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Basic Excel Training .
) Duration: 3 Days / 6
Program for Beginners RGUSIARIT

Presented by Date dH dHIRL 3R Horol AU QS
formulas 244 formatting 2llvil.



SRISHAL GeU
Program Objective

Microsoft Excel -l basic tools, formulas,
formatting 2plwad-t ©. Office work, business
data, sales report, attendance sheet 14 basic
analysis A0 Ad Alwdal Hi 219l .




Day 1: Excel uRau
2 Data Entry

[l (Topics)

Cut, Copy, Paste, Undo, Redo -
Row/Column Insert 244 Delete - Cell
Formatting 241 Number Format

Excel ] ©7?

Excel 2is spreadsheet software € o
data management, calculations -
analysis 412 dUAA .

Basic Concepts

Workbook, Worksheet, Row, Column,
Cell A4oyq - Data Entry sdl 2d sdl

Cell Formatting

Font size, Bold/Italic, Border, Fill Color,
Alignment - Professional look 12 9533l

Number Format

General, Number, Currency, Date,
Percentage - Data - uldu format ui
display s2dl "2




Day 1: Practical
Exercises

29y Aluiel concepts - practical QAd
apply s2L. -2l exercises complete s
2 Excel skills develop $3L.

Student Marks Sheet ct-lal

Product Price List et-tlaicll

Formatting Practice




Day 2: Basic
Excel Formulas

Excel -l 2u(sd: Formulas
SIRL AR

219 dH Excel dl yaeid formulas 2Aluill
oy data analysis 412 9533l ©.

_
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Formula 2| ©?

Formula 2 Excel di automatic
calculation sdl Hied e 8. = Riq 2l 3
21 ©9.

SUM, AVERAGE, MIN, MAX

=SUM() - ARalal, =AVERAGE() - ARl
=MIN() - A2l -, =MAX() - tell Hig yeu
leLal.

COUNT 241 COUNTA

=COUNT() - Numbers 219l €,
=COUNTA() - o1&l R4l cells 219l €9 (text
AlSd).

Percentage - IF Formula

Percentage: =(Part/Total)*100, Basic IF:
=IF (condition, "Pass", "Fail") - 2Rl
ARLARL HL2.




Day 2: Practical
Exercises

Sales Report oi-iladl

AARL S2l A2l 52U, SUM 2444 AVERAGE formulas
dluRl- total 244 average sales slal.

Student Result Sheet ot Example Formulas

[Qauell4i+L marks enter s, IF formula <ty

Pass/Fail sl 53 =SUM(B2:B10)
Product Stock Total slaq =AVERAGiE(C2:C’IO)

Stock data enter 531, SUM formula dw1 total =MAX(D2:D10)
stock calculate s3l. -IF(C2>=35"Pass" "Fail")




Sort & Filter Data

Day 3 ® Data Data 4 A-Z, Z-A, Number wise Sort s2l.
[

Filter a3 specific data ol 21+ analyze

Management &

Find & Replace / Remove Duplicates

Reports

Find & Replace &l data »suall sigdl.
Remove Duplicates & duplicate entries

S2l HeoyH-2 i (uigt ((dnl) 512,
Freeze Panes & Excel Table

Freeze Panes 2| headers fix 2vil. Excel
Table a-ldld data organize s3U.

Excel -l advanced tools 20luil 52| data

management -1 professional reports Charts & Print Settings

oi-1dl 2usl. Column Chart, Pie Chart a-ildl. Page

Layout, Print Area, Fit to One Page

7 settings 2Alwl.
_




Day 3: Practical
Exercises

Day 3 ui 2iluidl concepts - hands-on
practice &Rl Howold sU. |-l exercises
complete s2U.

294/ i
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Monthly Sales Report

Customer List & Stock Report

Simple Chart Report




Excel Shortcut Invoice Format

Keys oi-ldd

Ctrl+C, Ctri+V, Professional
Ctrl+Z ozal »sul invoice format
shortcuts 2Auil o5 s11 oi-ll<llA billing
AN oi-ld. process AN S3U.

Bonus Topics |
(dslcus (avl) aiendencey | - pashboard

Introduction

sHARIIAL 1oy 25 Salary Sheet i
HUY dleld BURid L deliRuAL (el LU Dashboard -t basic
. professional sheet concepts 2ilvil.
llutatell dHIRL Excel skills ag) Hoyold ot-liell.
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cAlellH YU sUL UL i AlAH] SAANARAL Ul
52Ul 4 Excel Hi e[z A12 s1H 83U
s2Ll.

Data Entry i
Professional Formatting

® Basic Formulas -l Guiat

Reports, Charts i Print-

Ready Output




5‘\['1[ Hlé ) | Who Should Attend?

Ale{lM € ?

2 Basic Excel Training Program ldl dlsl 12 €
ogu1l Excel 2Uluidal Hidl € 244 data handling skills
YRl 628 ©.

AR

Data Enthusiasts

Beginners Office & Business

Office employees,

Excel -l 2491 & 518 students, business
B 2l dat owners sl basic Excel

AFVUAS AL HI2 U, skills 2Qluial Hidl ©.

Data handling 1
Reporting skills
YEURALHIL RU Ll
SIURL cU(sd.
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Training Schedule
Options

dHRL Ylaall Yool [dlda AHA slHz Gudod 8. dH dHIRL
ar3(RULd 2 AYA UHILL URie 53 Sl

90— 0 0 0 —

3 Days Format 6 Hours Format 1 Week Format Custom Option




AL b4 AUS

MR Excel uall 213 5

+91 9106221987

Excel dielln 112 24198 o5 el 5. Online 3P
22 dl offline oA (dseul Gudoy ©. info@meremasala.com

doALEs2

www.meremasala.com
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+91-9106221987

SIOURL Ul sl ol ygodiHi sl 48l agy gHEA
IR HI2 2411 20us 52, info@meremasala.com

deA1852
www.meremasala.com




	Day 3: Practical Exercises
	Day 3 માં શીખેલા concepts ને hands-on practice દ્વારા મજબૂત કરો. નીચેના exercises complete કરો.
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