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EXCEL BASIC CONCEPT  

MS Excel ǎū Ŝŷ? 

MS excel ᵑ stpreadsheet ᶋ ᵾᵰ ᵻᶈ, ᵿᵞᵺᵗᵾ ᵗᵾ ᵬᶂᵲᵾ ᵪᵾᵰ m = micro & s = soft ᵇᵧᵾ ᵦ Microsoft excel ᵻᶋᵦᵾ ᵻᶈ  , ᵺeᶇ  

short ᵰ excel ᵯᶀ tᵻᵾ ᵞᵾᵦᵾ ᵻᶈ   |Microsoft Excel, Microsoft Office ᵗᵾ ᵑ  tᵯᵾᵙ ᵻᶈ  ᵿᵺγᶇ ᵰᵾᵉ ᶋᵺᶉ ᵡ ᵗɑ ᵬᵪᶀ (ᵇᵰᶇ ᵲᵗᵾ) χᶇ 

ᵮᵪᵾᵱᵾ ᵻᶈ   | ᵱᶇ  Windows, Mac, Android ᵉ ᵱᵾ ᵨ Users ᶇt ᵿᵴᵑᵋᵬᵴ ᵩ ᵻᶈ   

MS Excel is a Spreadsheet program, whose full name is M = Micro & S = Soft, i.e. Microsoft Excel, it is 

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

(US). It is available for Windows, Mac, Android etc. users. 

 

Spreadsheet/Worksheet ǎūᵻᶈ? 
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ᵰᵾᵉ ᶋᵺᶋ ᵡ χ ᶇ 30 ᵿᵺᵦ ᵮᵲ 1985 ᵗᶋ (Macintosh (Mac ) ᶇt ᵿᵴᵑ Excel ᵗᵾ ᵬᵻᵴᵾ Version 2.0  ᵖᵲ 

ᵪᵷᵅᵮᵲ 1987 ᵰ Windows ᵗᵾ ᵬᵻᵴᵾ Version 2.03 ᵞᵾᵲᶀ ᵱtᶇ ᵧᶇ ᵖᵲ ᵦᵮ ᵷᵦ ᵰᵾᵪ ᵺᵰᵱ ᵰ ᵉᵺ ᶇt  t ᵊ  Version ᵈ ᴥᶁ ᶇt ᵻ γ ᶈᵺᶇ : MS 

Excel 200 3, 2007, 2010, 2013, 2016, 2019  e ᵱᵾ ᵨ |ᵗᵊ  

 

 Microsoft released Excel's first version 2.0 for Macintosh (Mac) on September 30, 1985, and  

The first version 2.03 of Windows in November 1987 and now has a number of current versions such as: 

MS Excel 2003, 2007, 2010, 2013, 2016, 2019 etc. 

 

MS Excel Ķū ƬŐźĸ ĶŜūƁ ĳő ǎźƁ ŬĶŐū ĽūŅū  Ŝŷ  ? 

Excel ᵗᵾ ᵉ ᵦᶇᵰᵾᵴ ᵰᶁᵱᵦᵆ ᵇᵅᵗᵙᵿᵥᵿᵦᵱ ᵺᵷᵾᵴ t ᶋ t ᵰ ᵺᵰᵱ ᵰ ᵻᶀ Solve ᵗᵲᵪᶇ ᶇt ᵿᵴᵑ ᵱtᵾ γ ᵾᵦᵾ ᵻᶈ   | ᵿᵪᵜᶇ t ᶁ βɛ ᵨᵾᵻᵲᵥ ᵨᵑ ᵙᵑ 

ᵻᶈ ᵞᵻᵾᵅ ᵬᵲ Excel ᵗᵾ ᵱᶋᵙ ᵗᵱᵾ γ ᵾᵦᵾ ᵻᶈ   | 

 

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

examples where Excel is used. 
 
Excel ᵗᵾ ᵱᶋᵙ ᶂtᵴ ᵱᵾ t ᶉᵴᶇᵞ ᵰ ᵮ ᵦ ᵻᶀ ᵱᵾᵨᵾ β ᵲᵻ ᵦᵲᵻ ᶇt r ᶇᵡᵾ t ᶋ β ᶈᵱᵾᵲ t ᵲᵪᶇ ᶇt ᵿᵴᵑ ᵗᵱᵾ γ ᵾᵦᵾ ᵻᶈ ᵞᶈᵺᶇ: ᵮ   t

Attendance  Sheet ᵮᵪᵾᵪᵾ, Admission Details ᵲᵘᵪᵾ, Payment Details ᵲᵘᵪᵾ, Mark Sheet ᵦᶈᵱᵾᵲ t ᵲᵪᵾ, Results 

ᵚᶋᵿᵹ βt ᵲᵪᵾ e ᵱᵾ ᵨ |  

 

Excel is used in schools or colleges to create a lot of different types of data such as: Creating Attendance 

Sheet for Children, Admission Details, Keeping Payment Details, Preparing Mark Sheet, Declaring 

Results, etc. 

 
ᵨᶂᵗᵾᵪ ᵰ ᵯᶀ eᵺtᵾ ᵉ ᵦᶇᵰᵾᵴ ᵗᵾᵭ ᵰᵾ ᵾ ᵰ ᵗᵱᵾ ᵞᵾᵦᵾ ᵻᶈ  ᵞᶈᵺᶇ : Customer  tᵬᶂᵲᶀ Details ᵲᵘᵪᵾ, Bill ᵮᵪᵾᵪᵾ, Selling Report 

ᵦᶈᵱᵾᵲ ᵗᵲᵪᵾ ᵉ ᵱᵾ ᵨ |  

 

It is also used in large quantities in shops such as: keeping complete details of the customer, preparing a 

bill, preparing a selling report, etc. 

 
ᵮᶗᶇ-ᵮᶗᶇ E-Commerce ᵗɑ ᵬᵿᵪᵱᵾ γ ᶈᵺᶇ : Flipcart, Amazon ᵉ ᵱᵾ ᵨ, ᵱᶇ ᵺᵮ ᵯᶀ  Excel ᵗᵾ ᵉ ᵦᶇᵰᵾᵴ r ᶇᵡᵾ β ᶈᵱᵾᵲ t ᵲᵪᶇ ᶇt  ᵿᵴ ŋt ᵲβᶇ ᵻ 

|  

ĮĶ ĦœŶǁƊźŬŉĶ Ň̏ūŗŶĽ ŬĽśŏŶ łŶŀū Ķź Grid Ķů ŋƁŬĶŐźƁ (Row) ĳő ̏ƁŎźƁ (Column) ŏƎ ˧ŗŮΉņŅ 

ŬĶŐū ĽūŅū Ŝŷ  ĳő ĸńŉū ŏƎ ĦśĶū ƬŐźĸ ŬĶŐū Ľū śĶŅū Ŝŷ   | Ŝŏ  Spreadsheet ŏƎ Formulae Ķū 

ƬŐźĸ Ķő ĶŶ Ľźš, ĸŰńū, Ŏūĸ, Ĺŀūŗ ƬŬŅŘŅ ŬŉĶœŉū ĦɏūŬŇ ĽŷśŶ ĶūŏźƁ Ķź Ķő  śĶŅŶ ŜƑ | 

An electronic document in which data is organized into rows and columns (columns) of the Grid 

and can be used in calculations. We can do things like addition, multiplication, division, 

subtraction, percentage extraction etc. using Formulae in a spreadsheet. 
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Big E-commerce companies like: Flipcart, Amazon etc., all of them also use Excel to generate data. 

 
Excel ᵑ  tᵮᵾᵲ ᵰ ᵻᵞᵾᵲ ᵉᵅ ᶀ ᵗᶋ ᵑ  tᵮᵾᵲ ᵰ Manage ᵗᵲ ᵺᵗᵦᵾ ᵻᶈ ᵷᶋ ᵯᶀ ᵻᵰ ᶇtᵷᵴ ᵑ  tᵉᵅ ᶀ ᵺᶇ ᵻᶀ ᵗᵲχᶀ ᵬᶗᶇᵙᶀ ᵮᵾ tAutomatic 

Excel ᵗᵲᶇᵙᵾ |  

 

Excel can manage thousands of entries at one time that too we have to do only one entry, the rest will be 

done by Automatic Excel. 

 
ᵺᵲᵗᵾᵲᶀ ᵨ ᵦᵲ ᵰ ᵗᵾᵭ ᵱᵾᵨᵾ ᵉᵺᵗᵾ ᵱᶋᵙ ᵗᵱᵾ ᵞᵾᵦᵾ ᵻᶈ   |  

It is highly used in government offices. 

 
Banking Sector ᵰ Excel ᵗᵾᵭ ᵻᶇ ᵬ ᵭᶁᵴ ᵺᵾᵿᵮ βᵻᶋ ᵜᶁᵗᵾ ᵻ ᵱ  tᵱᶇ ᵺᵯᶀ Customer   tᵣᶇᵡᵾ ᵗᶋ ᵦᶈᵱᵾᵲ ᵗᵲᵦᵾ ᵻᶈ   |  

Excel has proved very helpful in the banking sector as it prepares all the customer data. 

 
Excel ᵦᵮ ᵯᶀ ᵷᵲᵨᵾᵪ ᵺᵾᵿᵮᵦ ᵻᶋᵦᵾ ᵻᶈ ᵞᵮ ᵗᵻ ᵺᶗ t  tᵿᵪᵰᵾ ᵥ ᵻᶋβᶀ ᵻᶈ ᵱ ᵗ ᵺᶗ tᵿᵪᵰᵾ ᵥ ᵰ ᵗ  əβ ᵲᵻ ᶇt r ᶇᵡᵾ t ᶋ β ᶈᵱᵾᵲ t ᵲᵪᵾ ᵬᶗᵦᵾ ᵻᶈ  

ᵷᶋ ᵯᶀ tᵰ ᵺᵰᵱ ᵰ , ᵦᶋ oᵺᶇ ᵰ Excel  tᵺᵻᵾᵲᵾ ᵿᵴᵱᵾ  γᵾᵦᵾ  ᵻᶈ   

 

(Excel also proves to be a boon when road construction takes place because road construction requires a lot 

of data to be prepared in a short time, so Excel is resorted to.) 

 

Excel Ķź ĶŷśŶ   Open ŬĶŐū ĽūŅū Ŝŷ  ? 

 
Excel ᵘᶋᵴᵪᶇ t ᶇ t  eβ ᵲᶀ ᶇt ᵻ γ ᶋ d ᵬ ᵗᶋ ᵬᵺᵅᵨ bᵱᶇᴝᵾ ᵋᵺ tᵾ ᵉ ᵦᶇᵰᵾᵴ ᵈᵬ tᵲ ᵺᵗᵦᶇ ᵻ 

There are many ways to open Excel that you will like, you can use it. 

 

Rule (1) ᵺᵮᵺᶇ ᵬᵻᵴᶇ d ᵬ tᶋ t ᵮᶋᵣ  ᵰ Windows + R ᶇᵺ t ᵲ, ᵋᵺtᶇ ᵮᵾ ρd ᵬt ᶇ ᵺᵾᵰᵪᶇ ŋ  tRun Dialog Box ᵘᶁᵴtᵲ dᵱᶇᴝᵾ 

ᵋᵺ ᵰ d ᵬ excel  ᵿᵴᵘᵗᵲ Enter  t ᵲ ρ  |  

 First you have to press Windows + R on the keyboard, after that a Run Dialog Box will open 

in front of you, enter it by typing excel. 
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Rule (2) ᵺᵮᵺᶇ ᵬᵻᵴᶇ ᵈᵬ Start  Button ᵱᵾᵪᶀ Windows Key ᵨᵮᵾᵑᵾᵄ, ᵋᵺtᶇ ᵮᵾᵨ ᵈᵬ Excel  ᵱᵾ Microsoft Excel TYPE ᵗᵲ 

ᵖᵲ ᵺɛᶇ Open  ᵗᵲ |  

 

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

it.  

Rule (3) For Windows 7 Usersăăăăăă. 

 

Start Button -All Programs ï Accessories -Microsoft Office -Microsoft Excel 

 

EXCEL- HOMESCREEN PAGE 
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MENU BAR  

 
 
Menu Bar ᵗᶋ Tab Bar ᵯᶀ tᵻᵾ ᵞᵾᵦᵾ ᵻᶈ   | ᵉᵺ ᶇt ᵇ ᵨᵲ ᵯᶀ t  eᵺᵾᵲᶇ Menu ᵈᵦᶇ ᵻ ᵞᶈᵺᶇ : 

Home, Insert, Page Layout, and Formulas , Data, and View & Review ᵉ ᵱᵾ ᵨ| 

 

Menu Bar is also known as Tab Bar. It also has many menus like: Home, Insert, Page Layout, Formulas, 

Data, and View & Review etc.\ 

 

Work Area  
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Title Bar 
Title Bar, Menu Bar ᶇt ᵋᵬᵲ ᵰ ᵻᶋᵦᵾ ᵻᶈ  , ᵞᶋ  tFile Name ᵗᶋ ᵨᵸᵾ ᵦᵾ ᵻᶈ   | ᵈᵬᵪᶇ ᵉᵺ ᵣᶉ ᵱᶂᵰ ᵡ ᵗᶋ ᵗᵺᶀ Name ᵺᶇ ᵺeᶇ  Save 

ᵗᵱᵾ ᵻᶈ   ᵺɛᶀ ᵗᶋ ᵱᶇ  ᵨuᵾᵦᵾ ᵻᶈ   | Save ᵗᵲ χᶇ ᵺᶇ  ᵬᵻᵴᶇ Book1 -Microsoft Excel ᵿᵴuᵾ ᵲᵻᶇᵙᵾᵖᵲ Save ᵗᵲ χᶇ ᶇt ᵮᵾᵨ ᵉᵺt  Name 

ᵮᵨᵴ ᵞᵾᵱᶇᴝᶀ |  

 

The Title Bar is at the top of the Menu Bar, indicating the File Name. You have saved this document by 

what name it shows it only. Book1-Microsoft Excel will be written before saving and its name will be 

changed after saving. 
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Ribbon Menu 

Ľō Ŝŏ ŬĶśů Ŏů  Menu ĽŷśŶ : Home, Insert, Page Layout ĦɏūŬŇ ŏƎ śŶ ŬĶśů ĮĶ ŋő Ŏů ǏůĶ ĶőŅŶ ŜƑ Ņź 

ŜŏūőŶ śūŏŉŶ ŬŌő śŶ ĮĶ Menu ķŰœŅū Ŝŷ  ŬĽśŶ Ŝů Ribbon Menu ĶŜŅŶ ŜƑ |  
 

When we click on any of the menus like: Home, Insert, Page Layout etc., then again a menu opens in front 

of us which are called Ribbon Menu. 

 

 

Minimize, Maximize & Close Button 

 
ᵱᶇ  ᵦᶀ χᵮᵡᵪ ᵗᵾ ᵱᶋᵙ MS Excel ᶇt Open Current Windows  tᵿ ᵦᵿᵧ ᵗᶋ ᵮᵨᵴᵪᶇ ᶇt ᵿᵴᵑ ᵗᵱᵾ ᵞᵾᵦᵾ ᵻᶈ   

(These three buttons are used to change the state of MS Excel's Open Current Windows.) 
 

ᵦᶀ χᵗᵾ ᵰᵦᵴᵮ ᵺᵰ δ(Understand the meaning of all three)  
(i) Minimize: ᵉᵺᵺᶇ  ᵈᵬᵪᶇ Windows Screen ᵗᶋ Minimize ᵗᵲ  ᵺᵗᵦᶇ ᵻ 

With this you can minimize your Windows Screen. 

 
(ii) Maximize: ᵉᵺᵺᶇ ᵈᵬᵪᶇ Windows Screen ᵗᶋ Maximize ᵗᵲ ᵺᵗᵦᶇ ᵻ 

With this, you can maximize your Windows Screen. 

 
(iii) Close: ᵉᵺᵺᶇ ᵈᵬ MS  Excel ᵗᶋ Close ᵗᵲ ᵺᵗᵦᶇ ᵻ 

 

With this you can close MS Excel. 
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Help Option 
ᵉᵺ ᶇt ᵰᵾ ᵱᵰ ᵺᶇ  ᵻᵰ  Microsoft Excel ᵺᶇ  ᵺ ᵮᵅᵿᵩᵦ ᵗᵺᶀ ᵯᶀ  ᵦᵲᵻ   tᵰᵨᵨ ᵴᶇ ᵺᵗᵦᶇ ᵻ | ᵉᵺ ᶇt ᵿᵴᵑ ᵻᵰ ᵉᵺ Help Button ᵬᵲ ᵴᶀᵗ 

ᵗᵲᵪᵾ ᵻᶈ   ᵋᵺtᶇ ᵮᵾᵨ ᵻᵰ b ᵬᵪᶀ ᵺᵰ ᵱᵾ ᵗᶋ ᵺ  ᴥᵗᵲᵪᵾ ᵻᶈ   |  

Through this, we can take any kind of help related to Microsoft Excel. For this, we have to click this Help 

Button Pore, after that we have to search our problem. 

 

 
 

 

 

ᵘᶋtᵲ  ᵬᵾᵪᶇ ᵗᵾ ᵰᶖᵾ ᵻᶀ ᵗᶁᵝ ᵖᵲ ᵻᶈ  , 

ᵲᶋtᵲ  ᵰᶁ ᵗᵲᵾᵪᶇ ᵗᵾ ᵰᶖᵾ ᵻᶀ ᵗᶁᵝ ᵖᵲ ᵻᶈ  ,  

ᵻᵾᵲ ᵦᶋ ᵞᵅᵨᵙᶀ ᵗᵾ ᵿᵻ ᵺᵾ ᵻᶈ   ᵰᶇᵲᶇ ᵨᶋ ᵦ,  

ᵻᵾᵲᵪᶇ ᵗᶇ ᵮᵾᵨ ᵞᶀᵦᵪᶇ ᵗᵾ ᵰᶖᵾ ᵻᶀ ᵗᶁᵝ ᵖᵲ ᵻᶈ   ɜ
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Work Area or Worksheet 
ᵞᵮ ᵻᵰ  ᵴᶋᵙ Microsoft Excel Open ᵗᵲβᶇ ᵻ ᵦᶋ ᵻᵰᵾᵲᶇ ᵺᵾᵰᵪᶇ Spreadsheet ᵷᵾᵴᵾ ᵑ  tWorksheet ᵘᶁᵴᵦᵾ ᵻᶈ   ᵿᵞᵺᵰᶇ  ᵺᵾᵲᵾ ᵗᵾᵰ 

ᵗᵱᵾ ᵞᵾᵦᵾ  ᵻᶈ   | ᵱᶇ  ᵺᵯᶀ  Cells ᵰ ᵷᵿᵧᵦ ᵻᶋᵦᵾ ᵻᶈ   |  

 
When we open Microsoft Excel, a worksheet with Spreadsheet opens in front of us in which all the work is 

done. It is organized in all cells. 
 

Sheet Tab 
 
ᵉᵺ ᶇt ᵞ ᵲᵱᶇ  ᵻᵰ  ᵿᵞᵦᵪᵾ ᵜᵾᵻᶇ ᵋᵦᵪᵾ ᵷ  tᵸᶀᵡ ᵑ ᵺᶇᵴ  ᶇt ᵇᵅᵨᵲ ᵘᶋᵴ ᵺᵗᵦᶇ ᵻ ᵴᶇ ᵗᵪ ᵑ ᵺᶇᵴ  ᵰ By Default ᵦᶀᵪ ᵸᶀᵡ ᵻᶀ ᵨᵱᵾ ᵞᵾᵦᵾ  ᵻᶈ   

Sheet1, Sheet2 ᵖᵲ Sheet3. ᵱᵾᵨᵾ ᵷ  tᵸᶀᵡ ᵘᶋᵴᵪᶇ ᶇt ᵿᵴᵑ ᵗ ᵮᶋᵣ ᵰ Shift ᶇt ᵺᵾᵧ F11 ᶇᵺ ᵗᵲ ᵖᵲ ᵿᵞᵦᵪᵾ ᵜᵾᵻᶇ ᵋᵦᵪᵾ ᵷᵗ ᵸᶀᵡ 

Open ᵗᵲ 

 

Through this, we can open as many worksheets inside Excel as we want, but in Excel only By Default three 

sheets are given Sheet1, Sheet2 and Sheet3. To open this more worksheet, press F11 with Shift in the 

keyboard and open as many worksheets as you want. 
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Customize Sheet Tab 
 
ᵞᵮ ᵻᵰ t ᵺᶀ ᵯᶀ  Sheet ᵬᵲ ᵞᵾtᵲ ᵰᵾɛᵺ ᵗᵾ Right Button ᵨᵮᵾᵦᶇ ᵻ ᵦᶋ ᵻᵰᵾᵲᶇ ᵺᵾᵰᵪᶇ ᵗ  eᵺᵾᵲᶇ ᵓ ᵸᵪ ρu ᵾ eᵨᶇᵦᶇ ᵻ ᵞᶈᵺᶇ : 

 Insert, Delete, Rename, Move or Copy, View Code, Protect Sheet, Tab Color, Hide, Unhide, Select 

All Sheet.  

 

When we go to any sheet and press the right button of the mouse, we see many options like: Insert, Delete, 

Rename, Move or Copy, View Code, Protect Sheet, Tab Color, Hide, Unhide, Select All Sheet. 

 

 
 

Insert: Insert ᵷᵾᵴᶇᵓ ᵸχ ᵬᵲ ᵴᶀᵗ ᵗᵲ χᶇ ᶇt ᵮᵾᵨ ᵑ  tWindows Open ᵻᶋᵦᶀ  ᵻᶈ   ᵿᵞᵺᵰᶇ  ᵨᶋ ᵓ ᵸᵪ  ᵻᶋᵦᶇ ᵻ General ᵖᵲ 

Spreadsheet Solution. ᵉᵺ ᵓ ᵸᵪ  ᶇt ᵞ ᵲᵱᶇ  ᵈᵬ  Worksheet, Chart, Sale Report, Time Card, Billing 

Statement ᵉ ᵱᵾ ᵨ ᵞᶈᵺᶇ  ᵓ ᵸᵪ  ᵗᶋ ᵈᵬ ŋ ᵺᶇᵴ  ᵰ Insert ᵗᵲ tᶇ ᵋᵺ ᵬᵲ ᵗᵾᵰ ᵗᵲ  ᵺᵗᵦᶇ ᵻ |  

 

After clicking on the option with Insert, there is a Windows Open which has two options General and 

Spreadsheet Solution. Through this option, you can work on an option like Worksheet, Chart, Sale Report, 

Time Card, Billing Statement etc. by inserting it in Excel 
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Delete: e ᵺ ᶇt ᵰᵾᵱᵰᵺᶇ ᵈᵬ t ᵺᶀ ᵯᶀ Particular  Sheet ᵗᶋ Delete ᵗᵲ ᵺᵗᵦᶇ ᵻ 

Through this, you can delete any particular sheet.  

Rename: e ᵺtᶇ ᵰᵾ ᵱᵰᵺᶇ d ᵬ ᵗᵺᶀ ᵯᶀ Particular  Sheet ᵗᶋ ᵈᵬ Rename  ᵇᵧᵾβ ᵋᵺt  Name  ᵗᶋ Edit ᵗᵲ ᵺᵗᵦᶇ ᵻ |  

Through this, you can edit any Particular Sheet, Rename i.e. its name.  
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Move or Copy: eᵺ ᶇt ᵞ ᵲᵱᶇ ᵈᵬ ᵈᵬᵪᶇ Sheets ᵗᶋ ᵑ  tᵞᵙᵻ ᵺᶇ ᵨᶂᵺᵲᶇ ᵞᵙᵻ Copy ᵱᵾ Move ᵗᵲ ᵺᵗᵦᶇ ᵻ |  

Through this, you can copy or move your sheets from one place to another.  

View Code: ᵉᵺ ᶇt ᵞ ᵲᵱᶇ ᵈᵬ Code  ᵗᶋ View ᵗᵲ ᵺᵗᵦᶇ ᵻ |  

Through this, you can view the code.  

 

Protect Sheet: eᵺ ᶇt ᵰᵾ ᵱᵰ ᵺᶇ ᵈᵬ ᵗᵺᶀ ᵯᶀ Sheet  ᵗᶋ Password ᵺᶇ Protect  ᵗᵲ ᵺᵗᵦᶇ ᵻ  |  

Through this, you can protect any sheet with a password.  

 

Tab Color: e ᵺ ᶇt ᵰᵾ ᵱᵰ ᵺᶇ  ᵈᵬ Sheets  Tab  tColor ᵗᶋ ᵮᵨᵴ ᵺᵗᵦᶇ ᵻ  

Through this you can change the color of Sheets Tab. 
 

 

Hide: 
 ᵉᵺ ᶇt ᵞ ᵲᵱᶇ ᵈᵬ ᵗᵺᶀ ᵯᶀ Sheets  ᵗᶋ Hide ᵱᵾᵪᶀ ᵺɛᶇ  ᵝᶁᵬᵾ ᵺᵗᵦᶇ ᵻ |  

@ Through this you can hide any Sheets. 

Unhide: 
 Hide  ᵗᵱᶇ ᵙᵑ Sheets  ᵗᶋ ᵈᵬ eᵺ ᶇt ᵞ ᵲᵱᶇ Unhide  ᵗᵲ ᵺᵗᵦᶇ ᵻ  | 

@ You can unhide the hidden Sheets through this.  

Select All Sheet: 

 eᵺ ᵬᵲ ᵿ ᵴᵗ ᵗᵲ βᶇ ᵻᶀ ᵈᵬ ᶇt Excel ᵺt ᵯᶀ Sheets  Select ᵻᶋ ᵞᵾᵱ ᵙᶇ | ᵺeᶇ  Un -Select ᵗᵲχᶇ ᶇt ᵿᵴᵑ ᵭᵲ ᵺᶇ  ᵗᵺᶀ ᵑ  tSheet ᵬᵲ 

ᵞᵾtᵲ  ᵰᵾɛᵺ ᵗᵾ Right Button ᵨᵮᵾᵑᵾᵄ ᵺɛᶇ  Ungroup Sheets ᵗᵲ | 
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@ By clicking on it, all your Sheets in Excel will be selected. To un-select it again go to one of the 

sheets and press the right button of the mouse and ungroup it. 

 

Quick Access ToolBar 
 

ᵱᶇ  ᵑ  tᵒᵺᵾ  Tool ᵻᶋᵦᵾ ᵻᶈ   ᵿᵞᵺᵗᵾ ᵉ ᵦᶇᵰᵾᵴ ᵗᵲtᶇ ᵻᵰ  ᵗᵺᶀ ᵯᶀ  Option ᵱᵾ Tool ᵗᶋ Quickly ᵘᶋᵴ ᵺᵗᵦᶇ ᵻ ᵇᵧᵾ ᵦ ᵇᵙᵲ ᵰ ᵮ ᵦ ᵱᵾᵨᵾ 

ᵰᵾ ᵾ ᵰ Shape ᵗᵾ ᵉ ᵦᶇᵰᵾᵴ ᵗᵲᵪᵾ  ᵻᶋᵦᵾ β ᶋ ᵰ ɛᵺᶇ  Quick Access Too Bar ᵰ Add ᵗᵲ  ρ ᶂᵅᵙᵾ ᵿᵞᵺᵺᶇ  ᵷᶋɔ ᵸᵪ  ᵻᵰᵾᵲᶇ ᵪ 

ᵬᵲ ᵻᵰᶇᵸᵾ ᵨᵘᵾᵊ ᵨᶇᵦᶇ ᵲᵻᶇᵙᵾ p ᵲ ᵻᵰ  ɛᵺᶇ  Direct Open ᵗᵲ  ᵴ ᵙᶇ |  

@ This is a tool using which we can open any option or tool quickly, that is, if I use a lot of Shape, I will 

add it to the Quick Access Toolbar so that that option is always visible on our screen. We will keep giving 

it and we will open it directly. 
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Customize Quick Access Tool Bar 
ᵺeᶇ  Customize ᵗᵲχᶇ t ᶇ ᵿᵴᵑ ᵺᵮᵺᶇ  ᵬᵻᵴᶇ File Menu ᵰ γ ᵾᵱᶇ  ɛ ᵺ ᶇt  ᵮᵾᵨ Options ᵱᵾ Word Options ᵬᵲ ᵿ ᵴᵗ  t ᵲ 

(To customize it, first go to the File Menu and then click on Options or Word Options.)  
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ᵈᵬ γᶋ ᵯᶀ  ɔ ᵸᵪ  t ᶋ Quick Access Tool Bar ᵰ Add ᵗᵲᵪᵾ ᴥ ᵾᵻᵦᶇ ᵻ ɛᵺᶇ  Choose ᵗᵲ ᵖᵲ ŋ -tᵑ  tt ᵲ tᶇ Add ᵷᵾᵴᶇ 

ᵓ ᵸᵪ  ᵬᵲ ᵿ ᵴᵗ ᵗᵲ tᶇ t ᵲᶇ ᵮᵾᵨ ᵰ  ᵕᶇt ᵬᵲ ᵿ ᵴᵗ ᵗᵲᶇ  

Ok choose whichever option you want to add to the Quick Access Tool Bar and click on the option with 

Add one by one and then click Ok. 
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Work Area 
ᵻᵰ  Excel ᶇt ᵇ ᵨᵲ ᵿᵞᵦᵪᶇ ᵨᶂᵲᶀ ᵗᵾ ᵉ ᵦᶇᵰᵾᵴ t ᵲtᶇ ᵗᵾᵰ t ᵲβ ᶇ ᵻ, ᵺɛᶇ ᵻᶀ Work Area ᵗᵻᵦᶇ ᵻ |  

@ The distance we work within Excel is called the Work Area 
 
 

  
 

Cells & Cell Name 
 
Excel ᶇt b ᵨᵲ Cells ᵮ  βᵺᵾᵲᶇ ᵻᶋᵦᶇ ᵻ ᵿᵞᵺᵰᶇ  ᵻᵰ  ᵴᶋ ᴝb ᵅ tᴝ ᵿᵥᵦᶀᵱ ᵺᵷᵾᵴ t ᶋ ᵻᵴ t ᵲβᶇ ᵻ, ᵰᵙᵲ Cell Name ᵷᶋ ᵻᶋᵦᶀ ᵻᶈ   γ ᶋ 

ᵱᶇ  ρ ᵸᵾ ᵦᵾ ᵻᶈ    tᵷᵦ ᵰᵾᵪ ᵺᵰᵱ ᵰ ᵻᵰ  ᵗᵺ Cell ᵰ ᵿ ᵧᵦ ᵻᶈ  , ᵺɛᵗᵾ Name ᵻᵰ Show ᵗᵱᵾ γ ᵾᵦᵾ  ᵻᶈ   |  

@ There are a lot of cells in Excel in which we solve arithmetic questions, but the cell name is the one 

which shows that the name of the cell in which we are presently is shown to us. 

 

Work Area 
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Formula Bar  
 
ᵻᵰ  Excel ᶇbt ᵨᵲ ᵿᵞᵺ ᵯᶀ  Cell ᶇt b ᵨᵲ Formulae ᵗᵾ e ᵦᶇᵰᵾᵴ ᵗᵲ βᶇ ᵻ, ᵋᵺ Formulae ᵗᶋ òFormula Baró ᵰ ρ ᵸᵾ ᵱᵾ 

ᵞᵾᵦᵾ  ᵻᶈ   |  

@ Whatever form of cell we use inside Excel, those formulae is shown in the "Formula Bar 

 

 
 
 

 

 

HORIZONTAL & VERTICAL SCROLL BAR 
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Vertical ᵖᵲ Horizontal Scroll Bar ᵗᵾ e ᵦᶇᵰᵾᵴ Page ᵗᶋ Scrolling ᵗᵲχᶇ t ᶇ ᵿᵴᵑ ᵗᵲβᶇ ᵻ | ᵇᵙᵲ Rows ᵖᵲ Columns 

 tᵺᵅ ᵱᵾ ᵱᵾᵨᵾ ᵮᶘ γ ᵾᵦᶀ ᵻᶈ   β ᶋ o ᵺᶇ ᵰ ᵻᵰ ᵉᵺ ᶇt γ ᵲᵱᶇ ᵈᵙᶇ ᵬᶀᵝᶇ t ᵲtᶇ ρ ᶇ uᵺᵗᵦᶇ ᵻ |  

@ Vertical and horizontal use Scroll Bar for scrolling the page. If the number of rows and columns 

increases more, then we can look back and forth through it.  

 

Page View 
 
ᵺeᵰ β ᶀᵪɔ ᵸᵪ  ᵨᵑ  ᴝ ᵑ  ᵻ γ ᶋ Page Layout ᵗᶋ ᵮᵨᵴᵦᵾ ᵻᶈ   | ᵈᵬ ᵮᵾᵲᶀ-ᵮᵾᵲᶀ ᵺᶇ ᵦᶀ χɔ ᵸᵪ  ᵬᵲ ᵿ ᵴᵗ ᵗᵲ tᶇ ρ ᶇ uᵺᵗᵦᶇ ᵻ  |  

It has three options that change the Page Layout. You can try alternately by clicking on all three options. 
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ᵑ ᵺᶇᵴ  ᵰ β ᶋᵡᶇ ς ᵰᶋᵡᶇ ᵿᵻᵺᵾᵮ 

 

 

Add, Subtract, Divide, Multiply, Maximum, Minimum, Average, Percentage 

ᵪᶋᵡ: ᵱᶇ ᵋᵨᵾᵻᵲᵥ ᵿᵺᵭ ᵞᵾᶉᵜ ᵗᵲᵪᶇ ᵗᶇ  ᵿᵴᵑ ᵻᶈ   td ᵿᵘᵲ ᵑ ᵺᶇᵴ  tᶈᵺᶇ  t ᵾᵰ 

ᵗᵲᵦᵾ ᵻᶈ  ? p ᵲ ᵻᵰ eᵺᵰ ᵗᵾᵰ tᶈᵺᶇ ᵗᵲᵦᶇ ᵻ? 

This example is just to test how Excel works? And how do we work in it? 

 

 

 

 

 

ᵺᵮᵺᶇ ᵬᵻᵴᶇ ᵻᵰ ᵴᶋ ᴝŋ ᵺᶇᵴ tᶇ b ᵨᵲ γ ᶋᶗᵪᵾ ᵺᶀᵘ ᵙᶇ 
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Step 1.: ᵺᵮᵺᶇ  ᵬᵻᵴᶇ d ᵬᵗᶋ ᵱᶇ  ρ ᶇᵘᵪᵾ ᵻᶋᵙᵾ  t ᵗᵺᵗᶋ, ᵗᵺ ᶇt ᵺᵾ γγ ᶋᶗᵪᵾ ᵻᶈ  ᵇᵧᵾ ᵦ ᵬᵻᵴᶇ d ᵬ ɛᵺ Cell ᵗᶋ ρ ᶇ uᵿᵞᵺᵗᶋ ðᵿᵞᵺ ᶇt 

ᵺᵾ γγ ᶋᶗᵪᵾ ᵻᶈ   | ᵈᵬ ɛᵬᵲ ᵰ ρ ᶇ uᵺᵗᵦᶇ  ᵻ  tᵰᶁᵟᶇ Monthly Income ᵖᵲ Extra Income ᵗᶋ Add ᵗᵲᵪᵾ ᵻᶈ   β ᵾ tɛ ᵺᵗ  

Total Income ᵗᵾ ᵬᵦᵾ ᴥ ᵴ ᵺ ᶇt |  
First of all, you have to see who you want to connect with, that is, first you look at the cell with which you 

want to connect. You can see above that I have to add Monthly Income and Extra Income so that its total 

income can be known. 

 

Step (2): Finally ᵰᶁᵟᶇ ᵱᶇ  ᵬᵦᵾ ᴥ ᵴ ᴥ ᶂᵗᵾ ᵻᶈ    tᵻᵰ Monthly Income ᵖᵲ Extra Income ᵗᶋ Add ᵗᵲᵪᵾ ᵻᶈ   ᵴᶇ ᵗᵪ ᵰᶁᵟᶇ 

ᵇᵮ ᵱᶇ  ᵬᵦᵾ t ᵲᵪᵾ ᵻᶈ    tᵱᶇ  ᵗᵺ Cells ᵰ ᵿ ᵧᵦ  ᵻ? ᵦᵾ tᵰ eᵺᶇ  γ ᶋᶗ ᵺ ᶂtᵾᵄ |  
@ Finally I have come to know that we have to add Monthly Income and Extra Income but now I have 

to find out in which cells are they located? So that I can add it. 
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Finally ᵈᵬᵗᶋ ᵱᶇ ᵬᵦᵾ ᴥ ᵴ ᴥ ᶂᵗᵾ ᵻᶈ    tMonthly Income ᵖᵲ Extra Income ᵗᵺ Cell ᵰ ᵿ ᵧᵦ ᵻᶈ   | ᵇᵮ ᵮᵺ d ᵬᵗᶋ ᵺeᶇ  

ᵞᶋᶗᵪᵾ ᵻᶈ   
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ᵈᵬᵪᶇ ᵨᶇᵘᵾ  tSHIVRATAN   tρ ᶋ Cells (C4 ᵖᵲ D4 ) ᵗᶋ Add ᵗᵲ χᶇ t ᶇ ᵿᵴᵑ ᵻᵰ χᶇ e ᵺ =SUM(C4:D4 ) Formula ᵗᵾ 

ᵉ ᵦᶇᵰᵾᵴ ᵗᵱᵾ  ᵱ ᵗ SHIVRATAN   tMonthly Income ᵖᵲ Extra Income ᵰ:н C 4ᵖᵲ D4  Cell ᵰ ᵿ ᵧᵦ ᵻᶈ   γ ᶋ t

ᵰ:н 12,000 ᵖᵲ 1 ,000 ᵻᶈ   | 

You saw that we used this = SUM (C4: D4) formula to add two cells (C4 and D4) of SHIVRATAN 

because the monthly income and extra income of SHIVRATAN are located in C4 and D4 cell respectively. 

: 12,000 and 1,000. 

 
ᵪᶋᵡ:- Formula ᵉ ᵦᶇᵰᵾᵴ ᵗᵲᵪᶇ ᶇt ᵮᵾᵨdᵬ ᵗᵮᶋᵣ  ᵰ ᵉᵅᵡ ᵲ ᶇᵺ ᵗᵲ, ᵈᵬᵗᶋ ᵉᵺᵗᵾ ᵲᵞ ᵡ Show ᵻᶋ ᵞᵾᵱᶇᴝᵾ | 

 
 
ᵱᵾᵪ ᵲᵻ ᵈᵬ ᶇtᵷᵴ ŋ  tᵻᶀ ᵿ   ᵗᵾ Total income ᵿᵪᵗᵾᵴᶇ ᵮᵾ tt ᵾ Excel Automatic ᵿᵪᵗᵾᵴᶇᵙᵾ 

| e ᵺ ᶇt ᵿᵴᵑ ᵈᵬᵗᶋ ᵑ  t ᵿ    tᶇ total  income ᵬᵲ ᵿ ᵴᵗ ᵗᵲᵪᵾ ᵻᶈ   ɛ ᵺ ᶇt ᵮᵾ ρɛ ᵺ ᶇt Corner ᵬᵗᶗ t ᵲ ᵘᵅᵜ ρ ᶇᵪᵾ ᵻᶈ   ᵮᵾ tt ᶇ 

total income automatic ᵿᵪᵗᵴ ᵗᵲ  dγ ᵾᵱᶇᴝᵾ |  

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

you will only take out the total income of only one person, Excel will extract the rest. For this, you have to 

click on the total income of a person, after that, hold his corner and pull it; the rest of the total income will 

come out automatically. 
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ᵈᵬᵪᶇ ᵨᶇᵘᵾ  tᵰ ᵪᶇ ᵿᵺᵭ  SHIVRATAN   tTotal income  ᵿᵪᵗᵾᵴᵾ γ ᵾ ᵴᶇ ᵗᵪ γ ᵮ ᵰ ᵪᶇ SHIVRATAN  ᵷᵾᵴᶀ Total income 

ᶇt cell ᵗᶋ Select ᵗᵱᵾ p ᵲ cell ᵗ cornner ᵗᶋ ᵬᵗᶗ t ᵲ  drag ᵗᵱᵾ β ᶋ ᵺᵯᶀ  t ᵾ total income ᵿᵪᵗᵴ ᵗᵲ d ᴝ ᵱᵾ |  

@ You saw that I had only taken out the total income of SHIVRATAN, but when I selected the cell of 

the total income of SHIVRATAN and grabbed the corner of the cell and pulled it, the total income of all 

came out.  
 
 

 
 
 
 
=C4+D4  d ᵬ eᵺ ᵿᵪᵱᵰ t ᶇ γ ᵲᵱᶇ ᵯᶀ  ᵿᵞᵦᵪᶇ ᵜᵾᵻᶇ ɛᵦᵪᶇ cells ᵗᶋ add ᵗᵲ  ᵺᵗᵦᶇ ᵻ, ᵮᵺ d ᵬᵗᶋ = ᵨᶇᵪᶇ t ᶇ ᵮᵾ ρᵮᵾᵲᶀ-ᵮᵾᵲᶀ ᵺᶇ  cell 

ᵗᶋ select ᵗᵲᵪᵾ ᵱᵾ ɛ ᵺᵗ  cell name ᵗᶋ + ᶇt ᵺᵾ γr ᵾᵴᵦᶇ γ ᵾᵪᵾ ᵻᶈ  ᵖᵲ b ᵅ βᵰ Enter ᶇᵺ t ᵲ  ρ ᶇᵪᵾ |  

@ C4+ D4 you can also add as many cells as you want through this rule, just after giving = you have to 

select the cell in turn or insert its cell name with + and finally press Enter Tax it 
 

ᵺᶂ ɛᵨᵾᵻᵾᵲᵥ= Cell Name1 + Cell Name2 + Cell Name3 +...  
 
 
 

Excel ᵰ γ ᶋᶗ t ᵲᵪᶇ t ᵾ ρ ᶂᵺᵲᵾ β ᵲᶀᵗᵾ  



 

DIGITAL RK COMPUTER ACADEMY EXCEL  NOTES 

 

DIGITAL RK COMPUTER ACADEMY 

 
 
 

 
 
 
 
 
 
 
 

ᵱᶇ  ᵮ  βᵻᶀ ᵇᵺᵾ χβ ᵲᶀᵗᵾ ᵻᶈ   ᵗᵺᶀ ᵯᶀ  Cells ᵗᶋ γ ᶋᶗᵪᶇ t ᵾ, ᵉᵺ ᶇt ᵿᵴᵑ ᵻᵰ t ᶇᵷᵴ cells ᵗᶋ select ᵗᵲᵪᵾ ᵻᶋᵦᵾ ᵻᶈ  ᵋᵺ ᶇt ᵮᵾ ρ  t

ᵮᶋᵣ  ᵰ Alt + = ᵨᵮᵾᵪᵾ ᵻᶋᵦᵾ ᵻᶈ   |  

@ This is a very easy way to add any cells, for this we have to select only the cells, after that, pressing 

Alt + = in the keyboard.  
 

Excel ŏƎ Ľźš ĶőŉŶ Ķū Ņůśőū ŅőůĶū 
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ᵇᵮ ᵻᵰ  ᵴᶋ ᴝŋ ᵺᶇᵴ  tᶇ b ᵨᵲ ɯ ᵡᵾᵷ t ᵾ ᵱᶋᵙ t ᵲ ᵙᶇ 
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Step (1): ᵺᵮᵺᶇ ᵬᵻᵴᶇ ᵻᵰ ᵱᶇ ᵺᵰᵟᵪᵾ ᵻᶈ    t ᵗᵺᵺᶇ , ᵗᵺᵰ ɯ ᵡᵾᵪᵾ ᵻᶈ   b ᵧᵾ ᵦ ᵗᵺ cell ᵺᶇ  ᵗᵺ cell ᵰ ɯ ᵡᵾᵪᵾ ᵻᶈ   

(First of all, we have to understand what to subtract from, which means which cell to subtract from.)  

 

Step (2): ᵞᵮ ᵻᵰ ᵱᶇ  ᵬᵦᵾ ᴥ ᵴ γ ᵾ ŋ  tɛ ᵺ cell ᵺᶇ  e ᵺ cell  ᵰ ɯ ᵡᵾᵪᵾ ᵻᶈ   β ᶋ ᵻᵰ e  χcells  tName ᵗᶋ χ ᶋ χt ᵲ  ᵴᶇᵪᵾ 

ᵻᶈ   β ᵾ tᵻᵰ  ᵴᶋ ᴝɛᵺᶇ  Formula ᵰ ᵱᶋᵙ t ᵲ  ᵺ  t| 

@ When we know that we have to subtract from this cell into this cell, then we have to note the name of 

these cells so that we can use it in the Formula.  

 

 
ᵈᵬ ɛᵬᵲ t ᶇ r ᶇᵡᵾ ᵰ ρ ᶇ uᵺᵗᵦᶇ ᵻ ᵗ et ᵴᶋ ᴝt ᵾ total income ᵇᵴ-ᴝᵇᵴ ᴝᵻᶈ   p ᵲ ɛ ᵪ  tcost ᵯᶀ  b ᵴ-ᴝᵇᵴ ᴝᵻᶈ   β ᶋ oᵺᶇ  

ᵰ ɛ ᵪ ᶇt ᵬᵾᵺ н ᶇᵹᵭᵴ ᵗᵦᵪᶇ ᵬᵱᶇ  ᵮᵜᵦᶇ ᵻ ᵷᶋ ᵻᵰ ᵾ βt ᵲᵪᵾ ᵻᶈ  ᵇᵧᵾ ᵦ ᵱᵻᵾᵄ ᵬᵲ ɯ ᵡᵾᵷ ᵗᵾ ᵱᶋᵙ ᵻᶋᵪᶇ ᵷᵾᵴᵾ ᵻᶈ   | ᵱᵻᵾᵄ ᵬᵲ cost ᵗᵾᵰ 

ᵦᵴᵮ ᵷᶋ d ᵬᵪᶇ total income ᵰ ᵺᶇ  ᵗᵦᵪᶇ ᵬᵱᶇ  u ᵜᵾ  ᵗᵲ  ρ ᶇᵦᶇ ᵻ b ᵧᵾ ᵦ ᵻᵰ e ᵪᵗ  actual income ᵮᵦᵾᵪᵾ ᵻᶈ   |  

 

@ You can see in the above data that the total income of many people is different and their cost is also 

different, so in this case we have to find out how many rupees they have remaining, that is, the subtraction 

is going to be used here. | Here the cost means how many rupees they spend out of their total income, that 

is, we have to tell their actual income. 
 
ᵻᵰ total income ᵰ ᵺᶇ  e ᵪᵗ  cost ᵗᶋ ɯ ᵡᵾᵪᵾ ᵻᶋᵙᵾ β ᵮ γ ᵾtᵲ  ᵱᶇ  ᵬᵦᵾ ᴥ ᵴᶇᵙᵾ  te ᵪ ᶇt ᵬᵾᵺ ᵗᵦᵪᶇ  ᵬᵱᶇ  н ᶇᵹ  ᵮᵜᶇ ᵻ |  

@ We have to reduce their cost from their total income, and then it will be known that how many rupees 

are left with them. 
 


