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EXCEL - BASIC CONCEPT

MS Excel @RII 87

MS Excel B Spreadsheet UISITH 38, forImT @1 ORI olld M = Micro & S = Soft 31eIid Microsoft
Excel 8IAL E\‘;", 321 Short 3 Excel 8ft a1 SIIcA1 8 | Microsoft Excel, Microsoft Office @I Bd HIol 3
ORI sArshIRiUC Uil (3HI¥DT) of F6lRI & | A Windows, Mac, Android 3IfS Users @ fe1e
3UCTeeI 3 |

MS Excel is a Spreadsheet program, whose full name is M = Micro & S = Soft, 1.e. Microsoft Excel,
it is also called Excel in Short. Microsoft Excel is a part of Microsoft Office created by Microsoft
Company (US). It is available for Windows, Mac, Android etc. users.

CONFUSION

Spreadsheet/Worksheet =l 57
UP sclacifold GIArdsI fOriet Sl @I Grid ot ufepell (Row) 31 I8l (Column) 3
craf3erd fdp=n Sirdn 3 312 S1uTGH 3 $3abI 3URIIel bRl ST bl & | B Spreadsheet 3
Formulae T URIISI GID SIS, S[UIL, HIGL, I, UfeI9rd folbIctoll Se1ife ST el bl
DI ADAS |
™. An electronic document in which data is organized into rows and columns (columns) of
the Grid and can be used in calculations. We can do things like addition, multiplication,

division, subtraction, percentage extraction etc. using Formulae in a spreadsheet.

HAISPRITUC of 30 RIAFaR 1985 @I Macintosh (Mac) & T8 Excel @I USCT Version 2.0 3ii2
oIde? 1987 3 Windows @I USCII Version 2.03 ST {51 &1 3112 314 dcidiol JA9RI 9 33D DS
Version 3II I & SIA: MS Excel 2003, 2007, 2010, 2013, 2016, 2019 ScIfe |

= Microsoft released Excel's first version 2.0 for Macintosh (Mac) on September 30, 1985, and the

first version 2.03 of Windows in November 1987, and now has a number of current versions such

as: MS Excel 2003, 2007, 2010, 2013, 2016, 2019 etc.
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d MS Excel @I URIIol Dai 312 aRIl fob=Il Sirer &2
{  Excel DI SIAHICT FRRIA: 3(cD VIR AdIcll DI DH AR 3 &l Solve Dol D fe18 fepn
SIIAI 8 | ford P 3681RUI fSU 3R 8 SI8T U Excel I URIISI fdball SIIAI S |

Excel is mainly used to solve numerical mathematical questions in a short time. Below are some

examples where Excel is used.

b = Excel DI WRIBT IPDcll AT Dictsll d 98 3l SAGI DS A8 D Sl DI ARIIR Dol D 18
]  fdpen S 8 SII: acdl fb Attendance Sheet dolloll, Admission Details 22d0ll, Payment Details
36IL, Mark Sheet (IRII? IGIL, Results A B0l SIS |

"  Excel is used in schools or colleges to create a lot of different types of data such as: Creating

oy ooy ooy oy oy Wpy gy gy Vo By oy o oy Yy Cp By Vo By Wy Wy Oy

=
&

2
o

- Attendance Sheet for Children, Admission Details, Keeping Payment Details, Preparing Mark
Sheet, Declaring Results, etc.

= Gafﬁl?rﬁ 3 it s3ADT s3TAICT Dbl AR 3 b= SIar 8 SIY: Customer fob i\ﬂ“ Details
311, Bill gollall, Selling Report (RN cbIoll ScAILS |

It is also used in large quantities in shops such as: keeping complete details of the customer,

preparing a bill, preparing a selling report, etc.

= S-S E-Commerce FUfoRIT Sl Flipcart, Amazon 3cIIfc;, 31 Ad 8ff Excel I 3TcidIIcl
ScI AR Dol P feTe BIA 3 |

Big E-commerce companies like: Flipcart, Amazon etc., all of them also use Excel to generate data.

= Excel B I 3 BSIRI S¢I DI UD dIR 3 Manage D2 Abdl & dl $ff 891 dbdet Ub ¢l A 3l
®Dofl USell arcbl Automatic Excelfb_\@'m

Excel can manage thousands of entries at one time that too we have to do only one entry, the rest

HOHHODHHODODHODHHOOODOOOHE O
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will be done by Automatic Excel.

. IRDRI GUARI 3 DIbI SRATGT 3T URNST bl SIAr 2 |

It is highly used in government offices.

= Banking Sector 3l Excel Il EFUE,I)TI fdd a1 qal 3 alifcp 1 A8ft Customer &b Se1 I

Excel has proved very helpful in the banking sector as it prepares all the customer data.
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= Excel ad 9t a2crol {1 & Sid dal Asd b foreiur aldl 3 a=iifcs Js foreaiur 3
DS (128 D Sl DI (IR Dol USAI & al 9ft aT =T 91, A VA 3 Excel b AR o= SIrar
2 (Excel also proves to be a boon when road construction takes place because road construction

requires a lot of data to be prepared in a short time, so Excel is resorted to.)

Excel @I A Open fCb=IT SIIAT 8?

Excel I1cTol b dS A3IMD & Sil SMUDI UAG IR 3ADI SIIAIC MU D2 AD &

. There are many ways to open Excel that you will like, you can use it.
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M Rule (1) IAeR1 UBcl MUDI DS d Windows + R URT @2, 33D dIG 3MUD Aol BD Run
Dialog Box ¢T3 3IRISII 3391 31U excel feTRAD Enter DI G |

T2y
o

= First you have to press Windows + R on the keyboard, after that a Run Dialog Box will open in
front of you, enter it by typing excel.

Type the name of a program, folder, docurment, or Internet
resource, and Windows will open it for you.
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Rule (2) AeRI Uacl 3MU Start Button Aofl Windows Key GHIU, 33Ach dIG 3T Excel Al
Microsoft Excel TI3U @2 3112 33A Open D3 |

= First of all you press Start Button i.e. Windows Key, after that you type Excel or Microsoft
Excel and open it.

Rule (3) For Windows 7 Users...................

Start Button - All Programs — Accessiories - Microsoft Office - Microsoft Excel
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Menu Bar

Menu Bar @I Tab Bar 8ft ®@al SIIc1 8 ] 53D 3o 8ff DS AT Menu 30 3 SIA: Home, Insert,
Page Layout, and Formulas, Data, and View & Review SRl |

X Menu Bar is also known as Tab Bar. It also has many menus like: Home, Insert, Page Layout,
Formulas, Data, and View & Review etc.

| - vEs Bookl - Microsoft Excel

ra (fn (fn (fa (fa (fa (fn oIn (e (fa ¢fn ¢fn ofn (fe (fa ¢fn ofe ofe (fe ¢fe ¢fn (fn
-y

o

 Opr gy gy gy gy Wy Gy G Gy S py Yy By Gy ey Oy Oy ey ey By Oy

Home Insert Page Layout Formulas Data Review View Developer l

e T — = - z = s (=) -

B & cut Calibri Sl ov|At A S Wrap Text General - % ﬁ L;Fd o= ? A““’S”"‘ % [n?a
~— 33 Copy ~ = Fill ~
Paste : B 7 U-~|iHiv| & A = | fadMerge & Centerv | $ + % 9 | %0 30 | Conditional Format  Cell Insert Delete Format Sort & Find &

~ - Format Painter U-|= ) B Merg s % >0 | ormatting ~ as Table * Styles ~ B v | @Cear~  Fitter~ Select~

Clipboard F \ Font 7} Alignment F} Number Styles Cells Editing
% %

Title Bar

Title Bar, Menu Bar @ 3>UR 91 8IdI &, il {&b File Name @I GoIIdI & | 3ol 530 S‘iﬁ‘?lczi\l—d @I
o5 Name 21 331 Save fdpen & 32t @1 3 fSzarar 3 | Save 2ol A Uacl Book1-Microsoft Excel
fe1ar 38911 3113 Save Dol b dIG $31DI Name dGcI SIRIoL |

. The Title Bar is at the top of the Menu Bar, indicating the File Name. You have saved this
document by what name it shows it only. Book1-Microsoft Excel will be written before saving and

its name will be changed after saving.

| LR AR A * Bookl - Microsoft Excel

File Home Insert Page Layout Formulas Data Review View Developer
= cut L. = e F B e | 5 e FE Z AutoSum v
& cu Calibri Ju ca s === | Siwepret General - ﬂ] ﬂ It ?ﬁ 5= ? @ Utosun ‘Zr]? [_'?a
~— B3 copy~ o - e @] Fitt ~
Paste : B 7 iE 55 | FMerge &Centerv | $ ~ % 9 | %9 ;% | Conditional Format  Cell Insert Delete Format Sort & Find &
+ J Format Painter FEE = 0 >0 | Eormatting * as Table  Styles ~ v v - (2 Clear ¥ Filter~ Select~
Clipboard ] Font ] Alignment P Number P Styles Cells Editing

Ribbon Menu
SId g1 fopl 8ft Menu Si3T: Home, Insert, Page Layout sceIIfcs 31 21 fop=it vep uz sft forciad bt
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- & Al 84112 2IdIol [h2 A BD Menu AJcIAl & ISR1 &I Ribbon Menu DEA & | -
o o
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pd = When we click on any of the menus like: Home, Insert, Page Layout etc., then again a menu e
o o
o . . . o
2] opens in front of us which are called Ribbon Menu. &
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Microsoft Excel

SAD HAIEIH A A

Help Option

. Through this, we can take any kind of help related to Microsoft Excel. For this, we have to click

C

oLl JAHT2=IT Dl <] DIoll B

& 3D dIG &4 3

AN

N\

N

Ip Button UI3I2 fereicd dboll

AN

&d S22 He

this Help Button Pore, after that we have to search our problem.

@) Excel Help

DEORCEGEA NI W]

Search Here

o

Help Button U2 IdcIdd

~ 2 Search -

’ Loading help from Office.com

Show me offline help from my computer

N\

D20l D dIG S22 (126 DI

3IUD ATHol

Windows

IR

<

N\

3MUDI Sil AT

DIoll & Al JAd D2

| Q Connected to Office.com |

All Excel |

o Mo Mo Mo Mo Mo o Ho Ho Ho e Ho fe fe de e de de dfe de fe e
€8 € G 5 €F N U O 65 U 68 U5 65 U O8O0 O 6Y WY O O

Help Button

Filter~ Select~

27 &
Sort & Find &

2 AutoSum ~

@] Fin ~
(2 Clear~

Insert Delete Format

Work Area or Worksheet

SId 8ISl Microsoft Excel Open D4 & dl 2 Aol Spreadsheet dIcIl B Worksheet

o o Jo fo o I fo o I Lo o o e o e e e e e
XA R Y T T X X r r r ry ry ry v

= When we open Microsoft Excel, a worksheet with Spreadsheet opens in front of us

H IdR¥Id eldl &

N

fanY

A At Cells

A\

IICIdT & 31191 AT o1a fdpe S 8

N

D

HHH000H060000000600008668688

in which all

$88085080588858580808080809088

the work is done. It is organized in all cells.
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p{  Sheet Tab
5D IR B fIol a8 3ol adolic aRiel & 3162 Alel ADd 3 cifdpol BaRiel i By |
E’Ef Default feror offc 8t f&=Ir ST & Sheetl, Sheet2 32 Sheet3. 32t SRIIGT adefie dictol b fe1w E'zf
] BIEIS 91 Shift b AT F11 U1 2 3i1R fSIdel a1s 3dell adbofle Open 2
] = Through this, we can open as many worksheets inside Excel as we want, but in Excel only By S
;3: Default three sheets are given Sheetl, Sheet2 and Sheet3. To open this more worksheet, press F11 Za:
;: with Shift in the keyboard and open as many worksheets as you want. ;:

15

20

o ~ 21

$31 3iit9rol UR fdetdd b 8t b

New Sheet 31T ADA S | 23

24

You can also open a new sheet 25

by clicking on this .option.

Customize Sheet Tab
SId 841 fdo2dl 9ff Sheet UT SIIADBIT ASA DI
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Right Button Gl 3 Al 39112 Aol DS AT Insert...
sifroral f&ars S @ SIA: Insert, Delete, i:::;e
Rename, Move or Copy, View Code, Protect ere or Copy..
Sheet, Tab Color, Hide, Unhide, Select All View Code
Sheet_ Protect Sheet..,
Tab Caolor
Hide
= When we go to any sheet and press the right Unhide...
Select All Sheets

button of the mouse, we see many options like: e
Insert, Delete, Rename, Move or Copy, View =
Code, Protect Sheet, Tab Color, Hide, Unhide, Select All Sheet.
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Delete: 531 ATEIA A 3T fob2il 8ft Particular Sheet @I Delete D2 Al &

. Through this, you can delete any particular sheet.

Rename: S@fﬁ Fre=1dA 2 31U b2t oft Particular Sheet @I 31U Rename 3IeIid 32ADI Name DI
Edit @2 AD 3 |

. Through this, you can edit any Particular Sheet, Rename i.e. its name.

Move or Copy: 31 SIf¥ 3IIU 3[Ual Sheets DI 8D SIOI8 A GAR 51918 Copy AT Move B2

Y X X X X Xy

4 &

e (fa (fa (fa (fa (fa (fa (fe (e (e (fe (e (e (e (e o ofe ofe ofe ofe ofe (fa

»

o

 Opr gy gy gy gy Wy Gy G Gy S py Yy By Gy ey Oy Oy ey ey By Oy

2

&
[

= Through this, you can copy or move your sheets from one place to another.

View Code: 3315 SIf¥RI 3T Code DI View B2 AD 3 |

. Through this, you can view the code.

Protect Sheet: 531 a1¢191 A 30U fpl 8ft Sheet DI Password 3 Protect 2 A & |

. Through this, you can protect any sheet with a password.

Tab Color: $3MD HAIEIHA A 31U Sheets Tab fb Color DI dcel b

. Through this you can change the color of Sheets Tab.
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+4)  More Colors...

15 Insert.., | ‘

16 @ Delete | ‘

17 Rename ‘

18 M

Move or Copy... Theme Colors i

19 & View Code B EEEEEEN| ;

20

= (£ Protect Sheet.. M I 3

22 e | |1 {1111 :

- Hide 5

— Unhide... Standard Colors 3

: EE EEEEN| 5
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Insert

Customize Quick Access Tool Bar

Page Layout Formulas Data

Review

Excel Options

33 Customize @30l b 18 G UG File Menu 3 SIIU 330b dIG Options AT Word Options U2
ferc1d @2 (To customize it, first go to the File Menu and then click on Options or Word Options.)

& save
Save As
[ Open
[of Close

rn (fn ofn fe (fe ¢fn ¢fn ofn ofe (fe ¢fn ¢fn ofe ofe fe gfe
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o
<

&

Info

Recent
.

MNew

Print

Save & Send

Help

Excel Options

Recent Workbooks

9 B B B

DK
My Documents

h"

Bookl
My Documents

FffF
My Documents

My Tution
D:

Failed_Transactions-2019-12-25 (1)
My DocumentstDownleads

Failed_Transactions-2019-12-25
My DocumentsiDownleads

sites_07-12-2019
My DocumentsiDownloads

221574671 _Dinesh_Kumar

My DocumentsiDownleoads

marks sheet 1
E\DocumentsiDocuments

Keyword Tool Export - computer
Ch\Users\WelcomeiMusiciDownloads
CHECK

D:\Documents

Transactions-2019-06-22
Ch\Users\Welcome\Music\Downloads

General

Formulas
Proofing
save
Language
Advanced

Customize Ribbon

Add-Ins

Trust Center

General options

User Interface options

far working with Excel.

Show Mini Toolbar on selection (&)

Enable Live Preview

Color scheme:

SereenTip style: | Show T

eature descriptions in ScreenTips

‘When creating new workbooks

Use this font:
Font size:
Default view for new she,

Include this many sheets:

Body Font
@)
Bl =

Personalize your copy of Microsoft Office

User name:

General

Formulas
Proofing

Save

Language
Advanced
Customize Ribbon
Add-Ins

Trust Center
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Custamize the Quick Access Toolbar.

Choose commands from:

Popular Commands

]

0]

e EE> Rl

F

G

<Separator>
Borders

Caleulate Now
Center

Conditional Formatting
Connections

Copy

Create Chart

Custom Sort...

Cut

Datasheet Farmatting
Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
E-mail

Fill Color

Filter

Font

Font Color

Font size

Format Painter
Freeze Panes
Increase Font Size

o

Show Quick Access Toolbar below the
Ribbon

<< Remove

Customize Quick Access Toolbar:

[Forall documents (defaulty

Save
Undo
Redo
Shapes
E-mail
Filter

Customizations: ,
Import/Export ¥ |
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MS EXCEL

5

311y Sil #ft 3iitorel I
Quick Access Tool
Bar d Add @30l
AIBd & 3A Choose
D2 3R UD-UD
DID Add drel
3iitorel U2 fareid
DD D2 3R b2
dIG 4 Ok

Choose whichever
option you want to
add to the Quick
Access Tool Bar and
click on the option
with Add one by one
and then click Ok.
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olIC:- Formula $3I4IIcT Mol P dIG MU DIAIS 3 5¢2 UA D2, MUDI 5ADI Foice Show Bl
SIRIGII | &R1Tel 36 31U dbdcl Bd 31 Ifeh I Total income foIdIct |1l @I Excel Automatic
forpIcion | 33 fA1E 3MUDI B RIfch O total income UL fdFcIdd 2ol 3 3AD dIG 33D
Corner Udbs @2 R3dd Gall 3 drbl b total income automatic forabcIap 31T SIRBI |

X After using Formula, you press Inter in the keyboard; you will get the result of it. Keep in mind
that you will only take out the total income of only one person, Excel will extract the rest. For this,
you have to click on the total income of a person, after that, hold his corner and pull it; the rest of

the total income will come out automatically.

§
¢
¢
¢
¢
¢
¢
¢
¢
¢
§
¢
¢
§
¢
§
§
§
§
§
§

e (fa (fn (fn (o (e ¢fn ¢fn fn (e (fa ¢fn ofn ofe (o ¢fn ¢fn ofe ofe gfe fa
X rrrrrrr]
SOLDLLOLLLOLLLOLLLOLLLY

S.N. Name Monthly Income Extra Income Total Income S.N. Name Monthly Income Extra Income Total Income

1 Aman 12000 3000 - 1 Aman 12000 3000 15000
- 2 Raja 11000 2000 2 Raja 11000 2000 13000 -
L 3 Sangam 20000 1500 3 Sangam 20000 1500 21500 o

4 Madan 30000 1000 4 Madan 30000 1000 31000

5 Sahnaz 45000 6000 5 Sahnaz 45000 6000 51000

6 Priyanka 10000 3000 6 Priyanka 10000 3000 13000

7 July 8000 500 7 July 8000 500 8500

8 Renu 60000 2000 8 Renu 60000 2000 62000

9 Priya 13000 1000 9 Priya 13000 1000 14000

10 Deepak 8400 9000 10  Deepak 8400 9000 17400

31TUol Gl fab ol 316 Aman feb Total income foTabIetr e cifdbol STel dol Aman drcl Total
income @b cell @I Select feb=IT 3112 cell I cornner DI UDSD drag fb=IT Al A9l DI total
income foIDCID2 311 91T |

X You saw that I had only taken out the total income of Aman, but when I selected the cell of
the total income of Aman and grabbed the corner of the cell and pulled it, the total income of all

came out.
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n (e (fa (fn (fn fe (fa ¢fn ¢fn ofn (fe (fa ¢fn ofn ofe qfe fe ¢fe ofn
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1

™
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[

A
1| S.N. Monthly Income Extra Income Total Income Remaining
2| 1 Aman 12000 3000 15000 1500
13| 2 Raja 11000 2000 13000 2000
4| 3 Sangam 20000 1500 21500 200
is| 4 Madan 30000 1000 31000 5000
6 5 Sahnaz 45000 6000 51000 3000
7| 6 Priyanka 10000 3000 13000 1000
s 7 July 8000 500 8500 300
9| 8 Renu 60000 2000 62000 4500
10, 9 Priya 13000 1000 14000 2000

[l 10 Deepak 8400 9000 17400 3000 |

Step (1): 2ERI UBCI 4l 2 TSIl & fob fABRY, f3b39T acToll 3 3relid b cell 2 53T cell 31
fcToll 3 (First of all, we have to understand what to subtract from, which means which cell to

subtract from.)

Step (2): SId 391 1 UAl dcl Sle {6 33 cell A 33 cell 3 TCTol & dl 891 3al cells fdb Name @I
ollc @2 cloll & dIfch GAcIeI 33 Formula 31 URIIST @2 D |

= When we know that we have to subtract from this cell into this cell, then we have to note the

name of these cells so that we can use it in the Formula.

31U HUT b Scl A A ADd & b s cllvll P total income ICIBI-3ICToT & 312 36IDI cost oft
3ICTOT-3ICToT 3 I V3 3 361 UIRT Il fdpeol 3URI gl 3 al Bai ST Dol & el ABT
mm@mﬁﬁmﬁmﬁmcosmﬂma‘mmﬁmml income 31 21 febcol JURI
3 D3 Gl & 31eIid &di soldhl actual income TATGI B |

X You can see in the above data that the total income of many people is different and their cost is
also different, so in this case we have to find out how many rupees they have remaining, that is, the
subtraction is going to be used here. | Here the cost means how many rupees they spend out of their

total income, that is, we have to tell their actual income.
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831 oIl total income I A $OIDI cost DI ECTGI IS Ad SIIb2 A UAT ACISII b SoIb TRl
fbetol FURI I T & |
= We have to reduce their cost from their total income, and then it will be known that how many

rupees are left with them.

[fn ¢Fo ¢fe (Fo ¢fe (o gfe gfe gfe ¢fe gfe gfe gfe gfe gfe gfe ¢fe gfe gfe gfe qfe
&89 &5 50 &80 &50 &60 50 &80 00 5P 90 &60 90 &68 £ &6 £ & 6 H B

L L LR L L L L L L L L L L L T T T T TRy

oy ooy ooy oy oy Wpy gy gy Vo By oy o oy Yy Cp By Vo By Wy Wy Oy

TODAY (" K v J| =E2-F2
A B | € D | E | F | G
1 | 5.N. ame o pme 3 ome ota ome 0 Rema g
2| 1 Aman 12000 3000 15000 | 1500 | =E2-F2
3 2 Raja 11000 2000 13000 2000
4| 3 Sangam 20000 1500 21500 800
& 5 4 Madan 30000 1000 31000 5000 &
= 6| 5 Sahnaz 45000 6000 51000 3000 .
7 6 Priyanka 10000 3000 13000 1000
8 7 July 8000 500 8500 300
9 8 Renu 60000 2000 62000 4500
10| 9 Priya 13000 1000 14000 2000
11| 10 Deepak 8400 9000 17400 3000

3IMU &30 ADd & G2 dIci cell 3 Fol BD BIcT Al Formula cISIRIT

You can see that [ put a small Formula in the cell with G2.

=Cell Namel - Cell Name?2

Formula $3IHIcI d2ol D dIG Enter GdIcl al $ADI f¥olcc 31T SRS

After pressing Formula, its result will come as soon as you press Enter.
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N
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(anY

D2 AT 3ADI Name DI ferd

First Cell @I Select

* (Multiple) @I Sign CI9IRI, 312 Second Cell @I Select

3AD dIG
3ic1 31 Enter

AN

N\

N

N

[ol2d:- Ad] UacT U = UA d2, 33D dIg

N

o

33hI Name G | 3l

D2 AT

& 02'e2

F2

Quantity

Rate (INR)

Products

Quantity

| Rate (INR)

Products

e e I

140000
450000

5000

3600

675000
312000
50400
85000
900000

26600

10
15
20

14000

30000

Mobile

Laptop

250
450
9000
12000

Mouse
Keyboard

75
26
28

Monitor

CPU

1800
850
25000

UpPs

100
36
70

Mic

380

Headphone

3 3AD dIc

N

ot Picture foRame

30000
250
450

Laptop

Mouse

Keyboard

9000
12000
1800
850
25000
380

Meonitor

CPU

UPS

Mic

Camera
Headphone
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$88085080588858580808080809088

84 “Rate of each

N

SIRPf | Al afde

e

F
Rate of each product

AN

&I AICIA US

AN

Total
100000
450000

8000

2400

7500

26000

60000
100000

1600000

35000

N

N
N

Ulsdc fcb bidd folmicioll 2 Sil Kb 81161 GIRI 31 I91d & | 3R A Total

ey

C
Products
Mobile
Laptop
Mouse
Keyboard
Monitor
CPU
UPSs
Mic
Camera
Headphone
302 3IIUol HU2 D [P A DO &lol 6l &Ioll Il 3lMUol ¢l &sloll [db
Gol dl U Ulsdac b dlora

AN
D

21 HIST Gol

AN

[ﬂ@ﬁ H W 9 fean STt 82 ﬂ
D
Quantity
10
15
20
8
75
26
30
100
40
70
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Z RIS a Ww
o
-l - =
LS NS N WD~ 0T .
7 N / & 7o
/

I_11

AN

Rate H
find out the rate of each product, which is possible only by division. If we divide the total rate by its

. If you have paid some attention in the above picture, then you must have seen that we have to

quantity, then the price of a product will be known to us. So let's remove.

product”
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$000000800600006560000006806000660
& @
&
&
&
& Maximum 3f¥ Minimum F&% &3 orar Sman @ 2
&
&
&
& : S X - - &
P4 Maximum 3{2 Minimum I URIIST BHIcIST (Ial D] 8, SId sgel AR Cells 91 A 8 A Sllololl P4
5] BIcr 3 b o1l A A IST AT BICT ol DIol-Al 372
& &
& &
() . .. . &
;':f = We use Maximum and Minimum when among many cells we have to know which the largest or ;'zf
& &
& smallest number is. &
&
& &
%:E: 8 F2 - fe | =E2/D2 T f’:f:
5 5
A B | c D | E F

L S.N. = Prod Lusa ota R DT €3 rod

12 | 1 Aman Mobile 10 100000 10000

2] 2 Raja Laptop 15 450000 30000

4|l 3 Sangam Mouse 20 8000 400

is| 4 Madan Keyboard 8 2400 300

6| 5 Sahnaz Monitor 75 7500 100

17 | 6 Priyanka CPU 26 26000 1000

8 | 7 July UPs 30 60000 2000

3| 8 Renu Mic 100 100000 1000

0| 9 Priya Camera 40 1600000 40000

11| 10 Deepak Headphone 70 35000 500
= _—

3GI&30T 2 ST (Understand by example)

310 B4 A S Doil 3l, fdb “Rate of each product” 3 A BT AT T3 value fdbdolt 82 =1
Quantity arcl Column 31 A IS =T BICT value Diol-2t 82

= If we want to find out, what is the smallest or largest value in the "Rate of each product"? Or

what is the largest or smallest value in a column with Quantity?
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S.N Shortcuts Descriptions
1 Alt + Enter Start a new line within the same cell
2 Shift + F2 Insert or edit cell comment
3 Shift+ F10 Display shortcut menu
4 Shift + F11 Insert new sheet
5 Cul+D Copy formula down in selected cells
6 Cul+R Copy formula right in selected cells
7 Alt+1+R Insert row
8 Alt+1+C Insert column
9 Ctrl + Shift + % Percentage Format
10 Alt+H+0 Increase decimal
11 Alt+H+9 Decrease decimal
12 Ctrl + Home button Go to cell Al
13 Home Go to beginning of row
14 Shift + Arrow Selected cells
15 Shift + Spacebar Select entire row
16 Ctrl + Spacebar Select entire column
17 Ctrl + Shift + Home Select all to the start of the sheet
18 Ctrl + Shift +End Select all to the last used cell of the sheet
19 Ctrl + Shift + Arrow Select to the end of the last used cell in row/column
20 Ctrl + Arrow Select the last used cell in row/column
21 Page Up Move one screen up
22 Page Down Move one screen down
23 Alt+ Page Up Move one screen left
24 Alt + Page Down Move one screen right
25 Ctrl + Page Up/Page Down Move to the next/previous worksheet
26 Alt+ H+E+R Clear cell formats
27 Alt+H+E+M Clear cell comments
28 Alt+H+E+ A Clear all
29 Alt + Shift + Page Up Extend selection left one screen
30 Alt + Shift + Page Down Extend selection right one screen
31 Ctrl +: Insert current date
32 Ctrl + Shift + : Insert current time
33 Alt+ = Auto sum
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. Through this, you can know the complete information of your document.
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