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ȉϴȿȳ 0: ȓΪɇȶ șӻ ȠȿȬșȿȴӯ (Excel Introduction) 
ȓΪɇȶ șɋ ȞȿȶɃ șɈȼɇ șȴɇ? (How to start Excel?) 
Ȫɋѹ֠, ȼȰȼɇ ȮȽȶɇ ȽȲ ȠȿȬ ȶɇȨɇ ȽɈ ȓΪɇȶ (Excel) șɋ Ѹȿȣʷ (Start) șɈȼɇ ɀșȳȿ ȠȿȨȿ ȽɈ- 

× ȋȼșɇ ԇȶȓ ȊȮșɋ Ȳȿȍȼ (Mouse) șɇ șȼʷȴ (Cursor) șӻ ȲȪȪ ȼɇ Ѹȿȣʷ (Start) Ȯɇ ԒΧș șȴȬȿ ȽɈ- 

 

Screenshot 1 
× ȍȼșɇ ȰȿȪ Ѹȿȣʷ (Start) Ȯɇ ȠȰ ȊȮ ԒΧș șȴɋțɇ. Ȩɋ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 0 șӻ ȨȴȽ ԃȹȆȥɋ ԂȪȚȿȌ ȪɇțɁ- 
× ȹȽ֤Ȯɇ ȊȮ ȓΪɇȶ (Excel) ȦɃȆȦ ȼșȨɇ Ƚɋ ȳȿ ɀȯȴ ԃȬȞɇ șɇ ȼȞʷ ȰɉΪ (Search Box) Ȳʼ Éxcelµ ȣȿȋȮ 
șȴɋțɇ Ȩɋ ȊȮșɋ ȓΪɇȶ (Excel) ԂȪȚȿȌ Ȫɇțȿ- 

× ȊȮ ȍȼ ȓΪɇȶ (Excel) Ȯɇ ԒΧș șȴșɇ ȓΪɇȶ (Excel) ȗȮȬ șȴ ȼșȨɇ Ƚɋ- 
 

Ȫɋѹ֠, ȳɇ Ȩɋ Ƚɂȹȿ ȮȽȶȿ Ȩȴӯșȿ ȉȰ Ȳ ʿȊȮșɋ ȪɃȼȴɇ Ȩȴӯșɇ ȼɇ ȓΪɇȶ (Excel) șɈȼɇ ȗȮȬ șȴȨɇ ȽɈ ȳɇ ȰȨȿȨȿ ȽɃȅ- 

× ȊȮșɋ ȊȮșɇ șӻȰɋȥʷ (Keyboard) Ȯɇ ԃȹȆȥɋȠ șӻ șɇ ȼȿȩ R (Windows  + R) șӻ ˙ɇȼ șȴȬɁ ȽɋțɁ- 

 

Screenshot 2 
× ȠɈȼɇ ȽɁ ȊȮ ȪɋȬ֠ șӻɑ ȓșȼȿȩ ˙ɇȼ șȴɋțɇ, ΎӻȬȺɉȣ 1 șӻ ȨȴȽ ȊȮșɇ ȼȿȲȬɇ ȴȬ șȲ֢ȥ (Run 

Command) șȿ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
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× ȍȼ ȴȬ șȲ֢ȥ (Run Command) șɇ ȉȆȪȴ ȊȮșɋ Éxcelµ ȣȿȋȮ șȴșɇ ȗșɇ (OK) șȴ ȪɇȬȿ ȽɈ- 

 
ȓΪɇȶ ȋȆȣȴɔɇȼ (Excel Interface) 

Ȫɋѹ֠, ȊȮșȿ ȓΪɇȶ (Excel) ȗȮȬ ȽɋȬɇ șɇ ȰȿȪ șɂȟ ȋȼ ȨȴȽ șȿ ȋȆȣȴɔɇȼ (Interface) ȊȮșɋ 
ԂȪȚȿȌ Ȫɇțȿ. ȊȮ ΎӻȬȺɉȣ 2 Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ- 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Screenshot 3 
 

× ȊȮșɋ ȳȽ֤Ȯɇ Ъʼș ȹș̫ Ȱɂș (Blank Workbook) ԂȪȚȿȌ Ȫɇțȿ-  
× Ъʼș ȹș̫ Ȱɂș (Blank Workbook) șɇ ȼȿȩ ȼȿȩ ȽɁ ȊȮșɋ ȴɇȥɁȲɇȥ ȣɇдȶɇȣɍȼ (Templates) ԂȪȚȿȌ Ȫʼțɇ- 
× ȊȮ ȞȿȽɋ Ȩɋ ȼȠɇѸɇȥ ȼȞʷ (Suggested Search) Ȳʼ ȼɇ ȊȮșɇ ȹș̫  ȼɇ ԁȴȶɇȣɇȥ ȣɇдȶɇȣɍȼ (Templates) ȱɁ 
ȶɇ ȼșȨɇ Ƚɋ- 

× ȊȮȬɇ ȓΪɇȶ (Excel) șɇ ȉȆȪȴ Ƞɋ ȯȿȋѕ Ȯɇ șȿȲ ɀșȳȿ ȽɈ ȹɋ ȊȮșɋ ȳȽ֤Ȯɇ ȴӯȼʼȣ (Recent) Ȳʼ ȪɇȚȬɇ ԃȲȶ 
ȠȿȓțɁ- 

× Ȫɋѹ֠, ȓΪɇȶ (Excel) șӻ Ƞɋ ȯȿȋȶ ȽɋȨɁ ȽɈ ȍȼɇ ȽȲ ȹș̫ Ȱɂș (Workbook) ȰɋȶȨɇ ȽɈ- 
× Ȩɋ ȼȰȼɇ ȮȽȶɇ ȽȲ ȳȽ֤Ȯɇ Ъʼș ȹș̫ Ȱɂș (Blank Workbook) Ȯɇ ԒΧș șȴʼțɇ- 
 

 

 

Recent 
Templates 
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Screenshot 4 
× Ȫɋѹ֠, ȠɈȼɇ ȽɁ ȊȮ Ъʼș ȹș̫ Ȱɂș (Blank Workbook) Ȯɇ ԒΧș șȴɋțɇ. ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 3 șӻ 
ȨȴȽ ȓΪɇȶ ȹș̫ Ȱɂș (Excel Workbook) ԂȪȚȿȌ Ȫɇțȿ- 

× ȳȽ֤Ȯɇ ȊȮșɋ ȋȼ ȹș̫ Ȱɂș (Workbook) Ȳʼ Sheet1 șȴșɇ ȊȮșӻ ȓΪɇȶ ȺɁȣ (Excel Sheet) ԂȪȚȿȌ 
ȪɇțɁ- 

× ȊȮ ȞȿȽɋ Ȩɋ ȳȽ֤Ȯɇ Sheet1 șɇ ȰȿȠɂȲʼ Гȼ '*( Ȯɇ ԒΧș șȴșɇ ȲхɁȮȶ ȺɁȣɍȼ Ȕȥ (Add) șȴ ȼșȨɇ Ƚɋ- 
× ȊȮ Ƞɋ ȱɁ ȓ̶ʸȿ ȺɁȣ (Extra Sheet) Ȕȥ șȴɋțɇ ȹɋ șȴȆȣ ȺɁȣ (Current Sheet) șɇ ȴȿȋȣ ȼȿȋȥ Ȳʼ Ȕȥ 
ȽɋȨɁ ȠȿȓțɁ- 

× ȺɁȣ Ȕȥ șȴȬɇ șɇ ԇȶȓ ȊȮ Shift + F11 șӻ ȱɁ ˙ɇȼ șȴ ȼșȨɇ Ƚɋ- ȶɇɀșȬ Shift + F11 ȼɇ Ƞɋ ȱɁ ȺɁȣ Ȕȥ 
ȽɋțɁ ȹɋ șȴȆȣ ȺɁȣ șɇ ȶɇИ ȼȿȋȥ Ȳʼ Ȕȥ ȽɋȨɁ ȠȿȓțɁ- 

× ȊȮ ȳȽ֤Ȯɇ ȼȰȼɇ ȎȮȴ ȣȿȋȣȶ Ȱȿȴ (Title Bar) Ȳʼ ȊȮșɇ ȓΪɇȶ ȹș̫ Ȱɂș șȿ ȬȿȲ ȪɇȚ ȼșȨɇ Ƚɋ- 
× ȣȿȋȣȶ Ȱȿȴ (Title Bar) șɇ ԃȬȞɇ ȊȮșɋ ȣɅЭ (Tabs) ԂȪȚȿȌ Ȫʼțɇ. Ƞɋ ΎӻȬȺɉȣ 3 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ- 
× Ƚȴ ȓș ȣɅȰ (Tab) șɇ ԇȶȓ ȊȮșɋ ԁȴȰȬ (Ribbon) ԂȪȚȿȌ Ȫɇțȿ. ԇȠȼȲɇ ȉȶț ȉȶț ȕЕЉ șɇ ˌɂЖ 

(Group) ԂȪȚȿȌ Ȫʼțɇ- 
× ȍȼ ȣȿȋȣȶ Ȱȿȴ (Title Bar) șɇ ȴȿȋȣ ȼȿȋȥ Ȳʼ ȊȮșɋ ԃȲȬɁȲȿȋȠ (Minimize), ԁȴѸɋȴ ȥȿȍȬ (Restore 

Down), Șȴ ΧɋȠ (Close) șɇ ȕЕЉ ԂȪȚȿȌ Ȫʼțɇ- 
ü Windows  + M ̇ ɇȼ șȴȬɇ ȼɇ ԃȲȬɁȲȿȋȠ (Minimize) șȴ ȼșȨɇ Ƚɋ- 
ü Alt + Space + R ȼɇ ԁȴѸɋȴ ȥȿȍȬ (Restore Down) șȴ ȼșȨɇ Ƚɋ- 
ü Alt + Space + X ȼɇ ԁȴѸɋȴ ȥȿȍȬ șӻ ȽɂȌ ԃȹȆȥɋ șɋ ȲɈԒΪȲȿȌɑ (Maximize) șȴ ȼșȨɇ Ƚɋ- 
ü Alt + F4 ȳȿ Alt + Space + C ȼɇ ȓΪɇȶ ΧɋȠ (Close) șȴ ȼșȨɇ Ƚɋ- 

Sheet Number 

Tabs Title Bar 
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× ȉțȴ ȊȮ ȓΪɇȶ ȞȿȶɃ ȴȚ șȴ ԇȼȯ̫  ȹș̫ Ȱɂș ΧɋȠ șȴȬȿ Ƚɋ Ȩɋ ȊȮ Ctrl + W ȼɇ șȴ ȼșȨɇ Ƚɋ- 
 

× Ctrl + N ȼɇ ȊȮ ІɃ ȹș̫ Ȱɂș (New Workbook) ȶɇ ȼșȨɇ Ƚɋ- 
 

× ȡɃȲ ȋȬ (Zoom In) șɇ ԇȶȓ ȊȮ Ctrl ȰȣȬ ˙ɇȼ ȓȆȥ Ƚɋч șȴșɇ Ȳȿȍȼ șɇ Ύɋȶ ȰȣȬ șɋ Ȋțɇ șӻ Ȩȴȯ 
ȜɂȲȿȋȓ. 

 

× ȉțȴ ȊȮ Ctrl ȰȣȬ ˙ɇȼ ȓȆȥ Ƚɋч șȴșɇ Ȳȿȍȼ șɇ Ύɋȶ ȰȣȬ șɋ ȊȮșӻ Ȩȴȯ ȲȨȶȰ ȮɁȟɇ șӻ Ȩȴȯ 
ȜɂȲȿȗțɇ Ȩɋ ȡɃȲ Ȋȍȣ (Zoom Out) Ƚɋțȿ- 

 

× ȳȿ ɀȯȴ ȊȮ Alt + V + Z ȼɇ ȡɃȲ ȶɇȹȶ (Zoom Level) ȼɇȣ șȴ ȼșȨɇ Ƚɋ- 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Screenshot 5 
 

× Ȫɋѹ֠, ΎӻȬȺɉȣ 4 Ȳʼ ȊȮșɋ ԁȴȰȬ (Ribbon) șɇ ԃȬȞɇ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) ԂȪȚȿȌ Ȫɇțȿ- 
× ȉțȴ ȊȮșɋ ȓΪɇȶ șӻ ȺɁȣ Ȳʼ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) ԂȪȚȿȌ ȬȽ֣ Ȫɇ ȴȽȿ Ȩɋ ȍȼșɇ ԇȶȓ ȊȮ ћɃ ȣɅȰ 

(View Tab) Ȳʼ Ⱥɋ (Show) ̩ ɂȮ Ȳʼ ȯɉйɂʷȶȿ (Formula) șȿ ȕЕȬ Ȟɇș șȴ ȼșȨɇ Ƚɋ- 
× ȽɈɀȥȆț (Heading) Șȴ ԄˌȥȶȿȋȬ (Gridline) șɋ ȱɁ ȊȮ ȳȽ֤ȼɇ ȽȿȌȥ (Hide) ȳȿ Ⱥɋ (Show) șȴ ȼșȨɇ 
Ƚɋ- 

× ȊȮșɋ ȉэȿȰɇɀȣșȶ ȽɈɀȥȆț (Alphabetical Heading) ȼɇ șɉȶȲ (Column) ԂȪȚȿȌ Ȫʼțɇ- 

Formula Bar 
Name Box 

Ribbon 

Status Bar 

Row 
Column 
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ü ȉțȴ ȊȮ Ctrl +  ̇ɇȼ șȴȨɇ Ƚɋ Ȩɋ ȊȮ ȋȼ șɉȶн șɇ ȊԉȚȴ (Last Column) Ȩș Ƞȿȗțɇ Ƞɋ 
ȶțȱț 05273 ȽɋȨɇ ȽɈ- 

ü Ctrl +  ̇ɇȼ șȴȬɇ ȼɇ ȊȮ ȯѸʷ șɉȶȲ (First Column) Ȯɇ Ȋ Ƞȿȗțɇ- 
 

× ȬȆȰԁȴȆț (Numbering) ȼɇ ȊȮșɋ ȴɋ (Row) ԂȪȚȿȌ Ȫʼțɇ- 
ü ȴɋ (Row) șɇ ȊԉȚȴ (Last Row) Ȩș ȠȿȬɇ șɇ ԇȶȓ ȊȮ Ctrl +  ̇ɇȼ șȴ ȼșȨɇ Ƚɋ Ƞɋ ȶțȱț 
0/37465 ȽɋȨɇ ȽɈ- 

ü Ctrl +  ̇ɇȼ șȴȬɇ Ȯɇ ȊȮ ȯѸʷ ȴɋ (First Row) Ȯɇ Ȋ Ƞȿȗțɇ- 
 

× ȊȮșɋ Ƞɋ șɉȶȲ Șȴ ȴɋ șȿ ȋȆȣȴȼɇΩȬ (Intersection of Column & Row) ԂȪȚȿȌ Ȫɇțȿ. ȍȼ ȰɉΪ șɋ 
ȽȲ ȼɇȶ (Cell) șȽȨɇ ȽɈ- 
ü ȊȮȬɇ șɋȬȼȿ ȼɇȶ (Cell) ԇȼȶɇΜ ɀșȳȿ ȽɈ, ȳɇ ȊȮșɋ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) șɇ ȶɇИ ȼȿȋȥ Ȳʼ 
ȬɇȲ ȰɉΪ (Name Box) Ȳʼ ԂȪȚȿȌ Ȫɇțȿ- 
 

× ȉțȴ ȊȮ ȼɇѕ șȿ ˌɂȮ (Group of Cells) ԇȼȶɇΜ șȴȨɇ Ƚɋ, Ȩɋ ȍȼɇ ȼɇȶ ȴʼȠ (Cell Range) șȽȿ ȠȿȨȿ ȽɈ- 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Back to Index 

http://www.coursepe.com/
www.coursepe.in


 

  17 
 

COURSEPE Microsoft Excel Basic to Advance 

www.coursepe.com | www.coursepe.in 

 

ȉϴȿȳ 1: ȓΪɇȶ Ȳʼ Ȱɇԇȼș ȯɉйɂʷȶȿ (Basic Formula in Excel) 
Ȫɋѹ֠, ȳȽ֤Ȯɇ ȽȲ ȓΪɇȶ Ȳʼ ȯɉйɂʷȶȿ (Formula) șɈȼɇ Ȫɇ ȼșȨɇ ȽɈ ȳɇ ȪɇȚʼțɇ- ȋȼșɇ ԇȶȓ ȽȲ ȼȰȼɇ ȮȽȶɇ 

Ȱɇԇȼș ȯɉйɂʷȶȿ (Basic Formula) ȼɇ Ѹȿȣʷ șȴȨɇ ȽɈ- 

× Ȩɋ ȼȰȼɇ ȮȽȶɇ ȽȲɇ ȥɇȣȿ (Data) ȣȿȋȮ șȴ ȶɇȬȿ ȽɈ- ȓΪȿӜГ șɇ ԇȶȓ ȽȲ ѸɃȥʼȣ Ȳȿș̫  ȺɁȣ (Student Mark 
Sheet) ȶɇȨɇ ȽɈ- 

× ȋȼșɇ ԇȶȓ ȼȰȼɇ ȮȽȶɇ ȽȲɇ Ƚȴ ȓș șɉȶȲ (Column) șɇ ȯѸʷ ȴɋ (Row) Ȳʼ  
×  
 

ȋȼ ȨȴȽ ȼɇ ȣȿȋȮ șȴ ȶɁԇȠȳɇ- 

 

Screenshot 6 
×  ȥɇȣȿ ȣȿȋȮ șȴȨɇ Ƚɂȓ ȉțȴ ΎӻȬȺɉȣ 5 șӻ ȨȴȽ ȊȮșȿ ȥɇȣȿ ȼɇȶ (Cell) ȼɇ ȰȿȽȴ Ƞȿ ȴȽȿ ȽɈ, Ȩɋ ȹɋ ȊȮșȿ 
ȣɇ̶ ȗȹȴȶɈɀȮȆț (Overlapping) Ƚɋ ȴȽȿ ȽɈ- 

 

Screenshot 7 
× ȠɈȼɇ ȊȮ Ȭɇ̶ șɉȶȲ (Next Column) Ȳʼ ȣȿȋȮ șȴɋțɇ. Ȩɋ ȊȮșȿ ȹɋ ȗȹȴȶɈɀȮȆț (Overlapping) ȹȿȶȿ 
ȣɇ̶ ȮɁȟɇ Ȟȶȿ Ƞȿȳɇțȿ. Ƞɋ ȊȮ ΎӻȬȺɉȣ 6 Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ- 

 

Screenshot 8 
× Ȫɋѹ֠, ȠɈȼɇ ȽɁ ȊȮ Ȳȿȍȼ șɇ șȼʷȴ șɋ Ȫɋ șɉȶȲ ȽɈɀȥȆț șɇ ԃȰȞ Ȳʼ ȶɇ Ƞȿȗțɇ. Ȩɋ ȊȮșȿ șȼʷȴ (Cursor) 
ΎӻȬȺɉȣ 7 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ șȼʷȴ (Cursor) șӻ ȨȴȽ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȊȮ ȹȽ֤Ȯɇ Ȳȿȍȼ șɇ ȶɇИ ȰȣȬ ȼɇ ԒΧș ȓȆȥ ȥʸɈț șȴșɇ șɉȶȲ șӻ ȼȿȋȠ ȓȥȠѸ șȴ ȼșȨɇ Ƚɋ- 
ü ȳȿ ȊȮ Ȫɋ șɉȶȲ șɇ ȰɁȞ Ȳʼ ȥȰȶ ԒΧș șȴ ȪɁԇȠȳɇ ɀȯȴ ȊȮșȿ șɉȶȲ ȉȮȬɇ ȊȮ ȓȥȠѸ Ƚɋ Ƞȿȳɇțȿ- 

× ȳɇ Ȩɋ Ƚɂȹȿ ѽɇԇȼɀȯș ȼɇȶ (Cell) șɇ ԇȶȓ ȉțȴ ȊȮ șɉȶȲ (Column) ȳȿ ȴɋ (Row) Ȳʼ ȼȿȋȠ ȓȥȠѸ șȴȬȿ 
ȞȿȽȨɇ Ƚɋ Ȩɋ ȊȮșɋ ȹɋ șɉȶȲ (Column) ȳȿ ȴɋ (Row) ԇȼȶɇΜ șȴȬȿ ȽɈ- 
ü ȊȮșɋ ԇȠȼ șɉȶȲ șɋ ԇȼȶɇΜ (To Select Column) șȴȬȿ Ƚɋ ȍȼ șɉȶȲ șɇ ȽɈɀȥȆț (Column 

Heading) Ȯɇ ȊȮșȿ șȼʷȴ ȶɇ șɇ Ȋȋȳɇ- 

SR NO NAME OF STUDENT SUB

1 

SUB2 SUB3 TOTAL MAX MIN COUNT AVG 
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Screenshot 9 
ü ȍȼșɇ ȰȿȪ ȊȮșȿ șȼʷȴ ΎӻȬȺɉȣ 8 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ șȼʷȴ șӻ ȨȴȽ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȍȼ ȽɈɀȥȆț (Heading) șɇ ȎȮȴ ȊȮ ԒΧș șӻԇȠȳɇ ɀȯȴ ȊȮșȿ șɉȶȲ ԇȼȶɇΜ Ƚɋ Ƞȿȳɇțȿ- 
ü ȹɈȼɇȽɁ ȊȮ ȠȰ ȴɋ ԇȼȶɇΜ (To Select Row) șȴȬɇ șɇ ԇȶȓ ȴɋ șɇ ȬȆȰȴ (Row Number) Ȯɇ șȼʷȴ ȶɇ 
Ƞȿȗțɇ Șȴ ԒΧș șȴɋțɇ Ȩɋ ȊȮșȿ ȴɋ ԇȼȶɇΜ Ƚɋțȿ- 

× Ȫɋѹ֠, ȉțȴ ȊȮ Ҁȿȣʷ ȹɇ ȼɇ șɉȶȲ ȳȿ ȴɋ ԇȼȶɇΜ șȴȬȿ ȞȿȽȨɇ Ƚɋ, Ȩɋ ȹɋ șɈȼɇ șȴɇ ȳɇ ȳȽ֤Ȯɇ ȲɈ ȊȮșɋ ȰȨȿȨȿ 
ȽɃȅ- 

 

Screenshot 10 
ü ȓΪȿӜГ șɇ ԇȶȓ ȲȿȬ ȶɇȨɇ ȽɈ ΎӻȬȺɉȣ 0/ șӻ ȨȴȽ ȊȮȬɇ ȳȽ֤Ȯɇ B3 ȼɇȶ șɋ ԇȼȶɇΜ ɀșȳȿ ȽɈ- 
ü ȊȮ ȳȽ֤Ȯɇ ȉțȴ Ctrl + Space ̇ɇȼ șȴȨɇ Ƚɋ Ȩɋ ȊȮșȿ B șɉȶȲ (Column) ԇȼȶɇΜ Ƚɋ Ƞȿȳɇțȿ- 
ü Șȴ ȉțȴ ȊȮ Shift + Space ̇ɇȼ șȴȨɇ Ƚɋ Ȩɋ ȊȮșȿ 2 ȬȆȰȴ șȿ ȴɋ (Row) ԇȼȶɇΜ Ƚɋ Ƞȿȳɇțȿ- 

 

 

 

 

ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width) 
Ȫɋѹ֠, ԇȠȼ ȨȴȽ ȊȮ șɉȶȲ șɇ ȽɈɀȥȆț Ȯɇ ȥȰȶ ԒΧș șȴșɇ șɉȶȲ șӻ ȼȿȋȠ ȓȥȠѸ șȴȨɇ Ƚɋ. ȋȼɇ ȽȲ 

ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width) șȽȨɇ ȽɈ- 

× ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width) șɇ ԇȶȓ ȼȰȼɇ ȮȽȶɇ ȊȮșɋ ԇȠȼ ȼɇȶ șӻ ȼȿȋȠ 
ȓȥȠѸ șȴȬɁ ȽɈ. ȍȼɇ ԇȼȶɇΜ șӻԇȠȳɇ- 

× ȍȼșɇ ȰȿȪ ȽɋȲ ȣɅȰ (Home Tab) Ȳʼ, ȼɇѕ ̩ ɂȮ (Cells Group) șɇ ȉȆȪȴ ȯɉȲʽȣ (Format) Ȯɇ ȊȮșɋ ԒΧș 
șȴȬȿ ȽɈ- 

 

 
 
 

Screenshot 11 

ȊȮ ԇȠȼ ȼɇȶ (Cell) șɋ ԇȼȶɇΜ șȴșɇ ȳɇ Ⱥɉȣʷșȣ șӻɑ ˙ɇȼ șȴɋțɇ. Ȩɋ ȍȼ ȼɇȶ șȿ ȴɋ 
(Row) ȳȿ șɉȶȲ (Column) ԇȼȶɇΜ Ƚɋ Ƞȿȳɇțȿ- 
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× ΎӻȬȺɉȣ 00 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȯɉȲʽȣ (Format) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȼɇȶ ȼȿȋȠ (Cell Size) șɇ ȉȆȪȴ 
ȊȮșɋ ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width) șɇ ȕЕȬ Ȯɇ ԒΧș șȴȬȿ ȽɈ- 

× ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ȍȼ ȼɇȶ șӻ ȼȿȋȠ ȓȥȠѸ Ƚɋ 
ȠȿȓțɁ- 

× ȶɇɀșȬ Ƚȴ ȓș ȼɇȶ șɋ ԇȼȶɇΜ șȴ șɇ ȼȿȋȠ ȓȥȠѸ șȴȬɇ ȼɇ ȉτȿ ȊȮ Ctrl + A ȼɇ ԇȼȶɇΜ ȕȶ 
(Select All) șȴ ȼșȨɇ Ƚɋ- 
ü ȉțȴ ȊȮȬɇ ԇȠȼ ȼɇȶ Ȳʼ ȥɇȣȿ ȽɈ. ȍȼ ȼɇȶ șɋ ԇȼȶɇΜ șȴșɇ Ctrl + A ̇ ɇȼ ɀșȳȿ Ȩɋ ԇȠȨȬɇ ȼɇѕ Ȳʼ 
ȊȮșȿ ȥɇȣȿ ȽɈ ȍȨȬɇ ȽɁ ȼɇѕ ԇȼȶɇΜ Ƚɋ ȠȿȓțɁ- 

ü ȉțȴ ȊȮșȿ șȼʷȴ Ъʼș ȼɇȶ Ȯɇ ȽɈ, Ȩɋ Ctrl + A ̇ɇȼ șȴȬɇ Ȯɇ ȹɋ ȮɃȴӯ ȺɁȣ (Sheet) ԇȼȶɇΜ Ƚɋ ȠȿȓțɁ- 
 

Ȫɋѹ֠, ȉțȴ ȊȮ șӻȰɋȥʷ ȼɇ ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width by Using Keyboard) 
șȴȬȿ ȞȿȽȨɇ Ƚɋ Ȩɋ, 

× ȋȼșɇ ԇȶȓ ȊȮșɋ șӻ (Key) ̇ɇȼ șȴ ȼșȨɇ Ƚɋ- 
× ȳɇ ԇȼΨʼԇȺȉȶ Ⱥɉȣʷșȣ șӻ (Sequential Shortcut Key) ȽɈ- ȋȼșɇ ԇȶȓ ȊȮșɋ ɀșȼɁ ȱɁ șӻ șɋ ˙ɇȼ ȓȆȥ 
Ƚɋч (Press And Hold) șȴȬɇ șӻ ȠӇȴȨ ȬȽ֣ ȽɈ- 
ü ȲȨȶȰ ȉțȴ ȊȮ Alt ̇ɇȼ șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ ȽɋȲ ȣɅȰ (Home Tab) șɇ ԇȶȓ H șȴșɇ Ⱥɉȣʷșȣ șӻ Ⱥɋ 
ȽɋțɁ- 

ü ȍȼșɇ ȰȿȪ ȊȮ H ̇ɇȼ șȴȨɇ Ƚɋ, Ȩɋ ȯɉȲʽȣ (Format) șɇ ԇȶȓ O ԂȪȚȿȌ Ȫɇțȿ- 
ü O ̇ɇȼ șȴȬɇ Ȯɇ ȊȮșɋ ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width) șɇ ԇȶȓ I ԂȪȚȿȌ Ȫɇțȿ- 

× ȉțȴ ȊȮ ɀșȼɁ Ⱥɉȣʷșȣ șӻ șɋ ˙ɇȼ ȓȆȥ Ƚɋч șȴșɇ ȋѹɇȲȿȶ șȴȨɇ Ƚɋ, Ȩɋ ȹɋ șɉԋжȬɇȺȬ Ⱥɉȣʷșȣ șӻ 
(Combination Shortcut Key) șȽɁ ȠȿȨɁ ȽɈ- 'ȯɉȴ ȓΪȿӜГ : Ctrl + A, Ctrl + S, Ctrl + Z) 

 

Ȳȿȍȼ ȮɉȋȆȣȴ șɇ ȣȿȋЖ (Types of Mouse Pointers) 
Ȫɋѹ֠, ȓΪɇȶ șɇ ȉȆȪȴ ȊȮșɋ Ȳȿȍȼ șɇ ȉȶț ȉȶț ȣȿȋЖ șɇ ȮɉȋȆȣȼʷ ȪɇȚȬɇ șɋ ԃȲȶ Ƞȿȳʼțɇ- 

 

Screenshot 12 
¶ ΎӻȬȺɉȣ 01 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ șȼʷȴ șɋ ԇȼȶɇΩȬ ȮɉȋȆȣȴ (Selection Pointer) șȽȿ ȠȿȨȿ ȽɈ- 
¶ ԇȼȶɇΩȬ ȮɉȋȆȣȴ (Selection Pointer) ȼɇ ȊȮ ȼɇѕ ԇȼȶɇΜ (Select) șȴ ȼșȨɇ Ƚɋ- 

Alt H O I
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Screenshot 13 
¶ ΎӻȬȺɉȣ 02 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ șȼʷȴ șɋ ȲɃԃȹȆț ȮɉȋȆȣȴ (Moving Pointer) șȽȨɇ ȽɈ- 
¶ ȲɃԃȹȆț ȮɉȋȆȣȴ (Moving Pointer) ȼɇ ȊȮ ԇȠȨȬȿ ȥɇȣȿ ԇȼȶɇΜ ɀșȳȿ ȽɈ ȍȨȬȿ ȓș ȠțȽ ȼɇ ȪɃȼȴӯ ȠțȽ 
ȲɃȹ (Move) șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 14 
¶ ΎӻȬȺɉȣ 03 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ șȼʷȴ șɋ ȯӻȶ Ƚʿȥȶ ȮɉȋȆȣȴ (Fill Handle Pointer) șȽȨɇ ȽɈ-  
¶ ȳɇ ȯӻȶ Ƚʿȥȶ șȼʷȴ (Fill Handle Cursor) Ƞɋ ȼɇȶ ԇȼȶɇΜ șӻ ȽɈ ȍȼ ȼɇȶ șɇ șɉȬʷȴ Ȯɇ ȽɁ ȊȮșɋ 
ԂȪȚȿȌ Ȫɇțȿ- 

¶ ȯӻȶ Ƚʿȥȶ (Fill Handle) șӻ ȲȪȪ ȼɇ ȕȣɋɀȯȶ (AutoFill) șȴ ȼșȨɇ ȽɈ- 
 

× ȼɁԁȴȳȶ ȬȆȰȴ (Serial Number) 
Ȫɋѹ֠, ȉȰ ȽȲ ȼɁԁȴȳȶ ȬȆȰȴ șɇ șɉȶȲ Ȳʼ ȬȆȰȴ Ȕȥ șȴȨɇ ȽɈ- 

ü șɉȶȲ A Ȳʼ ȼɁԁȴȳȶ ȬȆȰȴ șɇ ȉȆȪȴ 0 ȬȆȰȴ Ȕȥ șȴȬɇ șɇ ȰȿȪ ȉțȴ ȊȮ ΎӻȬȺɉȣ 03 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ 
ȯӻȶ Ƚʿȥȶ șȼʷȴ ȼɇ ȥʸɈț ȥȿȍȬ șȴȨɇ Ƚɋ Ȩɋ ȊȮșɋ Ƚȴ ȼɇȶ Ȳʼ 0 ȬȆȰȴ ȽɁ ԂȪȚȿȌ Ȫɇțȿ- 

ü ȋȼșɇ ԇȶȓ ȊȮ 0 ȬȆȰȴ șɇ ԃȬȞɇ 1 ȬȆȰȴ Ȕȥ șȴșɇ ΎӻȬȺɉȣ 01 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ԇȼȶɇΩȬ șȼʷȴ ȼɇ 0 
Șȴ 1 șɋ ԇȼȶɇΜ șӻԇȠȳɇ- 

ü ȪɋȬ֠ ȬȆȰȼʷ șɋ ԇȼȶɇΜ șȴȬɇ șɇ ȰȿȪ ȊȮ ΎӻȬȺɉȣ 03 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȯӻȶ Ƚʿȥȶ șȼʷȴ ȼɇ ȥʸɈț 
ȥȿȍȬ șȴ ȼșȨɇ Ƚɋ- 

ü ȥʸɈț șȴȬɇ șɇ ȰȿȪ ȊȮșɋ Ȋțɇ șɇ ȬȆȰȴ ȕȣɋɀȯȶ (AutoFill) Ƚɂȓ ԂȪȚȿȌ Ȫ̓țɇ- 
ȉțȴ ȊȮ ԇȼȯ̫  0 ȬȆȰȴ ȼɇ ȽɁ Ȋțɇ șɇ ȬȆȰȴ ȕȣɋɀȯȶ șȴȬȿ ȞȿȽȨɇ Ƚɋ Ȩɋ, 

ü 0 ȬȆȰȴ ȋЉȣʷ șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ȼɇȶ șɇ șɉȬʷȴ Ȯɇ șȼʷȴ ȶȿȬȿ ȽɈ- 
ü ȠȰ ȊȮșȿ șȼʷȴ ȯӻȶ Ƚʿȥȶ Ȳʼ ԂȪȚȿȌ Ȫɇțȿ Ȩɋ ȊȮ Ctrl ȰȣȬ Ƚɋч șӻԇȠȳɇ- 
ü Ctrl ȰȣȬ Ƚɋч șȴȬɇ Ȯɇ ȊȮșɋ ȯӻȶ Ƚʿȥȶ șȼʷȴ Ȯɇ *́µ ԆȞЊ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȍȼșɇ ȰȿȪ ȊȮ Ctrl ȰȣȬ șɋ Ƚɋч șȴșɇ șȼʷȴ șɋ ȥʸɈț ȥȿȍȬ șӻԇȠȳɇ- 
ü ȊȮșɋ Ȋțɇ șɇ ȬȆȰȼʷ ȕȣɋɀȯȶ (AutoFill) Ƚɂȓ ԂȪȚȿȌ Ȫ̓țɇ- 
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ȬɇȲ ȕɔ ѸɃȥʼȣɍȼ șɇ ȉȆȪȴ ȊȮ ѸɃȥʼȣɍȼ șȿ ȬȿȲ ȥȿȶ ȼșȨɇ Ƚɋ-ȉȰ ȼРɇΜɍȼ șɇ ȉȆȪȴ ȽȲɇ ȲȿΪʷ ȯӻȶ șȴȬɇ ȽɈ- 

ü ɀɔȶȽȿȶ ȽȲ ˙ɈԎΜȼ șɇ ԇȶȓ ȲȿΪʷ ȓȆȣȴ șȴȨɇ ȽɈ- ȋȼșɇ ԇȶȓ ȽȲ ȴʿȥȲ ԃȰȣȹɁȬ (Random Between) 
șȿ ȯɉйɂʷȶȿ ȳȽ֤Ȯɇ ȋѹɇȲȿȶ șȴʼțɇ- 

 

Screenshot 15 
ü ȋȼșɇ ԇȶȓ ȊȮșɋ ȼРɇΜ 0 șɇ ԃȬȞɇ ȯѸʷ ȼɃȥɇϻ șɇ ȬȿȲ șɇ Ȋțɇ <RANDBETWEEN' ȣȿȋȮ șȴ ȶɇȬȿ 
ȽɈ- ȊȮ ΎӻȬȺɉȣ 04 Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ- 
Á ȠɈȼɇ ȠɈȼɇ ȊȮ ѽɇԇȶȆț ȣȿȋȮ șȴɋțɇ. ȊȮșɋ ȍȼ ȣɇ̶ șɇ ȉȬɂȼȿȴ ȹȽ֤Ȯɇ ȯȆΩЉ (Functions) 
ԂȪȚȿȌ Ȫʼțɇ- 

Á ȊȮ ȉȮ ȓȴɋ (Up Arrow) ȼɇ ȳȿ ȥȿȍȬ ȓȴɋ (Down Arrow) ȼɇ ȯȆΩȬ ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ- 
Á ȯȆΩȬ ԇȼȶɇΜ șȴȬɇ șɇ ȰȿȪ ȣɅȰ (Tab) ȰȣȬ ˙ɇȼ șӻԇȠȳɇ- 

 
ü ȠɈȼɇ ȽɁ ȊȮșȿ ȯɉйɂʷȶȿ (Formula) ȣȿȋȮ șȴșɇ Ƚɋ Ƞȿȳɇțȿ. Ȩɋ ȍȼ ȯɉйɂʷȶȿ șɇ ԃȬȞɇ ȊȮșɋ ȯɉйɂʷȶȿ 
ԇȼȆȣɇΪ (Formula Syntax) ԂȪȚȿȌ Ȫɇțȿ- 
Á ȋȼ ȯɉйɂʷȶȿ ԇȼȆȣɇΪ (Formula Syntax) Ȳʼ ȊȮșɋ ȰȨȿȳȿ Ƞȿȳɇțȿ. ȊȮșɋ șɋȬȼɁ ȹɈёɃȠ 

(Values) ԇȼȶɇΜ șȴȬɁ ȽɈ- 

 

Screenshot 16 
Á ȊȮ ȳȽ֤Ȯɇ ΎӻȬȺɉȣ 05 Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ ȮȽȶɁ ȹɈёɃ Ƞɋ ȮɃȟӯ ȽɈ ȹɋ ȰɉȣȲ (Bottom) ȽɈ- ȲȨȶȰ 
ȊȮșɋ ȲȿΪʷ ȓȆȣȴ șȴȬɇ șɇ ԇȶȓ ȼȰȼɇ șȲ ȲȿΪʷ ȓȆȣȴ șȴȬɇ ȽɈ- 

Ȫɋѹ֠, ȓΪɇȶ Ȳʼ ȽȲɇȺȿ șɋȌ ȱɁ ȯɉйɂʷȶȿ (Formula) ȳȿ ȯȆΩȬ (Function) ȋȠ 
ȋΨȶ ȣɃ ́ <µ ȼɇ ȽɁ ȺɂӇ ȽɋȨȿ ȽɈ- 
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Á ȰɉȣȲ șӻ ȹɈёɃ ȋЉȣʷ șȴȬɇ șɇ ȰȿȪ șɉȲȿ (Comma) Ȫɇșɇ ȊȮ ȣɉȮ (Top) șӻ ȹɈёɃ ȋЉȣʷ șȴ 
ȼșȨɇ Ƚɋ- 

Á ȍȼșɇ ȰȿȪ ˛Ɉșɇȣ șдȶɁȣ șȴșɇ ȓȆȣȴ șȴ ȪɁԇȠȳɇ- ɀȯȴ ȊȮșɇ ȼȿȲȬɇ ȴʿȥȲ ȬȆȰȴ Ȋ Ƞȿȳɇțȿ- 
ü ȴʿȥȲ ȬȆȰȴ ȊȬɇ șɇ ȰȿȪ ȊȮșɋ ԇȠȨȬɇ ȼɇѕ șɇ ȉȆȪȴ ȲȿΪʷ ȯӻȶ șȴȬɇ ȽɈ, ȍȬ ȼɇѕ șɋ ԇȼȶɇΜ șȴ 
ȪɁԇȠȳɇ- 
Á ȊȮ ȯɉйɂʷȶȿ ȣȿȋȮ șȴȬɇ ȼɇ ȮȽȶɇ ȱɁ ȼɇѕ ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 17 
Á ȼɇѕ ԇȼȶɇΜ șȴȬɇ șɇ ȰȿȪ Ctrl + D ȼɇ ȯӻȶ ȥȿȍȬ (Fill Down) șȴșɇ ȊȮ ԃȬȞɇ șɇ ȼɇѕ ȯӻȶ 
șȴ ȼșȨɇ Ƚɋ- ΎӻȬȺɉȣ 06 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ- 

 

Screenshot 18 
Á Șȴ ΎӻȬȺɉȣ 07 șӻ ȨȴȽ Ctrl + R ȼɇ ȯӻȶ ȴȿȋȣ (Fill Right) șȴșɇ ȴȿȋȣ ȼȿȋȥ șɇ ȼɇѕ ȊȮ 
ȯӻȶ șȴ ȼșȨɇ Ƚɋ- 

ü ȠɈȼɇ șӻ ȲʿȬɇ ȊȮșɋ ȰȨȿȳȿ ȳɇ ȴʿȥȲ ȬȆȰȼʷ ȽɈ Ȩɋ ȋȬșӻ ȹɈёɃ Ȱȿȴ Ȱȿȴ ȞʼȠ ȽɋȨɁ ȴȽɇțɁ- 
Á ȉțȴ ȊȮȬɇ ȰȿȽȴ șɇ ȼɇȶ Ȳʼ șȼʷȴ ȴȚ șɇ ɀȥȶɁȣ (Delete) ̇ ɇȼ ɀșȳȿ Ȩɋ ȱɁ ȳɇ ȹɈёɃȠ ȰȪȶȨɁ ȴȽɇțɁ- 
Á ˙ɈԎΜȼ șɇ ԇȶȓ ȽɁ ȼȽɁ ȶɇɀșȬ ȽȲɇ ɀȯΪ ȲȿΪʷ (Fix Marks) șӻ ȠӇȴȨ ȽɈ- 

ü ȉȰ ȋȬ ȲȿΪʷ șɋ ɀȯΪ (Fix) șȴȬɇ șɇ ԇȶȓ ȽȲɇ Ctrl + C șȴșɇ șɉȮɁ (Copy) șȴȬȿ ȽɈ- 

 

Screenshot 19 
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ü ΎӻȬȺɉȣ 08 Ȳ ̓ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. șɉȮɁ (Copy) ɀșȳɇ Ƚɂȓ ȼɇѕ șɇ ȰȿȠɂȲ̓ ȊȮșɋ ȲɃԃȹȆț ȥɈȺ ȶȿȋЉ 
(Moving Dash Lines) ԂȪȚȿȌ ȪɇțɁ Șȴ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) Ȳʼ ȊȮșɋ ȯɉйɂʷȶȿ ԂȪȚȿȌ 
Ȫɇțȿ- 

ü ȍȼșɇ ȰȿȪ ȊȮșɋ ȽɋȲ ȣɅȰ (Home Tab) Ȳʼ ԒΧȮȰɋȥʷ (Clipboard) ̩ ɂȮ șɇ ȉȆȪȴ ȮɇѸ (Paste) Ȳʼ 
ȠȿȬȿ ȽɈ- 

ü ȮɇѸ șɇ ȉȆȪȴ ȮɇѸ ȹɈёɃȠ (Paste Values) Ȳʼ ȹɈёɃȠ (Values) Ȯɇ ԒΧș șȴȬȿ ȽɈ- 
ü ȋȼ ȕЕȬ ȼɇ ȊȮșȿ ȴʿȥȲ ԃȰȣȹɁȬ (Random Between) șȿ ȯɉйɂʷȶȿ ԃȬșȶ șȴ ԇȼȯ̫  ȹɈёɃȠ 

(Values) ȴȽ ȠȿȓțɁ- 

 

Screenshot 20 
ü ȊȮ ΎӻȬȺɉȣ 1/ Ȳʼ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) ȪɇȚ ȼșȨɇ Ƚɋ. ȳȽ֤Ȯɇ ȯɉйɂʷȶȿ ԃȬșȶ șɇ ԇȼȯ̫  
ȹɈёɃȠ ȴȽ țȳɁ ȽɈ- 

 

× ȣɋȣȶ (Total) 
Ȫɋѹ֠, ȲȿΪʷ ȯӻȶ șȴȬɇ șɇ ȰȿȪ ȽȲɇ ȣɋȣȶ (Total) șɇ șɉȶȲ Ȳʼ ȲȿΪʷ șӻ ȣɋȣȶ șȴȬɁ ȽɈ- 

ü ȼȰȼɇ ȮȽȶɇ ȽȲɇ ȯѸʷ ѸɃȥʼȣ șɇ ȲȿΪʷ ȯӻȶ șȴȬɇ ȽɈ. ȋȼ ԇȶȓ șȼʷȴ ȼɇ ´W1µ ȼɇȶ ԇȼȶɇΜ șӻԇȠȳɇ. 
ü ȋȼșɇ ԇȶȓ ȠɈȼɇ ȲʿȬɇ ȊȮșɋ ȰȨȿȳȿ ȩȿ. ȊȮșɋ ȯɉйɂʷȶȿ ȣȿȋȮ șȴȬɇ ȼɇ ȮȽȶɇ <́µ ȼɇ Ѹȿȣʷ șȴȬȿ ȽɈ- 
ü ´<µ ȪɇȬɇ șɇ ȰȿȪ ȊȮșɋ ȼРɇΜ 0 șɇ ȲȿΪʷ ԇȼȶɇΜ șȴȬɇ ȽɈ Ƞɋ ´T1µ ȼɇȶ Ȳʼ ȽɈ- 
ü ȍȼșɇ Ȋțɇ ȊȮ ́*µ Ȫɇ șɇ ´U1µ ȼɇȶ Ȳʼ ȼɇ ȼРɇΜ 1 șɇ ȲȿΪʷ ԇȼȶɇΜ șӻԇȠȳɇ- 
ü ɀȯȴ *́µ Ȫɇ șɇ ´V1µ ȼɇȶ Ȳʼ ȼɇ ȼРɇΜ 2 șɇ ȲȿΪʷ ԇȼȶɇΜ șӻԇȠȳɇ- 

 

Screenshot 21 
ü ΎӻȬȺɉȣ 10 șӻ ȨȴȽ ȊȮșȿ ȯɉйɂʷȶȿ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȲȿΪʷ ԇȼȶɇΜ șȴȬɇ șɇ ȰȿȪ ȓȆȣȴ ȰȣȬ ˙ɇȼ șȴʼțɇ, Ȩɋ ȊȮșɇ ȼȿȲȬɇ ȣɋȣȶ (Total) Ȋ ȠȿȓțɁ- 
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ȼȲ (Sum) 
Ȫɋѹ֠, ȉțȴ ȊȮșɇ Ȯȿȼ ȰɋȽɋȨ ȼȿȴȿ ȥɇȣȿ ȽɈ Șȴ ȊȮ Ƚȴ ȓș ȼɇȶ șɋ ԇȼȶɇΜ șȴșɇ ȣɋȣȶ șȴɋțɇ. Ȩɋ ȊȮșȿ 

ȯɉйɂʷȶȿ ȰɋȽɋȨ Ȱɒȿ Ƚɋ Ƞȿȳɇțȿ- ȋȼșɇ ԇȶȓ ȓΪɇȶ Ȭɇ ȽȲȿȴɇ ԇȶȓ ȓș ȯȆΩȬ ԂȪȳȿ ȽɈ, ԇȠȼșȿ ȬȿȲ ȽɈ ȼȲ (Sum)- 

 

 
 
 

Screenshot 22 
V ȼȲ (Sum) șȿ ȯɉйɂʷȶȿ ȥȿȳȴɇΜ ȉГȿȌ șȴȬɇ șɇ ԇȶȓ ȊȮ ȽɋȲ ȣɅȰ Ȳʼ ȓɀȥɀȣȆț ̩ɂȮ șɇ ȉȆȪȴ ȕȣɋȼȲ 

(AutoSum) Ȯɇ ԒΧș șȴșɇ ȋѹɇȲȿȶ șȴ ȼșȨɇ Ƚɋ- 
V ȳȿ ɀȯȴ ȍȼ ȕȣɋȼȲ (AutoSum) șɇ ȥȿȍȬ ȓȴɋ Ȯɇ ԒΧș șȴșɇ ȼȲ (Sum) șȴ ȼșȨɇ Ƚɋ- 
V ȋȼ ȯȆΩȬ ȼɇ ȊȮ ԇȠȼ ȼɇȶ Ȳʼ șȼʷȴ ȴȚɋțɇ. ȍȼ ȼɇȶ șɇ ȶɇИ ȼȿȋȥ șɇ ԇȠȬ ȼɇѕ Ȳʼ ȬȆȰȴ ȽɈ ȹɋ ȼȿȴɇ 
ȼɇѕ șɇ ȬȆȰȼʷ șӻ ȣɋȣȶ Ƚɋ ȠȿȓțɁ- 

 

Screenshot 23 
V ȳȿ ɀȯȴ ΎӻȬȺɉȣ 12 șӻ ȨȴȽ ȊȮ F2 ȼɇȶ Ȳʼ șȼʷȴ ȴȚ șɇ =SUM( ȳɇ ȯɉйɂʷȶȿ ȣȿȋȮ șȴ ȪɁԇȠȳɇ- 

 

Screenshot 24 
V ȍȼșɇ ȰȿȪ ȊȮșɋ ΎӻȬȺɉȣ 13 șӻ ȨȴȽ C2 ȼɇ ȶɇ șɇ E2 Ȩș ȼɇѕ șɋ ԇȼȶɇΜ șȴȬȿ ȽɈ- 
V ȼɇѕ ԇȼȶɇΜ șȴȬɇ șɇ ȰȿȪ ȓȆȣȴ ȰȣȬ ˙ɇȼ șȴ ȪɁԇȠȳɇ- 
V ȕȣɋȼȲ (AutoSum) șɇ ԇȶȓ ȊȮ Alt + < Ⱥɉȣʷșȣ șӻ ȋѹɇȲȿȶ șȴ ȼșȨɇ Ƚɋ- 
V ȓȆȣȴ ȰȣȬ ˙ɇȼ șȴȬɇ șɇ ȰȿȪ ȊȮșɋ F2 ȼɇȶ Ȳʼ ȣɋȣȶ ԂȪȚȿȌ ȪɇțɁ- 

 

Screenshot 25 
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V ȓș Ȱȿȴ ȊȮșȿ ȣɋȣȶ Ƚɋ Ƞȿȳɇ ɀȯȴ ȊȮ F2 ȼɇȶ șɇ ȯӻȶ Ƚʿȥȶ șȼʷȴ ȼɇ ԃȬȞɇ șӻ Ȩȴȯ ȥʸɈț șӻԇȠȳɇ- 
V ȳȿ ɀȯȴ ȊȮ F2 ȼɇȶ șɇ ȯӻȶ Ƚʿȥȶ șȼʷȴ ȼɇ ȥȰȶ ԒΧș șӻԇȠȳɇ- 
V ȳȿ ɀȯȴ ȊȮ F2 ȼɇ F6 Ȩș ȼɇѕ ԇȼȶɇΜ șȴșɇ Ctrl + D ̇ ɇȼ șȴșɇ ȯӻȶ ȥȿȍȬ șȴ ȼșȨɇ Ƚɋ- 

 

 
 
 
 
 
 

Screenshot 26 
 

V ΎӻȬȺɉȣ 15 Ȳ̓ Ȱȿɀș șɇ ѸɃȥ̓ȣɍȼ șɇ ȲȿΪ ̫ȯӻȶ Ƚɂȓ ȽɈ ȳɇ ȊȮșɋ ԂȪȚȿȌ Ȫɇțȿ- 
V ȳȽ֤Ȯɇ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ԁȴȶɇɀȣȹ ԁȴȯȴɇЉ (Relative Reference) ȼɇ Ȱȿɀș șɇ ѸɃȥʼȣɍȼ șɇ ȲȿΪʷ șӻ 
ȣɋȣȶ ȽɂȌ ȽɈ- 

 

 

 
 
 
 

Screenshot 27 
V ΎӻȬȺɉȣ 16 Ȳʼ ȊȮșɋ Ƚȴ ȓș ȼɇȶ șȿ ȯɉйɂʷȶȿ ԂȪȚȿȌ Ȫɇ ȴȽȿ ȽɈ. ȍȼȲɇ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ ԁȴȶɇɀȣȹ 
ԁȴȯȴɇЉ șɈȼɇ ԇȶȳȿ țȳȿ ȽɈ- 

 
ȲɈΪ (Max) 

Ȫɋѹ֠, Ƚȴ ȓș ѸɃȥʼȣ șɋ ȲɈԒΪȲȲ (Maximum) ȲȿΪʷ ɀșȨȬɇ ԃȲȶɇ ȽɈ, ȳɇ ȊȮ ȲɈΪ (Max) șӻ ȲȪȪ ȼɇ 
ԃȬșȿȶ ȼșȨɇ Ƚɋ- 

V ȼȰȼɇ ȮȽȶɇ ѸɃȥʼȣ șɇ ȲɈԒΪȲȲ ȲȿΪʷ (Maximum Marks) ԃȬșȿȶȬɇ șɇ ԇȶȓ ȉȮȬȿ șȼʷȴ G2 ȼɇȶ Ȳʼ 
ȴԉȚȳɇ- 

ԁȴȶɇɀȣȹ ȴɇȯɇȴʼȼ (Relative Reference) ȲȨȶȰ Ƚȴ ȼɇȶ șɇ ԂȽȼȿȰ ȼɇ ȍȼșɇ ȶɇИ ȼȿȋȥ 
ȹȿȶȿ ȬȆȰȴ ȹɋ ȶɇ ȴȽȿ ȽɈ- 
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Screenshot 28 
V ȋȼșɇ ԇȶȓ ȊȮșɋ ΎӻȬȺɉȣ 17 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȕȣɋȼȲ șɇ ȥȿȍȬ ȓȴɋ Ȯɇ ԒΧș șȴȬȿ Ƚɋțȿ- 
V ȠɈȼɇ ȽɁ ȊȮ ȕȣɋȼȲ șɇ ȥȿȍȬ ȓȴɋ Ȯɇ ԒΧș șȴɋțɇ. ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 17 șӻ ȨȴȽ ԇȶѸ ԂȪȚȿȌ 
ȪɇțɁ- 

V ȍȼ ԇȶѸ Ȳʼ ȼɇ ȊȮșɋ ȲɈΪ (Max) Ȯɇ ԒΧș șȴȬȿ ȽɈ- 
V ȳȿ ɀȯȴ ȊȮ ȲɈΪ șɇ ԇȶȓ ˙ɇȼ șȴșɇ ȱɁ șȴ ȼșȨɇ 
Ƚɋ- 

V ȲɈΪ șȿ ȯɉйɂʷȶȿ ȶɇȬɇ șɇ ȰȿȪ ȊȮșɋ ԇȼȯ̫  ȼРɇΜ șɇ ȲȿΪʷ ԇȠȼ șɉȶȲ Ȳʼ ȽɈ, ȍЊʼ ȽɁ ԇȼȶɇΜ șȴȬȿ 
ȽɈ- ȊȮșɋ ȳȽ֤Ȯɇ ȣɋȣȶ șɇ ȱɁ ȲȿΪ ̫ԇȼȶɇΜ Ƚɂȓ ԂȪȚȿȌ Ȫ̓țɇ- 

 

Screenshot 29 
V ȠɈȼɇ șӻ ȊȮ ΎӻȬȺɉȣ 18 Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ. ȳȽ֤Ȯɇ ԇȼȯ̫  C2 ȼɇ E2 Ȩș șɇ ȽɁ ȼɇѕ ԇȼȶɇΜ ɀșȳɇ ȽɈ- F2 
ȼɇȶ Ȳʼ ȣɋȣȶ ȲȿΪʷ ȽɈ, ȍȼɇ ԇȼȶɇΜ ȬȽ֣ ɀșȳȿ- 

V ȳȿ ȊȮ <MAX( ȣȿȋȮ șȴșɇ ȱɁ ȯɉйɂʷȶȿ Ȫɇ ȼșȨɇ Ƚɋ- 
V ȯɉйɂʷȶȿ ȣȿȋȮ șȴȬɇ șɇ ȰȿȪ ȊȮ ȳȽ֤Ȯɇ ȲȿΪʷ șɇ ȼɇѕ ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ- 
V ɀȯȴ ȠɈȼɇ ȽɁ ȊȮ ȓȆȣȴ șȴɋțɇ. ȊȮșɋ ȲɈԒΪȲȲ ȲȿΪʷ ԂȪȚȿȌ Ȫʼțɇ. ɀȯȴ ȍȼɇ ȊȮ ȯӻȶ Ƚʿȥȶ ȼɇ ȥʸɈț ȥȿȍȬ 
șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 30 
V ΎӻȬȺɉȣ 2/ Ȳʼ ȊȮ ȲɈΪ șɇ ȯɉйɂʷȶȿ șȿ ԁȴȶɇɀȣȹ ԁȴȯȴɇЉ ȪɇȚ ȼșȨɇ Ƚɋ- 
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V ȊȮșɋ ΎӻȬȺɉȣ 2/ Ȳʼ ȣɋȣȶ șȿ F șɉȶȲ (Column) ԂȪȚȿȌ ȬȽ֣ Ȫɇțȿ Φ֠ɀș ȍȼ șɉȶȲ șɋ ȴȿȋȣ 
ԒΧș (Right Click) șȴșɇ ȽȿȌȥ (Hide) ɀșȳȿ Ƚɂȹȿ ȽɈ- 

 

ԃȲȬ (Min) 
Ȫɋѹ֠, ȠɈȼɇ ȊȮȬɇ ȲɈΪ șӻ ȲȪȪ ȼɇ ȲɈԒΪȲȲ ȲȿΪʷ (Maximum Marks) ԃȬșȿȶɇ Ȥӵș ȍȼɁ ȨȴȽ ȼɇ 

ԃȲԃȬȲȲ ȲȿΪʷ (Minimum) ȱɁ ȊȮ ԃȬșȿȶ ȼșȨɇ Ƚɋ- 

Á ȋȼșɇ ԇȶȓ ȊȮșɋ ΎӻȬȺɉȣ 17 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ԃȲȬ (Min) Ȯɇ ԒΧș șȴȬȿ ȽɈ- 
Á ԃȲȬ șɇ ԇȶȓ ȊȮ ȱɁ ˙ɇȼ șȴ ȼșȨɇ Ƚɋ- 
Á ɀȯȴ ȊȮșɋ ȼРɇΜɍȼ șɇ ȼɇѕ ԇȼȶɇΜ șȴȬɇ ȽɈ- 
Á Șȴ ȓȆȣȴ șȴșɇ ȯӻȶ Ƚʿȥȶ ȼɇ ȥʸɈț ȥȿȍȬ șȴ ȪɁԇȠȳɇ- 

 

Screenshot 31 
Á ΎӻȬȺɉȣ 20 Ȳʼ ȊȮ ԃȲԃȬȲȲ (Minimum) ȲȿΪʷ șɇ ȯɉйɂʷȶȿ șȿ ԁȴȶɇɀȣȹ ԁȴȯȴɇЉ ȪɇȚ ȼșȨɇ Ƚɋ- 

 

șȿȍȆȣ (Count)  
Ȫɋѹ֠, șȿȍȆȣ (Count) șӻ ȲȪȪ ȼɇ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. Ƚȴ ȓș ѸɃȥʼȣ Ȭɇ ɀșȨȬɇ ȼРɇΜɍȼ șӻ ȓδȿȲ ȪɁ ȽɈ- 

V șȿȍȆȣ (Count) șɇ ԇȶȓ ȊȮ I 2 ȼɇȶ Ȳʼ șȼʷȴ ȴԉȚȳɇ- 
V ȍȼșɇ ȰȿȪ ΎӻȬȺɉȣ 17 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ șȿȍȆȣ ȬȆȰȼʷ (Count Numbers) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 
V ȊȮ ȼɇ ȱɁ șȿȍȆȣ ȬȆȰȼʷ (Count Numbers) șȴ 
ȼșȨɇ Ƚɋ- 

V șȿȍȆȣ ȬȆȰȼʷ (Count Numbers) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ȼɇѕ ȓș Ȱȿȴ Ȟɇș șȴȬɇ ȽɈ. ԇȠȬȲɇ 
ԇȼȯ̫  ȼРɇΜ șɇ ȼɇѕ ԇȼȶɇΜɇȥ Ƚɋ- 

 

Screenshot 32 

Alt H U I

Alt H U C
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V ȉțȴ ȊȮ <COUNT' ȯɉйɂʷȶȿ ȣȿȋȮ șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ ȼРɇΜɍȼ șɇ ȼɇѕ ԇȼȶɇΜ șȴȬɇ Ƚ֠țɇ-  
V ȍȼșɇ ȰȿȪ ȊȮ ȓȆȣȴ (Enter) șȴșɇ ȯӻȶ Ƚʿȥȶ (Fill Handle) ȼɇ ȯӻȶ ȥȿȍȬ (Fill Down) șȴ ȪɁԇȠȳɇ- 
V ȳȽ֤Ȯɇ ΎӻȬȺɉȣ 21 șӻ ȨȴȽ ȓΪȿӜГ șɇ ԇȶȓ șɂȟ ѸɃȥʼȣɍȼ șɇ ȲȿΪʷ ɀȥȶɁȣ șȴȬɇ Ȯɇ ȊȮșɋ ԁȴȶɇɀȣȹ 
ԁȴȯȴɇЉ Ȳʼ ȞʼȠɇȼ ԂȪȚȿȌ Ȫʼțɇ. 

 

ȓȹȴɇȠ (Average) 
Ȫɋѹ֠, ȓȹȴɇȠ (Average) șӻ ȲȪȪ ȼɇ ȽȲ ȓȹȴɇȠ ȲȿΪʷ (Average Marks) ԃȬșȿȶ ȼșȨɇ ȽɈ- 

Á ȓȹȴɇȠ (Average) șɇ ԇȶȓ ȊȮ ΎӻȬȺɉȣ 17 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȓȹȴɇȠ (Average) Ȯɇ ԒΧș șȴ 
ȼșȨɇ Ƚɋ- 

Á ȳȿ ɀȯȴ ȼɇ ȓȹȴɇȠ (Average) ȶɇ ȼșȨɇ Ƚɋ- 
Á =AVERAGE( ȼɇ ȱɁ ȊȮ ȓȹȴɇȠ ԃȬșȿȶ ȼșȨɇ Ƚɋ- 
Á ȓȹȴɇȠ (Average) ȶɇȬɇ șɇ ȰȿȪ ȼРɇΜɍȼ ԇȼȶɇΜ șӻԇȠȳɇ- 

 

 

Screenshot 33 
 

Á ɀȯȴ ȓȆȣȴ (Enter) șȴșɇ ȯӻȶ Ƚʿȥȶ ȼɇ ȯӻȶ ȥȿȍȬ (Fill Down) șӻԇȠȳɇ- 
Á ΎӻȬȺɉȣ 22 Ȳʼ ȊȮșɋ ȓȹȴɇȠ ȲȿΪʷ șȿ ԁȴȶɇɀȣȹ ԁȴȯȴɇЉ ԂȪȚȿȌ Ȫɇțȿ. 
Á ȶɇɀșȬ ȳȽ֤Ȯɇ ȓȹȴɇȠ ԃȬșȿȶȬɇ șɇ ȰȿȪ ȊȮșɋ ȓȹȴɇȠ șɇ șɉȶȲ ԃȹȥɍȩ șɋ ȥʸɈț șȴșɇ ȰɓȿȬȿ Ƚɋțȿ- 
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Á ȠɈȼɇ ȽɁ ȊȮ șɉȶȲ șӻ ԃȹȥɍȩ (Width) Ȱɓȿȗțɇ. Ȩɋ ȊȮ ȳȽ֤Ȯɇ ȪɇȚ ȼșȨɇ Ƚɋ șɂȟ ȬȆȰȼʷ șɇ ȥɇȼɁȲȶ 
Гɇȼɇȼ (Decimal Places) ԂȪȚȿȌ Ȫʼțɇ- 

 

Screenshot 35 
Á ȊȮșɋ ΎӻȬȺɉȣ 24 șӻ ȨȴȽ ȽɋȲ ȣɅȰ Ȳʼ ȬȆȰȴ ˌɂȮ Ȳʼ ȥɇȼɁȲȶ Гɇȼɇȼ șȿ ȕЕȬ ԂȪȚȿȌ Ȫɇțȿ- ȋȼșӻ 
ȲȪȪ ȼɇ ȊȮ ȥɇȼɁȲȶ șȲ ȳȿ ϓȿȪȿ șȴ ȼșȨɇ Ƚɋ- 

o ȳȽ֤Ȯɇ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ ɀȥˊӻȠ ȥɇȼɁȲȶ (Decrease Decimal) ȼɇ ȥɇȼɁȲȶ Гɇȼɇȼ șȲ 
ɀșȳɇ ȽɈ- 

o ȉțȴ ȊȮ ȋȆˊӻȠ ȥɇԇȼȲȶ (Increase Decimal) Ȯɇ ԒΧș șȴɋțɇ. Ȩɋ ȊȮșɇ ȥɇȼɁȲȶ Гɇȼɇȼ 
Ȱɓ Ƞȿȳʼțɇ- 

 

Screenshot 36 
Á ȳȽ֤Ȯɇ ȊȮ ΎӻȬȺɉȣ 25 Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ. Ȫɋ ȥɇȼɁȲȶ (Two Decimals) Гɇȼɇȼ ȴȚɇ ȽɈ- 

 

Screenshot 37 
Ȫɋѹ֠, ȋȼ ȨȴȽ ȼɇ ȋȬ Ȱɇԇȼș ȯɉйɂʷȶȿȠ șɋ ȋѹɇȲȿȶ șȴȬɇ șɇ ȰȿȪ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȊȮșȿ ȥɇȣȿ șɂȟ 

ΎӻȬȺɉȣ 26 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȥɇȣȿ șӻ ȨȴȽ ԂȪȚȿȌ Ȫɇțȿ- 

 

Screenshot 38 
ȳȽ֤Ȯɇ ΎӻȬȺɉȣ 27 Ȳʼ ȊȮ Ƚȴ ȓș ȯȆΩȬ șȿ ȯɉйɂʷȶȿ ȪɇȚ ȼșȨɇ Ƚɋ- 

Decimal Settings 

Back to Index 
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ȉϴȿȳ 2: ȓΪɇȶ Ȳʼ ȋȯ ȯɉйɂʷȶȿ (IF Formula in Excel) 
Ȫɋѹ֠, Ȱɇԇȼș ȯɉйɂʷȶȿ șӻ ȲȪȪ ȼɇ ȊȮȬɇ ѸɃȥʼȣɍȼ șɇ ȲȿΪʷ șӻ ȣɋȣȶ (Total) ȳȿ ȓȹȴɇȠ (Average) Ȩɋ 

ԃȬșȿȶȬȿ ȼɁȚ ԇȶȳȿ- ȉȰ ȳȽ֤Ȯɇ ȊȮ ԇȼȚȬɇ ȹȿȶɇ ȽɈ ԁȴȠх (Result) Șȴ ˌɇȥ (Grade) ԃȬșȿȶȬȿ-  

 

Screenshot 39 
ȋȼșɇ ԇȶȓ ȊȮșɋ ΎӻȬȺɉȣ 28 șӻ ȨȴȽ ԁȴȠх (Result) Șȴ ˌɇȥ (Grade) șɇ șɉȶȲ Ȕȥ șȴȬɇ ȽɈ- 

Ȫɋѹ֠, Ƚȴ ȓș ѸɃȥʼȣ Ȯȿȼ (Pass) ȽɈ ȳȿ ɔɈʱ (Fail) ȳɇ ԁȴȠх (Result) ȣȿȋȮ șȴȨɇ șȴȨɇ ȊȮ ȮȴɇʰȿȬ Ƚɋ 
Ƞȿȗțɇ- ȳȽ֤Ȯɇ șɋȬȼȿ ѸɃȥʼȣ ȓδȿȲ (Exam) Ȳʼ Ȯȿȼ (Pass) Ƚɂȹȿ Șȴ șɋȬȼȿ ɔɈɦ (Fail) ȳɇ ȽȲ ȋȼ ȋȯ 
ȯɉйɂʷʱȿ (IF Formula) șӻ ȲȪȪ ȼɇ ԃȬșȿʱʼțɇ- 

 

× Ȫɋѹ֠, ȋȼ ZW ȯɉйɂʷȶȿ șȿ ȋѹɇȲȿȶ șɈȼɇ ȽɋȨȿ ȽɈ, ȳɇ ȲɈ ȊȮșɋ ȳȽ֤Ȯɇ ȰȨȿȨȿ ȽɃȅ- 
ü ȲȿȬ ȶɋ ȊȮȬɇ șɋȌ ȓδȿȲ (Exam) ȪɁ, ȠȽ֤Ȯɇ ȊȮșɋ șȆȥɁȺȬ (Condition) Ȳʼ ȮȿԇȼȆț șɇ ԇȶȓ 0// Ȳʼ 
ȼɇ 3/ ȲȿΪʷ ȠӇȴӯ ȽɈ- 

ü Ȩɋ ȉțȴ ȊȮșɋ 3/ ȳȿ ȍȼȼɇ ϓȿȪȿ ȲȿΪʷ ԃȲȶȨɇ ȽɈ, Ȩɋ ȊȮ Ȯȿȼ (Pass) ȽɋȨɇ Ƚɋ- 

 

Screenshot 40 
ü Șȴ ȉțȴ ȊȮșɋ 3/ ȼɇ șȲ ȲȿΪʷ ԃȲȶȨɇ ȽɈ, Ȩɋ ȊȮ ɔɈȶ (Fail) ȽɋȨɇ Ƚɋ- 
ü Ȩɋ ȊȮ ȚɂȪ Ȯȿȼ ȳȿ ɔɈȶ ȣȿȋȮ șȴ Ȩɋ ȼșȨɇ Ƚɋ- ȶɇɀșȬ ȳȽ֤Ȯɇ ȊȮșɋ Ȕȼɇ ȰɋȽɋȨ ȼɇ ѸɃȥʼȣ șȿ ԁȴȠх 
ԃȬșȿȶȬȿ ȽɈ, Ȩɋ ȽȲ ȳȽ֤Ȯɇ ȋȯ (IF) șȿ ȋѹɇȲȿȶ șȴʼțɇ- 

ȓΪɇȶ Ȳʼ Ƞɋ ȴɇȥɁȲɇȥ ȯɉйɂʷȶȿ (Formula) ȽɋȨɇ ȽɈ. ȍЊʼ ȯȆΩȬ (Function) șȽȿ ȠȿȨȿ 
ȽɈ- 
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Screenshot 41 
ü ȋȼ ԇȶȓ ȽȲ ȳȽ֤ Ȯɇ ΎӻȬȺɉȣ 30 șӻ ȨȴȽ <IF ȣȿȋȮ șȴșɇ ȣɅȰ (Tab) ȰȣȬ ˙ɇȼ șȴʼțɇ- 

 

 
 
 
 
 
 
 
 
 

Screenshot 42 
ü ȣɅȰ ȰȣȬ ˙ɇȼ șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ȋȼ ȋȯ (IF) șȿ ȯɉйɂʷȶȿ ԇȼȆȣɇΪ (Formula Syntax) ԂȪȚȿȌ Ȫɇțȿ- 
ü ȉȰ ȽȲ ȳȽ֤Ȯɇ Ȫɋ ȨȴȽ ȼɇ șȆȥɁȺȬ (Condition) Ȫɇ ȼșȨɇ ȽɈ- 

1) 3/ ȳȿ 3/ ȼɇ ϓȿȪȿ ȲȿΪʷ 
2) 3/ ȼɇ șȲ ȲȿΪʷ 

 

1) 3/ Șȴ 3/ ȼɇ ϓȿȪȿ ȲȿΪʷ (Greater than Equal to 40 Marks) :- 
3/ Șȴ 3/ ȼɇ ϓȿȪȿ ȲȿΪʷ șȿ șȆȥɁȺȬ (Condition) ȪɇȬɇ șɇ ԇȶȓ ȊȮ ȳɇ ѸɇЖ ȯɉȶɋ (Follow) șȴɇ- 

Ȫɋѹ֠, ȠȰ ȱɁ ȊȮ ȓΪɇȶ Ȳʼ <́µ ȪɇȬɇ șɇ ȰȿȪ șɋȌ ȯɉйɂʷȶȿ 
(Formula) ȳȿ ȯȆΩȬ (Function) ȣȿȋȮ șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ 
ȍȼșɇ Ȋȼ Ȯȿȼ ɀȥԋΎЕȬ (Description) ԂȪȚȿȌ Ȫɇțȿ, ȍȼɇ 
ȊȮ ȠӇȴ Ȯɀɓȓ- 

Description 

Formula Syntax 
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V =IF' ȪɇȬɇ șɇ ȰȿȪ ȊȮșɋ ΎӻȬȺɉȣ 31 șӻ ȨȴȽ ȯɉйɂʷȶȿ ԇȼȆȣɇΪ (Formula Syntax) Ȳʼ ȶɉԇȠșȶ 
ȣɇѸ (Logical Test) ȽȿȌȶȿȋȣ (Highlight) ԂȪȚȿȌ Ȫɇțȿ. ȠȽ֤Ȯɇ ȽȲɇ șȆȥɁȺȬ (Condition) ȪɇȬɁ ȽɈ- 

o ȽȲ ȳȽ֤Ȯɇ D12 ȼɇȶ ԇȼȶɇΜ șȴʼțɇ. ȠȽȿȮɇ ȽȲȿȴɇ ȲȿΪʷ ȽɈ- 
o ȍȼșɇ ȰȿȪ ȽȲɇ =́µ ˌɇȣȴ ȪɇȬ 'X~qm¡q~ ¡tmz( ´<µ ȋΨȶ ȣɃ (Equal to) șɇ ԇȼжɉȶ ȪɇȬɇ ȽɈ- 
o >= ȪɇȬɇ șɇ ȰȿȪ ȽȲ 3/ ȣȿȋȮ șȴʼțɇ. Φ֠ɀș ȽȲɇ șȲ ȼɇ șȲ 3/ ȲȿΪʷ ȞȿԂȽȓ- 
o ȍȼșɇ ȰȿȪ șɉȲȿ (Comma) Ȫʼțɇ Ȩɋ ȽȲȿȴӯ șȆȥɁȺȬ ȮɃȴӯ Ƚɋ ȠȿȓțɁ- 

 

 
 
 
 
 
 

Screenshot 43 
V șɉȲȿ (Comma) ȪɇȬɇ șɇ ȰȿȪ ȊȮ ΎӻȬȺɉȣ 32 șɇ ȯɉйɂʷȶȿ ԇȼȆȣɇΪ (Formula Syntax) Ȳʼ ȪɇȚ 
ȼșȨɇ Ƚɋ. ȹɈёɃ ȋȯ ȣ̍ (Value If True) ȽȿȌȶȿȋȣ (Highlight) Ƚɋ șɇ Ȋ ȴȽȿ ȽɈ- 

o ȳȽ֤Ȯɇ ȲȿΪʷ șɇ șɉȶȲ Ȳʼ 3/ ȳȿ 3/ ȼɇ ϓȿȪȿ ȲȿΪʷ șɇ ԇȶȓ ȽȲ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ Ȳʼ Ȯȿȼ 
'´aRddµ( ԇȶȚ Ȫʼțɇ- 

o ȲȨȶȰ ȉțȴ ȊȮșɇ ȲȿΪʷ ȎȮȴ ȪɁ țȳɁ șȆȥɁȺȬ (Condition) ȼɇ ȲɈȞ (Match) ȽɋȨɇ ȽɈ Ȩɋ 
ȹȽ֤Ȯɇ Ȯȿȼ (PASS) ԇȶȚ șɇ Ȋȓțȿ- 
 

 
 
 
 
 
 
 

Screenshot 44 
V ɀȯȴ ȍȼșɇ ȰȿȪ șɉȲȿ (Comma) Ȫʼțɇ, Ȩɋ ȊȮșɋ ȯɉйɂʷȶȿ ԇȼȆȣɇΪ (Formula Syntax) Ȳʼ ȹɈёɃ ȋȯ 
ȯɉѕ (Value If False) ȽȿȌȶȿȋȣ (Highlight) Ƚɋ șɇ Ȋȓțȿ- 

o ȹɈёɃ ȋȯ ȯɉѕ (Value If False) șӻ ȠțȽ ȽȲ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ Ȳʼ ɔɈȶ '´WRZ]µ( ԇȶȚ 
Ȫʼțɇ- 

o ȲȨȶȰ ȉțȴ ȊȮșɋ 3/ ȼɇ șȲ ȲȿΪʷ ȽɈ, Ȩɋ ȎȮȴ ȪɁ ȽɂȌ șȆȥɁȺȬ (Condition) ȼɇ ȲȿΪʷ ȲɈȞ 
ȬȽ֣ Ƚɋ ȴȽɇ. ȋȼԇȶȓ ȹȽ֤Ȯɇ ɔɈȶ (FAIL) ԇȶȚ șɇ Ȋȓțȿ- 
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Screenshot 45 
V ȯɉйɂʷȶȿ (Formula) ȮɃȴȿ ȣȿȋȮ Ƚɋ ȠȿȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 34 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȯɉйɂʷȶȿ (Formula) 
șӻ ȨȴȽ ԂȪȚȿȌ Ȫɇțȿ- 

V ȳȽ֤Ȯɇ ȉțȴ ȊȮ ȯɉйɂʷȶȿ șɋ ΧɋȠ ˛Ɉșɇȣ (Close Bracket) ȪɇȬȿ ȱɃȶ ȱɁ țȓ Ȩɋ șɋȌ ȰȿȨ ȬȽ֣- 

 

Screenshot 46 
V ȠɈȼɇ ȽɁ ȊȮ ȓȆȣȴ (Enter) șȴɋțɇ. ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 35 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ. ԇȠȼȲɇ 
ȊȮșɋ ȯɉйɂʷȶȿ șȴɇΩȬ (Formula Correction) ȮɃȟȿ Ƞȿȳɇțȿ-  

V ȳɇȼ (Yes) ̇ ɇȼ șȴȬɇ Ȯɇ ȊȮșɋ șȴɇΜ ȹɈёɃ ȊȬɇ ȹȿȶɁ ȽɈ- 

 

Screenshot 47 
V ȍȼșɇ ȰȿȪ ȊȮ ȍȼ ȯɉйɂʷȶȿ șɋ ΎӻȬȺɉȣ 36 șӻ ȨȴȽ ȯӻȶ ȥȿȍȬ (Fill Down) șȴșɇ Ȱȿɀș șɇ 
ѸɃȥʼȣɍȼ Ȯɇ ȉГȿȌ șȴ ȼșȨɇ Ƚɋ- 

2) 3/ ȼɇ șȲ ȲȿΪʷ (Less than 40 Marks) :- 
Ȫɋѹ֠, 3/ ȼɇ șȲ ȲȿΪʷ șɇ șȆȥɁȺȬ (Condition) șɇ ԇȶȓ ȊȮ ȳɇ ѸɇЖ ȯɉȶɋ (Follow) șȴɇ- 

V 3/ ȼɇ șȲ ȲȿΪʷ ȪɇȬɇ șɇ ԇȶȓ ȽȲ F12 ȼɇȶ Ȳʼ șȼʷȴ ȴȚ șɇ ȋȯ (IF) șȿ ȯȆΩȬ (Function) ȣȿȋȮ 
șȴʼțɇ- 

V =IF' ȣȿȋȮ șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ȯɉйɂʷȶȿ ԇȼȆȣɇΪ (Formula Syntax) ԂȪȚȿȌ Ȫɇțȿ- 
V ȋȼ ȯɉйɂʷȶȿ ԇȼȆȣɇΪ (Formula Syntax) șɇ ȶɉԇȠșȶ ȣɇѸ (Logical Test) Ȳʼ ȽȲ șȆȥɁȺȬ Ȫʼțɇ- 
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o ȋȼșɇ ԇȶȓ ȽȲ D12 ȼɇȶ ԇȼȶɇΜ șȴʼțɇ- 
o ȍȼșɇ ȰȿȪ ȽȲɇ ȳȽ֤Ȯɇ ԇȼȯ̫  < ȶɇȼ ȪɇȬ șȿ ԇȼжɉȶ ȪɇȬȿ ȽɈ- 
o < ȪɇȬɇ șɇ ȰȿȪ ȳȽ֤Ȯɇ ȽȲɇ 3/ ȼɇ șȲ ȲȿΪʷ ȞȿԂȽȓ ȋȼ ԇȶȓ 3/ ȣȿȋȮ șȴʼțɇ- 
o ȍȼșɇ ȰȿȪ ȽȲ șɉȲȿ (Comma) Ȫʼțɇ- 
o ȽȲ ȳȽ֤Ȯɇ < ȶɇȼ ȪɇȬ (Less than) șɇ ԇȼжɉȶ șɇ ȰȿȪ  < ȋΨȶ ȣɃ (Equal to) șȿ ԇȼжɉȶ 
ȬȽ֣ Ȫʼțɇ. Φɋɀș ȽȲɇ ԇȼȯ̫  3/ ȼɇ șȲ ȲȿΪʷ ȞȿԂȽȓ- 

 

 
 
 
 
 
 

 
Screenshot 48 

 

V șɉȲȿ (Comma) ȪɇȬɇ șɇ ȰȿȪ ȽȲɇ ȹɈёɃ ȋȯ ȣ̍ (Value If True) ȪɇȬɁ ȽɈ- 
o ȳȽ֤Ȯɇ ȽȲɇ 3/ ȼɇ șȲ ȲȿΪʷ Ƚɋ, Ȩɋ ɔɈȶ ȊȬȿ ȞȿԂȽȓ. ȋȼ ԇȶȓ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ șɇ ȉȆȪȴ 
ɔɈȶ '´WRZ]µ( ԇȶȚ Ȫʼțɇ- 

o ȉțȴ ȽȲ ȳȽ֤Ȯɇ ɔɈȶ (FAIL) ԇȶȚ Ȫʼțɇ. Ȩɋ ȽɁ ȎȮȴ ȪɁ țȳɁ șȆȥɁȺȬ (Condition) ȼɇ ȹɈёɃ ȲɈȞ 
(Match) ȽɋțɁ Șȴ ȠȰ ȽȲȿȴӯ ȹɈёɃ ȲɈȞ ȽɋțɁ Ȩɋ ȽɁ 3/ ȼɇ șȲ ȲȿΪʷ ԇȠȬ ѸɃȥʼȣɍȼ șɋ ԃȲȶɇ ȽɈ 
ȍȬșȿ ԁȴȠх ɔɈȶ (FAIL) Ȋ Ƞȿȳɇțȿ- 

o ȍȼșɇ ȰȿȪ ɀȯȴȼɇ ȽȲ șɉȲȿ (Comma) Ȫʼțɇ- 
 

 
 
 
 
 
 
 

Screenshot 49 
V șɉȲȿ (Comma) ȪɇȬɇ șɇ ȰȿȪ ȹɈёɃ ȋȯ ȯɉѕ (Value If False) ȽȿȌȶȿȋȣ Ƚɋ Ƞȿȓțȿ- 

o ȉȰ ȽȲɇ ȳȽ֤Ȯɇ ȉțȴ 3/ ȼɇ șȲ ȲȿΪʷ ȬȽ֣ ȽɈ, Ȩɋ ȍȼșɇ ԇȶȓ PASS ȊȬȿ ȞȿԂȽȓ. ȋȼ ԇȶȓ ȥȰȶ 
ȋȬȹȣʽȥ șɉȲȿ șɇ ȉȆȪȴ ȽȲ Ȯȿȼ '´aRddµ( ԇȶȚ Ȫʼțɇ- 
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o ȳȽ֤Ȯɇ ȽȲȿȴӯ ȹɈёɃ (Value) ȎȮȴ ȪɁ țȳɁ șȆȥɁȺȬ (Condition) ȼɇ ȲɈȞ (Match) ȬȽ֣ Ƚɋ ȴȽɁ. 
ȲȨȶȰ ȳȽ֤Ȯɇ ȊȮșɋ 3/ ȳȿ 3/ ȼɇ ϓȿȪȿ ȲȿΪʷ Ƚ֠țɇ. Ȩɋ ȋȼԇȶȓ ȳȽ֤Ȯɇ ȽȲȿȴȿ ԁȴȠх Ȯȿȼ 
(PASS) Ȋ Ƞȿȳɇțȿ- 

 

 

 

 

 

 
Screenshot 50 

V ȯɉйɂʷȶȿ șдȶɁȣ Ƚɋ ȠȿȬɇ Ȯɇ ȓȆȣȴ (Enter) ̇ɇȼ șȴʼțɇ Șȴ ȯӻȶ ȥȿȍȬ (Fill Down) șȴʼțɇ- 

 

Screenshot 51 
V ȯӻȶ ȥȿȍȬ (Fill Down) șȴȨɇ ȽɁ ȊȮșɋ ΎӻȬȺɉȣ 40 șӻ ȨȴȽ ȪɋȬ֠ ԁȴȠх (Result) ȓș ȠɈȼɇ ȽɁ 
ԂȪȚȿȌ Ȫʼțɇ- 

V ȳȽ֤Ȯɇ ȪɋȬ֠ ȯɉйɂʷȶȿ șȿ ԁȴȠх (Result) ȓș ȽɈ. Ȱȼ șȆȥɁȺȬ (Condition) ȪɇȬɇ șɇ Ȩȴӯșɇ ȉȶț ȽɈ- 

 

Ȫɋѹ֠, ȋȼ ȨȴȽ ȼɇ Ȩɋ ȽȲȬɇ ԇȼȯ̫  ȓș ȼРɇΜ șɇ ԇȶȓ ȽɁ șȆȥɁȺȬ Ȫɇ ȪɁ- ȶɇɀșȬ ȉțȴ ȊȮ ΎӻȬȺɉȣ 28 Ȳʼ 
ȪɇȚɋțɇ. Ȩɋ ȽȲȿȴɇ Ȯȿȼ ȨɁȬ ȼРɇΜɍȼ ȽɈ- ȉȰ ȽȲɇ ȳȽ֤Ȯɇ Ȯȿȼ ȽɋȬɇ șɇ ԇȶȓ ȨɁȬɋ ȼРɇΜɍȼ Ȳʼ Ȯȿȼ ȽɋȬȿ ȠӇȴӯ ȽɈ- 
ȉțȴ ȓș ȱɁ ȼРɇΜ Ȳʼ ȊȮ ɔɈȶ Ƚɋ Ȩɋ ȳȽ֤Ȯɇ ȊȮșȿ ԁȴȠх ɔɈȶ ȊȬȿ ȞȿԂȽȓ- 

Ȫɋѹ֠, ȠɈȼɇ șӻ ȽȲȬɇ ȉȱɁ ȎȮȴ Ȫɋ ȨȴȽ ȼɇ șȆȥɁȺȬ ȪɇȬȿ ԇȼȚ ԇȶȳȿ ȽɈ, Ȩɋ ȽȲ ȳȽ֤Ȯɇ ȪɋȬ֠ șȆȥɁȺȬ ȼɇ ԁȴȠх 
ԃȬșȿȶʼțɇ- ȋȼ ԇȶȓ ȽȲɇ ΎӻȬȺɉȣ 28 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ԁȴȠх Șȴ ˌɇȥ șɇ ԃȰȞ Ȳʼ Șȴ ȓș șɉȶȲ ȋЉȣʷ șȴȬȿ 
Ƚɋțȿ- 

Ȫɋѹ֠, ȉțȴ ȊȮ ɀșȼɁ ȯȆΩȬ 'Function) șɇ ȉȆȪȴ șɋȌ ȣɇ̶ (Text) ԇȶȚ ȴȽɇ Ƚɋ, Ȩɋ 
ȍȼɇ ȽȲɇȺȿ ȥ́Ȱȶ ȋȬȹȣʽȥ șɉȲȿµ Ȳʼ ȽɁ ԇȶȚȬȿ ȠӇȴӯ ȽɈ- 
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× șɉȶȲ ȋЉȣʷ șȴȬɇ șɇ ԇȶȓ (To Insert Column) ȼȰȼɇ ȮȽȶɇ ȠȽ ֢Ȯɇ șɉȶȲ (Column) ȋЉȣʷ (Insert) 
șȴȬȿ ȽɈ. ȍȼșɇ ȴȿȋȣ ȼȿȋȥ (Right Side) șɇ șɉȶȲ ȽɇɀȥȆț (Column Heading) Ȯɇ ȴȿȋȣ ԒΧș (Right 
Click) șӻԇȠȳɇ- 

 

 

 

 

 

 

 

 

ü ȴȿȋȣ ԒΧș (Right Click) șȴȬɇ șɇ ȰȿȪ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 41 șӻ ȨȴȽ ȕЕЉ ԂȪȚȿȌ Ȫʼțɇ. 
ȹȽ֤Ȯɇ ȋЉȣʷ (Insert) șɇ ȕЕȬ Ȯɇ ԒΧș șȴȬȿ ȽɈ- 

ü ȋЉȣʷ (Insert) Ȯɇ ԒΧș șȴȨɇ ȽɁ ȊȮȬɇ ԇȠȼ șɉȶȲ șɋ ԇȼȶɇΜ ɀșȳȿ ȩȿ. ȍȼ șɉȶȲ șɇ ȮȽȶɇ șɉȶȲ 
Ȕȥ Ƚɋ Ƞȿȳɇțȿ- 

ü șɉȶȲ ȋЉȣʷ șȴȬɇ șɇ ԇȶȓ ȊȮ ȽɋȲ ȣɅȰ (Home Tab) Ȳʼ ȼɇѕ (Cells) ̩ ɂȮ șɇ ȉȆȪȴ ȋЉȣʷ (Insert) Ȯɇ 
ԒΧș șȴ ȼșȨɇ Ƚɋ- 

ü ȋЉȣʷ (Insert) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ΎӻȬȺɉȣ 42 șӻ ԇȶѸ ȊȮșɋ ԂȪȚȿȌ ȪɇțɁ. ȹȽ֤Ȯɇ ȋЉȣʷ ȺɁȣ 
șɉȶн (Insert Sheet Columns) Ȯɇ ԒΧș șȴ ȪɁԇȠȳɇ- 

ü ȳȿ ɀȯȴ ȊȮ Ctrl șɇ ȼȿȩ + ȼɇ ȳȿ Alt + I + C ȼɇ ȱɁ șɉȶȲ ȋЉȣʷ (Column Insert) șȴ ȼșȨɇ Ƚɋ- 
 

× ȴɋ ȋЉȣʷ șȴȬɇ șɇ ԇȶȓ (To Insert Row)  
ü ȼȰȼɇ ȮȽȶɇ ȠȽȿ Ȯɇ ȴɋ (Row) ȋЉȣʷ (Insert) șȴȬȿ ȽɈ, ȍȼșɇ ԃȬȞɇ șɇ ȴɋ ȬȆȰȴ (Row Number) Ȯɇ ȴȿȋȣ 
ԒΧș (Right Click) șӻԇȠȳɇ- 

ü ȴȿȋȣ ԒΧș (Right Click) șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 41 șӻ ȨȴȽ ȕЕЉ ԂȪȚȿȌ Ȫʼțɇ. ȹȽ֤Ȯɇ ȋЉȣʷ 
(Insert) șɇ ȕЕȬ Ȯɇ ԒΧș șȴȬȿ ȽɈ- 

ü ȋЉȣʷ (Insert) Ȯɇ ԒΧș șȴȨɇ ȽɁ ȊȮȬɇ ԇȠȼ ȴɋ șɋ ԇȼȶɇΜ ɀșȳȿ ȩȿ. ȍȼ ȴɋ șɇ ȮȽȶɇ ȴɋ Ȕȥ Ƚɋ Ƞȿȳɇțȿ- 
ü ȴɋ ȋЉȣʷ șȴȬɇ șɇ ԇȶȓ ȊȮ ȽɋȲ ȣɅȰ (Home Tab) Ȳʼ ȼɇѕ (Cells) ̩ ɂȮ șɇ ȉȆȪȴ  
ȋЉȣʷ (Insert) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 
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ü ȋЉȣʷ (Insert) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ΎӻȬȺɉȣ 42 șӻ ԇȶѸ ȊȮșɋ ԂȪȚȿȌ ȪɇțɁ ȹȽ֤Ȯɇ ȋЉȣʷ ȺɁȣ ȴɋɑ 
(Insert Sheet Rows) Ȯɇ ԒΧș șȴ ȪɁԇȠȳɇ- 

ü ȳȿ ɀȯȴ ȊȮ Ctrl șɇ ȼȿȩ + ȼɇ ȳȿ Alt + I + R ȼɇ ȱɁ ȴɋ ȋЉȣʷ (Row Insert) șȴ ȼșȨɇ Ƚɋ- 
 

 

× ȉțȴ ȊȮ ԃȰȬȿ șɉȶȲ (Column) ȳȿ ȴɋ (Row) ԇȼȶɇΜ ɀșȳɇ Ctrl * ˙ɇȼ șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ ȼȿȲȬɇ 
ΎӻȬȺɉȣ 43 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
ü ȹȽȿȼɇ ȊȮ ȓȆȣȿȳȴ șɉȶȲ (Entire Column) Ȯɇ ԒΧș șȴșɇ șɉȶȲ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
ü ȓȆȣȿȳȴ ȴɋ (Entire Row) Ȯɇ ԒΧș șȴșɇ ȴɋ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
ü ȳȿ ɀȯȴ ԇȠȼ ȼɇȶ Ȳʼ ȊȮșȿ șȼʷȴ ȽɈ ȍȼ ȼɇȶ șɇ, 
Á ȶɇИ ȼȿȋȥ Ȳʼ ԇȺИ ȼɇѕ ȴȿȋȣ (Shift Cells Right) ȼɇ Ȕȥ șȴ ȼșȨɇ Ƚɋ- 
Á ȎȮȴ ԇȺИ ȼɇѕ ȥȿȍȬ (Shift Cells Down) ȼɇ Ȕȥ șȴ ȼșȨɇ Ƚɋ- 

 

 

 

 

 

 

× Ȫɋѹ֠, ȉțȴ ȊȮșɋ șɉȶȲ (Column) ȳȿ ȴɋ (Row) ɀȥȶɁȣ șȴȬȿ ȽɈ, Ȩɋ ȊȮ ȍȼ șɉȶȲ ȳȿ ȴɋ Ȯɇ ȴȿȋȣ 
ԒΧș (Click) șӻԇȠȳɇ- 
ü ȍȼșɇ ȰȿȪ ΎӻȬȺɉȣ 41 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ɀȥȶɁȣ (Delete) Ȯɇ ԒΧș șӻԇȠȳɇ- 
ü ȊȮ ȽɋȲ ȣɅȰ (Home Tab) Ȳʼ ȼɇѕ (Cells) ̩ ɂȮ șɇ ɀȥȶɁȣ (Delete) ȼɇ ȱɁ șɉȶȲ (Column) ȳȿ ȴɋ 

(Row) ɀȥȶɁȣ șȴ ȼșȨɇ Ƚɋ- 
ü ȳȿ ɀȯȴ ȊȮ Ctrl șɇ ȼȿȩ ',( ȼɇ ȱɁ șɉȶȲ (Column) ȳȿ ȴɋ (Row) ɀȥȶɁȣ șȴ ȼșȨɇ Ƚɋ- 
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Á Ctrl șɇ ȼȿȩ (,( ̇ɇȼ șȴȬɇ Ȯɇ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 44 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
Á ȹȽ֤ȼɇ șɉȶȲ (Column), ȴɋ (Row) ȳȿ ȼɇѕ (Cells) ɀȥȶɁȣ (Delete) șȴȬȿ ȽɈ, ȹɋ ԇȼȶɇΜ șȴșɇ 
ȗșɇ (OK) șȴ ȪɁԇȠȳɇ- 

 

 

 

 

Ȩɋ Ȟԇȶȓ Ȫɋѹ֠, ȍиɁȪ șȴȨȿ ȽɃȅ ȊȮ șɉȶȲ (Column) Șȴ ȴɋ (Row) Ȕȥ șȴȬȿ ԇȼȚ țȓ Ƚ֠țɇ- ȉȰ ȽȲ 
ѸɃȥʼȣɍȼ șȿ ԁȴȠх (Result) ԃȬșȿȶȨɇ ȽɈ- 

× ȳȽ֤Ȯɇ ȽȲ ˌɇȣȴ ȪɇȬ (Greater than) șӻ șȆȥɁȺȬ (Condition) ȼɇ ԁȴȠх ԃȬșȿȶʼțɇ. ȋȼ ԇȶȓ ȽȲ ȋȯ (IF) 
șȿ ȋѹɇȲȿȶ șȴʼțɇ- 

 

Screenshot 56 
× ȶɇɀșȬ ȉțȴ ȊȮ ΎӻȬȺɉȣ 45 Ȳʼ ȪɇȚɋțɇ, Ȩɋ ȶɉԇȠșȶ ȣɇѸ (Logical Test) ԇȼȯ̫  ȓș ȽɁ ȽɈ- ȲȨȶȰ ȽȲ 
ԇȼȯ̫  ȓș ȽɁ șȆȥɁȺȬ (Condition) ȳȽ֤Ȯɇ Ȫɇ ȼșȨɇ ȽɈ- 

× ȶɇɀșȬ ȽȲɇ ȳȽ֤Ȯɇ ȨɁȬ ȼРɇΜ șɇ ԇȶȓ șȆȥɁȺȆȼ (Conditions) ȪɇȬȿ ȽɈ- ȋȼ ԇȶȓ ȽȲ ȳȽ֤Ȯɇ ȋȯ (IF) șɇ ˛Ɉșɇȣ 
șɇ ȉȆȪȴ ȓȆȥ (AND) ԇȶȚ Ȫʼțɇ- 

× ȠȰ ȊȮșɇ Ȯȿȼ Ȫɋ ȼɇ ϓȿȪȿ șȆȥɁȺȆȼ (Conditions) Ƚɋ Ȩɋ ȋȯ (IF) șɇ ȉȆȪȴ ȓȆȥ (AND) ȋѹɇȲȿȶ șȴ 
ȼșȨɇ ȽɈ- 

× ȉȰ ȳȽ֤Ȯɇ ȽȲ ȋȯ (IF) șɇ ȉȆȪȴ ȓȆȥ (AND) ԇȶȚȬɇ șɇ ȰȿȪ ȣɅȰ (Tab) ̇ɇȼ șȴʼțɇ- 

 

Screenshot 57 
× ȉȰ ΎӻȬȺɉȣ 46 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȯɉйɂʷȶȿ ԇȼȆȣɇΪ Ȳʼ ȊȮșɋ ȲхɁȮȶ ȶɉԇȠș (Multiple Logic) 
ԂȪȚȿȌ Ȫʼțɇ- ȲȨȶȰ ȉȰ ȊȮ ȳȽ֤Ȯɇ ȲхɁȮȶ șȆȥɁȺȆȼ (Multiple Conditions) Ȫɇ ȼșȨɇ Ƚɋ. 

Screenshot 55 
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× ȉȰ ȽȲɇ ȳȽ֤Ȯɇ Ȯȿȼ (PASS) ȽɋȬɇ șɇ ԇȶȓ Ƚȴ ȓș ȼРɇΜ Ȳʼ 24 ȳȿ 24 ȼɇ ϓȿȪȿ ȲȿΪʷ (Greater than 
Equal to 35 Marks) ȞȿԂȽȓ-  

× ȉțȴ ȓș ȱɁ ȼРɇΜ Ȳʼ 24 ȼɇ șȲ ȲȿΪʷ (Less than 35 Marks) Ƚɋ, Ȩɋ ȍȼ ѸɃȥʼȣ șȿ ԁȴȠх ɔɈȶ 
(FAIL) Ȋȓțȿ- 

 

Screenshot 58 
× ȳȽ֤Ȯɇ ȊȮ ΎӻȬȺɉȣ 47 șӻ ȨȴȽ ˌɇȣȴ ȪɇȬ ȋΨȶ ȣɃ (Greater than Equal to) șӻ șȆȥɁȺȬ Ȫʼțɇ- 
× ȠȽȿȮɇ ȓȆȥ (AND) șɇ ˛Ɉșɇȣ Ȳʼ ȼРɇΜ 0 șɇ ԇȶȓ C2 ȼɇȶ ԇȼȶɇΜ șȴ șɇ >=24 ȣȿȋȮ șȴ ȪɁԇȠȳɇ- 
ü ɀȯȴ șɉȲȿ (Comma) Ȫɇ șɇ D2 Ȳʼ ȼРɇΜ 1 șȿ ȼɇȶ Șȴ E2 Ȳʼ ȼРɇΜ 2 șɇ ȼɇȶ ԇȼȶɇΜ șȴșɇ 
ΎӻȬȺɉȣ 47 șӻ ȨȴȽ >=24 ȣȿȋȮ șȴ ȪɁԇȠȳɇ Șȴ Ƚȴ ȓș șȆȥɁȺȬ (Condition) șɇ ԃȰȞ Ȳʼ șɉȲȿ 
(Comma) ȪɁԇȠȳɇ- 

ü ɀȯȴ ȼȿȴɇ ȼРɇΜɍȼ șɇ ԇȶȓ șȆȥɁȺȬ (Condition) ȪɇȬɇ șɇ ȰȿȪ ȓȆȥ (AND) șȿ ˛Ɉșɇȣ ΧɋȠ (Bracket 
Close) șȴ ȪɁԇȠȳɇ- 

ü ȊȮșɋ ȳȽ֤Ȯɇ ȓȆȥ șɇ ˛Ɉșɇȣ șȿ șȶȴ ȞʼȠ (Bracket Colour Change) Ƚɂȹȿ ԂȪȚȿȌ Ȫɇțȿ- ȉțȴ șȶȴ 
Ȟ̓Ƞ ȬȽ֣ Ƚɂȹȿ Ȩɋ ȊȮșɇ ȯɉйɂ̫ȶȿ (Formula) Ȳʼ ԃȲѸɇș Ƚɋ ȼșȨɁ ȽɈ- 

 

Screenshot 59 
× ˛Ɉșɇȣ ΧɋȠ șȴȬɇ șɇ ȰȿȪ șɉȲȿ (Comma) Ȫɇ șɇ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ Ȳʼ Ȯȿȼ '´aRddµ( ԇȶȚ ȪɁԇȠȳɇ- 
ü Φ֠ɀș ȽȲɇ ȳȽ֤Ȯɇ 24 ȳȿ 24 ȼɇ ϓȿȪȿ ȲȿΪʷ ԇȠȬ ѸɃȥʼȣɍȼ șɋ ȽɈ, ȍȬșȿ ԁȴȠх Ȯȿȼ (PASS) ȊȬȿ 
ȞȿԂȽȓ. Ȩɋ ȽɁ ȽȲȿȴӯ ȹɈёɃ (Value) șȆȥɁȺȬ (Condition) ȼɇ ȲɈȞ (Match) ȽɋțɁ- 

 

Screenshot 60 
× ɀȯȴ ȍȼșɇ ȰȿȪ șɉȲȿ (Comma) Ȫɇ șɇ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ Ȳʼ ɔɈȶ '´WRZ]µ( ԇȶȚ ȪɁԇȠȳɇ- 
ü ȲȨȶȰ ȳȽ֤Ȯɇ ȊȮșɋ 24 ȼɇ șȲ ȲȿΪʷ Ƚɋ Ȩɋ ԁȴȠх ɔɈȶ (FAIL) Ȋȓțȿ- 
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× ȍȼșɇ ȰȿȪ ȊȮ ȊȚȴӯ ˛Ɉșɇȣ (Last Bracket) ΧɋȠ șȴɇ ȳȿ Ȭȿ șȴɇ ȊȮșɇ ȓȆȣȴ (Enter) șȴȨɇ ȽɁ ȓΪɇȶ 
ȚɂȪ ˛Ɉșɇȣ ΧɋȠ (Bracket Close) șȴ Ȫɇțȿ- 

× ȊȮșɇ ȼȿȲȬɇ ԁȴȠх Ȋ țȳȿ ȽɈ. ȍȼɇ ȊȮ ȯӻȶ ȥȿȍȬ (Fill Down) șȴșɇ Ȱȿɀș șɇ ѸɃȥʼȣ șȿ ԁȴȠх 
(Result) ԃȬșȿȶ ȼșȨɇ Ƚɋ- 

 

Screenshot 61 
× ȯӻȶ ȥȿȍȬ (Fill Down) șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ΎӻȬȺɉȣ 50 șӻ ȨȴȽ Ƚȴ ȓș ѸɃȥʼȣ șȿ ԁȴȠх ԂȪȚȿȌ Ȫɇțȿ- 

 

Ȫɋѹ֠, ȯɉйɂʷȶȿ șɈȼɇ ȪɇȬȿ ȽɈ, ȳɇ Ȩɋ ȊȮ ȼȲȡ țȓ Ƚ֠țɇ. ȳɇ ȍиɁȪ șȴȨȿ ȽɃȅ- 

× ȠɈȼɇ ȊȮȬɇ ȋȯ (IF) șɇ ȯɉйɂʷȶȿ Ȳʼ ˌɇȣȴ ȪɇȬ ȋΨȶ ȣɃ (Greater than Equal to) șɇ ԇȶȓ ȓȆȥ (AND) șȿ 
ȯɉйɂʷȶȿ ȋѹɇȲȿȶ ɀșȳȿ Ȥӵș ȍȼɁ ȨȴȽ ȶɇȼ ȪɇȬ (Less than) șɇ șȆȥɁȺȬ ȪɇȬɇ șɇ ԇȶȓ ȗȴ (OR) șȿ 
ȋѹɇȲȿȶ șȴȨɇ ȽɈ- 
 

 

Screenshot 62 
× ΎӻȬȺɉȣ 51 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȶɇȼ ȪɇȬ (Less than) șɇ șȆȥɁȺȬ șɇ ȼȿȩ ȗȴ (OR) șȿ ȋѹɇȲȿȶ ɀșȳȿ 
ȽɈ- 

 

Screenshot 63 

Ȫɋѹ֠, Ȕȼɇ ȰɋȽɋȨ ȼɇ ȯɉйɂʷȶȿȠ ȽɈ, ȠȽ֤Ȯɇ ȓș ȯɉйɂ̫ȶȿ șɋ ȪɃȼȴɇ ȯɉйɂ̫ȶȿ șɇ ȉȆȪȴ 
ȋѹɇȲȿȶ ɀșȳȿ ȠȿȨȿ ȽɈ. ԇȠȼɇ ȬɇԋѸȆț (Nesting) șȽȨɇ ȽɈ- 
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× ȽȲȿȴɇ ȶɇȼ ȪɇȬ (Less than) șɇ șȆȥɁȺȬ Ȳʼ, 
ü ȹɈёɃ ȲɈȞ ȽɋȬɇ șɇ ԇȶȓ ȹɈёɃ ȋȯ ȣˈ (Value If True) Ȳʼ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ Ȳʼ ɔɈȶ '´WRZ]µ( ԇȶȚ 
ȪɁԇȠȳɇ- 

ü Șȴ ȹɈёɃ ȋȯ ȯɉѕ (Value If False) Ȳʼ Ȯȿȼ '´aRddµ( ԇȶȚ ȪɁԇȠȳɇ- 
 

 

Screenshot 64 
 

× ɀȯȴ ȓȆȣȴ (Enter) șӻԇȠȳɇ Șȴ ȯӻȶ ȥȿȍȬ (Fill Down) șӻԇȠȳɇ- ȊȮșɇ ȪɋȬ֠ ԁȴȠх ȓș ȠɈȼɇ ȽɁ ԂȪȚȿȌ 
Ȫʼțɇ- 

×  ȪɋȬ֠ ȯɉйɂʷȶȿ Ȳʼ ȓȆȥ (AND) Șȴ ȗȴ (OR) șȿ șȆȥɁȺȬ ȪɇȬɇ șɇ ԇȶȓ ɀșȼ ȨȴȽ ȼɇ ȋѹɇȲȿȶ ɀșȳȿ ȽɈ, ȳɇ 
ΎӻȬȺɉȣ 5/ Șȴ ΎӻȬȺɉȣ 52 Ȳ ̓ȪɇȚ ȼșȨɇ Ƚɋ. 

 

Ȫɋѹ֠, ȉȰ ȽȲ ȰɓȨɇ ȽɈ ˌɇȥɍȼ (Grades) șӻ Ȩȴȯ- ˌɇȥɍȼ (Grades) ԃȬșȿȶȬɇ șɇ ԇȶȓ ȽȲȿȴɇ Ȯȿȼ ȮȽȶɇ 
ȮȴȼʼȣɇȠ (Percentage) ȽɋȬɇ ȞȿԂȽȓ- 

× ȠȰșӻ ȽȲȬɇ ȮȴȼʼȣɇȠ (Percentage) ȬȽ֣ ԃȬșȿȶɇ ȽɈ, Ȩɋ ȽȲ ȓȹȴɇȠ (Average) șɇ ȰȿȠɂ Ȳʼ ԁȴȠх (Result) 
șɇ ȮȽȶɇ ȮȴȼʼȣɇȠ (Percentage) șɇ ԇȶȓ șɉȶȲ ȋЉȣʷ șȴʼțɇ- 
 

 

Screenshot 65 
 

× ɀȯȴ K2 ȼɇȶ Ȳʼ șȼʷȴ ȴȚ șɇ ΎӻȬȺɉȣ 54 șӻ ȨȴȽ ȮȴȼʼȣɇȠ șȿ ȯɉйɂʷȶȿ (Percentage Formula) ȣȿȋȮ 
șȴʼțɇ- 
ü ȽȲ ȳȽ֤ ȼȰȼɇ ȮȽȶɇ < Ȫʼțɇ- 
ü = șɇ ȰȿȪ ȽȲȿȴɇ ȣɋȣȶ ȲȿΪʷ ԇȼȶɇΜ șȴʼțɇ. Ƞɋ F2 ȼɇȶ Ȳʼ ȽɈ- 
ü ȍȼșɇ ȰȿȪ ȽȲȿȴɇ 2 ȼРɇΜɍȼ șɇ ȉȬɂȼȿȴ 2// ȲȿΪʷ ȽɋȨɇ ȽɈ, Ȩɋ ȽȲ 2// ȼɇ ɀȥȹȿȋȥ șȴʼțɇ- 
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ü ɀȯȴ ȮȴȼʼȣɇȠ Ƞɋ 0// Ȳʼ ȼɇ ԃȲȶȨɇ ȽɈ. ȋȼșɇ ԇȶȓ 0// ȼɇ ȲԍхГȿȳ șȴʼțɇ- 
ü ɀȯȴ ȓȆȣȴ șȴșɇ ȯӻȶ ȥȿȍȬ șȴʼțɇ. Ȩɋ ȼȱɁ ѸɃȥʼȣɍȼ șɇ ȮȴȼʼȣɇȠ ԃȲȶ Ƞȿȳʼțɇ- 
ü ɀȯȴ ΎӻȬȺɉȣ 24 șɇ ɀȥˊӻȠ ȥɇȼɁȲȶ ȼɇ ȥɇȼɁȲȶ ȮɉȋȆȣɍȼ șȲ șȴșɇ 1 ɀȥԇȠȣɍȼ Ȩș ȴȚʼțɇ- 

 

 

Screenshot 66 
 

× ȳȽ֤Ȯɇ ȊȮșɋ ȮȼʾȣɇȠ (Percentage) Șȴ ȓȹȴɇȠ (Average) ȶțȱț ȓș ȠɈȼɇ ȽɁ ԂȪȚȿȌ Ȫʼțɇ- 
ü ȶɇɀșȬ ȉțȴ ȊȮșȿ șɋȌ ȼРɇΜ (Subject) 0// ȼɇ șȲ ȳȿ ϓȿȪȿ ȲȿΪʷ șȿ Ƚɋțȿ. Ȩɋ ȊȮșɋ 
ȮȴȼʼȣɇȠ (Percentage) Șȴ ȓȹȴɇȠ (Average) Ȳʼ ȯș̫  ԂȪȚȿȌ Ȫɇțȿ- 

 

ȮȴȼʼȣɇȠ (Percentage) Ȩɋ ȽȲȬɇ ԃȬșȿȶ ԇȶȓ Ȫɋѹ֠, Ȩɋ Ȟԇȶȓ ȉȰ ȽȲ ˌɇȥɍȼ (Grades) ԃȬșȿȶȨɇ ȽɈ- 

× ˌɇȥɍȼ (Grades) șɇ ԇȶȓ ȽȲ ȳȽ֤Ȯɇ, 64 ȼɇ ϓȿȪȿ ȲȿΪʷ șɇ ԇȶȓ A*+ 5/ ȼɇ ϓȿȪȿ ȲȿΪʷ șɇ ԇȶȓ A, 34 ȼɇ 
ϓȿȪȿ ȲȿΪʷ șɇ ԇȶȓ B, 24 ȼɇ ϓȿȪȿ ȲȿΪʷ șɇ ԇȶȓ C, Șȴ ɔɈȶ (FAIL) ѸɃȥʼȣɍȼ șɇ ԇȶȓ ȽȲ ɔɈȶ (FAIL) șɇ 
ˌɇȥɍȼ ȶɇȨɇ ȽɈ- 

× Ȫɋѹ֠, ȉȰ ȽȲɇ ȳȽ֤Ȯɇ ȮȴȼʼȣɇȠ (Percentage) șɇ ȼɇȶ șɋ șȆȥɁȺȬ (Condition) ȪɇȬȿ ȽɈ- 
ü ȶɇɀșȬ ȎȮȴ ȠȰ ȽȲȬɇ ԁȴȠх ԃȬșȿȶȿ ȩȿ. Ȩɋ ȹȽ֤Ȯɇ șȆȥɁȺȆȼ ϓȿȪȿ (Multiple Conditions) ȩɁ Șȴ 
ȊȬɇ ȹȿȶȿ ȠȹȿȰ ԇȼȯ̫  Ȯȿȼ (PASS) ȳȿ ɔɈȶ (FAIL) ȽɁ ȩȿ- 

ü ȉȰ ȳȽ֤Ȯɇ ȽȲȿȴɇ Ȯȿȼ ϓȿȪȿ ȠȹȿȰ (Multiple Answers) ȽɈ. ȋȼԇȶȓ ȽȲ ȳȽ֤Ȯɇ ȬɇѸɇȥ ȋȯ (Nested 
IF) șȿ ȋѹɇȲȿȶ șȴʼțɇ- 
Á ȬɇѸɇȥ ȋȯ (Nested IF) ȲȨȶȰ ȽȲ ȋȯ șɇ ȉȆȪȴ ȋȯ (IF into IF) ȲхɁȮȶ ȣȿȋн ȋѹɇȲȿȶ șȴ 
ȼșȨɇ ȽɈ- 

× Ȩɋ Ȟԇȶȓ Ȫɋѹ֠, ȽȲ ȪɇȚȨɇ ȽɈ ȬɇѸɇȥ ȋȯ (Nested IF) șɈȼɇ ȋѹɇȲȿȶ șȴȨɇ ȽɈ- 
ü ȼȰȼɇ ȮȽȶɇ ȽȲɇ șȼʷȴ ˌɇȥ șɇ șɉȶȲ Ȳʼ ȲȨȶȰ M2 ȼɇȶ Ȳʼ ȴȚȬȿ ȽɈ- 
ü ɀȯȴ <IF' ԇȶȚ șɇ ȽȲɇ ɔɈȶ ѸɃȥʼȣɍȼ șȿ ԁȴȠх ɔɈȶ ȊȬȿ ȞȿԂȽȓ, 
Á ȋȼԇȶȓ ȽȲ ȳȽ֤Ȯɇ L2 ȼɇȶ ԇȼȶɇΜ șȴʼțɇ. ȠȽȿ ȽȲȬɇ ԁȴȠх ԃȬșȿȶɇ ȩɇ- ȊȮ ȞȿȽɋ Ȩɋ M2 ȼɇȶ ȱɁ 
ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ- 
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Screenshot 67 
 

ü ȍȼșɇ ȰȿȪ ȽȲ < Ȫɇ șɇ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ Ȳʼ ɔɈȶ '´WRZ]µ( ԇȶȚ Ȫʼțɇ- 
ü ΎӻȬȺɉȣ 56 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ, ȳȽ֤Ȯɇ ȮȽȶɁ șȆɀȥȺȬ ȽȲȬɇ ȪɁ ȽɈ-  

 

 

Screenshot 68 
 

ü ɀȯȴ șɉȲȿ (Comma) Ȫɇ șɇ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ Ȳʼ ɔɈȶ '´WRZ]µ( ԇȶȚ Ȫʼțɇ- 
Á ȲȨȶȰ ȳȽ֤Ȯɇ L2 ȼɇȶ Ȳʼ ԁȴȠх ȉțȴ ɔɈȶ (FAIL) ȽɈ, Ȩɋ ȽȲȿȴɇ ˌɇȥɍȼ Ȳʼ ɔɈȶ (FAIL) Ȋ Ƞȿȳɇ ȔȼɁ 
șȆȥɁȺȬ ȽȲȬɇ Ȫɇ ȪɁ- 

× ΎӻȬȺɉȣ 57 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȽȲȬɇ ȳȽ֤Ȯɇ ȮȽȶɁ șȆȥɁȺȬ Șȴ ȍȼ șȆȥɁȺȬ ȼɇ ȹɈёɃ ȲɈȞ (Match) ȽɋȬɇ 
șɇ ԇȶȓ ȮȽȶȿ ȠȹȿȰ ȹɈёɃ ȋȯ ȣˈ (Value If True) ȪɁ ȽɈ-  

× ȉȰ ȳȽ֤Ȯɇ șɉȲȿ (Comma) ȪɇȬɇ șɇ ȰȿȪ ȽȲɇ ȹɈёɃ ȋȯ ȯɉѕ (Value If False) ȮɃȟȿ Ƞȿȳɇțȿ- ȶɇɀșȬ ȽȲ 
ȳȽ֤Ȯɇ ȠȹȿȰ șɇ ȰȪȶɇ Ȳ̓ ȪɃȼȴȿ ȋȯ (2nd IF) ȞȿȶɃ șȴʼțɇ- 
 

 

Screenshot 69 
 

× ΎӻȬȺɉȣ 58 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ ȽɈ, ȽȲȬɇ ȪɃȼȴȿ ȋȯ (2nd IF) ȞȿȶɃ șȴȨɇ ȽɁ ȽȲɇ ȳȽ֤Ȯɇ ɀȯȴȼɇ șȆȥɁȺȬ 
(Condition) ȮɃȟӯ ȽɈ- 

× ȉȰ ȽȲ ȳȽ֤Ȯɇ șȆȥɁȺȬ (Condition) șɇ ԇȶȓ ȮȴȼʼȣɇȠ (Percentage) șɇ șɉȶȲ ȼɇ K2 ȼɇȶ ԇȼȶɇΜ șȴʼțɇ- 
× ȍȼșɇ ȰȿȪ ȽȲ K2 șɇ ȮȴȼʼȣɇȠ Ȳʼ 64 ȳȿ 64 ȼɇ ϓȿȪȿ ȲȿΪʷ ȽɈ, Ȩɋ >=64 ԇȶȚ Ȫʼțɇ- 

http://www.coursepe.com/
www.coursepe.in


 

  44 
 

COURSEPE Microsoft Excel Basic to Advance 

www.coursepe.com | www.coursepe.in 

 

 

Screenshot 70 
 

× ΎӻȬȺɉȣ 6/ Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ ȽȲȬɇ ȳȽ֤Ȯɇ șȆȥɁȺȬ ȪɁ ȽɈ- 
× ȍȼșɇ ȰȿȪ șɉȲȿ Ȫɇ șɇ ȳȽ֤Ȯɇ ȽȲɇ 64 ȼɇ ϓȿȪȿ ȲȿΪʷ șɇ ԇȶȓ A+ ̩ɇȥ ȞȿԂȽȓ-  
ü ȋȼԇȶȓ ȽȲ ȹɈёɃ ȋȯ ȣˈ (Value If True) Ȳʼ ȥȰȶ ȋȬȹȣʽȥ șɉȲȿ Ȳʼ ´R*µ ԇȶȚ Ȫʼțɇ- 

 

Screenshot 71 
 

× ȳȽ֤Ȯɇ ΎӻȬȺɉȣ 60 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. 64 ȼɇ ϓȿȪȿ ȲȿΪʷ șɇ ԇȶȓ ȽȲȬɇ A* ˌɇȥ ԂȪȳȿ- 
× ȶɇɀșȬ ȉțȴ 64 ȼɇ ϓȿȪȿ ȲȿΪʷ ȬȽ֣ ԃȲȶɇ. Ȩɋ ȽȲ ȳȽ֤Ȯɇ șɉȲȿ (Comma) Ȫɇ șɇ ɀȯȴȼɇ ȋȯ ȯȆΩȬ (IF 

Function) ȞȿȶɃ șȴʼțɇ- 

 

Screenshot 72 
 

× ȶɇɀșȬ Ȱȿȴ Ȱȿȴ ȓș ȽɁ ȯɉйɂʷȶȿ ԇȶȚȬɇ ȼɇ ȉτȿ ΎӻȬȺɉȣ 61 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȋȼ 2nd ȋȯ șɇ ȯɉйɂʷȶȿ 
șɋ ȽȲ ȳȽ֤Ȯɇ Ctrl + C ȼɇ șɉȮɁ (Copy) șȴ ȶʼțɇ- 

× ȋȼ ȋȯ (IF) ȯɉйɂʷȶȿ șɋ șɉȮɁ (Copy) șȴȬɇ șɇ ȰȿȪ șɉȲȿ (Comma) șɇ Ȋțɇ Ctrl + V ȼɇ ȮɇѸ șӻԇȠȳɇ- 
× ȮɇѸ (Paste) șȴȨɇ ȹҋ Ȫɋ ȋȯ (IF) șɇ ȯɉйɂʷȶȿ șɇ ԃȰȞ Ȳʼ șɉȲȿ (Comma) ȪɇȬȿ ȱɃȶ ȲȨ Ƞȿȋȳɇ- 
× ȉȰ ȯɉйɂʷȶȿ ȮɇѸ (Paste) șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ԇȼȯ̫  ȳȽ֤Ȯɇ ȹɈёɃȠ ȞʼȠ (Change Values) șȴȬɇ ȽɈ- 

 

 

Screenshot 73 
× ȹɈёɃȠ ȞʼȠ (Values Changed) șȴȬɇ șɇ ȰȿȪ ȊȮșȿ ȯɉйɂʷȶȿ ΎӻȬȺɉȣ 62 șӻ ȨȴȽ ԂȪȚȿȌ Ȫɇțȿ- 
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× ȉȰ ȊȮ ȳȽ֤Ȯɇ ˛Ɉșɇȣɍȼ ΧɋȠ (Brackets Close) șӻԇȠȳɇ ȳȿ ɀȯȴ ȥȿȳȴɇΜ ȓȆȣȴ (Enter) șӻԇȠȳɇ- 
 

 

Screenshot 74 
 

× ȓȆȣȴ (Enter) șȴȬɇ Ȯɇ ΎӻȬȺɉȣ 63 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
× ȳɇȼ (Yes) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ȊȮșɋ ˌɇȥɍȼ (Grades) ԃȲȶ Ƞȿȳʼțɇ. ȍȼɇ ȯӻȶ ȥȿȍȬ (Fill Down) șӻԇȠȳɇ- 

 

 

Screenshot 75 
 

× ȼȿȴɇ ѸɃȥʼȣɍȼ șɇ ˌɇȥɍȼ (Grades) ȊȮ ΎӻȬȺɉȣ 64 Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ- 
× ȉțȴ ȊȮ ȼРɇΜɍȼ șɇ ȲȿΪʷ ȞʼȠ șȴɋțɇ. Ȩɋ ȊȮșɋ ȮȴȼʼȣɇȠ (Percentage) Șȴ ˌɇȥɍȼ (Grades) Ȳʼ ȞʼȠ 
ȽɋȨȿ ȬȠȴ Ȋȓțȿ- 

 

Ȫɋѹ֠, ȍиɁȪ șȴȨȿ ȽɃȅ ȊȮ ȬɇѸɇȥ ȋȯ (Nested IF) șɈȼɇ ȋѹɇȲȿȶ șȴȨɇ ȽɈ, ȹɋ ȼȲȡ țȓ Ƚ֠țɇ- ȉȰ ȽȲ 
ȓΪɇȶ șɇ ȣɅЭ (Tabs in Excel) ȪɇȚ ȶɇȨɇ ȽɈ- 

 

 

 

 

 

 

 Back to Index 
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ȉϴȿȳ 3: ȽɋȲ ȣɅȰ (Home Tab) 

 

Screenshot 76 
Ȫɋѹ֠, ȽɋȲ ȣɅȰ (Home Tab) șȿ ԁȴȰȬ (Ribbon) ȊȮșɋ ΎӻȬȺɉȣ 65 Ȳʼ ԂȪȚȿȌ Ȫɇ ȴȽȿ ȽɈ- ȋȼ ԁȴȰȬ 

(Ribbon) șɇ ȉȆȪȴ ȉȶț ȉȶț ȕЕЉ șɇ ˌɂЖ (Groups of Options) ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ- 

Ȩɋ Ȟԇȶȓ ȽȲ ȓș ȓș șȴșɇ ȼȿȴɇ ȕЕЉ (Options) ȪɇȚ ȶɇȨɇ ȽɈ- 

× ȽɋȲ ȣɅȰ Ȳʼ ȊȮșɋ ԒΧȮȰɋȥʷ (Clipboard) ̩ ɂȮ ԃȲȶɇțȿ. ȉțȴ ȊȮșɋ ɀșȼɁ ȥɇȣȿ șɋ ȓș ȠțȽ ȼɇ ȪɃȼȴӯ ȠțȽ 
ȲɃȹ (Move) șȴȬȿ ȽɈ, Ȩɋ ȊȮ ȳȽ֤Ȯɇ șȣ (Cut) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ ȳȿ ɀȯȴ Ctrl + X ȼɇ șȣ (Cut) șȴ 
ȼșȨɇ Ƚɋ- 

× șɉȮɁ (Copy) ȳȿ ɀȯȴ Ctrl + C ȼɇ ȊȮ ȥɇȣȿ șɉȮɁ (Copy) șȴ ȼșȨɇ Ƚɋ- 
× ȥɇȣȿ șɉȮɁ (Copy) șȴȬɇ șɇ ȰȿȪ ȊȮ ȍȼɇ Ctrl + V ȼɇ ȲхɁГ ȣȿȋн ȮɇѸ (Paste) șȴ ȼșȨɇ Ƚɋ- 
× ȊȮșɋ ɀșȼɁ ȥɇȣȿ șȿ ȯɉȲʽȣ (Format) ȪɃȼȴɇ ȥɇȣȿ șɋ ȪɇȬȿ ȽɈ, Ȩɋ ȊȮ ȯɉȲʽȣ Ȯʼȣȴ (Format Painter) ȼɇ 
șȴ ȼșȨɇ Ƚɋ- 
 

ȯɉϜ (Font) ̩ ɂȮ ȼɇ ȊȮ ȣɇ ̶șɋ Ȱɋч, ȋȣȿԇȶș, ȉȆȥȴȶȿȋȬ șȴ ȼșȨɇ Ƚɋ.  
ȯӻȶ șȶȴ+ ȣɇ̶ șȶȴ+ ȯɉϜ ȼȿȋȠ ȋȬ ȕЕȆȼ ȼɇ ȊȮ ȣɇ ̶șɋ ȰɈșˌȿȍȆȥ șȶȴ, ȣɇ ̶șɋ șȶȴ, ȣɇ ̶
șӻ ȼȿȋȠ șȲ ȳȿ Ȱɓȿ ȼșȨɇ Ƚɋ. Ȱɉȥʷȼʷ (Borders) Ȳʼ ȼɇ ȊȮ Ƞɋ ȞȿȽɋ ȹɋ Ȱɉȥʷȴ (Border) Ȫɇ ȼșȨɇ Ƚɋ- 

 

ȉȶȿȋȬȲɇϻ (Alignment) 

 

screenshot 77 
 Ȋțɇ ȰɓȨɇ Ƚɂȓ ΎӻȬȺɉȣ 66 Ȳʼ ȊȮ ȉȶȿȋȬȲɇϻ (Alignment) ̩ɂȮ ȪɇȚ ȼșȨɇ Ƚɋ- 

× ȉȶȿȋȬȲɇϻ (Alignment) Ȳʼ ȼɇ ȊȮ ȉȶȿȋȬ ȶɇИ (Align Left), ȉȶȿȋȬ ȼʼȣȴ (Align Center) ȳȿ 
ȉȶȿȋȬ ȴȿȋȣ (Align Right) ȣɇ̶ șɋ Ȫɇ ȼșȨɇ Ƚɋ- 
ü ԇȠȨȬȿ ȣɇ̶ ȊȮ ԇȼȶɇΜ șȴɋțɇ. ȍȨȬɇ ȣɇ̶ Ȯɇ ȉȶȿȋȬȲɇϻ (Alignment) ȉГȿȌ Ƚɋ Ƞȿȳɇțȿ- 

× Ȫɋѹ֠, ȴɋ șӻ Ƚȿȋȣ (Row Height) ȰɓȿȬɇ șɇ ԇȶȓ ȊȮ ȴɋ șӻ Ȱɉȥʷȴ șɋ ȥʸɈț (Border Drag) șȴșɇ Ȱɓȿ 
ȪɁԇȠȳɇ- 
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ü ȳȿ ɀȯȴ ȴɋ (Row) Ȯɇ ȴȿȋȣ ԒΧș (Right Click) șȴșɇ ȴɋ Ƚȿȋȣ (Row Height) ȼɇ Ƚȿȋȣ Ȱɓȿ ȪɁԇȠȳɇ- 
× ȴɋ șӻ Ƚȿȋȣ ȰɓȿȬɇ șɇ ȰȿȪ ȊȮ ȣɉȮ ȉȶȿȋȬ (Top Align), ԃȲȥɍȶ ȉȶȿȋȬ (Middle Align) Șȴ ȰɉȣȲ 
ȉȶȿȋȬ (Bottom Align) șȴșɇ ȪɇȚ ȼșȨɇ Ƚɋ- 

× ȗԁȴȓȆȣɇȺȬ (Orientation) șӻ ȲȪȪ ȼɇ ȊȮ ȣɇ ̶șɋ ȴɋȣɇȣ (Text Rotation) șȴ ȼșȨɇ Ƚɋ- 
ü ȴɋȣɇȺȬ (Rotation) ȽȣȿȬɇ șɇ ԇȶȓ ȪɋȰȿȴȿ ȍȼ ȴɋȣɇȺȬ Ȯɇ ԒΧș șӻԇȠȳɇ ɀȯȴ ȴɋȣɇȺȬ Ƚȣ Ƞȿȳɇțȿ- 

× ȉțȴ ȊȮȬɇ șɋȌ Ȱɒȿ ȹȥʷ ɀșȼɁ ȼɇȶ Ȳʼ ԇȶȚȿ ȽɈ, Ȩɋ ȊȮșɋ șɉȶȲ șӻ ȼȿȋȠ ȰɓȿȬɁ ȮɒȨɁ ȽɈ- 
ü ȳȽ֤Ȯɇ ȉțȴ ˠɈȮ ȣɇ̶ (Wrap Text) ȕȬ ȽɈ, Ȩɋ ȕȣɋȲɅɀȣșȶɁ ȍȼ ȴɋ șӻ Ƚȿȋȣ Ȱɓ ȠȿȓțɁ Șȴ ȹɋ ȣɇ̶ 
ԃȬȞɇ Ȋ Ƞȿȳɇțȿ- 

ü ȳȿ ɀȯȴ ȊȮ ȠȽ֤ȼɇ ȣɇ̶ ԃȬȞɇ ȞȿԂȽȓ. ȹȽ֤Ȯɇ șȼʷȴ ȴȚ șɇ Alt + Enter ̇ɇȼ șӻԇȠȓ- 
× ȊȮșɋ ȣɇȰȶ șȿ ȣȿȋȣȶ (Table Title) Ȕȥ șȴȬȿ ȽɈ Șȴ ȍȼ ȣɇȰȶ șɇ ȼʼȣȴ (Center) Ȳʼ ȴȚȬȿ ȽɈ Ȩɋ, 
ü ȍȼ ȣɇȰȶ șɇ ȎȮȴ ȴɋ ȋЉȣʷ (Insert Row) șӻԇȠȳɇ- 
ü ԇȠȨȬȿ ȊȮșȿ ȣɇȰȶ ȽɈ ԇȼȯ̫  ȍȨȬɇ ȽɁ ȼɇѕ (Cells) ȍȼ ȴɋ Ȳʼ ԇȼȶɇΜ șӻԇȠȳɇ- 
ü ɀȯȴ ȲȠʷ ȓȆȥ ȼʼȣȴ (Merge & Center) Ȯɇ ԒΧș șȴșɇ ȣȿȋȣȶ Ȫɇ ȪɁԇȠȳɇ- 

× ȉțȴ ȊȮ ȉȶȿȋȬȲɇϻ ˌɂȮ șɇ ȰɉȣȲ ȴȿȋȣ ȓȴɋ (Bottom Right Arrow) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ 
ȼȿȲȬɇ ȉȶȿȋȬȲɇϻ ˌɂȮ șȿ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
ü ȊȮ ȳȽȿȼɇ ȱɁ ȣɇ̶ șɋ ȉȶȿȋȬ (Align) șȴ ȼșȨɇ Ƚɋ Șȴ ɀȥˌɁɑ Ȳʼ ȴɋȣɇȺȬ (Rotation in 

Degrees) Ȫɇ ȼșȨɇ Ƚɋ- 
× ȊȮ ȋȆȥʼȣɍȼ (Indents) ȰɓȿȬɇ șɇ ԇȶȓ ȋȆˊӻȠ ȋȆȥʼȣ (Increase Indent) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ Șȴ ɀȥˊӻȠ 
ȋȆȥʼȣ (Decrease Indent) Ȯɇ ԒΧș șȴșɇ ȋȆȥʼȣ șȲ șȴ ȼșȨɇ Ƚɋ- 

ȬȆȰȴ (Number) 

 

Screenshot 78 
Ȫɋѹ֠, ΎӻȬȺɉȣ 67 Ȳʼ ȊȮ ȬȆȰȴ ˌɂȮ (Number Group) ȪɇȚ ȼșȨɇ Ƚɋ- 

× ȬȆȰȴ ȯɉȲʽȣ (Number Format) 
ü ȠȬȴȶ (General)  
Á ȠȰ ȱɁ ȽȲ ȓΪɇȶ Ȳʼ șɋȌ ȬȆȰȴ (Number) ȣȿȋȮ șȴȨɇ ȽɈ, Ȩɋ ȠȬȴȶ ȬȆȰȴ ȯɉȲʽȣ (General 

Number Format) ȴȽȨȿ ȽɈ- 
ü ȬȆȰȴ (Number) 
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Á ȊȮ ȬȆȰȴ ȯɉȲʽȣ (Number Format) Ȳʼ ȬȆȰȴ (Number) ԇȼȶɇΜ șȴȨɇ Ƚɋ, Ȩɋ Ƞɋ ȬȆȰȼʷ ȊȮȬɇ 
ԇȼȶɇΜ ɀșȳɇ ȽɈ ȹɋ ȥɇȼɁȲѕ (Decimals) Ȳʼ ȊȮșɋ ԂȪȚȿȌ Ȫʼțɇ- 

ü șȴʼȼɁ (Currency) ȳȿ ȉșȿȍȆɀȣȆț (Accounting) 
Á ȊȮ ȬȆȰȴ ȯɉȲʽȣ (Number Format) Ȳʼ șȴʼȼɁ (Currency) ȳȿ ȉșȿȍȆɀȣȆț (Accounting) șȴȨɇ 
Ƚɋ, Ȩɋ ȊȮșɋ ԇȼȶɇΜɇȥ ȬȆȰȼʷ șɇ Ȋțɇ șȴʼȼɁ șȿ ԇȼжɉȶ (Currency Symbol) ԂȪȚȿȌ Ȫɇțȿ- 

Á ȊȮ ΎӻȬȺɉȣ 67 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ $ Ȯɇ ȲȨȶȰ ȉșȿȍȆɀȣȆț ȬȆȰȴ ȯɉȲʽȣ (Accounting 
Number Format) Ȳʼ ȼɇ ȊȮșɋ Ƞɋ ȞȿȽɇ ȹɋ șȴʼȼɁ șȿ ԇȼжɉȶ (Currency Symbol) ԇȼȶɇΜ 
șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 79 
¶ Ȳɋȴ ȓșȿȍȆɀȣȆț ȯɉȲ̔ȣɍȼ (More Accounting Formats) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 
68 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 

¶ ȹȽ֤ȼɇ ȊȮ șȴʼȼɁ (Currency) ȳȿ ȉșȿȍȆɀȣȆț (Accounting) Ȳʼ ȥɉȶȴ (Dollar $), ӆȮɁɑ 
(Rupees ) ȳȿ ɀȯȴ ȊȮșɋ Ƞɋ ȞȿȽɇ ȹɋ ԇȼжɉȶ ȶɇ ȼșȨɇ Ƚɋ- 

 

ü ȥɇȣ (Date) 
Á ȼȰȼɇ ȮȽȶɇ ȽȲ ȳȽ֤Ȯɇ ȥɇȣ (Date) ȣȿȋȮ șȴ ȶʼțɇ- 
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Screenshot 80 
Á ȊȮ ΎӻȬȺɉȣ 7/ Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ. ȥɇȣ (Date) ȣȿȋȮ șȴșɇ ȍȼɇ ȯӻȶ ȥȿȍȬ (Fill Down) ɀșȳȿ 
ȽɈ- 

Á ȳȽ֤Ȯɇ ȰɉȣȲ ȴȿȋȣ șȿȬʷȴ Ȳʼ Ƞɋ ȥɇȣ ȓȆȥ ȣȿȋȲ (Date and Time) ȽɈ, Ȩɋ ȹȽ֤Ȯɇ Ƞɋ ȥɇȣ șȿ ȯɉȲʽȣ 
(Date Format) ȽɈ ȍȼ ԂȽȼȿȰ ȼɇ ȥɇȣ ȓȆȣȴ șӻ ȽɈ- ȊȮ ȉȮȬɇ ȥɇȣ ȓȆȥ ȣȿȋȲ șɇ ȯɉȲʽȣ șɇ ȉȬɂȼȿȴ ȥɇȣ 
ȣȿȋȮ șȴ ȼșȨɇ Ƚɋ- 

Á ȉțȴ ȊȮ ȥɇȣ ȓȆȥ ȣȿȋȲ (Date and Time) șȿ ȯɉȲʽȣ ȞʼȠ (Format Change) șȴȬȿ ȞȿȽȨɇ Ƚɋ, 
Ȩɋ ȍȼ ȥɇȣ ȓȆȥ ȣȿȋȲ Ȯɇ ȴȿȋȣ ԒΧș (Right Click) șӻԇȠȳɇ- 

Á ɀȯȴ ȊȮșɇ ȼȿȲȬɇ ȕЕЉ șӻ ԇȶѸ ȊȓțɁ. ȹȽ֤Ȯɇ ȓȥȠѸ ȥɇȣ.ȣȿȋȲ (Adjust Date/Time) Ȯɇ 
ԒΧș șӻԇȠȳɇ- 
 

 

Screenshot 81 
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Á ɀȯȴ ȊȮșɇ ȼȿȲȬɇ ȥɇȣ ȓȆȥ ȣȿȋȲ șӻ ȼɇɀȣȆț ȗȮȬ ȽɋțɁ. ȹȽ֤Ȯɇ Ȕȥ ΧɉΪ ȯɉȴ ɀȥȯȴʼȣ ȣȿȋȲ ȡɋЉ 
(Add Clocks For Different Time Zones) Ȯɇ ԒΧș șӻԇȠȳɇ- 
 

 

Screenshot 82 
 

Á ɀȯȴ ȊȮșɇ ȼȿȲȬɇ ȓș ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ. ȹȽ֤Ȯɇ ȥɇȣ ȓȆȥ ȣȿȋȲ (Date & Time) șɇ ȣɅȰ (Tab) 
șɇ ȉȆȪȴ ȞʼȠ ȥɇȣ ȓȆȥ ȣȿȋȲ ȼɇɀȣȆο (Change Date And Time Settings) Ȯɇ ԒΧș șȴȬȿ ȽɈ- 

 

Screenshot 83 
Á ȍȼșɇ ȰȿȪ ȊȮșɇ ȼȿȲȬɇ Șȴ ȓș ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ. ȹȽ֤Ȯɇ ȞʼȠ șɈȶʼȥȴ ȼɇɀȣȆο (Change 

Calendar Settings) Ȯɇ ԒΧș șӻԇȠȳɇ- 
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Á ɀȯȴ ȊȮșɇ ȼȿȲȬɇ Șȴ ȓș ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ. ȹȽ֤Ȯɇ ȯɉȲʽȣɍȼ (Formats) ȣɅȰ șɇ ȉȆȪȴ ȊȮ 
ȥɇȣ ȓȆȥ ȣȿȋȲ șȿ ȯɉȲʽȣ (Date And Time Formats) ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ- 

Á ȯɉȲʽȣ ԇȼȶɇΜ șȴȬɇ șɇ ȰȿȪ ȉГȿȌ (Apply) șȴșɇ ȗșɇ (OK) șȴ ȪɁԇȠȳɇ. ȊȮșȿ ȥɇȣ ȓȆȥ ȣȿȋȲ 
ȯɉȲʽȣ ȞʼȠ Ƚɋ Ƞȿȳɇțȿ- 

 

Screenshot 85 
Á ΎӻȬȺɉȣ 74 Ȳʼ ȊȮ ȪɇȚɇ ȼșȨɇ Ƚɋ. ȳȽ֤Ȯɇ ȰɉȣȲ ȴȿȋȣ șȿȬʷȴ Ȳʼ ȥɇȣ ȓȆȥ ȣȿȋȲ (Date And Time) 
șȿ ȯɉȲʽȣ (Format) ȞʼȠ ɀșȳȿ ȽɈ, Ȩɋ ȓΪɇȶ ȺɁȣ Ȳ̓ ȱɁ ȯɉȲ̔ȣ Ȟ̓Ƞ Ƚɂȹȿ ȽɈ- 

Á ȊȮ ȞȿȽɋ Ȩɋ ΎӻȬȺɉȣ 67 șɇ ȋȼ ȬȆȰȴ ȯɉȲʽȣ (Number Format) Ȳʼ Ƞȿ șɇ Ⱥɉȣʷ ȥɇȣ (Short 
Date) ȶɇ ȼșȨɇ Ƚɋ ȳȿ ȶɉϷ ȥɇȣ (Long Date) ȶɇ ȼșȨɇ Ƚɋ- 

Á ȳȿ ɀȯȴ ȊȮ ΎӻȬȺɉȣ 67 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȬȆȰȴ ˌɂȮ (Number Group) șɇ ȰɉȣȲ ȴȿȋȣ ȓȴɋ Ȯɇ 
ԒΧș șӻԇȠȳɇ- 
 

 

Screenshot 86 
 

¶ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 75 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
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¶ ȹȽ֤Ȯɇ ȊȮ ȥɇȣ (Date) ȳȿ șѸȲ (Custom) șɇȣɇțȴӯ (Category) Ȳʼ Ƞȿȋȳɇ- 
¶ ȳȽ֤Ȯɇ ȊȮ ȯɉȲʽȣ ԇȼȶɇΜ șӻԇȠȳɇ ȳȿ ɀȯȴ ȚɂȪ ȼɇ DD-MMMM-YYYY ȣȿȋȮ șȴșɇ ȗșɇ 

(OK) șӻԇȠȳɇ-  
 

 
ü ȬȆȰȴ ȯɉȲʽȣ (Number Format) Ȳʼ ȊȮ ȣȿȋȲ (Time) șȿ ȯɉȲʽȣ ȱɁ ȶɇ ȼșȨɇ Ƚɋ- 
ü ȊȮ ȬȆȰȴ ȯɉȲʽȣ (Number Format) Ȳʼ ȼɇ ȮȴȼʼȣɇȠ (Percentage) ȶɇ ȼșȨɇ Ƚɋ ȳȿ ɀȯȴ ΎӻȬȺɉȣ 
67 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ $ ȮȴȼʼȣɇȠ Ȯɇ ȱɁ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

ü ȋȆˊӻȠ ȥɇȼɁȲȶ (Increase Decimal) Șȴ ɀȥˊӻȠ ȥɇȼɁȲȶ (Decrease Decimal) Ȩɋ ȊȮșɋ ȮȨȿ 
Ƚɋțȿ Ƞɋ ȽȲȬɇ ȓȹȴɇȠ șɇ ȹΞ ȪɇȚȿ ȩȿ- 

 

ȼɇѕ (Cells) 

 

Screenshot 87 
× ȋЉȣʷ (Insert) 
ü ȋЉȣʷ (Insert) șӻ ȲȪȪ ȼɇ ȊȮ ȴɋ (Row), șɉȶȲ (Column), ȼɇѕ (Cells) Șȴ ȺɁȣ (Sheet) ȋЉȣʷ 
șȴ ȼșȨɇ Ƚɋ- 

× ɀȥȶɁȣ (Delete) 
ü ɀȥȶɁȣ (Delete) șӻ ȲȪȪ ȼɇ ȊȮ ȴɋ (Row), șɉȶȲ (Column), ȼɇѕ (Cells) Șȴ ȺɁȣ (Sheet) 
ɀȥȶɁȣ șȴ ȼșȨɇ Ƚɋ- 

ü ȊȮ ɀȥȶɁȣ (Deleted) ɀșȳȿ Ƚɂȹȿ ȴɋ (Row), șɉȶȲ (Column) ȳȿ ȼɇȶ (Cell) ȉȬȥɃ (Undo) șȴșɇ 
ȹȿȮȼ ȶȿ ȼșȨɇ Ƚɋ- 

 

Screenshot 88 

ȥɇȣ (Date) ȣȿȋȮ șȴȬɇ șɇ ȰȿȪ ȉțȴ ȊȮșɋ ȼɇȶ Ȳʼ #́##µ ԂȪȚȿȌ Ȫɇ ȴȽȿ ȽɈ, Ȩɋ ȍȼ 
șɉȶȲ șӻ ȼȿȋȠ (Column Size) Ȱɓȿ ȪɁԇȠȳɇ- 
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ü ȉțȴ ȊȮ ȺɁȣ ȬɇȲ (Sheet Name) Ȯɇ ȴȿȋȣ ԒΧș (Right Click) șȴșɇ ȳȿ ɀȥȶɁȣ (Delete) Ȳʼ Ƞȿ șɇ 
ȺɁȣ ɀȥȶɁȣ (Sheet Delete) șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 77 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 

ü ȋȼ ȥȿȳȶɉț ȰɉΪ Ȳʼ ȊȮșɋ ȹɉԃȬʹț ԂȪȚȿȌ ȪɇțɁ șӻ ȉțȴ ȊȮ ȺɁȣ ɀȥȶɁȣ șȴȨɇ Ƚɋ Ȩɋ ȹɋ ȹȿȮȼ ȶȿȳɁ 
ȬȽ֣ Ƞȿ ȼșȨɁ- 

× ȯɉȲʽȣ (Format) 

 

Screenshot 89 
ü ΎӻȬȺɉȣ 78 șɇ ȯɉȲʽȣ (Format) ȕЕȬ Ȳʼ ȊȮ ȼɇȶ ȼȿȋȠ (Cell Size) șȿ ȼɇΩȬ ȪɇȚ ȼșȨɇ Ƚɋ- 
ü ȳȽ֤Ȯɇ ȴɋ Ƚȿȋȣ (Row Height) ȼɇ ȊȮ ȴɋ șӻ Ƚȿȋȣ (Height) ȼɇȣ șȴ ȼșȨɇ Ƚɋ- 
ü șɉȶȲ ԃȹȥɍȩ (Column Width) ȼɇ ȊȮ șɉȶȲ șӻ ԃȹȥɍȩ (Width) ȼɇȣ șȴ ȼșȨɇ Ƚɋ- 
ü ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width) ȼɇ ȊȮȬɇ ԇȠȨȬȿ ȥɇȣȿ ԇȼȶɇΜ ɀșȳȿ ȽɈ. ȍȼ ȥɇȣȿ Ȳʼ 
Ƞɋ șɉȶȲ ȽɈ ȍȬșӻ ԃȹȥɍȩ (Width) ȥɇȣȿ șɇ ȉȬɂȼȿȴ ȓȥȠѸ Ƚɋ ȠȿȓțɁ- 

ü ȋȼɁ ȨȴȽ ȉțȴ ȊȮ ԇȼȶɇΜɇȥ  ȥɇȣȿ Ȯɇ ȕȣɋɀȯȣ ȴɋ Ƚȿȋȣ (AutoFit Row Height) șȴȨɇ Ƚɋ Ȩɋ ȴɋ șӻ 
Ƚȿȋȣ (Height) ȓȥȠѸ Ƚɋ ȠȿȓțɁ- 

ü ɀȥɔɉх ԃȹȥɍȩ (Default Width) ȼɇ ȊȮ ɀȥɔɉх ԃȹȥɍȩ (Default Width) ȼɇȣ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 90 
ü ΎӻȬȺɉȣ 8/ Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȽȿȌȥ.ȉȬȽȿȌȥ (Hide/Unhide) ȼɇ ȊȮ ȴɋ, șɉȶȲ ȳȿ ȺɁȣ șɋ ȽȿȌȥ 
ȳȿ ȉȬȽȿȌȥ șȴ ȼșȨɇ Ƚɋ- 

ü ȊȮșɋ Ƞɋ ȴɋ, șɉȶȲ ȳȿ ȺɁȣ ȽȿȌȥ (Hide) șȴȬɁ ȽɈ. ȍȼɇ ԇȼȶɇΜ șȴșɇ ȴȿȋȣ ԒΧș (Right Click) 
șȴșɇ ȽȿȌȥ (Hide) șȴ ȼșȨɇ Ƚɋ- 

ü ԇȠȬ șɉȶȲ ȳȿ ȴɋ șɋ ȽȿȌȥ ɀșȳȿ ȽɈ. ȍȼ ȴɋ șɇ ȎȮȴ Șȴ ԃȬȞɇ șӻ ȴɋ ȳȿ șɉȶȲ șɇ ȼȿȋȥ șɇ șɉȶȲ 
ԇȼȶɇΜ șȴșɇ ȴȿȋȣ ԒΧș șȴșɇ ȉȬȽȿȌȥ (Unhide) șȴ ȼșȨɇ Ƚɋ- 

ü ȺɁȣ ȉȬȽȿȌȥ (Sheet Unhide) șȴȬɇ șɇ ԇȶȓ ȊȮ ȺɁȣ ȬɇȲ (Sheet Name) Ȯɇ ȴȿȋȣ ԒΧș (Right 
Click) șȴșɇ ȉȬȽȿȌȥ (Unhide) șȴ ȼșȨɇ Ƚɋ- 
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ü ȺɁȣ șɋ ȴӯȬɇȲ (Rename) șȴȬɇ șɇ ԇȶȓ ȊȮ ȴӯȬɇȲ ȺɁȣ (Rename Sheet) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 
ü ȊȮ ȺɁȣ ȬɇȲ (Sheet Name) Ȯɇ ȥȰȶ ԒΧș (Double Click) șȴșɇ ȱɁ ȺɁȣ ȴӯȬɇȲ (Rename) șȴ 
ȼșȨɇ Ƚɋ- 

ü ȊȮ ȺɁȣ șȿ ȥɂГɁșɇȣ ȰȬȿȬȿ ȞȿȽȨɇ Ƚɋ, Ȩɋ ȯɉȲʽȣ (Format) Ȳʼ ȲɃȹ ȗȴ șɉȮɁ ȺɁȣ (Move or Copy 
Sheet) Ȯɇ ȊȮ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

ü ȺɁȣ Ȯɇ ȴȿȋȣ ԒΧș (Right Click) șȴșɇ ȱɁ ȊȮ ȲɃȹ ȗȴ șɉȮɁ ȺɁȣ (Move or Copy Sheet) șȴ 
ȼșȨɇ Ƚɋ- 

ü ȣɅȰ șȶȴ (Tab Color) ȼɇ ȊȮ ȺɁȣ șɇ ȣɅȰ șȿ șȶȴ ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 92 
ü Ȫɋѹ֠, ΎӻȬȺɉȣ 81 Ȳʼ ȊȮ ȯɉȲʽȣ (Format) șȿ ˙ɋȣɇΩȬ (Protection) ȼɇΩȬ ȪɇȚ ȼșȨɇ Ƚɋ- 
ü ˙ɋȣɇΜ ȺɁȣ (Protect Sheet) șӻ ȲȪȪ ȼɇ ȊȮ ɀșȼɁ ȱɁ ȺɁȣ șɋ Ȯȿȼȹȥʷ ȼɇ ˙ɋȣɇΜ (Password 

Protect) șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 93 
ü ˙ɋȣɇΜ ȺɁȣ (Protect Sheet) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 82 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
ü ȹȽ֤Ȯɇ ȊȮ Ȯȿȼȹȥʷ ȣɃ ȉȬ˙ɋȣɇΜ ȺɁȣ (Password to Unprotect Sheet) Ȳʼ Ȯȿȼȹȥʷ ȓȆȣȴ șӻԇȠȳɇ- 
ü ɀȯȴ ȗșɇ (OK) șȴșɇ Ȯȿȼȹȥʷ ȴӯȓȆȣȴ (Password Re-enter) șӻԇȠȳɇ- ȊȮșӻ ȺɁȣ ˙ɋȣɇΜ (Protect) 
Ƚɋ ȠȿȓțɁ- 

ü ȊȮșӻ ȺɁȣ ȉȬ˙ɋȣɇΜ (Unprotect) șȴȬɇ șɇ ԇȶȓ ȊȮ ȪɋȰȿȴȿ ȯɉȲʽȣ (Format) Ȳʼ Ƞȿȋȳɇ. ȹȽȮ֤ɇ 
ȉȬ˙ɋȣɇΜ ȺɁȣ (Unprotect Sheet) șȿ ȕЕȬ ԂȪȚȿȌ Ȫɇțȿ- 

ü ȉȬ˙ɋȣɇΜ ȺɁȣ (Unprotect Sheet) șȴȬɇ șɇ ȰȿȪ șȴɇΜ Ȯȿȼȹȥʷ (Correct Password) ȓȆȣȴ șȴșɇ 
ȗșɇ (OK) șȴ ȪɁԇȠȳɇ- ȺɁȣ șȿ ˙ɋȣɇΩȬ (Protection) ԃȬșȶ Ƞȿȳɇțȿ- 
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ü ȊȮ ȺɁȣ (Sheet) Ȯɇ ȴȿȋȣ ԒΧș (Right Click) șȴșɇ ȱɁ ˙ɋȣɇΜ/ȉȬ˙ɋȣɇΜ (Protect/Unprotect) 
șȴ ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮșɇ ȹș̫ Ȱɂș (Workbook) Ȳʼ ȲхɁȮȶ ȺɁȣɍȼ (Multiple Sheets) ȽɈ Șȴ ȊȮ ɀșȼɁ ȓș 
ȺɁȣ șɋ ˙ɋȣɇΜ (Protect) șȴȨɇ Ƚɋ Ȩɋ ԇȼȯ̫  ȹɋ ȽɁ ȺɁȣ ˙ɋȣɇΜ ȽɋțɁ- 

ü ȉțȴ ȊȮ ȺɁȣ ˙ɋȣɇΜ (Sheet Protect) șȴȬɇ șɇ ȰȿȪ ȱɁ șɂȟ ȼɇѕ ȳȿ șɉȶȲ Ȳʼ ȓɀȥɀȣȆț (Editing) 
șȴȬȿ ȞȿȽȨɇ Ƚɋ Ȩɋ, 
Á ȊȮșɋ ȍȼ ԇȠȨȬȿ ȥɇȣȿ ȓɀȥȣ (Edit) șȴȬȿ ȽɈ. ȍȼ ȥɇȣȿ ȳȿ șɉȶȲ șɋ ԇȼȶɇΜ șӻԇȠȳɇ- 
Á ɀȯȴ ΎӻȬȺɉȣ 81 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȶɉș ȼɇȶ (Lock Cell) Ȯɇ ԒΧș șӻԇȠȳɇ- 
Á ȳȽ֤Ȯɇ ȊȮșȿ ԇȼȶɇΜɇȥ ȥɇȣȿ ȶɉș (Data Lock) Ƚɋ Ƞȿȳɇțȿ- 
Á ȶɉș (Lock) șȴȬɇ șɇ ȰȿȪ ȊȮ ˙ɋȣɇΜ ȺɁȣ (Protect Sheet) ȼɇ ȺɁȣ șɋ ˙ɋȣɇΜ șӻԇȠȳɇ- 
Á ȍȼșɇ ȰȿȪ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȊȮșȿ ȼȿȴȿ ȥɇȣȿ ˙ɋȣɇΜ (Data Protect) Ƚɋ Ƞȿȳɇțȿ- ԇȼȯ̫  ȊȮȬɇ 
ԇȠȨȬȿ ȥɇȣȿ ȶɉș ɀșȳȿ ȩȿ. ȍȼ ȥɇȣȿ Ȳʼ ȽɁ ȊȮ ȞʼȠɇȼ șȴ ȼșȨɇ Ƚɋ- 

ü ȯɉȲʽȣ ȼɇѕ (Format Cells) ȽȲȬɇ șȆȥɁȺȬȶ ȯɉȲʽɀȣȆț (Conditional Formatting) Ȳʼ ȪɇȚ ԇȶȳȿ 
ȩȿ- ȊȮ ȞȿȽɋ Ȩɋ ȯɉȲʽȣ ȼɇѕ (Format Cells) șɇ ԇȶȓ ΎӻȬȺɉȣ 78 ȴɇȯȴ șȴ ȼșȨɇ Ƚɋ- 

 

ȓɀȥɀȣȆț (Editing) 

 

Screenshot 94 
Ȫɋѹ֠, ΎӻȬȺɉȣ 83 Ȳʼ ȊȮ ȽɋȲ (Home) ȣɅȰ șȿ ȓɀȥɀȣȆț (Editing) ̩ɂȮ ȪɇȚ ȼșȨɇ Ƚɋ- 

× ȳȽ֤Ȯɇ ȊȮ ȕȣɋȼȲ (AutoSum) ȪɇȚ ȼșȨɇ Ƚɋ. Ƞɋ ȽȲȬɇ Ȱɇԇȼș ȯɉйɂʷȶȿȠ (Basic Formulas) Ȳʼ ȮȽȶɇ ȽɁ 
ȪɇȚȿ ȽɈ- 

× ȯӻȶ (Fill) 

 

Screenshot 95 
ü ΎӻȬȺɉȣ 84 Ȳʼ ȊȮ ȯӻȶ (Fill) șɇ ȉȆȪȴ șɇ ȕЕЉ ȪɇȚ ȼșȨɇ Ƚɋ- 
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ü ȊȮ ȳȽ֤Ȯɇ ȯӻȶ (Fill) șӻ ȲȪȪ ȼɇ ȯӻȶ ȥȿȍȬ (Fill Down) Șȴ ȯӻȶ ȴȿȋȣ (Fill Right) șȴ ȼșȨɇ ȽɈ. 
ԇȠȼșɇ ԇȶȓ ȽȲȬɇ ȉȱɁ Ȩș Ctrl + D Șȴ Ctrl + R șȿ ȋѹɇȲȿȶ ɀșȳȿ ȩȿ- 

ü ȊȮ ȳȽ֤ȼɇ ȯӻȶ ȉȮ (Fill Up) Șȴ ȯӻȶ ȶɇИ (Fill Left) ȱɁ șȴ ȼșȨɇ ȽɈ- 
ü ȉțȴ ȊȮșɋ ȓș ȺɁȣ șȿ șȆȣʼȣ (Content) ȳȿ ȯɉȲʽȣ (Format) ȪɃȼȴɇ ȺɁȣ Ȳ̓ ȶɇȬȿ ȽɈ, Ȩɋ ȊȮ ȉˊɉȼ 
ȹș̫ ȺɁȣ (Across Worksheet) ȼɇ șȴ ȼșȨɇ Ƚɋ- 

ü ȼɁȴӯȠ (Series) ȼɇ ȮȽȶȿ ȬȆȰȴ ԇȶȚȬɇ șɇ ȰȿȪ ȼɁԁȴȳȶ ȬȆȰȴ (Serial number) ȯӻȶ șȴ ȼșȨɇ ȽɈ- 
ü ȉțȴ ȊȮșɇ ȓș ȼɇȶ Ȳʼ ɀșȼɁșȿ ȬȿȲ ԇȶȚȿ Ƚɋ Șȴ ȊȮ ȠԋѸȯȿȌ (Justify) șȴȨɇ Ƚɋ, Ȩɋ ȹɋ ȬȿȲ ѽɇȼ 
Ȳʼ ˛ɇș Ƚɋ șȴ ԃȬȞɇ șɇ ȼɇѕ Ȳʼ Ȋ Ƞȿȳɇțȿ- 

ü ȉțȴ ȊȮȬɇ ɀșȼɁ șɉȶȲ Ȳʼ ȯѸʷ ȬɇȲ Șȴ ȶȿѸ ȬɇȲ ԇȶȚȿ ȽɈ Șȴ ȊȮ Ȭɇ̶ șɉȶȲ Ȳʼ ȍȼșȿ ȯѸʷ ȬɇȲ 
ԇȶȚ șɇ ӫȶɈȺ ȯӻȶ (Flash Fill) șȴȨɇ Ƚɋ, Ȩɋ Ȱȿɀș ȶɋțɋ șɇ ȯѸʷ ȬɇȲ ȯӻȶ Ƚɋ Ƞȿȳʼțɇ- 

× ԒΧȳȴ (Clear) 

 

Screenshot 96 
ü ΎӻȬȺɉȣ 85 Ȳʼ ȊȮșɋ ԒΧȳȴ (Clear) șɇ ȕЕЉ ԂȪȚȿȌ Ȫɇ ȴȽɇ ȽɈ- 
ü ԒΧȳȴ ȕȶ (Clear All) șȴȬɇ Ȯɇ ȊȮșȿ ȼȿȴȿ ȥɇȣȿ ԒΧȳȴ Ƚɋ Ƞȿȳɇțȿ- 
ü ԒΧȳȴ ȯɉȲ̔ȣɍȼ (Clear Formats) șӻ ȲȪȪ ȼɇ ԇȼȶɇΜɇȥ ȥɇȣȿ Ȳ̓ ȊȮȬɇ ȥɇȣȿ șɇ ȎȮȴ ɀșȳȿ Ƚɂȹȿ ȼȿȴȿ 
ȯɉȲʽɀȣȆț (Formatting) ԃȬșȶ Ƞȿȳɇțȿ- 

ü ԒΧȳȴ șȆȣ̓ȣɍȼ (Clear Contents) șӻ ȲȪȪ ȼɇ ȊȮ ԇȼȶɇΜɇȥ ȼɇѕ Ȳʼ ȼɇ Ƞɋ ȥɇȣȿ (Data Clear) ȽɈ, ȹɋ 
Ƚȣȿ ȼșȨɇ Ƚɋ ȯɉȲʽɀȣȆț ȴȽ ȠȿȓțɁ-- 

ü ȉțȴ ȊȮȬɇ șȽɁ șȲʿȣɍȼ (Comments) Ȕȥ șӻ ȽɈ, Ȩɋ ȹɋ ԒΧȳȴ șȲʿȣɍȼ (Clear Comments) ȼɇ 
ԃȬșȶ Ƞȿȳʼțɇ- 

ü ȽȿȋȮȴԇȶȆΪ ȽȣȿȬɇ șɇ ԇȶȓ ȊȮ ԒΧȳȴ ȽȿȋȮȴԇȶȆΪ (Clear Hyperlinks) ȳȿ ԁȴȲɃȹ ȽȿȋȮȴԇȶȆΪ 
(Remove Hyperlinks) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

× ȼɉȣʷ ȓȆȥ ɀɔхȴ (Sort & Filter) 

 

Screenshot 97 
ü ΎӻȬȺɉȣ 86 Ȳʼ ȊȮ ȼɉȣʷ ȓȆȥ ɀɔхȴ șɇ ȕЕЉ ȪɇȚ ȼșȨɇ Ƚɋ- 
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ü Ȫɋѹ֠, ȉțȴ ȊȮ ȉэȿȰɇȣ șɋ ȉȼʼɀȥȆț ȕȥʷȴ (Ascending Order) Ȳʼ ȴȚȬȿ ȞȿȽȨɇ Ƚɋ, Ȩɋ ȊȮ ȼɉȣʷ 
ȓȆȥ ɀɔхȴ (Sort & Filter) șɇ ȉȆȪȴ Sort A to Z Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

ü ȉэȿȰɇȣɍȼ șɋ ȥɇȼʼɀȥȆț ȕȥʷȴ (Descending Order) Ȳʼ șȴȬɇ șɇ ԇȶȓ ȊȮ ȼɉȣʷ ȓȆȥ ɀɔхȴ (Sort & 
Filter) Ȳʼ Sort Z to A Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮ ȬȆȰȼʷ șɋ ȉȼʼɀȥȆț ȕȥʷȴ (Ascending Order) Ȳʼ șȴȬȿ ȞȿȽȨɇ Ƚɋ, Ȩɋ ȊȮ ȼɉȣʷ ҀɉȶɇѸ ȣɃ 
ȶȿȠʽѸ (Sort Smallest to Largest) șɇ ȕЕȬ Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮ ȼɉȣʷ ȶȿȠʽѸ ȣɃ ҀɉȶɇѸ (Sort Largest to Smallest) șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ ȬȆȰȼʷ ȥɇȼʼɀȥȆț 
ȕȥʷȴ (Descending Order) Ȳʼ Ȋ Ƞȿȳʼțɇ- 

 

Screenshot 98 
ü ȉțȴ ȊȮ ȥɇȣȿ Ȳʼ ȼɇ ɀșȼɁ ȓș șɉȶȲ șɋ ԇȼȶɇΜ șȴșɇ ȼɉȣʷ șȴȨɇ Ƚɋ, Ȩɋ ΎӻȬȺɉȣ 87 șӻ ȨȴȽ ȹɉԃȬʹț 
ȊȓțɁ- 
Á ȉțȴ ȊȮ ȓΪȮȿϼ ȪɁ ԇȼȶɇΩȬ (Expand the Selection) șɋ Ȟɇș ȴȚȨɇ Ƚɋ, Ȩɋ ȊȮșȿ ȮɃȴȿ  
ȥɇȣȿ ԇȼȶɇΜɇȥ șɉȶȲ șɇ ȼȿȩ ȼɉȣʷ Ƚɋ Ƞȿȳɇțȿ- 

Á Șȴ ȉțȴ ȊȮ șȆɀȣІɃ ԃȹȫ ȪɁ șȴȆȣ ԇȼȶɇΩȬ (Continue With the Current Selection) șɋ 
Ȟɇș ȴȚȨɇ Ƚɋ, Ȩɋ ȊȮșȿ ԇȼȯ̫  ȍȨȬȿ ȽɁ șɉȶȲ ȼɉȣʷ Ƚɋ Ƞȿȳɇțȿ- 
 

 

Screenshot 99 
 

ü ȉțȴ ȊȮ șѸȲ ȼɉȣʷ (Custom Sort) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 88 șӻ ȨȴȽ 
ȼɉȣʷ șȿ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- ȳȽ֤ȼɇ ȊȮ șѸȲ ȼɉȣʷ (Custom Sort) șȴ ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮ ɀɔхȴ (Filter) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ ȊȮșɇ ȥɇȣȿ șɇ ȽɈɀȥȆț (heading) Ȳʼ ȓș ȓȴɋ 
ԂȪȚȿȌ Ȫɇțȿ- 
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Á ȍȼ ȓȴɋ Ȯɇ ԒΧș șȴșɇ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȍȼ șɉȶȲ Ȳʼ ɀșȨȬɁ ȳɃԃȬș ȕЕЉ ȽɈ- 
Á ȊȮ ȹȽ֤Ȯɇ ԇȠȼ ȕЕЉ șȿ ȥɇȣȿ Ⱥɋ șȴȬȿ ȞȿȽȨɇ Ƚɋ ԇȼȯ̫  ȍȼɇ Ȟɇș (Check) șȴ ȪɁԇȠȳɇ. Ȱȿɀș 
ȉȬȞɇș (Uncheck) șӻԇȠȳɇ- 

Á ȊȮ ȥɇȣ (Date) șɇ ԇȶȓ ȥɇȣ ɀɔхȴ (Date Filter), ȣɇ ̶(Text) șɇ ԇȶȓ ȣɇ̶ ɀɔхȴ (Text 
Filter), ȬȆȰȼʷ (Number ) șɇ ԇȶȓ ȬȆȰȴ ɀɔхȴ (Number Filter) ȶțȿ ȼșȨɇ Ƚɋ- 
¶ ȓΪȿӜГ șɇ ԇȶȓ ȊȮȬɇ ȬȆȰȴ ɀɔхȴ (Number Filter) ȼɇ ˌɇȣȴ ȪɇȬ (Greater Than) șȿ 
ɀɔхȴ ȶțȿȳȿ Ȩɋ Ƞɋ ȱɁ ȊȮ ȬȆȰȴ ȣȿȋȮ șȴɋțɇ. ȍȼșɇ ȎȮȴ șɇ ȬȆȰȴ ȊȮșɋ ԂȪȚȿȌ Ȫʼțɇ- 
 

ü ȉțȴ ȊȮ ԒΧȳȴ ɀɔхȴ (Clear Filter) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșȿ ɀɔхȴ ԒΧȳȴ Ƚɋ șɇ ȼȿȴȿ ȥɇȣȿ 
Ⱥɋ Ƚɋțȿ- 

ü ɀɔхȴ (Filter) ȉГȿȌ șȴȬɇ șɇ ԇȶȓ ȊȮ Alt + A + T ȋȼ Ⱥɉȣʷșȣ șӻ (Shortcut Key) șȿ 
ȋѹɇȲȿȶ șȴ ȼșȨɇ Ƚɋ- 

ü ԒΧȳȴ (Clear) șɇ ȕЕȬ Ȯɇ ԒΧș șȴșɇ ȊȮȬɇ ȥɇȣȿ ȎȮȴ Ƞɋ ɀɔхȴ (Filter) ȶțȿȳȿ ȽɈ Șȴ ȥɇȣȿ ȼɉȣʷ 
(Sort) ɀșȳȿ ȽɈ ȹɋ ԃȬșȶ Ƞȿȳɇțȿ- 

ü ɀɔхȴ (Filter) Șȴ ȼɉȣʷ (Sort) ԃȬșȿȶȬɇ șɇ ȰȿȪ ȊȮ ȴӯȉГȿȌ (Reapply) Ȯɇ ԒΧș șȴșɇ ȍȼɁ 
ɀɔхȴ (Filter) Șȴ ȼɉȣʷ (Sort) șɋ ɀȯȴȼɇ ȉГȿȌ (Apply) șȴ ȼșȨɇ Ƚɋ- 

 

× ȯȿȋȆȥ ȓȆȥ ԇȼȶɇΜ (Find & Select) 

 

Screenshot 100 
ü Ȫɋѹ֠, ΎӻȬȺɉȣ 0// Ȳʼ ȊȮșɋ ȯȿȋȆȥ ȓȆȥ ԁȴГɇȼ (Find & Replace) șɇ ȕЕЉ ԂȪȚȿȌ Ȫʼțɇ- 
ü ȯȿȋȆȥ ȓȆȥ ԁȴГɇȼ (Find & Replace) șɇ ȉȆȪȴ ȊȮ ȯȿȋȆȥ (Find) Ȯɇ ԒΧș șӻԇȠȳɇ- ȳȿ ɀȯȴ șӻȰɋȥʷ Ȯɇ 

Ctrl + F ̇ɇȼ șӻԇȠȳɇ- 
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ü ȯȿȋȆȥ Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 0/0 șӻ ȨȴȽ ȯȿȋȆȥ (Find) șȿ ȥȿȳȶɉț ȰɉΪ ȊȮșɇ ȼȿȲȬɇ 
Ȋ Ƞȿȳɇțȿ- 

ü ȊȮșɋ ȓΪɇȶ ȺɁȣ Ȳʼ Ƞɋ ȥɇȣȿ ȦɃȅȦȬȿ ȽɈ, ȹɋ ȊȮ ȯȿȋȆȥ ўȿȣ (Find What) șɇ ȉȆȪȴ ȣȿȋȮ șӻԇȠȳɇ- 
ü ȍȼșɇ ȰȿȪ ȯȿȋȆȥ Ȭɇ̶ (Find Next) Ȯɇ ԒΧș șȴșɇ ȊȮ ȓș ȓș ȥɇȣȿ ȦɃȆȦ ȼșȨɇ Ƚɋ- 
ü ȯȿȋȆȥ ȕȶ (Find All) Ȯɇ ԒΧș șȴȬɇ Ȯɇ Ȯɂȴɇ ȺɁȣ Ȳʼ șȽ֤ șȽ֤ ȥɇȣȿ ȽɈ. ȍȼșӻ ԇȶѸ ȊȮșɇ ȼȿȲȬɇ Ȋ 
ȠȿȓțɁ- 

ü ԁȴГɇȼ (Replace) șɇ ԇȶȓ ΎӻȬȺɉȣ 0/1 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ԁȴГɇȼ (Replace) Ȯɇ ԒΧș șӻԇȠȳɇ. ȳȿ 
ɀȯȴ Ctrl + H ̇ɇȼ șӻԇȠȳɇ- 

 

Screenshot 102 
ü ΎӻȬȺɉȣ 0/1 șӻ ȨȴȽ ȊȮșɋ ԁȴГɇȼ (Replace) șȿ ȥȿȳȶɉț ȰɉΪ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȊȮșɋ ȺɁȣ Ȳʼ Ƞɋ ȥɇȣȿ ɀșȼɁ Șȴ ȥɇȣȿ șɇ ȼȿȩ ȰȪȶȬȿ ȽɈ, ȹɋ ȊȮ ԁȴГɇȼ (Replace) ȼɇ ȰȪȶ ȼșȨɇ Ƚɋ- 
ü ȯȿȋȆȥ ўȿȣ (Find What) șɇ ȉȆȪȴ ԇȠȼ ȥɇȣȿ șɋ ȰȪȶȬȿ ȽɈ, ȍȼɇ ȣȿȋȮ șӻԇȠȳɇ- 
ü ԁȴГɇȼ ԃȹȩ (Replace With) șɇ ȉȆȪȴ ԇȠȼ ȥɇȣȿ șɇ ȼȿȩ ȰȪȶȬȿ ȽɈ, ȍȼɇ ȣȿȋȮ șӻԇȠȳɇ- 
ü ԁȴГɇȼ (Replace) Ȯɇ ԒΧș șȴșɇ ȊȮ ȓș ȓș ȥɇȣȿ ȰȪȶ ȼșȨɇ Ƚɋ Șȴ ȯȿȋȆȥ Ȭɇ̶ (Find Next) ȼɇ 
ȉțȶɇ ȥɇȣȿ Ȯɇ Ƞȿ ȼșȨɇ Ƚɋ- 

ü ȉțȴ Ȯɂȴɇ ȺɁȣ șȿ ȥɇȣȿ ȰȪȶȬȿ ȽɈ, Ȩɋ ԁȴГɇȼ ȕȶ (Replace All) Ȯɇ ԒΧș șȴ ȪɁԇȠȳɇ- 
ü țɋ ȣɃ (Go To) 
Á Ȫɋѹ֠, ȉțȴ ȊȮșɋ ɀșȼɁ ȱɁ ȼɇȶ Ȯɇ ȠȿȬȿ Ƚɋ, Ȩɋ ȊȮ ȳȽ֤Ȯɇ țɋ ȣɃ (Go To) șȿ ȋѹɇȲȿȶ șȴ ȼșȨɇ 
Ƚɋ- 

Á ȊȮ Ctrl + G ȳȿ F5 ȼɇ Ⱥɉȣʷșȣ șӻ ˙ɇȼ șȴșɇ ȱɁ țɋ ȣɃ (Go To) șɋ ȓΪɇȼ șȴ ȼșȨɇ Ƚɋ- 
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Á țɋ ȣɃ (Go To) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 0/2 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ - 
Á ȹȽ֤Ȯɇ ȴɇȯȴɇЉɇȼ (References) șɇ ȉȆȪȴ ȊȮ ȼɇȶ ȬɇȲ (Cell Name) ȣȿȋȮ șȴșɇ ȗșɇ (OK) 
șȴɋțɇ. Ȩɋ ȍȼ ȼɇȶ (Cell) Ȯɇ ȊȮșȿ șȼʷȴ (Cursor) Ƞд Ƚɋțȿ - 

Á ȊȮ ȴɇȯȴɇЉɇȼ (References) șɇ ȉȆȪȴ ȼɇȶ ȴʼȠ (Cell Range) ȱɁ ȣȿȋȮ șȴ ȼșȨɇ Ƚɋ- 
 

 

Ȫɋѹ֠, țɋ ȣɃ ѽɇȺȶ (Go To Special) șɇ ȉȆȪȴ ȽȲɇ ȯɉйɂʷȶȿȠ (Formulas), șȲʿȣɍȼ (Comments), 
șȆȥɁȺȬȶ ȯɉȲʽɀȣȆț (Conditional Formatting), șɉͧȆȣɍȼ (Constants),  ȥɇȣȿ ȹɇԇȶȥɇȺȬ (Data 
Validation), ԇȼȶɇΜ ȕРɇΜ (Select Object) Șȴ ԇȼȶɇΩȬ ȮɇȬ (Selection Pane) ȳɇ ȼȿȴɇ ȕЕЉ 
ԂȪȚȿȌ Ȫʼțɇ- Ȩɋ Ȟԇȶȓ ȪɇȚȨɇ ȽɈ, țɋ ȣɃ ѽɇȺȶ (Go To Special)- 
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ȉϴȿȳ 4: țɋ ȣɃ ѽɇȺȶ (Go To Special) 
× Ȫɋѹ֠, ΎӻȬȺɉȣ 0/3 Ȳʼ țɋ ȣɃ ѽɇȺȶ (Go To Special) Ȯɇ ȊȮ ԒΧș șȴ ȼșȨɇ Ƚɋ- 
× ȳȿ ɀȯȴ Ctrl + G ȳȿ F5 ȼɇ Ƞɋ ΎӻȬȺɉȣ 0/2 șӻ ȨȴȽ țɋ ȣɃ (Go To) șȿ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ. ȹȽ֤Ȯɇ 
ȊȮ ѽɇȺȶ (Special) Ȯɇ ԒΧș șȴșɇ țɋ ȣɃ ѽɇȺȶ (Go To Special) ȓΪɇȼ șȴ ȼșȨɇ Ƚɋ- 
 

 

Screenshot 104 
 

× ΎӻȬȺɉȣ 0/3 șӻ ȨȴȽ țɋ ȣɃ ѽɇȺȶ (Go To Special) șȿ ȥȿȳȶɉț ȰɉΪ ȊȮșɇ ȼȿȲȬɇ Ȋ Ƞȿȳɇțȿ - 
× țɋ ȣɃ ѽɇȺȶ (Go To Special) șӻ ȲȪȪ ȼɇ ȊȮșɋ Ƞɋ ȼɇѕ ȞȿԂȽȓ. ȍȬ ȼɇѕ șɋ ȊȮ ԇȼȶɇΜ șȴ ȼșȨɇ 
Ƚɋ- ȠɈȼɇ șӻ, 
ü ΎӻȬȺɉȣ 0/3 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ țɋ ȣɃ ѽɇȺȶ (Go To Special) șɇ ȥȿȳȶɉț ȰɉΪ Ȳʼ ȊȮ șȲʿȣɍȼ 

(Comments) ԇȼȶɇΜ șȴșɇ ȗșɇ (OK) șȴ ȪɁԇȠȳɇ- 
Á ɀȯȴ ȊȮȬɇ ԇȠȼ ȼɇѕ Ȳʼ șȲʿȣɍȼ (Comments) Ȕȥ ɀșȳɇ ȽɈ, ȹɋ ȼɇѕ ԇȼȶɇΜ Ƚɋ șɇ ȽȿȌȶȿȋȣ Ƚɋ 
Ƞȿȳʼțɇ- 

 

Screenshot 105 
 

Á ΎӻȬȺɉȣ 0/4 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ ɀșȼ ȨȴȽ ȼɇ șȲʿȣɍȼ (Comments) șɇ ȼɇѕ ԇȼȶɇΜ Ƚɋ șɇ 
ȽȿȌȶȿȋȣ Ƚɂȓ ȽɈ- 

Á ȉțȴ ȊȮ ȍȼ ȼɇȶ Ȯɇ șȼʷȴ ȶɇ ȠȿȨɇ Ƚɋ, Ȩɋ șȲʼȣ (Comment) ȊȮșɋ ԂȪȚȿȌ ȪɇțɁ- 
ü șɉͧ Ȇȣɍȼ (Constants) Ȯɇ ԒΧș șȴȨɇ ȽɁ ȊȮșɋ ȬȆȰȼʷ (Numbers), ȣɇ ̶(Text), ȶɉԇȠșѕ 

(Logicals) Șȴ ȓȴȼʷ (Errors) șɇ ȕЕȬ ԂȪȚȿȌ Ȫʼțɇ. 
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Á ȊȮșɋ ȉțȴ șɉͧȆȣ (Constant) Ȳʼ ԇȼȯ̫  ȬȆȰȼʷ (Numbers) șɇ ȼɇѕ ԇȼȶɇΜ șȴȬɇ ȽɈ, Ȩɋ ȬȆȰȼʷ 
(Numbers) Ȟɇș (Check) ȴȚɇ Ȱȿɀș șɇ ȕЕЉ ȉȬȞɇș (Uncheck) șӻԇȠȳɇ- 
 

 

Screenshot 106 
Á ΎӻȬȺɉȣ 0/5 Ȳʼ ȊȮ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) șɇ ȉȆȪȴ șɉͧȆȣ ȬȆȰȴ (Constant 

Number) ȽɈ ȳȿ ȬȽ֣ Ȟɇș șȴ ȼșȨɇ Ƚɋ- 
Á ȍȼɁ ȨȴȽ ȊȮ ȣɇ̶ (Text), ȶɉԇȠșѕ (Logicals) ȳȿ ȓȴȼʷ (Errors) șɇ ԇȶȓ șȴ ȼșȨɇ Ƚɋ- 
Á ȋȼ ȨȴȽ ȼɇ ȊȮșɋ șɉͧȆȣ ȹɈёɃȠ (Constant Values) Ⱥɋ ȽɋțɁ. ȠȽ֤Ȯɇ ɀșȼɁ ȯɉйɂʷȶȿ 

(Formula) ȳȿ ȯȆΩȬ (Function) șȿ ȋѹɇȲȿȶ ȬȽ֣ Ƚɂȹȿ Ƚɋțȿ- 
ü șɉͧȆȣ șӻ ȨȴȽ ȯɉйɂʷȶȿȠ (Formulas) Ȯɇ ԒΧș șȴșɇ ɀșȼ ȼɇȶ Ȳʼ ȯɉйɂʷȶȿ (Formula) ȋѹɇȲȿȶ 
ɀșȳɇ ȽɈ ȳɇ ȪɇȚ ȼșȨɇ ȽɈ- 
Á ȣɇ̶ (Text) șȿ ȕЕȬ Ȟɇș ȴȚ șɇ ȣɇ̶ ȯɉйɂʷȶȿ (Text Formula) șɇ ȼɇѕ ȊȮ ȪɇȚ ȼșȨɇ 
Ƚɋ- 
 

 

Screenshot 107 
Á ΎӻȬȺɉȣ 0/6 Ȳʼ ȊȮ ȯɉйɂʷȶȿ Ȱȿȴ Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ. ȍȼ ȯɉйɂʷȶȿ Ȳʼ ԇȼȯ̫  ȣɇ̶ șȿ ȋѹɇȲȿȶ Ƚɂȹȿ 
ȽɈ- 

Á ȋȼɁ ȨȴȽ ȊȮ ȬȆȰȴ (Number), ȶɉԇȠșѕ (Logicals) ȳȿ ȓȴȼʷ (Errors) șɇ ȯɉйɂʷȶȿȠ ȪɇȚ 
ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮ Ъʼș (Blank) Ȯɇ ԒΧș șȴșɇ ȗșɇ (OK) șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ ȥɇȣȿ Ȳʼ ԇȠȨȬɇ Ъʼș ȼɇѕ 
(Blank Cells) ȽɈ, ȹɋ ԇȼȶɇΜ Ƚɋ Ƞȿȳʼțɇ- 
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ü șȴȆȣ ȴӯȠȬ (Current Region) Ȯɇ ԒΧș șȴșɇ ȗșɇ (OK) șȴȨɇ Ƚɋ, Ȩɋ ȊȮșȿ ȥɇȣȿ ԇȠȨȬɇ ȼɇѕ Ȩș 
ȽɈ ȹɋ ȼȿȴɇ ȼɇѕ ԇȼȶɇΜ Ƚɋ Ƞȿȳʼțɇ- 
Á șȴȆȣ ȴӯȠȬ (Current Region) șɇ ԇȶȓ ȊȮ Ctrl + A ȱɁ ˙ɇȼ șȴ ȼșȨɇ Ƚɋ- 

ü ȊȮșɇ ȓΪɇȶ ȺɁȣ șɇ ȥɇȣȿ șɇ ȉȆȪȴ ȯɉйɂʷȶȿ Ȳʼ Ȕȴɇ (Array) șȽȿ Ȩș ȽɈ, ȹɋ ȪɇȚȬɇ șɇ ԇȶȓ ȊȮ Ȕȴɇ 
(Array) Ȯɇ ԒΧș șȴșɇ ȗșɇ (OK) șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 108 
Á ΎӻȬȺɉȣ 0/7 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ɀșȼ ȨȴȽ ȼɇ Ȕȴɇ șȿ ȣɇȰȶ ԇȼȶɇΜ Ƚɂȹȿ ȽɈ- 

ü ȉțȴ ȓΪɇȶ Ȳʼ ȊȮșɋ ȕРɇΜ (Object) șɋ ԇȼȶɇΜ șȴȬȿ ȽɈ, Ȩɋ ȊȮ țɋ ȣɃ ѽɇȺȶ (Go To 
Special) Ȳʼ ȕРɇΜɍȼ (Objects) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 
Á ȣɅȰ (Tab) ȳȿ Shift + Tab ȰȣȬ ̇ɇȼ șȴșɇ ȊȮ ȓș ȕРɇΜ ȼɇ ȪɃȼȴɇ ȕРɇΜ Ȯɇ Ƞȿ ȼșȨɇ Ƚɋ- 

ü ȊȮ ȉțȴ ȴɋ ɀȥȯȴʼȼɇȼ (Row Differences) șȴȨɇ Ƚɋ Ȩɋ ȊȮșɇ ȴɋ Ȳʼ șɌȬȼɁ ȹɈёɃ ȉȶț ȽɈ ȳɇ ȮȨȿ șȴ 
ȼșȨɇ ȽɈ- 
Á ȼȰȼɇ ȮȽȶɇ ȹɈёɃȠ ԇȼȶɇΜ șӻԇȠȳɇ Șȴ ɀȯȴ ȴɋ ɀȥȯȴʼȼɇȼ (Row Differences) Ȯɇ ԒΧș șӻԇȠȳɇ 
Șȴ ȗșɇ (OK) șӻԇȠȳɇ- 

 

Screenshot 109 
Á ΎӻȬȺɉȣ 0/8 Ȳʼ ȊȮ ȴɋ ɀȥȯȴʼȼɇȼ (Row Differences) ȪɇȚ ȼșȨɇ Ƚɋ- 
 

ü ȋȼɁ ȨȴȽ ȊȮ șɉȶȲ ɀȥȯȴʼȼɇȼ (Column Differences) Ȯɇ ԒΧș șȴșɇ șɉȶȲ Ȳʼ ȼɇ ɀȥȯȴʼȣ ȹɈёɃ 
ԃȬșȿȶ ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮșɋ ȮȨȿ șȴȬȿ ȽɈ, șӻ ȊȮșӻ ɀșȼɁ ȼɇȶ șӻ ȹɈёɃ șɌȬ șɌȬȼɁ ȼɇѕ ȼɇ ԃȲȶșȴ ȊȳɁ ȽɈ, Ȩɋ 
ȊȮ ̇ɇԇȼȥ̓ȣɍȼ (Precedents) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 110 
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Á ȥȿȳȴɇΜ ȗȬȶɁ (Direct Only) ȴȚȬɇ Ȯɇ ȊȮ ԇȼȯ̫  ΎӻȬȺɉȣ 00/ șӻ ȨȴȽ ȥȿȳȴɇΜ ȼɇѕ ȽɁ ȪɇȚ 
ȼșȨɇ Ƚɋ- 

 

 

Screenshot 111 
Á ȕȶ ȶɇȹѕ (All Levels) Ȯɇ ԒΧș șȴșɇ ΎӻȬȺɉȣ 000 șӻ ȨȴȽ ˙ɇԇȼȥʼȣɍȼ șɇ ȼɇѕ șɇ ȱɁ 
˙ɇԇȼȥʼȣɍȼ (Precedents of Precedents) Ȋ Ƞȿȳʼțɇ- 

 

Screenshot 112 
Á ȉțȴ ȊȮ ȯɉйɂʷȶȿȠ (Formulas) ȣɅȰ Ȳʼ ȯɉйɂʷȶȿ ȕɀȥɀȣȆț (Formula Auditing) ̩ɂȮ șɇ ȉȆȪȴ 
ȣyɇȼ ̇ɇԇȼȥ̓ȣɍȼ (Trace Precedents) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ ȓȴɋ (Arrow) ȼɇ ȼɇѕ ԂȪȚȿȌ 
Ȫʼțɇ- 

ü ȋȼɁ ȨȴȽ ȊȮ ɀȥȮ̓ȥ̓ȣɍȼ (Dependents) Ȯɇ ԒΧș șȴșɇ ȪɇȚ ȼșȨɇ Ƚɋ ɀșȼɁ ѽɇԇȼɀȯș ȼɇȶ Ȯɇ 
șɌȬȼɁ ȼɇȶ ɀȥȮʼȥ ȽɈ- 

ü ȶȿѸ ȼɇȶ (Last Cell) șӻ ȲȪȪ ȼɇ ȊȮ ȊȮșɇ ȥɇȣȿ șɇ ȶȿѸ ȼɇȶ (Last Cell) Ȯɇ Ƞȿȗțɇ- 
ü ȉțȴ ȊȮșȿ șɂȟ ȥɇȣȿ ȽȿȌȥ (Hide) ȽɈ Șȴ ԇȠȨȬȿ ȥɇȣȿ ԂȪȚȿȌ Ȫɇ ȴȽȿ ȽɈ, ȍȨȬȿ ȽɁ șɉȮɁ (Copy) șȴȬɇ ȼɇ 
ȮȽȶɇ ȽȲ ԃȹԇɑȰȶ ȼɇѕ ȗȬȶɁ (Visible Cells Only) șɋ ԇȼȶɇΜ șȴșɇ ȗșɇ (OK) șȴʼțɇ- 

 

Screenshot 113 
Á ȉțȴ ȊȮ ԃȹԇɑȰȶ ȼɇѕ ȗȬȶɁ (Visible Cells Only) șȴȬȿ ȱɃȶ ȠȿȨɇ Ƚɋ, Ȩɋ ȊȮșȿ ԂȽȥȬ ȥɇȣȿ 

(Hidden Data) ȱɁ șɉȮɁ (Copy) Ƚɋ Ƞȿȳɇțȿ- 
ü șȆȥɁȺȬȶ ȯɉȲ̔ȣɍȼ (Conditional Formats) ȳȿ ȥɇȣȿ ȹɇԇȶȥɇȺȬ (Data Validation) ȊȮșɇ ȥɇȣȿ Ȳʼ 
șȽ֤ ȽɈ ȳɇ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ- 
Á ȉțȴ ȊȮ ȕȶ (All) ȴȚȨɇ Ƚɋ, Ȩɋ Ȯɂȴɇ ȹș̫ ȺɁȣ Ȳʼ șȽ֤ șȽ֤ șȆȥɁȺȬȶ ȯɉȲʽɀȣȆț (Conditional 

Formatting) ȳȿ ȥɇȣȿ ȹɇԇȶȥɇȺȬ (Data Validation) ɀșȳȿ ȽɈ ȹɋ ȼɇѕ ԇȼȶɇΜ Ƚ֠țɇ- 
Á ȉțȴ ȊȮ ȼɇȲ (Same) ȴȚȨɇ Ƚɋ Ȩɋ ȼɇȲ ȣɃ ȼɇȲ șȆȥɁȺȬȶ ȯɉȲʽɀȣȆț (Conditional Formatting) 
ȳȿ ȥɇȣȿ ȹɇԇȶȥɇȺȬ (Data Validation) șɇ ȼɇѕ ԇȼȶɇΜ Ƚɋ Ƞȿȳʼțɇ- 
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ȉϴȿȳ 5: ȮɇѸ ѽɇȺȶ (Paste Special) 
Ȫɋѹ֠, ϓȿȪȿȨȴ ȮɇѸ (Paste) șɇ ԇȶȓ ȽȲ Ctrl + V șӻ Ⱥɉȣʷșȣ șӻ ȋѹɇȲȿȶ șȴȨɇ ȽɈ- ȶɇɀșȬ ȉțȴ ȊȮ ȽɋȲ 

(Home) ȣɅȰ Ȳʼ ԒΧȮȰɋȥʷ (Clipboard) ̩ɂȮ șɇ ȉȆȪȴ ȮɇѸ (Paste) șɇ ȓȴɋ Ȯɇ ԒΧș șȴɋțɇ. Ȩɋ ȊȮșɋ ȮɇѸ șɇ 
Șȴ ȱɁ ȉȶț ȉȶț ȕЕЉ ԂȪȚȿȌ Ȫʼțɇ- Ȩɋ Ȟԇȶȓ ȋȬ ȕЕЉ șȿ ȓΪɇȶ Ȳʼ ɀșȼ ȨȴȽ ȼɇ ȋѹɇȲȿȶ ɀșȳȿ Ƞȿ 
ȼșȨȿ ȽɈ, ȳɇ ȪɇȚȨɇ ȽɈ- 

ȶɇɀșȬ ȓș ȰȿȨ ȽȲɇȺȿ ȳȿȪ ȴԉȚȳɇ ȮɇѸ (Paste) ȳɇ ȕЕȬ ȨȱɁ ȽȿȌȶȿȋȣ Ƚɋțȿ. ȠȰ ȊȮȬɇ ȥɇȣȿ șɋ șɉȮɁ 
(Copy) ɀșȳȿ Ƚɋțȿ- 

 

Screenshot 114 
ȠɈȼɇ ȽȲ ȳȽ֤Ȯɇ ȥɇȣȿ șɉȮɁ (Copy) șȴȨɇ ȽɈ. ΎӻȬȺɉȣ 003 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȥɇȣȿ șɇ Ȱɉȥʷȴ (Border) Ȯɇ 

ȲɃԃȹȆț ȶȿȋЉ (Moving Lines) ȊȮșɋ ԂȪȚȿȌ ȪɇțɁ- ȥɇȣȿ șɉȮɁ (Copy) șȴȬɇ șɇ ȰȿȪ ȽȲ ȺɁȣ Ȳʼ șȽɁ ȱɁ ȳȿ 
ȪɃȼȴɇ ȺɁȣ Ȳ̓ ȱɁ ȮɇѸ (Paste) șȴ ȼșȨɇ ȽɈ- 

× ȽȲɇ ȮɇѸ (Paste) Ȳʼ ȼȰȼɇ ȮȽȶȿ ȕЕȬ ȮɇѸ (Paste) șȿ ԂȪȚȿȌ Ȫɇțȿ. Ƞɋ ȬɉȲʷȶɁ ȽȲ Ctrl + V ȼɇ șȴȨɇ ȽɈ- 
× ȉțȴ ȊȮ ɀșȼɁ ȱɁ ȕЕȬ Ȯɇ șȼʷȴ (Cursor) ȴȚɋțɇ. Ȩɋ ȊȮșɋ ΎӻȬȺɉȣ 004 șӻ ȨȴȽ ȍȼșȿ ȬȿȲ Șȴ 
˛Ɉșɇȣ Ȳʼ ȍȼșӻ Ⱥɉȣʷșȣ șӻ (Name & Shortcut Key) ԂȪȚȿȌ ȪɇțɁ- 

× ȊȮ ˙ɇȼ șȴȬɇ șɇ ȰȿȪ ˛Ɉșɇȣ Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɁ Ⱥɉȣʷșȣ șӻ 
ȋѹɇȲȿȶ șȴ ȼșȨɇ Ƚɋ- 

 

 

 

 

 

 

 

 

× ȉȰ ȠɈȼɇ ȽɁ ȊȮ ȮɇѸ (Paste) șȴɋțɇ. Ȩɋ ȹɋ ȠɈȼɇ ȩȿ ȹɈȼɇ ȽɁ Ȋ Ƞȿȳɇțȿ- 
Screenshot 115 

Alt H V
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Screenshot 116 
 

× ȉțȴ ȊȮ ȯɉйɂʷȶȿȠ (Formulas) ȹȿȶȿ ȮɇѸ șȴȨɇ Ƚɋ, Ȩɋ ȊȮșȿ șȆȣʼȣ (Content) Șȴ ȯɉйɂʷȶȿ 
(Formula) Ȋ Ƞȿȳʼțɇ. ȶɇɀșȬ ȯɉȲʽɀȣȆț (Formatting) Ƚȣ ȠȿȓțɁ- 
 

 

Screenshot 117 
 

× ȉțȴ ȊȮ ȯɉйɂʷȶȿȠ ȓȆȥ ȬȆȰȴ ȯɉȲʽɀȣȆț (Formulas & Number Formatting) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ 
ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ ȊȮșȿ ȥɇȣȿ ȬȆȰȴ ȯɉȲʽɀȣȆț (Number Formatting) șɇ ȼȿȩ Ȋ Ƞȿȳɇțȿ- 
ü ȉțȴ ȊȮ ΎӻȬȺɉȣ 003 ȪɇȚɋțɇ. Ȩɋ ȹȽ֤Ȯɇ ȊȮșɋ ȬȆȰȴ ȯɉȲʽɀȣȆț (Number Formatting) ȱɁ ԂȪȚȿȌ 
ȪɇțɁ- Ƞɋ ΎӻȬȺɉȣ 006 Ȳʼ ȊȮșɋ ԂȪȚȿȌ ȪɇțɁ. ȶɇɀșȬ ΎӻȬȺɉȣ 005 Ȳʼ ԂȪȚȿȌ ȬȽ֣ ȪɇțɁ. 

× ȉțȴ ȊȮ șӻȮ ȼɋȼʷ ȯɉȲʽɀȣȆț (Keep Source Formatting) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșȿ ȥɇȣȿ ȬɉȲʷȶ 
ȮɇѸ șӻ ȨȴȽ Ȋ Ƞȿȳɇțȿ. ԇȠȼȲɇ ȯɉȲʽɀȣȆț (Formatting) Șȴ ȯɉйɂʷȶȿ (Formula) șɇ ȼȿȩ ȥɇȣȿ Ȋȓțȿ- 

× ȉțȴ ȊȮ Ȭɋ Ȱɉȥʷȼʷ (No Borders) șɇ ȎȮȴ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșȿ ȥɇȣȿ ԃȰȬȿ Ȱɉȥʷȴ șɇ ȮɇѸ (Paste 
Without Border) Ƚɋ Ƞȿȳɇțȿ- 

× ȉțȴ ȊȮ șӻȮ ȼɋȼʷ șɉȶȲ ԃȹȥɍȩ (Keep Source Column Width) șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ ȥɇȣȿ Ȳʼ 
ΎӻȬȺɉȣ 003 șӻ ȨȴȽ șɉȶȲ șӻ ԃȹȥɍȩ ȕȣɋȲɅɀȣșȶɁ ȓȥȠѸ Ƚɋ șɇ ȊȓțɁ- 

× ȉțȴ ȊȮșɋ șɉȶȲ șȿ ȥɇȣȿ ȴɋ (Column to Row) Ȳʼ ȳȿ ȴɋ șȿ ȥɇȣȿ șɉȶȲ (Row to Column) Ȳʼ șЇȣʷ 
șȴȬȿ ȽɈ, Ȩɋ ȊȮ ȣy֢ȼȮɋȠ (Transpose) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

http://www.coursepe.com/
www.coursepe.in


 

  67 
 

COURSEPE Microsoft Excel Basic to Advance 

www.coursepe.com | www.coursepe.in 

 

 

Screenshot 118 
 

ü ΎӻȬȺɉȣ 007 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȣʸ֢ȼȮɋȠ (Transpose) șȴȬɇ șɇ ȰȿȪ ȽȲȿȴȿ ȥɇȣȿ șɉȶȲ ȼɇ ȴɋ 
(Column to Row) Ȳ̓ șЇȣ̫ Ƚɂȹȿ ȽɈ- 

× ȉțȴ ȊȮșɋ ԇȼȯ̫  ȹɈёɃȠ ȮɇѸ șȴȬɁ ȽɈ, Ȩɋ ȊȮ ȮɇѸ ȹɈёɃȠ (Paste Values) Ȯɇ ԒΧș șӻԇȠȳɇ- 
ü ȉțȴ ȊȮ ΎӻȬȺɉȣ 08 ȪɇȚɋțɇ. Ȩɋ ȹȽ֤Ȯɇ ȯɉйɂʷȶȿ Ȱȿȴ Ȳʼ ȊȮșɋ ȯɉйɂʷȶȿ ԂȪȚȿȌ Ȫɇțȿ. ȹȽɁ ΎӻȬȺɉȣ 
1/ Ȳʼ ȮɇѸ ȹɈёɃȠ (Paste Values) șɇ ȰȿȪ ȯɉйɂʷȶȿ ԃȬșȶ țȳȿ ȽɈ- 

× ȉțȴ ȊȮ ȹɈёɃȠ ȓȆȥ ȬȆȰȴ ȯɉȲʽɀȣȆț (Values & Number Formatting) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ șȆȣʼȣ șɇ 
ȼȿȩ ȬȆȰȴ ȯɉȲʽɀȣȆț (Number Formatting) Ȩɋ ȴȽɇțȿ. ȶɇɀșȬ ȯɉйɂʷȶȿ ԃȬșȶ Ƞȿȳɇțȿ- 

× ȹɈёɃȠ ȓȆȥ ȼɋȼʷ ȯɉȲʽɀȣȆț (Values & Source Formatting) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȊȮșȿ ȼȿȴȿ ȥɇȣȿ 
ȯɉȲʽɀȣȆț șɇ ȼȿȩ ԂȪȚȿȌ Ȩɋ Ȫɇțȿ ȶɇɀșȬ ȍȼȲɇ ȯɉйɂʷȶȿ ȬȽ֣ ȴȽɇțȿ- 

× Ȫɋѹ֠, ȉțȴ ȊȮșɋ ԇȼȯ̫  ȥɇȣȿ șȿ ȰɈșˌȿȍȆȥ ȯɉȲʽȣ (Format) ȞȿԂȽȓ. Ȩɋ ȊȮ ȮɇѸ Ȳʼ ȯɉȲʽɀȣȆț 
(Formatting) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

× ȉțȴ ȊȮ ȮɇѸ ԇȶȆș (Paste Link) șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ ԃȰȬȿ ȯɉȲʽɀȣȆț șɇ ȥɇȣȿ ΎӻȬȺɉȣ 005 șӻ ȨȴȽ 
ԂȪȚȿȌ Ȫɇțȿ- 
ü ȉțȴ ȊȮ ȍȼ ȮɇѸ ɀșȳɇ Ƚɂȓ ȥɇȣȿ Ȳ̓ ɀșȼɁ ȱɁ ȼɇȶ (Cell) Ȯɇ ȥȰȶ ԒΧș (Double Click) șȴȨɇ Ƚɋ, Ȩɋ 
ȊȮșɋ ȍȼ ȥɇȣȿ șӻ ԇȶȆș (Link) ԂȪȚȿȌ ȪɇțɁ. Ƞɋ ȊȮ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) Ȳʼ ȱɁ ȪɇȚ ȼșȨɇ 
Ƚɋ- 

ü ȉțȴ ȊȮ ȮɂȴȿȬɇ ȥɇȣȿ Ȳʼ șɂȟ ȞʼȠɇȼ șȴɋțɇ. Ȩɋ ȹɋ ȞʼȠ ȋȼ ȥɇȣȿ Ȳʼ ȱɁ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȮɇѸ ԇȶȆș (Paste Link) șɇ ԇȶȓ ȊȮ < ȪɇȬɇ șɇ ȰȿȪ ԇȠȼ ȼɇѕ șȿ ȥɇȣȿ șɉȮɁ șȴȬȿ ȽɈ- ȍȼșȿ ȼɇȶ ȬɇȲ 

(Cell Name) ȣȿȋȮ șӻԇȠȳɇ Șȴ ȓȆȣȴ șӻԇȠȳɇ- 
ü ȍȼșɇ ȰȿȪ ȊȮ ȍȼ ȼɇȶ șɇ șȿȬʷȴ Ȯɇ ȯӻȶ Ƚʿȥȶ ȼɇ ȥʸɈț șȴșɇ ȥɇȣȿ ȶɇ ȼșȨɇ ȽɈ- 

× ȉțȴ ȊȮ ȮɇѸ (Paste) Ȳʼ ɀȮΙȴ (Picture) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșȿ ȥɇȣȿ ɀȮΙȴ ȯɉȲʽȣ (Picture 
Format) Ȳʼ Ȋ Ƞȿȳɇțȿ- 
ü ȋȼ ɀȮΙȴ (Picture) șɇ ԇȶȓ ȊȮșɋ ȯɉȲʽȣ ȣɅȰ (Format Tab) Ȋȓțȿ. ȠȽ֤ȼɇ ȊȮ ȍȼ ɀȮΙȴ Ȯɇ 
ȯɉȲʽɀȣȆț (Formatting) șȴ ȼșȨɇ Ƚɋ- 

× ȉțȴ ȊȮșȿ ȥɇȣȿ ɀȮΙȴ (Picture) Ȳʼ ȊȬɇ șɇ ȰȿȪ ȱɁ ȊȮ ȍȼɇ ȉȮ ȣɃ ȥɇȣ (Up To Date) ȴȚȬȿ ȞȿȽȨɇ Ƚɋ, 
Ȩɋ ȊȮ ԇȶȆӊȥ ɀȮΙȴ (Linked Picture) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 
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ȉțȴ ȊȮ ȮɇѸ ѽɇȺȶ (Paste Special) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ΎӻȬȺɉȣ 008 șӻ ȨȴȽ ȮɇѸ ѽɇȺȶ (Paste 
Special) șȿ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- ȳȽ֤Ȯɇ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ ȮɇѸ (Paste) șɇ ȉȆȪȴ șɇ ȕЕЉ ȽȲȬɇ ȪɇȚ ԇȶȓ 
ȽɈ- ȉȰ ȽȲ ȕȮȴɇȺЉ (Operations) șɇ ȉȆȪȴ șɇ ȕЕЉ ȪɇȚ ȶɇȨɇ ȽɈ- 

 

 

Screenshot 120 
 

× Ȫɋѹ֠, ԌѵȮ ЪʿΪ (Skip Blanks) ȼɇ ȊȮ ԇȼȯ̫  ԇȠȬ ȼɇѕ Ȳʼ ȥɇȣȿ ȽɈ- ȍЊʼ ȽɁ șɉȮɁ (Copy) șȴ ȼșȨɇ ȽɈ. 
ü ȉțȴ ȊȮ ΎӻȬȺɉȣ 01/ Ȳʼ șɉȶȲ A ȼɇ ȥɇȣȿ șɉȮɁ (Copy) șȴșɇ șɉȶȲ C Ȳʼ ȮɇѸ (Paste) șȴȨɇ Ƚɋ, 
Ȩɋ Ъʼș ȼɇѕ (Blank Cells) ȱɁ Ȋ Ƞȿȳʼțɇ- 

ü ȋȬ Ъʼș ȼɇѕ (Blank Cells) șɋ ȟɋɒ șɇ Ȱȿɀș șȿ ȥɇȣȿ ԁȴГɇȼ (Replace) șȴȬɇ șɇ ԇȶȓ ȊȮ ȥɇȣȿ 
șɉȮɁ șȴȬɇ șɇ ȰȿȪ ȮɇѸ șȴȨɇ ȼȲȳ ԌѵȮ ЪʿΪ (Skip Blanks) șɋ Ȟɇș șȴșɇ ȗșɇ (OK) șȴɇ- 
 

× ȉțȴ ȊȮșɋ ȬȆȰȼʷ (Numbers) șɇ ȥɇȣȿ Ȳʼ șɂȟ ȬȆȰȼʷ (Numbers) ȰɓȿȬɇ ȽɈ Ȩɋ, 
ü ԇȠȨȬɇ ȬȆȰȼʷ ȰɓȿȬɇ ȽɈ ȍȼɇ ȓș ȼɇȶ Ȳʼ ȣȿȋȮ șȴșɇ șɉȮɁ (Copy) șӻԇȠȳɇ- 
ü ɀȯȴ ԇȠȼ ȬȆȰȼʷ Ȳʼ ȰɓȿȬɇ ȍȼ șɇ ȼɇȶ (Cell) ȳȿ ȼɇȶ ȴʼȠ (Cell Range) șɋ ԇȼȶɇΜ șӻԇȠȳɇ- 
ü ɀȯȴ ȊȮ ȮɇѸ ѽɇȺȶ (Paste Special) Ȳʼ Ƞȿ șɇ Ȕȥ (Add) șȴșɇ ȗșɇ (OK) șӻԇȠȳɇ- 

 
× ȋȼɁ ȨȴȽ ȼӚȣyɈΜ (Subtract) ȼɇ ȍȨȬɇ ȬȆȰȼʷ Ȝȣȿ ȼșȨɇ Ƚɋ- 
× ȲԍхГȿȳ (Multiply) ȼɇ ȍȨȬɇ ȬȆȰȼʷ ȼɇ ȲԍхГȿȳ (Multiply) șȴ ȼșȨɇ Ƚɋ- 
× Șȴ ɀȥȹȿȋȥ (Divide) ȕЕȬ ȼɇ ɀȥȹȿȋȥ (Divide) șȴ ȼșȨɇ Ƚɋ- Back to Index 
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ȉϴȿȳ 6: Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) 
Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) șӻ ȲȪȪ ȼɇ ɀșȼɁ ȱɁ ˙șȿȴ șɇ ȯɉйɂʷȶȿ (Formula) șȿ ȍȮȳɋț ɀșȳɇ ԃȰȬȿ ȽȲ 

ȨɂȴȆȨ ȼȿȴ֢ԇȺȨ ȼȲȴȿȋӪȥ ȴɇșɉȥʷ (Summarized Record) ̇ȿЍ șȴ ȼșȨɇ Ƚʿ. 

  

Ȯȿȋȹɋȣ ȣɇȰȶ ȋЉȣʷ șȴȬɇ șɇ ԇȶȓ (To Insert Pivot Table), 

× Ctrl + A ȼɇ ԇȠȨȬȿ ȥɇȣȿ ȽɈ, ȍȨȬȿ ȥɇȣȿ ԇȼȶɇΜ șӻԇȠȳɇ- 
 

 

Screenshot 121 
× ȍȼșɇ ȰȿȪ ȋЉȣʷ (Insert) ȣɅȰ Ȳʼ ȣɇȰѕ (Tables) ̩ ɂȮ șɇ ȉȆȪȴ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot 

Table) Ȯɇ ԒΧș șӻԇȠȳɇ- 

 

Screenshot 122 

Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) șɇ ԇȶȓ șɂȟ ȰȿȨɇ ϴȿȬ Ȳʼ 
ȴȚȬȿ ȠӇȴӯ ȽɈ- 

Ƚȴ șɉȶȲ șɇ ԇȶȓ ȉȶț ȉȶț ȽɈɀȥȆț Ƚɋ- ɀșȼɁ ȱɁ 
șɉȶȲ șȿ ȽɈɀȥȆț ȲȠʷ (Merge) ȬȽ֣ ȽɋȬȿ ȞȿԂȽȓ-  
ȊȮșɇ ȥɇȣȿ Ȳʼ ȮɃȴȿ ȴɋ (Row) ȳȿ șɉȶȲ (Column) Ъʼș 
(Blank) ȬȽ֣ ȽɋȬȿ ȞȿԂȽȓ- 
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× Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 011 șӻ ȨȴȽ ɀˊȓȣ Ȯȿȋȹɋȣ ȣɇȰȶ (Create 
Pivot Table) șȿ ȥȿȳȶɉț ȰɉΪ ԂȪȚȿȌ Ȫɇțȿ- 

× ȳȽ֤Ȯɇ ȊȮșɋ ȞɃɑ ȪɁ ȥɇȣȿ ȪɈȣ ȳɃ ȹ֢ȣ ȣɃ ȓȬȿȶȿȋȠ (Choose The Data That You Want to Analyze) 
Ȳʼ ԇȼȶɇΜ ȉ ȣɇȰȶ Șȴ ȴʼȠ (Select a Table or Range) Ȳʼ ȥɇȣȿ ԇȼȶɇΜ șӻԇȠȳɇ- 
ü ȉțȴ ȊȮȬɇ ȮȽȶɇȼɇ ȥɇȣȿ ԇȼȶɇΜ ɀșȳȿ ȽɈ, Ȩɋ Ȥӵș ȹȴȬȿ ȊȮ ȳȽ֤Ȯɇ ȣɇȰȶ.ȴʼȠ (Table/Range) ԇȼȶɇΜ 
șȴ ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮșɇ ȓΪȣȬʷȶ ȼɋȼʷ (External Source) Ȳʼ ȥɇȣȿ ȽɈ, Ȩɋ ȊȮ ȳɃɑ ȓȬ ȓΪȣȬʷȶ ȥɇȣȿ ȼɋȼʷ 
(Use an External Data Source) Ȯɇ ԒΧș șȴșɇ ȶɇ ȼșȨɇ Ƚɋ- 

× ȍȼșɇ ȰȿȪ ȞɃɑ ўɇȉȴ ȳɃ ȹ֢ȣ ȪɁ Ȯȿȋȹɋȣ ȣɇȰȶ ԁȴȮɋȣʷ ȣɃ ȰɁ Гɇӥȥ (Choose Where You Want the 
Pivot Table Report to be Placed) ȼɇ ȊȮ Ȯȿȋȹɋȣ ȣɇȰȶ șȿ ȶɋșɇȺȬ (Location) ȼɇȣ șȴ ȼșȨɇ Ƚɋ- 
ü ȉțȴ ȊȮȬɇ ȮȽȶɇȼɇ ȺɁȣ ȶɇ ȴȚɁ ȽɈ, Ȩɋ ȊȮ ȓԌδԋѸȆț ȹș̫ ȺɁȣ (Existing Worksheet) Ȯɇ ԒΧș 
șȴșɇ ȍȼ ȹș̫ ȺɁȣ șȿ ȶɋșɇȺȬ (Location) ԇȼȶɇΜ șӻԇȠȳɇ- 

ü ȳȿ ɀȯȴ ȊȮ ІɃ ȹș̫ ȺɁȣ (New Worksheet) ȴȚșɇ ȗșɇ (OK) șȴȬɇ Ȯɇ Ȯȿȋȹɋȣ ȣɇȰȶ ȬȌ ȹș̫ ȺɁȣ Ȳʼ 
ȗȮȬ Ƚɋțȿ- 
 

 

Screenshot 123 
 

× ΎӻȬȺɉȣ 012 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȬȌ ȹș̫ ȺɁȣ Ȳʼ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) ȗȮȬ Ƚɂȹȿ ȽɈ- 
× ΎӻȬȺɉȣ 012 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. Ȯȿȋȹɋȣ ȣɇȰȶ șȿ ȬȿȲ (Pivot Table Name) ȊȮșɋ ԂȪȚȿȌ Ȫɇțȿ- 
× Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) șȿ ԁȴȮɋȣʷ ȰȬȿȬɇ șɇ ԇȶȓ ȽȲɇ ɔӻчɍȼ (Fields) șӻ ȠӇȴȨ ȽɈ, Ƞɋ ȊȮșɋ ȺɁȣ 
șɇ ȴȿȋȣ ȼȿȋȥ Ȳʼ ԂȪȚȿȌ Ȫɇțȿ- 

× ȳɇ ɔӻчɍȼ (Fields) Șȴ șɂȟ ȬȽ֣ ȰԎр ȊȮșȿ Ƞɋ ȥɇȣȿ ȽɈ. ȍȼșɇ șɉȶȲ ȽɇɀȥȆο (Column Headings) ȽɈ- 
× ȋȼ ȯӻч (Field) șɇ ԃȬȞɇ ȊȮșɋ 3 ȉȶț ȉȶț ȓԁȴȳȿ (Area) ԂȪȚȿȌ Ȫʼțɇ. ȠȽȿ ȊȮ ɔӻчɍȼ (Fields) șɋ 
ȥʸɈț șȴșɇ ȥʸɉȮ (Drag & Drop) șȴ ȼșȨɇ Ƚɋ- 

× Ƞɋ ɔӻчɍȼ (Fields) ȊȮ ȥʸɈț șȴɋțɇ. ȍȼșɇ ȉșɉɀȥʹț ȊȮșɋ ԁȴȠх ԃȲȶȬɇ ȹȿȶȿ ȽɈ- 
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× ȳȽ֤Ȯɇ ΎӻȬȺɉȣ 013 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ̨ʿȥ (Brand) șɋ ȴɋ șɇ ȓԁȴȳȿ (Row Area) Șȴ Ψ֢ɀȣȣɁ 
(Quantity) șɋ ȹɈёɃȠ șɇ ȓԁȴȳȿ (Values Area) Ȳʼ ȥʸɈț șȴșɇ ȥʸɉȮ ɀșȳȿ ȽɈ- 

× ΎӻȬȺɉȣ 013 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) Ȳʼ Ψ֢ɀȣȣɁ (Quantity) șɇ ԇȶȓ ȼȲ 
ȕɔ Ψ֢ɀȣȣɁ (Sum of Quantity) Ȋȳȿ ȽɈ- 

× ȹɈёɃȠ ȓԁȴȳȿ (Values Area) Ȳ̓ ȥyɉȮ ɀșȳɇ Ƚɂȓ Ψ֢ɀȣȣɁ (Quantity) șɇ ȓȴɋ (Arrow) Ȯɇ ԒΧș șӻԇȠȳɇ- 
× ɀȯȴ ȊȮșɇ ȼȿȲȬɇ ԇȶѸ ȊȓțɁ. ȹȽ֤Ȯɇ ȹɈёɃ ȯӻч ȼɇɀȣȆο (Value Field Settings) Ȯɇ ԒΧș șӻԇȠȳɇ- 
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× ȍȼșɇ ȰȿȪ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 014 șӻ ȨȴȽ ȹɈёɃ ȯӻч ȼɇɀȣȆο (Value Field Settings) șȿ 
ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 

× ȊȮ ȹȽ֤Ȯɇ ȼȲ ȕɔ Ψ֢ɀȣȣɁ (Sum of Quantity) șɇ ȰȪȶɇ Ψ֢ɀȣȣɁ șȿ șȿȍȆȣ (Count), ȓȹȴɇȠ 
(Average), ȲɈΪ (Max) ȳȿ ԃȲȬ (Min) Ȕȼɇ ȹɈёɃȠ ԃȬșȿȶ ȼșȨɇ Ƚɋ- 

× ȓԁȴȳȿ (Area) șɇ ȉȆȪȴ ȊȮ Ƞɋ ȞȿȽɇ ȯӻч ȥʸɈț ȓȆȥ ȥʸɉȮ (Field Drag & Drop) șȴ ȼșȨɇ Ƚɋ- 
× ȊȮ șɉȶȲ șɇ ȓԁȴȳȿ (Column Area) Ȳʼ ȯӻч ȥʸɈț șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ șɉȶȲ Ȳʼ ȱɁ ԁȴȮɋȣʷ ԃȲȶɇțȿ- 
× Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) ȋЉȣʷ (Insert) șȴȬɇ șɇ ԇȶȓ ȊȮ Rx¡ * _ * g ȱɁ ˙ɇȼ șȴ ȼșȨɇ Ƚɋ-                                                             
 Alt N V
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× ȉțȴ ȊȮ ȹɈёɃȠ șɇ ȓԁȴȳȿ (Values Area) Ȳʼ ȣɇ̶ șȿ ȯӻч (Text Field) ȥʸɈț șȴȨɇ Ƚɋ, 
×  Ȩɋ ȊȮșɋ ȍȼ ȣɇ̶ șɇ șȿȍȆȣ (Count) ԃȲȶʼțɇ- 
× ȊȮ ȴɋ ȶɇȰѕ (Row Lables) ȳȿ șɉȶȲ ȶɇȰѕ (Column Lables) Ȳʼ ȼɇ ɀɔхȴ (Filter) Ȩɋ ȉГȿȌ șȴ 
ȼșȨɇ Ƚɋ. ȶɇɀșȬ ȓԁȴȳȿ Ȳʼ ɀɔхȴ (Filter in Area) șɈȼɇ ȋѹɇȲȿȶ ȽɋȨȿ ȽɈ, ȳɇ ȽȲ ȪɇȚȨɇ ȽɈ- 

× ȠȰ ȊȮ Ȯȿȋȹɋȣ ȣɇȰȶ ȋЉȣʷ (Inserting Pivot Table) șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ ȽȲɇȺȿ 1 ȴɋ ȟɋɒ șɇ ȽɁ Ȯȿȋȹɋȣ 
ȣɇȰȶ ȶɇȬȿ ȽɈ- 
ü ȠȰ ȊȮ ІɃ ȹș̫ ȺɁȣ (New Worksheet) Ȳ ̓Ȯȿȋȹɋȣ ȣɇȰȶ ȋЉȣʷ șȴȨɇ Ƚɋ, Ȩɋ ȹɋ ȕȣɋȲɅɀȣșȶɁ  1 ȴɋ 
ȟɋɒ șɇ ȋЉȣʷ ȽɋȨȿ ȽɈ- 

ü ȓɀӌɑԋѸȆț ȹș̫ ȺɁȣ (Existing Worksheet) șɇ ԇȶȓ ȊȮ ȠȰ Ȯȿȋȹɋȣ ȣɇȰȶ șȿ ȶɋșɇȺȬ 
(Location) ԇȼȶɇΜ șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ 1 ȴɋ ȟɋɒȬȿ Ƚɋțȿ- 

× ȠȰ ȊȮ ȍȼ ɀɔхȴ ȓԁȴȳȿ (Filter Area) Ȳʼ șɋȌ ȯӻч (Field) ȥʸɈț șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɋ ȍȼ Ȯȿȋȹɋȣ ȣɇȰȶ 
șɇ ȎȮȴ ȹɋ ɀɔхȴ ȓԁȴȳȿ (Filter Area) șȿ șȆȣʼȣ (Content) ԂȪȚȿȌ Ȫɇțȿ- 
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× ΎӻȬȺɉȣ 015 Ȳʼ ȴӯȠȬ (Region) șȿ ɀɔхȴ (Filter) Ȯȿȋȹɋȣ ȣɇȰȶ șɇ ȎȮȴ ȊȮșɋ ԂȪȚȿȌ Ȫɇțȿ- 
× ȊȮ ȍȼ ȴӯȠȬ șɇ ɀɔхȴ Ȯɇ ԒΧș șȴșɇ ѽɇԇȼɀȯș ȴӯȠȬ șȿ ԁȴȮɋȣʷ ȪɇȚ ȼșȨɇ Ƚɋ- 
× ȉțȴ ȊȮșɋ ȍȬ ȴӯȠȬ șɇ ȉȶț ȉȶț ȺɁȣ Ȯɇ ȉȶț ȉȶț ԁȴȮɋȣɍʷȼ ȞȿԂȽȓ Ȩɋ, 
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ü ȊȮșɋ ȓȬȿȶȿȋȠ (Analyze) ȣɅȰ Ȳʼ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) ̩ɂȮ Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȕЕЉ 
(Options) Ȯɇ ԒΧș șȴȬȿ Ƚɋțȿ- 

ü ȍȼ ȕЕЉ (Options) Ȳʼ ȊȮșɋ Ⱥɋ ԁȴȮɋȣʷ ɀɔхȴ ȮɇȠɇȼ (Show Report Filter Pages) Ȯɇ ԒΧș 
șȴȬȿ Ƚɋțȿ- 
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ü Ⱥɋ ԁȴȮɋȣʷ ɀɔхȴ ȮɇȠɇȼ (Show Report Filter Pages) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȊȮșɇ ȼȿȲȬɇ 
ΎӻȬȺɉȣ 017 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 

ü ȹȽ֤Ȯɇ ȴӯȠȬ (Region) șɋ ԇȼȶɇΜ șȴșɇ ȗșɇ (OK) șȴȨɇ ȽɁ Ƚȴ ȓș ȴӯȠȬ șɇ ԇȶȓ ȉȶț ȉȶț ȺɁȣ Ȯɇ 
Ȯȿȋȹɋȣ ȣɇȰȶ Ȋ Ƞȿȳɇțȿ- 

ü Ⱥɋ ԁȴȮɋȣʷ ɀɔхȴ ȮɇȠɇȼ (Show Report Filter Pages) șȿ ȕЕȬ ȊȮșɋ ȨȱɁ ȽȿȌȶȿȋȣ Ƚɋțȿ ȠȰ 
ȊȮȬɇ ɀɔхȴ ȓԁȴȳȿ (Filter Area) Ȳʼ șɋȌ ȯӻч (Field) Ȕȥ șӻ ȽɋțɁ- 
 

× ȊȮ ȋȬ ȺɁȣɍȼ (Sheets) șɋ Shift ȰȣȬ ˙ɇȼ șȴșɇ ȶȿѸ ȺɁȣ (Last Sheet) Ȯɇ ԒΧș șӻԇȠȳɇ- 
× ɀȯȴ ȹɋ ȼȿȴɇ ȺɁȣɍȼ ԇȼȶɇΜ Ƚɋ ȠȿȬɇ șɇ ȰȿȪ ȴȿȋȣ ԒΧș șȴșɇ ȊȮ ɀȥȶɁȣ (Delete) șȴ ȼșȨɇ Ƚɋ- 
× ȊȮ ΎӻȬȺɉȣ 016 Ȳʼ Ȯȿȋȹɋȣ ȣɇȰȶ ȬɇȲ (PivotTable Name) Ȳʼ ȼɇ Ȯȿȋȹɋȣ ȣɇȰȶ șȿ ȬȿȲ ȰȪȶ ȼșȨɇ Ƚɋ- 
× Ȫɋѹ֠, Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) șɇ ȕЕȬ (Option) șɇ ԇȶȓ ȊȮșɋ ΎӻȬȺɉȣ 016 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ 
ȹȿȶɇ ȕЕЉ (Options) Ȯɇ ԒΧș șȴȬȿ Ƚɋțȿ- 

× ȳȿ ɀȯȴ ȊȮ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) Ȯɇ ȴȿȋȣ ԒΧș (Right Click) șȴșɇ Ȯȿȋȹɋȣ ȣɇȰȶ ȕЕЉ 
(Pivot Table Options) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 
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× ΎӻȬȺɉȣ 018 șӻ ȨȴȽ Ȯȿȋȹɋȣ ȣɇȰȶ ȕЕЉ (Pivot Table Options) șȿ ȥȿȳȶɉț ȰɉΪ ȊȮșɇ ȼȿȲȬɇ 
Ȋ Ƞȿȳɇțȿ- 

×  ȳȽ֤Ȯɇ ȊȮ ȶɇȊȍȣ ȓȆȥ ȯɉȲʽȣ (Layout & Format) ȣɅȰ șɇ ȉȆȪȴ, 
 

ü ȲȠʷ ȓȆȥ ȼʼȣȴ ȼɇѕ ԃȹȩ ȶɇȰѕ (Merge And Cente 
ü r Cells With Labels) șɋ Ȟɇș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ Ȯȿȋȹɋȣ ȣɇȰȶ șɇ ȽɇɀȥȆο, ȼɇȶ șɇ ȼʼȣȴ Ȳʼ ȊȮșɋ 
ԂȪȚȿȌ Ȫʼțɇ- 

ü ȉțȴ Ȯȿȋȹɋȣ ȣɇȰȶ Ȳʼ șȽɁ ȓȴȴ (Error) ԂȪȚȿȌ Ȫɇ ȴȽȿ ȽɈ, Ȩɋ ȯɉȴ ȓȴȴ ȹɈёɃȠ Ⱥɋ (For Error Values 
Show) ȼɇ ȍȼ ȓȴȴ (Error) șɇ ȰȪȶɇ ȊȮ șɋȌ ȱɁ ȹɈёɃ (Value) ԂȪȚȿ ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȼɇѕ Ъʼș (Cells Blank) ȽɈ, Ȩɋ ȊȮ ȯɉȴ ȓӜЌɁ ȼɇѕ Ⱥɋ (For Empty Cells Show) ȼɇ ȍȼ 
Ъʼș ȼɇѕ (Blank Cells) Ȳʼ ȹɈёɃ (Value) ԂȪȚȿ ȼșȨɇ Ƚɋ- 

ü ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩȼ ȕȬ ȉȮȥɇȣ (AutoFit Column Widths on Update) ȼɇ ȊȮ Ƞɋ ȱɁ ȥɇȣȿ 
ȉȮȥɇȣ (Update) șȴɋțɇ. ȍȼ ȥɇȣȿ șɇ ԂȽȼȿȰ ȼɇ ȼɇѕ ȓȥȠѸ Ƚɋ ȠȿȓțɁ- 
 

× ȊȮ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) Ȳʼ ȼɇ ˌʿȥ ȣɋȣȶ (Grand Total) șȿ ȴɋ (Row) Șȴ șɉȶȲ (Column) 
ȽȿȌȥ (Hide) șȴȬȿ ȞȿȽȨɇ Ƚɋ Ȩɋ, 
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ü Ȯȿȋȹɋȣ ȣɇȰȶ ȕЕЉ (Pivot Table Options) șɇ ȣɃѕ ȓȆȥ ɀȯхȼʷ (Tools & Filters) ȣɅȰ Ȳʼ 
Ƞȿȋȳɇ- 

ü Ⱥɋ ˌʿȥ ȣɋȣѕ ȯɉȴ ȴɋɑ (Show Grand Totals For Rows) șɋ ȉȬȞɇș (Uncheck) șȴșɇ ȊȮ 
Ȯȿȋȹɋȣ ȣɇȰȶ șɇ ȶȿѸ șɉȶȲ (Last Column) Ȳʼ ȊȬɇ ȹȿȶɁ ȴɋ șӻ ȣɋȣȶ (Row Total) ȽȿȌȥ (Hide) 
șȴ ȼșȨɇ Ƚɋ- 

ü Ⱥɋ ˌʿȥ ȣɋȣѕ ȯɉȴ șɉȶн (Show Grand Totals For Columns) șɋ ȉȬȞɇș (Uncheck) șȴșɇ 
ȊȮ Ȯȿȋȹɋȣ ȣɇȰȶ șɇ ȶȿѸ ȴɋ (Last Row) Ȳʼ ȊȬɇ ȹȿȶɁ șɉȶȲ șӻ ȣɋȣȶ (Column Total) ȽȿȌȥ 
(Hide) șȴ ȼșȨɇ Ƚɋ- 
 

× Ȯȿȋȹɋȣ ȣɇȰȶ ȕЕЉ (Pivot Table Options) șɇ ɀȥӥГɇ (Display) ȣɅȰ Ȳʼ, 
ü Χȿԇȼș Ȯȿȋȹɋȣ ȣɇȰȶ ȶɇȊȍȣ (Classic Pivot Table Layout) șɋ Ȟɇș șȴșɇ ȊȮ Ȯȿȋȹɋȣ ȣɇȰȶ 

(Pivot Table) șɋ Χȿԇȼș ȶɇȊȍȣ (Classic Layout) Ȳʼ ԂȪȚȿ ȼșȨɇ Ƚɋ- 
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Á ΎӻȬȺɉȣ 02/ Ȳʼ ȊȮ Χȿԇȼș ȶɇȊȍȣ (Classic Layout) ȪɇȚ ȼșȨɇ Ƚɋ- 
Á ȳȽ֤Ȯɇ ȊȮ ɔӻчɍȼ (Fields) șɋ ȥȿȳȴɇΜȶɁ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) Ȳʼ ȥʸɉȮ șȴ ȼșȨɇ Ƚɋ- 

 
ü ȊȮ ȯӻч ԇȶѸ Ȳʼ ȼɉȣʷ ȓ ȣɃ ȡɇɒ (Sort A to Z) ȳȿ ɀȯȴ ȼɉȣʷ ȋȬ ȥɇȣȿ ȼɋȼʷ ȕȥʷȴ (Sort in Data 

Source Order) ȼɇ ȯӻч ԇȶѸ ȱɁ ȼɉȣʷ (Sort Field List) șȴ ȼșȨɇ Ƚɋ- 
ü Ⱥɋ ȓΪȮȿϼ.șɋȶɅЖ ȰȣЉ (Show Expand/Collapse Buttons) șɋ ȉȬȞɇș (Uncheck) șȴșɇ 
ȊȮ ȽȿȌȥ (Hide) șȴ ȼșȨɇ Ƚɋ- 

ü Ȯȿȋȹɋȣ ȣɇȰȶ Ȳʼ șȽɁ ȱɁ ȊȮ șȼʷȴ ȴȚȨɇ ȽɁ ɀȥȣɇѕ ȊȨɁ ȽɈ. ȍȼɇ ȊȮ Ⱥɋ șȆȣɇΪȣɂȉȶ ȣɃȶɀȣЖ 
(Show Contextual Tooltips) șɋ ȉȬȞɇș (Uncheck) șȴșɇ ȰȆȪ șȴ ȼșȨɇ Ƚɋ- 

ü ɀȥӥГɇ ȯӻч șɅЕЉ ȓȆȥ ɀɔхȴ ȥʸɉȮ ȥȿȍЉ (Display Field Captions & Filter Drop Downs) 
șɋ ȉȬȞɇș (Uncheck) șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ ɀɔхȴ ȰȣЉ (Filter Buttons) ȽȿȌȥ (Hide) Ƚɋ Ƞȿȳʼțɇ- 
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× ɀ˙ȆɀȣȆț (Printing) ȣɅȰ Ȳʼ, 
ü ȊȮșȿ Ȯȿȋȹɋȣ ȣɇȰȶ Ȱɒȿ ȽɈ Șȴ ԁȴȮɁȣ ȴɋ ȶɇȰѕ ȕȬ ȋȞ ɀ˙Ȇȣɇȥ ȮɇȠ (Repeat Row Labels On 

Each Printed Page) Ȟɇș (Check) Ƚɋ, Ȩɋ ȊȮșɇ ȴɋ ȶɇȰѕ (Row Labels) Ƚȴ ȓș ȮɇȠ Ȳ ̓ԁȴȮɁȣ 
Ƚ֠țɇ- 

ü ȼɇȣ ɀ˙Ȇȣ ȣȿȋȣѕ (Set Print Titles) ȼɇ ȊȮ ɀ˙Ȇȣ ȣȿȋȣȶ (Print Title) ȼɇȣ șȴ ȼșȨɇ Ƚɋ- 
ü Ȯȿȋȹɋȣ ȣɇȰȶ Ȳʼ ȓΪȮȿϼ.șɋȶɅЖ ȰȣЉ (Expand/Collapse Buttons) ԂȪȚ ȴȽɇ Ƚɋ, Ȩɋ ȍЊʼ ɀ˙Ȇȣ 
șȴȬɇ șɇ ԇȶȓ ȊȮ ɀ˙Ȇȣ ȓΪȮȿϼ.șɋȶɅЖ ȰȣЉ ўɇȬ ɀȥӥГɇȥ ȕȬ Ȯȿȋȹɋȣ ȣɇȰȶ (Print 
Expand/Collapse Buttons When Displayed On Pivot Table) șɋ Ȟɇș (Check) șȴ ȼșȨɇ 
Ƚɋ- 
 

× Ȯȿȋȹɋȣ ȣɇȰȶ ȕЕЉ (Pivot Table Options) șɇ ȥɇȣȿ (Data) ȣɅȰ Ȳʼ, 
ü ԁȴ ɇ̊ Ⱥ ȥɇȣȿ ўɇȬ ȗȮԃȬȆț ȪɁ ȯȿȋȶ (Refresh Data When Opening the File) șɋ Ȟɇș (Check) 
ȴȚȨɇ Ƚɋ Ȩɋ, 
Á ȠȰ ȱɁ ȊȮ ȲɇȬ ȼɋȼʷ (Main Source) Ȳʼ ȉȮȥɇȣ (Update) șȴșɇ ȹș̫ Ȱɂș ΧɋȠ șȴȨɇ Ƚɋ Șȴ 
ȪɋȰȿȴȿ ȗȮȬ șȴȨɇ Ƚɋ, Ȩɋ ȊȮșȿ Ȯȿȋȹɋȣ ȣɇȰȶ ԁȴ ɇ̊Ⱥ Ƚɋ Ƞȿȳɇțȿ- 

ü ȼɇȹ ȼɋȼʷ ȥɇȣȿ ԃȹȩ ȯȿȋȶ (Save Source Data With File) Ȟɇș (Check) ȽɋȬɇ Ȯɇ ȯȿȋȶ șɇ ȼȿȩ 
ȼɋȼʷ ȥɇȣȿ (Source Data) ȼɇȹ (Save) Ƚɋțȿ- 

ü ȋȬɇȰȶ Ⱥɋ ɀȥȣɇѕ (Enable Show Details) ȼɇ Ȯȿȋȹɋȣ ȣɇȰȶ șӻ ɀȥȣɇѕ (Details) ԂȪȚȿȌ ȪɇțɁ- 
 

× ȉх ȣɇ̶ (Alt Text) Ȳʼ ȣȿȋȣȶ (Title) Șȴ ɀȥԋΎЕȬ (Description) Ȫɇ ȼșȨɇ Ƚɋ- 
× ȊȮ ȉțȴ ȲɇȬ ȼɋȼʷ (Main Source) Ȳʼ ȥɇȣȿ ȉȮȥɇȣ (Update) șȴȨɇ Ƚɋ, Ȩɋ ȹɋ Ȯȿȋȹɋȣ ȣɇȰȶ ȉȮȥɇȣ (Pivot 

Table Update) ȬȽ֣ ԂȪȚȿȌ Ȫɇțȿ- 
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ü ȋȼșɇ ԇȶȓ ȓȬȿȶȿȋȠ (Analyze) ȣɅȰ Ȳʼ ȥɇȣȿ (Data) ̩ ɂȮ șɇ ԁȴ ɇ̊ Ⱥ (Refresh) ȳȿ ԁȴ ɇ̊ Ⱥ ȕȶ 
(Refresh All) ȼɇ ȊȮ ȥɇȣȿ ȉȮȥɇȣ (Update) șȴ ȼșȨɇ Ƚɋ. 

http://www.coursepe.com/
www.coursepe.in


 

  77 
 

COURSEPE Microsoft Excel Basic to Advance 

www.coursepe.com | www.coursepe.in 

 

ü ȮɂȴȿȬɇ ȲȿȋˊɋȼɉИ ȹȥʷ Ȳʼ ȊȮ ȥɇȣȿ (Data) ȣɅȰ șɇ șȬɇΩȆȼ (Connections) ̩ ɂȮ ȼɇ ȱɁ ԁȴ ɇ̊ Ⱥ 
(Refresh) șȴ ȼșȨɇ Ƚɋ- 

 

Ȫɋѹ֠, ȓȬȿȶȿȋȠ (Analyze) ȣɅȰ șɇ ɀɔхȴ (Filter) ̩ ɂȮ Ȳʼ, 

 

Screenshot 132 
 

× ȋЉȣʷ ҂ȿȋȼȴ (Insert Slicer) ȼɇ ȊȮ ҂ȿȋȼȴ (Slicer) ȶɇ ȼșȨɇ Ƚɋ- 
ü ȉțȴ ȊȮșɇ ȺɁȣ (Sheet) Ȳʼ ȲхɁȮȶ Ȯȿȋȹɋȣ ȣɇȰȶ ȽɈ, Ȩɋ ԇȠȼ Ȯȿȋȹɋȣ ȣɇȰȶ Ȳʼ ȊȮ șȼʷȴ ȴȚȨɇ Ƚɋ 
ȍȼșȿ ҂ȿȋȼȴ (Slicer) ȊȮ ȶɇ ȼșȨɇ Ƚɋ- 

ü ȋЉȣʷ ҂ȿȋȼȴ (Insert Slicer) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ȊȮșɇ ȼȿȲȬɇ șɉȶн ԇȶѸ (Columns List) 
ȊȓțɁ- 

ü ȹȽ֤ȼɇ ȊȮ Ƞɋ ȞȿȽɇ ȍȼ șɉȶȲ (Column) șȿ ҂ȿȋȼȴ (Slicer) ȶɇ ȼșȨɇ Ƚɋ- 
ü Ȫɋѹ֠, ΎӻȬȺɉȣ 022 Ȳʼ ȊȮ ҂ȿȋȼȴ (Slicer) ȪɇȚ ȼșȨɇ Ƚɋ- 
ü ҂ȿȋȼȴ (Slicer) ȶɇȬɇ șɇ ȰȿȪ ȊȮșɋ Ƞɋ ȥɇȣȿ ԂȪȚȿȬȿ ȽɈ, ȍȼɇ ԇȼȶɇΜ șӻԇȠȳɇ- 
ü ȉțȴ ȊȮșɋ ҂ȿȋȼȴ (Slicer) Ȳʼ ȼɇ ȲхɁȮȶ ȥɇȣȿ ԂȪȚȿȬȿ ȽɈ, Ȩɋ ȊȮ Ctrl ȰȣȬ ˙ɇȼ șȴșɇ ȳȿ ȲхɁ 
ԇȼȶɇΜ (Multi Select) ȕЕȬ ȼɇ ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ- 

ü ȊȮ ȲхɁȮȶ ҂ȿȋȼȴ (Multiple Slicer) ȶɇ ȼșȨɇ Ƚɋ Ƞɋ ɀɔхȴ (Filter) șȿ șȿȲ șȴȨȿ ȽɈ- 
ü ҂ȿȋȼȴ (Slicer) Ȳʼ ԒΧȳȴ ɀɔхȴ (Clear Filter) ȼɇ ȊȮ ɀɔхȴ ԒΧȳȴ șȴ ȼșȨɇ Ƚɋ- 

 

 

 

 

 

 

 

 

× ҂ȿȋȼȴ ȋЉȣʷ șȴȬɇ Ȯɇ ȊȮșɋ ҂ȿȋȼȴ ȣɃѕ (Slicer Tools) șȿ ȕЕЉ (Options) ȣɅȰ ԂȪȚȿȌ Ȫɇțȿ- 
 

Screenshot 133 
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Screenshot 134 
ü ΎӻȬȺɉȣ 023 șɇ ҂ȿȋȼȴ Ѹȿȋѕ (Slicer Styles) ȼɇ ҂ȿȋȼȴ șɋ ȊȮ ɀȥɑȿȋȬ șȴ ȼșȨɇ Ƚɋ- 
Á ȳȿ ІɃ ҂ȿȋȼȴ Ѹȿȋȶ (New Slicer Style) ȼɇ ȊȮ ҂ȿȋȼȴ șӻ ȬȌ Ѹȿȋȶ ȰȬȿ ȼșȨɇ Ƚɋ. 
 

 

Screenshot 135 
 

Á ІɃ ҂ȿȋȼȴ Ѹȿȋȶ (New Slicer Style) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 024 șӻ ȨȴȽ ȥȿȳȶɉț 
ȰɉΪ Ȋȓțȿ- 

Á ȳȽ֤ȼɇ ȊȮ ҂ȿȋȼȴ ȬɇȲ (Slicer Name) ȼɇ ҂ȿȋȼȴ șɇ ԇȶȓ ȬȿȲ Ȫɇ ȼșȨɇ Ƚɋ- 
Á Șȴ ҂ȿȋȼȴ ȓԇȶȲʼȣ (Slicer Element) Ȳʼ ȼɇ Ƚȴ ȓș ȓԇȶȲʼȣ (Element) șɋ ԇȼȶɇΜ șȴșɇ 
ȯɉȲʽȣ (Format) șȴ ȼșȨɇ Ƚɋ- 
 

 

Screenshot 136 
 

ü ΎӻȬȺɉȣ 025 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȕЕЉ (Options) ȣɅȰ șɇ ȰȣЉ (Buttons) ̩ ɂȮ Ȳʼ ȼɇ, 
Á șɉȶн (Columns) ȼɇ ȊȮ ҂ȿȋȼȴ șɋ ȲхɁГ șɉȶн Ȳʼ șЇȣʷ șȴ ȼșȨɇ Ƚɋ- 
Á Ƚȿȋȣ (Height) Șȴ ԃȹȥɍȩ (Width) ȼɇ ȊȮ ҂ȿȋȼȴ șӻ Ƚȿȋȣ Șȴ ԃȹȥɍȩ șɋ șȲ ϓȿȪȿ șȴ 
ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮșɇ Ȯȿȼ ȲхɁȮȶ ҂ȿȋȼȴ ȓș șɇ ȎȮȴ ȓș Ƚɋ Ȩɋ ȕЕЉ (Options) ȣɅȰ Ȳʼ ȉȴʼȠ 
(Arrange) ̩ ɂȮ Ȳʼ, 
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Á ԃ˛Ȇț ȯɉȴȹȥʷ (Bring Forward) ȼɇ ȊȮ ȮɁȟɇ șȿ ҂ȿȋȼȴ Ȋțɇ ȶȿ ȼșȨɇ Ƚɋ- 
Á ȼʼȥ ȰɈșȹȥʷ (Send Backward) ȼɇ Ȋțɇ șȿ ҂ȿȋȼȴ ȮɁȟɇ ȱɇȠ ȼșȨɇ Ƚɋ- 

 
 

 

Screenshot 137 
 

ü ΎӻȬȺɉȣ 026 Ȳʼ ȊȮ ȕЕЉ (Options) ȣɅȰ șȿ ҂ȿȋȼȴ (Slicer) ̩ ɂȮ ȪɇȚ ȼșȨɇ Ƚɋ- 
 

 

Screenshot 138 
 

Á ȳȽ֤Ȯɇ ҂ȿȋȼȴ ȼɇɀȣȆο (Slicer Settings) Ȯɇ ԒΧș șȴȨɇ ȽɁ ΎӻȬȺɉȣ 027 șȿ ҂ȿȋȼȴ ȼɇɀȣȆο 
șȿ ȥȿȳȶɉț ȰɉΪ ȊȮșɇ ȼȿȲȬɇ Ȋ Ƞȿȳɇțȿ- 

Á ȳȽ֤Ȯɇ ȊȮ ȽɈȥȴ (Header) șɇ șɈЕȬ (Caption) Ȳʼ ҂ȿȋȼȴ șɇ ɀȥӥГɇ ȽɈȥȴ (Display Header) 
șɋ ȰȪȶ ȼșȨɇ Ƚɋ- 

Á ȊȋȣȲ ȼɉɀȣʹț ȓȆȥ ɀɔхԁȴȆț (Item Sorting & Filtering) Ȳʼ ȼɇ ȊȮ ҂ȿȋȼȴ șɇ șȆȣʼȣɍȼ 
(Contents) șɋ ȼɉȣʷ (Sort) șȴ ȼșȨɇ Ƚɋ- 

Á ȉțȴ ȊȮșɋ ȓș ҂ȿȋȼȴ șɋ ȲхɁȮȶ Ȯȿȋȹɋȣ ȣɇȰѕ ȼɇ ԇȶȆș (Link Slicer to Multiple 
Pivot Tables) șȴȬȿ ȽɈ, Ȩɋ ȊȮ ԁȴȮɋȣʷ șȬɇΩȆȼ (Report Connections) ȼɇ șȴ ȼșȨɇ Ƚɋ- 
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Screenshot 139 
Á ԁȴȮɋȣʷ șȬɇΩȆȼ (Report Connections) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ΎӻȬȺɉȣ 028 șȿ ȥȿȳȶɉț ȰɉΪ 
ԂȪȚȿȌ Ȫɇțȿ- 

Á ȳȽ֤Ȯɇ ȊȮșɋ ȹș̫ Ȱɂș (Workbook) șɇ ȼȿȴɇ Ȯȿȋȹɋȣ ȣɇȰѕ șӻ ԇȶѸ (Pivot Tables) ȍȼșɇ ȺɁȣ 
ȬȆȰȴ (Sheet Number) șɇ ȼȿȩ ԂȪȚȿȌ ȪɇțɁ- 

Á ȊȮșɋ ԇȠȼ Ȯȿȋȹɋȣ ȣɇȰȶ șɋ ҂ȿȋȼȴ ȼɇ ȠɋɒȬȿ ȽɈ. ȍȼɇ ԇȼȶɇΜ șȴșɇ ȗșɇ (OK) șӻԇȠȳɇ- 
 

Ȫɋѹ֠, Ȯȿȋȹɋȣ ȣɇȰȶ Ȳʼ ȣȿȋȲȶȿȋȬ (Timeline) ȋѹɇȲȿȶ șȴȬȿ Ƚɋ, Ȩɋ ȥɇȣȿ șɇ ȉȆȪȴ ȥɇȣ (Date) șȿ șɉȶȲ 
ȋдɋȣʽϻ ȽɋȨȿ ȽɈ- 

× ȳȽ֤Ȯɇ ȊȮșɋ Ȯȿȋȹɋȣ ȣɇȰȶ ȋЉȣʷ șȴȬɇ șɇ ȰȿȪ ȥɇȣ șȿ șɉȶȲ (Date Column) ɀɔхȴ șɇ ȓԁȴȳȿ (Filter 
Area) Ȳʼ ȥʸɉȮ șȴȬȿ ȽɈ Șȴ Ȱȿɀș ȓԁȴȳȿ Ȳʼ ɔӻчɍȼ (Fields) Ȕȥ șȴȬɇ ȽɈ- 

× ȍȼșɇ ȰȿȪ ΎӻȬȺɉȣ 021 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȓȬȿȶȿȋȠ (Analyze) ȣɅȰ șɇ ɀɔхȴ (Filter) ̩ ɂȮ Ȳʼ ȋЉȣʷ 
ȣȿȋȲȶȿȋȬ (Insert Timeline) Ȯɇ ԒΧș șӻԇȠȳɇ- 

× ȋЉȣʷ ȣȿȋȲȶȿȋȬ (Insert Timeline) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ΎӻȬȺɉȣ 03/ șȿ ȥȿȳȶɉț ȰɉΪ Ȋ Ƞȿȳɇțȿ- 
 

 

 

 

 

 

 

 

× ȹȽ֤Ȯɇ ȥɇȣ (Date) șɋ ԇȼȶɇΜ șȴșɇ ȗșɇ (OK) șӻԇȠȳɇ- 
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Screenshot 141 
 

× ȗșɇ (OK) șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 030 șӻ ȨȴȽ ȊȮșӻ ȣȿȋȲȶȿȋȬ (Timeline) ȋЉȣʷ Ƚɋ ȠȿȓțɁ- 
× ȣȿȋȲȶȿȋȬ (Timeline) ȶɇȬɇ șɇ ȰȿȪ ȊȮ ȹȽ֤Ȯɇ ȍȼ ȣȿȋȲȶȿȋȬ șɋ ȋȳȼʷ (Years), Ψȿȣʷȼʷ (Quarters), 
ȲȆӔȼ (Months) ȳȿ ȥɇȠ (Days) Ȯɇ ȼɇȣ șȴșɇ ԁȴȮɋȣʷ Ȟɇș șȴ ȼșȨɇ Ƚɋ- 
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ȉϴȿȳ 7: Ȯȿȋȹɋȣ Ȟȿȣʷ (Pivot Chart) 
Ȫɋѹ֠, Ȯȿȋȹɋȣ Ȟȿȣʷ (Pivot Chart) șӻ ȲȪȪ ȼɇ ȊȮ ȉȮȬɇ ІɃȲɇԁȴșȶ ȥɇȣȿ (Numerical Data) șɋ ˌȿȯ 

(Graph) șӻ ȲȪȪ ȼɇ ˙ɇȠʼȣ (Present) șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 142 
× ȋȼșɇ ԇȶȓ ȊȮșɋ ȋЉȣʷ (Insert) ȣɅȰ Ȳʼ Ȟȿȣɍ̫ȼ (Charts) ̩ ɂȮ șɇ ȉȆȪȴ Ȯȿȋȹɋȣ Ȟȿȣʷ (Pivot Chart) Ȯɇ 
ԒΧș șȴȬȿ ȽɈ- 

 

Screenshot 143 
× ȍȼșɇ ȰȿȪ ΎӻȬȺɉȣ 032 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶȿ Ȯȿȋȹɋȣ Ȟȿȣʷ (Pivot Chart) șȿ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
ü ȳȽ֤Ȯɇ ȊȮ ȥɇȣȿ ԇȼȶɇΜ șȴșɇ ІɃ ȹș̫ ȺɁȣ (New Worksheet) Ȯɇ ȳȿ ȓԌδԋѸȆț ȹș̫ ȺɁȣ (Existing 

Worksheet) Ȯɇ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
 

 

Screenshot 144 
× ΎӻȬȺɉȣ 033 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ. ȊȮșɋ ІɃ ȹș̫ ȺɁȣ (New Worksheet) Ȳʼ Ȯȿȋȹɋȣ Ȟȿȣʷ (Pivot 

Chart) șɇ ȼȿȩ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) ȱɁ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȳȽ֤Ȯɇ ȊȮ ˌȿɀȯșȶɁ (Graphically) Șȴ ȬɂȲɇԁȴșȶɁ (Numerically) ԁȴȮɋȣɍʷȼ ȰȬȿ ȼșȨɇ Ƚɋ- 
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× Ȯȿȋȹɋȣ Ȟȿȣʷ (Pivot Chart) ȋЉȣʷ (Insert) șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ȓȬȿȶȿȋȠ (Analyze), ɀȥɑȿȋȬ 
(Design) Șȴ ȯɉȲʽȣ (Format) șɇ ȓ̶ʸȿ ȣɅЭ ԂȪȚȿȌ Ȫʼțɇ- 

× Ƞɋ ȥɇȣȿ ȊȮșɋ ԁȴȮɋȣʷ Ȳʼ ԂȪȚȿȬȿ ȽɈ. ȍȼ ȯӻч (Field) șɋ ȥʸɈț (Drag) șȴșɇ ԃȬȞɇ șɇ ȓԁȴȳȿ (Area) Ȳʼ ȥʸɉȮ 
(Drop) șӻԇȠȳɇ- 
 

 

Screenshot 145 
 

× ȠɈȼɇ ȽɁ ȊȮ ɀșȼɁ ȯӻч (Field) șɋ ȥʸɈț șȴșɇ ԃȬȞɇ șɇ ȓԁȴȳȿ (Area) Ȳʼ ȥʸɉȮ (Drop) șȴʼțɇ. Ȩɋ ȊȮșɋ 
ΎӻȬȺɉȣ 034 șӻ ȨȴȽ Ȟȿȣʷ (Chart) Ȳʼ ȞʼȠɇȼ ԂȪȚȿȌ Ȫʼțɇ- 

× ȉțȴ ȊȮșɋ Ȟȿȣʷ șȿ ȣȿȋȮ ȰȪȶȬȿ Ƚɋ, Ȩɋ ȊȮ ȳɇ ѸɇȮ ȯɉȶɋ șӻԇȠȳɇ- 

 

 

Screenshot 146 
 

× ȞʼȠ Ȟȿȣʷ ȣȿȋȮ (Change Chart Type) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 035 șӻ ȨȴȽ 
ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 

Design Tab Type Group Change Chart Type

http://www.coursepe.com/
www.coursepe.in


 

  84 
 

COURSEPE Microsoft Excel Basic to Advance 

www.coursepe.com | www.coursepe.in 

 

ü ȳȽ֤ȼɇ ȊȮ șɉȶȲ Ȟȿȣʷ (Column Chart), ȶȿȋȬ Ȟȿȣʷ (Line Chart), ȮȿȌ Ȟȿȣʷ (Pie Chart) ȳȿ Ȱȿȴ 
Ȟȿȣʷ (Bar Chart) Ȕȼɇ ȉȶț ȉȶț Ƞɋ ȞȿȽɇ Ȟȿȣɍʷȼ ȊȮ ȶɇ ȼșȨɇ Ƚɋ- 
 

× ɀȥɑȿȋȬ (Design) ȣɅȰ Ȳʼ ȊȮșɋ Ȟȿȣʷ Ѹȿȋѕ (Chart Styles) Ȳʼ Ȟȿȣʷ șɇ ԇȶȓ Ѹȿȋѕ ԃȲȶʼțɇ- 
× ȊȮșɇ Ȯȿȼ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) ȽɈ Șȴ Ȟȿȣʷ ȋЉȣʷ (Chart Insert) șȴȬȿ ȞȿȽȨɇ ȽɈ Ȩɋ, 
ü ȍȼ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) Ȳʼ șȼʷȴ ȴԉȚȳɇ- ɀȯȴ ȓȬȿȶȿȋȠ (Analyze) ȣɅȰ Ȳʼ ȣɃѕ (Tools) ̩ ɂȮ 
Ȳʼ Ȯȿȋȹɋȣ Ȟȿȣʷ (Pivot Chart) Ȯɇ ԒΧș șӻԇȠȳɇ- 

ü ȹȽ֤ȼɇ ȊȮ Ȟȿȣʷ (Chart) ԇȼȶɇΜ șȴșɇ ȋЉȣʷ (Insert) șȴ ȼșȨɇ Ƚɋ-  
 

 

 

 

 

× ȉțȴ ȊȮ ԁȴșȲʼȥɇȥ Ȯȿȋȹɋȣ ȣɇȰȶ (Recommended Pivot Table) Ȯɇ ԒΧș șȴȨɇ Ƚɋ, Ȩɋ ȊȮșɇ ȼȿȲȬɇ 
ȴɇȥɁȲɇȥ Ȯȿȋȹɋȣ ȣɇȰѕ șȿ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ. ȹȽ֤ȼɇ ȊȮ ȴɇȥɁȲɇȥ Ȯȿȋȹɋȣ ȣɇȰȶ ȶɇ ȼșȨɇ Ƚɋ- 

× ȊȮ ȳȽ֤Ȯɇ Ȟȿȣʷ Ȳʼ ɀɔхȴ (Filter) ȱɁ ȋѹɇȲȿȶ șȴ ȼșȨɇ Ƚɋ- 
× Ȫɋѹ֠, ΎӻȬȺɉȣ 020 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȞʼȠ ȥɇȣȿ ȼɋȼʷ (Change Data Source) ȼɇ ȊȮ ȊȮșɇ Ȯȿȋȹɋȣ 
Ȟȿȣʷ ȳȿ ȣɇȰȶ șɇ ȲɇȬ ȥɇȣȿ șɋ șȲ ȳȿ ϓȿȪȿ șȴ ȼșȨɇ Ƚɋ- 
 

 

 
 
 
 
 

Screenshot 148 
 

× ȉțȴ ȊȮșɇ ȺɁȣ Ȳʼ ȯӻч ԇȶѸ (Field List) ȬȽ֣ ȽɈ, Ȩɋ ȊȮ ȓȬȿȶȿȋȠ (Analyze) ȣɅȰ șɇ Ⱥɋ (Show) ̩ ɂȮ 
Ȳʼ ȯӻч ԇȶѸ (Field List) Ȯɇ ԒΧș șӻԇȠȳɇ. 
ü ȊȮ ȯӻч ԇȶѸ (Field List) șɇ ȼɇɀȣȆο șɇ ȊȋșɉȬ (Settings Icon) Ȯɇ ԒΧș șȴșɇ ȯӻч ԇȶѸ 
șȿ ȶɇȊȍȣ (Layout) ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 
 

Screenshot 147 
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× ΎӻȬȺɉȣ 037 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶȿ *., ȰȣЉ (Buttons) șɇ ȕЕȬ ȼɇ ȊȮșɇ ȓș ȽɁ ȓԁȴȳȿ (Area) Ȳʼ 
ȲхɁȮȶ ɔӻчɍȼ (Multiple Fields) Ƚɋ, Ȩɋ ȊȮ ȍȼɇ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) Ȳʼ ȼɇ Ⱥɋ.ȽȿȌȥ 
(Show/Hide) șȴ ȼșȨɇ Ƚɋ- 
 

× ȯӻч ȽɈȥȼʷ (Field Headers) Ȯɇ ԒΧș șȴșɇ ȊȮ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȯӻч 
șɇ ȽɈȥȴ șɋ Ƚȣȿ ȼșȨɇ Ƚɋ- 

 

Screenshot 149 
× ΎӻȬȺɉȣ 038 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȓȬȿȶȿȋȠ (Analyze) ȣɅȰ șɇ ȓΩЉ (Actions) ̩ ɂȮ Ȳʼ ԒΧȳȴ (Clear) 
șӻ ȲȪȪ ȼɇ ȊȮ, 
ü ԒΧȳȴ ȕȶ (Clear All) șȴșɇ ȮɃȴȿ Ȯȿȋȹɋȣ ȣɇȰȶ ԒΧȳȴ (Clear Pivot Table) șȴ ȼșȨɇ Ƚɋ- 
ü ԒΧȳȴ ɀɔхȴ ȼɇ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) șɇ ȼȿȴɇ ɀȯхȼʷ (Filters) Ƚȣȿ ȼșȨɇ Ƚɋ- 

× ȲɃȹ Ȯȿȋȹɋȣ ȣɇȰȶ (Move Pivot Table) Ȯɇ ԒΧș șȴșɇ ȊȮ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) șɋ ȪɃȼȴɇ ȺɁȣ 
Ȳʼ ȲɃȹ (Move) șȴ ȼșȨɇ Ƚɋ- 
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ȉϴȿȳ 8: ȋЉȣʷ ȣɅȰ (Insert Tab) 
 

 

Screenshot 150 
Ȫɋѹ֠, ΎӻȬȺɉȣ 04/ Ȳʼ ȊȮșɋ ȋЉȣʷ ȣɅȰ (Insert Tab) șȿ ԁȴȰȬ ԂȪȚȿȌ Ȫɇțȿ. ԇȠȼșӻ ȲȪȪ ȼɇ ȽȲ ȣɇȰѕ 

(Tables), Ȟȿȣɍʷȼ (Charts), ɀȮΙȼʷ (Pictures) ȠɈȼɇ ȉȶț ȉȶț ȕРɇΜɍȼ (Objects) ȋЉȣʷ (Insert) șȴ 
ȼșȨɇ ȽɈ- 

 

ȣɇȰѕ (Tables) 

 

Screenshot 151 
Ȫɋѹ֠, ΎӻȬȺɉȣ 040 Ȳʼ ȊȮșɋ ȋЉȣʷ ȣɅȰ șȿ ȣɇȰѕ ˌɂȮ ԂȪȚȿȌ Ȫɇțȿ- 

× Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Tables) Ȯɇ ԒΧș șȴșɇ Ȯȿȋȹɋȣ ȣɇȰȶ șɈȼɇ ȋЉȣʷ șȴȨɇ ȽɈ ȳɇ ȽȲȬɇ ȪɇȚ ԇȶȳȿ ȽɈ- 
× ԁȴșȲʼȥɇȥ Ȯȿȋȹɋȣ ȣɇȰȶ (Recommended Pivot Table) șȿ ȕЕȬ ȊȮșɋ Ȯȿȋȹɋȣ ȣɇȰȶ șɇ ȓȬȿȶȿȋȠ 
ȣɅȰ Ȳʼ ȱɁ ԂȪȚȿȌ Ȫɇțȿ- 

× ȣɇȰȶ (Table) șӻ ȲȪȪ ȼɇ ȊȮ ȥɇȣȿ șɋ ȣɇȰȶ Ȳʼ șЇȣʷ (Convert into Table) șȴ ȼșȨɇ Ƚɋ- 
ü ȣɇȰȶ Ȯɇ ԒΧș șȴȨɇ ȽɁ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 0/2 șӻ ȨȴȽ ɀˊȓȣ ȣɇȰȶ (Create Table) șȿ 
ȥȿȳȶɉț ȰɉΪ Ȋ Ƞȿȳɇțȿ- 

ü  ȥɇȣȿ ԇȼȶɇΜ șȴȬɇ șɇ ȰȿȪ ȊȮșɇ ȥɇȣȿ Ȳʼ ȽɈȥȼʷ Ƚɋ Ȩɋ My Table Has Headers șɋ Ȟɇș șȴșɇ ȗșɇ 
(OK) șӻԇȠȳɇ- 

ü ȣɇȰȶ (Table) Ȳʼ ȊȮ șȽɁ Ȯɇ șɅͽɂȶɇȺȬ (Calculation) șȴȨɇ Ƚɋ Ȩɋ Ȱȿɀș șɇ ȠȹȿȰ ȕȣɋȲɅɀȣșȶɁ  
Ȋ Ƞȿȳʼțɇ- 

ü ȊȮ ȹȽ֤Ȯɇ ȉțȴ ȥɇȣȿ ȰɓȿȨɇ Ƚɋ Ȩɋ Ȋțɇ șȿ șɅͽɂȶɇȺȬ (Calculation) ȕȣɋȲɅɀȣș Ƚɋ Ƞȿȳɇțȿ- 
ü ȣɇȰȶ ȋЉȣʷ șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ȣɇȰȶ șɇ ԇȶȓ ɀȥɑȿȋȬ ȣɅȰ (Design Tab) ԂȪȚȿȌ Ȫɇțȿ- 
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ɀȥɑȿȋȬ ȣɅȰ (Design Tab) 

 

Screenshot 152 
Ȫɋѹ֠, ΎӻȬȺɉȣ 041 Ȳʼ ȊȮșɋ ȣɇȰȶ (Table) șɇ ԇȶȓ ɀȥɑȿȋȬ ȣɅȰ (Design Tab) ԂȪȚȿȌ Ȫɇțȿ- 

 

Screenshot 153 
× ΎӻȬȺɉȣ 042 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȣɇȰȶ Ѹȿȋѕ (Table Styles) ȼɇ ȊȮ ȍȼ ȣɇȰȶ șӻ Ѹȿȋȶ (Style) 
ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 154 
× ΎӻȬȺɉȣ 043 Ȳʼ ȊȮșɋ ɀȥɑȿȋȬ (Design) ȣɅȰ șȿ ȣɇȰȶ Ѹȿȋȶ ȕЕЉ (Table Style Options) 
ԂȪȚȿȌ Ȫɇțȿ- 
ü ȳȽ֤Ȯɇ ԇȠȼ ȕЕȬ șɋ ȊȮ ȣɇȰȶ Ȳʼ ԂȪȚȿȬȿ ȞȿȽȨɇ Ƚɋ ȍȼ ȕЕȬ șɋ Ȟɇș (Check) șȴ ȪɁԇȠȳɇ- 
ü ɀșȼɁ ȕЕȬ șɋ ȊȮ ȉȬȞɇș (Uncheck) șȴȨɇ Ƚɋ Ȩɋ ȹɋ ȣɇȰȶ Ȳʼ ԂȪȚȿȌ ȬȽ֣ Ȫɇțȿ- 

 

Screenshot 155 
× Ȫɋѹ֠, ΎӻȬȺɉȣ 044 Ȳʼ ȊȮ ɀȥɑȿȋȬ (Design) ȣɅȰ șȿ ȓΪȣȬʷȶ ȣɇȰȶ ȥɇȣȿ (External Table Data) 
șȿ ˌɂȮ ȪɇȚ ȼșȨɇ Ƚɋ- 
ü ȉțȴ ȊȮșɇ ȣɇȰȶ Ȳʼ șȽɁ Șȴ ȼɇ ȥɇȣȿ ԇȶȆș ȽɈ Ȩɋ ȊȮ ԁȴ ɇ̊ Ⱥ (Refresh) ȼɇ ȍȼɇ ȉȮȥɇȣ șȴ ȼșȨɇ Ƚɋ- 
ü ȉțȴ ȹɇȰȼȿȋȣ șȿ ԇȶȆɀșȆț ȽɈ, Ȩɋ ȓΪȮɋȣʷ (Export) Ȳʼ ȓΪȮɋȣʷ ȣɇȰȶ ȣɃ ȺɇȳȴȮɉȋȆȣ ԇȶѸ (Export 

Table to SharePoint List) Ȯɇ ԒΧș șȴșɇ ȥȿȳȴɇΜȶɁ ȹɇȰȼȿȋȣ Ȯɇ Ⱥɇȳȴ (Share Directly on 
Website) șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 156 
× ΎӻȬȺɉȣ 045 Ȳʼ ȊȮșɋ ȣɃѕ (Tools) șȿ ˌɂȮ ԂȪȚȿȌ Ȫɇțȿ- 

http://www.coursepe.com/
www.coursepe.in


 

  88 
 

COURSEPE Microsoft Excel Basic to Advance 

www.coursepe.com | www.coursepe.in 

 

ü ȋЉȣʷ ҂ȿȋȼȴ (Insert Slicer) Ȯɇ ԒΧș șȴșɇ ȊȮ ȣɇȰȶ șɇ ԇȶȓ ҂ȿȋȼȴ ȋЉȣʷ (Insert Slicer 
For Table) șȴ ȼșȨɇ Ƚɋ- 
Á ҂ȿȋȼȴ ȋЉȣʷ șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ҂ȿȋȼȴ ȣɃѕ (Slicer Tools) șȿ ȕЕȬ ȣɅȰ (Option 

Tab) ȱɁ ԃȲȶ Ƞȿȳɇțȿ- 
ü ȣɇȰȶ șɇ ȉȆȪȴ ȥɂԍГșɇȣɍȼ (Duplicates) ԁȴȲɃȹ șȴȬɇ șɇ ԇȶȓ ȊȮ ԁȴȲɃȹ ȥɂԍГșɇȣɍȼ (Remove 

Duplicates) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

  

Screenshot 157 
Á ԁȴȲɃȹ ȥɂԍГșɇȣɍȼ (Remove Duplicates) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 046 șӻ ȨȴȽ ȥȿȳȶɉț 
ȰɉΪ Ȋȓțȿ- 

Á ȳȽ֤Ȯɇ ȊȮșɋ ȉȬԇȼȶɇΜ ȕȶ (Unselect All) Ȯɇ ԒΧș șȴșɇ ԇȠȼ șɉȶȲ ȼɇ ȥɂԍГșɇȣɍȼ ȽȣȿȬɇ 
ȽɈ. ȍȼɇ ԇȼȶɇΜ șȴșɇ ȗșɇ (OK) șӻԇȠȳɇ- 

ü ȼȲȴȿȋӪȥ ԃȹȩ Ȯȿȋȹɋȣ ȣɇȰȶ (Summarized with PivotTable) Ȯɇ ԒΧș șȴșɇ ȊȮ ȋȼ ȣɇȰȶ șȿ 
Ȯȿȋȹɋȣ ȣɇȰȶ ɀˊȓȣ șȴ ȼșȨɇ Ƚɋ- 

ü șЇȣʷ ȣɃ ȴʼȠ (Convert to Range) Ȯɇ ԒΧș șȴșɇ ȊȮ ȣɇȰȶ șɋ Ƚȣȿ șɇ ȴʼȠ Ȳʼ șЇȣʷ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 158 
× ΎӻȬȺɉȣ 047 Ȳʼ ȊȮșɋ ɀȥɑȿȋȬ (Design) ȣɅȰ șȿ ˙ɉȮȣʺȠ (Properties) ̩ɂȮ ԂȪȚȿȌ Ȫɇțȿ- 
× ȣɇȰȶ șȿ ȬȿȲ ȊȮ ȣɇȰȶ ȬɇȲ (Table Name) Ȳʼ ȼɇ ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 
× ȉțȴ ȊȮșɋ ȊȮșɇ ȥɇȣȿ șɋ Șȴ ȰɓȿȬȿ ȽɈ, Ȩɋ ȊȮ ȴӯȼȿȋȠ ȥɇȣȿ (Resize Data) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 159 
× ȴӯȼȿȋȠ ȥɇȣȿ (Resize Data) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 048 șȿ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
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× ȹȽ֤Ȯɇ ȊȮșɋ ȥɇȣȿ ԇȼȶɇΜ șȴșɇ ȗșɇ (OK) șȴȬȿ ȽɈ- 
 

Ȟȿȣɍʷȼ (Charts) 
Ȟȿȣʷ (Chart) șӻ ȲȪȪ ȼɇ ȊȮ ІɃȲɇԁȴșȶ ȥɇȣȿ șɋ ˌȿɀȯșȶɁ ӇȮ Ȳʼ ˙ѹɂȨ șȴ ȼșȨɇ Ƚɋ- ΎӻȬȺɉȣ 05/ Ȳʼ 

ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ Ȟȿȣʷ ˌɂȮ (Chart Group) ȼɇ ȓΪɇȶ Ȳʼ ȊȮ Ȟȿȣʷ ȋЉȣʷ (Insert Chart) șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 160 
 

Ȟȿȣʷ ȋЉȣʷ șȴȬɇ șɇ ԇȶȓ ȊȮ F11 șӻ (Key) ̇ɇȼ șȴ ȼșȨɇ Ƚɋ- 

 

× ȼȰȼɇ ȮȽȶɇ ȊȮșɋ ԇȠȼ ȥɇȣȿ șȿ Ȟȿȣʷ ɀˊȓȣ șȴȬȿ ȽɈ ȍȼɇ ԇȼȶɇΜ șӻԇȠȳɇ- 
× ɀȯȴ F11 șӻ ˙ɇȼ șȴȬɇ șɇ ȰȿȪ ȊȮșɇ ȼȿȲȬɇ ІɃ ȺɁȣ (New Sheet) Ȯɇ Ȟȿȣʷ ȗȮȬ Ƚɋ Ƞȿȳɇțȿ- 
× ȳȿ ɀȯȴ ȊȮ ԁȴșȲ̓ȥɇȥ Ȟȿȣɍ̫ȼ (Recommended Charts) Ȯɇ ԒΧș șȴșɇ Ȟȿȣʷ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 161 
ü ԁȴșȲʼȥɇȥ Ȟȿȣɍʷȼ (Recommended Charts) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 050 șӻ ȨȴȽ ȥȿȳȶɉț 
ȰɉΪ Ȋȓțȿ- 

ü ȹȽ֤Ȯɇ ȊȮșɋ ȰɋȽɋȨ ȼɇ ȴɇȥɁȲɇȥ Ȟȿȣɍʷȼ (Readymade Charts) ԂȪȚȿȌ Ȫʼțɇ- 
ü ԇȠȼ Ȟȿȣʷ șɋ ȊȮ ԇȼȶɇΜ șȴɋțɇ. ȍȼșȿ ȬȿȲ Șȴ ˙ɁћɃ (Name & Preview) ȊȮșɋ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȍȬȲʼ ȼɇ ȊȮ Ƞɋ ȞȿȽɇ ȹɋ Ȟȿȣʷ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
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× ȊȮ șɉȶȲ Ȟȿȣʷ (Column Chart) Ȯɇ ԒΧș șȴșɇ șɉȶȲ Ȟȿȣʷ (Column Chart) ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
× ȶȿȋȬ Ȟȿȣʷ (Line Chart) Ȯɇ ԒΧș șȴșɇ ȊȮ ȶȿȋȬ Ȟȿȣʷ (Line Chart) ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
× ȊȮ Ȱȿȴ Ȟȿȣʷ (Bar Chart) Ȯɇ ԒΧș șȴșɇ ȽɉԁȴȠɉϻȶ Ȱȿȴ Ȟȿȣʷ (Horizontal Bar Chart) ȋЉȣʷ șȴ 
ȼșȨɇ Ƚɋ- 

× ȮȿȌ Ȟȿȣʷ (Pie Chart) Ȯɇ ԒΧș șȴșɇ ȊȮ ȮȿȌ Ȟȿȣʷ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
× ȓԁȴȳȿ Ȟȿȣʷ (Area Chart) Ȯɇ ԒΧș șȴșɇ ȊȮ ȓԁȴȳȿ Ȟȿȣʷ (Area Chart) ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
× ȴȥȿȴ Ȟȿȣʷ (Radar Chart) șӻ ȲȪȪ ȼɇ ȊȮ ȴȥȿȴ Ȟȿȣʷ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
× ѵɈȣȴ Ȟȿȣʷ (Scatter Chart) Ȯɇ ԒΧș șȴșɇ ѵɈȣȴ Ȟȿȣʷ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
× șɉжɋ Ȟȿȣʷ (Combo Chart) șӻ ȲȪȪ ȼɇ ȊȮ șɉжɋ Ȟȿȣʷ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 162 
ΎӻȬȺɉȣ 051 Ȳ̓ ȊȮșɋ șɉȶȲ Ȟȿȣ̫ ȋЉȣ̫ ɀșȳȿ Ƚɂȹȿ ԂȪȚȿȌ Ȫɇțȿ- ȠɈȼɇ ȽɁ ȊȮ șɋȌ Ȟȿȣ̫ ȋЉȣ̫ șȴȨɇ Ƚɋ, 

Ȩɋ ȊȮșɋ Ȟȿȣʷ șɇ ԇȶȓ ɀȥɑȿȋȬ ȣɅȰ (Design Tab) Șȴ ȯɉȲʽȣ ȣɅȰ (Format Tab) ԂȪȚȿȌ Ȫɇțȿ- 

× Ȟȿȣʷ Ȳʼ ԃȬȞɇ șӻ Ȩȴȯ ȊȮșɋ Ƞɋ ȼРɇΜɍȼ ԂȪȚȿȌ Ȫɇ ȴȽɇ ȽɈ, ȍȼɇ ȶɁȠʼȥ (Legend) șȽȨɇ ȽɈ- ȍȼɇ ȊȮ Ȟȿȣʷ Ȳʼ 
șȽɁ ȱɁ ȴȚ ȼșȨɇ Ƚɋ- 

× ȋȼ ȶɁȠʼȥ (Legend) Ȳʼ ȊȮșɋ Ƚȴ ȼРɇΜɍȼ șȿ șȶȴ șɋȬȼȿ ȽɈ, ȳɇ ԂȪȚȿȌ Ȫɇțȿ- 
× ȽɉԁȴȠɉϻȶ ȓԒΪȼ (Horizontal Axis) Ȯɇ ȊȮșɋ ѸɃȥʼȣɍȼ șӻ ԇȶѸ ԂȪȚȿȌ ȪɇțɁ Șȴ ȍȬ ѸɃȥʼȣɍȼ șɇ ȲȿΪʷ 
șȿ Ȟȿȣʷ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ- 

× Ȟȿȣʷ șȿ ȣȿȋȣȶ ȞʼȠ (Change Chart Title) șȴȬɇ șɇ ԇȶȓ, 
ü ȍȼ ȣȿȋȣȶ (Title) șɋ ԇȼȶɇΜ șӻԇȠȳɇ- 
ü ɀȯȴ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) Ȳʼ Ȭȳȿ ȣȿȋȣȶ ȣȿȋȮ șӻԇȠȳɇ- 

 
ɀȥɑȿȋȬ ȣɅȰ (Design Tab) 
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ΎӻȬȺɉȣ 052 Ȳʼ ȊȮ Ȟȿȣʷ ȣɃѕ (Chart Tools) șȿ ɀȥɑȿȋȬ ȣɅȰ (Design Tab) ȪɇȚ ȼșȨɇ Ƚɋ- 

 

Screenshot 164 
ΎӻȬȺɉȣ 053 Ȳʼ ȊȮșɋ ɀȥɑȿȋȬ (Design) ȣɅȰ șȿ Ȟȿȣʷ Ѹȿȋѕ (Chart Styles) ̩ ɂȮ ԂȪȚȿȌ Ȫɇțȿ- 

× ȳȽ֤Ȯɇ ȊȮșɋ Ƚȴ ȓș Ȟȿȣʷ șɇ ԂȽȼȿȰ ȼɇ ȉȶț ȉȶț Ѹȿȋѕ (Styles) ԃȲȶ ȠȿȓțɁ- ȊȮșӻ ȮȼȆȪ șӻ Ȟȿȣʷ 
Ѹȿȋȶ (Chart Style) ȳȽ֤ȼɇ ȊȮ ȶɇ ȼșȨɇ Ƚɋ- 

× ȞʼȠ șȶȼʷ (Change Colors) Ȳʼ ȊȮșɋ Ȟȿȣʷ șɇ ԇȶȓ ȉȶț ȉȶț șȶȴ șɉԋжȬɇȺȆȼ ԃȲȶ ȠȿȓțɁ- 

 

Screenshot 165 
ΎӻȬȺɉȣ 054 Ȳʼ ȊȮ ɀȥɑȿȋȬ (Design) ȣɅȰ șȿ ȥɇȣȿ (Data) ̩ɂȮ ȪɇȚ ȼșȨɇ Ƚɋ- 

× ȳȽ֤Ȯɇ ԍ҃Ȟ ȴɋ.șɉȶȲ (Switch Row/Column) Ȯɇ ԒΧș șȴșɇ Ȟȿȣʷ șɇ ȴɋ (Row) Șȴ șɉȶȲ 
(Column) șӻ ȮɋȠɁȺȬ șɋ ȓș ȪɃȼȴɇ șɇ ȼȿȩ ԍ҃Ȟ (Switch) șȴ ȼșȨɇ Ƚɋ. 

× ȊȮșɋ ȥɇȣȿ șȲ șȴȬȿ Ƚɋ ȳȿ ȰɓȿȬȿ Ƚɋ Ȩɋ ȊȮ ԇȼȶɇΜ ȥɇȣȿ (Select Data) ȼɇ ɀȯȴȼɇ ȥɇȣȿ ȴʼȠ (Data 
Range) ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 166 
× ΎӻȬȺɉȣ 055 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȣȿȋȮ (Type) ̩ ɂȮ șɇ ȞʼȠ Ȟȿȣʷ ȣȿȋȮ (Change Chart Type) ȼɇ ȊȮ 
Ȟȿȣʷ șȿ ȣȿȋȮ ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 167 
× ΎӻȬȺɉȣ 056 șɇ ȶɋșɇȺȬ (Location) ̩ ɂȮ Ȳʼ ȲɃȹ Ȟȿȣʷ (Move Chart) Ȯɇ ԒΧș șȴșɇ ȊȮ Ȟȿȣʷ șɋ ȓș 
ȺɁȣ ȼɇ ȪɃȼȴӯ ȺɁȣ Ȯɇ ȲɃȹ șȴ ȼșȨɇ Ƚɋ- 
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Screenshot 168 
ü ȲɃȹ Ȟȿȣʷ (Move Chart) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȊȮșɇ ȼȿȲȬɇ ΎӻȬȺɉȣ 057 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ 
Ȋȓțȿ- 

ü ІɃ ȺɁȣ (New Sheet) Ȯɇ ԒΧș șȴșɇ ȊȮ ȋȼ Ȟȿȣʷ șɋ ȬȌ ȺɁȣ Ȯɇ ȲɃȹ șȴ ȼșȨɇ Ƚɋ- 
ü ȳȿ ɀȯȴ ȕРɇΜ ȋȬ (Object in) Ȯɇ ԒΧș șȴșɇ ԇȠȼ ȺɁȣ Ȳʼ Ȟȿȣʷ șɋ ȲɃȹ șȴȬȿ ȽɈ ȍȼɇ ԇȼȶɇΜ șȴșɇ 
ȗșɇ (OK) șȴ ȪɁԇȠȳɇ- 

 

Screenshot 169 
ΎӻȬȺɉȣ 058 Ȳʼ ȊȮ Ȟȿȣ̫ ȶɇȊȍȣɍȼ (Chart Layouts) ̩ ɂȮ ȪɇȚ ȼșȨɇ Ƚɋ- 

× ȳȽ֤Ȯɇ ԏΨș ȶɇȊȍȣ (Quick Layout) Ȯɇ ԒΧș șȴșɇ ȊȮ Ȟȿȣʷ șɇ ԇȶȓ ȉȶț ȉȶț ȶɇȊȍȣ (Layout) 
ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ- 

× Ȕȥ Ȟȿȣʷ ȓԇȶȲʼȣ (Add Chart Element) șӻ ȲȪȪ ȼɇ Ȟȿȣʷ șɇ ȉȆȪȴ șɇ Ƞɋ ȓԇȶȲʼȣɍȼ (Elements) ȽɈ ȍȼɇ 
ȽȿȌȥ (Hide) ȳȿ Ⱥɋ (Show) șȴ ȼșȨɇ Ƚɋ- 

 

ȯɉȲʽȣ ȣɅȰ (Format Tab) 

 

Screenshot 170 
Ȫɋѹ֠, Ȟȿȣʷ (Chart) șɇ ȉȆȪȴ Ƞɋ ȣɇ̶ (Text) ȽɈ ȍȼɇ ȊȮ ȽɋȲ (Home) ȣɅȰ șɇ ȯɉϜ (Font) ̩ ɂȮ ȼɇ 

ȯɉȲʽɀȣȆț (Formatting) șȴ ȼșȨɇ Ƚɋ- ȶɇɀșȬ Ȟȿȣʷ șɋ ȯɉȲʽȣ șȴȬɇ șɇ ԇȶȓ ȊȮ ΎӻȬȺɉȣ 06/ șɇ Ȟȿȣʷ șɇ 
ȯɉȲʽȣ (Format) ȣɅȰ ȼɇ șȴ ȼșȨɇ Ƚɋ- 
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Screenshot 171 
Ȫɋѹ֠, ȓΪȿӜГ șɇ ԇȶȓ ȽȲ ȳȽ֤Ȯɇ ȮȿȌ Ȟȿȣʷ (Pie Chart) ȋЉȣʷ șȴȨɇ ȽɈ- ȉțȴ ȊȮșɇ Ȯȿȼ ΎӻȬȺɉȣ 060 

șӻ ȨȴȽ ȓș ȽɁ șɉȶȲ Ȳʼ ȥɇȣȿ ȽɈ, Ȩɋ ȽɁ ȮȿȌ Ȟȿȣʷ (Pie Chart) ȊȮ ȶɇ ȼșȨɇ Ƚɋ- 

ȯɉȲʽȣ ȥɇȣȿ ȶɇȰѕ (Format Data Labels ) 
× ȯɉȲʽȣ ȥɇȣȿ ȶɇȰѕ (Format Data Labels) șɇ ԇȶȓ ȊȮ ΎӻȬȺɉȣ 060 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȶɇȰѕ 

(Labels) șɋ ԇȼȶɇΜ șӻԇȠȳɇ- 
× ȶɇȰѕ (Labels) ԇȼȶɇΜ șȴșɇ ȶɇȰȶ (Label) Ȯɇ ȴȿȋȣ ԒΧș șӻԇȠȳɇ- 
× ȍȼșɇ ȰȿȪ ȹȽ֤Ȯɇ ȊȮ ȯɉȲʽȣ ȥɇȣȿ ȶɇȰѕ (Format Data Labels) Ȯɇ ԒΧș șӻԇȠȳɇ- 
 

× ȯɉȲʽȣ ȥɇȣȿ ȶɇȰѕ (Format Data Labels) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 061 șӻ ȨȴȽ ȣȿѵ ȮɇȬ 
(Task Pane) ȊȮșɋ ԂȪȚȿȌ Ȫɇțȿ- 

× ȳȽ֤Ȯɇ ȶɇȰѕ (Labels) șɇ ԇȶȓ ȊȮșɋ ȶɇȰȶ ȕЕЉ (Label Options) ԂȪȚȿȌ Ȫɇțȿ- 
 
 
 
 
 
 
 
 
 
 
 
 
ü ȋȼ ȶɇȰȶ ȕЕЉ (Label Options) Ȳʼ șɇȣɇțȴӯ ȬɇȲ (Category Name) șɇ ȰɉΪ șɋ Ȟɇș șȴșɇ 
ȊȮ Ȟȿȣʷ șɇ ȉȆȪȴ șɇȣɇțȴӯ șȿ ȬȿȲ Ȕȥ șȴ ȼșȨɇ Ƚɋ- 
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ü ȮȴȼʼȣɇȠ (Percentage) șȿ ȰɉΪ ȉțȴ Ȟɇș Ƚɋ Ȩɋ ȊȮșɋ ȮȴȼʼȣɇȠ (Percentage) ԂȪȚȿȌ Ȫʼțɇ- 
ü ȹɈёɃȠ (Values) șɇ ȰɉΪ șɋ Ȟɇș șȴșɇ ȊȮ ȹɈёɃȠ (Values) Ⱥɋ șȴ ȼșȨɇ Ƚɋ- 
ü ȹɈёɃ ˚ɉȲ ȼɇѕ (Value From Cells) șӻ ȲȪȪ ȼɇ ȊȮșɋ Ƞɋ ȹɈёɃȠ ȞȿԂȽȓ ȹɋ ȊȮ ԇȼȶɇΜ șȴ 
ȼșȨɇ Ƚɋ- 

 

 

Screenshot 173 
Á ȹɈёɃ ˚ɉȲ ȼɇѕ (Value From Cells) Ȯɇ ԒΧș șȴȨɇ ȽɁ ΎӻȬȺɉȣ 062 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ 
ȊȮșɇ ȼȿȲȬɇ Ȋ Ƞȿȳɇțȿ- 

Á ȹȽ֤ȼɇ ȊȮșɋ Ƞɋ ȞȿȽɇ ȹɈёɃȠ (Values) ȊȮ ȶɇ ȼșȨɇ Ƚɋ. 
 

ü ȶɇȰȶ ȮɋȠɁȺȬ (Label Position) șӻ ȲȪȪ ȼɇ ȊȮ ȶɇȰȶ șӻ ȮɋȠɁȺȬ (Position) ȰȪȶ ȼșȨɇ Ƚɋ- 
 

× ȼȿȋȠ ȓȆȥ ˙ɉȮȣʺȠ (Size & Properties) ȕЕЉ Ȯɇ ԒΧș șȴșɇ ȊȮ Ȟȿȣʷ șӻ Ƚȿȋȣ (Height) Șȴ 
ԃȹȥɍȩ (Width) ȓȥȠѸ șȴ ȼșȨɇ Ƚɋ- ȶɇɀșȬ ȋȼșɇ ԇȶȓ ȊȮșȿ Ȟȿȣʷ ԇȼȶɇΜ ȽɋȬȿ ȞȿԂȽȓ- 
ü ѵɇȶ Ƚȿȋȣ (Scale Height) Ȯɇ ԒΧș șȴșɇ ȊȮ Ƚȿȋȣ (Height) șӻ ѵɇȶ șȲ ϓȿȪȿ șȴ ȼșȨɇ Ƚɋ- 
ü ѵɇȶ ԃȹȥɍȩ (Scale Width) ȼɇ ȊȮ ԃȹȥɍȩ (Width) șӻ ѵɇȶ șȲ ȳȿ ϓȿȪȿ șȴ ȼșȨɇ Ƚɋ- 
ü ȉțȴ ȊȮ ȶɉș ȓѽɇΜ ȴɇѦɋ (Lock Aspect Ratio) șȿ ȰɉΪ Ȟɇș șȴȨɇ Ƚɋ Ȩɋ ȊȮșɇ Ȟȿȣʷ șȿ 
ȓѽɇΜ ȴɇѦɋ (Aspect Ratio) ȶɉș (Lock) Ƚɋ Ƞȿȳɇțȿ- 
Á ɀȯȴ ȉțȴ ȊȮ Ƚȿȋȣ (Height) ȳȿ ԃȹȥɍȩ (Width) șӻ ѵɇȶ șȲ ϓȿȪȿ șȴȨɇ Ƚɋ Ȩɋ Ȯɂȴɇ Ȟȿȣʷ șӻ 
ȼȿȋȠ (Size) ȞʼȠ ȽɋțɁ- 
 

ü ˙ɉȮȣʺȠ (Properties) Ȳʼ, 
Á ȲɃȹ ȓȆȥ ȼȿȋȠ ԃȹȩ ȼɇѕ (Move & Size with Cells) șȿ ȕЕȬ Ȱȿȳ ɀȥɔɉх ȴȽɇțȿ- 
¶ ԇȠȼȲɇ ȊȮ Ȟȿȣʷ șɋ ȲɃȹ (Move) șȴ ȼșȨɇ Ƚɋ Șȴ ȼɇѕ șӻ ȼȿȋȠ ȞʼȠ șȴȬɇ Ȯɇ Ȟȿȣʷ șӻ 
ȼȿȋȠ ȞʼȠ (Change Size with Cells) ȽɋțɁ- 

Á ȲɃȹ Ȱȣ ȥ֠ȣ ȼȿȋȠ ԃȹȩ ȼɇѕ '^{£q S¢¡ U{zM¡ du§q ¤u¡t Tqxx ( ԇȼȶɇΜ șȴȬɇ Ȯɇ, 
¶ ȊȮșȿ Ȟȿȣʷ ȲɃȹ (Move) Ƚɋțȿ ȶɇɀșȬ ȼɇѕ șӻ ȼȿȋȠ ȞʼȠ șȴȬɇ Ȯɇ Ȟȿȣʷ șӻ ȼȿȋȠ Ȳʼ șɋȌ 
ȯș̫  ԂȪȚȿȌ ȬȽ֣ Ȫɇțȿ- 
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Á ȥ֠ȣ ȲɃȹ ȗȴ ȼȿȋȠ ԃȹȩ ȼɇѕ 'U{zM¡ ^{£q {~ du§q ¤u¡t Tqxx ( șɋ ԇȼȶɇΜ șȴȬɇ Ȯɇ, 
¶ Ȭ ȽɁ ȊȮșȿ Ȟȿȣʷ ȲɃȹ Ƚɋțȿ Șȴ Ȭ ȽɁ ȍȼșӻ ȼȿȋȠ Ȳʼ șɋȌ ȞʼȠɇȼ Ƚ֠țɇ- 

ü ɀ˙Ȇȣ ȕРɇΜ (Print Object) șɋ ȊȮ ȉțȴ ȉȬȞɇș (Uncheck) șȴȨɇ Ƚɋ Ȩɋ ȊȮșȿ Ȟȿȣʷ ɀ˙Ȇȣ Ȳʼ ȬȽ֣ 
Ȋȓțȿ- 
 

× ȊȮ ȋȯɇΜɍȼ (Effects) Șȴ ȯӻȶ ȓȆȥ ȶȿȋȬ (Fill & Line) ȕЕЉ ȼɇ ȱɁ Ȟȿȣʷ șɋ ȯɉȲʽɀȣȆț 
(Formatting) șȴ ȼșȨɇ Ƚɋ. Ƞɋ ȊȮ Ȟȿȣʷ șɇ ȯɉȲʽȣ ȣɅȰ (Format Tab) ȼɇ ȱɁ șȴ ȼșȨɇ Ƚɋ- 

Ȫɋѹ֠, ȊȮ ȳȽɁ ȕЕЉ șɋ Ȱȿɀș șɇ Ȟȿȣɍʷȼ Ȯɇ ȱɁ ȉГȿȌ șȴ ȼșȨɇ Ƚɋ- 

 

ѽȿș̫ ȶȿȋЉ (Sparklines) 

 

Screenshot 174 
 

Ȫɋѹ֠, ȳȽ֤Ȯɇ ΎӻȬȺɉȣ 063 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȋЉȣʷ (Insert) ȣɅȰ șɇ ѽȿș̫ ȶȿȋЉ (Sparklines) ̩ ɂȮ ȼɇ 
ȊȮ ѽȿș̫ ȶȿȋȬ Ȟȿȣʷ (Sparklines) Ȕȥ șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 175 
 

× ȋȼșɇ ԇȶȓ ΎӻȬȺɉȣ 064 șӻ ȨȴȽ ȽȲ ȼʿȮȶ ȥɇȣȿ ȳȽ֤Ȯɇ ȶɇȨɇ ȽɈ- 
× ȼʿȮȶ ȥɇȣȿ ȶɇȬɇ șɇ ȰȿȪ ȊȮ ѽȿș̫ ȶȿȋȬ (Sparkline) ̩ ɂȮ șɇ ȶȿȋȬ (Line) Ȯɇ ԒΧș șӻԇȠȳɇ- 
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× ȶȿȋȬ (Line) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ΎӻȬȺɉȣ 065 șӻ ȨȴȽ ȥȿȳȶɉț ȰɉΪ Ȋȓțȿ- 
× ȹȽ֤Ȯɇ ȊȮ ȥɇȣȿ ȴʼȠ (Data Range) Ȳʼ ȥɇȣȿ șӻ ȴʼȠ (Range) ԇȼȶɇΜ șӻԇȠȳɇ- 
× ȍȼșɇ ȰȿȪ ȶɋșɇȺȬ ȴʼȠ (Location Range) Ȳʼ ȹɋ ȼɇȶ ԇȼȶɇΜ șӻԇȠȳɇ ȠȽȿȮɇ ȊȮșɋ ȳɇ Ȟȿȣʷ ȴȚȬȿ ȽɈ- (ȽȲ 
ȳȽ֤Ȯɇ Ȭɇ̶ șɉȶȲ (Next Column) Ȳʼ ȽɁ ԇȼԃȲȶȴ ȼɇȶ ԇȼȶɇΜ șȴȨɇ ȽɈ-) 

× ȠɈȼɇ ȽɁ ȊȮ ȗșɇ (OK) șȴɋțɇ ȹȽ֤Ȯɇ ȊȮșɋ ѽȿș̫ ȶȿȋȬ (Sparkline) șȿ ȶȿȋȬ Ȟȿȣʷ (Line Chart) ԂȪȚȿȌ 
Ȫɇțȿ- 

× ɀȯȴ ȍȼ Ȟȿȣʷ șɋ ȯӻȶ ȥȿȍȬ (Fill Down) șȴșɇ Ȱȿɀș șɇ ȥɇȣȿ șȿ ѽȿș̫ ȶȿȋȬ (Sparkline) șȿ ȶȿȋȬ Ȟȿȣʷ 
(Line Chart) ȋЉȣʷ șȴʼțɇ- 

 

Screenshot 177 
× ȊȮșȿ ȥɇȣȿ ΎӻȬȺɉȣ 066 șӻ ȨȴȽ ԂȪȚȿȌ Ȫɇțȿ- 
× ȋȼɁ ȨȴȽ ȊȮ Ȱȿɀș șɇ șɉȶȲ Ȟȿȣʷ (Column Chart) Șȴ ԃȹȬ.ȶɉȼ Ȟȿȣʷ (Win/Loss Chart) ɀˊȓȣ 
șȴ ȼșȨɇ Ƚɋ- 

 

Screenshot 178 
× ΎӻȬȺɉȣ 067 Ȳʼ ȊȮ ȪɇȚ ȼșȨɇ Ƚɋ ԃȹȬ.ȶɉȼ Ȟȿȣʷ (Win/Loss Chart) ȊȮșɋ ԂȪȚȿȌ Ȫɇțȿ Ƞɋ ԃȬțɇɀȣȹ 
Șȴ ȮɉԇȠɀȣȹ ȹɈёɃ Ȯɇ șȿȲ șȴȨȿ ȽɈ- 
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ɀȥɑȿȋȬ ȣɅȰ (Design Tab) 

 

Screenshot 179 
 

Ȫɋѹ֠, ȊȮșɋ ȋȼ ΎӻȬȺɉȣ 068 Ȳʼ ѽȿș̫ ȶȿȋȬ Ȟȿȣɍʷȼ (Sparkline Charts) șɇ ԇȶȓ ȱɁ ɀȥɑȿȋȬ 
(Design) ȣɅȰ ԃȲȶ Ƞȿȳɇțȿ- ȳȽ֤Ȯɇ, 

 

× Ѹȿȋȶ (Style) ̩ ɂȮ Ȳʼ ȉȶț ȉȶț ѽȿș̫ ȶȿȋȬ Ѹȿȋȶ (Sparkline Style) ԇȼȶɇΜ șȴ ȼșȨɇ Ƚɋ ȳȿ Ȟȿȣʷ 
șȿ șȶȴ (Color Change) ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 

× Ⱥɋ (Show) ̩ ɂȮ Ȳʼ ȼɇ ȊȮ Ȟȿȣʷ șɇ ȮɉȋȆȣɍȼ (Points) șɋ ȽȿȌȥ (Hide) ȳȿ Ⱥɋ (Show) șȴ ȼșȨɇ Ƚɋ- 
× ȣȿȋȮ (Type) ̩ ɂȮ Ȳʼ ȼɇ Ȟȿȣʷ ȣȿȋȮ (Chart Type) ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 
 

ɀȯхȼʷ (Filters) 
Ȫɋѹ֠, ȳȽ֤Ȯɇ ȊȮșɋ ΎӻȬȺɉȣ 07/ Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ɀȯхȼʷ (Filters) ̩ɂȮ șɇ ҂ȿȋȼȴ (Slicer) Șȴ 

ȣȿȋȲȶȿȋȬ (Timeline) șɇ ȕЕЉ șɋ ȽȲȬɇ Ȯȿȋȹɋȣ ȣɇȰȶ (Pivot Table) șɇ ȉȆȪȴ ȪɇȚ ԇȶȓ ȽɈ- ҂ȿȋȼȴ 
(Slicer) șɇ ԇȶȓ ȊȮ ΎӻȬȺɉȣ 022 Șȴ ȣȿȋȲȶȿȋȬ (Timeline) șɇ ԇȶȓ ΎӻȬȺɉȣ 030 ȊȮ ȴɇȯȴ șȴ ȼșȨɇ 
Ƚɋ- 

 

 

 

 

ԇȶȆΪ (Links) 
 

Ȫɋѹ֠, ΎӻȬȺɉȣ 070 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȽȿȋȮȴԇȶȆș (Hyperlink) șӻ ȲȪȪ ȼɇ ȊȮ șȆВɃȣȴ Ȳʼ ɀșȼɁ 
ȯȿȋȶ ȳȿ ȣɇ̶ șɋ ȳȿ ɀȯȴ ȋȆȣȴȬɇȣ șӻ Ⱥɉȣʷșȣ Ȫɇ ȼșȨɇ Ƚɋ- 

 

Screenshot 180 

http://www.coursepe.com/
www.coursepe.in


 

  98 
 

COURSEPE Microsoft Excel Basic to Advance 

www.coursepe.com | www.coursepe.in 

 

 

Screenshot 181 
 

× ԇȠȼ ȣɇ̶ Ȯɇ ȽȿȋȮȴԇȶȆș ȪɇȬȿ ȽɈ ȍȼ ȣɇ ̶șɋ ԇȼȶɇΜ șӻԇȠȳɇ- 
× ɀȯȴ ȊȮ ȋЉȣʷ (Insert) ȣɅȰ Ȳʼ ԇȶȆΪ (Links) ̩ ɂȮ ȼɇ ȽȿȋȮȴԇȶȆș (Hyperlink) Ȯɇ ԒΧș șȴ ȼșȨɇ Ƚɋ ȳȿ 
ɀȯȴ Ctrl + K ̇ɇȼ șӻԇȠȳɇ- 

 

 
 
 
 
 
 
 
 
 
 

Screenshot 182 
× ΎӻȬȺɉȣ 071 șӻ ȨȴȽ ȽȿȋȮȴԇȶȆș (Hyperlink) șȿ ȥȿȳȶɉț ȰɉΪ ȊȮșɇ ȼȿȲȬɇ Ȋ Ƞȿȳɇțȿ- 
× ȓԒΪԋѸȆț ȯȿȋȶ ȗȴ ȹɇȰ ȮɇȠ (Existing File or Web Page) ȼɇ ȊȮ șȆВɃȣȴ șӻ ɀșȼɁ ȯȿȋȶ (File) 
ȳȿ ȹɇȰȼȿȋȣ (Website) șɋ ԇȶȆș șȴ ȼșȨɇ Ƚɋ- 

× Гɇȼ ȋȬ ԅȩȼ ȥɉΦɃȲʼȣ (Place in this Document) șӻ ȲȪȪ ȼɇ, 
ü ȊȮșɇ ȥɉΦɃȲʼȣ Ȳʼ ȼɇ ɀșȼɁ ȱɁ ȺɁȣ (Sheet) șɋ ԇȶȆș șȴ ȼșȨɇ Ƚɋ- 
ü ȳȿ ȉțȴ ȊȮȬɇ ɀșȼɁ ȼɇȶ ȴʼȠ (Cell Range) șɋ ȬɇȲ ɀȥȯȿȋȬ (Name Define) ɀșȳȿ ȽɈ, Ȩɋ ȍȼɇ ԇȶȆș 
șȴ ȼșȨɇ Ƚɋ-  

× ɀˊȓȣ ІɃ ȥɉΦɃȲʼȣ (Create New Document) ȼɇ Ȭȳȿ ȥɉΦɃȲʼȣ ȗȮȬ Ƚɋ Ƞȿȳɇțȿ- 
× Ȍ-Ȳɇȶ ȓȥʸɇȼ (E-mail Address) șӻ ȲȪȪ ȼɇ Ȍ-Ȳɇȶ ԇȶȆș șȴ ȼșȨɇ Ƚɋ- 
× ȊȮ ȞȿȽɋ Ȩɋ ȺɇȮ (Shape) șɋ ȰȣȬ (Button) șӻ ȨȴȽ ȋѹɇȲȿȶ șȴ ȼșȨɇ Ƚɋ- ȋȼșɇ ԇȶȓ, 
ü ȺɇȮ ȋЉȣʷ șȴșɇ ȊȮ ȍȼɇ ȯɉȲʽȣ (Format) ȣɅȰ ȼɇ ȯɉȲʽɀȣȆț (Formatting) șȴ ȼșȨɇ Ƚɋ- 
ü ȍȼșɇ ȰȿȪ ȍȼ ȺɇȮ șɇ Ȱɉȥʷȴ Ȯɇ ԒΧș șȴșɇ ȊȮ ȽȿȋȮȴԇȶȆș (Hyperlink) ȋѹɇȲȿȶ șȴ ȼșȨɇ Ƚɋ- 
ü ȊȮ ȴȿȋȣ ԒΧș (Right Click) șȴșɇ ȱɁ ȽȿȋȮȴԇȶȆș (Hyperlink) Ȫɇ ȼșȨɇ Ƚɋ- 
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ȣɇ ̶(Text) 

 

Screenshot 183 
Ȫɋѹ֠, ΎӻȬȺɉȣ 072 Ȳʼ ȊȮșɋ ȋЉȣʷ ȣɅȰ șȿ ȣɇ̶ ˌɂȮ ԂȪȚȿȌ Ȫɇțȿ- 

× ȣɇ̶ ȰɉΪ (Text Box) Ȯɇ ԒΧș șȴșɇ ȊȮ șȽɁ Ȯɇ ȱɁ ȣɇ̶ ȰɉΪ ȥʸɉ (Draw Text Box) șȴșɇ ȓ̶ʸȿ 
ȣɇ̶ Ȕȥ șȴ ȼșȨɇ Ƚɋ- 
 
ü ȣɇ̶ ȰɉΪ (Text Box) ȶɇȬɇ șɇ ȰȿȪ ȯɉȲʽȣ (Format) ȣɅȰ ȼɇ ȊȮ ȣɇ̶ ȰɉΪ șɇ ȎȮȴ ȯɉȲʽɀȣȆț 

(Formatting) ȱɁ șȴ ȼșȨɇ ȽɈ- 
ü ȉțȴ ȊȮșɋ ɀșȼɁ ѽɇԇȼɀȯș ȼɇȶ șӻ ȹɈёɃ ȣɇ̶ ȰɉΪ (Text Box) ȳȿ ȺɇȮ (Shape) Ȳʼ ԂȪȚȿȬɁ ȽɈ, 

 
Á Ȩɋ ȼȰȼɇ ȮȽȶɇ ȍȼ ȣɇ̶ ȰɉΪ (Text Box) ȳȿ ȺɇȮ (Shape) șɋ Ȱɉȥʷȴ (Border) Ȯɇ ԒΧș șȴșɇ 
ԇȼȶɇΜ șӻԇȠȳɇ- 

Á ȍȼșɇ ȰȿȪ ȊȮșɋ ȯɉйɂʷȶȿ Ȱȿȴ (Formula Bar) Ȳʼ "<" Ȫɇ șɇ ԇȠȼ ȼɇȶ șӻ ȹɈёɃ ԂȪȚȿȬɁ ȽɈ ȍȼ ȼɇȶ 
șɋ ԇȼȶɇΜ șӻԇȠȳɇ- 

Á ȼɇȶ ԇȼȶɇΜ șȴȬɇ șɇ ȰȿȪ ȓȆȣȴ (Enter) ȰȣȬ ˙ɇȼ șӻԇȠȳɇ- 
 

× ȹȥʷȊȣʷ (WordArt) Ȯɇ ԒΧș șȴșɇ ȊȮ ȴɇȥɁȲɇȥ ȯɉȲʽȣ ȹȿȶȿ ȣɇ̶ ȶɇ ȼșȨɇ Ƚɋ- 
 

× ԇȼθɇȞȴ ȶȿȋȬ (Signature Line) șӻ ȲȪȪ ȼɇ ȊȮ ԇȼθɇȞȴ ȶȿȋȬ (Signature Line) Ȕȥ șȴ ȼșȨɇ Ƚɋ- 
ü ȋȼ ԇȼθɇȞȴ ȶȿȋȬ (Signature Line) șȿ ȋѹɇȲȿȶ ȕɀȯȼ Ȳʼ ȯɉȲʷ Ȳʼ ȊȮșɋ ԂȪȚȿȌ Ȫɇțȿ- 

 
× ȕРɇΜ (Object) șӻ ȲȪȪ ȼɇ ȊȮ ɀșȼɁ ȱɁ ȼɉИȹɇȳȴ șӻ ȯȿȋȶ ȓΪɇȶ Ȳʼ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
ü ΎӻȬȺɉȣ 073 șɇ ɀˊȓȣ ІɃ (Create New) ȣɅȰ șɇ ȉȆȪȴ ȊȮ ȬȳɁ ȯȿȋȶ ɀˊȓȣ șȴ ȼșȨɇ Ƚɋ- 
ü ɀˊȓȣ ˚ɉȲ ȯȿȋȶ (Create From File) ȣɅȰ ȼɇ ȊȮ ȮȽȶɇȼɇ ȨɈȳȿȴ ȯȿȋȶ șɋ ȋЉȣʷ șȴ ȼșȨɇ Ƚɋ- 
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Screenshot 184 
 

Á ԇȶȆș ȣɃ ȯȿȋȶ (Link to File) șɋ ȊȮ Ȟɇș șȴȨɇ Ƚɋ Ȩɋ Ƞɋ ȱɁ ȞʼȠ ȊȮ ȍȼ ȼɉИȹɇȳȴ șɇ ȋЉȣʷ 
ɀșȳɇ Ƚɂȓ ȯȿȋȶ Ȳ̓ șȴɋțɇ ȹɋ ȊȮșɋ ȓΪɇȶ Ȳ̓ ȱɁ ԂȪȚȿȌ Ȫ̓țɇ- 
 

× ȽɈȥȴ ȓȆȥ ȯɂȣȴ (Header & Footer) Ȯɇ ԒΧș șȴșɇ ȊȮ ȓΪɇȶ șɇ ȉȆȪȴ ȽɈȥȴ ȓȆȥ ȯɂȣȴ ȋЉȣʷ (Insert 
Header & Footer) șȴ ȼșȨɇ Ƚɋ- 
 
ü ȽɈȥȴ ȓȆȥ ȯɂȣȴ (Header & Footer) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ȽɈȥȴ Ȳʼ Șȴ ȯɂȣȴ Ȳʼ 2 ȼɇΩȆȼ 

(Sections) ԂȪȚȿȌ Ȫʼțɇ- 
ü ȊȮ ȞȿȽɋ Ȩɋ ɀșȼɁ ȓș ȳȿ ȨɁȬɋ ȼɇΩȬ (Section) Ȳʼ ȣȿȋȮ șȴ ȼșȨɇ Ƚɋ- 
ü ȽɈȥȴ ȓȆȥ ȯɂȣȴ (Header & Footer) șɇ ȮɇȠ ȶɇȊȍȣ ћɃ (Page Layout View) ȼɇ ȰȿȽȴ ȊȬɇ șɇ ԇȶȓ 
ȊȮșɋ șȼʷȴ ɀșȼɁ ȱɁ ȼɇȶ Ȯɇ ȴȚȬȿ ȽɈ- 

ü ɀȯȴ ԃȬȞɇ Ѹɇȣȼ Ȱȿȴ (Status Bar) Ȯɇ ȊȮșɋ ȬɉȲʷȶ ћɃ (Normal View) Ȯɇ ԒΧș șȴȬȿ ȽɈ- 
ü ȽɈȥȴ ȓȆȥ ȯɂȣȴ (Header & Footer) ȋЉȣʷ șȴȬɇ șɇ ȰȿȪ ȊȮșɋ ȽɈȥȴ Șȴ ȯɂȣȴ șɇ ԇȶȓ ɀȥɑȿȋȬ 

(Design) ȣɅȰ ԂȪȚȿȌ Ȫɇțȿ- 
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ɀȥɑȿȋȬ ȣɅȰ (Design Tab) 

 

Screenshot 185 
Ȫɋѹ֠, ΎӻȬȺɉȣ 074 Ȳʼ ȊȮ ȽɈȥȴ ȓȆȥ ȯɂȣȴ (Header & Footer) șȿ ɀȥɑȿȋȬ (Design) ȣɅȰ ȪɇȚ ȼșȨɇ 

Ƚɋ- 

 

Screenshot 186 
 

× ΎӻȬȺɉȣ 075 Ȳʼ ȊȮșɋ ȬɇԃȹțɇȺȬ (Navigation) ̩ ɂȮ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȳȽ֤Ȯɇ țɋ ȣɃ ȽɈȥȴ (Go To Header) Ȯɇ ԒΧș șȴșɇ ȊȮ ȯɂȣȴ ȼɇ ȽɈȥȴ Ȯɇ Ƞд șȴ ȼșȨɇ Ƚɋ- 
ü țɋ ȣɃ ȯɂȣȴ (Go To Footer) Ȯɇ ԒΧș șȴșɇ ȽɈȥȴ ȼɇ ȯɂȣȴ Ȯɇ Ƞд șȴ ȼșȨɇ Ƚɋ- 
ü ȊȮ Ύɋȶ ȉȮ (Scroll Up) ȳȿ Ύɋȶ ȥȿȍȬ (Scroll Down) șȴșɇ ȱɁ ȽɈȥȴ Șȴ ȯɂȣȴ Ȯɇ Ƞȿ ȼșȨɇ Ƚɋ- 

 

 

Screenshot 187 
 

× ΎӻȬȺɉȣ 076 Ȳʼ ȊȮ ȽɈȥȴ ȓȆȥ ȯɂȣȴ ȓԇȶȲ̓ȣɍȼ (Header & Footer Elements) șȿ ˌɂȮ ȪɇȚ ȼșȨɇ Ƚɋ- 
ü ȋȼ ȽɈȥȴ ȓȆȥ ȯɂȣȴ ȓԇȶȲʼȣɍȼ (Header & Footer Elements) ̩ɂȮ șɇ ȉȆȪȴ ȮɇȠ ȬȆȰȴ (Page 

Number) Ȯɇ ԒΧș șȴșɇ ȮɇȠ ȬȆȰȴ (Page Number) Ȕȥ șȴ ȼșȨɇ Ƚɋ- 
ü ȮɇȠ ȬȆȰȴ (Page Number) șɇ ȼȿȩ ȬȆȰȴ ȕɔ ȮɇȠɇȼ (Number of Pages) șɇ ԇȶȓ "ȕɔ" (Of) 
ȣȿȋȮ șȴșɇ ȊȮ ȬȆȰȴ ȕɔ ȮɇȠɇȼ (Number of Pages) ȱɁ Ȕȥ șȴ ȼșȨɇ Ƚɋ- 

ü ȊȮșɋ ȓΪɇȶ Ȳʼ ȹɉȣȴȲȿș̫ (Watermark in Excel) Ȕȥ șȴȬȿ ȽɈ Ȩɋ,  
Á Ƞɋ ɀȮΙȴ ȋЉȣʷ șȴȬȿ ȽɈ ȍȼ ɀȮΙȴ șɋ ȶȿȋȣ șȶȴ (Light Color) șȿ ȉȶț ȼɇ ȰȬȿ ȶɇȬȿ ȽɈ- 
Á ɀȯȴ ΎӻȬȺɉȣ 076 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ɀȮΙȴ (Picture) Ȯɇ ԒΧș șȴșɇ ɀȮΙȴ Ȕȥ șȴȬȿ ȽɈ- 
Á ɀȮΙȴ (Picture) Ȕȥ șȴȬɇ șɇ ȰȿȪ ȊȮ ȓȆȣȴ (Enter) ȰȣȬ ˙ɇȼ șȴșɇ ȍȼ ɀȮΙȴ șɋ ȮɇȠ șɇ ȼʼȣȴ 
Ȳʼ ȓȥȠѸ șȴ ȼșȨɇ Ƚɋ- 
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Á ԁȴȲɃȹ șȴȬɇ șɇ ԇȶȓ ȊȮ ȋȼ ȋЉȣ̫ ɀșȳɇ Ƚɂȓ ɀȮΙȴ (Picture) șɋ ɀȥȶɁȣ (Delete) șӻԇȠȳɇ- 
ü ȯɉȲʽȣ ɀȮΙȴ (Format Picture) Ȳʼ ȊȮșɋ ɀȮΙȴ șӻ ȼɇɀȣȆο (Picture Settings) ԂȪȚȿȌ ȪɇțɁ- 
ü șȴȆȣ ȥɇȣ (Current Date) Șȴ șȴȆȣ ȣȿȋȲ (Current Time) Ȯɇ ԒΧș șȴșɇ ȊȮ ȽɈȥȴ ȳȿ ȯɂȣȴ Ȳʼ 
ȊȮșӻ ȞȿȶɃ ȨȿȴӯȚ Șȴ ȞȿȶɃ ȼȲȳ Ȕȥ șȴ ȼșȨɇ Ƚɋ- 

ü ȺɁȣ ȬɇȲ (Sheet Name) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȺɁȣ șȿ ȬȿȲ Ȋ Ƞȿȳɇțȿ- 
ü ȋȼɁ ȨȴȽ ȯȿȋȶ ȬɇȲ (File Name) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ȹș̫ Ȱɂș șȿ ȬȿȲ Ȋ Ƞȿȳɇțȿ- 
ü ȯȿȋȶ Ȯȿȩ (File Path) Ȯɇ ԒΧș șȴȬɇ Ȯɇ ȍȼ ȯȿȋȶ șɇ ȶɋșɇȺȬ șȿ ȮɃȴȿ ȓȥʸɇȼ Ȋ Ƞȿȳɇțȿ- 

 

 

Screenshot 188 
 

Ȫɋѹ ,֠ ΎӻȬȺɉȣ 077 Ȳʼ ȊȮșɋ ȕЕЉ (Options) ̩ ɂȮ ԂȪȚȿȌ Ȫɇțȿ- 

× ɀȥȯȴʼȣ ȯѸʷ ȮɇȠ (Different First Page) Ȯɇ ԒΧș șȴșɇ ȯѸʷ ȮɇȠ șɇ ԇȶȓ ȉȶț ȽɈȥȴ Șȴ ȯɂȣȴ Ȫɇ 
ȼșȨɇ Ƚɋ- 

× ɀȥȯȴʼȣ ȗȥ ȓȆȥ ȋȹȬ ȮɇȠɇȼ (Different Odd & Even Pages) Ȯɇ ԒΧș șȴșɇ ȗȥ ȮɇȠɇȼ șɇ ԇȶȓ ȉȶț 
Șȴ ȋȹȬ ȮɇȠɇȼ șɇ ԇȶȓ ȉȶț ȽɈȥȴ ȓȆȥ ȯɂȣȴ Ȫɇ ȼșȨɇ Ƚɋ- 
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ȉϴȿȳ 0/: ȮɇȠ ȶɇȊȍȣ ȣɅȰ (Page Layout Tab) 
 

 
Screenshot 189 

Ȫɋѹ֠, ΎӻȬȺɉȣ 078 Ȳʼ ȊȮșɋ ȮɇȠ ȶɇȊȍȣ (Page Layout) ȣɅȰ șȿ ԁȴȰȬ ԂȪȚȿȌ Ȫɇțȿ- ȳȽ֤Ȯɇ ȊȮșɋ 
ɀ˙ȆɀȣȆț ȼɇ ԁȴȶɇȣɇȥ Ƞɋ ȼɇɀȣȆο (Printing Settings) ȽɋȨɁ ȽɈ ȹɋ ȊȮșɋ ԇȼȚȬɇ ԃȲȶɇțɁ- 

 

ȩɁн (Themes) 
ȳȽ֤Ȯɇ ΎӻȬȺɉȣ 08/ Ȳʼ ȊȮșɋ ȩɁн (Themes) ̩ɂȮ ԂȪȚȿȌ Ȫɇțȿ- 

 

 

 

 

× ȩɁн (Themes) șɇ ȉȆȪȴ ȊȮșɋ ȉȶț ȉȶț ȨȴȽ șɇ ȩɁн (Themes) ԂȪȚȿȌ Ȫʼțɇ- 
ü ȊȮ ȥɇȣȿ Ȯɇ ȥȿȳȴɇΜȶɁ ȩɁȲ (Theme) ȉГȿȌ șȴɋțɇ Ȩɋ ȊȮșɋ șɋȌ ȞʼȠɇȼ ԂȪȚȿȌ ȬȽ֣ Ȫʼțɇ- 
ü ȋȼșɇ ԇȶȓ ȊȮșɋ ȽɋȲ (Home) ȣɅȰ Ȳʼ, 
Á ȯɉȲʽȣ ȓȠ ȣɇȰȶ (Fomat as Table) ȳȿ ȼɇȶ Ѹȿȋѕ (Cell Styles) Ȳʼ șɋȌ ȱɁ ȯɉȲʽɀȣȆț ȊȮșɋ 
ԇȼȶɇΜ șȴȬȿ ȽɈ- 

Á ȍȼșɇ ȰȿȪ ȊȮ ȩɁȲ (Theme) ȉГȿȌ șȴ ȼșȨɇ Ƚɋ- 
× șȶȼ ̫(Colors) Ȯɇ ԒΧș șȴșɇ ȊȮ ȉȶț ȉȶț șȶȴ șɉԋжȬɇȺȬ (Color Combination) ԇȼȶɇΜ șȴ 
ȼșȨɇ Ƚɋ- 

× ɔɉϻɍȼ (Fonts) Ȯɇ ԒΧș șȴșɇ ȊȮ ȍȼ ȩɁȲ șȿ ȯɉϜ (Font) ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 
× ȋȯɇΜɍȼ (Effects) șɇ ȉȆȪȴ ȊȮșɋ ȉȶț ȉȶț ȋȯɇΜɍȼ (Effects) ԂȪȚȿȌ ȪʼțɁ- 
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ȮɇȠ ȼɇȣȉȮ (Page Setup) 

 

Screenshot 191 
Ȫɋѹ֠, ΎӻȬȺɉȣ 080 Ȳʼ ȊȮșɋ ȮɇȠ ȼɇȣȉȮ (Page Setup) ̩ ɂȮ ԂȪȚȿȌ Ȫɇțȿ- 

 

× Ȫɋѹ֠, ȉțȴ ȊȮ Ctrl + P ȼɇ ɀ˙Ȇȣ (Print) șȴȬɇ Ȯɇ ȊȮșɋ ȼɇѕ șӻ Ȱɉȥʷȴ (Border) ԂȪȚȿȌ ȬȽ֣ Ȫɇ ȴȽɁ Ȩɋ, 
ȽɋȲ (Home) ȣɅȰ șɇ ȯɉϜ (Font) ̩ ɂȮ Ȳʼ ȼɇ ȊȮ Ȱɉȥʷȴ (Border) ȉГȿȌ șȴ ȼșȨɇ Ƚɋ- 

× ȉțȴ ȊȮ ȓΪɇȶ Ȳʼ Ctrl + P șȴșɇ ɀ˙Ȇȣ ˙ɁћɃ (Print Preview) ȪɇȚ șȴ ȴӯȣȬʷ ȓΪɇȶ ȺɁȣ Ȯɇ ȊȨɇ Ƚɋ Ȩɋ, 
ȊȮșɋ ȥɉȣɇȥ ȶȿȋȬ (Dotted Line) ȼɇ ȊȮșɇ ɀ˙ȆɀȣȆț ȰȿȍȆȥʸɁ (Printing Boundary) ԂȪȚȿȌ ȪɇțɁ- 
ü ȉțȴ ȊȮ ȍȼ ȰȿȍȆȥʸɁ (Boundary) șɇ Ȋțɇ ȥɇȣȿ ȣȿȋȮ șȴȨɇ Ƚɋ Ȩɋ ȹɋ ɀ˙Ȇȣ Ȳʼ ȼɇȮȴɇȣ ȮɇȠ Ȯɇ Ȋȓțȿ- 

× ȊȮ ȮɇȠ ȼɇȣȉȮ (Page Setup) ̩ɂȮ șɇ ȲȿԇȠʷȬ (Margin) Ȯɇ ԒΧș șȴȨɇ Ƚɋ Ȩɋ ΎӻȬȺɉȣ 081 șӻ ȨȴȽ 
ȊȮșɋ ȲȿԇȠʷȬ șӻ ԇȶѸ ԂȪȚȿȌ ȪɇțɁ- 
 
 
 
 
 
 
 
 
 
 
 
ü ԇȠȼ ȲȿԇȠʷȬ Ȯɇ ˌɁȬ ȰɉΪ (Green Box) ȽɈ ȹɋ ȊȮșɇ ȮɇȠ șӻ ȲȿԇȠʷȬ ȽɈ- 
ü ȉțȴ ȊȮșɋ ȋȼ ȲȿԇȠʷȬ șɋ șȲ ȳȿ ϓȿȪȿ șȴȬȿ ȽɈ Ȩɋ ȊȮ șѸȲ ȲȿԇȠʷȬ (Custom Margin) Ȯɇ 
ԒΧș șӻԇȠȳɇ- 

ü șѸȲ ȲȿԇȠʷȬ (Custom Margin) Ȯɇ ԒΧș șȴȬɇ șɇ ȰȿȪ ȊȮșɇ ȼȿȲȬɇ ȮɇȠ ȼɇȣȉȮ (Page Setup) 
șȿ ȥȿȳȶɉț ȰɉΪ ȗȮȬ Ƚɋțȿ- 
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ü ȹȽ֤Ȯɇ ȲȿԇȠʷЉ (Margins) ȣɅȰ Ȳʼ ȊȮ ȣɉȮ (Top), ȰɉȣȲ (Bottom), ȶɇИ (Left) Șȴ ȴȿȋȣ (Right) 
ȲȿԇȠʷȬ șɇ ȼȿȩ ȼȿȩ ȽɈȥȴ ȓȆȥ ȯɂȣȴ (Header & Footer) șӻ ȲȿԇȠʷȬ ȱɁ șȲ ȳȿ ϓȿȪȿ șȴ ȼșȨɇ Ƚɋ- 

Screenshot 193 
ü ΎӻȬȺɉȣ 082 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ɀ˙Ȇȣ ˙ɁћɃ (Print Preview) șɇ ȰɉȣȲ ȴȿȋȣ șɉȬʷȴ Ȳʼ ȊȮ Ⱥɋ 
ȲȿԇȠʷЉ (Show Margins) Ȯɇ ԒΧș șȴșɇ ȮɇȠ șɇ ȲȿԇȠʷЉ ȪɇȚ ȼșȨɇ Ƚɋ- 

ü ȊȮ ȳȽ֤Ȯɇ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȲȿԇȠʷЉ șɋ ȥʸɈț (Drag Margins) șȴșɇ ȱɁ ȞʼȠ șȴ ȼșȨɇ Ƚɋ- 
ü ȳȿ ɀȯȴ ɀ˙Ȇȣ ȼɇɀȣȆο (Print Settings) Ȳʼ ȊȮșɋ ȲȿԇȠʷȬ ȼɇɀȣȆο (Margin Settings) șȿ ȕЕȬ 
ԃȲȶ Ƞȿȳɇțȿ- 

ü ȊȮ ȕȣɋɀȯȣ șɉȶȲ ԃȹȥɍȩ (AutoFit Column Width) șȴșɇ ȱɁ ȊȮșɇ șɉȶȲ ȓȥȠѸ șȴșɇ ɀ˙Ȇȣ 
șȴ ȼșȨɇ Ƚɋ- 

× Ȫɋѹ֠, ΎӻȬȺɉȣ 080 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ȮɇȠ ȼɇȣȉȮ (Page Setup) ̩ ɂȮ șɇ ȗԁȴȓȆȣɇȺȬ (Orientation) Ȯɇ 
ԒΧș șȴșɇ ȊȮ ȮɇȠ șȿ ȗԁȴȓȆȣɇȺȬ (Orientation) ȰȪȶ ȼșȨɇ Ƚɋ- 
ü Ȯɋȣy̔ȣ (Portrait) Ȯɇ ԒΧș șȴșɇ ȊȮ ўɀȣʷșȶ ȮɇȠ (Vertical Page) ȶɇ ȼșȨɇ Ƚɋ-  
ü ȶʿȥѵɇȮ (Landscape) Ȯɇ ԒΧș șȴșɇ ȊȮ ȽɉԁȴȠɉϻȶ ȮɇȠ (Horizontal Page) ȶɇ ȼșȨɇ Ƚɋ- 
ü ȳɇ ȞʼȠ ȊȮșɋ ɀ˙Ȇȣ ˙ɁћɃ (Print Preview) Ȳʼ ȽɁ ԂȪȚȿȌ Ȫɇțȿ- 
ü ȊȮșɋ ɀ˙Ȇȣ ȼɇɀȣȆο (Print Settings) Ȳʼ ȱɁ ȗԁȴȓȆȣɇȺȬ (Orientation) șȿ ȕЕȬ ԂȪȚȿȌ Ȫɇțȿ Ƞɋ 
ȊȮ ΎӻȬȺɉȣ 082 Ȳʼ ȪɇȚ ȼșȨɇ Ƚɋ- 

ü ȉțȴ ȊȮșɇ ȓ̶ʸȿ șɉȶн, ȲȿԇȠʷȬ (Margin) ȓȥȠѸ șȴȬɇ Ȯɇ ȱɁ ȮɇȠ Ȳʼ ȬȽ֣ Ȋ ȴȽɇ Ȩɋ ȊȮ ȮɇȠ șȿ 
ȗԁȴȓȆȣɇȺȬ ȞʼȠ (Change Orientation) șȴ ȼșȨɇ Ƚɋ- 

× ΎӻȬȺɉȣ 082 Ȳʼ ԂȪȚȿȌ ȪɇȬɇ ȹȿȶɇ ѵɇԇȶȆț (Scaling) șӻ ȲȪȪ ȼɇ ȊȮ ȓș ȮɇȠ Ȯɇ ȥɇȣȿ ɀ˙Ȇȣ șȴ ȼșȨɇ Ƚɋ- 
ü Ȭɋ ѵɇԇȶȆț (No Scaling) ȊȮ ȴȚȨɇ Ƚɋ Ȩɋ ȊȮșȿ ȥɇȣȿ ԇȠȼ ȼȿȋȠ Ȳʼ ȽɈ ȍȼɁ ȼȿȋȠ Ȳʼ ɀ˙Ȇȣ Ƚɋțȿ- 
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