legal, Statement, Executive, A3, A4, A5, B4 (JIS), 3R sff

ggd TR A & | 9 3T 39a Document Print &% @9 I)g Option 3mash A
3an| 5 8 Size & 39 3197 Page @i Print &% agd § 39 Select e

v’ Print Area: - ao—éaﬂ@@?vr%ﬁtﬁgmag?rmm%, W H §H 39 Theg &
3UANT FXeh e TRAT BERA X Tohd ¢, T fic & ohder et Bie & g1 386 fow
I Ygol 3dol Area T Select & o, 3% &1 Print Area Button @X Click &,
3T & Set Print Area W Click &% &

v" Breaks:- 37X 3m9ar Document 31f8& &« § aF 39 38 Option & #Acg I 30 &3

Pages # Break @ @ed &1 f99 & Print &d &I 3M9ar Data  31ef91-37el9T Page @
Print &1l

59 faFeq & 3mye e faFea A

1. Insert Page Breaks: - 37 ey W Fad et W 50 T H ada@= # Jaac

fohar g1 &, 98T & 9T S & S g

2. Remove Page Breaks:- 55 Rseq & gart vadier ofic & s 7w et o1 s
&I gCAT ST FoheT o

3.Reset All page Breaks:- za seq & zarm vade fic & o av @sft o7 soq
$I Teh TTYT SR ST FohdT

v" Background:- & Option W Click @& 39 319sit Worksheet @& Background #

$15 Picture &9 o B




v’ Print Titles:- 3R 3m7 f&d Rows 3k Columns ( 3 ©s Table &1 Header) @
9% Printed page # Repeat &&T dgd g o 38 Option &1 39A1er &Y (38F o
ed ggol Print Titles & Option wX Click &Y, Page Setup Window Open g4,
gl Print Titles Section & 37eX Rows to repeat at top 3iR Columns to repeat at

left T Option 3maent fe@rs ¢amlSelect Y 3R 3R 319 fHET & Repeat Print &=m
T & o 38 WClick X &, 31§ OK = Click &% &l
3. Scale to Fit:- =@ Option #r werar & &1 3 Document #T Height 31X Width
FI Set FT Thd g 3R 3T Tg ar 38 Automatic W & Set F THd gl

ﬁWidth: Automatic -

ED Height: |Automatic -

'y

x| Scale: 100%

Scale to Fit fa

sHH g4 3 Option fAea &
v" Width:- 3@ Option &I @g™Iar & 3T 319 sheet A width & Set & Tha &1 A
3R Printout & 3mgdr Sheet $r Width 1 Page & a1gx &7 I & aF 3T 37 Option
AT 3UANET e 3T Width Fr Shrink 3% 1 Page # & Fit ) d%d gl
v" Height:- 3@ Option @1 &7 8t Width 3T & &, afT I8 Option d &1eT 37T &
& 39k Data dr Width S3mer giar g df I8 Option 34 @« Data &t &t 3«7 Pages
H Print X ¢t §, oidst Pages 319 @8d &l
v' Scale:- 3 Option &I 3T d9 & YINT & Thd ¢ g 39ar Height 3ik Width
Option Automatic @ giar g, Jg Option T Width 3k Width Option ST & @
T &, ofehel HHA g7 Percent # Value e §, 919 &8 39«1 36@R & Adjust
X FHh ¢
4.Sheet Options
v Gridlines:- Excel & 3t Row Column & lines gl § 33T lines & g7 Gridlines
Fed &, 38 o Option et B
1. View- 3 Option &r 3m9 Check & & I@d g dr 3m9ehr Excel Sheet & Gridlines
Show &@m, IfE Uncheck & g dr 3masr Gridlines Show =1gr &&am|




2. Print- 3R 39 Gridlines T 3197 Page WX Print ST d@8d & ar 39 Option &1
Check &Y 3=g2m Uncheck &I

v" Headings: - Excel & Sheet & st Row & Number gar Column & latter g@=
# Aoa &, 30 = g7 Headings F8d &. 39 & Option &ed & -

1. View- 3@ Option &' 3m9 Check #T & I@d g ar 3masdhr Excel Sheet & Headings
Show &=, Ifg Uncheck &a & ar 3muer Headings Show =Tl &&am|

2. Print- 37K 39 Headings #I 3197 Page W Print &R agd § ar 38 Option &r
Check &X 3=gar Uncheck #X|

5. Arrange :- Arrange Option & 3ieT &t 3M9e! %8 Option el o § aF afey 38
SATeId
LL
h O om <

Bring Send  Selection Align
Forward = Backward ~  Pane -

Arrange

Bring Forward: - If¢ 3m9e Sheet # sgd &R Images 3 Shapes g 3R @8 T gy
& IW-od § AR 3T 3o¢ TH-Th dh 3W T B g of 39 Option Fr sTAATT I
qhd gl
Bring to Front: - 3fg 3mus Sheet & Image ar Shape & 3R 3ma f»dY Image ar
Shape @I ga¥ Image a1 Shape @& 3W &« =G &, o 36 Option & SEAAT &
ahd gl
Send Forward: - 3¢ 39 Sheet # sgd X Images 3R Shapes & 3R a8 T& g@
& IR g, 3R 3T 30¢ TH-Teh dh Ard ool dIgd ¢ af 39 Option Fr STIATT I
qohd gl
Send to Bank: - afg 3mas Sheet & Image ar Shape § 3R 39 &Y Image =r
Shape @I g&l Image 3arShape & &I ol =g &, df 38 Option @& FEIATA &
qhd gl

v" Align; — #=&gd object &t T TTY afcahelr AT BIRSIecoll TS el & foIT 37 3iTcereT
X GEAATT A B




v Group: — T& @ 3t object & T @Y U e Teh Jiesige o & fT Group
3TCRIET T EAATST A 8, U [T 3T object @I YeT: 3@ & & fIw Ungroup 3iTeerst

HT SEIATT T &
v' Rotate: — felt &=y, A9 =1 object & 90, 180, 360 f3afr o gA™ & faw Rotate

TR T SEIATT P &

MS Excel Formula Menu
MS Excel Formulas Tab & faffiest Functions &I Insert @31, Cell &I t& Range &
Name Define & 3R Formula Audit R & §ARY #cg axdr ¢l 39 Tab & &3
Functions enfAe g1a g1 Excel # Function t& Preset Formula g fo&e& Use fafdes
R #r Calculation &=t & T gram §1

Formulas Menu & g% 5 Section ¢@« & fAda -

FILE HOME INSERT PAGE LAYQUT FORMULAS DATA REVIEW VIEW POWERPIVOT

=, ElDei M B 5 ' 5
fx z B = =] Define Name ¥ nTrace Precedents (%] Show Formula m Calculate Now
Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math& M N “% Trace Dependents " iror Checking ~ Watch  Calculati
nse AutoSum Recently Financial Logical Text Date ookup a ore ame ) _ — Vatc alculation
Time - Reference~ Trig~ Functions+ Manager 5 Create from Selection R\ Remove Arrows + (%) Evaluate Formula  window Options = EﬂCaIcuIate Sheet

Formula Auditing Caleulation

Function - Used - - -
Function Library Defined Names

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

4. Calculation

1. Function Library

Function Library section # g% 10 option @« & fAed §-
Koo 2 2

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

Function Library

v Insert Function:- 3@ Option & #Ace & g& AT 8t Cell & Formula Choose a= 3@
Edit & &@&d g1 I 319 Insert Function @X Click #&a g dr Excel 3madr Worksheet



& THAA T Insert Function Dialog Box @ Display adr §1 37& 39 Jgf & 38 Options
&1 Use 38 Function &I Find &R« 3R Select &t & faT &T dhd § @ 3mq Use
T TEA &1 3T 38 Shift + F3 Key 1 Acg & #ff sTddATT ¥ Thd ¢

v" Auto Sum:- 5@ Option & Acg & 39 319 Data & Simple Calculations & &t Sum,
Average, Count Numbers, Max, Min etc. & d&d gl 3HS [T a9 Ugel 3UHI a8
Data Select &% glar & fo@dhr Calculation 39 &tar aga &, 3R 3TF a1 319 39
Option @ Click #t& 38T Result AFrer I&a g

v" Recently Used:- 3@ Option #& g ag Formulas ¢@st & fAda & fSeg gd« gga Use
far g1 I8 T Formulas &1 History gidr &, 999 @ 319 9gel Use f&t a1 Formulas
&I AT & Access X Hhd ol

v’ Financial:- 3¢ 3m9e! 319er Worksheet # & Financial Calculations &% & (19
EMI, Present Value, Future Value, Interest etc.) ar & Option & 3m9er Advanced
Financial Formulas @er Ja & o= @ 3mg 39al HTERIFATHAN el ITAET Y
Thd Bl

v Logical:- 30 fasheq & difoierel BT S AND, OR, NOT 31f& y&hR & wreferm T =
il &, ToIeTdl @ 30T 39el ITaRTSATAR BT 3UAT FT Thd gl

v" Text:- 38 Option & g& 9gd AR Formulas &&= #1 f&e Sd &, o=t Use Numbers
% Text Form & for@al & faw fRar Sdm &1 37 Formulas &7 Syntax F& 38 dlish &l
gl & -
=TEXT (Value, Format_text)

v' Date & Time: - 38 Option # g Date 3R Time & ¥&f@d Function @ & Fea
g, Tl Ace & 3T 319sr Sheet & Date 3K Time &I 3=a @ /@ TFa £

v’ Lookup & Reference:- 59 3imus ore Excel Sheet # sgd @RT Data gar & 3R 3maet
39 Data # & g Specific Value =ifgw gy & a a@« 39 33 Option &7 STIATT HT
ahd &1 $8H §H Vlookup 3R Hlookup & Formulas St T Excel # sga Simaer
SEIATA fhU S § ¢@a A fAed gl

v' Math & Trig:- 5@ Option # g4 Math 3iX Trigonometry & Formulas @a &t
Ao &1 3 € 39 39 Option W Click &1, 319 @mHe TgT g Formulas & List
3T Swett, gl & 39 S’ & 3aN Formula 97 & Bl




¥ More Function: - More Functions & g& 3 9gd X Formula ¢qa F Aer I g
sUH §H Fo Categories fAe STl &, 14 Statistical, Engineering, Cube, Information,
etc. & g7 & T& Category & & 3791 37el9T Formulas 2@a &t & aa g1

2.Defined Names

Ry off 9o & formula T & AT & A T range & define &= gar &, 37dTd
g5 Excel Sheet #T Fg-frg T W formula o= &, I8 define & giar g1 Ifg =
g cell range T 39T g8 U & 3f¥& 918 W Herdr-37e9T formula I =T g ar
g4 T3 serg Cell range & define & gl 98 &9« & Tolw Excel & Defined
Names fasheq fferar &, Tord g A9 3Maedehdeiar o 15 Cell range &1 Us ATH
¢ @ad g, dur formula omad @8 Cell range & TAT W 37 AF F & 3UAT
Hohd gl 39 YR §H cldT-37e1dT 3918 formula &1 39dT ¢ a9 $7 g7 oad Cell range
& ToIT fear I A & STeler 8T gl

= =]Define Name ~
]
Mame

Manager |'3 Create from Selection

Defined Mames

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

v Name Manager:- 38 Option 1 Use Workbook # 3uier fw arv @3y Names @t
Create, Edit, Delete 3R Find &t & fow fRar Sirar g1 Cell References & a&ed &
T H AT & 3YAET Substitutes F FIT ST FHaT &1 3EEIOT F AR W S =Sum
(D6:G6) &F s =Sum (Upciss Prime) & Option &I Use &% & farw 3ma Ctrl + F3
T JAT 3 W Thd &

- x v K =SUM(Upciss Prime)

Functions
=]

Example 1

ID Number Hindi English Math
998098 Rahul Kumar =SUM(Upciss Prime}-
998093 Mohan Kumar a7 a2 51 30
998100 Rohan Kumar 65 36 82 30
998101 Vikash Kumar 46 45 50 85
998102 Raj Kumar 41 34 80 a6
998103 Naresh Gupta 78 72 81 29




v" Define Name:- 3# fa%eq & ganr g fanelt ot cell range 3 cell & @Hg 1 A

¢ Thd &1 T & 39 option & §H 39 A1H &I THT W define FT g §, 3ATT I8
oTH hdel Teh Sheet # 3uANer fohar ST Fehar &, 3ruar 94 Excel workbook file #i|

v Use in Formula:- 33 option & garr 3m9T AT formula # define frw a0 & &
39T F TR ¢

v’ Create from Selection:- I v 71t Ahedt Fr Rg & I8 o Rl a7 & & foT
Name define & & % #aT 1 387 3R Ig ¢ & 317 599 cell range &g Name

define &TT TEd §, 3o Tall # & 3T Top Row, Bottom Row, Left Column, Right

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

3. Formula Auditing Option:-

gd Option & garT Excel sheet # w@mu arw formula & 3iifse &r 3T Tt § 34T &l
A1 deg gl W 3UAET g W g, WY & | wrgen # Error 3T W@ g 37|

E:E'Trar:e Precedents |E.E-hnzuw-'Fl:nrr’nulas
“:ETrace Dependents Y1 Error Checking -
E Remove Arrows - IZ.:J:%:Z' Evaluate Formula

Formula Auditing

SHH gH 7 option @ H AdA &-

v" Trace Precedents: - 38 Option WX Click %= 9X Ig Arrows @ Display &=ar &1
S & 3T R Cell & #15 Formula wema § 3R @ 38 Cell #rSelect &= &
Trace Precedents Option 9 Click &% @ 3% AHA $& Arrows 3T STEa, i
& Ig gt § & 5@ Cell # Result 3mar §, 3 Result & fow galt i & Cells
&1 Use fRar amm gl

s Ffe || =HA+GA+EA+F2+I5+G6

Name

Hindi 55 AT ———65—— | 46 41 78
—————
English 84 42 36 45 % 552
—
— | —eq |
Math I | 51 82 50 80 81

36

89

247

170

191

320




v" Trace Dependents:- 38 Option & F1e FIR arel Option & 3eer &1 S 39 Fe
Cell 9T Click ®X & Trace Dependents Option ©X Click 33T df Ig 37 Arrows @&
Show &#tar g, s I8 Indicate &ta & 5 39 Cell &1 goig ¥ 5T fFa Cell W &
RECI

v Remove Arrows:- 39 38§ Option &I 3936 Trace Precedents ar Trace
Dependents & garT Draw f&»3 T Arrows &I Remove aRa & foIT & dhd gl

v' Show Formulas:- & Option @ 3ua1er Resulting Value & s 9% Cell &

Formula Display &= & foiw forar Sirar 81 Ades 319 8 7 315 Formula Apply &
& Enter gara § dr g8 I@rar Result e srar & 3R afg 3ma Result $r soma 3@

[ E F G H | J K L

Rahul Kumar Mohan Kumar Rohan Kumar Vikash Kumar Raj Kumar Naresh Gupta

552

Art 37 30 30 36 89
Total 247 170 213 226 191 320
Name Vikasb/(umar Name Rohan Kumar

Total ¥ 226 Total ™ 213

Formula & Syntax @I ¢@«T agd § ar 31T 88 Option & Use & Tehd ¢l

D E F G H | J K L

47 65 41 78
42 36 45 34 72 =HA+G4+E4+F 2+15+G6
51 82 50 80 81
30 30 85 36 89

=SUM(E2:E5) |=SUM(F2:F5) |=SUM[G2:G5) |=SUM(H2:H5) |=SUM(12:15) |=SUM({J2:]5)

Name Vikash Kumar Name Rohan Kumar

Total =HLOOKUP(F13 Total =HLOOKUP(112

v" Error Checking :- 3@ Option & #HAcg & 39 3190 Formulas & Error Check X
dhd g139 Option & garT 319« Formulas # 3t Common Errors gid § 3s¢ 39
Trace 7 & THd gl



v" Evaluate Formula:- 38 Option & Use Formulas &' Evaluate (Hedishe) s &
fow fohar Srar §1 3T Formula & 9cdsh $TeT &1 safFaerd §9 @ Hodlehed I Hehd & |
Formula @ #RET-gI-H19T Evaluate @ 39t Ig Verify st # #ge Fedr § &
ITg TEN &1 W 0T W IET B

v" Watch Window:- 3@ Option & #icg & 319 319 Worksheet & 3o Cells &t
Select T & &, [ W 3T €A I@AT AR & FT 397 Fis Change & T g AT
i, 31 Cells Fr Value 3masr T 3rerer Window & fe@=fr, 3@ 319 39er Worksheet
& frdr off REQ & 81 & dragE 4@ whd B

4. Calculation:-

sHd g4 3 Option ¢@S & A §-

v’ Calculation Options :- If¢ 39l Fo Values I Select &% 37 W &g Formula
EMAT & o AT SAAd & 8o hr S| & 31T ugel arell Values # 1§ dcolld d g,
ar 39 fRae ¥ 3m9s Result # #ff Automatically Changes 3m Srar &1 afe 3ma oar
ST Imgd § df 39 37 Option & Manual & Thd &1 8% §1¢ 3T9% Result & d«
ok Scelld gl 3TN, 1§ oeh 3T 39 Result arell Value # gg st Click =gt
|

Calculate Now

':EI":'T"E'ti':'” L,_'m Calculate Sheet
Options ~

Calculation

v" Calculate Now:- 38 Option & Use 3m9 Entire Sheet & Calculation #==t &
T & T@ea g1 3uer saer Use Tt &am g9m Si§ Automatic Calculation OFF
I & §¢ 81 39 Option & STAATT 3T F9 Key & gar ¥ Y o Tohd &

v Calculate Sheet:- 3@ Option #r #Acg & 39 Active Sheet #r Calculation X
o &1 39T 39T Use asfl a3 glem sig Automatic Calculation OFF Il & &g
gl 3mT 37 Option &1 3Tt Shift + F9 Key fr #Aeg & off aX Tahd gl



MS Excel Data Menu

MS Excel Data Tab &r Use External Sources @& Data @ Import & 3R 38 3=
EeTehcll HTER Shape ¢ & AU fhar Sirar g1 s@& 3remar g4 Data & Sort & Filter,
Advance Filter, Data Validation, Group etc. Option @& Use @xd gl Excel & Data Tab
Formulas 3iR Review Tab & &= & #isig giar g1 319 @9 Mouse & Click & 3@
Open & THhd &, A1 Keyboard & Alt + A Key &t garax 8t & Open faar ST dahdT gl

MS Excel Data Menu # @4 5 section @« I Aead & -

1. Get External Data
2. Sort & Filter

3. Data Tools

4. Outline

1. Get External Data

Ig MS Excel Data Tab &1 ¥e& ggell Section g it g4 External Sources & Data Import
FT A Allow F=ar g1 398X g5 fRdT 3= File ar 33 Source & MS Access, Web,
Text, 3mf¢ & Data Import &t Fr 3MaeTHhT &l & T & Excel &1 I§ Group gH #Acg
T &1 5H gH 5 Option 3@ & Aed &

®E L& %
From From From From Other Existing
Access Web Text Sources~  Connections

Get External Data

v" From Access:- 3Ifg 3mT 319+T Excel Sheet & Microsoft Access Hr &Y File =1
Import &%= TEa &, d 3§ Option & Use & daha ¢l



v From Web:- 3fg 319 Internet & f&dt Web Page & Data @ 319sit Excel Sheet
H Import =TT I8d g, df 38% fov 319 39 Option &1 Use T Tdhd gl

v' From Text:- 3@ Option & #igg & 319 f&Ar Text File & 39t Worksheet &
Import &T THhd &l

v" From Other Sources:- 38 Option & #Acg ¥ 3T 3= Sources S/ SQL Server,
Analysis Services, XML File, Microsoft Query, 37f¢ & 37197 Worksheet # Data
Import &T THhd &l

v" Existing Connections:- 39K 3m9at gger 8 fohdt Common Sources & Data Import
IE) g3 g dr 39 Option &1 Use & 39 Existing Connection & Data 9red &
Hohd gl 3T HAce ¥ 3T Ig ff @ Thd § Fr 39hr Worksheet & &gl &gl &
Data Import f&ar arar gl

2. Sort & Filter

MS Excel # 321 &1 sAscY (Sort) 3R fheeX (Filter) axat & faw, 39 31 29 H 'Sort &
Filter' §5g &7 393NT &Y "ehd &1 3T SeT i JoiATen FA (Ato ZATZto A) AT H&ACHS

HH (TS BT T T 98T I7 TG 98T F TG olen) 7 Sort X Tohd ¢, AR Filter & #Aregs
¥ RAffse 37 A yeftia & Fea

=== S
v 7 A |
A y A
7 Al 7
-~ Al L

;l Sort Filter
< s Advanced

\ '__-,a:l[‘t ::._ Flltfl

v Sort A To Z:- 3f¢ 3ma 3=t Workbook # Data @t Alphabetically (A To Z) ar

Numerically (Lowest & Highest) $hH # Sort &1 aga g o 319 38 Option
Use X dahd gl

v' Sort Z To A:- afe 3ma 3r9st Workbook # Data &t Alphabetically (Z To A) =T
Numerically (Highest & Lowest) ## & Sort &= digd g df 319 88 Option T
Use &1 dhd gl



v" Sort:- 3@ Option W Click &%=t & T Sort Dialog-Box Open gWar & 5@ 3mashr
Data &I Sort &% & foT 3rdRed Option ¢@a &1 Al

v’ Filter:- 3@ Option & #Acg & 319 319 Data = Filter & Thd §, 30T & AT
AT NS, WWE@’HWStudent & 3R &7 39 # ¥ Theer s ar Student &
Result 2@=r =g §, o 38% faw g7 Ig Filter Apply &R &3 38® & T Heading
% 3T Tk Arrow  &r faermeT 31 Smeen, 5| X Click &F & 39 98 Set & Iahd &
$r 39 Heading & & 319 & Hid @1 Data ¢@ar &1 38+ fow 3ma Ctrl + Shift + L
Shortcut & # Use & & &1

v Clear:- af& 3m9= 39= Data W it 8% Sort 3R Filter Apply fram & ar 388 o
Seond R feu § 3R 31 3T aga § & I8 Filter dgor ST @ ST ar 38 Clear &Y
& T 3T 39 Option & Use & THhd &I

v' Reapply:- z& Option &#r #Agg & 3ma Current Range # Filter 3R Sort =r

Reapply &X @&a &1 s&@& faw 3ma Ctrl + Alt + L Shortcut &1 8Tt Use & @&a &

v" Advanced Filter:- Excel # "Advanced Filter" (Advance Filter) te erfFdemer o
€ S 3ueRT SeT ot fafise AREst & IMUR W heel el 3R 3R i T Fiaur gar
g, S for Wremor fheey @ 31U Ffed 3R or<lier gier &

Advanced Filter % aR # Tt SR 0 Video # & 1§ §-

ADCA Full Course

Ms Excel Full Tutorial Course

(Class_54) amv—@i

Ms Excel

Data Tab

Sort & Filter, Advanced Filter,
Flash Fill, What-If Analysis, Subtotal

I

. Data Tools

MS Excel Data Tab & g@ Section & Options &I #Ace & 3T Duplicate Data @r ger
T&d g, Invalid Data @ A% Thd §, Multiple Ranges #r Values @r f»d@r New Range
#F o Thd g


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 N

= == :~. » f?
Textto Flash Remove Data Consolidate What-If
Columns Fill Duplicates Validation ~ Analysis ~
\ Data Tools

v" Text to Columns :- 3@ Option & #ige & 3m9 Single Column & Text & Multiple

Columns & Split X TPha &I3eEI0T & faw & Column & Full Name for@r a=am &
ar sa Option &1 #Ace & 3T Full Name @t Separate Column First Name 3iR Last
Name & Split#& @&d g1 58 Option WX Click &= & Convert Text To Columns
Wizard Open gidr &1 fS@s Help @ 39 Ig Io7 dhd & 6 Text &1 ford 3R W
Split &%= & S f Fixed Width 9T Split &% & 39 37 Text 3/dT STer & g&
Column & f3a188 X Tdd g, et g T &l

v" Flash Fill:- g Option Pattern & ugarT & 39% Data @I Automatically Fill &=
& &1 3emeYor & ferw 3mudhr Sheet # T Data Column § 5@ 319 Sheet # gqadl
s9rg Fill &% =ga § dr 5@ fov 3nuer 3@ Column & %o Examples &a giar
5@ Flash Fill Feature 3@ Pattern @I @#st 9w 3R Data @I 3% goi Column

# Automatically Fill &t &I

v" Remove Duplicates:- 5@ Option & #Acg & 3T Sheet & & Duplicate Rows &r
Delete &X ¥hd &l

v' Data Validation :- 3@ Option & Use 379 I8 Restrict et & T o< T & &
fRelr Cell & 5@ weR & Data am Values @t =gl Enter foar ST @ehar &1 Data
Validation Button @ Click &% & s Dialog-Box Display &iar & f&@s Rules &r
T List & Tl g & o ad @ 39 fanell veh o g X Cell # Enter a3 ST Hehel
arer Data & YR 3R Values &I Restrict X ¥eohd §136I0T & foiw 3mast g Rule
a1 f 58 Cell #5 @ o1& Number & Enter &1 ST @l §1 319 319 914 & 30
Cell # 6 a1 388 @31 Number Enter {1 Data Validation Feature 3maer Error
Show &m|

v" Consolidate:- 3@ Option & Use & g 37al91-37cl9T Sheets & Data & Ua Single
Sheet # Consolidate a1 Combine & T&d gl 30T & o 3m9s ard Last et




Month @7 Sales Data 3reeT-3eT Sheet # #Hisig &, Consolidate Feature 3mues fow
freT 3177 Sheet WX 3T Total faAshrer HhaT B

v" What-If Analysis:- 38 Function & #igg & 3ma Scenarios (Values) @ Change
#h 38h Outcome W Affect @ THhd gl FASTA & Tl TH Scenario o & &
39 39«7 Product &T Price fohdem 3@ f& 39 319« Target Profit a& %:ir qre ar
3R gY #Adll fahdeir Sell @&t g1eft, 3r9er Target Profit & gf@a axat & fow| o0&
g1 37el9T-37e19T Scenario &1 Outcome W Fa1 Affect g9 3@ fow & g7 What-If

Analysis Function &1 Use &Xd gl 389 dil Tool & Scenario Manager, Goal Seek
3k Data Table.

v Relationships:- 3g Option 39! T& & Report W 31eer-37e9T Table & Teefad
Data fg@m=r & foiw Table & &= Relationship Create a1 Edit & # #Fgg adl
gl

4. Outline
MS Excel Data Tab & S Section 3 H 5 Option 3@« # Aaa ¢ -
= = i

ol &

Group Ungroup Subtotal

- -

Outline s

v" Group :- 37 Option I Acg & 39 39=t Data & Row 3 Column T s Group
T Tohd &1 39 Option @1 319 Shift + Alt + Right Arrow Key & #icg & st Use &
T

v' Ungroup :- 38 Option & #igg & 3MIa 57 Rows 3R Columns & Group fwar
T 38 Select =X & Ungroup & Fahd &l 38 319 Shift+ Alt Left Arrow Key T #cg
q #ff Use I dhd ¢

v" Subtotal :- @ Option I #eg & 3T Selected Rows @1 Automatically Subtotal
foveprer TR £

v" Show Detail :- Group & a5 Rows 3iR Columns & Show & & faw 38 Option
&1 Use foram Sirar €1



v" Hide Detail :- Group & a1 Rows 3R Columns &I Hide & & faw 38 Option

FT Use fmam arar g

MS Excel Review Menu

sg Tab # Workbook @ Review #«t & &F&d Options U v gid g1 o 6 319
3191 Excel Workbook # Grammar 3R Spelling Mistakes @ Check &t& Correct &X

T gl

=R H -

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
ABC = s
. Q E:l BZB Q 5 Show All Comments
Spelling Research Thesaurus  Translate Cotfjlner\r;vent 3 Show Ink
Proofing Language Comments
SHH IR 4 3T AT &
1. Proofing
2. Language
3. Comments
4. Changes
1. Proofing
SHH 9P 3 HET Red &
=N
ABC =
v E=

Spelling Research Thesaurus

Proofing

INSE

Book1 - Excel (Produc

POWERPIVOT

b B

Protect Protect Share §
Sheet Workbook Workbook [# Track Changes -

Changes

& Protect and Share Workbook
Dﬁllow Users to Edit Ranges

v Spelling & Grammar: - Sheet & fo@ 1T eFee & Spelling and Grammar Jrafaat
H JArgel g 8 FA & fow Spelling and Grammar option T 39T fRar S1aT &1 I8
option FETfald &9 & SR AT § AT fhdll aTercl & fT GiffieeT suggestions #fT w&dd

AT ¢



v' Research:- MS Excel # "Research" fdseq 3mueh! Us & S W &s Heel Jeda 3R
3e[dTE 3YRON T Tgael Y FIAUT T &, ST T ST & WY FIA A AT AR
AT § T Fhd g

v Thesaurus: — 2@ option & gaRT AT qeg & 3 synonyms 2leg @l Thd g

2. Language
il

v" Translate: — 38 option & ganr selected text ar ¥ document &I faFeT 8 Tansiate
language # Translate fRar ST @hdr gl Language

3. Comments

W

NE"‘""" aeeee
Comment . Show Ink

I|=|__,;-| Show 4l Comments

Comments

v’ Comments — 38 option & garT document #H @ Rl IEHERT T FAec &
SIRT g 37 SR I Comments SIS Hhd 8, Fo¢ S & HJaR foumr, gar
g delete &t T ST Fohar

v New Comment:- & fd%eq & garr 39 319+ Excel file ¥ Comment ADD #&hd
gl

v’ Delete Comment:- 38 fd&eq & g@nrT 3M9 379+ Excel file & Comment Delete
T Tehd gl

v Previous Comment:- 38 fd%ed & garT 39 379+ Excel file ad@me® Comment
¥ el Comment W T d6d gl

v Next Comment:- 37 fd&ed & g@rT 319 3791 Excel file ad@= Comment ¥ 3wTer
Comment WX ST Hohd gl

v Show/Hide Comments:- & fa%eq & gart Excel file F Comment & Show dar
Hide & @&d gl

v Show All Comments:- 3a d%eq & gart Excel file & @3t Comment &I t& @
Show &Y #&d gl




4. Changes

Ij: | “:c | | 5} Pratect and Share Workbook

L?AIIDW Users to Edit Ranges
Protect Protect Share _
Sheet Workbook Workbook [# Track Changes ~

Changes

v Protect Sheet: - Ig Option 3musr Excel Sheet @I Protect a¥a & gfaur aar &
S 317 oleT 3Rt Sheet &I Edit #1&T & 91U A1 38H HIg Changes & X TTGa|

v" Protect Workbook: - @& Option g&’i &t 3maeht Workbook # Structural Changes
¥ Sheets Add, Delete 31k Move aa & &1 Allow gl &tar g1

v Share Workbook :- MS Excel & Share Workbook fa&ea &1 AAdes & & 39 319+
Excel wIsaT & 30T olel & 1Y BT X Thd &, diih d 38 @ I iR 397 scara
/T X T<h, a1 % @ a5

v’ Protect and Share workbook :- 3=g 3gaeEaTHT S 'g’é Worksheet & 2@s,
SEel, TUATART 31, gl a1 f3ure 31 aehefic &7 AT Seolel & Ushed & foIw, 379 379
Excel Workbook &7 &Taar %t Password & IXfald & &hd Bl

v Allow Edit Ranges:- & option & garr Excel file @#r f&dr password protected
sheet & $& Cells & faT 3reT & Password o Tehd &, difeh 3oT T §é’ Cells &
Data @& Change f&ar ST @l 5@ option & 39T & 9T 3T Excel Sheet @1
Pasword srer {9 € et 718 Cell @7 Password 3ot Cell # sSeoid &Y Hevd g

v Track Change :- Excel & track Change $=IX &I 3 & § b 3mash a1 R 300 &
ganr Edit T a1 9% d@a & MS Excel & e dist AR $fedeX @ ggemse aar
g1 f59d 39 9ar R ohd § T Excel Sheet & Open st ¥ ugdl frgar 3iX Far
Seelrd fhar g

MS Excel View Menu

MS Excel View Tab &7 Use & 39a7 Document & 37e191-31e9T Workbook View &
Normal, Page Break Preview, Custom Views, 37f¢ & ¢@ & folv aXa gl
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i = Split |
| Formula Bar Q [E) L_I‘j E gl 1
o e Y E 2 o =M=
Mormal Page Break Page Custom [ Gridlines [« Headings Zoom 100% Zoom to Mew Arrange Freeze Switch Macros
Preview Layout Views Selection  Window Al Panes~ Windows ~

Workbook Views Show Zoom Window Macros



3G WFr 5 7T Ao &

1. Workbook Views
2. Show

3.Zoom

4. Window

5. Marcos
1. Workbook Views

MS Excel View Tab & & section # e options &Fr #Aeg & 39 379t Excel workbook
#r faffie layouts & view X TFd §

ER

Mormal Page Break Page Custom
Preview Layout Wiews

Workbook Views

v Normal:- Ig Option & dga & & Select fAwar g, a1l & Default &I & Excel
Workbook Normal View # Set gidr &1 8 Option & g 39«it Workbook Normal
fe@e &1

v' Page Break Preview:- 3@ Option @7 Use 319 Jg @Y & fo¥ & dha & 39 Option
&7 Use 3T Ig @ & fold &Y Thd & [h oId 3T 397 Document T Print &yer ar
Page Break wgl-agr 3139l Page Break &7 #Adole, & W U& Page @cH gIdT g 3iR
GERT Page % Il § 38 Page Break #gd &, Excel sheet @1 atfeh #1mer 584 319 Gray
Color & fe@rs 2ar g1

v Page Layout:- 37 faeq & garT 39 379 Excel file @I 3(e@1-3/e0T 99 & @ Tohd
g1 & 3maer Document fohdst Pages & Divide gl

v" Custom Views:- 38 Option W Click %t & ©ws Custom Views T Dialog Box
Display g &1 f&&& 3ma 319t Current Display 3R Print Settings @ t& Custom
View & & & Add & @hd 8, 3 fdshed & @RI 3T WA 3MaRIhdTER Custom
View &1 Td gl

2.Show
sqH g% 4 Option RAaa #




37 Option &7 #Agg & 39 379«ir Sheet & Ruler, Grid Lines, Formula Bar etc. @ On
a7 Off T Tha &1

+| Formula Bar
¥ Gridlines  |v| Headings

Show

v" Ruler :-s7 Option & JF ST & A& el W 3T Width 38T Height & Measure
a7 Align et & ToT Rar ST §, Thel 37ATd e @ Show dar Hide &T I&d gl

v" Gridlines:- I Rows 31X Columns &I Lines gidr § it Sheet # Cells &Y 37eT adr &1
39 Grid Lines & Checkbox #T Check 3R Uncheck #t& 3& Sheet # Show/Hide
HT Tohd gl

v Formula Bar:- 38 @%ed & % dfd@ & do e 9T 3T Excel file & Formula Bar
% Show @ar Hide & @hd &l Formula Bar fdeher Ruler & 3w &y giar & fSa#d
3maer Currently 3 Selected Cell &1 Data Show g &1

v" Headings:- Column Headings 3R Row Numbers @& Show/Hide &=t & faw
Headings Checkbox @ Check 3Rk Uncheck #¥| 3madhr Excel Sheet & Left Side &
S Numbers for@ gid § 3=¢ Row Headings @&gd g, dgr 3Mder Sheet & 39X it Letters
a1 Alphabets fo@ gla § 3= Column Headings #gd &I

3.Zoom
sad g4 3 Option fFAea &

QL3 E

Zoom 100% Zoomto
Selection

Zoom

v' Zoom:- 38 Option W Click % & Zoom Dialog Box Display grar &, foraar 39 Sheet
% Zoom Level &I &F Ir ST X Thd gl 3T Document & =i Status Bar & sft
397 Document & Zoom & THA gl 34T & AU 319 Ctrl + Mouse o Scroll Fr Use
¥ s Zoom In a1 Zoom Out & THhd gl




v 100%:- 39 Option & Use & 31T 319y Sheet & Zoom Level & 100% W o Thd §,
St & Document @1 Normal Zoom gxar gl

v' Zoom To Selection:- 5§ 3MT 319 Sheet # Cells &I v Range @' Select & 59
Option WX Click & ar &% 3d=1 & Area Zoom gHeT|

4. Window
5@ g% 10 Option ea &1

e A — g Split

- ... Hide
Mew Arrange Freeze
Window All  Panes~

Window

Ife 3T Excel # Teh AT 3erer-379T Sheets @I Open & & 3¢ 39T & Compare &=
TEd &, aF 37 Section & Option FHrUse & 39 WIT T Thd gl

v New Window:- & Option W Click & & ts Second Window Open gkt &, foaa

3T Teh &Y GHT H 3II-37c9T 918t § Work &T Tha gl

v Arrange All:- 3¢ 3m9ar New Window fd&ed & gaRT 1§ Sidr 39T FI § 372ar T o
3TF TFAS WSSl U FT g & oA 36 [hed & g@nT @ F THAS GrEell @Y A
Virticle, Tiled, Horizontal 3mfe 9&R & 3RS X Thd ¢l G@d goft & 3aEr & ear
ST Eehl

v" Freeze Panes:- 33 Option @& #ce ¥ 379 Sheet & U Portion & Freeze & dohd

§ drer 39 Sheet & Scroll &t =X 8 I Portion 39 & faw Visible 31 37 Option

HI SEAATT el & forid 38 Cell #Fr Select &¢ ST & 3 & Columns 3iR Rows i
39 Freeze T dgd &, ™ Freeze Panes & Option W Click ®Y, 39 A 3T
Option Display g1, T & Freeze Panes dX Click &Y| 38 37emar 319 Sheet # Top

Row 3T First Column @t 8 Freeze s @ha gl



v Split:- 3@ Option & #Fgg A 31T 319=r Window & & 37eldT-37eeT Panes (#191) 3 Divide
X Tohd &, [Se¢ T 3ma Separately Scroll & gr@ar 3R T & FHIT W 319=r Sheet
& 36T 37er9T Parts & Access & Tohd &l

v Hide:- 5@ Option & #Agg & 3M9 39«1 Current Excel Window &' Hide &R d&d g

v" Unhide:- g Option a& ON gar § sie 3m9 f&dy Window & Hide a= 2a €1 39
Option #r #Agg & 3T 39T Hide @r a8 Window & Unhide & d&d &1

v’ View Side By Side:- 371 39« &1 Excel Window Open #r g5 & 3R 3@ 39 gt

Window @ Side By Side c@ar @mgd &, o 3«7 &g Switch e & S0 39 39
Option &1 FAgg ¥ 3e¢ ATY-ATY ¢& Tohd gl

v" Synchronous Scrolling:- afg 3ma 319t Windows @t Side By Side ¢@ ¢ & 3R 3@
39 digd g @ Ig all Windows @y # Scroll &, a@ Ig Option 3m9«! & Excel

Window &t t& @ Scroll aet & #Acg aar ¢l 388 ar Document @ Line By Line
Compare &= 3R Differences @I'Scan &t A #Age Aedr g1 39 Option @I Enable
& & farw View Side By Side Option @I Turn On Y|

v" Reset Window Position:- 3f¢ 3ma Window fa&ed & gart New Copy Open #r &

372aT U § 38 Excel file Open &1 g5 ¢ o 8 fA%hed & ganrr 39 filedr Position
@I Reset #X Thd §, 30 dg gt Equally Screen Share |

v" Switch Window:- 31 faiaeit #ft Excel Windows ad#daeT & Open &r &, 39 Option
X Click #%er & 37T T List 3maes et Display gt g1 39 List & & T 8t Window
Title )X Click &t 3=a Window = Switch & Thd gl

5. Macros
Ife 3T Agd & 1 g7 S Y MS Excel & 957 R for@st / design s=1e0 T T D
F IE &, ar 99 record g IAT d 3% OIT FeH Ygol 3T 39 command
click #t Record Macro... W click & 3R #15 A1 @ ok ga | 5daT I MEEFDE

& 3musr recording start g ST &, 319 YT HF WcH g & &g 39 aqg  Macros



zd@T command WX click X Stop recording W click &3, ST XA & 39T fohaT 7T
S @ g ST 3 31T R U7 Hl clear X & 3N a9g 81 A5 W click F View
Macros 9T click &Y 3R 319« recorded name &I ddFe & Run Fed & oy . SdaT
FXd & 39k aRT AT I:r & automatic MS Excel & 937 9 Telsl ofdNem|

v View Macros:- Record & a1t Macros #r List &t 3R 3a% a1 FF e & fou
sg Option &I Use f&ar Srar &

v" Record Macro:- 38 Option &1 Use Macro Record &%=t & fow fFam sirar &1 3ma & siY
Command Perform @& ag Macro # Save &iar SRem Recording & el & foIT
3T Stop Recording & Option @ Click &Y, &g Option Record Macro & swe1g &
SR |

v Use Relative References:- Relative References & Use &Y aifh Macro &I IRfas

Selected Cell & Relative Actions & @y Record fham a1 Ih|

Microsoft Excel Shortcut Keys
| Shorteut Keys __ Description

Shortcut Keys ‘ Description

CTRL+D Fill down

CTRL+R Fill to the right

F2 Edit the active cell

CTRL +F3 Define a name

CTRL+1 Format Cells Dialog box

CTRL +F5 Restore the active workbook window
CTRL +F6 Switch to the next workbook window
CTRL + F9 Minimize the workbook

CTRL + F10 Maximize or restore the workbook
SHIFT + ENTER Move up in the selection

ALT + ENTER Start a new line in the same cell
SHIFT + F2 Edit a cell comment

CTRL +; Insert current date



CTRL + SHIFT +;

Ctrl + Space
Shift + Space

Ctrl + Shift + Space

Inert current time

Select the entire column
Select the entire row
Select the entire worksheet

Ctrl + - Delete the selected cells

Ctrl + Shift + ~ Apply the General number format
Ctrl + Shift + $ Apply to the Currency format
Ctrl + Shift + % Apply to the Percentage format
Ctrl + Shift + ~ Exponential number format
Ctrl + Shift + # Apply the Date format

Ctrl + Shift + @ Apply the Time format

Ctrl +9 Hide the selected rows

Ctrl +0 Hide the selected columns

Ctrl + Shift + ( Unhide any hidden rows

Ctrl + Shift +) Unhide any hidden columns
Ctrl + Shift + & Apply the outline border

Ctrl + Shift + _ Remove the outline border
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