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1. What is Excel? / Excel =T §?

Microsoft Excel is a spreadsheet software developed by Microsoft. It is used to
organize, analyze, and visualize data in a tabular format, with cells arranged in rows
and columns. Excel is widely used for tasks like financial analysis, data management,
and creating reports.

Key Features of Excel:

1. Data Entry and Management: Excel allows users to enter and store data in a
structured format using rows and columns.

2. Formulas and Functions: Excel provides a variety of built-in formulas and
functions to perform calculations, such as addition, subtraction, averages, and
complex statistical and financial operations.

3. Data Visualization: Excel has tools for creating charts and graphs that help
visualize data trends and patterns.

4. Sorting and Filtering: Data can be sorted or filtered to make it easier to
analyze specific information.

5. Pivot Tables: Pivot tables help summarize and analyze large datasets quickly.

6. Data Validation: You can set rules for the data that can be entered in a cell,
ensuring that only valid information is stored.

Microsoft Excel ABHAGe gRT TASAd T TsfMe T@HedaX &1 sTFr
ST 3T B ARONEE (tabular) TRT A Jaieyd, fadwor 3R o7 §0 &
UEJd Y &b TaU fRar Sar §, 9Ed dod ulhdl 3R SiciAl # cgaiedd
gid §1 Excel @1 3ua19r o fagwor, 327 gaga 3R R daR & a9
®rt & fow e 9 & fhar Srar g

Excel i U@ faAwdTT:
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1. 32T T 3R UdYe: Excel SUITTHRATHT I Ufehdl 3R hicdA] & 3UIT
¥ WRT Urey #H 32T gof i IR TR S T IFFAT a1 &l

. Bl 3R HREH: Excel # Offied goR & [ec-sa wieen 3R
IUTATT Hl A A P ¢l

. 32T TASIHASAAA: Excel # IC 3R TMH A & 3UDOT &Id & ol
ser &1 ugfadt 3R dead @ fas3rensst i # #gg i B

. |iféar 3R MreeRar: ser & Aty et & [Aduer & fou & o
Rheex fRT ST Thar &

5. Mae ¢geq: Mac ¢aed T3 3T AT @l Sedl ¥ IRAT IR faduor
el H FAGE Il o

6. 3c1 dforsera: 3y foRdl A A 3 I arel s & fow fage
AuiRa & gea & aife dad AT IEART TR E|

\S]

W

N

In summary, Excel is a powerful tool for data management, calculations, and data
analysis, widely used in businesses, education, and research.

TR #H, Excel 3l Ud¥H, 0T 3R 3T fI8wur & fow udh QUfhemeh
SUHIOT &, ST <Faaray, fAeTr 3 My H g §U @ 3UAT TRAT ST T

2. Excel 2007 H ool el Rows 3iR ColumnsﬁFﬁ %?
Rows (GfhaT):
. 1,048,576 Ufehal

Columns (¥J9):
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. 16,384 ¥

Excel 2007 F TIHT BT A F I XFD ddh oidel fohdT 1T &, ST 16,384dT
Picid &l

3. Autofill in Excel / Excel & Autofill =T &2

Autofill in Excel is a feature that allows you to automatically fill cells with data
based on a pattern or series. It can be used to quickly enter data such as dates,
numbers, formulas, or text that follows a consistent pattern. Instead of manually

entering values, you can drag the fill handle to fill a range of cells.

Autofill Excel # T Flaur & ST 3TUehl ST Pl Teh Uead IT W@l & YR
W EaAifeld ®9 & T & AT Sl &1 sHbT sudier At g,
Tidcll, TT THC Pl Joal U Gof I D [oT fhaT ST Hhal & S Th
FaITT Yol T Uleled T & Heg3Tel ®U H Al Gof HlA & I, 3T
Rre 51 &I Eiga U 4@l H Tcd P N Thd &l

4. Wrap Text

Wrap Text is used to make long text more readable by breaking it into multiple lines
within the same cell.

Wrap Text @I 3TN o ¢qEe Bl AP TaT I & forw foram S &,
difer a8 T & A H Ps ol # [adfed o ol

5. Merge & Center in Excel / Excel A Merge & Center T ©?

Merge & Center in Excel is a feature that combines multiple cells into one
large cell. It helps you create clean and professional-looking headings or
labels by merging cells and centering the content.
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Merge & Center Excel # Teh UH AT &, S s Hed &l [HAH Th 3]
Ao I &, Merge & Center 3TUel Ted ®l Fol Pl 3R AT Pl dhg
A @A % 3R IR fema ared e a1 g a1 H AcE T ¢l

6. Data Sorting and Filtering

. Sorting: Arranges data in ascending or descending order.
o To sort, select the range and go to Data — Sort.

. Filtering: Allows you to display only the rows that meet certain criteria.
o To apply a filter, go to Data — Filter and then choose criteria.

7. Charts

. Charts: Visual representation of data.
o Types of charts: Column, Line, Pie, Bar, etc.
o To create a chart, select data — Insert — Chart.

8. Pivot Tables

. Pivot Table: Summarizes large datasets.
o Insert — PivotTable — Select the data range — Drag fields into
Rows, Columns, and Values.

Questions & Answers (in Hindi and English)

Q1. What is the difference between a workbook and a worksheet? / Workbook
31X Worksheet H &1 31aT &2
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« Answer: A workbook is an Excel file that contains one or more
worksheets. A worksheet is a single sheet within the workbook.

o A Th Workbook Teh Excel BISeT BIdl & Tolgd Teh AT 3SR
Worksheets @id &1 Teh Worksheet Tl efie @it & ST
Workbook & #HlaX gIdT &l

Q2. How do you create a formula in Excel? / Excel # Formula S8 g4 &2

. Answer: You create a formula by typing = followed by the operation
you want to perform (e.g., =A1+A2 to add two cells).

o 3 3T Formula ¥ & ot = 230 &Xd & 3R e &t
TR AT &, 98 or@d ©& (S8, =A1+A2 &I Tl Pl IS &
for)|

Q3. What does the SUM function do? / SUM WerleT &RIT &l &2

. Answer: The SUM function adds up all the numbers in the selected
range of cells.

o 3A¥: SUM Baeld Tafad Ted 6T Auft H it J&am3it &r
BT &l

Q4. How do you apply a filter to data in Excel? / Excel A 3¢ W Filter HQ
A &2

. Answer: Select the data, then go to the Data tab and click on Filter.
You can now filter based on specific criteria.

o Ba: 3T A A, T Data & W ST 3R Filter W fFeleh |
31 3T AT FAACET & IUR W el ™ Tohd &l

Q5. What is a Pivot Table used for? / Pivot Table @l U291 fhg forw gar &2
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. Answer: A Pivot Table is used to summarize and analyze large
datasets quickly and easily.

o 3@ Pivot Table & 3UAT g3 3T ASH Pl Sear 3R AR &
IR 3R ST i & fow fhar Srar g

Q6. How do you create a chart in Excel? / Excel A Chart Y I &2

. Answer: Select the data you want to chart, then go to Insert — Chart,
and choose the type of chart.

o AV 3H 3¢ B g A 31T A€ A dgalT dred 8, T Insert
— Chart I ST 3R A€ #1 YHR |

Advanced Excel Notes
7. Cell Referencing

. Relative Reference: Changes when the formula is copied to another
cell.
o Example: =A1+B1 becomes =A2+B2 when copied to the next row.
. Absolute Reference: The cell reference remains constant, even when
the formula is copied.
o Use $ to make the reference absolute, e.g., =$AS$1+$BS1.
. Mixed Reference: A combination of relative and absolute references.
o Example: $A1+BS2.

8. Data Validation

. Data Validation: Restrict the type of data that can be entered in a cell.
o Example: To allow only numbers between 1 and 100 in a cell, go
to Data — Data Validation and set the criteria.
o You can also provide an input message and error alert to guide
users.
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9. Conditional Formatting

. Conditional Formatting: Highlights cells that meet specific conditions.
o Example: Highlight cells greater than 100.
o Go to Home — Conditional Formatting — Select your condition
(e.g., "Greater Than") and choose formatting.

10. Lookup Functions

« VLOOKUP: Looks for a value in the leftmost column and returns a
value in the same row from a column you specify.

=VLOOKUP (lookup value, table array, col index num,
[range lookup])

Example: =VLOOKUP (102, A2:B10, 2, FALSE) finds the value in
column B that corresponds to 102 in column A.

« HLOOKUP: Similar to VLOOKUP, but it searches across rows instead
of columns.

=HLOOKUP (lookup value, table array, row index num,
[range lookup])

11. Text Functions
. LEFT, RIGHT, MID: Extracts characters from a string.

=LEFT (A1, 5) // Extracts the first 5 characters from
cell Al.

=RIGHT (A1, 3) // Extracts the last 3 characters.
=MID(Al, 2, 4) // Extracts 4 characters starting
from the 2nd position.

« CONCATENATE or &: Combines two or more strings.

=CONCATENATE (A1, "™ ", Bl) // Combines the values of
cells Al and Bl with a space.
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=Al & " " & Bl // Does the same as above.

12. Date and Time Functions

« TODAY(): Returns the current date.

« NOW(): Returns the current date and time.

. DATE(year, month, day): Creates a date value.

. DAYS(): Calculates the difference between two dates.

excel

Copy code

=DAYS (Al, Bl) // Returns the number of days between
the dates in cells Al and BIl.

13. Advanced Chart Options

« You can customize your charts by changing:
o Chart Titles and Axis Labels.
o Add Data Labels to display values directly on the chart.
o Customize Chart Colors, Line Styles, and Gridlines from the
Design and Format tabs.

Advanced Questions & Answers (in Hindi and English)

Q14. What is an Absolute Cell Reference? / Absolute Cell Reference T &2

« Answer: An absolute cell reference in Excel remains constant, even
when the formula is copied to another cell. It is indicated by a $ symbol,
such as $AS1.

o 3: Excel # Absolute Cell Reference dd Y &R T&dT § I«
tisfell forel 3R der & Frdr fham Sar §1 38 s v @ gerfan
ST &, S SAS1|
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Q15. Explain VLOOKUP with an example. / VLOOKUP P 3GTEI0T Afed
HHASTSU |

« Answer: VLOOKUP is used to find a value in the leftmost column and
return a corresponding value from another column. For example,
=VLOOKUP (102, A2:B10, 2, FALSE) looks for 102 in column A
and returns the corresponding value from column B.

o 3T VLOOKUP &7 3UANT ITT hicdd H Th A Glaldd IR Th
3T PictH T AT AT e & fow fhar Srar &1 sereor
& foU, =VLOOKUP (102, A2:B10, 2, FALSE) &leld AH 102

Bl WreldT & 3R Pied B Y i A dlerdar &1

Q16. How can you restrict data entry to only whole numbers in Excel? / Excel &

hael gUT HEATU &af &l & fow 31 U8 Bt FA WfAT AT Fhad 2

. Answer: Use Data Validation to restrict data entry. Go to Data — Data
Validation, choose "Whole number" under the "Allow" option, and set
the desired range (e.g., between 1 and 100).

o 3AY: 3T TS &l AT I & foIv Data Validation &1 3a3tar
&{| Data — Data Validation tX ST, "Whole number" @1 I,
IR T @A (S 19 100 & d=) AT A

Q17. What is Conditional Formatting? / Conditional Formatting T 2

- Answer: Conditional Formatting highlights cells that meet certain
conditions or criteria. For example, you can highlight cells greater than
100 with a specific color.

o 3aX: Conditional Formatting 37 hIfhI3il &l EEellse Il & i
PO Al IT AAGST I QU AT &1 3aTeXor & forw, 3T 100 &
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31 AT arell HIfAFIT Hr th AT T T TBdEe H
ghd B

Q18. Explain the use of LEFT and RIGHT functions. / LEFT 3R RIGHT
Wl T 3UINRT HASTSU
. Answer: The LEFT function extracts a specified number of characters

from the beginning of a string, while the RIGHT function extracts
characters from the end.

o 3 LEFT %erRiT Ueh f&car & URH § ey I&ar & 316w
fAeprorar &, STafes RIGHT Saria & & 370 & 37eR [Aaprerdn
=y

Q19. How can you calculate the difference between two dates in Excel? / Excel A

ar At & dF 3R FI Rpred €2

. Answer: Use the DAYS() function to calculate the difference between
two dates. For example, =DAYS (B1, A1) will return the number of
days between the dates in cells B1 and A1.

o 3% ol Afdat & fig 3R Adrea & forw DAYS() Herle &l
SUANT hY| 3eredoT & foT, =pays (81, A1) O« B13R A1 &
fafd=at & N & AT Hr g=ar B ddierw|

Q20. How do you combine text from two cells in Excel? / Excel A AT A

e Y Ssd €2

. Answer: You can combine text from two cells using the
CONCATENATE function or the & operator. For example, =21 & " "
& B1 will combine the values in cells A1 and B1 with a space in
between.
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o 3AY; 3TT CONCATENATE HaRIa AT & 3TUeY &l STAT Hlh
al A ¥ e S5 Johd &l 3eedol & fow, =a1 s« " " & BI
T A1 31T B1# AT ol Th T & 1Y g IMm|

Q21. What does the NOW() function return in Excel? / Excel P2} NOW() BRI

T dlerdr &2

« Answer: The NOW() function returns the current date and time.

o Za¥: NOW() e aade fafY 3R gag «leran g1

Q.22 IF Function in Excel / Excel # |F HerIe &I 27

IF function helps perform logical tests and make decisions in Excel,
allowing you to automate responses based on different conditions.

IF el Excel & drferes qieTor e 3R i =afaar &
AR WX gfafrae Tganfad e & #Aee Har &l
IF el ol e

=IF(logical test, value if true, value if false)

aredor 1:

AT NTIAT 3T Ig AT Ted & b & AT o1 &1 TR 50 A1 389 31 §, 3K
gfe &, ar URUMH "Pass" @17 TIRT, 3IAT "Fail" |

=IF (Al >= 50, "Pass", "Fail")

o IIEALH AT 608, dr qﬁ?-sj\ﬂT "Pass" Sfleruar|
o IEALH AT 40 %, A BIAT "Fail" dilerwam|

Q.23 Freeze Panes in Excel / Excel H Freeze Panes &7 %’?
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English:

Freeze Panes is a feature in Excel that allows you to keep specific rows or columns visible while
scrolling through the rest of your worksheet. This is particularly useful for large datasets, where you
want to keep headings or labels in view while navigating through the data.

Hindi:

FreezePanesExcelffWmmﬁ,ﬁmmmmmﬁwm
&1 AT T & ST 31U 37U adhefic & arh REQ B Bl A &1 IS I 3T
dc & forr fadw &7 & 3yl & STel 39 3T & JAgH ¥ Afdee aa T s ar
I Pl @A H IGAT TR B

Freeze Panes T 3T aﬁ Eb'):':

1. & & TIT B 38 Hod W fFefed B S 3 ufehadl & i 3R 39 HicAr &
arg 3R o [ 39 e AT Iied &l 3o & forw, afe 3mo oy afw 3ik
Ugol diclel I el BT dled &, df dof B2 H I Y|

2. View &I U 10 Ra # I8 SW View ¢ W Foleh A

3. Freeze Panes W fFelds &{: Window THg H, Freeze Panes 31013 Ag W fFeleh
Gy

4. T fahed g

o Freeze Panes: Ig 3T IIT & NMUR U UfhAl 3R dicidT Sar dr et
T |

o Freeze Top Row: Ig &hdel MY afeh &1 shrs e

o Freeze First Column: IJ¢& ol ueo\i hicTH Dl I PLIM|

Panes Pl 3TTSHIT HIEAT:

Panes T 31T A & forw, T A View ¢d W 1T, Freeze Panes WY fFoled &Y, 3R
Y Unfreeze Panes T IIT B |

Q.24 Protect Sheet and Protect Workbook in Excel / Excel &
Protect Sheet 3iX Protect Workbook &1 &2
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Ans. Protect Sheet and Protect Workbook are security features in
Excel that allow you to restrict access to specific sheets or the
entire workbook.

Protect Sheet 3R Protect Workbook Excel # & glaurw
¢ St U ARy ofie a1 Q¥ g d uga & gfddiad
R B gafa o &

Q.25 Number Format in Excel / Excel # Number Format &1 %‘?

Number format in Excel refers to the way numeric values are displayed in a cell. It allows you to
control how numbers, dates, times, and text are presented, making your data easier to read and
interpret. Excel offers several built-in number formats, and you can also create custom formats to
suit your needs.

Number format Excel # T&ITcHD Al Pl Th T A USRId DId P i & Fefid
AT &l TE U IE BT & & Fgafa dar § 6 gEan, [, e AR
CFEC P yrdd fpu ard E, 9@ MU 321 ued 3R §HS A 3 @ AT B
Excel #¢ qdfauiNd E&IT UFU Uad &idl &, 3 37T 370 HTaeThar3l & HJaR

hEeH Ry T 94T Fha gl

Common Number Formats:

1. General: The default format for numbers. Excel will display the number as-is, without any
specific formatting.

2. Number: Displays numbers with commas for thousands and allows you to specify the
number of decimal places. You can also choose to display negative numbers in red or with
parentheses.

3. Currency: Displays numbers with a currency symbol (like $ or €) and allows you to specify
the number of decimal places. Useful for financial data.

4. Accounting: Similar to currency format but aligns currency symbols and decimal points in a
column, making it easier to read financial data.

5. Date: Formats dates in various ways (e.g., MM/DD/YYYY, DD/MM/YYYY). You can

select the format that best suits your regional settings.
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6. Percentage: Multiplies the number by 100 and displays it with a percentage sign (%).
Useful for representing ratios.

7. Fraction: Displays numbers as fractions (e.g., 1/2, 3/4). You can specify the type of fraction
you want to display.

8. Custom: You can create your own number format by defining how you want the number to

appear.

Q.26 Print Titles in Excel / Excel A Print Titles T %?

Print Titles is a feature in Excel that allows you to specify certain

rows or columns to be repeated on every printed page.

Print Titles Excel # teh & gfawr & S et g fAfce &
T HFATT &l & o6 Pl O bl A1 Hled U6 Algd g8 W
ARG

Q.27 Print Area in Excel / Excel #H Print Area &7 %’?

Print Area is a feature in Excel that allows you to define a specific range
of cells that you want to print.

Print Area Excel # Tsh UHT gfaar & S 30U 34 fOAW ded & U fAfRIE
e B e e e T
W FU @ 3TN BGT § I 3T FUAT ghMT FT hdd Th HET e e
aed & a 5 gt efie]

Q.28 What is Paste Special?

e Allows you to paste specific aspects of copied data, such as values, formats, or
formulas.

. ITH TR T T SeT & AT Teat A e T B 3T & B, S
AT, TTEY, AT G|

Syntax: Use the Paste Special option from the Paste dropdown or use the keyboard shortcut
Ctrl + Alt + V.
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Q.28 Write some important functions of excel?

Here’s a brief overview of the specified Excel functions with syntax in both English and Hindi:
1. ABS

o Returns the absolute value of a number.
Syntax: =ABS (number)
Example: =aABs (-5) returns 5.

2. AND

e Returns TRUE if all arguments are TRUE.
« ¢ H G TRUE §, aF TRUE dierdr §.

Syntax: =AND (logicall, [logical2], ...)
Example: =AND (TRUE, FALSE) returns FALSE.

3. AVERAGE

o Calculates the average of a set of numbers.

Syntax: =AVERAGE (numberl, [number2], ...)
Example: =AVERAGE (10, 20, 30) returns 20.

4. CEILING

¢ Rounds a number up to the nearest specified multiple.

o e F&a1 A Awean Afée qoune & for 3 Hr 3HR Ma Hr &

Syntax: =CEILING (number, significance)

Example: =CETILING (2.3, 1) returns 3.
5. CONCATENATE

o Joins two or more text strings into one string.
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o Gl I g ¥ 3w cawe Fow o1 v Fgar & Ssar §.

Syntax: =CONCATENATE (textl, [text2], ...)
Example: =CONCATENATE ("Hello", " ", "World") returns "Hello World".

6. COS

o Returns the cosine of an angle specified in radians.
. fega & fafée @or & wraea e §.

Syntax: =CoOs (angle)
Example: =cos (0) returns 1.

7. COUNT

e Counts the number of cells that contain numbers.
o TTIIT aTel Hod T F&IT [9dr .

Syntax: =COUNT (valuel, [value2], ...)

Example: =counT (21:25) counts the numeric cells in the range.
8. COUNTA

o Counts the number of non-empty cells.
o el d B dlel Tog & &I TAar &

Syntax: =COUNTA (valuel, [value2], ...)

Example: =counTa (a1:2a5) counts all non-empty cells in the range.
9. COUNTBLANK

e Counts the number of empty cells in a specified range.
. fae Soft & @eh dew & gEar T .

Syntax: =COUNTBLANK (range)

Example: =COUNTBLANK (A1:A5) counts the empty cells in the range.
10. CONVERT

o Converts a number from one measurement system to another.
o TH AT YOSl & g@ # &1 & gRafdd & t.

Syntax: =CONVERT (number, from unit, to unit)
Example: =CONVERT (1, "m", "ft") converts 1 meter to feet.
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11. FLOOR

¢ Rounds a number down to the nearest specified multiple.

o forel gEar B Adean fAfde qoune & fow d@r i R e A §.

Syntax: =FLOOR (number, significance)

Example: =FLoOR (2.7, 1) returns 2.
12. FORECAST

e Predicts a future value based on existing values.

o FISET A F HYR W HAST & A HT 0T AT &

SyntaX:=FORECAST(x, known y's, known x's)
Example: =FORECAST (3, B1:B5, Al:A5) predictsy for x=3.

13. FV

e Returns the future value of an investment based on periodic payments.

o HATUH HITATH b HUR X Teh Ay &I HIsT Fed olerdr &,

Syntax: =FV (rate, nper, pmt, [pv], [typel)
Example: =Fv (5%, 10, -1000) calculates the future value of an investment.

14. INFO

o Returns information about the current operating environment.
o IIATA TURFEI aTATeROT &b dR H AR Sllerdm &

Syntax: =INFO (type)
Example: =INFO ("os™) returns the operating system information.

15.INT

e Rounds a number down to the nearest integer.
o R TEar o Adead uiie & fow J fr AR 9t & T,

Syntax: =INT (number)

Example: =INT (5.9) returns 5.
16. ISBLANK

o Checks whether a specified cell is empty.
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o S AT & 5 AEE o @l § a1 a9

Syntax: =TSBLANK (value)
Example: =1sBLANK (A1) returns TRUE if Al is empty.

17. ISEVEN

¢ Checks whether a number is even.
o ST AT & [F Twam gH § am a9

Syntax: =ISEVEN (number)
Example: =1SEVEN (4) returns TRUE.

18. ISNONTEXT

e Checks whether a value is not text.

Syntax: =ISNONTEXT (value)
Example: =ISNONTEXT (123) returns TRUE.

19. ISNUMBER

¢ Checks whether a value is a number.
o SMg AT & fop P AT =T § A1 A%

Syntax: =ISNUMBER (value)
Example: =1SNUMBER ("abc") returns FALSE.

20. ISODD

e Checks whether a number is odd.
. Sifg oear § R gear Qv € oar F@

Syntax: =1SODD (number)
Example: =150DD (3) returns TRUE.

21. ISPMT

e Returns the interest paid during a specific period.
. fre e 3afe & SR orara & oS <arer & IR Serar ®.

Syntax: =ISPMT (rate, nper, pv, start period)
Example: =1spMT (5%, 10, 1000, 1) calculates interest for the first period.
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22. ISTEXT

e Checks whether a value is text.
o ST AT & b P AT ToFEe & AT AL

Syntax: =ISTEXT (value)
Example: =ISTEXT ("Hello") returns TRUE.

23. LEN

o Returns the number of characters in a text string.
o e TEA A guif H1 FEIT Slerar §.

Syntax: =LEN (text)

Example: =LEN ("Hello") returns 5.

24. LOG

e Returns the logarithm of a number to a specified base.
. R gEar o dlmied Ay 3muR o dlerarn &

Syntax: =1L0G (number, [base])
Example: =10G (100, 10) returns 2.

25. LOG10

o Returns the base-10 logarithm of a number.
o 8T H&AT B ITUR-10 ARTREH oilerd &.

Syntax: =L0G10 (number)
Example: =1.0G10 (1000) returns 3.

26. LOWER

e Converts all uppercase letters in a text string to lowercase.
o corc TEor F |l 93 31EWT A B HeRT A gRafdd & .

Syntax: =LOWER (text)
Example: =LOWER ("HELLO") returns "hello".

27. MAX

o Returns the largest value in a set of values.
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o A P Te H FIY 3T AT dlerdm &.

Syntax: =MAX (numberl, [number2], ...)
Example: =Max (1, 5, 3) returns 5.

28. MIN

¢ Returns the smallest value in a set of values.
o A & Jc H IO Bl AT dlierdm .

Syntax: =MIN (numberl, [number2], ...)
Example: =M1n (1, 5, 3) returns 1.

29. MID

e Returns a specific number of characters from a text string, starting at the position you
specify.
. TH caee g @ Afde Rufa & & ot wa f[Afce e & 3R dlerar &,

Syntax: =MID (text, start num, num chars)
Example: =MID ("Excel", 2, 3) returns "xce".

30. MOD

e Returns the remainder after a number is divided by a divisor.
o 9 IS TEIT Uk HGh O AT st &, ar Auies oflerar &.

Syntax: =MOD (number, divisor)
Example: =M0D (10, 3) returns 1.

31.NOT

e Reverses the value of its argument.

o U TP P AT B SoI¢ T &.

Syntax: =NOT (logical)

Example: =NOT (TRUE) returns FALSE.
32.ODD

e Rounds a number up to the nearest odd integer.
. forelt & @ fAdead fava quites & for 3w & 3R Ma & ¢,

Syntax: =ODD (number)

Example: =oDD (4) returns 5.
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33.0R

e Returns TRUE if any argument is TRUE.
o Ifg PSS db TRUE &, aF TRUE dlerdr &.

Syntax: =OR (logicall, [logical2]l, ...)
Example: =0OR (FALSE, TRUE) returns TRUE.

34. PMT

o Calculates the payment for a loan based on constant payments and a constant interest
rate.

o Uh HUT &b T HITATT P 0T dar & S TR oram=t 3R R a6 &7 )
3MUTRE Bl .

Syntax: =pMT (rate, nper, pv, [fv], [typel)
Example: =pvT (5%, 10, -1000) calculates the payment for a loan.

35. POWER

e Returns the result of a number raised to a power.
o UHh &I Pl Th °Td A 331 &1 GRUMHA dlerdr &.

Syntax: =POWER (number, power)
Example: =pOwER (2, 3) returns 8.

36. PROPER

o Capitalizes the first letter of each word in a text string.
o CFEC TTCH H Ucdd U & Ugel 78R Pl I3 T &.

Syntax: =PROPER (text)
Example: =PROPER ("hello world") returns "Hello World".

37. RADIANS

e Converts degrees to radians.
. B & Waa F ofafda &= ¢,

Syntax: =RADIANS (angle)
Example: =RADIANS (180) returns 3.14159.

38. RAND
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e Returns a random number between 0 and 1.
e 03K 1% g e Ios gear e §.

Syntax: =RAND ()
Example: =raND () might return 0.456.

39. RANDBETWEEN

e Returns a random number between the numbers you specify.
. 3M9% gRT AfEE dEant & & e aefoes dear derr §.

Syntax: =RANDBETWEEN (bottom, top)

Example: =RANDBETWEEN (1, 100) returns a number between 1 and 100.
40. REPLACE

e Replaces part of a text string with another text string.
o CoFEC T8I & TP AT & gAY Toee [T ¥ deolell &.

Syntax: =REPLACE (old_text, start num, num chars, new text)
Example: =REPLACE ("Hello", 2, 3, "i") returns "Hilo".

41. REPT

o Repeats a text string a specified number of times.

Syntax: =REPT (text, number times)
Example: =REPT ("A", 3) returns "AAA".

42. RIGHT

e Returns the specified number of characters from the end of a text string.
o <ore & & 3d @ Ay I&ar & 38R dlerdr §.

Syntax: =RIGHT (text, [num chars])
Example: =RIGHT ("Hello", 2) returns "lo".

43. SIN

o Returns the sine of an angle specified in radians.
. e & AT Fvr F1 AT e .

Syntax: =SIN (angle)
Example: =s1n (0) returns 0.
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44. SLN

e Calculates the straight-line depreciation of an asset for one period.

o T HAY & fow v duld Hr @ @1 radedd & M0Er HT k.

Syntax: =SLN (cost, salvage, life)

Example: =s1n (1000, 100, 5) returns 180.
45. SQRT

o Returns the square root of a number.
. TREY TEAT & qAHA e §.

Syntax: =SQORT (number)

Example: =sQRrT (16) returns 4.
46. SUBTOTAL

e Returns a subtotal in a list or database.

o frdr g a1 2T A U 3U-INT dlerd §.
Syntax: =SUBTOTAL (function num, refl, [ref2], ...)
Example: =suBTOTAL (1, A1:A10) calculates the average of the range.

47. SUMIF

e Adds the cells specified by a given condition or criteria.
. kT oad @ AEEE grr AfdE ded @t SEa §.

SyntaXZ:SUMIF(range, criteria, [sum range])

Example: =suMIF (A1:210, ">10", B1:B10) sums values in Bl
where Al
is greater than 10.

48. TAN

¢ Returns the tangent of an angle specified in radians.
o WTa # Ay @ior &1 Eeeie dlerar §.

Syntax: =TAN (angle)
Example: =TaN (0) returns 0.
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49. TODAY

e Returns the current date.
o dadAT fAfY alerar &.

Syntax: =TODAY ()
Example: =Topay () returns today's date.

50. TRIM

e Removes all extra spaces from text except for single spaces between words.
o TR U FH AN TUH &7 &1 &, [arg el & = & Tehel TUH .

Syntax: =TRIM (text)
Example: =TRIM (" Hello World ") returns "Hello World".

51. UPPER

o Converts all lowercase letters in a text string to uppercase.
. care g & Tel oI &R 3l 93 HeRT F gRafdd & &.

Syntax: =UPPER (text)
Example: =UPPER ("hello") returns "HELLO".

52. VLOOKUP

o Looks for a value in the leftmost column of a table and returns a value in the same row
from a specified column.

o TP difidl b IIT a& PIdHA H Teh AT P @il PaT & 31X Ay oioa @
381 ufh A U AT dlerar §.

Syntax: =VLOOKUP (lookup value, table array, col index num, [range lookup])
Example: =vLoOKUP ("A", A1:C10, 2, FALSE) looks for "A" in the first column and
returns the corresponding value from the second column.

sokskokook
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