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Soft, i.e. Microsoft Excel,

also called Excel in Short. Microsoft Excel is a part of Microsoft Office created by Microsoft Compa

(US). It is available for Windows, Mac, Android etsers.
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EXCEL BASIC CONCEPT

n tspreadsheet

MS Excel is a Spreadsheet program, whose full name is M

MS Excela
short & excel

MS excel
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subtraction, prcentage extraction etc. using Formulae in a spreadsheet
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Sheet # y 4 Admission Details

e

and can be used in calculations. We can do things like addition, multiplication, divisiof
t p b rExcel
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Microsoft released Excel's first version 2.0 for Macintosh (Mac) on September 30, 1985, and

Thefirst version 2.03 of Windows in Novemb&887and now has a number of current versions such a

[ #Bo xiig 1986 t [ (Macintosh (Mac
MS Excel 2003, 2007, 2010, 2013, 2016, 2019 etc.
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heet for Children, Admission Details, Keeping Payment Details, Preparing Mark Sheet, Declaring
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Excel is used in schools or colleges to create a lot of different types cfuthitas: Creating Attendance
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x B 2187 n Windows

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

It is also used in large quantities in shops such as: keeping complete details of the customer, prepa
bill, preparing a selling report, etc.
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Excel has proved very helpful in the banking sector as it prepares all the customer data.
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n Excel
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First you have to press Windows + R on the keyboard, thia¢a Run Dialog Box will open

ntE ygt vV egat [t yg Manage
in front of you, enter it by typing excel.
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(Excel also proves to be a boon when road construction takes place because road comstuicésra lot
DIGITAL RK COMPUTARADEMY

Excel can manage thousands of entries at one time that too we have to do only one entry, the rest
of data to be prepared in a short time, so Excel is resorted to.)

done by Automatic Excel.
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There are many ways to open Excel that you will like, gani use it.
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It is highly used irgovernment offices.

Banking Sector
Rule (1) oy sipt
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Type the name of a program, folder, documnent, or Internet

resource, and Windows will cpen it for you.
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EXCEE HOMESCREEN PAGE

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

StartButton-All Programsi AccessoriesMicrosoft Office-Microsoft Excel
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what name it shows it only. Booldlicrosoft Excel will be writterbefore saving and its name will be

changed after saving
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p b & wp sthra (Understand the meaning of all three)
(i) Close:

pmhfxks pLMSExcel
With this you can close MS Excel.
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Through this, we can take any kind of help related to Microsoft Excel. Fomthisave to click this Help

e thtery A & Microsoft Excel
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You can also open a new sheet

by clickin

Through this, we can open as many worksheets inside Excel as we want, but in Excel only By Defa
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sheets are given Sheetl, Sheet2 and Sheet3. To apemotie worksheet, press F11 with Shift in the

keyboard and open as many worksheets as you want.

v $+ as [, Microsoft Excel Open

When we open Microsoft Excel
done. It is organized in all cells.
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After clicking on the option with Insert, there is a Windows Open which has two options General
Spreadshee&olution. Through this option, you can work on an option like Worksheet, Chart, Sale R
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Insert: Inserg wsngbr shttery Nl vt Windows Open

Spreadsheet Solution.

When we go to any sheet and press the right button of the mouse, we see many options like: Insert
Statement
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Throughthis, you can edit any Particular Sheet, Rename i.e. its name.
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click on the total income of a person, after that, hold his canepull it; the rest of the total income will

you will only take out the total income of only one person, Excel will extract the rest. For this, you hg
come out automatically.

@ After using Formula, yopress Inter in the keyboard; you will get the result of it. Keep in mind th
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