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UNIT -IV  
MS Excel: 

¶ MS Excel Spreadsheet Basics & features 

¶ Concepts of Workbook & Worksheets 

¶ Getting started 

¶ Creating a new worksheet 

¶ Using Wizards 

¶ Various Data Types 

¶ Selecting cells 

¶ Entering and editing text 

¶ Entering and editing Numbers 

¶ Removing & Resizing of Columns & Rows 

¶ Entering and Editing Formulas 

¶ Referencing cells 

¶ moving cells, copying cells 

¶ sorting cell data 

¶ inserting rows, inserting columns 

¶ Inserting cells 

¶ deleting parts of a worksheet 

¶ clearing parts of a worksheet 

¶ different view of worksheets. 

Formatting:  
¶ Page setup 

¶ Cell Formatting 

¶ changing column widths and Row heights 

¶ Auto format 

¶ changing font sizes and Attributes 

¶ Centering text across columns 

¶ using border buttons and Commands, changing colors and shading 

¶ hiding rows and columns 

¶ Working with Data & Ranges 

¶ Column Freezing 

¶ Labels 

¶ Hiding 

¶ Splitting 

¶ Merge Cells 

Charts: 
¶ Chart parts and terminology 

¶ chart wizard 

¶ different types of charts 

¶ printing charts 

¶ deleting charts 

¶ linking in spreadsheet 

¶ Printing of Workbook & Worksheets with various options. 
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¤ĆÞɭÙ 2013 Ć×ɟ ßʅ ©Ø {Þ¾ɥ θÛÜɭÝÍɟ¤ɰ 
¤ĆÞɭÙ 2013 Ć×ɟ ßʅ (What is Excel 2013) 

¤ĆÞɭÙ 2013 ¤¾ ĦŢɭÊÜɠÈ ŢɨŐɟÖ ßɮ Åɨ zÒ¾ɨ ÅɟÑ¾ɟØɡ ¾ɨ ĦÈɨØ, ģ×ÛȒĦÎÍ ©Ø θÛĤÙɭÝÌ ¾ØÑɭ ¾ɥ yÑȓÖȑÍ 
ÏɭÍɟ ßɮ] ÅÔη¾ zÒ ÖɟÑ Þ¾Íɭ ßʅ η¾ ¤ĆÞɭÙ ¾ɭÛÙ ¾ȓÄ ÙɨÀʇ ʬÛɟØɟ ÅȏÈÙ ÊɭÈɟ ¾ɨ ÞɰÞɟκÐÍ ¾ØÑɭ ¾ɭ εÙ¤ 
}Ò×ɨÀ η¾×ɟ ÅɟÍɟ ßɮ, ¾ɨ| Õɠ ģ×ȒĆÍ zÞɟÑɠ Þɭ ŢɨŐɟÖ ¾ɥ ÜȒĆÍÜɟÙɡ ÞȓθÛÐɟ̈ ɰ ¾ɟ ÙɟÕ }ÉɟÑɭ ¾ɭ ÍØɡ¾ɭ Þɠ¿ 
Þ¾Íɟ ßɮ] Ãɟßɭ zÒ ÔÅÈ Ø¿Íɭ ßʅ, ¤¾ ŢεÜàÌ ÙɦÀ z×ɨȒÅÍ ¾Ø Øßɭ ßʅ, ×ɟ ÃɟÙɟÑ ÔÑɟ Øßɭ ßʅ, ¤ĆÞɭÙ θÛεÕęÑ 
Ţ¾ɟØ ¾ɭ ÊɭÈɟ ¾ɭ ÞɟÎ ¾ɟÖ ¾ØÑɟ zÞɟÑ ÔÑɟÍɟ ßɮ] 

 

¤Ö¤Þ ¤ĆÞɭÙ 2013 ¾ɥ θÛÜɭÝÍɟ¤ɰ (Features of MS Excel 2013) 

 A New Look for Excel 

 ÅÔ zÒ Excel 2013 ¿ɨÙɭÀɭ Íɨ zÒ¾ɨ ¤¾ blank Workbook ¾ɭ ÔÅɟ× ĦÈɟÈxyÒ ĦŎɥÑ ȏÏ¿ɟ| ÏɭÀɠ| left pane Öʃ, 
zÒ¾ɨ yÒÑɭ recent ÏĦÍɟÛɭéʇ ¾ɭ ÞɟÎ-ÞɟÎ yȑÍȎØĆÍ ÷ɟ{Ùʇ ¾ɨ ¿ɨÙÑɭ ¾ɟ θÛ¾ġÒ ȏÏ¿ɟ| ÏɭÀɟ] right pane Öʃ, 
zÒ ¾ɮÙʃÊØ, ÞȕÃɠ, ©Ø ¾| yę× ÈɭĞÒÙɭʨÞ ÃȓÑ Þ¾Íɭ ßʅ , ÞɟÎ ßɡ Öɟ{ŎɨÞɦěÈ ¾ɥ ¦ÑÙɟ{Ñ ÈɭĞÒÙɭʨÞ ¾ɥ 
Ùɟ{ŤɭØɡ ¿ɨÅ Þ¾Íɭ ßʅ] ×ȏÏ zÒ ÙɰÔɭ ÞÖ× Í¾ ¤ĆÞɭÙ }Ò×ɨÀ¾Íɟx ßʅ, Íɨ ×ß Ñ×ɟ ÙʅιÊɰÀ ÒɭÅ zÒ¾ɭ εÙ¤ 
}Ò×ɨÀɠ ßɨ Þ¾Íɟ ßʅ, Ùɭη¾Ñ yÀØ ĦÈɟÈxyÒ ¾ɨ ŢɟÎεÖ¾Íɟ Ïɡ ÅɟÍɠ ßɮ Íɨ {Þɭ yàÖ ( disable) η¾×ɟ Åɟ Þ¾Íɟ 
ßɮ]{Þ¾ɭ yÙɟÛɟ, Ôɮ¾ĦÈɭÅ ģ×ȕ Öʃ ¤¾ Ñ×ɟ {ɰÈØ÷ɭÞ ßɮ Åɨ zÒ¾ɨ yÒÑɭ ÊɭÈɟ Í¾ ÒßȓɰÃÑɭ ÞȏßÍ zÒ¾ɭ ÊɭÈɟ ©Ø 
÷ɟ{Ù ŢÔɰÐÑ θÛ¾ġÒʇ Í¾ ÍɭÅɠ Þɭ ÒßȓɰÃ ŢÏɟÑ ¾ØÍɟ ßɮ] 
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Flash Fill  

¤ĆÞɭÙ Öʃ ¦Èɨη÷Ù ÞȓθÛÐɟ ¤¾ Ôîɟ Time saver ßɮ, Ùɭη¾Ñ Üɟ×Ï Workbook Öʃ ÅɟÏȕ ¾ɥ ÞÔÞɭ ÑéÏɡ¾ɥ ÃɠÅ Ñ| 
Flash Fill ÞȓθÛÐɟ ßɮ Åɨ zÒ¾ɭ εÙ¤ yÒÑɟ ¾ɟÖ ÕØ¾Ø zÀɭ ÔïÍɠ ßɮ] ÅɮÞɭ ßɡ Flash Fill zÒ¾ɭ ÊɭÈɟ Öʃ ¤¾ ÒɮÈÑx 
¾ɟ ÒÍɟ ÙÀɟÍɟ ßɮ, ×ß zÒ¾ɥ ÜɭÝ ÅɟÑ¾ɟØɡ ¾ɨ ¤¾ ÞɟÎ enter ¾ØÍɟ ßɮ] }ÏɟßØÌ ¾ɭ εÙ¤, ¾ġÒÑɟ ¾Øʃ η¾ 
zÒ¾ɭ ÒɟÞ First name ©Ø last name ¾ɭ ÞɟÎ contacts ¾ɟ ¤¾ ¾ɦÙÖ ßɮ] ¤ĆÞɭÙ ¾ɭ ÒȓØɟÑɭ Versions Öʃ zÒ¾ɨ 
ÒßÙɭ ÑɟÖ ¾ɨ ÏȕÞØɭ ¾ɦÙÖ Þɭ yÙÀ ¾ØÑɭ ¾ɭ εÙ¤ ¤¾ Þȕŝ ÙÀɟÑɟ ÒîÍɟ ßʅ ÒØęÍȓ MS  Excel 2013 Öʃ Flash Fill 

¾ɭ ÞɟÎ, adjacent column Öʃ ÒßÙɟ ÑɟÖ Èɟ{Ò ¾Øʃ] ÑɠÃɭ Ïɡ À| ÒɰȒĆÍ Öʃ yÀÙɟ ÒßÙɟ ÑɟÖ Èɟ{Ò ¾Ø¾ɭ ÏɨßØɟ¤ɰ 
©Ø ÜɭÝ ÊɭÈɟ ¾ɭ εÙ¤ ÒɮÈÑx ©Ø formatting ¾ɨ ÊȓȒĚÙ¾ɭÈ ¾ØÍɟ ßɮ ×ß MS Excel 2013 ¾ɥ Ñ| ÞȓθÛÐɟ̈ ɰ Öʃ Þɭ ¤¾ 
ßʅ| 

 
Recommended Charts 

¾| ¤ĆÞɭÙ }Ò×ɨÀ¾Íɟx ßÖɭÜɟ yÒÑɭ ÊɭÈɟ ¾ɭ εÙ¤ ÞÛxŬɭĥÉ Chart type Ñßɡɰ ÃȓÑ ÒɟÍɭ ßʅ] Recommended Charts 

ÞȓθÛÐɟ ¾ɭ ÞɟÎ , ¤ĆÞɭÙ Ã×ȑÑÍ ÊɭÈɟ ¾ɭ εÙ¤ ÞȓÆɟ¤ À¤ ÃɟÈx Ţ¾ɟØʇ ¾ɟ ÞɰŐß ŢÏεÜxÍ ¾ØÍɟ ßɮ] zÒ ¤¾ 
preview Ïɭ¿ʃÀɭ η¾ zÒ¾ɟ ÊɭÈɟ yÙÀ-yÙÀ ÃɟÈʝ Öʃ ¾ɮÞɟ ȏÏ¿Íɟ ßɮ ©Ø }Þ¾ɭ ÔɟÏ ÔÞ Ûß ÒȎØÌɟÖ ÃȓÑʃ Åɨ 
zÒ¾ɭ ÒȎØÌɟÖʇ ¾ɨ ŢÏεÜxÍ ¾ØÍɟ ßɮ] ßɟÙɟɰη¾ Recommended Charts yÑȓÕÛßɡÑ }Ò×ɨÀ¾Íɟẍɰ ¾ɨ ¥Þɭ ÃɟÈx 
ÔÑɟÑɭ Öʃ ÖÏÏ ¾Ø Þ¾Íɭ ßʅ Åɨ ÊɭÈɟ ¾ɥ ģ×ɟć×ɟ ¾ØÍɭ ßʅ ©Ø ÏÜx¾ʇ ¾ɨ ťεÖÍ Ñßɡɰ ¾ØÍɭ ßʅ, ×ß ÞÕɠ ¤ĆÞɭÙ 
}Ò×ɨÀ¾Íɟẍɰ ¾ɭ εÙ¤ ¤¾ zÞɟÑ ÈȕÙ ßɮ| 

 
New Charting Tools 

Recommended Charts ÞȓθÛÐɟ ¾ɭ yȑÍȎØĆÍ, ¤ĆÞɭÙ 2013 ÃɟÈx θÛ¾ġÒʇ ¾ɨ ÞØÙɡ¾ȗÍ ÃɟÈx ÈȕġÞ ȎØÔÑ ©Ø yκÐ¾ 
ÖÅÔȕÍ ÃɟÈx θÛ¾ġÒʇ ¾ɭ ÞɟÎ ¤¾ Ñ×ɟ ȼÒ ȏÏ×ɟ À×ɟ ßɮ] ¤ĆÞɭÙ 2013 Öʃ z{¾Ñ ¾ɟ ¤¾ ÞɭÈ ÃɟÈx ¾ɭ ~ÒØɡ 
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Ïɟ¤ɰ η¾ÑɟØɭ ¾ɭ ÔɟßØ ȏÏ¿ɟ| ÏɭÍɟ ßɮ] additional chart formatting options ¾ɨ Ţ¾È ¾ØÑɭ ¾ɭ εÙ¤ {ÑÖʃ Þɭ η¾Þɠ Õɠ 
ÔÈÑ-ÃɟÈx ÍĕÛ, ÃɟÈx ĦÈɟ{Ù ×ɟ ÃɟÈx η÷ġÈØ ÒØ ȒĆÙ¾ ¾Øʃ] ×ɟ ÃɟÈx Ŭȗɰ¿Ùɟ ÅɮÞɭ ÃɟÈx ÍĕÛ ¾ɟ Ã×Ñ ¾Øʃ, Øɟ{È-
ȒĆÙ¾ ¾Øʃ, ©Ø ÒɦÒ-yÒ ÖɭÑȕ Þɭ ŢɟȼÒ ÃȓÑʃ] Ñ×ɟ format Pane ÅɟÏȓ| ȼÒ Þɭ }Ñ θÛ¾ġÒʇ ¾ɭ ÞɟÎ Ţ¾È ßɨÍɟ ßɮ 
Åɨ Ã×ȑÑÍ ÃɟÈx ÍĕÛ ¾ɭ εÙ¤ Íɮ×ɟØ η¾¤ ÅɟÍɭ ßʅ] 

Instant Data Analysis 

Ñ×ɟ ĕÛȎØÍ θÛĤÙɭÝÌ }Ò¾ØÌ ( Quick Analysis tool) Ñ¤ ©Ø yÑȓÕÛɠ ¤ĆÞɭÙ }Ò×ɨÀ¾Íɟẍɰ ¾ɨ Þßɡ ÍØɡ¾ʇ Þɭ 
ÊɭÈɟ ȏÏ¿ɟÑɭ ¾ɭ θÛ¾ġÒ ¿ɨÅÑɭ Öʃ ÖÏÏ ¾ØÍɟ ßɮ] ÔÞ }Þ ÊɭÈɟ ¾ɟ Ã×Ñ ¾Øʃ ȒÅÞɭ zÒ θÛĤÙɭÝÌ ¾ØÑɟ ÃɟßÍɭ ßʅ 
©Ø }Þ¾ɭ ÔɟÏ yÒÑɭ Ã×ȑÑÍ ÊɭÈɟ ¾ɭ ȑÑÃÙɭ Ïɟ¤ɰ ÕɟÀ Öʃ ȏÏ¿ɟ| ÏɭÑɭ ÛɟÙɭ ĕÛȎØÍ θÛĤÙɭÝÌ ÔÈÑ ( Quick 

Analysis button) ÒØ ȒĆÙ¾ ¾Øʃ (×ɟ [ Ctrl] + Q ÏÔɟ¤ɰ)] conditional formatting, Sparklines, tables or charts ¾ɭ εÙ¤ 
yÒÑɭ ÊɭÈɟ ¾ɟ preview Ïɭ¿ɭ ©Ø yÒÑɠ ÒÞɰÏ ¾ɨ ȒĆÙ¾ ¾Øɭ| 

 
Instant Answers with PivotTables 

¤ĆÞɭÙ θÒÛɨÈ ÈɭÔġÞ zÒ¾ɭ ÊɭÈɟ ¾ɭ ÔɟØɭ Öʃ ÞÛɟÙʇ ¾ɟ θÛĤÙɭÝÌ, ÞɰàɭÒ ©Ø }ĕÍØ ÏɭÑɭ ¾ɭ εÙ¤ ¤¾ ÜȒĆÍÜɟÙɡ 
}Ò¾ØÌ ßʅ Ùɭη¾Ñ ¾ȓÄ }Ò×ɨÀ¾Íɟẍɰ ¾ɨ }ęßʃ ÔÑɟÑɟ ÖȓȒĤ¾Ù ÙÀÍɟ ßɮ] Recommended PivotTables θÛ¾ġÒ, zÒ 
¾ɭÛÙ ¤¾ ȒĆÙ¾ ¾ɭ ÞɟÎ ¤¾ Þßɡ θÒÛɨÈÈɭÔÙ ÔÑɟ Þ¾Íɭ ßʅ] 

Expanded Slicers 

ĦÙɟ{ÞØ ¾ɨ ÒßÙɡ ÔɟØ ¤ĆÞɭÙ 2010 Öʃ θÒÛɨÈÈɭÔÙ ÊɭÈɟ η÷ġÈØ ¾ØÑɭ ¾ɭ εÙ¤ ¤¾ {ɰÈØɮȒĆÈÛ ÍØɡ¾ɭ ¾ɭ ȼÒ Öʃ ÒɭÜ 
η¾×ɟ À×ɟ Îɟ] yÔ ¤ĆÞɭÙ 2013 Öʃ, ĦÙɟ{ÞØ ¤ĆÞɭÙ ÈɭÔÙ, ĆÛɭØɡ ÈɭÔÙ ©Ø yę× ÊɭÈɟ ÈɭÔÙ Öʃ ÊɭÈɟ Õɠ η÷ġÈØ 
¾Ø Þ¾Íɭ ßʅ] ÞɭÈ yÒ ¾ØÑɭ ©Ø }Ò×ɨÀ ¾ØÑɭ Öʃ zÞɟÑ, ĦÙɟ{ÞØ ÛÍxÖɟÑ η÷ġÈØ ȏÏ¿ɟÍɭ ßʅ Íɟη¾ zÒ ĦÒĥÈ 
ȼÒ Þɭ ÅɟÑ Þ¾ʃ η¾ zÒ ¾ɩÑ Þɠ ÊɭÈɟ Ïɭ¿ Øßɭ ßʅ] 

Timelines 

¤¾ Èɟ{ÖÙɟ{Ñ zÒ¾ɨ θÒÛɨÈ ÈɭÔÙ Öʃ ȎØ¾ɦÊx η÷ġÈØ ¾ØÑɭ ÏɭÍɠ ßɮ-×ß ¤¾ ĦÙɟ{ÞØ ¾ɭ ÞÖɟÑ ¾ɟÖ ¾ØÍɠ ßɮ 
Ùɭη¾Ñ zÒ date Þɭ η÷ġÈØ ¾Ø Þ¾Íɭ ßʅ| θÒÛɨÈ ÈɭÔÙ ÔÑɟÑɭ ¾ɭ ÔɟÏ, Èɟ{ÖÙɟ{Ñ ÅɨîÑɟ ÞØÙ ßɮ] ÞÔÞɭ ÒßÙɭ, 

θÒÛɨÈÈɭÔÙ ¾ɟ Ã×Ñ ¾Øʃ ©Ø ηÓØ contextual Analyze tab ÃȓÑʃ] η÷ġÈØ ÞÖȕß Þɭ, insert timeline ÒØ ȒĆÙ¾ ¾Øʃ] 
Êɟ×ÙɦÀ ÔɦĆÞ Þɭ, }Þ date field ¾ɨ Ãɭ¾ ¾Øʃ ȒÅÞ¾ɟ zÒ }Ò×ɨÀ ¾ØÑɟ ÃɟßÍɭ ßʅ ©Ø Èɟ{ÖÙɟ{Ñ ¾ɨ θÒÛɨÈÈɭÔÙ 
¾ɭ ÞɟÎ ¤ĞÔɭÊɭÊ ¾Øɭ| Èɟ{ÖÙɟ{Ñ ¾ɟ }Ò×ɨÀ ¾ØÑɭ ¾ɭ εÙ¤, ĦŎɦÙ ÔɟØ ¿ɠɰÃʃ ×ɟ ÞÖ× ÛȗθǦ ¾ɭ ÞɟÎ yÒÑɭ ÊɭÈɟ ¾ɨ 
η÷ġÈØ ¾ØÑɭ ¾ɭ εÙ¤ Èɟ{Ù ÒØ ȒĆÙ¾ ¾Øʃ] 

Power View 

¤ĆÞɭÙ ¾ɭ θÒÄÙɭ ÞɰĦ¾ØÌʇ ¾ɭ εÙ¤ }ÒÙĜÐ ÒɟÛØ ģ×ȕ ¥Ê-{Ñ, yÔ ¤ĆÞɭÙ 2013 ¾ɭ yɰÏØ ¤¾ɥ¾ȗÍ ßɮ] ÒɟÛØ ģ×ȕ 
¾ɟ }Ò×ɨÀ yĆÞØ ÔɟßØɡ ÊɭÈɟ ŮɨÍʇ Þɭ Ùɟ¤ À¤ ÊɭÈɟ ¾ɥ Ôîɠ Öɟŝɟ ¾ɟ θÛĤÙɭÝÌ ¾ØÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßɮ] 
{Þɭ zéÖɟÑɭ ¾ɭ εÙ¤, yÒÑɟ ÊɭÈɟ ÃȓÑʃ ©Ø insert> Power view ÃȓÑʃ] 
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One Workbook, One Window 

¤¾ Ñ| ÞȓθÛÐɟ ×ß ßɮ η¾ yÔ Ţĕ×ɭ¾ ¤ĆÞɭÙ 2013 workbook ¾ɥ yÒÑɠ ¤¾ yÙÀ θÛɰÊɨ ßɨÀɠ ×ß ÞȓÐɟØ Ïɨ 
Û¾xÔȓ¾ ÒØ ¤¾ ÞɟÎ ¾ɟÖ ¾ØÑɟ zÞɟÑ ÔÑɟÍɟ ßɮ, ¿ɟÞ¾Ø ÅÔ zÒ Ïɨ ÖɦÑɠÈØ ¾ɟ }Ò×ɨÀ ¾Ø Øßɭ ßɨÍɭ ßʅ] 

 
 

¤Ö¤Þ ¤ĆÞɭÙ 2013 Öʃ Û¾xÔȓ¾ ©Ø Û¾xÜɠʨÞ ¾ɥ yÛÐɟØÌɟ¤ɰ (Concepts of Workbook & 

Worksheets in MS Excel 2013) 

¤¾ ¤ĆÞɭÙ ÷ɟ{Ù ȒÅÞɭ yĆÞØ Û¾xÔȓ¾ ¾ɭ ȼÒ Öʃ ÅɟÑɟ ÅɟÍɟ ßɮ, Öʃ ¤¾ ×ɟ yκÐ¾ ĦŢɭÊÜɠʨÞ ×ɟ Û¾xÜɠÈ ÜɟεÖÙ 
ßɨÍɠ ßʅ] Û¾xÜɠÈ Öʃ Ţĕ×ɭ¾ ÔɦĆÞ ¾ɨ ÞɭÙ ( Cell) ¾ɭ ȼÒ Öʃ ÅɟÑɟ ÅɟÍɟ ßɮ] Ţĕ×ɭ¾ ÞɭÙ ( Cell) Öʃ ¤¾ ÞɭÙ ÒÍɟ 
(Cell Address) ßɨÍɟ ßɮ, Åɨ ¾ɦÙÖ ÞɰÏÕx ( Column reference) ©Ø ÒɰȒĆÍ ÞɰÏÕx ( Row reference) Þɭ ÔÑɟ ßɨÍɟ ßɮ] 
Û¾xÜɠÈ ¾ɭ ÜɠÝx ÒØ A to Z yàØ Column reference ÔÑɟÍɭ ßʅ] ©Ø Û¾xÜɠÈ ¾ɭ Ôɟʁ ¨Ø 0 to 9 Þɰć×ɟ¤ɰ ÒɰȒĆÍ ÞɰÏÕx 
(Row reference) ÔÑɟÍɠ ßʅ] MS Excel 2013 Öʃ 1,048,576 ÒɰȒĆÍ×ɟɰ ©Ø 16,384 ¾ɦÙÖ ßɨÍɭ ßʅ] {Þ¾ɟ ÖÍÙÔ ßɮ η¾ 
¤¾ ¤ĆÞɭÙ Û¾xÜɠÈ Öʃ 17 yØÔ Þɭ yκÐ¾ Cells ßɨÍɠ ßʅ]   

ιÊ÷ɦġÈ ȼÒ Þɭ, MS Excel 2013 ¤¾ Blank Û¾xÜɠÈ ¾ɭ ÞɟÎ ¤¾ Ñ| Û¾xÔȓ¾ ¿ɨÙÍɟ ßɮ] zÒ zÛĤ×¾ÍɟÑȓÞɟØ 
Û¾xÔȓ¾ ¾ɭ ÕɠÍØ Û¾xÜɠÈ Åɨî, ßÈɟ ©Ø ÑɟÖ ÔÏÙ Þ¾Íɭ ßʅ 

ÅÔ Õɠ zÒ η¾Þɠ Excel ÷ɟ{Ù ¾ɨ yÒÑɭ ¾ɰĚ×ȕÈØ ÒØ Save ¾ØÍɭ ßʅ, ×ɟ η¾Þɠ yę× θÛκÐ ¾ɟ }Ò×ɨÀ ¾Ø¾ɭ {Þɭ 
Save ¾ØÍɭ ßʅ, Íɨ {Þɭ Û¾xÔȓ¾ ¾ɭ ȼÒ Öʃ Save η¾×ɟ ÅɟÍɟ ßɮ] Û¾xÜɠÈ Þɭ ¤¾ Û¾xÔȓ¾ ÔÑɟ| À| ßɮ] ÏȕÞØɭ ÜĜÏʇ Öʃ, 
Worksheets workbook Öʃ ÞɰŐßɡÍ ØßÍɠ ßʅ, ©Ø Û¾xÔȓ¾ Ûɭ ÷ɟ{Ùʃ ßʅ ȒÅęßʃ zÒ ÛɟĦÍÛ Öʃ save ¾ØÍɭ ßʅ]  
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Û¾xÜɠÈ Ć×ɟ ßɮ? (What is Worksheet?) 

¶ Û¾xÜɠÈ ¾ɟ }Ò×ɨÀ ÊɭÈɟ ¾ɨ ĦÈɨØ ¾ØÑɭ, ¾ȓÜÙ ÔÑɟÑɭ ©Ø ŢÏεÜxÍ ¾ØÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßɮ]  
¶ Û¾xÜɠÈ Öʃ ÊɭÈɟ ¾ɭ εÙ¤ ÖȕÙ ĦÈɨØɭÅ {¾ɟ| ¤¾ z×Íɟ¾ɟØ z¾ɟØ ¾ɟ ÞɭÙ ßɮ Åɨ Ţĕ×ɭ¾ Û¾xÜɠÈ Öʃ κŐÊ 
ÒɮÈÑx Öʃ ģ×ÛȒĦÎÍ ßɨÍɟ ßɮ] 

¶ ÊɭÈɟ ¾ɨ ¾ɦÙÖ ©Ø Øɨ Öʃ ģ×ÛȒĦÎÍ ©Ø ÞɰÀȏÉÍ η¾×ɟ ÅɟÍɟ ßɮ Åɨ ÞɭÙ ÞɰÏÕx ÔÑɟÍɭ ßʅ| ï ÅɮÞɭ A1, 

B15|  

¶ ŢȑÍ Û¾xÜɠÈ 1,048,576 Rows 

¶ ŢȑÍ Û¾xÜɠÈ 16,384 Columns 

¶ ŢȑÍ Û¾xÜɠÈ 17,179,86 9, 184 Cells  

 
Google Sheets  

¶ ŢȑÍ ÜɠÈ 256 ¾ɦÙÖ 
¶ ÷ɟ{Ù Öʃ ÞÕɠ Û¾xÜɠʨÞ ¾ɭ εÙ¤ ÞɭÙ ¾ɥ yκÐ¾ÍÖ Þɰć×ɟ 400,000 ßɮ 
¶ ĦŢɭÊÜɠÈ ÷ɟ{Ù ŢȑÍ 200 Û¾xÜɠʨÞ  

Worksheet name 

Öɟ{ŎɨÞɦěÈ ¤ĆÞɭÙ ©Ø Google ĦŢɭÊÜɠʨÞ ÏɨÑʇ Öʃ, Ţĕ×ɭ¾ Û¾xÜɠÈ ¾ɟ ÑɟÖ ßɨÍɟ ßɮ] ιÊ÷ɦġÈ ȼÒ Þɭ, Û¾xÜɠʨÞ 
¾ɨ ÜɠÈ 1, ÜɠÈ 2, ÜɠÈ 3, ©Ø {Þɠ ÍØß ÑɟεÖÍ η¾×ɟ ÅɟÍɟ ßɮ, Ùɭη¾Ñ zÒ {Ñ ÑɟÖʇ ¾ɨ ÔÏÙ Þ¾Íɭ ßʅ]   

Û¾xÔȓ¾ Ć×ɟ ßɮ? (What is Workbook?) 
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¶ ×ß ¤¾ ¥ĆÞÙ Óɟ|Ù ßɨÍɠ ßɮ] ȒÅÞ¾ɭ yęÏØ ¾| Û¾xÞɠÈ ßɨÍɠ ßɮ] ȒÅÞÖʃ ÊɟÈɟ ¾ɨ ĦÈɨØ η¾×ɟ ÅɟÍɟ 
ßɮ] 

¶ ÛÍxÖɟÑ ÜɠÈ ÈɮÔ ¾ɭ ÔÀÙ Öʃ context menu ×ɟ ¥Ê ÜɠÈ z{¾Ñ (ĚÙÞ Þɟ{Ñ) ¾ɟ }Ò×ɨÀ ¾Ø¾ɭ Û¾xÔȓ¾ 
Öʃ Û¾xÜɠÈ Åɨî Þ¾Íɭ ßʅ] 

¶ Û¾xÔȓ¾ Öʃ yÙÀ-yÙÀ Û¾xÜɠÈ ¾ɨ ßÈɟÑɟ ×ɟ ȑÄÒɟÑɟ ÞɰÕÛ ßɮ] 

¶ Context menu ¾ɟ }Ò×ɨÀ ¾Ø¾ɭ Û¾xÜɠÈ Öʃ yÙÀ-yÙÀ ÜɠʨÞ ¾ɥ ÒßÃɟÑ ¾ØÑɟ zÞɟÑ ÔÑɟÑɭ ¾ɭ εÙ¤ 
Û¾xÜɠÈ Öʃ yÙÀ yÙÀ ÈɮÔ ØɰÀʇ ©Ø Û¾xÜɠÈ ¾ɟ yÙÀ-yÙÀ ÑɟÖ ÔÏÙ Þ¾Íɭ ßʅ] 

¶ ĦŎɥÑ ¾ɭ ÑɠÃɭ ÜɠÈ ÈɮÔ ÒØ ȒĆÙ¾ ¾Ø¾ɭ ¤¾ Û¾xÜɠÈ Þɭ ÏȕÞØɡ Û¾xÜɠÈ Öʃ Åɟ Þ¾Íɭ ßʅ | 
¶ ¤ĆÞɭÙ Öʃ, Û¾xÜɠʨÞ ¾ɭ ÔɠÃ ȒĦÛÃ ¾ØÑɭ ¾ɭ εÙ¤ ȑÑĞÑ ÜɦÈx¾È ¾ȓɰÅɠ Þɰ×ɨÅÑʇ ¾ɟ }Ò×ɨÀ ¾Øʃ: 

Ctrl + PgUp (page up) ð move to the right 

Ctrl + PgDn (page down) ð move to the left 

¶ Google ĦŢɭÊÜɠʨÞ ¾ɭ εÙ¤, Û¾xÜɠʨÞ ¾ɭ ÔɠÃ ȒĦÛÃ ¾ØÑɭ ¾ɭ εÙ¤ ÜɦÈx¾È ¾ȓɰÅɠ Þɰ×ɨÅÑ ßʅ: 
Ctrl + Shift + PgUp ð move to the right 

Ctrl + Shift + PgDn ð move to the left 

¤Ö¤Þ ¤ĆÞɭÙ 2013 ¾ɭ ÞɟÎ ¾ɟÖ ¾ɮÞɭ Üȓȼ ¾Øʃ (How to Start work with MS Excel 2013) 

Excel 2013 ¤¾ ĦŢɭÊÜɠÈ ŢɨŐɟÖ ßɮ Åɨ zÒ¾ɥ ÅɟÑ¾ɟØɡ ¾ɨ ĦÈɨØ, ģ×ÛȒĦÎÍ ©Ø θÛĤÙɭÝÌ ¾ØÑɭ ¾ɥ yÑȓÖȑÍ 
ÏɭÍɟ ßɮ] ÅÔη¾ zÒ ÖɟÑ Þ¾Íɭ ßʅ η¾ Excel ¾ɭÛÙ ¾ȓÄ ÙɨÀʇ ʬÛɟØɟ ÅȏÈÙ ÊɭÈɟ ¾ɨ ÞɰÞɟκÐÍ ¾ØÑɭ ¾ɭ εÙ¤ 
}Ò×ɨÀ η¾×ɟ ÅɟÍɟ ßɮ, ¾ɨ| Õɠ ģ×ȒĆÍ ŢɨŐɟÖ ¾ɥ ÜȒĆÍÜɟÙɡ ÞȓθÛÐɟ̈ ɰ ¾ɟ ÙɟÕ }ÉɟÑɭ ¾ɭ ÍØɡ¾ɭ zÞɟÑɠ Þɭ Þɠ¿ 
Þ¾Íɟ ßɮ] Ãɟßɭ zÒ ÔÅÈ Ø¿Íɭ ßʅ, ¤¾ ŢεÜàÌ ÙɦÀ z×ɨȒÅÍ ¾Ø Øßɭ ßʅ, ×ɟ ÃɟÙɟÑ ÔÑɟ Øßɭ ßʅ, Excel θÛεÕęÑ 
Ţ¾ɟØ ¾ɭ ÊɭÈɟ ¾ɭ ÞɟÎ ¾ɟÖ ¾ØÑɟ zÞɟÑ ÔÑɟÍɟ ßɮ] 

¤ĆÞɭÙ 2013 ¾ɨ ÅɟÑɭ (Getting to know Excel 2013) 

Excel 2013 Excel 2010 ¾ɭ ÞÖɟÑ ßɮ] ×ȏÏ zÒÑɭ ÒßÙɭ Excel 2010 ¾ɟ }Ò×ɨÀ η¾×ɟ ßɮ, Íɨ zÒ¾ɨ Excel 2013 ÒØ 
¾ɟÖ ¾ØÑɭ Öʃ ÒØɭÜɟÑɠ Ñßɡɰ ßɨÀɠ| ×ȏÏ zÒ Excel ¾ɭ εÙ¤ Ñ¤ ßʅ Íɨ zÒ¾ɨ Excel 2013 {ɰÈØ÷ɭÞ Þɭ ÒȎØκÃÍ ßɨÑɭ 
Öʃ ¾ȓÄ ÞÖ× ÙÀɭÀɟ| 
¤Ö¤Þ ¤ĆÞɭÙ 2013 ¾ɮÞɭ Üȓȼ ¾Øʃ (How to Start MS Excel 2013) 

MS Excel 2013 Üȓȼ ¾ØÑɭ ¾ɭ εÙ¤-  
¶ ÞÔÞɭ ÒßÙɭ ĦÈɟÈx ÖɭÑȕ ÒØ ȒĆÙ¾ ¾Øʃ] 
¶ All Programs ¾ɟ Ã×Ñ ¾Øʃ] 

 

¶ Microsoft Office ¾ɟ Ã×Ñ ¾Øʃ] 

¶ yɰÍ Öʃ Microsoft Excel 2013 ¾ɟ Ã×Ñ ¾Øʃ] 
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¤ĆÞɭÙ {ɰÈØ÷ɭÞ (The Excel interface) 

ÅÔ zÒ Excel 2013 ¾ɨ ÒßÙɡ ÔɟØ ¿ɨÙÍɭ ßʅ, Íɨ Excel ĦÈɟÈx ĦŎɥÑ ȏÏ¿ɟ| ÏɭÀɠ] ×ßɟɰ Þɭ, zÒ ¤¾ Ñ| Û¾xÔȓ¾ 
ÔÑɟ Þ¾Íɭ ßʅ, ÈɭĞÒÙɭÈ ÃȓÑ Þ¾Íɭ ßʅ ©Ø yÒÑɠ Û¾xÔȓ¾ Öʃ ÞȓÐɟØ ¾Ø Þ¾Íɭ ßʅ|  
¶ Excel ĦÈɟÈx ĦŎɥÑ Þɭ, Excel {ɰÈØ÷ɭÞ Í¾ ÒßȓɰÃÑɭ ¾ɭ εÙ¤ Black Workbook option ¾ɨ εÞÙɭĆÈ ¾Øʃ| 

 
The Quick Access toolbar 

ȎØÔÑ ¾ɭ Éɢ¾ ~ÒØ ȒĦÎÍ, ȒĆÛ¾ ¤ĆÞɭÞ ÈȕÙÔɟØ (Quick Access toolbar) zÒ¾ɨ ÞɟÖɟę× ¾ÖɟɰÊ Í¾ ÒßȓɰÃÑɭ ÏɭÍɟ 
ßɮ {ÞÞɭ ¾ɨ| Ó¾x Ñßɡɰ ÒîÍɟ η¾ ¾ɩÑ Þɟ ÈɮÔ ÃȓÑɟ À×ɟ ßɮ] ιÊ÷ɦġÈ ȼÒ Þɭ, {ÞÖʃ Save, Undo ©Ø Repeat ¾ÖɟɰÊ 
ȏÏ¤ ØßÍɭ ßʅ| zÒ yÒÑɠ ÞȓθÛÐɟ ¾ɭ zÐɟØ ÒØ yę× ¾ÖɟɰÊ Åɨî Þ¾Íɭ ßʅ] 
ȒĆÛ¾ ¤ĆÞɭÞ ÈȕÙÔɟØ Öʃ ¾ÖɟɰÊ ¾ɮÞɭ Åɨîʃ (How to add commands to the Quick Access 

toolbar) 
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¶ Quick Access toolbar ¾ɭ Ïɟʁ ¨Ø ȒĦÎÍ ŚɦÒ-Êɟ}Ñ ÍɠØ ÒØ ȒĆÙ¾ ¾Øʃ] 

¶ }Þ ¾ÖɟɰÊ ¾ɟ Ã×Ñ ¾Øʃ ȒÅÞɭ zÒ ŚɦÒ-Êɟ}Ñ ÖɭÑȕ Þɭ ÅɨîÑɟ ÃɟßÍɭ ßʅ] yκÐ¾ ¾ÖɟɰÊ ÃȓÑÑɭ ¾ɭ εÙ¤, 

More command ¾ɟ Ã×Ñ ¾Øʃ] 

¶ Quick Access toolbar Öʃ ¾ÖɟɰÊ Åȓî Åɟ¤Àɟ] 
Backstage view 

Ôɮ¾ĦÈɭÅ ģ×ȕ zÒ¾ɨ Óɟ{Ù Save, Open, Print ¾ØÑɭ ©Ø yÒÑɠ workbook ¾ɨ Share ¾ØÑɭ ¾ɭ εÙ¤ θÛεÕęÑ θÛ¾ġÒ 
ŢÏɟÑ ¾ØÍɟ ßɮ] 

Ôɮ¾ĦÈɭÅ ģ×ȕ ¾ɟ }Ò×ɨÀ ¾ɮÞɭ ¾Øʃ (How to access Backstage view) 

¶ ȎØÔÑ ÒØ ȒĦÎÍ File Tab ÒØ ȒĆÙ¾ ¾Øʃ] Backstage view ȏÏ¿ɟ| ÏɭÀɟ]Excel 

 
Worksheet views 

Excel 2013 Öʃ θÛεÕęÑ Ţ¾ɟØ ¾ɭ Ïɭ¿Ñɭ ¾ɭ θÛ¾ġÒ ßɨÍɭ ßʅ Åɨ zÒ¾ɥ Û¾xÔȓ¾ ¾ɨ yÙÀ yÙÀ ŢÏεÜxÍ ¾ØÍɭ ßʅ] 
zÒ Normal view, Page Layout view, ×ɟ Page Break view Öʃ ¾ɨ| Õɠ Û¾xÔȓ¾ Ïɭ¿Ñɟ ÃȓÑ Þ¾Íɭ ßʅ] ×ɭ ÈɟĦ¾ 
θÛεÕęÑ ¾ɟ×ʝ ¾ɭ εÙ¤ }Ò×ɨÀɠ ßɨ Þ¾Íɭ ßʅ, ¿ɟÞ¾Ø ×ȏÏ zÒ ĦŢɭÊÜɠÈ θŢɰÈ ¾ØÑɭ ¾ɥ ×ɨÅÑɟ ÔÑɟ Øßɭ ßʅ] 

¶ worksheet view ¾ɨ ÔÏÙÑɭ ¾ɭ εÙ¤, Excel θÛɰÊɨ ¾ɭ ȑÑÃÙɭ-Ïɟ¤ɰ ¾ɨÑɭ Öʃ ÛɟɰȑÄÍ worksheet view ¾ÖɟɰÊ ¾ɨ 
εÞÙɭĆÈ ¾Øɭ] 

 
 

¤Ö¤Þ ¤ĆÞɭÙ 2013 Öʃ Û¾xÔȓ¾ ¾ɮÞɭ ÔÑɟ¤ɰ (How to Create a Workbook in MS Excel 2013) 

¤ĆÞɭÙ ÷ɟ{Ùʇ ¾ɨ Workbook ¾ßɟ ÅɟÍɟ ßɮ] ÅÔ Õɠ zÒ ¤ĆÞɭÙ Öʃ ¤¾ Ñ| ÒȎØ×ɨÅÑɟ Üȓȼ ¾ØÍɭ ßʅ, Íɨ zÒ¾ɨ 
¤¾ Ñ| Workbook ÔÑɟÑɭ ¾ɥ zÛĤ×¾Íɟ ßɨÍɠ ßʅ] Excel 2013 Öʃ Workbook ¾ɭ ÞɟÎ ¾ɟÖ ¾ØÑɟ Üȓȼ ¾ØÑɭ ¾ɭ 
¾| ÍØɡ¾ɭ ßʅ] zÒ ¤¾ Ñ| Workbook ÔÑɟÑɭ ¾ɭ εÙ¤ ï ×ɟ Íɨ Blank Workbook ×ɟ ÒȕÛxȑÑÐɟxȎØÍ Template option 

ÃȓÑ Þ¾Íɭ ßʅ | 
¤¾ Ñ| ¿ɟÙɡ Û¾xÔȓ¾ ¾ɮÞɭ ÔÑɟ¤ɰ (How to create a new blank workbook) 

¶ File Tab ¾ɟ Ã×Ñ ¾Øʃ] Backstage view ȏÏ¿ɟ| ÏɭÀɟ] 
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¶ ×ßɟɯ ÒØ ȒĦÎÍ New option ÒØ ȒĆÙ¾ ¾Øɭ ηÓØ blank Workbook ÒØ ȒĆÙ¾ ¾Øʃ] 

 

¶ ¤¾ Ñ| ¿ɟÙɡ Workbook ȏÏ¿ɟ| ÏɭÀɠ] 

ÈɭĞÒÙɭÈ ¾ɟ }Ò×ɨÀ ¾ØÑɟ (Using templates) 

ÈɭĞÒÙɭÈ ¤¾ ÒȕÛxȑÑÐɟxȎØÍ ĦŢɭÊÜɠÈ ßɮ ȒÅÞ¾ɟ }Ò×ɨÀ zÒ ¤¾ Ñ| Workbook ¾ɨ ÅġÏɡ ÔÑɟÑɭ ¾ɭ εÙ¤ ¾Ø Þ¾Íɭ 
ßʅ] ÈɭĞÒÙɭʨÞ Öʃ yĆÞØ ¾ĦÈÖ formatting ©Ø ÒȕÛxȑÑÐɟxȎØÍ Formulas ÜɟεÖÙ ßɨÍɭ ßʅ, Åɨ Ñ| ÒȎØ×ɨÅÑɟ Üȓȼ ¾ØÍɭ 
ÞÖ× zÒ¾ɨ ÔßȓÍ ÞÖ× ©Ø Ţ×ɟÞ Þɭ ÔÃɟ Þ¾Íɭ ßʅ] 
ÈɭĞÒÙɭÈ Þɭ Ñ| Û¾xÔȓ¾ ¾ɮÞɭ ÔÑɟ¤ɰ (How to create a new workbook from a template) 

¶ Backstage view Í¾ ÒßȓɰÃÑɭ ¾ɭ εÙ¤ File Tab ÒØ ȒĆÙ¾ ¾Øʃ] 

 

¶ ×ßɟɯ ÒØ ȒĦÎÍ New option ÒØ ȒĆÙ¾ ¾Øɭ, blank workbook θÛ¾ġÒ ¾ɭ ÑɠÃɭ ¾| ÈɭĞÒÙɭÈ ȏÏ¿ɟ| ÏʃÀɭ] 

¶ η¾Þɠ ¤¾ ÈɭĞÒÙɭÈ ¾ɟ Ã×Ñ ¾Øʃ] 
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¶ ÈɭĞÒÙɭÈ ¾ɟ }Ò×ɨÀ ¾ɮÞɭ η¾×ɟ Åɟ Þ¾Íɟ ßɮ {Þ ÔɟØɭ Öʃ yȑÍȎØĆÍ ÅɟÑ¾ɟØɡ ¾ɭ ÞɟÎ ÈɭĞÒÙɭÈ ¾ɟ ¤¾ 
Preview ȏÏ¿ɟ| ÏɭÀɟ] 

¶ Ã×ȑÑÍ ÈɭĞÒÙɭÈ ¾ɟ }Ò×ɨÀ ¾ØÑɭ ¾ɭ εÙ¤ Create ÒØ ȒĆÙ¾ ¾Øʃ] 

 

¶ Ã×ȑÑÍ ÈɭĞÒÙɭÈ ¾ɭ ÞɟÎ ¤¾ Ñ| Workbook ȏÏ¿ɟ| ÏɭÀɠ] 

zÒ Category ¾ɭ zÐɟØ ÒØ ÈɭĞÒÙɭÈ Ťɟ}é ¾Ø Þ¾Íɭ ßʅ ×ɟ ¾ȓÄ ©Ø θÛεÜĥÈ ¿ɨÅÑɭ ¾ɭ εÙ¤ Search bar ¾ɟ 
}Ò×ɨÀ ¾Ø Þ¾Íɭ ßʅ] 

 

¤Ö¤Þ ¤ĆÞɭÙ 2013 Öʃ ÃɟÈx ¾ɮÞɭ ÔÑɟ¤ɰ (How to Create Chart in MS Excel 2013) 

¤ĆÞɭÙ Û¾xÔȓ¾ ¾ɥ ģ×ɟć×ɟ ¾ØÑɟ yĆÞØ ÖȓȒĤ¾Ù ßɨ Þ¾Íɟ ßɮ ȒÅÞÖʃ ÔßȓÍ yκÐ¾ ÊɭÈɟ ßɨÍɟ ßɮ] ÃɟÈx zÒ¾ɨ 
ŐɟηÓ¾Ù ȼÒ Þɭ yÒÑɭ Û¾xÔȓ¾ ÊɭÈɟ ¾ɨ κÃȐŝÍ ¾ØÑɭ ¾ɥ yÑȓÖȑÍ ÏɭÍɟ ßɮ, ȒÅÞÞɭ ÍȓÙÑɟ ©Ø ȻÆɟÑʇ ¾ɨ Ïɭ¿Ñɟ 
zÞɟÑ ßɨ ÅɟÍɟ ßɮ] 

Understanding Charts 

¤ĆÞɭÙ Öʃ ¾| yÙÀ-yÙÀ Ţ¾ɟØ ¾ɭ ÃɟÈx ßɨÍɭ ßʅ, ȒÅÞÞɭ zÒ yÒÑɭ ÊɭÈɟ ¾ɨ ÞÛɼĕÍÖ ÍØɡ¾ɭ Þɭ ÃȓÑÑɭ ¾ɥ yÑȓÖȑÍ 
ÏɭÍɭ ßʅ] ÃɟÈx ¾ɟ ŢÕɟÛɠ ËɰÀ Þɭ }Ò×ɨÀ ¾ØÑɭ ¾ɭ εÙ¤, zÒ¾ɨ ×ß ÞÖÆÑɭ ¾ɥ zÛĤ×¾Íɟ ßɨÀɠ η¾ θÛεÕęÑ ÃɟÈx 
¾ɟ }Ò×ɨÀ ¾ɮÞɭ η¾×ɟ ÅɟÍɟ ßɮ] 

Types of Chart 

¤ĆÞɭÙ ¾ɭ ÒɟÞ θÛεÕęÑ Ţ¾ɟØ ¾ɭ ÃɟÈx ßʅ, ȒÅÑÖʃ Þɭ Ţĕ×ɭ¾ ¾ɭ yÒÑɭ Óɟ×Ïɭ ßʅ] ÃɟÈx Ţ¾ɟØʇ ¾ɭ yÙɟÛɟ, zÒ¾ɨ ¤¾ 
ÃɟÈx ¾ɨ ÒïÑɭ ¾ɭ ÍØɡ¾ɭ ¾ɨ ÞÖÆÑɭ ¾ɥ zÛĤ×¾Íɟ ßɨÀɠ] ÃɟÈx Öʃ ¾| yÙÀ-yÙÀ ÍĕÛ ×ɟ ÕɟÀʇ ßɨÍɭ ßʅ, Åɨ ÊɭÈɟ 
¾ɥ ģ×ɟć×ɟ ¾ØÑɭ Öʃ zÒ¾ɥ Þßɟ×Íɟ ¾Ø Þ¾Íɭ ßʅ] 
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ÃɟÈx ¾ɮÞɭ ÊɟÙʃ (How to Insert a Chart) 

¶ Column titles ©Ø row labels ÞȏßÍ, }Ñ Cells ¾ɟ Ã×Ñ ¾Øʃ ȒÅęßʃ zÒ ÃɟÈx Öʃ ÊɟÙÑɟ ÃɟßÍɭ ßʅ] ×ɭ Cell 

ÃɟÈx ¾ɭ εÙ¤ ŮɨÍ ÊɭÈɟ (source data) ßʇÀɭ] ßÖɟØɭ }ÏɟßØÌ Öʃ, ßÖ Cell A1: F6 ¾ɟ Ã×Ñ ¾ØʃÀɭ] 

¶ Insert tab ÈɮÔ Þɭ, {ȒċÄÍ ÃɟÈx ¾ÖɟɰÊ ÒØ ȒĆÙ¾ ¾Øʃ] ßÖɟØɭ }ÏɟßØÌ Öʃ, ßÖ ¾ɦÙÖ ¾ɟ Ã×Ñ ¾ØʃÀɭ]

 
 

ŚɦÒ-Êɟ}Ñ ÖɭÑȕ Þɭ {ȒċÄÍ ÃɟÈx Ţ¾ɟØ ÃȓÑʃ] 
¶ Ã×ȑÑÍ ÃɟÈx Û¾xÜɠÈ Öʃ ÊɟÙɟ Åɟ¤Àɟ] 
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×ȏÏ zÒ ÞȓȑÑȒĤÃÍ Ñßɡɰ ßʅ η¾ η¾Þ Ţ¾ɟØ ¾ɟ ÃɟÈx }Ò×ɨÀ ¾ØÑɟ ßɮ, Íɨ Recommended Charts ¾ÖɟɰÊ ŮɨÍ ÊɭÈɟ 
¾ɭ zÐɟØ ÒØ ¾| yÙÀ-yÙÀ ÃɟÈx ÞȓÆɟ¤Àɟ] 

 

ÃɟÈx Ùɭz}È ©Ø ÜɮÙɡ (Chart layout and style) 

ÃɟÈx ÊɟÙÑɭ ¾ɭ ÔɟÏ, ¥Þɠ ¾| ÃɠÅʃ ßʅ ȒÅęßʃ zÒ yÒÑɟ ÊɭÈɟ ŢÏεÜxÍ ¾ØÑɭ ¾ɭ ÍØɡ¾ɭ ¾ɭ ÔɟØɭ Öʃ ÔÏÙÑɟ ÃɟßÍɭ ßʅ] 
Design Tab Þɭ ÃɟÈx ¾ɭ Ùɭz}È ©Ø ĦÈɟ{Ù ¾ɨ ÞɰÒɟȏÏÍ ¾ØÑɟ zÞɟÑ ßɮ] 

¶ ¤ĆÞɭÙ zÒ¾ɭ ÃɟÈx ¾ɨ ÒïÑɭ Öʃ zÞɟÑ ÔÑɟÑɭ ¾ɭ εÙ¤ chart titles, legends, ©Ø data labels ÅɮÞɭ ÃɟÈx ÍĕÛ 
ÅɨîÑɭ ¾ɥ yÑȓÖȑÍ ÏɭÍɟ ßɮ] 

¶ ÃɟÈx ÍĕÛ ÅɨîÑɭ ¾ɭ εÙ¤, Design Tab ÒØ Add Chart Element ¾ÖɟɰÊ ÒØ ȒĆÙ¾ ¾Øʃ| ηÓØ ŚɦÒ-Êɟ}Ñ ÖɭÑȕ Þɭ 
ÛɟɰȑÄÍ ÍĕÛ ÃȓÑʃ] 

 

¶ ÃɟÈx ÍĕÛ ¾ɨ ÞɰÒɟȏÏÍ (editing) ¾ØÑɭ ¾ɭ εÙ¤ ĚÙɭÞßɨġÊØ ¾ɨ ÊÔÙ-ȒĆÙ¾ ¾Øʃ ©Ø Èɟ{θÒɰÀ Üȓȼ ¾Øʃ] 

 

¶ ×ȏÏ zÒ yÙÀ-yÙÀ ÃɟÈx ÍĕÛʇ ¾ɨ ÅɨîÑɟ Ñßɡɰ ÃɟßÍɭ ßʅ, Íɨ zÒ ¤ĆÞɭÙ ¾ɭ ÒȕÛxȑÑÐɟxȎØÍ Ùɭz}È Öʃ Þɭ 
¤¾ ¾ɟ }Ò×ɨÀ ¾Ø Þ¾Íɭ ßʅ] ÔÞ Quick Layout ¾ÖɟɰÊ ÒØ ȒĆÙ¾ ¾Øʃ, ηÓØ ŚɦÒ-Êɟ}Ñ ÖɭÑȕ Þɭ ÛɟɰȑÄÍ 
Ùɭz}È ÃȓÑʃ] 
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¶ ¤ĆÞɭÙ Öʃ ¾| yÙÀ-yÙÀ ÃɟÈx ĦÈɟ{ġÞ Õɠ ÜɟεÖÙ ßʅ, Åɨ zÒ¾ɨ yÒÑɭ ÃɟÈx ¾ɭ ĦÛȼÒ ©Ø yÑȓÕÛ ¾ɨ 
ĕÛȎØÍ ȼÒ Þɭ ÞɰÜɨκÐÍ ¾ØÑɭ ¾ɥ yÑȓÖȑÍ ÏɭÍɠ ßʅ] ÃɟÈx ĦÈɟ{Ù ÔÏÙÑɭ ¾ɭ εÙ¤, Chart styles group Þɭ 
ÛɟɰȑÄÍ ĦÈɟ{Ù ¾ɟ Ã×Ñ ¾Øʃ] 

 

zÒ ÃɟÈx ÍĕÛʇ ¾ɨ ĕÛȎØÍ ȼÒ Þɭ ÅɨîÑɭ, ÃɟÈx ĦÈɟ{Ù ÔÏÙÑɭ ©Ø ÃɟÈx ÊɭÈɟ η÷ġÈØ ¾ØÑɭ ¾ɭ εÙ¤ ÃɟÈx ÓɦÖɴÈ 
ÜɦÈx¾È ÔÈÑ ¾ɟ Õɠ }Ò×ɨÀ ¾Ø Þ¾Íɭ ßʅ] 

 

¤Ö¤Þ ¤ĆÞɭÙ 2013 Öʃ ÊɭÈɟ Ţ¾ɟØ (Data Types in MS Excel 2013) 

ÅÔ zÒ ¾ɨ| Ñ| ÷ɟ{Ù ÔÑɟÍɭ ßʅ, Íɨ Û¾xÜɠÈ Öʃ ÞÕɠ ¾à ÞɟÖɟę× Ţ¾ɟØ ¾ɭ ßɨÍɭ ßʅ] {Þ¾ɟ yÎx ×ß ßɮ η¾ ÅÔ 
zÒ ¾ɨ| Ñ×ɟ ÖɟÑ ÊɟÙÍɭ ßʅ, Íɨ ¤ĆÞɭÙ ×ß yÑȓÖɟÑ ÙÀɟÑɭ ¾ɟ Ţ×ɟÞ ¾ØÍɟ ßɮ η¾ zÒ η¾Þ Ţ¾ɟØ ¾ɟ ÈɭĆĦÈ 
ÏÅx ¾ØÑɟ ÃɟßÍɭ ßʅ ÅɮÞɭ ï Text, Number, Currency, Date, Time {ĕ×ɟȏÏ] 
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η¾Þɠ ¤ĆÞɭÙ Û¾xÜɠÈ Öʃ ¾| Ţ¾ɟØ ¾ɭ ÊɟÈɟ ÕØɭ Åɟ Þ¾Íɭ ßʅ Û¾xÜɠÈ ¾ɭ η¾Þɠ ÞɮÙ Öʃ η¾Þɠ θÛÜɭÝ Ţ¾ɟØ ¾ɟ 
ÊɟÈɟ ÕØÑɭ ¾ɭ εÙ¤ ßÖʃ }Þ ÞɮÙ ¾ɨ Ûß ÊɟÈɟ ĦÈɨØ ¾ØÑɭ ©Ø Éɢ¾ ÍØß Þɭ ȏÏ¿ɟÑɭ ¾ɭ εÙ¤ ÓɦÖɴÈ ¾ØÑɟ ÒîÍɟ ßʅ 
ÞɮÙʇ ¾ɨ ÓɦÖɴÈ ¾ØÑɭ Þɭ ÒßÙɭ ÊɟÈɟ Èɟ{Ò ¾ɨ Éɢ¾ Þɭ ÞÖÆ ÙɭÑɟ zÛĤ×¾ ßʅ| 
¶ ÞÔÞɭ ÒßÙɭ zÒ }Þ Cell ¾ɨ εÞÙɭĆÈ ¾Øɭ ȒÅÞÖɭ zÒ Data type ÔÏÙÑɟ ÃɟßÍɭ ßʅ| 

¶ {Þ¾ɭ ÔɟÏ cell ÒØ Right click ¾Øɭ| Drop down menu Þɭ Format cells option ¾ɟ Ã×Ñ ¾Øʃ| 

 

¶ Format cells Êɟ×ÙɦÀ ÔɦĆÞ ȏÏ¿ɟ| ÏʃÀɟ yÔ zÒ Åɨ Õɠ Format ÔÏÙÑɟ ÃɟßÍɭ ßʅ }Þ ÒØ ȒĆÙ¾ ¾Øʃ| 

¤ĆÞɭÙ Öʃ ÔɟØß Ţ¾ɟØ ¾ɭ ÊɟÈɟ Èɟ|Ò ßɨÍɭ ßɮ] Ùɭη¾Ñ }ÑÖʃ Þɭ ¾ȓÄ ÊɟÈɟ Èɟ{Ò ßɡ yκÐ¾ ÖßĕÛÒȕÌx ßʅ ¤ĆÞɭÙ Öʃ 
Öȓć×Íɪ ȑÑĞÑεÙζ¿Í ÊɟÈɟ Èɟ{Ò }Ò×ɨÀ Öʃ Ùɟ×ɭ ÅɟÍɭ ßʅ Åɨ ȑÑĞÑ ßɮ] 
General 

{Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀ ÞÕɠ Ţ¾ɟØ ¾ɭ ÊɟÈɟ ¾ɨ ĦÈɨØ ¾ØÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßɮ] ×ß ¤¾ ¾ɟ˚ɫÖÑ ÊɟÈɟ Èɟ|Ò 
ßɮ] ÅɮÞɭ ï A to Z yàØ, 0 to 9 ÑĞÔØ, κÃęß, ȏÏÑɟɰ¾, ÞÖ× zȏÏ | 

 
Text 

ÈɭĆĦÈ ¤ĆÞɭÙ Öʃ ¤¾Öɟŝ ÊɭÈɟ Ţ¾ɟØ ßɮ Åɨ ιÊ÷ɦġÈ ȼÒ Þɭ }ÒÙĜÐ ßɨÍɟ ßɮ] {Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀ ÈɭĆĦÈ Þɭ 
ÞĞÔɰκÐÍ ÓɦÖɴÈ ¾ɨ ÔÏÙÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßʅ {ÞÖɭ ÀζÌÍɠ×ɭ ÀÌÑɟ×ʃ Ñßɡ ¾ɥ Åɟ Þ¾Íɠ ßɮ] 
Number 

 {Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀ ¾ɭÛÙ yɰ¾ɨ ( 0 Þɭ  9 Í¾), ÏÜÖÙÛ ¾ɭ yɰ¾ɨ ¾ɨ ÞɭÈ ¾ØÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßʅ] {Þ 
Ţ¾ɟØ ¾ɭ ÊɭÈɟ Öʃ ÒȕÌɟʋ¾ ( integers), yɰÜ ( fractions), ŢȑÍÜÍ (percentages), Öȓşɟ (currency), ©Ø yę× Ţ¾ɟØ ¾ɭ 
zɰ¾îɭ ÜɟεÖÙ ßʅ] yκÐ¾ɟɰÜ Û¾xÜɠʨÞ Öʃ ×ɭ ÞÔÞɭ zÖ ÊɭÈɟ Ţ¾ɟØ ßʅ] 

 
Currency 

{Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀ ¾ØʃÞɠ Þɭ ÞĞÔɰκÐÍ ÓɦÖɴÈ ¾ɨ ÔÏÙÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßʅ {ÞÖʃ ÏÜÖÙÛ ¾ɭ yɰ¾ ¤Ûɰ 
¾ØʃÞɠ κÃęß ¾ɨ ÞɭÈ ¾ØÑɟ ßɨÍɟ ßɮ] ÅɮÞɭ ï Rs. 15,000, $500, Rs. 1500.00, Rs. 15000 
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Date 

{Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀ ÊɭÈ Þɭ ÞĞÔɰκÐÍ ÓɦÖɴÈ ¾ɨ ÔÏÙÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßʅ {ÞÖʃ ÊɭÈ ¾ɭ ÓɦÖɴÈ ¾ɨ 
εÞÙɭĆÈ ¾ØÑɟ ßɨÍɟ ßɮ] ÅɮÞɭ ï dd/mm/yyyy, mm/dd/yyyy, yyyy/dd/mm, 23-July-2016, 23 july. 

 

 

 
Time 

 {Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀ Èɟ|Ö Þɭ ÞĞÔɰκÐÍ ÓɦÖɴÈ ¾ɨ ÔÏÙÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßʅ {ÞÖʃ Èɟ|Ö ¾ɭ Óɟ̊ɫÖxÈ ¾ɨ 
εÞÙɭĆÈ ¾ØÑɟ ßɨÍɟ ßɮ] 
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Percentage 

{Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀ Percentage Þɭ ÞĞÔɰκÐÍ ÓɦÖɴÈ ¾ɨ ÔÏÙÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßʅ {ÞÖʃ ÏÜÖÙÛ ¾ɭ 
yɰ¾ɨ ¾ɨ Õɠ ÞɭÈ ¾ØÑɟ ßɨÍɟ ßɮ] {ÞÖʃ Percentage κÃęß zÍɟ ßɮ] 

 
Scientific 

{Þ ÊɭÈɟ Èɟ|Ò Öʃ ÑɰÔØ Ţ¾ɟØ ¾ɭ ÊɟÈɟ ¾ɨ ĦÈɨØ η¾×ɟ ÅɟÍɟ ßɮ] {ÞÖʃ ÏÜÖÙÛ ¾ɭ yɰ¾ɨ ¾ɨ ÞɭÈ ¾ØÑɟ ßɨÍɟ ßɮ] 

Special 

{Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀ θÛÜɭÝ Ţ¾ɟØ ¾ɭ ÊɟÈɟ ¾ɨ ĦÈɨØ ¾ØÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßɮ] ȒÅÒ ¾ɨÊ ¤Ûɰ ÓɨÑ ÑɰÔØ 
zȏÏ ¾ɨ ĦÈɨØ η¾×ɟ ÅɟÍɟ ßɮ] 

 
Accounting  

{Þ ÊɭÈɟ Èɟ|Ò ¾ɟ Ţ×ɨÀy¾ɟ}ɰÈ Þɭ ÞĞÔɰκÐÍ ÊɟÈɟ ¾ɨ ĦÈɨØ ¾ØÑɭ ¾ɭ εÙ¤ η¾×ɟ ÅɟÍɟ ßɮ] {ÞÖʃ ÏÜÖÙÛ ¾ɭ yɰ¾ɨ 
¾ɨ ÞɭÈ ¾ØÑɟ ßɨÍɟ ßɮ ¤Ûɰ ¾ØʃÞɠ ¾ɟ κÃęß ÃȓÑÑɟ ÒÊÍɟ ßɮ] 
Custom 

{Þ ÊɭÈɟ Èɟ|Ò Öʃ zÛĤ×¾Íɟ ¾ɭ yÑȓÞɟØ ÊɟÈɟ ¾ɭ Ţ¾ɟØ ¾ɨ ÞɭÈ ¾Ø Þ¾Íɭ ßɮ] 
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 ¤Ö¤Þ ¤ĆÞɭÙ 2013 Öʃ ÞɭÙ ¾ɭ ÞɟÎ ¾ɟÖ ¾ØÑɟ  (Working with Cell in MS Excel 2013)  

ÅÔ Õɠ zÒ Excel ¾ɭ ÞɟÎ ¾ɟÖ ¾ØÍɭ ßʅ, Íɨ zÒ η¾Þɠ Õɠ information ×ɟ content ¾ɨ Cells Öʃ {ɰÈØ ¾ØÍɭ ßʅ| ÞɭÙ 
Û¾xÜɠÈ ¾ɭ ÖȕÙ building blocks ßʅ] Excel Öʃ ÊɭÈɟ ¾ɥ ÀÌÑɟ, θÛĤÙɭÝÌ ©Ø ģ×ÛȒĦÎÍ ¾ØÑɭ ¾ɭ εÙ¤ zÒ¾ɨ ÞɭÙ 
©Ø ÞɭÙ ¾ɰÈʃÈ ¾ɥ ÖȕÙ ÔɟÍʃ Þɠ¿Ñɠ ßɨÀɠ] 
Understanding cells(ÞɭÙ ¾ɨ ¾ɮÞɭ ÞÖÆʃ) 
Ţĕ×ɭ¾ Û¾xÜɠÈ ßÅɟØʇ z×Íɟ¾ɟØʇ ÔɦĆÞ Þɭ ßɨÍɠ ßɮ, ȒÅęßʃ Cell ¾ßɟ ÅɟÍɟ ßɮ] ¤¾ ÞɭÙ ¤¾ Row ©Ø ¤¾ 
Column Þɭ εÖÙ¾Ø ÔÑɠ ßɨÍɠ ßɮ] Columns ¾ɨ yàØʇ (A, B, C) ʬÛɟØɟ ÒßÃɟÑɟ ÅɟÍɟ ßɮ, ÅÔη¾ Rows ¾ɨ Þɰć×ɟ¨ɰ 
(1, 2, 3) ʬÛɟØɟ ÒßÃɟÑɟ ÅɟÍɟ ßɮ] 

 

Ţĕ×ɭ¾ ÞɭÙ ¾ɟ yÒÑɟ ÑɟÖ ×ɟ ÞɭÙ ÒÍɟ- {Þ¾ɭ Column ©Ø Row ÒØ zÐɟȎØÍ ßɨÍɟ ßɮ] {Þ }ÏɟßØÌ Öʃ, Ã×ȑÑÍ 
ÞɭÙ Column C ©Ø Row 5 ÒØ ßɮ, {ÞεÙ¤ ÞɭÙ ¾ɟ ÒÍɟ C5 ßɮ] ÞɭÙ ¾ɟ ÒÍɟ ÑɟÖ ÔɦĆÞ Öʃ ȏÏ¿ɟ| ÏɭÍɟ ßɮ] 

 

zÒ ¤¾ ßɡ ÞÖ× Öʃ ¾| ÞɭġÞ ¾ɟ Ã×Ñ ¾Ø Þ¾Íɭ ßʅ] Cells ¾ɟ ¤¾ ÞÖȕß ÞɭÙ ØʃÅ ( Cell range) ¾ɭ ȼÒ Öʃ 
ÅɟÑɟ ÅɟÍɟ ßɮ] ¤¾ ÞɭÙ ÒÍɭ (Cell address) ¾ɭ ÔÅɟ×, zÒ ÞɭÙ ØʃÅ (Cell range) Öʃ ÒßÙɭ ©Ø yɰȑÍÖ Cells ¾ɭ ÞɭÙ 
ÒÍɭ (Cell address) ¾ɟ }Ò×ɨÀ ¾Ø¾ɭ ¤¾ ÞɭÙ ØʃÅ ( Cell range) ¾ɟ }ġÙɭ¿ ¾Ø Þ¾Íɭ ßʅ, Åɨ ¾ɨÙÑ ʬÛɟØɟ yÙÀ 
η¾×ɟ ÅɟÍɟ ßɮ] }ÏɟßØÌ ¾ɭ εÙ¤, Cell A1, A2, A3, A4, ©Ø A5 ÜɟεÖÙ ¤¾ ÞɭÙ ØʃÅ ¾ɨ A1: A5 ¾ɭ ȼÒ Öʃ εÙ¿ɟ 
Åɟ¤Àɟ] 

ÑɠÃɭ Ïɡ À| images Öʃ, Ïɨ yÙÀ-yÙÀ ÞɭÙ ŬɭζÌ×ɟɰ Ã×ȑÑÍ ßʅ: 
¶ ÞɭÙ ØʃÅ A1: A8 
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¶ ÞɭÙ ØʃÅ A1: B8 

×ȏÏ zÒ¾ɥ ĦŢɭÊÜɠÈ Öʃ Column yàØʇ ¾ɭ ÔÅɟ× Þɰć×ɟ¨ɰ ¾ɭ ÞɟÎ ÙɭÔÙ η¾¤ À¤ ßʅ, Íɨ zÒ¾ɨ Excel ¾ɭ εÙ¤ 
ιÊ÷ɦġÈ reference style ¾ɨ ÔÏÙÑɭ ¾ɥ zÛĤ×¾Íɟ ßɨÀɠ] 

How to Select a Cell (ÞɭÙ ¾ɟ Ã×Ñ ¾ɮÞɭ ¾Øʃ) 
ÞɭÙ ¾ɰÈʃÈ ¾ɨ input ×ɟ edit ¾ØÑɭ ¾ɭ εÙ¤, zÒ¾ɨ ÒßÙɭ ÞɭÙ ¾ɟ Ã×Ñ ¾ØÑɭ ¾ɥ zÛĤ×¾Íɟ ßɨÀɠ] 

¶ {Þɭ ÃȓÑÑɭ ¾ɭ εÙ¤ ¤¾ ÞɭÙ ÒØ ȒĆÙ¾ ¾Øʃ] 
¶ Ã×ȑÑÍ ÞɭÙ ¾ɭ ÃɟØʇ ¨Ø ¤¾ border ȏÏ¿ɟ| ÏɭÀɠ, ©Ø Column heading ©Ø Row heading ¾ɨ ßɟ{Ùɟ{È 
η¾×ɟ Åɟ¤Àɟ] ÞɭÙ ÍÔ Í¾ Ã×ȑÑÍ ØßɭÀɟ ÅÔ Í¾ η¾ zÒ Û¾xÜɠÈ Öʃ η¾Þɠ yę× cell ÒØ ȒĆÙ¾ Ñ ¾Øʃ] 

 

zÒ yÒÑɭ ¾ɥÔɨÊx ÒØ Arrow keys ¾ɟ }Ò×ɨÀ ¾Ø¾ɭ Õɠ ÞɭġÞ ¾ɟ Ã×Ñ ¾Ø Þ¾Íɭ ßʅ] 

How to  Select a cell Range(ÞɭÙ ØʃÅ ¾ɟ Ã×Ñ ¾ɮÞɭ ¾Øʃ) 
¾Õɠ-¾Õɠ zÒ¾ɨ Cells ¾ɟ ¤¾ Ôîɟ ÞÖȕß ×ɟ ÞɭÙ ØʃÅ ¾ɨ εÞÙɭĆÈ ¾ØÑɭ ¾ɥ zÛĤ×¾Íɟ ßɨÍɠ ßʅ| 
¶ zÒ Öɟ}Þ Þɭ ȒĆÙ¾ ¾Øʃ ©Ø Öɟ}Þ ¾ɨ  ÏÔɟ¤ɰ ßȓ¤ Ûß ÍÔ ¿ɭÃɭ Åßɟɯ Í¾ zÒ Cells ¾ɨ εÞÙɭĆÈ ¾ØÑɟ 
ÃɟßÍɭ ßʅ zÒ ¾ɮÞɭ ßɡ Öɟ}Þ ¾ɨ ÄɨîɭÀɭ Cells ßɟ{Ùɟ{È ßɨÑɭ ÙÀɭÀɠ| 

¶ ÅÔ Í¾ zÒ Û¾xÜɠÈ Öʃ η¾Þɠ yę× cell ÒØ ȒĆÙ¾ Ñßɡɰ ¾ØÍɭ ßʅ ÍÔ Í¾ Cell highlight ØßɭÀɠ| 

 

Cell Content(ÞɭÙ ¾ɰÈʃÈ ) 
ĦŢɭÊÜɠÈ Öʃ zÒ¾ɭ ʬÛɟØɟ ÏÅx ¾ɥ ÅɟÑɭ ÛɟÙɡ ¾ɨ| Õɠ ÅɟÑ¾ɟØɡ ÞɭÙ Öʃ ÞɰŐßɡÍ ¾ɥ Åɟ¤Àɠ] Ţĕ×ɭ¾ ÞɭÙ Öʃ Text, 

Formatting, Functions ©Ø Formula ÞȏßÍ θÛεÕęÑ Ţ¾ɟØ ¾ɥ ¾ɰÈʃÈ enter ¾Ø Þ¾Íɭ ßɮ]  
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¶ Text : Cells Öʃ ÈɭĆĦÈ, ÅɮÞɭ yàØʇ, Þɰć×ɟ¨ɰ ©Ø ȑÍκÎ×ɟɰ ßɨ Þ¾Íɠ ßʅ] 

 
¶ Formatting attributes  

Cells Öʃ Formatting attributes ¾ɨ ÜɟεÖÙ η¾×ɟ Åɟ Þ¾Íɟ ßɮ Åɨ yàØʇ, Þɰć×ɟ¨ɰ ©Ø ȑÍκÎ×ʇ ¾ɨ ŢÏεÜxÍ ¾ØÑɭ 
¾ɭ ÍØɡ¾ɭ ¾ɨ ÔÏÙÍɭ ßʅ] }ÏɟßØÌ ¾ɭ εÙ¤, ŢȑÍÜÍ 0.15 ×ɟ 15% ¾ɭ ȼÒ Öʃ ȏÏ¿ɟ| Ïɭ Þ¾Íɭ ßʅ] zÒ ¤¾ ÞɭÙ ¾ɟ 
Ôɮ¾Őɟ}ɰÊ ØɰÀ Õɠ ÔÏÙ Þ¾Íɭ ßʅ] 

 
¶ Formulas and functions 

Cells Öʃ Formulas and functions ¾ɨ ÜɟεÖÙ η¾×ɟ Åɟ Þ¾Íɟ ßɮ Åɨ ÞɭÙ ÖɟÑʇ ¾ɥ ÀÌÑɟ ¾ØÍɭ ßʅ] ßÖɟØɭ }ÏɟßØÌ 
Öʃ, SUM (B2 : B8) ÞɭÙ ØʃÅ B2 : B8 Öʃ Ţĕ×ɭ¾ ÞɭÙ ¾ɟ ÖɟÑ ÅɨîÍɟ ßɮ ©Ø total ÞɭÙ B9 Öʃ ŢÏεÜxÍ ¾ØÍɟ ßɮ] 

 
How to Insert Content 

¶ {Þɭ ÃȓÑÑɭ ¾ɭ εÙ¤ ¤¾ ÞɭÙ ÒØ ȒĆÙ¾ ¾Øʃ] 
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¶ Ã×ȑÑÍ ÞɭÙ Öʃ ¾ɰÈʃÈ Èɟ{Ò ¾Øʃ, ηÓØ yÒÑɭ ¾ɥÔɨÊx ÒØ ¤ɰÈØ ÏÔɟ¤ɰ] ¾ɰÈʃÈ ÞɭÙ ©Ø Formula bar Öʃ ȏÏ¿ɟ| 
ÏɭÀɟ] zÒ ÷ɦÖȕxÙɟ ÔɟØ Öʃ ¾ɰÈʃÈ ¾ɨ input ©Ø edit Õɠ ¾Ø Þ¾Íɭ ßʅ] 

 

How to Delete Cell Content(ÞɭÙ ¾ɭ ¾ɰÈʃÈ ¾ɨ ¾ɮÞɭ ιÊÙɡÈ ¾Øʃ) 
¶ }Þ ¾ɰÈʃÈ ¾ɭ ÞɟÎ ÞɭÙ ¾ɟ Ã×Ñ ¾Øʃ ȒÅÞɭ zÒ ßÈɟÑɟ ÃɟßÍɭ ßʅ] 

        

¶ yÒÑɭ ¾ɥÔɨÊx ÒØ Delete ×ɟ Backspace key ÏÔɟ¤ɰ] ÞɭÙ ¾ɟ ¾ɰÈʃÈ ßÈ Åɟ×ɭÀɟ] 

zÒ ¤¾ Þɭ yκÐ¾ Cells Þɭ ¾ɰÈʃÈ ¾ɨ ßÈɟÑɭ ¾ɭ εÙ¤ yÒÑɭ ¾ɥÔɨÊx ÒØ Delete key ¾ɟ }Ò×ɨÀ ¾Ø Þ¾Íɭ 
ßʅ] Backspace key ¤¾ ÞÖ× Öʃ ¾ɭÛÙ ¤¾ ÞɭÙ ¾ɨ ßÈɟÍɟ ßʅ| 

How to Delete Cells(ÞɭÙ ¾ɨ ¾ɮÞɭ ßÈɟ¤ɰ) 
ÞɭÙ ¾ɭ ¾ɰÈʃÈ ¾ɨ ßÈɟÑɭ ©Ø ÞɭÙ ¾ɨ ßÈɟÑɭ ¾ɭ ÔɠÃ ¤¾ ÖßĕÛÒȕÌx yɰÍØ ßɮ] ×ȏÏ zÒ ÒȕØɭ ÞɭÙ ¾ɨ ßÈɟÍɭ ßʅ, Íɨ 
{Þ¾ɭ ÑɠÃɭ ¾ɥ Cell ßÈɟ Ïɡ Åɟ¤ɰÀɠ ©Ø ßÈɟ¤ À¤ ÞɭÙ ¾ɨ ŢȑÍĦÎɟθÒÍ ¾Ø ÏʃÀɠ] 

¶ }Þ ÞɭÙ ¾ɟ Ã×Ñ ¾Øʃ ȒÅÞɭ zÒ ßÈɟÑɟ ÃɟßÍɭ ßʅ] 

                        

¶ ȎØÔÑ ÒØ Home tab Þɭ Delete command ¾ɟ Ã×Ñ ¾Øʃ] 

¶ ÑɠÃɭ Ïɡ À| Cell ÔÏÙ Åɟ¤ɰÀɠ] 


