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MS Excel 2019

Microsoft Excel is a spreadsheet application used to store, organize, and analyze data using rows and
columns.

Microsoft Excel T Teefie tiRiee g, orIeT SUaiT 2¢1 & W R, AafXyd 3iz fazeyo #3
P e 3 3R piaH A fpar Srar g1

Purpose /B%'W:

Excel is used for calculations, data analysis, charting, reporting, and automating tasks with formulas and macros.

Excel BT SUINT HAGARM, ScT faRAwor, ¢ g1, RO TR ST 3R BiHdl 6 Hebie o HIeqH 3§ S| Bl
3fIeTAT PR & foru fopan Srar |

Key Features / G faRivamy:
1. Rows & Columns / I} 3R BIH — Organizes data systematically SeT &l TafRyd ¥ U § SIaf&yd Hdl 5|

Formulas & Functions /WITI?IT 3R WaRI=T — Performs calculations automatically ffemfeds m
IRAT |

3. Charts/dTd - Represents data graphically 3¢ dl Wb =U H fe@rdr %‘I

4. PivotTables / fUde@eaed - Summarizes and analyzes-large datasets a@ ST 9T BT IRIY 3R fazamor
IRATG

5. Conditional Formatting | ST BIATSIT — Formats cells based on conditions Tl & 3MYR TR I BT
Hific gGadr g |
Data Validation / ST AfTlSRIT — Restricts invalid data entry ITeld sal Q‘@ HIAFAT R
Macros / ASPISl — Automates repetitive tasks ?ﬁﬁw M aTd Hf &) 3fferie Bl %I

8. Collaboration /W’*ﬂ'ﬂ — Multiple users can edit workbook simultaneously ﬁ wﬂww B Uh
T ufge R 9 gl

9.

Advantages / WITI%

Saves time/in calculaﬂons%ﬁmﬁmmgl

e Helps in-decision making using charts and analysis 7 3R fazamr I fofg o & geg Har %I

o /Easydata organization and management 3T B! ARG 3R B HAT M|

e  Supports large datasets EIT-% 3aT @EH B! gUIE Bl % I

Disadvantages / I HI:
e Complex formulas can be confusing Sifed ‘ZFIV'Ji?H Yy WW%I

o Large files may slow down performance El@ﬁ Blscd Re &1 WREGIHY Gt B gt %I
e Requires basic knowledge to use effectively THTE! S9N & ferg Tgﬁﬂ'lﬁ)[ 3T AR D |

Starting MS Excel 2019

e Start Menu — Search “Excel” — Enter.
e Desktop Shortcut — Double-click the Excel icon.
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e Taskbar — Click the Excel pinned icon (if pinned).
¢ Run Command — Press Win + R — type excel — Enter.
e Search Bar — Press Win key — type Excel — Enter.

File extension of MS Excel :

o xlsx — Excel Workbook (default)

o xls — Excel 97-2003 Workbook (old)
e Xltx — Excel Template
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MS Excel Application Window — Parts & Components
Title Bar / efis# 9g1: Shows workbook name and Excel / g & T ATH ¥ Excel fe@Tt &

2. Quick Access Toolbar / @Ra 9= T&t: Frequently used commands / 3T3HY SETHTA &I aTel commands

ferm

o kW

Ribbon / & Contains tabs and commands / Tabs ¥ 39% commands T contain F¥aT g

Tabs/ & Home, Insert, Page Layout, Formulas, Data, Review, View

Formula Bar / g 9gt: Displays/edit active cell content / Active cell FT content fa@TaT 3T edit F3 a1 &
Name Box / AITH s{: Shows selected cell address / Selected cell #T address fa@TaT g

o Can be used to navigate / ¥ specific cell 9% jump ¥ & forw
7. Worksheet Area / a&efie &=: The main area with rows and columns / Row < Column & T2 =T FTHerT

8. Rows / 9fRFat: Horizontal lines numbered 1,2, 3...
9. Columns /& Vertical lines labelled A, B, C...

/ Horizontal lines TS numbers ¥ ZemaT 7147 §
/ Vertical lines 515 letters & FeriaT AT 8

10. Cells / sfarTd: Intersection of row & column / Row 3T Column =T intersection
11. Sheet Tabs / ¢fiz &=&: Switch between worksheets / Worksheets ¥ == switch F¥ % forw
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12. Scroll Bars / Grie 99 Horizontal and vertical scrolling / Horizontal 3T Vertical scrolling & form

13. Status Bar / fefa gt: Shows info about worksheet / Worksheet #it STTeahT<T fa@TeT & (Sum, Average, Page
Layout)

14. View Buttons / 8 F&: Change view of worksheet / Worksheet & view &+ & forw (Normal, Page

Layout, Page Break)
15. Zoom Control / & fA==ror: Adjust zoom level / Zoom infout F<+ & forw

16. Help / wea: Access Excel help / Excel #Y #ag o+ & forw
17. File Tab (Backstage View) — open/save/print options — wTger @ra-/aa/fie & Awe

«Z Menu: File
Group: Info

Protect Workbook: (No fixed shortcut) — Protects workbook by setting permissions Wﬂ'ﬁ Jqr&n & ﬁl’l'{
WRIRE e HRaT 3|

Inspect Workbook: (No fixed shortcut) — Checks workbook for hidden properties.or personal information
gPhg® A fodt g2 SR a1 safeera Se1 3t i drar gl

Manage Workbook: (No fixed shortcut) — Manages versions and recovers unsaved work anhﬁﬁ\—:rm%
3R 3Fdcs 9 Rpax FRar g

Check for Issues: (No fixed shortcut) — Inspects document for errors or compatibility ﬁ?{ﬁ?{ ﬁ't{WTIT
Fufefaferd ot sira wrar gl

Group: New

Blank Workbook: Ctrl + N — Opens a new blank workbook T @Teit W adT %I

Templates: (No fixed shortcut) — Opens pre-designed templates tﬂ—%ﬁﬁ%’ %’Nﬁ?}‘[ Sradn %I

Group: Open

Recent Workbooks: (No fixed shortcut) — Opens-recently used workbooks &Tel ﬁ H SUTNT ﬁv"! TI'E{W
LGIGGI]

Browse: (No fixed shortcut) — Opens file explorer to select a workbook Hé»_g'a?ifﬁ & %’Q BIgd EB'\‘I'I?ﬁW
Gredar g

Group: Save

Save: Ctrl + S — Saves the active workbook afshd Wﬁﬁa HTQT-IT%I

Save As: F12 — Saves workbook with a new name or location Wiﬁ AU {TH 9T VT TR A9 BT %o
Group: Print

Print: Ctrl + P — Opens print dialog to print workbook Wﬁ? PP ﬁ'ES'ITIFﬁﬁT LG %I

Quick Print: (No fixed shortcut) — Prints workbook immediately HW'{RT‘T e srar gl

Printer Properties: (No fixed shortcut) — Opens printer settings fifer Afcdw Giear %I
Group: Share

Email:(No fixed shortcut) — Sends workbook as email attachment Waﬁ éﬁ?r 3egHe & =U H Uerar 3|
Present Online: (No fixed shortcut) — Shares workbook online W Gﬁ':lﬁ'l's'ﬁw CXGI %I

Group: Export

Create PDF/XPS: (No fixed shortcut) — Exports workbook as PDF or XPS aﬁ‘@ﬁ P PDF T XPS ﬁ‘!ﬂ'\‘lﬁé
FHAT B

Change File Type: (No fixed shortcut) — Changes workbook file format W DI PIgd BIHC deadr %I
Group: Close

Close: Ctrl + W — Closes the active workbook wmamaﬁazm %I

Group: Account
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Update Options: (No fixed shortcut) — Manages update settings for Office 3T & ruSe AT AW Hear
]
Product Information: (No fixed shortcut) — Shows subscription and license info Teafor == Gﬁ??ﬂ?{\qﬂ

PRI fearan 81
Group: Options
Excel Options: (No fixed shortcut) — Opens Excel options dialog to customize settings Excel Gférg ot

HIHTSS B & [T STIART Wiaar g

7 Tab: Home

Group: Clipboard

%aste: Ctrl + V — Pastes copied or cut data into the selected cell PIUt T e fopd gl Sl Tad 9 § Uke el
I

Cut: Ctrl + X — Removes selected data and moves it to the clipboard Igd Sl B geTh fFaoars | Hordr %I

Copy: Ctrl + C — Copies selected data to clipboard ?ﬁ gl ST D! fFquars & it ol %I

Format Painter: (No fixed shortcut) — Copies formatting and applies it to another place U R B BIATCT B BIT

PR GO T R AN HRAT & |

Group: Font

Bold: Ctrl + B — Makes selected text bold Tafd ¢Re P! ics ST g |

ltalic: Ctrl + | — Makes selected text italic TTfd CaRe ! 3c AP a1 g

Underline: Ctrl + U — Underlines selected text Taf-d ¢aRe & 3SIAZT dRdl g |

Font Color: (No fixed shortcut) — Changes the color of the text TR BT I I ¢ |

Fill Color: (No fixed shortcut) — Fills the background of selected cells with'color T 9T & IHUSS DI T

RT3

Borders: (No fixed shortcut) — Adds or removes borders around selected cells T AT &b IR 3R daR \JI\I\'_ScII g1

gerdr gl

Group: Alignment

Top Align: (No fixed shortcut) — Aligns text to the top of the cell TR DI AT p g H UcflIg hdl % I

Middle Align: (No fixed shortcut) — Aligns text to.the middle of the cell TRE &) I & HH | TR HAT 5 |

Bottom Align: (No fixed shortcut) — Aligns text to the bottom of the cell TRE B! A b d TS Hral gl

Align Left: Ctrl + L — Aligns text to the left @Re &I ST IR TATZT Hll g |

Center: Ctrl + E — Centers the text horizontally TRe ! AfdS ®U I Fg T IEdT g |

Align Right: Ctrl + R — Aligns text to the right CRe P! G a0 T3 BT 5 |

Orientation: (No fixed shorteut) — Rotates text to a different angle TRE ! foril HI0T TR AT g |

Wrap Text: (No fixed shortcut) = Wraps text within a cell Id & HiaR ¢Re P! adedl %’I

Merge & Center: (No fixed shortcut) — Merges selected cells and centers content T A DI 7S HIP e Dl

&g U @ g |

Group: Number

Number Format: Ctrl=+ Shift + 1 — Changes the format of selected cells T T BT HTHe dead 8|

gccounting Number Format: Ctrl + Shift + 4 — Applies accounting format IO T TR B3 uﬁ’ﬁzmm
I

Percentage: Ctrl + Shift + % — Formats number as percentage FR &I ufawd T U H Ieadr g

Comma Style: Ctrl + Shift + ! — Adds thousand separators ORI %@W\_yﬁm %I

Increase Decimal: (No fixed shortcut) — Increases decimal places GRTHcId R dgldl %I

Decrease Decimal: (No fixed shortcut) — Decreases decimal places GRTHId & YCIdI %I

Group: Styles

Conditional Formatting: (No fixed shortcut) — Applies formatting based on cell value A & TH & YR TR BIA

AR AT g |

Format as Table: (No fixed shortcut) — Converts selected range into a formatted table AT ¥ P IS ead |

JEAdr g

Cell Styles: (No fixed shortcut) — Applies predefined styles to cells @WWEII—%CFIE%' W EN NI CR] %I

Group: Cells
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Insert Cells: Ctrl + Shift + + — Inserts new cells, rows, or columns H'Q@F[, AT ﬁﬁﬂ\‘rﬂ?ﬁm %I

Delete Cells: Ctrl + - — Deletes selected cells, rows, or columns %l'qﬁﬁi?lﬁ, T HIAT DI BCldl %I
Format Cells: Ctrl + 1 — Opens Format Cells dialog Bife Id WT”T@EHT%I

Group: Editing

AutoSum: Alt + = — Automatically sums a range of cells TR IS BT 3T TRT Har %’I

Fill: Ctrl + D/ Ctrl + R — Fills cells with content ¥ &1 e ¥ HAT B

Clear: (No fixed shortcut) — Clears content, formats, or comments Eb%?.’ BiHe g m g Hdl %I
Sort & Filter: (No fixed shortcut) — Sorts or filters data ST P I T fiheer Hal %I

Find & Select: Ctrl + F/ Ctrl + H — Finds or replaces data%’aaﬁwmwgl

«/ Tab: Insert
Group: Tables

PivotTable: (No fixed shortcut) — Creates a PivotTable to summarize data ScI D HaU H fgaH & ﬁ*l'qﬁ?ﬁ%aﬂ
CEIGIE]

Table: Ctrl + T — Converts selected range into a table FGd 391 Dl cad H deadl %I

Group: Illustrations

Pictures: (No fixed shortcut) — Inserts pictures from your computer W TR EWHT%I

Online Pictures: (No fixed shortcut) — Inserts pictures from online sources &ﬁﬂﬁﬁ?@?ﬁ@ﬁm%l
Shapes: (No fixed shortcut) — Inserts pre-defined shapes m-fewres U ST %I

Icons: (No fixed shortcut) — Inserts icons from the icon library &Ilichd ml'a&{nl I &II$d>T'1 SIcldl %I

3D Models: (No fixed shortcut) — Inserts 3D models into the worksheet il # 3D IIT?:FTS'IFIHT%I

SmartArt: (No fixed shortcut) — Inserts graphical lists or diagrams Yifthrd foree IT STTIH ST %I

Screenshot: (No fixed shortcut) — Captures and inserts a screenshot ThIFTITc HER HID ST %‘I

Group: Add-ins

Get Add-ins: (No fixed shortcut) — Adds third-party add-ins to Excel Excel | ﬁqﬁwﬁm %I

Group: Charts

Column Chart: (No fixed shortcut) — Inserts a column_chart HIH IS ST %I

Line Chart: (No fixed shortcut) — Inserts a line chart ¢ITg- 1 ST %I

Pie Chart: (No fixed shortcut) — Inserts a-pie chart t|'|§€|'ré SIeldl %I

Bar Chart: (No fixed shortcut) — Inserts a bar chart ¥R El'IT:FS'IFlFlT%I

Area Chart: (No fixed shortcut) — Inserts an area chart i TS ST %I

Scatter Chart: (No fixed shortcut) — Inserts a scatter plot WheX Wic STadl %‘I

Other Charts: (No fixed shortcut) — Inserts combo, histogram, box & whisker, waterfall charts P, fexeom, dieq
& T, aicxwid A€ STedi g |

Group: Sparklines

Line Sparkline: (No fixed shortcut) — Inserts a mini line chart in a cell Ia | it NIES! T ST %I

Column Sparkline: (No fixed shortcut) — Inserts a mini column chart in a cell J # it piay = ST %I
Win/Loss Sparkline: (No fixed shortcut) — Inserts win/loss mini chart SR it = searg|

Group: Filters

Slicer: (No fixed shortcut) — Adds a visual filter for tables or PivotTables ¢qd 1 fUgeeqd ?ﬁﬂﬁ@&lﬁw
Sedargl

Timeline: (No fixed shortcut) — Adds a timeline filter for PivotTables fUgecaa & ﬁ*ﬂl WWW%I
Group: Links

Hyperlink: Ctrl + K — Inserts a hyperlink 6|$LRi31'or> SIAdl %I

Group: Text

Text Box: (No fixed shortcut) — Inserts a text box CRE S ST %I

Header & Footer: (No fixed shortcut) — Adds headers or footers to the worksheet gpefie # %\SQ gl PR w\ls_dl %‘I

5|Page



WordArt: (No fixed shortcut) — Inserts decorative text JoIae! TRe STedl %I

Signature Line: (No fixed shortcut) — Adds a signature line IRPERENIES \_rﬁ?,_cﬂ %I

Object: (No fixed shortcut) — Inserts an object like Excel chart, PDF etc. Excel 9Te, PDF 3fe S WW%I
Group: Symbols

Equation: (No fixed shortcut) — Inserts mathematical equations TTOrCHg qHIHROT STerdT %I

Symbol: (No fixed shortcut) — Inserts special symbols oy Udie sTaar %I

</ Tab: Page Layout

Group: Themes

Themes: (No fixed shortcut) — Changes the overall design of the workbook W & Pl IESIES! B gaadl %I
Colors: (No fixed shortcut) — Changes the color scheme of the theme i & T &l Jqadr %I

Fonts: (No fixed shortcut) — Changes the font scheme of the theme JI & i< &I IGadl %I

Effects: (No fixed shortcut) — Changes visual effects of the theme fHH ﬁﬁ&lﬁ Erm &I geadl %I

Group: Page Setup

Margins: (No fixed shortcut) — Sets the page margins U & HIfoH I HdT %I

Orientation: (No fixed shortcut) — Changes page orientation (Portrait/Landscape) U 1 Gﬁﬁ'@‘xfﬁ W%
(A¢e/iswhy)|

Size: (No fixed shortcut) — Changes the paper size TR &1 1SS daadl %‘I

Print Area: (No fixed shortcut) — Sets area to print flcda® ﬁ'ﬂl ERWT Tc HRdl %I

Breaks: (No fixed shortcut) — Inserts page breaks US 8 STard %I

Background: (No fixed shortcut) — Adds background imageto worksheet JHh e H THUNES s‘ﬁ\—y[ \_rﬁ?,_cIT %‘I
Print Titles: (No fixed shortcut) — Sets rows/columns to. repeat-on printed pages flics U9 WR A/piaH qrevral %I
Group: Scale to Fit

Width: (No fixed shortcut) — Adjusts width of printed page ficc oo &t T:ﬁ?ﬂ'sc TSR hdl %‘I

Height: (No fixed shortcut) — Adjusts height.of printed page fics U &t \%dlsr USuIRC R dl %I

Scale: (No fixed shortcut) — Scales the worksheet to fit on page gHhefie o O & fibe Far %I
Group: Sheet Options

Gridlines: (No fixed shortcut) — Shows or hides gridlines ﬁsammammw%

Headings: (No fixed shortcut) — Shows or hides row and column headings 3 3R HicH et fe@maran QUIdl %I
Group: Arrange

Bring Forward: (No fixed shortcut) — Brings selected object forward Igfd 3fiesiac B T AT %‘I

Send Backward: (No.fixed shortcut) — Sends selected object backward Igfd 3fieotac B Ul ﬂ\‘ﬂ?ﬂ%’l

Selection Pane;(No fixed shortcut) — Shows list of objects &ﬁﬁﬂ P Ejﬁﬁ@w %‘I

Align: (No fixedshortcut) — Aligns objects 3{Teoiaed B! a2 BT g |

Group: (No:fixed shortcut) — Groups selected objects together Igfad &ﬁﬁﬂ Gl YU hdl %‘I

Rotate: (No fixed shortcut) — Rotates selected object I Sffesiae & JHTdI %I

«/ Tab: Formulas

Group: Function Library

AutoSum: Alt + = — Automatically sums a range of cells T I BT SHicIAfed T el g

Financial: (No fixed shortcut) — Opens financial functions like PMT, FV fa<ita tha—r=g (@ﬁ PMT, FV) Qe %‘I
Logical: (No fixed shortcut) — Opens logical functions like IF, AND, OR qAloIp e haRg (@ﬁ IF, AND, OR) EIN]]
g

Text: (No fixed shortcut) — Opens text functions like LEFT, RIGHT, MID eaRe Ta-=g (S LEFT, RIGHT, MID)

6|Page



Gaarg|

Date & Time: (No fixed shortcut) — Opens date & time functions like TODAY, NOW faie SR THT ey (@ﬁ
TODAY, NOW) TedT 8|

Lookup & Reference: (No fixed shortcut) — Opens lookup functions like VLOOKUP, HLOOKUP & 3T ha=
(S VLOOKUP, HLOOKUP) WIeidT |

Math & Trig: (No fixed shortcut) — Opens math and trigonometry functions Tiord 3R Rwiuafa ey @FIHT%I
Group: Defined Names

Name Manager: (No fixed shortcut) — Creates, edits, or deletes named ranges -‘ﬂﬁlﬁﬁ@ﬂﬁ, urfed &= a1 B‘c'l_;‘[
& fer

Define Name: (No fixed shortcut) — Defines a name for selected cells T I & ﬁﬂ:qu ﬁﬂfﬂﬁm%l

Use in Formula: (No fixed shortcut) — Inserts a defined name in a formula tﬁ\ﬁi?ﬂ | ﬂ]ﬁlﬁﬁ@[ﬂ?ﬂ%l

Create from Selection: (No fixed shortcut) — Creates names from selected row/column labels FHHAA/BITH a9
T AR

Group: Formula Auditing

Trace Precedents: (No fixed shortcut) — Shows cells that affect the selected cell TG I DI THIAd HRA T I
fearan 1

Trace Dependents: (No fixed shortcut) — Shows cells affected by the selected cell AT I I THTfad 9 feardn
gl

Remove Arrows: (No fixed shortcut) — Removes tracer arrows aﬂ @ Baldl %I

Show Formulas: Ctrl + * — Displays formulas instead of results q&w@aﬁmqﬁ%ﬁﬁw g

Error Checking: (No fixed shortcut) — Checks for errors in formulas qfﬁi?ﬂ | "a’f? DI S FRAT G|

Evaluate Formula: (No fixed shortcut) — Evaluates each part of a formula UTT'{?H & YD HF BT Hih BT gl
Group: Calculation

Calculate Now: F9 — Calculates all worksheets in all open.workbooks Hﬁ-ﬁ@ W & gHIIC DI W’d Pl
&l
Calculate Sheet: Shift + F9 — Calculates active worksheet Tfshd aﬁzﬁ%ﬁ? IRl

Calculation Options: (No fixed shortcut) —Sets calculation mode (Automatic/Manual) mﬂ e AT Bl %
CIEEIEETERES)]

«/ Tab: Data

Group: Get & Transform Data

Get Data: (No fixed shortcut) — Imports data from various sources ot |l O Ser s'ﬂihT:c G %I

Recent Sources: (No fixed shortcut) — Shows recently used data sources glcl o H IuanT fu Ty ST Ard feardn %I
Existing Connections: (No fixed shortcut) — Manages existing data connections IﬁTrET ST BT HAS Bl %I
Group:Queries & Connections

Queries & Connections: (No fixed shortcut) — Opens pane to manage queries and connections B 3R P AT
TR D [0 U W g |

Group: Sort & Filter

Sort A to Z: (No fixed shortcut) — Sorts data in ascending order S DI RIS HH H Tic Bl %I

Sort Z to A: (No fixed shortcut) — Sorts data in descending order ST I 3faRIG! A | FIE HRT gl

Custom Sort: (No fixed shortcut) — Sorts data based on custom criteria ¥ H HMGS ¥ 3MYR IR IeT i BT g
Filter: Ctrl + Shift + L — Adds filter drop-downs to columns Fiad ¥ fiheex §Tl45|d-1 Shedl gl

Clear Filter: (No fixed shortcut) — Removes filters from columns PicH ¥ flheex gerdn %o

Group: Data Tools
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Text to Columns: (No fixed shortcut) — Splits cell content into multiple columns Id e Dl Ebf Hiaq H fautfora
FRAT |

Flash Fill: Ctrl + E — Automatically fills data based on patterns T & YR TR ST Teifedma Rl %I
Remove Duplicates: (No fixed shortcut) — Removes duplicate values EW HIH geIdl %‘I

Data Validation: (No fixed shortcut) — Restricts data entry based on rules ol & SMYR W Sl er AR IREIRG]
FRAT R

Consolidate: (No fixed shortcut) — Combines data from multiple ranges Eb_iﬁﬁlﬁ ST FaIfoTd Sl %I
Relationships: (No fixed shortcut) — Manages relationships between tables T P S NATFRY A9 SRl %I
Group: Forecast

Forecast Sheet: (No fixed shortcut) — Creates forecast worksheet HRBRE gHIT FAT0 %I

What-If Analysis: (No fixed shortcut) — Performs scenario, goal seek, and data table analysis ?ﬂﬂm, ma g 3R
3T 29 fazaor R 7

Group: Outline

Group: Shift + Alt + Right Arrow — Groups selected rows or columns G A T HiaH Bl YU pRdl %I

Ungroup: Shift + Alt + Left Arrow — Ungroups grouped rows or columns a;rqﬁ?q e 31 g1 HicH B S{TYY hdl %’I
Subtotal: (No fixed shortcut) — Adds subtotal for grouped data Ju fprmu SAdH forg gecied \_rh?»_clT %I

«/ Tab: Review

Group: Proofing

Spelling: F7 — Checks spelling in the worksheet g iie | ad-l ol Sird Bl %I

Thesaurus: Shift + F7 — Finds synonyms for selected word TFgd Ueg & YA E.\‘!JE_CIT%I

Research: (No fixed shortcut) — Opens research pane for references T & faw IR EREREINE]] %I

Smart Lookup: (No fixed shortcut) — Provides definitions and info from web 9 I URUTST 3R TSR Sat %I
Translate: (No fixed shortcut) — Translates selected text TG CRE BT 3{dTq hdl %‘I

Group: Accessibility

Check Accessibility: (No fixed shortcut) — Checks worksheet for accessibility issues JHIMe B TRINfafercd S
GG

Alt Text: (No fixed shortcut) — Adds alternative text for images Eﬂ\_ﬂ & forg JHf® TRe Gﬂ@;?ﬂ %I

Group: Insights

Smart Lookup / Ideas: (No fixed shortcut) — Provides insights or analysis suggestions SIdIgcH AT IESLII g<id adl
gl

Group: Language

Translate: (No fixed-shortcut) — Translates selected text to another language Y CRe B Tl 3= 1O o
3ATE FRAT ¢ |

Group:/Comments

New Comment: Shift + F2 — Adds a comment to a cell Id H Wﬁ?\‘:ﬁ?ﬁﬂ%’l

Delete Comment: (No fixed shortcut) — Deletes selected comment Igfd HHE DI gerdl %I

Previous Comment: (No fixed shortcut) — Moves to previous comment U5 HHc W@

Next Comment: (No fixed shortcut) — Moves to next comment 3T FHHT TR ST 7,

Show/Hide Comments: (No fixed shortcut) — Shows or hides all comments quft Eb_ﬁw feararan W%‘I
Group: Protect

Protect Sheet: (No fixed shortcut) — Protects the active worksheet iy adhefic o {],Tf\&'lﬁ hdl %I

Protect Workbook: (No fixed shortcut) — Protects the entire workbook structure ER d&gob D1 AT Bl {l,'{f\&lﬁ
IRAT |

Allow Edit Ranges: (No fixed shortcut) — Allows specific ranges to be editable IR ¥ P Hure arg ST %‘I
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«/ Tab: View

Group: Workbook Views

Normal: (No fixed shortcut) — Displays worksheet in normal view gohefie B g TRy § feardr g |

Page Break Preview: (No fixed shortcut) — Shows where pages will break ﬁ"@TﬁT% G W@éﬁl

Page Layout: (No fixed shortcut) — Displays worksheet as it will appear when printed gheie ol filc & SR
fearan 1

Custom Views: (No fixed shortcut) — Saves and applies custom views mqaﬁ 9 3R GiTT'H'sc hdl %I
Group: Show

Ruler: (No fixed shortcut) — Shows or hides ruler ¥¢iR RECI IS HT@"CIT('IT%I
Gridlines: (No fixed shortcut) — Shows or hides gridlines Jedre- fewrd HT@WT(‘IT%I
Formula Bar: (No fixed shortcut) — Shows or hides formula bar tﬁﬁ?ﬂ@ﬁ feamar RIEEIGI gl

Headings: (No fixed shortcut) — Shows or hides row and column headings 3 3R wiaH sfET farar o QUIdl gl
Group: Zoom

Zoom: (No fixed shortcut) — Opens zoom dialog to set magnification S[H STANT Jiadl %I
100%: (No fixed shortcut) — Sets zoom to 100% S[H HI 100% TR I HAT |

Zoom to Selection: (No fixed shortcut) — Zooms in on selected cells TTd I R S[H hdl gl
Group: Window

New Window: Ctrl + N — Opens a new window for the workbook W *» ]%I'Q 1 fd<Y @retar %I
Arrange All: (No fixed shortcut) — Arranges multiple windows ﬁﬁ“&ﬁﬁaﬂ@ﬁ RG] %I
Freeze Panes: (No fixed shortcut) — Freezes rows or columns 3 T HIdH BT IS BT %I

Split: (No fixed shortcut) — Splits window into panes fdst &1 Ua o fauTiord sear %I

Hide: (No fixed shortcut) — Hides the active window Wﬁ?ﬁaﬁwél

Unhide: (No fixed shortcut) — Unhides hidden windows Ut % faS! &I faarar g |

Group: Macros

Record Macro: (No fixed shortcut) — Records a sequence of actions TdR[H ] v H RpTs wear %I

Use Relative References: (No fixed shortcut) = Records macro using relative references e fea Y &1 3
ISP Hop! Rebls PRAT G|

Macros: Alt + F8 — Opens Macros dialog to run or edit macros ek k)| ufee A D fa SIAANT @idd! % I

BASIC FUNCTIONS
1. SUM:To add numbers / T3+ range & numbers T STrg= & forw

—SUM (ALsAS5)
2. AVERAGE: To find average / S&aTall &7 3ied fHahted & forg
=AVERAGE (B1:B5)
3. MIN: To find smallest number / T&® EIeT 6 JTEA & o0
=MIN (C1:C5)
4. MAX: To find largest number / a# ST Fa< A & forw
=MAX (C1:C5)
5. COUNT: To count numbers / f#T range & numbers T H&aT ST  forw
—COUNT (D1:D10)
6. COUNTA: To count non-empty cells / @Tett 1 cells f=+ & form
—COUNTA (A1:A10)
7. IF: Conditional check / T condition & 3mer¥ 9% value fe@m™ & forw

=IF(A1>50,"Pass","Fail")

9|Page



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22,

23.

24,

25.

26.

27,

28.

29.

30.

31.

32.

33.

AND: Check multiple conditions / &+t conditions true = 9T

—AND (A1>0,B1<100)

OR: Check multiple conditions / f#T T= condition true g1 9%

—OR (A1>50,B1<20)

NOT: Reverse a logical value / TRUE &T FALSE it FALSE #T TRUE #%+ & form
—NOT (A1>50)

ROUND: Round a number / fY #51% &1 round &% = forw

=ROUND (A1, 2)

ROUNDUP: Round up a number / 9% &t 31T round & % o
=ROUNDUP (A1, 0)

ROUNDDOWN: Round down a number / 5= &t 31T round &% & forw
=ROUNDDOWN (A1, 0)

TRIM: Remove extra spaces / extra spaces gaT9 & foru

=TRIM (A1)

LEN: Count number of characters / 3=t cell # characters =t H&aT STA+ % 0
=LEN (Al)

LEFT: Extract left characters / left & characters fe1er = forw

=LEFT (A1, 5)

RIGHT: Extract right characters / right & characters foste & forw

=RIGHT (A1, 3)

MID: Extract characters from middle / 7= & characters fRrer+ & forw

=MID (A1, 2, 4)

CONCAT / CONCATENATE: Join text / text STTe+ % forw

=CONCAT (A1, " ",B1)

TEXT: Format numbers / numbers a7 dates T format % = forT

=TEXT (A1, "DD/MM/YYYY")

NOW: Current date & time / 39T date 3fi¥ time = forw

—NOW ()

TODAY: Current date / et 3T &t date % form

=TODAY ()

ROUNDUP: Round up / 9% round &% forw

=ROUNDUP (A1, 0)

RANDBETWEEN: Random number in range / ¥ range % random number % foro
=RANDBETWEEN (1, 100)

VLOOKUP: Vertical lookup /vertically T value #T search % & forw
=VLOOKUP (101,A2:B10,2, FALSE)

HLOOKUP: Horizontal lookup / horizontally T value #T search % & forw
—HLOOKUP (101,ALl D2, 2, FALSE)

ABS: Absolute value / Y number =T absolute value F forT
=ABS (A1)

PROPER: Capitalize first letter / first letter capitalize ¥ & form
—PROPER (A1)

UPPER: Convert to uppercase / uppercase § I&+ o {10
—UPPER (A1)

LOWER: Convert to lowercase / lowercase § s&a & {0
=LOWER (Al)

SEARCH: Find text position / TsHT text & position ST+ # forw
=SEARCH ("a",Al)

FIND: Find text position case-sensitive / case-sensitive search & forg
=FIND("A",Al)

REPLACE: Replace text / f#T text FT replace ¥+ & forg

=REPLACE (A1,1,3,"XYZ")
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34. SUBSTITUTE: Substitute text / =T text #T replace ¥ & forw
=SUBSTITUTE (Al, "old", "new")

35. PMT: Loan Payment / 19 T EMI f=Terer & foro

=PMT (InterestRate/12,Months, Principal)

36. IFERROR: Handle errors / error 3T+ 9 alternative value 37 & form
=IFERROR (A1/Bl, "Error")
37. IFS: Multiple conditions check / multiple conditions & forw

=IFS (A1>80,"A",A1>60, "B", TRUE, "C")
38. INDEX: Return value from cell / T3+t cell # value 9T+ & foro
=INDEX (A1:B10,2,2)
39. MATCH: Find position of value / =T value #T position 7T ¥ % forw
=MATCH (50,A1:A10,0)
40. PMT: Loan payment / loan =T payment feerersr = foro
—PMT (53/12, 60,50000)
41. RANK: To find the rank of a number in a list / {3 list & number &1 ranking SIEG %ﬁ*ﬂl

Example:
=RANK (A2, AS$2:A$10, 0)
Explanation:

o A2 — S number #T rank =TT 8

o A$2:A$10 — list fS/H ranking Rt @

e 0 — descending order (F&# =T number FT rank 1 FHETqRE)
e 1 — ascending order (¥ et number & rank 1 =TT 8)

: SHEETAL INFOSYS

Tulsi Nagar, 60 Feet Road, Opp. Bedwas Bus Stand, Udaipur, Rajasthan-313024

Mob: 8233139926, 9887997563 Email: sheetalinfosys2011@gmail.com https://sheetalinfosys.com/
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