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Introduction of MS Excel 2007

. UH U TFHA T TYsefic Uahat g

. g TCellh?lel TTFCAIX g ol TH TH HATTha ohl HTIT
el

. SPI TFHCAT ATH .xIsx BIAT § |

. S 31eT T 3R 0Tt O gefOd SR A ¢ |

. MS Excel is a spreadsheet package.

. This is application software which is part of MS
Office.
Its extension name is .xIsx
In this work related to data entry and calculations.
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WorkBook Configuration

How to Open MS Excel 2007

Start button-> All Programs->Micrsoft Office > Microsoft Office Excel 2007

a&gF (Workbook)

UH TH Ul ol hl BIgel dehqeh hgellcl! 6| deheeh aendiied
ST HHE Blcll & AT Teh deheleh H g gensfie QAT &t
ST Hehell 8| Teh dehgeh H f3hice & Al aeheiie fAerdT g

MS Excel's file is called Workbook. A workbook is a
group of worksheets. It means a workbook can contain
many worksheets. Three worksheets are found by
default in a workbook.

g&efte (WorkSheet)

gnfe Ueh YohR T el glal & ST U 3 SpictdH T Felt
gidr g] aeneiic o1 &1 TusefiT Fhgd B

A worksheet is a type of table made up of rows and columns. The
worksheet is also known as spreadsheet.

&ierd (Columns)

M A FURX Y T o 3R Telel aTell Ao H & HHE I hloTH
FEd &, Sog Jewec § Rusie fhar ATAT & TH T TFd o
2003 H A A W Y& AT |V deh Teld & 3R Selehl el T&AT
256 gIcil 8] UH TH THAT 2007 H T A T E glht XFD
ofeh Tl & 3N SoTehl ol HEAT 16384 el &
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The group of cells running downwards from the top of
the sheet is called a column, they are represented by
alphabet. In MS Excel 2003, they start from A to IV and
their total number is 256.

In MS Excel 2007, they start from A and run till XFD and
their total number is 16384.

T (Rows)

e 3 ariT A SRl 3R Tl arel Aol & HHg A1 U Fgd
2, 3o o A NYSie foRaT SITaT 8| TH T tadel 2003 #
SeTehl ol TEAT 65536 X UFHST 2007 H SoTeht HET
1048576 &IaT g

The group of cells moving from left to right in the sheet
is called raw, they are represented by numbers. Their
total number is 65536 in MS Excel 2003 and 1048576 in
Excel 2007.

& (Cells)

SIS U 3R HIeH Teh GEY I e ¢ ol OIS BIC dleFd
gd & [oleg Aol FgT AT 8] Icdah Aol T 39T UgdreT
gl & Tord dof Red a1 Aol ToH Fed &

When the row and column cut each other. Small boxes
creates, which are called cells. Each cell has its own
identity which is called cell reference or cell address.




I RE¥WT & 9K (Types of cell reference)

fRefea @ R (Relative Cell Reference)

=g o e & T ggd icrd Hr gfEar it e
Hr gfSaT ST 8 -

In this, the heading of the column is followed by the
heading of the row for cell reference.

JceluT (Example) - Al
(3T A Flerd ST g R 1 AR 7))

TsHIege 4o REIA (Absolute cell reference)

SHH St 3 U FT 5391 for@sr T g8 e ($) es
CEIGIRIGEIR R

Put a dollar ($) sign before writing the column and row
headings.

3G8RUT (Example)- $A$1

fAers/EEias 99 R (Mixed/Hybrid Cell

Reference)

SHH Ush 9 Sie($) [eg 3TAT § I8 dl SleTe gisdT oA



o Ugel 31Yar U giSeT 11 & Ugel|

Once the dollar ($) symbol appears in it, if you want it
before the column heading or before the row heading
name.

3GeRUT (Example)- $A1 3adr A%l

Office Button in MS Excel 2007 in Hindi and English |

UH TF UFdo 2007 & AR dcd H i ggr 3y Had
g Sl UH T 93 3R UH UH Yiaiuise 2007 & 371fhg Jea
H fAed g

The same options are available in the MS Excel 2007

office button, which are found in the MS Word and MS
PowerPoint 2007 office buttons.
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g (New - Ctrl+O)

S 3ATCRIET T SI9T 715 deheleh BISAT SiISel o felT Tehar

ST § |
This option is used to add a new workbook file.

39eT (Open - Ctrl+0)

S 3HTCRIeT ol YT dehgleh BISeT Wietel & [T FohaT SiTcTe
S §HT UGl AT FT AT § |

This option is used to open a workbook file that we
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saved earlier.

dq (Save - Ctrl+S)

S TR ST FANT TAHTeT Tehefie 37T deheleh BT H
JcTHTeT 31T TG Hlel o TolT A ¢ |

By this option we can save the current data in the
current worksheet or workbook file.

¥ T (Save As - F12)

S TR ST FIANT Y 37T Teheeh BISel U el &
GINETGES

This option is used to save a new separate workbook
file.

e (Print)
SHoh eIt dlel 32T fAeld § -1t has the following

three options -

fre (Ctrl+P)

gt YT geniie i e e & foT g & 39 3iTeerT
T SEIATE I U 3T e Fhelere X Fehd & Iof o




AT T Tohd & 3R frael i Dic e g ar s de e
TFha ¢ |

It is used to print the worksheet, using this option you
can select the printer, set the page range and you can
also set how many copies to print.

fFas e (Quick Print)

S TC2AT Sl TATT UGl IR Je FT =T e afcaT W ar
AT NeaaT F RTaad ¢

This option is used to print directly on the print settings
set last.

fre e (Print Preview - Ctrl+F2)

S 3T T JIRT X & g7 T W Tohd o dl [o1d Hed
I 57 e HT T § ar Nic 8 W aar fewam |

Using this option, we can see what the matter we are
printing will look like when it is printed.

ufewee stegaie (RMAR) Encrypt Document (Prepare)

S 370 U §H BISeT 9 9THdS o9 &d o Toldh
d1¢, ISl shaol 38T IIHds & Goldl |

With this option we put a password on the file, after
which the presentation file will open only with the same




password.

d (Send)

Y 3TC2AT I TATT Flch g TFHT BISeT al 3-Hel AT
ge¥Ae ther & gaRT AT Tha ¢ |

Using this option, we can send Excel files via e-mail or
using Internet fax.

FelloT (Close - Ctrl+W)

S8 JTRIT @ §H chd ol deheleh BISCT &l 8l 8 il & WATH

GAT BT & |

With this option we only close the workbook file, the
program remains open.

ufdsie T (Exit Excel- Alt+F4)

S 3TCT T §H WIITH §¢ i o

With this option we close the program.

Home Tab in MS Excel 2007 in Hindi and English |

TH.TH. T 2007 & 81 &9 & d & 3R W
ST & foreTehr 3maegenar 3ife aidr 2-
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The main options are kept in the Home Tab of MS Excel
2007 which are more needed.
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Clipboard Group
Cut (Ctrl+X)

39 3TCAT &l TAET Jolde fhd T e Pl he b
fFeres & 99 = & T =g ¢ |

This option is used to cut selected content and save it in
the clipboard.

Copy (Copy+C)

g 3T T AT Folge [y T Hde ar
ST I Fogas H 9 e & v =a ¢ |

This option is used to copy selected content and save it
to the clipboard.

Paste (Ctrl+V)

g 32T &l WA Cut 37U4T Copy fhd 31T Fce &l
w%mﬁaﬁ’riﬁﬁﬁq@ﬁésﬁv%mmﬁ
This option is used to access cut or copied content in
the new range in the same sheet.
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Format Painter

SH TR & ZaRT gH fohell AT X ol g2t wide
PIAT leh AT T W T 90 Fhd ¢ |

Through this option, we can copy the format on any cell
and apply it on the new cell.

Font Group
Font

I 3TCAT T YART Tlded Aol T Font I&olar o foIT
forar ST g

This option is used to change the font of the active cell.
Font Size

I 3T &l TAET Ulded Hol HT HIUC TASoT dGeled &
fore forar STar g

This option is used to change the font size of the active
cell.

Increase Font Size

Y 32T T YA Font FT PR ol & [T il
el

This option is used to increase the size of the font.




Decrease Font Size

S ATl T YAET Font &l TR el & TolT Al
el

This option is used to reduce the font size.
Bold (Ctrl+B)

SHPT YT Ulded Aol & SFEC I HAlET 37UdT 3h
feae & foT aa ¢ |

It is used to make the text of the active cell appear thick
or dark.

Italic (Ctrl+I)

ST AT Ulded Aol & SFEC &l Sefolsh @ &
foT o & |

It is used to make the text of the active cell appear italic.
Underline (Ctrl+U)

SHHT YIET Ulded Aol & CFEC Pl SIS hlad &
foT aa ¢ |

It is used to underline the text of the active cell.



Border

sqAI TAET Aeldcs Tod W disT o9l & Tow fhar
ST &

It is used to place borders on selected cells.
Shading

SH 32T I YT Tlded dof W Folk ATST F &
fore o Sirar g

This option is used for color shading on the active cell.

Font Color

gHT JINT Font &l ok dgeled & folT &Xd ¢ |

It is used to change the color of the font.

Alignment Group

Top Align

ST 37T & T A H ¢FEe Hl ol ad W}
WA F T :a g

This option is used to place the position of the text in the
cell at the top.

Middle Align

g 3TC2AT T AT T H cFee T droieT fAfsaT W)
WA & T 3 g



This option is used to keep the position of the text in the
cell at the middle.

Bottom Align

ST 32T T YA AT H SFEC T GIoiered sSicd I
W & T 3 g

This option is used to place the position of the text in the
cell at the bottom.

Orientation

g 3ToRIT &7 YT T H CFEE I SSRGS deolel
& foT = g

This option is used to change the direction of text in a
cell.

Align Text Left (Ctrl+L)

g 3TC2AT T JATIT BT H cFEe T ol e
gss #H @ & T aa g

This option is used to position the text in the cell in the
left side.

Center (Ctrl+E)

ST 37T & TIAT T H CHEC Pl Groiieled Jvel H
WA F T :a g



This option is used to keep the position of the text in the
cell in the center.

Align Text Right (Ctrl+R)

S ATRIT T YAET T H <FEC DI GIoiAeT TSC
gss H W@ & ol ad &

This option is used to place the position of the text in the
cell in the right side.

Decrease Indent (Ctrl+Alt+Shift+Tab)

SHT GaNT Tlded ol & REMH & I=&T NP F61
H fopar Srar g |

This is done to extend the paragraph of the active cell
to the left.

Increase Indent (Ctrl+Alt+Tab)

3oTch GaRT Ufded Hel & WIATH Hl T G dl H
fohar ST § |

They are used to extend the paragraph of the active cell
to the right side.

Wrap Text

S0 ATRMT &I Ulded Hlel o dIG ofd caec H dlold
I fagy #¥ STl dr e T ST arelr doRee
JeAfeEd T arseT & 34 A H Tl




After activating this option, when the column width is
filled with the text, the text to be written will be
automatically moved from the new line in the same row.

Merge & Center

S 3TCAT T JAIT Teh & 3 [Aeldes ded &l
Ush Tl H dGolad & ToIT Hld g

This option is used to convert more than one selected
cell into a cell.

Number Group

59 9 # fAce drel 3T @ vided Aol 1 Sel
TI8Y deof Johd g| ol - ¢FEe, e, ST, TISH, T
31|

With the option found in this group, the data type of the

active cell can be changed. Such as - text, number,
date, time, currency etc.

Style Group
Conditional Formatting

s ATRMT &I A § &7 Teladcs ol T FoIAd &
Iy HiHC SEAATT Pl g

With the help of this option we use a format with
conditions on selected cells.



Format as Table

39 TSI I AGe & [eldcs I Fl ¢aaT Bide A
dGolel o ol ad g

With the help of this option, to convert the selected
range to table format.

Cell Styles

g 3T $T Acg ¥ g7 [{oldes a4 W Wde o
feotrse wide o m FHha g

With the help of this option we can apply a preset cell
design format to the selected cell.

Cells Group
Insert

3T 3T FT Aeg & g7 M & videqg dieieT WX
75 Ael, U 37T HicH S5 Hehdl ¢ AR TTAH Tehgen
H T gpaflc SIS Tha g

With the help of this option we can add a new cell, row
or column on the active position in the sheet and add a
new worksheet to the current workbook.



Delete

g 32T $T #Aee O gH efic # Uided dreieed WX
TTded &el, I YT FicH TdH H Tohd & IR
IAATT Thgeh U TAA dehelic TAH T Fhd gl

With the help of this option, we can delete the active
cell, row or column on the active position in the sheet
and delete the current worksheet from the current
workbook.

Format

g 3T # &8 g & 3o fAea § e
STAHTS U, Pictd ST Ay AMREE &I Jdr § 3R
3, Sield 3rar gehelie S U 3ryar feamr
ST 8] 39 3ramar e & a7 Far amar § 3k
e a9 ek dGal JATT g

There are many options in this option, which are used to
modify the width of row, column and hide or show the
row, column or worksheet. Also the sheet is renamed
and change color of sheet tab.

Editing Group

Sort & Filter

g 3TCAT A Tic 3TRAT T YT gl & 3TeT i
god 37UdT g9cd &H H o9 & fov f&ar amar € 3k




fheeT 3TCAT T YT el A AT Repie & fhect
A T & Tov fhar Jrar g

In this option, the sort option is used to sort the data of
the table in increasing or decreasing order and the filter
option is used to view the filtering of any record in the
table.

Find & Select
Find (Ctrl+F)

SH 3TCRAA T GAT Bsel H Tohdll TFEC &l gl
fore fopar STar § |

This option is used to find any text in a file.

Replace (Ctrl+H)

3 3Rl T AT Bisd H e asg &1 fhdy g
rsg, T Feodel & T fopar Srar & |

This option is used to replace a word in a file with
another word.

Goto (CtrI+G)
s AT & g ¢fic & ol 9 W d1Y 39 3d

a qg’u dohd gl




With this option, we can directly access any cell in the
sheet from its address.

Goto Special

SH T & & ol TIUe | Igad & Sid-

With this option, we arrive at a particular thing like
content, formula, comments etc.

Select All (Ctrl+A)

g 3TRIeT T YT W5l H 39TEUd @Y Fce & s
iy [@elge Fta & T o & |

This option is used to select all the contents present in
the file simultaneously.

Insert Tab in MS Excel 2007 in Hindi and English | SITet @&
TH TFA 2007 A 50¢ &9 & IR 7 { i sraa &

Insert Tab

UH.TH. TF8o 2007 HT Sa8c¢ ¢ H I 3T/ W AT §
T8 a&hefic # Fo-7-50 sea¢ (Add) fam Srar g

In the Insert tab of Excel 2007, the options are placed in
which some inserts are done in the worksheet.
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Insert Tab

Home | Insert | Peeuyom Fm Dm Review Vew PDFMM:«'!C: t

] e (8l m‘ [
BEEE QR S A = o Az ) £
| PivotTable Table Picture Om Shapts Smartart  Col l mn u ﬁe Bar Nta 56 am O‘tfm Hyperlink Text Heade WordArm S:ow re Object Symbol
= Chant fox & Footer Y Ine

Tables lllumnhom Chauts "- Links Text

Tables Group
Pivot Table

g 3T O g a8 &9 &l Uisdie edd &
deolel o ToU fhaT STdT &) 39 §H dTHd ¢
o Wegd ol TAA e H o9 Thd g

With this option, which normal table is used to convert
into a pivot table. In this, we can put the fields of the
normal table in special order.

Table

s 3T ¥ ofic & oY arder o7 T9erer eoel
HIHC H dgold o [olv fhar STar g 3R 9 @y
3ol drell f39lse ¢d & A3 & TddArd & oo
Pl ANSHIS P Tohd g

This option is used to convert any normal range in the
sheet into a special table format. And you can modify
the table using the options of the design tab that comes
with it.
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[llustrations Group
Picture

SH 3O &l AT hecged @Eed # 39Ted R
T Oeax Aolae T ghlic H s Joha ¢ |

Using this option, you can add a picture to a worksheet
by selecting a picture from a picture present in the
computer system.

ClipArt

T T Tk RE I TR gIdr & ST MS Office & @1y
3T Office Collection & 3TdT g | Seg 3 Telde b
BIST H SIST ST Hohel § |

This is also a type of picture that comes in the Office
Collection that comes with MS Office. These can also be
selected and added to the file.

Shapes

SH 3MTC2reT g I ATl [Aerdl & Toleg st H
SST ST TehdT & 3T 399 3T 3 §T F1 ST

3TER Feell ST Fehell § |

This option provides the different types of shapes that
can be added to the file and we can modify it easily.

Smart Art

SH T i Age ¥ ARV WehX &7 3Tehicar ganT
AT I AT AT & | 38 Az, arsferd, g




e SETH TR S §hd ¢ |

With the help of this option, information is displayed by
special types of shapes. Diagrams like pyramids,
bicycles, herbal etc. can be made in it.

Charts Group

S 31T $T #Ace ¥ §H ool & fohrdT 3rer 3R 33T
deg @ Jfhe IE FF-FlaH TIC , 9IS aIC 3G RE

& TIC g Tohd o |

With the help of this option, we can create a chart of
some data and its value from the table like a graph
chart, like a column chart, pie chart, etc.

Links Group
Hyperlink (Ctrl+K)

S 3ATCAT I HAGe g aheiic T fohdl dof & fordl
3T BISe hl foleh X Tohd g 3R 38 AT & 34T

I W Toih W Feish AT & BISd Hl DIl Thd ¢ |

With the help of this option, we can link any other file in
a cell of a worksheet. And by clicking the link on the
same cell with the mouse, you can open the file.

Text Group
Text Box

g 3T & WIS H Udh aig T diFd JATdr ol
ohdT & 9H Text for@r ST ohdT § |




With this option, a box can be created in the file in which
text can be written.

Header & Footer
Header

T 95T I FUT Aol H 8T & 3TH §H DS e
ST Y Hehdl & Sl BT & Tcdeh Il W 93
ST |

It is in the top margin of the page, in this we can type
any text which will be added on every page of the file.

Footer

T U FT el A1fST F giar § 398 g9 IS
TBY X Hohd g 3R Uer 37fe SIS Ihd g, S B
& Jcdh U] W 3 SR |

It is in the lower margin of the page, in this we can insert
any text, page number, number of page etc., which will
be added on every page of the file.

AlC (Note)- 38 93T AI3MT3c < 3ryal e Weg # @

deahd g| This can be seen in the page layout view or
print preview.




WordArt

d U g & AThehdl cFEE aIdT ¢ o gl &g g
HI Tersd Y fHedr § | S Wielge ®Isd 31fe &l haX

UST S H Heg adl ¢ |

This is a kind of graphical text, which also has many
styles. Which helps in creating the cover page of the
project file etc.

Object

59 AT O g7 fhdl 3 U o9

gs , 9iaidisc, Aleds, BIeRNT 3 H ST =T BisoT
9T TH.UY. Tado 1 efic & O oIam ST bl &

37UaT 3TA ST T sy i Far 31 gepar § 3T ofie

R T ST HehdT g |

With this option, we create our own file in any other
program like Word, Powerpoint, Notepad, Photoshop
etc. Can be brought directly into the sheet of Excel or
work can be done in it and it can be brought on the
sheet.

Symbol

ST 3TRIT Y Ace O AffesT yaw i g Toafle
AT AT H SIS S T ¢ |

With the help of this option, different types of symbols
can be added to the cells of the worksheet.



Page Layout Tab & Groups & &TH 3ilT 3d% S

Page Layout Tab # &ef 5 Group gl §. 3¢ 39 30 f&@TT 31T Screen Shot H 3@ Tehd
§. S Groups T oIH AT Themes, Page Setup, Scale to Fit, Sheet
Options 3R Arrange &. 379 3719 Page Layout Tab & Groups & d aRfId & 3w §.
378U 319 Ycdsh Group & I il ST 6.

Themes

Themes Group & Themes T Excel Sheets X Apply fhaT SITaT 8. Excel & 9gel § &I
%3S Theme 8IdT &. Ycd& Theme & Font, Font Style 3Tel3T-37eT9T a8 & Set 8IdT &. 37T
39T ITARTAT & TR Themes T YeATd Y Hehd §. 31T ATg dl 3H Theme T 3=
TR & B T Modify Y X Tehct &. IT 39 391 TIT Tk A5 Theme 3§11 Thd &,

Page Setup

Page Setup Group # Excel Document T Page Margins, Orientation, Size T Settings
¥ TS Commands &I &. 3eTeh 37eITaT Print Area, 31 Page Breaks &I Settings &
Group # 3Uclstl Commands & &dRT I ST &. Sheet Background #T I&r & Change
forar Srar 8.

Scale to Fit

39 Group #H 39t Commands & GaRT Excel Sheets &l Print ¥l & HfAd Settings
$r ST &, 3T 3197 fBETE & Sheet & Width 3R Height Set Y e §. 39 foida
Area &l Print 31T AT8d 6. 39 8TT9 & Sheet FT Settings T Aohd &. 31T 39 Automatic
T Set F AP &.



Sheet Options

Sheet Options Group & &I H#HTS 8IdTl §. Igall TS Gridlines &I 3¥dATT Sheet &
Gridlines & fe@re a1 AT fe@r=r & forw fopam SATar &, 39 Gridlines &' Print 3 &7 Oha
g. 31237 Print =181 81 & Hehdl §. gAY HATS Headings &1 39N Sheet Headings @l
Show/Hide &%t & forw fohar SITaT 8. 3R So¢ Print et & e Settings § 3T T
Hhd g.

Arrange

Arrange Group T STdHTel Excel Sheets # Insert Graphics &l Arrange &1 H fohar
STl §. 39 36 Group #H HIgg Commands & SaRT Picture T Position, 3&ehT
Alignment, Grouping 31Tf¢ & Settings X Tohd ¢.

Formulas Tab & Groups & aITH 3T 3¢ &1

Formulas Tab ffiﬁr 4 Group 8Id §. 3¢ 319 39 [¢@IT 31T Screen Shot H & v
g. 3o7 Groups @ =1Td shaeT: Function Library, Defined Names, Formula

Auditing 3R Calculation §. 379 39 Formulas Tab & Groups & ar gRfad g 71T &.
3TST 31 YA Group F 1 & JATId &.

3 Group H Excel Formulas T e fhar §. 3T T3 Excel Formulas T 9 Group
¥ Access T ahd &. Jal Formulas T 3o Categorically T 3T 8.

H Group H 39clssT Commands T 39T14T Cells & ToIT fhAT SATAT §. 379 Cell T AT
< Hehdl 8, 3TRT AATH Edit Y Feohdl €. I M= gged & Cell Name Define farar gamg
ar 3T 37 gt AT T A W hd .




$8 Group # 39clstl Commands 3T Sgd HgcdquT R gIdT 8. 39 $& Commands &
&aRT Excel Formulas @ Auditing X &ed §. Trace Precedent §H adTdT g fo fohe
Cells WX Current Formula Based §. Trace Dependents ¥ §H 9dT IeldT g T
Selected Cell & faret-foheT Rows T 93119 IS T&T &. Tg Trace Precedent &1 flaaRa
glar €. Show Formula & 87 Sheet & Used &l aTel Formulas &Y 2@d &. g9 Error
Checking gaRT Formulas # Errors &T 9T ofeTl Eehd . 3{R Evaluate Formula gaRT
fareT #ff Formula &T Step by Step HediereT X Hehdl &.

39 Group H 39cls Commands &aRT Calculations & faf¥d fram sirar 8. 3ma
Calculation Options ¢dRT Automatically to Manually 3iR Manually to Automatically
Calculation &I Set & Hehd &. 319X Automatically Calculation §¢ & ar 379 Calculate
New 3{R Calculate Sheet Command @RT Calculation &% Fehd g.

Excel Formulas In Hindi:

Tl el Bl fad! #:

1) SUM:

g oll T ol harele Torad 39 9RAd gl @1fgv, a8 & SUM St addition &
IR IRNTARH TRAT Far g |

Syntax Of SUM Function:

SUM WarTe &l syntax 39 I &

SUM(number1, [number2] ,...)



|=sum(
| SUM(number1, [number2], ...) |

s W N e

SUM WareTe & Ugell argument 3Taede §, 30T AeT 3T 8, 31 39 teh
T H 255 e & T Thd &

HAId, 3T9eh SUM Bl H &l 8 & 1 FaT, Tol AT Hel LT T IHLH AMTAA
gl afgu|

Example of SUM Function in Hindi:

3CT8uT & faIT:

=SUM(AL:A5) — Ig Tel AL T A5 T & Hed T 33 Y TS AT 8 |
=SUM(A2, A5) — I Tl A2 3IR A5 Qed &1 deg ! US Fcll ¢ |

=SUM(A2:A5)/5 — Ig ¥l AL 8 A5 deh & el sl deg &l TS &l & IR 5H
sum & 5 ¥ f3a158 ST 8 |

39 Excel AT 3, TE BRI O 380 X6 ¥ [G@Ts & Hahd 8-

A B C D E
1 50
2 100 750 =SUM(A1:A5)
3 150 350 =SUM(A2, A5)
4 200 " 140 =SUM(A2:A5)/5
5 250

feT — foRaY icter IT A & sum FLA FT TIH BIEC AADT o 1 SoT Hod &
39T o ol [Jelge Y 3i Home 29 & AutoSum e IR Fole il




2) AVERAGE:
TFAT AT AVERAGE eI, siad &l 38 (arithmetic mean) @i g

Syntax Of AVERAGE Function:

AVERAGE %l & syntax 38 9K g

AVERAGE(number1, [number2], ...)

A e < | ..o | E

|=average(_

l AVERAGE(number1, [number2], ...) ]

Bw N

J&T W numberl, [number2], 37T T AT T & 31T8F FAeR (JT AGH arel Jo
& I-AH) &, 1T 3ad Shegerere 9 ke dagd £

Example of AVERAGE Function in Hindi:

3SIg0T & ToIT;
—AVERAGE(AL:A5)
A | B | C _ D ' E ' F
1 50
2 100 150 =AVERAGE(A1:A5)
3 150
4 200
5 250
6




3) MAX & MIN:

Excel # MAX 31X MIN Il S, a8 & A & g8 931 3R a8 oiér
deg B &

Example of MAX & MIN Function in Hindi:

3SIg{0T & ToIT;
=MAX(A2:A5)
=MIN(A2:A5)
A B & D E
1 50
2 100 " 250 =MAX(A2:A5)
3 150 " 100 =MIN(A2:A5)
a 200
5 250

4) COUNT & COUNTA:

e 319 TG SATl=IT UTEd & Toh Fod ¥oT H fohcel Fod & =gaARS dog
(numbers or dates) g, Al 3¢ Heg3Tell [Ietel H U1 HHT T o | Tl
T COUNT Herele Ueh &1 Hehs H f[F1aiam|

Syntax Of COUNT Function:

COUNT %l & syntax 38 TR &

COUNT(value1, [value?], ...)



STafeh COUNT Herele hadl 3T Aol I FI3E adl § forgH a9 8id &,
offeheT Excel 3 COUNTA Herlel 31 FHT Hod ol h13C XdT & Sil seldh sTgl
8, IT¢ @ numbers, dates, times, text, logical values of TRUE 3{IX FALSE &I
dilfotehel 9o, errors IT empty text strings (*”) 81 Tehdl & |

Syntax Of COUNTA Function:

COUNTA %[ & syntax 38 TR &

COUNTA (value1, [value2], ...)

Example of COUNT & COUNTA Function in Hindi:

3CTEXUT & ToIT, Fierd A H Tohdel AaH A § SHHT IdT ol & oIV, 39
Il ol STATIT

=COUNT(A:A)

Sl A H HT non-empty T Sl HI3C el & oIT, S BIHCAT HI YT
ERg

=COUNTA(A:A)
A B C D E
1 50
2 100 5 =COUNT(A:A)
3 150 7 =COUNTA(A:A)
4 200
5 250
6 India
7 Japan

aleil WBrel H, 3T QX A FHieiH & Fod HI I AL 6|



5) IF:

SIS 31T TFdel # IF formula T I A &, I 31T TFAST hl FS HISA4
CEC FeT o TolU T d & 3R 1T IF SIS U BT ¢ df TFiel deg &l & AT
hegenelel Shidl & 3N ITE Ig hiSAT T 78T Bl off Tordel gady dog IT

3 Hhogehelel FAT o |

Syntax Of IF Function:
IF SheFeleT ohT syntax 39 TN g
IF(logical_test, [value_if true], [value_if false])

31T HTST H —

IF(Fo @9 &, Al $© A, T $o AR )

37cT: Teh |F TeTHT & &l Rafec 81 Hehdl & | 3R JATTehT Jolell HET & il Tgell
ReTee, S8l dl gavT Refee |

Example of IF Function in Hindi:

3CTEXUT & ToIT, ATE TCSTH i 35 § 3 HATeh ¢ dl a8 PASS ¢ 3 af¢ 38 35
U A A § dl 9g FAIL §

=|F(A2>=35, “PASS”, “FAIL")



A B C D E F G

1 Name Marks Result

2 Rahul 80 PASS  =IF(A2>=35, "PASS", "FAIL")
3 Sanjay 50 PASS

4 Sujata 32 PASS

5 Rakesh 45 PASS

6) TRIM:

TeRel & TRIM HereleT a5 & 3ifaRed T &1 fasrerar g 3R ¢aee & were
IT TS H Ueh HT TUF dhiareX oTa1 3QdT|

UFOS H 37178 TIY &l §eTed &b s i &, [ordd TRIM Bl I8 3711
T B

Syntax Of TRIM Function:

TRIM HareTe T syntax 39 Yo &

TRIM(text)

Example of TRIM Function in Hindi:

3ETeY0T & foIT, A Hiad TaH & T3 31faReaa g Peres & fow, aa AL &
o= Bre TeX &Y, 3R T 38 HielH o AT hidl &L

= TRIM (A1)



A B C I E
1 Rahul P Rahul P =TRIM(A1)
2 Sanjay S SanjayS  =TRIM(A2)
3 Sujata N Sujata N
4  Rakesh J Rakesh J
5

g Tod H T3 3TaRFd Rerd T o1 fhrer X A% U g7 T9 higel Hl
gsa & foa T@am|

7) LEN:
ST 87 3T frdly T & ey F¥eed & I8 SeTeTT Tred &, af LEN 3931eT Y|

Syntax Of LEN Function:

LEN %l &l syntax 38 9K o

=LEN (text)

Example of LEN Function in Hindi:

A2 A #H fohdal e g Tg STl o foalw —
=LEN(A2)
A B C . D E

1 Rahul 5 =LEN(A1)

2 Sanjay 6

3 Sujata 6

a4 Rakesh J 8

5




T €TeT W o TFdeT AT LEN TerRTel T o HTY TT hideX il I3
AT &

8) AND & OR:
&S ATICST &l S & [T I & FEH ANH T lfotehel herele g |

AND Function:

TE I 1A F 37T § ST 3T s AT I ST AT IST & 3R Tg
AT 3= § o 3 |l TRUE 811 &1

fFAhell AND Werelel 31U GaRT FATHHIS I 9T HaIAH Sl ST Ll & 31X
afe @efy FEreid TRUE @1 & af I8 TRUE Reet &ar & «1&F ar FALSE Reet
Sar gl

Syntax Of AND Function:
AND HareTeT T syntax 39 YK o
=AND (logical1, [logical?], ...)

Example of AND Function in Hindi:

36T & ToIT, ¥ESTH ! Math AR English alsil # 35 & SW AR ¢ dl 9
PASS g, 3/=2r FAIL §1

=|F(AND(B2>35,C2>35), “PASS”, “FAIL")



, A B C D E- i s - |
1 Name Math English Result

2 Rahul 65 45 PASS =IF(AND(B2>35,C2>35), "PASS", "FAIL")
3 Sanjay 31 58 FAIL

4 Sujata 78 90 PASS

5 Rakesh ] 56 25 FAIL

OR Function:

AND T ol T Hharelel T g &1 Teh OR Teh dlloiehel herelel ¢ Torgent 3UIaT
al o IT TETHT T Jofall let h Tl T o ST gl

@ 37 T § 6 OR waere, feuw arw gaft 3e=g & & v o S8 TRUE
gy & df TRUE ResT FiXar & 31T g3 S22 areid 81 WX FALSE Resl aear
gl

Syntax Of OR Function:

OR el &l syntax 3T YK g

=0R (logical1, [logical?], ...)

Example of OR Function in Hindi:

36T & ToIT, ¥€STH ! Math 3R English alsit # & fordll Teh 8T Heotere A
353 3UT ATeh ¢ ar 9 PASS ¢, 3321 FAIL €1

=IF(OR(B2>35,C2>35), “PASS”, “FAIL")



, A leBe . € D z E G - |
1 Name Math  English Result

> Rahul 65 45 PASS  =IF(OR(B2>35,C2>35), "PASS", "FAIL")
3 Sanjay 31 58 PASS
4 Sujata 78 90 PASS
5 Rakesh ] 56 25 PASS

9) CONCATENATE:

TFoT T CONCATENATE HereTeT &f a7 31Tk Caree 3TSTH I SliseT el
g1 Tg ar 1 ar A 3w Yol $HI Jog 1 Th & Tol H Halged Tl o |

Syntax Of CONCATENATE Function:

CONCATENATE %elel &7 syntax 3H K &

CONCATENATE(text1, [text2], ...)

Example of CONCATENATE Function in Hindi:

3ETET & ToIT, A2 and B2 ol &1 9o &l ShelSe] il & oI, SH Teh 3ol
ot H Tola=T Bl TeX Y-

=CONCATENATE(A2, B2)



1
2 1 Banana 1Banana =CONCATENATE(A2, B2)
3 | 2 Apple 2Apple

4| 3 Mango 3Mango

5

Ife 3MTYehT o7 halTSeT fehT ITT o ol 3eldT el &, A Fo1H Ueh F4H US
HAT &, AT 3 HATH foree 3 (7 ) T4 e esd |

=CONCATENATE(A2,” “, B2)

A B C D E F G H

1 Banana 1Banana =CONCATENATE(A2,"", B2)

2 Apple 2 Apple
3 Mango 3 Mango

s W N e

Data Tab & Groups & ATH 3 3% F1A

Data Tab ﬁ?iw_ol' 5 Group 8Id g. So¢ 39 3UX fGW@IT 3T Screen Shot H & Tohd &. 31
Groups T «TH shHRT: Get External Data, Connections, Sort & Filter, Data

Tools 3iR Outline §. 319 379 Data Tab & Groups & dr aRTId &Y 3T §. 38T 31
Tcdeh Group & & Pl SeId 6.

9 Group H 39clsT Commands 3T 39319 MS Excel & ST Gial & Data Import st
& forT fopar STar €. 39 MS Access, Web, Text 3i 3/ Iid o1& SQL Database 37f¢

& Data Import & Tohd .



3H Group FT SEdHAT Workbook # 3Teletl Data T 8T Connections &l ¢@s & [T
forar Sirar €. I Workbook # a1eT sTel @ial & Import foRaT 31T §, AF 319 Data
Connections @I refresh @& Update & Tehd g.

39 Group H 39els Commands & GaRT Workbook H 3Uclstl SIeT &l BIeT ST HehdT .
3T STeT T IRIET 5, ARIET ShH dAT Advance Filter SaRT 3TcTeT-3eleT Categories H

Ig Group Sgd HEcAYUT BIclT &. 379 $H Group # 39elstT Commands & Z@RT Data
Reports T Interactive ST Hehd &. Duplicate Data &I Remove X Hehd &. Data &I
Columns & Divide & Hahd §. 379 ATg dr 31T I Validate 3T & Tohd g.

$H Group # & I 1 I Commands gl &. TSad gART 3TeT 38 qaAg A9
el HohdT . HTT Group Commands aRT Rows 31X Columns &1 T Group H 313
Hehd 8. 3eTehT Total, Sub-total I Hahd &. 3T ATaARFd STAHI ST 3T 8 Hohet &,

Review Tab & Groups % aTH 3K 37

Review Tab & %eT 3 Group 8Id &. $=¢ 39 W @IV 37T Screen Shot H @ Hehdl ¢.
ST Groups T AT AT Proofing, Comments 3R Changes §. 37§ 379 Review Tab
& Groups & dr IRFIT 81 31T §. 31TST 316 T Group & FRT Fl ST &.




Proofing

Proofing Group & Excel Sheet & HafeIcl Sgcl Si# sh! Commands BIcll §. e HgeaqoT
Command 38H Spelling & Grammar gid &. & garT fordr ¢t Excel Sheet # for@
gU Text # gl @Tell Spelling 31X Grammar eI Jfedt T ERT ST Fehcll §. $HH Th
reg & AT el F W & fIT Thesaurus Command &ff glam &
39 Translate Command & GaRT MS Excel # FlS[g 37efeT-37eTeT 931 7 Sheet Data
&I Translate 3 T ohd g.

Comments

faell Excel Sheet & 3Uclst IS W 2se; AT 2se; WG & aR A I 3T Fo AR
forEaT Tgd §. df 399 folt Comment Command T 39J19T fhHaT 1T §.

Changes

Changes Group T 3&ddTel Workbooks @ Protect 3iR Share #et & Tt foham ST 8.
3T Uk Workbook 31 383 3Udlstl Sheets H 3ToI31-37eT9T Protection o1 Tehd . 3R
Y Data &I fhdl @ afdd & GaRT Changes gl & &&T Hehd &. 3 fora off
Workbook IT Sheet &l Protect &{sTT IT8d g. 3TH Tgol 3TIeh! Password oTeTeT 98T &,
Tsh IR UTHAS 19T 1o o oG, s oY 3T 9T qrHas & Edit 7T Y TehT &.

View Tab % Groups & ATH 3R 3d& &

View Tab # %el 5 Group 81d . 3+ 39 3R fGWIT 1T Screen Shot H ¢& Hhd &. 3o
Groups Cal orH SHHAA: Excel book
Views, Show/Hide, Zoom, Window 3R Macros &. 37§ 3719 View Tab & Groups & dl
gRfAT 81 91T §. 318U 379 Yl Group & 1 &l SATd &.

Workbook Views

Workbook Views Group ¥ Workbook @I 37el¥T-37el9T Styles H @« ¥ Tafdd
Commands &Il §. §aTeh SIRIT 39 Uah Excel Workbook @t Print &3t & Ugel IT Publish



T T Uge & 38 MS Excel F & 37o{1-3719T dlish & @ Tehd &. Workbook Views & 5
g & Workbook Views 39ofetT §. Normal View & Excel Sheet &Y Ire= adiss &
fe@rar ST 8. Page Layout 3 Workbook @T Page Layout View 3 f&@TT SITdT . 39
Workbook Print glst & §T¢ ST fG@rT Sam. 39 dig T Workbook &@TS ¢ §. safaw
$d Print Layout 3T &gd §. Full Screen View # Workbook &I qT Computer Screen
W @ AT . 39 View & Side Space 31R Tabs 371f¢ Hide T&dT §. Page Break
Preview View # Sheet &T Print ${d el S8 & =141 Page & &M 38 38 View &
GdRT 3@T SITdT §. Custom View H 3119 3191 fg &1 & Display Settings X dehd &. 3R
SH IS ATH S Hohd §. ST9 37T 3T View T Set T 2d &. ar 3T aft 3ff 7 View & Excel
Sheets &I @& Tohd g.

Show/Hide

Show/Hide Group & Workbook & He oI g ged gl 8. $HH 3Tl HET §I ¥ 5 gof
fAIaY. Tgell <of Ruler, 3@ 31MeT §at dferd W fFereh ek 38 Enable f3am Sram 8. 5@
Enable &% WX Workbook & Ruler o137 STdT §. foG® 319 Workbook &T Margins @
YT Il Hehl &. GEXT T Grid lines 8T §. 38 Enable &Y 9T MS Excel Sheet # Grid
lines &I fe@mT SATAT §. 31 38 Untick &3 9T Sheet & Grid lines &¢ STdr . 31X Sheet
Th Document T oRE 1 STl §. R Tof $HA Formula Bar gl §. S8
393197 Excel Workbook & Formula Bar T Hide/Unhide &3t & foIw fohar Srar g, 58
Tick e 9T Formula Bar &7 Tab Ribbon & 1< fe@rar Sirar g. 31K 3& Untick e OX
Formula Bar Hide 8! STl . =T €of Headings @1dl &. SHeT $&dHTeT Sheet Headings
&I Hide/Unhide &% & forw fhar Sirar 8. 33 Tick #Xe & W Excel Sheet & Headings
&1 fe@rar STar . 3R 3& Untick & 9 Headings &9 ST 8. Message Bar 8T g.
ST 3T Excel # Gfad @Rl & 3UANIhdl I TN e & ToIT T ST §.
Ife 3M9eh Content H MS Office T &S FHTTIT WaRT IdT TeldT &. df T &7 Automatic
Excel Window & Message fe@rdT &.

Zoom

Zoom Group H 39ele¥T Commands T SEIHATS Sheet T 3eldT-37e1T Zoom Level T
@ & forw foram SITdT 8. 38# 39eley Commands & EaRT 39 Workbooks @1 319et
feaTe & 937 A1 BT ek ¢W Tohd . IT fT AT Zoom Selection & §aRT Selected
Cells & $ff Zoom & @ Tohd g.



http://www.tutorialpandit.com/ms-word-kya-hai/

Window

Ife T Tk X H T F SI1T Excel Workbooks TR &I &id . ar Window Group
3aeh oI € 91 §. 38 aRT 3T Open Excel Windows & fdI30T &3d . 319 Tk
Workbook # &h1a #d §U &1 gaiT Window & ST Hehd §. 31X JéT & el 3= Workbook
H ST Iohd g, I1 BT & Workbooks I Teh I12r Desktop WX fe@r @ad §. Window &t
Split Yk 3 s AN H T Tohd g. 3R 31T ATE aF 39 Hide 3T & Thd &. Window
Group H HeH &HTH FHI HATS Freeze Panes gldl §. 38 ¢dRT 31T T Row, Column T
T Selected Area & Teh 31918 U Stop X Hehd &. ST 3T Window &I F9R-s11 Scroll
FL). dd Y A Freeze Row, Column Teh € 39T W 8l &

Macros

3T Rl Tietere TR 1 X T8 & AR 3HH $& SRR I TR-IR 3TANT # 371
arell §. d Macros T &I TET & Y& gl §. I 3TTehl fohdly Teh SITeThRY hl SR-aR &
3UANIT H T &, a6 39 STARRT T Macro Record &¥ah 3T U dR fol@a & ¢ 39
SATTRIRT T T9=1T T 1A & o ohd &, Macro &l gH F-a1 eicahe A s aa 2. 3R
§H 39 STIhRT Bl ToIEeT giaT §. df 99 gH dhi-als | 39 AlCHhe Hl Gl gidl 5. AR
AT SATeTehRT 39T 31T for STel &
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