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Microsoft Excel 2007 Practical Work Assignment

(Microsoft Excel 2007 Practical Kaam Ka Assignment)

Objective / IBIT:

To demonstrate proficiency in Excel 2007 by performing a series of tasks including data entry,

formula application, data analysis, and visualization.
Excel 2007 ke kaafi tasks ko complete karke, aap apni Excel ki skills ko improve karenge.

Tasks / FT:

Task 1: Data Entry and Formatting

1. Create a new Excel workbook.
Naya Excel workbook banayein.
2. Enter the following data into Sheet1:

Product ID Product Name Unit Price Quantity Sold Sales Date Region

PO0O1 Laptop 800 120 01/15/2024 North
P002 Mobile Phone 500 150 01/20/2024 South
PO03 Tablet 300 200 02/01/2024 East

P004 Headphones 100 250 02/05/2024 West
PO05 Smartwatch 150 180 02/10/2024 North
P006 Desktop Computer 700 90 02/15/2024 South

3. Apply the following formatting:
Neeche diye gaye formatting apply karein:
o Set the header row to bold and center the text.
Header row ko bold karein aur text ko center karein.
o Format the "Unit Price™ column as currency.
"Unit Price™ column ko currency format mein convert karein.
o Format the "Sales Date" column in MM/DD/YYYY format.
""Sales Date" column ko MM/DD/YYYY format mein dikhayein.
o Apply a table style for easy readability.
Table style apply karein taaki data easily read ho sake.

Task 2: Data Analysis with Formulas

1. Add a new column titled " Total Sales' (Column G), and calculate the total sales for
each product using the formula:
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Naya column ""Total Sales' (Column G) banayein aur har product ka total sales

calculate karein formula se:
o Total Sales = Unit Price * Quantity Sold

o Formula ko saare rows par apply karein.
2. Calculate the overall total sales by summing up the "Total Sales” column using the
SUM function.
"Total Sales' column ka total calculate karein SUM function se.
3. Find the average ""Unit Price" of all the products using the AVERAGE function.
Saare products ka average ""Unit Price™ calculate karein AVERAGE function se.
4. Use the COUNTIF function to count how many products were sold in the "North"
region.
COUNTIF function use karein taaki ""North™ region mein kitne products beche
gaye, ye count kar sakein.

Task 3: Conditional Formatting

1. Highlight all products with a "' Total Sales™ greater than $10,000 using conditional
formatting with a color scale (green for higher sales, red for lower sales).
Condition apply karein taaki *"Total Sales™ jo $10,000 se zyada hain unhe highlight
karein. Color scale use karein (green higher sales ke liye, red lower sales ke liye).

2. Set a rule to highlight any ""Quantity Sold"* values greater than 200 with a light
yellow background color.
Rule set karein taaki ""Quantity Sold™ jo 200 se zyada ho, wo light yellow color se
highlight ho.

Task 4: Sorting and Filtering

1. Sort the data by ""Unit Price" in descending order.
Data ko ""Unit Price" ke hisaab se descending order mein sort karein.

2. Apply a filter to the ""Region** column so that you can view only the products sold in
the "North™ region.
""Region" column par filter apply karein taaki sirf ""North region ke products
dikhai de.

Task 5: Creating a Chart

1. Create a bar chart that compares the "Total Sales” for each product. Include the
following:
Ek bar chart banayein jo har product ke "Total Sales' ko compare kare. Isme ye
include karein:
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o Title: "Total Sales by Product"
Title: " Total Sales by Product™
o X-axis: Product Name
X-axis: Product Name
o Y-axis: Total Sales
Y-axis: Total Sales
Format the chart by:
Chart ko format karein:
o Changing the color of the bars.
Bars ka color change karein.
o Adding data labels on top of each bar.
Har bar ke upar data labels add karein.

Task 6: Creating a Pivot Table

1.

2.

Create a Pivot Table that summarizes the total sales by region:
Ek Pivot Table banayein jo har region ka total sales summarize kare.
o Drag the "Region" field into the Rows area.
"Region™ field ko Rows area mein drag karein.
o Drag the "Total Sales"” field into the Values area (set to Sum).
"Total Sales™ field ko Values area mein drag karein (Sum par set karein).
Insert a Pivot Chart based on the Pivot Table created, and choose a suitable chart type
(e.g., Pie or Column Chart).
Pivot Table se Pivot Chart insert karein aur ek suitable chart type (Pie ya Column)
choose karein.

Task 7: Using VLOOKUP

(h,

In a new sheet (Sheet?2), create a lookup table:

Product ID Product Name

P0O01
P002
P0O03
P004
P0O05
P0O06

2.

Laptop

Mobile Phone
Tablet
Headphones
Smartwatch
Desktop Computer

Use the VLOOKUP function to find the product name for each Product ID listed in
Sheetl and display the result in a new column on Sheetl titled "Product Name Lookup."
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VLOOKUP function use karein taaki Sheetl mein diye gaye Product IDs ke liye
product name lookup karke dikhayein, aur result ko ""Product Name Lookup*™
column mein dikhayein.

Task 8: Save and Submit

1. Save the workbook with the name "Excel_Practical _Assignment" and ensure it is saved
in .xlsx format.
Workbook ko ""Excel_Practical Assignment'* naam se save Karein aur .xIsx format
mein save ho, yeh ensure karein.

2. Submit the completed file as instructed.
Complete file ko submit karein jaise instruction diya gaya ho.

Assessment Criteria / Mulyankan Ke Liye Criteria:

o Accuracy of data entry and formula calculations.
Data entry aur formula calculation ki accuracy.
o Proper use of Excel functions (e.g., SUM, AVERAGE, COUNTIF, VLOOKUP).
Excel functions ka sahi istemal (Jaise SUM, AVERAGE, COUNTIF, VLOOKUP).
o Correct formatting (currency, date formats, table styles, etc.).
Formatting ka sahi tareeka (currency, date formats, table styles, etc.).
« Visual presentation of data (charts, conditional formatting).
Data ki visual presentation (charts, conditional formatting).
« Proper use of sorting, filtering, and Pivot Tables.
Sorting, filtering, aur Pivot Tables ka sahi istemal.
« Attention to detail in each task.
Har task mein detail par dhyaan dena.

By completing this assignment, you will cover a wide range of Excel 2007 features, improving
your ability to manage, analyze, and visualize data effectively.

Is assignment ko complete karke, aap Excel 2007 ke kai features ko seekhenge aur data ko
achhe tareeke se manage, analyze, aur visualize kar paayenge.

This bilingual combination should make it easier to follow and understand the steps, especially
for those who are more comfortable with Hindi but are also learning English.

You said:
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with example

ChatGPT said:
ChatGPT

Sure! Here's the practical work assignment for Microsoft Excel 2007 with Hindi and English
combinations, including examples to make the instructions clearer.

Microsoft Excel 2007 Practical Work Assignment

(Microsoft Excel 2007 Practical Kaam Ka Assignment)

Objective / IB9T:;

To demonstrate proficiency in Excel 2007 by performing a series of tasks including data entry,

formula application, data analysis, and visualization.
Excel 2007 ke kaafi tasks ko complete karke, aap apni Excel ki skills ko improve karenge.

Task 1: Data Entry and Formatting
1. Create a new Excel workbook.

Naya Excel workbook banayein.
2. Enter the following data into Sheet1:

Product ID Product Name Unit Price Quantity Sold Sales Date Region

P0O01 Laptop 800 120 01/15/2024 North
P002 Mobile Phone 500 150 01/20/2024 South
P0O03 Tablet 300 200 02/01/2024 East
P004 Headphones 100 250 02/05/2024 West
P005 Smartwatch 150 180 02/10/2024 North
P0O06 Desktop Computer 700 90 02/15/2024 South
Example:

e Inthe first row, for Product ID P001, the Product Name is "Laptop”, Unit Price is 800,
and Quantity Sold is 120.
e The Sales Date is 01/15/2024, and the Region is "North".

3. Apply the following formatting:
Neeche diye gaye formatting apply karein:
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o Set the header row to bold and center the text.
Example: Select the first row, right-click, and select Format Cells > Bold. Then,
select Align Center.

o Format the ""Unit Price™ column as currency.
Select the "Unit Price™ column (C), right-click, and choose Format Cells >
Currency.

o Format the ""Sales Date'" column in MM/DD/YYYY format.
Select the "Sales Date" column (E), right-click, and choose Format Cells > Date
and select MM/DD/YYYY.

o Apply a table style for easy readability.
Select the entire data, go to the Home tab, and select a suitable Table Style.

Task 2: Data Analysis with Formulas

1. Add a new column titled ""Total Sales' (Column G), and calculate the total sales for
each product using the formula:
Naya column ""Total Sales' (Column G) banayein aur har product ka total sales
calculate karein formula se:
o Formula; Total Sales = Unit Price * Quantity Sold

Example:

o For Laptop (P001):
Formula in G2: =c2+*Dp2
Result: 800 * 120 = 96,000
2. Calculate the overall total sales by summing up the "Total Sales” column using the
SUM function.
"Total Sales' column ka total calculate karein SUM function se.
o Formula: =sum(G2:67)
o Result: Sum of all the values in the "Total Sales" column.
3. Find the average ""Unit Price" of all the products using the AVERAGE function.
Saare products ka average ""Unit Price' calculate karein AVERAGE function se.
o [Formula: =AVERAGE (C2:C7)
o Result: The average of the "Unit Price" column.
4. Use the COUNTIF function to count how many products were sold in the "North"
region.
COUNTIF function use karein taaki "*North™ region mein kitne products beche
gaye, ye count kar sakein.
o Formula:; =couNTIF (F2:F7, "North")
o Result: The number of products sold in the "North" region (e.g., 2).

Task 3: Conditional Formatting
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1. Highlight all products with a ""Total Sales' greater than $10,000 using conditional
formatting with a color scale (green for higher sales, red for lower sales).
Condition apply karein taaki ""Total Sales™ jo $10,000 se zyada hain unhe highlight
karein.
o Select the "Total Sales" column (G), go to Home > Conditional Formatting >
Color Scales and select a color scale.
2. Set a rule to highlight any ""Quantity Sold" values greater than 200 with a light
yellow background color.
Rule set karein taaki ""Quantity Sold* jo 200 se zyada ho, wo light yellow color se
highlight ho.
o Select the "Quantity Sold" column (D), go to Home > Conditional Formatting >
New Rule, and choose "Format cells that contain™ > Greater than > 200. Select a
light yellow fill.

Task 4: Sorting and Filtering

1. Sort the data by ""Unit Price™ in descending order.
Data ko ""Unit Price™ ke hisaab se descending order mein sort karein.
o Select all the data, go to the Data tab, and choose Sort. Choose Unit Price and
select Largest to Smallest.
2. Apply a filter to the ""Region'* column so that you can view only the products sold in
the "North" region.
""Region™ column par filter apply karein taaki sirf **"North™ region ke products
dikhai de.
o Select the "Region" column, go to the Data tab, and click on Filter. Then, use the
dropdown to select only "North".

Task 5: Creating a Chart

1. Create a bar chart that compares the "Total Sales” for each product. Include the
following:
Ek bar chart banayein jo har product ke ""Total Sales' ko compare kare. Isme ye
include karein:
o Title: "Total Sales by Product"
Title: " Total Sales by Product™
o X-axis: Product Name
X-axis: Product Name
o Y-axis: Total Sales
Y-axis: Total Sales
o Select the data range and go to Insert > Charts > Bar Chart. Customize the
chart with a title and labels.
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2. Format the chart by:
Chart ko format karein:
o Changing the color of the bars.
Right-click on the bars and select Format Data Series to change colors.
o Adding data labels on top of each bar.
Right-click the chart and select Add Data Labels.

Task 6: Creating a Pivot Table

1. Create a Pivot Table that summarizes the total sales by region:
Ek Pivot Table banayein jo har region ka total sales summarize kare.
o Select the data range, go to Insert > Pivot Table. Drag Region to Rows and
Total Sales to Values (set to Sum).
2. Insert a Pivot Chart based on the Pivot Table created, and choose a suitable chart type
(e.g., Pie or Column Chart).
Pivot Table se Pivot Chart insert karein aur ek suitable chart type (Pie ya Column)
choose karein.

Task 7: Using VLOOKUP

1. Inanew sheet (Sheet2), create a lookup table:

Product ID Product Name

P001 Laptop

P002 Mobile Phone
P003 Tablet

P004 Headphones

P005 Smartwatch

P006 Desktop Computer

2. Use the VLOOKUP function to find the product name for each Product ID listed in
Sheetl and display the result in a new column on Sheetl titled "Product Name Lookup."
VLOOKUP function use karein taaki Sheetl mein diye gaye Product IDs ke liye
product name lookup karke dikhayein, aur result ko ""Product Name Lookup*
column mein dikhayein.

Example:
Formula in Sheetl cell H2: =v1L.oOKUP (A2, Sheet2!A:B, 2, FALSE)
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o This will search for the Product ID in Sheet2 and return the corresponding
Product Name.

Task 8: Save and Submit
1. Save the workbook with the name "Excel_Practical Assignment"” and ensure it is saved
in .xlsx format.
**Workbook ko "Excel_Practical Assignment"

You said:

with hindi and english combination

ChatGPT said:

ChatGPT

Sure! Below is the practical work assignment for Microsoft Excel 2007 with a combination of
Hindi and English, along with examples to make the instructions clearer.

Microsoft Excel 2007 Practical Work Assignment

(Microsoft Excel 2007 Practical Kaam Ka Assignment)

Objective / IBIT:

To demonstrate proficiency in Excel 2007 by performing a series of tasks including data entry,

formula application, data analysis, and visualization.
Excel 2007 ke kai tasks ko complete karke, aap apni Excel ki skills ko improve karenge.

Task 1: Data Entry and Formatting

1. Create a new Excel workbook.
Naya Excel workbook banayein.
2. Enter the following data into Sheet1:

Product ID Product Name Unit Price Quantity Sold Sales Date Region
P001 Laptop 800 120 01/15/2024 North
P002 Mobile Phone 500 150 01/20/2024 South
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Product ID Product Name Unit Price Quantity Sold Sales Date Region

PO03 Tablet 300 200 02/01/2024 East
P004 Headphones 100 250 02/05/2024 West
PO05 Smartwatch 150 180 02/10/2024 North
P0O06 Desktop Computer 700 90 02/15/2024 South
Example:
e Inthe first row, for Product ID P001, the Product Name is “Laptop”, Unit Price is 800,
and Quantity Sold is 120.
e The Sales Date is 01/15/2024, and the Region is "North".
3. Apply the following formatting:

Neeche diye gaye formatting apply karein:

o Set the header row to bold and center the text.
Example: Select the first row, right-click, and select Format Cells > Bold. Then,
select Align Center.

o Format the ""Unit Price™ column as currency.
Select the "Unit Price" column (C), right-click, and choose Format Cells >
Currency.

o Format the ""Sales Date'* column in MM/DD/YYYY format.
Select the "Sales Date" column (E), right-click, and choose Format Cells > Date
and select MM/DD/YYYY.

o Apply a table style for easy readability.
Select the entire data, go to the Home tab, and select a suitable Table Style.

Task 2: Data Analysis with Formulas

1.

Add a new column titled " Total Sales (Column G), and calculate the total sales for
each product using the formula:
Naya column ""Total Sales' (Column G) banayein aur har product ka total sales
calculate karein formula se:

o Formula: Total Sales = Unit Price * Quantity Sold

Example:

o For Laptop (P001):
Formula in G2: =c2*Dp2
Result: 800 * 120 = 96,000
Calculate the overall total sales by summing up the "Total Sales™ column using the
SUM function.
"Total Sales' column ka total calculate karein SUM function se.
o Formula: =sumM(c2:67)
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o Result: Sum of all the values in the "Total Sales™ column.
3. Find the average ""Unit Price™ of all the products using the AVERAGE function.
Saare products ka average ""Unit Price" calculate karein AVERAGE function se.
o Formula: =aVERAGE (C2:C7)
o Result: The average of the "Unit Price™ column.
4. Use the COUNTIF function to count how many products were sold in the "North"
region.
COUNTIF function use karein taaki ""North™ region mein kitne products beche
gaye, ye count kar sakein.
o Formula; =couNTIF (F2:F7, "North")
o Result: The number of products sold in the "North™ region (e.g., 2).

Task 3: Conditional Formatting

1. Highlight all products with a ""Total Sales' greater than $10,000 using conditional
formatting with a color scale (green for higher sales, red for lower sales).
Condition apply karein taaki "' Total Sales™ jo $10,000 se zyada hain unhe highlight
karein.
o Select the "Total Sales" column (G), go to Home > Conditional Formatting >
Color Scales and select a color scale.
2. Set a rule to highlight any ""Quantity Sold'* values greater than 200 with a light
yellow background color.
Rule set karein taaki ""Quantity Sold** jo 200 se zyada ho, wo light yellow color se
highlight ho.
o Select the "Quantity Sold" column (D), go to Home > Conditional Formatting >
New Rule, and choose "Format cells that contain™ > Greater than > 200. Select a
light yellow fill.

Task 4: Sorting and Filtering

1. Sort the data by ""Unit Price" in descending order.
Data ko ""Unit Price" ke hisaab se descending order mein sort karein.
o Select all the data, go to the Data tab, and choose Sort. Choose Unit Price and
select Largest to Smallest.
2. Apply a filter to the ""Region’ column so that you can view only the products sold in
the "North™ region.
""Region" column par filter apply karein taaki sirf ""North'* region ke products
dikhai de.
o Select the "Region™ column, go to the Data tab, and click on Filter. Then, use the
dropdown to select only "North".
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Task 5: Creating a Chart

1.

Create a bar chart that compares the "Total Sales" for each product. Include the
following:
Ek bar chart banayein jo har product ke ""Total Sales™ ko compare kare. Isme ye
include karein:
o Title: "Total Sales by Product"
Title: " Total Sales by Product™
o X-axis: Product Name
X-axis: Product Name
o Y-axis: Total Sales
Y-axis: Total Sales
o Select the data range and go to Insert > Charts > Bar Chart. Customize the
chart with a title and labels.
Format the chart by:
Chart ko format karein:
o Changing the color of the bars.
Right-click on the bars and select Format Data Series to change colors.
o Adding data labels on top of each bar.
Right-click the chart and select Add Data Labels.

Task 6: Creating a Pivot Table

i

2.

Create a Pivot Table that summarizes the total sales by region:
Ek Pivot Table banayein jo har region ka total sales summarize kare.

o Select the data range, go to Insert > Pivot Table. Drag Region to Rows and

Total Sales to Values (set to Sum).

Insert a Pivot Chart based on the Pivot Table created, and choose a suitable chart type
(e.g., Pie or Column Chart).
Pivot Table se Pivot Chart insert karein aur ek suitable chart type (Pie ya Column)
choose karein.

Task 7: Using VLOOKUP

1.

In a new sheet (Sheet2), create a lookup table:

Product ID Product Name

P0O01
P002
PO03
P0O04

Laptop
Mobile Phone
Tablet
Headphones
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Product ID Product Name
P0O05 Smartwatch
P006 Desktop Computer

2. Use the VLOOKUP function to find the product name for each Product ID listed in
Sheetl and display the result in a new column on Sheetl titled "Product Name Lookup."
VLOOKUP function use karein taaki Sheetl mein diye gaye Product IDs ke liye
product name lookup karke dikhayein, aur result ko ""Product Name Lookup™
column mein dikhayein.

Example:
Formula in Sheetl cell H2: =v1.00OKUP (A2, Sheet2!A:B, 2, FALSE)

o This will search for the Product ID in Sheet2 and return the corresponding
Product Name.

Task 8: Save and Submit

1. Save the workbook with the name "Excel_Practical_Assignment" and ensure it is saved
in .xlsx format.
**Workbook ko "Excel_Practical _Ass

You said:
in hindi
ChatGPT said:

ChatGPT

faeret! gt 9 Microsoft Excel 2007 # forw ua Sfaeser srarsde foar o &, e @ d
IO Aigd Haer faw 1w 2

Microsoft Excel 2007 Practical Work Assignment

(Microsoft Excel 2007 Practical Kaam Ka Assignment)

SECRE
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Microsoft Excel 2007 & ITNT | TET0TAT il TR Hxd o {oIT S27 VLT, BT e, a7

EEEME S ENERIEE MO R E D ]

Excel 2007 ke kai tasks ko complete karke, aap apni Excel ki skills ko improve karenge.

Task 1: 32T Ut ST RIHTET

1.

AT Excel ahae SATUI

Naya Excel workbook banayein.

2. Sheetl ® et o & %

Product ID Product Name Unit Price Quantity Sold Sales Date Region

120
150
200
250
180
90

01/15/2024 North
01/20/2024 South
02/01/2024 East

02/05/2024 West
02/10/2024 North
02/15/2024 South

Tgel 1 § Product 1D P001 # forw, Product Name "Laptop" g, Unit Price 800 &, 3T

Sales Date 01/15/2024 &, 3T Region "North" &

P001 Laptop 800
P002 Mobile Phone 500
PO03 Tablet 300
P004 Headphones 100
PO05 Smartwatch 150
P006 Desktop Computer 700
SELFRRUE
Quantity Sold 120 &l
3. fawfefaa widféaT oy

Neeche diye gaye formatting apply karein:

o B HI Tiee Bold) FATY ¥ T3 FT HaX (Center) F<

IETLIT: g I &l Holde FY, Tee-T9da %7, AT Format Cells > Bold I T,

Align Center 3|

o "Unit Price HI&H &I ®<dT (Currency) ®iHe & T3
"Unit Price” FTed (C) &I T ¥, Wze-dareh <, 3T Format Cells >

Currency 9|

o "Sales Date" FfeH HT MM/DD/YYYY Hific & T
"Sales Date" IeH (E) &I Telae ¥, Wze-T4aeh <, 3T Format Cells > Date

T 3T MM/DD/YYYY ®iHe 91

o N TR AR FH<. ATh ST AT & TET ST qohl
¥ ST &l HerFe Y, Home & 9¥ STU, 3T TF I94<h Table Style F1
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Task 2: ®iHaAT & GT $eT fagwor

1. T AT Hi@H "Total Sales' (HIAH G) FATY ¥ X TSHe AT FeA Telenl (Total Sales)
T=hTet, TRTHAT &1 STANT FHleh:

Naya column ""Total Sales' (Column G) banayein aur har product ka total sales
calculate karein formula se:

o “hTIiT’ITZ Total Sales = Unit Price * Quantity Sold

STTEI:

o Laptop (P001) & ferm:
HHAT G2 H: =c2+D2
T 800 * 120 = 96,000
2. "Total Sales"” HIH FT F AN Gum) FAHTAT SUM FIFHEAT T ITANT FTehl
"Total Sales' column ka total calculate karein SUM function se.
o RIHAT: =sUM (G2:G7)
o IRurTH: "Total Sales" Fierd F AT AT T TM|
3. ot TrEFE® &7 Sf¥d 'Unit Price”” (Average Unit Price) &t AVERAGE Si¥@T &1
ST el
Saare products ka average ""Unit Price' calculate karein AVERAGE function se.
o ‘Fl'liTvlT: =AVERAGE (C2:C7)
o U "Unit Price" Fierd T i
4. COUNTIF SR{HAT T ST FLAZ TAqT F7d & (o107 {3 "North" & § Foraw Tresea o=
T
COUNTIF function use karein taaki ""North™ region mein Kitne products beche
gaye, ye count kar sakein.

o ‘%TJiFIT: =COUNTIF (F2:F7, "North")

o iU "North" &= H 3= U Weaed I HEAT (ITTEI0: 2)

Task 3: ST ®wiATET (Conditional Formatting)

1. 37 Tt Mieaed & grEarse FX et Total Sales™ $10,000 & (e g, Frama
HIHTET T ITTNT ek (IF TashT o o 227 41, A fasht o forw &frer @)
Condition apply karein taaki ""Total Sales" jo $10,000 se zyada hain unhe highlight
karein.

o "Total Sales" FeH (G) T "% F<, Home > Conditional Formatting > Color
Scales 9% SITU T T T Thel I |
2. & AW g L quie "Quantity Sold" et 399 200 & stfer g1, S+ g Tt Tr &
AERIECAER IR Iy
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Rule set karein taaki ""Quantity Sold" jo 200 se zyada ho, wo light yellow color se
highlight ho.
"Quantity Sold" Fier¥ (D) FT ¥ei#< ¥, Home > Conditional Formatting >
New Rule 9% STT, 3fi¥ "Format cells that contain" > Greater than > 200 F| geh

et 37 it gEs |

Task 4: Fif&T 3= fheefaT Gorting and Filtering)
1. "Unit Price" % SAqETT 8T FT sAaUel 7 (escending order) ® FTE F|

Data ko ""Unit Price ke hisaab se descending order mein sort karein.
o ¥ SeT &l HoiFe ®Y, Data & 9% S0 #fi¥ Sort 1 f Unit Price T+ ¥
Largest to Smallest T FelFe F3|
2. "Region" HIeH 9T fheed AW HLATHH AT Hae "North" &5 § 3= T AeFad 3@ qehl
"Region™ column par filter apply karein taaki sirf **"North" region ke products
dikhai de.
"Region" FIeH &I A% F¥, Data & 9¥ 10 A< Filter u¥ e 3|

STISTST FT ITINT Fh e "North” I

Task 5: 9T ST (Creating a Chart)

1. THF X FATE FATEST Tedh Tree F "Total Sales" F o1 Fear anl zad Moo
QTR Y
Ek bar chart banayein jo har product ke ""Total Sales™ ko compare kare. Isme ye
include karein:
o ¢ffd=: "Total Sales by Product"
Title: " Total Sales by Product™
o X-axis: Product Name
X-axis: Product Name
o Y-axis: Total Sales
Y-axis: Total Sales

o T IS T AAFE F4 T Insert > Charts > Bar Chart 9% S0 T =978 7
FEHTESS Y|
2. TS & BIA HE

Chart ko format karein:
o T & LT H I
FTH I¥ TTEe-Taaa ®< 3T Format Data Series < W7 & |
o B AR & HUL 3T AqeH SIS |
FTe I Te-Ta H e Add Data Labels 1

Registered Address :- Indira Gandhi Computer College , Semariya Chowk, Sangram Colony Satna (m.p.)




Call For Admission :- 9039060180 Website :- www.kaushalvikash.com

Task 6: f9ae &« (Pivot Table) F9THT

1. T fUge Taer IRTEST T3 & &7 %ot foht (Total Sales) ATIfEva T ar:
Ek Pivot Table banayein jo har region ka total sales summarize kare.

o AT IT &I AAF FL, **Insert > Pivot

You said:
with more topic pf ms excel
ChatGPT said:

ChatGPT

el 7T Microsoft Excel 2007 & form v+ faeqa dfaesar sateHe g, e %2 3w
AUl 219 SITiHe g, T T Excel # 3% STfa FeqdT SITH ¥ Teh

Microsoft Excel 2007 Practical Work Assignment

(Microsoft Excel 2007 Practical Kaam Ka Assignment)

SELRE

TH SHTSAHE &1 3297 Excel 2007 & AT FTAera Tl il GHAAT ST AN HLAT g, SIH o6 2eT
T, BT 1 START, ST AU, HSTeFe BT, [Hae T, ITH SAI¥ =12, T el
FEHEIoT 3 =7 Hgea gl 2ol

Is assignment ka udhyesh Excel 2007 ke kai mahatvapurn tools aur functions ko samajhna
aur unhe prabhavit tareeke se istemal karna hai.

Task 1: 32T ULt i HIHTET

1. AT Excel ashq#® ITYI
Naya Excel workbook banayein.

2. Sheetl ® e T o HL:

Product ID Product Name Unit Price Quantity Sold Sales Date Region
PO01 Laptop 800 120 01/15/2024 North
P002 Mobile Phone 500 150 01/20/2024 South
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Product ID Product Name Unit Price Quantity Sold Sales Date Region

PO03 Tablet 300 200 02/01/2024 East

P004 Headphones 100 250 02/05/2024 West
PO05 Smartwatch 150 180 02/10/2024 North
P0O06 Desktop Computer 700 90 02/15/2024 South

Task 2: ®THAT ST T AW Formulas and Data Analysis)
1. "Total Sales" (F oY) Fiwrw a=T,

“hl‘-:LVll FT SYART Y =Unit Price * Quantity Sold
Formula: =c2*p2
2. SUM Function 3T ITFRT %< Total Sales T T (sum) AT
THTHEAT: =SUM (G2:G7)
Result: "Total Sales" F{eH FT Fr AT
3. AVERAGE Function T 39T &< Average Unit Price (3i&a #irad) fAearet|
THTHAT: =AVERAGE (C2:C7)
4. COUNTIF Function T 373 &< Ig 3@+ oy f fFaw Mesea "North” & § a=
Tl
‘%TJiFIT: =COUNTIF (F2:F7, "North")

Task 3: FSteAa BRI (Conditional Formatting)

1. "Total Sales" HiaH & TH T+t IUTIT Fl rEaATEE <. oIt f9561$10,000 & 31farT g
Conditional Formatting  ETT 19\ He &<, S o g Q137 ot & o sie o
Q1 &+ fasht & o)
o Conditional Formatting > Color Scales > Select a color scale
2. "Quantity Sold" Ftaw §, 200 & fer FY fht ATAT Teaea i goah A T A
HESIECE R
o Conditional Formatting > New Rule > Format cells that contain > Greater
than > 200 > Format with light yellow fill.

Task 4: fage &« (Pivot Table)
1. foge 9@ SATE ST & (Region) AT & et Tt (Total Sales) T |Tier fam@mar gn

o a1 I & "or%e F2, Insert > Pivot Table 9% fare: &7
o Rows ¥ Region 3 Values & Sum of Total Sales T
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o Result: TeI# & & FeA Tkl &7 FferT Aqrien
2. f== =TE (Pivot Chart) FTU|
fiae 29« & Pivot Chart &I 9+ (I&Tg<T: Column Chart =T Pie Chart))

Task 5: VLOOKUP 3T HLOOKUP

1. VLOOKUP T 39T ¥ qTfe Product 1D % LT U< IATE T ATH ITH FT o
o Sheetl ¥ U= 74T Hierq "Product Name Lookup" STTE|
) WI'{TVIT: =VLOOKUP (A2, Sheet2!A:B, 2, FALSE)
Result: 72 Product ID #T Sheet2 & fHTHT IHHT ATH ATIH HLIT|
2. HLOOKUP T IUFRT <. T 3T Product Name &T 39% {30 T 227 § g2 4|

‘FI'{T*IT: =HLOOKUP ("Tablet",Al:E6,2,FALSE)

Result: Ig "Tablet" & forw safera =1 & geam

Task 6: 22T fheefaT (Data Filtering)

1. "Region' ®ieH # fhea< AR HY a1l o7 Faa "North" & F TS#eq a@ g
o Data > Filter > Filter 7% {3 #%)
o Region FaH F graersT & "North" 1

2. 37 # fAfere orat & &Aran¥ 9X fhee< @vmdsH 3 Quantity Sold > 150
o Data > Filter > Number Filters > Greater Than > 150 T 39 &7

Task 7: ITH SfiX =TeH (Graphs and Charts)

1. T& A A1 a4 Total Sales T s TTe#e o forT 9rTar gn
o ST & A &L, Insert > Charts > Column Chart 9% ST
o HTC &l FHESHTSS F2 (AT T 9f= "Total Sales by Product" )
2. T TS AT AU ST T AF & § oA fQehr T Iara s<riar 2
o TU&e T & 32T &1 Ferae F< AT Insert > Pie Chart u¥ 3t #3¥|

Task 8: 2T afereer (Data Validation)
1. "Quantity Sold" FITH # Faer AT T FIA HT ATATT <
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o FAH D FT AolFe F<, Data > Data Validation 9% ST0|
o Allow ¥ Whole Number 3 #ii¥ Ta H9T 52 &<, 54 3 Minimum: 1 3T
Maximum: 10001
2. "Region" HAHW H TF FIUSTST AT ITG
"Region" <18 &l At#< <, Data > Data Validation 7% {3 #2)
o Allow ¥ List I+ 3T =1 @ "North, South, East, West" T|
o Result: a "Region" FHleH | Had QT T &1 % (oo 99 TFd &

Task 9: Ff&T (Sorting)

1. "Unit Price" w &I fraar #9 (Descending) # T 3
o Sal &I ¥l ®L, Data > Sort 9% faFrah F<|
o Unit Price #T Largest to Smallest H T{< F<|
2. "'Sales Date' % SITHTT U< 2T &l Aal W Ascending) ¥ T1E F<
o Sales Date FIeTH &l "etee T AT Sort Oldest to Newest FT FI &7 |

Task 10: TEXT Functions

1. CONCATENATE #T 39T %% arf% Product Name 3T Region &I TF HTJ SIE 9|
‘}TI'{FIT: =CONCATENATE (B2, " - ", F2)
Result: g TTE#e ATH A< &7 &l SATSHT Ueh 79T <oFee a=TaT g (9 "Laptop - North™)|
2. LEFT 3T RIGHT &T IUFRT ¥ Wreae ID & ugel i a1 arferdy i+ stere e
o AT (LEFT): =LEFT (A2, 3)
o AT (RIGHT): =RIGHT (A2, 3)
Result: g Tgel TqI9 AT STRRT T STEAT il ST el 2l
3. TEXT WIHTT &7 ITANT < areh Total Sales FT T IS TATAT T [«ETAT ST Teh|

quIiT*IT: =TEXT (G2, "S#, ##0.00")
Result: 7g "Total Sales" T HaT & &9 § fa@mum
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et 31 o e i

B.COM, BSC, BA
& T =3 3 JODS =@ Bxf =

'

Data Entry Operator Course

' Duration : 3 Months
 Fees : Actual - 4400 = Discount Price Rs. 500/month '

{ Tally Prime with GST Course

' Duration : 3 Months
. Fees : Actual - 3500 = Discount Price Rs. 500/month

DTP (Pagemaker, Photoshop, Corel Draw)

' Duration : 3 Months
. Fees : Actual - 7500 = Discount Price Rs. 500/month

{ Bosch Bridge Programme

- Duration : 3 Months
- Fees : Actual - 5500 = Discount Price Rs. 500/month

&7 g1=dl abl abgrel]
gD 3R I QA IR @ A Biow A v A LEN
M 7 Rl & e Sife s o
T ff R sk S i 91e 91e st A
e ¢ 3fFT WEe 7 Sao B HRE
3R et ft A WR 2 |

C I ET L T

HIATIH HBTSTelt, JaeT (H.9.)
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