LAL BAHADUR SHASTRI TRAINING INSTITUTE

MS Excel — Basic Notes (Hindi + English)

1. What is MS Excel? (Excel T 8?)

MS Excel Microsoft ol Ud Spreadsheet Software % g1 SUANT Data calculation, table EF-Iﬁ, chart,
report 3R analysis & T fbar SIaT 3

(s Excel | data rows Gﬁ? columns & Wﬁfﬂ?ﬂ%l

2. Workbook (EIW

«  Excel file BT Workbook &d g |
« T®H Workbook ¥ U a1 Teh A 3Uf¥P Worksheets 8 Tl g |

o Workbook T extension: .xlsx

Example: Salary.xlsx

3. Worksheet (H%Qﬂa

«  Workbook & 3fgR TIG[G &R sheet 1 Worksheet F&d g
« Data entry, calculation 3R formatting worksheet o &1 STl %I

4. Row (ﬁ) 3R Column @hﬂ)
Row:

e Row horizontal (&I'Rfﬁ) B Bl
« Row &I numbers (1,2,3..) I UG STl %I

Column:

« Column vertical (@) gt B

« Column &I letters (A,B,C...) T UgIMT WAl g
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5. Cell (HeT)

« Row 3R Column & fire= J s boxaﬂﬂT%GﬁCellaﬁ?{%’l
. T cell BT TH Address AT &

Example: Al, B5, C10

6. Name Box

e Name Box, Formula Bar & EI'I? Gﬁ?ﬁ?ﬂ %I
« T8 selected cell BT address fe@m@T 81
« Name Box ¥ cell T rangeﬁname 1t faon ST gwan 31

7. Formula Bar

« Formula Bar § data IT formula ié@é aﬂT%I
e Cell T TR T formula Tt 9 edit forar SIrdr 21

8. Basic Formulas in Excel
Formula Use

=SUM(AL:A5) SIS (Addition)

=AVERAGE(A1:A5) 3gd fRebTan

=COUNT(A1:A5)  Cell BT et

=MAX(A1:A5) &9 93T 7

=MIN(A1:A5) I BIel J

9. Basic Shortcut Keys (Excel)

File Shortcuts

e Ctrl + N— New Workbook
e Ctrl + O — Open Workbook
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e Ctrl +S—Save
Editing Shortcuts

Ctrl + C — Copy
Ctrl + X — Cut

Ctrl + V — Paste
Ctrl + Z - Undo

Excel Special

F2 — Cell edit

Alt + = — Auto Sum

Ctrl + ; — Current Date

Ctrl + Shift + : — Current Time

10. Important Exam Points *

Excel Udh Spreadsheet Software %
File = Workbook, Sheet = Worksheet
Row = Number, Column = Alphabet

Formula BRI = (equal sign) ¥ = 8IdT &

Online Class for YouTube

A

https://youtube.com/playlist?list=PLbpYcJ5FszR287CjZHE93KT8aw5y
daCL-&si=pylJOjr6¢cZToBCU6M
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