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Function Keys (F1 - F12)

F2 e Move / Rename text

F3 M Insert AutoText

T
F4 —) Repeat last action
v
E5 I Go To

—% Switch between document
panes .’

F7 — Spelling} Grammar check
e
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OTHER IMPORTANT SHORTCUT KEYS

Function

Extend selection

F9 — Update selected fielc\ls/

F10 —%  Activate menu bay

F11 <_ —_ Go to next fielg/

F12 —— —) SaveAs




Function
Show / Hide Ribbon

Ctrl + F2 — Print Preview _~
Ctrl + F3 a———> Cut to Spike
Ctrl1+F4 — > Close document

Ctrl + F5 ——— Restore window
Ctrl + F6 ————) Switch documents
ctl+F7 ____ ——2 Move window

Ctrl + F8 @~ —— > Resize window
Ctrl + F9 — Insert empty field

Ctrl + F10 I Maximize window_/
Ctrl + F11 — Lock field J

Ctrl + F12 . — Open documenty
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MS Excel is a spreadsheet application software
MS Excel Us Bis2fic vf@dbe quav
Developed by Microsoft

3 ATShIuIYe gRT fasfad far sar g

Part of the MS Office suite —

g MS Office Jae &I UH UPT g

Used to store, calcu‘I)e, analyze, and vnsuallze data
Rt 2 whufery e, storr e, TS wor e ke et (RsgaretTast) e 5 foro et Py e
Works on rows and col_t:mns (cells)

Gfesdl 3R ¥l (JeT) R SR Bl &

Widely used in offices, banking, education, accounts, exams

WW@M(%)sﬂ?%mﬁﬁ\arwﬁﬁmﬁmm%
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Uses of MS Excel

Performing calculations using formula

3 t® N
BIHAT BT IYAPT B IVHETT HIAT
Dat lysis and rti

ata ana ys‘,l/s and repo mg/
3l &1 faguor 3R RUIE dIR S
Creating charts and graphs
I1E 3R ATH ST

> 4 -

Accounting

\md Budgeting

Reporting and
Visualizations

N

Data Analysis
and
Interpretation

e

Performing
Calculations

Maintaining records (marks, attendance, accounts)

e

T8 J910 3@ (316, 3uf@dfa, @)
Budgeting and financial analysis /
31 9911 3R fadh fagwor A1

v

Collection and
Verification of

Administrative
and Managerial
Duties

’
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Important Facts of Microsoft Excel

+ Maximum Rows: 1,048 573/ & R_eT =
. NfPan ufhat: 1,048,576 P A AQ: P'Q

+ Maximum Columns: 16,384 (A to W AD AC
» 3IfYHdAH BIcH: 16,384 (AﬂXFDaai) Az_

* Maximum Worksheets in a Workbook: Limited by system memory
N

+ USP dobqd H HfABaH gdhefie: @mﬁtﬁﬂwﬁﬁ?
———— * Zoom Percentage: o~ BP‘ RQ RC %D

e Minimum — 10‘V\o/

+ RAAH — 10%

e Maximum — 4000\/0/
e FfYHFdH — 400%
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Important Fazcs of Microsoft Excel

e
e Maximum Characters in a Cell432,767
= . ————— —n + h‘u‘_’g
+ UP Al H ATABAH 3128R: 32,767 5 ==-i
e

* Visible Characters in a Cell: 1,024
. - | &
U Al H fewars e dret 312R: 1,024 O

* Maximum Formula Length: 8,192 characters
—— W —

+ iGN BT AGTE: 8,192 HaR B
* Default Font: Calib:i/ \)Qﬂb\l\l P\b\m ’d_e?

™
« fehlIoe WBI=e: Calibri e — e - ™ -

e * Default Font Size: 11 pt |
o

emee

. fahlee Wi ATST: 11 Glec



Important Facts of Microsoft Excel

* Maximum PivotTable Fields: Limited by source data
™ N
. fge 291 $ AABaA Bles: A TR AR
* File Extensions:
>

¢ IS U2 : B‘\ov’
 xls (older versions) Qﬂ

s
* Xxlsx (newer versions)

» Default Alignment: Text — Left | Numbers — Right
S— e — e

» fawice fdTgHe: dRe — I1-1 | HaR — I
e AutoSum Shortcut: Alt + =

o ﬁrawnafréaz::Alt+=



 Workbook & Worksheet -

* Workbook contains multiple worksheets

¢ Formulas&Function:s/ .
e SUM, AVERAGE, COUNT, IF, VLOOKUP o
. Charts&Graphy —

 Bar, Pie, Line, Column charts

> wr b : CELL

WORKSHEET
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Key Features of MS Excel

Sortin ‘{Filtering

* Arrange data in ascending/descending order

Newne 7 JARE AR |+ Data VaIidatioV

* Restrict type of data entered
W ™ N

{ Pivot Table

* Summarizes large data quickly
ﬂ




SUM() - Adds a range of numbers eE——

e et Fage o lormser Date Meewss Vew )

* SUM() — TAT3HT & U 31 Bl Sisdl g S

245| 59625

AVERAG[EQ,— Returns the mean value
« AVERAGE() - 319d HIH (Mean) dileTdr

COUNT() — Counts cells containing numbers

’ ey

e COUNT() - UV It AA HI 3101 BT 8

COUNTA() - Counts non-empty cells
N\/

* COUNTA() - IR-G@refl (Non-empty) Id & Fiad Hvar g




* MAX() - Returns the largest value / e
q :

« MAX() - Had 3T #H ellerdl & e
@ MIN() Returns the smallest valV 7

. MIN() IdN BT A dlerdr g

* ROUND() - Rounds a number to specified digits e
A’ ==
» ROUND() - 31 5 oI fAerifvd 3ipl des 3138 &l &




S«\ q.'c:) 50003 AND
R,__/

——
IF() — Returns one value if condition is true, another if false

IF() - o T 1Y T U W 3R T A W g AR e (o\e = AW Value

- No =2abd
AND() - TRUE if all conditions are true s e s | Plonc. - Qb
AND() - 81 o1 &l @17 9% TRUE eilerar & e
N — | T =
OR() - TRUE if any condition is true g‘\\'&;‘ta> Satax OK o v =
— :

OR() - fooft vap oft 2Id & I 819 IR TRUE &ierdr 8

NOT() - Reverses logical result

NOT() - difoidel GRUTH &Y 361 3T &

IF function is used for decision making.

IF WaeE &1 39T fAviy &9 & fare fasam sirar i




« LEFT() - Extracts text from left side

A »
hay ~ o "
3 q eXt o LEFT() - o< &I 91U ¥PT A fAdbTedr &
& | g w
H '\ RIGHT() - Extracts text from right side
4
t ‘
*. Seerers s * MID() - Extracts text from middle_-
Function o \J OUY
= e  MID() - eRe &I o I fAbdTerdr ﬂ UN
F o N I W S N Te—— !+ LEN() - Counts number of charactey R

 RIGHT() — ¢aR< &I 10 UPT A fAbTedr g
@ &

: '58§EN§HM1§:§S;’AN * UPPER() - Converts text to uppercase

4 VISHAL .KUMAR —— s - .
I * UPPER() - ¢aR< &I 93 312RI (Uppercase) § 9¢aidl &

- Q A\ B * LOWER() - Converts text to lowercase

10 — . )

i QN (A 7\) » LOWER() - &R< &I BI¢ 312RI (Lowercase) H 9&e1dl &
;‘3‘ N * CONCAT()/CONCATENATE() - Joins text strings

15 ‘

ool |
~ O

Q N —— + CONCAT()/CONCATENATE() - eaRe &0 &I sitsdr &
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TODAY() - Returns current date
() 7

e TODAY() - add fafd (31s1 Hi ai) eflerar &

NOW() - Returns current date and time
e

*  NOW() - Iaa fafd 3R w9 eiteran &
DATE() Creates a date from m year, month day
_ a§ s ot & Fafer e

DAY() / MONTH() / YEAR() # Extracts date parts
+ DAY() / MONTH() / YEAR() - faf & et (fe=, wdl=r, adf) Asraar g

TODAY function shows current date.

TODAY %a2E adu fafd feardr g1

12/31/2025

SSSSS

=TODAY() |

.




5. Lookup & Reference Functions

VLOOKUPS)/ — Searches value vertically

»  VLOOKUP() — HTH &I ¢iddd (Vertical) 9 I Hlsidr g
HLOOKU” Searches value horizontally

e HLOOKUP() - A &I &fasT (Horizontal) 9 A WISdT &

LOOKUP() Searches data in range /
. LOOKUP() feusu i A SeT Wisdar g

INDEX() — Returns value of a cel[/&
* INDEX() - fos3ft A1 &1 79 dlerdr g
MATCH() - Finds position of a value\/

\ ¥ 4

e MATCH() - fft a1 B AT (Position) TistaT &
v

VLOOKUP v i X  fx =VLOOKUP($E5,$A$5:$C$14,2,FALSE)
A B C D E F G
VLOOKUP function
: KUP(lookup_value, table_array, col_index_num, [range_lookup])
. oo
3 Lookup table '
4 Animal % Hei iAnimal lSpeed |
5 [Cheetan : ‘ ILion | 50
6 Antelope 19 \Gray fox | 42
7 Lion 175 'Rabbit | 35
8 Elk 320
9 Coyote 10
10 | Gray fox 35 Lookup value
11 Ostrich 70
12 ' Greyhound 28
13 Whippet 12
14 lRabbit 2.5_
15
16
= Table array
18

VLOOKUP is used to search data in tables.
VLOOKUP &1 39TRT et A 2271 Wi & fae faam sirdr gl
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6.

Statistical |
Functions

. =COUNTIF(A2:A10, F1) + COUNTIF(A2:A10, G1)

A
"~

1 Item

r
.-

S O WY B W J

Apples
Bananas
Oranges
Apples
Lemons
Apples

8 Oranges

9 Lemons

- P
y
-

Bananas

B
Amount

$250
$450
$250
S$150
$100
$150
$100

S400
S300

C

Status
Delivered
In transit
Cancelled
Delivered
Delivered
In transit
Delivered
Cancelled
In transit

-

Apples

5|

-

G

Bananas

COUNTIF() - Counts cells based on condition
— #;

e COUNTIF() - 2Id & TR R Ad HI Aadt srar g

SUMIF() - Adds values based on condiEi}n
-

» SUMIF() - 2Id & TR R A Bl Sisdl g

AVERAGEIF() - Average with conditicp,
s —

. AVERAGEIF(T— ord & 1Y 31 d fAbTaadr g

COUNTIF counts condition-based data.
COUNTIF 2rd-311enRd 221 &H) 31017 H3d1 21
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LR wxlsx - Microsoft Excel

Insert Page Layout Formulas Data Review View

v (8 p | =PMT(C6/12,C7,-C5)

A

& C D | 3

PMT() — Calculates loan EMI

e PMT() - 30T (cI9) B EMI B 3191 BT 8

e

FV() - Future value of investment
e

«  FV() - 321 &1 ufasT 44 (Future Value) AdTerdar 8
PV() - Presen

g

t value

i
*  PV() - 9 ¢4 (Present Value) fAdbTerdr 8

PMT is used for loan calculation.

PMT BT 39T &1 HY 3191 & fAv fBar sAran 81

1
2 PMT (rate, nper, pv, [fv], [type])
3 | Using PMT to determine loan payment amount
A =
5 | Loan amount $5,000
6 Interest rate | 4.50%
7 | Periods (term in months) 60
8 Compounding periods per year 12
9
Monthly payment
4 4 » | Sheetl %3 [i] 4] il

Ready | 7] |

|[EDE 100% )




Cell Reference

A cell reference is the address of a cell in a workshe\et/
Al YB¥ ad2fie # fft At &1 9T (Address) EidT &
fx | =SUMIFS(SC$2:5C517,5A52:

It tells Excel where data is stored . | 4 . : | $A$17,$72,58$2:88617,G81)

g Excel & gdTd1 & fb 321 Hal WIdd 8 2 . (=1

1C 2 Manisha Mixed Ce" : 53,72800

Formed by Column Letter + Row Number 3 Shalu | o ference [23400] 76,055.00
Product-4 € 4 Neelika 3,145.00 | 63,099.00

aﬁa'q 3{&"\" + -\ﬁ (ﬁ'ﬁ;) '\q.@'l' a’ d49d1 %‘ Product-5 12 5 Ruchi 89,685.00| 15,164.00| 31,152.00

Product-6 1€ c1 - %] -5A$1

Product-7 T e
Example: A1, B5, C10 - & | Absolute Cell ) :
Product-9 9—%~ Reference - ) .
3qIg¥Ul: A1, B5, C10 11 Product-10 1=

12

Used in formulas and functions to refer to cells

BT 3R BaH & At BI Hehfd & & fare 39 fsar srar @

Cell reference identifies the location of a cell.

A YBV fHH T &b 2 H yga= Hda1 2l




Types of Cell Reference
\

1. Relative Cell Reference

« Default cell reference in Excel
« Excel # fRhIce Ad VB

* Changes automatically when a formula is

copied

* Nodollar sign ($) used
+  SToR A ($) &1 39T el ghar

Example/3qIgUl: gl

* Formulain C1: =A1+B1

. C1H B =AT+B1
* Copied to C2 > =A2+B2
.+ C2H P H9 W — =A2+B2

Relative reference changes on copying.

Refed YBpIA Bl B W) IS 1T 2|

e X

* BT BIYl B U 3HYA-3119 G ATl 8

File Home Insert Page Layout Formulas Data Review View Developer
—E] & Cut Calibri 11 ~ A A == — A~ 23 Wrap Text

Dact [[3 Copy |

avs : ¥ Format Painter B I U~ |iH~|R24A- = B = $= 2= 2 Merge & Center

Clipboard M= Font M Alignment
E2 > f\ =C2‘02
| A F G

1
2 Product-1 1,826.00 36,520.00
3 Product-2 4,956.00 21 104,076.00
4 | Product-3 3,956.00 2 7,912.00
3 | Product-4 2,956.00 22 65,032.00
6 | Product-5 5,956.00 23 136,988.00
7 Product-6 6,956.00 24 166,944.00




Types of Cell Reference

2. Absolute Cell Reference

* Does not change when formula is copied
o THIHET Bl FA W Tl agerdl
* Uses $ (dollar sign) before column and row

o Pl 3R A I & Ugat $ (STeR [AE) BT 3P HdT &

* Fixed reference

. f®R (Fixed) Y5 81dT &

Example/33aT&30I:

* SAS1
* Formula: =A1*SBS1
‘

* On copying, $B$1remains constant
e dd

Absolute reference remains fixed.

U IeYe Y AR &1 2

w5

X v fx | =E35%SES33

B

Marie Gold Biscuits 5
acks Monaco Biscuits 3 30 90 9
acks Oreo Biscuits 4 50 200 20
acks Navratna Mixture 4 75 300 30
acks Chips 5 25 125 12.5
'rages Nestle Cold Coffee 10 45 450 45
'rages Pepsi 3 65 195 19.5
'rages Limca 3 66 198 19.8
'rages Frooti 4 70 280 28




Types of Cell Reference

3. Mixed Cell Reference /

e Combination of relative and absolute reference

«  RRfea 3R vaiey[e VB &1 HdisH

* Either row or column is fixed, the other changes

« I dl A (4fh) A1 BicH @R AT 8, IR Gl g

Types/U®bR:

/

* S$A1— Column fixed, row changes
——

¢ $A1— Bl @R, A TcAdl &

. Aél — Row fixed, column changes
¢ A$1— A @R, P TgadT &

SUM

Example/3cTI&rur:

e SAT+BSI

Mixed reference partially changes.

e YB3 31ifAs 9 A I&adT el

1

2

3 | Feb 7500 3000 4500

4 [ —Mar 4300 2700 1600

5 | Apr | 6400 3200 3200

6  May 8900 4800 4100

7.

8 Feb Mar Apr May
23.36% | 13.40% | 19.94% | 27.73%
19.74% | 17.76% | 21.05% | 31.58%
32.11% | 5.50% | 20.18% | 28.44%




