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MS$-Excel (2003)

J& Microsoft Corporation Limited @&1 S Powerful Application
Software I foTeres iasfa 19T gebre @b Sheet Work, Calculation, Chart,

Pivot Table 3IT(& 31R11=11 3 3112 Giade! ST Gl Adhd &l
MS-Excel @ergRt=tversion Lotus el Git Microsoft DOS & T@ar e

Initial Screen of M.S. €xcel
MS. Excel @5t arfdgtar 2t ue foid=T Element fee=nza s -

1 —Application Window
2—Document Window

1= Application Window = 521 Window &t Window EIcil 21 {GTofd & atsR
arett Window @&t Application Window @B&d &1 5273t folgat Element &El0 & : -

Control Menu Icon
Maximize Button
Minimize Button
Restore Button
Close Button
MenuBar
ToolBar

Status Bar

Scroll Bar

Title Bar
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2=Document window = 3532 el Window @t Document Window
soed 21 SAUH gt Element 10 & : -

ControlMenu Icon (Alt+- )
Title Bar

Maximize Button

Minimize Button

Restore Button

Close Button

Sheet Tab

Sheet Tab Scroll Bar

Row Heading
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# Column Heading
# Selection Area

Some Important Terms
Spread Sheet — Excel # SUteerd ag Area, [Gor g 62N 9T Uebt 26 Data a6t
G - Number, Date, Time, Text, Picture 3mf@ @6t Place o=t aiar 21 31
Work Sheet/ Spread Sheet/ Sheet Z6&T TaT &1 §36 Sheet TR 256 Column 3R

NN

65536 Rows Elcil &1 ga foenae? 1, 67, 77,216 Cell Eld &l

Active cell = Gt 326 Row d@ert §a6 Column §6 q&@ ! AlcTees@ /T & | TA
gfaesied g et Cell @ad &1 feer Cell aR Heayy Border Etdre, Active Cell
seardl &1 326 Cell 3 Maximum 225 Character With Space f@eet ot oraed &1

NN

Work Book - 32 1T Ga6 1 31era6 Sheet a6 91 bl Work Book @6&d &l
seeT Extension Name — .x1s Elaral

Work Space = @1 2 &l 3 31feiee Work Book @b 2191 a6t Work Space b&d &l
SateeT Extension Name — xlw ElAT 2

Menu bar of M.$ Excel

MS-Excel # @@ Menu 3ma 21

File Ménu
Edit Menu
View Menu
Insert Menu
Format Menu
Tools Menu
Data Menu
Window Menu
HelpMenu
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File Menu
New - New Work Book &= G &1

Open - gzt A &1 g2 Work Book @2t Work Space 26T Open [cB=IT aiiet &1
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Close- Active Work Book @l && faear airar g1
Shortcut Keys :- Ctrl+W

$Save- Active Work Book @6t Save faean aar 21
$ave as- Active Work Book @6 New Name 3t Save feeanamar sl

Save as web page- H.T.M.L (Hyper Text MarkUp Language) Format &
Save foBan GTAT &

Save As Work Space- 2757t Opened Work Books @bt &6 atat <f Save fager
AT 2l

File Search - {637 Gardiar a1 Bisa gl T OF BT 2k &l

Web Page Preview = 321cb 3idala £amel Work Sheet @6t Web Browser AR
QT AT &1 SRAA Tdl aa Adedl & 16 Web Page TR 9l Sheet @67 Content
(SR TARE U [ERTE @I |

Page Setup — 3 3igefd Page Margin, Layout, Orientation, Header
Footer, Repeat &lat ai@t Row, Column, Print Area @erm Black & White/
Colour Mode 3T @8 9em1R 26! Setting bt Set 312 Change foan amar 2

Print Area = Selected Area @I Print @62a1 b faTar Set feoart Gitan & 31emar Set
fcBr ST Area 2ol SR ST &1

Print Preview — Sheet @0l Print @623 3 Uga @6l View @@ GdT & fdb
WorkSheet Print &t @ &g Page T fobr aoz < feeens @

Print = 5276 3ia@sfd Active Work Sheet &, Work Book @& Selected Area @6t
Print fopamamarzl

Send To — 3R Z1 Active File @l @<l E-mail Address ao, My
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Document 3, PowerPoint 3, Desktop 3@ IR 16T &1 (b &l

Properties = Active Work Book @& Contents @ 3meme g? Information
Provide @&t Gt 1@t 21 Giof- Company 26T aTtd, Author, #aiare, Comment,
File Type 3tz |

NS

Exit — Excel A SE@2 30 3d 2

Edit Menu
Undo = {c&2rarer 10 BTt ot §ab - 306 cbdb Reverse &6 &l

Shortcut Keys :- Ctrl+Z

Redo = Undo &2 o131 aoreif aot anfuRiaren Giar &

Shortcut Keys :- Ctrl+Y

Repeat — {5631 5721 sbrei{ 2ot {UBR 9 fepart Gt 21

Cut — Selected Range of Cells a6 Cut @231 R Arl @@ Dotted Round Line
3T &1 1Y g Tl Gorg dR GiTepR Paste 694 TR Zrera Enter #6951 TR JRTEH
GeTE 91 el GTE 92 Movefepe sar el

Copy — Selected Range of Cells @& Copy @23t a? Dotted Round Border &
ST &, {5131 et 31eer aete aR Duplicate a6 20 3 OTed o6 G 2|

Office ClipBoard ~ Cut 3@ so(dl bl a1 STET bl PTIR Bl & SlIQ
" BMALABATATR ATAAURE [T BT AT 2 (T 24 STET NS )|

Paste — Cut 3T Copy 63T @ &T& Paste @ ZTT 3/ ST a° Data @ol ared
feB G 2|

Paste Special — 327 giasfa Copied, Cell @5t Formatting @6t, Contains 28T,

Content With Formatting, Content Without Border, Content With
Validation @er 3ife @6l Paste foeerm aar &1 Cut zreranr Copied Cell e,
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Selected Range # Add, Subtract, Multiply, Divide f&=rm et &1 Transpose
and Paste Link 31fe &6t @& Paste fce=m aa 2|

Paste As Hyperlink — 5/ 3ic0(d 3o6 acbgel < 2blUl 26Q Al AhdHD
2! foedit £hie g feee a6t avs Ue foeer aat & atfee Source BISH Ak U A
A

Fill = Active Cell 3 Up, Down, Left, Right @& Content SoI'aTcd fe=IT SITaT 21
SqEB AT el %o Linear, Growth, Date, Fill — Series SN G AeBet 2l
Contents @61 Justified feem amarT 21

Clear — Selected Range @ Contents @I Formatting 1@t Comments 6T
ECTIT O AT &l

Delete- Cell, Row Or Coulmn 2Bt = G rebar 2

Delete Sheet = Active Sheet @bl [FST=T G AebdT &

Move Or Copy Sheet = Active Sheet &bl 3T Work Book & 31e1ar 318 Work
#r Copy 3o Move e o 21

Find = Active WorkSheet 3 Text, Number Format a6t Search feeerm amar 21

Replace = Active Work Sheet # Text, Number Format @6t Search @62 fce3n
g2 Text, Number Format ool 9&ai o lTe 92 ITee (bl STl &

GoTo — Active Work Sheet/WorkBook # st ot At deit Cell Address TR
T AT &l

Link — Paste Special @ =l Link @I @& Paste @&9a a@ & Option
Highlight &t &t 21 5213t Link @ Content @T Update fe&=IT aitar &1 @i Link
a1 Break 312 Change foeam aman 21
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Object — Insert I o131 Object 2oT 3T S11R GfST TR AT |

View Menu

Normal View — 3@ @@ Sheet @& Contents @t Simply Rows And
Column # Display @6oar &1 52166 3iaefd Page Breaks G &t ad |

Page Break View — 521 3iaa(d Sheet @6t Page Breaks @0 H G2l ST &
fSTorep! aaT @iat ek &1 fok foeer Page TR febdsit Content 3ot

Task Pane = Excel & Safeerd Tast Pane @t Show 2T Hide faemaan 2l

Tool Bar = Excel & sateerd et 9T Tool Bar @6t Show aTtHide fop airar &1

Formula Bar — 5276t Show 2 Hide foe=nm amar 2l

Status Bar — 5216t Show 2t Hide fee=n aat 21

Header And Footer = Icaiab Page TR Header Or Footer Set Or Change
B aaT 21
Note — File Menu @ Page Setup 2T Header Footer Set feg=m aam 1

Comments = Show arHide feearamarsl

Custom View — fdi37sar Header, Footer Apply @% Save 3i1? Show &I Gt
QB &l

Full Screen = Sheet @ Content BT Screen T2 Maximum 9 # 28T GdT &1
fG1ore ferer Tool Bar, Formula Bar, Status Bar 3@ @6l Hide 86 @ aar 21

Zoom — 10% 1400% b Sheet a6 Content gl 2T &Il Akl &l

Insert menu
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Cell = Single zrerar Selected Range Of Cells @0t Insert o6 anar 21 3re
_rer-merRows 3R Column @6t 97 Insert foam amar &1

Rows — Single 3re@t Selected Range Of Rows @6t Insert fe=m Gam 1
Column = Single 3re@r Selected Columns Insert fo6er aTc 2

Work Sheet - 535 Complete Work Sheet Insert &t L&

Chart — Selected Range Of Data TR 3mentod feiéieat abre. @ Chart &=l
@t 21 Ex.- Column Chart, Bar Chart, Pie Chart, Line Chart Etc.

Symbol = Keyboard TR sigaferd {digtsst Character or Symbols 26T Active
Cell & Curser @I Current Position @? Insert foam it iepar a1

Insert Page Break — Active Cell < Page @0t Break @62 fe=namar &l

Function = Scc After Help Menu.

Name — Selected Range of Cells @&t S&% 311 fe=rm e &, Top Row @er
Left Column @81 31T &6 a0 3 Store BT ST & f5tet a2 Go To 26 FTT 9T 9T
BTt 9T LT S TE T Gt Mgl &| AT ST 1] STt ToT G ATeT URT el G
BT 2l

Comment = Active Cell @ &= 3 Description Type fc&=IT T 1Bt 1

Picture — 32iab siaefd Clipart, Wordart, Auto Shapes, Organization Chart,
Picture From File etc. Insert foBar o 1

Diagram — 3/@&% ZT [@i#sal Diagram, Organization Chart, Cycle
Diagram, Radial Diagram, Pyramid Diagram, Venn Diagram, Target

Diagram &= G 16 2l
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Object - f&if315T Application Software @& Object bt Insert foer Gt 2|

Hyperlink = 521e 3iasta Selected Content 9 o631 31521 File @8t Link faear
Srarel

Format Menu

Cells — Selected Cell @ Data Type Alignment Layout Font, Font Style, Font
Colour, Cell Border, Cell Pattern etc. @t Set 3it? Change eIt G &1 S
gr@ram Merge Cells, Shrink To Fit, Text Wrap etc @I Use 37 [o62IT ST & |

Row — Rows @5t Height @t Auto Fit 31em@t Set few=im Gar & 3R Show 3R
Hide T e amar 2l

Column = Column @I Standard Width @61 Set @6°d 21 Column @&T Show a1
Hide 6 /a6 2l

Sheet — Sheet @t Rename foearr @am &1 Show 2 Hide fogerm amar 21
BackGround Delete 2T Apply fee=n aar 21

Auto Format — uzai <&@ g2l Formating Style Selected Range Of Cell aR
Apply SIS &

Conditional Formating — Sclected Range # 3ufeerd Data Values @bt
farfteat Condition 36 3MEMR AR Formating 6= Gt &

Style — Range Of Célls TR fafateat Styles Apply @6t TICH &, [T1e0 Ziapld
Currency, Commg, Pércentage, Data etc. Style faastrd ast aer 21

Tool Menu
Spelling And Grammer — 3@ 3i@sfd Sheet TR 3ufRerd Spelling Or
Grammatical Mistakes @Bt Search fc&=iT GaT 21 3R &t Correction & =l
Suggection fE GMA &1
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Research — &3 Perticular Word @6 f&7=r Antonyms, Synonyms @22l GIT

B & 3R foBdTt 3172 Language # Translate o6 G 21

Share Work Book = Active Work Book @t LAN g 3uteerd Users &6 g7
Share @623 @ {1 Allow feean aitat 2 & Disallow faeaaiar sl

Track Changes = 63T Active Word Book @BT Save 2695 @ a@ Track
Changes Apply {6 T & derm Track Change £ Glisl & T2t (o=l ST1r 7970
Changes @oT Accept or Reject g aman 1

Merge Work Book = Share @51 g2t Work Book 26t Merge @62 Data Se6 File
I G AT TCA [T ST 21

Protection = 327 3raetad Work Sheet, Work Book, Share Work Book @6t
Password @6 1T Protect or Unprotect Ca=IT Gl &1

Goal seek = Selected Formula @6t fae< Particular Value @ fara fae< Used
Value 2T Change 36? Set foear aat 1

Scenaorios — 53T Formula 3 Used Values @61 Change @60 g 263 &R
Calculate fog=im atrat & 8112 Change Values @6 3mem? a? Result @6t Formula &
T H X Tl &l ST Result 6 3meme ar {631 Gab Better Combination a6t
Choose 26 21e6d &l

Formula Auditing = 326 3iasfa Selected Formula & Used Values @6t
a?%, Used Formula @6t @@%, Error Creation Cells @1 @2%® Arrows Display
Eld &1 3 Arrows 26l ST Gl &1

Macro = Macro & 3iasfd s 21l Commands 26T 310d TSl Uo a6 Al
Apply e amarzl

Auto Correct — 321a6 3iasid fafatsar Spelling Mistakes @I Automaticaly
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& T b ferer Allow fowert @rar & et User Defined Spelling Correction

NS

Add feear G resa B

Customize — 3°1ek 3iaafd =l Toolbar, Menu Create/Edit/Rename fo&2r aiiat
21 3@ rer-2arer Toolbar @6 Icons @o! a8T SIET foeert G &1 Shortcut Key
Show Or Hide &6 Gt 21 Menu @ Animation 26t Set e aar 21

Option — MS Excel 2r i@fera 2t Afcarapt Set Or Change fe=nn amar &1

Data Menu
Sort — Selected Range @ Records @bt {91t Particular Column & SITeme TR

S ATEEd T i Arrange foBn amar 2|

Filter — Selected Records @6t fepdn Particular Column 28 3MEMR T2 Values T
Condition < Filter feB=r amar 21

Form (As a dialog box) —Selected Records @r Forms @ 9 & @2 G
T 21 3T Records @6t Add, Remove or Edit ez amar 21

Subtotal — Sclected Range 3 Sufeera Similar Records @bt foBdTt Particular
Column @ 3meme a’Add. Average, Max, Min Value 31 gl @2l GIT Bl

2l

Consolitate — @951 Ranges a5t Values 261 aldl g4 o6 Add 6 &It &l
Max, Min Or Average Value faTeorei Sl &1

Validation — Sclected Blank Range @t foe<Tt Particular Values @6 f@=r
Validate 6T ST & {06 Galdt [26R1 TabTR @l Value @22 =il Input Data
Define % 2ebd & 3R Values @t Errors & f&=-r Message Set = Gam 21

Convert To Column/Text To Column = Single Cell 3 {&et g2 Contents
a6t Multi Cell # Convert feBT ST &1
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Group — Selected Range @ Column @r Rows @t Group AT Ungroup fcB=r

aitat 21 Show/Hide fepamaan a1

Pivot Table — Large amount of Data @6t §&& Easy Table # S@@T G &1 dlich
3T Data 2Bl SITRATE! A Gl & AT Gl A |

Window Menu

New Window = Same Contents @ 21T ae Window G1cd dot Giicll & dlice

Current Or New Window BT a6 2f1el 31611 - I UG AT Fleb 21 ahl GTH2
Data @or Compare [c=IT T (e6 |

Hide Window = Active Work Sheet @6t Show 2T Hide fep2 a2

$pilit Window = Active Window @l 2T ST A SlicT ol Adkdl 8 dlice Sheet
% fatdteet Parts 2ol Go6 ATl LT Gl AH|

Freeze Pane = Window /@B sitc 1 3T 2ol Static ST ST &

Remove $Spilit — siic 812 211 ool ECTa AldT &

Help
Help — Excel 3 3uferd i< 2Tt Topic I Help 9red a6! GTcit 21

Function
MS Excel # @raeg @ Function Eld &

# Userdefined
# Pre-defined

User Defined = Gt Formula, User & 1T &= 3112 user o6 aid &, User
Define Function seead 2

Pre defined function - 3 Function Excel # ggal & Define Eld & 3112 3 3118
gepTR B Eld &l
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Math and Trigonometric Function
Statistics Function

Date And Time Function

Logical Function

LookUp Function Function
Finacial Function

rd
4
4
rd
4
' d

Math and Trigonometric Function

ABS() = (=21 g2 Number @61 Absolute Value Display 2621 21

Syntax = Abs(Number)
Example =Abs(-9)
=9

Ceiling() = @ 5= Number e Divisor 2 3MEMR IR Divisor a6 S[OTa 26l
Display @2aT &1 Gt Number 3 SR[6IR Srelal a1 &l &1

Syntax = Ceiling (Number, Divisor)
Example =Ceiling (54,4)
Value =28

Floor — {2 1=l Number 31€@r Divisor & 3mem? 92 Number 26T S[0TGl
Display @6RaT &, Gir Nuhber & STeR gieTa Just SISTEaT &l

Syntaxs = Floor (Number Divisor)
Example = =Floor(54.,4)
Value =

$in — [GI8T Angle @ 30eme I? Sine Value Display 6RaT |

Syntax | =Sin(Angle)
Example - =Sin(P1()/2)
Value =1

Cos — (@I 51 Angle 26 31EMR TR Cosine Value ieptard 2
Syntax  =Cos(Angle)
Example =Cos(0)
Value =1
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Tan = @ a1E Angle 26 3MemR aR Tangent Value fiaetad &1
Syntax  =Tan(Angle)
Example =Tan(PI())/4)
Value =1

Log — f@rar&r Number 26 3R a? 3T Number @6t Log Value Display @at
21 Zerl Base 91 [@aramar 2l

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

Log10 — @& o= number T vase 10 26 3MeMaR Log Value Display Z6oara!

Syntax  =LoglO(Number)
Example =Logl0(1000)
Value =3

Fact — f&2rsr& Number a6 861 1971 {12t 261 9[0T Display 2RaT 21

Syntax = Fact(Number)
Example =Fact(5)
Value =120

Power = {@2rorar Number deit sid @6 3meme ge Calculation Show a6dr 2l

Syntax’ =Power(Number, Power)
Example  =Power (3,4)
Value =81

Product — f@ararr Argumeént 36T Multiplication Display @6RaT |

Syntax = =Product(Numl, Num?2......... )
Example © =Product(3,4,6,4)
Value =288

Odd = f@=rar@ Number <1 SIGT 3rerat sRTER [arstd Number Display 26RaAT &

Syntax  =O0Odd(Number)
Example =0dd(5.794)
Value =5
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Even — @ a1 Number 6 &IRT&rR 31eTal 7 Number Display Z60ar&!

Syntax  =Even (Number)
Example =Even(4.687)
Value =6

Mod — f@=rarsr Number @elt Diviser <1 3MTat atet ST%a abt Display d6Rar &l
Syntax =Mod(Num, Divisor)
Example =Mod(54,4)
Value =2

Pi— PI Value Display s6oarz|
Syntax  =PI()
Example =PI()
Value =3.141592654

Round — @21 81=r Number @2l Limits @ 3TEMR 92 Number @61 Round a5at
2l

Syntax ~ =Round (Num, Digit)

Example =Round(5020.764,0)

Value =5021

Sqrt = @2 51 Number @61 2p{ e Siepara &l
Syntax{ = Sqrt(Num)
Example = =Sqrt(81)
Value =9

Statistics Function

Average = {819 Argument 6T Average Display Z6RaT 2l
Syntax  =Average (Range)
Example =Average (4,7,9,5)
Value =6.25

Max — f@=r o=t Range 3 Saterd &l &g Number a6t Display S6RaT 2|
Syntax ~ =Max(Range)
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Example =Max (4,7,9,5)
Value =9

Min — {@ra=i Range # STl A& Sic aFaR @bt Display Z6oar sl
Syntax  =Min(Range)
Example =Min(A,:B,)
Value =3
Where A1 =3 A2=4B1=5B2=6

Count — @I o131 Range i 3afeerd Numerical Values @t Counting Display
BRATE

Syntax  =Count (Range)

Example =Count(Al:B2)

Value =4
Where A=3 B=5 A=4 B=6 =4

Countlf — @12 Condition a3 3MEMR a2 Range # 3ateerd Numerical Values
gt Counting Display S6RaT &l
Syntax — Countlf(Range, Condition)
Example—Countlf (A1:B2, “>=5")
Value > 2
Where A=3 B=5 A=4 B=6 =4

Sumif — @3 ar=r Argument 6T Adition (31181) Display @6oaT &l
Syntax= Sumlf (Range,condition)
Example=Sumlf(A,:B,:;,”<=5")
Value =12
Where A=3 B=5 A=4 B=6 =4

Date and time
Date- (=187 st AElat SR AT 26 3MemR aR Date Display @6t Get &1

Syntax = Date (Year, Month, Date)
Example =Date (2017,06,13)
Value =06/13/2017
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Day — E1513 Aroret e ZMEM UR fest Display s6RaT 21 Gt 1 91 3 1 dck & Adkdl
2l

Syntax  =Day (Date)
Example =Day(D5)
Value =13
Where D5 =06/13/2017

Month - ST Date 26 3MeMR AR Year Display 260aT &l
Syntax  =Year (Date)
Example =Year(D5)
D5 =2017

Where D5 =06/13/2017

Now - Current Date Or Time Display @Rar&!

Syntax =Now ()
Example =Now ()

Value = Current Date & Time of System

Today - Current Date Display 6T &l

Syntax  =Today ()
Example /=Today ()

Value =Current Date of System

Weekday — &rsr=iiDate o 3meme av fest st Number aamar &l

Syntax =~ =Weekday (Date)
Example =Weekday (D5)
Value =1

Where D5 =06/13/2017

Days360 = &1 a7 2 Dates 26 STENR IR ATl 26l 360 (@1 26T HT=Td g &ral
fezait 3T 1= feRear &1

Syntax  =Days360 (Datel,Date2)

Example =Days360(D4,D5)

Value =361

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

Char = @I o= Number @ 31ermR AR Character Display 260aT &l

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

Value =A
Concatenate — &I =01 @l 1T &6 ¥ 31fere6 Text String bl GG ST6 ST
Srarel

Syntax  =Concatenate (String 1, String 27... . ... )

Example =Concatenate (B1, B2)

Value =Ram Kishor

Where B1 = Ram, B2 = Kishor

Left — car=1 Text String & Left @ Number Of Character Display &ear&|

Syntax = Left (String, Number Of Char)
Example =Left(ES,5)
Value =RamKi

Where E5 = RamKishor

Right — &1 o= Text/String & & Right @ Number Of Character Display
B &l

Syntax/ = Right (String, Number Of Char)
Example = =Right (ES,5)
Value =1shor
Where E5 = RamKishor

Mid = Zror=T Text String # Mid 3 §o6 fotf2ara ars & Number Of Characeter
Display &0 &l
Syntax  =Mid(String, Num Of Character, Starting Position)
Example =Mid(ES,2,3)
Value =amk

Upper — Zar01 Text @6t Capital Letter 7 d@a@T GIaT &
Syntax = Upper(String)
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Example =Upper(ES)
Value =RAM KISHOR

Where E5 = Ram Kishor

Lower — @171 Test String @ Small Letter 3 si@@T aar &1

Syntax  =Lower (String)
Example =Lower (ES)
Value =ram kishor
Where E5 = Ram Kishor

Proper — @I o1 Test String 3 Ugal Letter 2ol a1 alidh! Letter ool SicT fopa
CIRIF]

Syntax  =Proper (String)

Example =Proper (ES)

Value =Ram Kishor

find — 5276 3iaetd fo<T Particular Cell # o631 31872 terar Word @6t Search
fepaT SaT 21
Syntax  =Find (*Search text”, With In Text, Position)
Example =Find(“a”,B9,1)
Value =2
Where B9= Ram Kishor

Replace = 5371 Cell @ safeerd goret Text 2 2ena a 1 Text @6l Replace

fepaaarel

Syntax = Replace (“Old text”, Start Pos, Number Of Char, “New Text”)
Example =Replace (B9,4,0, “prasad”)

Trim — @1o13 Character String # SUfeld 3/=a2A6 Space ECT (&A1 ST &1
Syntax =B, =(Ram.....kumar)
Example  =Trim(B9)
Value =Ram Kishor
Where B9=Ram  Kishor

Logical Function

And — @31 o121 R Argument AfE True 2, @& Value True 3t € Otherwise
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False 3t 2l

Syntax  =And (Conditionl, Condition2,------ )
Example =And(B4>=60,B5>=60)
Value =False
Where B4 = 65, B5=45

OR - I f@=r o1 AR Argument False € @@ Value False 3t & Otherwise

True 3T 21

Syntax  =Or (Conditionl, Condition2,-----= )
Example =O0r(B4>=60,B5>=60)
Value =True
Where B4 = 65, B5=45

Not - I f@=Im o/ Argument True 2 @l False 3ot 3iiR False & @t True
ST
Syntax  =Not (Condition)
Example =Not(B4>=60)
Value =False
Where B4 = 65

True — True Value Display 6aT &

Syntax / =7Jrue()
Example «=True()

Value ="True

False — True Value Display Z6oar 2|

Syntax = =False()
Example y=False ()

Value =False

IF = @13 Condition @ 3memR R True 3reram False Value Display s6oar 2l
Syntax  =IF (Condition, True Value, False Value)
Example =I1F(B4>=60“Pass”,”’Fail”)
Value = Pass
Where B4 = 65
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Lookup Function

VLookup = Left Most Column & Safeerd faedft Particular Value @& @@
o Particular Column & @1 Column i Value Search @I e 2 |
Syntax = VLookup(Search Value, Range, Column No., 0/1)

HLookup — Range @ Top Most Row & safeerd {6 Particular Value &
farg 2ra Column & Value Search &8I Gl 21
Syntax = HLookup(Search Value, Range, Row. No., 0/1)

Financial
FV (Future Value) — &2 o1& Amount, Rate/And Term @& 3mem? g Future
Value Display s6oaT 2l
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) = {1 512 Term, Amount, Rate @& 3TEMR T GTAT &l Gt
et AT 36T Present Valué Display S6aT 1

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 — @I 13 Loan Amount @ & Rate 3R Term @ 3mem? a? Equeal

Payment [sT&oTail GITcll &1

Syntax =PMT (Rate,Term,-Loan Amount)
=PMT (F9/12,F10,-F7)
=888.49
Where 1.oan Amount = 10000 F9
Rate =12 % Anum F9
Term =12 Month F10

@ Rl



Formula

A B C D E F G H
2 | Raj 43 65 75 78 54 32 347
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 -

o . - B

—IF (12>=60, First”,If(12>=45,”Second %If(12>=33, Third”, "Fail)))
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