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MS-Excel (2003)
;g Microsoft Corporation Limited dk ,d Powerful Application 

Software gSA ftlds varxZr lHkh çdkj ds Sheet Work, Calculation, Chart, 

Pivot Table vkfn vlkuh ls vkSj tYnh cuk;s tk ldrs gSA 
MS-Excel dk iqjkuk version Lotus FkkA tks Microsoft DOS esa pyrk Fkk A

Initial Screen of M.S. Excel 
MS. Excel dh çkjfEHkd LØhu ij fuEu Element fn[kk;h nsrs gS &

1 – Application Window
2 – Document Window

1 – Application Window – bl Window esa nks Window gksrh gSA ftlesa ls ckgj 
okyh Window dks Application Window dgrs gSA blesa fuEu Element  gksrs gS %&

! Control Menu Icon
! Maximize Button
! Minimize Button
! Restore Button
! Close Button
! Menu Bar
! Tool Bar
! Status Bar
! Scroll Bar
! Title Bar

2 – Document  window – vUnj okyh Window dks Document Window 

dgrs gSA bles fuEu Element gksrs gSa %&
! Control Menu Icon (Alt + -  )
! Title Bar
! Maximize Button
! Minimize Button
! Restore Button
! Close Button
! Sheet Tab
! Sheet Tab Scroll Bar
! Row Heading
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! 
! Selection Area

Some Important Terms
Spread Sheet – Excel esa mifLFkr og Area, ftl ij fdlh Hkh çdkj ds Data dks 
tSls & Number, Date, Time, Text, Picture vkfn dks Place fd;k tkrk gSA bl 
Work Sheet / Spread Sheet / Sheet dgk tkrk gSA ,d Sheet ij 256 Column vkSj 
65536 Rows gksrh gSA dqy feykdj 1, 67, 77, 216 Cell gksrs gSA 

Active cell – tgkW ,d Row rFkk ,d Column ,d nwljs dks çfrPNsn djrs gSa A bl 
çfrPNsfnr {ks= dks Cell dgrs gSA ftl Cell ij Heavy Border  gksrk gS] Active Cell 

dgykrh gSA ,d Cell esa Maximum 225 Character With Space fy[ks tk ldrs gSA 

Work Book - ,d ;k ,d ls vf/kd Sheet ds lewg dks Work Book dgrs gSA 
bldk Extension Name – .xls gksrk gSA 

Work Space – nks ;k nks ls vf/kd Work Book ds lewg dks Work Space  dgrs gSA 
budk Extension Name – .xlw gksrk gsA 

Menu bar of M.S Excel
MS-Excel esa fuEu Menu vkrs gSA

! File Menu
! Edit Menu
! View Menu
! Insert Menu
! Format Menu
! Tools Menu
! Data Menu
! Window Menu
! Help Menu

File Menu
New - New Work Book cuk;h tkrh gSA

Open - igys ls cuh gq;h Work Book rFkk Work Space dks Open fd;k tkrk gSA

Column Heading
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Close- Active Work Book dks can fd;k tkrk gSA 
Shortcut Keys :-  Ctrl+W

Save- Active Work Book dks Save fd;k tkrk gSA

Save as- Active Work Book dks New Name ls Save fd;k tkrk gSA

Save as web page-  H.T.M.L (Hyper Text MarkUp Language) Format es 
Save fd;k tkrk gSA

Save As Work Space- lHkh Opened Work Books dks ,d uke ls Save fd;k 
tkrk gSA

File Search - fdlh ,Dlsy dh Qkby dks uke ls [kkst ldrs gSA 

Web Page Preview – blds varxZr gekjh Work Sheet dks Web Browser ij 
ns[kk tkrk gSA blls irk py ldrk gS fd Web Page ij gekjh Sheet dk Content 

fdl rjg ls fn[kk;h nsxk A

Page Setup – blds varxZr Page Margin, Layout, Orientation, Header 

Footer, Repeat gksus okys Row, Column, Print Area rFkk Black & White/ 

Colour Mode vkfn dbZ çdkj dh Setting dks Set vkSj Change fd;k tkrk gSA

Print Area – Selected Area dks Print djus ds fy;s Set fd;k tkrk gS vFkok Set 

fd;s x;s Area dks gVk;k tkrk gSA 

Print Preview – Sheet dks Print djus ls igys dk View ns[kk tkrk gS fd 
WorkSheet Print gksus ds ckn Page ij fdl rjg ls fn[kkbZ nsxhA 

Print – blds vraxZr Active Work Sheet ds] Work Book ds Selected Area dks 
Print fd;k tkrk gSA 

Send To – blds }kjk Active File dks fdlh E-mail Address ij] My 
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Document esa] PowerPoint esa] Desktop vkfn ij Hkstk tk ldrk gSA 

Properties – Active Work Book dks Contents ds vk/kkj ij Information 

Provide dh tk ldrh gSA tSls& Company dk uke] Author, eSustj] Comment, 

File Type vkfn A

Exit – Excel ls ckgj vk tkrs gSA 

Edit Menu

Undo – fd;s x;s lkjs dk;ksZ dks ,d&,d djds Reverse djrs gSA 
Shortcut Keys :- 

Redo – Undo fd;s x;s dk;ksZ dks okfil yk;k tkrk gSA 
Shortcut Keys :- Ctrl+Y

Repeat – fd;s x;s dk;ksZ dks fQj ls fd;k tkrk gSA 

Cut – Selected Range of Cells dks Cut djus ij pkjks rjQ Dotted Round Line 

vkrh gSA ftls nwljh txg ij tkdj Paste djus ij vFkok Enter djus ij iqjkuh 
txg ls u;h txg ij Move fd;k tkrk gSA 

Copy – Selected Range of Cells dks Copy djus ij Dotted Round Border gks 
tkrk gS] ftls fdlh vU; txg ij Duplicate ds #i esa çkIr fd;k tkrk gSA 

Office ClipBoard – Cut vFkok dkWih fd;s x, MkVk dks LVksj djrk gS vkSj 
svko';drkuqlkj okil isLV fd;k tk ldrk  gS ¼vf/kdre 24 MkVk vkbVe ½A

Paste – Cut ;k Copy djus ds ckn Paste ds }kjk vU; txg ij Data dks çkIr 
fd;k tkrk gSA 

Paste Special – blds varxZr Copied, Cell dh Formatting dks] Contains dks] 
Content With Formatting, Content Without Border, Content With 
Validation dks vkfn dks Paste fd;k tkrk gSA Cut vFkok Copied Cell dks]  

Ctrl+Z
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Selected Range esa Add, Subtract, Multiply,  Divide fd;k tkrk gSA Transpose 

and Paste Link vkfn dh rjg Paste fd;k tkrk gSA 

Paste As Hyperlink – blds vUrxZr ,d odZcqd ls dkWih dj nwljh odZcqd 
dh fdlh 'khV ij fyad dh rjg isLV fd;k tkrk gS rkfd Source Qkby rd igq¡p 
ldsaA

Fill – Active Cell esa Up, Down, Left, Right ds Content dks çkIr fd;k tkrk gSA 
blds lkFk&lkFk dqN Linear, Growth, Date, Fill – Series cuk;h tk ldrh gSA 
Contents dks Justified fd;k tkrk gSA 

Clear – Selected Range ds Contents dh Formatting vFkok Comments dks 
gVk;k tk ldrk gSA 

Delete- Cell, Row Or Coulmn dks feVk;k tk ldrk gSA 

Delete Sheet – Active Sheet dks feVk;k tk ldrk gSA 

Move Or Copy Sheet – Active Sheet dks mlh Work Book es vFkok vU; Work 

es Copy vkSj Move fd;k tkrk gSA 

Find – Active Work Sheet esa Text, Number Format dks Search fd;k tkrk gSA 

Replace – Active Work Sheet esa Text, Number Format dks Search dj fdlh 
nwljs Text, Number Format dks igys ds LFkku ij izkIr fd;k tkrk gSA 

GoTo – Active Work Sheet/WorkBook esa cuk;s x;s uke rFkk Cell Address ij 
igq¡pk tkrk gSA 

Link – Paste Special ds }kjk Link dh rjg Paste djus ij ;g Option 

Highlight gks tkrk gSA blls Link ds Content dks Update fd;k tkrk gSA rFkk Link 

dks Break vkSj Change fd;k tkrk gSA 
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Object – Insert fd;s x;s Object dks vksiu vkSj ,fMV dj ldrs gSA

View Menu

Normal View – blds varxZr Sheet ds Contents dks Simply Rows And 

Column es Display djrk gSA blds varxZr Page Breaks fn[kk;h ugh nsrs A 

Page Break View – blds varxZr Sheet dks Page Breaks ds #i es ns[kk tkrk gSA 
ftldks irk py ldrk gSA fd fdl Page ij fdruk Content vk;sxkA

Task Pane – Excel es mifLFkr Tast Pane  dks Show ;k Hide fd;k tkrk gSA 

Tool Bar – Excel es mifLFkr fdlh Hkh Tool Bar dks Show ;k Hide fd;k tkrk gSA 

Formula Bar – bldks Show ;k Hide fd;k tkrk gSA 

Status Bar – bldks Show ;k Hide fd;k tkrk gSA 

Header And Footer – çR;sd Page ij Header Or Footer Set Or Change  

fd;k tkrk gSA
Note – File Menu ds Page Setup ls Header Footer Set fd;k tkrk gSA 

Comments – Show ;k Hide fd;k tkrk gSA 

Custom View – fofHkUu Header, Footer Apply dj Save vkSj Show fd;s tk 
ldrs gSA

Full Screen – Sheet ds Content dks Screen ij Maximum #i es ns[kk tkrk gSA 
ftlds fy;s Tool Bar, Formula Bar, Status Bar vkfn dks Hide dj fn;k tkrk gSA 

Zoom – 10% ls 400% rd Sheet ds Content dks  ns[kk tk ldrk gSA 

Insert menu
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Cell – Single vFkok Selected Range Of Cells dks Insert fd;k tkrk gSA blds 
lkFk&lkFk Rows vkSj Column dks Hkh Insert fd;k tkrk gSA 

Rows – Single vFkok Selected Range Of Rows dks Insert fd;k tkrk gSA 

Column – Single vFkok Selected Columns Insert fd;s tkrs gSA 

Work Sheet - ,d Complete Work Sheet Insert dh tkrh gSA 

Chart – Selected Range Of Data ij vk/kkfjr fofHkUu çdkj ds Chart cuk;s 
tkrs gSA Ex.- Column Chart, Bar Chart, Pie Chart, Line Chart Etc.

Symbol – Keyboard ij vuqifLFkr fofHkUu Character or Symbols dks Active 

Cell easa  Curser  dh  Current Position ij Insert fd;k tk ldrk gSA 

Insert Page Break – Active Cell ls Page dks Break dj fn;k tkrk gSA

Function –  See After Help Menu.

Name –  Selected Range of Cells dks  ,d  uke fn;k tkrk gS ]Top Row rFkk 
Left Column dks uke ds :i esa Store fd;k tkrk gS ftu ij Go To ds }kjk dHkh Hkh 
fdlh Hkh 'khV ls igq¡pk tk ldrk gSA lHkh cuk;s x;s ukeksa dks ,d lkFk isLV fd;k tk 
ldrk gSA 

Comment – Active Cell ds fy;s ,d Description Type fd;k tk ldrk gSA   

Picture – blds varxZr Clipart, Wordart, Auto Shapes, Organization Chart, 

Picture From File etc. Insert fd;s tkrs gSA 

Diagram – blds }kjk fofHkUu Diagram, Organization Chart, Cycle 

Diagram, Radial Diagram, Pyramid Diagram, Venn Diagram, Target 
Diagram cuk;s tk ldrs gSA 



mn;u
Graphics ByGraphics By

mn;umn;u
Graphics ByGraphics By

08

Object - fofHkUu Application Software ds Object dks Insert fd;k tkrk gSA 

Hyperlink – blds varxZr Selected Content ls fdlh vU; File dks Link fd;k 
tkrk gSA

Format Menu

Cells – Selected Cell ds Data Type Alignment Layout Font, Font Style, Font 

Colour, Cell Border, Cell Pattern etc. dks Set vkSj Change fd;k tkrk gSA blds 
vykok Merge Cells, Shrink To Fit, Text Wrap etc dk Use Hkh fd;k tkrk gSA 

Row – Rows dh Height dks Auto Fit vFkok Set fd;k tkrk gS vkSj Show vkSj 
Hide Hkh fd;k tkrk gSA 

Column – Column dh Standard Width dks Set djrs gSA Column dks Show ;k 
Hide dj ldrs gSA 

Sheet – Sheet dks Rename fd;k tkrk gSA Show ;k Hide fd;k tkrk gSA 
BackGround Delete ;k Apply fd;k tkrk gSA 

Auto Format – igys ls cuh gq;h Formating Style Selected Range Of Cell ij 
Apply dh tkrh gSA 

Conditional Formating – Selected Range es mifLFkr Data Values dks 
fofHkUu Condition ds vk/kkj ij Formating fd;k tkrk gSA 

Style – Range Of Cells ij fofHkUu Styles Apply dh tkrh gS] ftlds varxZr 
Currency, Commg, Percentage, Data etc. Style fodflr dh tkrh gSA

Tool Menu
Spelling And Grammer – blds varxZr Sheet ij mifLFkr Spelling Or 

Grammatical Mistakes dks Search fd;k tkrk gSA vkSj lgh Correction ds fy;s 
Suggection fn;s tkrs gSA 
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Research – fdlh Perticular Word ds fy;s Antonyms, Synonyms ns[ks tk 
ldrs gS vkSj fdlh vU; Language es Translate fd;s tkrs gSA

Share Work Book – Active Work Book dks LAN ij mifLFkr Users ds }kjk 
Share djus ds fy;s Allow fd;k tkrk gS ;k Disallow fd;k tkrk gSA

Track Changes – fdlh Active Word Book dks Save djus ds ckn Track 

Changes Apply fd;s tkrs gS rFkk Track Change gks tkus ds i'pkr fd;s x;s lHkh 
Changes dks Accept or Reject fd;k tkrk gSA  

Merge Work Book – Share dh gq;h Work Book dks Merge dj Data ,d File 

es ,d lkFk çkIr fd;k tkrk gSA 

Protection – blds varxZr Work Sheet, Work Book, Share Work Book dks 
Password ds }kjk Protect or Unprotect fd;k tkrk gSA 

Goal seek – Selected Formula dks fdlh Particular Value ds fy;s fdlh Used 

Value dks Change dj Set fd;k tkrk gSA 

Scenaorios – fdlh Formula esa Used Values dks Change djrs gq;s dbZ ckj 
Calculate fd;k tkrk gS vkSj Change Values ds vk/kkj ij Result dks Formula ds 
#i esa ns[kk tkrk gSA bu Result ds vk/kkj ij fdlh ,d Better Combination dks 
Choose dj ldrs gSA 

Formula Auditing – blds varxZr Selected Formula esa Used Values dh 
rjQ] Used Formula dh rjQ] Error Creation  Cells dh rjQ Arrows Display 

gksrs gSA bu Arrows dks gVk;k tkrk gSA 

Macro – Macro ds varxZr dbZ lkjh Commands dks t#jr iM+us ij dbZ ckj 
Apply fd;k tkrk gSA 

Auto Correct – blds varxZr fofHkUu Spelling Mistakes dks Automaticaly 
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lgh djus ds fy;s Allow fd;k tkrk gS rFkk User Defined Spelling Correction 

Add fd;s tk ldrs gSA 

Customize – blds varxZr u;s Toolbar, Menu Create/Edit/Rename fd;s tkrs 
gSA blds lkFk&lkFk Toolbar ds Icons dks cM+k NksVk fd;k tkrk gSA Shortcut Key 

Show Or Hide dh tkrh gSA Menu ds Animation dks Set fd;k tkrk gSA 

Option – MS Excel ls lacaf/kr lkjh lsfVaXl dks Set Or Change fd;k tkrk gSA 

Data Menu
Sort – Selected Range ds Records dks fdlh Particular Column ds vk/kkj ij 
c<+rs ;k ?kVrs Øe esa Arrange fd;k tkrk gSA 

Filter – Selected Records dks fdlh Particular Column ds vk/kkj ij Values ;k 
Condition ls Filter fd;k tkrk gSA 

Form (As a dialog box) – Selected Records dks Forms ds #i es ns[kk tk 
ldrk gSA bu Records dks Add, Remove or Edit fd;k tkrk gSA 

Subtotal – Selected Range es mifLFkr Similar Records dks fdlh Particular 

Column ds vk/kkj ij Add. Average, Max, Min Value vkfn dks ns[kk tk ldrk 
gSA 

Consolitate – fofHkUu Ranges dh Values dks ysrs gq;s mUgsa Add fd;k tkrk gSA 
Max, Min Or Average Value fudkyh tkrh gSA 

Validation – Selected Blank Range dks fdlh Particular Values ds fy;s 
Validate fd;k tkrk gS fd muesa fdl çdkj dh Value fy[kh tk;sA Input Data 

Define dj ldrs gS vkSj Values rFkk Errors ds fy;s Message Set fd;k tkrk gSA 

Convert To Column/Text To Column – Single Cell es fy[ks gq;s Contents 

dks Multi Cell esa Convert fd;k tkrk gSA 
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Group – Selected Range ds Column rFkk Rows dks Group ;k Ungroup fd;k 
tkrk gSA Show/Hide fd;k tkrk gSA 

Pivot Table – Large amount of Data dks ,d Easy Table es cnyk tkrk gSA rkfd 
mlds Data dks vklkuh ls ns[kk o le>k tk ldsA

Window Menu

New Window – Same Contents ds lkFk u;h Window çkIr dh tkrh gS rkfd 
Current Or New Window dks ,d lkFk vyx&vyx ist ;k yksds'ku dks ns[kdj 
Data dks Compare fd;k tk lds A

Hide Window – Active Work Sheet dks Show ;k Hide fd;k tkrk gSA 

Spilit Window – Active Window dks pkj Hkkxks es ck¡Vk tk ldrk gS a rkfd Sheet 

ds fofHkUu Parts dks ,d lkFk ns[kk tk ldsA 

Freeze  Pane – Window ds ckWVs x;s Hkkxks dks Static cuk;k tkrk gSA 

Remove Spilit – ckWVs x;s Hkkxks dks gVk;k tkrk gSA

Help 
Help – Excel esa mifLFkr fdlh Hkh Topic ij Help çkIr dh tkrh gSA 

Function
MS Excel es nks rjg ds Function gksrs gSa 

! User defined
! Pre-defined

User Defined – tks Formula, User ds }kjk cuk;s vkSj user fd;s tkrs gS] User 

Define Function dgykrs gSA 

Pre defined function - ;s Function Excel es igys ls Define gksrs gSa vkSj ;s vkB 
çdkj ds gksrs gSA 
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!
! Statistics Function
! Date And Time Function
! Logical Function
! LookUp Function Function
! Finacial Function

Math and Trigonometric Function

ABS() – fn;s gq;s Number dh Absolute Value Display djrk gSA
Syntax = Abs(Number)
Example = Abs(-9)

=  9

Ceiling() – fn;s x;s Number rFkk Divisor ds vk/kkj ij Divisor ds xq.kt dks 
Display djrk gSA tks Number ls cjkcj vFkok cM+k gksrk gSA 

Syntax = Ceiling (Number, Divisor)
Example = Ceiling (54,4)
Value = 56

Floor – fn;s x;s Number vFkok Divisor ds vk/kkj ij Number dk xq.kt 
Display djrk gS] tks Number ds cjkcj vFkok Just NksVk gksrk gSA

Syntax = Floor (Number Divisor)
Example = Floor(54,4)
Value = 52

Sin – fn;s x;s Angle ds vk/kkj ij Sine Value Display djrk gSA
Syntax = Sin(Angle)
Example = Sin(PI( )/2 )
Value = 1

Cos – fn;s x;s Angle ds vk/kkj ij Cosine Value fudkyrs gSA 
Syntax = Cos(Angle)
Example = Cos(0) 
Value = 1

Math and Trigonometric Function
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Tan – fn;s x;s Angle ds vk/kkj ij Tangent Value fudkyrs gSA
Syntax = Tan(Angle)
Example = Tan(PI( ))/4)
Value = 1

Log – fn;s x;s Number ds vk/kkj ij ml Number dh Log Value Display djrk 
gSA bldks Base Hkh fn;k tkrk gSA 

Syntax = Log(Number, Base)
Example = Log(25,5) 
Value = 2

Log10 – fn;s x;s number dks vase 10 ds vk/kk ij Log Value Display djrk gSA 
Syntax = Log10(Number)
Example = Log10(1000) 
Value = 3

Fact – fn;s x;s Number rd dh lHkh la[;k;ksa dk xq.kuQy Display djrk gSA 
Syntax = Fact(Number)
Example = Fact (5)
Value = 120

Power – fn;s x;s Number rFkk ?kkr ds vk/kkj ij Calculation Show djrk gSA 
Syntax = Power(Number, Power)
Example = Power (3,4)
Value = 81

Product – fn;s x;s Argument dk Multiplication Display djrk gSA 
Syntax = Product(Num1, Num2………)
Example = Product(3,4,6,4) 
Value = 288

Odd – fn;s x;s Number ls cM+k vFkok cjkcj fo"ke Number Display djrk gSA 
Syntax = Odd(Number)
Example = Odd(5.794) 
Value = 5



mn;u
Graphics ByGraphics By

mn;umn;u
Graphics ByGraphics By

14

Even – fn;s x;s Number ds cjkcj vFkok le Number Display djrk gSA 
Syntax = Even (Number)
Example = Even(4.687) 
Value = 6

Mod – fn;s x;s Number rFkk Diviser ls vkus okys 'ks”kQy dks Display djrk gSA 
Syntax = Mod(Num, Divisor)
Example = Mod(54,4)
Value = 2

Pi – PI Value Display djrk gSA 
Syntax = PI( )
Example = PI( ) 
Value = 3.141592654 

Round – fn;s x;s Number rFkk Limits ds vk/kkj ij Number dks Round djrk 
gSA 

Syntax = Round (Num, Digit)
Example = Round(5020.764, 0) 
Value = 5021

Sqrt – fn;s x;s Number dk oxZewy fudyrk gSA 
Syntax = Sqrt(Num)
Example = Sqrt(81)
Value = 9

Statistics 

Average – fn;s x;s Argument dk Average Display djrk gSA 
Syntax = Average (Range)
Example = Average (4,7,9,5)
Value  = 6.25 

Max – fn;s x;h Range esa mifLFkr lcls cM+s Number dks Display djrk gSA 
Syntax = Max(Range) 

Function
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Example = Max (4,7,9,5)
Value  = 9

Min – fn;s x;h Range es mifLFkr lcls NksVs uEcj dks Display djrk gSA 
Syntax = Min(Range) 
Example = Min(A :B ) 1 2

Value = 3
Where A1 = 3 A2 = 4 B1 = 5 B2 = 6  

Count – fn;s x;h Range esa mifLFkr Numerical Values dh Counting Display 

djrk gSA 
Syntax = Count (Range)
Example = Count (A1:B2)
Value = 4

Where A =3 B =5 A =4 B =6   = 41 1 2 2

CountIf – nh x;h Condition ds vk/kkj ij Range esa mifLFkr Numerical Values 

dh Counting Display djrk gSA 
Syntax – CountIf (Range, Condition)
Example – CountIf (A1:B2, “>=5”)
Value = 2

Where A =3 B =5 A =4 B =6   = 41 1 2 2

Sumif – fn;s x;s Argument dk Adition ¼;ksx½ Display djrk gSA
Syntax = SumIf (Range,condition)
Example = SumIf (A :B :,”<=5”)1 2

Value = 12
Where A =3 B =5 A =4 B =6   = 41 1 2 2

Date and time
Date- fn;s x;s fnu eghus vkSj lky ds vk/kkj ij Date Display dh tkrh gSA 

Syntax = Date (Year, Month, Date)
Example = Date (2017,06,13)
Value = 06/13/2017
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Day – nh x;h rkjh[k ds vk/kkj ij fnu Display djrk gSA tks 1 ls 31 rd gks ldrk 
gSA

Syntax = Day (Date)
Example = Day(D5)
Value = 13

Where D5 =06/13/2017

Month - nh x;h Date ds vk/kkj ij Year Display djrk gSA 
Syntax = Year (Date)
Example = Year(D5)
D5 = 2017

Where D5 =06/13/2017

Now - Current Date Or Time Display djrk gSA 
Syntax = Now ( )
Example = Now ( )
Value = Current Date & Time of System 

Today - Current Date Display djrk gSA
Syntax = Today ( )
Example = Today ( )
Value = Current Date of System 

Weekday – nh x;h Date ds vk/kkj ij fnu dk Number crkrk gSA 
Syntax = Weekday (Date)
Example = Weekday (D5)
Value = 1

Where D5 =06/13/2017

Days360 – nh x;h nks Dates ds vk/kkj ij lky dks 360 fnu dk ekurs gq;s chp ds 
fnuks dh la[;k fn[kkrk gSA 

Syntax = Days360 (Date1,Date2)
Example = Days360 (D4,D5)
Value = 361

Where D4 =06/13/2016 D5 = 06/13/2017



mn;u
Graphics ByGraphics By

mn;umn;u
Graphics ByGraphics By

Text Function
Char – fn;s x;s Number ds vk/kkj ij Character Display djrk gSA 

Syntax = Char (Number)
Example = Char(65)
Value = A

Concatenate – nh x;h nks ;k nks ls vf/kd Text String dks tksM+dj ,d cuk;k 
tkrk gSA 

Syntax = Concatenate (String 1, String 2 ……..)
Example = Concatenate (B1, B2)
Value = Ram Kishor

Where B1 = Ram, B2 = Kishor

Left – nh x;h Text String es ls Left ds Number Of Character Display djrk gSA 
Syntax = Left (String, Number Of Char)
Example = Left (E5, 5)
Value = RamKi

Where E5 = RamKishor

Right – nh x;h Text String es ls Right ds Number Of Character Display 

djrk gSA 
Syntax = Right (String, Number Of Char)
Example = Right (E5,5)
Value = ishor

Where E5 = RamKishor

Mid = nh x;h Text String esa Mid esa ,d fuf'pr txg ls Number Of Characeter 

Display djrs gSA 
Syntax =Mid(String, Num Of Character, Starting Position)
Example = Mid (E5, 2, 3)
Value = amk

Upper – nh x;h Text dks Capital Letter esa cnyk tkrk gsa 
Syntax = Upper(String)

17
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Example = Upper(E5)
Value = RAM KISHOR

Where E5 = Ram Kishor

Lower – nh x;h Test String dks Small Letter esa cnyk tkrk gSA
Syntax = Lower (String)
Example = Lower (E5)
Value = ram kishor

Where E5 = Ram Kishor

Proper – nh x;h Test String esa igys Letter dks cM+k ckdh Letter dks NksVk fd;k 
tkrk gSA

Syntax = Proper (String)
Example = Proper (E5)
Value = Ram Kishor

find – blds varxZr fdlh Particular Cell esa fdlh v{kj vFkok Word dks Search 

fd;k tkrk gSA
Syntax = Find (“Search text”, With In Text, Position)
Example = Find (“a”,B9,1)
Value = 2

Where B9= Ram Kishor 

Replace – fdlh Cell es mifLFkr iqjkus Text ds LFkku ij u;s Text dks Replace 

fd;k tkrk gSA
Syntax = Replace (“Old text”, Start Pos, Number Of Char , “New Text”)

Example = Replace (B9,4,0,  “prasad” )

Trim – nh xbZ Character String esa mifLFkr vuko';d Space gVk fn;k tkrk gSA
Syntax = B =(Ram.....kumar)10

Example = Trim(B9)
Value = Ram Kishor

Where B9= Ram       Kishor 

Logical Function 

And – fn;s x;s lkjs Argument ;fn True gS] rc Value True vkrh gS Otherwise 
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False vkrh gSA
Syntax = And (Condition1, Condition2,------)
Example = And (B4>=60,B5>=60)
Value = False 

Where B4 = 65, B5=45

OR - ;fn fn;s x;s lkjs Argument False gS rc Value False vkrh gS Otherwise 

True vkrh gSA
Syntax = Or (Condition1, Condition2,------)
Example = Or (B4>=60,B5>=60)
Value = True

Where B4 = 65, B5=45

Not - ;fn fn;k x;k Argument True gS rks False vk;sxk vkSj False gS rks True 

vk;sxkA
Syntax = Not (Condition)
Example = Not (B4>=60)
Value = False

Where B4 = 65

True – True Value Display djrk gSA
Syntax = True( )
Example = True( )
Value = True

False – True Value Display djrk gSA 
Syntax = False ( )
Example = False ( )
Value = False

IF – nh xbZ Condition ds vk/kkj ij True vFkok False Value Display djrk gSA
Syntax = IF (Condition, True Value, False Value)
Example = IF(B4>=60 “Pass”,”Fail”)
Value = Pass

Where B4 = 65
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Lookup Function

VLookup – Left Most Column esa mifLFkr fdlh Particular Value  ds fy, 
fdlh Particular Column esa laxr Column esa Value Search dh tkrh gS A

Syntax = VLookup(Search Value, Range, Column No., 0/1)

HLookup – Range ds Top Most Row esa mifLFkr fdlh Particular Value ds 
fy, laxr Column esa Value Search dh tkrh gSA

Syntax = HLookup(Search Value, Range, Row. No.,  0/1)

Financial 
FV (Future Value) – fn;s x;s Amount, Rate And Term ds vk/kkj ij Future 

Value Display djrk gSA
Syntax = FV (Rate, Term, -Amount)
Example = Fv (F9,F10,-F8)
Value = 3804.75

Where Amount = 300 Rs. F8
Rate = 12 % anum   F9
Term = 12 Month    F10

PV(Present Value) – fn;s x;s Term, Amount, Rate ds vk/kkj ij tek dh tkus 
okyh jkf'k dh Present Value Display djrk gSA 

Syntax = PV (Rate, Term, -Amount)
Example = PV (F9,F10,-F8)
Value = 3376.52

Where Amount = 300 Rs. F8
Rate = 12 % anum   F9
Term = 12 Month    F10

 
PMT – fn;s x;s Loan Amount ds fy;s Rate vkSj Term ds vk/kkj ij Equeal 

Payment fudkyh tkrh gSA
Syntax = PMT (Rate,Term,-Loan Amount)

= PMT (F9/12,F10,-F7)
= 888.49

Where Loan Amount = 10000 F9
Rate = 12 % Anum   F9
Term = 12 Month    F10
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Formula 

1) Result -
=If (And(B2>=33,C2>=33,D2>=33,E2>=33,F2>=33),”Pass”,”Fail”)

2) Total -
= Sum (B2:G2)

3) Percentage -
= G2/6

4) Division -
=IF (I2>=60,”First”,If(I2>=45,”Second”,If(I2>=33,”Third”,”Fail”)))

 A B C D E F G H I J 

2 Raj 43 65 75 78 54 32 347   
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