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Excel

Excel Word is Taken the English Excellent Word and it is one of Microsoft office Programs
which is use for Mathematical Calculations.

J@eﬁode\)ﬁjﬁyquy\ﬁj}dws\C;_\S\.uj‘)i_mdd.mﬁ\
Lﬁ)ﬂ\.a:.'h.u\ DJ\TA‘!;D&\A.AJ\ j}élqs (éﬁ"‘"‘:’)

A AV FYAF) 5l S5, (Ve FABYF ) S Cudo g 4y JuusS|

Row:

» The collection of horizontal cells is called row. There are 1048576 rows in a single sheet.

Column:

» The collection of vertical cells is called column. There are 16384 columns in a single sheet.

Note:

There are three sheets available by default in an excel sheet and we can increase this number up
to 255 sheets

A gl
Sy dri i ¥ (S SV gale 43 6 9 S A JuSl 5 e sl y e (o alS
S 8L 5o YOO yis)ll (5 ysasi o s Y S ) se
&ﬁﬁﬂﬂ%d&ﬁ\gﬁd@uﬂd
SAMS Excel 45,5 S search box Ly 558 SIS ol i start 4 e8!
. 8 9 UREnter s

5 SAlcopy AR axa 4l 568 LS i gl 4SS0 4 ol S 5 Sl 2
4 A g
3 9 85 paste shortcut o 558 SAlSright Lo 4dla 5l 5.0 53 2l QS
Jansal o o Pl 49 Gy a Lo (2 )Y (A A 5 (L)) il 4 USG5 dSed
ysadA al S
25> (2 Asal S5 (55088 (o 0 RiAL LS Microsoft ailu s Saw(MS)
@ 8
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Paste Operation

(c %Eﬁton.com: The Digital Library [:j All using Source theme @ . C:, Munjphl.
() Formulas () all except borders -
() values () Column widths O add () Divide
() Formats i) Formulas and number fi (O Subtract
() Comments () values and number forn
() validation All merging conditional £ [ ] 5kip blanks [] Transpose

58 Jaml Jg deSe g a8 A dr4adl BB Ll dita 4l o g (o 0d (IS adasad 5 45 :cut

DS G A Bl G s Sl o s (> 93 (A5S 2 2 43 icopy

358 (S B A 59 s S S L g9 S GS (s AT AR A 9 A8 Aduul g 4 :paste

Glaglle Alal o 530 )) 43 paste special?

s A B dui baslal g ol (IS adasd 5 45 :All

Sm s @S aan adarl g4 (Jse 34X )5 L (5 i 50 o> 4IS :Formulas

oﬁ‘ﬁﬁéd&&ﬁb@dyﬁm

o S Gt (S sl il b galyg (58 (slue S pan (5 tvalues

Gl (S Bl e G i a S 4S e (o> 98 AsS adasnl 5 4y sformats

o S Gt 3l ) (S A 4y (2 Gaa i 4ra 5 55 5 S Apply

5 S G S & LAl Ana g 59 ASH Claglle ALl ga g0 4855 L asi 4 s 4S :Comments

A A Jugl s Jem ab il sl gs8 4y Ar 59 (AR sy e ki AS  d A sS Al g 4:Validation

34 (S G b

508 Grd (o2l sl gy gh Ay (AN g3 salSa a0l IS 20 45 :Column width
Operation

Rad g A0 gigaie g i e g A g oS Adaiul g 4y gigailaS 533 :(Add, subtract , multiply, and divide )

S eSSt Qs e g

5 S G S LA Ja A3 g g) oap s ATl And 58 3510 (gid ggIA S Jul 49 (5 uaS :Skip blanks

50S G J g9 8 5) 4 4] 43R sagee 2 b (IS 2% 4y :Transpose

S35 N N e S (2 S S (S O a4 43 45sileS ) 5 :Note

5SS g Al y el Sl a9l (IS 2% 43 :Font size

s SsS day 45l 2. 43 :Bold

s Jye S aX oSl aae 4y ttalic

sSha u SLas Sy SSah s pd (J S adasid g4 :Underline

SIS D) (g an A0 g 5 S s aa Jid o> 8d (IS 23 4y :Borders
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5SSy aild SO a6 (S 23 45 :Fill color

5SS calite a8 S o sl (IS adagl 5 45 :Font color

55 (IS 551 48 3 43 :Increase indent

38 (A A S Al adawl 5 49 :Decrease indent

2R 8 A Doy S o dg a8 & o8 S 4kl 5 45 :Orientation
Al A B (S e 4 Q) a8 (IS adaud 5 45 :Orientation

Al g 58 IS adKSla Sl (g g ad sk pual 6 S IS s (a9 ) se 5 o> 41S :Context

LL 1L IR

})Sg.i..ﬁsgg.ﬂ__agjusggdéﬁ)jgjga‘\é)kﬁ

QA sy Soss By B o e b (S dm a4l g e alS Wrap text

% Wrap Text

Merge & Center -

S Jasas ) ) 4 S alals a5 5 S5 SGK il Wrap text
s S Bmomaidhu A Lo oa o IS 20 4 :Merge and center
s il gy a3 QA A 45y (o adasd 5 43 :Unmerge cell

5059 grbic i Sedand ¢ 4] (S diwdg s (o> 9 (S adasid g 4 :Number format

Greater Than...

|
! )

I Less Than...
<]-

. ﬂ Between...

j Equal To
T[=] *q

] Text that Contains...
~[ab)

: -
A Date Occurring...
e 9

= l Duplicate Values...

i Top 10 Items...

Bottom 10 [tems...

=[o]

]
:.,fi Bottom 10 %...
—=[%]

mL Above Average.
F] ¢ g

—[x]

Below Awverage...

EESIER-T IS
A ASd g sl g S (Ald g el 4y 254 A58 32 43 :Accounting number format

S8 soIAS gl

General -

C-0% 0 B9 Conditional format
Number [F]

sulissly 5 el 55t (S5 4y a5 1S 2% 4y :Greater than
sulaggl ) s (oS Slsi B (S 4y o> 58 (IS 3 4y iLess than
505 Iy e 5 (S Fie dysigare 5903 (o sd (IS adagul 5 45 :Between
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Al ) ans oSlg i )5 A A S o 98 (IS 2 4y :Text that contain
Al
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gl s mi (oS 165 o s (S 23 4y :Bottom 10 items

6



(c) ketabton.com: The Digital Library

byl ) et (oS (2h Guad 4 2 $d (S 2% 43 :Bottom 10 %
by el )l B s s (IS 234y :Above average

b)) goeidang) oS5 5 a o IS 2 4 :Below average
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Ll g Sy Sl Haen yig
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|__| Clear Rules

4
+ 1

=

Insert Delete

- -

Cells

B B

Cell
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il Format as
~ Table~

Cell Size

IC RowHeight...
AutoFit Row Height

=

3

Calurmn Width...
AutoFit Column Width
Default Width...
Visibility

Hide & Unhide
Organize Sheets

Rename Sheet

Move or Copy Sheet..,

Tab Color
Protection

E7 Protect Sheet...

E AutoSum - ‘E‘.W
> Sum
Average
Count Mumbers
Mazx

Min

als g il gdie 4 (5 e o2 9d (IS 20 43 :Icon sets

: S S M 6 e (il B JeasS o2 o8 (S 23 4y :Clear rules
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sslgly a8 Al gale I Sa o b IS 230 4y :Auto fit row height
SU Jsal pn sisalSy a8 S 230 43 :Column width
sl Aala gale )y sisalSa oa o3 (IS 230 43 :Auto fit column width
SUg s, J el e (a #8 (A S 23 4:Default width
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S A O5is 0 nileS g2y S (53 wAuto sum
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L) 95mgnsad jigneS JA U o g > ¢ Y S 23 43 :Name manager
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Mame J)S
Manager ES Create fram Selection . . . ol e i
Defined Mames PR Ade A1 (62 (g daa Gl Al 62 & jlae il JileS 455 (Define name

P04 JameaS AR HPLdigag o sd Y S

S5 U 3ms s a3 al Sy n Sl dd 2 U L disasidaa o s ¢ Y S adal 545 :Use in formula
sS e 8 (b 55,85

JaSa) daa 4l s 4 53l gie top bottom 4 453 s 0 (> o8 Y S 23 43 Create from selection:
Shusosad al S

E}DTrace Frecedents %Shnw Formulas = | Tra
=X Trace Dependents ¥i> Error Checking ~ | w3 ce
[_:.-?; FRemowve Arr::-v-.rﬂl - @_ Evaluate Formula v, "..:':ﬁl-:td?:l-l-lw pre

Faormula Auditing ced
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EB
SR AR A ) fiS s A (555 S S )5 s A )5S aS o sd Y S 20 43 'Remove arrows

o S Al a8 5 S0 )8 h ard (55 s S Alsa i g0 (S udidy a sl Y S adawl g 4 :Show formula
Y S

s S oo 2 b s S polal ars 5 S oo bl 0 S a0l (oY S adayul 54 Error checking

S pmdlic Alac pniaan o ASIR a9 )89 Al g i o s e > sd 6V S 2 4 (Evaluate formula
s Y S i i (g 1 ) smaSa Sz 82

o> 55 VS lilaes 5l 558 Gilasile JaSa o )) 4y (5 a3 (530 (o> 58 VS 2 43 :Watch window
s 8ol 5 A SR s ol s Se g sy walla
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Options - | = Calculate Sheet Calculation options
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50 i 2S4S A Al A e sislgl ) Qi aS 6 55 SHle Sa (S 2leS (53 434S 4K :Manual
Csly @l patdaaa 5 S ool Sl Sa AR WleS oAl aS g g Sl

opd (S Culdidaad 49 (50 Ol puai 4 o) (59 Sl ) 50 Ol il a S A 03 6V S 22 4y 1Calculate now
(s a8 ay (g B (53 (g) (o2 5sSHge)al Al )y ge) (S Sighd gy s Sy

G aS 6 (Seighd b)) 4y Sugl) e Dl piaSaS o ol oY S 26 4y Calculate sheet:
) DY i A (S sishd a6 5 S5 SIS saily wlS

: ::—.E‘ Dy Ty 290 & 998 DS yea (Sal S duSl 4y 5 aS
From From From From Other I I ~ “’—\u S J
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et BExternal Data .o . . » s w v e a e

™ ; Y S a AAS gua ju 990 LI gl AAS 3 O ghec

=is 2l - 25 Glaslle o o
Existing Refresh " . .. .

Connections | All= 5l g (SIS 03 5a 9e o2 9 (Y S 23 45 (Existing connections

4l _ﬁ_i f { 42a (595 S 4l go Dlaglle o S o 98 (Y S 230 4 (Refresh all

=l ' _@\jggusdaqjﬁduawauﬁu

il Sort Filter 7 j j
W2 Advanced
Sort & Filter A7 alL ) 507 FAAIA AdAgasi o pb VS adal s 4 Sort:

S S N sy mA A

s padiyy s a4d daSbhasions Saada & )l Ghal) o s al s o 4K Filter
LGl aba a4 o 5 Y S gan il 16K adjn gI0a (g0a (g5 aAlia o )l pga ) ara 2 5 Sl (g

AR Ard o2 s Y S o e (Slul gy ding s 5 55 sl ) il o sealS 58T il ol gileglla 5
C oS s S 4 5e

S Aih x5 (&) ga i € a0l (oY S e 4y iClear

s S alal jsag 94S 55y S8 il ea sl ara 448 5 5 U sisagido g g 4K Reapply:
o A e d iy g 9 S (2 Adlal )y o ed (Y S e Ay JLaS (500 51 (5 ) AT AT, ge 4 AR

= s9)s s salS Sl Al a8 (Y S 22 4y 1 Text to columns

Text to

Cotumns kS (523 51 5l Aisa s (5l S5 (S Claglle a4y ) 50 a 4IS Remove duplicate:
ol 5 s (o sl juad Sugla b o (VS AR o adasal g 45

o | * Y . - . . Lon .

ﬂ" —0 J';El chi} 4_1‘)\‘)5\45}.3(5\;)30}:33@&;\J&&mmustﬁddgﬁiﬁ
Remove Data Consolidate ‘What-If ‘_,’_..n
Duplicates Validation = Analysis = "

Celetodt 5585 a pd a4l s g 4y > 8 Y S 2% 45 1Data validation
Jsolaea 5) 43X D3 (ama o gd AlA) Al AT e S L AR 3o e o g AlA) da AT e ol o ol 4k
oS5 3 ask i Al S8 gse sl e s ay) 5 S nl e Giline 55 S 524y op 5 Y S
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s S (32 43l s b 43X L )k :Clear validation circle

oy 4l giilan 422 a9l se 9 o) gl Al pllaa gLlia g 10 (5 A4S o $d Y S 4wl 5 43 Consolidate:
4 958 e Jigi Ay )y o) oAl Jud Shle s s W Aug s o) sSsort el 9 S gea
95l 44 geaa giellaa sl gy g 5 S SQ gailicreate links to source data

What-If
Analysis =

A8 a5 S Qi S om Ola Al e o> 58 Y S 2 4y :Scenario manager
$ by Osih ab (55 AT 5 A gl g9 ge QS Sy g e (Sl o4y s s
AdlS 2 QLS LS aca g aS o Jaglaiia SV aaslead glusS Al p4S
035 50 3 )l 53 o dlle 5l daslra (5540 AT a0 AT (SR A L)) AT e Ay
50S (oo slre (s g AT a gh Y S adasil g4y gl (53 g

Scenario Manager..
Goal Seek..
Data Table...

i Jsaslaadra 590 L ol g5 Sadl b5l aS dxn

QL) abidaa 4 5l g S o))y ) i o @Y Gllu AR = Hla 4l HlailS 0 gy (5 s 4S :Goal seek
S5 S an )5 (ol cMﬂY\Qou‘du)uﬂyacM\ﬁ&JYJcMu&LQJLQ}JQJLAA
DJA‘PMGMWA}@JLBUAM‘\LJ}JLSJSJ?AMs‘éy‘d‘)\}@.l@@ts‘g\j& DlulS sy ) (5
s Hsaslaa (o adasal 54 LS (520 5 (5 S0 s B KU R (5 S 7 A e

_E;I ‘~E| i.;*:—J S Sl pan 4y A 55 S o IS g padd g s s 4S (Data table

Protect Protect ‘Share : QF“S b ) EB LS cﬁ;JJ Yodsl s ), Ve 4l =SS gr“’l:’ BRI

sheet Workbook Workbook .y (flaa (s )53 3a IS/ J 503 (3 SHSY 58 (g2 0 Al 5 4y LS (523 55 (A5
L na

bl

i 5aleS (pdmy (S Cud Ay (o 53 GV S Glilaar o) 5 S5 ) suld il Culi 4y (o 53 Y S adal 5 4y
s S Al S AaR

| structure 4xd m 5585 3 suld (52l S5 Jsi 4 (o258 Y S bl 5 44 :Protect workbook
i Y Sl S 43X 55 window

40 A VS (590 55 Sy S (o e s P8 QL) (S Sp 504y > 4IS :Share work book
adagl 5 4y Caid o L gl (g5 adaand 5 4y JuSo Lo dra (5 S S oy 5583 Sy s adasal 5 49 LS

A (2 (SO S S JS5 eSS DA g Quilio 434S AlS iay
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Formula

is the Expression which is used to solve any task.

Expression
the Combination of operator and operand are called Expression
10 + 20 = 30 S
10, 20, 30 are operands, values
+, = are Operators
10+20=30, Operation
30 Task, Result
Operator
is the symbolic sign used to solve an operation over operands

Types of Operator
> Mathematical, Arithmetic Operators
+ =Rl ™%
> Comparison, Conditional Operators
>,<,>= ,<=_,<>, =, Between
> Relational , Logical Operators
Or, And, Not, In, Like

Method 1(By Cell Reference) Formula and Functipns always Start with an equal Sign —

Operators

Meaning Viaue 1 Value 2 Result

+

¢h Addation

Subtriction

Multiplication

Division

Exponent

And Sign/Concatenate

Rl s~| |

Percent Sign

Method 2

Opeator

Meaning Result

+

Addation

Subtriction

Multiplication

Division

Exponent

And Sign/Concatenate

b 1= S S B

Percent Slgn

12
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Comparisofy Conditional Operators

You can compare two values vath the fcllovn:g operators. When two values are compared by using these operators

Comparison operators Meaning Value 1 Value 2 Result
= (equal sign) Equal to 2 2 TRUE
>_(greater than sign) Greater than 3 S FALSE
< (less than sign) Less than 4 5 TRUE
>= (greater than or equal to sign) Greater than or equal to 5 2 TRUE
<= (less than or equal to sign) Less than or equal to 6 2 FALSE
<> (not equal to sign) Not equal to 6 6 FALSE

Relational, Logical Operators

Logical operators Value 1 Value 2 Result
AND 2 2 FALSE
OR 4 5 TRUE
NOT n 3 5 FALSE
W

AND Truth Table

Result
TRUE  TRUE  TRUE
TRUE  FALSE  FALSE
FALSE  TRUE  FALSE
FALSE  FALSE = FALSE

OR Truth Table

Result
TRUE  TRUE  TRUE
TRUE  FALSE  TRUE
FALSE  TRUE  TRUE
FALSE  FALSE =~ FALSE
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