UAUE UFEHe  MS Exel
MS Excel tutorials in Hindi

U (Excel): Ig 4% @Al T FAT Tefiz (spreadsheets) FTEFH 2rar g
ot mgrar o o faftysr srErs (datas) F ATIEE 9YtE Y@ qAT 2@
gHd 2| TFAe & fFewar ag AF & & aw e o fEtas wwe A
woraTe wr oft TEa: & OFT AT R

UFIA F TeqF BISA Fl Thq®  (Workbook) F 1% & ST Srar g1 e off
THLF 6 Aeqid TRt aheftE  (worksheets) T TFT F. et awefiz wr
"HAT (columns) TT AT (rows) T fAfda Sreft (grid) 7oz ST =hvaT 2
TeIF FAG FTOFAST & AT T Yaria fFrarsrar @ s=fF o i g=qr @
FATT TAT AT F T F4 (FAT @ F7 A (cell) F21 Srar 21 BFr o= #iv
TEATT IHF FAH & FAY M A FT TEAT T AT B, T4 Ay AT oA
FT KA 'E'E ST A '5'T AT A8 'ES A wgaram fRAT oAt g o Zaws
Hear v afordtT T (mathematical formulas) &t gfafe £ ST @=wdT 2

ATSHIGIGE THFA  GhIT F9399  (Microsoft Excel - Screen Elements)
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TAT FhefiT SSAT T Fhefie F1 A FIF4T (Adding and Renaming
Worksheets)




TEIHATT & 3% FUT foaq fwdr fF awefie #r fFas #v % sOu A o
FHAT 21 STHieE qIT U UFA | T Fhefie 98 & T a9 ra g J4T
FHsftz T F o gradaddfiz  (Insert|Worksheet) &1 537 ¥ Tsfiz =1
A FEAT F T IH AT AT ST UL =1At AT (rigit click) FW ¥ fAw
(Rename) # 97 FT AT ATH (T FT % TreT (Enter) FSIT T )

ZA9TT  (Toolbar)

([ (X

UFT THAT F UL ZFH W A & 3w A9 A Raggar g ed
qErEar ¥ ofiorarqd® UHS FHMEH F AT AT AT FAHAT F)

Tré
™ e o vmr FE g e da T st ww o FEn R

— | | | ] — I — | |
ID?El%mT i 2 ﬂvnv|ﬁr};,f,|‘ g;g,m.gwr =N
AT FHEE]

AT (New) - T9T IHqF F9TT F [orx GIa® H B3 (File|New) FT a7
¥ AT wEA+N (CTRL+N) ForaT #7918 a7 2A9TT § 947 (New) T2 T
s

AT (Open) - T2« & g a4 g4 (et a%a® Fr @req oy aqame 4
HIEA|ATT  (File|Open) FT FF9 &< AT Fra+0 (CTRL+)) Fforat &1 zamd ar
TAATT F 'GIAAT (Open) T2 & {FAH T

"sg (Save) - T FHgF wr AT T F A AGET F wrEA[EEE
(File|Save) FT =a9 F< AT wala+S (CTRL+S) FSai &1 Zamd AT AT |
'qsg' (Save) =T w3 FY

FIaAT  (Prnt) - fFHT F%ag® #1 G F o 7997 |/ wred|f¥e  (File|Print)
FT FAT FL AT FHarA+P (CTRL+P) TSt &1 a1 aT TAST | '@g' (Save)
T2 F fFF F

FATS & TgA <@AT (Save) - FFET TFqF F FUATS F TgA a@9 & (o
AT H wrga|f¥e f9fsgg (File|Print Preview) T a9 F¥ a7 AT | '&UTS
% ugs <@Ar (Print Preview) 27 &1 fF® F7)

~.

AT aF FEAT (Save) - FFEHT THgd H ST 9% FA & & AT H
'Tafefar =% FIAT (Spell Check) =27 &1 fa=r® F¥)

FIEAT, FIAT TAT YT FIAT (Cut, Copy, Paste) - =7 Twamen v Fhsfiz v
WigTHrs F¥AT (Modifying A Worksheet) STATRT  (section) § == # < &)



http://computers.agoodplace4all.com/excel/modify.php
http://computers.agoodplace4all.com/excel/modify.php

a17g, g (Undo, Redo) - #MF  (Undo) 3r=Tq I af¥ada & gaT FT TA:
UEA ATAT F&efiz I F forg qar g (Redo) 37aiq &7 w17 af¥ad= & q:
sl e W T e A o N | e el TR K e L S| EO A o
(Undo and Redo) - T2 &1 F% #

grzafei® ereAT  (Insert Hyperlink) - grsufeis sta= & forr et = (cell)
T 2FET W ST FOH r5ULfer® SAAT  (Insert Hyperlink) - 27 &t 3+ &%
Tar o ATz T greudiei® AT I SHET qar =y w1 T OK & fFAw
FT Q|

Ay, BFAT IS AT WrEAT (Autosum, Function Wizard, and Sorting) - 57
fFaTen 9T EFer=E (Functions) SATATT  (section) § =T &7 M5 2

2 [N

IH (Zoom) - THRET FFTF FT FH FIA AATY LT AT BT Fh <@ &
TATTT | A (zoom) T2 & fFAT F)

3

UHUT TFHT HF 9T 997 Customizing MS Exel
MS Excel tutorials in Hindi

THUH THFA R FHiee qE T2 AAT Fa97 Tol 7 Q@ UET & Seg g
F & T TAr BAr T g A ot ¥ae uw dftwe # s s A@v
G R s T 7 e o R e e O e G o = B e 2
ITEd E| AT UFA F ATAT THE F ATHATE FATT T qawT 1= f&3r

2T 2

1. HgaT ¥ feggjgaard|mczarss (View|Toolbars|Customize) T a4 7|
2. e (Options) 2 &1 f@=s &7



http://computers.agoodplace4all.com/excel/functions.php

3. Menus show recently used commands first 5% F(FT FT ATIF FT |
Cotomzo ]

Toolbars I Commands ~ ©pkions |

Personalized Menus and Toolbars

[ sStands

¥ Menus show recently used commands First

atnolbars share one row

Reset my usage data |

Ckther

[ Large icons
[V Lisk fonk names in their Font

¥ 5how ScreenTips on ooibars

Menu animations: (Mong) -

o)

ZAITE  (Toolbars)

THA F TAAE H FTAHT OTEFHE FSAT F ATAT ST THAT | THH (o0F AT
# feggjeaard®  (View|Toolbars) 1 =39 ¥

AT B GHIART FAT9T  (Customize Toolbars)

ST g % ST arawe Faqr &, Seg T ATIFAT AW FLd §, TAqH K
TEAT AN M7 g F7 TR F2q & AT TART Fd o Tal &, g1 AT
uaT w3 & o fAw fafer stoara




1. #gaT | feggjzaard|sczarssi (View|Toolbars|Customize) &T Ja ¥
T FATUEH (Commands) & & T |

Cuztomize |

Toolars | Commands {| Options |
aktegories: Commands:
Mew, . -

Edit D j
Wiew [ Mew

Insert -

Forrnak L= Cpen

Tools

Data Close

window and Help = save

Drawing

AuktoShapes ;I Save s, j
Selected cormmnand:

Descripkion | i e = = o |

&l

2. arff @7 fRuaa Fwfiw (Categories) atF & fFF F7a T erfiaw
FATIEH (Commands) FiFT H Tfada gr STar 2

3. TS FHAUEH FT AT AATH H AN ATET &, I HA19gH (Commands)
FFT § TqAFE FT A

4. AT I ATSH F FT ST FH AT § e &AM T A 304
E 1 s e 1 W 1 e 1 L I B A I o

5. TEft wHT ¥, T oqEFweE FEAT A AT I AT IR, TAATT A
FATIZH AFT qF T FLH a7 AT TFar gl

AHI {HIE HAT (Recording A Macro)

AR o gIT uFHe oftz O ST U §UTET THAT &1 TS TS FT T
2 FBr 9¥ B UF SO & T, adt oftiz & it (margins) ®F wE =
F FTAT FAE F o, AA FATT AT ARAT AT AHAT FT TIATH HE




1. TA | qAREHE = AF (Tools|Macro|Record New Macro) &t
FJIAT FL A
Record Macro |

Macro name:
Macrol

i

Cancel

Assign macro ko

L| @

Toolbars Kevbioard
Skare macro in:
I.ﬁ.ll Documents (Mormal, dok) j
Descripkion:

Macro recorded 8/29/00 by Instructional Technology

2. WHT AW (Macro name) Fiieg H HFHT FT ATH (3T FY)| THI07 7G F
AT F ATH T Foi AT GTET TIMT (space) AT I AFAT AT A LT
LTI R 1 B s s ) O 1 1

3. afz s wuq Tw AW F o feet arewe it w v oft wEnr &
ITEd & ar ardwe FSfr  (Shortcut key) TFT § FT Frar U THT
T[T FTLE FAST F = (small) AT T CTRL+number shortcut STAT
#T T FAY T CTRL+SHIFT+number ITAT 9TEFT #T T7aT 2l

4. TAT FFT TT (Store macro in) TT TMST T T fFAT AT Y Fos

T
5. fagzuor (Description) fieg @ a9 §#r T fIavor foE) zr‘g’ faram
FIT HEW F o grar g Saw & oarT suw dwr F T e g

a% a9 T AT A7 FA TEOT FLA AT B

6. HHI THIST & Fq & o7 OK &1 7w Fw 3

7. T TMRA WY H THRAT SrceT AT gHEE F O W TH IETEIW H
aoft grforat w1 TF I FT FAEr AV TH WISANT G2HAT  (File|Page
Setup) F HAFZ FIAT FEIT AT TAFE FT AT % 7€ OK T2 Z&r
&y

8. THIIT TAATT F (T (Stop) T2 & ¥+ FT & I wUFT TF
qeferd  (saved) 27 4TI

AHI FF FAET  (Running A Macro)

1. 9T FATT A T AT F [0 AT | [ ARI|RRIT
(Tools|Macro|Macros) FT FaT F<l




2. AFHIT (Macros) fameT ® fazr w1 foree ¥/ 910 (Macro name) Ft
ZEATEZ FLH T (Run) 27 &1 fFs wT ).

[ 2]
Macro narme:
e |
- |
DoPrefsForm Cancel
DoPrinkWithLinks
GetstoredSettings
Skep Ink
Macraol Sl |
kesk Edit |
Create |
J Delete |
-
: Qrganizer... |
Macraos in: I.ﬁ.ll active templates and documents j
Descripkion:
Macro created §/31/00 by Instructional Technology

3. WHl FAAT qF FIA & O Fo(ued HoAF (BREAK) Fst ZaTa (AT3H
PAUSE %9 & o Hatar+q13%, (CTRL+PAUSE) FT 24T

THUY UFYT HF AISIHIE HAT  Modifying MS Exel
MS Excel tutorials in Hindi

TH 47 ¥ @Y 4F | AT (Moving Through Cells)

e H AFEl (data) H WETE T F O TH A F FEACHA H OFAET qE=AT
g TH FTT AT ATSH JAT Fsiraeer  (keyboard) ST 2 F@raar & fHar ST
gHar g Sadr fAfeat = & oree o stateua g:

wfafater (Movement) Foft  (Key stroke)
T T FIT Up Arrow

TF HqA AT Down Arrow 3T Enter
TF A FTAT AT :Left Arrow)

e e Right Arrow)

Fhfte FT TIH 7 (AT Al) CTRL+HOME

FHhsftz w1 sifaw @=r (fo=d =1ar
2

T F AT H SATAT CTRL+right arrow key
FAT F FT T ATAT CTRL+down arrow key

CTRL+END




Fs o T

File|Go To menu bar command

TAT Fhefie, T, Hi@w AT (Adding Worksheets, Rows, and

Columns)

o T&eftz (Worksheets) - 791 Fsfie strewr & o oqame o sradamsfie

(Insert|Worksheet) T 97 ¥

o AW (Worksheets) - 79T I g F forX Iqa® H 70U
(Insert|Rows) T =7 &< AT I o7 UT &FA® FT & AT O &
ZIEATSZ FL JAT AT T arat Faw  (right click) #¥ & g=a&  (Insert),

Gl

o FiATT (Worksheets) - 79T FIAT [T & o TIaTT | grqa|HiaAey
(Insert/Columns) T =TT FI IT FAY AT I (3% F¢ F (Hv

FIAT FT FISATIZT FL qAT ATIT T a0 35 (right click) F¥ F g
(Insert), T

AT SfiT HIAH FT SMHIT TSAT FFAT (Resizing Rows and Columns)

AT ¥ FAY F AFE F T2 AT FE Ao Bt f)

1. 97 & A9 T AT AT T FLE R A TTqIET  (Resize a row)
T ST wFar g T T F99 F ST A F ATSA W OST FLH
frettama st fargst (Resize a column) f3aT st &shaT )

-7 -

2. I AT FAA ATA H HAFE FHLh AT H BIHA[BISE
(Format|Row|Height) srraT wisz(#iaw|fager (Format|Column|Width) T
FIT T WMT A AT FAT HiT SATS AT AETS F7 AW TET FT D

AT HT FATT HIAT (Selecting Cells)

T T a1 TeW F G AT ASIHS AT HHE FA B I SH TAFE AT

N

SEATEE FIAT AAAT grar g A= &g 17 e § 9o Ar85eq % q9g &l

JAFE FIA & qls Fard ST T 2

qase fhar

ST qrAr (wfwar

A AT AU

TF HA q9 ¥ TEH AW FAE

T U R T T

I Tk = I 1 e M o e

T FEdte  |qEr oftz (whole sheet) T= 7% faFms ¥




T AT TE o ey X (SHIFT) 7T3® | 3T &7

é:I:II:)Ster gl T TA FSIT FT OTIET AR

fFeft @rer & wfAfear #v FEFE g9 F BT (To activate) ST #7 UT ar
FiT f&%  (double click) ¥ T THF T A% FT & F2 Fr zaT3)

YA FT FIAT AT HAT FIAT Moving and Copying Cells
T F AT (Moving Cells) &

et AT TF AT § T FT gL G § o A9 F & qqAC F
ufee(®e (Edit|Cut) FT Fa7 FL ATHFE (Cut) J29 F FA% T2

AT H FHAT FIAT (Copying Cells)
et = &1 Fdr F74 F B ggaw 7 ufeewidt (EditCopy) #1 a7 &%
JrHT (Copy) 29 *1 fFaF *9)

FE TX AT FAT fFT 7T AT F UTE FIAT (Pasting Cut and Copied Cells)
®
T F1e T AT FA R T FF A T AT F g AgEe # ufteuw

(Edit|Paste) FT =99 #<¢ ITUEE (Paste) T29 #T FAT F

3T FF (T FAT (Drag and Drop)

afz smusr fHEft &= #1 AE =g g@ & A SWr I ar I qAr ghw fAter
FIAT AT T O T TN SHFEAE  Fg F FAT € 59 ¢ FaF F2
AT ATSH F A9 F29 K AT g @9 FT q(1gq &I I¢ T84T 2

Y=g &I RISt FIAT (Freeze Panes)

afz aFT Tl Fga FET 2 Y IHH AT qAT HIATH Kt H&AT Tgq

Ffaw g foms weor awefie &1 oRre w9 9 s ofidw femrs /g g
ar T 3 I F KIS FT G

I e e T T A T W B T T R B 7 O L1
T TEATE, ST A9d 9¥ FAd w

2. FF HATT H A==t 9= (Window|Freeze Panes) FT =99 &¥ |

3. WIS ge F oy #Agaw ® fasensrashist u=w  (Window|Freeze Panes)
FT FAT FN.
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=l Book1_xls =]
A B c D E -
1 FATd | Fady ard AT
G | w3 34 23 43 29
7 | FHET 4 a4 71 24 43
g3 | FHI 5 34 23 34 24
8 | $HT & 45 34 34 34
10 we1r 7 43 ot a4 23
11 | %11 & 23 34 34 71
12 | w11 9 42 A5 33 73
13 | #91 10 20 34 34 34—
14 | w11 11 29 23 23 a4
15 | weIT 12 48 71 71 34
16 | &1 13 24 23 23 45
17 | THET 14 22 34 34 28 -
4|4 [»[f sheetz £ Sheets ' Sheets |4 | v[

UL A A LA B fFAT 21 eara % aEefi A R FT &
s fRaT AT AR WLEAE FRA % are AT STy T uw Rua @

T frars T @ 2

UHUY TFAA A WH(ST HEAT  Formating MS Exel
MS Excel tutorials in Hindi

HIH{ET TAGIT (Formatting Toolbar)

HIHIET eAFITAT qgraar q et @7 a1 &7 wiaf® Fivsmarer & qrax =
sfterarqa wide fFar 9T g%ar g Ffe THUE uEFHA H AU BIHET TATT
fegre 7 T T@T 21 Al SH a9 & oy 9qare | fogg(eaAara|min T
(View|Toolbars|Formatting) T T F<|

#EH T AR FHIAT

wiE A TivE EEfaTH Afaery Y THT ETETAT
HTETHIET e T TEY mrE waT
| ! ! — ! |
J2ia Vs m slB 7 B S =8 %, | FE - d-AL
i |
_ #92 HET TR | w1 EEE EEIAT gy
T2 ATEA .
AR TV g THTAT AT
T=IEA

BIHS AT STAANT qiF#d  (Format Cells Dialog Box)

L e o e 2 e o O e e e S A I T o e R R I e o
(right click) #¥ T «Te®e AT H ®wide deq (Format Cells) T =39 F¥ a7
AT H wiHEF  (Format|Cells) T 1
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Format Cellz |
Numl:uer ..... | Aligriment | Fank | Border I Patterns | Pratection |
Categary: arnple

e
Murmber
CuUrrency
Accournking General format cells have no
Date specific number Farmat.
Time
Percentage
Fraction
Scientific
Text
Special
_uskormn ;I

| Ik I Zancel |

e HFY¥ 3T (Number tab) - T8 & FT TTT F7F AT FFTy J9 Frer
ArFEr (data) FT TR T FFAT FAT F SFST F OIFRC AT OFAT T
a7 ft Srawar g @7 arew ft BFEr S "awar 21 saEreew F A
dez, gear a fearw fryfafs ¥ o wwen A (General), g&AT
(Number) T faaiF Date) &1 Fa1a FFar Srar 2

o AATIAUZ 3T (Alignment tab) - F=7 H TET ATFST F AATIAUS |
Tfvada FTa % o zm fAwew w1y e smar 2

e WiZ ¥T (Fonttab) - ®iT F %, AT, TI(5A A{E § G¥FAT FI7 F
o o fFFeT 1 yE T Smar 2

o HIET AT ¥4 2 (Border and Pattern tabs) - T 25 FT T TS,
afew, gFuTsT anfe ® ufiada #e % forgr fRar stmar 2

faqi® Tur uT (Dates and Times)

s ot sw feEly @ # fet arde s= % "January 1, 2001" F wf=afy FwEa
2 qr UFHS SH TA: gl UBAIT odr g AT I° "1-Jan-01" F® T H giafda
FT AT 2 arE for@d & qéE & g@dq & (o wiHe geq  (Format Cells)
fa=sr FAIT (Number) 2 &7 IFT FI T HeALt  (Category) ST T
nfZATET ("Date”) F T F AT (Type) siad & ardrg foraa % =it
% A UAT & AT o fRet awd gwm v gf=EfT ww w E arsend
(Category) Ft#Fg & "g®F" ("Time") o= F Fifga ads #1 4 FT A
Feq § OK T2 &1 =aT =)
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Format Cellz |

Murnber |.ﬁ.lignment | Faonk | Border I Patterns | F‘r-:utectiu:unl

Categary: arnple
General A | 12:00 PM
Murnber

CuUrrency
Accounting

Dake

Percentage
Fraction

Scientific

Text 3{14/95 1:30 PM

Special , =
thecial | laiees 1330 =i

Time Formats display date and time serial numbers as time values, Use Date
Formats to display just the date portion,

| Ik I Zancel

wWrgeq  (Styles)

T HT TAN T AT A9 Thefte 0 oftoargds s wiHe g2 FT
T I ATAAMAF T T&T FT TFd 3

faqts T 99T (Dates and Times)

s AT sy R ww o fRer At Sw % "January 1, 2001 ¥ Aty wwa
2 9 THS SH TAa: g USHAIT Adr g 97 39 "1-Jan-01" F®Y H giafda
FT AT g ATEE for@d & qés & q8a4 & (o7 Bide g7  (Format Cells)
farer T (Number) 35 &7 I99 &< T HeA (Category) ST |
nfEaiE ("Date”) FOFqA FT 12T (Type) TFT § arr@ ferad & aitegq
SEAE I e T o e e - 2 0 e 1 o R L X B
(Category) Ft#Fg & "g®F" ("Time") @ F Fifga ad= &1 419 FT 7
Fvq H OK F29 FT =Z=T

Ed Microsoft Excel - Bookl

J File Edit Miew Insert Format Tools Daka  Wind
DEE ERY Bl -
j Iv Arial - 10 -

| Comma = |
= Comma [0]

I Currency &) | C | D |
L Currenci 1]
- Percenk

e
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FeqfaTw  (Comma) - TH TIT FTh gearen | 3f=q T uv
FTATTH - {COMIMA) AT TAT FAFAT F AT 2l F ST AT@T 2l
sreafaTra (0] (Comma [0]) - T8 TART & IUHAT ATAT HEATS T
LU e S e U e R R E e L L L

Hqa&T (Currency) - THF FIIT HEAT & TgA AT &1 TAT=T f=rad srariq
$, Rs. st &MAT STAT &

qaT [0] (Currency [0]) - THFT TANT FTH TaT & TST_F (AT FATAT
2

=T (Normal) - 72 ®igfeT o Fa o ffy fF afads v amma
FAT AT 2

gfaera  (Percent) - f#t @&ar &1 widera & ufvafdd 3% IHH A0
Tiaerq & e (9) @wma % o v R Smar 2

WIEd SAANT qiF  (Style Dialog Box)

THHT TANT FLF ATAT T FT TI73A STIANT T(FT TqTH

SH A AT 9 HEH F eATEE FL [orEH/oEE T F4AT TR
STIEAT ATed 2
qT YA g wiH[EIZA  (Format|Style...) FT =537 F3|

Style K Ed |
Skyles: Paragraph presiew
Y
1l Body Text oy ks ax mptmd ke T

1l Body Text 2

1l Body Text 3

1l Body Text First Indent
1l Body Text First Indent 2
1l Body Text Indent

1l Body Text Indent 2

1l Body Text Indent 3

{1 Caption

1 Closing Times Mew Foman
a Comment Reference
1l Cammment Texkt

|l Date Descripkion

¥ @ Default Paragraph Font ﬂ Marmal + Indent: Left 1" Right 1%, Space after 6 pk
Lisk:

all skyvles |Z|
|

Skyles in use
Liser-defined styvles MEw. Modify... | Delete |

Apply | Zancel |

i1

haracter preview

qY wrgw &7 fAAtow w0 (Create a New Style)

S o o o FI7 TEEA AT ATEd S q9FE FE 6 GrEATSE
Y|
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o UM TAAT FEIIIA (Style) TFT # fFaT FT F FreaATZE F2
F4 Microzoft Excel - Bookl

J File Edit Miew Insert Format Tools Dakta  Wind

DEE ERY sl -
J Iv Arial - 10 =
| Comma =|
= Comma [0]
|- Currency &) | C | D |
_Currenci [
I Percent
Fl |
DI A A 1o e B 3 B 1 O = o e el 2 1 e e

L
o HFFWeT (ENTER) FST & z&T J

witZ 92T (Format Painter) <

R e s B A G R R e el = | e o e i
w AT Trw FET I B FIAT AT A1 BIHS Y2 (Format Painter) FT
T F THF & 30 g9 #w Few F7 Ow sy wige #foar g siT
ZATT H HIHE YT FIA FT FAT 3| TAH ATHT ATSH T UIFAF ®T H
f2ETs 9ET M AT SH A AT IT AH F GHE A0 ar 91¢ fFw (double
click) % o2 T wgel aTer 1 F FAT T FHE FAT AT 3| JT qF
AT UERT (Esc) FSfT AET FATA, Wi Uav fwamefier (active) g @M

;AT ®wiAE (AutoFormat)

TFT H [A-AfAT % THE H FH{ET [@FHTHAM TEd &1 A2y A #i
HEMEAT § T IAHT TAN FT THFd 2|

o I9 HEH AT HFH F HHE F AT &7 SFg AT el HiHE FHEAT

T 2
A | B | C D
_1 |Texthook Quantity Price
_2 |Biology 4 pHaHd
_3 |Chemistry 4 §7955
_4 |Calculus £ §b5.H
5 |English 12 $49991

[

o HATY ¥ HIHZATET HiHE (Format|AutoFormat) T a9 T

o AT FIHe TAANT F1FG § ¥ FifHd FiHE & (4% FT F 59
TEATZE FLA| ITAST AT FIHH H <@ & (AT FHAATT HT TIM
T
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AutoFormat EEd |
=
Jan Feb Mar Total Jan Feb Mar Total
East v v o 19 Eazt 7 v ] 19 |
west 6 4 7 A7f|west| & & 7 17 ﬂl
South o] 7 ] 24 South g 7 ] 24 Aot
Total 21 15 21 G0 |Total| 21 16 21 Bl =PHOns. .
Simple Classic 1
dan  Feb  Mar Total Jan Feb  Mar Total
East % 7% 7% 5% 19 |Bast 3 7% 7% 5 F 19
st B 4 7 7 ||west B4 7 A7
South 3 7 9 24 lSouth 3 7 9
Jota! § 21 % 18 % 21 % B0 [Total § 21 F 168F 21 F 60
Accounting 1 Accounking 2 LI

o JTRE  (Options..) &29 # &A% FT % T F=7 &FFeqr w7 AT
TATT FT THd 2|
o OK#I fFs & 2

D
1
2 |Biology 4 $99.93
~ 3 |Chemistry 2 §79.05
4 |Calculus 7 §B5.59
5 English 12 4999
= >

fqIS Aidwad (Keyboard Shortcuts)
MS Excel tutorials in Hindi

AN EHTH FT TAT FTH AT AGAT TA AT AT AHA 2| A T H
I M AT T H&T HAE AeHed @F T E L

feoquit: fare & Fhoar & + AW & [reAT g Fq@r g & ST FoEr
T TH AT FAET 2

T Gl T Fsit
(Action) (Keystroke)| [(Action) (Keystroke)
Faefie frard T FIT
(Document actions) (Selecting Cells
TS G“T_FfrFrr CTRL4O %raﬁ-cr qA *
(Open a file) ard gueq |SHIFT+left
o arrow
(All cells left
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AT BT TATT | ~rp) 4N of current cell)
(New file) ——
arrow
(Save As) (All cells right
of current cell)
qefera FHeAr o :
(Save) T HAH
(Entire CTRL+Spacebar
2 CTRL+P | lcolumn)
(Print) -
ST T y
(Find) CTRL+F | |(Entire row) SHIFT+Spacebar
TEAAT el kS _ﬁf?ﬁ?
(Replace) (Entire CTRL+A
ST e worksheet)
T TITT
ST F5 ——
Sk (Text Style)
AT
FHT At (Bold) CTRL+B
(Cursor Movement)
= Iahﬂ
U HT ST up arrow (Italics) CTRL+
(One cell up) :
Ry down arrow | |(Underline) Ll
(One cell down)
T HA A G CTRL+5
1(-{One cell right) Tab (Strikethrough)
TF T A —
(One cell left) ShiliEhiids tﬁﬁﬁf‘]’
e — (Formatting)
: ERIEIEIGED
R .
Al CTRL+Home| [PT 91T )
(Top of (Edit active
worksheet) ce!l)
R I o et SHIFT+CTRL+$
¥ STAT (currency)
(AtFE =TT ‘Q'QTH?'I?%%
e 7e) CTRL+End 'Féi A
(End of (Formatas  gp|FT+CTRL+%
worksheet) percent with
(last cell with no decimal
data) places)
v [ HTSAT
T F Aq o (cu) CTRL+X

ST
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(I%nd of row) : T CTRLAC
FAT F AT o (Copy)
CTRL+left =
ST arrow CTRL+V
(End of column) (Paste)
Fe THefiz o w1 qra
TRL+Z
STTAT CTRL+ (Undo) &
(Move tonext  |PageDown || [t .
worksheet) (Redcl)i)_rr S
FHT TqT
o % g HEEIL
(Formulas) Tt CTRL+1
A AN ALT+= (Format cells
(Apply AutoSum) dialog box)
ERLIEERECIED
g
(Current date) L
TAHTT THT
+:
(Current time) NS
Tofe T % E7
(Spelling)
SERGI
(Help) i;
CEAE]
(Macros) e iy

it  (Graphics)
MS Excel tutorials in Hindi

fa@a sre Mear (Adding Clip Art)

T Thefiz & e s e & o faw f{fe #1 w3 w9

o FTAT ¥zrdftFmyfFaT s (Insert|Picture|Clip Art) FT 937 F¥)
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[l Inzert Clipant M=
‘ - & :&!mmt Chps @ﬂps Orifne @Hdp 1+
| Search fior clips: |Type ore of more wonds ﬂ ".,‘l_

&) Pictues | Qg Sounds | Motion Clis |

Calegorme=z 1 -51
1 [ H
3| e @ Bl
(e i
Hew Calegon Eavortes Academnic Lninal Backauoynds
Bouders & Frames Buildngs Business Buttors & lcong Carloons

&

Fifega qeT (image) WTa #¥4 % ferafasw @St (Search for clips) aTer
q%E FiF § FA® F0F q9AT q@t W U | forw osai i fHer w7
FUT HHqesE  (keywords) (ST FL|

-7

FEILT ArTHE AT FAT H

FifEm aET T B WA 9 A B # ogai SgEr 1 7

¥ insert clip
@1 preview clip
o ¥ add clip to favorites

@ » | find similar clips

FHsftz & qefiz #r SEga F P aefic g (Insert Clip) = &
T 5

gfz qEfT F AET T TgA AT IH S@AT ATEd & af qedie <@
(Preview Clip) &t fa=r® #%| qeiT &7 SMHT /2T TET FIT 5 (o4

FEATT F T (right) A=sr Fi9 T 3T F¥) e 98 w7 F o vxe
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T AT T2 H Z=TH

i
o fa=q #r wgdiar & S (Add Clip to Favorites) &1 {3 #7 9%
TET T qHETET (favorites) TTAVEEE H T FTIIN ST ST qEAIT
S (Insert ClipArt) TTIAAGT FiFT | TT¥ FT GISAA T HAS THTH
21 ST
o TOF U It AT €& (Find Similar Clips) ®1 3% #¢% SHT IH1T
F Feg qefie w7 g f)

o TH THT AT 9 Fhofic F forg qediz gear af v@ a8 #1d
qEIF Fr W q¥ g (Close) =7 =T 2

fredt wrgw & qEfic AT (Add An Image from a File)
et Suesy wrEer ¥ qEw sEa & o A f{ta s v owwnr w7

o WTAT ¥ zr[fF=mywsa ¥ (Insert|Picture|From File) FT =39 %

o & 3A (Lookin): e &%= farer & M #T F qEAT ATAT
STAFS FT FIT FR

o THT ¥ FifEga qEAIT & FreATeE *ea g=ae  (Insert) F2 &1 & #7)
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Inzert Picture K E
Look in: ];lexc\ei jﬁL-' al?‘:'tl" Taols =

A pagesetup?. gif :I

4l pagesetupd. gif

ﬂ" pagesetup3a.qif

g pagesebupd. gif

o psteof T — x|

il pastefuncion g

f o of T -

ﬂ"suvc.-jf I Cate serditive Cancel I

&if screengrab.gif OrerEaton

ggurtl_gﬁ % Sort bop ko botbom

sarkz. oif

zif spebcheck. gif

g standard.gif

' undoredo.gf

=l zoom. gif -
o | 3 =]
x| Cancel |

Files of Eype: |.n|| Pictures

TIfhFa HT Gq1&T FIAT (Editing A Graphic)

fSe wrfeFa &7 gU1ET FAT § SH fFw FE ufdeses w7 o Few s
T AT W 9w fa@rs o & foadr @graar § T SwErdt % arey

AT FT AHC-THT TST-TEZT TFd & TGHAITT H TFdT Fd 5 o
T ATA T FT TART F7|

faF=I¥ AT Picture toolbar, T % I #1 s Fva & fe@e @@
FTar g ar o e aqae ¥ BegjgaargfeaaT  (View|Toolbars|Picture), 573
FLE ATATSAT THAT 8, FT TAET FLF AT Fq9 A% § fafaer ywe =+
TATT ITT FT qHA 2

AT WEA WHT
THA Tl TR T freT

[l | am T D] Ot G
| jm—
T O /o

=T wee

o 3rd faF=T (Insert Picture) 1 f3=® #¥a 9T & F99 (image
selection) fa=sT AT o= &war ¥ SOt @g@Ar ¥ AT eI g@T
GET

o qEfiT fAFAF (Image Control) T TEEAT T T qENT FT T THeT

(gray scale), *=aa-9a18 (black and white) IT =aT2T ATHF ¥ gRafda &<
GET




21

o FTeITEE H Ufvadd #d & fora ifas 9 Freerez  (More/Less
Contrast) T Tgraar =

o FU/AfAF SATEAT  (More/Less Brightness) T T ST T2TH —F&TH
% forr w9

o TEIT § Ffe-miz F4 ¥ AT (Crop) F FEraar =

o ATIA TIIZA (Line Style) FT TANT Fh MT (a9 qeare =+ fora fafae
THL F ATSH F9T A 2l

2 [N

o TET qUT Fe dr audy FRufa s==w * fergrdses AT (Text
Wrapping) T Ja1T F¥|

e Wi fOF9T (Format Picture) T 3= farer & qefiv & wradisr =r
ForraT

o T w7 mweq gfvadar & f@z fa=T (Reset Picture) T agraar @
T AT ST oEwar 2l

JMrAT  (AutoShapes)

AT oo FwT T AT TR F @iy arHRe, U, % =ne, e,
TIH FAT S99 A= F g AT Srar g1 osmer ovw gmaw s g wagaw '@
e[ faFv|amareree  (Insert|Pictures|Autoshapes) AT fegg|zaarTer|smareree
(View|Toobars|Autoshapes) FT a7 =¥

= TE
IEC: tp?lm Tt T
| | |

R
1

FTE T T
e wEE AT

o AT (Lines) - #reft ¥@T, U, TIF AT T FATH F T THET I
fFar ST 2

o FAFEH (Connectors) - AT ATZH (e § TFe fa@E % & F s89H
JaT AT STar 2

o 3fqF A (Basic Shapes) - zar @graar o @AfYw vww F 7 v 7
Tt srFfagr (two- and three-dimensional shapes) FATE ST TFHAT 2,
ST % srzarT (icons), @gfarT F1g% (braces), ¥ fFfas g9 &
F1F (brackets)>| Taq Ttz T TR T F T IwW ouwA i
(drag-and-drop) fafer &1 YT UF FT AFA a9 T F e AT
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AT 3% g=ed  (handles) TaT dTer &1 % Tradve gEeq  (yellow
diamond handles) T TETTAT T IAF SMHRTT-THIT FT T2TAT-TETAT T

TaT w7 fIAT AT FFAT B

@
O O

] ]

o % WAN (Block Arrows) - Af%s w1 * fg aor Farardt dic #
faerra (two- and three-dimensional arrows). SATH & &/ gA%T T
F| TS TA AT qAT 0 AfT T gHsfiz 9w A7 S swuw
JiF WA drer =AW (open box and yellow diamond) #T #gTIaT T
AATHE AT FT AT AT A1 TET 2 AW § Ra G, e wmer hy
ez (Free Rotate) 27 & T ¢ = fAerra & fgorr fF st v
GET I

o

] o

o AT ATEFlow Chart - 3799 FHefiz & w71 772 7997 (flow chart
elements) g & forar zoaT g w9

o f&ar @ur S°8 (Stars and Banners) - TAHT T fAfAT T F
faard (stars), #7& (banners), stz s ® forg AT Sar 2

o FA aM3Z® (Call Outs) - TAFT AT speech and thought bubbles, 3T line
call outs T = forg frar Srar 21

o T dw@ (More AutoShapes) - STZITF afUrd ATFIAAT F FATAT {FAT
qE FOET H ITAST AFHAAT FA9 F o TqH TN F2

Google

Enter your search terms ‘ Submit search form

Search ‘

58T aqarse § syaar @qrra !

91e8  (Charts)
MS Excel tutorials in Hindi
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|ATCHFT TAT FT F 9 7 el § Gf3w iFwsi (data) it F60 09+
THIT &% ATH & &7 H 97 TFd g1 AT af JAd of & FFams &0 7
vafeTa sithe sfds garaareft gra & i s oft stgew &b stuw stwEt A
AFTF ATH F €T ¥ fT@MET AT = 79 § AH FT TIRT FF ATE
FATT F T ATAT ATH T v @feat 5 fBFwg g ==391 B smm

1€ fas€ (Chart Wizard)

FTEEH FT TN FLh AHTH TR TATH AT a9 g4 qUAFT g 98 [Are)

e AT TR TH AT AF W TF F A€ TF qg Fald qare %
AT T FTH FT FIAT 2

ST afFst &1 UM% F €7 § Ta(Oq FAT T Ie ofivw Afga

ZISATIZ Y
A | B

HET H
1 I
2 |=TaeT 1
3 |G 2
4 [AE 3
5 | 4
B [Ae = 51
7

LFkku

A ® = AwE geq @ w2 Gmwad f{we swEatraiww
(Chart Wizard dialog box) @& STam|

qre 21T (Chart Type) - TAAT TiFT T g 17 fAfgsr=1d 2rgw
(Chart type) 9T sTa9THAT 27 ar A1¢ qI213T  (Chart subtype) FT
FIT FI| AT A (Next) w1 fFw #w 2
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Chart Wizard - S5tep 1 of 4 - Chart Type

2|
Standard Types | Cuskom Types I

Chart bype: Chart sub-type:

m

. BY (Scatter)

|‘ Area

@ Doughnut

b
i

@f Radar
| Surface e
@ EBubble
g Stock ll
Clustered Column, Compares walues across
cabeqories,
Press and Hald ko YWiew Sample |

@l Zancel | < Back “ Mext = I Einish |

o 4TS AT =TTar (Chart Source Data) - afx & # FreATIE 3AFHET &

of¥adT FIAT I A7 THF T T FT THhd 3| THF SrE T (Next)
= fFs #w7 9




25

Chart Wizard - Step 2 of 4 - Chart Source Data

Data Range Series

dikk eza
LFkku
-]
5
1 -
3 O dikk e=a
LFkku
2 —
T —
a T T T T
wfHEyk"k lquhy chzgu vZngy egzlinz
Data range: Sheetl!$as1 E46
Series in: ) Rows

(%) Columns

[ Cancel ][ < Back. “ Mext = ][ Einish ]

« =& fa%=7 (Chart Options) - 9T FT ATH, ‘&' (X-) ;T ‘T (Y-) AT F
ST qoAT ATLITFATIAT F=T TIATIAT T TrA® 2| 309 (Next) F7
T #:T 2

Chart Wizard - Step 3 of 4 - Chart Options

i Axes aridlines | Legend | Datalabels || Data Table
Chart title:

ks T
Category (=) axis; .
5
Yalue () axis: a |

O d{kk e=3|
3 1 | vLFkk
L

wfHEyk "k lquhy ckzgqu wCnqy  egslnz

Cancel H < Back ” Mext = ]l Finish
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o =1¢ it fafa (Chart Location) - afz 3o =12 #r f&dT 97 FHsfic o
feamr =Ed € arax stz & (As new sheet) w3+ ar fora sfiz o
L HT TESFTT FIAT 27 SHFT ATH US sMsoiFe T (As object in TiFeT
T argq Fw

| Chart Wizard - Step 4 of 4 - Chart Location

Place chart:
4
|_|_I_ () As new sheet: Chart1
/.
L
% {*) hs object in:
e J [ <o

e TUTT (Finish) F1 fF=% F¥d T SAMIFT ATF JATT T ST

A [ B [ ¢ | o | E | F | & | H
HET H

1| @I
| 2 AT 1
Bl 2
4 AT 3
5 | 4
fr [—
| w L L_|
L EC
8 I
ER g
10| oy — —I:Dmﬂ-
1] = T [ —
12| B I
13 ] . . -
[14)

H1E FT AHRIT 3447 (Resizing the Chart)

qME F ATHT FT T4 F o7 3T fFaF w7 v Fgom #7 SU e it
HHT T ST BT F ESeH B ST FIA § AT § SFHCH qaad
AT 2l

& F T | qf@d@ T (Moving the Chart)

qME F AT B (Fa® Fed qred & g (left) F29 FT AT T &9 F7

FifET =T 9T T AT GERA 2
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HTE BIATET TFFT  (Chart Formatting Toolbar)

few=d_zErer _argd =
H1T_FET

EH'E e
=T

TE_andre fuaw=

Chatt Ares v|‘v @|E ﬂfﬂ|"¥§
I I —
=1 Z12T_24d TrE drie
EAryi fizm

91 smsaaz ez (Chart Objects List) - 91 = el fReer & & wawg=
ufyadT #F¥ % o =7 susade fae=  (Chart Objects List) & & 2= =1
AT FI9 F AT HHE (Format) T2 F1 Faw Fv Fifza afygds % «

¢ FT THIT (Chart Type) - THF FRT AT ATE F THT H qi¥afaa ¥
ET A

Aisie 2 (Legend Toggle) - THFT T AT =i & fR@m ar 7 fegrT
F forg A srar 2

Trer 297 fegq (Data Table view) - FT€ & €19 & IO (table) F &7 #
Atwet (data) Fr WEfhT w7 F g zEEwr sy AT STar 2

FAT AT A | Athet Fr fa@rar (Display Data by Column or Row) - S&
T ¥ g At gar & FEw ar O o AtFEr F# TG wT F OO gaEr
TANT AT 2

U EFEE (Angle Text) - FTET AT T&T  (axis) F AT (value) FT I T GIA
TrSA9E  (Angle Downward) IT T 99 (Angle Upward) =7 &1 &% ¥
ST IART FHOT (angle) +/- 45 9T (degrees) H TET STAT

Chart Area - fl"||ﬁ'|~55| | | % »
[ | | | ||
T T
®ITT
Chart Area
G
m 4 _’: O mram d n
2 ] e ol
P I == I I .
P I
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& FT ATSHIGIGES 9 § HAT FAT (Copying the Chart to
Microsoft Word)

ATEAETE THA H a9 A1C FT KT F06 Agd SEAT F AT ATSHAF
T2 H U fFAT ST o"FAr )

Fer$ AT WA FIAT (Sorting and Filing)
MS Excel tutorials in Hindi

qrarTr Beré (General Sorts) 2+ &

S AT ST FIA FT FATAT ATAT T, ATHTAT: AT FUFHA (alphabets), (T TE
dT Faar SUsht FuiwEw F ATy FifE FE avtgreAT T "wran ot aw
Sfag a8t 2r urar g faeg foramm &% & fRee afass g &@&% amr/zaamd
fafe e & waroren /@it & waw == 9% ) F S B g2 Fed
FT TATH FId 1 TOATAT F FAZd AT IALT FH H &g FT & (g qeataq
T F ZISATIE FTh ZAATT T 9gd wH A gers  (Sort Ascending) (A-Z) =T
IaT FA | Fars  (Sort Descending) (Z-A) 27 &1 F® F4

wifzsr a1 (Complex Sorts)

TF AT 2T UF T ATTF o, AT T OF T 215 F49 F (o7 fAetated

o T Tow, Feq a1 AT § HIT2 FAT € Sre aedArze F ol

o HYAT® HE(2TTIE (Data|Sort) T FIT FHT|

o TaTX (Sort) TAAT FFT F (T (ST HY § TA F(AT H HAH
FTE gers fafer (Sort By) staiq wgd #7 § AT Savd #9 § & q(19q
FH FT AT FL
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o AT HHH qT AL, A€L. .. Afx Fiaew & g o suarw fafer

AYATH
Sort |
Sork by
Inumber 1 lI " Ascending
' Descending
Then by
Inumber z j
Then by
I j ¥ Accending
" Descending
My lisk has
& Header row " Mo header row
Qpkions, ., | K, I Zancel |

o FfT ruw Fr$ AT YE F AT O F ofidF  (headings) ft F ar At
gt & (My list has)...sfids & (Header row) T 5a9 #¥ T HIs
sfrda g0 (No header row) &1 3|

o FfT MU T F AT AT-FHTAT ATA FAT AT dF  (special non-
alphabetic or numeric) etfa=r g ar faswew (Options) F=T # fF=F F3

Sort Options |

Eirst key sort order
; & ied j QK I
[ Case sensitive Cancel |

Crienkation
¥ Sort bop ko botkom
" Sort |eft ta right

Sunday, Monday,

o HITT TET A % g OK T &l fFa+ F:¥ g
amafRsar  (Autofill)

JIT AT TIH BF a1 (repetitive) AT/TAT FHATT (sequential) AFET =T It
% fergsmarfear  (Autofill) TF Sgd S=grd SETT |79 2

o fHHT & # FHATT (sequential) AFE T TIAW IEATE AT AT FTIIH
2T AT (repetitive) AFE FT TEAT F1

o AT HA F I[AT AT F A=A &G § fFad €= (handle) FT ATIH +
M T2 | FAF FF T2 09 g AT (AT I ATE) T AW
AT T & FHATT ATAT IS FT FH FEd q0@r g AT AC AT TG
A AT AT T oI T ST 2

. fAf2T o= 9% % 9T 9w T FET ;WE D
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FETd AT {3ATF FHATT q@d oI F1q 2 fheq S o7 wHh FrEear av
faar® fr gfafs =T a7 w1Eq € AV SH UF F AT UF q2 BT AT H
e =l i o e e s e T el i ) i

AMAf/T AT TeATadT (Alternating) 3e fiT gt Hir wfafe

TATAAT SFEe AT HEATSN FF o T @0 g, TH GOA . L ... .. T 1
23,123...zfz & gfate F oy fi7 (f= T afgw ) Jmaw aew
TS F7F a9 A qAFE Fh T A

amarfher wEFa=a  (Autofilling Functions)

ATHA FT T FFOE FT FAT F49 F {org ot qrar 21 = =77
SEEIW H FAT ATAT BH H&ATH &l Gl ¢ a7 Fia®w CH IAF AT &
o o srATq "=SUM(A2:B2)" & TAT SATIThA T TANT FIT & 1T
FHFNT FT AT C2H FI49 TH A¥ YT w7 g7 *7 {337 73 2

C2 =l = =SUM(A2.82) ¢ =] =SUM(A11-B11)
- A Il 'B e ) | AT G|
| number 1 number 2 sum 1 | number1 number 2 sum
23 87 49 136] 2 | 87 49 136
3 54 30 3 54 30 84
4 34 10 4 34 10 44
5 43 8 5 | 43 8 51
6 | 24 23 6 | 24 23 47
7 93 97 7| a3 97 190
8 40 32 8 | 40 32 72
9| 59 30 9 59 30 89
10 82 87 10 | 82 87 169
11 39 57 1 39 57| %l
1 11

U uFRd --feww T f&Fw (Tips and Trips)
MS World tutorials in Hindi

FIq4 Fhefie | Frawmmh  (Watermark) 73!

uFda  (Excel): & FHefiz & arevars aam % o fAw fB@fer syoam

o A ¥ feggjeaaasand (View|Toolbars|WordArt) &1 599 %7
Al

o TEAME AN (WordArt Toolbar) E==F (3/4< a=ME 2T Insert

WordArt Button) &t fa=r% %




A | 8 | ¢ | o [ E | F [ 6 | H
:
| 2 |
E WordArt Gallery E|
% Select & Wordart stvie:
=] i ' I Y W
% Wiardldet Mg;#n'dﬂr; Iorllnihrurdm;
=8 | | H
10 g WordArt | Wordrt ‘:r.lg.—ﬂ.-‘..—':lmE ; W
EF . I i . . Iz
13 E i o W
::“ j m‘ wordAr || -Wordhrt ‘nl"-ﬂ.”-"{i:”l. |'[E
15 1L . : I
e ] 1] ol #
E Wordart| Wardhrt Hordlnt @mﬁml@;u.ﬂmﬁ;i w

| | |

i watna [ B gl l‘mwr:i i
T=a | | ! J -
2] [k [ concal |
24
25 |
% ol Eat et W WNTRLE Wi
L

o FT WL FAL | FIT UHarEr BT 97 T SHH AU THE FT IFEE

g & quT OK Fa=

Zar 2

11 *’%ﬂ o § E_,,-.\

= o q:.ﬁ._r& ':._ET \ﬂ\.ﬁ s | 2%
; 3

&

5 |-1 TENE T

qIT FAT TS HE B HAFE FL F AANT H BAIASHE
(Format|WordArt) T =3 F¥ ¥ et (Fill) STATT F FIa=TST AT
q4r f%a (No Fill) 71 fa=rs %% =




S

Format WardArt E]
Colors ard Lines Ske Probection | Properties | Web
Fill
g —
Transparency: o Fil 0% =
Lires SAuftoenatic
Color: EpEEEEEEEN
EEEEEEEN
Duarshnd: il | ] EEE 0,75 pt -
Copnecter: = ERER
faTp e U d . . .
Begin style | B AEEEN
Bimgin size Phora Colors...
Ell Effects...
[ o [ coma |

TRIew

o FTATIA (Line) ATATT ¥ et % 7 #71 F1 4 FT OK F27 a1d
TAT FEAE ZATN qF FT 3|

LR =]

[+]

o TH F TAT ATHT ATEXHTH IFTTN TH F((HT TIF H TEAT T FIAT

FHfz T FT T@! gt T W IST A7

FI Fheftz & GAT St AT (Gridlines) 213!

o HYATT | ZoqlaTeer=w (Tools|Options) F AT F¥)
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B3 Microsoft Excel - Book2

] gl gt Yew Inset Fgmat Jook Data Wndow el

i ; = L. ot

-ﬂ;ﬂ.!l

| 1|

| 2 |

EN :
=5 Color | Intemstional | Save | EmorChecking | Speling | Securky
~§-— Wew  Crulation | Edk | General | Transition | Customlists | Chart
:i: Shiow

| B | [l startyp TaskPane  [#] Eoemuia bar [l statusbar ] windows in Taskbar
X | P

(11 | O tore ® Comment ndcator onty (O Comment & indicator

| 12| Obiects

% ® showal () Show placeholders © Hide 3l

5] Windows options

E [ Page bresks [#] Row B eohimn headers  [<] Horizonkal scroll bar
17 | [ Fomuas [ Qutine symbals [] Viartical serl bar
18| [+ @ridines [#] Zero values [#] Sheet tabs

*%E* Gridines color: | Automatic v

21 |

22

fE]

24 Lo [ come |
| 25

o faearzeT (Gridlines) 9% =FT #T 9% FT & ;T OK FT 3% *¢
2

l'!ln-llwh-n—nnn--n- m [

1 . E - W

- n g EEBAS % o AT RS
3

= e -|

;
LE
41 —
|

i)

v Wit e heet I= #|

alz|ziol]

EEECETD

e

i

|

i
:
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9 Wradier q¥T |ATE  (Page Properties and Printing)
MS Excel tutorials in Hindi

IS 93947 (Page Breaks)
afs sT =rEd € % o Fwefie ¥ yw # W wvwh grawr aw aweh

Y IY H AT AT AT THE T T AgA § U sF  (Insert|Page
Break) T =99 F¥|

IS ¥AT (Page Setup)

FUT Y & AT (margins), F=H  (headers) T F=H (footers) sz #1 At
FIA % (T AGIT B HISAUST AT (File|Page Setup) FT FATT FHT|

e UY¥ (Page)
TY FT HGT AT MET T@F F [T I HTAT STAANT JF F
sfoifa=ara  (Orientation) ATATT | Tde  (Portrait) AT ATTHT
(Landscape) #T =a9 #¥ | THfT (Scaling) ATATTH AT 31T TS
T AHRT FT TAed FT RLROT FT qFq g AT AOQT AT AT TF Y
I8 | A7 g fAfad g9t # 39 e fee T 1amse (Fitto 1
page(s) wide) FT Fa7 FT 1 /li>

PageSewp |
["Fone 1| margins | HeaderfFooter | shest |
crientstien Prirt...
G € Landscape Print Preview
Scaling gpticrs... |

&+ adjust to: |1[IIII E‘ %% normal size

i~ Fit b |1 5‘ pageds) wide by |1 5‘ tall

Paper size:  [Letter 8 1J2x 11in =]
=

Print guality:  [600 dpi

Fitst page number; Inutn

QK I Cancel
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o AT (Margins)

FT U FEHT & gifstew AT (Margins) Fr fFE #¥ ST U8 %
FUT (top), = (bottom), AT (left) AT =T (right) Frfrai =T T
arew F| gET (header) ¥ FeT (footer) &rAT wT off Tt wiafe

FX
Page Setup |
Maragins F‘aperizel Paper Source | Layauk I
Paper size: Preview
|Letter 8 1/2x 11 in =]
width: 8.5" = —
Height: 1" = —
rientation —
' Paorkrait —
" Landscape
Apply ko I'u'-.-'hu::le docurnent j

Default, .. |

o TST/HET (Header/Footer)

2TT/FET  (Header/Footer) F 3T TISA HY & 3% #% 7 qa fafara

(preset) g=H ¥ Fed ¥ ¥ fHAT F T A

FEr T 2l
Pege | Margins [FieaderfFoster || chart |
Prink Preview

Header: e |
Il[nme} j o

Cusktom Header,, . Custom Foaker. .. I
Footer:
[(nene) =l

[ o ]

Cancel
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‘ﬁfﬁf}ﬁr 2T AT T2T F TS H M@ AT AUAT THE FT X AT AT

g ar Feed %@rt(Custom Header) s (Custom Footer) F2AT F FAF A
ﬁr‘r'r@r ATHT THE FT ZET AT [T (2T HIA & (7 TFH A% [Aer gA
ST

grd ABAT foars AT 2q_FHI1_ATH

L. L | |
Al 88 Bl 8L
| | |

L il gugil ®T FIEd T
FI= BT ARAT ik

wiHe dFE (Format Text) - ®iz (font), AT (size) T FT3e  (style) T&a7 =
T =9 deT 1 #Fa® w7

IS Heqr (Page Number) - ea% U¥ UT US FH% o & [ofF T T2 FT
T F7|

gst &t Fo "@ear (Total Number of Pages) - IfE T g9 @i =+ "page 1 of
15" % ¥ ¥ AT AT g ar I T2 F Fasw w9

faqi® (Date) - gauTA 2w wefsta #37 = o @ Teq v vamr &
STaT 2l

qug (Time) - 7 FHeftz & aua ff@@ s ©F 7 T390 F1 799707 9

®IEA FT A1 (File Name) - 30 T29 F g7 T4 ®1ZA FT 710 (2N

ST FT ATH (Tab Name) - FHefiz = a5 7 919 Tegd & T 370 F27 #7
T AT STaT 2

o oftz (Sheet)
FAOAT ATHIAT FT AAT FAT @rAr § fArtoa w7 T F o
frears=m  (Gridlines) 1 9% T @ AfT ATHT FHheftz FT I FT 8
AT AT TAF I8 H TR AT FW A ATHAT W TAAT FIAT ATEA
2 ar Rows to repeat at top &1 Ja9 FT |
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Pagesoup g |
Pege | Mergins | HesderfFocter  sheet |
Print area: | E Prirt...
Prinit Litles S —
Rows o repeat st top: | :H =
Columns ko repeast at left; | :H
Pririt
¥ ‘Gridines : ™ Row and column headings
I Black and whitz Commenits: I{Nl:nne} EI
[ Draft guality
Page ordar
& Down, then over
T Qwer, then dewn
K I Cancel

FITE F IgF @AT (Print Preview)

FUTE F T2A IS A @9 F [T A wrgA|fiz f¥sgg  (File|Print
Preview) FT Fa9 F¥| T % IS8T & a@ F fora AT (Next) v figg &
ISt ® w@d & o fagAr (Previous) F=At #T oy #v| fufeeg @ F=T-
BT FIT F PFTA (Zoom) FEA AT fFAE F TY F Aewse H qfRadd U
qTAT  (Page Setup) =7 F g1 fHar Srar 21 Fwsfie o amvw sa & oy
FAIST (Close) F2 &I AT AT FIA % [ord f¥&  (Print) F29 FT Z3T 2

T8 (Print)

Twefte & =maw F g wgEw | wgA|fue (File|Print) #1 =37 %)




38

Pint A (|
~Prinker
ReEmey < Lesamark Optra 5 1650 | Properties, .
Skatis: 1dl=
Type: Lexmark Ophra 5 1650
Where: Vijadeibroadeast LES0
Comnmenk: ™ Print ta file
—Prink range —_opies
Al
— — Mumber of coples: I.-E
" Pageis)  From: ] j To: I j
Prirt whak ﬂ ﬂy ¥ Colte
™ Selaction " Entiee workbook R
[+ Active sheskis)
P e I (84 I Cancel |
o f¥= ¥ (Print Range) - T@% =T fha= g9 #1 =roar g 7 i
tRar SraT 2
e FT T (Print What) - %sfiz #71 fFaar anr At g &1 [t
Ay

o gfaat (Copies) - THefiz Fr foar wfaat ==t & € gearagt ey
T IS8T A TATGHT H AT F o7 Guigsd (Collate) #7 =% F¥ 2F)

Feq W ZUATS KT FT GO F9 & T OK 29 7 fF=rw F7 &)

T AT ®F 9137 (Formulas and Functions)
MS Excel tutorials in Hindi

e F gT (Formulas)

T a9 & (q F G F ST T F o q99 TgA "TAAL F [AEA"
("=") FAAET AT 7 AT A= Fg oA AE AET 9r uHEe SH A
T U FT A T AT T FT AT FLah UeT (Enter) FMT 1T ST HA
H A BT AUAT F AROTH FH OYEAT FT AT ¥ T A W OqE A fR@re
Bl =qT, B, BHAT AT F 98 gF q997 fewd w@ar g 7= may =y o
AT TH AT HI AETHT T THT STA
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Ed Microsoft Excel - Bookl

J File Edit Yiew Insert Formakt Tools Data Window Help
DEE EGRY $B2RC - &= LS5

J Arial

qTEAF i AF .
o 4 ) \
TETTA RTTA 2 .
7
2

MT YT 11T
AETTE fRE=ET 1

1ra (%)

420.00

220.00

770.00

360.00

Foawa &7 7660
afx | 1965.60

G0 | 00 [ =] | O[T | e | DD B —

Fheftgd Hr AqId H SUSATL(inking Worksheets)

2 gFar g % o frer adefie ¥ Gy o= @ @ At (value) wfEE AT
R R e B e e T ol O e B o e o A 1
Sareew F forg wr Ao arud adefizl® g A2 @ A me o (Sw fF g
=+A1+2) 2127 AT & ST T A1 A el w g A2F 9 ¥ ATy |IE
FT IHT FATq qHefTe2 F a7 A3 WiAW FIAT A2d & ar o+ o aruar
"=+B1+Sheetl!B1" HIHZ FT FANT FIAT ZOIT AT IHef22F a1 A3 H
"=Al+Sheet2! A2" aTST FTAT TEIT 3T AT MT ATEd g a7 Bf THFA FT
T ATHT AT T2T R % T2 9 q18 ¥@ AT a6 agd e § ar gard
2 AT T T AT qE0 S, THERT AT adrawr off 2| FaT FEefiE2 F
9 A3 T '=" IR FIA F ATEHA A2 FHT fFAw &Y [T "+ ITRT F ST
FHfTel F T A2 FT 3% FT & Uz (Enter) FS(T ST & I9 THFA a9 of
FHeftz2 % T A3 # "=+B1+Sheetl!B1" forg =T ¥ T TEFT SMTHT
AradtAtaa geft e & T T Ared o a8 T TAT g AATq awefia2 F g
A3H FEt ATa feats T w@r 99 atw AT =ATEd 7

qroer, fAvaer aur AfSa 9= (Relative, Absolute, and Mixed
Referencing)

ey o= SEF FAW AT A F AT07 A MEHY (A F ALY A AT
araer gaw  (relative referencing). FEATAT 81 ST ATYe HafAq AT a1 {heT
o ® wfvra #wr wrE gA wfaw e Srar @ osiw sw v sew g wnd
5T ST € AT A SH g-T-g FHUT 7 F F AT A TIH K ATA HIYT
FIAT 2 ST % forx |1 ST smaw &= C1H HILT g &7 g7
"=(AL+Bl)" wfa® fFar g ST T FUT Fw "9 C2H Uyee fHAr g ar uwa
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3T Bt UT "= (A2+B2)" otawml FfT T TH YHY &1 GRFAT Ag AT
i & =gt ww ft g3 "= (A1+BL)" & I af=fe =Ed g ar fAvver et
(absolute referencing) fsr&r & "$" =1 foreq &9r FT FATAT T FAFHAT T, AT
TANT FTH T F "= ($A$1+$B$L)" F ®T H FIAAT A A &l
"=(A$1+$B2)" form #T foer g=d v ft weer AT Sr om@war 2

wforg * AT T (Basic Functions)

TAHA H O F GAT T HATET FF AT AUAT TGHET FHT ST SATHTAT
F |IT FAT FFA g WA Aford B T ®F D1E DI0TF v whAfEAE #

TT ATET & AT AUEr "=D1+D2+D3+D4+D5+D6+D7+D8+D9+D10" TT ZIsT
FIAT TEATAT AT T A7 =z T "=SUM(D1:D10)" #T ft TIIT FT T

2
Hr=r wfora s wra: w=Fr § e rer Al AT oAreely & ST W@ 2

[ERIE

(Function) IETZTT faaor

TR (SUM) =SUM(A1:100) T ALT A100 T g

AT o B1¥ B10dF H¥
=AVERAGE(B1:B10 !

(AVERAGE) ( )srf%fﬁzrr FT ArEd

L T C1¥ C100a% #ir
=MAX(C1:C100) gtafs=i #r sfaswan

(MAX)

T
FIATH AT —MIN(D1:D100 o D19 D100 9% T
(MIN) o1 ) TrAfSal FT ~qAqH /T

o D10 Fr wfafy =r
A

[EGIED < ;

TA (SQRT) |=SQRT(D10)

wFAT fasE  (Function Wizard)

%aer fasrE  (Function Wizard) T TT09T F9% THUT THFA H ST THE
TAT F @7 a7 warfeaa AT Sr o "awar 2

o o o= ® wivg & T g #r warfuq #9418 S9 Faw w9
Ufzsge #7 AT AAN H o wFa fAArE€  (Function Wizard) s2q
T AT 3

e UTZ HFAT (Paste Function) STAANT STFT = el sheardt (Function
category) I & Ffard Fawdr & f3A% #T % HF= 47 (Function
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name) TTATT & F((HAd A FT T4 F7|

Paste Function |
Function category: Function name:

Maost Recently Used PN DA TE -
Al | [paTEVALLE —
Financial Doy

g DaY5360

Makh & Trig HOUR,

Skatistical MIMUTE

Lookup & Reference MOMTH

Database IO |
Text | |3ECOMD

Logical TIME

Information = |rmevaLe =

DATE(year,month,day)

Returns the number that represents the date in Microsoft Excel date-time
code.

@l (04 I Cancel |

o OK#I 3% #Y|
o T gAT FreAr fAeer # FtAT gemw v fAww e @ A ogety W
forr @ 7T arer gF F FRamwae w1 SEEIw yeqa AT TE f)

LI

Number1 | 2T, | — .
Mambe2 I ik_l =

=5
£dds all the numbers in a range o° cells.

Mumberl: number1,nurberz,... arz 1 ko 30 nombess ko sum, Logical valles ard tesxt
are ignored in cells, included if byped as argurnents,

@l Farruila rzanlk =5 ok I Cancel

e« OKr fF® #% 2.
TTTIET  (Autosum)

FAATIT TH F q7E TH = g4 (adjacent) =9 = THE | TAT AT & TN
F fora egaa T (Autosum) FT TFET fFAT STAT 21

o TS @ ® FT wT FAAT g IH fAFw www TAFE F A o7 A
Ff=T O g7 C2Fr "orge A war )

o TAF W TRUTEATART (Autosum) = &I AT 2

o TeH % fo® @gg ¥ IAEAT FT I FIAT & SH FredATse F2 99 fF
= & 95 A2% B2d® & grearse fFar wam 2
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o FSIUed HUWex (ENTER) Fstt zamd am & (HHAT I | B gw
=FATH  green check mark ¥2) T {1 %71

| Hna le'|l:lI !|§E
MO | X o =] =SUMAZ B2
A | B | C | D
1| humber 1 number 2 sum
2| 67 T 1bi=sUmR |
3 54 30
4 34 10




