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Basics of Spreadsheet

9.e QUKRS

Spreadsheet 4@ 92 8 T6 699U6R O I9° Y9G JER UG I° AR
Q@0 621N | 6096 Q69 FISEIE 64 - Excel 6298 AR QIR N
6202l o Jeolle Spreadsheet | 4@l Microsoft Office QORI 2R |
QIR G6Qd, AEARIR, FEYTS 8 JRRAE G168 Spreadsheet YQ,
QUELSN | Excel Q Q2R @@ LHIQIOR 0ol 490 SISon g6ais!, 699,
62119, S62IG, YR 6 QG ARIGR AR AR | YO RS QLI Q66
T 2R IPQ 2F6Q AR TGS (6UTRE Q8 6 T @) I° AeR
26T, CIfR 8 0RLEIR ANNTE JER AR GRS |

@ G905R LN J6Q Q6! AV 621

*  MS-Excel2007 @ 6517% 6544 9&6Q 94Ql @5QIq |

¢ QUgPRR ARINRE N&° 6AFINEAR (a8 f8Rlq |

* @ QY IS (Worksheet) @ QUISQE @RI |

* R QITITE (Worksheet) 68 924 G649 8 A6IRIR KRR |

* 6RO OF6R AR AUACR FIY REIR |
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.M Spreadsheets Q 69461QY (Features of spreadsheet)

Excel 60 2699 971 65484 Qaaad 62108, A1 of QIdig A6 AR
P6Q | 6260 i 655 6208 :

R.

2612 (Autosum) - AGEG 6@I0Q (adjacent Cell) VLR GEHIQRT
JERQ 6219 RRRIR AL @RI |

fAa 2661 Fa(List AutoFill) - 69606967 U@ QIRRIQ 698 QUTER
Q09 RAIQIR 6418 24, 6RI0QT AR YA° FARG 62NN |

6ol FR(Auto Fill) - 60gRa @ aduiel @fie oaNgPq 6RI0a!
JEREQ QORRE KGRI QAR ARAIG JAIe @RelN 6908 AN
QIRY Q LY NS° JRRUQR 6@l | Auto Fill § 71l function JERQ
JORd 2086Q MRLIQ FAYRTIER |

Q661 1@ 65N AINEA 6AYl @ LW 7] Jheee FIRAIRS |
26616Q9Q(AutoShapes) 9224 (toolbar) QIR ARG RIL @QQ,
URRYSI MUIFGR 2QE, 919, Flowchart QUIQIR, Q0@ 4° LR
Q2 @8 IR FAQIQ | Y@ 2IQEYER MR @G Q6 FRQ 6Ad 69
(Graph) 2 @IS |

GRIe (Wizard)- Q661 60606967 QF QI §& @6 66 aeea!
dia, 99! (tips) @ 6@18R (techniques) 999 QRalRl, TRYD QIR
QI QR AR QF JAIYRER @GeN |

@lol 9} @d(Drag and Drop) - @l Mouse dILQIY6Q @24 Q@° emllq
6QIFIA 60Q AR YRER deeglde RAER QYR ALl @R |

G&é(Charts) - Qf @AYo @ 60¢Ice (Graphical representation) Pie,
Bar, Line chart ¥@° ZI2Q Z6Q% FIRIFEQ RUGII0! @QQ16Q 92! Q919
QeI @GR |

ARRG 66QM(Pivot Table) 9@l JE8R FRIER G2lq IR Ie° 6QITRE,
QalQ F6gPE e S9& 6106R Fade 2de @@ (Periodic financial
statement), JQAPYR G2 QRUIP IR FRRIR 1R QG QRN |

AGRE 6F1R(Shortcut Menus)Q65 @Q2Q QY IR ggeY F6ad
(Command), 9@@ Mouse @ @36 6RIRINER G40 JELlISl @M QIEAITR
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9.%. MS Excel 2007 @ 6984y (Features of MS Excel 2007)
@) MILIRAIQN FR- VAR AR AR

(Results-oriented user interface)
QO0 RLERINR TR-QER IS IR Microsoft Office Excel 68 Q)
QI 229 @GAN | 98e QIRR! (Menu) NQ° YA (tool bar) FRIER 6QQ
©6%4 (Commands) 8 656 (features) 69 15 62IR O@2IN, PELIR 629ER.
QIN-B4 (task-oriented) tabs ALN@ OF FELE 6 6FFYY ALY UQE AR,
JIRLIR 997 @R | 26@% Dialog @<, Drop-down gallery QIR QIQ
0RQRe 621R2IN YIPIR RUNRY BR8 IL° tools ARV AEAIR ISR @
QFLIR Preview 600 gode 9719 620ia A0R §a86q QE6Q AR
@RI |
¢) YR YR UG, 28 ¥Q° AN QeR IS

(More rows and columns, and other new limits)
Excel 2007 6Q ©,0%[,899F dI§ ¥Q° €9,MI ¥ I Q@g, ¢ Q|
NOLIRRING Microsoft Office Excel 2003 O} € 80 0% 2@ lie 8 9Mo 0%
ZRIS 29 6IGIR Q@RI | Excel 2007 Q 6618 @6 Excel 2003 Q IV @QR6Q
XFD 62102l | g6 6910919 6QI0Q1 Reference @ A6l LR 2R
Memory 98 & Q7 948 IReEE 621R2lN | I9I workbook 68 ARIRQER
gRIQ (Formatting type) QS@RIAS QIFll ¥ 0 0 0 gRIR ARRAE GRAIER AR
YIS 621N |

o) TR SIAQY IQ° I6QM QEAR! (Office themes and Excel styles)

Excel 2007 60 N9 5G868R1 QIQl Worksheet RIS 0g@R theme ALINER
UFSY AFe PR | Q661 theme @ Office 2007 @ AR JeQie J&a
CRIER ALRIFE FAUIRR, RLILAEIYQT Word-2007, Power point 2007.

Theme Q 699 (Apply a theme) :

PRU69¢ YR LR 6QHIIR AR themes MRLE 621R2IN | Themes @ IR
gRARIAe QEgPaa dIgR 626, Font 8 effects Q6T QUIFH FQIARAIER |
Theme §@@ 9@ @G48 ARG Charts @1 gl Work book 60 g62Iel RQIIRAER |

URRR QIR Using Styles): U@ 99 LRIFS Theme Q 6717 QAR
AR style @I | 4Ll Excel charts, tables, pivot Table, diagram @I Shape
Q Q124 60620l IRRRR AR 62T FAILIATIER | ILARRINQ FEY
QMRS IO FRRIR style FER customized FAIVRAIER | YRIFIG8 QE€T Charts
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SRR G5 59 style BUR FAVIRS G0 @S G661 geQ Q! style @ IRLIR
QAR |

(9) 2% 0Ys ARFQE (Rich conditional formatting)

ARIQLR! RPN LR ¢ FeAUS FAQI LR 6NN | G2 F64T4
QBREIER G JFR CRIEA ARY AIIRRRIQ G 6aldR ZIQaNa @GelN |

QR ARIRY ARIRAE FATR IRRRR! IQ° AITIRIRG! ALIAIER 8 G2l
ARl 8 QUBRY Fea AR 69 YRR ULl G REa PR I
AR19QE), Gradient color 8 692 FUPER IRY KA @2 8 GG 696G
gegisl @@l |

(@) A206Q 92 6RYAIAQ! (Easy formula writing) :
20 6ndel A28 FERIg 6R60n ARd H76R QRUISRI|

‘c]’?jjﬂl QAR 2NN 621! (Resizable formula bar): Worksheet Q 2QY
024dQQ 9996e PIalg gl dIRQI], 98 QEG YA°GY QI6Q JY 6 MA
299 0% 2IRIRER QS @6Q | Excel @ 9o AQER 986 6398 Q6 @@
90 969 6RYRIQ AUR QR nesting QLG QIR |

2ied 2ied G?Iﬁ‘{@ 238 @o!(Function Auto complete) : Function autocomplete
6R9Y 9o 96Q A0R dig cngelca ALY @RI | 92l Q6 QIR
Q9IQ 6229 | Function § 26QY¢ @6 M2IQ 98ANIFeR AIRIT @RI |

ARQLAUM ﬁ‘c]’GQ%(Structured reference): Excel 2007 i€l 40 68 @6
(RN 1) QI structured Reference (Q0e @6@%1) PRI | 42| Cell
reference (6R10Q1 @6RE) @ F1 6415 62IRAN | 69URE D1 NS° A1C1 |

FYS AAAG ALREQ ARAIQL(Eassy access to named ranges): Excel 2007
QIQIgiER Q651 IRARID named ranges @ G109, ZRJFFFAE 8 MR FAAIRR | 4@
Q! Worksheet (QI9Y I6)Q 02 989 ML QI AERIER AL 6|

(@) @9e @7 6 24l (Improved sorting and filtering)

OR0 2R0Q ¢ I JIRSI 6 PG @ FIER QYRR Excel @ filtering 8 sorting
(261 6 71 6@19R NFYE 6LIRARL | Excel 2007 6@ G2lG Q&F 6 2R 3 &
2Q QIR RFEQ QYARR |
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Q691 1) PR QB A PR QIR Filter (8161) @QIRR, Autofilter drop-down
GIRRIEQ e 000 Q YR AUAR AR 629; YRR ALY U@ Filter
(8161Q) @QRS @ Provot Table 6Q 94 Filter @89 (RI6ICIQAR) |

9.8. 9R6AM I @RV (STARTING EXCEL)

0. COQIQ O QIfl 6Q16IQ Task Bar (RIY @8) QUQQ start 6QIGIF QUCR
Click @9 (FIRg ALAIER)

9.  Allpgrograms @ highlight @Q | Program 9@ 68IRQ |

M. 63 QIRRIQ Microsoft Office @2 | (NE 6QIAR FER 6@ 9.06Q
9a90)

¥. Microsoft Excel @6 Click @ |

@ QIdIgEe F6a A6Resa QIS |

Qe QIR Q€A Start — All Programs — Microsoft Office — Microsoft 2007

Fead Qg
u ] Games * | Microsoit Office Access 2003
nternet [ Startu b [38] Microsoft Office Excel 2003
O Opeta Intetriet @ Internet Explorer ] Microsoft Office InfoPath 2003 Microsoft
| Email nd msn @] Microsaft Office PowerPoink 2003
:)I Microsoft Office (%) Outlook Express B] Microsaft Office Publisher 2003
T .l RemokeAssistance @ Microsoft Office Word 2003
@ Ficrosoft Office () Windows Media Player E Microsoft Office Access 2007
Jir= }s Windows Messenger B9 microsoft Office Excel 2007
j WordPad Q@ﬁ ‘indows Movie Maker [ Microsoft Office Groove 2007
) TP-LINK » (B! Micrasoft Office InfoPath 2007
i{ll ;%:urgm i ) VMware b [ Microsoft Office OneNote 2007
i [T WinRAR ¥ (v Microsoft Office Outiook 2007
A Bobe ACTOb3t ) ANBP for Windons ¥ [, Microsaft Office PowerPoint 2007
= Unlacker ¥ [E Micrasoft Office Publisher 2007
lfr-_.._.i Microsoft Office fﬁ; Microscft Office L [[E Microsoft Office Word 2007
o Skype »]

% Hotepad A+ Acrohat Distiller 7.0

7~ Adobe Acrobat 7.0 Professional

O adobe Designer 7.0

AlPrograms R TRERY 3

Lo Off E Turn Off Computer

|Start

D)
1O

N
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MS Excel 6@ @710 A1 G8919K6Q, 2I6el G (6QAUIR) A°6R0 — QEIRQ
A2l Q1] 2QARE FARIQ 629 |

Q661 ¢ Run GIRQI AIRICIEA Excel 2007 8¢ 8@ 9.96Q 99d0 9@ 2lag

—\ ~
aaan @@ |

Arur: Bakshi

Internet __} My Documents
Opera Intermek Brovssr

= Yriiied . b My Recent Documents  +
=70 Microsoft Office Cutdook:

ﬁ My Pictures
@ Microsaft iffice Word 2003 __} My Music
_gl ™My Computer
A voros
| ieroso i Poverbonk (B certeotpavel
] 2003 @ Set Frogram Atoess and
; . Doef auies
E/k Adobe Acrobhat 7.0
/™ Brofessicnl @ correct To v

lf__éjf Microsoft, Office Word 2007 | g PYikers and Faxes

Opens a program, foldes, document, or Web ske.

CEE— x|

— Type the name of a progeam, folder, dacument, or
: Interret resource, and \Windows will open it For wou,

Opeen: ]c:cd :J

[ ok | cond | mouse.. |

étfsn;arq

8@ 9.9

64N 6RS QIRYER Excel 6MY 8 OK 69111 Click @& | 421 MS Excel 2007
208 @QQ |

e P60d G




69¢30Q Req ?

9.9. EXCEL @IY & (EXCEL WORK SHEET )

o2R QL (paper ledger) U2l QAR QIR AL FAAICR, 6ALVR AR
Excel worksheet Q619 G218 @QQIQ 2906 G| gé Excel 98] @ Work sheet
69 | DI9l 92096 Work sheet QeIN | Work sheet & 22 (28R Qo 696
8 G AQ (3 QIR $8R) 26 | Work sheet @ QR 6 QIA AIFEQ I G
UIGR 2FQ 3 A YER UAR 6IBIFER YT (MLIQ Lables QRIKIN) 22 6
IR JLR 62906Q Cell (6210Q1) G106 | Work sheet @ g& Cell @ ORIl 2@
diel 99 YIQ @° UG Q°al 26S' | Cell 6m&ll, S @l AR 9@ Q&
QAIEQ |

Keciren Gall
Fibbon
Colunn Headings
_-. e B -l T | (R el inmry pi'- 3 F:TI'.-"-- E"- ?5“ i
L ¥ bl @l e d- EEN Y GHini e - (do 4 LR |.:!::'.._ F;_'.—' Ll L g .-“:_r.
i "l . i &y i lisw
[t ] - L3 3 _r'
& 1 - 2 I i
i Name Teacher |Roline Subjects Result
¢ MAF L Bakshl r, Sahar S | 1 Mttsertaticn |Pa
: Mrs, Champa Bekshi Ms Kaushalya | 2 |Englsh |Pass
& Tarun Bakahl M, # K Puar | 3 Mathemnsties Pais
s faun Bakshi Lir. Bansi Lal Arord § Computer Sl.:-i;l:li_l:ﬁ__;ﬁ_
¢ PewenSharmn  |Dr. LF Chinda | B Sanskrit [Fasi
= | Deapak Kwmar Kr. Tulsi fam T Manazement Pass
¢ Lays Bakehl Ma, Raj Gupds | B Hame Scletce  Fass
o Meeraj Sharma br 8. K Pun | & Sanskrit Pamy
= Neelam Sharma |Dr Koy Aven | 10 Management  |Pass
11 Gurjam Gauiam M Raj Gupta 11 Computer Science Pass
o I3k Y. Dabip Grgh | 17 [Enghish it
11 Chhavi Bakshi Wi, Hetki | 13 Music and Bence  Pass
| Mahit Sharma M PrestiSehgal | 18 Hindi e
15 Chiky &5 Anzpma 15 65 Fass
Mgy 8. Sharkan 18 Leience P
ity s e ¥

e T-
j Yertical Fozoll Bas

Homzomsl
Sheet Tab Sl Bar

@@ 9.,

Buitoms

9.9.€ QIx e go'q 09 KA, 6916 RAQ 8 R R 6
(Selecting, Adding and Renaming Work sheets): Status @9 0@ Q009
8ol Work sheet tab @ (Click @@) 9 Work book @ Work sheet 9@@ a1l
@Q 629 | g8 Work book 60 IGR @I6Q NG Work sheet &I | Word book
6Q 2@ Work sheet 69151 QIRARS | QI @AY

el 694 Q8
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Q2N S6Q¢s Rl
Insert a New Work Sheet (2 @14 6 369461 @QQ!)
2ege 2@l Work sheet 66196 Q&I Work sheet 2G4I1g 64 @GQIQ.

@¢)da@ Insert Worksheet tab Click @@ (F1 Q& FRIEQ §80)

| E‘:r! = - d ArpnBakshifampleSheetForfeferences - Microsaft Exel - Bx
- Home Imsert Fage Llayout Formuilas Data Faviais Yigw Oeweioper o - oo
& Calibn =i - ||| = 4 ".1_7-' Gensral &‘ = [ngart= E - Iﬁ_
G Bl el & | EEFEEE % Fhoaater | (g ?JT ﬁ
2 @S- & = % | iz EFomats | 2 Fitare ot
Clipboard = Fonl T Alignmeril Meimber ¥ Cellz Editing
H7 = | ]
B C 8] E
. Name Teacher Rollno |Subjects Result
¢ Mr. ).L. Bakshi Wir. Sohan Singh 1|{Mathematics Pass
z Mrs. Champa Bakshi Mshalya 2|English Pass
M4 kv | Sheetl < Sheets  Sheel . "0 JYENNNNNN : ] . [ TR 5
Ready ﬂ rrsert Wisrkiheel [Shift-F11) £ :rl E’Lﬁm&:$ :hl‘.i.e-:
New Worksheet
oQ 9.%

(PN 0L 9oq IR 97 RIS 368 F6Q!)
To Insert a New work sheet before an existing work sheet

@6€1 work sheet QI2 QIQ] 9oQ QI work sheet F6@6 @A 3 ILIT6R AR
J46a 2edad aa |

€. Hometab Qg

9. Cells group Click @@ |
M. Insertclick @Q |

¥. Insert sheet click @Q |

URIIR QL1 9@ “Physics” work sheet J9Q 4@ Q2 work sheet F6Q49 @RI,
*eg |
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EF' H & - fu 3 AnsBariniiarpleiee i Farfeterenogn - AMhoooodt Eooel - =
- | Mome | Inger Fage Lagout Foammulas Ozia Aspen Wiew Dezvsioper -
=M M icalbn =i - || I | Generat - Sdinsa~ | E -
D BTN EE B 55 o 3o 3‘3&
7 B[S A- (FEEe] WA 2 S romat- ;a Filr= Saleet
| Cliphoard I= Fant ™ Alignmieei Wurchee  Te Cefls Ediking
I AZD -3 £ =
A B C D | B oaan
Name Teacher Rollno Subjects
2 Mr Bakshi |Mr Sohan Sm_gh Mathematics
e Haths  Sneetd e e il
Reagy
&; ol - 3 AnumBatinitamaleine e ForRelenances - Klinesalt Sl -m X
hj)' HMome | Ingart Fage Layout Fomulas Dt Aevaew Vies Develaper -
=] K | canbp =11 - |™ogmogg|af | General v == E-
el B\ LIS 2 T2l T EE a8 ] e ot ? }i
el | = e wmm e T e = %ﬁnw) .z Filler~ Setect-
Clipboard [« Fant 0 Alignment AT T Celle Ecbing
| = a - r o &l
A ' B c D | B
Name |Teacher Rollno |Subjects
2 Mr. J.L. Bakshi |Mr Sohan Singh 1|Mathematics
Mgk M| Physics - HathsC Sneatd, T | i
Ready ¥ |{==E-0

!

-'E".II : H W) = [ ¥ AruriabshiSamplespeatf ocAzterence - Mitrosof Eacel == ]
It----!"'l Hore frisert _PlgrL,um.rl Foamules. Ciats ﬂml:_«_lr '\l'l_lw ﬁ\-' -2 X
—j & | |Cobai sl - |y e ISP Generat - A 3 @ .ﬁ—r ?‘1
EFiE i LY. ey Iliill.ﬁ- |5 - ¥ !_ju Insert ey,
Pa:be F || [ “{h" d- = ARl 'ﬂ -t'ﬂ 51::1!5 i j-‘-" I.-uell.i;'-elEm'-'s- Jfl-":&'
Cligboerd = | Fard el _Mignment Humber ! ) lurmng — -
!— GE it J':- | [ Ingeat Shasl | :
A g |.~m»t .-cn::u—- [Shitt =11} |'
1 Name |Teacher Ruflnu Subjects
2 [Mr. J.L, Bakshi |Mr. Sohan Singh Mathematics
WA W] Physics MaE ety £ e : g
Beacy | [

@ GEGES

LitmBalan i ma et Farllel drbnaes - Mhizrapatt Excel

- x
, nﬂ & I.r'srﬂt Panu.af.mrl folllmlbs I:l.nﬁr Tui mm D!‘iﬂ_’fplr L =]
=3 K canbn =i o= (. --“_p General T S=Inga I ? J}}
P;J i3 | B J'E & |!_‘ 1|:ﬁ I8 BN ) | 4 Dilete > i e
2 ECe-AY |HEEe] A B z Filr = Selec -
Lhighoard T Foni & Algnment ] Wumbi & Cefls Edtimg
| Al @ e |
Plmea s | c | ¢ E F 6
-
2
3
Wt v o Sheets - erro s | shes 8D L
‘Reamy 7

el 694 Q8
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Physics @I¢1@ work sheet g@@ work sheet 1 @I1¢16Q @ 92l work sheet 641
62102 |

QEP A TS FEQE FAUR AR 6AASR (Alternative Method to Insert
a New Worksheet)

Sheet 2060 8¢ S0 @2 QIgl 99Q G671 G2l Sheet 69 @AQIQ LB |
Pop up ORRIQ Insert 8R8 QUL |

’n: &l W e : SeyEa b el aegt i The g IFE et enied - Mot Borl -
- ﬂ"l Home. | :n.- Laso rormeden Tutw Rrdgw Wi Cuswiopee - X
el @ .y AF Coiririal - ot - | E- & i
1 o= Iy 2 Y & i . - zf L;'}
P ] W H 5% I Deiete &
Baike - S pramron ——— — e Shiteb | " fal & Tima b
= F e L, - Canlh ! = & = BRI Ryt = ||| oh = iy~ it =
Siccmaiil o LLie af Lapy.. =l = Hurrhs C Cwlla SNy
1| ey Code —
a iy Ereact S i
—_— = gy Ereact B z .
Las Lale B c B !

Hodw B Physe

Remdy |~ sl il 0 =

- Ie= @I

Chart ME Excal 4,0 M2 Eacel 5.0 it
Facro Cialog

. Namq e Teacher Rollno [Subjects R
2 MLl | s IME Sohan Singh i- 1{Mathematics p
=

Insmrt

General | Sprasdchest Solirians |

Pracaias ik fesalinlibe,

Templates on Gffics Coling I Carcel !
.-"':-|; b B 5  ArunfskshiSampleSheetForReferences - b - X
i | Homia | Imsart | Page Ll Formul | Data | Reviaw | Wiew | Develo | '-t:el et = >
A = % ol A il B = 2
By 31- 2
Fasta Famnt Allgnment [Number  Styles Cekls
= = 5 - - - - - Pl
Clipboard = | Editing
¢ £ 2]
e B —_—r =
= Cx E E G |
< Maths Snr:l:ﬁll- a il :
=0 = g s

120 e P60d G
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QI e dMRIINQE] (To Rename a work sheet)

@. work sheet @ IRIQIFIRQE QAQIQ 6AITIR 9G] 298 aal

9. Q67 IMRINFAS FARIQ el work sheet tab RUEQ @VE S Q2 |
M.  Popup FIRRIQ Rename QI |

¥. work sheet Qg Q2 QT emst (2 ALILRSIERQ Chemistry)

Ingsen..

Delete

Tab Calar

Kove ar Copy..
gl view Code
Ay Protect Sheat.,

pmplesheetForReferences = M. —mx

3 | Review | View | Develo | - = X

AlliE) 28
& 3

Siyles | Calie

Editing

II_-,-L’ \J

Pa:t-
| J

Clipboard &= |

B -.,“—- = AnunBakshiSampleSheetForReterences - M i

e eelElearl sl oyl ==

Font |Allgnment| Mumber | Styles | Cells

A
II a-a-

Editing

— 1
F: s
aste
N
|| Chipboard

B E

Font |Alignment [Number) Styles: | Cells

| Foomul
|r\- 1k

A - T AngnBakshiSampleShectForBaferances -Mi. = O°X

plogr ol opre (@ - @ x

Al B
8] A
> &
Editing

el 694 Q8
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9.9. 6921016 91N QIEL! (SELECTING CELLS AND RANGES)

Work sheet 60 @2l QARIR, Q671 96 FEE QIER IR Cell Q1 IR QIRR |
Q6¢1 6069696R Excel work sheet 68IRQ, Al Cell § QIY QIR 9YO 2Q |
Work sheet @ 24 cell @@ Olq @14 @EQIQ QI Cell §a 9GiQIAl 671G Qf

QR64I0R 62 | RIS RANT 6208 718 F6RER QIRl Cell QRS | FIRLG.
Q80 Cell @ PR 9Q 8 Y2 AUVER QFS 6RIRIN A G2 | Q671 LIl ERYR
QIQl Cell @ TQ 1 920 9@ Cell QIBRIR, 6916% Cell IR, FIRAAR FIFT 6QURIEY
S 25 671 QIRRIR BLRIS 6818 Cell OB 6RIAR 5211 Q6L €1l Work sheet
(691161 R ARIZ) LILI 9@ FYLER 69T6R 2, IQLIQ AQ Cell QIR AR |

4@ 68 JfAea Cell QY QAR FIFAIQ.
0. QK QRAY A

9. (A16C5) 6nd @@ 9Qda QIg |

M. Enter @2 |

¥. Al BC5eRIQ A0 Cell @21 620DQ |
6QITIe 9Fe A6Q 9do

'ﬁ__%j lJ_l_JI EI' . F  ArunBakshiSampleSheetForReferences - Mi - 92X ‘
e |k ul WV D cn'..@‘.'—— =X
=T E ) Ti”’] gk i
e e NIEE 2
a2 &~ -
Paste Fant | Allgnment Number Styles | Cells :
« F - - . - | 2
Editing
3 B
ﬂ |
|
. ANl~armaan ‘
M 4 » M| Chemistry
Ready 3
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s

b

R & ([ A A EEY

Paste Font

o e | - &

Alignment Numberi Styles || Cells

- | - -

'ﬁ? H Ly B e | = ArunBakshiSampleSheetForReferences - Mi... - X

o) | =
. ,Hume,| Insert | Page L | Furmul| Data | Review | View | Develo |@ = OB )T

L4

| | Editing
£ | Name ¥
| | B B
ey |.h..l.nma. . . HT -l II:
Mo 4cr-¥ |  Chemistry | Physics / Maths ~ She|l .
Ready | ][]

oe- 9.
9. QY o6 98e@el (NAVIGATING THE WORKSHEET)

Q661 QRAIRIQ @ AAIBAIR Scroll bar ALINIER L2 QI AIG 6] AR
AU | 6960696H @641 Scroll @EQ Thumb tab § 0 6QITIRR, @& AR

6RQ I Ol 2AQ AGAE FQE 0leIa Jeal 09I 9R6HIPR 624 |

el 694 Q8

IP.""JI )-‘n...-. e Page Layaut Fatmuisg Euita Prsvhis Vi Daesiapssd
Vil - T IS e, st eneing okt
Pale | Bl ] e P | 5] Cam s = [E ot -
I A3 - L] rame :
A B f= o
: [(Name Teacher Rollno |Subjects Result
2 |Mr. J.L. Bakshi Mr. Sochan Singh 1} Mathematics Pass
4 |Mrs. Champa Bakshi|Ms.Kaushalya 2[English Pass
4 |Tarun Bakshi Mr. KK Puri 3fMathematics Pass
5 [Arun Bakshi D, Bansi Lal Arora 455 Computer science|Pass
& Pawan Sharma Dr. K.P Chinda 5| Sanskrit Pass
7 Deepak Kumar Mr. Tulsi Rarm 7 |Management Pass
& laya Bakshi M=, Raj Gupta B|Home Science Pass
= Meeraj Sharma MAr KK Puri 3 |5anskrit ) Pass
1w Meelam Sharma Dr, Alay Arora 10|Management Pass
11 Gunjan Gautam M= Raj Gupta 11 |Computer Science|Pass
12 Ishu M, Dalip Singh 12|English Pass
12 Chhawvi Bakshi iz, Ketki 12 (Music and Dance |Pass
11 Mehit Sharma Mir, Preesti Sehgal 14 |[Hindi Pass
15 Chiku M= Anupma 16| GK Pass
et iy e Shiattis Lcianch Bass
'1 I'l_."_.:'..._"_'ﬂﬂ_". 1 etopaice , bame - chaard ¥ g SE—TARCE | = ] |
Rasdy Sprage 11323 Courds 15 St - ik B mhae i [

123



124

E @2y F6d gasl

QI e FRIEQ 9Re QI Scroll (Move or Scroll through a Work
sheet)

GRQ QUVER QE¢1 Work sheet F1IEQ Scroll @QUIRR | Cell C1IEQ Work sheet
Q G8Q 9I9q 99! AR AIRg Scroll @€ 9 G1Q 6N MR FAVIRS |
Work sheet @ Cell FlIEQ PR KRR, 66FIEIE Cell 60 ST 1R 6N
ERIQ AR | Q671 ORR @Al Cell & QIR Cell 6RARTQ |

A1 LI QAU Scroll @ Zoom (Scroll and Zoom by Using the
Mouse)

6R60Q 7Y 8 FERER T2 6TUGE Microsoft Intelli Mouse £6&4I@ 920
Scrolling 6 Zooming @ARIQ VG 2@ YI2| Q6 MR @R QF1 Work sheet
@I Chart sheet 6Q ORR 8 6216 9@ QAU | (Work sheet: Work book @
Sheet JIQ] 6@ Chart Q2N | Work sheet data @I Pivot Table report 6QdQ!
QIR Chart sheet QURIRT 621NN 1) Q6E1 1] FIRY VLR 9@ Dialog ARAER
Scroll @ACIRS 69226Q Drop down QIR@I A2 Scroll bar &N |

9.¢. @24 $694 (DATA ENTRY)

Q691 Y IR @2l Cell 6 F6Q9 @RS |

¢. Numbers (Q°S4I): @ 2°¢H GERR JY F6Q @4 621RAGS : gd
LY (QQI2QE); 9 8) QTR AW (QLILRE, 98.99) Q° Scientific
notation (QQILAE 0.9899 E+2) UQ Q661 FEQE @RS QYIS Cell
6Q JAQI CIR 9@ 2, Excel 421 Ye°@A QU6 Scientific notation 6Q
JREIE @6 | Cell FRIEQ YT FEQE Zia 626M QEE! F1-) A°G| T
(# # # # # #) 6QTUIRR | €@ T2 QI 21Q 0G| PR QI FE¢T
LHITR LU |

9. Text (Q): R F6Q4 62917 Al 6RI0NG JaEE! A2 6 emdll
6nd | 6Rdl G694 698 @QQIQ Enter 610161 @R | 6RHIE R4l
62R2QI Cell 8 99 QU6 Fado 629 | Q67 9a eIy Rl Q69
900 QAQIQ ALY, 9AF 2/A Apostrophe () Q6T MR @R | 9D
deIa 699 Gl 280 G661 SRl FRUIGe PR |

M. Dateand Time (210 @ QAL : QEC1 6UEREER FIRG 6 ARIY GRS
3@, Excel (@ G6a4Igeq Iaq A°¢lig QUIs @& 996 99xI Q6d
Q9| 64 LI2I62Q Q671 QRS ARIEA CIRE 6 A QY TREQ YT

6LQ |
e P60d G




69¢36Q R0] f

¥. Datain Series (2QRF16Q @24): Auto fill ALIYYER 6T IR Y Q!
R @A6Q el IR FER Yo°@Y Q16 A°RG 681001 ALER FRUIGS |

9.0 0 24 Q6qlla (EDITING DATA)

@f1 Excel Work sheet (RIdY 0&) @ 6214 2°64IRIS @89 920 A28 266 | Q66

Q1 QAlIR FINYE 696@IEE Y@ QUVER L°CIRIR FRURR:

0. QIR 62919 A Cell & QIR | F2 QI | Backspace 6Q191¢1 QUQLIQ
@0 6 QR F6dg AR | OR 694 | gAdla 569d @Q |

9. Cell (6RI0Q1)E QI8 6 ARIQS ANER O 6RS | IRFIR 6Q4 |

N, 9B R6E 6Q9R cell Q 6RSI ARIRNIG ILF, cell @ QIR 8 delete 6RUBIEY
QR |

¥. g0 6699 6TQIRSIY, standard @8Q undo 6QIGIF 0 QI Edit — Undo
5669 69 QI 6QIGIA O AR Ctrl +z MILIQ FQ |

9.2 6Q10Q K6@¢ (CELL REFERENCE)

96 worksheet 60 60608 22 6 2IFeIN | worksheet @ 98 cell @ 4@ A&

QENE 2N | QLI2QE 4T 98 QG A G AUIG M, T AT cell @ QRS

@RI |

9.29 QN UE6Q G2IQ OIS 6 YR8YR (FIND AND REPLACE DATA

INAWORKSHEET)

@661 worksheet 6RIQ, &l 9 6Q¢ll 010 @a@I SIBAIR | 921 Home tab —>

Find Q00 62121\ | @641 £11) Home tab — Find — Replace QI 624 010 @Q

Q¥ GeNER FARIRACIGS |

rungakshiSampaShrotForREfarences - Micragoft Exce =
Farmmuia Ceain Raviaw [UET Develaper Aaipl e
A . I Fo=
" 4 - i £ .
B - .-1'_._*&5 I Format = || A=
o Alignment Humbes Ceff
B " oo e | Ma. Raj Gupta [
A B C D B
v Klamaa |T.=|.-.u-l-|.=r |Dﬂ]|nﬂ |':l||-n.=u-|'4.- ?
pMHRERH S il Iy Matie - Shagls o T b l?ﬂ._., o R
Edit | 25 ) ik S\t i)
&g : 9.0

el 694 Q8

o4
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9.0, QTG GRS (MODIFYING A WORKSHEET)

9.eq.8 6Q10Q1, G, A F646 8 AAARXE (Insert Cells, Rows,
Columns and Delete Cells)

S@eN I nsert blank cells in a worksheet (@154 FG6Q SIfcRI0n 5699

° @ QI RS Cell QIR (range : 9@ sheet Q Q@ @ AR cell, cell AR
ATRE Sl ARTRR QEUIRER) 69R0IER F6L1 G IR cell VARG
QI8 | Rl WD cell QIR LRI FE6C1 VI 198 | *I2RE G 8F
SR cell RARIR, AR 8F cell QT 2SR |

*  Home tab cell group 6Q insert @ MGRE YN G1Q SG NQ° | st -
QIU6Q insert cell §9 | 3K Defete -

* Q69 FRI QRITINYSI cell 60 9RE Sl @2 qe° Qo | o Farmat -
QPRI insert &Y Cells

* Insertdialog QIRAEQ Q67 VOIRRIY QLRI cell TG & |
QY FL6R MI@ NN (Insert rows on a worksheet)
€. &¢Q 696@16d 6Q1GY @Q |

*  6AITNRUIG QRQIR, UG Ql cell QIR LI ATCR QECT UG VAR
QI8 | IRl A°¢@ AIG QI8 I Q67 VIR FILE | RAILRIYQT
UG 8 QUER L° QOR AP QRRIQ UG QA IR cell QUK G |

°  RRIF MG BRQIR, AIF QL L2l AUER Q6F AIF AR 1LR |
@l Q°GiR AIG QIR IRl Q6F ARRIg 998 | ARIead ged NG
A% QAR 96A NG UG QR QR |

o U AEeSRAQl dIF QAR Q6F AIMaE = Insert -
QEREQI MIG QBRI ANNER CTRL QIR @ | 7 Delete ~

9. Cell Group @ Home tab 68, Tnsert SISQ 91Q §@1 \qg° | e ormat™
QU6 Insert sheet Rows O | Cells

126 e P60d G




69e26Q neq

QY Facq 24 F6a¢ (Insert column on a worksheet)

R.

9.

FIRYE 696@18T 601G @R |

Q691 Q2 34 QARIR 1PN PAa T8 ATRR 022 2 Q!
6R10Q1 QIg | QLR QU 99 B @ QIR §Yl 48 9tQIg 39
B Q @ cell @ 621061 QIg |

Q661 YRR 29 RARIQ S12QI PR 98] AITREG Q8R! 3%
QI2 | @l IR 33 QI LTI Q671 VIR SI9R | AV 99,
NG Q2 32 QARIQ Q8¢ NG 92 QA YRR 8AQ |

IS AT 2R @R, P61 CTRL QIR

JHMUIE QIFRAR 92 QIR | g™ Insert
3 Delete -

Cell group @ Home tab 6@, Insert Qigia RIS 010 G4 6 | ..,

JRI96Q! Insert sheet column o |

_;_l Format =

Cells

6RI0Q1, G Q@ 33 F6RUA (Delete cells, rows or columns)

R.

9.

.

Q66 F6RIY FARIY 12U, cell 6RI0QY, G S 32 QUL |

Cell group @ Home tab 6@ YRY0 @Q |

gl RS9l cell 201R91Q, Delete ISR & Q| 5% [nsert =
O QIU6Q Delete cell click @Q | o Delete -

QRININARI UG 2610919, Delete QISR 2! G1Q F&] Format ~
od @ YRIY6Q Delete sheet row 99 | Cells

QRIMINCQl ¢ LQINIR, Delete iy & Q1R od 8 NLIYEQ

Delete sheet column 9 |

o9 Q641 cell @ @Y cell QIR QI2, Delete dialog Q@4 shift cells

left, shift cells up, Entire row @l entire column o |

9.eM.9 A& 6 24 2RNQ IGLAR (Resizing Rows and columns)

Set a column to a specific width (229 9@ 368 g26Q 626 @A)

R.

Q66 JRQRR QIR8A! cell @1 3% QI

el 694 Q8

o4
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Q2N S6Q¢s Rl

9. Cell group @ Home tab 6 Format od = Insert -
M. Cellsize 6Q column width 9 Sligae
] Format -
¥. Column width QIRLERQ QE¢ QIQL':?JQI mY ems! |
T aaen | Change the column width to fit the contens (6@l
JRUILER VIR AT 23 990 ARRER) T ek
0. Q6f CReRR RAQIg QLS 29 o 2A9ee 3™ Defete ~
QL | = Format =
9. Cell group @ Home tab 69 Format od |
M. Cell size Q Autofit column width &¢I | Worksheet @ Seled All button
AAIg AR 1Y autofit @RRIR select All 611
o G° QIDEQ @R 99 heading @ RLIC RUER A5 A
9@ 59 | =]
Match the column width with another column (4@ €8
dq A 9@ 24 gdg 9L 691e gAIR) :
R. <94 @ cell QIR 4
9. Clipboard group @ Home tab 6Q cipy g Q° e =a
21060 JRGICT 33 QIR il
Clipboard
M.  Clip board group @ Home tab 6Q page @ 0@ Q1
Y 4Q° Y2IT6Q paste special O |
¥. Paste @ Column width @I |
Change the width of column by using the mouse (€122
LI Qo 942 g9 0@@@9) :
FNYe 6962163 9@ Q¢
° 900 090 JeRR 95QI], 32 heading @ @JE
~ v < Drag to resize
QIR Q64 1289l R JLYB LI |

Al B «cC

* AP AR BAQ TRARR FERIQ F6F TR
P0QIQ QL2 98 QI8 6 YRIU6Q ARIUIRAS

24 heading @ 238 IR 6AIAQ |

o || P ||l
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69e26Q neq

2aQ 6AQ GLRNR 6ndlg 0@ Q69 adly, Q67 PILAQI 33 Q
2ageq QI8 e° Y2I6Q 9IRSl @8 heading @ @F6 AQAIAQ
90Q & |

Worksheet @ 229000 92 JAQRR @AQIQ Select All 691017 F¢ \4&°
QI6Q 6969161 9¢ heading @ IR 6AVIQ |

Set a Row to a specific height (213 9@ 384 a90l6a o)

R.
9.
.
Y.

Q67 URRRR RARIQ Q1RSI G QI JIFYE] QI8 |
Cells groups @ Home tab 6 Format od

g vinsert *

Cell size 68 Row height &9 5 Detete -
Q691 912221 MY Row height 68 6RY | B+ Pormat>

Change Row height to fit the contents (G 220!
JEER A& HIg YARLR)

R.
9.
.

Q67 IRRRR RGRIQ 1RSI UG A FIFR Qla

Cell group @ Home tab 6@ Format 6 | -_15_
Cell size 6@ Autofit Row height & |

|Dra§| toresize
Worksheet @ A01G dIGSQ a1 Autofit RARIR, Select all g 8 LITER
626161 U@ UG PIF ORQ AIAIERIER YRR G |

Change the height of rows by using the house (€9 9GQAR QIQl G
200! 96eaR)
FeRge 666l 69159 @ |

691G 2GR 2P RFFI DR FRRIR Q6L SILRIAl
Q0! 236! Y8 AIE QIF 6RQ AFICEIR CAITIA|
1

RRIA PR UG Q00 JheRe Q6QI], 966 ~
J0RRR REQIQ PIR2QI UIFYFR AR 99° RUER | Toraz 0 reces

gl 62102 66RIEIT U@ UG Rl 0F AINEQHIG

sddial Select All button
Worksheet @ 2712 G0 200! 90089 @8QIQ, Select

All 69101 QI8 9° YRITER, K616 G Q6 of T
AA6R4IR AR | o

el 694 Q8
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Q2N S6Q¢s Rl

* U 200l 00eRR A 6RHIgE] 0 QIEe JIF frIEa delg, QR
od |
9. M. Move or copy entire cells (244 6R101Q1Q ORF < GERIFRE)

Q671 6960696R cell ORE QI ORG VAR, Excel Y4 QI6Q
6RI0Q1 F1IER QI 4@ 6 INIGER, Cell AGRAS 6 SATE AQY, | = nast -
goRd |l oRe Q@RI | 3% Delete -

P
= Format -

0. Q67 gORT @8I QIR cell § QI

9. Clipboard @ Home tab 6Q S¢IRYS 606@1613 6016~ @ |

* Cell 9R% @QQIQ Cut| 4 @I 6910¢ IF A2e CTRL+X &4 |

*  (Cell oD @QRIQ, Copy Ly @ 6QIQIFIOE Q2w CTRL + C 64 |
M.  Paste YIPQ RUQ-LI¢T Cell QUL |
¥. Clipboard group @ Home tab 6Q Paste |4 @ CTRL+V &d |

Move or copy entire cells by using the mouse (91129 ILLIQ QIR 6RO
ORe Q gORd @ed) -

AMOREQ 6AVR AR IR EIRIFE 6dlimieN, el QA F6¢T AR
NPQ @R Cell JERT Q1 9P FATIAR |

. Q67 9ORT 9l 9RR RARIQ SILERI Cell § @I Cell 96] Qg |

9. QUNYS 696183 Y@ AQ |

*  Cell @l Cell §@R O Q6IQIg, 21Nl 9aQInlg F6ad QQ,
6J60696R F6E9a0 0ne F6ada 621Rde, Cell QI Cell 98]
Zey 4@ 9I9q 6QI9IR &2 |

* Cell QI Cell 95@0 JORT @AQI, 06¢ Qgla JRINIQ F6a4
@8l AN6Q CTRL 0nQ Q9 | 6960696R F6adas 9oRd
Q606R 621RTR, Cell QI Cell YGQ. 2R Y@ YIRQ 6ASIR &2 |

Insert moved or copied cells between existing cells (°QIS 6RO FIIERQ

ORe Q gORTLQd 6RI0IQ1 F6Q4 Q@A) S R
R. Q2RI cell @ cell JEQ. QI 12 Q67 ORR @ JERE E:“f"f “
armat =

FAQI QL8 |
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69030 n0Q E

9.

clipboard group @ Home tab 60 PRYS K4 |
* QRIPER ORe @ARIR, Cut. 4 ©d @ CTRL +C @91 |

Paste 9I0Q Q9@ QY 6RI0IQIER @S QU @2 YQ° YLIUER AR
QIRRIQ Insert cut cell Q| Insert copied cells od |

Q651 IRLRES 6RI0INIFER A0IRARIG FILAS GG insert dialog FRAER
od |

Prevent copied blank cells from replacing data (ﬂl@&{@l eRI0Q1 goRad
RQ 2N RIS KAL)

R.
9.

8.

ARSI cell §E@ QUL |

Clipboard group @ Home tab 6Q copy =3 99 | Q6¢1 610161 & de@
CTRL + C ¢k S8R | P
Paste JPQ Q0Q QI¢1 Cell Q12 | T Delete -
Clipboard group @ Home tab 6Q paste | M o o oQ | iziFormat -
JQ° QIT6Q paste special O | -

Skip blank QI8 QI0< QI |

Move or copy the contents of a cell (6R10IQ1 6@¢ | @R @ gERTILQE!)

R.
9.

Q661 9RR Al gORTd QAR PILAL! cell @ G ATER YRR &9 |
Cell G06Q Q661 PR 9l JORT AR LILAQ| 2FAYER UL |

e@IOA] (16 2 @@Q@ 9| @

QAR RAQQ KPR

69M CRIER 69NR GO §8 AQ, 19° SYURLN 69R
A2IR Q67 908 FAQIQ QL8 ¢ AUER
AIRQR ¢4l |

TR QR RIER & 6dnQ @8 99 I8° FIFRIER AQl SYUeY

1225 AA ﬂI@Q@Q@ Toginl ARER CHPN |

& 6QI¢ FRIFIER F2Q 60995 62Rq A6HRIR Q| 910

5299 MNOLIQ PG 69R0IQ AR PP
AL, 620I6Q Q¥ Ie° QIJER A+2UCAIRG.
NALIR AR SVANLR CAR @R |

.

oo Seed Ol

Clipboard group @ Home tab 6Q S¢)RY0 6K6@163 9@ @Q |

gl ORQ QRRIR, Cut 'y o |

4
=]

131



132

9.

Q2N S6Q¢s Rl

. Qg doRd @QQIqQ Copy 1y 69 | B
6RUYER paste RALIQ QLRI cell 6Q OU; @A G pacte _;
SRR @ JORD @RI UM cell 6@ QRAQ S | Clip i

Clipboard group @ Home tab 69 paste |, od |

Enter Q1] |

Copy cell formats or formulas only (6101 Im4, 6@I0IQ1 ARRE Q! @

~a

gendeas)

gONa @2l paste @QQI AAL6Q, @651 FINTE 66T IR FAARQ :

Uede AGR0E QU Q6mE cell 69 &I 6@16d Y@ FIEGR RisR
9RReR @9 |

EROR 6RI0IQ1 ARRAE paste FQ 6UIRE Font @&f @I Fill Q& (4e°
6R10Q1Q 6RHIAQ QL)

6097 99 paste @ (N&° SIEER gmY QL)

Q601 JORD KGRI QP2 6RI0NYER QIR LIl JRY, 6RI0N AFRRE
Ql 9g adieiN |

Clipboard group @ Home tab 6Q copy od |

paste YRR QIR AT 6101 Vg AU Q61 YR, 6RI0RY .J
AFR0E QI 9@ paste PARIY FILUR| 6RO QIR | Paste

Clipboard group @ Home tab 6@ paste 0RQ 910 60 4@° ABRING
RIJ6Q SRS 696@16d Y@ @ |

6QQR IR paste @QQIY, paste values 5 |

6R9R 621001 AGRQE! paste @QARIR, paste special O ° YLITER
paste @ Format o |

6@9m 99 paste @8QIQ, Formulas &9 |

e P60d G




69¢30Q Req

Q€1 @ 9912 (Drag and Drop )

6RI0Q1Q 6RLIGE 28 @8 9aQ OPe @09l drag and drop 986G A2
621I6Q | ARG QR IR AR RRIURAR ERI0INR LIANING'
JRQIIR AL VR |

@G?\ AHIRd (Freeze panes)

93 QNQ A2 6 AUIG QIET A2 IR @@ Worksheet 2@, worksheet scroll 6291 @
698 QIFl Q@@ QIRDQS | Freeze panes 659 QI QNG AQ ANUER
QIQ1L 629 |

Q. G 96m AIGQ 4Q Gd K@l worksheet QIR QIFER Frozen 6QR0EQ |
9. View tab — window group on ribbon — Feeze panes — Freeze pane od |

M.  Frozen panes 2GRN9I View tab — window gorup on ribbon — Freeze

panes — unfreeze panes 9'd |

=
1 Mame Teacher |Rollno =z
2 |NAF L. Bakshi Mr. Sohan Singh | 1 Mad B e T e e

3 Mrs, Charmpa BakshijMs.Kaushalya 2 [English

Mr.KKPuri | 3|Mathematics | Pas:
Dr. Ba rora 45?_ Comp r Sclence Fass

& Pawan Sharma Dr. K.P Chinda & |Sanskrit
o Eﬁeébak'kuﬁﬁér ME. Tul_si Ram 7 r\ié'ﬁaée_mem
a Jaya Bakshi Ms, Raj Gupta 2 [Horme Science
a Meeraj Sharma M. K.K Puri 9 |sanskrit
10 MNeelam Sharma Dr. Alay Arora O|Management

11 Gunjan Gautam Ms Ra| Gupta Computer sclence

Mr. Dalip Singh

his. kKetki

R R e e —
I:‘_:'-_ =] =
AT et Fagie Kol Forvdes ata
E—— T [
i L e e et
Norcpase Wndean - L
i i . .
i1 1 | o |
8 g it Ie 3 H
1 Teacher Rollno
11 unjan Gautamn Ms Raj Gupta 11 5 i
12 ﬁhu M, Dalip Singh 12 |English Pass
B Chhavi Bakshi Ms. Ketki 13 |Mucsic and Dance |Pass
14 BMohit Sharma M. Preeti Sehgal 14 |Hindi Pass
15 Chiku Iz Anupma 16|GK Pass
26 Nishu Ms. Sharbani 18 |Science Pass
= ~
@ 9.€o0

el 694 Q8
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Q2 Y66 9@l

QU SO6Q Freeze pane i@ 96 6416 62102 | AVIFR 6<, JIG A°Eyl ©
Q ¢ € QIQ J&& | Worksheet Scroll 6291 92 A& © 2Q Q@R 6 YRER MG Jor
PRR AR | Q6C1 692 YRl AR AQARE AR PRIUINYS| FAYER Freeze
Q| unfreeze @QAQNAL |

l;ﬁ Freeze Panes v] ] _'fi Unhide +] 4

Save )
Workspace Wir

Unfreeze Panes

Unlock all rows and columns to scroll
through the entire worksheet,

R Freeze Top Row

| | Keep the top row visible while scralling
through the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,

oe 9.e¢

—

6@9® unfreeze pane 9@8 2AQ UG pane &% Freeze 622N |

9.0%¥ PAGE BREAKS

Worksheet £1216Q Page break 696, @Q919, page break @ Of 967 QGO
6201 Q671 QIL8Q | UIFR 6T Qg | MLAUER page layout—> setup group —>
Breaks — Input page break @I2 | Excel @RIKI@< MI@OIQ 2l 9 2 @oQ

I"Tnj [ B s ArungakchifampleEhertForRetenencoes - Mioresofl Excef =X
¥ "'J -
—  Hame Iruert Formuisi  Dats  Review  View  Deuelopss e
|.|'l'l'|. K [ __‘_-,ﬂrienre‘.:-:ln'|l,._'-_|ﬂ|:ea.l;3'| o Wadthe | Automastsc + | | Grdlines | Headings T
3 | T LRt || antili A

""" [ 1= 13 5ize = Smptomatic ||| o Wial | W View
Themes — Marging T Amange

- |:,_'|- 23 __‘1-F'r|r.| Hrea = A% w Print Print =

. Fhemes _-"agt Setup i Pasel All Pags Braaks Sheet Options: T ol

! as - S| AP BEKERT =

| A . B [ & D e

+ Name Teacher Rollno [Subjects Result ||
2 Mr. J.L. Bakshi rAr. Sohan Singh 1|{Mathematics Pass
3 Mrs. Champa Bakshi |Ms.Kaushalya Z|English Pass

4 |Tarun Bakshi MIr, K K Puri 3|Mathematics Pass

]
5 |Arun Bakshi Dr. Bansi Lal Arora 455|Computer Science |Pass
& |Pawan Sharma Dr. K.P Chinda 6|Sanskrit Pass |
0 BT iy Physics . vaiha, Sheetd 2 AN -
Ready. | B Awerage:4S5  Count:S  Sum: 455 || 0] ]
oe 9.€9
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69¢30Q Req

9.€8 PAGE SETP UP (Qal 696 Q<)

Jal AGLRE, Margin set @ header (@° Footer 646 @0QIQ GIRRIQSQ File —
Page setup 6916 @RQIQ OIRRIQEQ File — Page setup QIL |

€. Page (99l

931 ZRIR, QR 49, JAQ FIF, A8 YING! RRUIF 626 FEQIR I8
GR8 QIR QNG 69RalNd | galq landscape QI Potrait @RI page
setup window 6Q page tab @ orientation QIR | YA QU Worksheet Q
ZIRIQ scaling ALIER F1d AGRRS FAUARAIER | Worksheet @ 691G
JI6R Y8 KRRQIR Fitto 1 page(s) wide @128 LIQIQIRI QRIGEQ ANG S

~
QACOIOR 6L |
(B i ' =
2 [
—r’ Hoes v n W Developar o -
E:j - | J |_- I o Width:. | &utometic - | Godiines . Feadmgs Ca
::' ial- | e | [ S = 3 Gaskgrownd | 3| Helght: | Automstic = v vieve (] e .
T ) MEN A pvintrad - 34 Print ikl & teale ar 2 Bririt Eriert (|
Thamui ! Hoamal .k Sraie to-Fil 5 LT T b |
C =l E s my | —
|t ! Hésdar 8% Fosten 6.3 P B e E
1 Name o S Rollno |Subjects Result!|
a b 1L L] e i Lol S 1|Mathematics Pass
3 Mrs, CH S 2|English Pass
4 Tarun B . eEe P 3| Mathematics Fass
1| H F. F - | .
5 [Arun Bd i s ora AL5 | Compulear 5cience |Pass
e Pawan | B|Sanskrit
i ety Physics W) i
Fleacy el

[ Fage i margins | Headerfroocer | Sheat |
Cwlgnbation —
b L - £
Porksai Larsdscape
Scalmig

* ALt bo; Sz E‘ S rorrnal iz
1

ik ko Epaoe(s}widerw ll Etaﬂ-

Faper sige:  [Letter =]
Print gualicy:  [1200 dpi =1

First page niamber: 1111..!1:0

erit. .. | PrlMPru'«iﬂ!.:c] crtions... |

L=l I Cancal I

o@ : 9.em

el 694 Q8
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Q2N S6Q¢s Rl

9. Margin (9/1Q 229 gI8) : Page layout tab @ page setup group Ol Margin

QIR 2dQ, 0%, QIF 6 9F& JIQ IR @A | Header @ Footer field 69
gad G6adl @Q 6adll gl UIRQ 6REE 9RYER QLR @4l | JI6R
QIR @ YR R QAR i QIR Qg AR |

E‘-—: b - = AninEakiniSampleSheetForfaferences - Microsott Excel - =%

—'"ll Homme Irnsert E - Fommulas Data Rewvsew e Developer W - T

_al. 3 H' J Fi] ﬂltr.:.l':\' '_ Breaks = 0 Widthe  Automatic = Geidlings | Headengs Ty

_:"'I". [alr ! [y 5ize~ i Baccground | 4| Helght Autematic + |09 Miew | W View !

T e e ienntareas  [Fpontmnes || O scte  wem 3 Pt BelRL [

Theme '." L r— Mormal ) . Ii Scake 1o Fis i sheet Qptions
alil W & el o

T 2 B | Header: .37 Footen 0.3 |. T - i o £ I i
WiName g B L e Rollno |Subjects Result|
i TELLL L et b Fagtes 857 ID 1|Mathematics Pass

3 |Mrs, Ch Manow o 2|English Pass

4 |Tarun B R ": e Ej}_ﬁ- 3|Mathematics Pass
%A g == hhents Tede A b 455|Computer Science |Pass

& |Pawan {'C'Ewm Marging. Sanskrit Pass
i‘_;l_n:\“_._... 1 i e 1o . e S ] R ol e e i
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