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M.S. EXCEL 
 

1. Start -----  Sereach - Word 

 

2. Window Key/            + R ----- Excel ----- OK 

 

 

Row – 1048576 or 65536 

Columns – 16384 (XFD) or 256 (IV) 
 

File 
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-:File:- 

 
Info: - bldk ç;aksx viuh QkbZYk dh properties check djus (tSls&  

File size, File Location etc.) ds fy, ;k ikloMZ yxkus ds 

fy, fd;k tkrk gS  

New (CTRL + N):-  bldk ç;ksx dksbZ Hkh ubZ QkbZy [kksyus ds fy, fd;k tkrk gSaA 

Open (CTRL + O):-  bldk ç;ksx save QkbZy dks [kksyus ds fy, fd;k tkrk gSaA 

Recent:- bldk ç;ksx viuh gky gh es [kksyh xbZ QkbZYk dh fyLV ns[k 

ldrs gksA 

Save (CTRL + S):-  bldk ç;ksx viuh QkbZYk dks save djus ds fy, fd;k tkrk gSaA 

Save As (F12): -  bldk ç;ksx viuh QkbZy dks vyx&vyx ukeksa ls  save djus 

ds fy, fd;k tkrk gSaA 

Print (CTRL + P):-  bldk ç;ksx vius eSVj dks ist ij mrkjus ds fy, fd;k tkrk 
gSaA 

Close (CTRL + W):- bldk ç;ksx viuh QkbZYk dks cUn djus ds fy, fd;k tkrk gSaA 

Exit (ALT + F4):-  bldk ç;ksx viuh Program dks cUn djus ds fy, fd;k tkrk 

gSaA 
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Home 

  Row  Column  Formula Bar 

 

 
 

 
            

           Sheet 

-:Home:- 
 

Clipboard 

Cut (CTRL + X):-  bldk ç;ksx vius Select fd;s gq, eSVj dks dkVus ds fy, 

fd;k tkrk gSa mlds ckn ml eSVj dks Paste ds }kjk ,d txg 

ls nwljh txg ys tk;k tk ldrk gSA 

Copy (CTRL + C):-  bldk ç;ksx vius Select fd;s gq, eSVj dks Copy djus fy, 

fd;k tkrk gSa mlds ckn ml eSVj dks Different- 

Different Type es Paste djus ds fy, fd;k tkrk gSaA 

Paste (CTRL + V):-  bldk ç;ksx viuh QkbZy ds copy o cut fd;s gq, eSVj dks 

paste djus ds fy, fd;k tkrk gSaA 
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Paste Special: - bldk ç;ksx fdlh esVj  formatting esa paste djus ds fy, 

bldk ç;ksx djrs gS ;g paste dh rjg dk;Z djrk gSaA 

Format Painter: -  bldk ç;ksx fdlh eSVj dh formatting dks nwljs eSVj ij 

(CTRL + SHIFT + C) formatting ykus ds fy, fd;k tkrk gSaA 
(CTRL + SHIFT + V) 

Office Clipboard:- bldk ç;ksx ckj&ckj cut vkSSj copy djus ls cpus ds fy, fd;k 

tkrk gS 

 

Font    bldk ç;ksx vius Select eSVj dh Hkk’kk] LVkbZy] lkbt] dyj 

(CTRL + 1)             o Superscirp (X2, 22), Subscript (H2o, H2So4) cnyus  

(CTRL + Shift + F)  ds fy,] border rFkk dqN vkSj effect Mkyus ds fy, fd;k 

(CTRL +  Shift + P)  tkrk gSaA                      

CTRL + B Bold 

CTRL + I Italic 

CTRL + U Underline  

CTRL + 1 Format Cell 

Alignment bldk ç;ksx vius eSVj dks Left, Right, Center, Top, 

Bottom  rFkk Rotate, Wrap Text, Marge vkfn djus ds 

fy, fd;k tkrk gSA 

Merge: - bldk ç;ksx nks ls vf/kd lsyksa dks ,d djus ds fy, fd;k tkrk 

gSA 

Number bldk ç;ksx vius Data o Date format change djus ds 

fy, fd;k tkrk gSA 
 

Style 

Conditional Formatting:-bldk ç;ksx viuh QkbZy esa vyx&vyx uEcjl ij 

vyx&vyx dyj o formatting yxkus ds fy, fd;k tkrk 

gSA 

Format as table: -  bldk ç;ksx viuh cukbZ xbZ table esa dqN cus gq, format  
(Ctrl + L/T)   yxkus ds fy, fd;k tkrk gSA 

Cell Style: - bldk ç;ksx vius cell, table ij dyj yxkus ds fy, fd;k 

tkrk gSA 
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Cell-Insert(Ctrl + +) 

Cell: - bldk ç;ksx viuh QkbZy esa dksbZ [kkyh cell ykus ds fy, fd;k 

tkrk gSA 

Row: - bldk ç;ksx viuh QkbZy esa dksbZ [kkyh row ykus ds fy, fd;k 

tkrk gSA 

Columns: - bldk ç;ksx viuh QkbZy esa dksbZ [kkyh column ykus ds fy, 

fd;k tkrk gSA 

Worksheet: -  bldk ç;ksx  viuh QkbZy esa dksbZ [kkyh worksheet      

(Shift + F11)           ykus ds fy, fd;k tkrk gSA 
 

Delete (Ctrl + -) 

Cell: - bldk ç;ksx viuh QkbZy esa ls dksbZ cell delete djus ds 
fy, fd;k tkrk gSA 

Row: - bldk ç;ksx viuh QkbZy esa ls dksbZ row delete djus ds fy, 

fd;k tkrk gSA 

Columns: - bldk ç;ksx viuh QkbZy esa ls dksbZ column delete djus ds 

fy, fd;k tkrk gSA 

Worksheet: - bldk ç;ksx viuh QkbZy esa ls dksbZ worksheet delete djus 

ds fy, fd;k tkrk gSA 

Format bldk ç;ksx viuh QkbZy esa fdlh cell, column, row dk size 
?kVkus o c<+kus rFkk Hide o Unhide ds fy, fd;k tkrk gSA 

Rename Sheet: - bldk ç;ksx viuh Sheet dk Name Change djus ds fy, 

fd;k tkrk gSA 

Move & Copy sheet: - bldk ç;ksx viuh Sheet dks Move rFkk Copy djus ds 
fy, fd;k tkrk gSA 

Protect Sheet: - bldk ç;ksx viuh QkbZy dks protect ;k password yxkus ds 

fy, fd;k tkrk gSA 

Editing 

Function: -   bldk ç;ksx viuh QkbZy esa QkWjewysa yxkus ds fy, fd;k tkrk 

(Alt + =)    gS ftles total dk formula default vkrk gSA 
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Fill :-    bldk ç;ksx viuh QkbZy eas QkjWewyk ;k la[;k dks left, right    
(Ctrl + R) (Ctrt + D)   up, down vkSj fdlh Hkh series esa fy[kus ds fy, fd;k tkrk gSA 

Clear: - bldk ç;ksx viuh QkbZy ds eSVj] QksesZVl vkSj dkseasUVl dks 

feVkus ds fy, fd;k tkrk gSA 

Sort: - bldk ç;ksx viuh QkbZy esa fy[ks vadks dks vkjksgh o vojksgh 

dze esa fy[kus ds fy, fd;k tkrk gSA 

Find: - bldk ç;ksx viuh QkbZy esa dksbZ Hkh word, character, 

number, conditional formatting  vkfn [kkstus ds fy, 

fd;k tkrk gSA 

CTRL + F Find    CTRL + G Goto Special 

CTRL + H Replace 
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Insert 

 
 
 

 

 

 
 

 

-: Insert:- 
 

Tables 

Pivot Table:-  bldk ç;ksx vyx&vyx candidate dh details ns[kus ds fy, 

fd;k tkrk gSA 

Tables: -   bldk ç;ksx viuh  tables esa dksbZ formatting djus ds fy, 

(Ctrl + L/T)        fd;k tkrk gSA 
 

Illustrations 

Picture: - bldk ç;ksx dksbZ Hkh picture ysus ds fy, fd;k tkrk gSaA 

Online Picture: - bldk ç;ksx dksbZ Hkh cartoons ;k Net se picture ysus ds 

fy, fd;k tkrk gSaA 

PictureTools: - (Format) bldk ç;ksx dksbZ Hkh  select picture ij 

Formatting djus ds fy, fd;k tkrk gSaA 

Shapes: - bldk ç;ksx dksbZ Hkh shapes ysus ds fy, fd;k tkrk gSaA 

Drawing Tools: - (Format) bldk ç;ksx dksbZ Hkh  select Shape ij 
Formatting djus ds fy, fd;k tkrk gSaA 

SmartArt: - bldk ç;ksx dksbZ Hkh SmartArt cukus ds fy, fd;k tkrk gSaA 

SmartArt Tools: - (Design & Format)bldk ç;ksx dksbZ Hkh select SmartArt 

ij Formatting o Desinging djus ds fy, fd;k tkrk gSaA 

Screenshot: - bldk ç;ksx fdlh Hkh area dk Screenshot ysus ds fy, fd;k 

tkrk gSaA 
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Charts bldk ç;ksx dksbZ Hkh Chart ysus ds fy, fd;k tkrk gSaA 

Chart Tools: - (Design, Layout & Format) bldk ç;ksx dksbZ Hkh select 

Chart ij Formatting, Layout o Desinging yxkus ds 

fy, fd;k tkrk gSaA 

Links 

Hyperlink (CTRL +K):- bldk ç;ksx fdlh ,d file dks nwljh file ls tksM+uss ds fy, 

fd;k tkrk gSA 

Text 

Text Box: - bldk ç;ksx dksbZ Hkh text box ykus ds fy, fd;k tkrk gSA 

Header And Footer: - bldk ç;ksx vius ist ds mij o uhps dksbZ uke ;k ua0 nsus 

ds fy, fd;k tkrk gS ftldk mi;ksx Leter Head cukus ds 

fy, fd;k tkrk gSA 

Word Art: - bldk ç;ksx dksbZ Hkh picture and style esa uke fy[kus ds fy, 

fd;k tkrk gSA 

Drawing Tools: - (Format) bldk ç;ksx dksbZ Hkh  select Shape ij 
Formatting djus ds fy, fd;k tkrk gSaA 

Object: - bldk ç;ksx viuh QkbZy esa fdlh vU; çksxzke dks [kksydj mlesa 

dk;Z djus ds fy, fd;k tkrk gSA 

Symbols 

Equation: -   bldk ç;ksx viuh QkbZy esa dksbZ equation cukus ds fy, fd;k 

    tkrk gSA 

Symbol: - bldk ç;ksx dksbZ Hkh fpUg ysus ds fy, fd;k tkrk gSA 
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Page Layout 

 

 
 

 
 

-:Page Layout:- 

Themes 

Theme: - bldk ç;ksx viuh QkbZy esa yxs dyj ;k font dks ;k 
themes dks change djus ds fy, fd;k tkrk gSA 

Page setup 

Margins: - bldk ç;ksx vius ist dks set o margin NksM+us ds fy, fd;k 

tkrk gSA 

Orientation: - bldk ç;ksx vius ist dks portrait o landscape djus ds 

fy, fd;k tkrk gSA 

Size: - bldk ç;ksx vius ist dk size set djus ds fy, fd;k tkrk 

gSA 

Print Area  

Set Print Area: - bldk ç;ksx print fudkyus ds fy, dqN area set djus ds 

fy, fd;k tkrk gS  

Clear Print Area: - bldk ç;ksx set print area dks ?kVkus ds fy, fd;k tkrk gSA 

Breaks: - bldk ç;ksx vius ist ;k sheet dks rksMus ds fy, fd;k tkrk 

gSA 

Background: - bldk ç;ksx viuh ‘khV ds background esa dksbZ dyj yxkus ds 

fy, fd;k tkrk gSA 

Print Titles: - bldk ç;ksx viuh dqN rows, columns ds eSVj dks gj ist ij 

(Title dhs rjg) ykus ds fy, fd;k tkrk gSA 
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Scale to Fit bldk ç;ksx viuh QkbZy dk lkbZt de ;k T;knk djds print 
fudkyus ds fy, lsV fd;k tkrk gSA 

Sheet Option 

Gridlines: - bldk ç;ksx vius QkbZy ls lines dks gVkus o print es ykus ds 

fy, fd;k tkrk gSA 

Headings: - bldk ç;ksx viuh QkbZy ls rows or columns ds numbers 
gVkus o print ds fy, fd;k tkrk gSA 

Arrange  

Arrange: - bldk ç;ksx vius box, picture vkfn dks set djus ds fy, 

fd;k tkrk gSA 
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Formulas 
 

 

 

 

-:Formulas:- 

Functions Library bldk ç;ksx dksbZ Hkh formula yxkus ds fy, fd;k tkrk gSA 

Formulas Auditing bldk ç;ksx viuh QkbZy esa yxs formula )kjk tksM+us] ?kVkus 

vkfn vadks dks ns[kus ds fy, fd;k tkrk gS fd geus dkSu&dkSu 

ls vadks ij formula yxk;k gSA 
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Data 
 

 

 

 

 

-:Data:- 

Get Externl data 

  bldk ç;ksx viuh QkbZy esa fdlh Hkh vU; QkbZy dk MkVk ykus 

ds fy, fd;k tkrk gSA 

Sort & Filter 

Sort: -  bldk ç;ksx viuh QkbZy esa fy[ks vadks dks vkjksgh o vojksgh 

dze esa fy[kus ds fy, fd;k tkrk gSA 

Filter: -  bldk ç;ksx fdlh dh report ns[kus ds fy, tkrk gSA 

Data Tools 

Remove Duplicate: -  bldk ç;ksx vius MkVk ls Duplicate Data dks gVkus ds fy, 

fd;k tkrk gSA 

Data Validation :-  bldk ç;ksx dqN area select djds mlesa dqN vadks dh lhek 

j[k dj ml area esa mu vadks dks gh fy[kus ds fy, fd;k 

tkrk gS mlds ckn ml  area mu vadks ls vyx vad ugha fy[k 

ldrs gSA 

What if Analysis 

Scenarios Manager: - bldk ç;ksx viuh class report ;k salary sheet ;k fdlh 

Hkh MkVk esa select fd;s xbZ List ds vad c<+kus o ?kVkus ds fy, 

fd;k tkrk gSA 

Goal Seek: -  bldk ç;ksx viuh class report vkSj salary sheet ;k fdlh 

Hkh MkVk esa select esa fdlh ,d candidates ds MkVk c<+kus o 

?kVkus ds fy, fd;k tkrk gSA 
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Out Line 

Subtotals: -  bldk ç;ksx dqN formula yxkus ds fy, djrs gSA 

 

Formula of Subtotals 

 

=Subtotal(1,D6:D19)  bldk ç;ksx average ns[kus ds fy, fd;k tkrk gSA 

=Subtotal(2,D6:D19) bldk ç;ksx numeric cell dks count djus ds fy, fd;k tkrk 

gSA 

=Subtotal(3,D6:D19) bldk ç;ksx total cells dks count djus ds fy, fd;k tkrk 

gSA 

=Subtotal(4,D6:D19) bldk ç;ksx maximum ns[kus ds fy, fd;k tkrk gSA 

=Subtotal(5,D6:D19)  bldk ç;ksx minimum ns[kus ds fy, fd;k tkrk gSA 

=Subtotal(6,D6:D19) bldk ç;ksx multiply djus ds fy, fd;k tkrk gSA 

=Subtotal(9,D6:D19) bldk ç;ksx vadks dks tksM+us ds fy, fd;k tkrk gSA 
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Review 

 

 

 

 

 

-:Review:- 
 

Proofing 

Spelling And Grammar:- bldk ç;ksx viuh QkbZy esa spelling check djus ds 

F7     fy, fd;k tkrk gSA 

Research: -   bldk ç;ksx fdlh word ds vf/kd meaning tkuus ds fy, 

(Shift+F7)   fd;k tkrk gSA 

 

Comments 

Comments: -  bldk ç;ksx viuh QkbZy ds eSVj esa dksbZ Hkh tkudkjh fNikus 

(Shift + F2)   ds fy, fd;k tkrk gSA 

 

Changes 

Protect Sheet: - bldk ç;ksx viuh sheet dks protect ;k password yxkus 

ds fy, fd;k tkrk gSA 

Protect Workbook: - bldk ç;ksx viuh workbook dks protect ;k password 
yxkus ds fy, fd;k tkrk gSA 
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Views 

 

 

 

-:Views:- 

 

Workbook Views 

Normal: - bldk ç;ksx viuh QkbZy dks normal view esa ns[kus ds fy, 

fd;k tkrk gSA 

Page Layout :- bldk ç;ksx viuh QkbZy dks page layout view ;k 

vyx&vyx Page ds #i es ns[kus ds fy, fd;k tkrk gS bl 
layout esa rular fn[kkbZ nsrk gSA 

Page Break Preview: - bldk ç;ksx page dks rksM+dj mldk preview ns[kus ds fy, 

fd;k tkrk gS ftrus page ij geus dk;Z fd;k gqvk gSA 

Custom View :-  bldk ç;ksx file esa marking djus ds fy, fd;k tkrk gSA 

Exp: -  vxj ge dksbZ eSVj i<+ jgs gS vkSj chp esa geas dksbZ dke iM+ tk;s 

rks ge ogka ij Custom View es add  dj ldrs gSA 

Show 

Ruler: - bldk ç;ksx viuh sheet es rular dks ns[kus vkSj fNikus ds 

fy, fd;k tkrk gSA 

Formula Bar: - bldk ç;ksx viuh sheet es formula bar dks ns[kus vkSj 

fNikus ds fy, fd;k tkrk gSaA 

Gridlines: - bldk ç;ksx viuh sheet esa lines  dks ns[kus vkSj fNikus ds 

fy, fd;k tkrk gS ftldks print Hkh fudkyk tk ldrk gSA 
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Headings: - bldk ç;ksx viuh sheet esa column o row ds Numbers  
dks ns[kus vkSj fNikus o ykus ds fy, fd;k tkrk gS ftldks 
print Hkh fudkyk tk ldrk gSA 

Zoom 

Zoom: - bldk ç;ksx viuh QkbZy dks ij ns[kus ds fy, fd;k tkrk gSA 

Window 

Arrange All:- bldk ç;ksx viuh lHkh QkbZyks dks ,d lkFk ns[kus ds fy, fd;k 

tkrk gSA 

Freeze Panes: - bldk ç;ksx viuh QkbZy ds Column o Row dks ,d txg 

freeze djus ds fy, fd;k tkrk gSA 

Hide: - bldk ç;ksx viuh Workbook dks ns[kus vkSj fNikus ds fy, 

fd;k tkrk gSA  

Switch Windows:-  bldk ç;ksx viuh lHkh QkbZyks dks ,d & ,d djds ns[kus ds 

(Alt +Tab)   fy, tkrk gSA 

Macros 

Record Macros: -  bldk ç;ksx viuh QkbZy esa eSVj dks fjdkMZ fd;k tk ldrk 

(Alt + F8)   gSA       
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Short Commands In M.S.Excel 

 
Ctrl+A Select All 
Ctrl+Y Redo 
Ctrl+Z Undo 

Ctrl+1 Insert Format Cell 

Ctrl+2 Bold 
Ctrl+3 Italic 
Ctrl+4 Underline 
Ctrl+5 Strikethought 
Ctrl+9 Hide Row 
Ctrl+0 Hide Column 
Ctrl+- Delete Cells,Columns, Row 
Ctrl+F1 Minimize Ribbon 
Ctrl+F2 Print Priview 
Ctrl+F4 Close File 
Ctrl+F5 Restore File 
Ctrl+F9 Minimize File 
Ctrl+F12 Open File 
Shift+F2 Comment 
Shift+F3 Insert Formula 
Shift+F4 Next Cell 
Shift+F5 Find 
Shift+F6 Check Short Command For Formula 
Shift+F7 Research 
Shift+F10 Right Click 
F2 Curser in Cell 
F4 Repeat Last Any Command 
F5 GoTo 
F12 Save As 
Alt+F1 /  F11 Open Chart 
Alt +F2 Save As 

 

END Microsoft Excel 


