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Microsoft Excel (MS Excel)

Introduction to MS Excel

MS Excel w& Spread Sheet Software ag Microsoft Office = fg&ar
g. SHHT STAATS ST FI FIRYT Fel, fadrg fagewor &, 31
Mathematical 3i¥ Logical Databases &&=t & forw fRam Smar § 3R
SHT SEAATA dehl, Thell, Eqarell g Hall FATERIT A ST T et
& forw fasar Srar g

MS-Excel # aeTst arell wISe FT Extension Name

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

MS Excel #r faiware (Features of MS Excel)

1. 3@# Data Entry, Management, Financial Modeling, 3T Charting I gfaer gicft ¥
2. gHH AU Figure, Calculation, Graphing Tools, Pivot Tables, 3k Macro wramidar sist

VBA gidr 81

3. 30A Wi Create, Edit, 3R 3760T-3709T Biffe # Export el Hr Fhaar gidr &

4. @A Data Filtering, Graphical Display, 3k PowerPoint Integration SRiT gfdure gt
gl

MS Excel T SEIATT 3T &A1 H R ST &

Finance,
Accounting,

Data Organization,
Data Analysis,
Budgeting,

o U A W N

Forecasting, ETC.

Open MS Excel
AGHIAIFE TFHA Hl FYX W Tloled & et Ih &-

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



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

= Run ' 3

=3 Typethe name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: excel -

oK || 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

NVIDIA Control Panel

MNew > Folder
o1 Display sertings Shorteut

& Personalize Microsoft Access Database
Bitmap image

CorelDRAW X7 Graphic

Corel PHOTO-PAINT X7 Image

Microsoft Word Document

2
4
CJ
N
B

OpenDocument Drawing
OpenDocument Presentation
OpenDocument Spreadsheet
OpenDocument Text

Microsoft PowerPoint Presentation

Adobe Photoshop Image

BoRpEeD

Microsoft Publisher Document
WinRAR archive

Microsoft Excel Worksheet

[ B -

ITFd A A fFH ot Method FT 3YANT FIF Microsoft Excel TETE HT TFd ol
AT - 39X g ATFEAAT 3TTH Computer I Eifl'ﬂ' c'-lﬁ' %,HT 390Fd Method FHTA
T8 HA

Search far anline temp lates o Microsoft account B

Suggestec] searches:  Business  Personal  Planners and Trackers  Lisks Switch account [
Budgets Charts  Calendars

1 1
2
3
a
5
[
7
Blank workhaok Laan Amartization Tips & tricks
Get started with Make your first Get maore out of

Formulas PivotTable PivotTables

B Open Other Workbooks Formula tutarial PivatTabie tutorial Get more out of PivetTables




MS Excel 3iT9eT &7 & &1G Blank Workbook 9X fFdi& &{aTT §1

Quick Access Toolbar Menu Bar Title Bar Control Button
u_ N H s Book1 - Excel |'F’ro;ct Activation Failed) T 0 - 0O X
HOME = INSERT  PAGELAYOUT TFORMULAS  DATA  REVIEW  VIEW  POWERPIVOT Microsoft account ~
—J] Calibri I P o - = General . E Conditional Formatting = E—' nset = D - ’E‘W ﬁ
) ER ~ $-% * \2¥ Format as Table - Br Delete ~  [3)~ ; & F. 48
Yaste . - v = |l E ==& H- N — ort & Find &
. o3 B I *- A =l %0 8 U Cell Styles ~ o] Format = " Filter~ Select *
pboard Font ] Alignment s Numbe ) Styles Cels Editing ~
Al v fe -
A B C D E F G H T I ) K L M N QO [a
1 | _| Active Cell Name Box Formula Bar .
2 Column Heading
° Row
g Column
[e—Cell
15
16
. Scroll Bar =——p
19
Sheet1 ¥ r l

Status Bar Views Button Zoom Slider

1. Title Bar- Title Bar Window # #&® 39 &ifdst 9edr gidl & sa# File Name, Search
Bar, Account Sign in 3iX Title Bar & Right Side # cef Control Button gid &1 Sieeh
1A Minimize, Maximize 3R Close g1ar &1

2. Menu Bar-3g cised aX & &% =i gar § 5& 9T File, Home, Insert, Page Layout,
Formula, Data, Review, View #TH & #+g §ld & ol W el ek STHIHC HIVC T Hedol
FT & F5 e F AT A gl

3. Ribbon — &5 & & &7 &1 SiY U 9edY & &9 H WSRid giar §1 398 Tafad &a & qetad
Tod vaidd gid 81 Jg @l Tools 1 & 3e@N 9 & sFaiewdd gid &1 Ctrl + F1 gamet
Ribbon #r hide/unhide f&aT ST FFaT Tl




4. Quick Access Toolbar — Ig a@R Ribbon & FW w&id gidr §1 $0 To@R & W
fAred 3uctey gia & [ staae sR-aR a1 Sar §; 38 — Save, Undo, Redo  31fe|
38 gIaR & fashedl I user & 3TAR FrecATSS & foRar ST @ Bl

5. Ruler — 3% v e T g f@ar §, St Document Page & &% F9T T &0 Heiid
giaT &1 Ig 97 i Margin Set 3=t & #Acg AT &

6. Scroll Bars — &hiclaR U7 & fohaRT OX Uefeid giar &1 STl 3UIET Ul &l FI-ard, gri-
§IC Ehid el & forw foRar Srar g

7. Status Bar — g s acAre Document &1 ST SiefehREt &I fe@rdt , Si9 - e 49,
Sl 2Tee; T |

8. Layout Buttons — Ig To@R 97 &I faffiest 33 & acerar § - Normal Layout,
Print Layout, Web Layout, Reading Layout 37f&l Jg Zef@ Status Bar & Right Side
gIeTT &l

9. Zoom Buttons — Ig X Layout Buttons & @ g 9efiid gl §1 5@ carr oo &
Zoom in 3T Zoom out X THhd &l

Microsoft Excel Basic Knowledge

v" Workbook — Workbook t©s Excel File gt &, 5@ v & 319 Spreadsheet @@
Hehell &1

v Spreadsheet — Spreadsheet 37 Pages T Collection & @& Row 3R Column &
=it g &l

v" Row — I Horizontal Rows gl § foeg a$ 3R wefdia a&amsit (1, 2, 3...) SarT 9garT
ST g1 U Spreadsheet & %o 1048576 Rows RGIRD

v Column — Columns Vertical Lines g, T3¢ Alphabetic Characters (A, B, C...) &arT
JgdToll ST gl U Spreadsheet & %ol 16384 Columns g &l

v' Cell = Cell ©s Block g4ar g, =T Row 3T Column & Divided g 9T sIar &1 39
Column 3R Row =i g@rT vgd fohar oram §, = - Al, B1 37fe)

v" Active Cell — Selected Cell = Active Cell Fga &I Active Cell T Border 3= 3«
T 3798T SIIET Sk 3 Arer g gl



MS Excel File Menu

50 Acg A MS Excel file W %% %31 g fafdiesr fashes S Save, Print, Share, Export,
Excel templates e g1 ot & 37 MS Excel File Menu 9 foFere & dr 3t9ehr oot

Reeq fe@rs 3an

Open

Recent Workbooks

H‘" YDC Students DATA january-2025xlsx
D: » Center Data » 3 January-2025

@ Recent Workbooks

@ OneDrive - Personal g formulaxisx

==l Desktop

n‘“ January 25 exp center.xlsx

Computer
Fg P D: » Center Data » 3 January-2025

+ Add a Place

n‘ = formula new.xlsx
Desktop

== January 2025 Exam Dataxlsx

u Desktop
ﬂ"h- YDC Students DATA July-2024.xlsx
D: » Center Data » 2 July-2024
Account n"“ January 2025 Exam Data.xlsx
D: » Center Data » 2 July-2024
Options E‘" YDC Students DATA July-2024.xlsx

D: » Center Data » 3 January-2025

Info: - 5@ FaAis #r Fermar & 3mT MS Excel # Open & 71T Grger a1 3% CanT &
T BIST T WO ATl SITABNT TdTT &

1. God 9 FIS BIS open F o A &  FIg 747 NG &= |

2. 379 File menu & S ar 38T Shortcut keys ALT+F &I 98 |

3. 3@ info WX Fas |

4, 3T I & 3T Bl T T Wigérst Right Side sar 3m|



en

Save

Save As

Print

yiadlar & info 3mua! faesr diat T IR &ar @

v’ Size
v’ Pages
v' Words

Info

Protect Workbook
n’ Coritrol what types of changes people can make to thic workbook.
Protect
Workbook =

= Inspect Workbook
‘*—ﬂ Before publishing this file. be aware that it contains

=iy Author's name and absolute path
Issues =
—] Versions
O\ 7] There aie no previous versions of this file.
Manage
Versions ~
@i Browser View Options
] Pick what uszrs can see when this workboclk is viewsd on the Web,
Brosrs=r View
Options

v’ Total Editing Time

v’ Title
v’ Tag

v Comments

v Created Date etc.

©

New
Open }
Protect
Workbook -

Save

Save As

Print

Check for
Share Issues ~

Export

Close Q

Manage
Versions ~

Account

Options

Protect Workbook

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

Inspect Workbook
Befare publishing this file, be aware that it contains:
Author's name and absolute path

Versions

] There are no previous versions of this file.

Browser View Options

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

Eookl - Eecel (Product Activation Failed)

Properties -
Size
Tkl
Tags

Categaries

Related Dates

Last Modffied

Created Today, 3:22PM
Last Frint=d

Related People

Author
Rohit Verma

Add an autho

Last Modified By Mot saved yer

Show Al Fropertise

Book1 - Excel (Product Activation Failed)

Properties -

Size Not 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 ;
Rohit Verma

Add an author

Last Modified By 1

ot saved yet

Show All Properties




MS Excel & B3 A & info FAT3 H Ay I 9

v 39 3 & info FATE W Fae =S § T8t 3m99 Protect Document T 3icereT firerar
l

v 317 MS Excel & #1¥ off w=ar & gr@as ar sign T Restriction 3 &FATS & garT @1
ghd gl
SHA AT O FAS Hed B
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 . :
Workbook - Title Add a title
Tags Add a tag
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: Last Modified
Require a password to open this workbook ith ast Vadme
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 A
Restrict Access dd an author
& Grant people access while reroving their  * Last Modified By Mot saved yet

Options

ability to edit, copy, or print. Show All Properties
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: - 38 &#E &1 #g—dr & 379 39 BISd &l final ddl hd & 39
g ¥ 39 fRE T T a1 b § T ITHT T Bl QU FFIA g1 A T g
arell TAS SN $T g B Frgeilic § 3N o off 3o vf3e a8 = g

2. Encrypt With Password: -8 &#13 &1 gIdr & AT 39 BISd & UTHas o9l Fehd
£ 309 Ig a9 T ST off U Tg WIS FIs Open FLIM dF 307 IrFas ARET Sad
I IS GERT TR Bl Open &g T IR AR 36T Bl FITATT TgaT|



3. Restrict editing:-3a FATS Fr TEIAT T 31T HAI HISeT HI Restrict A H 3ol Thad
€ T & I BT FI s TSTET AT T Tohell §  TEH U BIFel FIF&IT Tgall
gl

4. Always Open Read Only:-38 FAS & 379 379« Giedl A Read Only Mode # T
Hhd & A0 TE gl T S off IR T B H Open FHM o 38 Uie AT & off
ST T 3foeleT g1 R e g Brge W @ AR I Rfh g0 wsa
I Ug 9rIem|

5. Add A Digital Signature:-3& F#is FI AT ¥ AT 3T Fgl H Signature I
add #X Fhd ¢ A FHI 3T 30a0 SEHIHCH H 39T 35 sign o & & 384
IS BIsel § SRRFE sign s Tahd &

New: - za Feq & @nr 319 7% a8 BEd & FFha &1 39 o & 58 [eeq W Fosh
FEI IRl Teh oI5 A3l @S SIfT| TTHH 39Ul 53 3 BISd Selled & [oT Fs YhR & [dehed
fAetet S8 - Blank Workbook, Templates

\/BlankWorkbook:-sHﬁmwmmmwmmﬁmmmﬁl
\/Templates:-sﬂﬁma%aﬁmmﬁw%qﬁﬁﬁ?mﬁmmﬂw@a
& &hcl g oid - Loan Amortization, Billing Statement etc.

New

A B C
; |Loan Am ortization Sched

. Your Company Name
2] S e

o

.

Blank workbook Loan Amortization Biling Statement

1

2 Blood Pressure Tracker
3 Personal Manthly Bug
Mama 4

Tymalic
Targebloed prasre®__128

Syelic
Call physican Habos |

L PROECTED MOMTHUY Mt [F——.
Tl by s




Open: - =u saE & ggrrar @ 319 MS Excel ﬁﬂﬁﬁﬁ%gﬂf‘s’mj@ﬁopen
FT G B
1. @88 9got File menu & S a1 3@ Shortcut Keys ALT + F & 9& )

2. 39 open X e &Y AT @ Shortcut Keys Ctrl+ O T 9 F|
3. 39 open N U« orer @ At oI S|
4. 3HH 39T save fRar g3 Excel File g=
5. 37§ open W & |
6. ST &I gr af wisel MS Excel 31 open g S|
Save: - s siREe 39 Type T & 38 Save FX& & AT Save FATS F 3qaer

ST & Save FHAS H TIaT ¥ 3T BISd 1 JAH 3T 37 Bed # 9 Location W &= &
safoIlT Save AT FT 39T har Sirar g1 File & save &3« & T File Menu & St
Save Button 9T f&Fals &Y ar R Ctrl +S =7 397197 Y|

Note: - ag @ & 379 3R ugal @ A9 F 70 E= F open T wiefiar frar ¥ 3k
39T AT FAST T YT HAT aF I§ 34T BIsd 3R ATH & dgr 99 8 ST ITfel hI TRt
ar wIgel update g STRET | 30X 39al Aq [T T WISl HI open o & new drawing
FATET § AR 39 §F FASH T 3UAT fhar dF ATH VG Fod & &T F9E, ATH HAEET |

Save As: - Save #r = file & & IRAd HiF 39 e 3K a1, Format @2r Location
W Save el o T ST 39T Far SIar &1 Save As &t & fow Ctrl+Shift+S efiéee
FT T FT &

Print: -sa a7z & "grmar & 3m9 MS Excel & Open 3 @@ STFgHCH AT §A 1T
SIEFgHACH FI print F FFd &

1. §8 9§ HI5 SFgHCH Open T o IT FIS SHIACH &6l of|

2. 379 File menu & S a1 581 Shortcut keys ALT + F &Y 99 Y|

3. 37 Print W fFes F|

4. 379 ggl 2§ 3N sarel A fu 71w Settings & 3iUel 3FTER dC H 3N T Fa@ Fw
Print & T 91T icon WX fFas |



Printer

Brother HL-B20BIDW serii

es
'% Offline: T documents waiing
Printer Progerties

Share: - =& sifcers % ganrr "isEr sEg@e # Microsoft One Drive T 3HUails #T 3
A &l AT F Tohd ¢l

Export: -z sitem & garr #lsier File & PDF wrsel 7 vl Y At {1
Close: -s&% zanr 3 MS Excel # Close anfer & §¢ #¢ @&a &l

Account: - =g 3ifcert Microsoft Excel & arsda #1 tfFede == ¥ AT gor 3m2e
aferw =+ Aas Fa F ore 3T R S gl

Options: - Microsoft Excel T @@qet AfEsw #1 Hasl = & T 20 HHfoereT F 39T
forar ST g1

MS Excel Home Menu

MS Excel ST Home Menu 7 #IT & deT §'3TI' gxar B

Clipboard
Font
Alignment
Number
Styles

Cell
Editing

S L o ol



@ === Book - Excel (Product Activation Failed) ? B - 0O X

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Microsoft account =
Ly X . - o= -| BB iti ingr &= - 2
= Ot Calibri 1 <A A =B o E" General EI_‘_ Conditional Formatting I;u Insert z z
5 o E; - T~ 9% » GFormata: Table = &7 Delete ~ El - % -
aste v e &~ - === &= as v - ]
N 8 I U e — === =2 S0 0 [7 Cell Styles -~ [ Format -
Clipboard Font [ Alignment = Number I Styles Cells Editing ~

1. CLIPBOARD: - clipboard # 3mushr Cut, Copy 3¥ Paste, Paste Special &3er &1
3ifeerst fAear &1 38 Clipboard & @gRar & 3m9 fdT Word, @ier &I Cut, Copy 3R
Paste T @Fd &I

FILE Hc¢

g
B -
Paste

-

Clipboard

v’ Cut:- SEgHC H o ¢oe &I T T @ g 1 W AT A & fow Cut 3ifcers
3YTRT FId ¢l SHEE HI e el & [T I Fl olde FLIr Y Cut 3T W TFo
HLI| SHPT eicshe $Hr Ctrl + X 8T &

v' Copy- Selected Text &I Duplicate Copy &« & faw Copy Option & 39T faam

ST &1 3HhT QAieshe Fr Ctrl + C gt &

v’ Paste-Cut ar Copy & aw Text & Cursor & T Paste & & fow g@ 3ices
T 3T A &l

v' Paste Special:- Cut ar Copy f&v 7w aee FI 3ifafled X & @y 9Fe W & o
ST 3Tl &7 3IUAT T &, o - foish §aTelr, WFa & & H 9T T 3|

v' Format Painter:- 5t $r wiffear it Fa F T 5@ 3ice #1393 +a §, &9
eFET FI BIEET FIAT T § 3T T T HAT @ W Format Painter 3icere oX o
F, 3T dI¢ 3T He Fl olde FY T 9T BT Aas FL=r &

2. FONT: - Font @erer # 3m9er font T @IS §ceT Tl AT 38 @ Change #3a T
39T background check Wﬁﬁ@@wmmﬁﬁmmﬁ zg font T
weraar & 3ma Bl word deFe B T T FY G T iR oh S Saer SR W W
F Tohd gl



v

B

T U e e

N ~
IME INSERT PAGE LAYOUT

Calibri A A
B I U~ v O+ A-
Font

Font Style: - Font Style & gart 319 Excel & ford arw T sfrwords &7 style change
F{ Thd p, SH TR g a Text Style e Smder S g@nmm 39 379« Text &
Style = Attractive e Thd &
Font Size: - ¢ec T G131 FH IT SIGT Fel & folv Font Size 3iTcereT FT €A Fd
gl
Bold {Ctrl + B}:- Selected Text I AT F=l & T SHHT YA AT AT &
Italic {Ctrl + I}:- Selected Text I foReT = & fow 3@ 39T fohar ST g1
Underline {Ctrl + U}:- Select 5 717 Text & & T a3 da & OIw|
Font Color:- T@fier ¢aee for@s & T Font Color 3iTeeie T S&dATT Fld &1
Fill Color :-@a & For s F T 33 3fTored 1 SEAATT A 8l
Borders:-s@H HOF #5 [dheq 54 Bottom Border, Top Border, Left Border, Right
Border, No Border, All Borders, Outside Borders 31 ffea 8, foetsh ganr 3ma 319«

sMaeTHaTaR Cells # aiST st & &

. Alignment: -sa Reer ¥ carr waa ofic 1 a0 F =T 1 Align FT Ga 8

- f} Wrap Text

&= = E Merge & Center ~

Alignment

v’ Left Align: - cell & 3T FT =Y 3R TAST Fd & fov 38 AFeq FT a0 =d &l

v' Middle Align: - cell & data % Horizontal &= & Tasa o & T 50 @aea &
T A Bl

v" Right Align:-&a # data &I gt 31X TaRa &3 & o0 30 fGFed &1 a9 & gl

v’ Justify Align:-38 option F TIT Fel I el FT 37T AT 3N For il § s g
W TS gl ST gl




v Top Align: - cell & data I FI T IR TSI FA F T 30 fGhed F TUT =
gl

v' Middle Align: - cell & data I Vertical fg & varsa a1 & v 39 QFeq &
TIT FId g

v' Bottom Align: - cell # data & = $I 3T TaEsd ¥ & T 57 Qhed F1 Taa
X

v Justify Align: - 38 option 1 T Fl W A FH ST FIX T4T o & qUR G
W TSl Bl STl gl

v Orientation :— text # cell # rotate % & AT 57 option T sTAATT FI |

v Increase Indent :— Text # cell # afgeh WE AT W & faw 38 3ifcersy
SEIATH Hld gl

v" Decrease Indent :— Text &I cell # 9% NE AT FA + AT 37 3ifcerd F FEdAA
T B

v Wrap Text:- %3 aR ofic & dod # ST Ud § a6 e SIar § 37¥ar Q0 sTer fears
Gl &ar a9 39 fdhed Wrap Text T 39319T Fd g1 30 dhed I [Foeh Fl 9 I
3HA STel AT B1eT & THN TR of oIl g1 & g1 g4l fasheq & Wrap Text feu arw
STer & Wrap Text &I gfaar &1 ger il @hd ¥l

v Merge & Centre:- %5 aX Excel # &1 Hid 7T TF & 319 dAdT &l 397 7 st
FT TTTHAT T §, Y H TAcg & ST FI ST FT g IAT Aod H IO H Ssd
& fow 58 faseq & 3uler fhar STar g1 @ g 38t [Ashed & Merge &1 315 ded &I
Unmerge st fFam a1 @ehar g1

4.Number Formats:- =z option vt <fic & 14 F%=t & agaT & 3w ¥
Fs IX gH Tead 2fie Fr el Ao # Ae S1eT SToa giar §, dl $s aR TGl SToieil gidl
Bl 38 9hR R FF FI g ITOET-370RT G & 31eT BrfC Al ATaRIHhr gl Fifeh feeren
HI 36T b & for@d §, s7ad ! 3ol Y &, U7 987 376 R | forad g1 34
TFeT & ATSIH T 3T ToF FT JAI-379T FFK & format W TFd &, F Fg aa &
SaY WiHe 3Ter 3T 3 foha & T 31er date format & 37T




General
$ - % » W

Number

suH T weR F ser v A9 - General, Number, Currency, Accounting,
Date, Time, Percentage, Fraction, Scientific, Text, Special, Custom 3nfg

v' General — Ig default format giar &, 388 srer foar &) widfe F1 seaATa T
sex fhar Srar g1

v Number — & format =T 39iel d&f X § o Jof H PHIs FEITT T@air &l

v" Currency — 38 format & $&iaATe 8o # Aeal & forast & fow fFar arar

v Percentage — s@format = SEdATA da FI Giee H for@a & fow Far Srar g

v’ Date — 38 format &1 sEdaATe 9o & IN@ fo@sr & fow fFar arar g1

v Time — sd format & s&dATd 9 H AT for@sr & fow Far sar g

v Text— 38 format &1 sTdAT o H eaee forms & fov fFar amar §, 9 - &4,
adr 37fe)

v' Custom — 3T+ 3337 Number format & F$ @FcT 3uaey gid § ST 3w
31eT o o & forw Far S a@ar §, a1 o & off 731 widfe 91 o &

5. Style: - 3o wersew & @ swer O FeEE A A TER F Bife BT ST awar §)

SIET &l HiFAc et & T Home Tab & Style dF2leT & 31ddTd 3 arel 3iTcerd oo IR

gl

v’ Conditional Formatting :— Cell & ¥ =T # ot F @Y whfe =& & T
Conditional Formatting & 39311 & &1 8% 3iddd e g 2ae HI fAfde odat Sa-
Greater Than, Less Than, Equal, Equal, Not Equal 31f¢ & 3R @ 3mer T HiFfear s
Thd g1 S - AT Bl T Result Report & 357 Score & 378N & & T d& Tehd

g, Text &I Bold X &@&d g, 96 7 e G@& & T lcon & 39ART F Fhd §, TPR
% YR W STl §R 1 39A1RT b Cell &7 T T W Fhcd ¢



Book1 - Excel (Product .

l__ﬁ,‘d Normal

Conditional Format as |[[# 155 3¢5}
Formatting~s Table -

1
| Highlight Cells Rules »

_ T Top/Bottom Rules » |_

I
[m]
=]
g
2
w
[a)
K
]
=

(] New Rule...
D Clear Rules »
E Manage Rules...

6. Cells Option: -su Few & waaa ofic aur ofic F o0 F1 G &, 78 God
fe 570 AU Fod o i 3o F 30 FA F g fahed o §:-

(- Tl 3
& 1] (-
T o

Insert Delete Format

- - -

Cells



v Insert:- 39 [A&FcT & GaRT A3 Tl YT o5 ofic SIS FT ®A fFAr AT g

1. Insert Cell: - 5@ Option & zarr @5 Cell Insert &I T dHaT ¥l

2. Insert Sheet: - & Option & g@rT a5 Sheet Insert Fr ST Fhall §

3. Insert Sheet Rows: - 3& Option & ganT @i Row Insert &T ST Fehell B

4. Insert Sheet Columns: - 38 Option & garr #aT Column Insert TFAT ST HehelT §

v Delete: - 37 [d%ea & ganr o 3rar fic H seic fohar ST Tt Tl

1. Delete Cell: - 3@ Option & garr Cell Delete #r a1 THaT I

2. Delete Sheet: - 3@ Option & 2arr Sheet Delete &7 ST Thr &l

3. Delete Sheet Rows: - & Option & @Rt Row Delete &1 Thalr g1

4. Delete Sheet Columns: - 38 Option &% g@rT Column Delete T ST T B

v Format: - =8 RA%eq & gartr Cell Size, Visibility @21 Protection 31f¢ & Format feram
ST GhaT &l

1. Cell Size:- 38 option & garr cell (row aar column) #Hr Height & Width & sgem
ST Eehell &

1. Row Height:- g8 Option % ganrr Cell 3mrar I $r gse H d&aT AT Tl ¢

2. Auto fit Row Height:- &1 a3 #31 T % grse Cell & 3rer & 3@ Auto fit
gl Srar gl

3. Column Width:- & Option & garr Cell 3faar Column #Hr Width & sgom =
Hehell &

4. Autofit Column Width:- s@er a3 & W Column Hr Width Cell & ser &+
FTar Autofit RECIGIRY

5. Default Width:- s& Option & zarr @it Cell & Column @I Default Width =
T ST Fehell gl

2. Visibility: - 38 [@%eq & ganr vaaa ofic # fEl Row 31rar column & Hide 37erar
Unhide T @&d &1 @rr g 3T Excel file wEar & f&dr sheet &t oY Hide 37orar
Unhide =T g&d &I

3. Organize Sheets:- 37 option & garr Excelfile @I Sheet I Organize T&aT ST Hehell

gl



1. Rename Sheet:- &% anrt Excel file § &t Sheet =T ATH FcolT ST FehaT B
2. Move or Copy Sheet:- @& zarr Excel file & Sheet &' &I frar =1 Gl &
37T 36 T STOTE A GO STE H fhAT ST Hehell g

3. Tab Color:- 58 option % zanr Excel file #rSheet @ tab color (ST &t 31T A=
ffic & &1 C@$ a1 §) &I dear ST dohdl gl

4. Protect Sheet: - 37 option, & gaRT TaHAd Blsdl @l har fic H qTHTS ST THhd o
$9 option, & WIANT Fel W sheet H FIS deold FTeT g I password STl Bl Tl
39 YR 3T sheet & 3R Seolld & UeFE T Tehdd gl

5. Lock Cell: - zfg 39t weder efic &I password protected fRar §, @ 319 9 option
T 39T FT HFhd ¢l

7. Editing: - Home Tab # Editing ¥ & siadia R ser & e & & AT
o= 3ifcere 39 §-

v" Auto Sum — =T option ¥ 37ET F5 3R e 313 T S - AutoSum, Max, Min

3nfel AutoSum option & ZarT fRET I FF el HT Tohd &1 Average 3iTRIT &I #Hag

T Fs FEAT3AT I TS FEIT IdT X Tohd o1 Min OFeT & @rT BT GE&IT ATT N
b & dUT Max & EaRT Ja8 d3r T&AT AT FT Fhd ¢ 3 Count & SaRT FTAT3T I
faTeT et &

v Fill - 38 option % SaRT fhdT SR T BRI &1 dhd §, o9 - Date, Serial 37fe|
3 37T fohar St @ Up/Down/Right/Left fher T dhd g1

v’ Clear— Comment, Formatting, Links a1 3170 FIg SR 3@ fAFed & ganT gers o1
Hehell B

v’ Sort & Filter — 3& option ¥ 2@RT 3CRT & ATHNAT F T vF Rpeet fFAT o FFar
gl 3 - Rag #1 Ascending/Descending 31137 & ol frdl dolees SAASRT &1 &
fr@rar arhr e

v’ Find — 38 option & ZarT fFEr &Fee AT #aX FT G o1 el §, o el ¥5¢ &
siereE # TREl TS HI 3HF ATH F IT Ul A F @ Wil Tl ¢

v’ Replace — 36 option & @rT fFT tFee F1 fFAT 37 SFee & AT Reod ¢ a9d &,
o fRel 5T & SeeE A ST F Sest M AR F AR @ o v 8, Reod 3ifeersT &
canT aefTM & Male & 3iR F & Female & & R & Reold X Thd o




v GoTo - sﬁaﬁwmé?aﬁmaﬁﬁﬂté?ﬁfﬂr_ﬁﬂﬁﬁwﬁulmmwdl gl

v’ Select Object — =& option & 2arT foRaT 3ifeotae H fFolde = THhd § I T e
& NS g

v’ Selection Pane — @@ option & Pane Window 3iusT aar § oaa @sft seac¢ fw
aT 3ifestae H AT Wl §1 38 ST & ganr A st sffeaiae @ grss/el HT dhd § AT
3Tl TS 95T Tl ¢

MS Excel Insert Menu

39 Menu & g@r1 Shapes, Pictures, Tables, Pivot Tables, 3-D Models, Icons, Excel Art,
Digital Signatures 37f¢ Insert ¥ T F1F HAT AT B

MS Excel T Insert Menu 10 #IT & der1 g3 gar gl

Tables
lllustrations
Charts
Reports
Spark lines
Filters

Links

Text
Symbol

©ONOUAEWN e

3] E= | s Boak] - Excel (Product Activation Failed) T ®m - O x

FILE HOME INSERT PAGE LAYOUT FORMULAS DATR REVIEW VIEW POWERPIVOT Microsoft account =

5 Shapss = ’ = - 2 - n il o | [ p— ey n A WordArt T Equation =
) L & 2 . I & & il fo’ =3 === )
‘ O 58 = omatnn L 17 - @ ime Ea~a] T o [ Signaturzline = €2 Symbel
PivatTable Recommended Table | Pictures Online Apps for  Recommended . FivotChart  Power  Line Column Win/  Slicer Timeline Hyperink  Text  Haader !
PivotTables Picturas e Screenshot = office Charts DL
Charts | Reports sparkiines Fitters Links Tewt Symbols -~

Tahles Niustrations apps

View Loss Box B Footer [ object

1. Tables: -== Group # &z $of 3 Option 2@ H AT &1 Fhr Help & 39
Worksheet # faffica W &1 Table I Insert T @FHd &l

B O d
GEA  HOME  INSERT

®
PivotTable Recommended Table
PivotTables
Tables




v Pivot Table- 3@ 39ss 9 o121 ATAT # data g ar dataa§H complex § & analyze
FLET ag?rﬁﬁawr giaT §1 V' & 37 Pivot table & s¥dATer &Y large data &7 == &
arrange 3T summarize FT TFhd &1 STH AIN-37619T T F filters e Fa & 5o
o data = ©ier fRar Smar g1 Pivot table option W click % W 3m9sr v+ dialog
box display grar § f&@# Select a Table/Range, Use an External Data Source 3 add
to Data Model option enf&er 2l

v' Recommended Pivot Tables- 3R 319 Excel g@r recommended Pivot table @
use T AEA § af 39 option W click | 37T 39+ data & A & S tables
T best suit gl 3e¢ 39 @A display foRar Sreem

v Table- =@ option #I #icg & 3T 379 excel sheet ¥ data = table & &7 & convert
T Thd §1 oG & T 37 option W click & ar Ig data Fr range + select T
ofam, 3T AR o g A o data Fselect FT Fha §, 3 3HF a1 A & 3T OK =W
click =% ar 3m9=r data, table & 9 & convert g J=—Am|

2. lllustrations: - lllustration #r Ade® & picture ar diagram gar &1 @ &

group % options @I A ¥ 3T 379« worksheet & pictures, shapes, Smart Art 3R
Screenshot insert &Y Fhd gl

| | | | &) Shapes ~
0 4

. _ ]ﬁ SmartArt
Pictures Online
Pictures i+ *creenshot~

Mustrations

v' Pictures: - 38 option 9 click &I 319 3197 computer Im T laptop &
pictures #F & FX worksheet # insert & &Fd ¢

v Online Pictures: - & option &I Agg & 37 A= online sources & pictures &
g& #3797 worksheet # insert &I FHd &

v Shapes: - 38 option W click & 339 fAffiead 9K & shapes & fF lines,
rectangles, arrows, 3iX equation shapes, 3¢ &I 391 excel sheet & insert &
eI

v' Smart Art: - ag 3 information am idea @ T visual representation g §
I TR 3T graphics & SIRT information T represent & § 8w 398 @A



3T g1 ST &1 3T Smart Art option W click & 39+l WA F AHTaR fafde=
layouts & & +Ig & graphics gl Tt &1

v’ Screenshot: - 319 37 option #T Ace ¥ desktop WX open gs fohdl s window =
screenshot, 319 excel sheet # T add T Thd ¢

3. Chart: - Insert Tab & Chart & 37aeid 3ucrey RAffeT YHR F Chart 1 SEIAT
sreT &I graphical form 31 9efa =t & forw f&Far aar g1 Excel & & 4R & Chart
39arsel gid §, oid - Column, Bar, Circle, Line, Hierarchy 3| & &sft Char 3torer-3ferer
9#R & data &I fg@e & fow 39T 6w A0 g1 example & fow RReT company T #er
e RO &I column chart & display &7 d&d g1

| -
Il'r - o
|

L] [ ]
1?7 . . .. |
- W ol
Recommended ] FivotChart
Charts - L -
Charts M=

v" Recommended Charts- 39X 39 98d § & excel 39 data i TWa & GO« @
3=t charts recommend X &F 3T SH option F STAATT X Thd &l 5T+ T 3T
worksheet # 319e data I select F 3R T 3 option 9T click Y| 3T 3
charts $r v list @S 2ot St 379ss data & BaE & FaF best fit g

v Insert Column Chart- =& option W click F& 39T 3719« select T a7 data =i

column chart # convert & @&d gl 38 YR & chart &1 use fafdieT categories &
values I compare F & T giar g1 ST $r gd cricket # ¢@a # faar g, 3aH
g Feft Felt Fo charts le@me oird &, S@# Fo bars gld §, St 1 7 e=Mid § &
over # f&de runs T g

v Insert Line Chart- 33 option #$r #ice & &4 Line chart &1 TFhd &1 39 TR F
chart T STAATT 39 AT & T §ead trends IT JATHRT o @ & T FT Thd
gl

v" Insert Pie or Doughnut Chart- 3@ option & #ce & g& Pie chart &1 ¥&a g1 Pie

chart w circle #I g &/d &, 94 F© ghst A d1er Sdm § 3R BT Th gohs 37elaT 3Telal



data #1 gefid &1 S G felr data #7 value amer § @ @8 gohsT a7 81N 3R value
A § ol BT glaml 3 G & Tl Ths QU data TAFA & FH A &

v’ Insert Bar Chart- s option &I #ice & &4 bar chart a1 #d §, Ig column chart
ST & 8ar § & column chart # bars vertical I @y gid § 3T s@HA bars
horizontal g &l

v’ Insert Area Chart- 3 option &I #ice & & area chart &1 &hd 81 I§ fdeiho Line
chart r a3 81ar §, ofereT sTH lines & = &T area RT &iT &1

v Insert Scatter (X, Y) or Bubble Chart- 33 option #I #icg & &# Scatter chart &=
THhd §, 3® x, ychart off Fgd &1 I8 chart g iy values Fsets & &I & FFEY
@ feae & fav seaame fFar smar €

v Insert Stock, Surface or Radar Chart- & option # Ace @ g7 Rffed v +
charts =1 @ehd &, o148 Stock, Surface or Radar Chart. @e Drop-down arrow # click
FT W 39T stock, surface 31X radar chart & different types @« &I & S g1

v Insert Combo Chart- Ig g column chart 3 @ line graph & ar & column
chart 3R @& line graph T combination 8T &1 30 &R & chart & use dg fhar
ST § Sd 3M9eh 91 mixed types @ data giar g1

v’ Pivot Chart- 28 9K & chart = 393197 data &I graphically summarize F% 3R
complicated data & gar &eTet & forw foRar SmaT g1

4. Reports: -

v’ Power View- MS Excel # "d1a¥ =" T 3T fdsi3iongeiiel gof § i SaT &I 3t 31
scifdea O, AWH, AT 3T & FT H TSAd Fel H FAce wl g, /9ad 3T I GHST

3T g ST gl

5. Sparklines: - afx gary o Table Form # ©# &3t Database giar & @ Sparklines

gAN Data & @1y Graphics & &1 ® Data &I @FsId # AN glaT § 37uar Sparklines
¥ oi¢ (A Charts Insert &I @& &1



Line Column Win/
Loss

Sparklines

v’ Line: - 3g Sparkline T& Line #r aig o€ &t gl

v' Column: - =g Sparkline Bar Chart #I @@ Column & &9 # Chart s« g1 5&d
&7 Column U+ @« & Data I cTar gl

v" Win/Loss: - &g Sparkline & Column Sparkline #r aig & #3ar &1 57 Sparkline
HT 3UINET a9 fRar ST §, oI« T U 3rrar Column & dar # xomcAw ( Negative
8 -100) a1 gaicHA® (Positive & +100) arr 9 @r Value 3tr@r Data gl s@&
Negative Value Line & &id Column s«1dT §, T Positive Value Line & 39T Column
STl Bl

6. Filters: - 7z Option MS Excel # Rffes #rif & BT Tools add F& & gfaer gere

FLT g, S Online Store oY 39elsy g €1 I8 al R & Data T Filter +¥ar gl

v Slicer %‘,

v Timeline Slicer Timeline

Filters
v" Slicer - Excel # Slicer we & Filtering Tool & fo@& Tables, Charts, 3T Pivot

Tables # ser fheex fRaT ST @Far g1 I8 TF Visual Analytics Tool g1 Slicer =1
SEIATA Hieh, 31T 31Tad 3T I heed A Tohdd o N 3T T AT higd Y dhd gl

> TE Hieleh Thoed HT dofell # 30 geliFed X 3TANTRdT F 3feqhel

> Tg 3T ol F FT T AT T 1

> Ig 3eErs 3T e O & Oy =S ¥ ¥ e daar g1

> g U §S S AC H Ueh [ARISC HAF W <A Shigd F& # HAdg Fal g

v Timeline - 5@ Option T sEadATr & 319 Data 3K Time # 3TaR Data Filter
#T Thd §, I8 Option Table 3k Chart =" 3mamE & Filter =T 241 ¥



7. Links

v" Hyperlink:- 38 Option T $&I#AT & 31T 3797 MS Excel & Document
# feY oft File, Folder, Photo, Video, Document IgT d&% FI Website =1 sft Hyps,f;k

Linkadd T &d & 3 g4 Link & fFereh %l & ag direct T & gor sieaft

8. Text: - v e Beca @9 &=

g 0 4 [2 o

Text Header WordArt Signature Object
Box & Footer v Line~

Text

v Text Box:-3& Option I STIATT F{h 31T 379 U A Text Box FI Draw s Thd
gl

v' Header & Footer:- Ifg 37T 379« Printed Page & 3 3T s o forr S aEd g,
ar 39 top & fow Header @ Bottom & folw Footer @I &ehdt gl

v' WordArt:-38 Option &7 39ier a3 719 Text # Special Effects 3t fafi=r Font
Style Add & &&d Tl

v’ Signature Line:- 317 5@ Command T sTddAT F T Signature line insert #T @&d
g, S 39 <gied &I fafese +h f994 Signature FI&T g

v Object:- 3R 37 319t Excel Sheet ¥ 37T 3777 Software & Objects # Embedded
FT TEd ar 37 Option T SEIATT F|

9. Symbol: - zast st @ siteerr e § S F1 0T @ 9T BT €, FAF @ I
Excel & #15 off 7iftia & Reg 3R g7 & o & £l

T Q)

Equation Symbol

-

Symbols

v’ Equation :- 38 W Fa® Fd & AU 0T & IR I A o §, 379 Excel #
o ot g7 1+ §, mwﬁ—‘waﬁﬁﬁﬂgﬂmﬂj#mﬁhcel H 37T SAR—ET
3 dar & e



v' Symbols :- 3@ W FoF Fa & 9 afog F IR e e s &, 3o S
39T Excel # &% §, 39 9T Foleh ¢ | 3R 39! 31T a1f01q & Reg @nfew ar 3ma
More Symbols T s #{|

MS Excel Page Layout Menu

sa Tab &7 waT Worksheet & Setting =& foiw giar & 50 Tab & Ace & 7 Worksheet
&7 Themes 3R page Setup & Size, Margins , Orientation , Print Area 3iX Print Titles
scarfe Set T TFA &1 57 Tab & #Ace & Worksheet #F vs 3or Look & @ & 3R
Shapes #r st Show , Hide 3R 3= & Arrange X dahd gl 31T 30 Tab &I Mouse &
Click #te ar Keyboard & Alt + P Press &% Open &T hd gl

MS Excel T Page Layout Menu 5 AW F e §'3TI' BFIT %I

1. Themes

2. Page Setup

3. Scale to Fit

4. Sheet Options

5. Arrange

HOME NSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT

ﬂ !]cClcrs- i :“~‘~» = [—_ i _'f' EWi.dm: Autumat?(' Gr‘\c“'\es Htaa.djngs _: -

Ther:esEFcnts' Margins Or\e?at\on LE] E‘Eta Eac::und P:Etd ,g.‘.;'l]He'ght: il | bl b Brlin_-lg SEE Selection :hgn
[@lEffects - . . v Ao Titles el Scale  [100% 3 Print Print  Forward - Backward~  Pane

Themes Page Setup [} Scale to Fit T Sheet Options & Arrange

1. Themes: - =@ Option # && sgd ¥ Theme @a # ek 2, o e & g
3191 Worksheet @1 Design Change #T @#d &, &H T Worksheet &1 Color, Font
3 Effects &I Change T @hd &l

Aa EColors'
== IT}Fonts'

Themes

- D Effects -

Themes

v' Colors:- 319 57 Option #t #igeg & Theme F Color & Change R dFd g1 3=
Cursor I U« Palette & FUX @I 3T I <@ T&d ¢ & a8 Color Combination
3M9e% Worksheet # &ar oretam|

v" Fonts:- 379 Worksheet # #lsg @t Text & Font Style &I Change & & o
50 AFhed &1 STIATST Y | sﬂﬁmagﬁm Fonts 2@ & fHar ST B




v’ Effect:- 39% 3m9% Worksheet # IS Object Alolg & dF 36 fA%eq &1 Aeg & 319
38+ fafdiest Visual Effects W] #T @&d gl

2. Page Setup:- =& Group # enfrer Commands T SEQATST 4 &H 319 Excel
sheet #T Print page & &7 # set-up T Thd ¢

SN & ES

Margins Orientation 5ize Pnnt Background Print
N - - Area~ Titles
Page Setup fa

v' Margins:- 319 319a1 Page &I Print &ta dF St White Space 38& 3w, f@d, aw i

a7 fFaIRT & 81ar & 38 & Margin gl Srar g1 58 Option &7 3941 s 319 Excel

sheet & Page Margins @I Adjust T dehd |
sad o fweT 8l &:-

Y

Y V V V

>

Top: - 38+ < 97 & Top AR & g A FA-SIET T Thdd &

Bottom: - &% garT 991 & Bottom fFaR & gl &I HH-FAET F HFHd ¢
Left: - 8% ganr oo & Left fFaR & gff I FA-SAET F FFd B

Right: - 3@ 2@ 997 & Right fhaR & gl I HA-SIET H Fehd g

Header: - 38 fa%eq & g@rr 85T 1 99 & Top IR @ gt #I FA-SAET N
Hhd Bl

Footer: - 3@ fdseT & c@rT BT #T 957 F Bottom Rl & I &I FA-SAET
ghd Bl

Center on Page:- & fd%ed & can 31eT # 9T & Ted A fFAT ST v & 208
ar oo Ao §-

Horizontally: - 38 fa%ed & anr ser I horizontally 9= & #er & famar
Hehell B

Vertically: - 3@ @%cq & g@rr srer & vertically 9= & deX & Far a1 dehar
gl

v’ Orientation:- g&# 3asr 2 Option 2@« I f&eid & Portrait 3 Landscape, %
# gH Portrait Mode Select ffaar g13mT 37197 Page & f&a Direction # Print



FET GRd g, T & Portrait ( Vertical )Jar Landscape ( Horizontal )ar 3ma &
Orientation gaRT Set T &&hd &l

sHA g fAeer fAea g e el

1. Portrait: - s& faFeT & @@mr 39 97 @ Verticle &9 & @C  Orentation Size P
T T 8, TR Height, Width @ sifires gt ) =1

2. Landscape:- s& fa%eq & e@rr 39 9 & Horizontal &7 3
dc T Thd &, o Width, Height & 31f9 8T §1

v’ Size:- 3@ Option #I Hee & 3T 39a Printing page & faw v Paper size T
TFhd &l o9 :- Letter, Legal, Statement, Executive, A3, A4, AS5, B4 (JIS), 31X off
a5 ot fAerdt & | I 39 39T Document Print &3 a& ag Option 39 FIH
3wan| f5F oY Size # 3T 319t Page &I Print T @gd & 39 Select Hifa

v’ Print Area: - a%muﬂﬁaﬂ?ﬁmagﬁa%m%, W # g4 39 AP &1
39T b e TRAT Bwea &Y @ad g, & 2fic &1 fhdar srer fie #Er g1 g8+ v
Ted 9gel 3de Area I Select & °f, 3T+ a1 Print Area Button ¥ Click 3,
37d & Set Print Area @ Click &T &I

Portrait

[] Landscape

v' Breaks:- 39X 39T Document 38+ & § af 3T 38 Option $ Aeg T 30 F3
Pages # Break ¥ @&d g1 I8 & Print &td @& 39er Data 37cfer-37eleT Page WX
Print g

9 AT # 3ua AFT QFeq A

1. Insert Page Breaks: - s dseq W o s W o0 @ 1 ad@= 7 daace

foFar g &, @8t & 9T oF g ST B

2. Remove Page Breaks:- 51 fascq & grt e ofic & e aw &l o5 s+
FI §SAT ST ThdT §l

3.Reset All page Breaks:- s fasea & garr v e # smor av @afr O sad
FI TF T §er—AT ST T ¢l

v" Background:- 38 Option WX Click &% 39 319sir Worksheet & Background &
HI$ Picture @ Thd &1




v" Print Titles:- 37R 317 f%3 Rows 3R Columns ( 3% & Table & Header) =i
9cd& Printed page # Repeat & agd § df 3§ Option & 39T HISHF ToIT
Ted ggo Print Titles & Option 9T Click &I, Page Setup Window Open gidT,
Jgl Print Titles Section & 37eT Rows to repeat at top 3T Columns to repeat at

left T Option 3mue! f&@rs ¢am|Select #X¥ 3 3@ 39 & &I Repeat Print &%
agd g ar 38 W Click T ¢, 3@ OK @ Click &T 2|

3. Scale to Fit:- & Option #r wemar & &7 3= Document $r Height 33T Width
& Set N Thd ¢ 3R 3T T & 3H Automatic I off Set T FHd B
E Width: Automatic -
E HHeight: Automatic -

5 Scale: 100% -
Scale to Fit

WA g& 3 Option e &

v" Width:- 5@ Option # TgIar @ 39 379 sheet #rwidth #rSet & Ta &1 A
39X Printout & 39 Sheet & Width 1 Page & a1t &1 I g ar 319 3@ Option
T 39T Hleh 39T Width FF Shrink &t 1 Page #& & Fit +T Ihd &I

v Height:- 37 Option &1 F1# s Width 34T & &, dfered I8 Option T« 1 37aT &
ST 39k Data it Width Sarer gidr g ar I8 Option 3@ od Data &r &t 3d« Pages
# Print &Y &ar §, fSicdsr Pages 3ma @mgd ¢l

v’ Scale:- 3@ Option I 31T d« & WA I Thd § o« 3T Height 31T Width
Option Automatic 9T giar §, a8 Option & Width 3T Width Option ST & &1&
FIAT §, ofehet 3TH gH Percent # Value fAercl 8, 519 7 30« 3@ & Adjust
T T ¢

4.Sheet Options

v" Gridlines:- Excel # & Row Column & lines gidT & 3&T lines &I gA Gridlines

Fed §, A ar Option Aed g
1. View- 38 Option @I 3TT Check T & W@d g o 3T Excel Sheet & Gridlines
Show +am , afe Uncheck &I & ar 3maerr Gridlines Show =Tgr &iam|




2. Print- 3@ 319 Gridlines #r 379af Page W Print T agd § af 39 Option =1
Check &Y 3s=gar Uncheck &I

v' Headings: - Excel # Sheet & &f Row & Number dr Column # latter ¢&=
# Ao &, 38 #t g7 Headings Fgd §. 388 o Option Ao & :-

1. View- 3@ Option = 39 Check &T & T@d § ar 3T Excel Sheet & Headings
Show &M, I Uncheck &a & aF 39 Headings Show #gr &&am|

2. Print- 37X 39 Headings #F 319af Page W Print & agd § ar 3@ Option &t
Check %Y 3=gam Uncheck &I

5. Arrange :- Arrange Option & 3icX & 3Mush & Option fAe o ¥ ar afod 37

L. -
| ke
Ering Send  Selection Align

Forward * Backward~ Pane

Arrange

Bring Forward: - I 3% Sheet # 5§ & Images 3iTShapes & 3N ag T g@e
F IR § IR 3T 308 Th-Ueh Fleh 3W AT dled ¢ df 39 Option FT SEIATAT FX
eI
Bring to Front: - Ifg 379% Sheet # Image 3ar Shape & 3iX 3ma @&t Image =
Shape I g&¥ Image 31 Shape & 3IW o d@gd §, d 3@ Option & SEIATS HT
e
Send Forward: - g 3m9s Sheet & gl AR Images 3fX Shapes & 31X a8 & q@y
& I §, 3T 3T 3o Th-Ush b oMd el digd § of 59 Option & SEAATS T
ahd &
Send to Bank: - afg 3mges Sheet #& Image ar Shape & 3T 3mq fFaY Image =n
Shape @I &y Image a1 Shape & &I ol A6 &, @ 8 Option 1 SEIATT HT
ET I

v Align; — AcEId object I e AT afcahel AT gIRSlecal JATSA el & folT §H JiToer
FT SEIATT Fd &l




v’ Group: — TS & U+ object F TF AT YT T TF el Fa F v Group
37TRIeT T SEAATS Fd §, J9 ThT T object I IoT: 37eleT oA & Tow Ungroup 3feret
FT SEAAT hld ¢l

v Rotate: — f&# =R, A7 a1 object = 90, 180, 360 34t T TAE & fow Rotate
3iToRTe T SEIATS HId g1

MS Excel Formula Menu

MS Excel Formulas Tab && f&@ffi=s Functions @ Insert a1, Cell #%r v Range &1
Name Define #7 31k Formula Audit el & AR Acc F{ar &1 39 Tab & &3
Functions af@e g &1 Excel & Function ©s Preset Formula § &g Use f&fdes
g @1 Calculation &% & fow g g1

Formulas Menu # g% 5 Section 3@« &' Ada #-

FILE HOME INSERT FAGE LAYOUT FORMULAS DATA FEVIEW  VIEW POWERPIVOT

=.  (ZlDefine N - ¥ Trace Precedents 5] Show les (== = =
f-\. z IE IE I B Im =y ¢ ne. ame +.° Trace Precedents (7] Show Formulas = Calculate Now

(- - o’% Trace Dependents  ¥b Enor Checking ~ =
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name ) a3 . - Watch ~ Calculation 52 e ate Shest
Function - Used ~ - - - Time~ Reference~ Trig~ Functions~ Manager £5 Creste from Selection % Remove Arrows ~ () Evaluate Formula  yyingouy Options ~

Function Library Defined Names Formula Auditing

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

4. Calculation

1. Function Library

Function Library section & & 10 option ¢@a &' e &-
A2 EIE F E R B

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Function b Used - b4 ” v Time ~ Reference~ Trig~ Functions~

Function Library

v" Insert Function:- 3@ Option &7 #Aee & g# T ot Cell & Formula Choose &T 3&
Edit &Y ¥&d &1 I 31T Insert Function X Click &td § dr Excel 3mgshr Worksheet



v

v

% TH T Insert Function Dialog Box #r Display 3T &1 319 37T Jgf & 28+ Options
FT Use 38 Function & Find &ta 3T Select ot & T &7 Fha § FEsr 3@ Use
FAT TOEd ¢1 3T 38 Shift + F3 Key FI Ace & &Y stdaATe 3 TFhd ¢l

Auto Sum:- 38 Option #Fr Fcg & 379 379« Data # Simple Calculations 3 & Sum,
Average, Count Numbers, Max, Min etc. & d&d &1 58 o7 T&Q Ugal 39T a8
Data Select % 8ar & T/ @hr Calculation 39 &M =m8d &, 3R 3T+ s 319 =9
Option WX Click %%& 38T Result f@&rar @&d g1

Recently Used:- 33 Option & g& a8 Formulas 3@« & fAed & g g8« d8a Use
fhar §1 I8 T Formulas T History gidr g, =& & 379 gget Use fhT a7 Formulas
FI 3T & Access FT hd &l

Financial:- afe st 319eit Worksheet # %o Financial Calculations &% ¢ (S
EMI, Present Value, Future Value, Interest etc.) ar s&@ Option & 3musr Advanced

Financial Formulas e a9 & oo & 319 39«7 IARIFATAN BT ITAET FI
ETE

Logical:- 38 Tasheq # @iifsishel ®rafen st AND, OR, NOT 371fe Wb o eI sl Ear
il 8, SieTdl @ 3077 39l HGRIFATHN Bl ITANET T Fhdl

Text:- 38 Option # gH agd AR Formulas ¢@st FT fAa o §, &1 Use Numbers
# Text Form & for@st & forw far Sar g1 g7 Formulas & Syntax %o & alis &1
BT ¥ -

=TEXT (Value, Format_text)

Date & Time: - 38 Option & & Date 3R Time & &@&f¥a Function &= & Hed
g, [9afr Ace & 3T 319«T Sheet # Date 3i¥ Time # 3= & fo@ F&d £
Lookup & Reference:- & 39 9r&@ Excel Sheet # g | Data grar § 3T 3ger
38 Data & @ *1$ Specific Value =1fgv gidr § f & 39 38 Option T STAHATAT T
Tha &l T3 & Vlookup 31k Hlookup S&¢ Formulas =Y &t Excel # qg STRIeT
STAHATH [T ST § @l & [Fed gl

Math & Trig:- 37 Option # g4 Math 3R Trigonometry & Formulas &= I
Ao §1 58 & 31T 37 Option WX Click &yel, 3T9eh ATt a5 IR Formulas T List
3T SV, STET W Y ST F IHgaR Formula g dehd gl




v More Function: - More Functions # g& 3 Tgd A Formula 3@ Fr e a1a 21
3OH &H Fo Categories e S &, Si# Statistical, Engineering, Cube, Information,
etc. # g7 &Y U Category H gH 37ol9T 37d9T Formulas ¢@« & fAe S §

2. Defined Names

Rl off o & formula @enmal & T g8 @ $r range &I define FT&m giar g, 39
&1 Excel Sheet & frg-frg @r W formula o@mam §, I8 define = g1ar &1 3fe v
g cell range &7 39T §H T & 3T SeTg I 37eler-37a9r formula 9T T g ot
g @t sug Cell range 1 define &%= gRM 384 s« & foiw Excel # Defined
Names fased fferdr &, TS# gF 39l 3MaRTshdliorar Ioil @15 Cell range &I Toh 1
¢ ghd g, dur formula @@ AT Cell range & FTAH 9T 39 ATH & & 39IET T
Tohd g1 38 TR §H 3o9T-37c9T o918 formula &7 39311 ¢ a9 8 g7 had Cell range
¥ forv fam mar A & sroe g ¥

=] Define Name ~
—r

Name
Manager E5 Create from Selection

Defined Names

Defined Name Section # g 4 option &&@« &I fAad &-

v Name Manager:- 38 Option &1 Use Workbook # 3uaer fw arw @st Names &1
Create, Edit, Delete 3R Find = & fow fFar sirar &1 Cell References & @&ed &
T H ATAT H 39IET Substitutes #F RIT ST Fhal Bl 3&T&X0T & dlX W S =Sum
(D6:G6) & s= @ =Sum (Upciss Prime) 3& Option @ Use & & forw 3ma Ctrl + F3
& 99T 3 F T B

X v K =SUM(Upciss Prime)

Functions
o

Example 1
ID Number Hindi English Math
998098 Rahul Kumar =SUM(Upciss Prime)‘
998099 Mohan Kumar a7 42 51 30
998100 Rohan Kumar 65 36 82 30
998101 Vikash Kumar 46 45 50 85
998102 Raj Kumar 41 34 80 36

998103 Naresh Gupta 78 72 81 89



v' Define Name:- 38 fa%cq ¥ gart &a fardr off cell range 372ffd cell % wag & 1A
g Thd g1 AT g 37 option H gH 39 oTH &7 TT W define #T IFd §, 3019 g8
ATH &l Ush Sheet H 3UANT f&am o @ehell &, 31war 9O Excel workbook file #

v’ Use in Formula:- 38 option & garr 319 & formula & define fT arw & &t
39T FT Hbhd gl

v" Create from Selection:- FuX feU arv faFcur $r awg & I8 «f ot 99 &&@ & fow
Name define &t & #1& HaT 1 $aA ) I ¢ T 317 54 cell range &7 Name
define T agd §, 3==@ Tl & & 3T Top Row, Bottom Row, Left Column, Right

Column #r Value @ & Direct cell range T &1 &1 Ihd gl

3. Formula Auditing Option:-

39 Option & 2arT Excel sheet & o@MT 3w formula @ 3if3T @I o7 G § 37T Sl
|l oy el 9T 39T g W@ 8, WA & FE Brefemr # Error 3T W@ ¢ 3

ul -
+.2 Trace Precedents Ufﬂ Show Formulas

“:ETrace Dependents ¢ Error Checking ~

I_';_ Remove Arrows ~ (/) Evaluate Formula

Formula Auditing

SHH g 7 option @ F AT &-

v’ Trace Precedents: - 58 Option @ Click s« 9T Ig Arrows &I Display &ar g1
S & 3mg =T Cell & #15 Formula #ema & 31X 5t 39 Cell # Select & &+
Trace Precedents Option X Click T @ 3M9% ATHA FT Arrows 3T STEar, S
#r 7g i § 1 5@ Cell # Result 3mar g, 37 Result & forw q@dr i € Cells
&1 Use Toram amam g1

Je =HA+GA+E4+F2+)5+G0

F

G

H

Rahul Kumar Mohan Kumar Rohan Kumar Vikash Kumar Raj Kumar Naresh Gupta
Hindi 55 65— 46 41 78
English 84 42 36 45 34 S 552]
Math — 51 *—g | * 50 | 80 81
Art 37 30 30 s 36 ~as
Total 247 170 rd_i_l_g_‘_'_ 226 191 320




v Trace Dependents:- 38 Option T ¥ W arel Option & 3eer &1 o9 39 fHT

Cell 9T Click #Y & Trace Dependents Option 9T Click %t af Ig 3 Arrows I
Show T &, St Ig Indicate ata & f& 33 Cell &I goig & fohad et Cell 9T B

CECHT

v' Remove Arrows:-

3 38 Option

&1 39T Trace Precedents ar Trace

Dependents & 2arT Draw &3 a7 Arrows @I Remove &% & T &t I&d g1
v' Show Formulas:- 3@ Option T 39a19r Resulting Value & soir a3« Cell &

Formula Display % & forw foRar Sirar &1 #dee 59 off g7 15 Formula Apply X

& Enter gara § df g8 @rermr Result T&or amar § 31 I 319 Result & s 39

b E F G H [ J K L
Rahul Kumar Mohan Kumar Rohan Kumar Vikash Kumar RajKumar Naresh Gupta

English 84 42 36 45 34 72

Math 71 51 82 50 80 81

Art 37 30 30 e 36 89

Total 247 170 213 226 191 320
Name Vlkasl;r’(umar Name \ Rohan Kumar
Total 226 Total ™ a3

552

Formula & Syntax I ¢@er drgd g df 319 38 Option &1 Use &T dHhd ol

a7 41 78
42 36 45 34 72 =HA+G4A+E4+F2+]5+G0
51 82 50 80 81
30 30 85 36 89
=SUM(E2:ES) |=SUM(FZ:F5) |=SUM{G2:G5) |=SUM(H2:H5) |=SUM[12:15) |=SUM(J2:]5)
Name Vikash Kumar Name Rohan Kumar
Total =HLOCKUP{F14 Total =HLOCKUP{112]

v" Error Checking :- 38 Option # #gg & T 3197 Formulas & Error Check &
T §138 Option & ganr 3m9s Formulas & St Common Errors gid & 3o 379
Trace s #¥ T &1



v" Evaluate Formula:- 38 Option %I Use Formulas #I Evaluate (fgdise) X &
forw f&am ST §1 39 Formula & Ycds 19T T SATFaRld & & Hedidhe F{ dhd ¢ |
Formula &I sferet-a1er Evaluate &t 39l g Verify &e & #Ace Fadr g &
gg gl Gl & 0T HT T@T gl

v' Watch Window:- @ Option &I #gg & 39 379 Worksheet # 3o Cells &'
Select & Thd §, o W 3T <A @ IEd § FT 38 &5 Change & T@r & T
81, 3oT Cells Fr Value 3mae v 31er9T Window & fR@eft, & 39 379t Worksheet
F fordlt off GF 0 3 @1 & STaeg <@ FFd €

4. Calculation:-

SHH g4 3 Option @ F AT &-

v’ Calculation Options :- afg 39 F& Values # Select &% 3¢ W #ig Formula
TERT & 3T A & 8ier T FW &Y 3T ugel arer Values #H #I$ dad g,
ar 37 Rae & 3muss Result & sff Automatically Changes 3 amar g1 afe 3ma @
el Ied & o 3T 5§ Option & Manual T d&d &1 sH& & 39+ Result # d9
e §celld sfgl 37U, Sie T 319 3719+ Result arell Value # g st Click @t
FL|

‘ |j Calculate Now

Calculation

: [JE Calculate Sheet
Options ~

Calculation

v" Calculate Now:- 38 Option T Use 39 Entire Sheet #r Calculation &% &
T T @d g1 39er g9 Use ot &3 ghem J§ Automatic Calculation OFF
I fF & 81 37 Option T 3TdATe 3T F9 Key T gaT FT off FT Thd B

v" Calculate Sheet:- @ Option &I #Agg & 3T Active Sheet #r Calculation T
TFd &1 39 39FT Use Toft 3T 819 I§ Automatic Calculation OFF Iy & §¢
gl 3T 37 Option &7 s¥aATS Shift + FI Key & Aeg & off & T=a ¢



MS Excel Data Menu

MS Excel Data Tab @7 Use External Sources @& Data #I' Import &« 3R 38 309e
ATl 3TER Shape o & fow fhar Sar 81 $&« 3famar gA Data & Sort & Filter,
Advance Filter, Data Validation, Group etc. Option &I Use axd g1 Excel # Data Tab
Formulas 3 Review Tab & & # Algg glar &1 319 &Y Mouse & Click +&F 34
Open & @ad g, a1 Keyboard & Alt + AKey @I gament sff 38 Open fRaT ST & &1

.

=)

i
|
)

MS Excel Data Menu & §& 5 section @« & fAea ¥ -

1. Get External Data
2. Sort & Filter

3. Data Tools

4. Outline

1. Get External Data

Ig MS Excel Data Tab =T @&& 9gelT Section § S g4 External Sources & Data Import
FT T Allow FTar §1 38T g5 AT 3=g File am 377 Source & MS Access, Web,
Text, 3fe¢ & Data Import &% ST AT@THAT gl & V& # Excel T I8 Group & HAce
T &1 3EH g4 5 Option 2@ &t e §

From From From From Other Existing
Access Web Text Sources~  Connections
\ >et External Data

v From Access:- 3Ifg 3T 39T Excel Sheet # Microsoft Access HI &Y File 1
Import &3 agd §, a 3@ Option & Use & T&d gl



v" From Web:- afg 317 Internet & fdr Web Page ¥ Data =T 319« Excel Sheet
H Import T TEd &, df 38 [T 3T 39 Option &1 Use aX @hd gl

v' From Text:- & Option #T Aeg & 31T FAT Text File Fr 3797 Worksheet &
Import T et gl

v" From Other Sources:- 38 Option =T Acg & 3T 3T Sources =& SQL Server,
Analysis Services, XML File, Microsoft Query, 3if¢ & 3191 Worksheet # Data
Import &< @& gl

v" Existing Connections:- 3R 39« 9gel o fadT Common Sources & Data Import
ferar g3 & aF $@ Option &7 Use @& 3 Existing Connection & Data wrea &Y
TFd §l STH Ace ¥ 3T I Y <@ Tha § T 3madhr Worksheet # Fgr Fgl &
Data Import f&am arar g

2. Sort & Filter

MS Excel # seT I sHaey (Sort) iR heex (Filter) aat & fow, 39 ser ¢§ # 'Sort &
Filter' @#g T 39T T Fhd &1 31T ST FI qUTATT A (Ato ZATZ to A) AT FEACHAH

FH (T99 BT ¥ GaH d37 I7 Gad d37T 9 a9 Bien) # Sort 1 Thd ¢, X Filter & #Argd
& faRse 31 & ueila # a@&d g

A y A
- l LA \
4 AlZ

L Sort Filter

s Advanced

\ Sort & Filter

) —

v’ Sort A To Z:- gfg 39 319eit Workbook # Data I Alphabetically (A To Z) ar

Numerically (Lowest & Highest) ShH & Sort H{T agd g aF 319 38 Option &1

Use & Ihd gl

v Sort Z To A:- Ifg 39 319er Workbook # Data =T Alphabetically (ZTo A) T
Numerically (Highest & Lowest) & & Sort F{T Tgd § af 3T 38 Option &
Use & &@hd gl



v" Sort:- 37 Option W Click F%& & U Sort Dialog-Box Open giar & S 3maeht
Data &I Sort &% & T 37aRea Option & &I Ao

v Filter:- 3@ Option #I Ace & 3T 319 Data ' Filter X T&d &, 30T F fow
AT ST, Gﬁﬁqmagﬁﬂﬁswdent g 3R g7 39 & ¥ gy v ar Student T
Result 2@« Tgd &, aF 38+ v g4 Tg Filter Apply =X d311 s8® 8T U+ Heading
& 39T T Arrow T TFRmeT 3T Sieern, 5 9 Click X & 319 I8 Set & 99d &
&I 38 Heading # & 39 &I &I &1 Data S@ar g1 g8« forw 3ma Ctrl + Shift + L
Shortcut T #f Use T TFd gl

v Clear:- 3¢ 3muat 379at Data o¥ St sff Sort 3i Filter Apply fmam & a1 387 Fo
gcold Y foU & 30T 319 319 Tgd & Fr Jg Filter uger 31T &7 5w ar 38 Clear &)
& forw 3mT 3@ Option &7 Use &T @Hhd g1

v' Reapply:- 3@ Option &I #Aeg & 319 Current Range & Filter 3i¥ Sort =i
Reapply T @d &1 3@+ fow 3ma Ctrl + Alt + L Shortcut 71 &ff Use % I &1

v" Advanced Filter:- Excel # "Advanced Filter" (Advance Filter) s «fedemer o
g Sl 3T SeT T fafIse AR & YR W fheed e I 3re[T F: F1 giaar
g, S 5 araror fheer & 3ifds S 3w o= giar §1

. Data Tools

MS Excel Data Tab & s& Section & Options #I A & 3T Duplicate Data I gerT
Thd &, Invalid Data @I U &hd g, Multiple Ranges @I Values I &l New Range
H o @ gl



N N =

28 :"f f o ™ '?
Textto Flash Remove Data Consolidate What-If
Columns Fill Duplicates Validation ~ Analysis ~

Data Tools

\\

v’ Text to Columns :- & Option #r #eg & 3T Single Column & Text %I Multiple

Columns # Split T T&d g13EL0T & ToT Tk Column & Full Name forar m §
ar @ Option @I Age & 319 Full Name @Y Separate Column First Name 3 Last
Name & Split X @&d g1 39 Option WX Click &% & Convert Text To Columns
Wizard Open gIeT &1 fS/@el Help @ 317 g I @ehd & & Text & fha 3mam @@
Split FT § 1 % Fixed Width o Split 3T § 3T 3o Text 3rar Stel H gEX
Column # f3a133 ¢ O+d g, oa* &g T &

v" Flash Fill:- 7§ Option Pattern = ggarel ¢ 3g% Data @ Automatically Fill &%
&dT 81 3cmg0r & fov 3ushl Sheet # U Data Column & & 39 Sheet # g@dl
starg Fill &tar =gd § o 3@ fow 39t 3@ Column & Fo Examples 2& gl
@@ Flash Fill Feature 3@ Pattern &I @&sT 91¢ 3R Data &I 39+ g4 Column

& Automatically Fill &% &

v' Remove Duplicates:- 3@ Option T #igg & 319 Sheet & & Duplicate Rows T
Delete T T&hd &1

v Data Validation :- 5@ Option @ Use 37T IIg Restrict I & foT T Tha & &
T Cell # 8 9 & Data a1 Values &Y 7§ Enter f&ar &1 @&ar &1 Data
Validation Button WX Click &% & us Dialog-Box Display gar & f&&# Rules T
ueh List & 9 gicr & fod & 39 forelt ook 1 g T Cell & Enter 63 ST @ehal
arel Data & WK 3T Values &t Restrict &Y H&hd 813807 & fow 3m9a I8 Rule
gofl fh 5@ Cell #5 & o1& Number & Enter &1 ST @hell €1 319 319 S & 36
Cell & 6 ur 358 &31 Number Enter &3t Data Validation Feature 3maer Error
Show &m|

v Consolidate:- 3@ Option ¥ Use & gH 37cfdT-37clT Sheets & Data &I T Single
Sheet # Consolidate ar Combine T I&d &1 30T & olF 3M9s 9 Last e



Month =T Sales Data 3iefar-37eT Sheet # #lsic 8, Consolidate Feature 3T fow
e 370a Sheet GT 3T Total fRTer Thar Bl

v" What-If Analysis:- @ Function @I #ieg & 3T Scenarios (Values) @ Change
& 38+ Outcome W Affect 2@ THhd g1 THSS & TIT U Scenario od § &
39 39a Product T Price fohdar T@ T 3T 3/9at Target Profit a® Q§H qe a1
39T 8Y FAEI fohaer Sell +eT gM, 379er Target Profit &I gl & & @) &
& 3o9-3719T Scenario &T Outcome W Far Affect g9m 3@ Tow & 87 What-If

Analysis Function #r Use & g1 8% o Tool g Scenario Manager, Goal Seek
3it Data Table.

v’ Relationships:- 7ig Option 379eR T & Report WX 37cl@-3ieT Table & Tefada
Data fe@nt & faw Table & s Relationship Create a1 Edit &% # #Ace Xl
el

4, Outline
MS Excel Data Tab & 3 Section #f & 5 Option @+ ¥ fAed & -

Group Ungroup Subtotal

a00ag
H_

- -

Outline s

v Group :- 38 Option $r #Ace & 31T 379t Data # Row 3R Column F T« Group
& T@ehd &1 38 Option @1 39 Shift + Alt + Right Arrow Key &t #eg & #ff Use a¢
SETRY

v Ungroup :- 38 Option #I Acg & 3s &7 Rows 3 Columns & Group fram
o7 38 Select & F Ungroup & Tehd gl 0 31T Shift+ Alt Left Arrow Key #rI #igg
& s Use T @& ¢l

v’ Subtotal :- 3@ Option $r Aee & 319 Selected Rows =T Automatically Subtotal
GEICIEG RS

v Show Detail :- Group #r 71§ Rows 3iiT Columns I Show ata & fow 5@ Option
&7 Use fopam S7aT &1



v Hide Detail :- Group &1 7% Rows 3iT Columns & Hide st ¥ forv 3@ Option
#T Use TFar Srar g1

MS Excel Review Menu
a9 Tab & Workbook @ Review &% & @#afdd Options U a1 gid g1 o o 319
319t Excel Workbook # Grammar 3T Spelling Mistakes @ Check &ts Correct &

o gl

El :I E ¥ Book1 - Excel (Produc
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT
ABC E B ] } t [==EE f ‘e Protect and Share Workbook
V Q L_] L2% g 55 Show All Comments l_—‘ L‘ /: ES Allow Users to Edit Ranges
Spelling Research Thesaurus Translate New t t 2 Protect Protect Share =
Comment < Show Ink Sheet Workbook Workbook L# Track Changes -
Proofing Language Comments Changes
s ATIF 4 T Ao ¥
.

1. Proofing

2. Language

3. Comments

4. Changes

-
1. Proofing
* *
SHH IS 3 HIT AT ¥
XE E D
FILE HOME INSE
v i [

Spelling Research Thesaurus

Proofing

v’ Spelling & Grammar: - Sheet & fo@ a1v aFwe $r Spelling and Grammar rafaat
HI Slidel @ Sk el & forw Spelling and Grammar option &7 39319T fhaT SITar g1 I8
option TaErfold & & & IdT § 74T el arerch & forw difdiser suggestions off g&qd

FT &l



v" Research:- MS Excel # "Research" fdscq 319l TF & F98 W F5 G gl 3R
a@ﬁmﬁqﬁﬁﬁgﬁmmé S99 319 32T & 1T FH Fd GAT AT
AT & Gt T L

v Thesaurus: — & option & @RI AT 2reg & 3Tl synonyms 2eg @I dhd g

2. Language

3
v' Translate: — 8 option & @ selected text a1 ¥ document &I FET o Translate

language # Translate foFam ST &har B Language

3. Comments

[ |
”__[] Show All Comments
New
Comment .2 Show Ink

Comments

v’ Comments — & option F g@rr document # fordr R Sy W Faee &
SIRT FI§ 3T AR I Comments SIS Tehed &, v ST & AR BAmm, @
g delete s fFar S dhar g1

v New Comment:- & fd&eq & g@rr 30 39er Excel file & Comment ADD @&ha
gl

v Delete Comment:- & fa%ed & g@rr 319 3er Excel file & Comment Delete
H T gl

v" Previous Comment:- 38 @&%ed & garT 319 396 Excel file a@@ms Comment
¥ User Comment W ST J&d gl

v Next Comment:- 38 @&cd & g@RT 379 379" Excel file a@@eT Comment & 3@Tel
Comment 9T 3T F&d gl

v' Show/Hide Comments:- 5@ @%cqd & 2arr Excel file # Comment &I Show aar
Hide &I @& gl

v" Show All Comments:- 38 fd&eq & garT Excel file & @st Comment & ts @y
Show &Y H&d g




4. Changes

‘&; Protect and Share Workbook

Sa Hy B

Protect Protect Share
Sheet Workbook Workbook [# Track Changes -

Changes

: Allow Users to Edit Ranges

v’ Protect Sheet: - a5 Option &l Excel Sheet &I Protect awal I gfaur ar gl
598 31 T 39ehT Sheet FI Edit 181 &Y 91@er a1 394 s Changes =gl &Y 9Igar|

v' Protect Workbook: - @Ig Option g@i &I 3mder Workbook # Structural Changes
o9 Sheets Add, Delete 31t Move & & FI Allow g T &l

v" Share Workbook :- MS Excel # Share Workbook fasca &1 #Adoe § & 39 39a
Excel ®Isa FI 37 R & AT ST T Thd g, diish d 38 3@ T AR 387 dearg
Y = @h, T1 (G @ T

v' Protect and Share workbook :- 31 3ugiershdisit s & g‘é Worksheet &I 2&@d,
SIS, TARTTART del, gele AT e 3R gerelic &1 ATH deole & Ul & folT, 3T 379
Excel Workbook T &=l #I Password & Fi&Id T &kl ¢l

v Allow Edit Ranges:- 3@ option & zarm Excel file #r & password protected
sheet & %o Cells & fw 3rerer & Password o3 &ehd &, dlfeh 3oT Ioll gé Cells &
Data s Change f&ar ST @I 28 option T 39IRT & W 3T Excel Sheet =r
Pasword srel féer €F et ar$ Cell & Password steat Cell # seoid #T el g

v’ Track Change :- Excel & track Change $rax = 3ife atd § aF 3m9s a1 5T 379 &
gt Edit TR a7 9@+ de F MS Excel wF gias arst 31X sfEFer & gsamse Far
gl SEa 39 uar oem dsd g #T Excel Sheet I Open & & ugd fFaa 3R a1
geoma fhar &1

MS Excel View Menu

MS Excel View Tab T Use g& 319a Document & 37e19-37eT Workbook View &
Normal, Page Break Preview, Custom Views, 3¢ & ¢@a & foT ad gl

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT
[ N = S -— = Spli -l |-—
; ‘ T '_‘ | Formula Bar Q L" | (1| Ly ; |\-. l 3 Split -
o am == - = Hide -
Normal Page Break Page Custom [ Gridlines [+ Headings Zoom 100% Zoom to New Arrange Freeze Switch Macros

Preview Layout Views Selection Window All Panes~ Windows ~

Workbook Views Show Zoom Window Macros



SUH MY 5 HT fAea §

1. Workbook Views
2. Show

3.Zoom

4. Window

5. Marcos
1. Workbook Views

MS Excel View Tab & 3@ section & 2nf@e options Fr #Aee & 31T 319+ Excel workbook
» AfAeT layouts & view T THhd &

Elm @ o

Normal Page Break Page Custom
Preview Layout Views

Workbook Views

v' Normal:- 3Jg Option & ugal & g Select fAear &, =fa & Default &7 & Excel
Workbook Normal View # Set gidr 81 38 Option # g 319« Workbook Normal
feadr 81

v Page Break Preview:- 3@ Option &T Use 319 Ig @« & forld &T dahd ¢ 30 Option
FT Use 31T I8 2@ & O ¥ d § & I 31T 3799 Document &F Print &yar ar
Page Break wgl-&gl 39| Page Break &I Addod, i@l W U& Page @cH @iam g 3
g Page ¥ BTl & 38 Page Break #gd @, Excel sheet T &1fs #ma1 3@ 519 Gray
Color# R@T$ art ¥

v’ Page Layout:- 38 @&hca & ganr 319 39aT Excel file & 3(oRT-37T 9T # @ Feoho
g1 & 3musr Document frdel Pages & Divide gl

v Custom Views:- 38 Option W Click &% & wa Custom Views @7 Dialog Box
Display gar g1 o&& 319 319er Current Display 3T Print Settings @r w& Custom
View & & # Add & &ahd §, 50 fdehed & Nl 3T 30T 3MaRThdar Custom
View &« & gl

2.Show
sad g% 4 Option fea &




3T Option #Fr #Aee & 3T 379« Sheet 3 Ruler, Grid Lines, Formula Bar etc. & On
a1 Off T T g

v| Formula Bar
v| Gridlines V| Headings
Show

v" Ruler :- 37 Option & dF &idd FI g Fler W 3T Width 31T Height = Measure
a1 Align % & foaw fRar Sirar 8, Tohat 37dTd ®eR & Show d2r Hide s @ahd gl

v" Gridlines:- Ig Rows 3T Columns &I Lines gidr & Sir Sheet # Cells I 37e9T T &1
3T Grid Lines & Checkbox & Check 3t Uncheck &% 3& Sheet # Show/Hide
FT bl ¢

v' Formula Bar:- 59 @%eq & d% si9d & g% &t 9¢ 3T Excel file & Formula Bar
% Show @ar Hide #T &hd &1 Formula Bar fdeshel Ruler & 3w fPud glar & foaad
3maenr Currently # Selected Cell &1 Data Show gidaT gl

v Headings:- Column Headings 3 Row Numbers @I Show/Hide &=t & fow
Headings Checkbox @r Check 3t Uncheck @Il 3maehr Excel Sheet # Left Side #
S Numbers for@ gl § 378 Row Headings &gd g, dgl 379ehl Sheet # 39T S Letters
a1 Alphabets @ gfa § 358 Column Headings #gd gl

3.Zoom
sEd g4 3 Option fAea #

Q L2

Zoom 100% Zoomto
Selection

Zoom

v' Zoom:- 58 Option 9T Click ¥ & Zoom Dialog Box Display g4 &, f5a@ 3 Sheet
& Zoom Level #F FA I1 TG FT T&Fd gl 31T Document & =r Status Bar & off
319F Document FZoom T Fhd g1 34T & Gy 379 Ctrl + Mouse & Scroll $r Use
T #ff Zoom In ImrZoom Out FT THA ¢l



v' 100%:- 38 Option Hr Use & 31T 319t Sheet & Zoom Level = 100% X o THd &,
St FrDocument T Normal Zoom grdT gl

v' Zoom To Selection:- 5§ 3T 379+t Sheet & Cells #Fr v Range = Select == 34
Option @X Click &3t af &% 3a=r & Area Zoom BT

4. Window
sgd g4 10 Option e #

=1 [ B Esplit

L L] &= ™ Hide

New Arrange Freeze
Window All Panes~

Window

Ife 3T Excel # T AT HoAIT-37edT Sheets &I Open 3 & 3o 399 # Compare &L=l
IEd g, o 39 Section & Option & Use & 3T AT T dhd &l

v" New Window:- 38 Option % Click #%a & us Second Window Open gt §, Saa
3T TF &Y GHAT H 3TI9-37e91 Serar & Work T F&d gl

v" Arrange All:- 3¢ 3m9st New Window f@&ed & @Rt a1 HIdr 319 HT § UGl Th &
aﬁa?uﬂréﬁwéﬁsﬁq?ra?rg‘éé’a’rsﬁﬁqaw#qgl{lmﬁaﬁuﬁﬁwéﬁaﬁwﬁ
Virticle, Tiled, Horizontal 3¢ 9T & 3RS &T Thd ¢ @@ @it & smae & 2@
ST ||

v’ Freeze Panes:- 8 Option #r #Agg & 39 Sheet & us Portion & Freeze &T Haho
& arhr 39k Sheet # Scroll 3t W #ff Ig Portion 3T & forw Visible @1 3@ Option
F SEIATT Fed & ford 39 Cell i Select &¢ ST & W & Columns 31T Rows @i
39 Freeze T AT8d &, Y Freeze Panes &% Option X Click Y, 319k A& 3=
Option Display g9, 5T & Freeze Panes X Click Y| $d% 3tamar 39 Sheet & Top

Row 3T First Column T 3ff Freeze T @Fd g



v' Split:- 3@ Option : Aeg & 3T 379ar Window =T &Y 37eleT-37e9T Panes (317911 # Divide
T Tdhd §, Sleg T 31T Separately Scroll &¥ et 3R weh & @HT 9T YT Sheet
% 3elT e Parts &7 Access FX Tahd ¢l

v’ Hide:- g8 Option #r #gg & 39 379=1 Current Excel Window @t Hide & @ £

v" Unhide:- 9§ Option a@ON gar & o« 39 & Window ' Hide T & &1 39
Option #Fr A & 39 379t Hide r a5 Window & Unhide &% @=d £

v’ View Side By Side:- 3R 39« & Excel Window Open # g5 ¢ 3R 3@ 3m9 &t
Window =¥ Side By Side c@aT dagd g, df 3« &g Switch & & dT HT 59
Option #I AcE & 3o¢ AU-TTT & Tohd ¢

v Synchronous Scrolling:- af¢ 319 319er Windows I Side By Side 2@ ¢ & 3R 3@
3T TEd § Hr IJ§ alil Windows @ & Scroll &), aF Ig Option 39l ar Excel
Window &I t& &g Scroll & & #Agg #ar g1 $84 & Document &I Line By Line
Compare % 3T Differences it Scan &% # #Acg [Hordr g1 3& Option I Enable

& & fow View Side By Side Option & Turn On &

v Reset Window Position:- afg 3m9st Window f@ea & gart New Copy Open #r §
3t v @ Hfaw Excel file Open &1 g & & 5 fa%ed & ganr 3 file 1 Position
&I Reset &Y Hhd g, 38H dg gl Equally Screen Share &3t

v Switch Window:- 3m9et fSiasi sff Excel Windows adarT & Open $r &, 5@ Option
W Click & & 3o T List 399 @A Display gidr &1 309 List # & 3 o Window
Title at Click &% 3%=g Window 9T Switch &Y g&d |

5. Macros
T 3T ded & o g S 9 MS Excel & 957 oX for@et / design &1l 1 T D
FL @ g, a I record @ ST dT 384 &I @@ Ugal 3T 39 command T y

acros

click T Record Macro... W click ¥ 3 #Ig 1T for@shy ok ged| &= Fd -

& 3T recording start g ST ¥, 31 3MUHT F @A @ F aIg AT g Macros



8 command 9T click & Stop recording ™ click Y, SdaT I & 39ehr fohar aram
S I @ SCET| 3 3T W IS Fclear FT & 3N arad g FAS W click F View

Macros X click &Y 3T 379aT recorded name &I Telsie FRun Fed FI A . SdaT

A g1 39 @ fRaT 9:—T FF automatic MS Excel & 957 9T Telel el |

v View Macros:- Record & Tt Macros 1 List 3@« 3T 3d+ @I F1T o & fow
58 Option &7 Use frar simar &1

v" Record Macro:- 30 Option &T Use Macro Record %t & forw famam Sirar &1 3m9 & ofY
Command Perform &t g Macro & Save giar S| Recording & Uhet & AT
3T Stop Recording & Option W Click &Y, I& Option Record Macro Fr s9rg ffer
S|

v" Use Relative References:- Relative References &T Use #{ arff Macro &I 9Rf&+

Selected Cell & Relative Actions & &I Record fRar &1 G|

Microsoft Excel Shortcut Keys

Shortcut Keys ‘ Description

CTRL +D Fill down

CTRL +R F1ll 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 Minimmize 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

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 +

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



