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Beysd oo @ (Electronic Spreadsheets) #08mewsd svo ¢eds
B s eSO BOICEOS @m0 sweyeds’ 8¢ »d 0B S .

B 0C 005 © sRben vemms B8O

B 50 @85 et Borsena

5o anBedeBs’ e

B 3068 (B 8Os edBmS O

B CDOR DEo@m0D 8P BE®

B §Oug @w@igy ¢SOE e0sd e EB®
B 358 OGS e3¢ AB®

((7 1.1 B¢zd) otmpdc8@sn) @agmo@)

B8R ®agme® Buencm ©w@vd® 853 Bwedr g Segnsd sipo®@s
®agm000 BB 0D 7.1 @853 ¢ed.

@D 7.1 - 30D (OB ®agme® 1 Fed BLeucm ©@v®

®ag0DB B¢ ©@i0®
Excel Microsoft Corporation
Numbers Apple Inc
Libreoffice Calc The Document Foundation
Openoffice Calc Apache Foundation

(@ 1.2 500858 ®agto® O ﬁﬁ@»

SRO@BE ®ago® @33 Microsoft Office Excel 2010 es» LibreOffice
Calc o> @00 B8R O e e®® Somed & wiwdi emel. ®agmromc
Go0®® OB GI0B E®EeNEE BddB6 ¢xnd edmed B WwiBw.

Microsoft Office Bdwicm Acesy w8 & 8 & on gy O and
LibreOffice Bewocm Bewed dcsn w8m © ©idn v oS .

Microsoft Office Excel 2010 es@o... LibreOffice Clac esgo...
Start — Programs—MicrosoftOffice — Start — Programs — Libre Office —
Microsoft Office Excel 2010 Libre Office Clac
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@.1.3 Microsoft Excel 20108 &0 @xe» ) 98 &oé@@»

1.9 B0 ged @ 0®DEd Bo® 2 _é?atzls)ago Baw 2. 8o 4. ccdD 5. ?@? T}?oﬁ@@
Quick Access Tool Bar itie bar T Help ontrol buttons
Ribbon
V4" i [0 py e | el - |
L= | o Y * >o-
‘| . == A 1 — Ry Lerw P‘h‘- B o e ; S }r ]
9 J i B LI | - A EE N W e L] T _:‘-. .-I_ .‘.'.. A - sy Fema 3 Lot 2 ....‘.
2 a [ c T.—: ¥ 7 558 - ' h . - u =] r a . ' =
; Tabs I 855
s | 6. 8o erem - 99 b
: e Formula Bar 9. Bo Rbem

Insert Function

12. &8 emiss

Active Cell

10. 20® @299
Name Box

1]
M
n
]
iy
[*]

13. 03g &bzm
2 Row Headings

w ] At | s, -y ¥

16. 08 euc€e® T~14. D@ =38

Column Headings

11. 8083 axndem BG©® —»
Vertical Scroll Bar

15. 80 endes Bo®@
Horizontal Scroll Bar

i.a

T—17. R0 BS® 18. c1® e@uH® 19. ¢3® RS

Zoom Control

©m® Sheet Tab Status Bar View Buttons
Worksheet )
Navigation e 7.1 - Microsoft 20108 g¢no; §nenn
2§d 7.2 - Microsoft Excel 20108 eocom
8300DDW Sedmo
l. 905 yedan e®2c® |Save, Print Preview, Undo, New (8 B»c ®
Bo® 2Des O O R @cl.
2. @ B @wEE® ®agmioned 53®¢ cUnma IE.
Samw Home, Insert, Page Layout &(8 38 woesd
e®OE® E @¢d.
4. ccdd ce G OO0 el @d.
BIED NI Qe »HDD Danc RO, i BB® 0 OB
&8¢ m»aa.
6. 8o eocome 239 @©OBNBO 3w 3000 YD BRI @¢a.
7. ©O08 Bamw @0 BB® ¢ 3.
8. & Bo® @ cBams B8O w» enlscm aesimHbonmas
cCams B8O 8¢ 8.
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9. 85 Bbwm Bo aece cbama »3&.

10. %@ @290 B0208 emisec® B8me cbama w»d&.
11. 8088 axndE® BS® O 808 © amPeE® b od.

12. e8¢ emiss e @i O emdsn cBamae »I8.
13. @€ Bbsm @S &on Bamn .

14. Do 38 DR Bewidme »OE.

15. B0ed axdes Bo®

D05 @nDED 000 58 @d.

16. 398 amdE® eBHO

DB @0 BEO®O ezl @dE.

17. o350 B

DR 0 € PGS Came »Ia.

18. c1® eRuIHO

D10 cBames O gumed ¢BO8.

19. ©9®cs I

DD BME DO @5 I O eI DRI
OO0 @wgy ®1e3.

(@.1.4 LibreOffice Calc 4.1 8 and@ne o) 06 aocam\))

1. ®az D

4. 21D eRIBHO

. 2. @@x Bo®
Title Bar f/lezr?u Bair 3. PO e®DEO® KD Control Buttons
l | StandardI Tool Bar
] S - LiepOcy e + 7 .-"'I'-.v-ﬁ
.l.'l‘.'.l -F-;HH-'.-"'J“" E-A ELih 4P e
da = (i « & 4 A w1 = .y N XY o i
4 _i EL= =l
- fg' B emdec 6. B> aems 8. 8)[5)&5@-@©@@@ BS®
; Active Cell Insert Function 10. B6( Bswm  Formating Tool bar
s . Column Heading
« Name Box 7 S@rfﬁl@B - 11. 80t exndEm BSE®
] Tndanaaat v Vertical Scroll Bar— >
w12, 088 Bbum
+ ™ Row Heading

[
E

14, Do’ 308
Sheet Tab

" e

o Sl

')-+.| e

Seted

13. 8068 andes Bo©®
Horizontal Scroll Bar

- [ # |1

A

15. 308 0d@e® eRsH®
Worksheet Navigation

16. »B0 BS®
Status Bar

17. 63® ©IEH®@
Zoom Control

Jwsw 7.2 - LibreOffice Calc 4.18 axnc; §yens
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9@®d 7.3 - LibreOffice Calc 4.1 8 000

€300DDW Dedmow
1. ®@mao Bo® @wE® ®agmomel 08¢ cBrnme .
2. @®y BG® B0 @530 OB 5ey® wEesd.

©BROm eEDERO® KT®

20O e®OE® eI0) KRB Hey®
eEed.

BIRD @D

e YYD Bae BBO, n
860, desn ¢18® ¢ 8.

5. 00 @190 e emivend B8me bame 8.

6. 8o eocomes 20 @WNBO W e YD
G @cl.

7. &) Bo® @) cBams B8O sy emisem

g3bomE Bams B8e.

DEesd e@DE® KBI®

Dem HRed /8OO cwmd .

o emiscn

& @cumE OB eien Bame wOa.

10. B0 BBz Bor aeds cBams »da.

11. &ced esoem BO® Dem 8ol O 000 cmC @d.
12. 038 &bwm esg afedn cbames wI&.

13. 80 esdg® Bo® Dem 8de © 0ad@®0 cwmiId @d.
14. Qe 88 Do Bewismns »OS.

15. 88 0s08e® eisimH® D) @d@00 cwId 8.

16. »BD BI® D10 01 € O cBames »IE.
17. 3@ Oem BnE O ewd R S e®nd

AR OO0 ©@wWIcd O1eTI.

f \
\( 7.1.5 D@ (Worksheet) j)‘

8@ mewm 8o B (Columns) @ 8oed 088 (ROWS) dnewss 883
omis ©s@nals’ O@sm (Worksheet) St@rencs 8 . do D@ 38 (Sheet
Tab) @85 ¢=on cR&.

203



(&7 1.6 O:son 5t 8 SO W)

Oum g B @ w0 grfes’ un cPedm 888 @88 »B8OE
32380 e®d @38 ity ewl O®BS. T5n 1.3 ACTD.

ABCD, .. Z ¢330 ¢
AA AB,AC.ADAE,............ AZ ¢ ¢
BA,BB,BC,BD,BF................. BZ ¢80 ¢ 28 DRenS.

(&7 1.7 Osom oSE 28 86© W)

DD @S 0dE »® »d aes’ 1, 2, 3, 4, 5, ... 208 DREBSI o
OBS. w6 1.3 AETID.

A B C D E F G
1 A
2
3
4 €—
’ < ROWS Column
§ -«
9

[
L=

g 7.3 - Do 0S38OE ¥ BIDE 883@.

2001 BEBS VDD 0BE YOiemn 8w Ho YIS 28 IS OB
0B SOS.

SO & @agIe®E eSg Y®Igs BT y@rencs
Microsoft Excel 2003 65536 (2'9) 256 (2%)

Microsoft Excel 2007/2010 1048576 (2% 16384 (214
LibreOffice Calc 4.1 1048576 (2*°) 1024 (219
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((7 1.8 680 eisan ))

DResen8 ¢ G100 YOBeLH O® emise emid O g ©. detd
emdd o elens e emiss (Active Cell) ece »(€53008. von ¢eds
20e80ed & B3 emiswn 8o © «088. 8o emiss ©:® 80 ©® m¢ oIS B3
cBama @d. 0iss 7.4 ARTI.

A A B G D
1

2

3 1

4

o8
G156 7.4 - Do 880 e
(( 7.2 Ostls g Bl )}

DD B e Se® & yOPews’ B eSS BEe G eiss
oPe e 9 .

BB (B0 B/ teewits Fi®nm B8e®s’ O1Rem ne 88O
D7 ® emise e VO WJ O6 BRG WE KU .

WO/ BT Lo@w@IEDHE IBOEw

Arrow keys @€ Ed0 (DO, ¢mend, @NED, svEd) O emivw
®®=3 O&E.

Ctrl + Arrow Keys 20g D0 ¢ e Bosend gy edm ©OnY
OE.

Home 8o emivs 880 edgw Qe ARCD edn ©®53 S&.

Ctrl + Home Al emiss 00 0@ »3G.

Ctrl + End D e ©oens ¢ Bt BHE eWIBG DD ®OY
OE.

Page Up Dend 9 Bows gned ©®®=3 »O&.

Page Down Dvend 9 Bows soed 0@z’ »3a.
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((7.2.1 ois @86 )

Bef O Boed afedes 0cdy O odged gomu @w@igr emisne O
omel. 8¢ ewis E8xw (Cell Address) ece »(€53ed. e emfved E8mwm
08 @190 @ ed. (Gss 7.1 & 7.2 ACED.)

cco: D Bo1ed 3 0 eded 883 ewmivs D3 eces »® ewel. dise 7.5 dEs3.

|25)0@ @098 Name Box | | e emdea Active Cell |

D3 - Fe

a B w N -

g3 1.5 - O ©ie emiscn

Fwomown®

(> KD74 u» omis E8mw B8O octgs
L« |

Q7 2.2 emis s8061s@ ))

DRBeDB emo owie e emis odee (Cell Range) ece
DD, vom ¢Pedn DR BEHTD.

Ay i b oo | c®® emis ©ciscd B2, B3, B4,
B5 u» emis 4 amesd @d. soess B2 =3
200®» 0 B55 edess’ w0 ero.

0®® oy ©oisse B2:BS @&xs3
Boesens od.

BG1023 @edeed @S emis ©soesem
BT1ed aeds Bum O sD8E.

m|o-| -l>|r.o||\) [N

T3 7.6 - Do 8O0 OLes e
e®IB 03w

.
|
(@
@)

0®® o™iz «aoiessd A3, B3,

C3 > ewis 3 ames @d. drow 7.7
DESIB.

0®® omis eooescs A3:C3
©8s3 Boresens @d.

edEur ®ked ¢ emis
3008332 @B o Bwd O OB,

g 1.7 - Do odgwid Oe e emis
[Slohelest]
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0®® oemis 0o B2, B3, B4,
C2,C3, C4d o» omis 6 ames @d.
(038 7.7 DE3I™.)

~N o g bW N R

03w 1.8 - Do o€ ¥ RO Dededd
a8 emis ©0esnE

e®® emiy sdiss B2:C4 88s3 Screns @d. (0w 7.8 dEID.)
edg wy B0 OLedd a8 ewis ©soiem e e, B aeds edmed @d.

80V ML Wi 8501 Buws e scw e o (Control Key)
©w0e) ©RBS BEREn DOD) Ced. R ¥OTEd e wyd Ctrl @8=3 ¢330
e>.

Fom®

c33 1.9 @853 cedm DRom &1ey8s’ s e @S YE®ORO
“«((- 88t ©wens’ oD,
L« |

Il olNjloja|~|lwiNdi-

T35 7.9 - DD @S ewie 80esns

R1 @828 cifeodm sdhsesd ¢id®vm emisess E8ms no ¢?
R 1085 ciideds sdhwess adewim emfsesd E8mas no ¢?
R1 @828 ¢cifedm sdiess senss mosim.

R 2 @823 ¢ciidedm sdies sz’ mosim.

edgws ®ddetd 883 sditss @ ¢?

Bo0 @ded 880 soiss @ ¢?

R 3 @823 ¢ciifedm sdies sz’ mosim.

R 3 0853 ¢ii8eds ©5iesnsd ans’ emis ©ems ©6Hs’ IB3.

g2 = O B I =
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((7 2.3 e e ﬁé@))

SO®BHO ¢l e BB end @ emizs BB6 »E G ©. @53
Bg B @RES BE G ©. eiEw® asivions d53es’ eEac (Label), evws’
(Value) e»s gy (Formula) wo 20853 8.

L.LeGRG

ediBeme 0 ¢ asso (Letters), s.aso (Numbers), Seds oo
(Special Symbols) @823 el J21 weewidmewsd ewd c@1 o3 @i (Text)
eCRGE 0C® »ES3eD. 21@1mBess eCAR eizwm D8 demcEe @ (Left Align).

sHm 0re 7.10 @853 Do eCRE 90 JemGEE O sd8% ¢iioa ed.

200D : @B OPOD o e BBe® & vurm cEPedm gdewns’ ©
eJBOE cUamE 020 . ((OmID gowed GBS ® a8 0 cbams emned).
CCRAC BIICENS} OB GTROD OMOD oD FDED DE G OIS 3T
00 (Text) eces »(@ed e g ©. emds » R OB GEIceE ey O 0D
eomel.

4| A _ B _ C i D E

1] e ddidme sgm £0mOm Huznes T-mEne

2 |88 emsaps mmode eddoBD 03512232438 piumi@gmail.com

3 ABEEmedE Ewanbd BOn® 08350632867  maldevi@yahoo.com
4 2Ry ofeddDs  omned Sef@s 01278643563  dilesha@hotmal.com
5 (w088 DY Exmd ] 01369589596  anwerhac@live.com

6
036 7.10 - Do 0CRAE DO deowEE DO.

2. @03

23050302 DO 3B (BB BOBB3 EEEH BEPY CRA. LI ImBEBSI
2005 emlsem ey demEc @ (Right Align). escws’ ece «08» ¢
20200 Besers Tz 7.11 @853 ¢ied.

P A | B |«
1 |a5es w.Eufinteger) 23

2 |¢m® wadmo|Decimal) 572

3 |wam we8maFractional) 31/4

4 |pSam s.8m|Percentage) 65%

5 |Bemaxi@m a.8ma(Scientific) 4.37E+04

6 |Emcs(Date) 07/05/12

7 |@Bas2(Tme) 2.45 PM

8 |Becd(Currency) Rs 400.00

9

T 711 - O oS’ ¢y YenEE O©



2002 : 6 83028 ERED BE® & yUen 830200 O3 WS BB BDDIRGO
(Single Space) ogy ® ©1® emDe 08 woBIH.

3. %)

OO BBO cocen @i (-) GR&SS 0@ »J gvncnss, emis B8 3w
B 0w ©BBs oy CRAD 5D ) e HETeDE. ORsesd emivwmO
0 ES DE OO VOBB HerHB § 0B emies RE T30 gmd WHB Y
Bo1ed Ceded.

codem 1 - Al w» Bl emisde asmbonde dwmo Cl emiss ned e
®(50®. (T3¢ 7.12 AESID)

c1 - _ﬂr =A1:Bl
A B c D E F G
p 2 3 > e BI®

T Cl emlzwd ames »e gow

2D)OBBI OGBS § OB

a B~ W DN

S 712 - ) cBame O eyd

(7.3 &0 ©5° see 985 96y ERD HFHFHOG cREHEO)

e®evwOBG 2bow
+ f‘ﬁ@@ 8®
- a8 B8®
* Qe S8®
/ @E®
N REE

2095 : @®eNEDD [wiSiEw O ¢nBEedE DTNE @ity EDDE WE WIS .
80 D03 w8 @200t YO®ews’ §d ed.
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e@ewnwdx ygamm axnBEedg (Operator Precedence)

85o®
Claaka)
Gl ka)
8905

, 9wE 80 “»EO af) @d.

((7 3.1 806 65 c®ewEdw BTG BOER OPNME OB 6;56@))

BO®RS3 Y e®eED® @wit) Bum G¢ BOC &Y BBse 0gd 7.4 @853 ¢rfed.

OQd 7.4 - 0E ) GO®

©®eVEOBIG 993 eBOEe
S BB® (+ ) =2+4 6
a8 86® (- ) =52 3
pen B8O (*) = 4*5 20
a0 (/) =12/6 2
des (M) =2 16

@S e e®enwdr BB OBG H(S ¢. OB vy anBEedOES
230 OB oo (1 OBE. e® wemo 7.5 @ 7.6 D@ DRBID.

D®d 7.5 - ©30E ©ROE D0HT ©IDHS

€329 30 0D e | yBOEe
=244%3 =2+12 =14
= (2+4)*3 =6*3 =18
= 4*372 = 4*9 =36
= (4*3)™2 =122 =144
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DRD 7.6 - g9 8O WO» BwdS

CEIDT DB = 542%372/6-3 | = 5+2*372/(6-3) | = 8/2*3-2/"3+5

83® 0B BwdS | =5+2%372/6-3 | = 5+2%372/(6-3) [ =8/2%3-2'345
=5+2%9/6-3 | =5+2%3"2/3 = 8/2*3-8+5
= 5+18/6-3 = 5+2%9/3 = 4%3-8+5
=5+3-3 =5+18/3 = 12-8+5
=83 =546 = 445

8Eno =5 =11 =9




©0»D : DOHSS ©ITD ©NOD O ©® VOVE® OB Qe B8O ( * ) » eRE®
(/) o cOe»sdm ¢ , Do B8 (+ ) » a8 B8O (- ) ©» eOEVEOD ¢
el OO wes 80 cpey el 88 @B andEede amd 6O »oym cRAAG.

Bom®
SO CUSedD 1Y) 6O BEe®s EER® FOBHBE @830B5IB.
«(( (1) =6-4/2  (6) =4+5%2"3  (11) = 5/2+1°3%4
9 (2) = 5%4+3 () =8/4*2 (12) = 3-4%3/2
(3) =3+4*5  (8) =-4/2+2 (13) = 6/3*2"1-3
(4) =275+3  (9) = 1+272%*3 (14) = 3*%(2+4)/9+1
(5) =3+5™2 (10) = 3*4/2 (15) = 2"3/(5-1"3)*5

@7 3.2 onisc @82 » cPenwdy MBDHEES 1) 6mIE) DTHO W)

emis B8 @ 0®enwdm ®IDHeRs ¢y COed®s @5l HIBHDH®
D183 OBIes B0 8QOE eWIBVOE @TPOmE edme O B0 OO wye OGBS
BB WDOL) CRAD B8ORS BOWHB O ® dBIEs JO&.

CEInJen |

cndemiengen 8886 v DBodEs @wd® wew 98 o v sege B80S’
A2 e B2 02sdE0 ames’ »08. ©888ws ewd®d C2, C3, C4 enisde e
O0dce @wd®d D2 emived acg wr ¢ g, 7.13 T3¢ AESID.

!_‘. A .' B L S © - i —
(saenighgen  SenimBe® LE585. DSotaes
1 fo sec
2 (45 124 |=A2+A2+B2+B2  =A2"B2
3] =A2*2+82*2
| =(A2+B2)*2
5

s 7.13 - endewdengon ©888n »r dBedE®

Fwoown®

713 Csed ¢edn D1Ren O HIDD OB SPO1®BE g3

‘((‘f 27163823 Bb@rens woevm A2 @ B2 v emisde ¢vws’ edmes

T 0853 C e D Boi0c wcnsd eudEs’ e ug8d9c S8Fsens
DO,
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o0 D1¢os : D2 emdewd ace wos D2=A2*B2 cce s v oGRcws
P00 o 3De®s verma DS g eed. (e 7.14 ARSI, O® Bewn iy Ede®
g = el OO 853 B ©0ns’ emme G . (e 7.15 RT.)

| ¢ | D | E

c D E

D2=A2*B2 >< =A2782 \/

Srow 7.14 - s 9(J¢ oG BIwenw g 7.15 - gy B8 e Boienc
C DT 2

eum™ B 8w ©iee® O & g 30 Jisa 7.16 885 ¢Pedn DRvend
2ENSY 9 ICTD.

| 4] A | 8 | c '
1 |e=mm 8o 48
2 \meen 8 2
3 |ezmm aw mduen 8¢ =B1+B2
4 |e2omm 2w spues 80 and 2dme  =B1-B2
5 |exs3m 80 =B1*3
6 |zue 4 o v ey 2n 8o =B1*4+B2*2
7]
Ja 7.16 - 8 e @
Bom®

7.16 Cved cEedm D1RGm @R 9D OB SIRO®L BacmronB

(> 208 Sv@ess woeom Bl e B2 o emisdc gowsd edme

‘g 0853 B3, B4, B5, B6 v» ewisdc wecns’ gndEs credm o83
BB Bs-ens O,

CEInden 3

BB St 8o & @S 80 dBodEs wy 8810 vmenmn BBE. (Sswe 7.17
RESID.)

| A | B C
Eﬁmmum wpdam Jo ]8 |
‘2 |wmmom spmnn Dlodow =B112
3 |mmmom g Diodee =6"B1r2

4 |wmmam 8580 =B143

5
030 7.17 - 3@ D86 OEG I 8@10 eesde.



Fwoown®

7.17 Jrved cedsy D1Rem OR HIDD WO BPODSES Bagze®ms
‘ [( 2183853 Bb@renws wdeos Bl emised cowrs’ edxed »c®xs3 B2, B3,
¥ B4 u» enisde ©wens’ gudEs Creds g89c¢ B8Feens wosis.

©0»® : el 8 HIBTDencs’ Bu® ¢ WPDES CeERd® IBICE, @® 8O
® 9® ) GO0 ewicy © ez CB8HOE ¢vns’ edme e B0 DwuSe O

200328 ©@d.

Fwomiown®

SN CPedm Oem (Css 7.18 ARBI®) ©¥ Y FES DD
t((=' gOBEDG DIBS DQd 1.7 B ©wcHns’ pdc 0®enndm en€ @8
‘A s9mn anBEede wEmI ACSS \IWd Redm ¢d amn IBOG

B0 ©0®s’ »HOSID.
ol gBoca
4 A B c | D =Al+B1 12
1] 7 2 =C1+C2+C3 17
2| 9 - =B2+C3+B3 7
3| 8 =A2*C1 12
4 | =C2/A2*D1 6
S5 7.18 - e armes O10eD =B3"A2+D1 10
ogd 1.7
&3 gBOEe
=A1*B1-D2
=D1-C2/A2
=B3"C3-A3
=A1*C1/C3
=D2*C4*El
=A3/B3+A2*D1

=Al1+(B2*C2)-B3+C2/B2

=B2-B3+B1*(D1+D2"B1)

=A2"B3-C2+A3*(B3+C1)

=A3/C3*(D2*D1)

=D3/C3/B3*A3+B2

=(D3/(A1+B2))C2
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(( 7.4 @G HOO e G DG ))

S g@renss OB O B0 ewis BBm w®ens »Dmens gy GO
DO ety 3 BoBUen WOGHHS. OB adEddE & vy BB® wcw &
900 OE). BUPTOBS ©agzendE DO Wedn wlesd veams SO e [SE@O
B» Booe g@iwme g, & andsl e O evecm §B» Bn SBuws »emn
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