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Ctrl + End — By using the control apd button, you reach the cell on which you have done

some work just before the current cell. TUZIET UT T2 ST AT TTeh ATY TANTT Het & 31k
TEet FoTe Het T 0 9 ahieh AT &1 98T Ugd W §

—
3alawl —)A Delhi Police constable first worked on Al cell in MS Excel then he clicked on

F10 cell and did some work after that he worked on B20 cell Now if he presses Ctrl + End

button which cell will be selected?
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3alall — A Delhi Police constable first worked on Al cell in MS Excel then he clicked on
F10 cell and did some work after that he worked on B20 cell Now if he presses Ctrl + End
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button which cell will be selected?

feeett ufera o ficiaes ua a27 7 THUE UeEE | UEe G9 et WX s feRa f 39 K159
At W foeren fora ot o v fora soas ag 32 Q478 Bt Wt @ fRan fie P900 B
X foreter foRam 319 3R F Ctrl + End 929 2914 € a1 shid &1 Ot [eiae g
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Whatever text or formula you enter in the active cell of the spreadsheet is

displayed in the formula bar. The data in the active cell is shown in the formula

ar. TIEIIE i Ufeked HET | AT | TR TT BIHEAT U Ihdd & af 8F BiHell IR |

!‘Eﬁ‘iﬂ@?ﬂ%l Q&Hﬁﬁﬁﬁﬁzwmaﬂﬁ?ﬁ@m%ﬂt IS also used to edit
cell contentswmﬁaaﬁzaﬁq%zaﬂﬁﬁﬁﬁm%\

Home Insert Page Layout Formulas vat Review
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In Excel, the Cancel button is written on the left side of the X formula bars.

TS |, Shitrer e X Wi IR | 913 AR o1t Atar 2|

]
]
-

The \/ sign displayed on the left side of the formula bar in Excel represents

the Enter button. Qﬁﬁﬁﬁﬁ@TW%m&Gﬁ'{Eﬁh */Emf%aaﬁ (TX)
& A i IITAT 8 '
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We can edit the content of an active cell in MS-Excel in three ways.

UHUH-UFE | foRtit uftea AeT & Shée Shi B9 i TehR | UfST o Tehd &

Double Clicking on cell a1 W ST foreTeh hileh
< — R

Press F2 Key| F2 27 Za1a &1 a1 ufie g i awré faeny o svan
C — ——

By Formula Bar A cell can be edited by clicking on the formula bar.
C\/\JW\N\/\/W R

HIHET IR W foreren @t foReit BeT st ufse forar w11 aeha 2|
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To change the actlve cell and add new data at the end / to edit any
text or formula [11] Mlcrosoft Excel. Qﬁ? AT hl TREdd ShiAT 3T AU

:cﬂzraﬁ mﬁm/mmﬁwmmwﬁﬁaﬁqﬁz
& & fero
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A worksheet 1s made up of a grid of columns and rows into which you enter

vour data. Each worksheet contains a large number of cells. Worksheet is also

called spreadsheet. qma%sﬁzﬁmaﬁ?wﬁwaﬂﬁmm%ﬁuﬁ
' aﬂ%% T TShvite | Agd atfireh Ut § At Hieg gt §

Collection of Worksheet/Spreadsheet are called workbook

sioterite Rt
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Worksheet

In older versions of MS Excel like 2003, 2007, 2010, 2013, each workbook contains

3 worksheets by default. THUH U '-'ITI':T AT JH 2003, 2007 201
e e e by P s Ao et 2

In newer versions of MS Excel like 2016,2019,2021.365, each workbook of Excel

contains 1 worksheet by default. TqCH & A0 T JAH 2016,2019,2021,365
U UG sht Tedsh Tehaeh | by gt TeRY
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@ Lgu-:; _CJ ‘\] - Bookl - Microsoft Excel =|:{E)

= m

Home || Insert | Page Lay | Formula: | Data | Review | View |eforms | Develope | Add-Ins | LOAD TE | Look-alik | Team | @ -

= | EE_F‘ General * A ;*-’ Insert ~ 2. - A? =
- - \ 7 |?1}
B - ||S v % 3™ Delete - | (3] ~

_ Styles : Sort & Find &
: | v | %58 *ng L:j Format~ || &2 ~ Filter ~ Select ~

Alignment [ Number I3 | | Cells Editing
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Sheetl) Sheet2)and Sheet3\are display names of worksheets
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Insert Page Layout Formulas Data Review View
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Mimmum Worksheet/Spreadsheet in MS Excel Workbook — 1
UHUH UaATT Sehdch H Ay a#?ﬁz@
Maximum Worksheet/Spreadsheet in MS Excel Workbook — No Limit Depend

on Memory

o e e rfre e et it ke s o 4 |

By Default Worksheet in MS Excel 2003,2007,2010,2013 —@

By Default Worksheet in MS Excel 2016, 2019, 2021, 3 ‘@

Iy
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In MS Excel, the name of a worksheet can be of maximum 31 characters.

e e i farelt e AT srfre 31 i o € g

n MS Excel, the name of the worksheet is by default — Sheetl, Sheet2, Sheet3.

UHUH UGl H TehITE hi ATH by fSWwice _Sl_l(i:etzl Sheet3 o &9 7 14T g

The name, color and location of MS Excel worksheet can be changed and a new worksheet

can be added or a worksheet can be deleted and moved from one place to another.

UHUH TS Shi TeRIITE ST ATH F Thol T FATT TAT AT AT ¢ T g Tehvie sl U AT faret
Feh¥ite i FEie 3R Ueh Tor & o T W 0wt {3 s aeha 7
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Insert New Worksheet m iMQ

U FEVite § AT A i Fvite WA F forg /
To move from one worksheet to the right :[Ctrl + Page Down)

ek AT 5 AT AT A AT 4 AT fem

% V ﬂ
To move from one worksheet to the left = Ctrl + Page Up T F
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Insert Q
Delete
Rename
Move or Copy
i Protect Sheet
Tab Color
Hide / Unhide Sheet

Select All Sheets
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For this, we can drag the worksheet from the worksheet tab by long clicking on

the worksheet to be moved. ﬁ%ﬂ%ﬂaﬁvﬁzmhﬁﬁﬂmaﬁ
TS AT § W AT foeTeh leh STa Ak & | Sheet Tab

—
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B\ typing lhe I’ormula DH(* in cell B4, if cell B4 is copied and pasted into F10, then

what will be the formula in cell F10? T B4 ¥ ®IHAAT =D3+C5 W 2139 &hieh A1a et B4
mmm&ﬁwaﬂﬁmma‘tﬁﬁnonwﬁmwﬁm

By— =D3+cs .
\L 3

F10—> =H9+64

A formula =B2+C3 is given in cell Al. If cell Al is copied and pasted into D4, what will be

the formula in D4? & A1 # Tk Widert =B2+C3 faan man &) afe &1 A1 1 &t &tk D4
| U {oha ST &, A1 D4 | Wi 4t g —

DY~ =t5 YK
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