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' Cause: When a cell reference has been deleted.

d iz O H"q"*ﬂ(Reference)?Z'l e T 7l

/ Solution: Correct the cell reference.

O T2 Sl T2t S
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’7 Cause: When a formula cannot find the data it should
return. S 13 WIHCTT 30 ST ol 721 ge Tat iva 39 fed
AT ATl Ex- VLOOKUP, HLOOKUP

/ Solution: Check the data range. ST I <hl AT R
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3. #NULL!

'3 Cause: When you use range operators (mostly, or :)
incorrectly. & AT T HTULET (ATUHAT, AT ) Tl TeTd alieh
¥ IUART I 2

/ Solution: Correct the syntax of the formula.

g_»ﬁwé’tfﬁi_waﬁuﬁaﬁl
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: CONSTABLEIHCM :
1 4. #NUM!

~

> Cause: When a mathematical calculation is not

possible (such as taking the square root of a very large
number). & T3 THUTATA TUMHT HWS 7 & (AW Tgd TS1 HE&AT
T THE )

/ Solution: Check the input data and calculations.

T 2T A TUTET <hl AT i
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FORMULA FORMAT —

¢ "MATCH -)The MATCH formula in MS-Excel looks up values in a reference or
array. THUH-TFA ¥ MATCH wﬁwnﬁaﬁ@m@ﬁmm%

@ Writes the year corresponding to a date.
fereft fafer & srew ad foraean




1 EDATE The EDATE functlon IS used to convert a date stored as text into a
serial number that Excel recognizes as a date. EDATE a1 kT IYANT THL h
®Y | HIE [GTeh i 30 HEet T7aw § &ae &t o forg fera wmar 2 e vaere
fomie % w9 ° ygaEar @

This is one of the most popular functions, and it lets you do a logical

comparison between a value and your expectation. 98 AaH Taieid ey 7 |
U ¥, 3R TE ATaent foRet S ot Taeht sraen & s dfdhes JorT EA I

qi%mém%| s

|

—————
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MMULT =|Through MMULT formula, you can extract matrix of any ROW

and COLUMN value on your excel sheet. MMULT ﬁiﬁ'l <k HTEH § AT 3794
weret vtz ot et it ROW 3R COLUMN &eg oY afzam frenter aand 2
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Miscellaneous

One Liner




If the formatte(_l pumber does not fit in any cell, #####

is displayed.
gfe witie Gt fordt Oct o Adteh T8 3T € Al #ifiH

=i T g

» MLS. Excel & Wi Y yr6ama — = fug A et g

> M.S. Ut H A hig WIHAT TR glal § al, When there
1S a formula error in Excel #NAME?




> MS Excelﬁ@wﬁw&a&maﬁsﬁzﬁfﬁzmﬁ

/%%QCt;ﬂaﬁmmagﬁa‘chﬁzm%ﬂEaﬁ To

print more than one worksheet at a time in MS Excel,

hold the Ctrl button and click on another worksheet.

» M.S. Excel ¥ 3| — ATTeheT RaRT
l - N

M.S. There are 'IF errors' in Excel. — Logical Function
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> &mmwmw%ﬁmﬁﬁﬁ%ﬁw

e
shl ST Tehal %\ Adjacent cells can be selected by

];ressing the shift button.

@Ctrl Button ST & T T h! T ohi Fciare i kel 2

By pressing Ctrl button we can select far away cells.




> Wqﬁﬁﬁm%m%%qngﬁﬁmm%l

Used to combine text in MS Excel. — ampersand (&)

T e e e 9 2 5 e e

it e e -@ﬂ%&& ﬁmc};m

Short keys are used to enter a function in MS Excel. —Shift + F3
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(>) et v & Freaferfiam & & ait e v e g
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Which of the following cell reference is the default in MS Excel?

> TR T U T 5 3 A R ) TS B
<hET ST & .

In MS Excel, a function inside another function is called a

nested function.
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> Receiving data from a cell of a separate sheet is called

Referencing. Tsh 9Uh yMEhTAH 3113@3 hi ITH AT

@W%\

> Extend (|ode 3T 3{T/31TH {4 W T grat g Used to

turn on/off Exten(! Mode

e
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> Ueh Ushed UTeh ST fehtll Uehed [{ahTS hi UEI3Td hidT &,

b

A single row representing a single record is called a — tuple

» The row number or column in a specified cell address

is displayed before the table Uch gﬁf&ﬂ AT 9d | Uik
HER AT HIeTH e A Ugcd Ueiia g %
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> sitErifes fretfea et T @ e o5 fore forr Far

<h{eFet 1 TIT Shied & T T¥ % I | &1d 8| — Sioi §

Which special character is used in front of column and

row numbers to prevent automatic relative cell

_reference? A{dollar \
R scoenm
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> UsHea G i R T AT R §

~_symbol is used in absolute cell

In MS-Excel, the fx button represents the insert function

operation.

MS — Excel &| fx FeH 370 et AT0RUT ot fEqor s
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-; Ctrl + Tab <hl srcﬁTr Open Workbooks AU o
smtchw%ra;%qi%mam%\ Chod +Tab = Cral+F

>LAlt + Shift + F1 [at TR Shift + F11 Y @ Uk ¢

Worksheet Insert & o fe1u ferat smaT 2|

_ > Ctrlil- Shift + Spacebar [Tl aﬁmmqﬁa#sﬁz
h! Ush &1 IR ¥ fciae s o fore fora smar 2|(Crl + A)
drae[ Ol gﬂ*fcécm /§/v f} %(ebw}

=) Co %’Mﬁ




25 Iyehia a1 EBMPIITEH

e MS Excelﬁ Smgle Cell H @ U BIE AT ohi Spark Lmes

FEAEE| [
> MS Excel o Rt Cell ! Comment 29 T Note ST <h

vnz‘manmfémm%\
> MS Excelﬁ.%@ﬁ%%ﬁn@m @

(Visual Basic for Appllcatlon) T TI0T ThaT ATAT %\

> =SUM(25,TRUE,36,False) ==y
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» MS Excel ﬁ_y_mﬂmﬁ ATHAR W WildCard & €9 ¥

AT AT |

F@(Comma-Separated Values) w1 Tsh MS

Excel Wﬁ'ﬁ'&%ﬁ Tabulator Data Shl 2eRE ®IH H R
(A o foT0 AT 2

> uﬁ:ﬁﬁﬁﬁzzﬁéﬁhmma—é%a‘rq&'ﬁﬁm
- wﬁhmél
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1. Column Chart (F¥ €T3)

Shows data as vertical column vertical columns. 22T hl AT hicAT & ET

ﬁﬁ;@'ﬁl‘r %I 3qlalul: lSales reports Icompansons]etc fershl
Rare, e s -l

iy Jod 08 99|
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2. Bar Chart (3R 9@TS) i

Shows data as horizontal bars. ST &l &TdA 'T@"!ﬁ & &Y ﬁ
feETat 81 32T8T0T: Comparison between categories SITOTIT ‘

& STe ATl
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CONSTABLE JHCM |

3. Line Chart (FHST-I ﬂﬁ)

e e

Shows trends by connecting data points with lines. Cra|
UT$ZH ohi TATSAT TRT ATSeH 28 @t 2|
3aTEW0T: Growth trend over time.|99d HATHR e i‘s’l

BT = I}ﬂIVIPUTER
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4. Pie Chart(trrézné) -

F-—_—#_

Shows percentage or portion of data. ST o Ufavra It e f
hi SITTAT gl ISTET: Budget distribution, market share.

.I.'HIEIV Irl" _. I[_

1'1."'\-’ - .-" ’ .
el ~I"l i~ I"1ap PivotChart
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5. Doughnut Chart (2 9T2) 5

Similar to a pie chart but the center is empty. ‘11'§?-l'l'c“€5

T BT § SR g g e 2 3

(® More Pie Charts...
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6. Area Chart (TR ﬂ'li)

Similar to a line chart but the area is colored. (T34 511

St g & e g Fr

3GIe0T: To show overall growth. 8°T aﬁg fe@™ @ o)

& : i 3 4 il X | |
3-D Stacked Area
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7 Scatter Chart (‘ﬁ.?.'{ ?n?.‘)

Used to show the relationship between data points. gl

uTeeH o st dey faem o fore v g @

3ETEX0T: Experimental data analysis. ToTURHE 3T
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8. Bubble Chart (a'aﬁ%n'é)

Similar to a scatter chart but the size of each point also

matters. Wﬁ%mﬁﬁwwﬁnﬁm 13T o1 ATHN
ot HTIT TEaT 2 '

9. Radar Chart (SRR ﬂTi)

Shows data in a polygonal graph é?rﬁ Eﬂ?mﬂﬁum '
o ZITTaT 2 '
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10. Combo Chart (#"I'ﬁ"} ﬂ'li)

A combination of two or more types of charts in a single

chart. Ueh €1 ©T | 21 IT ATk YRR oh ATEH hT T

11. Histogram (T2&Zrm)
Shows the distribution of data. =T & faavur =1 Z.’?ﬁHT %I

12. Waterfall Chart (JTe{hIeT TT12)
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Shows income, expenses and net value in the data. Cra k)

FTRH, TIUH 3R AE I ohi S9TAT 2
13. Funnel Chart (%1 ﬂ'l'c‘)

Shows the flow of data at different stages of the process.

uterat & fafSr=r =runt & 221 & vare i fewmar 21
14. Treemap Chart (1T A1)




@numnuc:zofﬁ

ELHI POLICE 2025 oo 2=y GOVPUTER

Shows categories and their sub-categories as rectangles.

ATOTAT 311X 37k IU-ATUTAT K ATIAT <k T H 971AT 2
i 15. Sunburst Chart (Hqﬁ'{-'é Eﬂi)

An extended version of Treemap, which shows data in

circular form. 1Y ST ek [EEATRA TEHRI0T, T I 1T &9 H
<21 faEmar 2

16. Stock Chart (¥2Teh 9T2)




Presents stock market data




MS Word All Groups Command in One Frame

Menu Group Command

| Clipboard Cut, Copy, Paste, Format Painter
Font Style, Font Size, Bold, lItalic, Underline, Strikethrough,
Font Subscript, Superscript, Text Highlight, Font Color, Change Case, Increase

Font, Decrease Font
Bullets&numbering,Multilevel List, Alignment,

Home
Shading, Border, Sort, Line Spacing, Show/Hide, Increase Indent, Decrease
Paragraph
Indent
Styles Heading 1, Heading 2
Editing Find, Replace, Goto, Select
Pages Cover Page, Blank Page, Page Break
Tables Insert Table, Draw Table, Quick Tables,
Excel Spreadsheet, Convert Text to Table
: Pictures, Shapes, Icons, 3D Models, Smart Art,
lllustrations
Chart, Screenshot
Insert Media Online Videos
Links Hyperlink, Bookmarks, Cross Reference
Comments Comments
Header & Footer Header, Footer, Page Numbers
Text Text Box, Drop Cap, Signature, Object, Date& Time, Word Art

Symbol Symbol, Equations




Document Formatting

Themese, Colors, Fonts

Design Page Background Water mark, Page Color, Page Borders
Page Setup Margins, .Drien'ta'tinn, Size, Cnlun'!ns, Breaks,
Layout Line Numbers, Hyphenation
Paragraph Left/Right Indent, After Before Spacing
Arrange Position, Wrap text, Brink Forward Send Backward, Group, Arrange, Rotate
Proofing Spelling & Grammar Check, Thesaurus, Word Count
Speech Check Accessibility
Review Language Translate, Language
Comments
Tracking
Views Read Mode, Print Layout, Web Layout, Outline, Draft,
Immersive Immersive Reader
Page Movement Vertical, Slide to slide
View Show Ruler, Gridlines, Navigation Pane
Zoom
Windows New Windows, Split , Arrange All, Switch Windows
Macros macros
Tables of content
Refrences Footnotes
Research
Create
Mailings Start Mail Merge

Preview Results

Finish




_ MS Excel All Groups Command in One Frame

Menu Group Command
Clipboard Cut, Copy, Paste, Format Painter
Font Style, Font Size, Regular, Bold,Italic, Underline, Strikethrough,
Font Subscript, Superscript, Font Color, Increase Font, Decrease Font, Boder, Fill
Color
e Alignment, Orientation, Increase & Decrease Ident, Merge &
Q\oé\ Paragraph Center, Wrap Text
Cells Insert, Delete(Cell, Row, Column,Sheet)/ Format (Row Hieght, Column
Width)
Styles Heading 1, Heading 2
Editing Autosum, Fill Clear, Sort & Filter, Find, Replace, Goto, Select
Tables Pivot Table, Recommanded Pivot Tables, Table

lHlustrations

Pictures, Shapes, lcons, 3D Models, Smart Art,
Screenshot

Bar Chart, Line Chart, Pie Chart, Doughnut Chart, Hierarchy Chart, Static

Chart Chart, Scatter/Bubble Chart, Combo Chart, Waterfall, Funnel, Stock ,Surface,
Radar Chart
Sparklines Line, Column, Win/Loss
Filters Slicer, Timeline
Links Hyperlink
Text Text Box, Heder & Footer, WordArt, Signature Line, Object

Symbols

Equation Symbols




_ MS Excel All Groups Command in One Frame

Menu Group Command
Theme Themes, Colors, Fonts, Effects
\‘}, Page Setup Margins, Orientation, Size, Print Area, Breaks, Background, Print titles
‘\0 Scale to fit Width, Height, Scale
\?‘ Sheet Options View/Print Gridlines, View/Print Headings
Arrange Bring Forward, Send Backward, Slection Pane, Align, Group Rotate
] . AutoSum, Financial, Logical, Text, Date & Time,
Formulas Function Library . ] i ] o
Lookup & Reference, Math & Trig, Stastical, Engineering, Cube, Compatibility
Get & Transform Data, Queries & Connections, Sort & Filter,
Data

Data Tools, Forecast, Outline

Proofing Spelling & Grammar Check, Thesaurus, Workbook Statistics
Accessibility Check Accessibility
. @9 Insights Smart Lookup
Q& Language Translate
Q' Comments New Comment, Delete, Previous, Next
Protect Protect Sheet, Workbook, Allow Edit Ranges, Unshare Workbook
Workbook Views Normal, Page Break Preview, Page Layout, Custom Views
Show Ruler, Gridlines, Headings, Formula Bar
4\0& Zoom Zoom
Window New window, Arrange All, Freeze Panes, Split, Hide, Unhide,

Macros

Macros




