
kvs{]Uvjo‰ns‚ ASnÿm\ Bibßƒ ap≥
A[ymbØn¬ \mw N¿® sNbvXXmWt√m.
sk√pIfn¬ Um‰ tcJs∏SpØp∂Xpw sk√p-
Isf d^¿ sNøp∂Xpw efnXamb IW°p
Iq -́epIƒ \SØm≥ sk√pIfn¬ kq{XhmIyw
(formula) tN¿°p∂Xpw \mw ]Tn®p Ign™p.
kvs{]Uvjo‰n¬ e`yamb hnhn[Xcw _n¬´v˛
C≥ ̂ Mvj\pIsf (built-in functions) Ipdn®mWv
Cu A[ymbØn¬ {]Xn-]mZn°p∂Xv.  IW°p-
Iq´epIƒ efnXam-°m\pw Um‰ XmcXayw sN-
øm\pw Cu ̂ Mvj\p-Iƒ \sΩ klmbn°p∂p.
kvs{]Uvjo‰n¬ Um‰ hniIe\Øn-\p]tbmKn-
°p∂ {][m\ khnti-jXIfmb Um‰ {IaoI-
cn°¬ (Data Sorting), Um‰ th¿Xncn°¬ (Data

Filtering), {Km^n°¬ cq]-Øn¬ hnhcßƒ \¬-
Im≥ km[n°p∂ Nm¿´v (chart) apXembhpw
Cu A[ymbØn¬ ]cnNbs∏Smw.

4.1 ^Mvj\pIƒ 4.1 ^Mvj\pIƒ 4.1 ^Mvj\pIƒ 4.1 ^Mvj\pIƒ 4.1 ^Mvj\pIƒ (Functions)

kvs{]Uvjo‰n¬ e`yamb hnhn[Xcw _n-¬´v˛-
C≥ ^Mvj\pIfmWv Cu `mKØp \Ωƒ ]Tn-
°p∂Xv. CXn\pth≠n ¢mkv ]co£bpsS
am¿°v enÃv kvs{]Uvjo‰v D]tbmKn®v Xøm-
dm°p∂sXßs\sb∂p t\m°mw.  Nn{Xw
4.16¬ ImWp∂Xpt]mse tdmƒ \º¿ (Rollno),

t]cv (Name), Cw•ojv (English), c≠mw `mj
(Second Language), tkmtjymfPn (Sociology),

tP¿W-enkw (Journalism), IΩyqWnt°‰ohv
Cw•ojv (Communicative English), Iºyq´¿
Bπnt°j≥ (Computer Application), BsI

am¿°v (Total) F∂o io¿jIßƒ \ncIƒ°v

sImSpØv Hcp ]´nI Xømdm°pI.

$ ̂ Mvj\pIƒ (Functions)

¡ amØam‰n°¬  ˛

SUM, ROUND, ROUNDUP,

ROUNDDOWN

¡ Ãm‰nÃn°¬ ˛

AVERAGE, MIN, MAX, COUNT,

COUNTIF

¡ temPn°¬ ˛

IF, AND, OR, NOT

¡ sSIvÃv˛

UPPER, LOWER, LEN

¡ s\ÃUv ^Mvj\pIƒ

(Nested Functions)

$ Um‰ ssIImcyw sNø¬

(Data manipulation)

¡ {IaoIcn°¬ (Sorting)

¡ th¿Xncn°¬ (Filtering)

$ Nm¿´pIƒ (Charts) ̨

tImfw, _m¿, sse≥, ss]

{][m\ Bibßƒ

kvs{]Uvjo‰v  D]tbmKn®p≈
Um‰ hniIe\w
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Nn{Xw 4.1 ¬ ImWp∂Xpt]mse H∂masØ Ip´nbpsS BsI am¿°v IW-°m-
°p∂Xn\v sk¬ I3 Xncs™SpØXn\v tijw  t^m¿aqe _mdnep≈ Auto sum

_´¨ ë  ¢n°v sNøpI. At∏mƒ sk¬ I3 bn¬ë= SUM (C3:H3) F∂v sXfn-

™p hcpw.  C3:H3 td©nep≈ Um‰bpsS XpIbmWv ChnsS IW°m°p∂Xv.
Nn{Xw 4.2 t\m°pI.

Nn{Xw 4.1 : Hmtcm hnjbØnsebpw kvtIm¿ tcJs∏SpØnb am¿°v enÃv

Nn{Xw 4.2 : Autosum D]tbmKn®v BsI am¿°v IW°m°p∂Xv

ImWn®ncn°p∂ td©v icnbmsW¶n¬ F‚¿ Io Aa¿ØpI.  Ct∏mƒ Nn{Xw
4.3 ¬ ImWp∂Xpt]mse H∂masØ Ip´nbpsS BsI am¿°v sk¬ I3 bn¬
sXfn™p hcpw.
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

a‰p Ip´nIfpsS BsI am¿°v C\n Fßs\ I≠p]nSn°pw? AXv hfsc efnX-
amWv. BsI am¿°v IW°m°p∂Xn\v Xmsg ]dbp∂ {InbIƒ sNøpI.

1. sk¬ I3 Xncs™Sp°pI.

2. aukv t]mbn‚¿ sk√ns‚ heXp `mKsØ Xmsg aqebn¬ sIm≠phcnI.
Ct∏mƒ aukv t]mbn‚¿ + F∂ cq]Ønembn amdp∂p.

3. AXn\p tijw aukv ¢n°v sNbvXv Xmtg°p hen®v sk¬ kq{XhmIyw a‰p
sk√pIfnte°v ]I¿ØpI (Copy). Ct∏mƒ Xmsgbp≈ sk√pIfnepw BsI
am¿°v h∂Xmbn ImWmw. (]I¿Øptºmƒ sk¬ kq{XhmIyØn¬ D≠mIp∂
sk¬ A{U v hyXymkw {i≤n°pI)

bYm¿∞Øn¬ SUM F∂Xv kvs{]Uvjo‰n¬ D]tbmKn°p∂ Hcp _n¬´v˛C≥
^Mvj\mWv. C\n ^Mvj\pIsf Ipdn®pw AhbpsS D]tbmKsØ Ipdn®pw
\ap°v hniZambn N¿® sNømw.

hnhn[Xcw tPmenIƒ hfsc Ffp∏Øn¬ sNøphm≥ klmbn°p∂ \nch[n
^Mv-j\pIƒ kvs{]Uvjo‰n¬ e`yamWv. kabw em`n°m\pw A[zm\w
eLqIcn°m\pw Ch {]tbmP\s∏Sp∂p. hnhn[ Bhiyßƒ°v th≠n D]tbm-
Kn°p∂ At\Iw _n¬ v̨́ C≥ ̂ Mvj\pIfmWv kvs{]Uvjo‰ns‚ bYm¿∞ i‡n.
^Mvj\pIƒ Hcp {]tXyI ZuXyw \n¿hln°pIbpw AXns‚ DØcw sk√n¬
{]Z¿in∏n°pIbpw sNøpw.  Hcp ̂ Mvj≥, hneItftbm sk¬ d^d≥kpItftbm
efnXamb kq{XhmIyw F∂t]mse D]tbmKs∏SpØp∂p. ^Mvjs‚ t]cn\p
tijw {_m°‰nemWv IW°pIq´en\v D]tbmKn°p∂ kwJyItfm, sk√pItfm
\¬Ip∂Xv. kvs{]Uvjo‰nse ap≥Iq´n \n¿hNn°s∏´n´p≈ kq{XhmIyw
(predefined formula) BWv ̂ Mvj\pIƒ.

Hcp ^Mvj≥ D]tbmKn°p∂Xn\mbn, DNnXamb sk¬ Xncs™SpØXn\v

tijw t^m¿ape _mdnep≈  _´¨ ¢n°v sNøpI. At∏mƒ Nn{Xw 4.4-˛ ¬

Nn{Xw 4.3: H∂masØ Ip´nbpsS BsI am¿°v IW°m°nbXv
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Nn{Xw 4.4 : ^Mvj≥ hnkm¿Uv UbtemKv t_mIvkv

ImWn®ncn°p∂Xpt]mse ^Mvj≥ hnkm¿Uv UbtemKv t_mIvkv

{]Z¿in∏n°pw.

kvs{]Uvjo‰nse _n¬´v˛C≥ ^Mvj\pIsf {][m\ambpw amØam‰n°¬,

Ãm‰nÃn°¬, temPn°¬, sSIvÃvv F∂nßs\ Xcw Xncn°mw.

4.1.1 amØam‰n°¬ ̂ Mvj\pIƒ (Mathematical functions)

^Mvj≥ hnkm¿Un¬ ImWn®ncn°p∂Xpt]mse number 1, number 2, number 3,

.... F∂o kwJyIfpsS XpI IW°m°m\mWv SUM ̂ Mvj≥ D]tbmKn°p∂Xv

(Nn{Xw 4.4 t\m°pI). ASpØSpØ sk√pIfne√msX tcJs∏SpØnbncn°p∂

hneIfpsS XpI I≠p]nSn°m\mWv Cu coXn D]tbmKn°p∂Xv.  F∂m¬

ASpØSpØ sk√pIfnse hneIfpsS ImcyØn¬ Xmsg hnhcn®ncn°p∂

{]Imcw sk√pIfpsS td©v Xncs™Sp°mw.

^Mvj≥ hnkm¿Uv UbtemKv t_mIvknse Shrink _´¨ ¢n°v sNbvXpsIm≠v

^Mvj\n¬ D]tbmKnt°≠ td©v Xncs™Sp°m≥ km[n°pw.  ^Mvjs‚

t]cn\p tijw {_m°‰n\p≈n¬ sk¬ td©v t\cn´v ssS∏v sNømhp∂XpamWv.

DZm: SUM(C3:H3). C3 apX¬  H3 hscbp≈ sk√pIfnse hneIfpsS XpIbmWv

Cu ^Mvj≥ I≠p]nSn°p∂Xv.

C\n \ap°v am¿°v enÃn¬ iXam\w (Percentage) IW°m°p∂Xvv Fßs\sb∂v

t\m°mw.
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

^Mvj≥ hnkm¿Unse amØam‰n°¬ ^Mvj≥ hn`mKØn¬ SUM ^Mvj≥ e`yamsW¶nepw

an°hmdpw F√m kvs{]Uvjo‰v tkm^v‰vshbdnsebpw t^m¿ape _mdn¬ (Auto sum  button)

 D≠v.  kvs{]Uvjo‰n¬ k¿∆km[mcWbmbn D]tbmKn°p∂ ̂ Mvj\mbXpsIm≠mWv Cßs\

\¬Ip∂Xv.

Hcp sk√n¬ kq{XhmIyw \¬Ip∂Xv ap≥ A[ymbØn¬ \mw ]Tn®XmWt√m.
Nn{Xw 4.3 ¬ H∂masØ Ip´nbpsS BsI am¿°v {]Z¿in∏n®ncn°p∂p. am¿°ns‚
iXam\w IW°m°m\p]tbmKn°p∂ kq{XhmIyw \nßƒ°dnbmat√m?

iXam\w = (t\Snb am¿°v / ]camh[n am¿°v )* 100

Hmtcm hnjbØnt‚bpw ]camh[n am¿°v 50 BsW¶n¬ sk¬ J3 -bn¬
tcJs∏SptØ≠ kq{XhmIyw Xmsg sImSpØncn°p∂p.

= (I3/300)* 100

kq{XhmIyw sImSpØXn\ptijw F‚¿ Io Aa¿ØpI.  At∏mƒ H∂masØ
Ip´nbpsS iXam\w sk¬ J3 bn¬ {]Z¿in∏n°pw. _m°n F√m Ip´nIfptSbpw
iXam\w ImWp∂Xn\v sk¬ J3 bnep≈ kq{XhmIyw Xmsg sk√pIfnte°v
]I¿ØpI. iXam\w I≠p]nSn®Xn\p tij-ap≈ am¿°v enÃv Nn{Xw 4.5 ¬
ImWmw.

Nn{Xw 4.5 ¬ Arun K F∂ Ip´nbpsS iXam\w 81.3333333 Bbn ImWmw. iXam\w
\n›nX FÆw Zimwi ÿm\tØ°v du≠v sNøpIbmsW¶n¬
\∂mbncn°pat√m? ROUND ^Mvj≥ D]tbmKn®v CXv Ffp∏Øn¬ sNømw.

CXn\p th≠n  K3 F∂ sk¬ Xncs™SpØv t^m¿ape _mdnep≈ 

_´¨ ¢n°v sNøpI.  At∏mƒ e`n°p∂ ^Mvj≥ hnkm¿Uv UbtemKv
t_mIvknse Category t{Um∏v Uu¨ t_mIvkn¬ \n∂pw amØam‰n°¬
(Mathematical) Hm]vj≥ sXcs™Sp°pI. AXn\v tijw ROUND ^Mvj\n¬
¢n°v sNøpI.

Nn{Xw 4.5: iXam\w I≠p]nSn®Xn\p tij-ap≈ am¿°v enÃv
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

^Mvj≥ hnkm¿Unse ROUND ^Mvjs‚ LS\ Nn{Xw 4.6 ¬ ImWn°p∂p.

Nn{Xw 4.7: ROUND ^Mvjs‚ ^ew

Nn{Xw 4.6: ROUND ^Mvj≥

ROUND ^Mvj≥, Hcp kwJysb \n›nX FÆw Zimwi ÿm\tØ°v du≠v
sNøp∂p. CXn\v c≠p B¿Kypsa‚pIƒ (Arguments) D≠v. du≠v sNtø≠
kwJy-bpw Zimwi ÿm\ßfpsS FÆhpw number F∂Xv du≠v sNøs∏tS≠
kwJy Dƒs°m≈p∂ sk¬ hnemkhpw (BsI am¿°ns‚ iXam\w), Count

F∂Xv Zimwi _nµphn\v tijw ZriyamtI≠ A°ßfpsS FÆtØbpw
kqNn∏n°p∂p.  Cu DZmlcWØn¬ BsI am¿°ns‚ iXam\w G‰hpw ASpØ
]q¿Æ kwJybnte°v du≠v sNøWsa∂v IcpXpI. CXn\mbn count ]qPyw
Bbn \nPs∏SpØpI. K3 F∂ sk¬ sXcs™SpØXn\v tijw Xmsg sImSp-
Øncn°p∂ ROUND ^Mvj≥ D]tbmKn°pI.

= ROUND (J3, 0)

ROUND ^Mvjs‚ ^ew Nn{Xw 4.7 ¬ ImWn®ncn°p∂p.
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Nn{Xw 4.8: ROUNDUP ^Mvj≥

Nn{Xw 4.7 t\m°n Hmtcm Ip´nbptSbpw bYm¿Y iXam\hpw, du≠v sNbvX iX-
am\hpw XmcXayw sNbvXp t\m°mw. Arun K, Alex Paul, Asha P, AyshaK, Joby

F∂o Ip´nIƒ°v 0.3333333 iXam\w am¿°v \jvSs∏´Xmbn ImWmw.  Aneesh M

K, Shabnam M, Rahul.P F∂o Ip´nIƒ°v 0.3333333 iXam\w am¿°v IqSnbXmbpw
ImWmw. CXv A¿∞am°p∂Xv ROUND ^Mvj≥ D]tbmKn®v Hcp kwJysb
du≠v sNøptºmƒ, 0.5 Dw AXn¬ IqSpXepw D≈ Zimwi kwJy sXm´SpØ
henb kwJybnte°pw, 0.5 ¬ Ipd™Xv sXm´SpØ sNdnb kwJybnte°pw
du≠v sNøpsa∂mWv. C\n sXm´SpØ henb kwJybnte°mWv du≠v sNtø-
≠sX¶n¬ \nßƒ°v ROUNDUP ^Mvj≥ D]tbmKn°mw. ^Mvj≥ hnkm¿-
Unse ROUNDUP ^Mvjs‚ LS\ Nn{Xw 4.8 ¬ ImWn°p∂p.

ROUND ^Mvj\v kam\amb B¿Kypsa‚pIfmWv ROUNDUP ^Mvj\pw
Bhiyambn hcp∂Xv.  ROUNDUP ^Mvj≥ sXm´SpØ henb kwJybnte°v
du≠v sNøp∂p F∂p≈XmWv GI hyXymkw. \ΩpsS DZmlcWØn¬
81.3333333 du≠v sNbvXt∏mƒ 82 Bbpw 66.6666667 du≠v sNbvXt∏mƒ 67 Bbpw
amdp∂p. (Nn{Xw 4.9 t\m°pI)

Nn{Xw 4.9: ROUNDUP ^Mvjs‚ ^ew
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

CXn\v kam\ambn ^Mvj≥ hnkm¿Un¬ ImWp∂ as‰mcp amØam‰n°¬
^Mvj\mWv  ROUNDDOWN. Ft∏mgpw sXm´SpØ sNdnb kwJybnte°v du≠v
sNøphm\mWv CXv D]tbmKn°p∂Xv.  CXv ]co£n®p hyXymkw a\ nem°pI.

amØ-am-‰n-°¬ ^Mvj-\p-Iƒ, AhbpsS hmIy-L-S\ (syntax), hnh-cWw F∂-nh
]´nI 4.1 ¬ kw{K-ln-®n-cn-°p-∂p.

kzbw hne-bn-cpØmw

1. ^Mvj≥ F∂m¬ F¥v ?

2. Hcp Iq´w sk√pIfnse hneIfpsS XpI IW°m°m≥ D]tbmKn°p∂

^Mvjs‚ t]cv  FgpXpI.

3. ROUND ^Mvjs‚ hmIyLS\  BIp∂p.

4. ROUNDUP ^Mvj\pw ROUNDDOWN ^Mvj\pw XΩnep≈ hyXymkw
FgpXpI.

5. 67.8675 F∂ kwJysb 67.86 Bbn ImWn°m\p≈ ^Mvj≥ FgpXpI.

• \nßfpsS ¢mknse F√m Ip´nIfptSbpw t]cpw Dbchpw Dƒs°m≈p∂ Hcp
]´nI kvs{]Uvjo‰n¬ Xømdm°pI. ^Mvj\pIƒ D]tbmKn®v ¢mknse
Ip´nIfpsS Dbcw ]q¿Æ kwJybnte°v du≠v sNøpI.

\ap°p sNømw

]´nI 4.1 : amØ-am-‰n-°¬ ^Mvj-\p-Iƒ

^Mvj≥ hmIyLS\ hnhcWw

SUM ( ) SUM (number 1,

number 2,

number 3, .......... )

Hcp Iq´w kwJyIfpsS AYhm Hcp td©nse F√m
kwJy-IfptSbpw XpI ImWp∂p. Number 1, Number

2, number 3, ........ F∂nßs\ 30 kwJyIsf ̂ Mvjs‚
B¿Kypsa‚pIfmbn \¬Imw. SUM (StartCell : EndCell)

F∂ coXnbn¬ td©v \¬Imw.
ROUND ( ) ROUND

(number, count)
Hcp kwJysb \n›nX FÆw Zimwiÿm\ßfnte°v

du≠v sNøp∂p. count F∂Xv du≠v sNtø≠ Zimwi

ÿm\ß-fpsS FÆsØ kqNn∏n°p∂p.

ROUNDUP

(number, count)
Hcp kwJysb \n›nX FÆw Zimwiÿm\ßfn¬ sXm -́
SpØ kwJybnte°v du≠v sNøp∂p. count F∂Xv
du≠v sNtø≠ Zimwi ÿm\ßfpsS FÆsØ kqNn-
∏n°p∂p.

ROUNDUP ( )

ROUNDDOWN

(number, count)

Hcp kwJysb \n›nX FÆw Zimwiÿm\ßfn¬
sXm´pXm-sg-bp-ff kwJybnte°v  du≠v sNøp∂p.  count

F∂Xv du≠v sNtø≠ Zimwi ÿm\ßfpsS FÆsØ
kqNn∏n°p∂p.

  ROUNDDOWN (  )
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

4.1.2 Ãm‰nÃn°¬ ^Mvj\pIƒ (Statistical functions)

Hcp Iq´w Um‰bn¬ {]h¿Øn®v kw{Kln® DØcw \¬Ip∂hbmWv Ãm‰n-Ãn-

°¬ ^Mvj\pIƒ. kvs{]Uvjo‰n¬ \nch[n Ãm‰nÃn°¬ ^Mvj\pIƒ e`y-

amWv. Ahbn¬ NneXv ChnsS {]Xn]mZn°p∂p.

am¿°v enÃv Xømdm°p∂ DZmlcWw ho≠pw ]cnKWn°pI. Hmtcm hnjb-

Ønt‚bpw icmicn am¿°v I≠p]nSn®v {]Z¿in∏n°p∂Xv Fßs\sb∂v t\m-

°mw. Hcp hnjbØns‚ icmicn I≠p]nSn°p∂Xn\v F√m Ip´nIfptSbpw B

hnjbØnse am¿°v Iq´n AXns\ BsI Ip´nIfpsS FÆw sIm≠v lcn°Ww.

F∂m¬ Cßs\ sNøp∂Xn\v ]Icw, kvs{]Uvjo‰n¬ AVERAGE F∂ Ãm‰n-

Ãn°¬ ^Mvj≥ D]tbmKn®v icmicn Ffp∏Øn¬ IW°m°m≥ km[n-°pw.

^Mvj≥ hnkm¿Unse AVERAGE  ^Mvjs‚ LS\ Nn{Xw 4.10 ¬ ImWn°p∂p.

Nn{Xw 4.10:   AVERAGE ^Mvj≥

Hcp Iq´w kwJyIfpsS icmicn IW°m°m≥ AVERAGE ^Mvj≥ D]tbmKn-

°p∂p.  number 1, number 2, number 3, ...  F∂o hyXykvX kwJyIfpsStbm, Hcp

td©nse kwJyIfpsStbm icmicn CXp]tbmKn®v I≠p]nSn°mw. td©v

D]tbmKn°p∂ AVERAGE ^Mvj≥ Nn{Xw 4.11 ¬ ImWmw. am¿°v enÃv Xbm-

dm°p∂ DZmlcWØn¬ C3 apX¬ C12 hscbp≈ kwJyIfpsS icmicnbmWv

AVERAGE ̂ Mvj≥ D]tbmKn®v I≠p]nSn°p∂Xv.
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Hmtcm hnjbØn\pw Ip´nIƒ°v e`n® G‰hpw IqSnb am¿°v, Ipd™ am¿°v,

]co£°p lmPcmb Ip´nIfpsS FÆw F∂nh {]Z¿in∏n°Wsa∂v IcpXpI.

Cu Bhiyßƒ°v bYm{Iaw MAX, MIN, COUNT F∂o ̂ Mvj\pIfmWv D]-tbm-

Kn°p∂Xv.

Hcp Iq´w kwJyIfn¬ \n∂pw G‰hpw Db¿∂ kwJy Is≠Øn \¬Ip∂ ̂ Mv-

j\mWv  MAX. number 1, number 2, number 3, ........ F∂o hyXykvX kwJyIfmtbm,

Hcp sk¬ td©mtbm ^Mvjs‚ B¿Kypsa‚pIƒ \¬Imhp∂XmWv.

Hcp Iq´w kwJyIfn¬ \n∂v G‰hpw sNdnb kwJy I≠p]nSn°m\mWv MIN

^Mvj≥ D]tbmKn°p∂Xv. Cu ̂ Mvjs‚ hmIyLS\ MAX ̂ Mvj\v kam\amWv.

Hcp Iq´w sk√pIfnep≈ kwJyIƒ F{XsbÆaps≠∂v I≠p]nSn°m\mWv

COUNT ^Mvj≥ D]tbmKn°p∂Xv.  Hcp td©nep≈ kwJyIfpsS FÆw

ImWp∂Xn\pw CXv D]tbmKn°pw. ^Mvj≥ hnkm¿Unse COUNT ^Mvjs‚

LS\ Nn{Xw 4.12 ¬ ImWn°p∂p.

Nn{Xw 4.11 : AVERAGE ^Mvj\n¬ td©v D]-tbm-Kn-°p-∂Xv
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Nn{Xw 4.12 : COUNT  ^Mvj≥

Hcp ]´nIbnse hneIfn¬ Hcp {]tXyI am\Zfiw (criteria) ]men°p∂h
F{XsbÆaps≠∂v I≠p]nSn°m≥ COUNTIF Ãm‰nÃn°¬ ^Mvj≥ D]tbm-
Kn°p∂p. 80 iXam\tam AXne[nItam am¿°v t\Snb Ip´nIfpsS FÆw {]Z¿-
in∏n°Wsa∂ncn°s´.  CXn\mbn Xmsg sImSpØncn-°p∂ COUNTIF ̂ Mvj≥
D]tbmKn°mw.

= COUNTIF (K3:K12,>=""80”)

^Mvj≥ hnkm¿Unse COUNTIF ̂ Mvjs‚ LS\ Nn{Xw 4.13 ¬ ImWn°p∂p.

Statistical

Nn{Xw 4.13 : COUNTIF  ^Mvj≥



118

Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

COUNTIF ̂ Mvjs‚ BZy B¿Kypsa‚ v td©ns\bpw c≠masØ B¿Kypsa‚ v
am\ZfisØbpw kqNn∏n°p∂p. am\Zfiw D≤cWn°p≈nemWv (Double

quotation mark) \¬tI≠Xv.

Ãm‰nÃn°¬ ^Mvj\pIƒ D]tbmKn®v am‰w hcpØnb am¿°v enÃv Nn{Xw
4.14  ¬ ImWmw.  CXn¬ hnjbØns‚ icmicn, Db¿∂ am¿°v, Ipd™ am¿°v,
]co£ FgpXnb Ip´nIfpsS FÆw F∂nh I≠p]nSn®n´p≠v.  Ãm‰nÃn°¬
^Mvj\pIƒ, hmIyLS\, hnhcWw F∂nh ]´nI 4.2 ¬ kw{Kln®ncn°p∂p.

Nn{Xw 4.14 : Ãm‰nÃn°¬ ^Mvj\pIfpsS ^eßƒ

]´nI 4.2 : Ãm‰nÃn°¬ ^Mvj\pIƒ

number 1, number 2, number 3, ....... F∂o hyXykvX

kwJyIfpsStbm Hcp td©nep≈ kwJyIfpsStbm
icmicn I≠p]nSn°m≥ D]tbmKn°p∂p.

AVERAGE (number 1,
number 2, number 3,
.......)

AVERAGE ( )

^Mvj≥ hmIyLS\ hnhcWw

X∂ncn°p∂ kwJyIfn¬ AYhm Hcp td©nse G‰hpw
IqSnb kwJy I≠p]nSn°p∂p.

MAX (number 1,

number 2, number 3,

.........)

 MAX ( )

MIN (number 1, num-

ber 2, number 3, ........)

X∂ncn°p∂ kwJyIfn¬ AYhm Hcp td©nse G‰hpw
Ipd™ kwJy I≠p]nSn°p∂p.

 MIN ( )

COUNT ( ) COUNT (number 1,

number 2, number 3,

........)

X∂ncn°p∂ kwJyIfpsS AYhm Hcp td©nse kwJy-
IfpsS FÆw I≠p]nSn°p∂p.

 COUNTIF ( ) COUNTIF
(range, criteria)

Hcp td©nse {]tXyI am\Zfiw ]men°p∂ hneI-fp-

sS FÆw I≠p]nSn°p∂p.
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

$ \nßfpsS ¢mknse F√m Ip´nIfptSbpw t]cpw hbkpw Dƒs°m≈p∂
Hcp ]´nI kvs{]Uvjo‰n¬ Xømdm°pI. ^Mvj\pIƒ D]tbmKn®v 17 hb-
kn¬ IqSnb Ip´nIfptSbpw 15 hbkn¬ Ipd™ Ip´nIfptSbpw FÆw
I≠p]nSn°pI.

$ \nßfpsS ¢mknse F√m Ip´nIfptSbpw t]cpw Dbchpw Dƒs°m≈p∂
Hcp ]´nI kvs{]Uvjo‰n¬ Xømdm°pI. ^Mvj\pIƒ D]tbmKn®v ¢mknse
Ip´nIfpsS icmicn Dbcw 2 Zimwi ÿm\tØ°v du≠v sNøpI.

 \ap°v sNømw

kzbw hne-bn-cpØmw

1. Hcp sk¬ td©nse G‰hpw IqSnb hne I≠p]nSn°m≥ D]tbmKn°p∂

^Mvj≥ GXv ?

2. Hcp Iq´w kwJyIfn¬ \n∂pw G‰hpw sNdnb hne I≠p]nSn°m≥ D]tbm-

Kn°p∂ ^Mvj\mWv 

3. Hcp sk¬ td©n¬ F{X kwJyIfp≠v F∂v I≠p]nSn°m≥ D]tbmKn°p∂

^Mvjs‚ t]scgpXpI.

4. 30, 50, 40, 48 F∂o kwJyIfpsS icmicn {]Z¿in∏n°p∂Xn\p≈ ^Mvj≥

FgpXpI

5. t{KUv \ncbnse D3:D13 td©nse hnebmbn t{KUv ‘A’ D≈ Ip´nIfpsS

FÆw {]Z¿in∏n°p∂Xv Fßs\ ?

6. COUNTIF ^Mvj≥ D]tbmKn®v F¥mWv  sNøp∂Xv?

4.1.3 temPn°¬ ^Mvj\pIƒ (Logical functions)

Hcp {]tXyI hyhÿ ]cntim[n°m≥ th≠nbmWv temPn°¬ ^Mvj\pIƒ

D]tbmKn°p∂Xv.  DZmlcWØn\v am¿°ns‚ iXam\Øn\\pkcn®v Ip´n Pbn-

t®m tXmt‰m F∂v I≠p]nSn°Ww. AXmbXv Hcp hyhÿ ]men°-s∏´n´pt≠m

F∂v ]cntim[n°Ww. Hcp Ip´n ]co£bn¬ Pbn°p∂Xn\v 40 iXam-\tam

AXn¬ IqSpXtem am¿°v t\SWsa∂ncn°s´. At∏mƒ BsI am¿°ns‚ iXam-

\sØ ASnÿm\am°nbmbncn°pw hyhÿ \¬IpI.

Hcp hyhÿ ]men°s∏Sp∂pt≠m F∂v ]cntim[n°m≥ IF ^Mvj≥ D]tbm-

Kn°p∂p. hyhÿ ]men°s∏Sp∂ps≠¶n¬ Hcp {]h¿Ø\w \SØpIbpw As√-

¶n¬ as‰mcp {]h¿Ø\w \SØpIbpw sNøp∂p. ^Mvj≥ hnkm¿Unse IF

^Mv-js‚ LS\ Nn{Xw 4.15 ¬ ImWn°p∂p.



120

Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Nn{Xw 4.15 : IF ^Mvj≥

IF ^Mvjs‚ hmIyLS\ Xmsg sImSp°p∂p.

=IF (Test, Then _ value, Otherwise _ value)

^Mvj≥ hnkm¿Un¬ ImWp∂Xp t]mse IF ^Mvj\v 3 `mKßƒ D≠v.  Test,

Then _value, Otherwise_value F∂nhbmWh. ]cntim[n°s∏tS≠ hyhÿsb

kqNn∏n°p∂XmWv  Test. Cu hyhÿ ]men°s∏Sp∂pt≠m C√tbm F∂v

hnebncpØp∂p. hyhÿ icnbmsW¶n¬  Then_value Bbn \¬In--bn-cn-°p-∂Xv

sk√n¬ {]Z¿in∏n°p∂p. hyhÿ sX‰msW¶n¬ Otherwise_value Bbncn°pw

sk√n¬ {]Z¿in∏n°pI.

am¿°v enÃns‚ DZmlcWØn¬, H∂masØ Ip´nbpsS iXam\w tcJs∏SpØn-

bncn°p∂Xv K3 sk√n¬ BWv. L3 sk√n¬ Ip´n Pass BtWm Fail BtWm

F∂v {]Z¿in∏n°m≥ Xmsg sImSpØ IF ^Mvj≥ D]tbmKn®m¬ aXn.

= IF (K3>=40, “Pass”, “Fail”)

^Mvj≥ hnkm¿Un¬ \n∂v IF Xncs™SpØv Test s‚ ÿm\Øv K3>=40 F∂pw

Then _ value t_mIvkn¬ ""Pass''îF∂pw Otherwise_value t_mIvkn¬ ""Fail''îF∂pw

tN¿°pI. AXn\ptijw OK _´Wn¬ ¢n°v sNbvXm¬ ^Mvjs‚ ^ew L3

sk√n¬ ImWmw.  _m°n Ip´nIfpsS ^ew ImWn°p∂Xn\v Cu ^Mvj≥ a‰p

sk√pIfnte°v ]I¿ØpI. IF ^Mvj≥ D]tbmKn®v am‰w hcpØnb am¿°v

enÃv Nn{Xw 4.16 ¬ ImWmw.
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Nn{Xw 4.16 : ^ew I≠p]n-Sn® tij-ap≈ am¿°v enÃv

apIfn¬ sImSpØ DZmlcWØn¬ Hcp Ip´n Pbnt®m C√tbm F∂v Xocpam-\n-
°p∂Xv BsI am¿°ns‚ iXam\sØ ASnÿm\am°nbmWv. km[mcWbmbn
Hcp Ip´n Pbn®Xmbn ]dbp∂Xv Ah≥/Ahƒ F√m hnjbØnepw \n›nX
am¿°v t\SnbmemWv. AXpsIm≠v \ap°v Hmtcm hnjbØnt‚bpw am¿°v ]cn-
tim[n°Ww. CØcw kµ¿`ßfn¬ AND F∂ temPn°¬ ^Mvj≥ \ΩpsS
klmbØns\Øp∂p. H∂ne[nIw hyhÿIƒ ]cntim[n°m\mWv AND D]-
tbmKn°p∂Xv.  F√m hyhÿIfpw ]men°s∏Sp-IbmsW¶n¬ AND ̂ Mvjs‚
DØcw icn  (TRUE) F∂pw As√¶n¬ sX‰v  (FALSE) F∂pw Bbncn°pw. ̂ Mvj≥
hnkm¿-Unse  AND ^Mvjs‚ LS\ Nn{Xw 4.17 ¬ ImWn°p∂p.

Nn{Xw 4.17 : AND ^Mvj≥

AND ̂ Mvj\p]tbmKn®p \ap°v 30 hyhÿIƒ hsc hnebncpØm≥ km[n°pw.
kvs{]Uvjo‰v ]mt°Pns‚ ]Xn∏n\\pkcn®v CXv amdmhp∂XmWv.  Hmtcm
hyhÿbpw H∂pIn¬ icnbmImw As√¶n¬ sX‰mImw. \ΩpsS am¿°v enÃn¬
Hcp Ip´n°v F√m hnjbØnepw 20 am¿t°m AXne[nItam t\Snbm¬ Pbn®-
Xmbn IW°m°pw. CXv {]Imcw AND^Mvjs\ Xmsg sImSpØncn-°p-∂Xp-
t]mse FgpXmw.
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

=AND(C3>=20, D3>=20, E3>=20, F3>=20, G3>=20, H3>=20)

ChnsS F√m hnjbßƒ°pw 20 am¿t°m AXne[nItam BsW¶n¬ ̂ Mvjs‚

DØcw icn  (True) Bbncn°pw.  GsX¶nepw Hcp hnjbØn¬ 20-˛¬ Ipd™m¬

DØ-cw sX‰v (False) Bbncn°pw.  AND ̂ Mvjs‚ DØcw icn  (True) BsW¶n¬

Ip´n Pbn®Xmbpw As√¶n¬ Ip´n tXm‰Xmbpw IW°m°mw.

kvs{]Uvjo‰n¬ D]tbmKn°p∂ as‰mcp temPn°¬ ^Mvj\mWv OR.  CXn¬

GsX¶nepw Hcp hyhÿ ]men®m¬ DØcw icn  (True) F∂pw Hcp hyhÿbpw

]men-°p∂ns√¶n¬ am{Xw DØcw sX‰v (False) F∂pw Bbncn°pw.  \ΩpsS

DZmlcWØn¬ GsX¶nepw Hcp hnjbØn¬ 20 am¿°n¬ IpdhmsW¶n¬

Ip´n tXm‰Xmbn IW°m°pw.  OR ^Mvj\p]tbmKn®v Ip´nIfpsS ^ew Xmsg

sImSpØXv t]mse FgpXmw.

=OR(C3<20, D3<20, E3<20, F3<20, G3<20, H3<20)

ChnsS GsX¶nepw Hcp hnjbØn¬ 20 am¿°n¬ Ipd™m¬ DØcw True

Bbncn°pw. AXmbXv OR ^Mvjs‚ DØcw icn  (True) BsW¶n¬ Ip´n

tXm‰Xmbpw A√mØ]£w Pbn®Xmbpw IW°m°pw.

Hcp ]cntim[\bpsS hn]coX ^ew e`n°phm≥ D]tbmKn°p∂ temPn°¬

^Mvj\mWv  NOT.  AXmbXv hyhÿ ]men°s∏SpIbmsW¶n¬  NOT ̂ Mvjs‚

DØcw sXs‰∂pw (False) ]men°s∏Sp∂ns√¶n¬ DØcw icnbpw (True)

Bbncn°pw.

kvs{]Uvjo‰nse temPn°¬ ̂ Mvj\pIfpsS DØcw H∂pIn¬ True As√¶n¬

False Bbncn°pw. temPn°¬ ^Mvj\pIƒ, hmIyLS\, hnhcWw F∂nh

]´nI 4.3 ¬ kw{Kln®ncn°p∂p.

]´nI 4.3 : temPn-°¬ ^Mvj-\p-Iƒ

hyhÿ ]men°s∏SpIbmsW¶n¬ DØcw True

F∂pw As√¶n¬ False F∂pw Bbncn°pw.

IF (Test, Then_value,
Otherwise_value)

IF ( )

^Mvj≥ hmIyLS\ hnhcWw

AND ( ) AND (Logical value1,
Logical value2, …..)

F√m hyhÿIfpw ]men°s∏SpIbmsW¶n¬

DØcw True F∂pw As√¶n¬ False F∂pw
Bbncn°pw.

OR ( ) OR (Logical value1,
Logical value2, …..)

GsX¶nepw Hcp hyhÿ ]men°s∏SpIbmsW-
¶n¬ DØcw True F∂pw Hcp hyhÿbpw ]men°-

s∏Sp∂n√ F¶n¬ DØcw False F∂pw Bbncn-

°pw.

NOT ( ) NOT(Logical value) hyhÿ ]men°s∏SpIbmsW¶n¬ DØcw False

F∂pw As√¶n¬  True F∂pw Bbncn°pw.
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

4.1.4 ësSIvÃvv ^Mvj-\p-Iƒ

(Text functions)

kvs{]Uvjo-‰n¬ sSIvÃns\ ssI-
Imcyw sNøp∂ \nc-h[n ^Mvj-
\p-Iƒ D≠v. Ah-bn¬ km[m-cW-
bmbn D]-tbm-Kn-°p∂ Nne ^Mv-
j-\pIƒ Xmsg hnhcn°p∂p.

UPPER

sSIvÃns\ henb A£-c-ß-fn-
te°v (Upper Case) am‰m≥ D]-tbm-Kn-°p∂ ^Mvj-\mWv   UPPER.  AXm-bXv hmN-
I-Øn-ep≈ sNdnb A£-c-ßsf (Lower Case) henb A£-c-ß-fm°n am‰p-∂p.
hmN-I-Ønse a‰p A£-c-ßsf AtX ]Sn \ne-\n¿Øp-∂p. Cu ̂ Mvj\v \¬Ip∂
B¿Kypsa‚ v Hcp sSIvtÃm, sk¬ hnemktam Bbn-cn-°pw. ^Mvj≥ hnkm¿-
Unse UPPER ^Mvjs‚ LS\ Nn{Xw 4.18 ¬ ImWn-°p-∂p.

LOWER

Hcp sSIvÃns\ sNdnb A-£-

cß-fn-te°v am‰m≥ D]-tbm-Kn-

°p∂ ̂ Mvj-\mWv LOWER. Chn-

sSbpw X∂n-´p≈ hmN-I-Ønse

henb A£-c-ßsf am{Xta sN-

dnb A£-c-ß-fn-te°v am‰pIbp-

≈q.

LEN

X∂ncn°p∂ sSIvÃnse A£-c-ß-fpsS FÆw I≠p-]n-Sn-°m≥ CXv D]-tbm-Kn-
°p-∂p. (Nn{Xw 4.19 t\m°pI)

apI-fn¬ {]Xn-]m-Zn® sSIvÃvv ^Mvj-\p-I-fpsS ^eamWv Nn{Xw 4.20  ¬ {]Z¿in-
∏n-®n-´p-≈-Xv.

1. Hcp hyhÿ ]cn-tim-[n-°m≥ D]-tbm-Kn-°p∂ ^Mvj-\mWv 

2. H∂n-e-[nIw hyh-ÿ-Iƒ Hcp-an®v ]cntim[n°m≥  ^Mvj-\p-Iƒ
D]-tbm-Kn°p∂p.

3. GsX-¶nepw Hcp hyhÿ icn-bm-sW-¶n¬ DØcw True \¬Ip∂ ^Mvj≥
GXv ?

4. TRUE or FALSE F∂ DØcw \¬Ip∂ ̂ Mvj-\p-Iƒ°v ]d-bp∂ t]cv Fgp-

Xp-I.

Nn{Xw 4.18 : UPPER ^Mvj≥

Nn{Xw 4.19 : LEN ^Mvj≥

kzbw hne-bn-cpØmw
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Nn{Xw 4.20 : sSIvÃv ^Mvj-\p-I-fpsS DZm-l-cWw

^Mvj≥ hmIyLS\ hnh-cWw

UPPER ( ) UPPER(Text) X∂ncn°p∂ sSIvÃnse A£cßsf henb A£-

cßfnte°v am‰p∂p.

LOWER ( ) LOWER(Text) X∂ncn°p∂ sSIvÃnse A£cßsf sNdnb A£-c-

ßfnte°v am‰p∂p.

LEN ( ) LEN(Text) X∂ncn°p∂ sSIvÃns‚ ssZ¿Lyw (A£cßfpsS

FÆw) IW-°m-°p∂p.

apI-fn¬ ImWp∂ DZm-l-c-W-Øn¬ hy‡n-bpsS t]cv, Csa-bn¬ hnemkw F∂nh
bYm-{Iaw B1, B2 sk√p-I-fn-emWv sImSp-Øncn°p∂Xv.  UPPER ^Mvj≥ t]cns\
henb A£-c-ß-fn-te°pw LOWER ̂ Mvj≥ Csa-bn¬ hnem-ksØ sNdnb A£-
c-ß-fn-te°pw am‰p-∂p. t]cnse A£-c-ß-fpsS FÆw LEN ^Mvj≥ D]-tbm-Kn-
®mWv I≠p-]n-Sn-®-Xv. ªm¶v kvs]bnkns\bpw A£cambn ]cnKWn°pw F∂v
{]tXyIw {i≤n°pat√m.

sSIvÃvv ̂ Mvj-\p-Iƒ, hmIyLS-\, hnh-cWw F∂nh ]´nI 4.4 ¬ kw{K-ln-®n-cn-
°p-∂p.

4.1.5 s\ÃUv ^Mvj-\p-Iƒ (Nested functions)

kvs{]Uvjo-‰n¬ Hcp ^Mvjs\ as‰mcp ^Mvj-s‚-bp-≈n¬ Dƒs∏-Sp-Øphm≥
km[n-°pw. ]e-Xcw IW-°p-Iq-´-ep-Iƒ H‰ kq{X-hm-Iy-Øn¬ Dƒs∏-SpØn ̂ ew
I≠p-]n-Sn-°p-∂-Xn\v CXv klm-bn-°p-∂p. Hcp ^Mvjs\ as‰mcp ^Mvj-s‚-bp-

]´nI 4.4 : sSIvÃv ^Mvj-\p-Iƒ

1. X∂ncn°p∂ sSIvÃns\ henb A£-c-ß-fn-te°v am‰p∂ ^Mvj≥ GXv ?

2. X∂ncn°p∂ sSIvÃns\ sNdnb A£-c-ß-fn-te°v am‰p∂ ^Mvjs‚ t]sc-gp-
Xp-I.

3. Hcp sk√nse A£-c-ß-fpsS FÆw I≠p-]n-Sn-°p∂Xn\p≈ ̂ Mvj-\mWv 

kzbw hne-bn-cpØmw
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

≈n¬ Dƒs∏-Sp-Øp-∂-Xn-s\-bmWv ̂ Mvj-\p-I-fpsS s\ÃnMv (Nesting of  functions)

F∂v hnfn-°p-∂-Xv.

DZm-l-c-W-ambn Ãm‰n-Ãn-°¬ ^Mvj-\p-I-fpsS DØ-c-ßƒ ImWn-®n-´p≈ Nn{Xw
4.14 ]cn-K-Wn-°p-I. hnj-b-ß-fpsS icm-icn 31.7, 39.8, 34.4, 35.2, 31.2, 35.111 F∂n-h-
bm--Wv.  Cu hne-Iƒ du≠v sNbvXp ImWn-°p-I-bm-sW-¶n¬ Ipd-®p-IqSn \∂m-bn-
cn-°pw. ChnsS hnj-b-ß-fpsS icm-icn I≠p-]n-Sn-®Xv AVERAGE ̂ Mvj≥ D]tbm-
Kn®m-W-t√m. ROUND ̂ Mvjs‚ D]-tbm-Khpw \Ωƒ t\csØ ]Tn-®-Xm-Wv. C\n
ROUND^Mvjs‚ D≈n-embn AVERAGE ̂ Mvj≥ D]-tbm-Kn®v t\m°mw.

= ROUND (AVERAGE (C3:C27), 0)

Ct∏mƒ icm-icn 32, 40, 34, 35, 31, 35 F∂n-ßs\ Bbn- amdp∂p.

s\ÃUv ^Mvj-\n¬, G‰hpw AI-Øp≈ ^Mvj-\mWv BZyw hne-bn-cp-Øp-I.
AXns‚ DØcw D]-tbm-Kn®v ]pd-Øp≈ ^Mvj\pIƒ Hmtcm∂mbn {]h¿Øn-
°p-∂p.

C\n Hmtcm hnj-b-Øn\pw t{KUv ImW-W-sa-∂n-cn°s´. AXn\p th≠n h¿°v
jo‰n¬ Hmtcm hnj-b-Øn\v tijhpw t{KUv Dƒs∏-Sp-Øp∂Xn\mbn ]pXnb
\nc Iq´n-tN¿°p-I.  Xmsg sImSpØ am\-Z-fi-ßƒ°-\p-k-cn®v t{KUv I≠p-]n-
Sn°mw.

Hcp hyhÿ am{Xw ]cn-K-Wn®p t{KUv
IW-°m-°m≥ Bhn√. \mw t\csØ
]Tn®  IF ^Mvj≥ D]-tbm-Kn®v C\n
]d-bp-∂-Xp t]mse t{KUv I≠p-]n-Sn-
°m≥ km[n-°pw. BZy hnj-b-amb
ENGLISH ]cnKWn°pI.  IF  ̂ Mvjs‚
BZy `mKamb Test ¬ C3>=40 F∂
hyhÿbpw Then_value `mKØpë'A'í

F∂pw sImSp°pI. aq∂masØ `mKamb Otherwise_value ¬ t{KUn\v ]Icw IF

^Mvj\p]tbmKn®v as‰mcp hyhÿbmWv \¬tI≠Xv. Nn{Xw 4.21- ¬ ImWp∂Xv
t]mse t{KUv I≠p]nSn°p∂Xn\p≈ s\ÃUv ^Mvj≥ Cßs\ \¬Imw.

am¿°v t{KUv

40 Dw AXn-e-[n-Ihpw A

30 Dw AXn-e-[n-Ihpw 40¬ Ipdhpw B

20 Dw AXn-e-[n-Ihpw 30¬ Ipdhpw C

20 ¬ Ipdhv D

Nn{Xw 4.21 :   s\ÃUv IF^Mvj\pIƒ
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=IF(C3>=40,”A”,IF(C3>=30,“B”,IF(C3>=20,“C”, “D”)))

BZyw C3  sk√nse hne 40 am¿t°m AXne[nItam BsW∂v ]cntim[n°p∂p.
DØcw TRUE BsW¶n¬ t{KUv A Bbncn°pw. FALSE BsW¶n¬ C3 bnse
hne 30 am¿t°m AXne-[n-
Itam F∂v ]cntim[n-°pw.
DØcw TRUE BsW-¶n¬
t{KUv 'B' Bbncn°pw.  DØ-
cw FALSE BsW¶n¬ C3 sk-
√nse hne 20 am¿t°m AXn-
e[nItam F∂v ]cn-tim-[n-
°pw. DØcw TRUE BsW-
¶n¬ t{KUv 'C' bpw, As√-
¶n¬ t{KUv 'D' bpam-bncn°pw.

as‰mcp DZmlcWw IqSn t\m-
°mw. F√m hnjbØnepw Hcp \n›nX am¿°n¬ IqSpX¬ e`n®m¬ am{Xta
Ip´n Pbn®Xmbn IW°m°q. t\csØ AND As√-¶n¬ OR ̂ Mvj≥ D]tbmKn®v
H∂ne[nIw hyhÿIƒ \mw ]cntim[n®-Xm-Wt√m. C\n IF ^Mvjs‚ IqsS
AND ^Mvj\p]tbmKn®v Ip´n Pbnt®m tXmt‰m F∂v Xocpam\n°p∂Xn\p≈
s\ÃUv ^Mvj≥ Xmsg sImSpØncn°p∂Xp-t]m-se FgpXmw.               ì

=IF(AND(C3>=20,E3>=20,G3>=20, 13>=20,K3>=20,M3>=20),ì“Pass”,   “Fail”)

apIfn¬ sImSpØ s\ÃUv ^Mvj≥ {]h¿Øn°p∂sXßs\sb∂p t\m°mw.
AND ̂ Mvj\n¬ sImSpØ F√m hyhÿIfpw icnbmsW¶n¬ Ip´n Pass Bbn-
cn°pw. GsX¶nepw Hcp hyhÿ ]men°p∂n√¶n¬ Ip´n Fail BIpw. OR ̂ Mvj-
\p]tbmKn®pw \ap°v CtXt]mse ^ew I≠p]nSn°phm≥ km[n°pw. IF, AND

F∂o ^Mvj\pIfpsS s\ÃnwKv Nn{Xw 4.22 ¬ ImWmw.

Hcp ̂ Mvjs\ as‰mcp ̂ Mvj\n¬ Dƒs∏SpØp∂sXßs\sb∂v Ct∏mƒ hy‡-
ambn°mWpat√m. Cu khntijX kvs{]Uvjo‰ns\ Um‰m-t{]mk-knßn¬ Icp-
Øp‰Xm°p∂p. am¿°v enÃns‚ Ahkm\ cq]w Nn{Xw 4.23 ¬ sImSpØncn°p∂p.

  Nn{Xw 4.22 : IF, AND F∂o ^Mvj\pIfpsS s\ÃnMv

Nn{Xw 4.23 : am¿°v enÃns‚ ]q¿W cq]w
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

4.2 Um‰ ssIImcyw s4.2 Um‰ ssIImcyw s4.2 Um‰ ssIImcyw s4.2 Um‰ ssIImcyw s4.2 Um‰ ssIImcyw sNø¬ Nø¬ Nø¬ Nø¬ Nø¬ (Data manipulation)

Bbnc°W°n\p sdt°m¿UpIfnembn [mcmfw Um‰ Hcp kvs{]Uvjo‰n¬

kq£n°p∂p. km[mcWbmbn kvs{]Uvjo‰nse Hmtcm \ncbnepw io¿jIw

HgnsI Htc XcØnep≈ Um‰bmWv kq£n°p∂Xv. am¿°v \ncbn¬ kq£n°p∂

Um‰bpsS Xcw (Data  type) Number Dw P\\ XobXnbptSXv Date -Dw BWv. kvs{]-

Uvjo‰n¬ Cu hn[Øn¬ AhXcn∏n® Um‰sb \ap°v Um‰ tS_nƒ (data table)

F∂v hnfn°mw. Hmtcm \ncbpw Htc XcØnep≈ Um‰ kq£n°p∂Xv sIm≠v

am¿°v enÃv Hcp Um‰ tS_nfmIp∂p. CXp t]mep≈ tS_nfn¬ \n∂v Hcp

{]tXyI sdt°m¿Uv I≠p]nSn°m≥ kvs{]Uvjo‰v apgph≥ Xncbp∂Xv {]m-

tbmKnIa√. CØcw Ahkcßfn¬ D]tbmKn°mhp∂, kvs{]Uvjo‰ns‚ {][m-

\s∏´ c≠v khntijXIfmWv Um‰ {IaoIcn°epw (Data sorting) Um‰ th¿Xn-

cn°epw (Data filtering).

4.2.1 Um‰ {IaoIcn°¬ (Data sorting)

Hcp {]tXyI coXnbn¬ Um‰ {IaoIcn°m≥ kvs{]Uvjo‰v A\phZn°p∂p. Nn{Xw

4.23 ¬ sImSpØ am¿°v enÃns\ Hcp dm¶v enÃm°n am‰Wsa∂v IcpXpI.

AXmbXv G‰hpw Db¿∂ am¿°v In´nb Ip´nbpsS hniZmwißƒ H∂masØ

hcnbnepw c≠masØ Db¿∂ am¿°v e`n® Ip´nbpsS hniZmwißƒ c≠masØ

hcnbnepw F∂nßs\ BsI am¿°ns‚ ASnÿm\Øn¬ {IaoIcn°Ww. h¿°v

jo‰n¬ G‰hpw Db¿∂ am¿°p≈ Ip´nIsf I≠p]nSn®v hniZmwißƒ ]I¿-

ØpI (Copy - Paste) F∂p≈Xv {]mtbmKnIa√.

Hcp ]´nIbnse Um‰sb Ht∂m AXne[nItam \ncbnse hneIfpsS BtcmlW-

{IaØntem  AhtcmlW{IaØntem {IaoIcn°phm≥ km[n°pw. X∂ncn°p∂

DZmlcWØn¬ dm¶v enÃv e`n°phm≥ BsI am¿°ns‚ AhtcmlW{IaØn¬

Um‰sb {IaoIcn°Ww. Xmsg ]dbp∂ {]h¿Ø\ßƒ CXn\mbn D]tbm-

Kn°p∂p.

 1. Bhiyamb Um‰ tS_nƒ apgph\mbpw Xncs™Sp°pI.

 2. Data sa\phn¬ \n∂pw Sort  Hm]vj≥ ¢n°v sNøpI. Ct∏mƒ Nn{Xw 4.24 ¬

ImWp∂Xpt]mse  Sort UbtemKv t_mIvkv kv{Io\n¬ ZriyamIpw.

 3. Sort by  t{Um∏v Uu¨ enÃn¬ \n∂pw {IaoIcnt°≠ \nc Xncs™Sp°pI.

(am¿°v envÃnse Total \nc)

 4. BtcmlW{Iaw (Ascending), AhtcmlW{Iaw  Chbn¬ GsX¶nepw H∂v

Xncs™Sp°pI. (dm¶v enÃv D≠m°p∂Xn\mbn Desending Xncs™Sp°pI)

 5. OK _´¨ ¢n°v sNøpI.
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BsI am¿°ns‚ ASnÿm\Øn¬ {IaoIcn® dm¶v enÃv Nn{Xw 4.25 ¬
sImSpØncn°p∂p.

Nn{Xw 4.24 : Sort UbtemKv t_mIvkv

   Nn{Xw 4.25 : dm¶v enÃv

Sqƒ _mdn¬ c≠v Sort _´WpIƒ ImWmw. A to Z (Sort Ascending) F∂ _´¨
Um‰sb BtcmlW{IaØnepw Z to A (Sort Descending) F∂ _´¨ Um‰sb
AhtcmlW{IaØnepw {IaoIcn°m\p]tbmKn°p∂p. Cu _´WpIfp]-
tbmKn®m¬ Xncs™SpØ Um‰sb tS_nfnse BZy \ncbpsS ASnÿm\Øn¬
{IaoIcn°pw. Hcp \ncbpsS ASnÿm\Øn¬ am{Xta Cu _´WpIƒ Um‰sb
{IaoIcn°pIbp≈q.

Hcp sk¬ td©nse Um‰sb tS_nfmbn ]cnKWn°Wsa¶n¬
Xmsg kqNn∏n°p∂h ]men°Ww.

$ \ncio¿jIØn\pw Um‰bv°pw CSbn¬ iq\yamb Hcp hcn
hcm≥ ]mSn√. ImcWw iq\yhcnbpw iq\y\ncbpw tS_nfns‚
Ahkm-\sØ kqNn∏n°p∂p.

$ \ncio¿jIßƒ H‰ sk√nepw h¿°v jo‰n\p≈n¬ kam\X-
I-fn√mØXpamIWw (Unique).
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4. kvs{]Uvjo‰v D]tbmKn®p≈ Um‰ hniIe\w
Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Ip´nIƒ°v Xpey am¿°v h∂m¬ B¿°p ap≥KW\ e`n°pw? Sort UbtemKv

t_mIvknse  Then by Hm]vj≥ D]tbmKn®v CXv ]cnlcn°mw. AXmbXv Um‰

{IaoIcn°m\p]tbmKn® \ncbn¬ H∂n¬ IqSpX¬ hcnIƒ°v Htc hne hcnI-

bmsW¶n¬ Bsc ]cnKWn°Ww? Then by F∂ Hm]vj≥ D]tbmKn®v {IaoIcn-

t°≠ ASpØ \nc Xncs™Sp°mw.

\nßfpsS ¢mkv cPnÃ¿ D]tbmKn®p CØcw Um‰ {IaoIcWw hnhcn°phm≥

km[n°pw. ¢mkv cPnÃ¿ Xømdm°ptºmƒ Hmtcm Ip´n°pw tdmƒ \º¿ \¬Ip-

∂Xn\v aptº Ip´nIfpsS hniZmwißƒ C\n ]dbp∂Xp t]mse {IaoIcn°Ww.

c≠mw ̀ mjbmbn aebmfw ]Tn°p∂ Ip´nIfpsS hniZmwißƒ BZyhpw lnµn

]Tn°p∂ Ip´nIfpsS hniZmwißƒ AXn\p tijhpw hcp∂ coXnbn¬ {IaoI-

cn°Ww. IqSmsX Htc `mj Xncs™SpØ Ip´nIsf enwKmSnÿm\Ønepw

(B¨Ip´nIƒ BZyw) Ip´nIfpsS t]cns‚ A£came {IaØnepw {IaoIcn°-

Ww. CXn\p th≠n sort UbtemKv t_mIvknse (Nn{Xw 4.26 t\m°pI) Sort by

t_mIvkn¬ Second Language Dw H∂masØ Then by t_mIvkn¬ Gender Dw c≠m-

asØ Then by t_mIvkn¬  Name Dw sImSp°pI. AXn\v tijw OK _´¨ ¢n°v

sNbvXv ^ew \nco£n°pI.

Nn{Xw 4.26 : H∂ne[nIw \ncIsf ASnÿm\am°n Um‰ {IaoIcn°p∂ Sort UbtemKv t_mIvkv.

Data sa\phnse Sort Hm]vj\n¬ ¢n°v sNøpItbm Sort _´WpIƒ
D]tbmKn°pItbm sNbvXm¬, \nehnse sk√ns‚ \mephiß-
fnepw (CSXv, heXv, Xmsg, apIƒ) Hcp iq\y\ncsbm hcnsbm
hcp∂Xv hsc Xncs™Sp°pw. Hcp kvs{]Uvjo‰n¬ G‰hpw apI-

fnse hcnsb \ncio¿jIßfmbn ]cnKWn°p∂p. AXpsIm≠v \ncte_en\v
]Icambn {IaoIcW\ncsb (Sort Column) \n¿Æbn°m≥ Ahsb D]tbm-
Kn°mw.
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apIfn¬ hnhcn®Xpt]mse {IaoIcn® enÃv Nn{Xw 4.27 ¬ ImWmw. C\n ¢mkv
cPnÃdn¬ Ip´nIƒ°v tdmƒ \º¿ \¬Imhp∂XmWv.

Nn{Xw 4.27 : {IaoIcn® ¢mkv cPnÃ¿

4.2.2 Um‰ th¿Xncn°¬ (Data filtering)

Nne am\Zfißƒ ]men°p∂ Um‰ am{Xw {]Z¿in∏n°m≥ A\phZn°p∂
kvs{]Uvjo‰nse Hcp khntijXbmWv Um‰ th¿Xncn°¬.  AXmbXv hyhÿ
]men°mØ Um‰sb Xm¬°menIambn ad®psh°p∂p. DZmlcWambn \ΩpsS
am¿°v enÃn¬ Pbn® Ip´nIfpsS hniZmwißƒ am{Xw {]Z¿in∏n°mw. Hmt´m
^n¬´¿ (Auto Filter), Ãm≥tU¿Uv ^n¬‰¿  (Standard filter) F∂nßs\ c≠pXc-
Øn¬ Um‰sb th¿Xncn°mw.

a. Hmt´m ^n¬‰¿ (Auto filter)

h¿°v jo‰nse Hmtcm \ncbnsebpw F√m hneIfpw ASßnbn´p≈ Hcp t{Um∏v
Uu¨ enÃv {]Z¿in∏n°pIbpw AXnse hneIƒ°\pkcn®v hcnIsf th¿-
Xncn°p∂XpamWv Hmt´m ^n¬‰¿. Hmt´m ^n¬‰¿ D]tbmKn®v Um‰ th¿Xncn-
°p∂ coXn Xmsg sImSp°p∂p.

  1. Um‰ tS_nƒ Xncs™Sp°pI

  2. Data sa\phn¬ ¢n°v sNøpI

  3. Filter Hm]vj\n¬ \n∂pw Auto Filter Xncs™Sp°pI.

Ct∏mƒ h¿°v jo‰nse Um‰ tS_nfn¬ Hmtcm \ncbnepw Hcp t{Um∏v Uu¨
sa\p ZriyamIpw. CXn¬ \n∂pw \ap°mhiyamb hyhÿ sImSp°m\p≈ \nc-
bn¬ ¢n°v sNøpI. Result \ncbn¬ ¢n°v sNbvXncn°p∂Xv Nn{Xw 4.28 ¬ Im-
Wmw.
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Result \ncbnse t{Um∏v Uu¨ enÃn¬ Pass F∂pw Fail F∂pw ImWmw. Pbn®
Ip´nIfpsS hniZmwißƒ ImWm≥ th≠n Pass Xncs™Sp°pI. Hmt´m ̂ n¬‰¿
sNbvXXns‚ DØcw Nn{Xw 4.29 ¬ sImSpØncn°p∂p.

Nn{Xw 4.28 : Hmt´m ^n¬‰¿ D]-tbm-Kn-®m¬ In´p∂ t{Um∏v Uu¨ enÃv

Nn{Xw 4.29: Hmt´m ^n¬‰¿ D]tbmKn®v In´nb Pbn® Ip´nIfpsS enÃv

DØcw \nco£n®m¬ hcnIfpsS \º¿ {IaØnes√∂p a\knem°m≥ km[n-
°pw. CXv kqNn∏n°p∂Xv Nne hcnIƒ th¿Xncn°¬ hyhÿ ]men°p∂n√
F∂XmWv.

\n¿±njvS \ncbnse Xpeyamb hneIfp≈ sdt°m¿UpIsf Xncs™Sp°phm-
\mWv Hmt´m ^n¬‰¿ D]tbmKn°p∂Xv. am\Zfiw ]men°mØ hcnIsf CXv
ad®psh°p∂p. IqSmsX, BZy ]Øp hcnIƒ {]Z¿in∏n°m\pw Hmt´m ^n¬‰¿
D]tbmKn°mw. F√m sdt°m¿UpIfpw ho≠pw ImWp∂Xn\v Hmt´m ^n¬‰¿
t{Um∏v Uu¨ enÃn¬ \n∂pw  ALL Xncs™SpØm¬ aXn. D]tbmKn® ̂ n¬‰¿
h¿°v jo‰n¬ \n∂pw \o°w sNøp∂Xn\mbn th¿Xncn® Um‰ ]´n-I-bpsS
GsX¶nepw `mKØp ¢n°v sNbvXv Data→Filter→Autofilter Hm]vj≥ ho≠pw
Xncs™Sp°pI.
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b. Ãm≥tU¿Uv ^n¬‰¿ (Standard filter)

Hcp {]tXyI \ncbnep≈ hneIfpsS ]cn[n ASnÿm\am°n  ^n¬‰¿ sNøm≥

Ãm≥tU¿Uv ̂ n¬‰¿ D]tbmKn°p∂p. H∂ne[nIw hyhÿIfp]tbmKn®v Um‰

th¿Xncn°m\pw CXp]tbmKn°mw. AND/OR temPn°¬ Hm∏td‰dpIƒ H∂ne-

[nIw hyhÿIƒ Iq´nt®¿°m\p]tbmKn°p∂p.

BsI am¿°v  75 iXam\Øn¬ IqSpXepw Cw•ojn\v 'A' t{KUpap≈ Ip´nIfpsS

enÃv \nßƒ°p BhiyamsW∂p IcpXpI. c≠p hyhÿIfp≈Xn\m¬ CXv

Hmt´m ^n¬‰¿ D]tbmKn®v sNøphm≥ km[n°n√. Cu kmlNcyØn¬ Ãm≥-

tU¿Uv ̂ n¬‰¿ D]tbmKn°mw. ChnsS \ap°v c≠p hyhÿIfmWp≈Xv. BsI

am¿°v 75 iXam\Øn¬ IqSpXembncn°Ww F∂XmWv H∂masØ hyhÿ.

Cw•ojv hnjbØns‚ t{KUv 'A' Bbncn°Ww F∂XmWv c≠m-asØ hyhÿ.

Cu c≠p hyhÿIfpw ]men°Ww. CXn-\mbn Ah AND Hm∏td‰¿ D]tbmKn®v

_‘n∏n°pI. Ãm≥tU¿Uv ^n¬‰dn¬ hyhÿIƒ \¬Ip∂Xv Nn{Xw 4.30 ¬

ImWmw.

         Nn{Xw 4.30: Ãm≥tU¿Uv ^n¬‰dn¬ hyhÿIƒ \¬Ip∂Xv

^n¬‰¿ \o°w sNøp∂Xn\v, th¿Xncn® Um‰ tS_nfns‚ GsX¶nepw `mKØp
¢n°v sNbvXv Data→Filter→Romove Filter Hm]vj≥ Xncs™Sp°pI.

   Nn{Xw 4.31: Ãm≥tU¿Uv ^n¬‰dns‚ ^ew

Ãm≥tU¿Uv ^n¬‰¿ {]tbm-Kn-®-Xn-\p- tijapff ^ew Nn{Xw 4.31 ¬ ImWmw.
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

1. Ht∂m AXne[nItam \ncIfpsS BtcmlW{IaØntem AhtcmlW-
{IaØntem Um‰  {IaoIcn°p∂Xns\.................. F∂p hnfn°p∂p.

2. .................... sa\phn¬ Sort Hm]vj≥ e`yamWv.

3. Hcp tS_nfn¬ \n∂v, Hcp {]tXyI hyhÿ ]men°p∂ Um‰ am{Xw {]Z¿in∏n-
°p∂Xv Fßs\?

4. H∂ne[nIw hyhÿIƒ.................... ^n¬‰dn¬ \¬Iphm≥ km[n°pw.

$ Hcp Iº\nbnse Poh\°mcpsS iºf hniZmwißƒ (Employee No,

Name Designation, Salary) Dƒs°m≈p∂ ]´nI Xømdm°pI. Poh\-
°mcpsS t]cns‚ BtcmlW {IaØn¬ hniZmwißƒ {IaoIcn°pI.

$ 10,000 cq]bn¬ IqSpX¬ iºfap≈ A°u≠‚pamcpsS hniZmwißƒ
{]Z¿in∏n°pI.

4.34.34.34.34.3 Nm¿´pIƒ Nm¿´pIƒ Nm¿´pIƒ Nm¿´pIƒ Nm¿´pIƒ (Charts)

Um‰sb {Km^n°embn AhXcn∏n®m¬ AXv a\ nem°m≥ hfsc Ffp∏amWv.
kwJym cq]Ønep≈ Um‰bpsS {Km^n°¬ AhXcWamWv Nm¿´pIƒ. D]tbm-
‡m°ƒ°v Ãm‰nÃn°¬ Um‰sb Ffp∏Øn¬ XmcXayw sNøm\pw a\ nem-
°m\pw Nm¿´pIƒ klmbn°p∂p.

        Nn{Xw 4.32 : Nm¿´v hnkm¿Uv UbtemKv t_mIvkv

kzbw hne-bn-cpØmw

 \ap°p sNømw

Hcp h¿°v jo‰n¬ \¬Inbn´p≈ kwJyIƒ D]tbmKn®mWv Nm¿´pIƒ \n¿Ωn-
°p∂Xv. Um‰ hy-X-ykvX kwJyItfm Hcp td©n\p≈nep≈tXm BImw. efnX-
amb Nm¿´pIƒ \n¿Ωn°p∂sXßs\sb∂p ChnsS {]Xn]mZn°p∂p. Nn{Xw
4.32 ¬ \¬Inbn´p≈ ABC enan‰Uv F∂ Iº\nbpsS hn¬]\ hnhcß-fp]-tbm-
Kn®v Nm¿´v \n¿Ωn°p∂Xn\p≈ hnhn[ {]h¿Ø\ßƒ Xmsg sImSp°p∂p.
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1. Um‰ td©v Xncs™-Sp-

°p-I.

2. Insert sa\phn¬ \n∂v

Chart Hm]vj≥ Xncs™-

Sp°pI (As√¶n¬ Sqƒ

_mdn-ep-≈ Chart  sF°-

Wn¬ ¢n-°v sNøpI).

At∏mƒ Nm¿´v hnkm¿-

Uv (Chart wizard) kv{Io-

\n¬  {]Z¿in-∏n°pw.

3. Nm¿´v hnkm¿Un¬ \n∂pw Nm¿´v Xcw (chart type) Xnc-s™Sp°pI. Colum, Bar,

Line, Pie F∂nßs\ hnhn[ Xcw Nm¿´pIƒ kvs{]-Uvjo‰n¬  e`yamWv.

CXn¬ \n∂pw tImfw Nm¿´v sXcs™Sp°pI.

4. Um‰ td©n¬ ¢n°v sNøpI. Xncs™SpØ Um‰ td©v icnbmtWm F∂p-

d∏phcpØpI.  Bhiysa¶n¬ th≠ am‰ßƒ hcpØphm≥ km[n°pw.

5. Chart Elements ¬ ¢n°v sNbvXv {Km^v, X - A£w (X- Axis), Y - A£w (Y- Axis)

F∂nhbv°v io¿jIßƒ \¬IpI. ChnsS Nm¿´n\v ë'Sales Report' F∂pw- X

-A£Øn\vë'Quarters' F∂pw Y- A£Øn\pë'Amount'íF∂pw in¿jI-ßƒ

\¬IpI.

6. Finish _´Wn¬ ¢n°v sNøpI. (Ct∏mƒ In´nb tImfw Nm¿´v Nn{Xw 4.33 ¬

sImSpØncn°p∂p.)

4.3.1 Nm¿´ns‚ LSIßƒ (Chart elements)

Hcp Nm¿´n\v At\Iw LSIßfp≠v. Chbn¬ NneXv AXn¬ Xs∂ k÷o-

Icn®Xpw a‰p≈h Bhiym\pkcWw tN¿°mhp∂hbpamWv. km[mcWbmbn

D]tbmKn°p∂ Nm¿´ns‚ LSIßƒ GsXms°sb∂p ]cnNbs∏Smw.

1. Nm¿´v Gcnb (Chart area)

CXn¬ Nm¿´pw AXns‚ F√m `mKßfpw Dƒs°m≈p∂p.

2. Nm¿´v io¿jIw (Chart title)

    Hcp Nm¿´nse hnhcWmflI hmNIamWv Nm¿´v io¿jIw.

3. X- A£ io¿jIw (X-axis title)

X- A£ Um‰ td©n\v \¬Ip∂ Xes°´mWv CXv.

 Nn{Xw 4.33 : tImfw Nm¿´v
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4. Y A£ io¿jIw (Y-axis title)

Y- A£ Um‰ td©n\v \¬Ip∂ Xes°´mWv CXv.

5. X A£ hn`mKw (X-axis category)

{Km^v \n¿Ωn°m\p]tbmKn°p∂ Um‰bpsS hn`mKamWv CXv. Um‰ td©v

Dƒs∏Sp∂ BZyhcntbm \nctbm BWv X A£ hn`mKambn \¬Ip∂Xv.

6. Y- A£ hne (Y-axis value)

Um‰ t{iWn tπm´v sNøm≥ ASbmfs∏SpØnb Um‰ td©v BWnXv.

7. Um‰ te_epIƒ (Data labels)

    {Km^v hcbv°m\p]tbmKn® Um‰ t{iWnbpsS hneIfmWnXv.

8. seP‚pIƒ (Legends)

   Um‰ t{iWnsb {]Xn\n[m\w sNøp∂ \ndtam, Nn”tam, ]mt‰tWm

ImWn°p∂ NXpcw.

4.3.2 hnhn[Xcw Nm¿´pIƒ (Chart types)

D]tbm‡mhns‚ Bhiya\pkcn®v Um‰sb hyXykvX coXnbn¬ {]Z¿in-∏n-

°phm≥  klmbn°p∂ hnhn[ Xcw Nm¿´pIƒ kvs{]Uvjo‰n¬ e`yamWv. Nm¿-

´n¬ AhXcn∏n°p∂ Um‰sb B{ibn®mWv Nm¿´ns‚ Xcw Xocpam\n°p∂Xv.

]pXnb Nm¿´v \n¿Ωn°phm\pw \nehnep≈Xns‚ Xcw am‰phm\pw km[n°pw.

a. tImfw Nm¿´v (Column charts)

Htc hn`mKØn¬s∏´ Um‰ XmcXayw sNøphm≥ th≠nbmWv km[mcWbmbn

tImfw Nm¿´v D]tbmKn°p∂Xv. XmcXtay\ Ipd™ Afhnep≈ Um‰ {]Z¿in-

∏n°m≥ tImfw Nm¿´v anI®XmWv. Cu Nm¿´n¬ tImfßƒ Um‰sb {]Xn\n-

[m\w sNøp∂p. kvs{]Uvjo‰nse X\Xv (default) Nm¿´mb CXv a\ nem°m≥

Ffp∏ap≈XmWv. Hcp \n›nX XeØn¬ Htc hn`mKØns‚ Um‰ hniIe\w

\SØphm≥ tImfw Nm¿´pIƒ hfsc ^e{]ZamWv.

b. _m¿ Nm¿´v (Bar charts)

hnhn[ C\ßƒ XΩnep≈ XmcXayw ImWn°phm≥ _m¿ Nm¿´pIƒ D]tbm-

Kn°p∂p. h¿°v jo‰nse Um‰sb hcnIfmbpw \ncIfmbpw {IaoIcn®m¬ am{Xta

_m¿ Nm¿´v \n¿Ωn°phm≥ km[n°q. Hmtcm hn`mKØns‚bpw kw`mh\sb

{]Xn\n[oIcn°p∂Xn\p th≠n H∂n¬ IqSpX¬ \ndßfn¬ \nc As√¶n¬

_m¿ {IaoIcn°phm≥ km[n°pw.
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c. sse≥ Nm¿ v́ (Line charts)

h¿°v jo‰n¬ hcnIfntem \ncIfntem tcJs∏SpØnb Um‰sb sse≥ Nm¿´v
D]tbmKn®v AhXcn∏n°phm≥ km[n°pw. Hcp s]mXp Afhns\ B[mcam°n
XpS¿®bmb Um‰sb Nn{X cq]Øn¬ AhXcn∏n°phm\mWv sse≥ Nm¿´pIƒ
D]tbmKn°p∂Xv. AXpsIm≠v Xpey CSthfIfn¬ e`yamIp∂ Um‰ AhXcn-
∏n°m≥ G‰hpw anI® Nm¿´mWv sse≥ Nm¿´v. X-˛ A£w Um‰ hn`mKsØbpw
Y-A£w Um‰ hneIsfbpw kqNn∏n°p∂p.

d. ss] Nm¿´v (Pie charts)

Hmtcm hn`mKØn\pw samØap≈ hnebn¬ F{Xam{Xw ]¶p≠v F∂v ImWn-
°p∂Xn\v ss] Nm¿´p]tbmKn°p∂p. Hmtcm hn`mKhpw XΩnep≈ A\p]mXw
IrXyXtbmsS {]Z¿in∏n°m≥ G‰hpw tbmPn® am¿§amWnXv. Hcp Um‰ t{iWn
am{Xap]tbmKn®mWv ss] Nm¿´v Xømdm°p∂Xv. H∂ne[nIw Um‰ t{iWnIƒ
Xncs™SpØm¬ BZysØ t{iWnbmbncn°pw kv{]Uvjo‰v ]cnKWn°pI. \mw
Hcp ss] Nm¿´v \n¿Ωn°ptºmƒ Um‰ t{iWnbnse Data Points s‚ B\p]mXn-
IamWv Hmtcm hn`mKØns‚bpw Pie Slice Xocpam\n°p∂Xv. Data Points s‚ FÆw
IpdhmIptºmgmWv ss] Nm¿´v IqSpX¬ ^e{]ZamIp∂Xv. km[mcWbmbn
At©m Btdm Data Points am{Xta ss] Nm¿´n¬ ImWpIbp≈q. Data points s‚
FÆw IqSpt¥mdpw Nm¿ v́ hymJym\n°m≥ {]bmkamWv. IqSmsX ss] Nm¿´nep]-
tbmKn°p∂ hneIƒ F√mw t]mkn‰ohv kwJyIƒ Bbncn°Ww. AYhm
s\K‰ohv hneIƒ Ds≠¶n¬, Ah X\nsb t]mkn‰ohv hneIfmbn ]cnh¿Ø\w
sNøs∏Spw. hnhn[ Xcw Nm¿´pIƒ Nn{Xw 4.34 ¬ sImSpØncn°p∂p.

  Nn{Xw 4.34 (a) : tImfw Nm¿´v Nn{Xw 4.34 (b): _m¿ Nm¿´v

Nn{Xw 4.34 (c) : sse≥ Nm¿´v  4.34 (d) : ss] Nm¿´v
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Nn{Xw 4.35: hyXykvX hn]W\°msc Ipdn®p≈ ss{Xamk dnt∏m¿ v́

Nn{Xw 4.36 : tImfw Nm¿´v

C\n Nn{Xw 4.35 ¬ ImWp∂ ABC enan‰Uv Iº\nbpsS hnev]\ hnhcßƒ ]cn-
KWn°pI. CXn¬ h¿jØnse Hmtcm ss{XamkØnepap≈ aq∂v hn]W\-
°mcpsS hnev]\ hnhcßƒ \¬Inbncn°p∂p.

\ap°v Cu Um‰ D]tbm-
Kn®v Hcp tImfw Nm¿´v \n¿-
Ωn-°mw. Hmtcm hn]W\-
°mc-\pambn _‘s∏´
Um‰ aq∂p t{iWnIfn-ep-
≠v.  A3 apX¬ D3 hsc-bp≈
td©v Xncs™SpØ-Xn\v
tijw t\csØ N¿®
sNbvX coXn-Iƒ Ahew-
_n®v Nm¿´v \n¿-Ωn°pI.
Nn{Xw 4.36 ¬ ImWn-®ncn-°p-
∂Xpt]m -se-bp≈ Hcp Nm¿´ v
e`n°pw.

Cu Nm¿ v́ Nn{Xw 4.33 se Nm¿-́ pambn
XmcXayw sN-øp-I. apº-sØ Nm¿-
´n¬ Hmtcm ]mZhm¿-jn-I-hp-ambn
_‘-s∏´ Hcp \nc-bp-≠v. Ct∏mƒ
Hmtcm hn]W\-°mc\pw aq∂v \nc-
Iƒ D≠v. Hcp {]-tXyI hn]W\-
°mc-s‚ \nc F-ßns\ Xncn®-dn-
bmw? Chn-sS Nm¿´ns‚ heXp `mK-Øv sImSp-Øn-́ p≈ If¿ seP‚p-Iƒ \nc-Isf
Xncn®dnbphm≥ klm-bn°p∂p. Hmtcm hn]W\°mc-s\-bpw {]Xn-\n[m\w
sNøp∂ \ndw GXmsW∂p Cu NXpcØn¬ \n∂v a\ n-em°mw.

CtX Um‰ D]tbmKn®v a‰p XcØnep≈ Nm¿´pIƒ \n¿Ωn°phm≥ {ian°pI.
Hmtcm ]mZØnepw aq∂v t{iWnIfpƒs°m≈p∂XpsIm≠v Cu Um‰ ss] Nm¿´n\v
A\ptbmPya√.

Nm¿´v hnkm¿Un¬ \Ωƒ N¿® sNbvXXns\°mƒ IqSpX¬ Hm]vj\pIƒ
e`yamWv. Nm¿´v Xcßƒ, Um‰ td©v, Um‰ t{iWn, Nm¿´v LSIßƒ F∂nh-
bn¬ e`yamb Hm]vj\pIƒ ]co£n®p t\m°pI.

1. kwJym Um‰bpsS {Km^n°¬ AhXcWw ................................ F∂dnb-s∏Sp∂p.

2. GXv Xcw Nm¿´mWv Hcp Um‰ t{iWnsb am{Xw ]n¥pW°p∂Xv

a. Column  b. Bar c. Line d. Pie

3. Xpey CSthfIfnse hneIfpsS apIfntet°m, Xmtgt°m D≈ {]hWX-Iƒ
ImWn°m≥  D]tbmKn°p∂ Nm¿´v GXv ?

kzbw hne-bn-cpØmw
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  $ am¿°v enÃnse Hmtcm hnjbØns‚bpw XmcXay ]T\w ImWn°p∂ Hcp tImfw
Nm¿´v  Xømdm°pI.

  $ \nßfpsS ÿesØ IpSnsh≈ t{kmX pambn _‘s∏´ k¿thbpsS Um‰
]´nImcq]Ønem°n Hcp ss] Nm¿´v \n¿Ωn°pI.

  \ap°p kw{Kln°mw

Cu A[ymbØn¬ kvs{]Uvjo‰v hniZambn ]cnNbs∏´p.  h¿°v_p°ns‚ H∂ne[nIw

jo‰pIfnembn [mcmfw Um‰ tcJs∏SpØphm≥ km[n°pw. Hcp sk√n¬ kq{XhmIyw \¬IpI

hgn \ap°v hyXykvX IW°p Iq´epIfpw \SØmw. Cu A[ymbØns‚ BZy ̀ mKØp IW°p-

Iq´epIƒ efnXam°m\pw Um‰ XmcXayw sNøm\pw klmbn°p∂ \nch[n _n¬´v C≥

^Mvj\pIsf Ipdn®v ]Tn®p. Cu ^Mvj\pIsf hyXykvX {Kq∏pIfmbn th¿Xncn®ncn°p∂p.

kvs{]Uvjo‰nse GXm\pw ^Mvj\pIƒ am{Xta \Ωƒ N¿® sNbvXn´p≈q. Um‰ hniIe\-

Øn\p]tbmKn°p∂ kvs{]Uvjo‰ns‚ {][m\ khnti-j-XIfmb Um‰ {IaoIcn°¬ (Sorting),

Um‰ th¿Xncn°¬ (filtering) F∂nh ]cnNbs∏´p. {Km^n°¬ cq]Øn¬ hnhcßƒ \¬Ip-

hm≥ km[n°p∂ Nm¿-´pw (Chart) Cu A[ymbØn¬ \mw ]Tn®p. kvs{]Uvjo‰o¬ tImfw,

_m¿, sse≥, ss] F∂nßs\ hnhn[Xcw Nm¿´pIƒ D≠v.

 \ap°p

sNømw

 ]T\ t\´ßƒ

Cu A[ymbw ]q¿Øn-bm-°nb ]TnXmhv

$ hnhn[ amØam‰n°¬ ̂ Mvj\pIfpsS D]tbmKw Xncn®dnbpw˛SUM, ROUND, ROUNDUP,

ROUNDDOWN apXembh.

$ hnhn[ Ãm‰nÃn°¬ ^Mvj\pIfpsS D]tbmKw Xncn®dnbpw˛AVERAGE, MIN, MAX,

COUNT, COUNTIF apXembh.

$ hnhn[ temPn°¬ ^Mvj\pIfpsS D]tbmKw Xncn®dnbpw˛IF AND OR NOT apXembh

$ hnhn[ sSIvÃv ^Mvj\pIfpsS D]tbmKw Xncn®dnbpw˛UPPER LOWER LEN apXembh

$ kvs{]Uvjo‰nse Um‰ {IaoIcWw \SØpw.

$ Um‰ th¿Xncn°¬ D]tbmKsØ Xncn®dnbpw.
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1. Hcp ÿm]\Ønse iºf _n¬ kvs{]Uvjo‰n¬ Xmsg X∂ncn°p∂ hnhc-

ßƒ Dƒs∏SpØnv Xømdm°pI :

Employee Code, Name of Employee, Designation, Basic Pay, DA, Gross Pay, PF, Net Pay

DA (£ma_Ø) ASnÿm\ iºfØns‚ 55 iXam\ambn IW°m°pI

Gross Pay = Basic Pay + DA

Net Pay = Gross Pay - PF

XpI (amount) sXm´SpØ ]q¿Æ kwJybnte°v du≠v sNøWw. (km[y-am-

Ip∂nSsØ√mw ^Mvj\pIƒ D]tbmKn°pI)

2. ]Øp hn]W\°mcpsS hnev]\ hnhcßƒ ASßnbn´p≈ ]´nI Xøm-

dm°pI. ]´nIbn¬ {Ia \º¿, t]cv, Pn√, bYm¿∞ hn¬∏\ XpI, {]Xo£n®

hn¬∏\ XpI, hn¬∏\bnse hyXymk-ßƒ, t_mWkv (Sl No., Name, District,

Actual Sales amount, Expected sales amount, Difference in Sales and Bonus) F∂nh

Dƒs∏Sp∂p. t_mWkv IW°pIq´p∂ hn[w : bYm¿∞ hn¬∏\ XpI

{]Xo-£n® hn¬∏\ XpItb°mƒ IqSpXemsW¶n¬ 5% As√¶n¬ 3%.

a. t_mWkns‚ AhtcmlW{IaØn¬ ]´nI {IaoIcn°pI. t_mWkv

Htc t]mse h∂m¬ bYm¿∞ hn¬∏\ XpIbpsS AhtcmlW {Ia-

Øn¬ {IaoIcn°pI.

b. 10000------     cq]bn¬ IqSpX¬ t_mWkv e`n°p∂ t]mkn‰ohv  Bb hn¬∏\

hyXymkßƒ D≈ hn]W\°mcpsS hniZmwißƒ th¿Xncn®v ImWn-

°pI.

em_v {]h¿Ø\ßƒ

amXrI tNmZyßƒ

{ltkzmØc tNmZyßƒ

1. ^Mvj≥ F∂m¬ F¥v?

2. Hcp Iq´w sk¬ hneIfpsS XpI I≠p]nSn°m≥ D]tbmKn°p∂ ̂ Mvj\mWv

3. ROUND ^Mvjs‚ hmIyLS\   BWv

4. sk¬ td©nse G‰hpw Db¿∂ hne I≠p ]nSn°m≥ D]tbmKn°p∂
^Mvjs‚ t]cv  F¥v?
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5. sk¬ td©nse kwJym hneIfpsS FÆw I≠p ]nSn°m≥ D]tbmKn°p∂

^Mvj≥ GXv?

6. Xpey CSthfIfnep≈ Um‰ {]hWXIƒ ImWn°p∂Xn\v A\ptbmPyamb

Nm¿´v GXv?

eLp D]\ymk tNmZyßƒ

1. ROUND, ROUNDUP F∂o ̂ Mvj\pIƒ XΩnep≈ hyXymkw FgpXpI

2. Hcp ̂ Mvj≥ Fßs\ Hcp kq{XhmIyØn¬ \n∂pw hyXymks∏´ncn°p∂p?

3. hyXykvX amØam‰n°¬ ^Mvj\pIsf Ipdn®v hniZoIcn°pI.

4. temPn°¬ ^Mvj\pIƒ hniZoIcn°pI.

5. ^Mvj\pIfpsS s\ÃnMv (Nesting of function) F∂XpsIm≠v A¿∞am°p-

∂sX¥v?v

6. Um‰ {IaoIcn°¬ F∂m¬ F¥mWv?

7. Hcp \ncsb ASnÿm\am°n Hcp ]´nIbnse Um‰sb Fßs\ {IaoIcn°mw?

10. hnhn[ Xcw Um‰ th¿Xncn°¬ coXnIƒ hniZoIcn°pI.

11. Ãm≥tU¿Uv ^n¬‰¿ IqSpX¬ hg°ap≈XmWv.  hniZoIcn°pI.

D]\ymk tNmZyßƒ

1. Hcp Nm¿´ns‚ LSIßƒ hniZoIcn°pI.

2. Hcp Nm¿´v \n¿Ωn°p∂Xn\p≈ hnhn[ L´ßƒ FgpXpI.


