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If=ES+291s wrltten in cell J 10 and then cell J10 is copied and pasted

in P16, then what will appear in the formula bar on clicking on P16 cell?

afe Bt J10 7 =ES + 29 foran rar 2 {1 @t J10 =t it &t P16 §
&emm%aﬁ-aamﬁmwammwawﬁ@@

> an > = b5+ 29 TT*_?‘JRHG
\







| ¢ DELHI POLICE 2025

ELHI POLICE 2025 oyoploy af=r COVPUTER

If =E7 + L8 1s written in cell 116 and then cell 116 1s copied and pasted

into Q13, what will appear in the formula bar on clicking on Q13 cell?

gfe Get 116 ¥ =E7 + L8 forat srart g e 9t 116 1 St shtek Q13
T U foRa ST 2 a1 Q13 AT W foreteh St | WTHeT a1 3 341

bl Be

!
AN\ —
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When more than one cell IS to be copled at once, then while holding the control
key on the keyboard, drag the cell border with the mouse. ST Ush o 3rtereR A1
%1 Ueh R H ShTT AT €1 A J6eh (o1 Shi-aTE W HUZTE hl hl B1eS HEd §¢ A1
T e 15 ST
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Drag and Drop in Excel option, also known as “Fill Handle”, is the plus (+) icon that appears when

moving the mouse or cursor to the right bottom of the selected cell. Using this plus icon, we can pull

the active cells formatting, series, or any pattern, to the left, right, top, or bottom.

werer fare i S v gt R Rt St 26 w0 8 ot ST ST &, T (+) g
¥ W1 WI3H AT HE i I T o 313 AR 9 o I W fF@rd @ 21 39 ww
mwmﬁnwﬁ: zﬂaﬁ.‘aﬁﬁwﬁﬁﬂ SiEe, At feRet |t Ue @i ATy, I,

S 1 F T A 7
L1
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After selecting the cell range, we will press the Ctrl + D button, then the format

and data of the first cell whlch IS selected will be copied to all the remammg cells.

ettt ez s #wCarl + D) @ﬁﬁﬁuﬁﬁﬁﬁ%ﬁwﬁ%wm
aéamm%ﬁﬁ&m@m| =T

Target DP

3 Target DP
Target DP
Target DP

Target DP
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Example — Select cell B2 and write Target DP, press the shift button and click

]
]
-

on cell D6 and by pressing Ctrl + D button, Target DP will be automatically

written / copied in all the cells falling in the middle range from B2 to D6.

Cell B2 &t foretae ohteh Target DP foraet fTee a2 gament |@et D6WR foreres shta
2 Ctrl + D 929 9 ¥ B2 & D6 | e I W 3T ATt |t T H Target DP
9 AT forE AT St |
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1@1 fter entering mformatmn in a cell, you can drag the small square in
the lower right corner of the active cell to Autofill the same data. Tsh cell o AR

T ST o ATE AAH 32T 1| AutofilFH & T Active Cell & et 318 @i # Bier

T ahi @i (Drag ich) Tehd 2| E

Note — If at least one cell has to be filled with data to autofill the same number. If the

increasing count is to be auto filled then data has to be filled in two cells. Tfe U Bl
T Tl ATCHE HH o (10 0 & W Tk cell ¥ ST et AT E0m| Al et §3
et et ATt AT & a1 21 8t | 221 fohet e 2|
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Example 1- If we tvpe lin Al cell and drag it, then all the cells up to which we
have dragged will have 1 Autofill. @€ A1 Cell ¥ 1 Type ToraT 31 30 2 feRar an
o oot e ga 3 foRan 2 37 asft |1 Autofill Brermam|
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Example 2- If 1 IS tvped in Al cell and 2 is typed in A2 cell, then it is dragged

then all the cells up to which we have dragged will automatically count forward

from 2. T2 A1 Cell @(1 Type fRTT 37 A2 Cell H 2 Type ferar fR 3o g feman
aﬁﬁmﬂﬁwmﬁéﬂﬁm%mmﬂﬁaﬁmzﬁmﬁﬁﬁﬁﬁaﬁlﬁfﬁ\

wa-fR A3 T3 A4T4 S
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Note — To autofill January, February or Sunday Monday, only one cell has to

| be written, after that dragging down, the next month or day automatically auto

fills. ¥ W& AT Sunday Monday i AT A & oo F veh a7 |
foTEAT 21aT 2 39eh a1g ATd shl 3T’ T & U AT oK WIE A1 &7 379+ 3
HATSIheT EraTaT 2|

Example — By writing January in Cell A1 and dragging it down, the next cell

will be filled with February, March, April etc. Cell Al q January forga
Y 31T T A T AT Y BT F v ariver onf forer grr wer |

]
]
-
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A 3

{  January Sunday
E February Monday
|: March Tuesday |
§: April _Wednesday_
|s May  Thursday |
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W-h_-en more than one cell is to be copled at once, then while holding the control
key on the keyboard, drag the cell border with the mouse. ST Ush o 3rtereR A1
T forelt TeT o1 Uk IR W 19T HIAT 81 A1 IAh (o710 h1-9TS U THUZTEA chi ohl BleS
T U ATIW 35 ey et AT A E W
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Ribbon / Menu bar list in Excel

D
9

B S W

Alt + P
m T oTmuias (In Lxcen) HW: ol CTRL + F1 = Show/Hide Ribbon bar

\ A)= Data (In Excel) —

—_—

e —— .
Alt + R @ Alt + WF View Menu
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File / Office Button in MS Excel
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‘ msﬁqmwﬁgwqa; Blank Workbook AT 31T 2T ™ Uehd & &
aﬁﬂ? ETISE I Bt %| With its help, we can take a Blank Workbook or

other template and the recently opened E(::‘:S—S_h()ll:—_? ; ._,..g | + N
New- T4t Hﬁa—gﬂ; A SCkD %I'Q To get a new workbook or new file

pen AT {ord U TH AT HS 1 3 H15eT i Wi & 18 To open a saved work

orasavedfile —5 -~ 7R + 0 — Cind+F 12
‘_ YA WIS hl SFHIHIE & o 18 To get your file information

@ T ToFT BT ShTH / SAT3 T W31 Shi WA (Save)sH & 1T To save

your work / created file m 7 S /) Q )(/ .lr (;
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‘@ ﬁwgﬁaﬁm/mmﬁﬁamﬁ%ﬁm/@mmaﬁwmmﬁ (Save) HH

To save the same file with different name / To save one file in another pla

ﬁ?&gqmwfﬁzzi%%ﬂ to print the work done _C‘TR_—__’::_"__.P'L C,TRL'I'SI'I fj.
Print Preview-|fte frermer & wget araw s =i 2@ & forg fon itz S fravermt To see

how the print will look before you print your work e
dull t Preview Shortcut key -Alt + 1 / Aﬁ _l_ G _{ M .l.,l
@aﬁﬁmaﬂﬁ%%q to share a file m

@ Waﬁaaaﬂ%%%q to closeftm(«

to change the file type / to change file in to pdf } ’ -\\’3 ‘ ‘ \ * ‘,\/(

FIR



