mm:emmqpfmmm

a3FgIH
@NIELIT

Q.no. 1 #Ag3rer TWeMe & TATT W Fragiiad T o1 3T foree

Answer: <\&)

(i) #g3rer Tz & fauda, seracifae Esefe 3 ufRspd fadvor sueior iR ary & et & e

wama?ﬁal Q\\f

(i) #F3rer TIMe & Fauia, Seiaeifs Tseiic 3 Jgar Furee R UIEu0T 30T & A1Y-a1 fAafde

Aferat 3 Qsmse ¥ Q\
D

(iii)staﬁwﬁﬂwq@m@iq%_aj@mhzﬁuﬁaﬁaﬁwaﬁwﬁaﬁmmﬁ

FARNTIAT B &, S Aeg3rer Tsehe 3 g off 78 B

\\J
(iv) BRI T IOTIT g HTAh & Fifeh Prorst, GRS AR T & B T Joialr 3 TH B T AR

T NN

(v) TG YR THECH o BrIe S8 Férhdl, 3T it 3R agagadl afcer o ¢ |

N\
(vi) sﬁg—gﬁﬁfﬁ_@gmﬁﬁ%ﬂwasﬁvwaﬁmm%l

SETERUT & fory, ol Torier 2003 # 255 Piera 3R 65536 UTthal T & 2ffie # §1 Ms Excel 2010 3
16384 lera 3IR 1048576 URhT & |

(vil) PIEI F TS ATCITHE HSRUT ST T ATH 3BT TATTSh ST TGN ThdT SITcT ¢

Q.no. 2 FHFRYFETHT IR SRS P IRHATT &Y 76 Se1h drer o= 37 &7
3T
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gepefie o gHsTaT
Microsoft Excel 2010 ISl & pRIUTH Th Tohd Tsfie & fowe ufthar 3R &9 enfae &
STl 31T Ugell IR TeRlel oliedl ehid & R AT 6T 910 €7 &b HHATA UEd Toham Sirelm &, al

TP & 31T RED ot Bhiee ahiie grT o Sar &1

e 3T Excel T 37T 8ff Bhiee Aféod o1 sudier ax Ugell gohefie T
TS Sheetl &1 3maeht ghefie & 3 d W 31 ufhat 6t &, e fdst & ars
3R FEIAT3HT & AU UEATAT SATAT 8, 3R Dictd SHee JdoT WER 3T & U1 ST B
IE Excel 2010 & Bhiee Te3U &, 3 damaT SUANIT Y ST aTelt GIIAT &
Iheeh Pl HHSTA &

Microsoft Excel 2010 # Teh ' el BISel & (ATHAAR U Th BISel YhR dhr
xls T .xIsx o FTY T ST &) 3794 My Documents Blea & TaFH BIEdl @

%, dl I8 BISel Ueh ThgD ol

S+ sample Excel

Organize v \E Open =

't Favorites >
|\ old-desktop-files
B Desktop
%] Recent Places |

& Downloads

. Dropbox

#& OneDrive

% iCloud Photos

S Libraries
(&) Deskiop (2)
5] Desktap
|5 Documents
< Music x
My Excel Info Title: Add a title

@ KLSX File

U A0 mﬁmﬁwlw%ﬁwm,mmﬁmmqﬁﬁwmaﬁmmﬁ%
dl 38 GGl ST HehdlT & | 3T HRIGREADT H B0 HRITFD AT & Thd & (FBHIeT Excel TATTAT H
TP A0 IS H el BIITAD 291), T & BIEel & IR H SAIpRy, STat dpret, @ & ara, 3R
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IEd DO A §| WAfhed el ceh foh 3R ITUhT Tariel acheeh H hefel Teh ahefie €, Al 58 Sehil &l
3T oY acheen ahet stTaen, R safere s saa 31fe adefie Taa &1 afAar & |

TeRiel # ghfe 3R adhge & e 3T
ARG Teh gehefie T adhge & AT & IHeR P AR Bl FIH T T Teh #

g8t & gt 3 I Wraer ¥
1. PRIYEdeT YT GEAD &, ST BRIUAD 38 JEdd & HIaX Th Thdl U8 & \Q

2.Waé@mﬁam@m,wa$2ﬁtﬁm%,3ﬁ?a§ﬁmﬁ§ & St dae
HTUD HTYEY W SUcTed HART gRT WA B

3. ahefie & g P HAX SNST, FCTAT AT A&l ST Fehell & < %

ghd &1

4. 31T R 37t ahale 3 19T Y yIRIE R ReT ad %
s.mﬁg’raﬁﬁﬁaﬁthwmmm?ﬁ@% e & @ eioTel Y T B

Answer:

Q.no 3 TFT ghMe THSTI Q

TR T Google TERE % 3 T A 1 Tara G G T A
3THUTH T FRET gRT |

1. FihT AT TAR HAEAT R

2. UfFed ? QMic Tidea A arell gefie &1 TfshT A & IR, Iieh e W«
died 39 I Teh AT Th T 31T hIfAAT31 Y ganfad i aret St &Y i b
N fop TawUT - 3R Bthiee 0 & Ofth effe & aRada gid &1

3, Tl 3R 2fie Pl 3TATAT & TSt ST FehdT & | Afehd Tl o AT H, IT Al ATSH Uise
P T fhdY 31T AT T Fele T IT HIaS U T HIsT Y g1 & ST 90 AT IiehT &
STaar|

ATSY UiseX &b HIY IT HIATS QATChe Bl ST b Teh 37e19T e ¢a WX et ik afeh
e ael |
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- & o N E T
A B [+ D E
SalesRep Region # Orders Total Sales
aill West 217 $71,107
|Frank  West 268 582507
|Harry  Narth 224 591676
lanet Narth 286 577,858
[oe South 226 565,606
East 228 579017
West 234 587967
East 267 590,302

The Active
Celf and

East 279 467,738 S
| South 261 599,896 Shest
13 |February Total 2813674 highlights

14 in Excel
15

16
47
P jan See J00E  Feb Sales 2016 Ml Saes 016 ADE

Q.no 4 YA FAT L 3R A HA JaA0 T §?

3

T ¥ Ueh JfFcafh & S hegeX Al adrdl & WX UG il & forw &
O AT &1 P FFCdIT hl , T3 IFER Tsefic kA A
39T fohw SITa €, S foh ATsehaiee Qfic 3 BIcl T 3TN A H 3T STedt
 IUTAT T bl & 31K Teh TS Ah13T, Ufh T AT TIHT B AT UTH P b &

I =SUM (A $ 1: A $ 3) &I Uh 3GEIT &, it

J@ File Edit Wew Insert Format Tools Data Window Help

ET-EIEEY AR Y

MicrosoftExcelQ:[:rEff,Wﬁﬁm,mmmmﬁﬁ%ﬁ?@mm‘am?ﬁﬁﬁ
A & | TR T SULNT dieh Teh Tl TR el FF dellel & forT, o fadafoif@d &
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1. Uk Tl T TIA B STel 3T TRUTH BT ScUTe el Aed el

2. TRTER YT (=) T80 &Y, 3R R 38 F1hoT 3l 8y HY fo 31T 01T ot ared &
3. 370 FF I QU & & ToIT Enter Froll GaTT |

TET TS H Ueh ATIRUT T Bl T SETe0T f&m I/ &: = 100-50

AT HEGH BT SUANT b TRl 3 FF ha ford

3 Excel 7 H 1Y AT Gof It & Gol1, 31T 31 ATAT dTel Tl Pl 3¢

3eTeX0T & forw, I 3T Tel A2 H AT & Jol B2 H IO AT T uls‘é\
Terd ¥ ford: A2-B2 &
c2 - <

A E C
il Revenue Expenses  Netincome
2 $1,000 $300 s700]

Hehd! & 3T Terel 3T Biefel 7 Hd ) 37er 2917 | Aof Hedt Shza & forw, ofie &
el &t ATt BT TIT B |

To add a cell reference to
the formula, click the cell.

4
&ﬁmmﬁmwmmwwmwﬁﬁﬁmaﬂmmm
H BP0 He dGald 8, dl Braem s Tsefie T gt T3t 3R Bl o Aeg3red ® &
HUST el b TT Faarford &7 8 Gef: IT0TAT T B

Q.no 5 Tge ¢aer & aRART FH 3R 3HF STAeT A T Fi|
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3l

T TUae e 3TUh 3T & Ueh TRIA &, 58 v arc & Uop fomar aram & i 3muepr 3madhr
STTTPIY & ITUR WX RUIE e 3R T=A1E1 1 udr oona) a1 & | Rae eae v & & suaieh
et 3R AT F et o HTGRThT B

1. 3 e et i s Aot gt ‘\\

2. Uep fAfRIE AW gRT 3794 SeT &l i Al %
3. TR &g ATFRIGRT SeTTeY 35 v 37t Y RGT3AT O wrehT QQ)
4. "G ool 87 3 T Fres o dit i oS é’

5. fopdl Pres Y A AT F di 3RS
6. 31T ITUTAT SIeh-S1eh i | Q

b

F
|Order ID Product Category Amount Date Country
1lCarrots Vegetables 54,270  1/6/2016 United States
2 Broccoli Vegetables 58,239 1/7/2016 United Kingdom
3 Banana Fruit 5617  1/8/2016 United States
4 Banana Fruit 58,384  1/10/2016 Canada
5 Beans Vegetables 52,626 1/10/2016 Germany
& Orange Fruit 53,610 1/11/2016 United States
7 Broccoli Vegetables 59,062 1/11/2016 Australia
8 Banana Fruit 56,906 1/16/2016 Mew Zealand
9 Apple  Fruit 52,417 1/16/2016 France

A A e e s o I L X | Aaf1sfante Camadda

| | | | | 1

LY=D == RN = R B SR R S R )

To insert a pivot table, execute the following steps.
1. Click any single cell inside the data set.
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2. On the Insert tab, in the Tables group, click PivotTable.

o3
1P _
PivotTable Recommended Table
FivotTables

Tables
The following dialog box appears. Excel automatically selects the data for you. The default location for a
new pivot table is New Worksheet.
3. Click OK.

Sor O

To get Banana at the top of the list, sort the pivot table.

1. Click any cell inside the Sum of Amount column.

2. Right click and click on Sort, Sort Largest to Smallest.
WNumber Format.

PP
Refresh

S M
A .

fm ValueFel
L

Hidz Ficid _ist

Result After sorting is qjugRNNW

A | B | C
L |Country (All) E|

=
EEl

Row Labels - Sum of Amount
Banana 3402‘35'
» |Apple 191257
Brocooli 142439
Carrots 136945
3 |Orange 104438
Beans 57281
0 |Mango 57079
Grand Total 1029734

Filter

Because we added the Country field to the Filters area, we can filter this pivot table by Country. For
example, which products do we export the most to France?

1. Click the filter drop-down and select France.

Result. Apples are our main export product to France.
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A | B
. |Country France

: Row Labels - Sum of Amount
- |Apple 80193
Banana 36094
Carrots 9104
~ |Mango 73838
Broccoli 5341
Orange 2256
Beans 630
Grand Total 141056

EIEImIm --Jlmlﬁ.n T

=
el

Note: you can use the standard filter (triangle next to Row Labels) to only show the amounts of specific

products.
Q.no 6 TS 3 3T AT FATE? %\)
3

AutoSum FFAYUT SUM HrITF Herlet &l t 3R Flat Y o et a5
3T Tt &

ATAD TAIR W T [ TS TEd SToal THYUH HeRIe STelal Y AT
&am|

wam's'az?-ra?muto ¥ H AT AT

Step: 1. Cllck o u ton
2. C{l t®sum button in Editing Group.
Standard |

= -

=}

Average
Zounk
Max

Mir

Mare Functions. ..
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31TT SIT-3T3 Hel &l TIEAR &b AVERAGE, COUNT, MAX IT MIN el Pl STec! 8 Gol
T Fehl &

"37TAh HF" de ST diarg 3Tl (3Tel) |
3T 3T DITRABIIAT Bl STedl & AT P b foIw e Bl (Alt + =) DT 3TN o A
T &

Q.no 7 TRl Al¢ 3R Mreer Fare? @

Answer:

TIfEaT ot 3Muent feaian, TEaT, ewEfed 3 3R 31w HATT ST B
fAafaiad sereror &, g7 Sers 3R SFd & 3uAeT & B 3R F SeAd DTS

: Customer
John Smith i 2/3/2016 | Eastern Company
333221 Rachel Adams 2/2/2016 | Western Company
333223 John Smith X 2/4/2016 | Eastern Company
333220 Cheryl Myers 2/1/2016 | Southern Company
333119 Rachel Adams .00 |1/31/2016 | Northern Company
333224 Michael Brent ; 2/5/2016 | Northern Company
333118 Cheryl Myers 1/30/2016 | Western Company
333225 Dylan Rogers 2/6/2016 | Eastern Company
333117 Michael Brent 1/29/2016 | Southern Company
333226 5TU | Cheryl Myers | $700.00 | 2/7/2016 | Northern Company
333116 ABC |Rachel Adams| $100.00 |1/28/2016| Western Company
333227 MNO | JohnSmith | $500.00 | 2/3/2016 | Eastern Company

As you can see, the Ws, order numbers, prices, etc. are all out of order.
Sorting D
Let’s say, spreadsheet above and wanted to sort by price. This process is fairly
simple: her highlight the whole column or even click on the first cell in the column to
n you will:
gt click to open the menu
down to the Sort option — when hovering over Sort the sub-menu will appear

Click on Largest to Smallest

Select Expand the selection

Click OK

Filtering Data
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The filter feature applies a drop down menu to each column heading, allowing you to select
specific choices to narrow a table. Using the above example, let’s say you wanted to filter your
table by Company and Salesperson. Specifically, you want to find the number of sales Dylan
Rogers made to Eastern Company.
To do this using the filter you would:

1. Go to the Data tab on Excel ribbon

2. Select the Filter tool

3. Select Eastern Company from the dropdown menu

4. Select Dylan Rogers from the Salesperson dropdown menu :%

U4 | 8 31T TeRlieT H aeheleh U M St sTeldl 3R fAepTeiN?

Answer: v
Insert a worksheet ®

e Select the ® plus icon at the bottom of the screen.

e  QOr, select Home > Insert > Insert Sheet. Q
o »

L] E£—|
J } EEI:EI I;E-%;( ;I. Eﬁkutnﬂum
Fill -
Formatas  Cell Insert Delete Format
Table~ Styles~ - - - & Clear~

Styles E:n Inzert Cells...

El: Insert Sheet Rows

UM Insert Sheet Columns

Q Inzert Sheet b

Delete a et
. Ex
° - the Sheet tab and select Delete.
% ct the sheet, and then select Home > Delete > Delete Sheet.
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o - AutoSum - A
es ] zY
Fill -
. Cell Insert  Delete Format Sort &

- - v | & Clear~ Filter ~

E" Delete Cells... liting

2x  Delete Sheet Rows
% Delete Sheet Columns

(3 Delete Sheet h
Q.no 9 TSN W & fopaly oY 5 1t oY yRITRT Frar

Answer:

Teh Hherelel Ueh QATIaiRa FF & St vep faRIy o & fafre el
&1 g3 Tl PRIPHT # GTHATT H1 AR a1 & Tt
fore Irer, 3iraa, 10TaT, HTAFTH Hed IR AdA He

H PITRABIT B FH HeAT I ST 5
NITE eI dh H A Al &b 3T 1 AR B &1 Tg HIfrepiai &
AT & 3R T ah A PIRABI3T i T & 38 AT ol AT Har &
3. COUNT: Ig HarRl dch H TEITcHD ST dTall BITABIIT Y TEAT DI AT & | TS HerraT
et A0ft 7 3Tscat Y STedr & A & T syl
4. ITAPIH: TG BT dh H AT STITH Tl AT Bl AUTRT HIAT &
5. “YAdH: TE BerId deh A AR T HHA Tl AT bl [AUTRA T
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