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Beys’ opo®esss (Electronic Spreadsheets) w@mews’ wom ¢eds
DBEEs’ Ibee®dS BOICEOS @ sweeds’ 8¢ 0 o H(S .

B ©0E 005 © woBben veams [

n 0 @88 ¢t Boesenc

i anBEedeBs ¢Pd®

B 300N (B B0 ed5Is O

B OE DEoRmD ey BE®

B §Oe @wi¢y ¢IHOE 0ed B EE®
B 38 OB 83Ty dSe

‘(\711 Bezs’ s0)08sss @agas)ao@)}

BBQ ©agmo® BEeocsy ©w@v® ©85 Bwcdr @B B oo (®@ss
®ag00 BB OQD 7.1 @853 crfed.

D@D 7.1 - 38R RSO Bagro® 0 JDred BEeem w@Iw®

®agm000 Beoem ©@10®

Excel Microsoft Corporation
Numbers Apple Inc

Libreoffice Cale The Document Foundation
Openoffice Clac Apache Foundation

\(\7 1.2 5i08ss) Dagmios @c;s%m 560

RO ®eS ®ago® a3z’ Microsoft Office Excel 2010 e LibreOffice
Calc w» ®agmoon B8R O @ 0®® Somed & b emel. @agmims
00 I 0B e®eWE® BB D edme Bk HwIR®.

Microsoft Office Bdwocm dcey w8 © 8 & on gy O» goo
LibreOffice By Bewed dcoyn ©w8m O ©idn »g oS .

Microsoft Office Excel 2010 e@wo... LibreOffice Clac esco...
Start — Programs— MicrosoftOffice Start — Programs — Libre Office —
— Microsoft Office Excel 2010 Libre Office Clac
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7.1.3 Microsoft Excel 20108 50t 8991 ) 98 000D

5. BICD) eI

1. 93053 gedn e®OE® 2.@ma20 BS® 3. Bames Control buttons
B51® Quick Access Tool Bar Title Bar Ribbon 4. ccdD
l Help \I/
Mig®) i o T =
. [ i i 89 R~ ra
3 W A-mulm @ E T E | -y
' T T 7. 536 T
8. &y Bo®
6.
8 662 ypg Formula Bar 9. Bo Bbenm

12. e38ks emdecs | Insert Function Column Headings

Active Cell
- 10290 Spady 11. 808 amdem BS@
S e Vertical Scroll Bar
15. 8de3 amndem B5@
» 13. 08 Bbzm Horizontal Scroll Bar
Row Headings \L
16. es;[% IJ.\ O®esrss lsiaz:s[’?i B0 " Qz@L oSe® 19. g®c Zo@mcs
©u0€e® &5 View Buttons Zoom Control
©RIBDHO Sheet Tab )
Worksheet gwses 7.1 - Microsoft 20108 and; @xenm
Navigation 99d 7.2 - Microsoft Excel 20108 es.c02
83000 Dedmo
1. 9303 yedr e®E® R01® | Save, Print Preview, Undo, New (8 S»0
® gbes O B R @cl.
2. @ Bo® @eE® ®agmicved 58w cbuma »IE.
Samw Home, Insert, Page Layout &8 =38
w0 e®DE® Ea ecd.
4. ccdd cel G ORBOO w8 od.
BIED EIBHO e YD Bme BBO, i BEE® o
O188® 8¢ 8.
6. 8 gocome 235 @@ BEO e3¢0 oD WHDD R
@cl.
7. =38 Bamw ®0; B8® ¢ .
8. ) Bo® e cBamo B8O wy emisem gsinboma
cBamas B8 ¢ »o8.
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9. B &bew B gedn cbama »od.

10. 9® @m9® B8 emivecd BB8me cbama »8.

11. 80ed exndE® 5@ D0 8083 O amPE® o8 @d.

12. 5883 emiscn D @1cImds O emisn cBamaes BOE.

13. @38 Bbum @B goi cBamn IE.

14. 9@ 88 Do Bewismas »OS.

15. 8oed amndem Bo® DED gOED 00O b ed.

16. 308 amDE® eBHO D@y ®o B8O =208 edE.

17. 3530 85D DB 00 N PENOes’ cBame »OE.

18. ¢1® @RuFHO D10 cBams O ¢uzs &xS308.

19. 630 BIEHHS DRe DME O e D O vl DEI
OO @wgd ®1EBI.

7.1.4 LibreOffice Calc 4.1 83

1. @Az BS®

5. 0@

@90

Name
Box

9.

<— Row Heading

I
i
]
i
v

14. D2’ 08

c@@éab) ) 98 8300DD

’3 |

4. ED® RO

. 2. 0@ Bo@ 3. 2®OD ODEO RO
Control Buttons
Title Bar Menu Bar Standard Tool Bar
it ] - | ey L ; FEE—— ]
3 . o nl‘—.. & w B L]
M « & E -'-. | -_
i 6.8 J 8. »(Qed e®IE® HI®
i i . 8o gogma .
586 omdsc Insert 10. 531 1 B .Formatlng Tool bar
Active Cell Functiot 7. ¢35 B5® Column Heading
i Formula Bar 11. 8 endE® BS®@
12. o€ Bbwm Vertical Scroll Bar

13. 808 andesm Bo®
Horizontal Scroll Bar

# Sheet Tab \L
1 tee , - i
15. ©38 esc8e® 55\6)0'55’5)@ 16. @L@ B85 17. 0@ ©E®E
Worksheet Navigation Status Bar Zoom Control
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29d 7.3 - LibreOffice Calc 4.1 8 0002

230082 Sedmo

1. ®mao BO® @1aE® ®agmicvwed 59®¢ cBrma
OE.

2. @®n Bo® B0 @300 OO0 e3® 3.

3. 000 e®DE® KRo® ©BPO® e@OERO® emIc) O(S®O
sHED® Eed.

4. BICD 0NBDHV Do YD Bee BT,
B8O, e ¢1®® &¢ »IE.

5. 220® @290 56 enmisesd E8x»s cams .

6. 8 gocome 2% @®00) 5 BO ey 3001¢ YD
G @cl.

7. @) Bo® @r cema BOO® wn omies®
asimbomas Bama B8e.

8. »Eed e®IER® Bo® Dem HEed [BOO cI0 ©d.

9. w86 emivw B3 050¥ D emies (Brze
D&,

10. o1 BBz Bor escs cbnma 8.

11. 80 esdegm BT D D@en 8o © o0 s .

12. 038 Bbsm eudg audn cbame 8.

13. 8ded escgm B Dom 8de © eud@®0 comid @d.

14. D@0 38 Do Bewidms »OE.

15. 308 @u08e® ei3e® D80 @080 cwmIC @dE.

16. m3530 B O 0 € HFBO Cama
0a.

17. e3®cs D BE O @d LI S ©wI
AR OB @I¢I ©1EB.

7.1.5 ®z8s» (Worksheet)

D@ mewm 8o B (Columns) o Bed @€ (Rows) dvens’ 883
o ©@puBs’ 1R (Worksheet) Bb@iencs & @, do D@ 38 (Sheet
Tab) @823 ¢=305 8.
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7.1.6 Do 5ot »B [S@

Ds g Bor »® w0 gerd owm ¢Pedm @88 @88 »(8O0C
@380 e®d @Bl teewits ewd OBH. Jse 7-3 ACTD.

AB,C,D,....ene. Z ¢80 ¢
AA,AB,AC.AD,AE,................. AZ o0 ¢
BA,BB,BC,BD.BF................. BZ ¢80 ¢ &8 DRE®BS.

7.1.7 DD eSE »® JO@

DR @S e »® »J eres 1, 2, 3, 4, 5,........ &8 DREWSS o OBS3.
03 7-3 REBID.

L
SEIN

o€ Bt
Rows Column

W 00 =] Oh LA

[
[=]

J@ 1.3 - Do oS OE ¥ BIPE 883®.

80@HBE!E DR eSE YOIews & SO YOIews 28 e OB
2O 8.

SRO® & @agDod s o€ y®rens RO y@rencs
Microsoft Excel 2003 65536 (2'°) 256 (2%)
Microsoft Excel 2007/2010 1048576 (2%) 16384 (2'%)
LibreOffice Calc 4.1 1048576 (2%) 1024 (219
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(7 1.8 =8¢ ewisc )

DResen8 ¢ @1emE0 YOBews J8 emise emich o gy ©. detd
emicr 05 emiswe:s wSe emiss (Active Cell) eces »8Fedl. svn ¢edn
20dMed 8 B3 emivc @8c © sD88. wfc emisa ¢3:® 80 ® m¢ eRIceBs3
cBams d. Giss 7.4 ARTID.

4] a [ 8 | c D
| 1
| 2
3] F—
| 4
|5
: 07363 7.4 - D10 856 @3sc
(( 7.2 8l g w8l ]))

DO B e BCe® & yO®ews’ ¢ FNES BE G IS
86 »e 9 .

SO DD BRO/ BTt Boewkism Bwisi®n BEe®s Oden ne 880
D7 ® eisns eDn VOB S DB BHPS wE VIS «.

GO/ BT eo@&IBEBIS gBOEe

Arrow keys 8c€ ERdO(D®O, ¢end, PVED, BHED) O emisws
©®53 »38.

Ctrl + Arrow Keys 8€ DO ¢l RED BOI1wend gm ednm ©®s3
OE.

Home e emivc 883 edgn @detd A BSD edn ©®53 I&.

Ctrl + Home Al emiss 0dm ©®5F »OE.

Ctrl + End & GUES B01seBE ¢ 5t BDE EIBG DD ©®OB3
OE.

Page Up ORsend O Bowus 9ned ©®53 »OE.

Page Down D@ O Bows sned ©®xs3 »OE.
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7.2.1 onis @8»a

o€ O Boed aeces 0Dy O oded gomwes ewig emise O
emel. ¥o ewie B8mac (Cell Address) ece »853ed. e enmized E8mw
080 @190 O ded. (Ts 7.1 &» 7.2 ICHD.)

ceo: D Bo1ed 3 0 eded 883 emisws D3 ece »® emel. diss 7.5 es3.

|5)0@ @090 Name Box
\I/ | oo emdsec Active Cell

D3 - I
A B C {1 E F

J19@ 1.5 - O s emisa

e
KD74 o» emis E8»wx 880 08w .......... 0 a0 BO® e ©@d.
(€
9

7.2.2 omie 50t
DRBen8 amwim omis e emie odess (Cell Range) ece

€B3ed. s edn DG BEPEID.
- e®® emis ©oiescd B2, B3, B4,

Ay BS wu» ewis 4 e’ . sdiess B2 &3
2 200®w» 0 B553 a0’ w0 aro.

3 | e®® owmis wdiess B2:BS @83
4 Rorens .
5

6

A | 8 | c | b

B0 Qedetd a8 emds soressm
Bo1ed eeds Bum O sO8E.

G50 7.6 - DR Bo Ddesd aB
eds 01833 . A . 8 _ C . D

e®® omis ©ciewsd A3, B3,
C3 o» emis 3 ames @d. owss 7.7
DESI>.

e®® omis odiese A3:C3
®8s3 Boresens .

ed€ur ®ded #8 emis

3008332 @B o Bwd O sOA. S 1.7 - Dieom odgus Qe g8
omds ©diescszs

O Ln | B G R e
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0®® emisz ©oiescsd B2, B3, B4,
C2,C3, C4 eo» owis 6 amess od.
(e 1.7 dEsS>.)

s O LA (e

S5 1.8 - Do 0B v RO Vededd S
s e0resss

0®® emis woiss B2:C4 @853 Sosens 0. (0ie 7.8 dEs3™.)
eSg ey B0 et a8 ewis ©soisem e e, By aseds edmed @d.

©0WD: DB emis s Bk o® wew e d (Control Key)
©0¢) OBV BERG DO CEd. RO JOoEd ©Iew wyd Ctrl @853 ¢=300

2.
Bom®

S5 7.9 @88 eBPedm Ddon 16853 wom g S RO
« [( BEm01 weHs’ OB
5 .

L Ko . 3 " n [
1
3
[
2
8

S50 7.9 - DD @S eI 80eswES

(1) R1 @823 ¢iifedm soimesd ¢i0@um emivesd E8xme @ ¢?
(2) R 1085 ¢cefeds soisest adews emisend E8me @ ¢?
(3) R1 085 ciideds soiess eeHns’ m053s.

(4) R2 @853 ciidedm 0iess 35’ 0535.

(5) edgus @etd 883 sdiss O ¢?

(6) B3 Redeed BB e @ ¢?

(7) R3 @85 ¢i8eds ©diess eseHnsd m0s3s.

(8) R3 @823 ¢ifedm 01swd gus emis vens 3eHsd 053s.
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(@ 2.3 coo goed) 536@))

BO®BO ¢ e BEOO ed g emiss w6 »E G &. @53
oL D PES WE G ©. eWIBL® asivlons Ox¥es’ ecEaE (Label), eows’
(Value) @3 ¢ (Formula) sz 0853 9»8.

.LeGRE

BoiBumas wom c¢ asc (Letters), oo (Numbers), Sedes woesm
(Special Symbols) @823 e®d 2o eoewidmewns’ e e o3z @ (Text)
OCAR eCL P ETHeD. ©I@ImBens’ eCAC emiswrm 08 dewce o (Left Align).

oD 0e 7.10 @853 D100 eGCRC 08 YemGEE © ©08% gumica ¢ed.

©0» : 088 (O g e B8e® & swm cEPedm @Idenss ®
eIBOE cams e @d. ((Iwdm domed BB ©® a8 0 clams e0ed).
CCRAR &1ICE®RE OB GO (OO God NED DE WG I8 33IL3E
0Q(Text) eces 0Dwd we G ©. emis HVLD I GIWICH ey O D
emael.

A Y s o o ¥ D E F
1 =E dxig e sEs SOBO gemde -2 20
2 |Bp® emoaem mode #DdoBD 03512232438 . plumi@gmail.com
3 AB@AmedE Swmbs BsE 08350632867  maldevi@yahoo.com
4 28s ooty emed Auf=n8d 01278643563  dilesha@hotmal.com
5 wE8 sl Ermg RS 01369589596  anwerhac@live.com
L5
Jz5 7.10 - D0 eGRR D8 dewEeE de.
2. 20Es3

23080302 DO 3B ¢ OB ER BEPY) CRA. I ImBEw’SI
20wus’ enlsem e dewmce @ (Right Align). eows’ eces «08» c¢so
2020 B Jra 7.11 853 ¢ed.

P A | B | ¢
1 |plias s.Gmofinteger) 23
2 |2@® a8 Decimal) 5.72
3 =@ eS| Fractional) 31/4
4 nfaon w88 Percentage) 65%
5 Besyd®am e Scientific) 4. 37E+04
6 Fmu(Date) 07/05/12
7 | #BaD(Time) 2.45 FM
8 Beof(Currency) Rs 400.00

Jzs 7.11 - O 40es ey demEe O®
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©BOWD) : IO 30DBVIVZS FRES BEe® & YUen 5. B1D OB WS BB GOWIRGDO
(Single Space) ©gg ® 910 e20e 088 »OsIB.

3. &%)

@3 BOO cecen @1 (=) RS 108 C gvnnrss, emis B8 ey
8 ewics ©B8s3 Buy CRAD GIed ) @G HEBeDE. DRses emisemO
QS eRES DE D0 VOBS ©BHG § 0B eien RE eI B0 LHB D)
Boed Ceded.

coden 1 - Al @ Bl emisde asmbonde 90 Cl enmies ned c@o
®5®. (s 7.12 AESID)

c1 - | =A1481
A B C D E F G
_.;I'_. 2 3 5! @) Bo®
2
3 Cl emissd ames »e wro
4 DB GBS Y OB
5

Jrsw 7.12 - g32) ebame D @\t

(([7.3 50 GO mT®) MDD DoY) ERD OFIDHOG @@@&)@8&)})}

IOl It 2bdc
+ O B8®
- a8 6@
* Qen 8@
/ eRg®
A DE®

209D : @®eVEDD FPur®n O amBEede DIWS’ @i D BE VB .
B0 D03 w8 @m0t YO®ews’ §d @d.
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e@eunwdx ygam axnBEedg (Operator Precedence)

50®

Clet ko)
OO
850

)

A\

* , /
+ - e 80 ©»E0 g8 .

(731 EOED) 652 REWEOY VITDHEWS BOR OMNMNG BOS 8@,@6@)

BOBSY 0 e®eWrdL @@t B ¢ BOE Y BB Dxd 7.4 85 ¢ed.

Dxd 7.4 - ©0C ay Gd®

e®EHBEOHS 235 uBOE®
O B8O ((+ ) =2+4 6
af) 86@ (- ) =52 3
pen B8® (*) = 4%*5 20
©a2® (/) =12/6 2
dcs (M) =2 16

89S e e®eHwDE BB SO8B H(E ©. OB Y anB8EedES’
230 I ¢I0B (1 OFRE. @® wewy 1.5 & 7.6 D@ VESID.
D@D 1.5 - 0@ BuOE D0Hs3 ©DDES

£33 230 O &IOS SISlelGle)

= 2+4%3 =2+12 = 14

= (2+4)*3 =6*3 =18

= 4*3/) = 4%9 =36

= (4*3)"2 =122 = 144

Dxd 7.6 - g1 O WO BwOS

DTS = 5+2%3/2/6-3 = 5+2%3/2/(6-3) = 8/2%3-2/\3+5

8® 0> BwdS | =5+2%3"2/6-3 = 5+2%3"2/(6-3) =8/2%3-23+5
=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
=8-3 =546 = 4+5

8Eno =5 =11 =9
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©BOHD : DOHSI DD @NOD JO 6 ©OVe® sOB» e BEE ( * ) w1 eRE®
(/) o 0®enwd® ¢ , Oy B8® (+ ) » af) 88® (- ) @ ePeYEO® ¢
@aned 08 o 80 ey w0 8801 18 anBEede am® 8O »IY) CRAG.

Fwomon®
SHD CUSed® ) 60 BEe®s e FOBHBS @E30BBIB.
Al w=642 ©=45%23 (1) =52:1"3*%4
'9 (2) =5%4+3  (7) =8/4*2 (12) = 3-4*3/2
(3) =3+4%5 () =-4/2+2 (13) = 6/3*2"1-3
(4) =2"5+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 onis @8 ) cRenEON MHTDHEES &) 66N es)céi@)]

enis B8» ©y» 0@enwdm IDDeRs Y GDe®s aElom BB
D083 DBIes’ G0 BOE EIBOE GTIHTOHE edmes O S0 O® gy ©Bs3
DHBDS DO R GORSS BB O ® wWdFED JOE.

cGnden 1
enemiengnm 888G »I DBOHIEE ewd® ey 98 2o ¥ sec B88edES
A2 e B2 00 ames 0. 88080 ewded (2, C3, C4 emisde o
DO @wd®d D2 emived age ) ¢ @, 1.13 016 dES3ID.

B C D

saiomiioom MHeEISBeD LEES. Dlodaan
1 20 BEC
2 45 124 J=A2+A2+B2+B2  =A2°B2
3 =A2%2+B2%2
4 ={A2+B2)"2
5
G5 7.13 - wafemienigen o888¢ v OBodEs
oD@

7.13 Ssed ¢Sedsy DL O DD OB SRS Bagmr0®n3

‘((“' 163853 BU@rens mievm A2 ©w» B2 o» omisde oy’ edmed

¥ 508 Ce» D BOOc ©cns’ gudls’ cean o8¢ S0Fsenc
DI,

e98e@ ede v 180 8&Hed 211



0 D1¢os : D2 emdesd ace wuw D2=A2*B2 ece G8e®s dv oG
RO r5¥de®s’ verms dO 8¢ 00ed.(0a 7.14 ARDI.) O8 Heso ) Ede®
g = Cnewd DO 853 BB ©wOns em»we g ©. (s 7-15 ARBIB.)

c D E
C D E | |

D2=A2"B2 >< =A2°B2 \/

T 7.14 - e 910¢ eGe Bowenw S 115 - gyos B0 e Bowenc

C DT 2
ez BE 6w o3ee® 8@ & B 80 dga 7.16 985 ¢edn DiRsend
BTNBI 95 DCTD.

1 A B C
1 lemnn 8 EAB 1

2 msleon 8o {12 :

3 eormm aw speem 8o =B1+B2

4 smam av muem 2e and eDma  =B1-B2

5 ouxg 3m B =B1*3

6 @md 4w ow sTed2m En =B1"4+B2*2

7

gw 7.16 - 8@ ©emS
Fwomown®

7.16 Ssed cedn D10 00 HITD OB SPT OB @agE®eE

([(-: 2183853 Hb@ens mwdevm Bl oy B2 v emisde avws’ edmes

'§ »085 B3, B4, BS5, B6 u» emiedc wens’ gaudlEs’ reds s89c
NBFsenc TSI,

C¢Ioen 3

BB S o & @B 80 dUvdE® @ 88810 eenms BBO. (0iswe 7.17
PESD.)

] A ] B [ c
1 (s spdiae Bo 8
2 | mmman syem Diodes =12
3 moman B¢ Elodaa =6*B12
4 (g w880 =B1r3
5

033 7.17 - 3@ D8® OEG 0 8810 etsd®.
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Fwomiowe®

717 Ssed ¢uedm DRem @R 9D WO SIRC®BT Bagmron 3

1((-,- 2183853 Bb@rens mdevm Bl emisved aocsd edme 083

a9 B2,B3,B4 w2 emisdc ©cns’ gndEs e u8d9c HB8sencs
O3B,

200 : eWiv G8» »Idmewrs’ Bum ¢ YPOES eI ¥BOE®, ©:® 8O
® O® ) B0 ewit) O ez BBMOC dvws’ edme we DO BDBSE O
30D558 > ©d.

0@

SHD cSedm DRLn (Cse 7.18 ARDIDY) 3 Y ES ORD

1((... gBEDG OB DD 1.7 8 ez’ ©uedc e®enwdm @ oS

9 58 @BEDE BRI AREST IWS EER® ¢dLI 0B IHBIE
B0 0053 »IBI®.

(SIS eBOEE
1 i B - 4 ’ nj' 2 —A1+B1 12
2 4 =C1+C2+C3 |17
3 4 8 —B2+C3+B3 |7
4 =A2*Cl1 12
S .18 - B> aes NdE® =C2/A2*D1 |6
=B3~"A2+D1 |10
290 7.7
2 SISISlGIes
=A1*B1-D2
=D1-C2/A2
=B3"C3-A3
=A1*C1/C3
=D2*C4*E1
=A3/B3+A2*D1

=A1+(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 @FING OO eI B TG )))

¢ g@ens OB O 80 owis E8» s ®»idnmess wuy GO®
OO esmeg Y woBUen WOGHHS. OB @dedde & wvy BD® wewr 8»
0005 WOE. BS1®B ®a1emdE BB Wedy wdersd vermes RO ¢ BE@O
B> Dooe u@iewmss g, d ands’ e O evecm §B» & BBown wgmo
O8O, (DD 7.8 AET.)

Ogd 7.8

Bmed »H® =00 88w (Syntax) 20D

SUM =SUM (Number 1,Number2......) omis sdecm 883 avssied
DD ©ed®.

AVERAGE | =AVERAGE (Numberl,Number2.......) | gopdes es5eacaz B8 @@@zﬁ@d
0@ BB ©8de.

MAX =MAX (Numberl,Number2.......) emis sdecm 883 evssied
BCEO avn ewde.

MIN =MIN (Numberl ,Number2......) emis sdecm 883 evcsied
D® eoc 0ede.

COUNT =COUNT (Numberl,NumberZ ....... ) @@3@ e309€3C32) 8@8 q}@wﬁ
eDES omie v ©ewde.

CN0enn e D1umm Al emived 80 Al0 emiss ¢501 Od @
OB el B8m weens »dmess 1 885 cPedm wpe o o
DDens’ B G¢ 2 088 (Sedm ©ne BEDE. e®® gy ecens’ ® O
® uBOcwE G 0¢B. e®® 1y ¢ © AR DO eWIB Bl O OB
B0 2 088 ¢Pedm @ WIDDB BOE ®I YL D OO DY .
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—ATHAHFAHFALHASFAGHATHASHAI+AT0 — > (D
=SUM(A1:A10) ©)

A2+A3+A4+AS5+A6+AT+HAS+HA9

B me ©oitss ¢ic®@» O emis EBmwes o &’ D eI
EBBmwus ©ows’ w0y CRAE.

g5 7.19 ®8s3 ¢edn ORden @1e38s’ & »idmens’ gy eviDOE,.

A B C D
1 2 6 4
2 5 3 7
3 - 9 12
4

056 7.19 - OD1em

B 080m g H(S BB G0 NI ORE.
SUM 8mc. (092 7.9 des3».)

290 7.9
festoes Bedmdes eBOCs

=SUM (A1,BL,Cl) |Al,Bl e» Cl a» 12
eIBOE aousied dRD.

=SUM (A1:C1) Al 80 Cl ¢80 emde sdes e 12
883 avusied dnd.

=SUM (A1:C1,B2) | Al 80 Cl ¢300 emds sdhes e 15
e B2 emisec8 a8 eocsied
DD.

=SUM (B1:C2) Bl 80 C2 ey emds woiess ne 20
8890 evvsied Dpd.

= SUM Al 80 A3 ¢899 e Cl 80 35

(A1:A3,C1:C3) C3 ¢d0 ewds o e e
e0esied Opd.
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AVERAGE 8w (990 7.10)

290 7.10
23 Bedmdes oBdcs

=AVERAGE (A1,B1,C1) | A1,Bl &» C2 ¢u» emisdc 4.00
EORTIeE €308125350.

= AVERAGE (A1:C1) Al 80 Cl ¢ e 4.00
s e 883 aocsied
£30@92325¢3.

=AVERAGE (AL:C1,B2)|A1 &80 Cl ¢80 oemds 3.75

0183 BE 8 B2 emizecs
a8 20us3ed 30@IBE.

= AVERAGE (B1:C2) B1 80 C2 ¢80 emdes e 5.00
e 883 evcsied dmnd.
= AVERAGE(A1:A3,C1:C3) | Al 80 A3 ¢z820 e Cl &0 5.83

C3 ¢300 emdes sdies ne
a8 aorsied e0@imna.

230D : OIZB FOB BCHI DOD ¢R® Bl w8m B8O IBOC CreR. O®
IBOE aes omis ©01sE #DOB (OREM YrenwmO nRed (Format) »e

@ .

MAX 8»e (©gd 7.11)

290 7.11
£33 Sesmo SISEIGle)
=MAX (A1,B2,C1) [A1B2ew» Cl o emfsde aqoncss 4
3853 DR © v .
=MAX (A2:C2,B3) | A2 80 C2 ¢=300 emds wdhescs 9

e ©» B3 enisesd a8 avws’
2853 DR ® @vs .

=MAX(A1:Cl) Al 80 Cl ¢80 emis e 6
e 880 avws’ amds e ©
EOS .

=MAX (ALLB1:C2) |Ales» Bl 80 C2 ¢390 emde 7

o e 883 avws’d ands’
BE ©® a@vn .
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MIN 8me (99d 7.12 es3s)

2o 7.12
2353 Sedmow 5BOEe
=MIN (A1,B2,C1) |Al1B2 e Cl w» emfedc gocss 3
a>853 e ©® eon .
=MIN (A2:C2,B3) | A2 80 C2 ¢$00 emds ©descs 3

e ©» B3 enisexd @8 evws’
@853 e ©® eon .

= MIN (A1:C1) Al 80 Cl ¢80 ewis wsdiess ne 2
883 evwus’ emds’ e © avwn .

=MIN (ALLB1:C2) | Al e Bl 80 C2 ¢z500 emde 2
stis pE 883 avws’ s’ i
® o6 .

COUNT 8w»e (990 7.13 s3»).

o6 7913
£33 Be3mcs BOEe

= COUNT (Al1,B1) Al, Bl &» Cl u» omisde 2
B a0cs) Oenm.

= COUNT (AI1:C1) Al 80 Cl ¢300 emds ooesws 3
e 883 aons’ oemnm.

= COUNT (A1:A4) Al 80 A4 ¢80 emds e 3
e 883 aons’ oemm.

= COUNT (AL:C1,B2) | Al 80 Cl ¢80y emdes odescs 4

e ©w» B2 onives8 a8
BOBS OEHD.

= COUNT (B1:C3) Bl 80 C3 ¢330y ewfe e 6
e 883 gons’ vens.
=COUNT (AL:A3,CL:C3) | Al 80 A3 ¢80 e Cl &0 6

C3 ¢do0 emis @i ne S
GOBLS OEHB).

008e@ 0d¢ 915 85l 217



F0m©

B0ELEE @O B BBIFEDED DHZBBERD NEITD 389253 D6 eceR
k ((._. 10 o538ed & Ry o8 ey Jise 7.208 ¢ ar.
9

A B C D E

1 Guscyzd :E Exdesl Enda2 Ende 3

2 |oxiwon ei@ods 57 79 66
3 Daxin® dadd 45 57 &0
4 T T Mo 89 ab 76
5 & 0. 255 71 62 78
] E.f:-z._"“-f e E 60 70 65
7 28248 uhia, 42 58 &7

=]

S 7.20 - @oesem 8z 10 Dwel & ICT wew Ry o5 crey

B> @S 0w 0B85 sum yE»HOEO B8O BBwsIL.
(1) eSS0 eel®0s @RI O GREDE DD ©wd®d F2 eniswd grpes’
DE G QDB B3 WIBIB.

(2) O3B Bwhd IO CRMDC @1 8on 080 F3 emlscd ames
DE G DB LTNSI DIBIB.

(3) a3 1 e3€ G (S OB © ey oD @d®0 B8 emivncd aimpes »e
G LIDB BB WD

(4) ©o0c 2 eew B 83 8353 ds1d @wd®d C8 emiswsd ges »e @
D)3 9EDBI DOBIBY.

(5) &0 3 e3¢ R S a8 ® ey oD eewd®0 D8 enidewd ames »e
G DB BCWBI WO,
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(75 ocooo oxeesd 85 )

Do astbonesd ai eCRE wy &vnsy »@ed (Formatting)
BEOO »12ed e@DEE® BO® ovi emis »1Red e WYDD DD W S .

7.5.1 Microsoft Excel 2010 8 »8008 S0c8 c20ed 8
Odxna

i : 7/

i

g 7.21 - Microsoft Excel 2010 023D 0®@9E® 80(®

09® 7.14
Bo2DGB e®OE® Bedmos

1 |Font Duens 880 dYved ar3es @'t
O(5@.

2 | Font Size DRsend B80 @Iwmed 45380 @wac)
©(5e@.

3 | Vertical Top Alignment emivne pe 8o O enEs’ 8895e.

4 | Vertical Middle Alignment | emdsc ne 80ed © @255 8898@.

5 | Vertical Bottom Alignment | ezducs ne 80 © swgsd 8898e@.

6 | Orientation emis asimboms amn O 8895.

7 | Number Format 20rs’ B8 emis »Red S6e.

8 |Bold eIB BTHODE BE ST OBOO.

9 |Italic emie amnbonas ¢ie © 88956.

10 | Underline eie a3Bomed 33 @i ar@e.

11 | Left Alignment omisn e 5o D D0 dewEc S8e.

12 | Center Alignment emivne ne 808 © O demcEe B8.

13 | Right Alignment omias e B0 O ey demEe BOO.

14 | Increase decimal places 2ousied ca® B8G yrems D18 B5e.

15 | Decreased decimal places | gowsSed ca® e g@ienn af) S8e.
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(7 .5.2 LibreOffice Calc 9@ 088 858 c@0ed HGd )w)

o | Al

E)

ST
g@m@

g 7.22 - LibreOffice Calc 4.1 ©12ed e®@2c® S5

og® 7.15
e®DE® Bedmdc
oD
1 Font Dsens 880 dbved Font ewico
[OYEHOR
2 Font Size DRsen8 D80 yerewmed Font ewico
©(5e©.
3 Bold owis @HBODBE B B O1Oe.
4 Italic o8 aTHToBG e © 8895e.
5 Underline emId BRI 3O 90 ¢&e.
6 Left Alignment omisn e OO demEe B5e.
7 Center Alignment emivn BE ©1¢ YemcEe BOE.
8 Right Alignment omien BE (e YdowcEe BJE.
9 Increase decimal places | aowsied ca® e g@rens 98 S8.
10 Decreased decimal 20as3ed ¢a® B YOIwmn a8 B5e.
places
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(7 5.3 206ud 2isd S600 ot »A® ©HBD 56@))

omisns el emis o el HRED SB8R0 0PLHER Rced 88
eOOEROE DEHCIBOD ®Idm ewie wRwd wodig »yS(Format Cells Dialog
Box) %3 ) o» (8 .

Microsoft Office Excel 2010 escwo... [ breOffice Cl \1
Home Tab — Number Group LibreOffice Clac esc...
| Format—Cells
atedee Mmtes et ot e At g pprpapiy [ Busden. fielgrreed ol Frutoctis:
u.r b s il ig—at gy .
O - N - oot (g
e Do B i " ‘
t Srmd o r E‘i:]l
i et
e I . :i\l..u
h o : e s  [omem ]
E— :I:%zw - St
rr wiiie.n [———— 8 i s
:.::m:hc‘?a:-gr [rra— f L p——
e o-re L. 2 i R
Toier Sm rursbe Sormat code, wieng ord 5 W SUAIIg COGOT N RNCE o, .
I ' S e
E - Carcmi
\ )
G5 7.23 - @i oG DDed DS O 7.24 - @® e HD®d DYD

(@ 5.4 omis sHEEs oS HBSENHO HTRED ﬁﬁ@)}

200s ¢ 80 ¢a® B0 8D H@IwDES Ced. OB gdede &
BEDn ¢ca® 6301z 5@renwmO w@ed e gy @d. s 7.25 ACSID.

] A I 8 | c 3]
nDel 889 evd (@8 o aqmnd
5 m0ed me By
2| 24 2.40
3 1857142857 1.86
4 3 3.00
5 6666666667 6.67
&

G156 7.25 - ¢@® 8G1 @¢mmO »Red S6e.

emis gdan ¢a® B B IHEDO » R BEO wewr ©HD CEPed
BwOd am0@me »OBID.
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1. @38 sdiescs emid ©Se.

2. @053 WD DI EJYD RO
©(5e.

3. Number Tab em3ic ©(5e.

4. Number e3c1 ©(5®.

5. @0@n ¢@® By YIers wwed BEE.

Microsoft Office Excel 2010 escwo...

6. OK 8Qme oosien S8e.

LibreOffice Calc esco...

1. @38 013 emid ©Se.

2. g®@53 D 30dog @090 ER
©(5@.

3. Number Tab em3cy ©(S®.

4. Number @361 ©(S5®.

5. D@1 ¢@® B YOIers wwed BEE.

6. OK Bdome Guosten SEe.

[([7

5.5 oiz 806N cERE CEEB LINOG BID §IMICEO ®IEE

(>1e10)

)

CODAD BB YRBDDO WIS §to® BB @ ©. Yewns ST® BBOE
g omfeus e & GBS ecomds 0y RA® 3D (0) ensidsies’ mym. O@O
eBRD O6 oW e BOWNSS O VRO, DB (IO G Gacad SE®O
FOBWH gIES OB CRAD ez ©oiss W (Text) eces »R®d e gy .
(O7e5s 7.26 e G 7.10 8 D Bo® dcsy».)

A B C
1 soer oo ddame £2 0008 Bd e 2 B2
2 714365759 0714365759
3 778746853 0778746853
4

T3 7.26 - emds s0iesnss e0d (text) @@

»Resd B8®

o i @ (Text) e0wd wiRed B8O wewr oD CEedn
BudJd 2m0@m@ IBIB.

1. @298 ©01ss e@Idr O(S@

2. @®653 QD t0dig @YD B
OS@

3. Number Tab em3c ©5®

4. Text em3cr ©(5@®

5. OK B8 Suiten 88

6. e30210 Gogds BEO

Microsoft Office Excel 2010 esgwo...

S —
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LibreOffice Calc escwo...

1. e ©01esn emId) ©1S@

2. g®653 HRBD 0dg @0 ER
O(S®

3. Number Tab em3ics ©53®

4. Text em3cr ©(H®

5. OK 8Qomve Booston S6@

6. oo g BEE



(7 .5.6 el 83GI1IBED SR IO B FIMOGEO ®EEd SO )

O3 2o DO a0eBS e 8O RERD WD yBnmw:s (Percentage)
OR® PO »RLD WE G ©. BIBE 0w deRd BeRH BEeg DIds BE G
@8 20¢w® BBEDGES @R ®eB WO &S @ydy 7.27 Jisews’ (Bed.

A B C D
1 |Baescs &gl sdoned eos
2 #“mBs8  Rs. 24,500.00 36.62%
3 |2u355:8 Rs. 14,000.00 20.93%
4 |@ln Rs. 21,600.00 32.29%
5 |zede Rs. 6,800.00 10.16%
[

Ssw 7.27 - ewds sdwss 8@ (Percentage) emodwd »@ed S8@

@2 ©01se BBeD 0wl HREd BE® wew svm edn Bwdd
BBYOOZB DO,

-
Microsoft Office Excel 2010 escwo...

1. eds s emId ®S® '
2. 8®BEsS HRBD B @YD
O(S®

3. Number Tab em3idy ©5® I'
4. Percentage o3 ©(R® l,
5. 8061 ¢®® b e wme B8 ||

LibreOffice Calc esewo...

1. @ds ©diess emidy ®S®

2. 2®GEES H1RBd edig @D ERo
O(5®

3. Number Tab em3c ©(5®

4. Percentage emicr ©(5®

5. 8DaB OB By B@Iens e SO

6. OK 3@ Goosten [

6. OK BQome Gwosden [6© IJ
=

((7 5.7 eis SOHBGEE DeHNDeD GodN CIBDE WIS qmmécsfjj

®»8)ed 6@

SO®BBOE @m0 8 €30DBI @853 ® @I BRIE €I & VBB BEOO
DBD @D, ONB @0z’ Bwpdr e3S® OB »i gmie BE® ¢sd »Hoe O
eesmeg BeeS. dews’ Besisi®m (Scientific) aommewnss ¢y oy ©:® aonns ©
IR 9O 308 Hes Bwdr e3G(® OO I e SO wmweg OB, T3
7.28 AESIB.

A B c

1 |Pefmdc Bouo BB gunmaasy
2 200 DD BLoAx &=PF(2043) 8796093022208 8.80E+12
3 |mn8s mfom DSl 90 85208y &=RF(1.44/2420) 0.000001373291015625 1.37€-06
a

S 7.28 - Benod@m om0

e i BeBIBOD GO DD BE® ewo
Bwdd am0@me »ISID.

BSHD CSed5
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f( Microsoft Office Excel 2010 \\ LibreOffice Calc eseon...

BE... 1. @ds ©s0iss em3c OO
1. emde sdes emid e15@ 2. a0’ 918 odig eIQD EA9
2. @OOS3 WDLD DI YD R 18O

O13® 3. Number Tab em3c ©1R®

3. Number Tab 230 0 5@ 4. Scientific @36 ©5®

4. Scientific e03d 1B 5. @Dan c@® B Yerewmn wwe S8
5.3008 ¢@® B Y@Im®s wwe BEO 6. OK Baome Seisen 56
&6. OK Bime Soosten S8® J

((7 5.8 o)z 8016 T €306 TS FIMOBEO BTRED 56@)))

o8oemem e (Date) 5/12/2014 @853 ¢omed 2014 (8 @ 12 008
e, 0®s @8y »®s . (mm/dd/yyyy). (mm-®seses, dd - 8, yyyy -
DB®©) 1@ RBOE Emw 10 BBBwBRS e OB ©. 01ss 7.29 ACTID.

A B
1 [2mo qdoDm 88D wiDel
2 05/12/2014
3 May 12, 2014
4
5

05/12/14
12-May-14

S 7.29 - e (Bedm S8R H»(@ed

omis ©oseE e (P00 »Rwd BOO® @y swm (rPedm 8wdd
BBYOOBB DO,

%

Microsoft Office Excel 2010 escwo... LibreOffice Calc escem...

1. @38 018 emid) OO 1. ed® 0 ey OO

2. @©B53 w»(Resd €3002¢ @290 R0 2. g®@53 ®Eed 30dg @090 ER

©1R® OTEO)

3. Number Tab em3c o(Re® 3. Number Tab em3cs ©(53®

4. Date e300 ©(5® 4. Date @3 ©(B®

5. 8w ¢P30w @y @Ide e3C® 5. 8@ 30w @y ¢aIds e3®

6. OK 8Qime Goosten S6© 6. OK Bomes Buisen 88
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(7 5.9 ewis 5GOEEE eBEID £ B8 §IMOEO BRES S5O ))

s8vemmam @0 (Time) 10:35:53 AM e@es @0® s 0. @@« hh:mm:ss
AM/PM ece emiced ¢B308. o 7.30 Aesm. @®8 hh vy oo oenm, mm
©%) DD O €W SS BT B0 Her @d.

A

DD gxiebn vBead
10:35:53 AM

1
2
3 10:35:53
4 10:35 AM
5 10:35
6

G756 7.30 - @DED ¢Hedm SBD HRed

@8 8013wz EDEID ¢ IPOPO HDd BB® wemr v Eedn 8wkdd

YOODB WOBIB.

icrosoft Office Excel 2010 esgwo...

1. @238 ©01sw @Idr O(S@
2. g®153 D 0dg @YD EA

OS@ 1
3. Number Tab em3c ©(5@ !
4. Time @30 ©(SB®
5. @0 ¢BDe G GIEIcE eS8 ii

6. OK Bdimes Suwosdow 886®

LibreOffice Calc escwo...

1. emds s emId O

2. g®65 LD 0o @90 @R
®(S®

3. Number Tab em»3cy ©5®

4. Time em3cr ©(5®

5. @0EW ¢BOe Gy @EIde eB8®

6. OK 8L Gwosten 6@

\ —
” 7.5.10 onis s0E6D Y@ 6Es CiddE M §IMOEGO &)a&)&@]}j
( ~>lel0)]

gers 93 w8m eowde (Currency) oG ©@ewr ©idD emeds
oo ($- e@uc, Rs - 6i8u@d) avwd 9f8ews’ ¢8e g «.

o8 ©301Es §EB @0ks’ BP0 wRwd SE® wewr ©HD (ESeds

8Bwdd gu)0@m@ DOTID.

1. e @03 emd ©1S@

2. @®®OS3 VDD DI @YD R
O]

3. Number Tab em3c o=@

4. Currency em»3cs ©(53®

5. OK BQome Boosten S8@

- \
Microsoft Office Excel 2010 esceo...

—

LibreOffice Calc esgeo...

1. @3 ©01e3 @30 ©S®

2. @053 D 0D1g @D C
YEO)

3. Number Tab em3cs o(H@

4. Currency emid ©153®

5. OK Bmys Goosteon S8
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(@ 5.11 enis 861ns DemE D 6Es B»IEED 56@)

oIBOE eCAR evl avwrs’ demEE(Alignment) 88® 0©,01¢ wy ¢en
Dress’ 8¢ omeb.

_—

I niinie l

D® dedEE ®1¢ YeEE cen DEWEE
(Left Alignment) (Center Alignment) (Right Alignment)

@2 5013w EDRIID OO H DD BE® wemr wwD Eeds Bwdd
BTOOMB DOBIB.

e 30iwEss YEWER DO (SO0, HRed BEE wewr v CESeds
8ud0 @mo@m@ »ISID.

(\r: .
Microsoft Office Excel 2010 escen... | LibreOffice Calc 2010 eseo...
1. @23 ©0ess @35 ©(RE | 1. @3z B0 @30 OO
2. 8BS 9 0Bd wodig @IYD ERH 2. OGS D0Bd wodug @Igd EA

OYEO) O15®
3. Alignment Tab em3ch ©(5@ 3. Alignment Tab em3c ©B@®
4. 98, B, e v JBS S 4. 00, O, e B SDBH S

=

o300 ©H® om0 ©(H®
5. OK B2 Soisleon S8@ | 5. OK Bmw Sowoen 8@
2
Bom®

» D eDE® »ID® OB ww &r) B e 7.31 885 ¢
4 ((' a8 Oen Bo@rens »OBIB.

v i A | B | ¢ o | E | ‘F G
1 2885 Hedue BOWSLHS ol VBTS2
2| gma  HmihE ssadD:E @by 2mgld  mEhmsa
3 -t 14 20 16 50 16.67
4 | Drema 10 13 14 37 12.33
5 Bz 18 20 17 55 18.33
6| 2mab 42 53 47
7 | soEazysa 14.00 17.67 15.67
8

g3 7.31 - 880 »2)esd e8m DReme
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(1) ABGD v 2 od8n ®1¢ YemEE DIOBID.

(2) 2 ed8ws »eur (Bold) mozsim.

(B) 1 ed€ed ®1ud Wds3 @i @™, aRCOC Y13 16 ®TBIB.

(4) A3,A4,AS5 emds e (Italic) »os3s.

(5) B6 e2Jswd &“23808 @t dmd @R ©1S®0 ¢y)em sum Bme ewgy Busis.

(6) B7 e2fswcd £50008 @8 e30@mdne R 01 R@0 gy average() 8ows @waco
Busis.

(7) owm B6 @ B7 emisde 8 ¢pn 800 0 o886 @wdE Oond
230802)53 @EBIBLID).

(8) E3 em3ewd m»ci gored 990 @R ©(B®0 sum Bme @i Ensis.

9) F3 e3ecd m»E egored ©i@imne @ ©1 @0 average() 8me ewics Busim.

(10) @ E3 &% F3 02380 a8 t3r) 803 0 988 ¢odE Ommd 3t 3080255
©e30E 53D,

(( 7.6 2SN o HoeSHE emIB ©wIRD )))

\(7 6.1 E6E 805 SO

_ 7

200G 900 Jvwm 38353 R ©BN CRE CiBERDE ©s3Swd
QRO® ews ROEw B8 wwed WO CeR. O O 8ytned CRMOC DD,
20@B OB PITB D5 0D DREBSI KB B0 e3088¢idn HOLEB. dews’
Bensy oo®ss’ @@ty v @B ey C8En o8O MBEHE® ®o
OB PHOGR. Owd e¥nd Bum ¢ v Bous B8e®s ety vearms BB®
) ©HEPedS C RO v DO8. DS DReD edgus Ve end
B0 Odeed g 800 0% @de S0k ACE.

‘\“(7.6.2 emisan 86898 cs)c(ﬁ)@cs)\‘w

DRsen8 Do © enmiswm ¢y ot g eedeb 883 i @D
805® o@cs (Fill handle) eces »® emeb. diss 7.32 acsis.

\8/69@ DEES

Sss 732 - 8090 o @Es

e98e@ 0 » 180 B8&Hed 227



‘\‘( 7.6.3 5o 8Os HO® aew 8608 wes T 86 )\\

800 H@OCE »IDnens’ wure 80u BERO suvm (Pedsm Bwedd
8BYOOBB WOBIB.
(1). 896 88w emive eIc) ©153®
(2). eised ¢y B v eWedo 883 8o HE@EE eId ©(H®
(3). 83O (@OCs @Des eiss edn FLEOD IO

‘( 7.6.4 5o 805 SO sewi Copy & Paste B 98 SO )\

Copy-Paste 8oz 008me0s’ wmes 80ss 800 v ¢eds 8wpdd
BB)OOBB WOBI®.
(1). e @8o® eiss @mic) OO
(2). Copy B c@o &8® (Ctrl + C)
(3). Bows? B8RO gdas ©Iiv 301E eIcI BB

(4). Paste 8w cao 8@ (Ctrl +V)

( 7.6.5 ©e8Ns 5 56@6:53@ g@i@: @ZJ@E)

enis EB8mws B 83e06BB3 6w 0dg tumuBs’ @0 ©d. YLD
g 0B ewiv EB8mrw wredSs emis 0w e HE3ed. @Rl teewim
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