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Microsoft Excel-2016. 

Chapter-1. What is Microsoft Excel? EkkbdzkslkW¶V ,Dlsy gekjk ,d izdkj dk ,Iyhds”ku lkW¶Vos;j gS 

ftls ge MsVkcsl eSustesaV flLVe dgrs gS ;k LizsM”khV lkW¶Vos;j dgrs gS ftldk ;qt ge MsVk ,UVªh] MsVk dks 

eSust] MsVk dks laxzghr] MsVk dks QkWesZV] MsVk dks dSydqysV] MsVk dks “ks;j] MsVk dks fizaV]vkSj lSyjh “khV] gkWfLiVy 

“khV] ekdZ “khV ijpst vkSj lsy dh MsVk ,aVªh djus ds fy, djrs gSA 
 

Extension Name of Excel File.   .XLS, .XLSX, .XLW (Excel Spreadsheet). 
 

How to Open Ms. Excel Software? 
 

lcls igys ge dhcksMZ ls Window + R > izsl djsxss Run vk;sxk vkSj bles Excel fy[kdj Enter ;k Ok djnsxss 

vkSj fQj vkidk EkkbdzkslkW¶V ,Dlsy lkW¶Vos;j vksiu gks tk;sxkA 

 

 
 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

Title Bar. VkbVy ckj fcaMks ds VkWi es gksrk gS tks gekjs izksxzke ds uke dks crkrk gS bles rhu cVu gksrh gS 

feuhekbt] eSDlhekbt] vkSj Dykst cVuA 
 

Cell. jks vkSj dkWye ds dkWfEcus”ku dks ge lsy dgrs gSA 
 

Worksheet. odZ”khV eq[; :Ik ls lsy dk ,d laxzg gS tgka ij vki MsVk dks j[krs gS mles vki gsjQsj dj ldrs 

gSA 
 

Workbook. EkkbdzkslkW¶V ,Dlsy esa odZcqd ,d ,slh Qkby gksrh ftlesa ,d ;k ,d ls T;knk odZ”khV gksrh gS 

ftUgs vki LizsM”khV ds :Ik esa Hkh tkurs gSA 
 

Quick Access Toolbar. blds vUnj Qkby esuq ds “kkWVZdV vkbdu gksrs gS ftlds }kjk ge tYnh ls tYnh 

viuh Qkby dks vksiu] lso] fiazV dj ldrs gSA 
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Ribbon. blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds VSCl vkSj dekaM dks “kks vkSj gkbM dj ldrs gSA 
 

 

 

Status Bar. bLVsVl ckj fcaMks ds CkkWVe es gksrk gS tks gekjs MkWD;wesaV ds djasV buQkWeZsa”ku dks crkrk gSA. 
 

Description of Excel Row. EkkbdzkslkW¶V ,Dlsy esa jks dh ,d dUQeZ l[;k gksrh gS ftls igpkuus ds fy, 

gkWfjtkWUVy ykbu esa ;qfud uacj fn;k tkrk gS VksVy jks fd la[;k 1048576 gksrh gSA 
 

Description of Excel Column. EkkbdzkslkW¶V ,Dlsy esa dkWye dh ,d dUQeZ l[;k gksrh gS ftls igpkuus ds 

fy, yacor ykbu esa ;qfud vYQkcsV fn;k tkrk gS VksVy dkWye fd la[;k 16384 gksrh gSA 
 

The Formula Bar. EkkbdzkslkW¶V ,Dlsy esa QkWeZwyk ckj LizsM”khV ds “kh’kZ ij fLFkr Vwyckj gS ftldk mi;ksx ge 

xf.krh; x.kuk dks ifjHkkf’kr djus ds fy, djrs gSA 
 

 
 

 

Work Sheet Views. EkkbdzkslkW¶V ,Dlsy esa fofHkUu izdkj ds O;w vkWI”ku gksrs gS ftlls vki viuh odZcqd dks 

dbZ QkWesZV es ns[k ldrs gSA tSls ukWeZy O;w ] ist ysvkmV O;w ] ist czsd O;wA 
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Chapter-2. File. (Alt+F). 
 

New (Ctrl+N). blds }kjk ge ,d u;k ist dks ysrs gSA 
 

 
 

Open (Ctrl+O). blds }kjk ge igys ls lso Qkby dks vksiu djds ns[krs gSA 

 

Title Bar Control Button Menu Bar 

Status Bar 

Cell 

Colum

n 

Row 
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Save (Ctrl+S). blds }kjk ge vius Qkby dks dksbZ Hkh uke nsdj lso dj ldrs gSA 

 

Save As (F12). blds }kjk ge igys ls lso Qkby ds uke dks cny ldrs gS ;k nwljs uke ls lso dj ldrs gSA 
 

 

 

Print (Ctrl+P). blds }kjk ge uacj vkQ dkWih nsdj vius Qkby dk fizaVj ls fizaVvkmV dks fudky ldrs gSA 
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Page Setup. blds }kjk ge vius ist ds ekftZu vkSj isij lkbt dks lsV dj ldrs gSA vkSj ist ds ysvkmV dks 

psat dj ldrs gSA 
 

 
 

Share. blds }kjk ge viuh Qkby dks vVSp djds esy dj ldrs gSA 
 

 
 

Export. blds }kjk ge viuh Qkby dks ,DliksVZ djds PDF cuk ldrs gSA 
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Exit (Alt+F4). blds }kjk ge vius lkW¶Vos;j ls ckgj vkrs gSA 
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Chapter-3. Home. (Alt+H). 
 

 

 

Cut (Ctrl+X). blds }kjk ge vius VsDLk ;k vkWCtsDV dks lsysDV djds fMyhV dj ldrs gSA 

 

Copy (Ctrl+C). blds }kjk ge vius VsDLk ;k vkctsDV dks lsysDV djds dkWih dj ldrs gS vkSj ckn es bls 

nqljh txg ij isLV djds Mcy dj ldrs gSA 
 

 
 

Paste (Ctrl+V). blds }kjk ge dV ;k dkWih vkWCtsDV ;k VsDLk dks nqljh txg ij ystkdj MqIyhdsV dj ldrs 

gSA 
 

 
 

Format Painter. (Ctrl+Shift+C).  

blds }kjk ge vius ,d VsDLk dks lsysDV djds mldh izkWiVhZ dks dkWih djds nqljs VsDLk ij vIykbZ dj ldrs gSA 
 

 
 

Undo (Ctrl+Z). blds }kjk ge vius ykLV dekaM dks gVkrs gSA 
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Redo (Ctrl+Y). blds }kjk ge vius ykLV dekaM dks okil ykrs gSA 
 

Font. 
 

Font Family. blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dks psat dj ldrs gSA vkSj fgUnh bxafy”k QkWUV 

es Vkbi dj ldrs gSA 
 

 
 

Font Size. blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks NksVk ;k cMk dj ldrs gSA 
 

 
 

Increase Font Size. blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks cMk dj ldrs gSA 

 

Decrease Font Size. blds }kjk ge vius VsDLk dks lsysDV djds QkWUV dh lkbt dks NksVk dj ldrs gSA 

 

Bold Font (Ctrl+B). blds }kjk ge vius VsDLk dks lsysDV djds eksVk dj ldrs gSA 
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Italic Font (Ctrl+I). blds }kjk ge vius VsDLk dks lsysDV djds frjNk dj ldrs gSA 

 

Underline Font (Ctrl+U). blds }kjk ge vius VsDLk dks lsysDV djds vaMjykbu ns ldrs gSA 

 

 
 

Borders. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds mlds ys¶V] jkbV] VkWi] ckWVe es ckWMj dks yxk 

ldrs gSA vkSj ckWMj dks dyj dj ldrs gS LVkby dks psat dj ldrs gSA 
 

   
  

Fill Color. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds mlds fiNs dyj ns ldrs gSA 
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Font Color. blds }kjk ge vius VsDLk ;k iSjkxzkQ dks lsysDV djds dyj dj ldrs gSA 
 

 
 

Top Align. blds }kjk ge vius VsDLk dks lsysDV djds lsy ds VkWi esa ysdj tk ldrs gSA 
 

Middle Align. blds }kjk ge vius VsDLk dks lsysDV djds lsy ds fcp esa ysdj tk ldrs gSA 
 

Bottom Align. blds }kjk ge vius VsDLk dks lsysDV djds lsy ds ckWVe esa ysdj tk ldrs gSA 
 

 
 

Status Bar 
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Align Left (Ctrl+L). blds }kjk ge vius VsDLV ;k iSjkxzkQ dks lsysDV djds ist ds ys¶V ekftZu esa ysdj tk 

ldrs gSA 
 

Align Centre (Ctrl+E). blds }kjk ge vius VsDLV ;k iSjkxzkQ dks lsysDV djds ist ds lsUVj eas ysdj tk 

ldrs gSA 
 

 
 

Align Right (Ctrl+R). blds }kjk ge vius VsDLV ;k iSjkxzkQ dks lsysDV djds ist ds jkbV ekftZu eas ysdj 

tk ldrs gSA 
 

Orientation. blds }kjk ge vius VsDLV dks lsysDV djds ,axy nsdj VsDl dks /kqek ldrs gSA 
 

 
 

Decrease Indent.  blds }kjk ge vius VsDLV ;k iSjkxzkQ dks lsysDV djds ekftZu dks fiNs ysdj vk ldrs gSA 

 

Increase Indent. blds }kjk ge vius VsDLV ;k iSjkxzkQ dks lsysDV djds ekftZu dks vkxs ysdj tk ldrs gSA 
 

Wrap Text. blds }kjk tc ge fdlh daVsaV dks Vkbi djrs gS daVsaV lsy ls ckgj pyk tkrk gS jSi VsDLV ds }kjk 

mlh lsy esa ,MtLV dj ldrs gSA 
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Merge & Centre. blds }kjk ge NksVh NksVh lsy dks lsysDV djds ,d cMh lsy esa dUoVZ dj ldrs gSA vkSj 

VsDLV dks lsaVj esa vjsat dj ldrs gSA 
 

Merge & Across. blds }kjk ge NksVh NksVh lsy dks lsysDV djds lse jks ds ,d cMh lsy esa dUoVZ dj ldrs 

gSA 
 

Merge & Cells. blds }kjk ge NksVh NksVh lsy dks lsysDV djds ,d cMh lsy esa dUoVZ dj ldrs gSA 
 

 
 

Unmerge & Cells. blds }kjk ge lHkh etZ lsy dks vuetZ ;k vyx vyx dj ldrs gSA 
 

General. blds }kjk ge lsy esa tks Hkh la[;k Vkbi djrs gS og fcuk fdlh QkWesZfVax ds n”keyo ds LFkku ij ;k 

dkWek ds LFkku ij oSls gh fn[kkbZ nsrh gSA 
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Number. EkkbdzkslkW¶V ,Dlsy esa tc vki dksbZ uacj Vkbi djrs gS rks ckbZ fMQkWYV mldk QkesZV tsujy gksrk gSA 
 

Currency. EkkbdzkslkW¶V ,Dlsy esa fdlh Hkh uacj ds vkxs djsalh dk flacy yxk ldrs gSA 
 

Accounting. EkkbdzkslkW¶V ,Dlsy esa vdkmafVax dk mi;ksx ekSfnzd ewY;ks ds fy, fd;k tkrk gSA 
 

Date. EkkbdzkslkW¶V ,Dlsy esa rkfj[kksa dh x.kuk djus ds fy, bldk mi;ksx fd;k tkrk gSA 
 

 
 

Time. EkkbdzkslkW¶V ,Dlsy esa Vkbeksa dh x.kuk djus ds fy, bldk mi;ksx fd;k tkrk gSA 
 

Percentage. EkkbdzkslkW¶V ,Dlsy esa fdlh Hkh uacj ds ckn ijlsaVst dk flacy yxk ldrs gSA 
 

Fraction. EkkbdzkslkW¶V ,Dlsy esa fdlh la[;k dks va”k ds :Ik esa iznf”kZr djrs gSA 
 

Scientific. EkkbdzkslkW¶V ,Dlsy esa fdlh la[;k dks ?kkrkadh; ds :Ik esa iznf”kZr djrs gSA 
 

Text. EkkbdzkslkW¶V ,Dlsy esa fdlh la[;k dks VsDLV ds :Ik esa iznf”kZr djrs gSA 
 

Style. 
 

Conditional Formatting. EkkbdzkslkW¶V ,Dlsy esa daMh”kuy QkWesZfVax dk mi;ksx lsy ds oSY;w ds vk/kkj ij 

,d dUQeZ dyj ds lkFk lsy dks gkbZykbV djus dk dk;Z djrk gSA  
 

Highlight Cells Rules.  
 

Greater Than. blds }kjk ge vius Vscy esa ls lcls cMh oSY;w dks fudky ldrs gSA 
 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

16 | P a g e  
 

 
 
   

 
 

Less Than. blds }kjk ge vius Vscy esa ls lcls NksVh oSY;w dks fudky ldrs gSA 
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Between. . blds }kjk ge vius Vscy esa ls nks uacj ds fcp dh oSY;w dks fudky ldrs gSA 
 
 

 

 

Duplicate Value. blds }kjk ge vius Vscy esa ls MqIyhdsV uacj okyh oSY;w dks ns[k ldrs gSA 
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Top 10 Items Value. blds }kjk ge vius Vscy esa ls VkWi 10 oSY;w dks ns[k ldrs gSA 
 

 
 

 

Data Bar. EkkbdzkslkW¶V ,Dlsy esa MsVk ckj ds }kjk ge lcls NksVh la[;k vkSj lcls cMh la[;k dks igpku ldrs 

gSA 
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Colour Scale. EkkbdzkslkW¶V ,Dlsy esa dyj Ldsy dk mi;ksx ge MsVk dks gkbykbV vkSj MsVk forj.k dks le>us 

ds fy, fd;k tkrk gSA 
 

Icons Set. EkkbdzkslkW¶V ,Dlsy esa vkbdu lsV dk mi;ksx MsVk dks Jsf.k;ksa esa n”kkZus vkSj gkbykbV ds fy, gksrk 

gSA 
 

 

 

Format as Table.  EkkbdzkslkW¶V ,Dlsy esa QkWesZV Vscy dk mi;ksx ge vko”drkuqlkj lsy dks Hkh igys ls fn, 

gq, Vscy VsEIysV ds }kjk Vscy ds :Ik esa fMtkbZu dj ldrs gS vkSj vko”drkuqlkj ubZ Vscy LVkbZy] fMtkbZu dj 

ldrs gSA 
 

Cell Style. EkkbdzkslkW¶V ,Dlsy esa lsy LVkbZy dk mi;ksx ge vius lhV ds MsVk dks dyjQqy dj ldrs gSA 
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Cells. 
 

Insert Cells (Ctrl + Shift + =). blds }kjk ge EkkbdzkslkW¶V ,Dlsy esa vius “khV ;k Vscy esa ,d ubZ jks vkSj 

dkWye dks balVZ dj ldrs gSA 
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Insert Sheet Row (Alt + I + R). blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds odZ”khV esa ,d ubZ jks dks tksM ldrs 

gSA 
 

 
 

Insert Sheet Column (Alt + I + C). blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds odZ”khV esa ,d ubZ dkWye dks 

tksM ldrs gSA 
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Insert New Sheet. (Shift+F11) Or (Alt+Shift+F1). blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds odZ”khV esa 

,d ubZ “khV dks tksM ldrs gSA 
 

Delete Cells (Ctrl + -). blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds “khV esa ls lsy dks gVk ldrs gS ;k MsVk dks 

fMyhV dj ldrs gSA 
 

Delete Sheet Row. blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds “khV esa ls jks dks gVk ldrs gS ;k MsVk dks fMyhV 

dj ldrs gSA 
 

Delete Sheet Column. blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds “khV esa ls dkWye dks gVk ldrs gS ;k MsVk dks 

fMyhV dj ldrs gSA 
 
 

 
 

Delete New Sheet.  blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds ubZ “khV dks gVk ldrs gS ;k ubZ “khV dks fMyhV 

dj ldrs gSA 
 

Format.  
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Row Height. blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds jks dh gkbV dks vius vko”;drkuqlkj cny ldrs gSA MsVk 

dks lsy esa Bhd ls lsV dj ldrs gSA 
 

 

 

Auto Fit Row Height. blds }kjk ge jks dh gkbV dks twe bu] twe vkmV djds okLrfod vkdkj esa ysdj vk 

ldrs gSA 
 

Column Width. blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds dkWye dh foM~Fk dks vius vko”;drkuqlkj cny ldrs 

gSA MsVk dks lsy esa Bhd ls lsV dj ldrs gSA 
 

 

 

Auto Fit Column Width. blds }kjk ge dkWye dh foM~Fk dks twe bu] twe vkmV djds okLrfod vkdkj esa 

ysdj vk ldrs gSA 
 

Hide Row and Column. blds }kjk ge vius jks vkSj dkWye dks Nqik ldrs gS rkfd og “khV ij fn[kkbZ u ns 

vkSj MsVk vHkh Hkh ekStwn jgsA 
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Unhide Row and Column. blds }kjk ge Nqis gq, jks vkSj dkWye dks okil ysdj vk ldrs gSA 
 

 
 

Rename Sheet. blds }kjk ge odZ”khV ds uke dks cny ldrs gSA  
 

Move or Copy Sheet. blds }kjk ge EkkbdzkslkW¶V ,Dlsy ds odZ”khV dks viuh odZcqd Qkby ds vanj ;k ckgj 

nwljh odZcqd esa dkWih ;k ewo dj ldrs gSA 
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Tab Colour. blds }kjk ge vius odZ”khV ds fupys Hkkx esa ekStwn VSc ds jax dks cny ldrs gS ftlls “khV dks 

tYnh ls igpkuk tk ldsaA 
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Protect Sheet.  blds }kjk ge vius odZ”khV dks nwljs yksxks }kjk xyrh ls tkucw>dj MsVk cnyus] gVkus ;k 

QkWesZfVax djus ls lqjf{kr dj ldrs gSA 
 

 
 

Lock Cell.  blds }kjk ge vius odZ”khV ds lsy dks ykWd dj ldrs gS rkfd xyrh ls tkucw>dj mUgsa laikfnr 

u dj ldsA 
 

Editing. 
 

Auto Sum (Alt + =). blds }kjk ge nks ;k nks ls vf/kd uacj dks vkil esa tksM ldrs gSA 
 

 
   

Average. blds }kjk ge fdlh la[;kvksa ds lewg dk vkSlr fudky ldrs gSA 
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Count Numbers. blds }kjk ge mu lsy dh la[;k dks fxuus ds fy, bLrseky djrs gS ftuesa la[;k,W gksrh gS  

;g fjDr lsy ;k VsDLV okys lsy dks ugha fxurkA 
 

 

 

Max. blds }kjk ge fdlh Hkh fn, x, lsy jsat esa ls lcls cMh la[;k dks <aw<rs gSA 
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Min. blds }kjk ge fdlh Hkh fn, x, lsy jsat esa ls lcls NksVh la[;k dks <aw<rs gSA 
 
 

 

 

Fill.  
 

Fill Down (Ctrl + D). blds }kjk ge lsy dks lsysDV djds fy[ks x, MsVk ;k QkWewZyk dks fups dh vksj ekStwn 

[kkyh lsYl esa dkWih dj ldrs gSA 
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Fill Right (Ctrl + R). blds }kjk ge lsy dks lsysDV djds fy[ks x, MsVk ;k QkWewZyk dks jkbV dh vksj ekStwn 

[kkyh lsYl esa dkWih dj ldrs gSA 
 

Fill Up. blds }kjk ge lsy dks lsysDV djds fy[ks x, MsVk ;k QkWewZyk dks mij dh vksj ekStwn [kkyh lsYl esa 

dkWih dj ldrs gSA 
 

Fill Left. blds }kjk ge lsy dks lsysDV djds fy[ks x, MsVk ;k QkWewZyk dks ys¶V dh vksj ekStwn [kkyh lsYl esa 

dkWih dj ldrs gSA 
 

Series. blds }kjk ge lsy jsat esa ,d fuf”pr iSVuZ ;k dze esa fdlh la[;k] rkfj[k] VsDLV dks Lopkfyr :Ik ls 

Hkj ldrs gSA 
 

 
 

Justify. blds }kjk fdlh lsy esa fy[ks x;s dbZ “kCn dks ,d ,d lsy esa vjsat dj ldrs gSA 
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Flash Fill. blds }kjk tks MsVk essa iSVuZ dks igpkudj Lopkfyr :Ik ls MsVk dks Hkj nsrh gS ftlls vki dks eSU;qvy 

:Ik ls MsVk Hkjus dh vko”;drk ugha gksrh gSA  
 

Clear All. blds }kjk ge fdlh Hkh lsy ;k jsat esa ekStwn lHkh MsVk] QkWesZfVax] vkSj desaV dks gVk nsrs gS vkSj lsy 

fMQkWYV voLFkk esa vk tkrh gSA 

Clear Formats. blds }kjk ge fdlh Hkh lsy ;k jsat esa ekStwn lHkh MsVk] QkWesZfVax tSls QkWUV LVkby] jax ckWMZj 

gVk nsrs gS mUgs fMQkWYV QkWesZfVax okil ykrs gSA 
 

 

 

Clear Contents (Del). blds }kjk ge lsy esa ekStwn lHkh MsVk tSls fd VsDLV] ucaj ;k QkWewyk gVk nsrs gSA 
 

Clear Comments. blds }kjk ge fdlh Hkh lsy ;k jsat esa fy[kh xbZ fVIif.k;ksa ;k desaV gVk nsrs gSA 
 

Clear Hyperlinks. blds }kjk ge fdlh Hkh lsy ls gkbijfyad dks gVk nsrs gS vkSj bls fdlh vU; txg ij 

ugha ys tkrs gSA 
 

Remove Hyperlinks. blds }kjk ge fdlh Hkh lsy ls ;k vkWCtsDV ls fyad gVk nsrs gSA  
 

Sort A to Z. blds }kjk ge MsVk o.kZekyk dks dze A ls Z esa O;ofLFkr djrs gS tSls fdlh “kCndks”k esa “kCnksa dks 

ns[krs gSA 
 

Sort Z to A. blds }kjk ge MsVk dks vojksgh dze esa ;kuh Z ls A o.kZekyk dze esa O;ofLFkr djrs gSA 

 

Custom Sort. blds }kjk ge MsVk dks lkekU; vYQkcsfVdy vkSj U;wesfjdy ,d fof”k’V dze esa O;ofLFkr djrs gS 

tSls eghuksa dk dzeA 
 

Filter. blds }kjk ge vius MsVk dks fof”k’V tkudkjh dks vklkuh ls [kkstus vkSj fn[kkus esa enn djrk gS vkSj 

vius MsVk dks LFkk;h :Ik ls cnyrs gSA  
 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

31 | P a g e  
 

 
 

 
 

Clear. blds }kjk ge vius lsy jsat ;k iwjs odZ”khV ls MsVk QkWesZfVaXk dks gVk nsrs gSA 
 

Reapply (Ctrl + Alt +L). blds }kjk ge igys ls ykxw fQYVj ;k lkWfVZax dks nksckjk ykxw dj ldrs gS vkSj 

MsVk esa cnyko dj ldrs gSA 
 

Find. (Ctrl+F). blds }kjk ge ,Dlsy esa fdlh Hkh VsDLV ;k uacj dks [kkstus ds fy, mi;ksx djrs gSA 
 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

32 | P a g e  
 

 
 

 

 

Replace. (Ctrl+H). blds }kjk ge ,Dlsy esa fdlh Hkh VsDLV ;k uacj dks [kkst dj cnyus ds fy, mi;ksx djrs 

gSA 
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Go To. (Ctrl+G). blds }kjk ge ,Dlsy esa fdlh ist] ykbu] QqVuksV] desaV ij tk ldrs gSA 
 

 
 

Go To Formulas. blds }kjk ge ,Dlsy esa lsy ij yxus okys QkWewZyk ij tk ldrs gSA 
 

Go To Comments. blds }kjk ge ,Dlsy esa lsy ij yxus okys desaV ij tk ldrs gSA 
 

Selection Pane. blds }kjk ge ,Dlsy esa fdlh vkWCtsDV dks fNik ldrs gS vkSj fn[kk ldrs gSA 
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Chapter-4. Insert. (Alt+N).  
 

 
 

Pivot Table. blds }kjk ge ,Dlsy esa cMh ek=k esa MsVk dks tYnh vkSj vkluh ls lejkbt vkSj ,ukykbt dj 

ldrs gSA 

 
  



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

35 | P a g e  
 

 

 

 

Recommended Pivot Table. blds }kjk ge ,Dlsy esa MsVk ds v/kkj ij ,Dlsy Lopkfyr :Ik ls ,d ik;oV 

Vscy cukus dh lykg nsrk gS ftlls MsVk dks vlkuh ls lejh vkSj fo”ys’k.k dj ldrs gSA 
 

Table (Ctrl+T). blds }kjk ge ,Dlsy esa MsVk dks jks vkSj dkWye esa O;ofLFk djus vkSj MsVk dks vlkuh ls ns[kus 

laikfnr vkSj fo”ys’k.k dj ldrs gSA 
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Illustrations. 
 

Picture. blds }kjk ge ,Dlsy ds “khV esa best dks balVZ dj ldrs gSA 
 

Online Picture. blds }kjk ge ,Dlsy ds “khV esa vkuykbu lkslZ ls fiDpj dks balVZ dj ldrs gSA 
 

Shape. blds }kjk ge ,Dlsy ds LizsM”khV esa vyx] vyx lsi dks balVZ dj ldrs gS tSls lfdZy] ,jkst] vk;rA 
 

Smart Art. blds }kjk ge ,Dlsy esa vklku rjhds ls ,d QSalh xzkfQd fyLV] Mk;xzke fiDpj vkfn dks LizsM”khV 

esa balVZ dj ldrs gSA 
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Screenshot. blds }kjk ge [kqyh gqbZ foaMks ;k MkWD;wesaV dk Ldzhu”kkWV dks ys ldrs gSA 
 

Charts. 
 

Recommended Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks vki ds MsVk ds v/kkj ij csgrj <ax ls le>us 

vkSj iznf”kZr djus esa enn feyrh gSA 
 

 

 

Insert Column Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk dks Å/okZ/kj ckj ds :Ik esa iznf”kZr djrk gSA 
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Insert Line Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk dks lh/kh js[kkvksa ls tqMs fcanqvksa ds :Ik esa iznf”kZr 

djrk gSA 
 

Insert Pie Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk dks fofHkUu fgLlksa dks ,d òr ds Lykbl ds :Ik esa 

n”kkZrk gSA 
 

Insert Bar Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk dks vk;rkdkj ckj MsVk ds ekuksa dks n”kkZrs gSA 
 

 

 

Insert Area Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk esa mrkj p<ko vkSj ek=kvksa dh rqyuk vklkuh ls 

gks ldsA 
 

Insert Bubble Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk dks csgrj rjhds ls iznf”kZr djrk gSA 
 

Insert Radar Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk ds osfj,cy ds ewY;ksa dh rqyuk djus ds fy, 

bLrseky gksrk gSA 
 

Insert Combo Chart. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk dks csgrj rjhds ls iznf”kZr djrk gSA 
 

Pivot Chart. ;g ,d ,slk xzkfQdy Vwy gS tks ikoV Vscy ds MsVk dks pkVZ ds :Ik esa iznf”kZr djrk gS ftls MsVk 

dks vlkuh ls ns[kk vkSj le>k tk ldrk gSA 
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Sparkline. 
 

Line. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk dks n”kkZus ds fy, Hkh mi;ksx dj ldrs gSA 
 

 

 

Column. ,Dlsy esa ;g ,d ,slk Qhpj gS tks MsVk dks fotqvykbts”ku ds fy, fd;k tkrk gSA 
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Win/Loss. bldk mi;ksx eq[; :Ik ls ykxr ij gksus okys mrkj p<ko dks n”kkZus ds fy, fd;k tkrk gSA  
 

 

 

Filters. 
 

Slicer. blds }kjk ge fioV Vscy ds MsVk dks tYnh vklkuh ls fQYVj djus esa enn djrk gSA  
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Timeline. blds }kjk ge fioV Vscy ds MsVk esa le; ds lkFk tkudkjh dks le>uk vklku gksrk gSA 

 

 

 

Hyperlink. (Ctrl+K). blds }kjk ge fdlh VsDLV ;k lsy ij fDyd djus ij fdlh vU; LFkku ij tSls fd 

csolkbV] bZesy ij tk ldrs gSA 
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Text.  
 

Text Box. blds }kjk ge vius VsDl dks ckWDl esa fy[k dj ,d txg ls nqljs txg ij ysdj tk ldrs gSA 
 

Draw Vertical Text Box. blds }kjk ge ,d u;k VsDl ckWDl dks MªkW djds fdlh VsDl dks fy[k ldrs gSA 
 

 

 

Header. blds }kjk ge ist ds Åijh ekftZu esa ist uacj] rkjh[k] odZcqd] odZ”khV dk uke ns ldrs gSA  
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Footer. . blds }kjk ge ist ds fupys Hkkx esa ist uacj] rkjh[k] odZcqd] odZ”khV dk uke ns ldrs gSA  
 

Word Art. blds }kjk ge vius VsDl esa Lis”ky bQsDV dks ns ldrs gS vkSj VsDLV ij jax] “kSMks vkmVykbu dks 

yxk ldrs gSA 
 

 
 

Add A Signature Line. blds }kjk ge vius MkWD;wesaV esa fMftVy flxuspj dks balVZ dj ldrs gSA 
 

Object. blds }kjk ge vius MkWD;wesaV esa fdlh nqljh Qkby dks balVZ dj ldrs gS vkSj nqljs izksxzke ij tk ldrs 

gSA 
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Symbols. 
 

Equation. blds }kjk ge vius MkWD;wesaV esa eSFkesfVdy bDos”ku dks ,sM dj ldrs gSA 

 

Symbol. blds }kjk ge vius MkWD;wesaV esa fMQjsaV Vkbi ds flacy dks balVZ dj ldrs gSA 
 

 

 

Chapter-5. Page Layout (Alt+P). 
 

 
 

Themes. blds }kjk ge vius MkWD;wesaV esa fMQjsaV Vkbi ds FkhEl dks balVZ dj ldrs gS vkSj FkhEl ds dyj] QkWUV] 

vkSj bQsDV dks psat dj ldrs gSA 
 

 

Themes Colour. blds }kjk ge vius FkhEl ds dyj dks psat dj ldrs gSA 
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Themes Font.  blds }kjk ge vius FkhEl ds QkWUV dks psat dj ldrs gSA 
 

 

 

Theme Effects. blds }kjk ge vius FkhEl ds bQsDV dks psat dj ldrs gSA 
 

Page Setup. 
 

Adjust Margins. blds }kjk ge vius ist ds VkWi] ckWVe] ys¶V] jkbV] ekftZu  dks lsV dj ldrs gS vkSj ist 

esa xSi ;k Lisl dks ns ldrs gSA 
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Change Page Orientation. blds }kjk ge vius ist ds iksVªsZV vkSj ySaMLdsi ysvkmV dks lsV dj ldrs gSA 
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Choose Page Size. blds }kjk ge A4 lkbt ds ist dks lsV dj ldrs gSA 

 

 
 

Print Area. blds }kjk ge ftruk ,fj;k dks lsysDV djsxs mrus ,fj;k dk fizaV dj ldrs gSA 
 

Breaks. blds }kjk ge fdlh odZ”khV dks fizaV djus ds fy, vyx] vyx ikVZ esa czsd djds foHkkftr dj ldrs 

gSA 
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Background. blds }kjk ge ,Dlsy dh “khV esa cSdxzkmaM esa jax] best] iSVZu dks yxk ldrs gSA 
 

 
 

Print Titles. blds }kjk ge ,Dlsy dh “khV ds “kh’kZd ;k dkWye gsfMax dks gj ist ij fizaV dj ldrs gSA ftlls 

MsVk dks le>uk vlku gks tkrk gSA 
 

 
 

Width. blds }kjk ge dkWye dh pkSMkbZ dks eSU;qvy :Ik ls cny ldrs gSA 

 

Height. blds }kjk ge dkWye dh ÅWpkbZ dks eSU;qvy :Ik ls cny ldrs gSA 

 

Scale. ;g “khV dks fizaV djrs le; mls dkxt ds vdkj ds vuqlkj lek;ksftr djus ds fy, bLrseky fd;k tkrk 

gSA 
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View. blds }kjk ge vius “khV ds jks vkSj dkWye dks lks vkSj gkbM dj ldrs gSA 
 

 

 

Print. blds }kjk ge vius “khV ds jks vkSj dkWye dks fizaV dj ldrs gSA 
 

Headings. 
 

View. blds }kjk ge vius “khV ds jks vkSj dkWye dh gsfMax dks fizaV dj ldrs gSA 
 

Print. blds }kjk ge vius “khV ds jks vkSj dkWye dh gsfMax uacj vkSj ysVlZ dks fizaV dj ldrs gSA 
 

Arrange.  
 

Bring Forward. blds }kjk ge ,d vkWCtsDV dks lsysDV djds nqljs vkWCtsDV ds vkxs ysdj vk ldrs gSA 
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Send Backward. blds }kjk ge ,d vkWCtsDV dks lsysDV djds nqljs vkWCtsDV ds fiNs ysdj tk ldrs gSA 
 

 
 

Selection Pane. blds }kjk ge vius vkWCtsDV dks lsysDV djds “kks vkSj gkbM dj ldrs gSA 
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Align Objects. blds }kjk ge nks vkWCtsDV dks lsysDV djds ys¶V] lsaVj] jkbV] VkWi] feMy vkSj ckWVe esa vjsat 

dj ldrs gSA 
 

 
 

Group. blds }kjk ge nks ;k nks ls vf/kd vkWCtsDV dks lsysDV djds vkil esa tksM ldrs gSA 
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Ungroup. blds }kjk ge xzqi vkWCtsDV dks lsysDV djds vyx vyx dj ldrs gSA 
 

Rotation. blds }kjk ge vius vkWCtsDV dks lsysDV djds ,axy nsdj ?kqek ldrs gSA 
 

 
 

Chapter-6. Formulas (Alt+M).  Microsoft Excel Advance Formula List 
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1- MATH FUNCTION. 
 

SUM FUNCTION ( ).  blds }kjk ge nks ;k nks ls vf/kd uacj dks vkil esa tksM ldrs gSA  

 

 
 

ABS FUNCTION ( ). blds }kjk ge usxsfVo uacj dks ikWftfVo uacj esa cny ldrs gSA 
 

 
 

EVEN FUNCTION ( ). blds }kjk ge fc’ke la[;k dks le la[;k esa cny ldrs gSA 
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ODD FUNCTION ( ). blds }kjk ge le la[;k dks fc’ke la[;k esa cny ldrs gSA 
 

 
 

INT FUNCTION ( ).  blds }kjk ge Msfley uacj dks jkmaM uacj esa cny ldrs gSA 
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MOD FUNCTION ( ).  tks fdlh la[;k dks nwljs uacj ls foHkkftr djus ds ckn “ks’kQy Kkr djus ds fy, 

mi;ksx fd;k tkrk gSA 
 
 

 
 

MROUND FUNCTION ( ). ftldk mi;ksx fdlh la[;k dks fn, x;s xq.kd ds fudVre xq.kd rd jkmaM 

djus ds fy, fd;k tkrk gS ;g jkmafMax xq.kd ds vk/ks ls vf/kd ;k mlds cjkcj gksus ij gksrh gSA 
 



Vinod Computer Institute of Software Training  

--------------------------------------------------------------------------------------- 

56 | P a g e  
 

 
 
 

ROUND FUNCTION ( ). ;g ,d la[;k dks n”keyo LFkkuksa dh fufnZ’V la[;k rd iw.kkZfdr djrk gS ;kuh 

mls Åij ;k uhps dh vksj jkmaM djrk gSA 
 

 
 

ROUNDDOWN FUNCTION ( ). fdlh la[;k dks “kwU; dh vksj uhps dh vksj iw.kkZfdr djrk gS ;kuh 

n”keyo ds ckn ds vadks dks gVkdj la[;k dks NksVk djrk gSA 
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ROUNDUP FUNCTION ( ). fdlh la[;k dks ges”kk Åij dh vksj iw.kkZfdr djuk n”keyo dh ckn dh 

l[;k dks vxyh cMh la[;k rd c<k nsrk gSA 
 

 
 
 

SQRT FUNCTION ( ). blds }kjk ge fdlh nh xbZ la[;k dk oxZewy dks fudkyus ds fy, bLrseky fd;k 

tkrk gSA  
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SUMIF FUNCTION ( ).  blds }kjk dEIkuh esa dke djus okys ,EiykbZ ds ,d fMikVZesaV dh VksVy lsyjh 

dks fudky ldrs gSA 
 

 
 

PRODUCT FUNCTION.  blds }kjk fn, x, uacjks dk vkil esa xq.kk djuk vkSj xq.kuQy ykSVkukA 
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POWER FUNCTION. blds }kjk ge fdlh la[;k dks ?kkr rd c<kus ds fy, bldk bLrseky fd;k tkrk 

gSA 

 
 

2- STATISTICAL FUNCTION.  
 

COUNT FUNCTION.  ,Dlsy esa dkmaV QaD”ku dk bLrseky mu lsy dh la[;k dks fxuus ds fy, fd;k 

tkrk gS ftlesa la[;k gksrh gSA   
 

 
 

COUNTIF FUNCTION.  blds }kjk dEiuh esa dke djus okys ,aIykWbZ ds ,d fMikVZeasV ds VksVy uacj dks 

dkmaV dj ldrs gSA 
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COUNTIFBLANK FUNCTION. ,Dlsy esa dkmaVCysad QaD”ku dk bLrseky mu lsy dh [kkyh la[;k dks 

fxuus ds fy, fd;k tkrk gS ftlesa la[;k ugh gksrh gSA   

 
 

 
 

COUNTA FUNCTION. ,Dlsy esa dkmaVk QaD”ku dk bLrseky mu lsy dh Hkjh gqbZ la[;k dks fxuus ds fy, 

fd;k tkrk gS ysfdu [kkyh lsy dh la[;k dks ugh fxurk gSA   
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MAX FUNCTION. ,Dlsy esa eSDlQaD”ku dk bLrseky lcls cMh la[;k dks Kkr djus ds fy, fd;k tkrk gS 

;g dsoy la[;k okys lsy ds fy, dke djsxk VsDLV okys lsy ij dke ugh djsxkA 
 
 

 
MIN FUNCTION. ,Dlsy esa feuQaD”ku dk bLrseky lcls NksVh la[;k dks Kkr djus ds fy, fd;k tkrk gS 

;g dsoy la[;k okys lsy ds fy, dke djsxk VsDLV okys lsy ij dke ugh djsxkA 
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AVERAGE FUNCTION. ,Dlsy esa ,ojst QaD”ku dk bLrseky fn, x, la[;kvks dk vkSlr fudkyus ds 

fy, ;qt fd;k tkrk gSA 
 

 
 
 

3- TEXT FUNCTION.  
 

UPPER TEXT FUNCTION. blds }kjk ge vius VsDLV dks LekWy ysVj ls dSfiVy ysVj esa cny ldrs 

gSA 
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LOWER TEXT FUNCTION. blds }kjk ge vius VsDLV dks dSfiVy ysVj ls LekWy ysVj esa cny ldrs 

gSA 
 

 
 

PROPER TEXT FUNCTION. blds }kjk ge vius VsDLV ds igys v{kj dks dSfiVy ysVj esa cny ldrs 

gSA 
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CONCATENATE TEXT FUNCTION. blds }kjk ge vyx vyx lsy ds VsDLV dks ,d lkFk feykdj 

,d gh lsy esa iznf”kZr djus ds fy, fd;k tkrk gSA 
 

 
 

LEFT FUNCTION. blds }kjk ge vius VsDLV esa lsa ckbZ vksj ls uacj nsdj fdlh v{kj dks fudky ldrs gSA 
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RIGHT FUNCTION. . blds }kjk ge vius VsDLV esa lsa nkbZ vksj ls uacj nsdj fdlh v{kj dks fudky ldrs 

gSA 
 

 
 

LEN FUNCTION. bldk mi;ksx fdlh VsDLV dh VksVy la[;k dks tkuus ds fy, fd;k tkrk gSA 
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REPT FUNCTION. blds }kjk fdlh VsDLV dks ,d fuf”pr la[;k esa ckj ckj nksgjkus ds fy, bLrseky fd;k 

tkrk gSA 
 

 
 

TRIM FUNCTION. blds }kjk VsDLV esa vfrfjDr fjDr LFkku dks gVkus ds fy, bldk mi;ksx fd;k tkrk 

gS rkfd izR;sd “kCn ds chp dsoy ,d Lisl jg tk,A 
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;: 

TEXT FUNCTION. bldk mi;ksx fdlh la[;k] frfFk ;k le; dks ,d fof”k’V izk:i esa VsDLV ds :Ik esa 

cnyus ds fy, fd;k tkrk gSA 
 

 
 

MID FUNCTION. bldk mi;ksx fdlh VsDLV fLVaªx ds chp ls fn, x, LFkku ls “kq: gksdj fuf”pr la[;k esa 

o.kZ fudkyus ds fy, fd;k tkrk gSA 
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EXACT FUNCTION. bldk mi;ksx nks VsDLV fLVaªx dh rqyuk djrk gS vkSj vxj og fcYdqy leku gS 

True ykSVkrk gS vU;Fkk False ykSVkrk gSA 
 

 
 

4- DATE AND TIME FUNCTION.  
 

DATE FUNCTION. bldk mi;ksx o’kZ] ekg vkSj fnu ds vyx] vyx ekuksa dks feykdj ,d fnukad eku 

cukus ds fy, bLrseky fd;k tkrk gSA 
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YEAR FUNCTION. blds }kjk ge vkt dh MsV esa ls o’kZ dks fudky ldrs gSA 

 

 

MONTH FUNCTION. blds }kjk ge vkt dh MsV esa ls eaFk dks fudky ldrs gSA 
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DAY FUNCTION. blds }kjk ge vkt dh MsV esa ls fnu dks fudky ldrs gSA 

 

 
 

TODAY FUNCTION. blds }kjk ge vkt dh rkjh[k dks fudky ldrs gSA 
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NOW FUNCTION. blds }kjk ge vkt dh rkjh[k vkSj le; dks fudky ldrs gSA 
 

 
 

TIME FUNCTION. blds }kjk ge ?kaVs] feuV] lsdaM ds v/kkj ij le; dks fudky ldrs gSA 
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HOUR FUNCTION.  blds }kjk ge le; ds v/kkj ij ?kaVs dks fudky ldrs gSA 
 

 
 

MINUTE FUNCTION.  blds }kjk ge le; ds v/kkj ij feuV dks fudky ldrs gSA 
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SECOND FUNCTION.  blds }kjk ge le; ds v/kkj ij lsdaM dks fudky ldrs gSA 
 

 
 

5- LOGICAL FUNCTION.  
 

IF FUNCTION.  bldk iz;ksx ge ,Dlsy esa rc djrs gS tc ges fdlh daMh”ku ds v/kkj ij ges esu MkVk ls 

dqN ikfVZdqyj buQkWesZ”ku dks QkbaM djuk gksrk gSA 
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AND FUNCTION.  bldk iz;ksx ge ,Dlsy esa rc djrs gS tc ,Dlsy “khV esa ,d gh le; esa ,d ls vf/kd 

ykWftd ;k daMh”ku vIykbZ djus dh t:jr gksrh gSA 
 

 
 

OR FUNCTION.  bldk iz;ksx ge ,Dlsy esa rc djrs gS tc ;g fu/kkZfjr djus ds fy, dbZ “kRkksZ dk ijh{k.k 

djrk gS fd mues ls lR; gS ;k ugh ;fn de ls de ,d “krZ lR; gS rks QaD”ku True nsrk gS ;fn lHkh “krsZ xyr 

gS rks ifj.kke False gksrk gSA 
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NOT FUNCTION.  bldk iz;ksx ge ,Dlsy esa rc djrs gS tc vius rdZ ds eku dks myV nsrk gS ukWV dk 

mi;ksx rc djs tc vki ;g lqfuf”p djuk pkgrs gS fd dksbZ eku fdlh fo”ks’k eku ds cjkcj ugh gSA 

 
 

6- LOOKUP AND REFERENCE FUNCTION.  
 

VLOOKUP FUNCTION. ohyqdvi QaD”ku dk bLrseky ge Vscy ;k LizsM”khV esa MkVk dks ofVZdyh eryc 

Åij ls uhps dh rjQ <w<us ds fy, djrs gS bl QaD”ku dh enn ls ge cgqr cMs MkVk esa ls DykbaV~l dh vis{kk 

;k vko”kdrk ds eqrkfcr fdlh Hkh fjdkWM dh buQkesZ”ku csgn de le; es fudky ldrs gSA 
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HLOOKUP FUNCTION.  HLOOKUP dk mi;ksx ,d fof”k’V jks iafDr esa nh xbZ eku ds fy, la[;kRed 

MsVk dh [kkst djus esa enn djrk gS bldk mi;ksx fo”ks’k cMs MsVk lsV esa [kksth tkus okyh tkudkjh dks vklkuh 

ls izkIr djus ds fy, fd;k tkrk gSA 
 

 
 

DMAX FUNCTION.  bldk mi;ksx MsVkcsl esa ,d fof”k’V QhYM ;k dkWye esa fn, x, ekunaMks dks iwjk djus 

okys fjdkWMZ ds fy, vf/kdre eku <aw<us ds fy, bLrseky gksrk gSA 
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DMIN FUNCTION.  bldk mi;ksx MsVkcsl esa ,d fof”k’V QhYM ;k dkWye esa fn, x, ekunaMks dks iwjk djus 

okys fjdkWMZ ds fy, U;wure eku <aw<us ds fy, bLrseky gksrk gSA 
 

 
 

DSUM FUNCTION.  bldk mi;ksx MsVkcsl esa ,d fof”k’V QhYM ;k dkWye esa fn, x, ekunaMks dks iwjk djus 

okys fjdkWMZ ds fy, ;ksx dh x.kuk ds fy, bLrseky gksrk gSA 
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Function Library. 
 

Insert Function (Shift+F3). ;g ,d ,slk Vwy gS tks vki ds ,Dlsy ds fofHkzzUu QaD”ku ;k x.kukvks dks vklkuh 

ls viuh “khV esa tksMus esa enn djrk gSA 
 

 
 

Auto Sum. ;g ,d ,slk QaD”ku gS tks vki dks vklkuh ls fdlh Hkh lsy jsat ds l[;kvksa dk ;ksx djus esa enn 

djrk gSA 
 

Recently Used. ;g ,d ,slk QaD”ku gS ftUgsa vkius gky esa gh bLrseky fd;k gS ftlls vki mUgsa vklkuh ls 

fQj ls mi;ksx dj ldrs gSA 
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Financial. ;g ,d ,slk QaD”ku gS ftlds }kjk foRrh; x.kukvksa tSls fd fuos”k C;kt nj dh x.kuk djus ds fy, 

fMtkbu fd, x, gSA 
 

Logical. ;g ,d ,slk QaD”ku gS ftlds }kjk fn, x, rdZ ;k “krZ dh lR;rk ;k vlR;rk dh tkWp djrk gSA 
 

Text. ;g ,d ,slk QaD”ku gS ftlds }kjk l[;k dks VsDLV ds :Ik esa cnyus ds fy, fd;k tkrk gSA 
 

Date and Time. ;g ,d ,slk QaD”ku gS ftldk ;qt rkjh[k vkSj le; dh x.kuk dks iznZ”ku vkSj Lkapkyu ds 

fy, fd;k tkrk gSA 
 

 

 

Lookup and Reference. ;g ,d ,slk “kfD”kkyh QaD”ku gS ftldk mi;ksx MsVk dks [kkstus vkSj  okil ykus 

ds fy, fd;k tkrk gSA vkSj dk;ksZ dks Lopkfyr djrs gS vkSj le; dks cpkrs gSA 
 

Math & Trig. ;g ,d ,slk “kfD”kkyh QaD”ku gS ftldk mi;ksx xf.krh; vkSj f=dks.kferh; x.kuk djus ds fy, 

fd;k tkrk gSA 
 

More Functions. ;g ,d ,slk vfrfjDr QaD”ku gS tks ,Dlsy esa miyC/k QaD”ku dh lwph esa tksMrk gSA 
 

Define Name. 
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Name Manager (Ctrl+F3). ;g ,d ,slk QaD”ku gS ftlls vki lsy jsat QaD”ku ;k dkWULVsaV ds fy, uke 

ifjHkkf’kr dj ldrs gSA 
  

Define Name.  blds }kjk ge fdlh lsy jsat ;k QkWewyk dks ,d uke nsuk rkfd vki mls vklkuh ls igpku 

lds vkSj bLrseky dj ldsA 
 

 

 

Use In Formula. blds }kjk ge fdlh lsy esa lw= dk mi;ksx djuk ftlls vki MsVk ij x.kuk ;k gsjQsj dj 

ldrs gSA 
 

Create From Selection (Ctrl+Shift+F3). ;g ,d ,slk Qhpj gS tks p;fur lsy jsat ds fy, VkWi jks] 

CkkWVe jks] ys¶V dkWye] jkbV dkWye ds v/kkj ij uke cukus esa enn djrk gSA 

 

Formula Auditing.   
 

Trace Precedents. ;g ,d QkWewZyk vkWfMfVax Vwy gS tks vki dks ;g ns[kus esa enn djrk gS fd fdlh lsy esa 

mi;ksx fd, x, QkWewZyk esa dkSu ls lsy esa ml QkWewZyk dk bLrseky gks jgs gSA 
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Trace Dependents. ;g ,d QkWewZyk vkWfMfVax Vwy gS tks ;g fn[kkrk gS fd ftl lsy esa QkWewZyk yxk gS mUgs 

uhys rhj ls gkbykbV djrk gSA 
 

 
 

Remove Arrow. blds }kjk ge rhj dks gVk ldrs gSA 

 

Show Formulas. blds }kjk ge “khV esa fn[kkbZ nsus okys oSY;w ds ctk; QkWewZyk dks Hkh ns[k ldrs gSA vkSj lsy 

esa x.kuk dSls dh tkrh gSA 
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Error Checking. blds }kjk ge “khV ds MsVk esa =qfV;ksa dh ifgpku dj ldrs gS vkSj mls Bhd dj ldrs gSA 
 

Evaluate Formula. blds }kjk ge ,d lsy esa vf/kd QkWewZyk yxk gS vki mls irk dj ldrs gSA 
 

 

Watch Window. blds }kjk ge cMh odZ”khV esa QkewZyk x.kukvks vkSj ifj.kkeksa dks vlkuh ls ns[kus vkSj tkWpus 

dh lqfo/kk nsrk gSA  
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Calculation. 

Calculation Option. blds }kjk ge vkWVkseSfVd ;k eSU;qvy x.kuk dj ldrs gSA 
 

Calculate Now (F9). blds }kjk ge “khV esa ekStwn lHkh QkWewZyk dks rqjar viMsV djus dh vuqefr nsrk gS  
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Calculate Sheet (Shift+F9). blds }kjk ge ,Dlsy esa x.kuk ds rjhds dks Hkh cny ldrs gS vkWVkseSfVd ;k 

eSU;qvy x.kuk  
 

Chapter-7. Data (Alt+A). 
 

 
 

Get External Data. 
 

From Access. blds }kjk ge MsVk dks ekbdzkslkW¶V ,Dlsl MsVkcsl ls ,Dlsy esa dkWih ;k bEiksVZ djrs gSA 
 

From Web. blds }kjk ge fdlh osclkbV ls lh/ks MsVk dks ,Dlsy “khV esa bEiksVZ djrs gSA 
 

From Text. blds }kjk ge fdlh VsDLV dks MsVk ds :Ik esa ;k fof”k’V QkWesZV esa cnyus ds fy, fd;k tkrk gSA 
 

Existing Connection. blds }kjk ge ckgjh MsVk dks bEiksVZ djrs gSA 
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Connection. 
 

Refresh All (Ctrl+Alt+F5). blds }kjk ge vius MsVk dks viMsV dj ldrs gSA 
 

Connections.  blds }kjk ge ckgjh MsVk dks vius odZcqd esa bLrseky dj ldrs gSA 
 

Edit Links. blds }kjk ge ckgjh MsVk dks viMsV dj ldrs gSA ;k nwljh ,Dlsy Qkby dks vkWuykbu fyad dj 

ldrs gSA 
 

Sort &Filter. 
 

Sort. blds }kjk ge MsVk dks fdlh fo”ks’k dze esa O;ofLFkr dj ldrs gSA 
 

 

 

Filter (Ctrl+Sfift+L). blds }kjk ge MsVk esa ls fof”k’V tkudkjh dks vklkuh ls [kkstus vkSj fn[kkus enn 

djrk gSA 
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Advanced. blds }kjk ge vius Vscy esa ls MsVk dks fQYVj dj ldrs gSA 
 

 
 

Data Tools. 
 

Text to Columns. blds }kjk ge VsDLV dks vyx vyx dkWye esa foHkkftr dj ldrs gSA 
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Flash Fill. blds }kjk ge MsVk dks Lopkfyr :Ik ls Hkj ldrs gSA ftlls MsVk ,aVªh dk dke vklku vkSj rst gks 

tkrk gSA 
 

 
 

Remove Duplicate. blds }kjk ge MqfIydsV MsVk dks LFkk;h :Ik ls gVk ldrs gSA 
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Date Validation. blds }kjk ge ,Dlsy esa MsVk oSfyMs”ku ,d fof”k’V lqfo/kk dks lanfHkZr djrk gS tks fdlh 

lsy esa tkus okys ekudks dks fu;f=r djrk gSA 
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Input Message. ;g ,d ,slk Qhpj gS tks MsVk oSfyMs”ku ds lkFk bLrseky fd;k tkrk gS tc lsy ij ekml 

ys tkrs gS rks eSlst fn[kkrk gSA 
 

Error Alert. ;g ,d ,slk Qhpj gS tks MsVk ,sVªh ds nkSjku xyr ;k vekU; MsVk nTkZ gksus ij mi;ksxdrkZ dks 

psrkouh nsrk gSA 
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Consolidate. fofHkUu “khV ;k odZcqd ls MsVk dks ,d gh txg ij ,df=r djuk tSls dh vyx] vyx “khV ds 

MsVk dks ,d ubZ “khV esa tksMrs gSA 

 

 
 

What-If Analysis. blds }kjk ge MsVk esa cnyko djds ;g ns[kus ds fy, iz;ksx djrs gS mu cnyko dk QkWeqZyk 

vkSj x.kukvksa ij izHkko iMrk gSA 
 

Scenario Manager. flusfj;ks eSustj esa vki mu lsy dks ifjHkkf’kr djrs gS ftUgs vki cnyuk pkgrs gS fQj 

mu ekuksa dks lsV djrs gS tks vki mu lsy esa j[kuk pkgrs gSA 
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Goal Seek. Xkksy lhd ,e,l ,Dlsy dk ,slk Qhpj gS tks ckj ckj eku cny dj fdlh x.kuk dks rc rd djus 

es l{ke gS tc td bf{kr ifj.kke uk fudy tk,A 
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Data Table. ,e,l ,Dlsy MkVk Vscy ,d ,slk fodYi gS ftldh lgk;rk ls vki vius MsVk dks vklkuh vkSj 

ljy rjhds ls fo”ys’k.k dj ldrs gSA 
 

    
 

Relationships.  bldk ;qt ge nks ;k vf/kd rkfydkvks ds chp MsVk dks tksMus ds fy, laca/kks dk mi;ksx fd;k 

tkrk gSA 
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Group (Shift+Alt+Right). blds }kjk ge nks ;k vf/kd jks ;k dkWye dks tksMrs gS vkSj ,d lkFk fNik;k tk 

ldsA 
 

 
 

Ungroup (Shift+Alt+Left).  blds }kjk ge xzqi MsVk dks okil vyx vyx jks vkSj dkWye esa ns[kuk pkgrs 

gSA 
 

Subtotal. blds }kjk ge dqN la[;k dks ,d lkFk tksMrs gS A 
 

Show Detail. blds }kjk ge jks vkSj dkWye dks fn[kk ldrs gSA 
 

Hide Detail. blds }kjk ge jks vkSj dkWye dks fNik ldrs gSA 
 

Chapter-8. Review (Alt+R). 
 

 
 

Proofing. 
 

Spelling & Grammar (F7). ;g ,d ,slk Qhpj gS tks vkidks viuh odZ”khV esa fy[ks x, VsDLV esa O;kdj.k 

dh xyfr;ks dks [kkstus vkSj lq/kkjus esa enn djrk gSA  

 

Thesaurus. blds }kjk ge lekukFkhZ “kCn ;k foykse “kCn dks [kkst ldrs gSA 
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Translate. blds }kjk ge fdlh VsDLV dks lsysDV djds nqljs Hkk’kk esa psat dj ldrs gSA 
 

Comments. 
 

New Comment (Shift+F2). blds }kjk ge fdlh lsy esa fdlh uksV dks tksM ldrs gSA 
 

 

 

Delete. blds }kjk ge fdlh lsy esa fn, x, desaV dks gVk ldrs gSA 
 

Previous. blds }kjk ge fiNys desaV ij tk ldrs gSA 
 

Next. blds }kjk ge vxys desaV ij tk ldrs gSA 
 

Show\Hide Comments. blds }kjk ge desaV dk “kks vkSj gkbM dj ldrs gSA  
 

Show All Comments. blds }kjk ge “khV ds lHkh desaV dks ns[k ldrs gSA 
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Show Ink. blds }kjk ge gkFk ls fy[ks x, uksV dks fn[kkus ;k Nqikus dk lqfo/kk nsrk gSA 
 

Changes.  
 

Protect Sheet. blds }kjk ge ,Dlsy fd “khV ij vklkuh ls ikloMZ yxk ldrs gS rkfd nqljs yksxks }kjk xyrh 

ls MsVk dks cnyus] gVkus ls lqjf{kr dj ldrs gSA 
 

 
 

Protect Workbook. blds }kjk ge ikloMZ ds lkFk viuh ,Dlsy odZcqd dh lajpuk dks lqjf{kr dj ldrs gS 

rkfd nqljs yksx vkidh odZcqd dh “khV ds dze lajpuk esa cnyko u dj ldsA 
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Share Workbook. blds }kjk vki viuh ,Dlsy Qkby dks vU; yksxksa ds lkFk lk>k dj ldrs gS rkfd os ,d 

lkFk ml ij dke dj ldsA  
 

Protect & Share Workbook. blds }kjk vki viuh ,Dlsy dh odZcqd dks lqjf{kr dj ldrs gS rkfd mls 

vki ds fcuk vuqefr ls laikfnr u dj lds mls nqljs ds lkFk lk>k dj ldsA 
 

Allow User To Edit Range. blds }kjk vki ml Hkkx dks lsysDV djs tgk ij ikloMZ yxkuk gS dsoy ml 

Hkkx dks ,fMV dj lds ckdh lkjh lsy esa psatst u dj ldsA 
 

 

 
Track Change. blds }kjk vki LizsM”khV esa fd, x, ifjorZuks dks VSªd dj lds ftlls vki tku lds fd dkSu 

D;k cnyko dj jgk gSA 
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Chapter-9. View (Alt+W). 
 

 
 

Workbook Views. 
 

Normal. blds }kjk ge “khV dks lkekU; :Ik ls ns[krs gSA  
 

Page Brake Preview. blds }kjk fizaV dh tkus okyh odZcqd dh lhekvks dk fu/kkZj.k fd;k tkrk gSA rkfd vki 

vklkuh ls fizaV dj ldsA 
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Page Layout. blds }kjk ge dqN MsVk igys ist ij gS vkSj dqN MsVk nqljs ist ij gS bldh enn ls vki vius 

MsVk dks ,d ist ij ysdj vk ldrs gSA 
 

 

  

Custom View. vki viuh “khV ds izn”kZu vkSj fizafVx lsfVaXl dks lso dj ldrs gS rkfd vki mls vklkuh ls 

okil yk ldsaA 
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Show.  
 

Ruler. tks vki ds “khV ij oLrqvks dks ekius vkSj lajsf[kr djus esa enn djrk gS tSls ekftZu]VsDLV ckWDl] ;k 

dkWye dh pkSMkbZA 
 

Gridlines. odZ“khV esa dksf”kdkvksa dks foHkkftr djus okyh gYdh xzs js[kk,W tks MkVk dks O;ofLFkr vkSj i<us esa 

enn djrh gSA  
 

Formula Bar. LizsM”khV ds Åij fLFkr ,d Vwyckj gksrk gS ;g ,d vk;rkdkj {ks= gksrk gS bldk bLrseky 

QkWewyk cukus vkSj la”kksf/kr djus ds fy, fd;k tkrk gSA 
 

Heading. ;g MsVk dks O;ofLFkr djus vkSj le>us esa enn djrk gS tSls fd dkWye ds fy, f”k’kZd ;k fdlh Vscy 

ds fy, f”k’kZd iafDrA 
 

Navigation Pane. blds }kjk ge TkYnh ls odZcqd esa fof”k’V “khV] lsy] Vscy] pkVZ ;k vkWCtsDV rd igqapus esa 

enn djrk gSA 
 

Zoom. 
 

Zoom. blds }kjk ge odZcqd dks cMk ;k NksVk djds ns[kus ds fy, ;qt djrs gS rkfd vki MsVk dks vklkuh ls 

ns[k ldsA 
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100%. blds }kjk ge ,Dlsy fd odZcqd dks 100%. twe dj ldrs gSA 
 

Zoom To Selection. blds }kjk ge lsy jsat dks pqurs gS mls Ldzhu ij cMk djds ns[kus ds fy, twe djrs gS 

rkfd og Li’V :Ik ls fn[kkbZ nsA 
 

Window. 
 

New Window. blds }kjk vki mlh odZcqd dh ,d ubZ foaMks dks [kksyrs gS ftlls vki ,d gh le; esa vyx 

vyx fgLlks ;k O;w ij dke dj ldsA 
 

Arrange All. blds }kjk ge viuh lHkh foaMks dks O;ofLFkr djrs gS rkfd og ,d lkFk fn[kkbZ ns vkSj vki 

vklkuh ls dke dj ldsA 
 

 
 

Freeze Panes. blds }kjk vki dqN jks vkSj dkWye dks Ldzhu ij fLFkj dj ldrs gS rkfd tc vki “khV esa LdzkWy 

djsa rks os ges”kk fn[kkbZ nsA 
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Freeze Top Row. blds }kjk ge “khV dk igyh iafDr dks ges”kk Ldzhu ij fn[kkbZ nsus ds fy, ykWd ;k fLFkj 

dj nsuk rkfd tc vki “khV dks uhps dh vksj LdzkWy djsa rks og iafDr ges”kk fn[kkbZ nsA 
  

Freeze First Column. blds }kjk ge igys dkWye dks fLFkj djuk rkfd tc vki “khV esa nkbZ vksj LdzkWy djsa 

rks og dkye fn[kkbZ nsA 
 

Split. blds }kjk ge fdlh lsy] VsDLV ;k “khV dks vyx vyx fgLlksa esa foHkkftr djukA 
 

 
 

Hide. blds }kjk ge fdlh “khV] jks] dkWye ;k lsy dks fNik ldrs gS rkfd og fn[kkbZ u ns ysfdu os vHkh Hkh 

ekStwn jgsA 
 

Unhide. fNih gqbZ jks] dkWye ;k “khV dks okil fn[kkbZ nsus ;ksX; cukuk ftUgs igys gkbM fd;k x;k gSA 
 

View Side By Side. blds }kjk ge ,dgh le; ij nks ;k nks ls vf/kd “khV ;k odZcqd dks ,d lkFk ns[k 

ldrs gSA 
 

 
 

Synchronous Scrolling. blds }kjk ge ,d lkFk mlh fn”kk esa nks foaMks dks LdzkWy dj ldrs gSA 
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Reset Window Position. blds }kjk ge foaMks dks igys tSls fLFkfr esa okil yk ldrs gSA 
 

 

 

Switch Windows.  blds }kjk ge ,d gh le; esa ,d ls vf/kd ,Dlsy foaMks ;k odZcqd dks [kksy ldrs gSA 
 

 
 

View Macro. (Alt+F8). bl vkWI”ku fd enn ls vki ,Dlsy esa cuk;s x, eSdzks fjdkZM dks ju dj ldrs gS 

,fMV vkSj fMfyV dj ldrs gSA 
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Record Macro. tks vkids }kjk fd, x, dk;ksZ dks fjdkZM djrk gS rkfd ckn esa mls Lopkfyr :i ls pyk ldsa 

ftlls ckj ckj nksgjk, tkus okys dke vklku gks tkrs gSA 
 

 
 

Use Relative References. tc vki ,d lw= dks ,d lsy ls nqljs lsy eas dkWih djrs gS rks lsy ds ,Mªsl 

QkWewZyk vius vki cny tkrs gSA 
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Chapter-10. Microsoft Excel Keyboard Shortcut Key. 

Shortcut Key. Option. 

Ctrl Function Key.  

Ctrl + A. Select All. 

Ctrl + B. Bold. 

Ctrl + C. Copy. 

Ctrl+ D. Fill Down. 

Ctrl+ E. Flash Fill. 

Ctrl + F. Find. 

Ctrl + G. Go To. 

Ctrl + H. Replace. 

Ctrl + I. Italic. 

Ctrl + K. Hyper Link. 

Ctrl + L. Create Table. 

Ctrl + N. New. 

Ctrl + O. Open. 

Ctrl + P. Print. 

Ctrl + Q. Quick Analysis. 

Ctrl+ R. Fill Right. 

Ctrl + S. Save. 

Ctrl + T. Create Table. 

Ctrl + U. Underline. 

Ctrl + V. Paste. 

Ctrl + W. Close File. 

Ctrl + X. Cut. 

Ctrl + Y. Redo. 

Ctrl + Z. Undo. 

Ctrl+ F1. Show / Hide Ribbon Menu. 

Ctrl+ F2. Print Preview. 

Ctrl+ F3. Display “Name” Box. 

Ctrl+ F4. Close File. 

Ctrl+ F5.  Document Restore. 

Ctrl+ F6. Go To Next Window. 

Ctrl+ F9. Insert Field. 

Ctrl+ F10. Maximize Document Window. 

Ctrl + F12. Open. 

Ctrl+ 1. Format Cell 

Ctrl+ 2. Bold. 
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Ctrl+ 3. Italic. 

Ctrl+ 4. Underline. 

Ctrl+ 5. Strikethrough. 

Ctrl+ 9. Hide Row 

Ctrl+ 0. Hide Column 

Ctrl+ ]. Go To Dependent Cell. 

Ctrl+ Space. Select Column. 

Ctrl+ ‘. Edit Cell 

Ctrl + ;. Insert Current Date. 

Ctrl + Insert. Copy. 

Ctrl + -. Delete Cell. 

Ctrl + `. Show Formula. 

Ctrl + Home. To Cell A1. 

Ctrl + End. To Last Cell. 

Ctrl + Page Down. Move to next worksheet. 

Ctrl + Page Up. Move to previous worksheet. 

Ctrl + Left Arrow. Data Region Left. 

Ctrl + Right Arrow. Data Region Right. 

Ctrl + Down Arrow. Data Region Down. 

Ctrl + Up Arrow. Data Region Up. 

Shift Function Key.  

Shift + F2. Write Comment. 

Shift + F3. Insert Function. 

Shift + F4. Go To Action. 

Shift + F5. Find And Replace. 

Shift + F6. Go To Previous Frame. 

Shift + F7. Choose Thesaurus Command. 

Shift + F8. Shrink Selection. 

Shift + F9. Calculate Sheet.  

Shift + F10. Display Shortcut Menu. 

Shift + F11. Insert New Sheet. 

Shift + F12. Choose Save Command. 

Shift + Tab. Left One Cell. 

Shift + Enter. Up One Cell. 

Shift + Space. Select Entire Row. 

Alt Function Key.  

Alt + =. Sum Function. 

Alt+ Click. Research. 
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Alt + F5. App Restore. 

Alt + F8. Macros. 

Alt + Backspace. Undo. 

Alt + T + O. Option Menu. 

Alt + Tab. Switch Window. 

Alt + A + E. Text To Column. 

Alt + F4. Exit. 

Alt + N + V. Insert Pivot Table. 

Alt + D + T. Insert A Data Table. 

Alt + D + S. Short A Table. 

Alt + A + T. Auto Filter Selection. 

Alt + + Rs. Record Macro. 

Alt + H + O + I. Fit Column Width. 

Alt + I + W.  Insert Worksheet. 

Alt + H + O + R. Change Tab Name. 

Alt + H + M + C. Marge & Center. 

Alt + H + O + M. Move/ Copy A Tab. 

Alt + M + D. Trace Immediate Dependents. 

Alt + M + A + A. Remove Tracing Arrows. 

Alt + M + V. Evaluate Formula. 

Alt + R + G. Track Changes. 

Alt + W + G. Zoom To Selection. 

Alt + M + P. Trace Immediate Precedents. 

Alt + W + F + F. Freeze Pane. 

Alt + W + S. Split Screen. 

Alt + F + T. Excel Options. 

Alt + I + F. Display “Insert Function” Box. 

Alt + Arrow – Left. Decrease Indent. 

Alt + Arrow – Right. Increase Indent. 

Alt + Enter.  New Line in Cell. 

Alt + 1. Current Column First Cell From Top. 

Alt + 2. Current Column Second Cell From Top. 

Alt + 3. Current Column Third Cell From Top. 

Alt + 4. Current Column Fourth Cell From Top. 

Ctrl + Shift Function Key.  

Ctrl + Shift + +. Insert.  

Ctrl + Shift + W. Underscore. 

Ctrl + Shift + F. Format Cell. 
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Ctrl + Shift + 1. Number Cycle. 

Ctrl + Shift + 2. Time Cycle. 

Ctrl + Shift + 3. Date Cycle. 

Ctrl + Shift + 4. Currency Cycle. 

Ctrl + Shift + 5. Percent Cycle. 

Ctrl + Shift + 6. Multiple Cycle. 

Ctrl + Shift + 7. Border Outline. 

Ctrl + Shift + 8. Selection Expand 

Ctrl + Shift +_. Border None. 

Ctrl + Shift + U. Formula Cycle. 

Ctrl + Shift +}. Power Trace Precedents. 

Ctrl + Shift + {. Power Trace Dependents. 

Ctrl + Shift + R. Power Fill Right. 

Ctrl + Shift + F1 Full Screen. 

Ctrl + Shift + F3. Create Names From Selection. 

Ctrl + Shift + F6. Go To Previous Window. 

Ctrl + Shift + F12. Print Command. 

Ctrl + Shift + >. Fill Top. 

Ctrl + Shift + <. Fill Right. 

Ctrl + Shift + + Insert Cell. 

Ctrl + Shift +F. Font. 

Ctrl + Shift + ;. Insert Current Time. 

Ctrl + Shift +%. Percent Style. 

Ctrl + Shift + P. Change the font size. 

Ctrl + Shift + V. Say Version of Excel. 

Function Key.  

F1. Help. 

F2. Edit Cell. 

F4. Sheet Delete. 

F5. Go To Command. 

F6. Change View Mode. 

F7. Spelling. 

F8. Expand Selection. 

F9. Calculate Now. 

F10. Show Menu Bar. 

F12. Save As. 

Extra.  

Alt + Shift + D. Pivot Table. 
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Del. Clear Content. 

Esc. Exit Dialog. 

Ctrl + Alt + F2. Open. 

Ctrl + Alt + V. Paste Special. 

Ctrl + Alt + L. Reapply. 

Ctrl + Alt + F5. Refresh All. 

Shift + Alt + Right. Group. 

Shift + Alt + Left. Ungroup. 

Page Down. Down One Screen. 

Page Up. Up One Screen. 

Alt+Shift+Arrow-Down.  Sort Ascending. 

Alt+Shift+Arrow-Up.  Sort Descending. 

Alt+Shift+F1.  Inserts a new worksheet. 

Alt+Shift+L.  Clear Filter. 

Alt + Shift + V. Say Visible Range Coordinates. 
 


