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v Create Documents
v Prepare Spreadsheets

v Design Presentations
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Function Keys (F1 - F12)

Function
F1 Help
F2 Move / Rename text
F3 Insert AutoText
F4 Repeat last action
F> GoTo
6 Switch between document

panes

F7 Spelling & Grammar check
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Function Keys (F1 - F12)

F8

Function

Extend selection

FO

Update selected fields

F10

Activate menu bar

F11

Go to next field

F12

Save As




Ctrl + F1
Ctrl + F2
Ctrl + F3
Ctrl + F4
Ctrl + F5
Ctrl + F6
Ctrl + F7
Ctrl + F8
Ctrl + F9
Ctrl + F10
Ctrl + F11
Ctrl + F12

Show / Hide Ribbon
Print Preview
Cut to Spike
Close document
Restore window
Switch documents
Move window
Resize window
Insert empty field
Maximize window
Lock field

Open document
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MS Excel is a spreadsheet application software
MS Excel U Tisefie vfdeM ATdeddR 8
Developed by Microsoft

= ATShIATTe gR1 fasfad far s/ 8
Part of the MS Office suite

qg MS Office 3¢ BT UFH UPT &

Used to store, calculate, analyze, and visualize data
22T P AR B, 0T B, AT B9 3R wafid (REBeTEs) B F fare 3w R 57 &
Works on rows and columns (cells)

dfehal 3R Tl (Je) W SR Hear &

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

BRI, dfdsar, e, ot (3113ed) 31R aRiam3i & SArge w9 A 39T fBa1 ST 8
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AcsGinting ‘ Collection and

Uses of MS Excel

S

; Calendars and

. 3 ' Schedules
* Performing calculations using formulas Ny - o
e J Data Analysis ' F J ' “’-H .Admlnia!ratiu'ﬂ- _
+ BIHAAT BT IYFPT B IUETU BRAT Y N e
* Data analysis and reporting T | Uses of MS Excel \ W

+ 321 &1 fAF9oT 3R RUIE AR = cas

* Creating charts and graphs f

Data Entry
and Storage

—— T AR ATH S M1
* Maintaining records (marks, attendance, accounts)
- P13 F1IC 3@ (31, 3ufRAd, @rd)

* Budgeting and financial analysis

o §31¢ 941 3R faiia faayor s

\ e\ | || /e




Important Facts of Microsoft Excel

 Maximum Rows: 1,048,576
. 31fSpaH dfvhdr: 1,048,576
 Maximum Columns: 16,384 (A to XFD)
o fABAH BIcIH: 16,384 (A A XFD dB)
* Maximum Worksheets in a Workbook: Limited by system memory
+ UP dbqd A HfAHan gdbefte: fen aak w AR
— * Zoom Percentage:
* Minimum — 10%
o GAdH — 10%
e Maximum — 400%

e fYHdH — 400%




Important Facts of Microsoft Excel

 Maximum Characters in a Cell: 32,767

o UH Ud H MfABdH 312RR: 32,767
* Visible Characters in a Cell: 1,024
¢ U Ul | fGw@rs ¢4 dTet 3121R: 1,024
* Maximum Formula Length: 8,192 characters
+ fABAH BHA wdls: 8,192 3HaR
* Default Font: Calibri
» f3WIee WI=: Calibri
e * Default Font Size: 11 pt
¢ @ﬁo_t'tflf_t"\q@ 11 ‘HT?SE




Important Facts of Microsoft Excel

* Maximum PivotTable Fields: Limited by source data
» fige e9d & 3fdHad Pies: T seT ) fAR
* File Extensions:
. FFIEFWER’:I%'QH:
* Xls (older versions)

e Xlsx (newer versions)

» Default Alignment: Text — Left | Numbers — Right
* AutoSum Shortcut: Alt + =
e 3TCINGH ATPHe: Alt + =




Key Features of MS Excel =

e Workbook & Worksheet

* Workbook contains multiple worksheets

* Formulas & Functions

& B« & S Bookl - Excel P Search - g x
File Home Insert Page Layout Formulas Data Review View Help & Share ~
- - - i i I SmartArt = s j N o
° SUM AVERAGE COUN I IF VLOOKUP id B A WBDY O ° == © [A A & al T Q
, , , , PivotTable Recommended Table  Pictures Shapes lcons a0 e ashol ¥ i Slicer Timeline Link Text Header WordArt Signature Object  Equation Symbol
FivotTables ¥ Maodels ~ Box & Footer v Line - v
Tables INustrations Filters Links Text Symhbols i
Al v | i fx w
. ‘ h a rl S & G ra p h S = B ¥ B E F G H ] K L ¥ M o P Q R 5 T u v W X ¥ E AA AE AL
2
o O °
* Bar, Pie, Line, Column charts E
J ) J :
0
CELL

WORKSHEET

Sheetl + - _______________________________________________________________________________________________________NEN_

Read Accessibility: Good to go = + 100%
¥ T e M i
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Key Features of MS Excel

* Sorting & Filtering

o L)~ 2 % Baokl - Excel £ Search - = X

Be |G RS

0O |~ &N | A

]

WA
n

I
Pu LW

File Home Insert  Page Layout Formulas Data Review View  Help 1% Share ~
A y :1 s [T] Queries & Connections EE .-;'_':: E =y i =m E FB é% ;
% D& = D D‘] F = G # y = B—f o By g ® ® ®
Get From  From From Table/ Recent Existing Refresh — Filter Textto  Flash  Remove onsolidate  Data What-If Forecast  Group Ungroup Subtotal = .
Data v Text/CSV Web Range  Sources  Connections A~ [] i ﬂﬁ\dvanced Columns  Fill  Duplicatef Validation ~ Model~  Analysis~  Sheet v -
Get & Transform Data Cueries & Connections Sort & Filter Forecast Cutline I hd
Al v i Jx 1 v
A B € D E F G H ] 4 L M M O P Q R 5 T u V w X ¥ Z Al AR AC A
5 ° °
2
4 0
5
&
7
B
L
o
| e Restrict type O ata entere
o o
&
e * Summarizes large data quic Yy
9
1 Pl : % Bookl - Excel ~ Search [ Signin | - = x
2
3 File Home Insert Page Layout  Formulas Data  Review  View  Help 1= Share ~
4 =] ] A = E>] T2 SmartArt ? di~ H- M @ = 7 Tal T = B @ E ,q > B TT O
5 D 7 E iy O Zj _J_’_. o . g iy : Dﬂ S ] oo == Dr? =0 A &
ecommended Table Pictures Shapes Icons 3D il Scmenshot* Recommended X~ lﬂh v EmY Maps PivotChart Line Column Win/ Slicer Timeline Link Text  Header WordArt Signature Object Equation Symbol
b PivotTables - - Madels ~ Charts @v Lv v - Loss Box & Footer - Line - >
T v Tables lustrations Charts ) Sparklines Filters Links Text Symbols b
Sheetl e - N Al w | i Jx i
Ready Tr Accessibility: Good to go Average: 4.5 Count8  Sum: 36 H H —— ——+ 10m% A B 2 D E F G H ) K L M N 0 P Q R S T u \ W X ¥ z AN AB AL -
= :l
5
G
8
g
10
12
14
i5
16
18
19
20
1
24
25
26
27
28
29
32
34
35
36
37 v
Sheetl i A EEEE— »

Ready Tr Accessibility: Good to go HH H ———+ 100%



SUM() - Adds a range of numbers

= . [ Queries & Con
_F =| L& mm e F] Grnneit
. st .i: n ..:.: F 1 Existing efresh & ik > :l, rt l;,
. Get & Transform Data Queries & Connections Sort & Filter
— C3 v || X v fe~|| =SUM(A1,B1)
. :
|

245 59625

=SUM(A1,B1)

AVERAGE() - Returns the mean value
+ AVERAGE() - 311d #F (Mean) ¢lierdr &

COUNT() - Counts cells containing numbers

e COUNT() — I¥HTV dTed Vel bl IMUHT BT &

- — — —l = — i — —

COUNTA() - Counts non-empty cells
+ COUNTA() - 3R-A@refl (Non-empty) I B Pt Bt &




File  Home Insert Page layout Formulas Data Review View Help

E E}EI L& ) 0 O & 2l g

o Fr Ecim, T Tahle/ Recant Ertiamg ¥k El 5 |5 T
Data Text/ C8 Range OUICES annection | 53

* MAX() - Returns the largest value
+ MAX() - U 981 4 clerdr g
 MIN() - Returns the smallest value

 MIN() - USH BieT 7 dlerdr g
* ROUND() - Rounds a number to specified digits

. ROUND() - fosf} 3% &) fAefRd 31l d&b I3 Hdr g

Queries & Connedtions

PPPPPPP

| S B BB B8 g E

55555555

=MAX(AL,B1)




2. Logical Functions

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

IF() - 2T &1 &1 WX U A 3R ITeld &1 IR GIRT HIH «lerdn g

B I I D T ® I o o £ Search o 8 %
() I ! l , E If a I I C‘ ’ n Itl ‘ ' n s a re t ru e File Home Insert  Page Layout  Formulas % Review View Help @Sharev
C3 v i X W fe~ =IF(A1,B1,C1)
[ ]
AND TRUE Pa— =
_— 1 245| 59625 584151

2
3 | =IF(AL,B1,C1)

OR() - TRUE if any condition is true
OR() - a3t vap ot oI & & g1 IR TRUE oierdr &

NOT() — Reverses logical result

15
16
17
v 10 .
M + - _____________________________________________________________J b
NOT() - dIfSihe ARV HI 3cie g™ - o '

IF function is used for decision making.

IF %2 BT 39APT fAvR A1 & farv fosm sirdaT 81



 LEFT() - Extracts text from left side
3 ° TeXt o LEFT() - ¢aRe &l 91U 9T & AdbTeldr &
* RIGHT() - Extracts text from right side
Functions

e RIGHT() - R &) 10 YPT A ABTdT 8

 MID() - Extracts text from middle
¢ MID() - ¢Re &bl 19 A ABTeAdT 8

 LEN() - Counts number of characters

Cueries & Connections

e T * LEN() - 3R &1 e

1 TANNU TANWAR
2 [POONAM YADAV

5 YOGESH |CHAUHAN
4 VISHAL KUMAR

. )=LEFT(A3,4)‘ o UPPER() _ é'a'\q aﬁ' a'g' Haﬁ (Uppercase) ﬁ' deoldl %

* UPPER() - Converts text to uppercase

N N O |V

* LOWER() - Converts text to lowercase

L + LOWER() - ¢&Re &I BI¢ 312R1 (Lowercase) H d&aidl &
14 » CONCAT()/CONCATENATE() - Joins text strings

. . CONCAT()/CONCATENATE() - e f& 3l siigdi 8

eeeee



| i S ~ Bookl - Excel
TODAY() - Returns current date e Sp—_—
+ TODAY() - IcHH fafd (31151 Y dRI) eierdr @ sl Foaso
SUM e [l W =TODAY ()

NOW() — Returns current date and time
. NOW() - adq fafd 3R v wterdr &
DATE() - Creates a date from year, month, day
+ DATE() - a¥, #gl1 3R fea I fafd sarar &
DAY() / MONTH() / YEAR() - Extracts date parts
* DAY() / MONTH() / YEAR() - faf& & w1 (fe1, g, ad) fAererar g

12/31/2025|=TODAY()|

YDl 00 |~ | Oy | T B |0 R -

PN O AW N =2 O

TODAY function shows current date.

TODAY BaeM ddd fafd feardar 21

=X A i i X i i A



5. Lookup & Reference Functions

VLOOKUP() - Searches value vertically

e VLOOKUP() - HHF &I diddd (Vertical) ®9 U WisTdl g
HLOOKUP() — Searches value horizontally

»  HLOOKUP() - AT &I &faisT (Horizontal) %9 & Wisidl 8
LOOKUP() — Searches data in range

+  LOOKUP() - fu 31e ¥51 & Se1 @istdn @
INDEX() — Returns value of a cell

+ INDEX() - o3t It &1 41 elerdr @
MATCH() - Finds position of a value

e MATCH() - fedfl a1 1 AT (Position) HWisTdr g

E

|Animal |SEeed |
.—'
|Lion ) 50

Gray fox
Rabbit T

Lookup value

VLOOKUP v XV ﬁc =VLOOKUP($E5,$A$5:$C$14,2,FALSE)

A B C D
VLOOKUP function

: VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup])

2

3 Lookup table

4 Animal Speed (mph) Weight (kg) 1

5 rCheetah 70 54

6 Antelope 61 19

7 'Lion 50 175

8 |Elk 45 320

9 Coyote 43 10

10 |Gray fox 42 3.5

11 Ostrich 40 70

12 |Greyhound 39.35 28

13 |Whippet 35.5 12

14 IRabbit 35 2.5_

15
16
17
18

Table " array

VLOOKUP is used to search data in tables.

VLOOKUP &1 39TPT ¢ H 21 Wi & forv fHar SArdr g




6 ® * COUNTIF() - Counts cells based on condition
® ® e COUNTIF() - 21d & 3MTeR W A I et B g
Sta t I St I C a I  SUMIF() - Adds values based on condition
o o SUMIF() - 2Id & 38R 4R "I Pl S1Sdl &
Functions

* AVERAGEIF() - Average with condition

. AVERAGEIF() - 2Id & J1 319d fAdbredr g

:1 -
4 E . - E : : COUNTIF counts condition-based data.
Item Amount 5tatus Items Apples  Bananas

2 [Apples 5250 Delivered Count ‘ 5_| COUNTIF Qlﬁ'me"ﬂa%?[ﬁmmél
3 |Bananas 150 | In transit

4 Oranges 5250 Cancelled

5 Apples 5150 Delivered

& Lemons 5100 Delivered

7 Apples S150 In transit

4 Oranges 5100 Delivered

3 Lemons S100 Cancelled

10 |Bananas S300 In transit




>

Home Insert Fage Layout Formulas Data

e - 5 |5 waxlsx - Microsoft Excel

Feview View

C10 > " 5 | =PMT(C6/12,C7,-C5) [1:4

B [ ¢ D E F iz

1 5
2 | PMT (rate, nper, pv, [fv], [type])
sl Using PMT to determine loan payment amount

5 iLfDi:'_II'I amount 55,000
DU | Fahld]

7| Periods (term in months) | 60

8 Compounding periods per year 12

9

10 Monthly payment I $93.22 _I
11

12 gl
4 4 » M| Sheet1l /%1 - []4] i L k1]
Ready | B3 | (B o O U ®)

PMT() - Calculates loan EMI
o PMT() - 3BT (cTi91) HY EMI B} 30T BT &
FV() — Future value of investment

+  FV() - fAd2r &1 ufasT §ed (Future Value) fAdTerdr 8

PV() - Present value

+  PV() - 9 eI (Present Value) fA®TedT &

PMT is used for loan calculation.

PMT T 39T o9 &H) 30T & fAv fasm 3irdT 81



Cell Reference

A cell reference is the address of a cell in a worksheet

Aol ¥y db2fie & fedl A &1 9dT (Address) &idT 8

It tells Excel where data is stored s Seeaatr o
g Excel &I Id1dT & fb ST Hal IIEd & : : I
Formed by Column Letter + Row Number
HIeTH 312R + 3 (4fth) Y= A §9d1 8
Example: A1, B5, C10

= 1

1C 2 | Manisha ([ priod copl B.965.00] 53,728.00
3 shalu | o e o [:994.00] 76,055.00
Product-4 | 2,956.00 £4 | Neelika 145.00| 63,099.00
Product-5 | 5.956.00 1z 5 Ruchi 30 685.00] 15,164.00| 31.152.00
Product-6 | 6,956.00 e

Product-7 | 7.956.00
Product-8 | 8956.00 Absolute Cell

10 ' Product-9 | 9,956.00 Reference

3qlgvUl: A1, B5, C10 11 Product-10| 1,056.00

12

Relative Cell
Reference

1
2
3
il
.
6
7
8
9

Used in formulas and functions to refer to cells

HIHAT 3R BaeH 7 A Bl Ughid H1 & v 39T fasan siran &

Cell reference identifies the location of a cell.

At ¥B fhl At & 2= H yg<a= Hd1 el




Types of Cell Reference

1. Relative Cell Reference

 Default cell reference in Excel
e Excel # fehlce Acl YHhd

* Changes automatically when a formula is

copied
o q;vrlkv“' aﬁtﬂ' ag_\lﬁ' qv 3-]'qﬁ'-3-'|'|'q' dqgal Slidl % File Home Insert Page Layout Formulas Data Review  View Developer
* No dollar sign ($) used L A cut Calibr AN === #- | 2wap Tet
TR g S LUEHEGI [ Copy - _
e gl?"l_\’ ($) a;ll F'ajte @ Forr o Bt B I U - [_:,:,'_] v | & ﬁ v £= 3= |3 Merge & Center
E I / Clipboard M= Font M Alignment
[
xample/3qlIgrUl: - - £ =22
) A F G
* Formula in C1: =A1+B1 1
+  C1H BIHeT: =A1+B1 > oroduct-1]  1,826.00
o COPIEd to C2 — =A2+B2 3 Product-2 4,956.00 21 104,076.00
: aﬂtﬁv a,_\,ﬁ. - Product-3 3,956.00 2 7,912.00
o — = + y ’
C2 ﬂ. hl A2+B2 5 Product-4 2,956.00 22 65,032.00
b6 Product-5 5,956.00 23 136,988.00
Relative reference changes on copying. 7 Product-6]  6,956.00 | 24 166,944.00

f¥fed YHIA HIfl HA R 9 STl &



Types of Cell Reference

2. Absolute Cell Reference

* Does not change when formula is copied

+ I BIYl B W gl TGeAdI

* Uses S (dollar sign) before column and row

+  BIH 3R A I & Tgdt $ (STeR RAE) BT 3TAPT BT 8

* Fixed reference

. f@R (Fixed) YByd &idT &

Example/3cIgUl:

e SAST
* Formula: =A1*SBS1

* On copying, SBS1remains constant

Absolute reference remains fixed.

Tetiieae YHYa R Tedl 21

* v Ji =E35%SES33

B

Marie Gold Biscuits 5
acks Monaco Biscuits 3 20 a0 s
acks Oreo Biscuits 4 50 200 20
acks Navratna Mixture 4 15 300 30
acks Chips 5 25 125 12.5
rages Mestle Cold Coffee 10 45 450 45
rages Pepsi 3 b5 195 19.5
rages Limca 3 bbb 198 19.8
rages Frooti 4 70 280 28




Types of Cell Reference

3. Mixed Cell Reference

e Combination of relative and absolute reference

» Refed 3R vsicR[e YB3 &1 WAl

* Either row or column is fixed, the other changes

« Tt A () AT i RRAR @ &, TIRT I&eAdT &

Types/9HNR:

* SA1— Column fixed, row changes
¢ $A1— BIcH R, A I&Adl &

* AS1— Row fixed, column changes

¢ AS$1— I @R, BIeH deldT 8

SUM

Example/3cIgur:

e SAT+BST

i e R - = T = LR R

—a
M

Mixed reference partially changes.

ARz YB3 3HifAd U A dcdT el

Feb 7500 2000 4500
Mar 4300 2700 1600
Apr 6400 3200 3200
May 8900 4800 4100
Month Jan Feb Mar Apr May
Earnings 15.58% | 22.36% | 13.40% | 19.94% | 27.73%
Expenses 0.87% | 19.74% | 17.76% | 21.05% | 31.58%
(LA EGCIEVGEGECEE 13.76% | 32.11% 5.50% 20.18% | 28.44%




