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Microsoft Excel-2016.

Chapter-1. What is Microsoft Excel? arserite TRid 89RT Uh JHR B BT ATedR 8
R 89 STl Horie e d8d ¢ I1 Bredlic AifeddR HEd @ foIdT ol 89 el Ul, Sel &l
3fie, a1 e WA 3R Al P ST TS R & v e 2 |

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

How to Open Ms. Excel Software?

99 Ugot g9 dldre 9 Window + R > o1 &3 Run 3maem 3k s394 Excel forgax Enter a1 OK v
IR v YPT ATsHNATIe UaRiel AUeddR 9= 8T STRIATT |

Run

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

Open: @ !

{

=/

QK Cancel Browse...

Title Bar. egca 9r fder @ <9 & 8T & S 89R UM & A &I gddl & S9H I 9ed 8l ©

A TeS, ARMETSST, 3R Fallol ge |
Cell. 31 3R ®fctd & PRI Bl 89 I Hed 2 |

Worksheet. a@eilc 4% w4 ¥ A BT T FUS 8 S8l IR AT ST Bl WA & IEH 37T SXBR PR Al
g

Workbook. #rseRiite taidl # ddgd Ud U BIsd il [OfaH U I1 Udh ¥ STl adheiic Bl &
e o Wedle & wy § ff 9d 2

Quick Access Toolbar. sd& <R Wigel A & viche AgHA 8l o [oTFd gRT 89 Sleal 4§ Sleal
U BIgl BT 3NY, 99, fic o Fahd 2 |
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=] s Book] - Excel 7 =5 - X
HOME | Customize Quick Access Toolbar A% DATA REVIEW WVIEW ADD-INS Sign in

X New - - Tim B [ 2 AutoSum - A

o Calibri & - Wrap Text General - = 4 ¢ g O E

. o I B Wrsp B B 2 E = 7y ik

BT L - b Merge & Center - [ - 95 » =3 g3 Condtional Formatas Cell  Insert Delete Format Sort & Find &

4 v seve B Merg " Formatting~ Table~ Stylesw - - - ¢ Clear~ Filter = Select +
5

Styles Cells Editing -~

i
ifi

Clipboard = Emnail Alignment = Mumber
Quick Print

Al - v
Print Preview and Print

-
fn]
T
=
-
z
z
[s]
o
o
]
n

3

Spelling
1 v Undo
v Redo

Sort Ascending

Teuch/Meouse Mode
More Commands...

Show Below the Ribbon

1
z
E
4
5 Sort Descending
6
7
8
9

Ribbon. 39 gRT 89 dgete TRId & sl 3R B Bl 2 AR BgS B Ahd ¢ |

H : Book? - Excel ? - %

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS = Auto-hide Ribbon
Hide the Ribben. Click at the top
alla S - = [~ R - - .
D [’?; } Calibri - - A E== - - EeWrap Text Genersl - = i‘ ‘_;J EEIED EEIEE) IE of the application to show it.
Paste B T U-~- &+ Ma - === & 3= M & Center - 2 = sy €0 o Conditional Formatas Cell Insert Delete Formz — Show Tabs
. W =Tl= A- === x5 Srge & Lenter % 7% Formatting - Table- Stylesw - . . Show Ribhon tabs only. Click a
Clipboard & Font F] Alignment r] Number F] Styles Cells tab to show the commands.
— | Show Tabs and Commands
Al T f —— | Show Ribbon tabs and
commands all the time,
A B C D E F G H | J K L M N o] P =3 ™ =

Status Bar. siccd aR fdel & dfcH d BId1 2 Sl B4R SIFPHC & DI gABHA DI gdrdl © |.

Description of Excel Row. ArsaRie TdiaT § 3 &I Th &-%hd I&dT 8idl & oy ggar+ & forw
BiRSIed aea H e Fav f&ar Sar & <ied I fd §&a1 1048576 BT 2 |

Description of Excel Column. AgseRiToe TaRid § BicTq &I Uh d-hy IAT 8idl & o7 Uga=- &
foy Saaq ors § e srewde faar ST © Sicd dieM & Hv=m 16384 BT |

The Formula Bar. wiseRive taial § BT IR |rsYic @ Y R RId TR & RTadT ST g4
TR oM &7 IR &7 & fo - 7 |

s Book1 - Excel ?TE - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
e N
Calibri MRy @ 2. Autosum i
Em -

B T U-~- A~ Format Find &

- - £ Clear~ Select ~
Clipboard Font [F] Alignment Mumber Styles Cells Editing ~
m ik v s ’
A B C D E F G H | J K L I N o] P Q R S -

Work Sheet Views. wsaRiite trd § = goR & 2 3ifee 8 8 T U U+l adhgd Bl
$S HIFC H TG AHhd 7 | S A &, UST olRiSe &, ISl §d & |
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H % &= Book1 - Excel 2 @ - %
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW ign in

B P B 2 iy M

&= 5= EMerge&Center - . g of 0 o0 Conditional Formatas Cell Insert Delete Format @ Clear~ Sort & Find
- Formatting - Table~ Styles - - - - o Llear Filter = Selgt -

Clipboard & Fgt 5 Alignment & Nugfber 5 Styles Cells Editing

A1 - f

- % Wrap Text

:
‘
]

wom o~ e

Sheetl 1@ [« ]
H M -—F——+ 00

1240
14-07-2017

= [

Chapter-2. File. (Alt+F).
New (Ctrl+N). 359 gRT 89 U =1 U9 &l ofd & |

Bookl - Excel (Product Activation Failed) ? - 8 x

Sign in

[

1
1 - - = < )

2 I

5 m ; < = 2| Blood Pressure Tracker — = =
,  Your Company Name 3 7

4 2| S b p [N N

B 3 ::,;;P& < — : Expense Report
: - b Tirgarviosd premes 120 py

6 5 Symsite .

° : Statement w0 il dase o (RPN

Account Blank workbook Billing Statement Blood Pressure Tracker Expense Report

Options

Open (Ctrl+0). s59% gRT 89 U8l I 9d BIgd Bl ATT B o 2 |
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Open
@ Recent Workbooks

OneDrive

Eltl Computer

+ Add a Place

Account

Book1 - Excel

E;I Computer

Recent Folders

Downloads
C: = Users » EXPERT » Downloads

Desktop

desktop
E: = desktop

Documents

Browse

7 - 8 X
Signin

Save (Ctrl+S). 9% gRT 84 3199 BIsel Bl dls U A ThR Ad B IHhd ¢ |

Save As (F12). 9@ gRT &H Ugcl ¥ 9d BIgel & AW BT dc] Fdhd & IT g M F 99 B Fad 2 |

Save As

OneDrive

Computer

Add a Place

+

Sign in
Save As
4 [l «« EXPERT » Documents » K- Search Docurments »
= Organize ~ New folder - @
EI‘;I Computer = =
%l Recentplaces  *~  MName Date modified Type
Recent Folders 3dsMax 14-10-20 File folder
1% This PC
Downloads S Autodek 360 Adobe 20-1 File folder
wtodes
C: = Users » EXPERT, Corel 14-1 File folder
Desktop
Desktop Custom Office Templates 14-1 File folder
Documents }
deskt Dovmtoad ms paint 2 File folder
esktop ownloads N
E - desktop Music My Data Sources 2 File folder
| My Palettes 14 File folder
Documents Pictures
Videos
Local Disk (C:)
ca Local Disk (D) w < >
Browse File name: | Work Seet| ~
Save as type: | Excel Workbook
Authors: EXPERT ACADEMY Tags: Addatag

[ save Thumbnail

=~ Hide Folders

Tools  ~

Cancel

Print

Copies: |1 =

Print
Printer ’
7 Brother DCP-T300 Printer -
=MD Offline
Printer Properties
Settings
P FeTrE SHeen -
Only print the active sheets
Pages: |1 > to =
I:l Print One Sided -
Only print on one side of th..
— Collated
E -
EE 25 12s 122
D Portrait Orientation -
I:‘ A (210 x 297 mm)
21 emx29.7 cm
D] Last Customn Margins Setting
Left: 1.8 cm  Right 1.8 cm
Custem Scaling -
Page Setup

Ssiovieiailacroces
5756336303 Gra phic Designing

[T —————

Page Set

Page Margins | Header/Footer

Orientation

up

Sheet

) Partrait () Landscape
Scaling
@) adjust to: |88 |5 % normal size
1 < pageis} wide by | 1 = | tan

Paper size: A4 (210 x 287 mm)

Print guality:

First page number: | Auto

Options...

Cancel
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Page Setup. s gRT &9 3107 Ul & AT 3R UIR ASSl Bl U PR Adhd © | IR UST & <lST Bl

ol B Fhd B |

Print

Print

Printer

Erother DCP-T300 Printer
Offline

o/

=)

Settings
Print Active Sheets
Only print the active sheets

Pages: |1 2| to -
I:I Print One Sided
Account COnly print on one side of th...
. = Collated
Options
EB 123 1,23 123

D Portrait Orientation

D A4 (210 % 297 mm)

Copies: |1 -

P

brother DCP
A&
e

. uadl

3

- Plain Paper

Print Quality : Mamal
Al

210x 257 mm
Eorderless : O

Colour Mode : Vivid
Copies : 1

Multiple Page : Momal
2-gided / Booklet - Mone

1] Colour
Sicaling : OIf
tdirrar Print - O
Fieverse Print - Off
“watermark. : OFF

[] Print Preview

Brother DCP-T300 Printer Properties

Basic

Colour / Greyscale

[ink Save Mode

Prirt Profiles

Maintenance

Colour Settings...

Scaling

[ Mirror Print
[] Beverse Print

Fit to Paper Size
(210 x 297 mm)
Free [25-400%]

100 =

[] Use Watermark

[] Header-Footer Print

Settings...

Settings

Other Print Options(K).

21 emx 227 cm . Add Profile(J)...
]:I:I ::Z:: Cﬁ;t:: ijrggl’:;’:si:ttci;g Launch Status Monitor... Defautt
Custom Scaling - SRS Cancel Help
Page Setup |
Share. g9® gRT &4 3 BTl Bl 3™ DD Hel HR Ahd ¢ |
Excel Demo Vinod Sir. - Excel ? - b4

Share

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

Share

...1‘. Invite People

[% Email

Account

Options

Sign in

Email
o Everyone gets a copy to review
=3
Send as
Attachment
Everyone works on the same copy of this warkbook
Everyone sees the latest changes
Keeps the email size small
! Workbook must be saved in a shared location
o Everyone gets a PDF attachment
ﬁi‘_ Preserves layout, formatting, fonts, and images
Send as Content can't be easily changed
PDF

Send as XPS

]
-
Send as
Internet Fax

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

Export. s9& §RT &9 Al WIS &I Taqare drd PDF 91 |ahd 2 |
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Excel Demo Vinod Sir. - Excel

Export

E@ Create PDF/XPS Document

Change File Type

Workbook File Types

B Change File Type

Workbook
B3=2| scs the Excel Spreadsheet format

Account

Options

OpenDocument Spreadsheet

Uses the OpenDocument Spreadsheet
format

5751 Macro-Enabled Workbook
E[IT Macro enabled spreadsheet

Other File Types

Text (Tab delimited)
Text format separated by tabs

Formatted Text (Space delimited)
Text format separated by spaces

ﬁ Excel 97-2003 Workbook
= Uses the Excel 97-2003 Spreadsheet format

Templat
emplte
Starting point for new spreadsheets

@ Binary Workbook
Optimized for fast loading and saving

CSV (Comma delimited)

Text format separated by commas

P_ Save as Anather File Type
¥

? - x
Sign in
11 Create PDF/XPS Document Create a PDF/XPS Document
e Preserves layout, formatting, fonts, and images
Content can't be easily changed
Change File Type Free viewers are available on the web
=
Create
PDF/XPS
X8 £3
T I . < |Vinod 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-.. 0
Organize » Mew folder (7]
2 Mame Date modified Type Size
18 This PC
o Autodesk 360 Mo itemns match your search.
m Desktop
= Documents
4 Downleads
W Music
= Pictures
8 Videos
Local Disk (C:)
s SOFTWARE (D)
—a DOCMENT (E:)
File name: | ZEEN0EE "
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
Excel Demo Vinod Sir. - Excel 7?7 - x
Signin

Exit (Alt+F4). 359% gRT 89 30 GfcdaX I d1eY 37 2 |
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MOMNAD_FEES_STRUCTURE - Excel ?T B - x
PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
.o = 2 E= 3 AutoSum ¢ A
| [ calibri Ju &N =E=E ® - BwepTe Generl - = e [ = EBx ] A d
ki B - = » < B = [&]Fill - Z H
Paste < B I U~ . oy - A - === &5 EMEFQE&CEHYIEF R o 9% 1 0 o Conditional Formatas Cell Insert Delete Format Clear~ Sort & Find &
- Formatting~ Table~ Styles~ - - - = Llear Filter - Select~
Clipboard 1§ Font w Alignment I Number IF1 Styles Cells Editing ~

Cut (Ctrl+X). s8% gRT 89 304 <dg T Jfeoide bl Holde dRP (Sollc DY Ahd 2 |

Copy (Ctrl+C). s gRT 89 31U <aT IT 3MFolde bl Aolde Db HIUl BN Ahd & 3R 9 § 50
TN TFTE WR RS RSB Gl BR Fhd ¢ |

A B C D E F G

1 .|EMPLOYEE NAME. |DEPARTMENT. ONTHLY SALARY. |PERDAY SALARY. WORKING DAY. ACTUAL SALARY. hRY |
2 |E001 RAHUL MANAGER 20000 645.1612903 29 18709.67742
3 |E002 SURAJ H MARTMENT 18000 580.6451613 28 16258.06452
4 |E003 RAJ /ﬁ.l RCHASE DEPARTMENT 15000 483.8709677 27 13064.51613
5 HR DEPARTMENT 16000 516.12590323 26 13419.35484
6 MANAGER 22000 709.6774194 26 18451.6129
7 PURCHASE DEPARTMENT 17000 548.3870968 27 14806.45161
8 ~ COPY OF The Selection.

v Qo [}

Paste (Ctrl+V). s¥& gRT 89 ¢ I1 DUl 3ifeoide AT CHT Pl GO S8 W ASIIhR Silbe R Hahl

=

1 MONTHLY SALARY. |PERDAY SALARY. WORKING DAY.|ACTUAL SALARY. [RY |
2 645.1612903 18709.67742
3 ,H-R'ﬁiPARTMENT 18000 580.6451613 28 16258.06452
4 PURCHASE DEPARTMENT 15000 483.8709677 27 13064.51613
5 HR DEPARTMENT 16000 516.1290323 26 13419.35484
6

7

MONTHLY SALARY PERDAY SALARY WORKING DAY ACTUAL SALARY

9 |E001 RAHUL MANAGER 20000 645.1612903 29 18702.67742
10 EO02 SURAJ ‘I‘Iﬁ)EPARTIVIENT 18000 580.6451613 28 16258.06452
11 EO03 RAJ PURCHASE DEPARTMENT 15000 483.8709677 27 13064.51613
12 |EOQ4 M@L HR DEPARTMENT 16000 516.1290323 26 13419.35484
:

14

Sheet! | Sheet2 ® i [

Format Painter. (Ctrl+Shift+C).
D GRT BH AU b S Pl Holde B IHD! YIS DI HIUl B g o R Aes B Fad & |

A B C D E F G

1

2 EOO01 RAHUL MANAGER 20000 645.1612903 29 18709.67742
3 EQ02 SURAIJ HR DEPARTMENT 18000 580.6451613 28 16258.06452
4 |EQ03 RAJ PURCHASE DEPARTMENT 15000 483.8709677 27 13064.51613
5 HR DEPARTMEN 16000 516.1290323 26 13419.354384
B oniy rormating panter o
7

Undo (Ctrl+2). 359 gRT 89 31U dRe $HiS &l 8 ¢ |
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Redo (Ctrl+Y). s@® gRT 89 309 RS HHIS I I19d o © |
Font.

Font Family. s9& gRT 89 3199 ST BT Holde dd Bive BT ool B Idhd ¢ | AR vl guifersr wi<
H T8 PY Fhd ¢ |

T OIDIGITALL
B IEEE.EE.5

B D

| T 28 DAYS LATER

il

I Jb days ago OAR

[« Excel Demo Vinod Sir. - Excel ? B - &8 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
i | = = = > AutoSum - A,
- == &- - Sw B Y ] === Auto

28 Days Later 28 K A — & ¢ Wrap Text General = B oY 5 =X S a4 %
Pasi te - Theme Fonts *lez 5= ESMierge & Conter =] - 95 » %8 0% Conditional Formatas Cell  Insert Delete Format Sort & Find &

O Celibri Light (Headings) 7" Formatting~ Table~ Styles~ - - - £ Clear - Filter+ Select
Clipboard = o Alignment [ Number ] Styles Cells Editing ~

Calibri (Body)

a1 s AUGUST.

% 36 daus ago Thich GRH

T A0TT

TFrTH S=ERVIC=

4 FTH SERVICE CCSNOENS=3
FTH S=ERVIECEE EM1

OF AUGUST

B FTH SERVIES 7.

[ FTH BERVIES G
L FTH SEAVICE SSMI-

NAME.

EMP. CODE

DEPARTMENT.

SALARY

. " Rachen BT
% Rachen-Light |
— b AARLCE

EX001

MANAGER.

20000

B Aardvark Cafe
& Abadi MT Condensed Light

EX002

HR.

17000

T Hbbey-Medum
T Aobey-Mechum d

1
2
3
6
7
8
9

EXO003

SUPERVISOR.

15000

T T AcadEref

1 O T AceBingham ARG

EX004

MARKETER.

13800

— T Acgldle
1 1 I Activa -

EXO005

TELICALLER.

15100

Font Size. 359 gRT 89 3109 ST dI Aolde HRd i &I FIgol DI BIeT T g8 B Jhd © |

H ©- s Excel Dema Vinod Sir. - Excel ? B -
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW  ADD-INS Signin
o ¥ _ = - = E2E 3 AutoSum v A,
b ==B . . W - 4
D B - 28 Days Later - A Iy = %~ M- EWapTet General ,__|J ’j‘ EEED n m e Y H
Paste 3 BIUu- @° === &3= Merge&Center . 2. % » &1 om Conditional Formata Cell Insert Delete Format Sort & Find &
M 9 Formatting= Tablew Stylesw - - M € Clear~ Filter = Select -
Clipboard = Font 10 [ Alignment [ Number [F] Styles Cells Editing
1
Al h 12 SALARY SHEET OF AUGUST.
A B, E J K [
1 ﬁ If .... "
[SALJ RY SHEET O 5T
6 SR.No. |EMP.NAI :: MP. CODE . |SALARY |HOLIDAY. |OVER TIME.|ONE DAY SALARY. [ONE HOUR SALARY. | PF. ESI.
7 1|AMAN :u ZX001 ‘ImAGER 20000 5 10 645.16 80.65 1000 600
8 2|AJAY |4 |Ex60 HR. 17000 4 15 548.39 68.55 850 510
9 3|ANIL ” X003 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. & gRT 89 U9 ST dl Holde dRdb BT Bl A9l bl g8 HY Ahd © |

Decrease Font Size. 9% gRT 89 U T Pl Wolde BID Bie Pl ATgSl Bl BT B Ihd © |
Bold Font (Ctrl+B). s9® gRT 89 31U4 <& &I Holde dNd AT HY Jdhd ¢ |
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Italic Font (Ctrl+1). @@ gRT 89 309 CRY BT Aolde P [AvST B Thd 2 |
Underline Font (Ctrl+U). s9% gRT 89 3109 ST Dl Aolde HRd IJsollsd < Thd 2 |

H ©- = Excel Demo Vinod Sir. - Excel T R - 8 x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin

&D EI; C Bbepslaer [35 [N A T = #- 1- BwepTe General - L_'4 D £i= EX iEj E::msum T oy itk

s S== ew  EWREGRE T 4 Sodi e G e o SO0 e

Clipboard = Fo [ Alignment [ Number B Styles Cells Editing ~

Al - A SALARY SHEET OF AUGUST 2016. h
A B C D E F G H =

1

| SALARY SHEET OF AUGUST 2016

3 4 4 i

6 SR No. |EMP. NAME. EMP. CODE [DEPARTMENT. [SALARY HOLIDAY. OVER TIME|ONE DAY SALARY.|C

7 1|AMAN EX001 MANAGER. 20000 5 10 645.16

8 2|AJAY EX002 HR. 17000 4 15 548.39

9 3| ANIL EX003 SUPERVISOR. 15000 2 12 483.87

10 4|ARUN EX004 MARKETER. 13800 0 16 445.16

11 5|AMIT EX005 TELICALLER. 15100 1 18 487.10

12

Borders. s9% gRT 89 U9 ¢ IT IRTUTH Dl Tolde PN I ofUe, Ve, U, dicq H greX bl i
Ghd 2 | 3R dfeX DI Bk B Tbhd & ITIgdl Bl Aol B Fhd ¢ |

| 3 ©- = Excel Demo Vinod Sir. - Excel 2 EH - 57 %
SI;' Times MewRoma - |11 ~| A" A7 = = — - 7 - EWrapTex General - I;'J D EEE' EX E E:‘fsum " %‘Y H
« B I U- DA === &3 S Merge & Center - £ - 95 5 8 28 Fijﬂéfﬂﬂ;'_ F?rfafgfetjﬁ S;IEE'L Insert Delete Format o @ re ?iﬁr&f SF;T:(?
A o LZ?EZ'I.Z' -
! ——— SHEET OF AUGUST 2016
2 ‘52 EETE LS 0l US :
3 [SR.No. " nesse v[P.\GQDE. DEPARTMENT. |SALARY |HOLIDAY.|OVER TIME.
4 = ok sorom sorae X001 \.MANAGER. 20000 5 10
5 [ERARS ([ HR_ 17000 4 15
6 3. T K003 SUPER}TSQR 15000 2 12
7 47 o K004 MARKETER o 13800 0 16
8 S ¢ Eoscporser X005 TELICALLER. 15100 1 18
L# Line Color >
9 = g <006 PURCHASE. 14000 1 20
10 9D e X007 SALES. 16000 1 23
11

Fill Color. s@® gRT &9 3109 ¢y IT IR I Aeolde did SED U8 holk ¢ Fahd ¢ |
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H S &= Excel Deme Vinad Sir. - Excel ? B - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
Ty mesewrom - = & fi= Bx [ ZAuvowm - A
Times MewRoma - |11 ~| A A& — = = ‘W' M- = Wrap Text w @ Eﬁ gr= E Y
e | Gl S "2y
Paste < B I U- H- A- === & 3= Merge&Center . 2. g9 s |50 0 Conditional Formatas Cell Insert Delete Format @ Clear~ Sort & Find &
Formatting = Table= Styles - - - = Filter = Select ~
Clipboard 1 Font Theme Colors Alignment 5 Number 5 Styles Cells Editing ~
H EEEENENE
A3 - v

o T
4 B.II"IIII : D < A

L Standard Colors
o HN IIIIII'
Me Fill

ap More Colors...

Font Color. s9® gRT 89 309 ST IT IRFITH Bl Holde HRD ok B Thd ¢ |

H % & = Excel Deme Vinod Sir. [Last saved by user] - Excel T E - x
HUME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
i & (x== = T o [y T4
Times MewRoma = |11 | A" A = = — - M- E¢WrapTedt ?El @) Eﬁ =] E A
Na- — . 5o g T
Paste " B I U- - & === & 3= Merge & Center - oo s 0 Conditional Formatas Cell Insert Delete Format & Clear~ Sort & Find &
Formatting -~ Table~ Styles~ - - - = Filter = Select -
Clipboard 1 Font B Automatic nment & Number & Styles Cells Editing ~
- Theme Colors
s M O weEEsmE N
A B D G H M

et Standard Colors

SR No. EMP. NAME . [PV R TMENT. BASIC SALARY.PERDAY SALARY. WORKING DAY. ACTUAL SALARY

== R = Y A R

Top Align. s59& gRT &F 09 o &I Helde oD I & 19 H JJdr off Fdhd 2 |
Middle Align. $9¢ gRT 89 31U ST BT Holde dXP Tol P g H ol ol Hhd 2 |
Bottom Align. sd® gRT &9 309 oy BT Tolde DHRdb Hol & dicH | ol off Hbel ¢ |

Excel Demo Vinod Sir. [Last saved by user] - Excel T E - x
PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin
— 1= .
28 Days Later - A A = 5 Er 3 AutoSum

= A
= - B res E B D = v #
0 B - Fill = z ]
Paste ” BT U- H~- & A - = = 3= Merge & Center ~ .05 0 50m Conditional Formatas Cell Insert Delete Format ¢ Sort & Find &

- Formatting~ Table~ Styles~ - M - & Clear - Filter ~ Select ~
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il
% metentons 1 [ &
.

S Fill -

AutoFit Column Width
Default Width...
ey SiDility
H\daRows Hide & Unhide

Sign in

o~ E—?Wrame @ E@ E\:ﬂ ? @ zﬁuto&um - %Y H

Paste ” BT U- #~+ &y A - &= = Merge & Center + .05 9 &0 M Conditional Formatas Cell Insert Delete Format * Sort & Find &
- Formatting~ Table~ Styles~ M - - & Clear~ Filter ~ Select ~
Clipboard = Font ) Alignment ) Number F) Styles Cells | Cell Size
i .
A5 B £ || 02-01-2017 {[ RowHeight..
AutoFit Row Height
A B G 1 Column Width... H

JASALARY

Hide Columns Organize Sheets
Hide Sheet Rename Sheet

Unhide Rows Move or Copy Sheet...

Unhide Columns Tab Color

Unhide Sheet... Protection
I £ Protect Shest.,

[ Lockcen

E Format Cells...

Unhide Row and Column. s&& gRT 89 GU 8U ¥ 3R BIcd ®I aidd iR AT Ahd & |

A

[+

H % & - Excel Demo Vinad Sir. - Bxcel ?TE - g %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
Ty meesroms [ | & & = & ol ol | | e
Tmetestom 1K 4 = = - - Bwmren B B 2 5 >E v #
0 B - | Fill+ zv
Paste " B I U- . 8y . A L E=E= Ess Merge & Center + e, 9% | 50 ™ Conditional Formatas Cell Insert Delete |[Format @ Clear~ S.ort& Find &
- Formatting~  Table~ Styles~ - - 9 — Filter = Select -
Clipboard = Font [F] Alignment [F] Number [F] Styles Cells | Cell Size
1 .
A6 - fe || p3-01-2017 *[ Row Height.
AutoFit Row Height [
A B C Column Width... H

ﬁ AutoFit Column Width
SALARY m EE‘F Mmm g; AUGUS 3
Date.  |EMP.NAME|EMP.CODE
Hide Columns Organize Sheets
Move or Copy Sheet...

Tab Color

"= B LS B

w

Unhide Columns

Visibility
T|BASIC SALARY.PERDAY S Hide Rows

dSALARY

Unhide Sheet... Protection
| | EI Protect Sheet...

[&] Lockcen

E Format Cells...

@D ~N &

o

Rename Sheet. 3597¢ gRT 89 d&3fic & A4 &I 9ol Adhd 2 |

Move or Copy Sheet. s gRT &1 HAISSIHTE TRiel B IhIC B U] dbgd Blgel B HaX AT dTER

SR gHgd H Bl AT 4T N Fhd ¢ |
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H 9 & = Excel Dema Vinod Sir. - Excel ? ®H - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
-y L] = [==1 13 .
) X Tmmtentoma [t & 5 = = % % Evapen P D B B [E Iy M
- Fill =
Paste B - Py - == & 3= Merge & Center - 0 - 05 » %8 ¢ Conditional Formatas Cell Insert Delete Format Sort 8 Find &

.ow - 4- = B Mer - 7Y Formatting s Tablew Styles- - - & Clear~ Filter = Select -
Clipboard Font r] Alignment F] Number [F] Styles Cells Editing ”~
R g

A B C E F G H —

Mave selected sheets

Io book:

| Excel Demo Vinod Sir..xlsx
Before sheet:

ITEM SHEET
HOSPITAL SHEET
HEET

WORKING

DAY

ACTUAL SALARY

Tab Colour. s5@ gRT 84 U+ adeilc & Fdel 9FT H AlG[g <d @ W ®I 9acl W & forad e &l

SToal A ST Sl A |

H <& <& = Excel Demo Vinod Sir. - Excel 7 B - & X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW  ADD-INS Sign in
LT - . | = = = > AutoSum - A,
- . == N N - TEm
[ g - | [T New Roma <13 A A == ®- - EPWepTet % %} Eﬁ =5 %( ol Fi- adl |
Paste B I U - - Iye - = = &= 5= Merge & Center = 7 - 95 » %2 g3 Conditional Formatas Cell  Insert Delete Sort & Find &
- = - a- = B Merg - % Formatting = Table~ Styles~ - - & Clear - Filter - Select
Clipboard 1 Font o Alignment Y Number o Styles Cells = ~
+ -
‘ . _| . ‘ . = ” IC Row Height... :l"
AutoFit Row Height 7
A B C D E F G ] Column Width... H -
1 . A% & ¥ oy m o e e R s = . AutoFjt Column Width
: 5 1 & B el Ujus fjms W i i =
> o 3 = R i 1 5 = I:- L i 3 Default Width...
Visibility
3 JBEI: EMP . CODE|DEPARTMENT |BASIC SALARY. Hide & Unhide AT AR
Organize Sheets
4 Rename Sheet
Move or Copy Sheet,
5 Theme Colors Tab Color
- NN W NN Protection
6 I I I I [T Protect Sheet...
[5] Lock cen
7 _ I I I I I I [E] Format Cells...
s rd Colors
38
9 _
10 _
12 I
13 I
14 ]
15 ]
16 ]
17 ]
18
19 =1
« | ITEM SHEET | HOSPITAL SHEET | MARK SHEET @ ]
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Protect Sheet. @& gR1 84 310 gabefic &I TER RN §RT el H SIFYSdR Sl daal, 8 AT

BT BT | IR dx Fahd ¢ |

BES o -

FILE HOME INSERT

%

Past
-e ~

F5

o N =

9

10
11

DE@-

Clipboard =

Excel Demo Vinod Sir. - Excel

PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS
o = = =R > AutoSum - A,
Tk s ==E % n- B ] [ B P E

58 SN — » B B T - by i
B I U- 5. M. A - .g = &= 35= Merge&Center ~ B, g5 s i g Conditional Formatas Cell Insert Delete |Format Sort & Find &
- - ’ " Formatting~ Table~ Styles~ - - & Clear~ Filter = Select -

Font I Alignment A Number r. Styles Cells Editing

- £ || =(es/30)

Confirm Password ?

Reenter password to proceed.

Protect Sheet

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. (Remember that passwords are
case-sensitive.}

to unp ct sheet:

2 I

Protect worksheet and contents of locked cells

Signin FJ

[v]

Allaw all users of this warksheet to:

Select unlocked cells
D Format cells

D Format columns

D Format rows
Dmsert columns

[] petete columns

Select locked cells ~

Lock Cell. mmwaﬁaﬁaﬂea%@aaﬁa‘ﬁﬁwwﬁ%aﬁ?mﬁwﬁm
T PR D |

Editing.
Auto Sum (Alt + =). s9® gRT 89 a1 AT &1 I 3P R Bl 99 F S Ihd ¢ |

H 9 &=
INSERT

Excel Dema Vinad Sir. - Excel T E -
PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
== 131
S 3 s ==_ |8 yor =, _: Y L | Tim II':E[ . &W

Times Mew Roma | 11 A A = % Er Wrap Text Number - = = | =T, T sm 'Hl
B I U Sy A === | & o= Merge&(enter ). g o | 59 0 Conditional Farmatas Cell Insert Delete Format _’ nd &

N o Formatting - Table~ Styles Average ectT

Font Alignment Number Styles Cells Count Numbers

M x v K =SUM(H4:H3) [Max

1P. EMP CODE|DEPARTMENT|BASIC SALARY. PERDA& SALARY|W

Average. 9% gRT g4 &l Sl & g &l id Mard dad 2 |
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H 9 &= Excel Demo Vinod Sir. - Bxcel ? B - X
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-NS Sign'in

o ¥ . | = . (=] e A
Times Mew Roma | 11 AAXN === - " - EWmpText Number = 4 g | £mm EX @ - Ay
D B - = P = - [==] [=5] S sm 'Hl
Paste < B I U [ M. A === & 3= Merge&(enter .05 0 | 505 Conditional Formatas Cell Insert Delete Format — d &
Formatting - Table - Styles Average |ect'
Clipboard = Font Alignment MNumber Styles Cells ] Count Numbers -~
TYPE v i X & fo | SAVERAGE(H4:HS) Max v

Min

Count Numbers. 3¢ gRT 89 S9 Aol @1 AT o 99 & o swdea axd & R Sard gl &
Ig Rad a1 I1 SR d1d Aol BT et f=dT |

H 9 &= Excel Demo Vinod Sir. - Excel 7T B - X
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Sign in
‘

L ¥ e — =
1 ANy === % [ =¢ Wrap Text Number = /] P
O B - - ’ rd 4
Paste < B I U B ay A === &= MergE&Center [ % <9 o Conditional Formatas Cell
Formatting = Table~ Styles Average ect~
Clipboard = Font Alignment Number Styles Cells Count Numbers -~
TYPE =t x & fo || =COUNT(H&:HE) Max v
1 min L .
A F »
More Functions...

1
2
3 te. MP NAME
4

Max. s9& gRT &1 Bl ft fy Ty Ja1 97 # & a9 91 61 a7 gad 2 |
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E (3‘ C) 5
INSERT

PAGELAYOUT ~ FORMULAS
s, - - —

D % n Ar T ==

Bz -

Paste o |B T U-|Hi- H-A- ===
Clipboard = Font

H9 Tl X & || =MAX([H4:HB)

A

Excel Demo Vinod Sir. -
DATA REVIEW VIEW ADD-INS
[ E—fWrap Text Number
= MErgE&(Enter -9
Alignment MNumber
D

Excel

Formatting

7] }
= &
<0 01 Conditional Formatas Cell
0o 20
Table~ Styles

Styles

(=]
==

= [

Insert Delete Format

Cells

Min. s9& gRT &4 & ff Ry U 9a 39 § 3 99 Bic! W& &1 §ad 2 |

T EH - &

A

Sign in

- 4
> sum

Average

d &
ect~

Count Numbers

Min

More Functions...

3 g ‘ 7

Ho o -
INSERT

Fill.

PAGELAYOUT  FORMULAS
alla . - =
0 % 1 Aa === %
Bz -
Paste o BT U- H- H-A- === &
Clipboard = Font
H9 T i X & [ | =MIN[Ha:HE)

it

Excel Dermo Vinod Sir. - Excel

7B - x
DATA REVIEW VIEW ADD-INS Sign in
| B Wrap Text Number £ 2 J ! Aw

- p % o > sum ’HI
MErgE&Center . g5 5 &0 o Conditional Formatas Cell = d &
Formatting = Table~ Styles Average ect

Alignment Mumber Styles Cells Count Numbers -~

Max v

Fill Down (Ctrl + D). sd% gRI 89 ol ®I Holde B (1@ Y ST AT BIFe DI 2 bl AR A

Wlell Vo ¥ B B Fhd 2 |
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H - - - Excel Dema Vinod Sir. - Excel ? B - x
HOME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  ADD-INS Sign in
il

% Tmetewoms [i1 | &
.

Pavﬁed B I U- M+ H-A-

0

- EFWrepTet Ei‘ Eﬂ gm ? @ 3 AutoSum ~ %Y #H
b‘ £
Down

Merge&Center - O ogn 0 g0 Conditional Formatas Cell Insert Delete Format
Formatting = Table~ Styles~ - -

[F1 Number IF1 Styles Cells p| Right ~

Clipboard = Font )

H5 v £ | ={F5%cs) | up v
T Left [

Across Worksheets...

HEET MONTH OF AUGUST 2{j

E? Flash Fill

; | |

Fill Right (Ctrl + R). s9& gRT 84 Ad &I Aclde HRa (o1 Y ST AT BIHAT Bl S DI 3R A9
Glefl Ao H S B Fhd 2 |

Fill Up. 9@ gRT 89 9d &I Helde axad ol Y STT AT BT B IW HI IR Higq Glell ded H
BT B AhA T |

Fill Left. 39 gRT 81 9d @I Heolde aXa foRd Y ST AT B HI U &I AR AlG[E @lell ded H
BT B Ah T |

Series. sA® gRT 84 ol vol ¥ Usp fAf¥ad Ued a1 &9 ¥ B I, dikg, SRe &l Wdifold ®J 9
W Ghd 2 |
E (3‘ (')' = Excel Demo Vinod Sir. - Excel
INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
T E  [meetons [ | 5 == @ 0 Bwmres B [P 5 W) 2o Ay i

Paste BT U~ M+ dHeA == &= Merge & Center = 2+ 05 3 &8 0 Conditional Formatas Cell  Insert Delete Format Sort & Find &

. ¥ - - 4 . E e Formatting = Table~ Styles~ - M & Clear~ Filter Select~
Clipboard Font [F} Alignment [F} Mumber I} Styles Cells Editing A
Ad A fe || 01-01-2017

A C D F H —

B E G
SAL ET MONTH OF AUGUST 2016
SALA MONTH OF AUGUST 2016
EMP NAME|EMP.CODE|DEPARTMENT|BASIC SALARY|PERDAY SALARY|WORKING DAY|ACTUAL SALARY.

Seriesin Type Date unit

O Rows () Linear ®) Day
@ Columns O Growth O Weekday

(@) Date () Month
6 O Autoril - (O Year

D Trend

Stepvalue: 1117 | Stopvalue: 5117 ||

Justify. 9@ gRT fodll 9o ¥ ford T &8 oes @I U U Aol H 3NSl o Fad ¢ |
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Flash Fill. s5& gRT ST SeT # e+t &I ugaax wW@dlfold w9 9 T &I ¥R Sdl § T4 3770 &7 H=gerad
®T | ST WA B ATIHAT T8l Bl 2 |

Clear All. s5& gRT &9 5l 0 31t a1 ¥of # Hige w4t Sar, BHfeT, 3R dHe &1 geT < 7 iR 3d
fewice raverm # o el ¥ |

Clear Formats. s5@ gRT 89 bl 9 el a1 ¥of | Aise 94l Sel, BT O hie Wigd, T diex
gCT T & I fShiee BT ammd o 2|

H - = GSTR1_Excel Workbook_Template-\1.0 - Excel ? EH - x
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Sign in)

oy Y : - - Jr== .

D %@ - Times New Roma - |11 El il H]
Paste ” - Insert Delete Format p— Find &

- - - - = - Select -
Clipboard Font Alignment Number Styles Cells #  Clear All ~
A4 ’ Ji || BportType s ClearFormats | v

Clear Contante
ol Clear Formats
1 d Clear only the formatting that is
applied to the selected cells.

2 No. of Invoices Total Invoice Value No. of Shipping Bill R
2 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 7878
6 (WOPAY 81511 29-Apr-17 56990.00 ASB996 184299 29-Apr-17 0.00 4454
7 |[WPAY 81512 30-Apr-17 005048.36 ASB997 184300 30-Apr-17 12.00 4364:
8 |WPAY 81519 28-Apr-17 905043.00 ASB998 184301 28-Apr-17 5.00 l
9 |WPAY 81520 29-Apr-17 39000.00 ASB999 184302 29-Apr-17 5.00 54541
10 |WPAY 81521 30-Apr-17 35679.00 ASBI101 184303 30-Apr-17 18.00 55567
11 |WPAY 81521 30-Apr-17 35679.00 ASBI101 184303 30-Apr-17 5.00 5056
12

Clear Contents (Del). s59& gRT &0 Aa1 # Higg a1 T o f Save, R a7 BiFeT 82T <d & |
Clear Comments. s59& gRT g9 fodl ff I a1 39 # fordt 75 fewfrat a1 wve ger < 2

Clear Hyperlinks. s9& gRT 89 f&:il ¥l 9 9 8eWRieid &I 8T < & 3R U0 fhdl a9 Sg W)
Tl o O § |

Remove Hyperlinks. s5& gRT 88 fod ff I & A1 Sifsoiae I foid g1 < 21

Sort Ato Z. 3% gRT 89 Sl Iuiaral &f & AW Z ¥ aRerd &xd & oY fhdl regaier § oreal &l
TEd B |

Sort Z to A. 359% ERT 89 Sl &l IaRTel &9 & I Z W A IoiHell &9 § JaRed &R ¢ |

Custom Sort. s9@ gRT 89 ST Bl AMRI JhEChe 3R ARG Uh [ARIE $H H qaRerd w_d o
ST HEIAT BT B |

Filter. 39 gRT 89 31U9 ScT &I fafdre SHeR! &7 s 9 @i 3R fege § geg oedar 2 iR
AU ST B Wil T | d9id 2 |
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H - @ = Excel Demo Vinod Sir. - Excel 7 = - x
HOME | INSERT  PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  ADD-INS Sign in

T Tmenerrons [ |x == & 01 Fuores EEC AR S il [

Paste " B I U- i+ My . A - == &= 5= E Merge & Center - [ 9% s |40 0 Conditi.onal Formatas Cell Insert Delete Format & Clear~ Sort & |Find &
- Formatting = Table~ Styles+ v - - ~ Filter = |Select =
Clipboard & Font [F] Alignment [F] Number n Styles Cells 2] Sort Oldest to Newest

A3 T fe || Date 1Zl SortNewest to Oldest
' Custom Sort...

B C D E F G @ Filter
ﬁﬂ AR? N H EET MQM?H gF A@g A Ftter ceri+shi r o
@ £ Eﬂ | a 2 = K i - \ .. [ | Turn on filtering for the selected
EMP NAMg EMP.CODg DEPARTMENE BASIC SALARGPERDAY SALARE WOl

cells.

Then, click the arrow in the column
header to narrow down the data.

B W o 2

ui

0 ~N o

H - ¢ = Excel Demo Vinod Sir. - Excel 7 @ - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
i .- = e .
% TmeNewhoms [11 | A & = =[H ®- - ZwapTes s B 2 3 Emosum Ay ¥k
E=Rd Fill =

Paste " B I U~ i+ P e A - == eEes E Merge & Center ~ [l g s | %0 o Condltl.onal Format as  Cell Insert Delete Format & Clear~ 59rt& Find &

- Formatting - Table~ Styles~ - - - Filter~ Select~
Clipboard 1= Font 5 Alignment 5 Number ] Styles Cells Editing -~
A3 A e Date.

[+]

.l 5ALAR‘%’ \s!-@EE'F MQM’FH SF Aiﬁﬁb’i’ 2@%

Sort Oldest to Mewest

A
z
%l Sort Newest to Oldest

Sort by Color 3

Date Filters 3

Berch iz ] pE|
[ (Select Al
= 2017
| = January
: o1

Loz

Loz

+hrlod
; 05
[ (Blanks)

13

Clear. s9@ gRT 89 3104 ¥dl Vol T G¥ JHYUIC I Sl BIHCT Pl 8l o © |

Reapply (Ctrl + Alt +L). 9% gRT 89 Usdl ¥ o] ftheex A1 WIfST T @RI AN B Ahd & AR
STT H 98d PR Fhd o |

Find. (Ctrl+F). 59 gRT &9 Uaial & fooefl i SR a1 FaR &l Wiv & U SUINT &_d 2 |
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H 9- & = Bxcel Demo Vinod Sir. - Excel 7 @ - X
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS Signin

TR ‘A= & s [y 2 ueesum -
st i A 5 = ot B P =N
D o . imes New Roma - A =¢F Wrap eneral 7 &5 E

A
Fill = z¥

Il

il [
%
K
M
.

Paste B I U- L My . = &= 5= Merge & Center = o~ 9 » %2 £ Conditional Formatas Cell Insert Delete Format Sort &|
. W - o 4 . =e - - Formatting = Table~  Styles - - - - & Clear~ Filter -
Clipboard = Font ) Alignment ) Mumber ] Styles Cells m Eind...
ab
‘ B4 - ‘ H ‘ x I || AMAN a5 Replace...
=2 GoTow

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

[+ Select Objects

Selection Pane...

H ©- ¢ = Excel Demo Vined Sir. - Excel ? B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
- = r=="11 -
Iy X B - BwanTen B 2 B S Zeem iy db
B - Fill =
Paste -~ B I U- - &-A- &= 5= ES Merge & Center = T« 0 s %8 o3 Conditional Formatas Cell Insert Delete Format Claare Sort & Find &

- Formatting ~  Table~ Styles ~ - - - & Clear Filter ~ Select ~
Clipboard = Fant ) Alignment [ Number m Styles Cells Editing A
Ba ERE £ || aman ~|

A H =

ACTUAL SALARY|

b3

Find I Replace

t: [ARAN [+]

Find All | [ Finanext | | Close ‘

Form...

1 cell(s] found

[l

« | ITEM SHEET | HOSPITAL SHEET | MARK SHEET | SALARY SHEET @ HEE |

|

Replace. (Ctrl+H). s9% gRT 89 T § fhdl i TaRe A7 FaR Bl Wil B daoi- & fold SUIANT B
=
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Excel Demo Vinod Sir. - Excel

H
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS
iy X KA =
c

Paste . B I U~ Hi- d-A- E== == El Merge & Center - 7+ 2% > @ %

-
B 1 Swm e EPCY

Conditional Formatas Cell
- Formatting - Table~ Styles -

Clipboard & Font IF] Alignment IF] Number IF] Styles

B4 - £ || suman

ng @ > AutoSum ~ AY HI

Insert Delete Format Sort & Find &
- - - & Clear~ Filter - Select~
Cells Editing -~

Find and Replace

Sign in F_J

[& Fin -

[ <

Find | Replace

Find wnat: | AMAN [v]
_Replace with: |sUMan |

Replace All E Repiace I | Find All ‘lflnﬂ"m{l‘ ‘ Close |

Go To. (Ctrl+G). 39 gRT 89 TR # fhdl U, g,

heAle, dHe W S Aahd ¢ |

H ©- @ General | = VAV sk - Excel
HOME  INSERT  PAGELAYOUT ~ FORMULAS — DATA  REVIEW  VIEW

E® Copy -~

Clipboard [F] Font [F] Alignment F} MNumber

D6 - 5

EMPLOYEE CODE. |[EMPLOYEE NAME. I DEPARTMENT.

EO01 KAJAL MANAGER 20000
EO02 SURAJ HR DEPARTMENT 13000
EO03 RAJ SALES DEPARTMENT 15000

(=n TN @ R =R U VRN o B

E004 KAMAL PURCHASE DEPARTMENT |16000
Apply Go To Special Formula Option In The Document.
Select
() Comments
() Constants

Text

() Current arra;
O Opjects

‘ ss | Sheet2 | Sheetl ®

- —
REC i kA S=E P B B P

Paste e A === e .o, <q o0 Conditional Formatas Cell
- ¥ Format Painter B Iy = H-A- == &= 3= =] Merge & Center % %50 S

Farmatting = Table~ Styles~
m Styles

Insert De\ ete Format

=1

= (K]

Cells

645.1612903

580.6451613
482.5709677
516.1290323

() Row differences
() Column differences
O Precedents

() Dependents

® Direct only
Logicals All levels
Errors () Last cell
O Blanks (O visible cells only
O Current region O Conditional formats

y () Data yalidation
® Al
Same

Signin '

> AutoSum - ,EY H

Fill =
Sort & Find&  Form
& Clear~ Filter = Select ~

Editing New Gr.

F G
29 18709.67 74000
28 16258.06458
Goto:
Reference:
[ |
| spedial.. | | oK | | Cancel |

Go To Formulas. s8& gRT &1 UaTd H Hel W o dTel BiHel W Sl Fad & |

Go To Comments. s9% gRT &9 TRIA H Ao TR o9 dTel dHe IR o FAdhd ¢ |
Selection Pane. s9¢ gRT 89 TRId H bl affeciae BT four Wad 8 3R foxar 9ad 2|
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Chapter-4. Insert. (Alt+N).

H 9 @ = Excel Demo Vinod Sir. - Excel ?2 @ - X

HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin [
= - ’ - - = - n E ]: E H = a A 4 - L Equation ~
% B D g g & 1% Iy the [ F @ Nl

- i
PivotTable Recornmended Table  Pictures Online Apps for  Recommended M ‘ I PivotChart  Power Line Colurn Win/  Slicer Timeline Hyperink  Text Header
PivotTables Pictures @+ ™ Office - Charts L RS - View Loss Box~ & Footer
Tables INustrations Apps Charts s Reports Sparklines Filters Links Text Symbols ~

Pivot Table. s gRT 80 TRIT & S A1 § STl bl Sedl 3R I W IERIgS 3R TATATSS BY
Jhd 2 |

H © c = Excel Demo Vinod Sir. - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Signin |+

m = I — 1 4 TL Equation
; 1% & = i | = ’
- ? A 46 p | @ I _ . T e ¥ - | Qsymbal
PivotTable]Recommended Table | Pictures Online Apps for | Recommended . PivotChart = Power = Line Column Win/ Slicer Timeline Hyperlink | Text Header
PivotTables Pictures &+ Office Charts v ke - View Loss Box - & Footer
Tables Mustrations Apps Charts Reports Sparklines Filters Links Text Symbaols -~
A3 e fe || Date.

[+]

SALARY SHEET MONTH OF AUGUST 2015

EMP NAME|EMP.CODE|DEPARTMENT BASIC S

Create PivotTable

Choose the data that you want to analyze
@ Seledt a table or range
Table/Range: | 'SALARY SHEET 1$A83:5H510]
Ogse an external data source

BOW o=

Choose Connection...
Connection name:
Choose where you want the PivotTable report to be placed
(_) Existing Worksheet

Location: | E‘

Choose whether you want to analyze multiple tables

D Add this data to the Data Model

A

H®% & - Excel Demo Vinod Sir. - Excel PIVOTTABLE TOOLS ? E - %
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS  ANALYZE  DESIGN Signin [
PivotTable Name:  Active Field: ¢ 4\ = ¥ Group Selection E Insert Slicer D D B Clear~ D& Fields, ltems, & Sets I ] E‘? El Field List
=, 5] =
PivotTable! ) & Ungroup E5 Insert Timeline =~ I} Select fy OLAP Taals ) ' E5+/- Buttons
Dl Dl = - Refresh Change Data B PivatChart Recommended
[ options E‘-l Field Settings pown U = I[7] Group Field Filter Connections . . [3 MovePivotTable B Relationships ; £ Field Headers
[ U % Down Up p ] Source 8 p PivatTables
PivotTable Adtive Field Group Filter Data Adtions Calculations Tools Show ~
A3 - Fe v
A B C D E F G H ] K L M N 0 z
1 PivotTable Fields — ~*
2
3 | Choose fields to add to report
4
. =
J [] EMP.NAME,
6 | Tobuild  report, choose [] EMP.CODE.
7| fields from the PivotTable [] DEPARTMENT.
H] Field List [] BASIC SALARY.
9 [_] PERDAY SALARY,
10 [] WORKING DAY.
1 [] ACTUAL SALARY.
12 MORE TABLES..,
13
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H - ¢~ = Excel Demo Vinod Sir. - Excel PIVOTTABLE TOOLS 2 =B - x
HOME PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS ANALYZE  DESIGN Sign in
PivotTable Mame:  Active Field: —~ | > Group Selection Insert Slicer D E‘; [[# Clear~ [/ Fields, ltems, & Sets ~ 1 n E‘,? E Field List
[PivotTablel | [pate. | | @ Ungroup =7 Insert Timeline = [T Select ~ Jx OLAP Tools — Bl +/- Buttons
Drill Dl —= Refresh Change Data PivotChart Recommended
[{& options - E@ Field settings pown  Up = | [ Group Field [ Filter Connections - Source= 3 Move PivotTable = & Relationships PivotTables  |[Co Field Headers
PivotTable Active Field Group Filter Data Actions Calculations Toals Show ~
A3 - S Row Labels hd
A ] C D E F G H [=]
1 PivotTable Fields %
2 ,!
3 [Row Labels [~ lsumol RY. Sum of PERDAY SALARY. Sum of WORKING DAY. Sum of ACTUAL SALARY. Choose fields to add to repert:
4 [=01Jan-17 4366.666667 206 128733.3333
s | SAIAY 22000 3233333 30 22000
5 =EX002 22000 733.3333233 30 22000
7 HR. 22000 733.3333233 22000
s | =AMIT 14000 466.6666667 14000
3 =EX005 14000 466.6666667 30
10 TELICALLER. 14000 466.6666667 20 14000
11| =ANL 20000 666.6666667 29 19333.33333
1z =EX003 20000 666.6666667 29 19333.33333 ™~ | moreTABLES...
13 SUPERVISOR. 20000 666.6666667 29 19333.33333
14| SARUN 15000 500 28 14000
15 =EX004 15000 500 28 14000
16 MARKETER. 15000 500 28 14000
17| =KAMAL 18000 600 20 17400
18 =EX006 18000 500 29 17400
19 SALES. 18000 500 29 17400
20| SRAU 17000 566.6666667 30 17000 Drag fields between areas below:
21 =EX006 17000 566.6666667 20 17000
2z PURCHASE. 17000 566.6666667 20 17000 T FILTERS 1l COLUMNS
23| SSUMAN 25000 833.3333333 30 25000
24 =EX001 25000 833.3333333 30 25000
25 MANAGER. 25000 833.3333332 30 25000
26 |Grand Total 131000 4366.666667 206 128733.3333
27
28
29 = ROWS = VALUES
30 Date. Sumn of BASIC... ¥
31 EMP.NAME. Sum of PERD... ~
22 EMP.CODE. Sumn of WORK... ¥
: DEPARTMENT. Sum of ACTU... =~
35 L
36 =
v | ITEM SHEET | HOSPITALSHEET | MARKSHEET | Sheet2 | SALAl ... @ &1 o [] Defer Layout Update

Recommended Pivot Table. s69@ gRT 81 TRId H Sl & MR TR TRIT Walfold w9 I Udh Uridac

eIl I B Folg <dT 2 RTad el &l 3/ W 98 3R fagalvor o) gahd 2 |

Table (Ctrl+T). s9® gRT 89 TR ¥ Sel Bl T AR BicH H IR B+ IR ST BT AT I oG+

Furfed 3R fAveivor & dod 2 |

B L5 o -

“SALARY

EMP .NAME|EMP

B oW oo =

SHEET

MONTH OF AUGUST 201

ODE. DEPARTMENT BASIC SALARY.

WORKING DAY |ACTUAL SALAR|

HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
2 - = ‘ 4 TT Equation
. : - corc . . : . Symbol
PivotTable Recommended| Table | Pictures Online Appsfar | Recommended . PivatChart  Power Line Calumn Win/ Slicer Timeline | Hyperlink | Text Header
PivotTables Pictures &+ Office Charts " L - View L Box~ & Footer
Tables Ilustrations Apps Charts Reports Sparklines Filters Links Text Symbols -
A3 - f< || Date.

[+]

5 Create Table

6 Where is the data for your table?
SAS3:SHSE|

7 My table has headers

3B5|Page
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H ©- & = Excel Demo Vinod Sir, - Excel 7 EH - 8 %
HOME PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ADD-INS Sign in
5 B BE @ wp NI A B @ D 47 [T

SO R

PivotTable Recommended Table  Pictures Online Appsfor  Recommended . PivotChart  Power Line Column  Win/ Slicer Timeline Hyperlink Text  Header
PivolTables Pictures @+~ Office - Charts B~ L - View Loss Box~ & Footer
Tables Mustrations Apps Charts  Reports Sparklines Filters Links Text Symbaols -~
B11 b I e

[+]

; SALARY SHEET MONTH OF AUGUST 2016
W0 ic._GlEMP NAME G EP.CODER DEP ARTMENTEIBASIC SALARYGIFERDAY SALARYG[WORKING DAY. BIACTUAL SALARY. g

4] SortAteZ
Zl sotZtoa
Sort by Color

B Clear Filter From "EMP.NAME.
Filter by Color

Text Filters

[search |

T (Select All
L[] AJAY

- ANIL
[l ARUN

e I R R B

IHlustrations.

Picture. s9@ gRT 89 Taidl & ¥c # AT &I $AC PR Fdd 2 |

Online Picture. s9@ gRT 89 Taid & e # ez A A fIdeR &1 $9¢ o) 9ad ¢ |

Shape. 9@ gRT 89 Taidl & WISYT ¥ I, e AU BT S0 R Gad § ON Gfdd, TS, 31 |
Smart Art. $9& gRT 89 TaId ¥ T dRId I Udh bl AMfhds forve, Sum™ fUger anfe &1 weehe
¥ g9¢ PR Fhd B |

H 9 & = Excel Demo Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in

% B okdgq® ap w2y M ELEFS @ E Q40 e

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

PivotTables Pictures @+~ Office - Charts 7 L~ View Loss Box- & Footer
Tables llustrations Apps Charts & Reports sparklines Filters Links Text symbals ~
B8 | i Fe || amim
A B C D E F G H [4]
SALARY SHEET MONTH OF AUGUST 2016
Choose a SmartArt Graphic

All = = = -

& b . & At =

#% Process

o 0 (=== = =
o | oo B ) -
elationshi ] = : i
S =28 el BE (==
A Pyamid = ierarc
[as] Picture E— :setu sh:owmerarchimlrelatmnships

progressing from top to bottom.

[ o |

B|Page
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EMPLOYEE NAM iy

EMPLOYEE DEPARTMENT. g MONTHLY SALARYpgg PERDAY SALARjg WORKING DAy ACTUAL SALARYp3

e B = ) B B T A
2
w

E001 RAHUL MANAGER 20000 645 29 18709.67742
E002 SURAJ HR DEPARTMENT 18000 581 28 16258.06452
RAJ PURCHASE DEPARTMENT 15000 484 27 13064.51613
E004 RAIU ADMINISTRATOR DEPARTMENT| 15001 484 28 13549.29032
E004 KAMAL SALES DEPARTMENT 18000 581 29 16838.70968
JR——

Create A SmartArt Graphics Option|in The Document.

EMPLOYEE
DEPARTMENT.
[ 1
i MANAGER. HR.
PURCHASE. ADMINISTRATOR. SALES.

Screenshot. s¥& gRT &A Well g8 fdel a1 Sfagic &1 IBIRe & of dad & |
Charts.
Recommended Chart. TRia & I8 Ud UGl BIR & S 31T & Sl & IR TR Jedk a7 I aHsH

3R uefRid & & Acq Ao 2

BHS

Date.

Bow o

w

EMP.NAME. EMP.CODE. DEPARTMENT. BASIC S.

- = Excel Demo Vinod Sir. - Excel

HOME INSERT PAGE LAYOUT

FORMULAS DATA REVIEW VIEW

e — o a = pl- =k
MEIETE T
PivotTable Recommended Table  Pictures Online Apps for | Recommended . '
PivotTables Pictures @4+ 7 Office~ Charts D - L
Tables Mustrations Apps Charts
A4 - fe || 01-01-2017
A B

ADD-INS

iy B F R

TABLE TOOLS

DESIGN

Sign in d

@ D 4 - 7L Equation -
oD — I}‘ -

€2 Symbol

PivotChart Power  Line Column Win/  Slicer Timeline Hyperink  Text Header
View Loss Box~ & Footer
 Reports Sparklines Filters Links Text Symbols ~

SALARY SHEET MONTH OF AUGUST 2016

]

Lk

Insert Chart
Recommended Charts | All Charts
- e Line
Chart Title
25000
0000 -
15000 ‘-\“\—______—-
10000
. 5000
= o
= I I I I I MANAGER R SUPERVISOR. | MARKETER. | TELICALLER.
: ExpOL Bz EXDO B4 EXDOS
AMAN g ANL ARUN AT
O-Jan-17 024an-17 03-Jan-17 oaan-17 054an-17
——BASKCSALARY. ——— PERDAYSALARY.
—— WIORKING DAY, ACTUAL SALARY.

points and the order is important.

A line 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

Insert Column Chart. TiaT # I8 Td THT BIeR © Sl Sl Bl FEdieR a8 & ®7 H YSRid Hrdl 2 |
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Insert Line Chart. v 98 Usb VAT BIeR & Sl STl &l Al Rl ¥ s fdgei & w9y d yahia
FRAT T |

Insert Pie Chart. vea % I8 To VAT Bk © Sl Scl & a1 R\l & Udb 9d & wisd & w7 H
9rTaT B |

Insert Bar Chart. tTRict # I8 T UG B 8 S Sl Bl IR IR Sl & Tl bl T 8 |

H ©- s PRODUCT1 - Excel 7 B - 0 X%
HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
. & ’ = - E - "L alal] | [ Line Slicer A 4 0
%) 2 [ I ? \ - - o S&h .
° . = }',-'1”{‘ 2-D Bar EColumn F‘YTlmellne
PivotTable Recommended Table llustrations Appsfor Recommended P Hyperlink ~ Text  Symbols
PivotTables - Office - Charts P~ ey | Winoss - -
Tables Apps Cha I = Sparklines Filters Links -
Chart 1 - fe 30 Clustered Bar v
Use this chart type to:
A B C D E = Compare values across a few J K L M -
4 categories,
2 ABC.PVT.LTD _
= Use it when:
3 » The chart shows duration.
4 PURCHASE PRODUCTS » The category text is long.
5 |DATE PARTY AfC NAME [PRODUCT NAME |QUANTITY [RATE TOTAL AMOUNT |
6 |01-06-2017|RAHUL MOUSE .
Chart Title
7 | 02-06-2017|RAHUL KEYBOARD
g |03-06-2017|RAHUL CPU b~ 3
5 04-06-2017|RAHUL PRINTER 55 % MONTOR W
. 7 5
u 05-06-2017|RAHUL MONITOR i;:';-: ; CRINTER
==
. b~ 3
- g8 I cPU
13 SALES PRODUCTS = =
b 3
14 |DATE PARTY A/C NAME [PRODUCT N 53 E KEYBOARD
15 | 01-06-2017|RAHUL MOUSE b ;
16 | 01-06-2017 | RAHUL KEYBOARD = § z MOUSE
7 SIS LA HER o 20000 40000 60000 80000 100000 120000 140000 160000
18 | 01-06-2017|RAHUL PRINTER
19 | 01-06-2017| RAHUL MONITOR TOTALAMOUNT mRATE mOUANTITY
20 I IAL Errann
21 PROFIT 32000
22
23
-
Sheet1 ) 1 »

AVERAGE: 26674.75 COUNT: 36 SUM: 533495 H M -—3+—+ 100%

Insert Area Chart. ToRiel # I8 T UHT BIeR 8 Sl Scl ¥ AR F&d 3IR ATHI8I &1 golr -l |

8 9D |
Insert Bubble Chart. TeRict & I8 Ue U1 BIeR & Sl ST dl 98k dNid I Ua3fd &xar g |

Insert Radar Chart. tsRidl I8 U UHT BIeR & Sl Sl & dRudd & Hedl ol gl &+ @ oy
SXIATS BT B |

Insert Combo Chart. teRial # g Udh UET B1=R & Sl S¢] &l 988 did o yeidid &edr 2 |

Pivot Chart. I t& V41 Ufhdel Tl ® ST UTdC <del @ el &l a1c & w9 # UeRid oeal g o Ser
BT I H @I 3R FHS S AHT 7 |
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H % &- = PRODUCT1 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERFIVOT Sign in
D @ ’ = al-=-% e 1% Line ] Slicer 4 o
? . ® I ‘f:? :.':::,’f_ b r’i = E Column B3 Timeline =
PivotTable Recommended Table | llustrations Appsfor | Recommended i PivotChart | Power e Hyperlink ~ Text  Symbols
PivotTables - Office Charts @~ L= - View | [ Win/Loss - -
Tables Apps Charts Reports Sparklines Filters Links -
AS A I’ DATE
A B | C | D | E | F G H I J K L M [«

ABC.PVT.LTD Create PivotChart ?

Choose the data that you want to analyze
(@) Select a table or range

1
2
3
4 PURCHASE PRODUCTS
5 Table/Range: | Sheet1!SAS5:5F510
6l O Use an external data source
71 Choose Connection...
8 ] Connection name:
9 Choose where you want the PivotChart to be placed
] @ﬂmWorkshee‘l
1 TOTAL 290000 () Existing Worksheet
12 Location: ﬁ|
3 SALES PRODUCTS Choose whether you want to analyze multiple tables
14 | DATE PARTY A/C NAME |PRODUCT NAME |QUANTITY [RATE _ [TOTALAMOUNT | [ 1 44 t1is data to the Data Model
15 | 01-06-2017 | RAHUL MOUSE 10 600 6000
16 | 01-06-2017|RAHUL KEYBOARD 10 600 6000 ok || cancet |
17 010620017 BAHLI el 10 16000 160000 ’
Sparkline.
Line. ToRie ¥ I8 U& VAT WIeR € Sl ST &1 q2M & forg il ST R Fad 2 |
E - 2 = Excel Demo Vinod Sir. - Excel SPARKLIME TOOLS
HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in FJ
B B ok, & n i BHen 85 & S
PivotTable Recommended Table | Pictures Online o Apps for | Recommended W .‘\ lii PivotChart  Power Line JColumn  Win/ Slicer Timeline | Hyperink | Text Header - £ Symbel
PivotTables Pictures @+ Office Charts v Iy - View Loss Box~ & Footer
Tables Ilustrations Apps Charts Reports Sparklines Filters Links Text Symbols ~
A9 M e

Create Spayklines

Choase the data that you waﬁ

DataRange: |HaHE |

Choose where you want the sparklines to be placed

Location Range:

Column. Tatal # I8 U& VT Wik & T ST BT faserargore™ & forg far Sirar 2 |
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E ©- 2 = Excel Demo Vinod Sir. - Excel SPARKLINE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in

?» E oLl & oy |

F‘Y ’é@‘) D 'DZ T Equation

€2 Symbol
PivotTable Recommended Table | Pictures Online Apps for | Recommended PivotChart  Power Line Column] Win/ Slicer Timeline | Hyperlink  Text Header .
PivotTables Pictures @+ Office Charts - View Box~ & Footer
Tables Mustrations Apps Reports Sparkline Filters Links Text Symbols ~
A9 M fe

ACTUAL SALARY.

(%2l B

L ~N O

Choose the data tpft you want

Data Range: | HaHE |

10}
11 §
12
13 |
14 ]

Choose where you want the sparklines to be placed

Location Ranger| 553 |
=

15§
16 |
17 |
18 |
I........................................................................................................:
Win/L 0ss. $H&T IWANT JR HY I AN WR B dlel IAR Feld Bl G & o1y b S ¢ |
H - &- = PRODUCT? - Excel
HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
» B [0 & ap MIE oy @Ie B @ [4[n
) B ) ¢ 1 { i i Column | 3 Timeline =
PivotTable Recommended Table | llustrations Appsfor | Recommended i PivotChart  Power . Hyperlink  Text  Symbals
PivotTables - Office Charts " L . View | 1= Win/Loss - -
Tables Apps Charts Reports Sparklines Filters Links A
G1 |t fe || =(D6*E6)
A B C D E | F | G H J K L M=
1 i c ; ? i
reate Sparklines :
, ABC.PVT.LTD oe
3 Choose the data that you want
4 PURCHASE PRODUCTS Data Range: |F6:F‘IG
5 DATE PARTY A/C NAME |PRODUCT NAME |QUANTITY [RATE TOTAL AMOUNT
6 | 01-06-2017|RAHUL MOUSE 10 500 5000
7 02-06-2017|RAHUL KEYBOARD 10 500 5000
& 03-06-2017|RAHUL CPU 10 15000 1500001
% 04-06-2017|RAHUL PRINTER 10 7000 70000
10 | 05-06-2017| RAHUL MONITOR 10 6000 60000
1 TOTAL 290000
1
Filters.

Slicer. 9 gRT 89 fUde 29 & el Bl Siea! T | fheey &R § Aeg &xal ¢ |
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H ©- = SLICER TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS OPTIONS Sign in
) Sldl 8 W || SR 2 5.
Recommended Pictures Online Apps for Line Column Win/ Slicer [Timeline Header _
PivotTables Pictures Office~ Loss & Footer
Jables Mustrations Apps Charts Reparts Sparklines Filters Links Text Symbols »~
EMP.NAME. f
A B C D E F G H -
1 SALARY SHEET MONTH OF AUGUST 201
2 ) AR Vi | 3 _
3 Insert Slicers  ?
4 |01-Jan-17| Date. EMP.NAME. ~nnan e /g,e-/ o
—— — " | EMP.CODE. LAEMPNAME.
01-Jan-17 L [+|EMP.CODE.
5 02-Jan-17 AJAY DEPARTMENT. 30 DEPARTMENT.
T EX001 [¥) BASIC SALARY,
6 03-Jan-17 -Jan- AMAN HR [V] PERDAY SALARY.
M BASIC SALARY. [ WORKING DAY,
7 04-Jan-17 03-Jan-17 AM MANAGER [W] ACTUAL SALARY,
EX003 . 13800
8 05-Jan-17| 04-Jan-17-1 MARKETER. PERDAY SALARY.
EX004 15000 1
9 05-Jan-17 | aApuN SUPERVISOR. 460 ———
EX005 15100 WORKING
TELICALLER. - —
10 20000 .
11 503
28 =
12 667 .
13 ]
— 2
14 |
Timeline. 9% gRT &4 fUdc <9d & ST § 999 & A1 JAFHRI BT FHSET IR Il & |
H - = PIVOTTABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ANALYZE DESIGN Sign in
| | A (o =
i g @ 1 W b (5 B
Pictures Online Apps for PivotChart Line Column Win/  Slicer [Timeline Header _
Pictures Office ~ - Loss & Footer
Tables Mustrations Apps Charts Reports Sparklines Filters Links Text Symbols ~
A5 - e 04-01-2017
A B C D E F G H - . .
2 PivotTable Fields T
3 Row Labels ~ | Sum of PERDAY SALARY. Sum of WORKING DAY. Sum of ACTUAL SALARY. | Date. X
Choose fields to add to report: -
4 460 28 12880/ | period MONTHS
s VIONTHS
5 460 28 12880 7 [
.
6 =/ARUN 460 28 12380 207 /| EMP.NAME.
7 = EX004 460 2 128g0| M [Vt AUG SEP o OCT OV DEC 7| EMP.CODE
8 MARKETER. 460 28 12880 —% +| DEPARTMENT.
o | =115000 500 23 11500 4 Ls /| BASIC SALARY.
10 =103-Jan-17 500 23 11500 . ) ] = +/| PERDAY SALARY.
SANIL 00 2 11500 Insert Timelines - = T SR T
12 = EX003 500 2 11500 - /] ACTUAL SALARY.
12 SUPERVISOR. 500 23 11500 MORE TABLES...
4 |1=115100 503.3333333 29 14596.66667
5 =05-Jan-17 503.3333333 29 14596.66667
B =SAMIT 503.3333333 29 14596.66667
17 = EX005 503.3333333 29 14596.66667
8 TELICALLER. 503.3333333 29 14596.66667
9 | =1 20000 1333.333333 60 40000
20 =101-Jan-17 666.6666667 30 20000
21 =AMAN bbb.6666667 30 20000 Drag fields between areas below:
22 = EX001 666.6666667 30 20000
23 MANAGER. 666.6666667 30 20000 FILTERS COLUMMNS
24 =102-Jan-17 666.6666667 30 20000 % Values -
25 = AJAY 666.6666667 30 20000
26 = EX002 666.6666667 30 20000
27 HR. 666.6666667 30 20000 -
Cancel
25 |Grand Total 2796.666667 140 78976.66667 —E

Hyperlink. (Ctrl+K). 5@ gRT 89 fodl SRe a1 I W fdold o W fhd) 377 W= W 99 fh
JgEIge, S8l WX Sl Gahd ¢ |
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MANAGER 20000 29 18710

HR 18000 28 16258

SALES 15000 2713065 .
KAMAL FURCHASE 16000 2613419 .
Create A Link In Your Documeiit.

Link to: Text to display: |EOO1 | ScreenTig...
Look in: | | Book of Advance Excel-2013, I:‘
Existing File
urren T
Folder
Place in This
Document Browsed
Pages
Create New Recent
Document Files
& Address: | Book of The Advance Excel-2013..doct [w] | Remove Link
E-mail
e
Cancel

Ll EMPOLY CODE EMPOLY NAME DEPARTMENT MONTHLY SALARY PERDAY SALARY WORKING DAY ACTUAL SALARY
9 EO01 RAHUL MANAGER 20000 645,1612903 29 18709.67742
Text.

Text Box. 59 §RT €A 3109 Sadd &1 diad # folg o Udh S8 | R 78 WR odR off Ao ¢ |
Draw Vertical Text Box. S@® gRT &9 Udb a7 <oy didd BT S PR bl <o bT forg Tadl 2 |

H % &= Excel Demo Vinod Sir. - Excel DRAWING TOOLS ? @ - X
HOME PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ADD-INS FORMAT Sign in
= - = 1-=- k- il | 15 = 4 - T Equation -
B O Gl ® i NI Bk By g [E]D L e
PivotTable Recommended Table  Pictures Online E‘ Apps for  Recommended .‘ ! PivotChart | Power Line Column Win/  Slicer Timeline Hyperlink | Text |Header =
PivotTables Pictures @+ ™ Office~ Charts L M View Loss B Footer
Tables Ilustrations Apps Charts s Reports Sparklines Filters Links Text Symbols ~
TextBox1l = | & f v
A B C D E F G H [
1 SALARY SHEET MONTH OF AUGUST 2016
: SALARY SHEET MUNTH Ul 3T 2016,
3 EMP.NAME. EM@’.CODE._:DEPARTMENT.:BASIC SALARY. PERDAY SALARY. WORKING DAY, ACTUAL SALARY.
4 DEPARTMENT.
MANAGER. HR.
5 SUPERVISOR.

| MARKETER.
TELICALLER.

Header. 39& gR1 89 Ul & HUNI Ao § Yol HeR, ARG, Jdhgd, dHeIc & M & Fad & |
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H S &= Excel Demo Vinod Sir, - Excel HEADER & FOOTER TOOLS = ®

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

B B - & o WEay Bk Fs § DR e

e a1 | = =3 [===x]

2 O g p @ e - i Nz | == i o ¥ | 9E = - ©symbol
PivotTable Recommended Table  Pictures Online Appsfor | Recommended . PivotChart | Power Line Column Win/ Slicer Timeline | Hyperlink  Text |Header

PivotTables Pictures @+~ | Office Chats @~ k= View Loss Box- & Footer

Tables Nlustrations Apps Charts Reports Sparklines Filters Links Text Symbaols ~
Ds [ s HR. Header & Footer

The content of the header and
footer repeats at the top and

T T T T T T T T T T T =

i ll R 3| 4 5| ﬁl 7| Bl 9| = b = E| ™ bottom of each printed page.

A B C | D E Thisis useful for showeasing info,

such file name, date and time.

" Header @ e
:7 SALARY SHEET. ABC PVT.LTD. ONTH OF AGUST-2016.
i 1
2
T s
-4
.5
B 6
T
-~ 05.Ju17 AMIT  EXS  TELICALLER _ 1si0

Footer. . $9% gRT 84 U9 & el 9N # U FeR, ARG, qogd, dhHeIc bl 91 < Fhd o |

Word Art. 9% gRT 89 3199 T H WIS 3hac Dl © Idhd g IR SRS TR T, ISl Scalrsd Bl
ST Ihd 2 |

H % &= Excel Demo Vinod Sir. - Excel DRAWING TOOLS 2 B - X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS FORMAT Signin
= 03 S A i-S-k- e w s & B M =] m equation -
B E L3 bl  UEK g B e o &
PivotTable Recommended Table  Pictures Online Appsfor  Recommended . PivotChart = Power Line Colurin Win/  Slicer Timeline Hype
PivotTables Pictures @+ ™ Office~ Charts L M View Loss
Tables lNustrations Apps Charts i Reports Sparklines Filters Lin
Rectangle1l v | : fe A A /8 A A
A B C D E F

AAAAL

h A

3 e, ACTUAL SALARY.

Add A Signature Line. 9@ gRT &4 U4 SIRpic ¥ f$iicd RETH=R &1 $9¢ o Fad & |

Object. s9@ gRT &4 310 SfRFIC ¥ fdl TE BISd BT AC BY Fdhd @ AR A UM W ST Fhd
g
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Equation. s9& gRT &9 U9 SIRpic § HeMfedhe SaeM &I U8 &) Hdhd 2 |
Symbol. sH@ gRT 89 U Sfagiic H femie ez & Rigel &1 98 IR Ao B |

H ©- = TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin

E|? B &;;' " I,;? Il':'j\": I ]: ]E:]E FY % D 4 - T Equation ~

bR Rl I - ©smbol

PivotTable Recommended Pictures Online Appsfor  Recommended . PivotChart  Power Line Colurmn  Win/ Slicer Timeline Hyperlink  Text Header

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

Tables Ilustrations Apps Charts ra Reports Sparklines Filters Links Text Symbols ~
B4 - X v K CAMAN v

2
3 Symbol ?
4 |01-Jan-17|<:=AMAN EX001 MANAGER. 20000 Symbels [ Spechl Charaders
Eont: \Wingdings 2 v
5 02-Jan-17 <AJAY EX002 HR. 20000 Pl R EHINEIEREEE ~
6 03-Jan-17 <ANIL EX003 SUPERVISOR. 15000 Jg om0 e s eREMaME S| e|=l=
e 01 G iy
7 04-Jan-17 =ARUN EX004 MARKETER. 13800 Bl bl TP I[PDG] b 4 x
VH MK H[ee|o|olr&lala[ P,
8 05-Jan-17|=AMIT EX005 15100
) Recently used symbals:
9 “ A= || e|e¥|o]*|™]s]2[<[2]+]x
'|O i?:;:;;:z:_{ Character code: |67 from: | Symbol (decimal] | v
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A B C
Change Odd Number Into the Even Number.
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Change Even Number Into the Odd Number.

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

4 5
| 6/=0DD(B5)

—

Sheetl 1 3

INT FUNCTION (). 3% gRT 89 SR FaR &I ISs Fe) § 981 Iad ¢ |
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IF - X « & | FINT(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 (). ot fonft S & geR Har & g o & 91 I9hel Si1d o & forg

TN far T 2 |

IF - X « f- | EMOD[ASES) 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 (). 5t SudiT Bl FRam &7 fau T o & Faveddq o dd I8S
A @ oy fear S & I8 I=fET Ui & oY ¥ Afdd A1 WS d-IeR B W BT B |

55| Page



Vinod Computer Institute of Software Training

IF - x « £ | ZVROUND(ASES) v
A B C :
1 Get The Mround (Number,Multiple).
2
3
4 10_ 3 9
5 7| 3|=MROUND(A5,B5)

ROUND FUNCTION (). I8 T& S&a1 &l S3Med ©IHl &) Mfdse S a& quiifed war & armn
S HWR AT A1 BT AR A€ HAT 2 |

IF - x « f || CROUND{AS)ES) v
A B C :
1 Get The Round (Number,Num_Digits).
2
3
4 1 8.9
5 2|=ROUND(A5,B5)

ROUNDDOWN FUNCTION (). fdft @ &1 g1 @ IR -/ @ 3R Yulifdhd ®_al & AT
TIMAT ® 916 & 3Bl Bl BSIHR AT Bl BIST HRAT T |
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1
2
3
4 8.8874 0 8
5 9.9987/ 1/=ROUNDDOWN(A5,B5)

Sheetl 1 3

ROUNDUP FUNCTION (). f&¥d S &l 899 SR $I AR YUllfehd HRAT SHAT DI a1 DI
T BT el 91 F&AT T del ol 2 |

IF v X « f | SROUNDUP{AS,BS) v

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

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

9.9987 1/=ROUNDUP(A5,B5)

-

Sheetl 1 3

SORT FUNCTION (). 9o gR1 &9 ol &1 8 |1 &l aiiqel @l Moo & oy s foar
ST € |
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IF - b S =SORT(AS) v

A B D E
Get The Square Root. |

T
2
2 Number. [Output Value.
4
5

81 9
49|=SQRT(A5)

SUMIF FUNCTION (). 39 gRT 5T § BTH B dlcl THells P Udh fSUICHS PI Clce Hom
B fpTel Thd B |

HLOOKUP  ~| i X j1 =SUMIF(D2:D6,"SALES" H2:H6) “
1

2 101-12-2017 E001 RAHUL PURCHASE 20000 645 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 i
78l SUMIF (range, criteria, sum _range). Add the ceII specified by a given condtion or criteria. i

8 TOTAL ADD AMOUNT SALES DEPARTMENT. 30388

9 TOTAL ADD AMOUNT SALES DEPARTMENT. =SUMIF(

10 “SALES",

11 SUMIF{range, citera, lsum rangel

PRODUCT FUNCTION. 5@ gRT QU U Fa=T &1 39T #§ IO HRAT AR OB AT |

SUM - > « f | =PRODUCT(BA4,BES,B6,B7) ~
A B C D :
T 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(RB4,B5,B6,B7)
- PRODUCT(rumberT [mimbera] [numbers] nmberd], Tnambers
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POWER FUNCTION. s8® gRT &9 fh:dl I%=r &l 91d db dei™ & ol 6T SwIard fhar Sirar
=

COUNT =t | x « /& | =POWER(AS,B5) ~
A B C :
1 Get The Power Function (Number,Power)
2
3 Number. [Power |OutputValue. |
4 5 3 125
5 5 2|=POWER(A5,B5)
P—— -~ POWER(number. powen) ' -

2-  STATISTICAL FUNCTION.

COUNT FUNCTION. e § $ec BaRM B SRIFA SS9 I d T &l {99 & forg fehar
Sirar & o g gt 2

SUM - *x ~ A&  |counT(Da:D7) -
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

7 Kunal |Sales 5000

3 Count Total Numbers of Basic Salary Records. 4

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

Sheetl Sheet2 4 3

COUNTIF FUNCTION. s9% gRT &5 § &H B3 dicl Ukils & Uk fSUleHe & clce Aa) &l
BT P Hhel ¢ |
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suM ~ :© x v £ | -COUNTIF(C4C7,"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 A003 |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")

i - ‘ COUNTIFrange, crteri) =

COUNTIFBLANK FUNCTION. ToRidT § BISceid HaRH &l Sidel S Aol & ol I=T 6l
i & forw foar e @ frad g =8 2 2|

sum = %~ £ | ~COUNTBLANK(D&D7) 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 A0O03 |Kamal|Purchase
7 'A004 |Kunal |[Sales 5000
8 Count Total Numbers of Blank Cell Records. =COUNTBLANK(
9 D4:D7)
I I COUNTELANK (range) =
| Sheet1 | sheet2 . .

COUNTA FUNCTION. TaieT H HI3el Haed BT IAT S Al Bl 90 s W& bl [ & forg

fopar ST 2 oife @rell Vot & T bl T8 Rdr 2 |
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SUM - x v K =COUNTA(D4:D7) hd
A B C D E -
1 Count Cell That Are Not Blank.
2
3 E-Code.Name.Department.,Basic Salary. |[Result.
4 'A001 |Rahul |Purchase 18000
5 A002 |Suraj |Sales 20000
6 A003 |Kamal|Purchase 22000
7/ A004 |Kunal |Sales 5000 4
8 Count Cell That Are Not Blank. =COUNTA(D4]
9 | | D7)
| sheet! | shestz ® : COUNTA{valuet, [value2], ...] ; T

MAX FUNCTION. TRie & JRThaei= &l SR I99 g1 AT Dl ST HR- & oy fhar irar 8
Ig Hde IIT Tl Al B foIU BIH BT TRE Tl Tl IR DI Ta] BT |

HYP... - © x + % =MAX(C3:C5) 4l
A B C D i
1 Get The Max Function(Numberl,Number2,...) |
, I |
3 | Keyboard. 5 500 2500
4 Mouse. 5 400 2000
5  printer. 5 500 2500
6 Maximum Total. 2500
7/ Maximum Rate. [=MAX(C3:C5)
MaX(inumber1, [number?], ...J ©
Sheetl 4 [ [w]

MIN FUNCTION. TRid & % ae &7 339 e BIC! AT bl S1d &) & oy fhar irar g
g hael AT Il A &b foIU BTH BT SRS dTel Aol TR B 8] BT |

6l|Page



Vinod Computer Institute of Software Training

HYP... -+ x + % =MIN(C3:C5) .
A B C D -
1 Get The Min Function(Number1,Number2,...)
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)
oo ‘ | MiN(number1, [number2], ') -

AVERAGE FUNCTION. TRl # TdRW BaRH I SWHTA QU U A8 &1 g Hare &
forg go1 forar S 2|

HYP... ~ x v~ =AVERAGE(B5:C5) v
A B C D ‘
1 Get The Average Function(Numberl,Number2,...)
2
3 Red Pen. 10 12 11
4 Black Pen. 12 14 13
5 [Blue Pen. . 15 18 :AVERAGE{BE“CE}D_ .
Sheet1 1 | AVERAGE(number1, [number2], ...

3- TEXTFUNCTION.

UPPER TEXT FUNCTION. s9% gRT 84 3107 SR Bl WA oleX I dfied ek H 98 Idhd]
=
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A B
Get The Upper Text (Text)

EXPERT ACADEMY PVT.LTD.

expert academy pvt.Itd.

comuter software institute. |COMUTER SOFTWARE INSTITUTE.

o B W N =

comuter hardware institute.|=UPPER(A5).

| UPPER(text) -
Sheetl T[4 »

LOWER TEXT FUNCTION. 9% gRT 89 3109 RS Pl dbfice ofex H Widd oleX H dad] b
=

HYP... - ¢ = v & =LOWER(A5) -

A B
Get The Lower Text (Text)

EXPERT ACADEMY PVT.LTD.

expert academy pvt.ltd.

COMPUTER HARDWARE INSTITUTE.

computer hardware institu

b A W N =

COMPUTER SOFTWARE INSTITUTE.

=LOWER(A5)

Sheet1 ®

PROPER TEXT FUNCTION. &% gRT 89 3109 SRS & USH &R I HfUcd e H dad ddhd

=
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HYP... -+ x v % =PROPER(A5) v
A B

1 Get The Proper Text (Text)

2

3 expert academy pvt.Itd. Expert Academy Pvt.Ltd.

4 o mputer software institute. Computer Software Institute.

5 computer software institute. ZPRDPER(ASD .
sheet! | @ e ]

CONCATENATE TEXT FUNCTION. s59% gRT 89 37T 31T I & SaRe Bl Th A1 AeTdx
Tdh B 9o H uel¥d ox= & v fhar Siar 2|

HYP... ~ x v £ =CONCATENATE(A5," ",B5) v
A B C i
1 Get The ConcatenateText (Textl,Text2,...) [
2
3 Rahul. Singh. Rahul. Singh.
4 sunita. Pal. Sunita. Pal.
5 |suraj. Sharma. ~CONCATENATE(AS,"
6 ".B5)
| Sheet1 | W] | | CONCATENATE(ted], [text2] [text:

LEFT FUNCTION. sU® gRT 89 3107 CdRe | I a8 3R W Fax Ty fhdl 3R ol ard Ao 2 |
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HYP... - : = + = =LEFT(A5,3) .
A B i
1 Get The Left Text (Text)
2
3 Expert Academy. Exp
4 co mputer Institute. Com
5 |Hardware and software. =LEFT(A5,3)
Sheet1 ® E1 LEFr| tee [num"chm& :

RIGHT FUNCTION. . 38& gRT 89 3[04 <iRe H ¥ Q18 3R I AR I [Hdl 31eR &I Marel Fad
2 |

HYP... - : = « £  =RIGHT(A5,3) .

A B
Get The Right Text (Text) ﬂ

1
2
3 Expert Academy emy
4  co mputer Institute ute
5 |Hardware and software =RIGHT(A5,3)
- RIGHT (text, [mum_chars])
Sheet1 O] I I [*]

LEN FUNCTION. s@®1 ST fhifl Saee @ SIcel A&l &l S & o0 fohar Sirdr 2 |
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HYP... - : = « £ =LEN(AS) .
A B -

1 Get The Len Text (Text)
2 frstName  |outputresut |
3 | Expert Academy 14
A computer Institute 18
5 |Hardware and software =LEN(AS)

Sheet1 | @ T T 5B

REPT FUNCTION. 59 gRT fhel eaRe &I e fAl¥ad I § 9R 9R qIev™ & o g9 fohar

ST 2 |

SUM - X « f | =REPT(A7,B7)
A B C
1T 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)
o REP T mmber times)
Sheet1 | sheet2 . .

-

TRIM FUNCTION. s9& gRT caRe # ffaRad Rad W= & g & folv s96T SUANT fhar Srdr
% Clllra’> UAddh 3sq a% éﬁ'_d dhdel Udh { g U |
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SUM v X « Ff || =TRIM{A7) v

A B
Get The Trim Function (Text).

Input Text. Output Result.
Many Space of The Word.|Many Space of The Word.
Even More Space. [Even More Space.

Extra Space & Line Break.|Extra Space & Line Break.
Extra Space of The Word,|=TRIM(A7)

TRIM (text) -
Sheetl Sheet2 4 3

=] O U1 A~ W N =

%EXTFUNCTION.WWMW,%@mwaﬁwﬁr&mwﬁmﬁwﬁ

eo & forg foam Smar 2 |
SUM - X o fe  =TEXT(A7,"dddd,mmmm dd") v
A B )

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 TEXToatee format toxt) )

MID FUNCTION. saaT SUanT {6l cave RET & a9 9 AU U W9 ¥ P& glax Fi¥ed | 9
gof fre™ & forg foar Sirar 2 |
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sum - > v f =MID(A7,B7,C7) h

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 4is 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 [ »

EXACT FUNCTION. 39&T ST &1 TRe RET &7 ol &xdl § iR R a8 eqpa w99 ©
True @erar 2 smen False e 2|

sum 1| x v £ | -xactazen v
A B C -

1 Get The Exact Function (Textl, Text2).

2

3 Input Text. Input Text. |Output Result.

4 Keyboard. Keyboard. TRUE

5 Mouse. mouse. FALSE

6 Monitor. Monitor. TRUE

7 Printer. printer. |=EXACT(A7,B7)

4- DATE AND TIME FUNCTION.

DATE FUNCTION. s9&T SUIRT a9, 918 3R fod & 31clT, I1eliT 7F1 &l Adrdx Ueh feqie 7+
g @ foru swHTel fhar ST 2 |
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sum - x v & | —DATE(A7,87,C7) v
A B C D :

1T 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) s

YEAR FUNCTION. s9% gRT 89 3o &1 ¢ § 9 a9 &l fAdhTd dAdhd 2 |

A B :
1T 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. 58 gRT 89 39 &I ¢ § I HY &I Nhrel Thd 2 |
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sum - ~ < £ | -montH(a7) .
A B -
1T 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. s6& gRT &4 3ITol &1 & # ¥ & &l [Faret Fabdl 2 |

SuM T =% <~ & -oavian) .
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. 39% gRT 8H 3151 &1 dRRG &I fAdbTe I 2 |
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SUM - x S =TODAY() v

A
Get The Today Function ().

Date.

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

=TODAY()

TODAY( -
Sheetl Sheet2 4 3

NOW FUNCTION. 58 gRT 89 39 &I dRIG 3R T8I Bl (FhTel Thd 2 |

D] OO 1A WN =

sum - ~ < £ | —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. 9% gRT 89 ©¢, fide, Ids & IR R I8 Bl FdhTd Fahd ¢ |
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oM <] x v £ weanenc .
A B C D :
1 Get The Time Function (Hour, Minute, Second).
2
3 Hour. [Minute. |Second.|Output Result.
4 Vi 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)
Sheet! | Sheetz o) ] 5

HOUR FUNCTION. @& gRT 84 98d & IR TR 8 Bl dbia Iahd B |

sM < | x v £ || ~Hour@aY) .
A B )

1 Get The Hour Function (Hour).

2

3 Time. Output Result.

4 10:22:45 10

5 11:22:45 11

o 12:22:45 12

7 13:22:45 =HOUR(A7)

MINUTE FUNCTION. g9% gRT 89 999 & YR R e &l Fdhrel Gad 2 |
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s <] | x v £ | vmurear) .
A B :

1 Get The Minute Function (Serial Number).

2

3 Time. Output Result.

4 10:22:45 22

5 11:22:45 22

o 12:22:45 22

7 13:22:45 =MINUTE(A7)

SECOND FUNCTION. @@ gRT 89 997 & 3R N Abs B Al Iahd 2 |

sM <] i | x v £ | seconoan .
A B -

1 Get The Second Function (Serial _Number).

2

3 Time. Output Result.

4 10:22:12 12

5 11:22:10 10

§) 12:22:04 4

7 13:22:09 =SECOND(A7)

5- LOGICAL FUNCTION.

IF FUNCTION. $9%T I 89 TR § dd &Rd & oid 89 [Pl pelgM & R IR 84 A9 Sl J
B UEHeR SABIHIA B HIFE HIAT Il 7 |
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sum <1 [ x v £ | -iF(e7>=200"pass", Fail" v
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")
I Flogiel s Tt 7 el e 7 D =

AND FUNCTION. 35T YR 89 UdRidl § 9 &xd & ofd Ui e & Udh & 98d § Ush I 31fdad

ST IT B IS BT bl SToxd Bl © |

SUM | ¢ X < £ | -AND(B7-75,87<90) v
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 logical] - -

OR FUNCTION. g9%T TIRT 89 Uil § dd &xd & oid I8 AuiRd & & oy &g 9rdt T oeieqor
BT 2 fb S0 ¥ G 2 AT 8] I Y F B U I I 2 o B True <dr g afe g ord T
2 o1 uRome False grar 2|
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SUM v i X v £ | =IF(OR(B7="Acct’,C7>12000), "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 ) I

NOT FUNCTION. S3®T TR 89 TRId § d9 BRd & Od 3109 db & A dI Sole odl & e &l
SUINT 9 B T4 37 I GH¥F BT =Med & b Big @1 fbefl fa9y 719 & axreR 787 2 |

COUNT v i X & fr | =IF(NOT(B7="Acct"),"No","Yes") v
A B C D )

1 Get The NOT Function (A Reversed Logical Value).

2

3

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") |
— TFlagea 1o o 1 ], vl 1 o) :

6- LOOKUP AND REFERENCE FUNCTION.

VLOOKUP FUNCTION. digaa %haed & SR 89 <adl I1 |Iseiic H SIel &I dfddhell Aderd
SR A P TWE e & oIy BA T 39 BRI Bl 78S 9 89 98d d< SIcl § ¥ Falged dl e
T ATeHAT b Farad fodl €1 Rebfs @1 SABERM 98¢ HF q9d A dbIel Fhd & |

75| Page



Vinod Computer Institute of Software Training

SUM - X v & =VLOOKUP(A13,5heet3!A5:H10,2,0)

:
2 01-12-2016 E00D1 RAHUL PURCHASE 20000 18710

3 102-12-2016 EQ02 SURAI HR 18000 581 28 16258

4 103-12-2016 E0D3 RAJ PURCHASE 15000 484 27 13065

5 104-12-2016 E004 RAJU SALES 15001 484 28 13549

6 05-12-2016 EQ04 KAMAL SALES 18000 581 29 16839

01-12-2016 E001 645

02-12-2016 E002
E003
E004

HLOOKUP FUNCTION. HLOOKUP &1 Sy ts fafdre 7 ufed & <1 78 99 & forv g=areds
STl B WIS B H A Al & SIBT ST AN g8 Tel e § Wioll S drell SIaRT Bl AT
I U B b foru fhar wirar 2 |

sSUM - X v Lk =HLOOKUP(A11,5heet3!A4:H3,2,0)

2 01-12-2016 E001 RAHUL PURCHASE 20000 18710
3 02-12-2016 E002 SURAJ HR 18000 581 28 16258
4 03-12-2016 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
N 01-12-2016  E001 PURCHASE 20000
02122016 002 S AR 18000
M3 122016, 003 ' PURCHASE 15000
7] =HLOOKUP( —E00% SALES 15001
13 E004 SALES 18000

]

14 ,2,0)

15 HLOOKUP(lookup_value, table_array, row_index_num, [range_lookup])

DMAX FUNCTION. SH&%I ST Sced # Uah fIRie wies a1 dfed # QU MY AT &I QT &
el Repie & foq aifran 719 gewt @ for g=rHTet g 2 |

76 |Page



Vinod Computer Institute of Software Training

SUM M X v Je | =DMAX({DLEG,"MONTHLY SALARY",D3:D3)

DATE. |[EMPLOYEE CODE|EMPLOYEE NAME[EMPLOYEE DEPARTMEN MONTHLY SALARY|PERDAY SALARY|WORKING DAY ACTUAL SALA

2 01-12-2016 E001 RAHUL PURCHASE 20000 18710
3 02-12-2016 E002 SURAJ HR 18000 381 28 16258
4 103-12-2016 E003 RAJ PURCHASE 15000 434 2] 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. sH&T ST ST H Uah fARME Wies AT dictH H AU Y AMGS! & [T B
el RS & forw == 719 g & oy STt 81T 2 |

SUM M X v k =DMIN(DL:E8,"MONTHLY SALARY",D8:09)

1
2 101-12-2016 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

6 105-12-2016 E0D4 KAMAL | SALES 18000 581 29 16839

DMIN FUNCTION. This function returns the smallest number in a field column of records in a lisi .

RY|PERDAY SALARY|WORKING DAY ACTUAL SALA|

=DMIN( ,"MONTHLY SALARY",

DMIN(database, field, criteria)

QUTPUT RESULT. SALES 15000

DSUM FUNCTION. $H&T IUART Sele¥ # Uah fARNe Wies A1 difed 3 T 77 AMGS! &I [T B
el Rapfe & forw anT &1 7T & forw g=arer 8idm 2 |
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Je | =DSUM(DL:EG,"MONTHLY SALARY",D&:D3)

|
2 |01-12-2016 E001 RAHUL PURCHASE 20000 18710
3 102-12-2016 £E002 SURAJ HR 18000 581 28 16258
4 03-12-2016 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

Function Library.

Insert Function (Shift+F3). 3 t& W61 T € S 31 & Uaidl & A= HaR AT TUMIST DI SR
J 39T e H Sirsd § Aeg BT 2 |

B TAELE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
I I I I = & - e s s '—|
fx z IE IE = =] Define Name 1,5 Trace Precedents E Show Formulas . . Caleulate Now

'l'TrateDependent YI Error Checking ~

Insert
Function

futoSum Recently Financial Log\cal Text Date 8 Lookup & Math8&  More Name

Watch  Calculation
Used = - - Time~ Reference~ Trig~ Functions= Manager [ Create from Selection 1% Remove Arrows

(%) Evaluate Formula Windaw  Options = FE Calculate Sheet

Function Library Defined Names Formula Auditing Calculation

SUM - X fe || ={E4f30) v
A B H -
1
2
3 Insert Function ?
Search for a function:
4 01—Jﬂ.ﬂ—17 AMAN EXOOI MANAGER— 20000 :(E4f30) Type a brief description of what you want to do and then Go
dick Go
5 02-Jan-17 AJAY EX002 SUPERVISOR. 20000 667 Or select a category: Most Recently Used
Select a function:
6 03-Jan-17 ANIL EX003 SUPERVISOR. 15000 500 Finanda
7 04-Jan-17 ARUN EX004 MARKETER. 13800 460 E%‘;:%iizmﬁm
& 05-Jan-17 AMIT EX005 TELICALLER. 15100 503 o
SUM(number1,numk ‘L:r%lrcna.l\atmn
9 Adds all the numbers Engineering ¥
10
1 Help on this fundtion | ok || cance

Auto SUM. I8 TH TAT BaRH & Sl 3T BT AT I fhedl ¥l Aol ¥ & AR BT AT R+ § HAeg
BT B |

Recently Used. I8 ta U1 B & ST 399 8T § 81 sWATd fhar & S/ g S a3
Y O IUANT P Fhd 2 |
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H ©- s Excel Dema Vinod Sir. - Excel ? B -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
fx z I B Calculate Now
Insert | AutoSum [Recently Financial Logical Text Date& Lookup & Math&  Mare [E@ Calculate Sheet
Function @ Used - - - = Time~ Reference~ Trig~ Functions~
z Surmn Function Library Defined Names Formula Auditing Calculation
SUM Average o ~SSUM(ES:I5)
Count Mumbers
A M D G H J K L M N 0] p
Max
2 Min
3 More Functions... {K SHEET'
4 |8S.NO. |NAME.|ROLL NO. CLASS.|]-]I\'DI. ENGLISH.| MATH. scm SST. |SKT. [TOTAL. PERCENTAGE. |MINIMUM |[MAXIMUM |RESULT |[GRADE
5 1AMAN | 0168201[10TH | 45 98| 73] §7] St 45]=SUM(E5T5 45 og[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|SURATJ 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
1 7 |RAMU 9168207 14th 82 66 56 43 47 54 348 58.00 43 82|FAIL C
12 8|RAJU 9168208|15th 82 70 70 65 87 54 428 71.33 54 87|PASS A

Financial. I8 Tt 01 BaE 2 fSrdd gRT faciig ToEmsi S fb a9 =911 g% &1 01 o+ & forg
IESICRREARILE

Logical. 78 e Va1 BaRE & foa gRT AU Y G@ 37 3d &) Fual A7 SRIQAAT &1 Sifd HRal 2 |
Text. I8 Ueh VAT BRM & 9 gRT IAT BT TRE & w9 H daoi+ & 10 fhar 9 8

Date and Time. I8 T U BRM & NOME®I Jol ARG AR FHI B TUET BT UGIM IR Fared &
forg foam S 21

=
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
ZAutoSum -
Function Library Defined Mames Formula Auditing Calculation ~
DATE - > L I =DATE(2017,1,1)+DATE(2017,1,1) hd
A B C D E F G H =
1 SALﬁﬁy 3 H E ] Function Arguments ?
2 : DATE
3 Year |2017 M| = 2017
Month |1 s = 1
4 1017,1.1) |AMAN EX001 MANAGET —
Day 1| el = 1
S 02-Jan-17 AJAY EXo002 HE. = 42736
Returns the number that represents the date in Microsoft Excel date-time code.
6 03-Jan-17 ANIL EX003 SUPERVIE Day is a number from 1 to 31 representing the day of the month.
7 04-Jan-17 ARUN EX004 MARKETE
8 05-Jan-17 AMIT EX005 TELICALT Formula result = 04-Jan-34
5 Help on this function Cancel

Lookup and Reference. T8 T T ISl BaM & ROTHT STANT ST &1 @ ok agd o
& foru fobar SIrar 21 3R &1l &1 Tenford ®yd 2 IR G99 BT 99 ¢ |

Math & Trig. I8 vs var vfaermell e & et STarT Ty ik Raoida oM o & forg
o SIreT 2|

More Functions. I8 t& VAT AfdRad ®aed © Sl Uaie H Iuctel Haed &I Jal 3§ Siedl ¢ |

Define Name.
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Name Manager (Ctrl+F3). I8 v 01 Bae & R M 9 3o BaeE AT dhivee & folg A
gRYIIYT HY Fehd © |

Define Name. @& gRT 89 &l Aal ¥ A1 BT ®I U M <A1 dIfd AT IH AT A Ug
A 3R THHATA TR TS |

H -2 - Excel Derno Vinod Sir. - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
. 2 AutoSum - E Logical Lookup & Reference ~=  [=]Define Name - E:ﬂTrace Precedents @ E =
. = o e

Recently Used Text Math & Trig ‘J_ﬂ'- Use in Formula I=':ETrace Dependents o - .
Insert Mame Watch  Calculation E‘E
Function Financial IQ Date & Time Mare Functions Manager [ Create from Selection & Remove Arrows  ~ @ Window  Options -
Function Library Defined Names Formula Auditing Calculation -
Al | i I SALARY SHEET MONTH OF AUGUST 2017.
A G H sl

New Name
Hame: | SALARY SHEET_MOMTH_OF_AUGUST 2017,
Scope: |Workb00k El
Comment:
Refersto: | _-ga| ARy SHEET!SA51
| oK I | Cancel |
.

Use In Formula. s59& gRT &9 &0l dd % 93 &1 SUANT AT RTAH 3777 ST W I0HT AT 8RR IR
AR 2 |

Create From Selection (Ctrl+Shift+F3). ¥® t& U1 wR & I 93fd 9d 39 & folv 2™
dicq ¥, ¥ Plotd, YSC DIt & IR TR H g9 H dcg Hedl © |
Formula Auditing.

Trace Precedents. I8 Us ®iHer ST < & Sl 3T @I I8 <@ d #a &Ral & (& Al At
IUIANT fHY T BT § BF 3 Tl H 9 BiFAT $H SIS 8 I8 T |
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H 9 &~ s Excel Demo Vinad Sir, - Excel TABLE TOOLS 7T EH - 8 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGM Sign in
; -, oo - T :
f > B & B @ oo Emm S 0§ nowo

% Use in Farmula 7% Trace Dependents Y4 Error Checking =
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More MName Watch  Calculation 7 Calculate Sheet
Function - Used ~ - - - Time~ Reference~ Trig~ Functions+ Manager [ Create from Selection & Remave Arrows - @ Evaluate Formula  yyindow Options ~
Function Library Defined Names Formula Auditing Calculation ~
Hs [ 5 ~(F8G8) Trace Precedents "
25 Show arrows that indicate which
A B cells affect the value of the currently H -
50 selected cell.

Trace Dependents. I8 & ®Har ST T & il I8 fawnd & & o e § B o & 3%
el R & BTgellge BT B |

H % & = Excel Demo Vinod Sir. - Excel 7 EH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVEW  VIEW  ADD-INS Signin
(=] Defi - Fia = -
fx z E B E M @l' (=] Define Name #:0 Trace Precedents @ Show Formulas ﬁ Calculste Now

. <)_‘\|- Use in Formula CETrace Dependents L Error Checking = .
Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  More Name Watch  Calculation R Calculate Sheet

Function M Used ~ M M v Time~ Reference~ Trig~ Functions~  Manager (5 Create from Selection 5 Remove Arrows - @ Evaluate Formula  yyingow Options ~
Fundtion Library Defined Names Formula Auditing Calculation ~
K4 vl fe || =SUM(E4:)4) v

C D E F G
~ o P s £ [ 43 = R Y
SALARY SHEET MONTH OF AUGUST 2016
] £31P NAME VP CODEDEPARTMENT. BASIC SALARY [PERDAY SALARY. [WORKING DAY/ ACTUAL SALARY. |OVERTIME. [PAYABLE OT. [TOAL

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

; _ rwows ewo

Remove Arrow. s8¢ gRT 89 TR &l 8T 96d ¢ |

Show Formulas. s8a& gRT &4 ®fic # fa@rs <1 arel 96y & 99 BiFell &I 9l <@ |dhd o | 3R A
F IOET B B SR 2 |
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s Excel Demo Vinod Sir. - Excel TABLE TOOLS ? E - 8 X
PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Sign in
il (5] - =
r—ﬂ?’ =] Define Name #0 Trace Precedents ﬁ . [ Calculste Now
N Cﬂ Use in Formula * Trace Dependents Y1 Error Checking ~ W&tah Caleulat
lame - atcl culation
[5 Create from Selection E‘ Remove Arrows * () Evaluate Formulz | \Window Options ~ EECalculate sheet
Formula Auditing Calculation ~
v

Jx

Insert
Function

H8

2 HEBERCSCE & @ =

|EI‘3-c’

AutoSum Recently Financial Log\cal Text Date & Lookup & Math &  Mare
= Time~ Reference~ Trig= Functions ~

Used -

Manager
Defined Names

Function Library

fe || ={F8=Gs)

Checking. 9@ gRT &4 ¥ic & $c1 d Ffedl &l ufdad o= dad © 3R S 3P IR T © |

TABLE TOOLS
Em]
a5
Watch  Calculation EECaIcu\ate Shest
~

Error

Evaluate Formula. s8& gRT 89 Ta ¥l H 31fdd B o & 0 IH gdl d Fad & |
. [& calculate Now

ADD-INS DESIGN
Window  Options =
Calculation
v

VIEW
Define Narne -

E‘:“ Trace Precedents IE Show Formulas
“CE Trace Dependents I Errar Checking
@ Evaluate Formula

Excel Demo Vinod Sir. - Excel
REVIEW

=
“f Use in Formula

&RemweArraws -

Formula Auditing

fx

Insert
Function

H4

- -
HOME  INSERT ~ PAGE LAYOUT DATA
R EBCECE R O B

AutoSum Recently Financial Log\cal Text Date & Lookup & Math &  More Narne
- Time~ Reference~ Trig~ Functions* Manager £= Create from Selection

Defined Names

Used ~ -
Function Library
e ={F4*G4)

- [ewea

Reference:
"SALARY SHEET'ISHS4

appears italicized.

To show the result of the underlined expression, click Evaluate. The mast recent result
m o
1Y)

Watch Window. s59& gRT &4 91 aadfiic § BHar 7ol 3R aRemdl & s/l | <@ 3R Sifes

&) AT T 7
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fx

A3

10

"
12
13

Insert
Function

> REELNE R B

AutoSum Recently Financial Logical Text Date& Lookup& Math &  Mare
Trig~ Functions

Used

Time ~ Reference

Fundtion Library

b2

={F4*G4)

=y ©Define Name

Q_ﬂ Use in Formula
Name
Manager [ Create from Selection

Defined Names

:“:“ Trace Precedents @ Show Fermulas
“CETrace Dependents b Error Checking
15, Remove Arrows E)E(:' Evaluate Formula

Formula Auditing

Watch Window

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

="SALARY SHEET15A53:5H5g|

o
Watch
Window

H & &= Excel Dema Vinod Sir. - Bxcel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW  ADD-INS DESIGN Sign in

Calculate Now

Calculation [ Calculate Sheet
Options

Calculation ”

| | Book Sheet N Cell
o — 00 g lame el

Formula

 H ©- &

o

Jx

9

10

11
12
13
14

HOME

INSERT

| Watch Window

Excel Demo Vinod Sir. - Excel

PAGE LAYOUT DATA REVIEW
> = e & =

TAELE TOOLS
VIEW ADD-INS DESIGN

= =l Define Name -

=
“A Use in Formula

Insert AutoSum Recently Financial Logical Text Date & Lockup& Math&  More Mame X
Function - Used = - -~ Time~ Reference~ Trig~ Functions~ Manager [ Create from Selection
Function Library Defined Names
H4 I =(F4*G4)

%= Trace Precedents %] Show Formulas

=% Trace Dependents % Error Checking ~

B‘ Remove Arrows ~ @ Evaluate Formula
Formula Auditing

T E - x
Sign in

Calculate Now

Caleulation [ Calculate Sheet
Options =

Calculation -~

- X

| 2y Add Watch.., %, Delete Watch

Book Sheet Mame Cell Value Formula X
| Excel D... SALAR.. A3 Date.

Excel D... SALAR.. B3 EMP.NAME.

Excel D... SALAR.. c3 EMP.CODE.

Excel D... SALAR.. D3 DEPARTMENT.

Excel D... SALAR.. E3 BASIC SALARY

Excel Dw.. SALAR.. F3 PERDAY SALARY,

Excel D... SALAR.. G3 WORKING DAY,
- | Excel D SALAR.. H3 ACTUAL SALARY,

AL

Calculation.

Calculation Option. s9® gRT g4 3icHfed AT HYarel MVMT PR Fohd ¢ |

Calculate Now (F9). 58 gRT 84 ¥iic ¥ Higg ¥4 BT I JRa ATST I Bl JAFART <l &
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Calculate Sheet (Shift+F9). s59& gRT 89 TdRiId & VAT & TRib ®l ) oo Fhd ¢ Sifedfed ar
=3I 0T

Chapter-7. Data (Alt+A).

H ©- = Excel Demo Vinad Sir. - Excel 7 B - x
HOME  INSERT  PAGELAYOUT  FORMULAS REVIEW ~ VIEW  ADD-INS Sign in
[zl Connections H ¥ = E NS E &
eleln 3 B [ 2l e B £ B B 2 &

From From From From Other Existing Refresh zl 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 BExternal Data Connections Sort & Filter Data Tools Outline F} -

Get External Data.

From ACCesS. $9® ERT 89 Sl I ASBIATE TRIY ey I Taidl § Bidl a1 sHId oed 2 |
From Web. s8& gRT &9 fdl d9d1se | dIg 1 & aid @ic H SH axd & |

From Text. 39% gRT &9 Bl Save @1 SeT & w9 4 a1 faitne wifie # 93eq & forg fasar Simar = |
Existing Connection. 8@ gRT &A a8 S¢l &l I & ¢ |

H - =
HOME  INSERT  PAGELAYOUT  FORMULAS REVIEW  VIEW  ADD-INS Sign in
fons | & y A g
(g (3 | B |TpEem amm Y ee E BB X E= B o=

From From From From Other Existing Refresh zl Sort Filter . Textto Flash Remove Data Consolidate  What-If Group Ungroup Subtotal
Access Web Text Sources— | Connections | All~ h Yo Advanced  Columns  Fill Duplicates Validation - Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline ] A
Al3 e Je
A B C D E F G H | J K L -
2 MARK s H E E T Existing Connections ?
3 . Select a Connection or Table
4 SNO. [NAME.[ROLL NO. |CLASS |[HINDL [ENGLISH. |MATH. SCIENCE. SST. -
LConnections
5 1|AMAN 9168201 |10TH 45 98 75 87
& 2|AJAY 9168202 |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|SURATJ 9168204 (11th 82 66 56 43 i Table1
9 5/AMAN | 9168205[12th 82 66 56 43 SABRYEHECTALS SUS L)
10 6|RAJU 9168206 (13th 82 50 60 55
11 7| RAMU 9168207 [14th 82 66 56 43 -
Cancel
12 8| RAJU 9168208 |15th 82 70 70 65 m
H ©- :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
Connections | [ZTA ¥ NS o
e 3 B [ A ¢ g 5 B X = B 2 &
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 - f
A B C D E F G H | J K L -
3 T MARK 3 H EET Import Data ®
3 . VITJG view this data in your workbook.
4 |S.NO. [INAME.|ROLL NO. |CLASS./HINDL |ENGLISH. | MATH. SCIENCE. SST. SKT. 1 : L
5 1|AMAN 9168201|10TH 45 98 75 87 81 45 - wotChart
6 2|AJAY 9168202(10TH 79 54 76 54 65 68 |:‘ __) Only Create Connection
7 3| ANIL 9168203 |10TH 82 66 56 43 47 54 Wne_r.e do youwant to put the data?
8 4|sURAT|  9168204|11th 82 66 56 43 47 salf| © 5’"“‘”“;"’“““‘ _
9 5|AMAN 9168205(12th 82 66 56 43 47 54 =SASt =
() New worksheet
10 6|RAJU 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|RATU | ol68208|15th 82 70 70 65 87 54| | | Poperes. cancel
13
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H - ¢ = Excel Demo Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN
. Elc Y a
@ e e o T S®EH X 8 B oF
From From From From Other Existing Refresh " Zl Sort Filter Py Textto Flash  Remove Data Consolidate  What-If Relationships
Access Web Text Sources Connections | All= | Edit Links Y’Advan(ed Columns  Fill  Duplicates Validation - Analysis -
Get External Data Connections Sort & Filter Data Tools
Al e fe || Date.
A B C D E F G
il Date. EEMP.NAME. EEMP.CODE. [ DEPARTMENT. EgBASIC SALARY [ PERDAY SALARY. g WORKING DAY.
2 |03-Jan-17 ANIL EX003 SUPERVISOR. 15000 500 23
3 |04-Jan-17 ARUN EX004 PURCHASE 13800 460 28
4 105-Jan-17 AMIT EX005 SALES 15100 503 29

-)I'

Group Ungroup Subtotal

Outline ~
H []
H ACTUAL SALARY.
11500
12880
14597

Connection.
Refresh All (Ctrl+Alt+F5). s59% gRT 89 3199 ST &l IUsSe HR Ihd ¢ |
Connections. 8% gRT &4 18 ST BT 3T qhgd H FWHA B Fahd o |

Edit Links. 38® gRT 89 91880 STT &l 3/0sc PR Adhd ¢ | AT SA URId BIsd DI g fofd o

Thd 2 |
Sort &Filter.
Sort. 39 gRT g9 sl & fhdl a9y &9 § gafRerd ox dad 2|

H - &- = TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN
" 2] Connections 5| = TR W Clear ¥ — o
(A5} el E= = S,
= : [&] Properties Y- Reapply i
From From From From Other Existing Refresh . %l Sort Filter Textto Flash  Remove Data Consolidate What-If Relationships
Access Web Text Sources- | Connections | All- o Edit Links ToAdvanced  Columns  Fill  Duplicates Validation = Analysis -
Get External Data Connecdions Sort & Filter Data Tools
Tablel e f || 01-01-2017
A B

Custom Lists

Sign in

2 €
I EI

Group Ungroup Subtotal

Qutline ~

Custom Lists

January, February, March, Apri
Man, Tue, Wed, Thu, Fri, Sat, §
Monday, Tuesday, Wednesday,
Jan, Feb, Mar, Apr, May, Jun, i

January, February, March, Apri
SALES, PURCHASE. SUPERVISO)

5 Custom lists: List entries:
NEW LIST SALES (T hdd

6 Maon, Tue, Wed, Thu, Fri, 5at, 5 PURCHASE
Monday, Tuesday, Wednesday, SUPERVISOR
Jan, Feb, Mar, Apr, May, Jun, i =

| *2, add Level || X Delete tevel || B copytevel |« = | ootions.. | 4] My data has headers

Column
Sort by |

Sort On

lE” |Va\ues

Order

lz” I[ustnm List... I

B

Cancel

I OK I Cancel

Filter (Ctrl+Sfift+L). 39 gRT 80 ScT 4 9 fa¥re SMeRT & Sl 9 Wiod 3R g™ deg

BT 2 |
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H 9 ¢ = Excel Demo Vinod Sir. - Excel TABLE TOOLS ?TE - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin
NN ]| M= R X G- B 03 B W -
E s lE £ & 7] Properties % Reapply =9 =] e B=S =
From From From From Other Existing Refresh l Sort Textto Flash Remove Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- | Connections | Al |a Edit Links T Advanced  Columns Fill Duplicates Validation - Analysis -
Get External Data Connections Sort & Filter Data Tools Outline E} ~
‘ A4 e ‘ ‘ x I || 01-01-2017 v|
A B H =

Sort Oldest to Newest
Sort Newest to Oldest
Sort by Color 3
W Clear Filter From "Date.”
Filter by Color 3
Date Filters »

Search (All)}

[ (Select All}

£ 2017

i = January

o1
Loz
o3
o loa
Lpos

Date.

[ (Blanks]

e

Advanced. 39 gRT g9 309 <dcf H§ I ST Bl fhoey B Iahd 2 |

E‘)'C":

Excel Demo Vinod Sir. - Excel

TABLETOOLS ?PEH - 8
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN
@Conne(tmns A . Y ¥ Clear ~¥ = E E =4 E I ('VI

2 = I @
lelm 3 B Mg Yoo B EF B X % ©of &
From From From From Other Existing Refresh il Sort Filter Textto Flash Remove Data Consolidate What-If Relationships Grnup Ungrnup Suhtntal
Access Web  Text Sources~ | Connections | All - I Edit Links T Advanced Columns  Fill  Duplicates Validation = Analysis =

Get External Data Connections Sort & Filter Data Tools Outline [F] ~

‘Alﬂ '| : ‘ x e || Date.

Action
O Eilter the list, in-place
(®) Capy to another location
List range: AJ:HE

Criteria range: |A3:H8

Copy to: A1D

Unique recards only;

Cancel

/. WORKING DAY, ACTUAL SALARY.

Data Tools.

Text to Columns. ST gRT 89 CdRT Bl Il 3T Dhic | faarfoid &) Iahd 2 |
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H % & = Excel Dema Vinod Sir. - Excel TABLE TOOLS ?E - x
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW ADD-INS DESIGN Sign in
[£] Connections  » H Y W Clear = E E — E EDE»: -)r €rE *=
= = E = == =4 (=] EHE E -
I‘—% [;;“} I:‘El IZ‘E} D ||=e E Properties Zl E %Reapp\y “ ‘ [* =0 D? =] T 2\-1 -=
From From From From Other Existing Refresh X il Sort Filter Textto |Flash Remaove Data  Consolidate What-If 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 F] ~
‘ A9 - | ‘ x b || AMAN AJAY ANIL ARUN AMIT N

A

ST 2 |

This screen lets you set field widths (column breaks).
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.

H - &~ s Excel Demo Vinod Sir. - Excel TABLE TOOLS ?
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW ADD-INS DESIGN
(2] Connections 5 n Y Y Clear Y EDJ E g — E et =) e “rg
Ij@ [% I:El D} D IFG Properties Zl E Y Reapply E } i —© - Eé?? = ZL
From Froam From From Other Existing Refresh . il Sort Filter Textto |Flash | Remove Data  Consolidate What-If Relationships = Group Ungroup Subtotal
Access Web  Text Sources~ ' Connections | All= [} Edit Links Yo Advanced Columns | Fill |Duplicates Validation = Analysis = - -
Get External Data Connections Sort & Filter Data Tools Outline [F} ~
Flash Fill (Ctrl
Y N R T R "]
Automatically fill in values. Enter a
couple of examples you want as =]
output and keep the active cell in il
1 the column you want filled in.
2
EJ Date.
4
5
6
7
8
9
10
11
12 | |

Remove Duplicate. 9@ gRT 89 gftade el &I Wil ¥ 9 gl 9ad & |
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H - 2 = Excel Demo Vinod Sir. - Excel
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in
B =] Connections . Clear L Flash Fill f+= Consolidate &8 Group ~ =
B Tz £l Y. s et
= Pl'opeﬁie: i T Reapply - Remove Duplicates E’}What-lfﬁ\nalysis' IZJEUngroup A
Get External Refresh z] Sort Filter Text to .
Data~ All = |:]>Eclit Links A Tfﬁ\dvanced Colurmns %"r@Data Validation ~ [g Relationships EESubtotal
Connedions Sort & Filter Data Tools Outline F] ~
AT T Fe 1 v
i ? -
2 3 = 3 : : @ T 1 Remove Duplicates 3
To delete duplicate values, select one or more columns that contain duplicates.
M A R K | 4= Select AN | 8= Unselect Al My data has headers
Columns [l
HINDI _ |ENGLISH |MATH SNO
. MAME
ROLL NO.
CLass
Is]
[W] HINDI hd
| ok || cancer |

Date Validation. s8& gRT &9 Taidl ¥ Scl dfersee T faftre gfaer &1 deffa axar & S e
T § S dTel T T fraf3d oxdr 2 |

E - 2 = Excel Demo Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERFPIVOT DESIGN Signin
B Irﬂ =] Connections 8] Y Y. Clear Flash Fill f= Consolidate B8 Group ~ =
= Propenie: ) b2 Reapply E‘ERemweDuplicatﬁ E’}What-lf.»tmalg.rsisY IZI:EUngroup - =
Get Bxternal Refresh z| Sert  Filter Text to .
Data~ All = |:]>Eclit Links A To‘Advanced Columns %Data Validation +| B Relationships E[l Subtotal
Connections Sort & Filter Data Tools Outline A~
Ad |t fe || =DATE(2017,1,1)
A B C D E F G [+]
1 ﬁﬁg ﬁi{zv%’ ﬂHEE? Mﬁi Data Validation ?
| Input Message I Error Alert |
3 EMP.CODE. [ DEPARTMENT. |BASIC S.| |
a Allow:
|D-ate Ignore blank
5 Data:
|between Izl
6 Start date:
. |01-01-2017 &
End date:
8 [08-01-2017 e
|:| Apply these changes to all other cells with the same settings
9 L
e
10

1 EX008  TELICALLER 15108 503

88|Page
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H % &=
HOME  INSERT

@ s [ [

From From From From Other
Access Web  Text Sources
Get Bxternal Data

A3 -

A

|
DATE.
DO NOT
CHANGE DATE.

1-1-17T0 5-1-
3

Excel Dema Vinod Sir, - Excel TABLE TOOLS ?TEH -
PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGMN Sign in
. 3rE € i =
B M wm Yie & s B B 2 Ea
) =~ Properties ) Ve Reapply ) - ) =
Existing Refresh o H Sort Filter Textto Flash Remove [Consolidate What-If Relationships  Group Ungroup Subtotal
Connections | All+ | Edit Links Vo Advanced  Columns  Fill  Duplicates Analysis - . -
Connections Sort & Filter %V'@ Data Validation... Outline
£ Date I E= Circle Invalid Data r
1 E\% Clear Validation Circles
H

SALARY SHEET MONTH OF AUGUST 2016

1
2
[~ ~
3 Date. | EMP.NAME. EMP.CODE. DEPARTMENT. [ BASIC SALARY |PERDAY SALARY. WORKING DAY.|ACTUAL SALARY.
. o000

Input Message. I8 Ta VAT BIR & ST Sel dfdeyd & A1 ST fhdT SIidl & S99 IR ArSY

o O ® o1 39 fegrr B
Error Alert. I8 te 01 ®IeR 8 S ST Vgl & SR TTad AT 3T Sel &of 89 IR SYINTHAT Bl

JdTa= ST 2 |

H -2 = i
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT DESIGN

10
11

89|Page

Excel Demao Vinod Sir. - Excel TABLE TOOLS

Sign in FJ

B ||$ﬂ L] Connections %l Y Yx Clear =" Flash Fill E-® Consolidate aE] Group = "‘;
Get External Refr::h Properties 2l sort Filter Ve Reapply o BB Remove Duplicates E% What-If Analysis~ @B Ungroup ~ "=
Data~ Al [ Edit Links A T Advanced Columns %,r@ Data Validation - U(g Relationships EE Subtotal
Connections Sort & Filter Data Tools Outline
Ad - f || =DATE[2017,1,1)
A B C D E F
1 0~ BART g 5 | d Data Validation
: SALARY SHEET MO
| Settings | Input Message | Error Alert |
3 BASIC 5. Show error alert after invalid data is enterad
4 ‘When user enters invalid data, show this error alert:

Style: Title:

Stop

[»]




Vinod Computer Institute of Software Training

Consolidate. faf=7 =fic A1 ghged A ST BT TP &I SIS UR T HRAT O DI [, AT e &
ST &I T -8 ¥ # Sied 2|

=

HOME  INSERT  PAGELAVOUT  FORMULAS REVIEW  VIEW  ADD-INS Signin

Get External Data Connections Sort & Filter Data Tools Qutline A
KS - £
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. TP_T_A_L_.___ PERCENTAGE. (MINIMUM |MAXIMUM |RESULT |GRADE
5 1|AMAN 9168201|10TH 45 98 75 87 81 45 431] 7183 45 98| PASS A
6 2|AJAY 9168202|10TH 79 54 76 54 65 68! 396 66.00 54 79|COM B
7 3| ANIL 9168203 |10TH 82 66 56 43 47 54! 348! AR AN A2 f2EATT ‘;‘ -
i [ X
8 4|SURAT| 9168204[11th 82 66 56 43 47| 54| 348 SeraliiiE
9 5| AMAN 9168205(12th 82 66 56 43 47 54: 348: Function:
10 6|RATU 9168206(13th 82 50 60 55 60 541 361: Sum h
11 7| RAMU 9168207 (14th 82 66 56 43 47 54! 348i LEEEEE _
12 8|RATU 9168208 15th 82 70 70 65| 87] 54! 428 "MARK SHEETISKS5:5Ks 12 Fi| | Erowse..
13 431 All references:
['MARK SHEETUSKSS:SkS12 ] Add

b 396
15 348 Delete
16 348 Use labels in
17 348 L] Top row
18 261 [ ] Left column [ Create links to source data
20 428
21

What-If Analysis. sd® gRT 89 ST | delld &R Ig @+ & oY WINT R & S daclld Bl Bigall
SR TUETST WR 99T TedT © |

Scenario Manager. RFRar F9oR § 39 S99 Ao B IRYINT B & ST 31T geoi=T ared & R
I AEF BT TS BRI 2 Ol MY S Al H @1 are8d ¢ |

B d
HOME

INSERT PAGE LAYOUT FORMULAS REVIEW VIEW ADD-INS Sign in
(e [y [o FE Mg o Y Ek EE =X B-|[3 % B
_me Frfom From From Other Exiztm.g Re_fre:h zl Sort Filter Y Advanced Text to Remave Data Consolidate .\*."hatjlf Group Ungroup Subtotal
Access Web Text Sources~  Connections All~ Columns Duplicates Yalidation = lAnalysis ~ - -
Get External Data Connections Sort & Filter Data Tools Outline 5} ad
Al3 - fe
4 A B c D E F G H ! J K L Scenario Manager ? =
4 |S.NO. NAME.|ROLL NO. |CLASS. | HINDIL [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 | | | No Scenarios defined. Choose Add to add scenarios,
7 3|ANIL 9168203|10TH 82 66 56 43| 47| 54 348 o
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 L Changing cells:
11 7|[RAMU | 9168207(14th 82 66 56 43| 47| 34 348 - [P—
12 8|RAJU 9168208|15th 82 70 70 65 87 54 428
13
14
15 Close
16
17
18
N|Page
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H % &- = Excel Demo Vinod Sir. - Excel 7T B - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
- =
P D D D D ||= ] Connections W Clear E’E = E_}a — E-’D 7 E'-/E .I IZ'I
@ e B < = 2] Properties Ve Reapply 8 =
From From From From Other Bxisting Refresh il Sort Filter Textto Flash Remove Data Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources~ ' Connections | All~ Qa Edit Links Yo Advanced | Columns  Fill  Duplicates Validation - Analysis -

Get External Data Connections Sort & Filter Data Tools QOutline ] -~

Scenario name:
| cHANGE vALUE

Changing cells:
|Esus
Ctri+click cells to select non-adjacent changing cells.

Comment:
Created by EXPERT ACADEMY on 15-11-2016

Protection
Prevent changes

[ Hide

H % &= Excel Demao Vinod Sir. - Excel ?
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS

el B B B e BB X B £ BE

—

From From From From Other Existing Refresh o %l Sort Filter Textto Flash Remove Data  Consolidate What-If Relationships Group Ungroup Subtotal
Access Web Text Sources- ' Connections  All~ D Edit Links Vo Advanced | Colymns  Fill Duplicates Validation = Analysis ©
Get External Data Connections Sort & Filter Data Tools Outline [ ~

Enter values for each of the changing cells.
1 SES5 |80
SFS5 | 75
$GS5 |65
SHSS | 82
§1S5 | 1

H & &- = Excel Dema Vinod Sir. - Excel 7 H® - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
BHR D | BRI - (aEH X B o
. =~ Propems . Ve Reapply . N .
From From From From Other Existing Refresh il Sort Filter Textto Flash Remove Data  Consolidate What-If Relationshi
Access Web Text Sources~ ' Connections | All- [ Edit Links Vo Advanced Columns  Fill  Duplicates Validation =
Get External Data Connections Sort & Filter Data Tools

Scenarios:
CHANGE VALUE

Changing cells: | SES5:5)55
Comment: Created by EXPERT ACADEMY on 15-11-2016
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S o -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS Sign in
Get External Data Connections Sort & Filter Data Tools Outline I
Al3 h fx =IF(L5<=60,"C",IF(L5<=70,"B","A"})
A B C D E F H | J K L M N 0O P -
2
s—  MARK SHEET.
4 SNO. 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 45 431 71.83 45 Scenario Summary ?
6 2|ATAY 9168202|10TH 79 54 76 54 65 68 396 66.00 54 Report type
7 3| ANIL 9168203 |10TH 82 66 56 43 47 54 348 58.00 43 ® Scenario summary
8 4|SURAT 9168204 (11th 82 66 56 43 47 54 348 58.00 43 () Scenario PivotTable report
9 5|AMAN 9168205(12th 82 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 =5A513 53
1 7 |RAMU 9168207 |14th 82 66 56 43 47 54 348 58.00 43 el
12 8|RATU 9168208 (15th 82 70 70 65 87 54 428 7133 54
[
131
H 9 = Excel Demo Vinad Sir. - Bxcel ?TE - g %
HOME INSERT PAGE LAYOUT FORMULAS - REVIEW VIEW ADD-INS Sign in
cone | 2rm €LF O =
Ij&i [53. I:El DE)- D ||=S [=] Connections 8] Y E’E E‘ E-;E ‘6 E-)EI E? E ZLI % =
From Frgm From From Other Exi:tm.g Refresh 7l Sort Filter Y Textto Flash Remove Data Consolidate Whatjlf Group Ungroup Subtotal ~—
Access Web Text Sources~  Connections  All- l# Advanced  Columns  Fill  Duplicates Validation = Analysis ~ - -
Get External Data Connections Sort & Fitter Data Tools Scenario Manager..‘ Qutline [F} ~
A1 - e Goal Seek... v
E Data Table...
A B C D E F G H | J K L M N o P Q R
Scenario Summary
Current Values: CHANGE VALUE
Changing Cells:
SESS 45 80
$F$5 98 75
$GS5 75 65
$HSS 87 82
10 4155 81 91
11 $155 a5 a5
El 12 Result Cells:
13 $a513
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 -
» ITEM SHEET HOSPITAL SHEET Scenario Summary Scenario PivotTable MARK SHEET ... () 1 3
READY i M ———+ 1=

Goal Seek. M i THTT TRIA BT VAT BITR & Sl IR R A9 98l B Bl 0T Bl 9
T FerH g o9 oid sierg uRvmy A1 e v |

92 |Page
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©- :
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW ADD-INS Signin
Get External Data Connections Sort & Filter Data Tools Qutline -
L5 - f =K5*100/600
A B C D E F G H J K L M N 0 P [
2
;—  MARK SHEET.
4 [$NO. |NAME.JROLL NO. [CLASS]HINDL [ENGLISH.|MATH. |SCIENCE. [SST. |SKT. [TOTAL. |[PERCENTAGE. |MINIMUM |MAXIMUM |RESULT |GRADE
5 1/amMan | 9168201(10TH 80 75 65 82| 91| a5 438 73.0 45 o1lpass  |a
6 2|alay | o168202|10mH 79 54 76 s4] 65 68 396 66.00 54 PO |
7 3] AN 9168203| 10TH 82 66| 56 3] 47| s4 348 58.00 3 oal>ee
8 4[surar| 9168204|11th 82 66 56 3] 47| 54 348 58.00 13| | sercen s =
9 s|aMaN | 9168205|12th 82 66 56 3] 47| s4 348 58.00 23| | Tovalue: %0
10 6|RATU | 916820613t 82 50 60 55| 60| 54 361 60.17 50| | By changing cel: [es =
1 7lRamMU | 9168207|14th 82 66 56 13| 47| s4 348 58.00 43 o
12 8|RATU | 9168208|15th 82 70 70 65| 87 54 428 7133 54
9 :
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW WVIEW ADD-INS Sign in
Get External Data Connections Sort & Filter Data Tools Outline -
L5 - f || =x5*100/500
A B C D E F G H J K L M N 0 P [
2
.—  MARK SHEET.
4 [SNO.|NAME.JROLL 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 2laay | 9168202|10mH 79 54 76 s4] 65 68 396 66.00 Conl Seck Status 3
7 3|ANIL 9168203 |10TH 82 66 56 3] 47| 54 348 58.00 _—
8 a[suraT| 9168204(11th 82 66 56 13| 47| s4 348 58.00 el Sesing v CRILS
9 s|aMaN |  9168205|12th 82 66 56 3] 47| 54 348 58.00 rgetuatse 50
10 6|RATU | 9168206|13th 82 50 60 55| 60| 54 361 60.17 Current value: 90,00
11 7|RaMU | 9168207|14th 82 66 56 3] 47| 4 348 58.00 ——
12 g|RaTU | 9168208|15th 82 70 70 65| 87| 54 428 7133

Data Table. THtH TRidl STeT S9d1 U VAT fddhed & fTde! I8adr W 39 319+ Sl Bl MM 3R
IR Np A fATATT Y Fohd 2 |

A B C Data Table ? G A B c D g : G
1 - - Row input cell: 1832 ke 1 = -
2 PRICE 300 Column input celk: | 853 3
DR e I D C—
M| S —— = Cancel 3 .
4 AMOUNT 1500, 4 AMOUNT 1500,
5 ary 5 Qry
6 [AMOUNT 1500 1 2 3 4 5 6 |AMOUNT 1500 1 2 3 1 5
7 50 7 50 50 100 150 200 250
8 100 8 100 100 200 300 400 500
"5}
9 B 150 9 3 150 150 300 450 600 750
10 a 200 10 £ 200 200 400 600 800 1000
11 250 11 250 250 500 750 1000 1250
12 300 12 300 300 600 900 1200 1500

Relationships. s@T1 g1 &9 & AT 31 ATl & drd Sl dI Sifed & oy Haell & SYANT fdHar
ST 2 |

93| Page
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Group (Shift+Alt+Right). s9® gRT 89 21 I1 31fdd T AT BIcTq DI Siisd & AR T AT fBuram o
T |

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

= arg| €rg = =
! 3 F|r!\ L] Connections al . Y Y Clear E’E E_)E — E"D E'? == Qg e z =
= LS Loy e Y. =0 [IS] pa= =
; . |:=] Properties Reapply . X X =
From From From From Other Existing Refresh il Sort Filter Textto Flash  Remove Data  Consolidate What-If Relationships | Group|Ungroup Subtotal
Access Web Text Sources Connections | All= b Edit Links Y Advanced  columns il Duplicates Validation Analysis M -
Get External Data Connections Sort & Filter Data Tools Outline A
A3 - F || Date.

T F————

?

Group

Group

D Rows

® golumﬂs

Cancel

Ungroup (Shift+Alt+Left). sd® gRT &9 U ST Bl dUH AT AT U 3R DfcH § SE@AT =18
=

Subtotal. s9& gRT &1 B =T B & A1 Siied 2 |
Show Detail. s8@& gRT 89 U iR ®faw &I @ Jad ¢ |
Hide Detail. s9% gRT 89 31 3R ®fed &I four dad 2 |
Chapter-8. Review (Alt+R).

H 9 @ = Excel Demo Vinod Sir. - Excel TABLE TOOLS ? E - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS DESIGN Signin [
AEC ﬁ l:-_ :l E}‘ \J €— D L Show/Hide Comment l:‘ g i Protect and Share Workbook
2 I Show All Comments EF Allow Users to Edit Ranges
Speng Research Thesaurus  Translate New  Delete Previous Next g Protect Protect Share .
Comment 5 Shaw Ink Sheet Waorkbook Workbaok [+ Track Changes

Proofing Language Comments Changes ~

Proofing.

Spelling & Grammar (F7). I8 U& UA1 BIeR 8 SiI 3fUS! 30 dhee H o Y SRe H ATHR]
DI AT DI @I R FIRA H AGE BT o |

Thesaurus. 3596 gRT 89 Faef ¥eg AT faeli Isg BT ol Fahd 2 |
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41

PRODUCT [Shared] - Excel ? H - x

IEIEE
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in

AVBC q = E}a% IJ Show/Hide Comment g 55 Protect Shared Workbook
. ) 5 Show All Comments Allow Users to Edit Ranges
Spelling Research [Thesaurud  Translate New  Delete Previous Newt g Protect Protect Share
Comment 2 Show Ink Sheet Workbook Workbook DTVECkChEHQES'
Proofing Language Comments Changes ~
ca Thesaurus -
At a loss for words? Let us suggest
A anaother way to say what you mean. D E F G H ] -
1 Thesaurus v
: ABC.PVT.LTD |
cPU el
3
4 PURCHASE PRODUCTS 4 microchip (n.)
3 DATE PARTY A/C NAME PRODUCT NAME QUANTITY RATE TOTAL AMOUNT microchip
& | 01-06-2017 RAHUL MOUSE 10 500 5000 microprocessor
7 |01-06-2017 RAHUL KEYBOARD 10 500 5000 computer chip (Dictionary
8 | 01-06-2017 RAHUL [cpu ] 10 15000 150000 me"”°|'3" chip (F"Ct'm‘.a"*[';”f
1t t t
9 | 01-06-2017 RAHUL PRINTER 10 7000 70000 central processing unit (Dicti
micro chip (Dictionary Form
10 01-06-2017 RAHUL MONITOR 10 6000 60000 . L
micro processor (Dictionary
11 TOTAL 250000

Translate. 5@ gRT 84 il TRE &I Aelde HRad N 96T H ool PR Fad & |
Comments.
New Comment (Shift+F2). 9@ gRT &4 f&dl a1 # {6 Alc & e 9ad 7 |

B H - s Excel Demo Vinod Sir. - Bxcel ? H - x
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW WVIEW POWERPIVOT Sign in
ABC = = v/Hide Comment Protect and Share Workboo
v o B FB| D 22 Bl B B

5 Show All Comments EZ Allow Users to Edit Ranges

Spelling Research Thesaurus = Translate MNew  |Delete Previous Next g Protect Protect Share .
Comment -5 Show Ink Sheet Waorkbook Workbook Track Changes
Proofing Language Comments Changes ~
E9 - J || 200705443 v

Delete. s9@ gRT 89 6l Ao & AU 710 w¥e &7 8T 9hd 2 |
Previous. 9 gRT g9 fUBd $ic IR o Adhd ¢ |

Next. s gRT 89 T HHS TR Ol Fhd ¢ |

Show\Hide Comments. s9& gRT 89 ®Hc &I AT 3R B85S B Thd 2 |
Show All Comments. s@® gRT 89 3fic & 91 $HHc BT <G Ahd ¢ |

9B |Page
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H ©- = Excel Dema Vinod Sir. - Excel ? EH - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWERPIVOT Sign in

ABC rd = = + i otect and Share Workbook
V Eq |: | E‘-}% E/FJ B S D 4 Show/Hide Comment Q Protect and Share Workbook

5 Show All Comments ':';AIIW Users to Edit Ranges
Mext Protect Protect Share

Spelling Research Thesaurus  Translate Edit Delete Previous MNext &

Comment 5 Show Ink Sheet Workbook Workbook [ Track Changes
Proofing Language Comments Changes A

56 - P NAME Show All Comments "

Display all comments in the sheet.

{ PRADEEP KUMAR:
El PRADEEP KUMAR: f
- :

Display all comment in the
sheet.

Show Ink. 55 gRT &9 819 ¥ forg Y e &7 k@™ a1 gur &1 g <aT 2 |

Changes.

Protect Sheet. 58 gRT 89 Udd b ¥fic WR AT A Urdas o1 Fabdl @ dlfch §AR AN gIRT Tl
A STT BT 98a, BSM A R TR FH5d 7 |

H - =
HOME INSERT PAGE LAYOUT FORMULAS DATA I REVIEW I VIEW ADD-IMNS Sign in

ABC - = = 7 Showy/Hide Comment Protect and Share Workbook
v e B B F E3|E B

I Show All Comments ER Allow Users to Edit Ranges
Spelling Research Thesaurus | Translate New  Delete Previous Next rotect | Protect  Share

Comment 5 Show Ink Sheet [Workbook Workbook [+ Track Changes
Proofing Language Comments Changes ~

Al - S SALARY SHEET MONTH OF AUGUST 2016.

[}]

G H

Protect Sheet w

Protect worksheet and cantents of lacked cells

I | Password to unprotect sheet:

b W N =

Allgw all users of this workshest to:
-
elect unlocked cells

[_| Format cells

[|Format columns

[ | Format rows

[ insert columns

[insert rows

[ insert nyperlinks

[ | Delete columns

[ Delete rows w

Password:

® N 6w

Protect Workbook. sd@ gRT &4 Urqas & 12l AU+l Yaidl debgd ol AR DI FRIAT B Fabdl ©
q1fs AR AART 3MMUD] Jhge Bl e & HH A H qGald 7 PR T |

H ©- =
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA | REVIEW | WVIEW  ADD-INS Sign in
ABC z = E‘}l I 7 Show/Hide Comment Protect and Share Workboak
v IQ EE a%, B P

I Show All Comments E7 Allow Users to Edit Ranges

Spelling Research Thesaurus  Translate  New  Delete Previous Next o Protect | Protect | Share B
Comment {25 Show Ink Sheet Vorkbook [ Track Changes
Proofing Language Comments Changes ~
Al - fe || SALARY SHEET MONTH OF AUGUST 2016.
A B H =

bW N =

Protect Structure and Windows ?

Protect workbook for
Structure
Windows

()]

Password: || Passwaord [optional):

0 N &

9
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Share Workbook. 9@ gRT 31U 319<T TaRieT BIsel Bl 3T I & 1T AT B Fhd © difd d Udh
1T I TN BH B b |

Protect & Share Workbook. s5@ gRT 31U U+l Taid &1 ddhdd Hl YR d Fdhd 2 difd S
MY & 91 FFART | AUIST T PR T U GO & A1 AT IR b |

Allow User To Edit Range. 359% gRT 37 S8 YT &l Wolde B Slgl TR YTaas il & ddd 39
AT ®I Uee IR I qrd] IR o H ool 7 R T |

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

f:B,C EQ EEI @ \J @ (—I_; D@Shovw’H\dECDmment @:ﬁ @H @ “Z3 Protect and Share Workbook
- 3]

I Show All Comments EZ Allow Users to Edit Ranges
Spelling Research Thesaurus  Translate New  Delete Previous Next Protect Protect  Share

Comment i Show Ink Sheet Workbook Workbook |+ Track Changes
Proofing Language Commen ts Changes

ES | i S 20000

SALARY SHEET MONTH OF AUGUST 2016

Ranges unlocked by a password when sheet is protected:

Title Refers to cells I HNew... I

E
:
:
:
g
<
z
E
i
:
2
:
-
%

Modify...
5
Delete
6 Specify who may edit the range without a password:
sssssssssssssss
7
into a new
8 | Pgtectsheet.. | [_ok | | cancel
H ©- - = Excel Dema Vinod Sir. - Excel TABLE TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW  ADD-INS DESIGM Signin
32 EQ EE @ - S (—l_g _)lj 4 Show/Hide Comment D Q & Protect and Share Workbook
2] I Show All Comments EZ Allow Users to Edit Ranges
Spelling Research Thesaurus  Translate New  Delete Previous Next - Protect Protect  Share
Commen t +2 Show Ink Sheet Workbook Workbook [ Track Changes
Proofing Language Commen ts Changes ~
A3 | £~ || 20000
- & H [=]

SALARY SHEET MONTH OF AUGUST 2016

Title:

| ALL SHEET PROTECTED.
Refers to cells:

| az:ms

N o WA W=

Track Change. g9 gRT o e # fry v GRAE B 2 B 6F IR T o G 5 B
R 9T B ET T |
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H ©- s
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA | REVEW | VIEW  ADD-INS Sign in

= B Show/Hide Comment &3 Protect and Share Workbook
- Q D QB& \J I Show All Comments D E D EF allow Users to Edit Ranges
Spelling Research Thesaurus  Translate New  Delete Previous Next g Protect Protect Share =
Comment i Show Ink Sheet Workbook Warkbaok
Proofing Language Comments Changes -
A3 - Je DATE.
A B C D E F G =
1 ~ ~ % E B B
) SALARY SHEET MONTH OF DECEMBER-2016
3 [DATE. |EMP. NAME. DEPARTMENT. BASIC SALARY. PERDAY SALARY Highlight Changes ?
4 10_10_2016 RAM MANAGER 25000 833 EIrack changes while editing. This also shares your workbook.
Highlight which changes
5 [11-10-2016 |[SEETA SUPERVISOR | 18000 600 Ao [ .
G 12-10-2016 GEETA Dwng: Everyone v
7 [13-10-2016 [SURAJ [ where: =
8 |14-10-2016 |[SAMEER Only changes which have been saved can be listed on the history sheet. E;?i:i::::‘a:ng::r:i::::
9 [15-10-2016 |AMAN -
_OK | ok | Cancel
10 |16-10-2016 MOHAN (=] [ om
=] =
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW | VIEW ADD-INS Sign in
= L Show/Hide Comment 3 Protect Shared Workbook
- Q I:j I:;aﬁ e ) I Show All Comments ’S Allow Users to Edit Ranges
Spelling Research Thesaurus  Translate Mew  Delete Previous Next g Protect Protect  Share
Comment -5 Show Ink Sheet Workbook Workbook [3 Track Changes -
Proofing Language Comments Changes ~
B4 - fe || KAIAL
A B C D E F G =
1 o~ o~ -~ 8,
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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.
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