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Microsoft Excel-2016.

Chapter-1. What is Microsoft Excel? Ms. Excel is one of the DBMS software. It manipulates
and manages the database in very good manner. It provides the sophisticated tool for
calculating, projecting and analysing numeric data & presenting the result in professional
quality documents & chart. That helps you to create salary sheet. Hospital chart. Purchase.
Sale stock item entry and mark sheet.

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

How to Open Ms. Excel Software?

Click on Start Button > Programs > Microsoft Office Folder > Microsoft Office Excel 2016.

Click on Window Button > Search > Type > Excel 2016. > Enter.
Double Click on [E&N MS. Excel. Icon on Desktop.

Press Window + R > Run > Type > Excel > Ok or Enter.

=/ Run

= Typethe name of a program, folder, document, or Internet
rescurce, and Windows will open it for you,

Open: | B2 v

CHE Cancel Browse...

Title Bar. A horizontal bar at the top of a window, bearing the name of the program and
typically the name of the currently active document include three button minimize, maximize,
and close button.

Cell. A cell us a combination of row and columns.

Worksheet. A worksheet numerical information presented in a tabular row and column format
with text that labels the data store or we can say that worksheet is a combination of cell.

Workbook. A workbook office documents that contains one or more workbook.
4|Page



Vinod Computer Institute Mehnagar Azamgarh UP.

Workspace File. A workspace file is a combination of workbook.
Microsoft Office Button. This command related to managing excel document menu that is
display when you click the Microsoft office button.

Quick Access Toolbar. This command can be display button on the quick access toolbar. By
default display the save, new open, print, buttons. You can customize toolbar include
according to you.

H s Book1 - Excel T EH - & X%
HOME |_Customize Quick Access Toolbar | AS DATA REVIEW VIEW ADD-INS Sign in

) New _ T o = 3 Autosum -

B oo vy - Zow . B ) | T B AutoSum ~ A,

o Calibri oper L ®- - R Wrap Text General = Y 8 E E Ben- T ik

. B I L § | &= a2 =] Merge & Center - T~ 85 s &2 51 Conditional Formatas Cell  Insert Delete Format Sort & Find &

¥ v Seve 9 “ Y Eommatting - Table- Stles- - - - ¢ Clear~ Filter - Select -
Clipboard = Alignment [F} Number [F} Styles Cells Editing ~
Al - v

A -] F G H | J K L [ N o P a R 5 -
1] v
3
5
6
8
g

Ribbon. This command can be display below the title bar you can make all the capability of
word available in single area and you can work.

H : Book1 - Excel ? - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS -~ Auto-hide Ribbon
Hide the Ribbon. Click at the top
oy ¥ e o= o [
D [‘ } Calibri S - A A === #- M- EFWapTet General - = ‘_;’J ‘_;J EEIED Eg)( Il of the application to show it.
Paste BIuUu-lT. &d.A. ===|e=5= Merge & Center ~ T2« 95 3 g o Conditional Formatas Cell  Insert Delete Forms ’E Show Tabs
e U-j= A- === =% erge & Center % W matting - Table- Stlese - - - Show Ribbon tabs cnly. Click s
Clipboard Font [F] Alignment [F] Number [F] Styles Cells tab to show the commands.
E Show Tabs and Commands
Al T £ = | Show Ribbon tabs and
commands all the time.
A B C D E F G H 1 J K L M N ] P

Status Bar. This command can be display bottom of window program status bar give all
information of current document.

Description of Excel Window. Every workbook divided into row and columns the vertical
divisions are known as “Column” and the horizontal divisions are known as “Row” row and
column separate by Gridline. The Column is generally in Alphabet just like A, B, Computer,
D, AA, and AB. And the Row are arranged in numerical just like 1, 2, and 3.

The Formula Bar. The formula bar turned on the cell address of the cell display the name of
the box which is located on the left side of the formula bar. Cell entries are display on the right
side of the formula bar.

Book1 - Excel T B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
){ L. [ A .
I_‘ Calibri BRI @ 2 Autosum H
Em ~
B I U-~ - Format Find &
L - £ Clear~ Select -
Clipboard & Font ] Alignment Mumber Styles Cells Editing ~
Al - x vy ~ Formula Ear.| v
A B C D E F G H | J K L I N o] P Q R 5 -
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How to Enter Data in Cell. You can easily and quickly enter data into cell by using keyboard.
The data might be letter and numbers special characters any formulas.

Creating Workbook. Every time you want to gather and store data that isn’t closely related
to any of your other existing data, you should create a new workbook. The default workbook
in excel has one worksheet, although you can add more worksheets or delete existing
worksheets if you want. Creating a workbook is a straightforward process—you just display
the backstage view, click new, and click the tile that represents the type of workbook you want.

Work Sheet Views. Excel 2016 has a variety of viewing options that change how your

workbook is displayed. You can choose to view any workbook in normal view, page layout
view, or page break view. These views can be useful for various tasks, especially if you're
planning to print the spreadsheet.

=] : Book! - Excel ? E - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW gnny
LTI 4 — = | = . D:'x =2 3 AutoSum ¢ A
Calib N A A === - EWapTet General - | 7] } £m o @ ¥
| Bg - e H o Rl Fi- z it
Paste - B I U 551 Fy . A === & 3= Merge & Center = 2. op of <0 M0 FC\:mdltlf:mal Formatas  Cell Insert Delete Format & Clear= Sort & Find
- ormatting = Table~ Styles~ - - = Filter = Selg€t ~
Clipboard Faxgt [F] Alignment [F] Nuglber [F] Styles Cells Editing ~
Al M fe v
A B C D E F G H J K L M N o] P Q R 5 -
L]

[ R T T

IR

[ERE -
=]

ra
ra

W W W L W W R R MR RS RS R
= SR R = W PO =R R - Vg

Sheetl (O] [ »

Chapter-2. File. (Alt+F).
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New (Ctrl+N). This command is used to open new document window and select a new blank
workbook basic page. MS. Excel you can also use this command to create a new yours
documents. It has helpful tools to make documents.

Bookl - Excel (Product Activation Failed) ? - *x
Sig
A B C
i ]
]
2 1
c 2| Blood Prassure Tracksr
3 , | Your Company Name .
4 E Pame = | Expense Report
3| ez A rasiic N
5 PR 7 Targarblead prauras__ 120
[ 2 e s Sraaie
& | Statement 19 Gl physacan of above,

Blank workboolk Billing Statement Blood Pressure Tracker Expense Report

= ) <
. Loan Am ortization Sched

Personal Monthly Buc

Loanameun: —

Loan period in years
[LESNEHPI——
Staridasofloan)

Tt oy e
== = | Empioyes
2| erus anteme v men E——

Loan Amortization Persona | Monthly Budget
. ; - = s 0o gy E4PM
de 2/ ), @ iz B ot junts

Open (Ctrl+0). This command is used to open the specific save file, from hard disk, pen
drive, and various document just like. Excel file, xml file, all web pages etc.

Book1 - Excel ? - 8 X%
Sign in

Open
@ Recent Workbooks E;I CompUter

Recent Folders

f& OneDrive Downloads
C: » Users » EXPERT » Downloads

— Desktop

E;l Computer desktop
E: = desktop

o= AddaPlace Documents
Browse

Account

Options

Save (Ctrl+S). This command is used to save the current document and Ms. Excel to your
hard drive. If you’ve already saved the document, choosing this command overwrites the
previous file. If you haven't saved the document before, choosing this command opens the
save as dialog box. To save the document on your computer, choose a folder under
computer or click browse. Click save.
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Save As (F12). This command is used to change file name and location saves the current
document your hard drive. In other words, only the save as copy has the most recent changes
you made to the original file various format just like. Excel File, XML File, All Web Pages,
Etc. its location.

Signin
S A Save As E
ave S T | « EXPERT » Documents » v & Search Documents o
= Organize * New folder = [7]
P ) E Computer i ;
@ OneDrive - = Recentplaces A  Name Date modified Type
Recent Folders i | 3dshax File folder
T Downloads 188 This P Adob File fold
| Adobe ile folder
E;l Computer ‘ o Autodesk 360 '
G » Users » EXPERT . Corel File folder
m Desktop
Desktop . Custom Office Templates File folder
| Documents
+ Add a Place deskt o load . ms paint File folder
esKIop & Downloads
My Data Sources File folder
E » desktop J Music Y §
oo . My Palettes File folder
Documents =| Pictures
& Videos
£, Local Disk [C3)
ca Local Disk () ¢ >
Browse File name: |WDrkSaeﬂ v
Account Save as type: | Excel Workbook v
Authors:  EXPERT ACADEMY Tags: Addatag
Options
[ save Thumbnail
= Hide Folders Tools - ‘ Cancel

Print (Ctrl+P). This option is used to select a printer, number of copies, other printing option
before printing to help you print your excel worksheets.

Print

Copies: |1 =
frmt
=

Print

Printer
;  Brother DCP-T300 Printer

~ -
D Offline

Printer Properties

Settings

; - —n ey =
lj—_l Print Active Sheets - =] 5755336303|Gaphic Desgring s Sne or two Says
Only print the active sheets

Pages: |1 Z| to = Page Setup ?

’*D Print One Sided . :
Account Only print on one side of th... i Page Margins Header/Footer Sheet

— Collated Orientation
SFns EE 122 123 1,232 - @) Portrait () Landscape
D Portrait Orientation -
Scaling
|:| A4 (210 x 297 mm) - @ Adjustto: |88 | 2|% normal size
21 em x 29.7 cm ) Eitto: 1 2| pageis) wide by |1 £ tan

:I:I] Last Custom Margins Setting
Left: 1.8 cm Right: 1.8 cm

Papersize: | A4 (210 x 297 mm) -
Custom Scaling - Print quality:
Page Setup First page number: | Auto
Options...

Cancel
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Page Setup. This command is used to set margin, paper size and different option layout of the
page. You can select a page setup and change the layout of document. All margin values are
measured in inches. Header and footer are printed text at the top and bottom of pages. Such
as insert date of the page.

Print

-

brother

>
Il

|

£
i

Flain Faper
Prirt Quality : Mormal

Ad
Printer Properties 210 % 257 mm

EE# Copies: |1 -
Print
Printer
;  Brother DCP-T300 Printer -
Offline
Settings
Print Active Sheets
D Only print the active sheets
Pages: |1 2| to -
E Print One Sided .
Only print on one side of th...
||=|:|'|=|:| Collated -
123 123 123

D Paortrait Orientation -

I:I A4 (210 x 297 mm)
21 emx 29.7 cm

:I:I:I Last Custom Margins Setting
Left: 1.8 cm Right: 1.8 cm

Custom Scaling -

Page Setup

Borderless : Off

Colour Mode : Vivid
Copies : 1

Muttiple Page : Momal
Z2-sided / Booklet : Mone

[ cColour
Secaling : OFff
tdirror Frint : OIff
Feverse Print : OFf
wfatermark, : OfF

DCP-T300

Brother DCP-T300 Printer Properties

Basic Print Profiles | Mairtenance

Colour # Greyscale

(@ O Greyscale

[k Save Made

2
Brother

SolutionsCenter

Colour Settings...

Scaling (®) Off
() Fit to Paper Size

A4 (210x 297 mm)

() Free [25-400 %]

100

[ Mimror Print
[[] Beverse Print

[ Use Watemark

[[] Header-Footer Print

Settings

Settings...

[] Print Preview

Add Profile(J)

Other Print Options(K)...

Launch Status Manitar

Support...

Default

Cancel Help

Share. Send a copy of the picture in an email message as an attachment. Excel 2016 makes it
easy to share and collaborate on workbooks using One Drive. In the past, if you wanted to
share a file with someone you could send it as an email attachment. While convenient, this
system also creates multiple versions of the same file, which can be difficult to organize.
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Excel Demo Vinod Sir. E

Excel Demao Vinod Sir. - Excel

mail

D: » SOFTWARE = Vinod Sir Final Basic+Tally+Mu...

Share

L
Send as
Attachment

...\.l Invite People

[% Email

Everyone gets a copy to review

Everyone works on the same copy of this workbaol

! Waorkbook must be saved in a shared location

1)
2

Send as
PDF

|g%§|

Send as XPS

(]
=
Send as
Internet Fax

Everyone gets a PDF attachment
Preserves layout, formatting, fonts, and images

Content can't be easily changed

Everyone gets an XPS attachment
Preserves layout, formatting, fonts, and images

Content can't be easily changed

Mo fax machine needed

You'll need a fax service provider

k
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Export. This command is used to template data as preserves layout formatting font and image
content can be easily change free view are available on the web from your MS. Excel document,
for use in other applications. By default, Excel workbooks are saved in the .xlIsx file type.
However, there may be times when you need to use another file type, such as a PDF or Excel
97-2003 workbook. It's easy to export your workbook from Excel in a variety of file types.

Excel Demo Vinod Sir. - Excel ? - x
Sign in

[ ] Create PDF/XPS Document Create a PDF/XPS Document
=L Preserves layaut, formatting, fonts, and images

Content can't be easily changed
B. Change File Type Free viewers are available on the web

=L

Create

PDF/XPS

Account

Options

Export Workbook as PDF Files. Exporting your workbook as an Adobe Acrobat document,
commonly known as a PDF file, can be especially useful if you're sharing a workbook with
someone who does not have Excel. A PDF will make it possible for recipients to view but not
edit the content of your workbook.

T I .« | Viinod Sir Final Basic+Tally+Multimedia- Book Final-2016 >| Book of The Application Software-2016, » Book of The Ms. Excel-2013, v G Search Book of The Ms. Excel-... @

Organize « Mew folder s o (7]
() Name ’ Date modified Type Size
18 This PC
o Autodesk 360 Me iterns match your search.
1z Desktop
| Documents
4 Downloads
1 Music
=| Pictures
H Videos
i, Local Disk ()
—a SOFTWARE (D:)
—a DOCMENT (E:) v

File name: | SRV ATl TR v
Save as type: |PDF ]
Open file after Optimize for: (@) Standard (publishing
publishing online and printing)

() Minimum size
(publishing online)

Options...

“ Hide Folders Tools = Publish Cancel
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Excel Demo Vinod Sir. - Excel ? - x
Sig
Change File Type
D; Create PDF/XPS Document 9 yp
— Workbook File Types
) u =) Workbook ] = Excel 97-2003 Workbook
B‘ Change File Type Uses the Excel Spreadsheet format Uses the Excel 97-2003 Spreadsheet format
OpenDocument Spreadsheet d Template
g Uses the OpenDocument Spreadsheet Starting point for new spreadsheets

format

Macro-Enabled Workbook Binary Workbook

EEL iacro enabled spreadsheet a Optimized for fast loading and saving
Export

Other File Types
cl

o€ Text (Tab delimited) a CSV (Comma delimited)
Text format separated by tabs Text format separated by comma

LEEm Formatted Text (Space delimited) p Save as Another File Type

B o rormat separated by spaces r
Options

Eﬁ'

Save As

Exit (Alt+F4). This command is allowing exit from Ms Excel window application.
Chapter-3. Home. (Alt+H).

MONAD_FEES_STRUCTURE - Excel ? B - x
PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
3% L - = = - oL |:|:|>§ = > AutoSum - A
| calibri o <A A T=o & - EeWapTet General - " 7] 4 Egm o @
O B2 - - ’ s =% B0 i~ zY it
Paste < B I U- -+ fo A - === &5 MErge&CentEr - | O, % N Cﬂnditi.nnal Formatas  Cell Insert Delete Format Clear - S.ﬂl't& Find &
- Formatting= Table~ Styles~ - - — \lear Filter = Select~
Clipboard o Font [F] Alignment F] Number ] Styles Cells Editing ~

Cut (Ctrl+X). This command is used to deletes the selected text or objects from a document,
and copies them to the invisible windows or Macintosh clipboard so you can paste them
elsewhere. (The clipboard holds only one selection at a time.). Remove the selection and put
it on clipboard so you can paste it somewhere else.

Copy (Ctrl+C). This command is used to copies the selected item to your computer's memory
and available in clipboard use for later. Put a copy of the selection on the clipboard so you
can paste it somewhere else.

A B C D E F G
1| ONTHLY SALARY. |[PERDAY SALARY. WORKING DAY. ACTUAL SALARY. ARY |
2 MANAGEB 20000]  645.1612903 29|  18709.67742
3 HR DEPARTMENT 18000  580.6451613 28|  16258.06452
4 rPURCHASE DEPARTMENT 15000  483.8709677 27|  13064.51613
5 HR DEPARTMENT 16000|  516.1290323 26|  13419.35484
6 MANAGER 22000|  709.6774194 26 18451.6129
7 PURCHASE DEPARTMENT 17000|  548.3870968 27|  14806.45161
8

Paste (Ctrl+V). This command is used to places objects you’ve copied to your computer's
memory into the current document. Places the most recent selection from the clipboard into
your document at the insertion point. Add content on the clipboard your document.
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A B C D E F G

'l EMPLOYEE CODE. |[EMPLOYEE NAME. DEPARTMENT.  |MONTHLY SALARY.|PERDAY SALARY. WORKING DAY.|ACTUAL SALARY. |RY .
2 |EOO01 RAHUL MANAGER 20000 645.1612903 29 18709.67742
3 |E002 SURAIJ l,HﬂR'ﬁEPARTM ENT 18000 580.6451613 28 16258.06452
4 PURCHASE DEPARTMENT 15000 483.8709677 27 13064.51613
) HR DEPARTMENT 16000 516.1290323 26 13419.35434
6 Copy OF 1he Selection.

7

i EMPOLY CODE EMPOLY NAME DEPARTMENT MONTHLY SALARY PERDAY SALARY WORKING DAY ACTUAL SALARY
9 E001 RAHUL MANAGER 20000 645.1612203 29 18709.67742
10 |E0Q2 SURAJ 4R DEPARTMENT 18000 580.6451613 28 16258.06452
11 |[EO03 RAJ PURCHASE DEPARTMENT 15000 483.8709677 27 13064.51613
12 |[EO04 ML HR DEPARTMENT 16000 516.1290323 26 13419.35484
13 | Paste OF The Selection.
14

Sheet1 | Sheet2 ® K]

Format Painter. (Ctrl+Shift+C). Like the look of a particular selection? You can apply that
look to other content in the document. Select content with the formatting you like. Click
Format painter. Select something else to automatically apply formatting. To apply the
formatting in multiple places double —click format painter.

Apply Formating Painter.

A B C D E F G

{ I EMPLOYEE CODE. [EMPLOYEE NAME. |DEPARTMENT. |MONTHLY SALARY. |PERDAY SALARY. WORKING DAY. ACTUAL SALARY.

2 EOO01 RAHUL MANAGER 20000 645.16125903 29 18709.67742
3 |E002 SURAJ HR DEPARTMENT 18000 580.6451613 28 16258.06452
4 [EO03 RAJ PURCHASE DEPARTMENT 15000 483.8709677 27 13064.51613
5 HR DEPARTMEP 16000 516.12590323 26 13419.35484
6 == T T T T T T T T T T T T T T T T T T T T T T Ss— oo 7
7

Undo (Ctrl+Z). This command is used to reverse the last action. To take backward in your
current work which you have done. Or you can choose this command repeatedly to step
progressively backwards through your changes, even after you save the document.

Redo (Ctrl+Y). Restores whatever changes you just made by using the undo command.
Selecting redo multiple times moves you progressively forward through changes you undid.
If you just used a command other than undo, repeat appears instead of redo. This property lets
you repeat the last action. For example, if you just pressed delete, the repeat command presses
it again.

Font.

Font Family. This command is used to choose from a list of common font combinations to
apply a font set to the selected text. When a visitor’s browser displays that text, it moves down
the list of assigned fonts until it finds one installed on his computer. You can create your own
combination of paragraph fonts by going to the submenu and choosing edit font list. Select the
desired font. A live preview of the new font will appear as you hover the mouse over different
options. In our example, we'll choose 28 Days Later.
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H ©- B Excel Dema Vinod Sir. - Excel 7 =B - x
INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Sign in
LT 4 - o= == =2 D AutoSum v A
B - ==_ #£- w- Sw - - zJ 4 e A
Rl e ERE L FwopTat G E 2 D 3 ;’x ] Zaesm - by i
Paste Theme Fonts 2= 5= Eliierge i Comter'=| =< 95 s g g9 Conditional Fo imatas Cell  Insert Delete Format Sort & Find &
. W O Calibri Lizht (Headings) 7 Formatting - Table Sb les+ - - £ Clear~ Filter - Select =
Clipboard £ Alig t [Pl i ber [ Styl Cell Editing ~
O Calibri (Body)
Al All Fonts AUGUST. -
T @IDIGITALL e
H IEEEEELS B C D E

[ 28 BAYS LATER |
I Jb days ago OAR

% 36 days ago Thich BAH

T ADTT

TFTH S=ERVIC=

T ZTH SERVICE CCSNO=ENsS=a

TPFTH SERVICE EMH1

izs: Y SHEET OF AUGUST

1
2
3
6 frommezavics s=me NAME. [EMP. CODE |DEPARTMENT. |SALARY
7
8
9

* e i l EX001 MANAGER. 20000
| ot st EX002 HR. 17000
& Do Hodhum W EX003 SUPERVISOR. 15000
10 [ #xoma — £X004 MARKETER. 13800
11 | xein - EX005 TELICALLER. 15100

Font Size. Font size is measurement in point the larger font size approximately 72 point in an
inch. You want to change font formatting at the same time. You can change font size font
dialog box. Select the desired font size. A live preview of the new font size will appear as you
hover the mouse over different options. In our example, we will choose 48 to make the
text larger.

- H s Excel Dema Vinod Sir. - Excel ? B - x
INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS Signiin
oy X = _ = - 2L 3 AutoSum v A
db - = =T . . Sw . - 4
! tD By - 28 Days Later F\ Iy —| - M- EeWapText Gce‘nera\ C y ,__|: ’i‘ l"‘:'jt ::ll:: FEIt F‘H S ;Y& F[idi&
aste B — = =5 . 9 s 2 9 Conditional Formatas Cel nsert Delete Forma o in
- ¥ B I U- H 9 AT EE=E &% Merge & Center ’ Formatting = Table~ Styles - - € Clear~ Filter  Select~
Clipboard Font | 10 [ Alignment [P Number [ Styles Cells Editing ~
il
Al - 12 SALARY SHEET OF AUGUST. v
A ) K [
: @ @ ! "3
3 v o
6 SR.No. |[EMP.NAI-" - ZMP. CODE DEPMT SALARY HOLIDAY. [OVER TIME.|ONE DAY SALARY. [ONE HOUR SALARY. |PF. ESI.
7 1| AMAN 2X001 ‘IV@AGER. 20000 5 10 645.16 80.65 1000 600
8 2|AJAY 42 23000 HR. 17000 4 15 548.39 68.55 850 510
9 J|ANIL . 2X003 SUPERVISOR. 15000 2 12 483.87 60.48 750 450
10 4|ARUN EX004 MARKETER. 13800 0 16 445.16 55.65 690 414
11 5|AMIT EX005 TELICALLER. 15100 1 18 487.10 60.89 755 453

Increase Font Size. You can increase the font size by using the Increase font and make your
text a bit bigger.

Decrease Font Size. You can decrease the font size by using the shrink font and make your
text a bit smaller.
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Bold Font (Ctrl+B). You can apply term refers collectively to boldface and change to the
heavier font. Select the text and apply bold font.

Italic Font (Ctrl+l). You can apply term refers collectively to italic and change to the italic
font. Select the text and apply italic font formatting toolbar.

Underline Font (Ctrl+U). You can apply term refers collectively to draw the line below the
text and change to the underline font. Select the text and apply underline font formatting
toolbar.

H ©- s Excel Demo Vinod Sir. - Excel ? @ - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW ADD-INS Sign in
ey M s ow = =, = ‘I'X =2 AutoSum + A
e 28Dayslater ~[36 - A A = = — - - EPWrapTet General - = 7] ¢ £m = E| o
O B - ) = = = = Fill » < i
Paste - . A E== &= = Merge & Center ~ . g4 s 0 0o Conditional Formatas Cell Insert Delete Format Clear~ Spn& Find &
- - - £ Clear Filter + Select =

Formatting = Table~ Styles~
Clipboard Fo) [ Alignment [ Number = Styles Cells Editing ~

Al h SALARY SHEET OF AUGUST 2016. e

SALARY SHEET OF AUGUST 2016

1
2
3
6 SR.No. |EMP.NAME.EMP. CODE DEPARTMENT. |[SALARY HOLIDAY.|OVER TIME,ONE DAY SALARY.|C
7
8
9

1| AMAN EX001 MANAGER. 20000 5 10 645.16

Z|IAJAY EXO002 HR. 17000 4 15 548.39

3|ANIL EXO003 SUPERVISOR. 15000 2 12 483.87
10 4/ ARUN EX004 MARKETER. 13800 0 16 445.16
11 5|AMIT EXO005 TELICALLER. 15100 1 18 487.10
12

Borders. Add or remove borders from your selection to change look of the border check out
the points on the table tool design. Use to borders and shading dialog box. Apply to the
different type of border selected cell top, bottom, left, right, no border and all borders. Change
to the border colour and border line type.

H ©- s Excel Demo Vinod Sir. - Excel 7?7 H - 8 X
r; Times NewRama - |11 <| A" &7 = =[] ®- 1 - B wrapTed General . W B = B @ é:ﬁsm Ay
e sru- e A === == Eldeocacon - Fo% o W Cordtond fomates Col e Deee fomat (- Sots frds
A C D E F G )
1 Foge : .
! SHEET OF AUGUST 2015
3 IDEPARTMENT. |[SALARY |HOLIDAY.|OVER TIME.
4 MANAGER. 20000 5 10
5 HR>_ 17000 4 15
6 3= SUPERVISOR. 15000 2 12
7 ‘R K004 MARKETER 13800 0 16
8 - <005 TELICALLER. 15100 1 18
9 === <006 PURCHASE. 14000 1 20
10 g oo _X007 SALES. 16000 1 23
11
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Fill Color. Change the colour behind selected text paragraph or table cell. This is specially
use full when you want information to jump of the page and change the background of cell
make to them stand out. Select the fill colour you want to use. A live preview of the new fill
colour will appear as you hover the mouse over different options. In our example, we'll
choose Light blue.

H - s Excel Demo Vinod Sir. - Excel T EH - »

INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS Signin

¥ s = = B | e B B2 2 AutoSum v A

B - Times Mew Roma - |11 - A A B : f ?oiii T \.rapTex‘t Gre‘nera\ ) . ’:‘_.: EL IEElrt EEII:: Flgt mpmt. SZ;Y& Fﬂdil&

¢ BIU-[@- A ===e= EdMageaicenter - - 96 » 58 J1 Conduoral Fartatzs Ol Insrt DS RO g Gl s s
Clipboard Font Theme Colors Alignment ] Number ) Styles Cells Editing ~

H N |
A3 - v
A _.|I||||. . E ~
l Standard Colors i - 1
p L uu-»?'- ﬁf AU%U&T Zﬂi§
No Fill

3 SR.No.EMP.NAN .. 1iceconr. IEPARTM:ENT.MIC SALARY |PERDAY SALARY.WORKING DAY.|ACTUAL SALARY
4 1 AMAN EX001 MANAGER. m 667 30 20000
5 2 AJAY EX002 HR. 170{}0\ A 567 30 17000
6 3 ANIL EX003 SUPERVISOR. 15000 500 30 15000
7 4 ARUN EX004 MARKETER. 13800 460 30 13800
8 5 AMIT EX005 TELICALLER. 15100 503 30 15100
9 6 SUMIT EX006 PURCHASE. 14000 467 30 14000
10 7 AMAN EX007 SALES. 16000 533 30 16000

Font Color. Change colour of your text can brighter up a document and make key part of it
stand out. You have a colour printer reader view the document onscreen font colours can
greatly enhance your document an appearance. Select the desired font colour. A live
preview of the new font colour will appear as you hover the mouse over different options. In
our example, we'll choose white.

H ©- s Excel Demeo Vinod Sir. [Last saved by user] - Excel T E - x
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
X . = - o 2L D AutoSum v A
B - T‘meSNEWRom?:-: - — i f ?ojv__ o ‘“mp h . v C I F ,::: s ’i“ IE%Irt [lZIEEII: Flilt EF‘Ht'S SZ;Y& F[ldil&
y 8r1u-E- OfE]=== 5 Evecacoa - o0 @ Cordtonl Fomatar Col et Diete format (o Sot8 Fnd
Clipboard Font . Automatic nment ] Number ) Styles Cells Editing ~
Theme Colors
A3 M FlOm m [ M
A B I D E F G H =
| i £ 1 OF AUGUST 2016
2 ; LE 5 .
3 ¥y More Colors...
4 1 AMAN EX001 MANAGER. 20000 667 30 20000
5 2 AJAY EX002 HR. 17000 567 30 17000
6 3 ANIL EX003 SUPERVISOR. 15000 500 30 15000
7 4 ARUN EX004 MARKETER. 13800 460 30 13800
8 5 AMIT EX005 TELICALLER. 15100 503 30 15100
9 6 SUMIT EX006 PURCHASE. 14000 467 30 14000
10 7 AMAN EX007 SALES. 16000 533 30 16000

Text Alignment. By default, any text entered into your worksheet will be aligned to the
bottom-left of a cell, while any numbers will be aligned to the bottom-right. Changing
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the alignment of your cell content allows you to choose how the content is displayed in any

cell, which can make your cell content easier to read.

Top Align. This option is used to align text to the top region.

Middle Align. Align text so that it is centred between the top bottoms of the cell.

Bottom Align. This option is used to align text to the bottom region.

Excel Demao Vinod Sir. [Last saved by user] - Excel T EH - &
PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
28 Days Later - A= ) N

= e T B Y Teesnca
Paslg EE' B I U- H- @).A. == =\= = Me,:e&(;eme,- g 9 0 M Conal Fo?zi:as %? Ilfert [?Sete F%t @F‘H' SiIL F[Edil&
- - = 77 Formatting~ Tablev Styles - - - L Cear- Filter = Select *
Clipboard 1 Font 5 Mignment 5 Number 5 Styles Cells Editing
Al v fe || SALARY SHEET MONTH OF AUGDSJ 2016.
A B C D E F G H
i SALARY SHEET MONTH OF AUGUST 2016
: SALARY SHEET MONTH OF AUGUST 2016
3
4
5
6
7
8
9
10

A

>

[r] | <

Align Left (Ctrl+L). Align your content with the left margin. Left alignment is the commonl
used for body text and makes the document easier to read.

y

Align Centre (Ctrl+E). Centre your content on the page. Centre align give documents formal

appearance and is often use for cover page, quotation, sometime heading.

H - & = Excel Demo Vinad Sir. [Last saved by user] - Excel ? H - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
T I = cim Bx [y Zhuosm - Ay M
i N PP =X v

PDE‘E' C d I F Cell |EEI [k]EEII Fi EFHI' SZ & Find &

aste BIU-M- H-a-. === =s= = Merge @ Canter =] T+ 9+ %3 g9 Conditional Formatas Cel nsert Delete Format ort & Fin

. ¥ 4 E &2 ? Formatting~ Table~ Styles - - - & Clear~ Filter - Select -
Clipboard Font ) Alignment ) MNumber ) Styles Cells Editing A
Al M S SAYARY SHEET MONTH OF AUGUST 2016.

SALARY SHEET MONTH OF AUGUST 2016,

o - o o

[r] | <

Align Right (Ctrl+R). Align your content to the right margin. Right alignment use for small

section for content such as your text in header and footer.
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Orientation. Rotate your text diagonally or vertically. This is a great way to label narrow
columns.

H ©- &- = Excel Dera Vinod Sir. [Last saved by user] - Excel ?2 B - 9 X%
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW  ADD-INS Sign in
L . = o . .
B X imenetoms [ <& X = = B 1 Bwere o | B B B B e Ay #
By ~ Fill =
Paste - B I U-H- H-A- === Angle Counterclockwise Ir - . gy s 58 o Conditional Formatas Cell Insert Delete Format & Sort & Find &
- % - " 77 Formatting~ Table~ Styles~ - - & Clear~ Filter = Select -
&  Angle Clockwise
Clipboard & Font [F] a > Number [F] Styles Cells Editing -~
1 LB Vertical Text
A3 | F3 SR.No. |18 Rotate Tet Up v
L& Rotate Text Down =1
A H M
£ For

W o~ W

-
=]

Decrease Indent. Move your content close to the cell border.

Increase Indent. Move your paragraph farther away from the cell border.

Warp Text. Wrap extra-long text into multiple lines so you can see all of it. Whenever you
have too much cell content to be displayed in a single cell, you may decide to wrap the
text or merge the cell rather than resize a column. Wrapping the text will automatically modify
a cell's row height, allowing cell contents to be displayed on multiple lines.

H % & = Excel Demo Vinod Sir. [Last saved by user] - Excel T EH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
T Fmetertons i | & = 5 g B 2t iy i
TimesMew Roma - |11 - A Ao — = = - - IEr‘WlapTﬂd I General - ?El @ Eﬁ £ %( E Y
P DEB' ‘ | C d' I F Cell IEEI Delete F - SZ & Find &
it - - A EE=E &5 N - 0 g it t it Delets t it
ate B I U M| M. A ===|&s= = Merge & Center R R ; onditional Feormatas  Cel nsert Delete Format | Clear- o in
armatting~ Table~ Styles~ - A = Filter = Select =
Clipboard & Font [F} Alignment r M [F} Styles Cells Editing -~
H3 A fe || ACTUALSALARY. v

A B C D E G
‘ 2016
| SAL 72016 |
ACTUAL
SR No. |EMP. NAME |EMP. CODE |DEPARTMENT |BASIC SALARY [PERDAY SALARY |[WORKING DAY.‘SALARY.
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Merge & Centre. Combine and centre the contents of the selected cells in a new large cell. This
IS great way create a label that spans multiple columns. Merging allows you to combine a cell
with adjacent empty cells to create one large cell. Click the drop-down arrow next to the Merge
& Centre command on the Home tab. The Merge drop-down menu will appear. From here, you
can choose to.

Merge & Across. Merge selected cells in the same row into one large cell.

Merge & Cells. Merge the selected cells into one cell.

H - = Excel Dema Vinod Sir. [Last saved by user] - Excel T H - 8 X
HOME | INSERT ~ PAGELAYOUT — FORMULAS  DATA  REVIEW  VIEW  ADD-INS Sign in
aay ¥ i - o= = =n EE':x o 2 AutoSum - A
9 |8payslater  -|28 - A A === ®- - EeWapTet General - i 7] g | em = E
N : y = P = % H H = []Fin- zv H

ut
i

| 2. 05 s 52 g0 Conditional Formatas Cell Insert Delete Format Sort & Find &

Formatting - Table~ Styles - £ Clear~ Filter = Select -

] Styles Cells Editing ~

By -
Paste < BIU- H- &-aA- =
Clipboard & Font [ Alignmenl | Merge & Center

Merge Across
Al - f SALARY SHEET MONTH OF AUGU Meroe Cells
B Merge Cell Combine and center the

Unmerge Cells| | [Excel the selected cells in a new larger

B G D l_—_J ] e

Y - ~ . ¢ This is a great way to create a label i
@ [ G Aj that spans multiple columns. 3
B S — |

Merge & Center
s of

A

3 @ Tellme more

4 1 AMAN EX001 MANAGER. 20000 667 30 20000
5 2 AJAY EX002 HR. 17000 567 30 17000
6 3 ANIL EX003 SUPERVISOR. 15000 500 30 15000
7 4 ARUN EX004 MARKETER. 13800 460 30 13800
8 5 AMIT EX005 TELICALLER. 15100 503 30 15100
9 6 SUMIT EX006 PURCHASE. 14000 467 30 14000
10 7 AMAN EX007 SALES. 16000 533 30 16000
11
12

Unmerge & Cells. Split the current cell into multiple cells.

Formatting Text And Number. One of the most powerful tools in excel is the ability to
apply specific formatting for text and numbers. Instead of displaying all cell content in exactly
the same way, you can use formatting to change the appearance
of dates, times, decimals, percentages (%), currency ($), and much more.

Number Format. Choose the format for your cells such as percentage, currency, date or time.

General. The default format its display number and integer as decimal.
Number. Enable to specify the number of decimal place use the comma to separate thousand.
Currency. Enable to specify the number of decimal palace to use a currency place symbol.

Accounting. Differs from the currency format in this currency symbol always line up
vertically.

Date. Enable to you can choose from several different formats date.
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H ©- = Excel Dema Vinod Sir. [Last saved by user] - Excel 7T EH - x
FILE INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Sign in
&E‘ :‘ Times New Roma = |11 -| A" & = = = 2R Y B %‘Wrap Text [:l [?,% E‘J D Em E)\ EI éi\utuSum : %Y HI

Ely - - - = Fill -

e e e B oA ETE e Gwscne s T g e ot Jo e

Clipboard = Font [F} Alignment = um Styles Cells Editing -~
Al - fo || 01-01-2017 12 273 .

z Currenc y
A B C D Eﬁ T42 F G H B

1 SALARY SHEET MEEEmlEE AUGUST 2016
2 5 L" | 3VA ¢ a Short Date 5 .

b :| 01-01-2017
- E' Long Date
4 |01-Jan-17 | AMAN EXO001 01 January 2017 30 20000
5 |02-Tan-17 |AJAY EX002 D e 30 17000
6 |03-Jan-17 |ANIL . 15000 0/1 30 15000
7 |04-Jan-17 |ARUN MARKETER. 13800 ) , 30 13800
8 |05-Jan-17 EX005 TELICALLER. 15100 é a2 30 15100

2 Scientific

9 06-Jal‘l—1'f SUMIT EX006 PURCHASE. 14000 10 .» t:.1 30 14000

10 |07-Jan-17 |AMAN EX007 SALES. 16000 snc I?f\_‘__ 30 16000

11 |08-Jan-17 |[KAMAL EX008 WORKER. 12000  MoreNumber Formats... 28 11200

Time. Enable to you can choose from several different formats time.

Percentage. Enable to you can choose the number of decimal places and always display a
percentage sign.

Fraction. Enable to you can choose the among nine fraction formats.

Scientific. You can choose the number of decimal place to display left of e.

Text. You can apply to a value as text useful for such as items as part numbers.

Special. Contain four additional number formats and social security number.

Custom. Enable you define custom number formats that are not include any other category.

Style.

Conditional Formatting. Easley spot trends and patterns in your data using bars, colours, and
icons, to visually highlight important values. Otherwise conditional formatting allows you to
automatically apply formatting—such as colours, icons, and data bars—to one or more cells
based on the cell value. To do this, you'll need to create a conditional formatting rule. For
example, a conditional formatting rule might be: If the value is less than 20000, colour the cell
red. By applying this rule, you'd be able to quickly see which cells contain values less than
20000.

Highlight Cells Rules.

Greater Than. From the submenu select the criteria that you want to use, eg. Greater than
enter the value(s) for the criteria. From the with dropdown list, select the formatting option
that you want to apply to cells that meet the criteria. Hover the mouse over the
desired conditional formatting type, then select the desired rule from the menu that appears.
In our example, we want to highlight cells that are greater than 17000.
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Select a formatting style from the drop-down menu. In our example, we'll choose light red fill
with dark red text, then click ok.

H % & = Bxcel Demo Vinod Sir. [Last saved by user] - Excel ? B - b
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Sign in
- .y .
- M- B0 Wrap Text General - @ Eﬁ == E‘X E 2 AutoSum ‘%Y H
T Fill -
5 .. , «o m |Conditional [Formatas Cell  Insert Delete Format Sort & Find &
Merge & Center % G0 S0 P
Formatting = | Table = Styles~ - - & Clear~ Filter = Select~
Clipboard Font [F] Alignment [F] Number ] Editing ~
E L ' E e
E4 A f || 20000 = v
Top/Bottom Rules Less Than... =

1 Sl = p—
2
3 ?El Equal To...
=l
3
EE Text that Contains...
4 h
5 iz
6
7
8
9
10
11
12
13
H - s Excel Demao Vinod Sir. [Last saved by user] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
oy M — = = Tl TEae 07 2 AutoSum v A
1 AN | === &-|m E¢ Wrap Text General - <4 W £m EX lil =N d

O gy - & =B H = Fill - H

Paste " B I U jms) Py A === & 3= MErgE&CEntEr 2] 9% » | 594 Conditional Formatas Cell Insert Delete Format & Clear~ Spd& Find &
Formatting ~ Table~ Styles = Filter = Select

Clipboard &~ Font Alignment Number Styles Cells Editing »
E4 M e 20000

Greater Than

Format cells that are GREATER THAN:
| 17000 with | Light Red Fill with Dark Red Text ||

Less Than. From the submenu select the criteria that you want to use eg. Less than enter the
value(s) for the criteria. From the with dropdown list, select the formatting option that you
want to apply to cells that meet the criteria.
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E - ¢ s Excel Demao Vinod Sir. [Last saved by user] - Bxcel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
X - l=_ = - L 'I'>( L D AutoSum v A
N - A8 T== & - EWapTes General i W By em o E|

0 By ~ - ’ ’:| = B H 2 & Fin A H

Paste v B I U H M- A === &3= Merge&(enter [ A R Condit\.omal Formatas Cell Insert Delete Format ¢ Clear Sort & Find &
Formatting{ Table~ Styles — Filter - Select

Clipboard & Font Alignment Mumber Styles Cells Editing ~
E4 M Fe 20000

Format cells that are LESS THAN:
| 15000/ with | Lignt Red Fll with Dark Red Text |v |

Between. From the submenu select the criteria that you want to use eg. Between enter the
value(s) for the criteria. From the with dropdown list, select the formatting option that you
want to apply to cells that meet the criteria.

H ®- ¢ v Excel Demo Vinod Sir. [Last saved by user] - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
C- T 8 i | = = -: o ‘I'X = ) AutoSum A
1 Aa — == E &1} E¢ Wrap Text General . D __.J g = lil vY

B Eg ~ & # B =5 B Fill - H

Paste . B I U ] M- A === & 35= Merge & Center 0. g5 s | &0 || Conditional| Formatas  Cell Insert Delete Format ¢ Clear S.nrt& Find &
Formatting -] Table~ Styles — Filter - Select

Clipboard & Font Alignment Mumber Styles Cells Editing -

E4 v fe || 20000

[+]

g | Fomat celsthatare BETWEEN:
10_ | 17000 and | 20000 with | Light Red Fill with Dark Red Text [y

"

Duplicate Value. From the submenu select the criteria that you want to use eg. Duplicate
value enter the value(s) for the criteria. From the with dropdown list, select the formatting
option that you want to apply to cells that meet the criteria.
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H 9 & = Excel Demo Vinod Sir. [Last saved by user] - Excel
HDME INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Sign in
- — (] 1e—31 -
= e B | @ 2 2= 3@ Zuenc iy g
[ g - 5 =

Fill =
Paste B I U- H- &-A- ==

= 5= ES Merge & Center - [ - 95 3 5@ o2 | Conditional|Formatas Cell  Insert Delete Format Sort & Find &
Formatting~| Table~ Styles~ - - - & Clear~ Filter - Select -
Clipboard 1 Font [ Alignment m Number I tyles Cells Editing ~

[+]

A B F H

— _
Format cells that contai
values with | Light Red Fill with Dark Red Text [+ |

Top 10 Items Value. From the submenu select the criteria that you want to use eg. Top value
enter the value(s) for the criteria. From the with dropdown list, select the formatting option
that you want to apply to cells that meet the criteria.
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Data Bar. Add a coloured data bar to represent the value in a cell. The higher the value the
longer the bar.

[x = ‘3 (S Excel Demo Vined Sir. - Excel ? B - x
HDME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
= e
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Colour Scale. Apply a colour gradient to a range of cells. The colour indicates where each
cell value falls within that range.

Icons Set. Choose a set of icons to present the values is the selected cells.

H - @~ = Excel Demo Vinod Sir, - Excel 7T E - 8 %
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Format as Table. Quickly convert a range of cells to a table with its own style.

Cell Style. A colourful style is a great way to make important data stand out on the sheet.
Instead of formatting cells manually, you can use Excel's predesigned cell styles. Cell styles
are a quick way to include professional formatting for different parts of your workbook, such
as titles and headers.
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400 22
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Cells.

Insert Cells (Ctrl + Shift + =). Insert cell, row, or column, into the sheet or table. New roe
add will be added above the selection and new column will be added to the left of the selection.
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H - ¢ = Excel Dema Vinod Sir. - Excel T B - x

FILE HOME | IMSERT  PAGELAYOUT  FORMULAS ~ DATA  REVIEW  WIEW  ADD-INS Signin
3 & - = -

P rmeNenroms [ & 4 = = 9 1 Bewesrer i = [ 9@ e

e - [ Fill -
Paste B I u- - &H-A- .E = | &= 3= B Merge & Center - T2« 9 » %8 &% Conditional Formatas Cell Delete Format o Sort & Find &

- Formatting = Table = Styles— & Clear~ Filter = Select -
Clipboard 1 Font 5 Alignment 5 Number F Styles gm Insert Cells. Editing ~
F5 Tk & £ nsert Cells (Ctrl+Shifts—)

sert rows, or columns into =
A Insd the she et rtable. F

1 f-‘i Pl Newmwswm: adde d bows

2 35&5J§R§’ SH EE? MSM‘FH QF Mjﬂ SfE

EN Date. EMP NAME|EMP.CODE|DEPARTMENT|BASIC SALARY PERDAY SALARY WORKING DAY |ACTUAL SALARY.
s EXO0I  MANAGER

o ~ o W

9

10

11
12
13
14

Insert Sheet Row (Alt + | + R). Insert a single row selected the row or a cell in the row above
which you want to insert the new row. If you want to insert multiple rows firstly you have
selected the rows above which you want to insert rows.

H - & = Excel Dermo Vinod Sir. - Excel ?2 B - 8 %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
- PR - -
By e TimesNewRoma -[11 | & & = =[E &+ e %?4 1 E« @ Zouesn - Oy it
B Copy - Fill -
Paste = . . . ==|le== . . <o oo Conditional Formatas Cell Delete Format Sort & Find &
S Eormat Painter B I U- - D-A- E== == EMegetCenter % e e & Clear~ B A
Clipboard [ Font [ Alignment [ Mumber Styles nsert Editing

| ITEMSHEET | HOSPITALSHEET | MARK SHEET | SALARY SHEET O]

READY i3] M -————+ 160%

Insert Sheet Column (Alt + | + C). Insert a single column selected the column or a cell in the
column immediately to the right of where you want to insert the new column. If you want to
insert multiple column firstly you have selected the column immediately to the right of where
you want to insert new columns.
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H ©- @~ = Excel Dema Vinod Sir. - Excel 7 = - x
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS
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T o [Tmetevkoms-[it <& & = =[] - o7 EwnpTer B [ %( ) E:Tvﬂm-,z\? #*
.

ste B I U- . &-A-E== &= [ Merge & Center - &7 - 6 8

L Conditional Formatas Cell Insert | Delete Format Sort & Find &
Formatting = Table~ Styles - - & Clear- Filter - Select -
Clipboard = Font [F} Alignment [F} Number [F} Styles Ecn Insert Cells. Editing ~

(-c Insert Sheet Rows

E3 A F3

Insert New Sheet. (Shift+F11) Or (Alt+Shift+F1). Insert of placing everything on a single
workbook you can use additional worksheets in a workbook to separate various workbook
elements logically. Ms. excel provides three worksheets in a workbook but you can insert
additional workbook as needed and for this do the following.

Delete Cells (Ctrl + -). Delete cell, row, column, or sheets from your workbook. To delete
multiple row or columns at a time select multiple row or column in the sheet and click delete.

Delete Sheet Row. Delete a single row selected the row or a cell in the row above which you
want to delete the new row. If you want to delete multiple rows firstly you have selected the
rows above which you want to delete rows.

Delete Sheet Column. Delete a single column selected the column or a cell in the column
immediately to the right of where you want to delete the new column. If you want to delete
multiple column firstly you have selected the column immediately to the right of where you
want to delete new columns.

=] ‘? [ Excel Demo Vinad Sir. - Excel T E - 8 x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
s _ 131 .
X [imecNewfoma [1 K 4 Z = & v BwapTes G : @é e N
Paste . B I u- e SeA-Bl== == E Merge & Center - T2+ 95 » 53 g3 Conditional Formstas Cell | ert| Delete Format Sort & Find &
Formatting = Table Styls - - - L Clear Filter - Select =
Clipboard Font [F] Alignment ] Number [F] Styles Ex Delete Cells... fiting ~
E3 | Fe X Delete Sheet Rows v
%' Delete Sheet Columns o
-

A

SALARY SHEET MONTH OF AUGUST :

BASIC SALARY PERDAY SALAR
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Delete New Sheet. Delete of placing everything on a single workbook you can use additional
worksheets in a workbook to separate various workbook elements logically. Ms. excel
provides three worksheets in a workbook but you can delete additional workbook as needed
and for this do the following.

Format. Change the row height, or column width, organize sheet or protect or hide cells.

Row Height. You can specify a row height from (0 to 409). This value represented the height
measurement in points. The default row Height is 15 points. If the row height is set to 0 the
row is hidden.

H - ¢ = Excel Dema Vinod Sir. - Excel T B - x
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Signin
T [Timesew Roms -] CA == B fim B[ Zavesm - A
Tmestenoms <[ < 5 = <[ e e Bowe e ¥ @ 2 5 =[E v
D - -] &5 = i oy ith
aste ~ B I U-~- - Mo A === == EME,QE&CEME, - .05 9 g0 00 Conditional Formatas Cell Insert Delete |Format & Clear~ S_ort& Find &
Formatting = Table= Styles- - - z < Filter = Select -
Clipboard & Font [ Alignment [ Number m Styles Cells | Cell Size
m -

2 ~| o £ || 20000 I*[ s i

DR ¥

AUttt Row Height
A G |1 columnwidth...
AutoFit Column Width
Default Width...
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Visibility
Date. | EMP.NAME|EMP.CODE|DEPARTMENT|BASIC SALARY|PERDAY SALARY| Hide & Unnide

Organize Sheets

V%)

Rename Sheet

E Y

Move or Copy Sheet...

Tab Color >
Protection
- [ Protect Sheet...
Lock Cell

--_—_L‘t —

6
7
8 o

Auto Fit Row Height. Select the row that you want to change then on the home tab in the cell
group click format and then from the cell size group click on auto fit row height.

Column Width. You can specify a column width from (0 to 409). This value represented the
width measurement in points. The default column width is 16.71 points. If the column width
Is set to O the column is hidden.

H ®%- &- = Excel Demo Vinod Sir. - Excel T B - x
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- Formatting - Table~ Styles - - - hd & Clear~ Filter - Select =
Clipboard & Font ] Alignment ] Number ] Styles Cells  Cell Size ~
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AutoFit Row Height o
A L] Column Width... H =
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| SALARY SHEET MONTH OF AUCUSES

*' Default Width...
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Visibility
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Auto Fit Column Width. Select the column that you want to change then on the home tab in
the cell group click format and then from the cell size group click on auto fit column width.

Hide Row and Column. You can hide a row or column by using the hide command or when
you change its row height or column width to O (zero). The first row or column of the
worksheet is tricky to hide, but it can be done.

H - &= Excel Dema Vinad Sir. - Bxcel T E - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
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Hide Sheet Rename Sheet
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Unhide Columns Tab Color

n Sheet Protection
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Format Cells...

Unhide Row and Column. You can unhide a row or column by using the unhide command
or when you change its row height or column width to 0 (zero). You can display either again
by using the unhide command. You can either unhide specific rows and columns, or you can
unhide all hidden rows and columns at the same time. The first row or column of the worksheet
Is tricky to unhide, but it can be done.
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Rename Sheet. At the bottom of each worksheet in the excel document window is a small tab
that indicates the name of the worksheets in the workbook. Excel names these worksheets
using a default name. These names (sheetl, sheet2, sheet3, and so on) are not very descriptive;
you might want to rename your worksheets to reflect what they contain. For instance, you can
do any of the following: double-click on one of the existing worksheet names. Right-click on
an existing worksheet name, then choose rename from the resulting context menu.

Move or Copy Sheet. The move or copy dialog box displays. Select the workbook to which
you want to move or copy the selected worksheet from the to book drop-down list. You can
select the current workbook (the default), another existing workbook, or create a new book to
contain the moved or copied worksheet.

H - & Excel D 1 Sir. - Excel
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Signin
o L] = -
B % metewtoma [0 A & = =[E &0 e Bwaptes E B P e %( i imsum by ik
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Paste Bru-lg- beoa-Bl==as Merge & Center « T+ 9 3 0 g8 Conditional Formatas Cell  Insert Delete Format Sort& Find &
e u- = A B = Mg " Formatting~ Table~ Styles- - £ Clear~ Filter - Select -
Clipboard I Font 5 Alignment & Numbe o Styles Cells Editing A
£19 - I3
A F H [+]

B C D E G
1 SALARY SHEET MONTH OF AUGUST 2016
2 “5" gﬂ“ R ‘5 2 3 - 4 Fi i % \5 E .
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1"
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Io book:

1 3 ‘ Excel Demo Vinod Sir.xlsx
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14 ITEM SHEET
HOSPITAL SHEET
15 MARK SHEET
SALARY SHEET

1 6 (move to end)

17
1 8 |iCreate a copy: I

19
| ITEMSHEET | HOSPITAL SHEET | MARK SHEET | SALARY SHEET (2) | SALARY SHEET | |

EEACT] 2 M -———+ e

— .
al I = A ] 10:49 AM
- 3 =[O CEl

05-11-2016

Tab Colour. Change sheet tab colour. Colouring the sheet tabs can help you keep track of
your information in a large workbook. Hold down control and click the sheet tab. Click Tab
Colour, and then click the colour that you want to use.
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Protect Sheet. Prevent unwanted changes from others by limiting their ability to edit. You

can prevent people from editing locked cells or making formatting changes.
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Lock Cell. Lock the selected cell to keep people from making change to them. You must turn
on protect sheet in order for this future to work.

Editing.
Auto Sum (Alt + =). Automatically add it up. You total will appearance after the selected
cells.
H % & - Excel Demo Vinod Sir. - Excel 7 E - 8 X
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Average. The average function is a built-in function in excel that is categorized as a statistical
function. It can be used as a worksheet function in excel. As a worksheet function, the average
function can be entered as part of a formula in a cell of a worksheet.
Average (Number, Number...).
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Count Numbers. The Microsoft excel count function counts the number of cells that contain
numbers as well as the number of arguments that contain numbers. The count function is a
built-in function in excel that is categorized as a statistical function. It can be used as a
worksheet function in excel.
Count (Number, Number...).

H S &= Excel Dema Vinad Sir. - Excel ?TE - 8 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
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Max. The Microsoft excel max function returns the largest value from the numbers provided.
The max function is a built-in function in excel that is categorized as a statistical function. It
can be used as a worksheet function in excel. Max (Number, Number...).
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Min. The Microsoft Excel MIN function returns the smallest value from the numbers provided.
He MIN function is a built-in function in Excel that is categorized as a Statistical Function. It
can be used as a worksheet function in Excel. As a worksheet function.
Min (Number, Number...).
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Fill. Continue a series or pattern into neighbouring cell in any direction. You can use the auto
fill feature to fill cells with data that follows a pattern or that is based on data in other cells.

Fill Down (Ctrl + D). You can used the down fill feature to fill cells with data that follows a
pattern or that is based on data in other cells. Filling down a column without dragging over
every cell.
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Fill Right (Ctrl + R). You can used the right fill feature to fill cells with data that follows a
pattern or that is based on data in other cells. Filling right a row without dragging over every
cell.

Fill Up. You can used the up fill feature to fill cells with data that follows a pattern or that is
based on data in other cells. Filling up a column without dragging over every cell.

Fill Left. You can used the left fill feature to fill cells with data that follows a pattern or that
Is based on data in other cells. Filling left a row without dragging over every cell.

Series. You can used the up fill series feature to fill cells with data that follows a pattern or
that is based on data in other cells. You can quickly fill cells with a series of dates, times,
weekdays, months, or years.

0o o -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
LTI ¢ - o= 3 AutoSum ~ A,
TimesNewRoma» |11 ~|A A = == - M~ EeWrapText Custom v | in Z] _. £t E[ III
e = : : l__‘ S | Er- ] 2y ik
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X

4 |01-Jan-17 . AGER. 20000 667 30 20000

Series

d | Series in Type Date unit

) Rows () Linear ® Day

5 BRI oo O O 20000 667 30 20000
(®) Date () Month
6 03-Jan-17 O autobit O Year IRVISOR. 15000 500 23 11500
7 04-Jan-17 KETER. 13300 460 28 12880
Step value: l1—1—1? Stop value: 5—1—171 I
6 05-Jan-17 anel | CALLER. 15100 503 29 14597
9
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Justify. Justify only affects text in cells that are wrapped. If fact, you'll see the wrap text button
highlight automatically when you apply justify. Justify will force all lines except the last line
to fill the entire column width. In general, the justify alignment option will look better when
used in wider columns.

Flash Fill. Enter the desired information into your worksheet. A flash fill preview will appear
below the selected cell whenever flash fill is available. Previewing flash fill data. Press enter.
The flash fill data will be added to the worksheet. The entered flash fill data.

Clear All. Clear everything from the selected cells. All Comments, formatting and comments
are cleared from the selected cells.
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Clear Formats. Clear only the formatting that is applied to the selected cells.

H - 5 GSTR_Excel_Workbook_Template-V1,0 - Excel 7 B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign inf
i =3 .
E‘ Times Mew Roma = {11 = El H
B ~ = & Fill -
Paste . - Insert Delete Format Find &
- 4 - - - = Clear ~ Select -
Clipboard Font Alignment MNumber Styles Cells #  Clear All ~
3 b B
Al - Jx | ExportType [, Clearfomats | v

Clear Contante
Clear Formats

cl

Clear only the formatting that is

1 d applied to the selected cells.

2 No. of Invoices Total Invoice Value No. of Shipping Bill P aDIC
B8 3116813.72 | | 33265!
4 |Export Type Invoice Number Invoice date Invoice Value Port Code Shipping Bill Number/ Shipping Bill Date  Rate Taxable V
5 |WOPAY 81510 26-Apr-17 995048.36 ASB995 184298 28-Apr-17 5.00 78781
6 |WOPAY 81511 29-Apr-17 56990.00 ASB996 184299 29-Apr-17 0.00 4454:
7 |WPAY 81512 30-Apr-17 995048.36 ASB997 184300 30-Apr-17 12.00 4864-
8 |WPAY 81519 28-Apr-17 995048.00 ASB998 184301 28-Apr-17 5.00 (
9 |WPAY 81520 29-Apr-17 39000.00 ASB999 184302 29-Apr-17 5.00 5454
10 [WPAY 81521 30-Apr-17 35679.00 ASBI101 184303 30-Apr-17 18.00 55567
11 |[WPAY 81521 30-Apr-17 35679.00 ASBI01 184303 30-Apr-17 5.00 5056°

Clear_Contents (Del). Clear only the contents in the selected cells. The formatting and
comments are not clear.

Clear Comments. Clear any comments that are attached to the selected cells.

Clear Hyperlinks. Clear the hyperlinks from the selected cells. The formatting is not cleared.

Remove Hyperlinks. Remove the hyperlinks and the formatting selected cells.

Sort A to Z. Sorting data is an integral part of data analysis. You might want to arrange a list
of names in alphabetical order, compile a list of product inventory levels from lowest, to
highest or order rows by colours or icons. Sorting data helps you quickly visualize and
understand your data better, organize and find the data that you want, and ultimately make
more effective decisions.

Sort Z to A. Sorting data is an integral part of data analysis. You might want to arrange a list
of names in alphabetical order, compile a list of product inventory levels from highest to
lowest, or order rows by colours or icons. Sorting data helps you quickly visualize and
understand your data better, organize and find the data that you want, and ultimately make
more effective decisions.

Custom Sort. Choose more options such as sorting by the multiple columns or rows and cases-
sensitive sorts.

Eilter. Use auto filter to find values, show or hide values, in one or more columns of data. You
can filter based on choices you make from a list, search to find the data that you want to see.
When you filter data, entire rows are hidden if values in one or more columns don't meet the
filtering criteria.
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BE S ¢

Excel Dema Vinod Sir, - Excel ? BH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
S tmenentons [ |5 5 = = e B [ Z s B
Tmantoms [ K & == - - Bunres B PP = | ik
0 By - B H Fill = 4
Paste - B I U- iH-. Sy . A. === &= Merge & Center - [0 9% » | 590 Conditional Formatas Cell Insert Delete Format Sort & | Find 8
- - ’ " Formatting~ Table~ Styles~ - - - & Clear- Filter = |Select =
Clipboard & Font Alignment - Number ] Styles Cells 2] Sort Oldest to Newest
A3 £ Date. Zl Sort Newest to Oldest

G
1

2
3

0 Filter (CtriShifsb)

B EMP NAMg EMP.CODg DEPARTMENG BASIC SALAR PERDAY SALARp WOR 1 e etk the st catamn
. [ N R e P R

DOMm7ARDN BN MARKEIER 1w e s
: ---————

H - & = Excel Demo Vinad Sir. - Excel T B - x
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS

Sign in
T Tmeneton i <& 4 == ¥ or - Bweorer B 2 2 [ e iy
Paste B I U- H. Hh-A- == £

[ | Tum on filtering for the selected
cells.

I > ‘

Fill -

Merge & Center ~ . 9% 1 53 .m Conditional Formatas Cell Insert Delete Format @ Cloar~ S.ort& Find &
Formatting~ Table~ Styles~ - - - = Ltear Filter - Select -
gnment [ Number I Styles Cells Editing

il
i

Clipboard = Font [F} Ali

>

[v] [ ¢

Sort Oldest to Newest
%l Sort Newest to Oldest
Sort by Color 3

Date Filters 3

[earch iz ] pE|

[ (Select Al
= 2017
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o1
o2
Aoz
i[04
[ 05
.(BI nks)

13

Clear. Clear the filter and sort state for the currency range of data.

Reapply (Ctrl + Alt +L.). Reapply the filter and sort on the current range so that changes you
have made are included.

Find. (Ctrl+F). Find text or other content in the document. If you frequently type long yourself
about you have probably scroll each page try to find all of the places where you used a

particular word or phrase. You can search for text much more quickly and accurately than we
human can.
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H ©- @& = Bxcel Dema Vinod Sir. - Excel T H - %
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Signin
T Tmeestoma |1 oK & = 5 g [ Zhuosom - 4
TmeNewfama 1| K & = <[ %~ - Bwmter E B P =@ 7| #h
O B - | & Fill = z
Paste B I U- - SH-p- .g = | == B Merge& Center - ©7« 95 3 43 g4 Conditional Formatas Cell  Insert Delete Format Sort &
. W - - . "7 Formatting~ Table~ Styles~ - - - & Clear~ Filter -
Clipboard & Font ] Alignment ] Number F] Styles Cells m Find...
|Bd '| H | x £ || AMAN 3. Replace..
=2 GoTow

Ge To Special...
Formulas
Comments
Conditional Farmatting
Constants
Data Validation

[ Select Objects

Selection Pane...

H - - = Excel Dema Vinod Sir. - Excel ? @B - x
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Sign in
-3 J— = r=="11 -
[y 2 [TmesNewRome-[11 | & & = =[H #- 1 Bweptet B 2 2 xE Zhr iy
- ] Fill =
Pasze B I U - i MeA- -g = | &= 3= ES Merge & Center -~ &0~ 95 » | 53 £ Conditional Formatas Cell Insert Delete Format ' Sort & Find &
o o . Formatting ~ Table~ Styles ~ - - - & Clear~ Filter = Select -
Clipboard 1= Font = Alignment [ Number ) Styles Cells. Editing ~
R R oY ]
A B C D E F G H =
1 .. & . Y O w bl § NEEEN S B BER- SABLE-BHN §
2 aF e b Bl F ME*ILEEE A Gs B By §
3 IBEIG [P.NAMI [P DE|DEPARTMENT (BASIC SALARY .| PERDA ALAR R DA A A ALAR
Find and Replace ?
4
Find | Replace |
5 Eipdwhat: __ |aman | [~]
7 --—— Findal | [Finamest | | Cose |
8 ____ Sook sneet nome | Col yalue | Form-
Excel Demo Vinod Sir.xlsx SALARY SHEET
9 1 cell(s) found
10 --__ _
12 I I R I
13 I R A — I
14 [ N A I
15 [ N A I
16 N N I I
17 I I R I
18 I I R I
19 [+
<« » | ITEM SHEET | HOSPITAL SHEET | MARK SHEET | SALARY SHEET ()] EE | ] [¥]

Replace. (Ctrl+H). Using search for the text sometime you not only need to find text you also
have to replace it with something else. Word replace rapture takes the tedium out of making the
same change in several place replace text in the document.
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Excel Demo Vin

H = od Sir. - Excel
[ HOME | INSERT  PAGELAYOUT — FORMULAS — DATA  REVIEW  VIEW  ADD-INS Sign in

. .| = [~r =2 3 AutoSum < A
TmesNenRoma<[11 <| & & = =[E ®- 1 Sewopree Bl B [P = S Fad
. ) &= & = i
Paste B I u- - MH-A-Bl==e= = Merge 8 Center + 2+ 05 » 48 o3 Conditional Formatas Cell Insert Delete Format a Sort & Find &
- Formatting ~ Table~ Styles~ - - - & Clear~ Filter = Select =
Clipboard = Font [F] Alignment IF] Number IF] Styles Cells Editing ~
B4 - Je SUMAN

Find and Replace

Find | Replace

5 Find what: | AMAN [+]

epiacewin: [ |
©
7 | Replace All | E Replace i | Find All ‘ | Find Mext ‘ ‘ Close |
8

Go To. (Ctrl+G). What’s faster than scrolling jumping? Go to lets you jump right to a specific
page, line, footnote, comment or other place in your document.

E - 2 General - | = VVVVY xlsx - Excel

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Signin '
iy o ' o & [oeners ] [P & o ) 2w b
i CER TP e B TR v

X B Copy - _ Conditional F Cell I Delete F - Sort& Find &  Fi
aste B I U-~- i+ & s E== E3E EMeagefCenter - T - % 0 408 onditional Formatas Cel nsert Delete Format ort in orm
. ¥ Format Painter u- A g T | pomattivg~ Tatle~ Stese | 1 M @ Clear~ P+ st

Clipboard ] Font ] Alignment r] MNumber ] Styles Cells Editing New Gr...

D6 - 2

N EIVIPLOYEE CODE. [EMPLOYEE NAME. [DEPARTMENT.
2 [ KAJAL MANAGER 20000 T 645.1612903 29 18709.6774200
3 [{ SURAJ HR DEPARTMENT 18000 B | 580.6451613 28 16258.06458
4 JRE] RAJ SALES DEPARTMENT 15000 4R83.5709677 5
W E004 KAMAL PURCHASE DEPARTMENT 16000 = 516.1290323
6 Apply Go To Special Formula Option In The Document.
Select
() Comments () Row differences SEis
O Constants O Column differences
() precedents
Numbers () Dependents
[ Text ®) Direct only
Logicals All levels
Errors D Last cell
O Blanks OVisibIe cells only
() Current fegion () Conditional formats
O Current array D Data yalidation Reference:
) Objets ® a1 |_| |
Same
| ss | sheer2 \M @ | Spedial.. | | oK | | Cancel |

Tolly
ERF

== é E ) : 9 | +3 |[IxE A5 S 21-];;:?2::15

Go To Formulas. What’s faster than scrolling jumping? Go to lets jump right to a specific
formulas or other place in your document.

Go To Comments. What’s faster than scrolling jumping? Go to lets jump right to a specific
comments or other place in your document.

Go To Conditional Formatting. What’s faster than scrolling jumping? Go to lets jump right
to a specific conditional formatting or other place in your document.
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Go To Data Validation. What’s faster than scrolling jumping? Go to lets jump right to a
specific data validation or other place in your document.

Selects Obijects. Select objects including ink, shapes and text areas. This is especially useful
when working with objects that are behind the text.

Selection Pane. See the list of all your objects. This makes it easier to select objects change
their order or change their visibility.

Chapter-4. Insert. (Alt+N).

H ©- = Excel Demo Vinod Sir. - Exeel T E - x

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in

. T -] - = 1 | | 2 w1 H ! fa2z) . D 4 TT Equation -
7 '? E the ['u E - ==}
' 1 M- a T 0~ A [ = O Symbol

PivotTable Recommended Table P\ctures Online Appsfor Recommended PivotChart  Power Line Column Win/ Slicer Timeline Hyperlink  Text Header

PivotTables Pictures @+~  Office~ Charts L R - View Loss Box~ & Footer

Tables Illustrations Apps Charts ru Reports Sparklines Filters Links Text Symbols ~

Pivot Table. Easily arrange and summarize complex data in a pivottable. You can double -
click a value to see which detailed values makes up the summarized total. Fortunately,
a PivotTable can instantly calculate and summarize the data in a way that's both easy to read
and manipulate. When we're done, the PivotTable will look something like this. The create
pivot table dialog box will appear. Choose your settings, then click ok. In our example, we'll
use tablel as our source data and place the pivot table on anew worksheet. A
blank PivotTable and Field List will appear on a new worksheet. Once you create a
PivotTable, you'll need to decide which fields to add. Each field is simply a column header
from the source data. In the PivotTable Field List, check the box for each field you want to
add.

:
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
’ Equation
¢ Symbol
PivotTable]Recommended Table | Pictures Online Apps for | Recommended PivotChart = Power Line Column Wiy Slicer Timeline Hyperlink | Text Header o
PivotTables Pictures Office Charts Vien Loss Box~ & Footer
Tables lNustrations Apps Charts Reports Sparklines Filters Links Text Symbols ~
A3 M f || Date.

EMP.NAME|EMP.CODE,DEPARTMENT.BASIC SALARY |PERDAY SALARY|WORKING D/ —\‘1 ACTUAL SALARY
Create PivotTable

Choose the data that you want to analyze

W o=

(®) Select a table or range
Table/Range: | 'SALARY SHEET 1SAS3:SHS 10| R
() Use an external data source

Connection name:

Choose where you want the PivotTable report to be placed

(@) New Worksheet

() Existing Worksheet
Location: 23

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

A
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H - @ Excel Demo Vined Sir. - Excel PIVOTTABLE TOOLS T B - x
HOME PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS  ANALYZE  DESIGN Sign in
PivotTable Name:  Active Field: - Group Selection Insert Slicer [B, Ijh. i@ Clear~ [7 Fields, Items, & Sets - [ Field List
- ~
PivotTablel i 38 Ungroup =7 Insert Timeline = [T} select - Ji OLAP Tools . . {5 +/- Buttons
ill - Drill = Refresh Change Data o PivotChart Recommended
[Roptions - [@FieldSettings pown Up- | 3] Group Field Filter Connections - Source~ 13 Move PivetTable  BF Relationships PivotTables o Field Headers
PivotTable Active Field Group Filter Data Actions Calculations Tools Show -~
A3 - I ~
A B C E F G H I J K L ] N [«
1 PivotTable Fields
2
5 1 Choose fields to add to report:
1 .
4 [] Date.
5 [] EMP.NAME.
6 To build a report, choose [] EMP.CODE.
7| fields from the PivotTable [] DEPARTMENT.
8 Field List [[] BASIC SALARY.
9 [C] PERDAY SALARY.
10 [C] WORKING DAY.
11 ||| I AcTUAL saLARY.
12 MORE TABLES...
13
14
15
16
17
18
19
20 Drag fields between areas below:
21
22 T FILTERS Il COLUMNS
23
24
25
26
27
28
28 = ROWS T VALUES
30
31
32
33
34
35 L
36 =
3 | ITEM SHEET | HOSPITAL SHEET | MARK SHEET | Sheet2 | SALAI .. (B [«1 v [ Defer Layout Update

M -——

100%
1228 PM

I L

H - & s Excel Demo Vinod Sir. - Excel PIVOTTABLE TOOLS ? EH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW  ADD-INS ANALYZE DESIGN Sign in
PivotTable Name: Active Field: = Group Selection Insert Slicer [‘l D [% Clear~ A Fields, Items, & Sets ~ B E Field List
[PivotTablet | [pate. _ | @ Ungroup 7 Insert Timeline d [T} Select ~ Jx OLAP Tools = Bl +/- Buttons
Dill Drill = Refresh Change Data PivotChart Recommended
[ options - E® Field Settings pown  Up = | [ Group Field [ Filter Connections - Source~ 3 Move PivotTable 5 Relationships PivotTables  [E Field Headers
PivotTable Active Field Group Filter Data Actions Calculations Tools Show ”~
A3 A b Row Labels A
A B C D E F G [~]
1 PivotTable Fields %
2 +
3 |Row Labels E.Isum of BASIC SALARY. Sum of PERDAY SALARY. Sum of WORKING DAY. Sum of ACTUAL SALARY.
4 [So1Jan-17 131000 4366.666667 206 128733.3333 Date.
s | =aay 22000 733.3333333 30 22000 EMP.MAME.
3 = EX002 22000 733.3333333 30 22000 EMP.CODE
7 HR. 22000 733.3333333 30 22000 DEPARTMENT.
s | =AaMIT 14000 466.6666667 30 14000 BASIC SALARY.
g = EX005 14000 466.6666667 30 14000 PERDAY SALARY.
10 TELICALLER. 14000 466.6666667 30 14000 WORKING DAY.
11 SANIL 20000 666.6666667 29 19333.32333 ACTUAL SALARY.
1z = EX003 20000 666.6666667 29 19333.33333 MORE TABLES...
13 SUPERVISOR. 20000 666.6666667 29 19333.33333
14| SARUM 15000 500 28 14000
15 = EX004 15000 500 28 14000
18 IMARKETER. 15000 500 28 14000
17| = KAMAL 18000 600 29 17400
18 = EX006 18000 600 29 17400
189 SALES. 18000 600 29 17400
20| SRAU 17000 566.6666667 30 17000 Drag fields between areas below:
21 = EX006 17000 566.6666667 30 17000
2z PURCHASE. 17000 566.6666667 20 17000 T FILTERS 1l COLUMMNS
23| =SUMAN 25000 833.3333333 30 25000
24 = EX001 25000 833.3333333 30 25000
25 MANAGER. 25000 833.3333333 30 25000
26 | Grand Total 131000 4366.666667 206 128733.3333
27
28
2% = ROWS T VALUES
30 Date. ~ | |[Sum of BASIC... ¥
31 EMP.MAME. ¥ | || Sum of PERD... ¥
=2 EMP.CODE. _ ~ | |[ Sum of WORK... ¥
ii DEPARTMENT. ¥ | || Sum of ACTU... ¥
35 L
35 =
v ITEM SHEET | HOSPITAL SHEET | MARK SHEET | Sheet2 | SALAl ... (B a1 ¥ [] Defer Layout Update
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Recommended Pivot Table. Want us to recommend pivottables that summarize your
complex data? Click this button to get a customized set of pivottables that we think will best
suit your data.

Table (Ctrl+T). Create a table to organize and analyse related data. Table make it easy to sort,
filter, and format data within a sheet. Once you've entered information into a worksheet, you
may want to format your data as a table. Just like regular formatting, tables can improve
the look and feel of your workbook, but they'll also help to organize your content and make
your data easier to use. Excel includes several tools and predefined table styles, allowing you
to create tables quickly and easily. Tables include filtering by default. You can filter your data
at any time using the drop-down arrows in the header cells. To learn more, review our lesson
on filtering data.

H - - - Excel Demo Vinod Sir. - Excel

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in

Py ’ = - =- % [ |:| o H = [=25) ' D 4 TU Equation
) il - —

» 2B 8 1o "X BErRE RS @ B Q4|
PivotTable Recommended| Table | Pictures Online Apps for | Recommended . PivotChart  Power Line Column  Win/ Slicer Timeline Hyperlink | Text Header

PivotTables Pictures @+ Office Charts e [ - View Loss Box~ & Footer

Tables Ilustrations Apps Charts Reports Sparklines Filters Links Text Symbols ~
A3 M e || Date.

A F H -

EMP NAME|EMP.CODE. DEPARTMENT [BASIC SALARY |PERDAY SALARY |WORKING DAY [ACTUAL SALAR|

Create Table ?

Where is the data for your table?

=$AS3:5HSE| .
[¥] My table has headers
H ©- - = Excel Demo Vinod Sir. - Excel 7 =3 - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
] w— - a - - = - n ]@ ]: E i @ A= 4 = TT Equation ~
o P T =
B O b bl 2 i IR g c e B @ [ 4 T
PivotTable Recommended Table Pictures Online Apps for  Recommended R PivotChart  Power Line Column  Win/ Slicer Timeline  Hyperlink Text  Header
PivotTables Pictures @+ ™ Office~ Charts L AR - View Loss Box~ & Footer
Tables lllustrations Apps Charts & Reports Sparklines Filters Links Text symbals ~
B11 A b -
A =]

2 SALARY SHEET MONTH OF AUGUST 2016

B Date. B EMP.NAMERE .CODERDEPARTMENTEI BASIC SALARYRE|PERDAY SALARYE|WORKING DAY. BEIACTUAL SALARY. B
2] SortAteZ

%l sortZtoa

i

-

Sort by Color
E. Clear Filter From "EMP.NAME

er by Color

Text Filters

-

[s=arch |

¥ (Select All)
[ Asar

[ AMAN

[ AMIT
L[ ANIL

i[] ARUN

o]
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Ilustrations.

Picture. Insert pictures from your computer or from other computers that you are connected
to.

Online Picture. Find and insert pictures from a variety of online source.

Shape. Insert ready-made shape, such as circle, squares, and arrows.

Smart Art. Insert a SmartArt graphic to visually communicate information. SmartArt graphics
range from graphical lists and process diagrams to more complex graphics such as Venn
diagrams and organization charts.

H ©- s TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
5 A Ek- e == & 4 - T Equation
[ - P oman e o W B @ E Qg oo
PivotTable Recommended P\ctura Onlme i—\pp for Pecommanded N . ! PivotChart  Power Line Column  Win/ Slicer Timeline Hyperlink  Text Header . -
PivatTables s @+ Charts L RS - View Lass Box~ & Footer
Tables llustratio Apps Charts G Reports Sparklines Filters Links Text Symbols -~
B2 - f AMIT
A B C D E F G H =
1
2
3
4 01-Jan-17 AMAN EX001 MANAGER. 1 All
5 02-Jan-17 AJAY EX002 HR. j | B I - |
#e Pr
6 03-Jan-17 ANIL EX003 SUPERVISOR. % e - =
7 04-Jan-17 ARUN EX004 MARKETER.
8 |05—Ja.n—l’? AMIT EX005 TELICALLER. & Mt f — 0 — 1 —
T A Pj.-ramitl Hierarc oy
[as] Picture Use to show hierarchical relationships
progressing from top to bottom.
10
11
12
= [

1.4

EMPLOYEE CODIg§ EMPLOYEE NAMIgg EMPLOYEE DEPARTMENT. gg MONTHLY SALARYgg PERDAY SALARjg WORKING DAy ACTUAL SALARYE

2 |E001 RAHUL MANAGER 20000 645 18709.67742
3 |E002 SURAJ HR DEPARTMENT 18000 581 28 16258.06452
4 |E003 RAJ PURCHASE DEPARTMENT 15000 484 27 13064.51613
5 E004 RAJU ADMINISTRATOR DEPARTMENT| 15001 484 28 13549.29032
6 |E004 KAMAL SALES DEPARTMENT 18000 581 29 16838.70968

7 Create A SmartArt Graphics Option|ln The Document.

EMPLOYEE
DEPARTMENT.

MANAGER. HR.

| |

PURCHASE. ADMINISTRATOR. SALES.
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Screenshot. Quickly add a snapshot of any window that’s open on your desktop to your
document.
Apps for Office. Insert an app into your document and use the web to enhance your work.

Charts.

Recommended Chart. Want us to recommend a good chart to showcase your data? Select
data in your worksheet click this button to get a customized set of charts that we think will fit
best with your data.

E - 2 - Excel Dema Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
g B T (Sd @ i LIl ErLrER @ EH QG e
i ] 5| E AS
i (] = 17 R . Nz fe T =) - Qsymbol
PivotTable Recommended Table  Pictures Online Apps far | Recommended . PivotChart  Power Line Column  Win/ Slicer Timeline Hyperlink  Text Header
PivotTables Pictures &+ ™ Office~ Charts A= - View Loss Box~ & Footer
Tables Illustrations Apps Charts ra Reports Sparklines Filters Links Text Symbaols ~
A4 M £ || 01-01-2017
A B C D E F G H [<]
1 SALARY SHEET MONTH OF AUGUST 2016
2 SALART 30 MIUN T UF RUGUS :
Insert Chart ?
3 ELGS EMP.NAME. [EMP.CODE. DEPARTMENT. BASIC S.
. MANAGER. Recommended Charts | At crrts |
Line
5 =
= Chart Title
6 25000
20000 -
7 5000 \"\—_____—'—-
10000
5000
8 o
MANAGER R SUPERVISCR. | MARKETER. | TELICALLER.
9 EXDOL Excoz E0E Bxona B
AMAN aar ANL ARUN A
10 Od-Jan-17 0243017 03-1an-17 oa43n-17 052317
——BASK SALARY. ——— PERDAY SALARY.
11 —— WORKING DAY, ACTUAL SALARY.
12 Aline chart is used to display trends over time (years, months, and days) or
categories when the order is important. Use it when there are many data
13 points and the order is important.
14
15
16
17 .
18
OK Cancel
19 Lo J[ ane |
20 L
21
22
23
24
| ITEMISHEET | HOSPITAL SHEET | MARK SHEET | SALARY SHEET @® | ] v

READY il M -——+ 130%

== é E ) @ ) J’_waj SRR ugtﬁzma

Insert Column Chart. Use this chart type to visually compare values across few categorise.

Click the arrow to see the different types of column charts available and pause the pointer on
the icons to see a preview in your document.

Insert Line Chart. Use this chart type to show trends over time (years, months, and days) or
categorise. Click the arrow to see the different types of line charts available and pause the
pointer on the icons to see a preview in your document.
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Insert Pie Chart. Use this chart type to show proportions of a whole. Use it when the total of
your numbers is 100%. Click the arrow to see the different types of pie and doughnut charts
available and pause the pointer on the icons to see a preview in your document.

Insert Bar Chart. Use this chart type to show trends over time (year, month, and days) or
categorise use it highlight the magnitude of changeover time. Click the arrow to see the
different types of bar and doughnut charts available and pause the pointer on the icons to
see a preview in your document.

H ©- s PRODUCTA - Excel 7 B - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERFPIVOT Sign in
% E o & aip “Ex e @ Ee @ @
. . . o . }':Zf!:' 2-D Bar = Colurnn EF Timneline C‘Q
PivotTable Recommended Table Iustrations Appsfor Recommended P Hyperlink ~ Text  Symbals
PivotTables - Officer  Chats B = e | Winfloss - -
Tables Apps Cha 1 ] Sparklines Filters Links ~
Chart 1 - o 3.p Clustered Bar v
, | Usethis chart type to:
A B C D E E = Compare values across a few J K L M -
4 E categories,
T ABC.PVT.LTD _
= g Usze it when:
3 = The chart shows duration.
a4 PURCHASE PRODUCTS = The category text is long.
5 DATE PARTY A/C NAME [PRODUCT MAME |QUANTITY [RATE TOTAL AMOUNT |
& | 01-06-2017|RAHUL MOUSE .
N Chart Title
7 | 02-06-2017|RAHUL KEYBOARD
3 | 03-06-2017|RAHUL CPU d~ =
?= MONITOR
% | 04-06-2017|RAHUL PRINTER & g
n b~ 5
0 | 05-06-2017| RAHUL MONITOR 8 5_; z PRINTER
11 -]
12 g5 3 -
HS = .
13 SALES PRODUCTS = £
14 |DATE PARTY A/C NAME [PRODUCT I & ;’:‘: z KEYBOARD
15 | 01-06-2017| RAHUL MOUSE - 3
. 83 £ moust
6 | 01-06-2017|RAHUL KEYBOARD = & 3
17 SIEREHT RALPE HE o 20000 40000 60000 20000 100000 120000 140000 150000
18 | 01-06-2017| RAHUL PRINTER
18 | 01-06-2017|RAHUL MONITOR TOTALAMOUNT RATE mOUANTITY
20 U TAL 22000
21 PROFIT 32000
22
23
Sheet1 ® [ 3

AVERAGE: 26674.75 COUNT: 36 SUM: 533495 H fl -———+ 10

Insert Area Chart. Use this chart type to visually compare value across a few categorise when
a chart show duration or the category text is long. Click the arrow to see the different types of
area and doughnut charts available and pause the pointer on the icons to see a preview in your
document.

Insert Bubble Chart. Use this chart type to show the relationship between sets of values
.Click the arrow to see the different types of bubble and scatter charts available and pause the
pointer on the icons to see a preview in your document.

Insert Radar Chart. Click the arrow to see the different types of stock, surface, or radar charts
available and pause the pointer on the icons to see a preview in your document.
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Insert Combo Chart. Use this chart type to highlight different types of information. Use it
when range of value in the chart varies widely or you have mixed types of data. Click the
arrow to see the pre - set combo charts and pause over icon to see a preview in your document.
Click create custom combo chart to choose different chart types to combine.

Pivot Chart. Use pivotcharts to graphically summarize data and explore complicated data.

Pivot Chart & Pivot Table. Pivotcharts graphically summarize data and help you explore
complicated data. PivotTable help you easily arrange and summarize that data in table.

B
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
& A Q
Illustrations PivotChart Text  Symbols
Tables Apps Charts Reports Sparklines Filters Links A
AS h Je DATE
A B C D E F G H | J K L 0 -
Create PivotChart ?

5 ABC.PVT.LTD

- Choose the data that you want to analyze

2 PURCHASE PRODUCTS (®) Select a table or range _

5 [DATE PARTY A/C NAME [PRODUCT NAME |QUANTITY [RATE  [TOTALAMOUNT; ~ [eble/Ranger  sheetlisassisFsio E_

6 |01-06-2017|RAHUL MOUSE 10 500 Bl ' Usean external data source

7 102-06-2017|RAHUL KEYBOARD 10 500 5000

§ | 03-06-2017|RAHUL CPU 10 15000 150000 Connection name:

9 |04-06-2017|RAHUL PRINTER 10 7F000 JO000; Choose where you want the PivotChart to be placed

10 J 05-06-2017|RAHUL MONITOR 10 6000 60000, (®) New Worksheet

1 TOTAL 290000 () Existing Worksheet

12 Location: 55

13 SALES PRODUCTS Choose whether you want to analyze multiple tables

4 DATE PARTY A/C NAME |PRODUCT NAME |QUANTITY [RATE  |TOTALAMOUNT | [ 144 this data to the Data Model

15 | 01-06-2017(RAHUL MOUSE 10 600 6000

16 | 01-06-2017|RAHUL KEYBOARD 10 600 6000 ance!

17 | 01-06-2017(RAHUL CPU 10 16000 160000

18 | 01-06-2017|RAHUL PRINTER 10 2000 80000

19 | 01-06-2017(RAHUL MONITOR 10 7000 70000

20 TOTAL 322000

21 PROFIT 32000

22

23

Sheet1 ) [ 3
POINT AVERAGE: 26674.75 COUNT: 36 SUM: 533495 B m 100%
<R

Power View. Make a better business decisions and create beautiful, interactive report.

Sparkline.

Line. Sparklines are mini chats placed in single cells, each representing a row of data in your
selection. Generally, you will have one Sparkline for each row, but you can create as many as
you want in any location. Just like formulas, it's usually easiest to create a single Sparkline and
then use the fill handle to create spark lines for the adjacent rows. In our example, we'll create
spark lines to help visualize trends in sales over time for each salesperson.
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E - 2 = Excel Dema Vinod Sir. - Excel SPARKLIME TOOLS
HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
= E(‘;' = - £ >J\" [ | nllal ~ — R »/:‘—\< A 4 TL Equation
B ERESS bV Ea BEer B @ B DL e
PivotTable Recommended Table | Pictures Online Appsfor | Recommended ~ . " PivotChat Powsr Line |Colurmn  Win/ Slicer Timeline | Hyperlink | Text Header - o
PivotTables Pictures i+ Office Charts L AEE - View Loss Box~ & Footer
Tables lustrations Apps Charts Reports Sparklines Filters Links Text Symbols -~
A9 v f
A B C D E F G H [<]
2 SALARY SHEET MONTH OF AUGUST 2016
3 EMP.NAME. [EMP.CODE. DEPARTMENT. BASIC SALARY. PERDAY SALARY. WORKING DAY. ACTUAL SALARY.
: AMAN XL MANAGER 2000
5
6
7
8
9 |
1 Choase the data that you wa/
10} DataRange: |HaHE |
1 Choose where you want the sparklines to be placed
12 ‘ Location Range:
13 |
14 |
15 |
16 |
17 |
18 |
19 : .........................................................................................................

Column. Sparklines are mini chats placed in singles cells, each representing a row of data in
your selection.

H - & = Excel Demo Vinod Sir. - Excel SPARKLINE TOOLS
HOME PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ADD-INS DESIGN Sign in
] @ > = - S- n ™ B & F [ 4 T
B B o kd & i M gl (R 7 @ ED;

W € Symbol
PivotTable Recommended Table | Pictures Online Appsfor | Recommended . PivotChart  Power Line Column| Win/ Slicer Timeline | Hyperlink | Text Header v
PivotTables Pictures @+ Office Charts &L M View Box~ & Footer

Tables Illustrations Apps Charts Reports Sparkline Filters Links Text Symbaols ~

A9 M 5

SALARY SHEET MONTH OF AUGUST 2016

ACTUAL SALARY.

Choaose the dala%uu want

Data Range: IH4:H3 I

Choose where you want the sparklines to be placed

Location Range? | 5458 I
e )
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Win/Loss. Sparklines are mini chats placed in singles cell, each representing a row of data in

your selection.
o- o -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
B 4| o
Illustrations PivotChart Text Symbols
Tables Apps Charts Reports Sparklines Filters Links A
Gl - e =(D6™EB)
A B C D E F G H J K L [0 -
Create Sparklines ?
> ABC.PVT.LTD °
3 Choose the data that you want
4 PURCHASE PRODUCTS 1 Data Range: |F&F10 ER
5 DATE PARTY A/C NAME [PRODUCT NAME |QUANTITY |[RATE TOTALAMOUNT
6 | 01-06-2017|RAHUL MOUSE 10 500 5000
7 | 02-06-2017|RAHUL KEYBOARD 10 500 5000
2 | 03-06-2017|RAHUL CPU 10 15000 150000
S | 04-06-2017|RAHUL PRINTER 10 7000 70000
10 | 05-06-2017| RAHUL MONITOR 10 6000 60000
1 TOTAL 290000
1
Filters.

Slicer. Use a slicer to filter data visually slicers make it faster and easier to filter tables, pivot
table pivotchart and cube functions.

H ?
Insert Slicers  *

H - = SLICER TOOLS
HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS OPTIONS
i o g n @ 2 TR R | i R gy
Recommended Pictures Online Apps for Line Column Win/ | Slicer [Timeline Header _
PivotTables Pictures Office - Loss & Footer
Tables lNustrations Apps Charts Reports Sparklines Filters Links Text
EMP.NAME. ~ b
A B C D E F G
7 SALARY SHEET MONTH OF AUGUST 2016
3 - - - - - S
b
_ o Date. Annnn [] Date.
4 01-Jan-17 EMP.NAME. EMP.CODE ‘ 667 DIEMPNAME.
pm— ) ) [¥]EMP.CODE.
5 02-Jan-17 | | 01Jan-17 |, — DEPARTMENT. 30 [ DERARTMENT.
e EX001 [Z]BASIC SALARY.
6 03-Jan-17 -lan- [Z]PERDAY SALARY.
AMAN M HR. BASIC SALARY. [ WORKING DA,
7 04-Jan-17 03-lan-17 AM MANAGER [W]ACTUAL SALARY.
ﬂ/ﬂ'/ EX003 : 13800
2 05-Jan-17 04-Jan- ANIL MARKETER PERDAY SALARY.
EX004 : 15000
9 05-Jan-17 1 agun SUPERVISOR. 40
EX005 15100 WORKING
500 E—
10 TELICALLER. 50000 o
1 503 Al
12 667 2w
2 29 o ]
14 ——
15 30
14597
16
17 20000
18
19

Sign in

Symbols

Cancel

47 |Page



Vinod Computer Institute Mehnagar Azamgarh UP.

Timeline. Use a timeline to filter dates interactively. Timelines make faster and easier to select
time periods in order to filter pivottable, pivotchart, and cube functions.

H ©- s PIVOTTABLE TOOLS
HOME PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS  ANALYZE  DESIGN Sign in
— Equation
L—‘I;I ,a .’ I E ]E ]E FY D @" “‘mbo\

PivotTable Recommended Table | Pictures Online Apps for | Recommended PivotChart = Power Line Column Win/  Slicer [Timeline | Hyperlink  Text Header -

PivotTables Pictures Office Charts - View Loss Box- & Footer

Tables lustrations Apps Charts Reports Sparklines Filters Links Text Symbaols ~

AS A fe 04-01-2017
A B C D E F G H [=]
2 ~ PivotTable Fields vx
3 |Row Labels |z| Sum of PERDAY SALARY. Sum of WORKING DAY. Sum of ACTUAL SALARY. | pate.
4 la 160 28 12880 . Choose fields to add to report:
All Periods MONTHS
5| D0aan-17 I 460 28 12880 Date.
& 1 =/ARUN 460 28 12880 o EMP.NAME.
7 = EX004 460 28 1&0“ L AUG  SEP ocT NOV  DEC T
8 MARKETER. 460 28 12880 DEPARTMENT.
9 | =15000 500 23 11500 4 L4 BASIC SALARY.
10| =03-Jan-17 500 23 11500 Insert Timelines 2 PERDAY SALARY.
1 SANIL 500 23 11500 WORKING DAY.
12 = EX003 500 23 11500 ACTUAL SALARY.
Date.

13 SUPERVISOR. 500 23 11500 MORE TABLES...
14 =15100 503.3333333 29 14596.66667
15 =05-Jan-17 503.3333333 29 14596.66667
16 =AMIT 503.3333333 29 14596.66667
17 = EX005 503.3333333 29 14596.66667
18 TELICALLER. 503.3333333 29 14596.66667
1% | =20000 1333.333333 60 40000
20 =01-Jan-17 666.6666667 30 20000
21 SAMAN 600.6666667 30 20000 Drag fields between areas below:
22 = EX001 666.6666667 30 20000
23 MANAGER. 666.6666667 30 20000 T FLTERS Il COLUMNS
24| H02-lan-17 666.6666667 30 20000
25 SAlAY 666.6666667 30 20000
26 = EX002 666.6666667 30 20000
27 HR. 666.6666667 30 20000
28 |Grand Total 2796.666667 140 78976.66667 w \ﬂl

Hyperlink. (Ctrl+K). Create a link in your document for quick access to webpages and files.
Hyperlinks can also take you to places in your document.

D

MONTHLY SALARY.|PERDAY SALARY.
MANAGER 20000 R | 2918710 R
HR 18000 16258

SALES S |
KAMAL PURCHASE 16000 E

Create A Link In Your Documeiit.

Sy U s W N =

Link to: Text to display: E001

Look in: .. Book of Advance Excel-2013, l:‘
Existing File
Current ETTTT —
Folder
Place in This
Document Browsed
Pages
Create New Recent
Document Files

Address: Book of The Advance Excel-2013. dox
o]

S EMPOLY CODE  EMPOLY NAME  DEPARTMENT  MONTHLY SALARY PERDAY SALARY WORKING DAY ACTUAL SALARY
9 EO001 RAHUL MANAGER 20000 645.1612903 29| 18709.67742

Text.

E-mail
Address
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Text Box. Draw a text box anywhere in your document. Got must see content put it in a text
box? A text box bring focus to the content it contains and it greater for showcasing important
text such as heading or quotes.

Draw Vertical Text Box. Draw a vertical text box anywhere in your document. This is great
way to get the exact text box size you want especially when adding text to.

H - &= Excel Dema Vinod Sir. - Excel DRAWING TOOLS ? @A - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS FORMAT Signin
B AL 8 b YEr g B B & AT
= A = =
I—? D (] @ = I? - - i I L T I - Qsmbol
PivotTable Recommended Table  Pictures Online Appsfor  Recommended . PivotChart | Power Line Column Win/  Slicer Timeline Hyperlink | Text |Header
PivotTables Pictures @4~ Office - Charts DL View Loss £t Footer
Tables Illustrations Apps Charts ' Reports Sparklines Filters Links Text Symbals A
TextBox1 7| i & M
A B C D E F G H =
1 ﬂ . 8, ? vf‘ e P b, 3 b y rf‘ :?
SALARY 3 f - UST 201
2 e [ ! = g 4 i LR

3 e, EMP.NAME. EM_T.CODE._:DEPARTI\I[ENT.:BASIC SALARY. PERDAY SALARY. WORKING DAY, ACTUAL SALARY.

4 DEPARTMENT.
MANAGER. HR.
5 SUPERVISOR.

1 MARKETER.

TELICALLER.

Header. The content of the header repeat at the top of each printed page. This is useful for
showecasing info such file name date and time. Headers are not displayed on the worksheet in
normal view. They are displayed only in page layout view and on the printed pages. You can
insert headers only by using the page setup dialog box.

H % & = Excel Dema Vinod Sir. - Excel HEADER & FOOTER TOOLS ? @B - ®
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
> 8 W "EE o o e @ E[T e
YAV | 1 L1} = = =
5 12 & MEE g E : v @ =[O e
PivotTable Recommended Table | Pictures Online Appsfor | Recommended . PivatChart | Power Line Column Win/ Slicer Timeline | Hyperlink | Text |Header
PivotTables Pictures @4~ | Office Chats B~ L View Loss Box- & Footer
Tables Illustrations Apps Charts Reports Sparklines Filters Links Text Symbols ~
D5 [ £ HR. Header & Footer

The content of the header and

footer repeats at the top and
! ! ! 'l b ! 3| b ! E"l ! ﬁ| ! 7| ! El ! gl ol b ‘ ‘ll ! ﬁ‘ T bottom of each printed page.

A B C D E This is useful for showcasing info,
| g
such file name, date and time.

@ Tell me more
Header
i SALARY SHEET. ABC PVT.LTD. ONTH OF AGUST-2016.
L 1
2
3
4
L 5
6
T
— 8
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Footer. The content of the footer repeat at the bottom of each printed page. This is useful for
showecasing info such file name date and time. Footers are not displayed on the worksheet in
normal view. They are displayed only in page layout view and on the printed pages. You can
insert footers only by using the page setup dialog box.

Word Art. Word art is a quick way to make text stand out with special effects. You pick a
word art style from the word art gallery, launched from the insert tab, which you can then
customize. In the word art gallery, the letter a represents the different designs that are applied
to all text you type.

H ©- s Excel Dema Vinod Sir. - Excel DRAWING TOOLS 7T B - I
HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS FORMAT Sign in
- = - = - — — R A 4 ~| T Equation ~
? T AET 8 b NIy @ 5 § = D@
Recommended Pictures Online d Appsfor  Recommended . " ' Power Slicer Timeline Hype n N
PivotTables Pictures @14 Office~ Chats B~ L~ View A A A
Tables Illustrations Apps Charts ra Reports Sparklines Filters Lin
Rectanglel v fe N A A
A B C D E F o
w B IS A A A D/
2
3
4 01-Jan-17 AMAN EX001 MANAGER. 20000 667 30 20000
5 02-Jan-17 AJAY EX002 HR. 20000 667 30 20000
6 03-Jan-17 ANIL EX003 SUPERVISOR. 15000 500 23 11500
7 04-Jan-17 ARUN EX004 MARKETER. 13800 460 28 12880
g 05-Jan-17 AMIT EX005 TELICALLER. 15100 503 29 14597
9
10

Add A Signature Line. Insert a signature line that specifies the individual who must sign.
Inserting a digital signature requires that you obtain a digital Id such as open from certified
Microsoft partner.

Object. Embedded objects are documents or others files you have inserted into this document.
Instead having separates files sometimes it’s easier to keep them all embedded in a document.

Symbols.

Equation. Add common mathematical equations to your document such as the area of a circle
or the quadratic formula. You can also build your own equations using the library of math
symbols and structures.

Symbol. Add symbols that are not on your keyboard. Choose from a variety of options
including mathematical, currency, and copyright symbols.
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H - s Excel Demo Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
i |._?| - = (I AN=00 & ] [anad] T (= A= 4 - T Equation ~
% T ods @ Sy B W e B F S
° I;I tlﬂ I? 300(' - h' — Y Y b E?' Q Symbol
PivotTable Recommended Table  Pictures Online Apps for  Recommended . PivotChart  Power Line Coluran Win/  Slicer Timeline Hyperlink  Text Header
PivotTables Pictures @+ ™ Office~ Charts L M M View Loss Box~ & Footer
Tables Illustrations Apps Charts ' Reports Sparklines Filters Links Text Symbols ~
B4 v i X & [ || CAMAN v

A B C D E F G H 2]

Symbols | Special Characters

Eont | Wingdings 2
> A2\ 2R nlolale|le|lg|lnt
6 090t OO0 2 & @REEE o ¢ =|=
7 b = ndl SRR BN RICERER IR JECIRS
VHVKK®® O er& &l&a?

Recently used symbals:
MO HEECIE

Unicode name:

3 : i W
Wingdings 2 67 Character code: from: Symbol ([decimal) .

A

™

t)e[<]2]+]x

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

H % ¢ = Excel Dema Vinod Sir. - Excel TABLE TOOLS 7 B - x

HOME  INSERT | PAGELAYOUT | FORMULAS  DATA  REVIEW  VIEW  ADD-INS DESIGN Signin
B colors - @ v I:'A ooy Width: |Automatic - @ Gridlines | Headings C |:| L.aj A

=N - Ea:l
[& Fonts - [ [ E\g’ = = ] O Ok lem | A

QHDHewght: Automatic [ View | [ View
Themes Margins Orientation Size  Print  Breaks Background Print — Sheet Right- Bring Send  Selection Align Group Rotate

. [Dleffects - - - - Arear - Titles  PelSeale [100% 3| T oief [ Print  [IPrint  Fonuard- Backward- Pame -
Themes Page Setup r] Scale to Fit F] Sheet Options F] Arrange -~

Themes. Pick a new theme to give your document instant style and just the right personality.
Each theme uses a unique set of colours, font and effects to create a consistent look and feel.

H % & = Excel Demo Vinod Sir. - Excel DRAWING TOOLS 7 B - x
HOME  INSERT | PAGELAYOUT | FORMULAS — DATA  REVIEW  VIEW  ADD-INS FORMAT Sign in
URERT=N Ll EEH s Width: |Automatic ~ @ Gridines ' Headings o ‘I:I =
W | &os - 9 @ ?
0 3 Nkse =) L B aEA

¥ Height: |Automatic - [ View  [¥] View
Margins Orientation Size  Print Breaks Background Print ) — Sheet Right-

Bring Send  Selection Align Group Rotate

- - - Area- Titles | CelScale  (100% 5 tolert L Prnt [Pt Fopward- Backward - Pane v -
Office [ Scale to Fit m Sheet Options [ Arrange ~
Aa 1 Aa "E| ta B ﬂ -
i e Lt e 2
Ao1 Aa “F Aa I
onBomd.  Orgamic | Rarospert
AOT Aa 1] Aa 1| Aa bh
e Rl L A RTMENT. |BASIC SALARY. |[PERDAY SALARY. |WORKING DAY. |ACTUAL SALA
Aa T Aa j| Aa1|
“Foame  Mawopolan  View

Save Current Theme...

F@ Browse for Themes...
n

0

o]
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Themes Colour. Quickly change all the colours used in your document by picking a different
colour palette. This will update a colours available to you in the colour picker along with any
theme colours in your document. No matter what palette you choose your document will look
perfectly coordinated.

H % & = Excel Dema Vinad Sir. - Bxcel T E - xl

HOME INSERT | PAGE LAYOUT I FORMULAS DATA REVIEW VIEW ADD-INS Signin

v ﬂ:ﬁ r’ﬁz ]ﬁ IEE L E,:DH os Wicth: |Automatic @ Gridlines | Headings o N E ‘EI '@ ﬁL
...... Office e T I = EH Height: |Automatic ~ View View Ly e o
|| Print  Breaks Background Print — Sheet Right- . i Bring Send  Selection Align Group Rotate
Area~ Titles £ Scales 100% - toleft | Print  [IPint  Fonyard~ Backward=  Pane
2 Setup ] Scale to Fit [ Sheet Options ) Arrange ~
[RY SHEET MONTH OF AUGUST 2016. A

4 EENEENE Bl
1 ECONNENEN BlueGreen
ECOEEENEN Green
HONNEENN Green Yellow
3 | EO0ONENEE velow
HODNNNNN Yellow Orange
ECOENEEEN Orange
HNNNNENE OrangeRed
EONCWEEE Red Orange
HEONNENEE Red
HCEEENEE Red Violet
EONEEEEE Violt
EONEEEEE Vil |l
HOENEEEE Median

Customize Colors...

C D E F G
™ P TAL b 4 E L E
LARY SHEET MONTH OF AUGUST 2016
P.CODE. [DEPARTMENT. ACTUAL SALARY.
o o

Themes Font. Quickly change the text in your document by picking a new font set. This is an
easy way to change all of your text at once. For this to work your text must be formatted using
the body and heading fonts.

H 9 @ Excel Dema Vinod Sir, - Excel TABLE TOOLS ?TEH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
B Colars - @ @ ]E IEE L E:DF‘ ens Width: |Automatic - @ Gridlines  Headings J 0 E |E| @ .")k
...... L= - = £ Height: |Automatic + View View b e
Themes PAommime Oiooi-bioe €=~ Print  Bresks Background Print —| Sheet Right- Bring Send  Selection Align Group Rotate
- Arial-Times Mew Roman “l Area~ - Titles i Scale: 100% - toleft ) Print | [IPint | Foryard - Backward = Pane
Ti Aa Aral e Setup & Scale to Fit F} Sheet Options F} Arrange ~
| Times New Foman
a3 | Calibri Light-Constantia i M
A Calibri Light =
2 Constantia D E F G H —
1 Century Gothic-Palatino ... k *.i. N\ \") -l A ;' ; E B ES2hA™ £ B 9 . 1 T AP 7 0
X i 1 5 5 o B B 18 : o 5 eS8 ; J
2 A Century Gothic 5. e SE b B B | F 5 I i E 56 I PRI A 3Ny | A'340
a Palating Linotype o . 3 x
3 [ T Cen MT-Rockurell d 5 : BASIC SALARY. PERDAY SALARY. WORKING DAY, A : ALAR
A Ty Can MT
Tovs Mo Fonin. ___
Times New Foman
5 Ad |
6 constantia-fyankiin Got.. ___
A Constantia
7 : rronin e et ___
Consolas-Yerdana
Customize Fonts...
8

Theme Effects. Quickly change general look of objects in your document. Each option use
various borders and visual effects such as shading and shadow to give your objects a different
look.
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Adjust Margins. Set the margin sizes for the entire document or the current section. Choose
from several commonly - used margin formats or customize your own. A margin is the space
between your content and the edge of the page. By default, every workbook's margins are set
to normal, which is a one-inch space between the content and each edge of the page.
Sometimes you may need to adjust the margins to make your data fit more comfortably on the
page. Excel includes a variety of predefined margin sizes. The page setup dialog box will
appear. Adjust the values for each margin, then click ok.

H S &= Excel Demo Vinod Sir. - Excel TABLE TOOLS ? E - x
HOME  INSERT [ PAGELAYOUT | FORMULAS  DATA  REVEW  VIEW  ADD-NS  DESIGN Signin

E:::v E @ ]E [éh ’% E,:g ;?;W\éth: Automat?(' @ Gridlirm }-:a::zs J 5 DL\Y ‘EI ' ) ﬁL

- . i . ! k ﬁﬂ Height: |Automatic = View
Them Margins [Orientation  Size  Print  Breaks Background Print o — Sheet Right- Bring Send  Selection Align Group Rotate
|§| Effects ~ = - - Arear o~ Titles i Scale: 100% to-Left [T print ] print Forward * Backward =  Pane

Themes Last Custom Setting [P Secale to Fit 7] Sheet Options [ Arrange ~

H  Top 19cm  Bottom:19cm |
A3 v Leftt  1.8cm  Rightt 1.8cm v
[ Header: 0.8cm  Footer 0.8cm ¢

Normal

H Top 1%1cm Bottom:1.91cm
Leftt  1.78cm  Rightt 1.78cm
1 Header: .76 cm  Footer: 0.76cm

Wide

N Top:  234cm  Bottom:2.54 cm
Left  234cm  Rightt 254 cm

Header: 1.27 cm Footer: 1.27 cm

Narrow

| | Top: 1917cm  Bottom:1.91cm
Left:  06decm  Right: 0.64 cm
[ Header: 0.76 cm  Footer: 0.76 cm

Custom Margins...

H © c s Excel Demo Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
A

EEOI‘:: E P'W ]D I:é >'_| E,:H ;.;'W\dth: Automatic - E (2{1::1: I—:a:::vgvs J D D[\ ‘EI @ r)k

D Height: |Automatic -

Margms Orientation  Size  Print Breaks Background Print — Sheet Right- Bring Send  Selection Align Group Rotate
|§| Effects - ~ Areav < Titles ] scales 100% . toleft [ Print | CIPAnt | Forward - Backward = Pane
Themes Page Setup [F] Scale to Fit [F] Sheet Options 7] Arrange ~
A3 M fe || Date.

Page Setup

‘ Page |Margms| Heauel!FuuleII Sheet ‘

Top Header:
Left: Right:
Bottom: Footer
19 [+ 08 H

Center on page
|:| Horizontally
[ vertically

Print... | ‘ Print Freweg| | Options... |

o]
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Change Page Orientation. Give your pages a portrait, landscape layout. Excel offers two page
orientation  options: landscape and portrait. Landscape orients  the  page horizontally,
while portrait orients the page vertically. Portrait is especially helpful for worksheets with a
lot of rows, while landscape is best for worksheets with a lot of columns. In the example
below, portrait orientation works best because the worksheet includes more rows than
columns.

H S & = Excel Dema Vinad Sir. - Excel T EH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
N B Colors~ P\« = L1 B EEH oz Width: |Automatic - Gridlines | Headings 0l [ S e Y
OO e & G 5 e e B BB B2
[A]Fonts~ gDHelght: Automatic ~ [ View | [¥] View o
Themes Margins Orientation Size  Print Breaks Background Print § — Sheet Right- . i Bring Send  Selection Align Group Rotate
- [Effeas - - Awear - Titles DX Scale  [100% 1 poienr [ IPrnt  [IPrnt  Fomward - Backward - Pane
Themes I, etup ] Scale to Fit F] Sheet Options ) Arrange ~
Portrait |
Al M SHEET MONTH OF AUGUST 2016. A
Iy
Landscape =
1 T 5| g 7 7‘ T s‘ T 9| T Io‘ T 1|| T lzl T E| T ldl T 1—5| T IG‘ T I‘fl T T T H| —
L A | B | c D | E | F | L G
: ST 2016
2 v's L S
L 3 WORKING DAY. [ ACTUAL
o4
-
[ 6
L 7
S5 oSmu7 AMT  EXWS  TEUCAWER  1sl0 s
9

Chose Page Size. Choose a paper size for your document.

H -2 Excel Demo Vinod Sir. - Excel TABLE TOOLS ? B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
3 . v = — [ . . . —
B colors @ ré ]D [é ’% E,:’:E:I’! :,:,Wldth. Automatic @ Gridlines  Headings i 0 E A |E| L_ELl [ l
Fonts~ ) DHe\ght: Automatic ~ View View T
Themes Margins Orientation | Size | Print Breaks Background Print o —{ Sheet Right- . Ering Send  Selection Align Group Rotate
- @ Effects - - - = |Areav - Titles k] Scale: |1DD96 - to-Left [T print [ Print Forward ~ Backward~  Pane
Themes A4 (210 x 297 mm) E le to Fit ) Sheet Options ) Arrange ~
. 1 D 21 cmx29.7 cm r
A3 v ;3 v
10%15cm (4 x 6in)
A 1076 cmx15.24 cm =

RS 7 1ONTH OF AUGUST 2016

A6 (105 x 148 mm)

1

2 5 -

N Date P T T./BASIC SALARY.[PERDAY SALARY|WORKING DAY/ ACTUAL SALAR]
: e et e

1841 ecmx 26.67 cm

.
chee s sw ™

Print Area. Select an area on the sheet you did like to print. If you prefer, you can also set
the print area in advance so you'll be able to visualize which cells will be printed as you work
in excel. Simply select the cells you want to print, click the page layout tab, select the print

area command and then choose set print area.
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Breaks. Add a break where you want the next page to begin in the printed copy. Your page
break will be inserted above and to the left of your section. When viewing your workbook
in normal view, inserted page breaks are represented by a solid gray line, while automatic page
breaks are represented by a dashed line.

H % ¢
HOME

E Colaors~

Fonts ~

A3 M

Excel Dema Vinod Sir, - Excel

INSERT FORMULAS  DATA
0 [ Dlel= Fe

Margins Orientation  Size Breaks Background Print
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Sheet Options [F}
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Excel Dema Vinod Sir, - Excel

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS
E @ ]E IEE || E,:DH o3 Width: |Automatic ~
=L - = £ Height: |Automatic
Margins Orientation  Size  Print Background Print § -
- - Area- Titles | il Seale:  [100%

Page Setup
Remove Page Break

Reset All Page Breaks

Insert Page Break

Scale to Fit ]

TABLE TOOLS
DESIGN
@ Gridlines  Headings
- View  [v] View
Sheet Right-
to-Left [ Print
Sheet Options )

o

Bring

DO e E A

Send  Selection Align Group Rotate

] print Forward ~ Backward ~  Pane

Arrange

Background. Choose a picture for your background and add some personality to your work

sheet.
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H ©- 2 s Excel Demo Vinod Sir. - Excel ? H - 8 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Signin F
T - v N . == ; width: ic ~|| Gridii i ; + |& Alian~
j n Colors @ rlhiz [D [‘% ’% E:E;‘! ‘ens Width: |Automatic (i'idhns Ijijadlngs .1 Bring Forward I: Align
: Fonts~ R V] View V| View 0 Send Backward ~ £ Group

3[] Height: |Automatic ~

Themes Margins Orientation Size  Print Breaks| Delete Print . T .
. Effects ~ & . . Atea ~  |Background | Titles Q\ﬂ Scale: “100% 2| [l Print  [] Print E[;; Selection Pane A Rotate
Themes Page Setup [F] Scale to Fit P Sheet Options [F] Arrange ~
. Delete Back
p7 v| fe || =IF(L7<=350,"FAIL] "€ E Packgrod v

Choose a picture for yowg
c D E E G background, and add som
personality to your worksheet

Print Titles. Choose a row and columns you did like to repeat on each printed page such as
those with labels or headers. If your worksheet uses title headings, it's important to include
these headings on each page of your printed worksheet. It would be difficult to read a printed
workbook if the title headings appeared only on the first page. The print titles command allows
you to select specific rows and columns to appear on each page.

E > c s Excel Demo Yinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
j B Colors H L] ]_' [._. N . = s Width: | Automatic 4 Gridlines | Headings i e
£\ €
Fumz i . 8 ! = ﬁ_ﬂHe\ght: Automatic View View . . o
Themes Margins Orientation Size  Print Breaks Background Print || . Sheet Right- BEring Send  Selection Align Group Rotate
@] effects Area Titles | T2l Scales 100% to-Left Print Print | Forward - Backward~  Pane
Themes Page Setup Scale to Fit Sheet Options Arrange ~
Print_Titles ~ fo | Date.
A B E D E F G H -
1 % SR | BEaSfF g &k AFe E B B I S =y
v BAF BARD Y N hdl e SIAENE B B G5 ERBEESAEN 11
2 LMY SHEEY MUNIH U RUGUST LU0
M Date D D 0D DEPAR B » PFRD », OR ) »,
Page Setup ?
Fl
_ Fage I Margins I HeaderfFooterl Sheet |
5 Print area: |
6 Frint titles
Rows to repeat at top: |53:53 ]
7 Columns to repeat at left: | @
Print
8 [[] cridiines Comments: | (Nong] v
o™ cel
ell errors as: | displayes
9 [] Draft quality - play
DRowand column headings
Page order
10 _
(@) Down, then over
11 _ (- Ouer. then down
12 I
13 I
Print... | |Prthrwie~_\| | ‘ Options... |
14 ]
15 ]

Width. Shrink the width of your printout to fit a certain number of page.
Height. Shrink the height of your printout to fit a certain number of page.

Scale. Stretch or shrink printout to a percentage of its actual size. Set width and height to
automatic when using this feature.
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Right to Left. Switch the sheet direction so that the first column is on the right side.

H ©- - Excel Dermo Vinod Sir. - Excel TABLE TOOLS ?7 B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGM Sign in
oy ._. " I .

j B colors ~ E D I:'EI = . EI:I:‘ :;\ fidth: |Automatic = @ Gridlines  Headings 0 = E L |l(?l

[A]Fonts - 2| Height: | Automatic v View  [v] View N
Themes Margm Orientation Slze Print  Breaks Background Print o — [Sheet Right-| Bring Send  Selection Align

@ effects - - Areav - Titles | x| Scales 00% - to-Left Print Print  Forward = Backward = Pane

Themes Page Setup ] Scale to Fit ] Sheet OpMags F] Arrange ~

A4 - e 01-01-2017 Right-to-left documen

Switch the sheet direction so tha
the first column is on the right side.

- H E ? C B

bALAR‘! QHEET MONTH OF AUGUST 2016

20000 30 667 20000 MANAGER. EX001

20000 30 667 20000 SUPERVISOR. EX002 AJAY  02-Jan-17 5
11500 23 500 15000 SUPERVISOR. EX003 ANIL  03-Jan-17 ©
12880 28 460 13800 MARKETER. EX004 ARUN 04-Jan-17 7/
14597 29 503 15100 TELICALLER. EXO005 AMIT  05-Jan-17 &

View. Show the lines between rows and columns to make the sheet easier to read. The gridlines
won not print unless print also checked.

H ©- s Excel Demo Vinod Sir. - Excel ?T EH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Signin
. A . I — ) _ B Afa
j B Colors @ rﬁ} ID I:% },_| - EEE‘ ::-r\.ldth. Automatic ~| Gridlines |Headings | "1 Bring Forward [& Align
.Font - ﬂHeight: Automatic ~ | ¥ View | [v] View 0 5end Backward =
Themes Margins Orientation Size  Print  Breaks  Delete Print o " -
- Effect - - - ~  Areav + Background Titles E Scale: 00% .| ¥ Prin ¥| Print gl Selection Pane
Themes Page Setup s Scale to Fit s Sheét Options P} Arrange -
o iew Gridli
p7 - fe || =IF(L7<=350,"FAIL" IF(L7<=400,"COM" "PASS")) fewaridines v
Show the lines between rows and
B C o E F G H 1 K L 1 3 columns to make the sheet easier to -~

read.

$ The gridlines wen't print unless
1 3 Print is also checked.

NAME
gl Avan | 9168201 ----- @ Tellme more
8 mm : ----m: I . L=
--_-------_-_

Print. Print the lines between rows and columns to make the sheet easier to read.

Headings.

View. Show column headings and row numbers. Columns headings are the letters or numbers
that appeared above the columns on a sheet.

Print. Print row and columns headings. Row headings are the row numbers to the side of the
sheet. Column headings are the letters or numbers that appear above the columns on a sheet.
Arrange.

Bring Forward. Bring the selected objects forward one level so that it’s hidden behind fewer
objects.
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H S & = Excel Dema Vinod Sir, - Excel DRAWING TOOLS ? E - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW  ADD-INS FORMAT Signin
E Colors @ F\D ]D [é },_| E,:H @ .,- oy Width: | Automatic - @ Gridlines ' Headings o 0 E i ‘EI @ jl
.F nts~ ) DHeight: Automatic [ View [/ View
Them Marglns Orientation  Size  Print  Breaks Background Print § — Sheet Right- Bring Send  Selection Align Group Rotate
|§| Effects ~ - +  Arear v Titles @ Scale: 0% to-Left [ print ] Print Forward » Backward = Pane
Themes Page Setup [ Scale to Fit ] Sheet Options & | By Bring Forward Arrange A

L e

Bring to Front. Bring the selected objects in front of all other objects.

Send Backward. Send the selected object back one level so that it’s hidden behind more
objects.
Send to Back. Send the selected object behind all other objects.

H ©- &~ = Excel Demo Vinod Sir. - Excel DRAWING TOOLS ? H - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW ~ VIEW  ADD-INS FORMAT Sign in
ECoIovs @ fﬁ} ID [éﬂ ’,_‘ E,:FI ,(...,Width: Automatic - @ Gridlines  Headings J rl E i ‘EI @ jk
.F nts - _-_ % [IHeight: |Automatic - /) View V] View
Them Marglns Orientation  Size  Print Breaks Background Print — Sheet Right- Bring Send  [Selection Align Group Rotate
@E ffects - Areav <~ Titles ﬁl—“-l Scale: 0% - to-Left [ print [ print Forward ~ |Backward =| Pane
Themes Page Setup [ Seale to Fit [ Sheet Options [ O Send Backward ~
0
Rounded ... ¥ | : £ o Send to Back v
Send to Back

Send the selected object behind all

C D E F
SALARY SHEET MONTH OF AUGUSY
2 SALARY SHEET MONTH OF
3 e, EMP.NAME. EMP.CODE. DEPARTMENT. | BASIC S/LARY. | PEXDAY SALARY.WORKING DAY ACTUAL SALAR]

Selection Pane. See a list of all your objects. This makes it easier to selected objects change
their order or change their visibility.
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Sheet Options

? EH - @ X
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Align Objects. Change the placement of your selected objects on page. This is great for

aligning objects to the margins or edge of the page. You can also align them relative to one
another. Just like align, left, right, top, bottom, middle, centre, distribute vertical and

H ©- & = Excel Demo Vinod Sir. - Excel DRAWING TOOLS T E - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVEW  VIEW  ADD-INS FORMAT Sign in
nCoIovs p [ " £od Width: | Automatic - Gridlines  Headings [ EI = e
@ SRNELS B o 4 Sl 5 °A
.F nts = _[lHelght: Autornatic [V View [ View
Them Margms Orientation  Size  Print Breaks Background Print o —  Sheet Right- Bring Send  [Selection Aﬁgn Group Rotate
Effects Area~ Titles ] Scale: % to-Left [T print [ Print Forward - Backward = Pane -
Themes Page Setup [ Seale to Fit [ Sheet Options F] Arrange E' Align Left ~
- £ £ Align Center
S| Align Right [
iM#  Align Top * X
il Align Middle
iy Align Bottom EIE‘
izont -~
. -~

j:t Snap to Grid
W' Snap to Shape

View Gridlines

View Gridlines. Show the lines between row and columns in the sheet to make the sheet easier

to read.

Group. Join objects together to move and format them as if they were a single objects.
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- H © 5 Excel Demo Vinod Sir. - Excel DRAWING TOOLS ?EH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS FORMAT Signiin
I Colors - @ [‘5 . E':':\ oy Width: |Automatic + @ Gridlines | Headings r |EI LEL' )
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5 02-Jan-17 AJAY EX002

6 03-Jan-17 ANIL EX003

7 04-Jan-17 ARUN EX004
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Ungroup. Break the connection between grouped objects so that you can move them
individual again.

Rotation. This option is used to rotate or flip selected object.

- H ©- s Excel Dema Vinod Sir. - Excel DRAWING TOOLS ?TEH - 8 X
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Chapter-6. Formulas (Alt+M).

H ©- : Excel Dermo Vinod Sir. - Bxcel ? A - x

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
= = - o < , -
fx z L L L L = :=] Define Name +:0 Trace Precedents @Show Formulas m . . Caleulate Now

+Tra{E Dependents /4 Error Checking =
Insert  AutoSum Recently Financial Lﬂg\cal Text Date & Lookup & Math&  Mare Name Watch  Calculation EﬂCa\cu\ate Sheet

Function - Used ~ - = Time~ Reference~ Trig= Functions~ Manager £ Create from Selection [ Remove Arrows f JEvaluate Formula  yindow Options ~

Function Library Defined Names Formula Auditing Calculation A

Function Library.
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Insert Function (Shift+F3). Work with formula in the current cell. You can easily pick
functions to use and get help on how to fill out the input values.

- TAELE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
=. = - e s ; . —
fx z I la I IE = =] Define Name g;-:Trace Precedents (B Show Formulas h E| Calculate Now
. o o ol Trace Dependents 0 Error Checking = t"j
Insert utoSum Recently Financial Logical Text Date 8 Lookup & Math 8  More Name e X R . ) @ Watch  Calculation E‘Iﬂ Calculate Sheet
Function Used= - - Time- Reference~ Trig~ Functions= Manager L0 Create from Selection [ Remove Arrows ~ U Evaluate Formula  window  Optians -
Function Library Defined Names Formula Auditing Calculation ~
SUM - x v K =(E4/30) v
A B C D E F G H =
1 ~ Mg - ‘ ~
2 @ e 4 f @ ; B ] a .
3 Insert Function &
Search for a function:
4 01-Jaﬂ-17 AMAN EXOOI MANAGER— 20000 :(E4/30) Type a brief description of what you want to do and then Go
click Go
5 02-Jan-17 AJAY EX002 SUPERVISOR. 20000 667 Or seect a category: Most Recently Used v

Select a function:

6 03-Tan-17 ANIL EX003 SUPERVISOR. 15000 500 o
7 04-Jan-17 ARUN EX004 MARKETER. 13800 460 Eﬁ:ilif
8 05-Jan-17 AMIT EX005 TELICALLER. 15100 503 Tt
SUM (number1,numg :‘:f%lrcna'l‘atmn
9 Adds all the numbers Engineering &
10
11 Help on this function | Cancel

Auto Sum. Automatically add it up. Your total will appear after the selected cells.

Recently Used. Worksheet functions are categorized by their functionality. Click a category
to browse its functions. Or press Ctrl+F to find a function by typing the first few letters or a
descriptive word. To get detailed information about a function, click its name in the first
column.

H ©- : Excel Demo Vinod Sir. - Excel 7 E - 5 %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
fx Z IE I E Calculate Now
Insert | AutoSum [Recently Financial Logical Text Date & Lookup & Math &  Mare E@(alculate Sheet
Function © Used ~ - - - Time~ Reference~ Trig~ Functions~
z Sum Function Library Defined Names Formula Auditing Calculation ~
SUM Average <SUM(E5:15) v
LCount Numbers
A M D G H J K L M N o] P -
Max

2 Min
2 More Functions... {K SHEET'
1 S.NO. |NAME.[ROLL NO. |CLASS.[HINDL [ENGLISH. [MATH. |SCIENEE. |SST. |SKT. [TOTAL. _|[PERCENTAGE. |MINIMUM |MAXIMUM |RESULT |GRADE
5 1|AMAN | 9168201|10TH | 45| 9| 75| §7] Bt 45} -SUM(E5 15 45 os|pass A
6 2|AJAY 9168202 10TH 79 54 76 54| 65 396 66.00 54 79|COM B
7 3|ANIL 9168203 |10TH 82 66 56 43 47 54 348 58.00 43 82|FAIL C
8 4|SURAT 9168204 |11th 82 66 56 43 47 54 348 58.00 43 82|FAIL C
9 5|AMAN 9168205|12th 82 66 56 43 47 54 348 58.00 43 82|FAIL C
10 6|RATU 9168206|13th 82 50 60 55 60 54 361 60.17 50 82|COM B
i 7|RAMU 9168207 |14th 82 66 56 43| 47 54 348 58.00 43 82|FAIL C
12 8|RATU 9168208 |15th 82 70 70 65 87 54 428 71.33 54 87|PASS A

Financial. Add a financial function to your sheet.
Logical. Add a logical function to your worksheet.

Text. Add a text function to your worksheet.
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Date and Time. Add a date & time function in your worksheet.

E © c = Excel Dema Vinod Sir. - Excel
HOME  INSERT  PAGE LAYOUT DATA  REVEW  VIEW  POWERPNOT Sign in
N z AutoSum ~ Logical Lookup & Reference é\ =] Define Name E‘:“ Trace Precedents % m . .
et L Recently Used Text lﬂ Math & Trig Y~ ?\L Use in Formula “CE Trace Dependents ‘/_' m Calenlation l:‘
Function lE Financial lg Date & Time l! More Functions Manager 5 Create from Selection 1_';\ Remove Arrows - (/&) Window | Options
Function Library Defined Mames Formula Auditing Calculation P
DATE - x v =DATE(2017,1,1)+DATE(2017,1,1) v
I G [
ﬂg ﬁp%’ ﬁ E Function Arguments » IEE
‘s E DATE
Year 2017 = 2017
Month |1 =1
Day |1 =1

= 42736
Returns the number that represents the date in Microsoft Excel date-time code.

Day isa number from 1to 31 representing the day of the month.

Formula result = 04-Jan-34

ok ||| cancel

Help on this function I

Lookup and Reference.

VLOOKUP (lookup_ value, table_array, col_index_num, range_ lookup). Lookup for a
value in the left more column of a table then returns a value in the same row from a column
you specify. By default table must be sorted in an ascending order.

H ®- &- - Excel Demo Vinod Sir. - Excel TABLE TOOLS T H - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
r =, & I [ =
fx z I Is I I Q Im I= 5\ =] Define Name s :Trace Precedents Show Formulas h . & Calculate Now
| Autos, R W Fi L LT Date & ath & M . “fl Use in Formula oJ% Trace Dependents /B Error Checking Wé C; o~
nsert utoSum Recently Financial Logical ext Date at] lore ame . atc alculation
Function - Used ~ - - - Time~ Trig~ Functions~ Manager 5 Create from Selection | [3: Remove Arrows ~ (&) Evaluate Formula Window | Options I Calculate Sheet
Function Library ADDRESS Defined Names Formula Auditing Calculation ~
sum - X v f | =viookur(ar  “FEAS -
1 CHOOSE -
A B C COLUMN E F G H =
1 5 g %% COLUMNS m g
> 3 [\ FORMULATEXT M 3 g

Rl Date.

A

5

EMP.NAME. EMP.CO:

Lookup and Reference.
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HLOOKUP (lookup_ value, table array, row_index_num, range_ lookup). Lookup for
a value in the top row of a table or array of values and return the value same column from a

row you specify.

H 9 @ Excel Demo Vinod Sir. - Excel TABLE TOOLS ? EH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
fx z L L L E M =i (ElDefine Name E:“Tra:a Precedents @Shuw Formulas m . B Calculate Now
£ Use in Formula “:ETFH{E Dependents /& Error Checking o

Insert

AutoSum Recently Financial Log\cal Text Date &

e

ath &  More i
Trig~ Functions~  Wanager S Create from Selection

Watch
) Evaluate Formula | window Options

Name

R Remove Arrows fx

Calculation EECalcu\ate Sheet

Function Used ~ - = Time~
Function Library ADDRESS Defined Names Formula Auditing Calculation ~
SUM - X« f || =HOOKUp(al  AREAS -
1 CHOOSE o
A B C COLUMN E F G H =
1 ! COLUMNS E: - = b 3 b i ) f i
K. i . . i K™
2 B el | MUNTH GF | 3T 2010

GETPIVOTDATA

3 PEIGH

EMP.NAME. EMP.CO

HLOOKUP

NT.|BASIC SALARY.|PERDAY SALARY. WORKING DAY /ACTUAL SALARY.

HYPERLI
INDEX.
INDIRECT
LOOKUP

HLOOKUP{lookup_value,table_array.row_index_num.range_lookup)

Looks for a value in the top row of a table or array of values and
returns the value in the same column from a row you specify.

@ Tell me more

MATCH
OFFSET
ROW

ROWS

RTD
TRANSPOSE
VLOOKUP

NT.|BASIC SALARY.|PERDAY SALARY.WORKING DAY /ACTUAL SALARY.

fx Insert Function...

Math & Trig. Add a math or trigonometry function to your worksheet.

SUMIE (range, criteria, sum _range). Add the cells specified by a given condition or criteria.

H - & Excel Demo Vinod Sir. - Excel TABLE TOOLS 7 B - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin

E‘:“ Trace Precedents @ Show Formulas

-
A >EBEBOE B[E|E o5 T E Bo
f Usein Formula 'TraceDependents Vi Errar Checking
Insert  AutoSum Recently Financial Logical Text Date & Lookup & |Math & | Mare Name & B f Watch | Calculation R Calculate Sheet
Function - Used ~ - - = Time~ Reference=| Trig= Functions= Manager Create from Selection Remove Arrows ) Bvaluate Formula | window Options
Function Library Defined Names Formula Auditing Calculation ~
SUMIF - X v kK =SUMIF(D4:D8,"SALES",H4:HB) v
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More Functions. Brows more functions from categorise like statistical, engineering, web, or
OLAP cube function.

DMAX FUNCTION. This function returns the largest number in a field column of records in
a list or a database that matches condition that you specify.

H % & Excel Demo Vinod Sir. - Excel TABLE TOOLS 2 @ - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
P B35 =
fx z E E E M @ =] Define Name g‘,uTrace Precedents B Show Formulas m Caleulate Now
o7# Trace Dependents b Error Checking &

A Usein Formula
h Watch | Calculation R Calculate Sheet

Function Library Defined Names Formula Auditing Calculation ~
sSum A x [vs b3 =DMAX(D3:E8,"BASIC SALARY",D9:D10} v
A B C D E F G H [<]
Z SALARY SHEET MONTH OF AUGUST 2016
3 e. |EMP.NAME. EMP.CODE. DEPARTMENT. BASIC SALARY |PERDAY SALARY.WORKING DAY.ACTUAL SALARY|

) Date. EMP.NAME. EMP.CODE. DEPARTMENT. BASIC SALARY. PERDAY SALARY.WORKING DAY.ACTUAL SALARY,

. ]

DMIN FUNCTION. This function returns the smallest number in a field column of records
in a list or a database that matches condition that you specify criteria.

H % & Excel Demo Vinod Sir. - Excel TABLE TOOLS 7 @ - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
P -
fx z E E E M @ =] Define Name %0 Trace Precedents @ Show Formulas h Calculate Now

. i i ?{ Use in Formula "—‘CETrace Dependents b Error Checking
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More Name - Watch  Calculation [EF Calculate Sheet
Function M Used - - - - Time~ Reference~ Trig= Functions~ Manager 5 Creste from Selection | 1% Remove Arrows (&) Evaluste Formula | windaw Options
Function Library Defined Names Formula Auditing Calculation -~
SUMIF | x v K =DMIN(D3:E8,"BASIC SALARY",D3:D10) v
A B c D E F G H el
1 ~ K ARF g ) y L O 5
SALARY 3 - OF AUGUST 201
2 L .=t -4 i - 1 1 4 : .
0 0

3 b EMP.NAME. EMP.CODE. DEPARTMENT. BASIC SALARY [PERDAY SALARY. WORKING DAY /ACTUAL SALARY.

el Date. EMP.NAME. EMP.CODE. DEPARTMENT. BASIC SALARY.|PERDAY SALARY. WORKING DAY /ACTUAL SALARY.
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DSUM FUNCTION. DSUM function sums up the numbers in a column or a database that
meets a given criteria.

H © @~ = Excel Dema Vinod Sir, - Excel TABLE TOOLS T E - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
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fx z E E E M = =] Define Name ¥ uTrace Precedents (5 Show Formulas h Calculate Now
X i N A Usein Formula o7# Trace Dependents b Error Checking &o
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Function Library Defined Names Formula Auditing Calculation -~
SUMIF | x v K =DSUM(D3:E8,"BASIC SALARY",D9:D10) -
A B C D E F €] H el
SALARY 3 IONTH ! GUST 201
2 A e -4 | - ] / < ) .
0 o
3 e, .NAME. EMP.CODE. | DEPARTMENT, BASIC SALARY |PERDAY SALARY. WORKING DAY, ACTUAL SALARY.
4

] Date. EMP.NAME. EMP.CODE. DEPARTMENT. BASIC SALARY.|PERDAY SALARY.‘ WORKING DAY ACTUAL SALARY.

Define Name.

Name Manager (Ctrl+F3). Create, edit, delete, and find all the names used in the workbook.
Name can be used in formulas as substitutes for cell references.

Define Name. Define and apply new names, scope, comments.

H - & - Excel Demo Vinod Sir. - Excel
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Signin
e > autosum - [|H Logical Lookup & Reference = =] Define Name - ¥ioTrace Precedents [ ,E‘

L
=i
RecentIyUsed Text |ﬂ Math & Trig ?{»Usein Formula “:ETraceDependenix o - & .
Insert MName Watch  Calculation Eﬂ
Function |E Financial lg Date & Time |! More Functions Manager [ Create from Selection &Remo‘veﬁ\rrows e @ Window  Options -
Function Library Defined Names Formula Auditing Calculation LS
Al | It SALARY SHEET MONTH OF AUGUST 2017.
B c D E F [+]
SALARY SHEET MONTH OF AUGUST 2017
SHALABT SH L (M U RUGUST ZUL/7
EMP.NAME|EMP.CODE. DEPARTMENT|BASIC SALARY |PERDAY SA New Name
Mame: | SALARY_SHEET MOMNTH_OF AUGUST 2017,
Scape: |Workbook E
Comment: ~
W
Refersto: | _-sa| Ry SHEET!5AS1
[ ok || cancer |
A

Use In Formula. Choose a name used in this workbook and insert it into the current formula.
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Create From Selection (Ctrl+Shift+F3). Automatically generate names from the selected
cells. Many people choose to use text in the top row or the leftmost column of a selection.

Formula Auditing.

Trace Precedents. Show arrows that indicate which cells affect the value of currently selected
cell.

H % & = Excel Demo Vinod Sir. - Excel TABLE TOOLS. ? B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
o,
I I I I I I I - £ - =
fx z @I' (=] Define Name K Trace Precedents | %] Show Formulas ﬁ . & Calculate Now
| AutaSum Recently Fi L DT Date & Lookun & Math& M N “fl Use in Formula =7t Trace Dependents ¥4 Error Checkin ng W&ah Calcul
nsert toSum ently Financial crg cal ext ite ookup atl lore lame it lation [E@ Calculate Sheet
Function Used ~ - = Time~ Reference~ Trig~ Functions~ Manager [ Create from Selection & Remove Arrows ® Evaluate Formula  \indaw ~ Options ~ g
Function Library Defined Names Formula Auditing Calculation ~
. T Precedents
HE v £ || ={Fs*Gsg) racefrec v
5 Show arrows that indicate which
cells affect the value of the currently o
A B C D E 50 selectzd cell. H

Trace Dependents. Show arrows that indicate which cells affected by the value of the
currently selected cell.

BHS & = Brcel Demo Vinod Sir. - Excel ? @ - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW ~ VIEW  ADD-INS Signin
o =] Dei . i = —
fx z L L L L L L L Q (=] Define Name * l:Trace Precedents (% Show Formulas E . B Calculate Now
A Useiin Formula :gTrace Dependents i Error Checking = =
Inset  AutoSum Recently Financial Log\cal Text Date& Lookup & Math&  More Name Watch  Calculation EECa\cu\ate Sheet
Function M Used - - *  Time~ Reference~ Trig~ Functions~ Manager £ Create from Selection Remove Arows ~ (&) Evaluate Formula Window ~ Options~

Function Library Defined Names Formula Auditing Calculation A
K4 vl Fe || =SUM(E4:14) v

C D E F G
%LM? SHEET ﬁﬁé‘ém ﬁF M%%T zmﬁ.
Em-mm EMP.CODE. DEPARTMENT. [BASIC SALARY [PERDAY SALARY. WORKING DAY/ACTUAL SALARY. [OVERTIVE. [PAYABLE OT. [TOAL

|
(L

---_-_-
B SWRVSR L0 s m s @ w0 s
Boo PRmSE w0 40 3 o 45 s sk
 sn s
| | | | | | | I

EMP.NAME|EMP.CODE. DEPARTMENT. | BASIC SALARY. PERDAY SALARY. [WORKING DAY|ACTUAL SALARY. | #VALUE! -

Remove Arrow. Remove the arrows drawn by trace precedents or trace dependents.

Show Formulas. Display the formula in each cell instead of the resulting value.
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H®- @ - Excel Dema Vinod Sir. - Excel TABLETOOLS ? E - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
oy
= [ - e = =
fx z E E M @m =] Define Name E :Trace Precedents _ ﬁ Calculate Now
it Usein Formula =7 Trace Dependents 4 Error Checking = o
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  Mare Name - Watch  Calculation B
- : : £5 Create from Selection | 1 Remove Amows + (%) Evaluste Formuls |y - ] Calculate Sheet
Function M Used ~ - - Time = Reference~ Trig= Functions~ Manager reate from Selection emove Arrows - |75 Bvaluste Formula ' Window  Options -
Function Library Defined Names Formula Auditing Caleulation A~
v

F || =(F8*G8)

HB M

Error Checking. Check for common errors that occur when using formulas.

Evaluate Formula. Debug a complex formula evaluating each part of the formula
individually. Stepping through the formula part by part can help you verify its calculating

TABLE TOOLS

correctly.
Signin FJ

H ©- & s Excel Demo Vinod Sir. - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN
a
- #5 Trace Precedents @ Show Farmulas B =
= B Calculate Now
e

Ry Define Narne
=i

(]
Ko Z = 2 @ = ; .
} Use in Formula alf Trace Dependents 1 Error Checking ~ X
Narn ®E | Watch  Calculation EF Calculate Sheet
valuate Formula | window Optians -

AutoSum Recently Financial Logical Text Date& Lookup& Math &  Mare e i
Time = Reference~ Trig~ Functions~  Manager £2 Create from Selection B( Remave Amaws -
Formula Auditing Calculation

Function Library Defined Names
v

Insert
Function - Used ~

H4 - % || =(Fa*Ge)

Reference: Vi
"SALARY SHEET'!SHS4 = |([E4*G4)

To show the result of the underlined expression, click Evaluate, The most recent result

appears italicized.
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Watch Window. Add cells to the watch window list to keep an eye on their values as you
update other part of sheet. The watch window stays on top so you can watch these cells even
you are working on other sheets.

H ®- &- = Excel Dema Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
= 3 -
fx z IE B Im § (=] Define Name l._‘,-:Trace Precedents @Show Farmulas m Calculate Naw
o . - ?{ Use in Formula =0 Trace Dependents b Error Checking 6o
Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math&  More Name - Watch | Calculation 3
; ) ; Ec from Selecti B A (@) Evaluate F | : - [ Calculate Sheet
Function M Used Time - Reference~ Trig~ Functions~  Manager reate from Selection | Vx Remove Arrows - 7x) Evaluate Formula | window | Options
Function Library Defined Names Formula Auditing Calculation ~

A3 M F || =(F4*Ga)

SALARY SHEET MONTH OF AUGUST 2016

EMP.NAME. EMP.CODE. DEPARTMENT. BASIC S/PERDAY SALARY. |WORKING DAY. [ACTUAL SALARY. OV

R

Watch Window

Select the cells that you would like to watch the value of: _&% Delete Watch

="SALARY SHEET'!$SA$3:5H58|
Book Sheet Name Cell Value Formula
| Add I Cancel

H ©- & = Excel Dema Vinod Sir. - Excel TABLE TOOLS 7 B - X
HOME  INSERT  PAGELAYOUT | FORMULAS | DATA  REVIEW  VIEW  ADD-INS DESIGN Sign in
fx z I I I I IE IE I! = = Define Name - #:=Trace Precedents %] Show Farmulas = Caleulate Now

G Usein Formula o3% Trace Dependents ¥ Error Checking + | &7
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math &  More Name . Calculation [ Calculate Sheet
Functian - Used = - - = Time~ Reference~ Trig= Functions= Manager [ Create from Selection 1% Remove Arrows ~ (&) Evaluate Formula Optians =
Function Library Defined Names Formula Auditing Calculation ~
Ha M fe | =(Fa*G4) v

A B C D

Watch Window %
| Py Add Watch... %, Delete Watch
10 Book Sheet Mame Cell Walue Formula Lol
|| Excel D SALAR.. A3 Date,
11 || Bxeei Do sALAR.. B3 EMP.NAME.
\ | Excel D... SALAR.. a EMP.CODE.
12 Excel D... SALAR... D3 DEPARTMENT.
|| Excel D... SALAR. E3 BASIC SALARY
13 || Excel D... SALAR.. F3 PERDAY SALARY.
14 || Bxceip.. sawr. G3 WORKING DAY.
|| Excel D... SALAR... H3 ACTUAL SALARY. v
ar

Calculation.
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Calculation Option. Chose to calculate the formulas automatically or manually. If you make
a change that effects a value excel will automatically recalculate it.

Calculate Now (F9). Calculate the entire workbook now. You only need to use this if
automatic calculation is turned off.

Calculate Sheet (Shift+F9). Calculate the active sheet now. You only need to use this if
automatically calculation is turned off.

Chapter-7. Data (Alt+A).

H ©- s Excel Demo Vined Sir. - Excel T @ - x
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW ADD-INS Sign in
(2] Connections & H Y ¥ = E a E 'H NS i
il = = = &3]
sl b B [ oL [ =m B BE X B B o
From From From From Other Existing Refresh El Sort Filter . Textto Flash Remove Data Consolidate  What-If Group Ungroup Subtotal
Access Web Text Sources~  Connections  All- : T Advanced  Columns  Fill Duplicates Validation - Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline [ ~

Get External Data.

From Access. Import the database from Microsoft Access database.

From Web. Import a data from a webpage.
From Text. Import a data from text file.

Get From Other Sources. Import data from other sources XML, SQL etc.

Existing Connection. Import data from common sources.

H o =
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW ADD-INS Signin
ions 5 ¥ 5| =
f&i [l [E DE«)- D |r [=] Connection: 8] Y EE' E‘ Eqa S E-)EI E‘? I% %

From From From From Other Existing Refresh El Sort Filter . Textto Flash Remove Data  Consolidate What-If Group Ungroup Subtotal
Access Web Text Sources~ | Connections| All~ ' Vo advanced  Columns  Fill Duplicates Validation = Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline [ ~

Al3 - fe

A B C D E F G H | J K L -
2 MARK s H EET Existing Connections ?
3 . Select a Connection or Table
4 S.NO. [NAME. ROLL NO. |CLASS.|HINDL |[ENGLISH. |MATH. SCIENCE. SST.

i Tabl
5 1|AMAN | 9168201[10TH 45 98 75 87 Lomnedions
6 2|AJTAY 0168202(10TH 79 54 76 54 Show: | Al Tables v
7 3 |ANIL 9168203]10TH 82 66 56 43 Excel Demo Vinod Sir.xlsx (This Workbook)
8 4|SURAT 0168204 (11th 82 66 56 43 ‘i Tablet
9 5|AMAN | 9168205|12th 82 66 56 43 RALARYSUEETASE RIS
10 6|RATU 0168206 |13th 82 50 60 55
1 7|RAMU 9168207 |14th 82 66 56 43 m
Cancel

12 8|RATU 0168208 |15th 82 70 70 65 -
13 |
14
15
16
17
18
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H - :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
Connections g ¥ s o
elsle 3 B [ 1fl Y == B X = B =
From Fram From From Other Existing Refresh El Sort Filter . Textto Flash Remove Data Consolidate  What-If Group Ungroup Subtotal
Access Web Text Sources-  Connections  All- Vo Advanced Columns  Fill  Duplicates Validation - Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline [ ~
Al3 - fx
A B C D E F G H | J K L -
> MARK 3 H EET Import Data v
3 - suyauant to view this data in your workbook.
4 S.NO. [NAME. [ROLL NO. |CLASS. HINDL |ENGLISH. (MATH. SCIENCE. SST. SKT. 1 o
5 1|AMAN 9168201|10TH 45 98 75 87 81 45
4] 2|AJAY 9168202|10TH 79 54 76 54 65 68 [ O only Create Connection
7 3 |ANIL 9168203 |10TH 82 66 56 43 47 54 W"‘E’e d?y.ouwantto put the data?
8 4|suras| 9168204|11th 82 66 56 43 47 salfl © 5’“;::9;‘”“““‘ _
9 5|AMAN 9168205|12th 82 66 56 43 47 54 == ! =
() New worksheet
10 6|RATU 9168206|13th 82 50 60 55 60 54
| Add this data to the Data Model
11 7|RAMU 9168207 |14th 82 66 56 43 47 54
12 8|RAIU | 0168208|15th 82 70 70 65 87 54| | | Poperes., cancel
13|
H ©- s Excel Dema Vinod Sir, - Excel TABLE TOOLS ? B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
C tions 4 ¥ g =]
P Y] SR X B B o WG
Refresh fapeis El Sort Filter . Textto Flash Remove Data Consolidate What-If Relationships  Group Ungroup
Al : Vo Advanced Columns  Fill  Duplicates Validation ~ Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline ~
Al M f | Date. v
A B C D E F €] H -
il Date. | EMP.NAME. g EMP.CODE. [ DEPARTMENT. pgBASIC SALARY g PERDAY SALARY. | WORKING DAY. pgACTUAL SALARY.
2 103-Jan-17 ANIL EX003 SUPERVISOR. 15000 500 23 11500
3 |04-Jan-17 ARUN EX004 PURCHASE 13800 460 28 12880
4 |05-Jan-17 AMIT EX005 SALES 15100 503 29 14597
Connection.

Refresh All (Ctrl+Alt+Fb). Get the latest data by refreshing all sources in the workbook.

Refresh (Alt+F5). Get the latest data from the source connected to the active cell.

Connections. Display all the data connections for the workbook. Data connections are links
to data outside of this workbook which can be updated if source data changes.

Date Range Properties. Specify how cells connected to a data souse will update what content
from the source will be displayed and how changes in the number of rows or columns in the
data source will be handle in the workbook.

Edit Links. View all of the other files this spreadsheet is linked to so that you can update or
remove the links.

Sort &Filter.

Sort. Sorting data is an integral part of data analysis. You might want to arrange a list of names
in alphabetical order, compile a list of product inventory levels from highest to lowest, or order
rows by colours or icons. Sorting data helps you quickly visualize and understand your data
better, organize and find the data that you want, and ultimately make more effective decisions.
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H - ¢ s Excel Demo Vinod Sir. - Excel TAELE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
(=] Connections & Y W Clear ¥ = E a — E o P 20 [ in= =
elele B B T 21 5 B X B B =f W W&
z
A

[E Properties V- Reapply =
From From From From Other Existing Refresh Sort Filter Textto Flash Remove Data Consolidate What-If Relationships Group Ungroup Subtotal

Access Web Text Sources Connections | All - o Edit Links T Advanced  Columns  Fill Duplicates Validation = Analysis =
Get External Data Connections Sort & Filter Data Tools Outline ~

—

Tablel M F 01-01-2017

Custom Lists

5 Custom lists: List entries:
MEW LIST SALES
Mon, Tue, Wed, Thu, Fri, 5at, 5 PURCHASE

Manday, Tuesday, Wednesday, SUPERVISOR.
Jan, Feb, Mar, Apr, May, Jun, Ju

January, February, March, Apri
Mon, Tue, Wed, Thu, Fri, Sat, S
Monday, Tuesday, Wednesday,
Jan, Feb, Mar, Apr, May, Jun, It

Januai Februa% March, AEri

| *4) Add Level H 7% Delete Level H 52 Copy Level || PR ‘ Options... ‘ My data has headers

Column Sort On Order

Sort by | | |Va|ues | I‘Custom List... I |

I OK I Cancel

Filter (Ctri+Sfift+L). Use AutoFilter to find values, show or hide values, in one or more
columns of data. You can filter based on choices you make from a list, search to find the data
that you want to see. When you filter data, entire rows are hidden if values in one or more
columns don't meet the filtering criteria.

H % ¢ = Excel Dema Vinod Sir. - Excel TABLE TOOLS 7T ®H - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
(2] Connections g - Y W Clear e = E E — E Efﬂ = 2y €05 r% =
- 5el E =l = I EI [+ -
I‘—% I::- I:E Ii?:} D |—|r:" -| Properties l Y Reapply E ? " =0 ? - =] &
From From From From Other Existing Refresh zl Sort Filter | _ Textto Flash Remove Data Consolidate  What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- | Connections | All~ D Edit Links ToAdvanced  Columns  Fill  Duplicates Validation - Analysis -
Get External Data Connections Sort & Filter Data Tools Qutline ~
Ad M F 01-01-2017 v

: SALARY SHEET MONTH OF AUGUST 2016
; [

B2 mmSE 0 e %0
W Clear Filter From "Date.
Search (All) pE|

[ (Select All)

2l
Zl Sort Newest to Oldest
Sort by Color

lJanuary
o
il 0z

I 05
[ Date.
i [¥ (Blanks)
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Clear. Clear the filter and sort state of the current range of data.

Reapply (Ctri+Alt+L). Reapply the filter and sort on the current range so that changes you
have made are included.

Advanced. Option for filtering using complex criteria. If you need to filter for something
specific, basic filtering may not give you enough options. Fortunately, excel includes
many advanced filtering tools, including search, text, date, and number filtering, which can
narrow your results to help find exactly what you need.

E - T Excel Demo Yinod Sir. - Excel TABLE TOOLS
HOME ~ INSERT  PAGELAYOUT  FORMULAS REVIEW  VIEW  ADD-INS DESIGN Sign in
=] Connections 8] . Y Y Clear ¥ = p= =
lale | & | e 5 B8 B= BB = 78 g8 -
m d E £ P E Properties Ve Reapply S N = - =

From From From From Other Existing Refresh zl Sort Filter Textto Flash Remove Data Consolidate What-If Relationships = Group Ungroup Subtotal
Access Web Text Sources Connections | All~ |} Edit Links T Advanced | columns il Duplicates Validation Analysis

Get External Data Connections Sort & Filter Data Tools Outline ~

A0 | fe | Date.

Adtion
() Filter the list, in-place
@ Copy to another location
Lstrange:  [AzHS

Criteria range:  |A3:H8 .

Copy to: A10 EE

[wlinique records aniyi

=T
PR e

Data Tools.

Text to Columns. You can take the text in one or more cells, and spread it out across multiple
cells. This is called parsing, and is the opposite of concatenating, where you can combine text
from two or more cells into one cell. For example, if you have a column of full names, you
can split that column into separate first name and last name columns, like this. You can choose
how to split it up fixed width or split at each comma, period, or other character.
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E - 2 s Excel Demo Yinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
2] Connections | 4 H Y Y Clear Lo E::l:, E a —/ E Ef: == BrE €0F  ER S
o] =] = HE g s -
I‘—% I:; I:E @ D ”:S [Z] Properties 2l Vo Reapply B ‘ 3 = =7 =] TH PR S =
From From From From Other Existing Refresh o zl Sort Filter Textto |Flash Remove Data  Consolidate What-If Relationships  Group Ungroup Subtotal
Access Web  Text  Sources Connections | All [o} Edit Links T Advanced Columns| Fill  Duplicates Validation = Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools QOutline -~

A9 v i 5 AMAN AJAY ANIL ARUN AMIT

: SALARY SHEET MO oo

Lines with arrows signify a column break.

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it.

Data preview
. 10 30 3 kil 2 Il
AJAY¥| ANTL RRUN AMIT -
~
< >

| Enisn

cancel | | <Back | [ Weds

Flash Fill. Automatically fill in values. Enter a couple of example you want as output and take

keep the active cell in the column you want to filled in.

H ©- @~ = Excel Demo Vinad Sir. - Excel TABLE TOOLS T EH - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
[=] Connections | 4 H Y ¥ Clear ~y E;':l:, E g =/ E a EID 3E €rE  EE S
Ij% I:; I:E D:} D ||=|j% Properties Zl E 'FuReaW\)’ E } i -0 - Eé?? = ZL EE =
From From From From Other Existing Refresh o il Sort Filter Textto |Flash | Remove Data  Consolidate What-f Relationships  Group Ungroup Subtotal
Access Web  Text Sources Connections | All~ [} Edit Links Vo Advanced Columns | Fill |Duplicates Validation = Analysis = - -
Get External Data Connections Sort & Filter Data Tools Outline ~
D4 - £ EX001 Flash Fill (Ctrl+E) .

Automatically fill in values. Enter a
couple of examples you want as
output and keep the active cell in
the column you want filled in.

SALARY SHEE GUST 2016
] Date. EMP.CODE. ' |PERDAY SALARY. |

Remove Duplicate. Delete duplicate rows from a sheet. You can pick which columns should
be checked for duplicate information.
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BEH o :
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW POWERPIVOT Sign in
B ||= L] Connections al Y E’-EI B+ Consalidate 28 Group ~
= AlZ -
) B+ Remove Duplicates % What-If Analysis~ B8 Ungroup -
Get External Refresh Z| Sert  Filter Textto

Data~ All - - s Advanced  glumns =& Data Validation ~ EE Subtotal
Connections Sort & Filter Data Tools Outline [F} ~
A7 - Je 1 v

Remove Duplicates ?

-

To delete duplicate values, select one or more columns that contain duplicates.
M A R K S 4= Select All | | ES Unselect Al Ly T (L6 R EE

Columns ~
|Hinpt  |EnGusH |maTH  |sciFtice s SN

' NAME

ROLL NO.

CLASS

D

HINDI v

Cance

Date Validation. You can use data validation to restrict the type of data or the values that
users enter into a cell. Pick from a list rules to limit the type of data that can be entered in a
cell. You can give the validation provide the list of value like 1, 2, 3, and give the limitation
type of data enter in a cell. This kind of data validation allows you to build a powerful, fool-
proof spreadsheet. Since users won't have to type in data manually, the spreadsheet will be
faster to use, and there's a much lower chance that someone can introduce an error. Depending
on what spreadsheet program you're using, the process of adding data validation will vary.
We'll show you how to add data validation in Microsoft excel and Google sheets.

BH o : TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW POWERPIVOT DESIGN Sign in
B L] Connections :l Z | A ¥ E-o Consolidate Ii':E'Group -
||= i Y EEI BB Remove Duplicates E’:P\“."hat-lfﬁ\nal}'ziz' a8 Ungroup ~
Get External Refresh Z| Sort  Filter Textto — —
Dataw  All- Yo Advanced  Columns[E8 Date Vaidation ]
Connections Sort & Filter Data Tools Outline Il
A4 - 5 =DATE(2017,1,1)
C D F G =
1 ﬁALAR? ﬂHEET Mﬁ Data Validation ?
.| Input Message | Error Alert
3 Validation criteria
4 |01-Jan-17 JAMAN EX001 MANAGER. 20000 Allow:
Date | [¥]1gnare blank
5 02»]3‘ Netninge I EX002 HR. 20000 Data
between W
5 |03-Jan-17 |ANIL EX003 SUPERVISOR. 15000 Start date:
7 [04-Tan-17 |ARUN EX004 MARKETER. 13800 S -
8 |05-Jan-17 |AMIT EX005 TELICALLER. 15100 08-01-2017 5
|:| Apply these changes to all other cells with the same settings
9 |06-Jan-17 [SUMIT EX006 TELICALLER. 15101
Clear All Cancel
10]07-Jan-17 |AKRAM EX007 TELICALLER. 15102
11 |08-Jan-17 |SURAIJ EX008 TELICALLER. 15103 503 32
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H S & = Excel Demo Vinod Sir. - Excel TABLE TOOLS 7 3 - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
P D D D D |—|r:; =] Connections ) Y Y Clear E EDJ E-E E"E' Eg?és D/EI —) (—Zr % =
@ & E g = Properties z Ve Reapply - 7 . = L= L= -
From From From From Other Existing Refresh o Zl Sort Filter Textto Flash Remove [Consolidate What-If Relationships  Group Ungroup Subtotal
Access Web  Text Sources Connections | All+ |ab Edit Links Advanced  Columns  Fill  Duplicates Analysis © A -

Get External Data Connections Sort & Filter %\’@ Data Validation... Outline ~

A3 - £ Date. IE Circle Invalid Data r v
1 E\% Clear Validation Circles o

A 8 H =

SALARY SHEET MONTH OF AUGUST 2016

Input Message. Input message are not integral part of the data validation process. These
process are displayed whenever a cell containing them is selected. They can be used to say
things like enter such and such a value in the cell.

Error Alert. Any time you set validation parameters anything other all values an error
message will be generated if inappropriate values are entered default error message has a title
of simply “Excel Validation” and the error message is “The value you entered not valid” A
use has restricted values that can be entered into this cell.

E - 2 = Excel Demo Vinod Sir, - Excel TABLE TOOLS
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT DESIGN Sign in
B2 [2] Connections 4 Z Y;.c Clear ¥ [ FlashFill B+0 Consolidate =] Group -~ =
- s 2l E _ _
- Praperties . Ve Reapply A Remove Duplicates E% What-If Analysis= G Ungroup ~ "=
Get Bxternal  Refresh z| Sort Filter Tedto
Data~ All [ Edit Links A T Advanced Columns =e Data Validation - EKDE Relationships E@ Subtotal
Connections Sort & Filter Data Tools Outline ~
A4 v I =DATE(2017,1,1)

[v]

A B C D

F

. G
M g 4 Data Validation g
3 i

| Settings I Input Message | Errar Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:

Style: Title:
Stop |

. Error message:
Warning

Information 2

Q

o1 ane
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Consolidate. You can consolidate the data from each separate worksheet into one worksheet
(or master worksheet). The worksheets you consolidate can be in the same workbook as the
master worksheet or in other workbooks. When you consolidate data in one worksheet, you
can more easily update and aggregate it on a regular basis.

HOME  INSERT  PAGELAYOUT  FORMULAS REVIEW  VIEW  ADD-INS Sign in
Get External Data Connections Sort & Filter Data Tools Qutline ~
Ks - f
A B C D E F G H | J K L M N 0 P -
2
:—1 MARK SHEET.
4 S.NO. INAME. ROLL NO. |CLASS.|HINDL |ENGLISH. MATH. [SCIENCE. |SST. |SKT. |[TOTAL PERCENTAGE. (MINIMUM |MAXIMUM |RESULT |GRADE
5 1|AMAN 9168201|10TH 45 98 75 87 81 451 431: 71.83 45 98|PASS A
6 2|AJAY 9168202 10TH 79 54 76 54 65 68i 3961 6600 54 79|COM B
7 3|ANIL 9168203 | 10TH 82 66 56 43 47 54: 348! SRAN 43 K2EATT ‘: -
i Fy x
8 4|SURAT|  9168204|11th 82 66| 56 3] 47| 54| 348 oiEmliis
9 5|AMAN 9168205|12th 82 66 56 43 47 54: 348: Function:
10 6|RATU 9168206|13th 82 50 60 55 60 54: 361: sum hé
1 7| RAMU 9168207 | 14th 82 66 56 43 47 54! 348: BEEETEE §
12 §|RATU 9168208/ 15th 82 70 70 65| 87| 54! 428 "MARK SHEET 19K55:K512 FE| | prowse..
13 431 All references:
Add

14 396
15 348 Delete
16 348 Use labels in
17 348 WD
18 361 D Left column D Create links to source data
19 348 Close
20 428
21

What-1f Analysis. Try out various value formulas in your sheet using scenario manager, goal
seek and data table.

Scenario Manager. Create different groups of values or scenario and switch between them.

=] -
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW ADD-INS

Sign in
[&ﬁ [.‘%4 I:‘l—j E—‘*:) D ||= [%] Connections 5 Y EE E.,a 4 E-)l:l E|? IZE %
.From Fr?m From From Other Exi:tin.g Re.fre:h zl Sort Filter Y, Advanced Textto Rar’r.\o'.'a .Dat.a Consolidate. _What-lf Group Ungroup Subtotal
Access Web  Text Sources+  Connections All~ Columns Duplicates Validation = lAnalysis = A -
Get External Data Connections Sort & Filter Data Tools Outline ] ~
Al3 - b
4 A B c D E F G H J J K L Scenario Manager ? =
4 [S.NO. INAME.[ROLL NO. |CLASS. HINDL |ENGLISH.|MATH. [SCIENCE. |SST. |SKT. [TOTAL. PERCENT:
5 1[AMAN 9168201 |10TH 45 98 75 87 81 45 431 |
6 2|AJAY 9168202 10TH 79 54 76 54 65 68 396 | | | Mo Scenarios defined. Choose Add to add scenarios,
7 3|ANTL 9168203|10TH 82 66 56 43| 47| 54 348 ! e
8 4|SURAT 9168204 |11th 82 66 56 43 47 54 348 |
9 5|AMAN 9168205|12th 82 66 56 43 47 54 348 |
10 6|RATU 9168206|13th 82 50 60 55 60 54 361 U Changing cells
11 7|lrRaMU | 9168207[14th 82 66 56 43] 47| 54 348 - [P—
12 8|RAJU 9168208|15th 82 70 70 65 87 54 428
13
14
15 Close
16
17
18
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H ©- @ = Excel Dema Vinod Sir. - Excel T B - x|

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in

LI R SNCRLT ey e, B M X =B of W

T Reapph E
From From From From Other Existing Refresh El Sort Filter ey Textto Flash Remove Data Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- | Connections | All-  |eb Edit Links Vo Advanced | Columns  Fill  Duplicates Validation - Analysis -
Get External Data Connections Sort & Filter Data Tools Outline ] ~
| a13 MEE £ || -
2
3 Scenario name:
4 | cHANGE vALUE
5 Changing cells:
6 |Esus
7 Ctrl=click cells to select non-adjacent changing cells.
Comment:
8 Created by EXPERT ACADEMY on 15-11-2016
9
10
11 Protection
12 Prevent changes
[] Hide

E - - = Excel Demo Vinod Sir. - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS

@lele 6 B Mg Yoo 2SRl X B- B =5 W G

—

V= Reappl
From From From From Other Existing Refresh El Sort Filter Fey Textto Flash Remove Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web  Text Sources+ ' Connections = All~ [e Edit Links Vo Advanced Columns  Fill  Duplicates Validation ~ Analysis ©
Get External Data Connections Sort & Filter Data Tools Outline ] A

Enter values for each of the changing cells.
1 SESS |80
SFS5 | 75
$GS5 | 65
SHSS | 82
81S5 | 1

- 8 X

-u
El

H ®- - = Excel Demo Vinod Sir. - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS
[%] Connections Y. Clear Y = E a = E O D/I -)I' (-’—
=) 3] =
Ij@ I:% I:E Iiz. D IT:’ [&=] Properties T Reapply - i o . ? - T A
From From From From Other Existing Refresh - Textto Flash Remove Data  Consolidate What-If Relationshi Group Ungroup Subtotal
Access Web Text Sources- ' Connections | All~ [} Edit Links Vo Advanced Columns  Fill  Duplicates Validation ~

Get Bxternal Data Connections Sort & Filter Data Tools

Sign in

El Sort Filter

Scenarios:
CHANGE VALUE

Changing cells: | SES5:5)55
Comment: Created by EXPERT ACADEMY on 15-11-2016
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HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW ADD-INS Sign in
Get Bxternal Data Connections Sort & Filter Data Tools Outline ~
Al3 - f =IF(L5<=60,"C",IF(L5<=70,"B","A"})
A B C D E F G H | J K L M N 0 | P =
2
;—1 MARK SHEET.
4 S.NO. INAME.|ROLL NO. |CLASS.HINDL | ENGLISH.|MATH. |SCIENCE. |SST. |SKT. | TOTAL. PERCENTAGE. [MINIMUM |MAXIMUM |RESULT |GRADE
5 1|AMAN 9168201 |10TH 45 98 75 87 g1 45 431 71.83 45 Scenario Summary 7
6 2|AJAY 9168202 |10TH 79 54 76 54| 65 68 396 66.00 54 o —
7 3|ANIL 9168203 |10TH 82 66 56 43| 47] s4 348 58.00 Bl @ scenmrio sunmary
8 4|SURAT 9168204 |11th 82 66 56 43| 47 54 348 58.00 43 () Scenario PivotTable report
9 5|AMAN 9168205|12th 32 66 56 43 47 54 348 58.00 43| || Result cells:
10 6|RATU 9168206|13th 82 50 60 55 60 54 361 60.17 50 =$a513 5.3
1 7|lRaMU | 9168207[14th 82 66 56 43| 47] 54 348 58.00 43 Caneel
12 8|RATU 9168208 |15th 82 70 70 65 87 54 428 71.33 54
j=——
13 ] i
[Rpp—— |

H ©- s Excel Demo Vinod Sir. - Excel 7T 5 - X
HOME  INSERT  PAGELAYOUT  FORMULAS REVIEW  VIEW  ADD-INS Sign in

= = +=
Ij&ﬂ I:i}\< I:?] DE’- D ||= Connections ) Y EE E‘ Eaa & E-)EI ’:‘? I?E % _;
From Frem From From Other Existing Refresh zl Sort Filter Y Textto Flash Remove Data Consolidate] What-IF Group Ungroup Subtotal —
MAccess Web  Text Sources~  Connections  All~ I Advanced  Columns  Fill  Duplicates Validation = Analysis - -
Get External Data Connections Sort & Filter Data Tools Scenarioc Manager... Outline F] -~
Al - £ Goal Seek... -
Data Table...
[=] =
A B c D E F G H I ) K L M N 0 P a R
L I
2 Scenario Summary
3 Current Values: CHANGE VALUE
E 5 Changing Cells:
6 $ESS a5 80
7 $FS5 98 75
8 $GS5 75 65
E $HSS 87 82
10 8155 81 91
n $185 45 45
E 12 Result Cells:
13 SA513
14 Notes: Current Values column represents values of changing cells at
15 time Scenario Summary Report was created. Changing cells for each
16 scenario are highlighted in gray.
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35 -
3 ITEM SHEET HOSPITAL SHEET Scenario Summary Scenario PivotTable MARK SHEET ... () 1 3
READY i M e+ 10

Goal Seek. Find the right input for the value you want. Whenever you create a formula or
function in excel, you put various parts together to calculate a result. Goal seek works in the
opposite way: it lets you start with the desired result, and it calculates the input value that will
give you that result. We'll use a few examples to show how to use goal seek.
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- :
HOME  INSERT  PAGELAYOUT  FORMULAS REVIEW ~ VIEW  ADD-INS Sign in
Get External Data Connections Sort & Filter Data Tools Qutline
LS - f =K5*100/600
A B C D E F G H J K L M N 0 p
2
-—  MARK SHEET.
4 S.NO. [NAME.|ROLL NO. |CLASS. HINDL | ENGLISH.|MATH. |SCIENCE. |SST. |SKT. [TOTAL. |PERCENTAGE. [MINIMUM |MAXIMUM |RESULT |GRADE
5 1|AMAN | 9168201 |10TH 0 75 65 82| 91| 45 438 73.0 15 91|PASS  |A
6 2|AJAY 9168202 |10TH 79 54 76 54 65| 68 396 66.00 54 . "I"S";' ,“
7 3[ANIL 9168203| 10TH 82 86| 36 13 47| 54 348 58.00 43 0al>ee
8 4|SURAT| 9168204|11th 82 66 56 43| 47| 54 348 58.00 43 Set cel s =
9 5|AMAN | 9168205|12th 82 66 56 43| 47| 54 348 58.00 43 || Toalue: 90
10 6|RATU 9168206|13th 82 50 60 55| 60| 54 361 60.17 50| || Bychanging cell: [gs =
11 7|RAMU | 9168207|14th 82 66 56 43| 47| 54 348 58.00 43 o ]| oo
12 8|RATU 9168208 |15th 82 70 70 65| 87| 54 428 71.33 54
- .
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
Get External Data Connections Sort & Filter Data Toaols Qutline
15 - fe || =X5*100/600
A B C D E F G H J K L M N 0 p
2
;.—  MARK SHEET.
4 SNO. |NAME.[ROLL NO. |CLASS.|HINDL |ENGLISH. | MATH. |SCIENCE. |SST. |SKT. [TOTAL. |PERCENTAGE. [MINIMUM |MAXIMUM |RESULT |GRADE
5 1|AMAN | 9168201|10TH 182 75 65 82| 91| 45 540 90.00 45 182|PASS  |A
6 2|ATAY 9168202 |10TH 79 54 76 54| 65 68 396 66.00 Goal Seek Statue 2
7 3|ANIL 9168203 [10TH 82 66 56 43| 47| 54 348 58.00 —
8 4|sURAT| 9168204|11th 82 66 56 3] 47| s4 348 58.00 e Sesno v GRS
9 5|AMAN | 9168205|12th 82 66 56 43| 47| 54 348 58.00 Tagetualue %0
10 6|RATU 9168206|13th 82 50 60 55 60| 54 361 60.17 Currentvalue: 90.00
11 7|RAMU |  9168207|14th 82 66 56 43| 47| 54 348 58.00 -
12 8|RATU 9168208 |15th 82 70 70 65| 87| 54 428 71.33
Data Table. See the results of multiple inputs at the same time.
?
A B C Data Table G A B C £ F G
1 M M Row input cell: $BS2 R 1 - -
2 |PRICE 300 Column input cell: | $853] K
sav. Y e o
S S —— = -n_ Cancel 3 .
4 |AMOUNT 1500, 4 AMOUNT 1500,
° ar 5 ary
6 |AMOUNT 1500 1 2 3 4 5 6 | AMOUNT 1500 1 3 3 4 5
7 50 7 50 50 100 150 200 250
8 100 8 100 100 200 300 400 500
w
9 9 150 9 3] 150 150 300 450 600 750
10 o 200 10 g 200 200 400 600 800 1000
1 250 11 250 250 500 750 1000 1250
12 300 12 300 300 600 900 1200 1500

Relationships. Create or edit relationship between two tables of data, based on matching data

in each table. Then you can create Power View sheets and build PivotTables and other reports
with fields from each table, even when the tables are from different sources outline.
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Group (Shift+Alt+Right). Group rows or columns or automatically create an outline.
Worksheets with a lot of content can sometimes feel overwhelming and even become difficult
to read. Fortunately, Excel can organize data ingroups, allowing you to
easily show and hide different sections of your worksheet. You can also summarize different
groups using the subtotal command and create an outline for your worksheet.

B H S &= TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
[=] Connections 8] H Y Clear ¥ E g — E o 2E| €0E =
=+ = HE 5 -
l ||='v Praperties Reappl EE o D? -= L= =
From From From From Other Existing Refresh zl Sort Filter Textto Flash  Remove Data  Consolidate What-If Relationships | Group|Ungroup Subtotal
Access Web Text Sources Connections | All~- Edit Links Vo Advance d  Columns  Fill Duplicates Validation ~ Analysis - - -
Get External Data Connections Sort & Filter Data Tools Qutline ~
A3 - §:3 Date.
| - | -
A B H

?

30 20000

1
2
3 EMP NAME. EMP CODE. DEP ARTMENT. B ASIC SALARY Sy
4

Group
0bwl7 ANL  EXODS  SUPERVISOR 13000 » 11500

orm17 ARN XM PURCHASE 10 40 | 12850
osimi7AMT _ Exos  sams  ase  ss 14597

O Rows

(®){Columns;

30 20000

Ungroup (Shift+Alt+Left). Ungroup a range of cells that were previously grouped.

Subtotal. Quickly calculate rows of related data by inserting subtotals and totals.
The subtotal command allows you to automatically create groups and use common functions
like sum, count, and average to help summarize your data. For example, the subtotal command
could help to calculate the cost of office supplies by type from a large inventory order. It will
create a hierarchy of groups, known as an outline, to help organize your worksheet.

Show Detail. Expand a collapsed group of cells.

Hide Detail. Collapse a group of cells.
Chapter-8. Review (Alt+R).

H ©- ¥ Excel Demo Vinod Sir. - Excel TABLE TOOLS ? EH - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
| D IJ Show/Hide g Protect and Share Workbool
373 ":D Show All Comments DAHUW Users to Edit Ranges
Sp elling R h Thesaurus  Translate MNew  Delete Previous Next Protect Protect -
Comment 25 Show Ink Sheet Workbook Workbook Track Changes
Proofing Language Commen ts Changes ~

Spelling & Grammar (F7). Not on our watch. Let us check spelling and grammar. Before
sharing a workbook, you'll want to make sure it doesn't include any spelling errors or
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information you want to keep private. Fortunately, excel includes several tools to
help finalize and protect your workbook, including spell check and the document inspector.

Research (Alt+Click). Want to explore something further. Use resources such as dictionaries
encyclopedias and translation services to get the info you need. You can also try some online
services for more in - depth research.

Thesaurus. At a loss for words? Let us suggest another way to say what you means.

H - : PRODUCT [Shared] - Excel ? @ - x
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA | REVIEW | VIEW  POWERPIVOT Sign in

AVBC C)\ |j: | I:‘éw \J Show/Hide Comment g &3 Protect Shared Workbook
a
) 2 ) I Show All Camments Allow Users to Edit Ranges
Spelling Research |Thesaurug Translate New  Delete Previous MNext g Protect Protect Share §
Comment + Show Ink Sheet Workbook Workbook [5 Track Changes -
Proofing Language Comments Changes ~
ca .| Thesaurus -
At a loss for words? Let us suggest
A another way to say what you mean. D E F G H ] -
Thesaurus v
: ABC.PVT.LTD |
cPU ;}]
3
4 PURCHASE PRODUCTS 4 microchip (n.)
3 DATE PARTY A/C NAME PRODUCT NAME QUANTITY RATE TOTALAMOUNT microchip
& 01-06-2017 RAHUL MOUSE 10 500 5000 microprocessor
7 01-06-2017 RAHUL KEYBOARD 10 500 5000 computer chip (Dictionary
& | 01-06-2017 RAHUL [cpu ] 10 15000 150000 memory chip (Dictionary For
9 01-06-2017 RAHUL PRINTER 10 7000 70000 central processing unit (Dicti
micra chip (Dictionary Form’
10 01-06-2017 RAHUL MONITOR 10 6000 60000 . .
micra processor (Dictionary
11 TOTAL 290000

Translate. Translate the selected text into a different language.

Comments.

New Comment (Shift+F2). Add a note about this part of the document.

H - s Excel Demao Vinod Sir. - Excel ? B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in

ABC = b, €« > Show/Hide Comment l;‘ E\ D Protect and Share Workbook
3y
V_ C)\ [:l Qaé \J Q g I Show All Camments '—,_;lAllow Users to Edit Ranges
Spelling Research Thesaurus  Translate New  |Delete Previous Next g Protect Protect Share
Comment - Show Ink Sheet Warkbook Workbook Track Changes
Proofing Language Comments Changes ~
ES - fe 200705443 v
A B C o E F G H 1 K L ] N O P -
Pl SRR R |
| N R
R 7 o |
N .
BIPRADEEP KUMAR: Y [ PR
s B AM [l Add note about this part HINDI  |ENGUSH |MATH  |SciEncE |ssT SKT [inivum [ maximum|[ResuLT |
il ilavan | 05441 a5 E 8 a5 3 83l as|  osleass |}
8 2 8 105442 9 54 5 E 33 oo  saf  7sfcom |
3 3[4 82 E 3 : E 34 ssoo| 43| sefraL ||

Delete. Delete the selected comment.
Previous. Jump to the previous comment.

Next. Jump to the next comment.
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Show\Hide Comments. Show or hide the on the active cell.

Show All Comments. Display all comments in the sheet.

H ©- s Excel Demo Vinod Sir. - Excel ? B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in

3{ iq E:l E‘}.a% E/J B S elj 4 Show/Hide Comment D E D Protect and Share Workbook

I3 Show All Comments ER Allow Users to Edit Ranges
Spelling Research Thesaurus = Translate Edit Delete Previous Mext Protect Protect Share

Comment 5 Show Ink Sheet Workbook Workbook Track Changes

Proofing Language Comments Changes Y

86 . £ NAME Show All Comments "

Display all comments in the sheet.
E F G Ll T
PRADEEP KUMAR: |

(7 5 NO R PRADEEP KUH.ﬁ.h: HINDI ENGLISH |MATH ESClENCE 58T
7 allila E PRADEEP KUMAR: 441 I 8

10 sheet,
Show Ink. Show or hide ink on the sheet.

Changes.

Protect Sheet. To prevent other users from accidentally or deliberately changing, moving, or
deleting data in a worksheet, you can lock the cells on your Excel worksheet and then protect
the sheet with a password. Say you own the team status report worksheet, where you want
team members to add data in specific cells only and not be able to modify anything else. With
worksheet protection, you can make only certain parts of the sheet editable and users will not
be able to modify data in any other region in the sheet.

H o-
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
ABC 7 = =k IJ Show/Hide Comment Protect and Share Workbook
\/ IQ Gy
IS Show All Comments ’:‘,’AIIDW Users ta Edit Ranges
Spelling Research Thesaurus  Translate Mew  Delete Previous Next g Protect| Protect Share -
Comment 5 Show Ink Sheet [Workbook Workbook [+ Track Changes
Proofing Language Comments Changes ~
Al M & SALARY SHEET MONTH OF AUGUST 2016.
A B G H =

Protect Sheet ?

Protect worksheet and contents of locked cells

C D E F
SALARY SHEET MONTH OF AUGUST
3 EMP.NAME. EMP.CODE. DEPARTMENT. |BASIC SALARY |PERDAY SALARY. WORK

Password to unprotect sheet:

Allow all users of this worksheet to:

"
Select unlocked cells
D Format cells

Format columns

D Delete rows hd

Cancel

Protect Workbook. To prevent other users from viewing hidden worksheets, adding, moving,
deleting, or hiding worksheets, and renaming worksheets, you can protect the structure of your
Excel workbook with a password.
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H - & = Excel Demo Vinod Sir. - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA | REVIEW | WIEW  ADD-INS Sign in
ABC == = < €« = 2 Show/Hide Comment 3 Protect and Share Workbook
V@ E B 6 ol e

I Show All Comments EZ Allow Users to Edit Ranges

Spelling Research Thesaurus | Translate | New  Delete Previous Next Protect | Protect | Share -
Comment -5 Show Ink Sheet Varkbaok [+ Track Changes
Proofing Language Comments Changes -
A1 - £ || SALARY SHEET MONTH OF AUGUST 2016.
A B H =

SALARY SHEET MONTH OF AUGUST 2016

Protect workbook for
Structure
Windows

Password {optional):

Cancel

Share Workbook. Share your workbook so others can work in it at the same time. Workbooks
containing tables can’t be shared.

Protect & Share Workbook. Share workbook and protect change tracking with a password.

Allow User To Edit Range. Set up password protection on ranges  and choose people
who can edit those range. Once set up click protect sheet to activate the password protected
ranges.

H ©- & = Excel Demo Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin

ABC EO\ EE an IJ >|<_T_| el_? 9\_? £4 Show/Hide Comment @:ﬁ @:ﬂ @’ “F Protect and Share Workbook
v B 5 Show All Comments EZ Allow Users to Edit Ranges
Spelling Research Thesaurus  Translate Mew  Delete Previous Next Protect Protect  Share

Comment 5 Show Ink Sheet Workbook Workbook |+ Track Changes
Proofing Language Comments Changes ~
£S5 | £ || 20000
A B H -

SALARY SHEET MONTH OF AUGUST 2016

Ranges unlocked by a password when sheet is protected:

Title Refers to cells I HMew... I

Modify...

%
_E
:
:
:
:
E
_3
:
:
:
:
E
:

w

Delete

Specify who may edit the range without a password:

Permissions...

] Paste permissions information into a new workbook

o N o

\ Protect Sheet... | o] | Cancel Apply

H - &- = Excel Dema Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW  ADD-INS DESIGM Signin
f:B/C EQ EE = (- >I<_—,_| GI_TJ _)\_T-‘ 4 Show/Hide Comment :\ Q & Pratect and Share Workbook
2] 5 Show All Comments - EZ Allow Users to Edit Ranges
Spelling Research Thesaurus | Translate MNew  Delete Previous Next - Protect Protect  Share
Commen t +0 Show Ink Sheet Workbook Workbook [ Track Changes
Proofing Language Commen its Changes ~

A3

AW N2

Title:
| AL SHEET PROTECTED.

Refers to cells:
|azms
Range password:

[ Permissions..

© ~N o |«
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Track Change. By using change tracking, you can track, maintain, and display information
about the changes that are made to a shared workbook. Let's say someone asked you to
proofread or collaborate on a workbook. If you had a printed copy, you might use a red pen to
edit cell data, mark spelling errors, or add comments in the margins. Excel allows you to do
all of these things electronically using the track changes and comments features.

H ©- :
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA | REVIEW | VIEW  ADD-INS Sign in

= B & Protect and Share Workbook
Res Qh Th['j T Qlaat lNJ I Show All Comments P;‘t Ft ,Shz 7 Allow Users to Edit Ranges
. 7 7 7 Comment -5 Show Ink Sheet Workbook \“."orkbuok
Proofing Language Comments Changes -~
A3 - f DATE.
A B (£ D E F G =
1 o~ -~ 1 Y
) SALARY SHEEY MONTH OF DECEMBER-2016.
3 [DATE. |EMP. NAME. DEPARTMENT. BASIC SALARY. PERDAY SALARY Highlight Changes ?
4 10_10_2016 RAM MANAGER 25000 833 ?Ira(k changes while editing. This also shares your workbook.
Highlight which changes
5 [11-10-2016 |SEETA SUPERVISOR | 18000 600 o ’
[v] When: |anl v
6 12-10-2016 GEETA DWhg: Everyone
7 |13-10-2016 |SURAJ e =
8 |14-10-2016 |[SAMEER ! ! Only changes which have been saved can be listed on the history sheet, A GRS G TR
] List changes on a new sheet
9 |15-10-2016 |AMAN
_OK Cancel
10 |16-10-2016 [MOHAN ——
H
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA | REVIEW  VIEW  ADD-INS Sign in
= B U3 Protect Shared Workbook
- - I:'J ~ E}’ lJ I Show All Comments ’z
Research Thesaurus  Translate CUanEr:ent e vj:;r:ok B> Track Changes -
Proofing Language Comments Changes ~
B4 - £ || kasAL
A B C D E F G =
1 = ~ B 3,
5 SALARY SHEET MONTH OF DECEMBER-2016
3 DATE. EMP. NAME. DEPARTMENT. BASIC SALARY. PERDAY SALARY | WORKING DAY |ACTUAL SALARY.
4 [10-10-2016 [KATAL MANAGER 25000 833 30 25000
5 |11-10-2016 |SAMEER SUPERVISOR 18000 600 Bl @ieres i A e R 2
6 [12-10-2016 |SANGEETA MARKETER 15000 500 3| Which changes
7 113-10-2016 [SUMAN HR 16000 533 3| when |Notyetreviewed &
8 14-10-2016 |[RAJ SALES 14000 467 3 S::i; Evevene =
9 15-10-2016 [AMAN PURCHASE 13000 433 3 7
Cancel
10 [16-10-2016 MOHAN WORKER 12000 400 3
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Sign in
a B B
Research Thesaurus  Translate
Proofing Language Comments Changes ~
B7 - £ || sumamn
A B C D = F G =
1 o o~ -1 =% B
5 SALARY SHEEY MONTH OF DECEMBER-2016.
3 DATE. EMP. NAME. DEPARTMENT. BASIC SALARY. PERDAY SALARY.|WORKING DAY ACTUAL SALARY.
4 110-10-2016 |[KATAL MANAGER 25000 833 L= AR Reje::: Chamges 2
5 [11-10-2016 |SAMEER SUPERVISOR 18000 600 e ——
6 12-10-2016 [SANGEETA MARKETER 15000 500 EXEERICRCERERTIIE S e s &
7 13—10—2016 SU]\/IAN I_]R 16000 533 Changed cell BT from 'SURAJ to "SUMAN'.
8 14-10-2016 [RAT SALES 14000 4167
9 15-10-2016 [AMAN PURCHASE 13000 433 v
10 |16-10-2016 [MOHAN WORKER 12000 400 e — —— —
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Workbook Views

Show

Zoom

Window

Macros

H s
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
= = & Protect Shared Workbook
P.esefr):h ThEaaus Trgf’te g ":D show All Comments ’E
Comment 5 Show Ink Waorkbook [ Track Changes -
Proofing Language Comments Changes ~
B4 A fe KAJAL
A B C D E F G =
1 %
,— SALARY SHEET MONTH OF DECEMBER-2016
3 |DATE. EMP. NAME. DEPARTMENT. BASIC SALARY. PERDAY SALARY. Highlight Changes U
4 |10-10-2016 [KAJAL MANAGER 25000 833 G e s = GRIT T8 23 s Bl
5 11-10-2016 [SAMEER SUPERVISOR  |18000 600 o .
6 |12-10-2016 |[SANGEETA |MARKETER 15000 500 Cwhs  [Evemome v
7 |13-10-2016 |SUMAN HR 16000 533 [ Where: .
8 |14-10-2016 |RAJ SALES 14000 467 ¥ Highlight changes on screen
9 15-10-2016 | AMAN PURCHASE 13000 133 [Viist changes on a new sheet!
10 16-10-2016 [MOHAN WORKER 12000 400 o ][ conce
11
12
13
| E © - A V+H LOOKUP [Shared] - Excel ? BH - [=
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
&D |:;v Calibri - (ml e oy
Pavste ” - In:-vert For:nat ¢ Clear~ ?ﬁgr&f SF;rI’\;'Jct&v.
Clipboard Font Alignment Number Styles Cells Editing ~
n - b2 old -
A B C D E F G H 1 ] K -
Action New old Action Losing
1 [Number [;Date -Time [-]Who ~1Change ~/Sheet ~|Range [~ Malue ~|Value ~[Type ~]Action
2 115-11-2016  17:06 EXPERT ACADEMY Cell Change Sheetl B4 IKAJAL RAM
3 2 15-11-2016 17:06 EXPERT ACADEMY Cell Change Sheetl BS SAMEER SEETA
4 3 15-11-2016 17:06 EXPERT ACADEMY Cell Change Sheetl B6 SANGEETA GEETA
5 415-11-2016  17:07 EXPERT ACADEMY Cell Change Sheetl B7 SUMAN SURAJ
6 515-11-2016  17:07 EXPERT ACADEMY Cell Change Sheetl B8 RAJ SAMEER
7 6 15-11-2016  17:07 EXPERT ACADEMY Cell Change Sheetl F5 30 25
8 7 15-11-2016 17:07 EXPERT ACADEMY Cell Change Sheetl F6 30 22
9 8 15-11-2016 17:07 EXPERT ACADEMY Cell Change Sheetl F7 30 28
10 9 15-11-2016  17:07 EXPERT ACADEMY Cell Change Sheetl F8 30 27
11 10 15-11-2016  17:07 EXPERT ACADEMY Cell Change Sheetl F9 30 29
12
13 |The history ends with the changes saved on 15-11-2016 at 17:07.
Chapter-9. View (Alt+W).
H s Excel Demo Vinod Sir. - Excel ? @ - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW ADD-INS Signin
0 = B comun Q[ [ 2 B EIE™ ===
Normal Page Break Page 7 Gridlines [/ Headings ~ Zoom 100% Zoomto  New Amnge Freeze Switch  Macros
Preview Layout Selection  Window Al Panes - Windows -

Workbook Views.

Normal. See your document in normal view.

Page Brake Preview. See where the page bricks will appear when your document is printed.
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M PRODUCT [Shared] - Excel T EH - x
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
= . ;
D £E3 New Wind =1 Split ik D
D Page Layout Ruler +| Formula Bar Q [E) Q = New Window =) Pl EE
EEI E Arrange All jHide )
Ig Customn Views  |¥| Gridlines |¥| Headings Zoom 100% Zoomto o Switch Macros
Saelection El Freeze Panes = Unhide Windows = -
‘Workbook Viet Show Zoom Window Macros ~
Page Break Preview
110 9 v
See where the page breaks will
appear when your document is 0 E F G H ] K L -
1 printed. The, e -
. saurus
2 Ao PVT.LTD
3 CPU yel
4 PURCHASE PRODUCTS
s |pate PARTY A/C NAME PRODUCT NAME QUANTITY RATE TOTAL AMOUNT 4 microchip (n.)
6 | 01-06-2017 RAHUL MOUSE 10 500 5000 micrachip
7 | 01-06-2017 RAHUL KEYBOARD 10 500 5000 MICroprocessor
2 | 01-06-2017 RAHUL cPU 10 15000 150000 computer chip (Dictionary F
5 | D1-06-2017 RAHUL PRINTER 10 7000 70000 memary chip (Dictionary For
10 01-06-2017 RAHUL CMONITOR . 10 6000 60000 | I | | P central processing unit (Dicti
11 F*ATTEF2 | o 290000 I ™ I BN = o .
— micra chip (Dictionary Form
2 - = | "L ‘, b . -
— micra processor (Dictionary
13 SALES PRODUCTS
14 |DATE PARTY AfC NAME PRODUCT NAME QUANTITY RATE TOTAL AMOUNT
15 | 01-06-2017 RAHUL MOUSE 10 600 B000|
16 | 01-06-2017 RAHUL KEYBOARD 10 &00 G000|
17 | 01-06-2017 RAHUL CPU 10 16000 160000|
12 | 01-06-2017 RAHUL PRINTER 10 BOOO BOOOOD|
1% | 01-06-2017 RAHUL MONITOR 10 F000 F0000|
20 TOTAL 322000/
21 PROFIT 320001

Page Layout. See how your printed document will look. This is a good way to check out
where pages begin and end and to see any headers / footers on the page.

- H ©- s Excel Demo Vinod Sir. - Excel ? EH - 2 X
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW POWERPIVOT SHGiv
T : 23 New Window  [=] Split | Cr

= B drier Mromiesr Q [3 [ T =
! [] Page Layo uler ormula Bar = _Q =

= Arrange All ™ Hide =

Normal Page Break ki Vi Geidlines V] Headings Zoom 100% Zoomto - B - Switch Macros
Preview Selection Eeeze LEnG e Windows ~ v
Workbook Views SHOW Zoom Window Macros ~
o F || 65 v
-
] 3 Fl B 6 7 9
B C D E F G H | ] K L M

M NavE  [RoiLno. |class

7 --E_
E i ____

ERM AN | oesposfiorH | ooo70s443] 82l e8] 6|
- TN TS R T
(ESM NAvE  [ROLLNO. [class  |iD HINDI __ |ENGLISH |MATH
12 _-E_
— 13 | 200705a42] 79| sa] 7]
1 __55-

SCIENCE  |SST
___
S

54

43 47 54

Custom View. Save your current display and print settings a custom view that you can quickly
apply in the future.
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BEH S :
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
I:I . D Page Layout Ruler +| Formula Bar C)\ [E) q £ New Window split 0 EE J:r
] E Arrange All EHide
Mormal Page Break Ig Customn Views [+ Gridlines [+] Headings Zoom 100% Zoomto ) Switch Macros
Preview Selection E¥] Freeze Panes - Unhide Windows ~ -
Workbook Views Show Zoom Window Macros Il
B1 - fe || ABC.PVT.LTD
A B C D E F G H ] |~
1 Custom Views ? -
2 ABC.PVT.LTD
; Views:
Show
4 PURCHASE PRODUCTS
5 DATE PARTY A/C NAME PRODUCT NAME QUAMTITY RATE TOTAL AMOUNT Close
& 01-06-2017 RAHUL MOUSE 10 500 5000 A
7 01-06-2017 RAHUL KEYBOARD 10 500 5000 =
g 01-06-2017 RAHUL CPU 10 15000 150000 Delete
S 01-06-2017 RAHUL PRINTER 10 7000 70000
micro chip (Uictionary Farm.
0 01-06-2017 RAHUL MONITOR 10 6000 60000 . -
micro processor (Dictionary
1 TOTAL 290000
Show.

Ruler. Show ruler next to your document. You can see and set tab stops moves table borders
and line up objects in the document. Also you can measure stuff.

Gridlines. Show the lines between rows and columns in the sheets to make the sheet easier to
read.

Formula Bar. Show the formula bar so you can see formulas in cells.

Heading. Show columns headings and row numbers. Column headings are the letters or
numbers that appear above the columns on a sheet.

Navigation Pane. This option is used to show heading, page, and search document.

Zoom.

Zoom. Zoom to the level that right for you. For zooming use the control in the status bar.

BHS &=
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in
l:l . D fuler 71 Formula Bar Q 5 r’ﬂ E E 9 split View Side by Side EE] .,
—EII TiHide Synchronous Scrolling . -
Normal Page Break Page Custom  [] gridiines [+ Headings Zoom J00% Zoomto New Arrange Freeze ‘ Switch Macros
Preview Layout View Selection Window Al Panes~ | Unhide Reset Window Position | Windows -
‘Workbook Views Show Zoom Window Macros ~
Al - f SALARY SHEET MONTH OF AUGUST 2016.
A B H =

: 3ALﬂi”e¥ QHEET M@MTH OF ﬂ!ﬁﬁ!b"i' Zmﬁ
3 BASI( SALARY | PERDAY SALARY. |WORKING DA [
« T &

Magnification

100%. Zoom your document to 100%.
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Zoom To Selection. Zoom the sheet so the selected range of cells fills the entire window. This
can be help you focus on a specific area of the sheet.

Window.

New Window. Open a second window for your document so you can work in different places
at the same time.

Arrange All. Stack your open windows so you can see all of them at once.

0o o -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in

I:l & Page Layout Ruler +/| Formula Bar Q [E) q £ New Window split m ED'_J LT
EE! = Arrange All T iHide )

Mormal Page Break 1@ Customn Views  [v/] Gridlines [] Headings Zoom 100% Zoomto . Switch Macros

Preview Selection E=] Freeze Panes - Unhide Windows ~ -

Workbook Views Show Zoom Window Macros A~
Bl - £ || ABC.PVT.LTD

A B C D E F G H | ]|~

. - X
1 Arrange Windows 7 Thesaurus
2 ABC.PVT.LTD
Arrange (€] | ABCPVT.LTD 0
3 P
®) Tiled!

4 PURCHASE PRODUCTS ) Horizantal We couldn't find any similar we
5 DATE PARTY A/C NAME PRODUCT NAME QUANTITY RATE TOTALAMOUNT D‘Je_rtical
& 01-06-2017 RAHUL MOUSE 10 500 5000 () Cascade
7 01-06-2017 RAHUL KEYBOARD 10 500 5000 [ ] Windows of acte workbook
2 01-06-2017 RAHUL CPU 10 15000 150000
S 01-06-2017 RAHUL PRINTER 10 7000 70000 Cancel
0 01-06-2017 RAHUL MONITOR 10 6000 60000
1 TOTAL 290000
12

Freeze Panes. Freeze a portion of the sheet to keep it visible while your scroll through the rest
of the sheet. This is useful for checking out data in other parts of your worksheet losing your
headers or labels.

H ©- s PRODUCT [Shared] - Excel ? B - X
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW | VIEW | POWERPIVOT Signiin
i D 2 New Window Split 15 5 R | D
: r > B P
I:I & Page Layout Ruler +| Formula Bar C)\ [:;II Q _ |:‘|:| 1

E Arrange Al } Hide )
Narmal Page Break I@ Custorn Views [+ Gridlines [v] Headings Zoom 100% Zoom to ) Switch Macros
Preview Selection Unhide Windows = -
Workbook Views Show Zoom Unfreeze Panes Aacros s
gl Unlock all rows and columns te scroll
Al - I through the entire worksheet. »

Freeze Top Row
Keep the top row visible while scrolling

1 through the rest of the worksheet, Thesaul"us v X

2 Freeze First Column -

3 Keep .theﬁrst column visible while (€ | ABCPVLLTD P
scrolling through the rest of the worksheet.

4 l We couldn't find any similar wq

5

6

7

8

9

10

n

13 01-06-2017 RAHUL PRINTER 10 8000 80000

% 01-06-2017 RAHUL MONITOR 10 7000 70000

Freeze Top Row. Keep top row it visible while scrolling through the rest of the worksheet.
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Freeze First Column. Keep the first column visible while scrolling through the rest of the
worksheet.

Split. Divide the window into different panes that each scroll separately.

H % &-- Excel Demo Vinad Sir.xlsx - Excel ?7 B - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in

& B cemiee Q [3 [ TR H B B B
Mormal Page Break Page 7| Gridlines 7] Headings Zoom 100% Zoomto  Mew Amange Freezd ~ Switch ~ Macros

Preview Layout Selection Window Al Paneg Windows ~

Workbook Views Show Zoom Window Macros
Al - I SALARY SHEET MONTH OF AUGUST 2016.

A B C D E F G H

’ SALARY SHEEY MONTH OF AUGUST 2016
3
4 01-Jan-17 AMAN EX001 SALES 0000 667 30 20000
5 02-Jan-17  AJAY EX002 PURCHASE 20000 667 30 20000
6 03-Jan-17 ANIL EX003 SUPERVISOR. 15000 500 23 11500
: 3 SHEE OF AUGUST 2016
: SALARY SHEE 1] US |
3
4 0l-Jan-17 AMAN EX001 SALES 20000 667 30 20000
5 02-Jan-17  AJAY EX002 PURCHASE 20000 667 30 20000

Hide. Hide the current window. To bring the window back click the unhide button.
Unhide. Unhide any window hidden by the hide window feature.

View Side By Side. Instead of switching back and forth between workbooks view them side
by side. It makes comparing them easier.

H ©- = H ©- Excel Demo Vinod Sir.xse1 - Excel 7 B - B0 %
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW DESIGN i HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW DESIGN
B 5% 5 cENewWindow [ |[0| T =5 o 5 B NewWindow B [T 5E
l:l q E’;ﬂ I:‘Q B Arangean T |[E] = D l:l = ) q ["‘-:ﬂ DQ H arangean T[] = D
Normal Page Break Show  Zoom 100% Zoomto Switch  Macros Normal Page Break Show  Zoom 100% Zoomto Switch  Macros
Preview - Selection | 21 Freeze Panes - EE yhgdow - Preview N Selection ] Freeze Panes ~ Windows~  ~
Workbook Views Zoom | Wind dow Macr »~ ‘Waorkbook Views Zoom Window Macros ~
A Je | =(Fa*G4) vl ea - b2 20000
A B C D = A B C D
7 SALARY SHEET MUIIp SALARY §
. SALARY 3 ] |, SALARY 3
3 3
4 01-Jan-17 AMAN EX001 SALES 20000 4 |01-Jan-17 AMAN EX001 SALES 20000
5 02-Jan-17  AJAY EX002 PURCHASE 20000 5 02-Jan-17 AJAY EX002 PURCHASE 20000
6 03-Jan-17  ANIL EX003 SUPERVISOR. 15000 6 03-Jan-17  ANIL EX003 SUPERVISOR. 15000
7 04-Jan-17 ARUN EX004 PURCHASE 13800 7 04-Jan-17 ARUN EX004 PURCHASE 13800
& 05-Jan-17  AMIT EX005 SALES 15100 & 05-Jan-17  AMIT EX005 SALES 15100

Synchronous Scrolling. Scrolling two document at same time. This is great way to compare
documents line by line or scan for differences. To use this feature turn on view side by side.

Reset Window Position. Place the documents you’re comparing side by side so they share
the screen equally. To use this feature turn on view side by side.
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H B PRODUCT:3 [Shared] - Excel ? H - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in

I:I . | Page Layout Ruler /| Formula Bar Q [E)II Dq EENewWindow Split KK ED'_J Er

H Arrange sl i Hide L

Mormal Page Break - Al - Zoom 100% Zoomto Switch Macros
Previen Ig Custom Views || Gridlines |¥| Headings Selection B Freeze Panes - Unhide Windows ~ .
Workbook Views Show Zoom Window Macros s
3 - £ Reset Window Position -
Place the documents you're
A B c D E E G H comparing side by side so they M [=

share the screen equally.

1

2 ABC.PVT.LTD To use this feature, turn on View
Side by Side,
3 — ,

PURCHASE PRODUCTS
5 DATE PARTY A/C NAME PRODUCT NAME QUANTITY RATE TOTAL AMOUNT -
Sheet1 ) [ 3

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
[ Page Layout Ruler +| Formula Bar C)\ [E) q EE New Window ] Split G| ED'_J I
N e Break . woms 5 = Arrange All ™ Hide [DI Sitch M
lormal Page Break {5 cstom vi V| Gridli ] Headi oom % Zoomto - witc acros
Preview _] Hstom Hiews relines Faaings Selection E=] Freeze Panes - Unhide Windows - -
Workbook Views Show Zoom Window Macros A
- J‘_;, w
A B C D E F G H J |-
1 Thesaurus v
2 ABC.PVT.LT
(€) | ABCPVT.LTD yel
3
4 PURCHASE PRODUCTS We couldn't find any similar wg
5 DATE PARTY A/C NAME PRODUCT NAME QUAMNTITY RATE TOTALAMOUNT hd
Sheetl ) [ v i

um e o9

Switch Windows. Quickly switch to another open excel window.

H s Excel Demo Vinod Sir. - Excel 7?7 H - 8 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in

T B 2 New Window [ Split
P Li t Ruler V| Fi laB q > =
I:] - D age.layou armilia:bar 100 ~Q

H Arrange Al T Hide

Normal Page Break IQ] Zoom 100% Zoomto

Custom Views || Gridlines V| Headings e
Preview 9 Selection B Freeze Panes ~ Unhide
Workbook Views Show Zoom Window v 1Excel Demo Vined Sir. ~
o =
L1 - fe 2 PRODUCT1 v

-—--z-a-aa :
|o16s203[10mH _ [200705443|  s2] 6| se| 43| a7  sa|  sas[  smoo| as]
. = ] N ")

View Macro. (Alt+F8). See a list of macros you can with.
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BH® &= o Vinod Sir. - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Signin [Fo
= EE ] . s s e = ' Wi Feel Spli b [m—
‘ E=td  [E) Page Layout /| Ruler Formula Bar "\)\‘ i ;ﬂ(‘j\* 2 NewWindaw it J_l DE |
N | P ﬂéﬂ k Z 175? Z . .t EArrangeAII £ bide = Switch M
ormal Page Break {5 cystom Views Gridlines Headings oom 100% Zoomto — — . witc! acros
Preview ° - J Selection = Freeze Panes - [JUnhide | B Windows ~
Workbook Views Show Zoom Window Macros ~
2 X
A10 v | fe Macro -
M; 3
A B c D E F G H I ) Kfff 2o name =
SAS10:5L510| =5 Run
\
Step Into
Edit
Create
Delete
Options..,
Macros in: | This Workbook [v]
Description

Record Macro. Record a macro. Each of the commands you perform will be saved into the
macro so that you can play them back again.

H ©- @& = PRODUCT [Shared] - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW POWERPIVOT Sign in

i = i ; D,,,
Page Layout Ruler Formula Bar Q I:E):I @ E::ﬂ‘::::w SHF;‘:Z [E‘I; ED'_J :EJ_:r

| Page Break = - 7 Gridli | - Zoom 100% Zoom to Switch Macros
Preview 10| Custom Views Gridlines Headings Selection B Freeze Panes - [ Unhide Wind . -
Workbook Views Show Zoom Window Macros P
All M I

A E C D E F G H J K L M

D]

1 Record Macro ?
2

3 Macro name:

4 Record |

5 Shortcut key:

6 Ctri+Shift+ | M|

7 Store macro in:

8 New Workbook |z|

g

10

Description:

Recort This Informatlon|

Use Relative References. Use relative references so that macro are recorded with actions

relative to the initial selected cell. For instance if you record a macro in cell A1 which moves
the cursor to A3 with this option turned on running the resulting macro in cell J6 would move
the cursor to J8. If this Option was turned off when the macro was recorded running it in cell
J6 would move the cursor to A3.
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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 + 1. 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 Al.

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+ 0. 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 +1. Fit Column Width.
Alt+1+W. Insert Worksheet.
Alt+H+O+R. Change Tab Name.
Alt+H+ M+ C. Marge & Center.

Alt+H+ 0O+ 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+1+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.
Fo. 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.

Chapter-11.Microsoft Excel Advance Formula L.ist.
1- MATH FUNCTION.

SUM FUNCTION (). The SUM function sums values supplied as arguments function provide
a quickly way to add number together in an excel spreadsheet.

HYP... - + = « # =SUM(D3:D5) -
A B C D i
1 Get The Sum Function(Numberl Number2....)
2 Product Name. Quantity. Rate. Total.
3 Keyboard. 5 500 2500
4  Mouse. 5 500 2500
5 Printer. 5 5000 25000
6 Total. =SUM(D3:D5)
et 4 SO umber. rombe2] ..

ABS FUNCTION (). To change negative numbers value into positive and leave positive
numbers along return the absolute values of a number use the built-in ABS function.
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IF - X « f | EAes{es) i
A B C i
1 Change Negative Number To The Positive.
2
3
4 | -300 300
5 | | -500|=ABS(B5)

EVEN FUNCTION (). The EVEN function always rounds up to the next even integer,
skipping odd integers along the way.

IF v X « [ | EEVEN(BS)

A B C
Change Odd Number Into the Even Number.

T
2
3 Input Value. |output Value. |
4
5

3 4
| 5|=EVEN(B5)

o

Sheetl 4 3

ODD FUNCTION (). The ODD function always rounds up to the next odd integer, skipping
even integers along the way.

97 |Page



Vinod Computer Institute Mehnagar Azamgarh UP.

IF - x « f | ZODD{BS) v
A B C i
T Change Even Number Into the Odd Number.
2
3
4 =
5 | | 6/=0DD(B5)

INT FUNCTION (). Use the INT function when you want only the integer part of a decimal
number, and it's ok to always round the number down nearest integer function.

IF - X « & || EINT(BS) v
A B C -
1 Decimal Number Change To Round Number.
2
3
4 _ 10.9 10
5 _ 12.8(=INT(B5)

MOD FUNCTION (). Use the MOD function to get the reminder after division.
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IF - X « f | EMOD{AS,BS} v
A B C :
1 Get The Remainder From After Division.
2
3
4 10_ 3 1
5 7| 3|=MOD(A5,B5)

MROUND FUNCTION (). The rounding occurs when the remainder left from
dividing number by multiple is greater than or equal to half the value of multiple.

IF v x v K =MROUND{AS,B5)

A B C
Get The Mround (Number,Multiple).

3 9

1
2
3
4
5

3|=MROUND(A5,B5)

Sheetl I »

ROUND FUNCTION (). The ROUND function rounds numbers to a specified level of
precision. It can round to the right or left of the decimal point. Round a number to a specified

number of digits.
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IF - X « f || EROUND{ASES] v
A B C :
1 Get The Round (Number,Num_Digits).
2
3
4 8.8874_ 1 8.9
5 9.9987_ 2|=ROUND(A5,B5)

ROUNDDOWN FUNCTION (). The ROUNDDOWN function works like the ROUND

function except that when rounding, the ROUNDDOWN function will always round the
numbers 1-9 down.

IF - X « & | ROUNDDOWN(AS,ES) v
A B C :
1 Get The RoundDown (Number,Num_Digits).
2
3
4 8.8874 0 8
5 9.9987 1{=ROUNDDOWN(A5,B5)

ROUNDUP FUNCTION (). The ROUNDUP function works like the ROUND function

except that when rounding, the ROUNDUP function will always round the numbers 1-9 up.
ROUNDUP can round either to the left or right of the decimal point.
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IF v X « f | SROUNDUP[AS,BS) N

A B C
Get The RoundUp (Number,Num_Digits).

T
2
* Number. |Digits.  [OutputValue. |
4
5

8.8874 0 9
9.9987 1/=ROUNDUP(AS5,B5)

SORT FUNCTION (). Return a positive square root. To get the square root of a number, you
can use the SQRT function. In the example shown, the formula in is: =SQRT (A5) how this
function works The SQRT function is fully automatic and will return the square root.

IF hd x v K =SQRT(AS5) v

A B D E
Get The Square Root. ‘

1
2
3 Number. |Output Value.
4
5

81 9
49|=SQRT(AS5)

-

Sheetl I S

SUMIF FUNCTION (). Return the sum of cell which meets a specified criteria SUMIF sums
cells in a range that match supplied criteria. Unlike the SUMIF function, SUMIF can apply
more than one set of criteria, with more than one range. The first range is the range to be
summed. The criteria is supplied in pairs (range/criteria) and only the first pair is required.

Range. Range is the range of cell you want to be evaluated by criteria. Cell in each range must
be number. Or names, array, and text value are ignore.
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Criteria. Criteria is the form of number or text define which cells would be added.

Sum-Range. Sum range are the actual cells to add if their corresponding cell in range match

criteria. If sum _ range omitted the cell range both evaluated criteria.

HoOKUP  ~ i X ﬁ =SUMIF(D2:D6,"SALES", H2:HE) v
G H 1

1

2 101-12-2017 E001 RAHUL PURCHASE 20000 29 18710

3 |01-12-2017 E002 SURAJ HR 18000 581 28 16258

4 101-12-2017 E003 RAJ PURCHASE 15000 484 27 13065

5 101-12-2017 E004 RAJU SALES 15001 484 28 13549

6 |01-12-2017 £E004 KAMAL SALES 18000 581 29 16839

Y8l SUMIF (range, criteria, sum _range). Add the ceII specified by a given condtion or criteria.

8 TOTAL ADD AMOUNT SALES DEPARTMENT. 30388

9 TOTAL ADD AMOUNT SALES DEPARTMENT. =SUMIF(

10 "SALES",

11 SUMIF(range, criteria, [Mggj

PRODUCT FUNCTION. These function multiplies all the numbers given as argument and

return the products.

suM 1. | x < £ || -prODUCT(B485,86,67) .
A B C -

1T Multiplication of These Products Numbers.

2

3 Product Name. |Quantity |[Result.

4 Keyboard. 10

5 Mouse. 12

6 Monitor. 14

7 Printer. 15 25200

8 Multiplication of These Number. |=PRODUCT(B4,B5,B6,B7)

9 e e e

POWER FUNCTION. Return the result of number raise to a power allow the calculation of
cubic root and other root.
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COUNT ~ X « f- | =POWER(AS,BS) ~
A B C :
1 |Get The Power Function (Number,Power)
2
s Number. [Power  [output value. |
4 5 3 125
5 5 2|=POWER(A5,B5)
e = — (ramber powen) T -

2-  STATISTICAL FUNCTION.

COUNT FUNCTION. The COUNT function is fully automatic. It counts the number of cells
in the range that contain numbers and returns the result. Argument that can contain different
type of data but only numbers are count.

SUM - x « f  kcount(Da:D7) v
B C D E :

1 Total Number Of Records.

2

3 Name.Department,|Basic Salary. |[Result.

4 Rahul [Purchase 18000

5 |Suraj |Sales 10000

6 |Kamal|Purchase 7000

/ |Kunal |Sales 5000

8 Count Total Numbers of Basic Salary Records. 4

9 Count Total Numbers of Basic Salary Records. |=COUNT(D4:D7)

COUNTIF FUNCTION. COUNTIF counts the number of cells in the range that contain
numeric values and returns the result as a number. The function returns the numbers of cells
which meets a specified criteria.
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sum - . x v £ | -COUNTIF(CACT,"Sales") v
A B C D E -
1T Count Total Number of Employee Department Records.
2
3 E-Code.[Name.Department,Basic Salary. |Result.
4 A001 |[Rahul |Purchase 18000
5 A002 |Suraj |Sales 10000
6 AO003 |Kamal|Purchase 7000
7 A004 |Kunal [Sales 5000
8 Count Total Numbers of Purchase Department Records. 2
9 Count Total Numbers of Sales Department Records. =COUNTIF(CA4:
10 C7,"Sales")
L COUNTIFrange criteri) g

COUNTIEBLANK FUNCTION. COUNTBLANK counts the number of cells in the range
that don't contain any value and returns this number as the result. Return the number of blank
cell.

Sum <] : | x <~ £ | COUNTBLANK(ID4D7) v
A B C D E :
1 Count Total Number of Blank Cell Records.
2
3 E-Code.Name.|Department,|Basic Salary. |Result.
4 'A001 |Rahul |Purchase 18000
5 'A002 |Suraj |Sales
6 '/AO03 |Kamal|Purchase
7 |/A004 |Kunal |Sales 5000
8 Count Total Numbers of Blank Cell Records. =COUNTBLANK(
9 D4:D7)
I I COUNTEBLANK(range) hd
Sheet1 | sheetz . .
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COUNTA FUNCTION. COUNTA is very use full automatic function. When given a range

of cells, it counts cells that contain numbers, text, logical values, and errors. COUNTA does
not count empty cells.

SUM

O 00 ~N O U1 A W N =

- X v K

=COUNTA(D4:D7)

A B C D E
Count Cell That Are Not Blank.

E-Code.|Name. Department,Basic Salary. |Result.

A001 |Rahul [Purchase 18000

A002 |Suraj |Sales 20000

A003 |Kamal|Purchase 22000

A004 |Kunal |[Sales 5000 4

Count Cell That Are Not Blank. =COUNTA(D41
D7)

Sheetl Sheet2

P
&

4

COUNTA(wvaluel, [valuel], ...)

-

»

MAX FUNCTION. The MAX function is useful when you want to retrieve the largest value

from a set of data. For example, the highest score in a test. This function return largest value
in a set of values.

HYP... -+ = + £ =MAX(C3:C5) .
A B C D i
1 GetThe Max Function(Numberl,Number2,...) i
, S |
3 Keyboard. 5 500 2500
4 |Mmouse. 5 400 2000
5 | Printer. 5 500 2500
6 Maximum Total. 2500
7/ Maximum Rate. [=MAX(C3:C5)
Shect] . Pvﬂ-':\KIZII'Iumber‘l_. [numbEFE]_.. '] E
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MIN FUNCTION. The MIN function is useful when you want to retrieve the smallest value
from a set of data. For example, the fastest time in a race. This function return largest value in
a set of values.

HYP... - ¢ x + % =MIN(C3:C5) .
A B C D -
1 Get The Min Function(Numberl,Number2,...)
2 [] []
3  Keyboard. 5 500 2500
4 Mouse. 5 400 2000
5 printer. 5 500 2500
6 Minimum Total. 2000
7 Minimum Rate. |=MIN(C3:C5)
. : | MIN(number1, [number?] 'J d

AVERAGE FUNCTION. The AVERAGE function returns the average (arithmetic mean) of
a group of supplied numbers. To calculate the average, Excel adds the numbers together and
divides by the total number of numbers. This function returns the average of the argument.

HYP... ~ x v £~ =AVERAGE(B5:C5) v
A B C D i
1 Get The Average Function(Numberl,Number2,...)
2
3 Red Pen. 10 12 11
4 Black Pen. 12 14 13
5 laiue pen ' " 5 =AVERAGE{B5:C5[]_
Sheetl r | AVERAGE(number, [number2], ..)

3- TEXT FUNCTION.
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UPPER TEXT FUNCTION. This function converts text into the CAPITAL letters. Text can
be a reference or text string.

HYP... -+ = v £ =UPPER(A5). -
A B ‘
1 Get The Upper Text (Text)
Dot Jowpunea |
3 expert academy pvt.ltd. EXPERT ACADEMY PVT.LTD.
4 comuter software institute. [COMUTER SOFTWARE INSTITUTE.
5 [comuter hardware institute. =UPPER(A5).
chect] 2 L.IF'F'EHI{texF] '.‘ : T

LOWER TEXT FUNCTION. This function converts all upper letters in a text string to
lowercase. This is the text you want to convert to lowercase. LOWER does not change the

character in the text that are not letters.

HYP... - : = v % =LOWER(A5) -
A B

1 Get The Lower Text (Text)

2 owputrer owpwnesn

3 |EXPERT ACADEMY PVT.LTD. expert academy pvt.ltd.

4 COMPUTER HARDWARE INSTITUTE. computer hardware institu
COMPUTER SOFTWARE INSTITUTE. =LDWER{J&5b

- - LOWER(text] -
Sheetl + [«] | »
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PROPER TEXT FUNCTION. All letters in text will be converted to lower case before the
first letter in each word is capitalized.

HYP... -+ x v # =PROPER(A5) .

A B
Get The Proper Text (Text)

expert academy pvt.Itd.

Expert Academy Pvt.Ltd.

computer software institute.

Computer Software Institute.

bl B W N

computer software institute.

=PROPER(A5)

Sheet1 @ PROPER(text) 5

CONCATENATE TEXT FUNCTION. This function joints two or more text strings into one
text string. Text items can be text strings, numbers, or cell references that refer to one cell.

HYP... - » v & =CONCATENATE(AS5," ",B5) v
A B C i
1 Get The ConcatenateText (Textl,Text2,...)
2ogthane fesvane. fouren |
3 Rahul. Singh. Rahul. Singh.
4 sunita. Pal. Sunita. Pal.
5 Suraj. Sharma. =CONCATENATE(AS,"
6 " B5)
Sheet1 r CONCATENATE(text], [text2], [text]

LEFT FUNCTION. This function return the first character or characters in a text string base
on the number of characters you specify. LEFT function when you want to extract characters
starting at the left side of text.
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HYP... - : x + £ =LEFT(A5,3) -
A B )
1 Get The Left Text (Text)
2 mtwame. Joutputresure. |
3 Expert Academy. Exp
4 co mputer Institute. Com
5 |Hardware and software. =LEFT(AS5,3)
| Sheetl | @ 1 —— [num_chm"]a: )

RIGHT FUNCTION. This function return the last character or characters in a text string base
on the number of characters you specify. RIGHT function when you want to extract characters

starting at the right side of text.

HYP... - : = « £  =RIGHT(A5,3) .

A B
Get The Right Text (Text)

1
2
3 Expert Academy emy
4 co mputer Institute ute
5 |Hardware and software =RIGHT(AS5,3)
- - RIGHT (text, [mum_chars])
Sheetl l:'!':l 4 " T %]

LEN FUNCTION. This function return the number of character in a text string. Text is the
text whose length find you want find space count character. LEN is a useful when you want to
count how many characters there are in some text.
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1 Get The Len Text (Text)
2 pwtname |outputresu |
3 Expert Academy 14
4 Computer Institute 18
5 |Hardware and software =LEMN(AS)
Sheet1 @ r e b )

LI

REPT FUNCTION. Use the REPT function to repeat text a given number of times. This can
be useful if you want to fill a cell, or pad values to a certain length.

SUM - X « £ | =REPT(A7,B7) v
A B C :

1 Get The Repeat Function (Text,Number_Times).
2

3 Text. |Times. |Output Result.

4 Rahul 3|RahulRahulRahul

5 Suraj 3|SurajSurajSuraj

6 Kamal 4| KamalKamalKamalKamal

7 [Kunal 3|=REPT(A7,B7)

a TP Ton, mamber e }

TRIM FUNCTION. TRIM strips extra spaces from text, leaving only single spaces between
words and no space characters at the start or end of the text. TRIM only removes the ASCII
space character (32) from text.
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v < x v & o .
A B :

1T Get The Trim Function (Text).

2

3 Input Text. Output Result.

4 Many Space of The Word.|Many Space of The Word.

5 Even More Space. [Even More Space.

6 Extra Space & Line Break. Extra Space & Line Break.

7 |Extra Space of The Word,|=TRIM(A7)

TEXT FUNCTION. Use the TEXT function to convert a number to text in a specific number
format. TEXT is especially useful when you want to embed the numeric output of a formula
or function and present it in a particular format inside other text.

SM <] | x v £ | -TExt(a7, ddddmmmmdd) .
A B i

1 Get The Text Function (Value,Format_Text).

2

3 Input Value. Output Result.

4 01-09-2016 Thursday,September 01

5 02-09-2016 Friday,September 02

6 03-09-2016 Saturday,September 03

7 04-09-2016 =TEXT(A7,"dddd,mmmm dd")
o T oatee format text )

MID FUNCTION. MID returns a specific number of characters from a text string, starting
at start_num and continuing through start_num + num_chars. Use the MID function when you
want to extract text from inside a text string, based on location and length.
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SUM - x v =MID{A7,B7.C7) v

A B C D
Get The Mid Function (Text, Start. Num_Chars).

1

2

3 Input Text. Strart Word. |Chars. [Output Result.
4 | This is Keyboard. 6 4lis K

5 This is Mouse. 7 6(s Mous

6 | This is Monitor. 8 4| Mon

7 | Thisis Printer. 9 6/=MID(A7,B7,C7)

MID{text, start_num, num_chars) -

Sheetl Sheet2 [ 3

EXACT FUNCTION. EXACT will compare two text strings and return TRUE if they are the
same, and FALSE if not. EXACT is case-sensitive. You can also use the equal sign in a
formula (textl=text2) to compare text strings.

SuM [ x v £ | -exactaze) v
A B C -
1 Get The Exact Function (Text1, Text2).
2
3 Input Text. Input Text. |Output Result.
4 Keyboard. Keyboard. TRUE
5 Mouse. mouse. FALSE
¢} Monitor. Monitor. TRUE
7 Printer. printer. |=EXACT(A7,B7)
vt [ @ ‘ BT textd sl

4- DATE AND TIME FUNCTION.

DATE FUNCTION. DATE returns a date serial number. Format the result as a date to display
as a date. The date function is mist useful in situation where the year, month, and date are
supplied by the formula cell reference such as YYYYMMDD.

112 |Page



Vinod Computer Institute Mehnagar Azamgarh UP.

sum - =~ <~ £ || —DATE(AZ,87.07) >
A B C D :

1 Get The Date Function (Year, Month, Day).
2

3  Year. |[Month. |Day. |Output Result.

4 2013 1 10 10-01-2013

5 2014 2 12 12-02-2014

6 2015 3 13 13-03-2015

7 | 2016 4 14|=DATE(A7,B7,C7)

_ SATEGear, month, day) =

YEAR FUNCTION. YEAR returns the corresponding date. The year is returned as an integer
to find date should be enter by using the Date Function.

A B :
1 Get The Year Function (Date).
2
3  Date. Output Result.
4 01-10-2013 2013
5 02-10-2014 2014
6 03-10-2015 2015
7 04-10-2016 =YEAR(A7))

MONTH FUNCTION. This function return the month of a date represented by a serial

number. The month is given as an integer.
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sum - ~ < £ | -wont(a7)
A B
1 Get The Month Function (Date).

2
3  Date. Output Result.
4 01-01-2013 1
5 02-05-2014 5
6 03-06-2015 6
7 04-08-2016 =MONTH(A7

-

DAY FUNCTION. This function return the day of a date represented by a serial number. The

day is given as an integer.

sum - ~ v % | —oavar)
A B

1 Get The Day Function (Date).

2

3  Date. Output Result.

4 01-01-2013 1

5 02-05-2014 2

6 03-06-2015 3

7 04-08-2016 =DAY (A7)

-

TODAY _FUNCTION. This function is useful when you need to have the current date

displayed on a workbook.
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SUM - * S = =TODAY() v

A
Get The Today Function ().

Date.

14-09-2016
14-09-2016
14-09-2016

=TODAY()

TODAY(] -
Sheetl Sheet2 4 3

Y O U1 A WN

NOW FUNCTION. This function is useful when you need to display the current date and
time on a worksheet. Calculate the value on the current date and time. You can update each
time you open the worksheet.

sum T x v £ | -now .
A .

1 Get The Now Function ().

2

3 Result. C
4 14-09-2016 14:52 B
5 14-09-2016 14:52 B
6 14-09-2016 14:52

7 =NOW()

TIME FUNCTION. The TIME function creates a date in serial number format from
the hour, minute, and second components you specify.
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sM <] : | x v £ | cmeanency .
A B C D :

1 Get The Time Function (Hour, Minute, Second).

2

3 Hour. [Minute. |Second.|Output Result.

4 / 10 5 07:10:05

5 8 12 / 08:12:07

6 S 15 0] 09:15:00

7 10 18 2|=TIME(A7,B7,C7)

HOUR FUNCTION. The TIME function creates a date in serial number format from
the hour, components you specify.

sM <] i | x v £ | wouran .
A B -

1 Get The Hour Function (Hour).

2

3 Time. Output Result.

4 10:22:45 10

5 11:22:45 11

6 12:22:45 12

7 13:22:45 =HOUR(A7)

MINUTE FUNCTION. The TIME function creates a date in serial number format from
the minute, components you specify.
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o <] | x v £ | swmurean .
A B :

1 Get The Minute Function (Serial Number).

2

3 Time. Output Result.

4 10:22:45 22

5 11:22:45 22

6 12:22:45 22

7 13:22:45 =MINUTE(A7)

SECOND FUNCTION. The TIME function creates a date in serial number format from
the second, components you specify.

soM <] 1 x < £ | -secono(ar) -
A B -
1T Get The Second Function (Serial Number).
2
3 Time. Output Result.
4 10:22:12 12
5 11:22:10 10
6 12:22:04 4
7 13:22:09 =SECOND(A7)

5- LOGICAL FUNCTION.

IF FUNCTION. This if function returns one value if a condition you specify evaluate to
TRUE and other value if that condition evaluates to FALSE.
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o I B I — §
A B C D~
1 Get The If Function (Return The Value TRUE And FALSE).
2 200 Above = "Pass" Below200= "Fail".
3 Name. |Total Mark. Output Result.
4 | Rahul. 300 Pass
5 | Suraj. 190 Fail
6 Suman 250 Pass
7 | Kajal. 200 =IF(B7>=200,"Pass","Fail")
Fogreal Temt Tvatus 7 el Toatue i¥ Talse) -

AND FUNCTION. This function returns TRUE if all argument evaluated to TRUE, returns
FALSE if one or more argument evaluate FALSE. When using the AND function, all
conditions within the AND function must be TRUE for the condition to be met.

SUM ~| i | X v £ | -AND(87-75,87<90) .
A B C :
1 Get The And Function (Return The Value TRUE All Conditions).
2 Retrun TRUE if All Conditions Are True.
3 Name. |Total Percentase. |Output Result.
4 Rahul. 80 TRUE
5  Suraj. /5 FALSE
6 Suman 85 TRUE
7 | Kajal. 65 =AND(B7>75,87<90)
ANDllogical, logical2l logicall - -

OR FUNCTION. This function returns TRUE if any argument is TRUE returns FALSE if all
argument are FALSE. But in this case, only one or more of the conditions within the OR
function needs to be TRUE for the condition to be met.
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SM 7| i | X v £ | =IF(OR(B7="Acct’,C7512000), True", False") v
A B C D E :

1 Get The Or Function (Return The TRUE Value If Any Conditions).

2 Retrun TRUE if Any Conditions Is True.

3 Name. Department. |Basic. |True/False.

4 Ram. Acct. 12000 |False

5 Mohan. sales. 13000|True

6 Seema Acct. 14000|True

7 Reena. Sales. 15000(=IF(OR(B7="Acct",C7>

8 12000),"True","False")

" e Ry, ] b ) 7

NOT FUNCTION. This function returns reverse the value of its argument. Use NOT when
you want to make sure a value is not equal to one particular value.

CONT  » & X &/ fr | =IF(NOT(B7="Acct'),"No", "Yes") v
A B C D i

1 Get The NOT Function (A Reversed Logical Value).

2

e, Deparmert, b s, |

4 Mohit. |Acct 12000 Yes

5 Kajal. |Sales. 13000|No

6 Suraj. |Acct 14000|Yes

7 |Suman. |Sales. 15000 =IF(NOT(B7="Acct"),"No","Yes") |/
sheet! | @ [ Flogiltes, vl el vl i kel .

6- LOOKUP AND REFERENCE FUNCTION.

VLOOKUP FUNCTION. This function V in VLOOKUP stand for vertical. VLOOKUP
search for a value in the first column of a table array and returns a value in the same row from
another column in the table array.
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SUM - X v Kk =VLOOKUP(A13,5heet3!A5:H10,2,0)

1
2 101-12-2016 EO01 RAHUL PURCHASE 20000 18710
3 02-12-2016 E002 SURAJ HR 18000 581 28 16258
4 103-12-2016 EO03 RAJ PURCHASE 15000 484 27 13065
5 04-12-2016 E004 RAJU SALES 15001 484 28 13549
6 05-12-2016 E004 KAMAL SALES 18000 581 29 16839

7

8 DATE. |EMPLOYEE CODEEMPLOYEE NAME EMPLOYEE DEPARTMENT MONTHLY SALARY|PERDAY SALARY]| TWORKING DAY|ACTUAL SALA
i 01-12-2016 E001 PURCHASE 645

(Ol 02-12-2016 E002 SURA. HR 80 581 28

(Al 03-12-2016 E003
(g 04-12-2016 E004 SALE! 15001
13 = o 15001

HLOOKUP FUNCTION. This function H in HLOOKUP stand for horizontal. HLOOKUP
search for a value in the top row of a table array of value and then returns a value in the same
column from a row you specify in the table array.

SUM M X« f | =HLOOKUP(A11Sheet3!Ad:H8,2,0)

DATE. |EMPLOYEE CODE/EMPLOYEE NAME EMPLOYEE DEPARTMENTMONTHLY SALARY|PERDAY SALARY WORKING DAY|ACTUAL SALA

2 1 01-12-2016 E001 RAHUL PURCHASE 20000 18710
3 102-12-2016 E002 SURAJ HR 18000 581 28 16258
4 103-12-2016 E003 RAJ PURCHASE 15000 484 27 13065
5 04-12-2016 E004 RAJU SALES 15001 484 28 13549
6 05-12-2016 E004 KAMAL SALES 18000 581 29 16839

HLOOKUP (lookup_ value, table_ array, row_index_num, range_ lookup). Lookup for a value in the top row of a table.

7

8 ACTUAL SALA
) 01-12-2016  EQ01 PURCHASE 645 18710
002122016 002 S AR 581 28 16258
0 03122016] 003 ' PURCHASE : 484 27 13065

(4 =HLOOKUP, 004 SALES 3 484 28 13549
13 , E004 SALES 581 29 16839

14 2,0)
15 HLOQKUP(lookup_value, table_array, row_index_num, [range_lookup])

DMAX FUNCTION. This function returns the largest number in a field column of records in
a list or a database that matches condition that you specify.
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SUM M X Je | =DMAX(DLEG,"MONTHLY SALARY",D8:09)

DATE. |EMPLOYEE CODE|EMPLOYEE NAMEEMPLOYEE DEPARTMENTIMONTHLY SALARY|PERDAY SALARYWORKING DAY|ACTUAL SALA

2 01-12-2016 E001 RAHUL PURCHASE 20000 18710
302122016 E002 SURAJ HR 18000 581 28 16258
4 103-12-2016 E003 RAJ PURCHASE 15000 434 21 13065
5 04-12-2016 E004 RAJU SALES 15000 484 28 13548
6 05-12-2016 E004 KAMAL SALES 18000 581 29 16839

=DMAX(D1:£6,"MONTHLY SALARY",

DMAX(database, field, criteria)

OUTPUT RESULT. SALES

DMIN FUNCTION. This function returns the smallest number in a field column of records
in a list or a database that matches condition that you specify criteria.

SUM v X« Jfe || =DMIN{DLES,"MONTHLY SALARY",D8:05)

1
2 101-12-2016 E001 RAHUL PURCHASE 20000 18710

3 02-12-2016 E002 SURAJ HR 18000 581 28 16258

4 103-12-2016 E003 RAJ PURCHASE 15000 484 27 13065

5 104-12-2016 E004 RAJU SALES 15000 484 28 13548

6 |05-12-2016 E004 KAMAL | SALES 18000 581 29 16839

DMIN FUNCTION. This function returns the smallest number in a field column of records in a lisf .

RY|PERDAY SALARY|WORKING DAY ACTUAL SALA|

=DMIN( ,"MONTHLY SALARY",

DMIN(database, field, criteria)

QUTPUT RESULT. SALES 15000

DSUM FUNCTION. DSUM function sums up the numbers in a column or a database that
meets a given criteria.
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SUM h X v k =DSUM(D1:E6,"MONTHLY SALARY",D8:D3)

w
2 01-12-2016 E001 RAHUL PURCHASE 20000 18710

3 102-12-2016 E002 SURAJ HR 18000 581 28 16258

4 103-12-2016 E003 RAJ PURCHASE 15000 484 27 13065

5 104-12-2016 E004 RAJU SALES 15000 484 28 13548

6 |05-12-2016 E004 KAMAL | SALES 18000 581 29 16839

RY|PERDAY SALARY|WORKING DAY ACTUAL SALA

=DSUM( ,'MONTHLY SALARY",

DSUM(database, field, criteria)

OUTPUT RESULT. SALES 33000

7- FINANCIAL FUNCTION.

PMT FUNCTION. The PMT function can be used to figure out the future payments for a
loan, assuming constant payments and a constant interest rate.

Rate - The interest rate for the loan.
PMT - The total number of payments for the loan.
PV - The present value, or total value of all loan payments now.

FV - [optional] the future value, or a cash balance you want after the last payment is made.

M | x v £ | -ewr(s%s 100000
A B C D E

1 Get The PMT Function (Rate,Nper,Pv,Fv,Type).

2

3 Principal. |Amount. Yearly & Monthly. |Result.

4 Principal. 100000

5 Rate. 5%

6 Year. 5

7 Yearly.

8 PMT. % -23,097.48|=PMT(5%,5,100000)

9 Monthly. S mpe e L Toe)

10 X-1,887.12| X-1,887.12

11

122 |Page



Vinod Computer Institute Mehnagar Azamgarh UP.

S % v £ | oo e
A B C D E

1 Get The PMT Function (Rate,Nper,Pv,Fv,Type).

2

3 Principal. |Amount. Yearly & Monthly. |Result.

4 Principal. 100000

5 Rate. 5%

6 Year. 5

7 Yearly.

8 PMT. X-23,097.48|X-23,097.48

9 Monthly.

10 %-1,887.12|=PMT(5%/12,5*12,100000)
.. A

PV FUNCTION. This function returns the present value of an investment. The present value
Is the total amount that a series of future payments is worth now.

RATE - The interest rate per period.
NPER - The total number of payments period.

PMT - The payment made each period.
EV - [optional] a cash balance you want to attain after the last payment is made.

TYPE - [optional] when payments are due. 0 = end of period, 1 = beginning of period default.
is 0.

SUM - X « f | =PV(5%5-23097.43)
A B C D E

1 GetThe PV Function (Rate,Nper,Pmt,Fv,Type).

2

3 Principal.  |Amount. Yearly & Monthly. [Result.

4 Principal. 100000

5 Rate. 5%

6 Year. X-23,097.48

7 Yearly.

8 PV. X 1,00,000 =PV/(5%,5,-23097.48)

R P o, prt e |
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FV_FUNCTION. This function returns the future value of an investment base on period,
constant payments and a constant interest rate.

RATE - The interest rate per period.

NPER - The total number of payments period.
PMT - The payment made each period.

PV - [optional] the present value of future payment.

TYPE - [optional] when payments are due. 0 = end of period, 1 = beginning of period. Default
is 0.

SV | 1 x v £ || vis%s, 2309743
A B C D

1 GetThe FV Function (Rate,Nper,Pmt,Pv,Type).

2

3 Principal. |Amount. Yearly & Monthly. |Result.

4 Principal. 100000

5 Rate. 5%

6 Year. X-23,097.48

/ Yearly.

8 FV. X1,27,628 =FV(5%,5,-23097.48)
9 FV(rate, nper, pmt, [pv], [type])

RATE FUNCTION. This function returns the interest rate per period of an annually.

NPER - The total number of payments period.

PMT - The payment made each period.

PV — The present value or total value of all loan payment now.

EV — The future value or a cash balance you want after last payment is made.

TYPE - [optional] when payments are due. 0 = end of period. 1 = beginning of period. Default
is 0.
GUESS - [optional] your guess on the rate. Defaults to 10%.
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SUM - X & || =RATE(5,-23097.48,100000)
A B C D E

1 Get The Rate Function (Rate,Nper,Pmt,Pv,Fv,Type,Guess).

2

3 Principal. |Amount. Yearly & Monthly. |Result.

4 Principal. 100000

5 Rate. 5%

6 Year. X-23,097.48

7 Yearly.

8 Rate. 5% =RATE(5,-23097.48,100000)
A RaTEope, p o (WL e [gwe)

NPER FUNCTION. This function returns the number of period for an investment base on
periodic constant payment and a constant interest rate.

RATE - The interest rate per period.

PMT - The payment made each period.

PV — The present value or total value of all payment now.

EV — The future value or a cash balance you want after the last payment is made.

TYPE - [optional] when payments are due. 0 = end of period. 1 = beginning of period. Default
is 0.

SUM - X« f | =NPER[5%,-23097.48,100000)
A B C D E

1 Get The NPER Function (Rate,Pmt,Pv,Fv,Type, ).

2

3 Principal.  |[Amount. Yearly & Monthly. [Result.

4 Principal. 100000

5 Rate. 5%

6 Year. X-23,097.48

/ Yearly.

8 NPER. |5 =NPER(5%,-23097.48,100000)
A NPER(ote, ot pu (41 15pe) | |

PPMT FUNCTION. The PPMT function can be returns the payment on the principal for the
given period of an investment base on periodic constant payment and interest rate.
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RATE - The interest rate per period.

PER — Specify the period and must be in the rangel to nper.

NPER — It is total number of payment period in an annuity.

PV - The present value, or total value that a series of future payments is worth now.

EV - It is future value, or a cash balance you want after the last payment is made.

SUM - X « fo | =PPMT(5%,5,5,100000)
A B C D
1 Get The PPMT Function (Rate,Per,Nper,Pv,Fv,Type,).
2
3 Principal. |Amount. Yearly & Monthly. |Result.
4 Principal. 100000
5 Rate. 5%
6 Year. 5
7 Yearly.
8 PPMT. -21998 =PPMT(5%,5,5,100000)
9 Month Iy PPMT rate, per, nper, pv, [fv], [type])
10 X-1,495.12 X-1,495.12
SM < X v & -pemI(s%/12,55712100000)
A B C D E
1 |Get The PPMT Function (Rate,Per,Nper,Pv,Fv,Type,).
2
3 Principal. |Amount. Yearly & Monthly. |Result.
4 Principal. 100000
5 Rate. 5%
6 Year. 5
7 Yearly.
8 PPMT. -21998 -21998
9 Monthly.
10 % -1,495.12 =PPMT(5%/12,5,5*12,100000)
> T T

IPMT FUNCTION. The IPMT function can be returns the interest payment for a given
period of an investment base on periodic constant payment and constant interest rate.

RATE - The interest rate per period.
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PER — Specify the period for which you want to find the interest and it must be in the range
from1 to nper.

NPER — It is total number of payment period in an annuity.
PV - The present value, or sum amount that a series of future payments is worth right now.
FV - Itis future value, or a cash balance you want to attain after the last payment is made.

TYPE — It is logical value and is the number 0 or lindicate when payments are due. 0 = end
of period. 1 = beginning of period. Default is 0.

sum T % v £ || <mt(s%.5,5,100000
A B C D
1 Get The IPMT Function (Rate,Per,Nper,Pv,Fv,Type,).
2
3 Principal. Amount. Yearly & Monthly. |Result.
4 Principal. 100000
5 Rate. 5%
¢} Year. 5
7 Yearly.
8 IPMT. -1100 =IPMT(5%,5,5,100000)
9 Monthly. PR Gate, per mper P 70 TP
10 X-392.01 X-392.01
SIM 7| P X v & | =PMT(s%/12,5,5°12,100000)
A B C D E
1 Get The IPMT Function (Rate,Per,Nper,Pv,Fv,Type,).
2
3 Principal. |Amount. Yearly & Monthly. |Result.
4 Principal. 100000
5 Rate. 5%
6 Year. 5
7 Yearly.
8 IPMT. -1100 -1100
9 Monthly.
10 X-392.01 =|PMT(5%/12,5,5*12,100000)
p VT ate per nper pv. (7] [yo)
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A7 v X« fe ResultFormula. =IF([@[TOTALJ<=60,"FAIL" IF([@[TOTAL |]<=400,"COM","PASS".
A B G D E F G H I J K L M

1 TOTAL. MAXIMUM. MINIMUM. PERCENTAGE. RESULT.

2 42705 RAHUL 82 |91 12 94 77 416 |94 12 83.2 PASS A

3| 42706 |SURAJ |87 |74 47 88 45 341 |88 45 68.2 COM A

4 42707 |KAJAL |86 |56 95 18 45 1360 |95 45 72 COM A

5 42708 |KAMAL |75 |45 55 72 78 325 |18 45 65 COM A

6 | 42709 |KARAN |80 |90 75 86 85 416 |90 75 83.2 PASS A

Chapter-12. Microsoft Excel. Assignment-1.

M2 \ fe || =IF([@MAXIMUM.]]<=60,"C" IF([ @[ MAXIMUM.]]<=70,"8" "A")}
A B C D E F G H J K L M
1 0 0 i ) i OTA i AD
2 | 42705 |[RAHUL (82 91 12 94 77 416 94 72 83.2 PASS A
3 42706 |SURAl |87 |74 47 88 45 R7N| 88 45 68.2 COM A
4 0 42707 |KAJAL (86 (56 95 18 45 360 95 45 12 COM A
5 42708 |(KAMAL (75 45 55 12 78 325 78 45 65 COM A
6 42709 [KARAN |80 |90 75 86 85 416 90 75 83.2 PASS A
vl Grade Formula. =IF([@[MAXIMUM.]]<=60,"C",IF{[@[MAXIMUM.]]<=70,"B","A"))

1.)  Open Excel.
2.)  Go to the following cells without scrolling.
A1048576.
XFD16384.
3.) Go to first and last row using shortcut key.
4.)  Go to first and last column using shortcut key.
5.)  Create the following table.
Employee Code. | Employee Name. | Department. | Basic Salary.
EO0O1. Miss. Seema. Accounts. Rs.10000.
E002. Miss. Renu. Accounts. Rs.12000.
E003. Mr. Rajinder. Accounts. Rs.11000.
E004. Mr. Naveen. Accounts. Rs.13000.
E005. Mr. Mohit. Marketing. Rs.14000.
E006. Mr. Deepak. Marketing. Rs.15000.
E007. Mr. Manish. Marketing. Rs.16000.
E008. Miss. Poonam. Marketing. Rs.17000.
E009. Mr. Sameer. Purchase. Rs.18000.
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E010. Mr. Sagar. Purchase. Rs.19000.
6.)  Select the heading of the table and apply the following formats.
Font face: Arial----------=--mmmm oo font style bold italic.
Font size: 16 pOiNtS-=-====n==smneommmmm oo oo font color Red.
7.)  Select the entries records of each employee and apply the following formats.
Font face Times New Roman ------=--=--=-mmmmmmmmm oo font style italic.
Font Size 14 pOiNt---=-====nsommmeom oo font color blue.

8.)  Rename the workbook as “employee”
9.)  Save the file with your name followed by excel and your folder.
10.) Save and close the workbook and exit excel.

Chapter-13. Assignment-2.

Create a table of student and calculate student’s grade and result save the file in excel
Your folder with the name student annual mark sheet.

1.)  Add anew column and calculate total marks of students.

2.)  Add anew column and calculate maximum and minimum number.
3.)  Add anew column and calculate.

4.)  Apply the following format fill to the “Total Mark” field.
5.)  Add anew column calculate total no of student whose grade “A”, “B”, “C”.

6.)  Add a new column calculate total no of student whose “Pass”, “Fail”, “Com”.

Roll No. | Student Hindi | English. | Math. | Science. | S.s.t. | Total. | Grade.
Name.

1 Aman Pal. 61 80 78 78 90

2 Arun Gupta. 70 78 99 78 55

3 Babita Yadav |31 45 78 56 41

4 Kamal singh | 80 88 74 56 54

5 Aman Pal. 71 78 45 45 65

6 Shyam Kumar. | 32 31 28 29 22

7 Nikhil Gupta |25 28 29 27 26

8 Dhiraj. 45 41 41 40 36
7.)  Create a Vlookup and Hlookup of above table in next sheet with rename sheet VVlookup

And Hlookup.

8.)  Save and close your workbook.
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Chapter-14. Assignment-3.

1)  Create the following table.

Month. | Sale & Purchase Person. | Keyboard. | Mouse. | Printer. | Ups.
Jan. Sohan. 10. 5. 7 8
Feb. Mohan. 12. 7. 8 7
Mar. Sohan. 14. 8. 5 4
April. Mohan. 15. 5. 7 9
May. Seeta. 11. 6. 3 7
Jan. Geeta. 17. 9. 7 5
Feb. Geeta. 18. 8. 5 6

2.)  Create a pivot table and pivot chart according to “Sales & Purchase Person” wise.
3.) Create a recommended pivot table.
4.)  Make a pivot chart month wise.

5.)  Make a comparison chart between month wise keyboard, mouse, and printer.

Chapter-15. Assignment-4.

1)  Create the following table and answer the questions:

Number. | Remainder. Power. | Product. | Integer. | Square | Round. | Round | Round
Root. Up. Down.

38.20

55

37.12

75.36

48.25

a.)  Calculate the reminder of the numbers column after divisible by two.
b.)  Calculate the power to the remainder when the power is 2(two).

c.)  Calculate the products between remainder and power.

d.) Calculate the integer value of the number.

e.)  Calculate the squire root of the number.

f.)  Round the squire root up to 2 (two) decimal place.

g.)  Round up the value of the squire root up to 3 (three) decimal place.

h.)  Round down the value of the squire root up to 3 (three) decimal place.
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Chapter-16. Assignment-5.

1.)  Create this table and apply formula.

Employee No. | Employee Name. | Basic Salary. DA. |PF. Gross Salary.
01. Suman Gupta 15000.
02. Kamal Yadav. 16000.
03. Suraj Sharma. 17000.
04, Karan Singh. 18000.
05. Raju Pal. 19000.
06. Aman Yadav. 20000.
07. Rahul Yadav. 21000.
08. Surbhi Pal. 22000.
09. Raman Singh. 24000.
10. Pawan Yadav. 25000.
11. Kiran Pla. 12000.
12, Suraj Sharma. 13000.

2.)  Calculate DA will be 12% of basic salary.

3.)  Calculate PF will be 12% of (basic salary + DA).

4.)  Calculate gross salary.

5.)  Givethe double line border with red color and dotted line outside border with blue color.
6.)  Save and close your workbook.

Chapter-17. Assignment-6.

1.)  Open the last save workbook with the given password.

2.)  Unprotect the sheet “stock table” and keep the following fields within the stock details
table.

Product Name. Brand. Unit Price. Qty. Total Price.
Keyboard. Sony. 700. 3.
Mouse. Lg. 200. 2.
Printer. Lg. 1500. 8.
Keyboard. Lg. 800. 3.
Mouse. Sony. 2000. 5.
Printer. Lg. 1500. 4,
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Printer. Sony. 2000. 3.
Mouse. Lg. 200. 2.
Keyboard. Lg. 800. 1.
Mouse. Sony. 250. 6.
Keyboard. Lg. 800. 1.
Mouse. Sony. 250. 6.
Keyboard. Lg. 800. 1.
Mouse. Sony. 250. 6.
Keyboard. Lg. 800. 3.

3.) Calculate the total QTY of keyboard (SUMIF).

4.)  Count the number of printer (COUNTIF).

5.) Calculate the largest value of total price of SONY brand of keyboard. (DMAX).
6.)  Calculate the lowest value of total price in LG brand of printer. (DMIN).

7.)  Count the total product of LG brand (COUNTA).

8.)  Calculate the total QTY of printer of Sony brand (DSUM).

9.)  Give light shade to that products which have QTY more than 5.

10.) Find out the product name which has a QTY 6 pcs.

Chapter-18. Assignment-7.

1)  Draw the following table and computer the following fields.

Playver’s Name. Balls Played. Run Scored. Strike Rate. Team
Sachin. 101. 190.
Ganguly. 50. 51.
Rahul. 75. 50. )

_ India
Raina. 40. 90.
Virat. 80. 150.

2.)  Show any picture in header & footer option.

3.)  Change (increase/decrease) the standard width of all the columns.

4.)  Show any picture as a background of your worksheet.

5.)  Use the trace precedents option and see the difference.

6.)  Use the track changes option and accept or reject the changes in your sheet.
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Chapter-19. Assignment-8.

1)  Create the following table sheet: -

Product id. Product Name. Oty. Unit Price. Amount.
Prod 1. Bread. 7. Rs. 25.
Prod 2. Pickle. 5. Rs. 70.
Prod 3. Milk. 5. Rs. 60.
Prod 4. Jelly. 6. Rs. 80.
Prod 5. Bread. 7. Rs. 35.
Prod 6. Bread. 7. Rs. 25.
Prod 7. Pickle. 5. Rs. 70.
Prod 8. Milk. 5. Rs. 60.
Prod 9. Jelly. 6. Rs. 80.
Prod 10. Bread. 7. Rs. 35.

2)  Find out total amount of bread.
3)  Find out maximum amount of product.
4)  Find out minimum amount of product.

5)  Give the validation total amount.

6) If any of the above validation is violated one error should be generated telling user, the
Correct value that can be entered in particular cell.

7)  Find out the records from the above table whose product description is preserve able
And units in hand is more than 55. [Use filter option].

133 |Page



