
Um‰ t{]mkknMv Cet{ŒmWnIv
kvs{]Uvjo‰neqsS

{][m\ Bibßƒ

• Cet{ŒmWnIv kvs{]Uvjo‰v tkm^v‰vshb¿

• kvs{]Uvjo‰v ASnÿm\hnhcßƒ

• kvs{]Uvjo‰v PmeIØns‚ LSIßƒ

• kvs{]Uvjo‰nte°v Um‰ tcJs∏SpØ¬

• kq{XhmIyw D]tbmKn®p≈ {]h¿Ø\-ßƒ

• kvs{]Uvjo‰v tkhnMv

• kvs{]Uvjo‰v ASbv°¬ Xpd°¬

• kvs{]Uvjo‰v t^m¿am‰nMv-˛sk√pIƒ, hcn-

Iƒ, \ncIƒ, jo‰pIƒ, sk¬ sa¿PnMv

• sk√pIƒ, hcnIƒ, \ncIƒ, h¿°vjo‰pIƒ

F∂nh Iq´nt®¿°¬

• sk√pIƒ, hcnIƒ, \ncIƒ, h¿°vjo‰pIƒ

F∂nh \o°wsNø¬

• FUn‰nMv khntijXIƒ

• hcnIƒ, \ncIƒ \n›eam°¬

• sk¬ d^d≥knMv

• dnte‰nhv

• A_vskmeyp´v

• t]Pv t^m¿am‰nMpw {]n‚nMpw

• {]n‚v td©v

• Xes°´pw ASn°pdn∏pw

• t]Pv t{_°pIƒ

• t]Pvkvss‰¬ sk‰nMv

• {]n‚nMv

• ]n Un F^nte°v am‰pI

Iºyq´dns‚bpw A\p_‘ kmt¶XnIhnZyI-
fpsSbpw Bhn¿-`mhtØmsS Um‰ t{]mk nMv
hfsc efnXambpw IrXyambpw thKØnepw sN-
øphm≥ km[n°p∂p. C∂v kwJyIfpw A£c-
ßfpw ssIImcyw sNøm≥ [mcmfw tkm^v‰v-sh-
bdp-I-fp≠v. Um‰ ssIImcyw sNøm≥ km-[n-°p∂
CØcw tkm^v‰v -shbdpIƒ Cet{Œm-WnIv
kvs{]-Uvjo‰v F∂dnbs∏Sp∂p. Cu A[ym-b-
Øn¬ Hcp Cet{ŒmWnIv kvs{]Uvjo‰ns‚ ASn-
ÿm\ Bibßƒ \mw N¿® sNøp∂p. IW°p-
Iq -́ep-Iƒ°mbn hnhn[ kq{XhmIyßƒ D]tbm-
Kn-°m\pw, Um‰ \√ coXnbn¬ t^m¿am‰v sNøm-
\pw, tUmIypsa‚ v {]n‚ v sNøm\pw CXv D]Im-
c{]Z-amWv. sk¬ d^d≥knßns‚ hyXy-kvX
coXn-Ifpw ChnsS N¿®sNøp∂p≠v.

3.13.13.13.13.1 kvs{]Uvjo‰v tkm v̂‰vshb¿kvs{]Uvjo‰v tkm v̂‰vshb¿kvs{]Uvjo‰v tkm v̂‰vshb¿kvs{]Uvjo‰v tkm v̂‰vshb¿kvs{]Uvjo‰v tkm v̂‰vshb¿

(Spreadsheet software)

Hcp ]´nIbpsS cq]Øn¬ hcnIfpw \ncIfpambn
{IaoIcn®n´p≈ Hcp Cet{ŒmWnIv tUmIypsa-
‚mWv  kvs{]Uvjo‰v. Hcp kvs{]Uvjo‰n¬ kw`-
cn®ncn°p∂ hnhcßƒ Nne {Inb-Iƒ°v hnt[-
b-am-°m\pw Bhiysa¶n¬ IW°pIq´epIfn¬
D]-tbm-Kn-°m\pw Ignbpw. Um‰bn¬ Fs¥¶nepw
]nghv Is≠ØpIbmsW¶n¬, F√m DØc-ß-
fpw ho≠pw Is≠ØWw F∂XmWv am\z¬
kvs{]-Uvjo‰nse {]iv\w. Cet{ŒmWnIv kvs{]-
Uvjo‰v D]tbmKn®v CØcw {]iv\ßƒ Hgn-
hm°mw. Um‰ amdp∂X\pkcn®v DØcßfpw
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kzbw Is≠Øp∂p. "What-if" tNmZyßƒ°v (Um‰bn¬ am‰w h∂m¬ DØc--
Øn\v F¥v am‰w kw`hn-°pw?) DØcw Is≠Øm≥ kvs{]Uvjo‰v klm-bn°pw.
kvs{]Uvjo‰ns‚ Cu khntijX hym-]mcØns‚ tXmXv {]hNn°p∂Xn\v hfsc
D]-tbmK{]ZamWv.

Hcp Cet{ŒmWnIv kvs{]Uvjo‰v D]tbmKn®v A£-c-ßfpw kwJy-I-fpa-S-ßp∂
Um‰ tcJ-s∏-Sp-Ø¬, FUn‰nwKv, t^m¿am‰nwKv, IW°pIq´¬, {IaoIcn°¬,
th¿Xncn°¬, Nm¿´nMv, hni-I-e\w XpSßnb {]h¿Ø\ßƒ sNøphm≥ km[n-
°p∂p. kmº-ØnItcJIƒ, dnt∏m¿-́ p-Iƒ, imkv{Xob KthjWßfn¬ \n∂p≈
hnhcßƒ, Ãm‰nÃn°¬ hniIe\w apXem-bh Xømdm°m≥ CXv D]tbmKn-
°p∂p. Lotus1-2-3, QuattroPro, Microsoft Excel, Openoffice-Calc XpSßnbh kvs{]-
Uvjo‰v ]mt°-PpIfpsS DØa DZ-mlcWßfmWv.

Cet{ŒmWnIv kvs{]Uvjo‰ns‚ {][m\ khntijXIƒ Xmsg sImSp-Øn-
cn°p∂p.

• am¿°v enÃpIƒ, Hcp ¢mknse lmP¿ jo‰v, Hcp Iº\nbpsS kmºØnI
tcJIƒ  apX-emb Um‰ henb Afhn¬  kw`cn°s∏Sp∂p.

• kq{XhmIyßfpw ^wKvj\pIfpw D]tbmKn®v IW°pIq´epIƒ, XmcX-
ayßƒ, hniIe\ßƒ F∂nh sNøp∂p.

• _‘s∏´ Um‰ amdp∂X\pkcn®v ^eßƒ kzbw ]cnjvIcn°s∏Sp∂p.

• Asse≥sa‚ v, t_m¿UdpIƒ, sk√pIfpsS eb\w, t^m≠v {IaoI-
cWßƒ XpSßnb sSIvÃv t^m¿am‰nwKv khntijXIƒ \¬Ip∂p.

• {IaoIcn°¬, th¿Xncn°¬ XpSßnb kuIcyßƒ {]Zm\w sNøp∂p.

• Nn{X-cq-]Øn¬ Um‰sb hniIe\w \S--Øp-∂-Xn-\mbn Nm¿´pIƒ kr„n°p-

∂p.

Cu A[ymbØn¬ Hm∏¨ Hm^okv Im¬°v F∂ Cet{ŒmWnIv kvs{]Uvjo‰nse

khntijXIƒ \mw hniZambn N¿® sNøp∂p.

3.2 kvs{]Uvjo‰v ASnÿm\ hnhcßƒ (Spreadsheet basics)

Hcp kvs{]Uvjo‰n¬ Ht∂m AXne[nItam h¿°vjo‰pIƒ D≠mIpw. km[m-c-

Hcp B[p\nI kvs{]Uvjo‰n\v Ahiywth≠ khntijXIfmb
C‚dmŒnhv bqk¿ C‚¿t^kv, kzbw IW°pIq´pI, t^m¿ape
sse≥, td©v ]I¿ØpI apXemb khntijXIƒ D≈ BZysØ
kvs{]Uvjo‰v t{]m{Kmambn VisiCalc s\ ]cnK-Wn°p∂p. lm¿hmUv

k¿hIemimebn¬ _nkn\ v AUvan\nkvt{Sj\n¬ _ncpZm-\¥c _ncpZ
hnZym¿∞nbmbncp∂ Um≥ {_n¢n≥, t_m_v {^m≥IvÃ-tWm-sSm∏w t{]m{Kmap-
IsfgpXn 1979 ¬ VisiCalc cq]Iev]\ sNbvXp. Apple II hn\v th≠nbmWv
CXv BZyambn cq]Iev]\ sNbvXXv. ]n∂oSv CXv IBM t-]gvk-W¬ Iºyq-
´dn¬ {]h¿-Øn°p∂Xn\mbn D]tbmKn®p. IBM PC bn¬ e`yamb BZysØ
tkm^v‰vshbdpIfn¬ H∂mWnXv.
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Wbmbn kvs{]Uvjo‰n¬ aq∂v h¿°vjo‰pIƒ ImWm≥ km[n°pw. AhbpsS

t]cpIƒ bYm{Iaw Sheet1, Sheet2, Sheet3 F∂mWv. Hmtcm jo‰nepw \nch[n

hcnIfpw \ncIfpw D≠v. Bhiysa¶n¬ ]pXnb jo‰pIƒ Hcp kvs{]Uvjo‰nte°v

tN¿°m≥ Ignbpw.

Xmsg sImSpØncn°p∂ Hcp kvs{]Uvjo‰v PmeIw I≠p t\m°q.

3.2.1 hcnIfpw \ncIfpw (Rows and columns)

Hcp h¿°vjo‰v hcnIfpw \ncIfpambn Bbn {IaoIcn®ncn°p∂p. apIfn¬ sImSp-
Øncn-°p∂ Nn{Xw 3.1 se h¿°vjo‰n¬ Ipsd hcnIfpw \ncIfpw ImWmw. F√m
hcnIfpsSbpw apIfn¬ t{K \ndØnep≈ hcnsb tImfw slU¿ (\ncbpsS t]cv)
F∂pw F√m \ncI-fpsSbpw CSXphiØv t{K \ndØnep≈ \ncsb tdm slU¿
(hcnbpsS t]cv) F∂pw hnfn-°p∂p. tImfw slU¿ A, B, C.. Z, AA, AB.. F∂pw
tdm slU¿ 1,2,3... F∂p-amWv {]Z¿in∏n°p∂Xv. kvs{]Uvjo‰v ]mt°Pns‚
]Xn∏v amdp∂X\pkcn®v BsIbp≈ hcnIfpsSbpw \ncIfpsSbpw FÆhpw
amdp∂p.

3.2.2 sk¬ (Cell)

hcnbpw \ncbpw IqSnt®cp∂XmWv Hcp sk¬. Um‰bpw kq{XhmIyhpw Dƒs°m-
≈m≥ km[n°p∂ G‰hpw sNdnb LSIamWv (bqWn‰v)  CXv. Hmtcm sk√n-
s\bpw Xncn®dnbp-hm≥ hyXykvXamb A{Ukv D≠v. Hcp sk¬ A{U n¬
hcnbpsS \ºdpw \ncbpsS t]cpap≠v. DZmlcWambn sk¬ A{U v A5 F∂m¬
A F∂ \ncbpw 5 F∂ hcnbpw IqSnt®cp∂ ÿeamWv.

Nn{Xw 3.1 ¬ sk¬ t]mbn‚¿ ÿnXn sNøp∂ D8 F∂ sk¬ BWv Ct∏mƒ
kPohamb sk¬. CXns‚ t_m¿U¿ I´nbp≈Xmbncn°pw. sk¬ t]mbn‚ns\
FhntS-bv°p thWsa¶nepw \o°mw. \mw \¬Ip∂ Um‰ tcJ-s∏-Sp-Øp-∂Xv
Cu kPoh sk√n-em-bn-cn-°pw.

Nn{Xw3.1: kvs{]Uvjo‰v PmeIw

hcn

sk¬ \nc
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Nn{Xw 3.2: sk√pIfpsS td©v

td©v  B3:E10

3.2.3 td©v (Range)

NXpcmIrXnbnep≈ ASpØSpØ sk√pIfpsS Iq´amWv Hcp td©v. Ht∂m
AXne-[nItam sk√pIƒ Hcp td©n¬ D≠mImw. H∂masØ sk√ns‚bpw
Ahkm\sØ sk√ns≥dbpw hnemkw tN¿ØmWv Hcp td©v ImWn°p∂Xv.
DZmlcambn B3:E10 F∂ td©n¬ ':' (colon) F∂Xv td©v kqNIambn (Range

Indicator) D]tbmKn°p∂p. G‰hpw sNdnb td©v Hcp sk√pw G‰hpw henb
td©v apgph≥ h¿°vjo‰pamWv.

3.3 Hcp kvs{]Uvjo‰v PmeIØns‚ LSIßƒ

(Components of a spreadsheet window)

Nn{Xw 3.3 ¬ ImWp∂Xpt]mse sa\p_m¿, Sqƒ _m¿, t^m¿ape _m¿, jo‰v
Sm_v, Ãm‰kv _m¿ F∂nhbmWv Hcp kvs{]Uvjo‰v PmeIØns‚ {][m\
LSIßƒ. \ap°v Cu LSIßƒ ]cnNbs∏Smw.

3.3.1 sa\p _m¿ (Menu bar)

sa\p _mdn¬ File, Edit, View, Insert, Format, Tools, Data, Window, Help F∂o ]pƒ
Uu¨ sa\p Hm]vj\pIƒ ImWmw. Hmtcm∂pw ks{]Uvjo‰n¬ hyXykvX Xcw
{]h¿Ø\ßƒ  sNøm≥ klmbn°p∂p.

File sa\phn¬, apgph≥ kvs{]Uvjo‰nepw {]tbmKn°p∂ Open, Save, Export, Print

apXemb sa\p Hm]vj\pIƒ ASßnbncn°p∂p. Edit sa\phn¬ Cut, Copy, Paste,

Find, Replace, Undo apXembh ImWmw. View sa\phn¬ Tool bar {]Z¿in-
∏n°phm\pw, apgph≥ kv{Io\n¬ {]Z¿in∏n°m\pap≈ Hm]vj\pIƒ ImWmw.
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Nn{Xw 3.3:  kvs{]Uvjo‰v PmeI LSIßƒ

sk√ns‚ t]cv sa\p _m¿ Sqƒ _m¿ t^m¿ape _m¿

\nc-Iƒ

hcn-Iƒ

jo‰v Sm_p-Iƒ

Ãm‰kv _m¿

Format sa\phn¬ sk¬ t^m¿am‰nwMv, hcn, \nc, jo‰v apXemb t^m¿am‰v
sNøm\p≈ \n¿t±ißƒ ImWmw. Data sa\phn¬ {IaoIcn°¬, th¿Xncn°¬
apXembh sNøphm-\p≈ Hm]vj\pIfp≠v. Window sa\phn¬, {]Z¿in∏n®n-cn-
°p∂ PmeIw hn`Pn°phm\pw, \n›eam°phm\pw km[n°p∂p.

3.3.2 Sqƒ_mdpIƒ (Toolbars)

km[mcWbmbn D]tbmKn°p∂ sa\p \n¿t±ißfpsS sF°WpItfm tjm¿´v-
I´v _´WpItfm Sqƒ_mdn¬ ImWmw. Ãm≥tU¿Uv Sqƒ_mdpw, t^m¿am‰nwKv
Sqƒ_mdpamWv {]m[m\s∏´ c≠v Sqƒ_mdpIƒ. Ãm≥tU¿Uv Sqƒ_mdn¬ tkhv
sNøm\pw, Hm∏¨ sNøm\pw, ]pXnb kvs{]Uvjo‰v D≠m°m\pw, Cut, Copy,

Paste, Print apXembh sNøp-hm\pap≈ sF°WpIƒ D≠v. t^m¿am‰nwKv Spƒ-
_mdn¬ kvs{]Uvjo‰ns‚ t^m≠v am‰m\pw, kvss‰¬, Asse≥sa≥dv apXembh
am‰phm\p≈ sF°WpIfpw enÃv t_mIvkpIfpw D≠v.

3.3.3 t^m¿ape _m¿ (Formula bar)

t^m¿ape _mdn¬ s\bnw t_mIvkv, ^Mvj≥ hnkm¿Uv, Hmt´mkw _´¨,
C≥]p´v sse≥ F∂nhbp≠v. t^m¿ape _mdns‚ CStØb‰Ømbn ImWp∂
sNdnb sSIvÃv t_mIv-kmWv s\bnw t_mIvkv. Ct∏mƒ kPohamb sk√ns‚
A{Ukv CXn¬ ImWn°p∂p. Hcp td©mWv Xncs™Sp°p∂sX¶n¬ s\bnw
t_mIv-kn¬ B td©v ImWn°pw. kvs{]Uvjo‰n¬ e`yamb F√m _n¬‰v C≥
^Mv-j\pIfpw ^Mvj≥ hnkm¿Uv _´Wn¬ ¢n°v sNøptºmƒ Xpd°p∂
UbtemKv t_mIvkn¬ ImWmw. Hmt´mkw _´¨ kwJyIfpsS XpI I≠p]nSn®v
{]Z¿in∏n°p∂p. ^Mvj≥ _´Wn¬ ¢n°v sNøptºmƒ C≥]p´v sse-\n¬ '='
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Nn”w ImWn°p∂p. CXv kq{XhmIyßƒ sImSp°phm≥ klmbn°p∂p. C≥]p v́
sse\n¬ Ct∏mƒ kPohamb sk√ns‚ D≈S°w ImWn°p∂p. sk√n¬
kq{XhmIy-am-sW¶n¬ B sk√nep≈ D≈S°Øn\p ]Icw kq{XhmIyambn-
cn°pw ImWn°pI.

3.3.4 jo‰v Sm_v (Sheet tab)

kvs{]Uvjo‰nep≈ h¿°vjo‰pIƒ jo‰v Sm_v ImWn°p∂p. CXv D]tbmKn®v
Hcp jo‰n¬ \n∂v as‰mcp jo‰nte°v t]mIphm≥ km[n°p∂p. hfsc Ffp∏Øn¬
jo‰pIƒ tIm∏n sNøphm\pw, as‰mcp ÿetØ°v \o°phm\pw (move), \o°w
sNøphm\pw, Iq´nt®¿-°p-hm\pw, t]cv am‰phm\pw km[n°p∂p.

3.3.5 Ãm‰kv _m¿ (Status bar)

Ãm‰kv _m¿ h¿°vjo‰ns‚ Ct∏mgsØ \ne kqNn∏n°p∂p. DZmlcWØn\v
sXsc-™SpØ td©ns‚ icmicn, XpI apXemb {]h¿Ø\ßfpsS ^ew
Ch ImWn°p∂p.

3.4 h¿°vjo‰n¬ Um‰ tcJs∏SpØ¬ (Entering data in a worksheet)

hnhn[ Xcw Um‰bmb kwJyIƒ, hm°pIƒ, XobXn, kabw, kq{XhmIyßƒ
F∂nh \ap°v h¿°vjo‰n¬ tcJs∏SpØmw. Hcp sk√n¬ Um‰ tcJs∏Sp-Øp-
hm\mbn sk¬ t]mbn‚¿ B sk√n¬ sIm≠ph∂Xn\v tijw ssS∏v sNøpI.

sk√nse D≈S°Øn¬ am‰w hcpØphm≥ F2 F∂ Io Aa¿ØpItbm sk√n¬
U_nƒ ¢n°v sNøpItbm sNømw. t^m¿ape _mdnep≈ Input line ¬ ¢n°v
sNbvXpw sk√n¬ am‰ßƒ hcpØmw. Hcp sk√n¬ tcJs∏SpØphm≥ km[n-
°p∂ hnhn[XcØnep≈ Um‰ Xmsg sImSpØncn°p∂p.

kzbw hne-bn-cpØmw

1. Hcp h¿°vjo‰n¬ hcnbpw \ncbpw IqSnt®cptºmƒ  D≠mIp∂p.

2. Ht∂m AXne[nItam jo‰pIfp≈ h¿°vjo‰v ^bens\  F∂v

hnfn°p∂p.

3. Hcp h¿°vjo‰n¬ D10:H25 F∂Xns\  F∂v hnfn°p∂p.

4. sk√n\pI´nbp≈ AXncpIƒ (bold boundary) D≠m-Ipw. 

a) H∂masØ b) Ahkm\sØ c) Ct∏mgsØ d) ASpØXv

5. Hcp jo‰n¬ \n∂pw as‰mcp jo‰nte°v h¿°vjo‰neqsS \oßphm≥ klm-

bn°p∂ kvs{]Uvjo‰v PmeIØns‚ LSIamWv.

6. Ct∏mƒ kPohambncn°p∂ sk√ns‚ hnemkw ¬ ImWn°p∂p

7. {][m\s∏´ \n¿t±ißfpsS tjm¿´vI´v _´WpIƒ  ¬ ImWp∂p

a) sa\p _m¿ b) Sqƒ _m¿ c) t^m¿ape _m¿ d) Ãm‰kv _m¿
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sSIvÃv sk√n¬ CS-

Xp-hiw tN¿∂v h®n-cn-

°p∂p

kwJy sk√n¬ he-Xp-

hiw tN¿∂v h®n-cn-

°p∂p

Nn{Xw 3.4: sSIv-Ãpw \yqsadnIv Um‰bpw

a. kwJyIƒ (Numbers)

kwJymcq]Ønep≈ Um‰ tcJs∏SpØphm\pw ssIImcyw sNøphm\pw
h¿°vjo‰v  {][m\ambn D]tbmKn°p∂p. km[mcWbmbn kwJyIƒ Nn{Xw
3.4 ¬ ImWp∂Xp t]mse sk√ns‚ heXp`mKtØbv°v tN¿∂ncn°pw. Hcp
s\K‰nhv kwJy tcJ∏SpØp-hm≥ c≠v am¿§ßƒ D]tbmKn°mw. ssa\kv
( -̨) Nn”w kwJybpsS CSXp`mKØv sImSp°pItbm {_m°‰n\p≈n¬ kwJy
sImSp°pItbm sNømw. kwJyIƒ°v DZm-lcWamWv 35, 225.75, -50, (105.5).

b. sSIv-Ãv  (Text)

h¿°vjo‰n¬ \¬Inbncn°p∂ A£cßfpw, kwJyIfpw tNcp∂ Um‰bmWv
sSIvÃv.  sSIv-Ãv km[mcWbmbn sk√ns‚ CSXphitØbv°v tN¿∂ncn°pw
(Left aligned). Hcp kwJy sSIvÃmbn sImSp°phm≥ Single Quote (')Nn”w
kwJy-bpsS CSXp`mK-Ømbn CSWw.

c. XobXnbpw kabhpw (Date and time)

XobXnbpsSbpw kabØns‚bpw hnhn[ t^m¿am‰pIƒ (cq]-am-XrIIƒ)
kvs{]Uv-jo‰v Xncn®dnbp∂p. XobXnbpsS hyXykvX `mKßƒ th¿Xncn-
°phm≥ '/' (Slash) Nn”tam, - (hyphen) Nn”tam D]tbmKn°p∂p. kabØns‚
hnhn[ `mKßƒ th¿Xncn°phm≥ ':' (Colon) D]tbmKn°p∂p. DZm: 12/01/
2014, 10:00:00 am

d. kq{XhmIyw (Formula)

'=' Nn”Øn¬ XpSßp∂ KWnXkahmIyßfmWv t^m¿ape. kq{Xhm-Iy-
ßƒ D≈ sk√p-Iƒ AXmXns≥d ̂ ew ImWn°p∂p. sk√pIƒ XΩnep≈
_‘sØ ImWn-°phm≥ kq{XhmIyßƒ D]tbmKn°p∂p. AXn¬ Hm∏-
td‰dpIƒ D≠mIpw. km[mcW D]tbm-Kn°p∂ Hm∏td‰dpIƒ BWv +, -, *,

/, ^ (IrXy¶w). kq{XhmIyØn¬ ^Mvj\pIfpw D≠mImw. ^Mv-j-\p-Isf-
°pdn®v ASpØ A≤ymbØn¬ N¿® sNømw. DZmlc-W-ambn, A1, B1 F∂o
c≠v sk√pIfnep≈ kwJyIfpsS XpI Is≠Øm≥ =A1+B1 Fs∂-gpXmw.
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Nn{Xw 3.5 :  ABC Ltd. F∂ Iº\nbnse DZtymKÿcpsS iºf hnhcßƒ

Nn{Xw 3.6: DA I≠p]nSn°m\p≈ kq{XhmIyßƒ

3.5 kq{XhmIyw D]tbmKn®p≈ {]h¿Ø\ßƒ (Working with formula)

ABC Ltd. F∂ Iº\nbnse DtZymKÿcpsS iºf hnhcßƒ \ap°v ]cntim-
[n°mw. Poh\°mcs‚ \º¿, t]cv, DtZymKt∏cv, ASnÿm\iºfw, £ma_Ø,
s{]mhnU‚ v ^≠v, BsI iºfw F∂nh Nn{Xw 3.5 ¬ ImWmw.

Hmtcm Poh\°mcs‚bpw DA, Net Salary F∂nh \ap°v I≠p]nSn°mw. DA

I≠p]nSn°m≥ ASnÿm\ iºfØns≥d 40% ImWpI. Net Salary I≠p]nSn°m≥
Xmsg ImWp∂ kq{X-hmIyw D]tbmKn°mw

Net Salary=Basic Pay+DA-PF.

H∂masØ DtZymKÿs‚ DA I≠p]nSn®v E3 F∂ sk√n¬ ImWn°phm≥ E3

bn¬ ¢n°v sNbvXv =D3*40/100 F∂ kq{XhmIyw Nn{Xw 3.6 ¬ ImWp∂-Xp-
t]mse ssS∏v sNøpI. D3 F∂ sk√n¬ H∂masØ DtZymKÿs≥d ASnÿm\
iºfw sImSp-Øn-cn°p∂p. DA I≠p]nSn°m≥ '=D3*40%' F∂ kq{XhmIyhpw
D]tbmKn°mw.

Enter Io Aa¿Ønbm¬ sk¬ E3 bn¬ kq{XhmIyØns‚ ^ew ImWmw. C\n
\ap°v a‰v DtZymKÿcpsS DA I≠p]nSn°m≥ 'E' F∂ \ncbpsS Xmtgbv°p≈
sk√p-Ifntebv°v kq{XhmIyw ]I¿Ønbm¬ (Copy) aXnbmIpw. CXn\mbn E3

F∂ sk¬ Xncs™SpØ tijw aukv t]mbn≥d¿ sk√ns≥d heØv ̀ mKØv
Xmsg aqebn¬ sIm≠phcnI. At∏mƒ aukv t]mbn‚¿ '+' F∂ Nn”ambn
amdpw. C\n ¢n°v sNbvXv Xmtgbv°v hen°pI. Nn{Xw 3.7 se t]mse ^ew
ImWmw.
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3. Um‰ t{]mkknMv Cet{ŒmWnIv kvs{]Uvjo‰neqsS

Nn{Xw 3.7: F√m Poh\°mcpsSbpw DA I≠p]nSn®Xv

Nn{Xw 3.8: A BC Ltd. F∂ Iº\nbpsS iºf _n¬

Net Salary I≠p]nSn°phm≥ '=D3+E3-F3' F∂ kq{XhmIyw G3 sk√n¬ ssS∏v
sNøpI. AXn\ptijw apºv ]d™Xpt]mse Xmsgbp≈ sk√pIfnte°v
kq{XhmIyw ]I¿ØpI. Nn{Xw 3.8 se t]mse ^ew ImWmw. Nn{Xw 3.7 epw 3.8
epw ImWp∂Xp t]mse kq{X-hm-Iy-Øns‚ ^ew sk√nepw kq{X-hmIyw
t^m¿ape _mdnse C≥]p´v sse\nepw D≈Xv {i≤n-°pI.

3.6 kvs{]Uvjo‰v tkhv sNø¬ (Saving a spreadsheet)

kvs{]Uvjo‰v tkhv sNøphm≥ File sa\phnep≈ Save (File → Save) F∂ Hm]vj≥
Xncs™-Sp°pI. As√¶n¬ Ãm≥tU¿Uv Sqƒ_mdnep≈ Save F∂ _´¨
D]tbmKn°pI. Crl+S F∂ Ffp∏hgn thWsa¶nepw D]tbmKn°mw. Save

UbtemKv t_mIvkv Zri-y-amIptºmƒ DNnXamb t^mƒU¿ Xncs™SpØv ̂ b-
ens‚ t]cv sImSpØv Save _´¨ ¢n°v sNøpI. '.ods' F∂ FIvkvs‰≥-j\nemWv
^b¬ tkhv sNøp∂Xv. hnhn[Xcw kvs{]Uvjo‰v ]mt°-PpIƒ°pw ]Xn∏p-
Iƒ°pw ̂ b¬ FIvkvs‰≥j≥ hyXykvXambncn°pw. DZmlcW-ambn, Microsoft

Excel ^b¬ .xls Ft∂m .xlsx Ft∂m Bbncn°pw FIvkvsS≥j≥.

Hcp {]mhiyw ̂ b¬ tkhv sNbvXm¬ ]n∂oSv tkhv sNøptºmƒ AtX ̂ ben¬
Xs∂-bmWv tkhv sNøs∏Sp∂Xv. ]pXnb t]cn¬ CtX ̂ b¬ tkhv sNøphm≥
File sa\phn¬ Save As F∂ Hm]vj≥ FSp°Ww (File → Save As).

3.73.73.73.73.7 kv{]Uvjo‰v ASbv°p∂Xpw Xpd°p∂Xpwkv{]Uvjo‰v ASbv°p∂Xpw Xpd°p∂Xpwkv{]Uvjo‰v ASbv°p∂Xpw Xpd°p∂Xpwkv{]Uvjo‰v ASbv°p∂Xpw Xpd°p∂Xpwkv{]Uvjo‰v ASbv°p∂Xpw Xpd°p∂Xpw

(Closing and Opening spreadsheet)

kvs{]Uvjo‰n¬ Hcp tPmen sNbvXXn\ptijw File sa\phnep≈ Close Hm]vj≥
D]tbmKn®v ̂ b¬ ASbv°mw (File →Close). Ahkm\w Save sNbvXXn\ptijw
Fs¥¶nepw am‰w hcpØnbn´ps≠¶n¬ Close sNøptºmƒ ho≠pw tkhv

→
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sNøtWm th≠tbm F∂ Hcp UbtemKv t_mIvkv {]Xy£s∏Spw. Close

am{XamWv sNbvXXsX¶n¬ ^b¬ AZr-i-y-am-hp-Ibpw kvs]Uvjo‰v Bπn-t°-
j≥ {]h¿Øn-°p-Ibpw sNøpw. Bπn-t°-j≥ Ah-km-\n-∏n-°-W-sa-¶n¬ File→Exit

Hm]vj≥ D]tbm-Kn°Ww. t\ctØ tkhv sNbv-Xn´p≈ Hcp kv{]Uvjo‰v ̂ b¬
Xpd°phm≥ File→Open D]tbmKn°Ww. Open UbtemKv t_mIvkn¬
Bhiyap≈ ^bens‚ t]cv sXcs™SpØv  Open ¢n°v sNøpI.

3.8 kv{]Uvjo‰v t^m¿am‰nMv (Formatting a spreadsheet)

Um‰bpsS s]mXphmb am‰hpw {IaoIcWhpw t^m¿am‰nMv F∂dnbs∏Sp∂p.
Hcp h¿°v-jo‰ns\ BI¿jIam°phm≥ t^m¿am‰nMv D]tbmKn°mw. t^m¿-
am‰nMv apJy-ambpw Du∂¬ \¬Ip-∂Xv kwJyIƒ, sSIvÃpIƒ (Font, Font Size,

Font Color) hn\ym-k-ßƒ, t_m¿U¿, ]›m-Øew F∂nhbv°mWv. ksv{]Uv-
jo‰nse Um‰ hnhn[ coXnbn¬ t^m¿am‰v sNømw.

3.8.1 sk¬ t^m¿am‰nMv (Formatting cells)

sk¬ t^m¿am‰nßn\p≈ Hm]vj\pIƒ Format sa\phnse Cells F∂ sa\p
sF‰Øn¬ e`n°pw (Format→Cells). Nn{Xw 3.9 ¬ ImWp∂. Format Cells UbtemKv
t_mIvkv D]tbmKn®v Numbers, Fonts, Font Effects, Alignment, Borders, Background

apXemb t^m¿am‰pIƒ sNøphm≥ km[n°pw. sk√nsetbm td©nsetbm
Um‰--bpsS s]mXphmb cq]t`Zhpw {IaoIcWhpamWv sk¬ t^m¿am‰nwKv F∂-
dnb-s∏Sp-∂Xv. hnhn[Xcw sk¬ t^m¿am‰nwKv khn-tijXIƒ \ap°v ]cnNb-
s∏Smw.

a. \º¿ t^m¿am‰nMv  (Formatting numbers)

Format Cell UbtemKv t_mIvknse Numbers Sm_v D]tbmKn®v \º¿
t^m¿am‰v sNøm≥ km[n°p∂p. sk√nse \ºdns≥d cq]w Percentage, Cur-

rency, Date, Time, Scientific apXembhbntebv°v am‰mw. Zimwiÿm\Øn\v
tijw F{X kwJyIƒ thWw, BbncßfpsS th¿Xncn°¬ Fß-s\-bm-
hWw apXembh Cu Hm]vj\n¬ sIm-Sp-°mw. CXv sNøp-tºmƒ sk√nse
hne-sb _m-[n-°p∂n√.

 \ap°p sNømw
Loan No. Name Loan Amount Years Interest Amount

L301 Rohith 60000 2

L302 Krishna 80000 1

L303 Anoop 10000 2

L304 Bipin 90000 3

• Hcp [\Imcy ÿm]\Ønse D]t`m‡m°fpsS tem¨ hniZmwißƒ Xmsg-

sImSpØn-cn°p∂ ]´nIbn¬ ImWmw. LoanAmount x Number of Years x

Rate of Interest F∂ kq{XhmIyw D]tbmKn®v ]eni IW°m°pI. ]eni-

\nc°v (Rate of Interest)12% BWv
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Nn{Xw 3.9: Format Cells UbtemKv t_mIvkv

Nn{Xw 3.10: ABC Ltd. F∂ Iº\nbpsS iºf _n¬ sk¬ t^m¿am‰nwKn\p tijw

b. t^m≠v t^m¿am‰nMv

(Formatting font)

Format Cells UbtemKv t_m-
Ivknse Font Sm_v D]tbm-
Kn®v sk√nse-tbm Range

tetbm t^m-≠ns≥d t]cv,
hep∏w, cq]`wKn (Bold, Ital-

ics) F∂nh am‰mw. Font

Effects Sm_v D]tbm-Kn®v
Color, Underline, Overline,

Strike-through, Shadow F-
∂nh -sImSp°mw. CXn-se
Nne Hm]vj\pIƒ t^m¿am-
‰nMv Sqƒ_mdnepw D≠v.

c. sk√nse D≈-S° hn\ymkw (Aligning cell content)

sk√nse D≈S°w Xnc›o\ambpw ew_ambpw hn\ykn°m≥ Format Cells

UbtemKv t_mIvknse Alignment Sm_v D]tbmKn°mw. sk√n\IsØ sSIv-
Ãv (Text)-s≥d Indentation, Orientation F∂nhbn¬ am‰w hcpØmw.

d. t_m¿U¿ Nn -́s∏-Sp-Ø¬ (Setting borders)

Border Sm_v D]tbmKn®v sk√ns‚ Acn-Ip-I-fpsS kvss‰¬, \ndw F∂nh
\n›bn-°mw. Border Dw sSIvÃpw XΩnep≈ AIew sImSp°m\pw D]-tbm-
Kn°mw. Border Sm_nse Shadow Style Hm]vj≥ D]tbmKn®v sk√n\v jmtUm
sImSp-°mw.

e. ]›m-Øe \ndw \¬I¬ (Setting background column)

Hcp sk√n\v ]›mØe\ndw \evIm≥ Background Sm_v D]tbmKn°mw.
sImSpØ \ndw am‰m\mbn Cu Sm_nse Nofill F∂ Hm]vj≥ sImSpØm¬
aXn.

sk¬ t^m¿am‰nwKv sNbvXXn\ptijap≈ ABC Ltd. se iºf hnhcßƒ
Nn{Xw 3.10 ¬ ImWmw.
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Nn{Xw 3. 11: Optimal Column Width UbtemKvt_mIvkv

3.8.2 \nc-I-fpSsS t^m¿am‰nMv (Formatting columns)

Format sa\phnse Column Hm]vj\n¬ tImfw t^m¿am‰nMv khntijX e`yamIpw.
( Format→Column). CXn¬ \ncbpsS Width, Optimal Column Width, Hide or Show

Column F∂nh {Ia--s∏-SpØm≥ km[n°p∂p.

Hcp \ncbpsS hoXn hyXymks∏SpØphm≥ B \nc Xncs™SpØv Column F∂
k_vsa\phnse Width Hm]vj≥ Xncs™Sp°pI. AXn\ptijw hcp∂ Ub-
temKv t_mIv-kn¬ Bhiyamb Afhv \evIpI. Hcp \ncbpsS D≈S°Øn\v
A\ptbmPyamb Ipd™ hoXnbntebv°v \ncbpsS hen∏w am‰phm≥ Optimal

Column Width Hm]vj≥ D]tbmKn°∂p. Optimal Column Width UbtemKv t_mIv-
knse Add t_mIvkn¬ Nn{Xw 3.11 ¬ ImWp∂Xpt]mse Cu hne \¬IWw.
tImfw slUdns≥d heXvt_m¿Udn¬ U_nƒ ¢n°v sNbv-Xm¬ \ncbnse
G‰-hpw \ofw IqSnb Um‰bv°v A\pkrXambn  \ncbpsS hoXn amdp∂p.

Hcp \ncsb adbv°phm≥ B
\ncbnse sk¬ sXc-s™-
-SpØ tijw (Format→ Col-

umn→-Hide). F∂ Hm-]vj≥
D]t-bmK-n-°p-I. DS≥ Xs∂
B \nc kv{Io\n¬ \n∂pw
adbp-∂-XmWv. F∂m¬ B
\nc-bnse Um‰m IW°p-Iq-
´ep-Iƒ°v D]tbmKn°pw.
CXv km[mcWbmbn {]n‚ v

sNøp∂Xn\v apºmWv D]-tbmKn°p∂Xv. tImfw slUdns≥d t]cv t\m°n \nc
ad™n´pt≠m F∂v ]cn-tim-[n°mw. Cßs\ ad® \ncsb ho≠pw ImWphm\mbn
Format→Column→Show F∂ sa\p sF‰w D]tbmKn°mw.

3.8.3 hcn-I-fpsS t^m¿am‰nMv (Formatting rows)

hcn-I-fpsS t^m¿am‰nMv Hm]vj\pIƒ Format→Row sa\phn¬ e`yamWv. Hcp
hcnbpsS Dbcw As√¶n¬ hcnbpsS DNnXamb Dbcw sImSp°phm≥ Cu khn-
tijX D]tbmKn°mw. Hcp hcn adbv°phm\pw ho≠pw ImWn°phm\pap≈
Hm]v-j\pw CXn¬ D≠v.

Hcp hcnbpsS Dbcw \¬Im≥ Format→Row→Height F∂ sa\p Hm]vj≥ Xnc-
s™-Sp-°pI. DNnXamb Ipd™ Dbcw sImSp°phm≥ Format→Row→Optimal

Height F∂ Hm]v-j≥ D]tbmKn°mw. Hcp hcnsb adbv°phm≥ B hcnbnse
sk¬ sXc™SpØv Format→Row→Hide F∂ sa\p Hm]vj≥ D]tbmKn°mw.
ad® hcnIƒ GsX∂dnbphm≥ tdm slU-dns≥d t]cpIƒ ]cntim[n°mw.
ad® hcnIƒ ImWm≥, ad® hcnIfpsS apIfnse-bpw XmgsØbpw hcnIƒ sXc-
s™-SpØ tijw Format→Row→Show F∂ Hm]vj≥ D]tbm-Kn°mw.
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Nn{Xw 3.12 Show Sheet UbtemKv t_mIvkv

Nn{Xw 3.13 sk√pIƒ ebn∏n®v Xes°´v a[y`mKØm°nbXv

3.8.4 jo‰v t^m¿am‰nMv  (Formatting sheets)

Hcp kvs{]Uvjo‰n¬ km[mcWbmbn aq∂v h¿°vjo‰pIƒ D≠mIpw. Hcp h¿°v-
jo‰ns≥d t]cv am‰phm≥ Format→Sheet→Rename F∂ Hm]vj≥ D]tbmKn°mw.
At∏mƒ e`n-°p∂ Ub-temKv t_mIvkn¬ sXcs™SpØ jo‰ns≥d ]pXnb
t]cv ssS∏v sNømw. jo‰ns≥d t]cn¬ heXv aukv _´¨ ¢n°v sNbvXv Rename

Hm]vj≥ Xncs™SpØpw t]cv am‰mw. Hcp jo‰v adbv°phm\mbn Format→Sheet

→Hide F∂ Hm]vj≥ D]tbm-
Kn°mw. Ct∏mƒ Xnc™-Sp-Øn-
cn°p∂ jo‰ns\ adbv-°p-∂-Xm-
Wv CXv. Cu jo‰ns\ ho≠pw
ImWphm≥ Format→ Sheet→

Show F∂ Hm]v-j≥ D]tbmKn-
°mw. Nn{Xw 3.12 ¬ ImWp-∂-
Xpt]m-se Show Sheet Ub-tem-
Kv t_m-Iv-kn¬ ad® jo‰pIƒ
ImWmw. CXn¬ {]Z¿-in∏n-
t°≠ jo‰v Xnc-™SpØv OK

¢n°v sNøWw.

3.8.5 sk¬eb\w (Merge cells)

H∂ne[nIw sk√pIsf ebn-∏n®v H∂m°p∂Xns\ sk¬ sa¿Pnßv F∂p ]dbp-
∂p. jo‰nse io¿jIw DNnXamb ̀ m-KØv a[yØn¬ B°p∂Xn-\m-Wv sa¿Pnßv
D]tbmKn-°p∂Xv. H∂ne[nIw sk√pIsf ebn∏n-°ptºmƒ apIfn¬ CStØ
A‰Øp≈ sk√nse sSIvÃv am{Xta ImWpIbp≈q. a‰p≈ sk√pIfnse Um‰
\„s∏Sp∂XmWv. ebn∏n® sk√n\v, apIfn¬ CStØb‰Øp≈ sk√ns≥d
A{U mbncn°pw D≈Xv. ebn∏n°p-∂Xn\mbn sk√pIƒ sXc™SpØXn\p-
tijw Format →Merge Cells F∂ sa\p Hm]vj≥ D]tbmKn°mw. t^m¿am‰v Sqƒ
_mdnse Merge Cell _´¨ D]tbmKn®pw CXv sNømhp∂-XmWv. X∂ncn°p∂
DZmlcWØn¬ A1:G1 F∂ td©v ebn∏n-®ncn-°p∂p. io¿jIw a[y-̀ mK-tØbv°v
sIm≠phcm≥ Format Cell UbtemKv t_mIv-knse Alignment Sm_v D]-tbmKn°mw.
Nn{Xw 3.13 ¬ CXns‚ ^ew ImWmw.
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 \ap°p sNømw

• \n-ßfpsS ¢mkns‚ ssSwtS_nƒ at\mlcambn t^m¿am‰v sNbvXv Xbmdm-

°pI. sk√v t^m¿am‰v sNøphm≥ DNnXamb t^m≠v, hep∏w, \ndw (hyXykvX

hnjbßƒ°v hyXy-kvX \ndw) F∂nh D]-tbm-Kn-°pI. H∂masØ hcn

ebn∏n®v ¢mkns‚ t]cv {]Z¿in-∏n-°Ww.

3.9 sk√pIƒ, \ncIƒ, hcnIƒ, h¿°vjo‰pIƒ F∂nh

(Inserting cells, rows, columns and worksheets)))))

Hcp h¿°vjo‰ns≥d \n¿±n„ ÿm\Øv sk√pItfm, hcnItfm, \ncItfm Iq´nt®¿-

°m≥ km[n°pw. kvs{]Uvjo‰n¬ Fs¥¶nepw {]hrØn sNøptºmƒ ]et∏mgpw

CXv  Bhiy-ambn hcp∂p. Iq´ntN¿Øp hcptºmƒ hcnbpsS \ºdpIfpw \nc-

bpsS t]cpIfpw X\nsb ]p\x{IaoIcn°s∏Sp∂p. Cu am‰w \nehnep≈ kq{X-

hmIyßfnepw kw`hn°p∂p.

a. sk¬ Iq´ntN¿°¬ (Inserting cell)

Hcp h¿°vjo‰nse kPohamb sk√ns≥d apIfntem CSXphitØm iq\y-

amb sk√p-Iƒ Iq´ntN¿°m≥ km[n°pw. CXv AtX \ncbn¬ Xmsgt°m

As√¶n¬ AtXhcnbn¬ heXphitØbvt°m sk√pIsf am‰p∂p. CXp-

t]mse \ap°v kPohamb sk√ns‚ hcnbpsS apIfnepw \ncbpsS CSXp-

hiØpw sk√pIƒ Iq´nt®¿°mw. Hcp sk¬ Iq´n-tN¿°m≥ Insert

→

Cells

F∂ sa\p Hm]vj≥ D]tbmKn°mw. H∂ne[nIw sk√p-Iƒ sXc™SpØm¬

A{Xbpw Xs∂ sk√pIƒ Iq´nt®¿°s∏Spw.

Nn{Xw 3.14 se h¿°vjo‰n¬ \ap°v B4 F∂ ÿm\Øv Hcp sk¬ Iq´n-

tN¿°mw. AXn\mbn B4 sXc-s™-Sp-Ø-Xn\ptijw Insert sa\phn¬ \n∂pw

Cells F∂ Hm]vj≥ sXcs™Sp°pI. Insert Cells UbtemKv t_mIvkn¬

ShiftCellsdown F∂ Hm]vj≥ Xncs™Sp°pI. Nn{Xw 3.15 ¬ \ap°v ]pXnb

sk¬ Iq´nt®¿ØXv ImWmw.

1. sk√nse D≈S°ßƒ FUn‰v sNøphm\p≈ ^Mvj≥ IobmWv 

2. Hcp kwJysb IrXy¶Ønte°m°phm≥ D]tbmKn°p∂ Nn”amWvÖ

Ö

3. Hcp \ncbpsS Optional width F∂m¬ F¥v?

4. Hcp kvs{]Uvjo‰nse h¿°vjo‰v Fßs\ adbv°mw?

5. sk¬ sa¿PnMv F∂m¬ F¥v?

6. -˛55 F∂v Hcp sk√n¬ sImSp°phm\p≈ as‰mcp hgnbmWv 

kzbw hne-bn-cpØmw
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Nn{Xw 3.16 \nc Iq´ntN¿°en\v tijap≈ iºf_n¬

Nn{Xw 3.14: Insert Cells UbtemKv t_mIvkv Nn{Xw 3.15: sk¬ Iq´ntN¿°en\v
tijap≈ h¿°vjo‰v

b. hcn Iq´nt®¿°¬ (Inserting row)

Hcp ]pXnb hcn Iq´nt®¿°m≥, GXv hcnbpsS apIfnemtWm hcn Iq´nt®¿t°-
≠Xv B hcntbm skt√m sXcs™Sp°pI. DZmlcWambn \memasØ
hcn°vapIfnembn Hcp ]pXnb hcn tN¿°m≥ \memasØ hcnbnse Hcp sk√n¬
¢n°v sNøpI. H∂ne[nIw hcnIƒ Iq´nt®¿°m≥, A{Xbpw FÆw hcnIƒ
sXcs™Sp°pI. C\n Insert

→

Rows F∂ sa\p Hm]vj≥ Xncs™-Sp°pI.

c. \nc Iq´nt®¿°¬  (Inserting column)

Hcp ]pXnb \nc Iq´nt®¿°m\mbn FhnsSbmtWm ]pXnb \nc Iq´nt®¿t°-
≠Xv AXn\v heXphisØ \nctbm skt√m sXcs™Sp°pI. DZmlcW-
ambn B F∂ \ncbpsS CSXp `mKØv ]pXnb\nc Iq´ntN¿°m≥ B bnse
sk√n¬ ¢n°v sNøpI. H∂ne[nIw \ncIƒ Iq´nt®¿°m≥ A{Xbpw FÆw
\ncIƒ sXcs™Sp-°pI. DZmlcWambn 3 \ncIƒ Iq´nt®¿°m≥, 3 \ncIƒ
sXcs™Sp°pI. \ncIƒ Iq´nt®¿°m≥ Insert

→

Columns F∂ sa\p Hm]v-
j≥ D]tbmKn°mw. \ncbpsS t]cns≥d apIfn¬ aukns≥d heXp-hisØ
_´¨ ¢n°v sNbvXXn\ptijw hcp∂ t]m∏vA∏v sa\phn¬ Column F∂
Hm]vj≥ sXcs™SpØpw CXv sNømw.

\ΩpsS DZmlcWØnep≈ iºf_n√n¬ Gross Salary F∂ ]pXnb \nc PF
F∂ \ncbv°v ap∂n¬ Iq´nt®¿°m≥ F F∂ \nc sXc-s™-Sp-°pI. Insert

sa\phn¬ \n∂pw Column F∂ Hm]vj≥ sXc-s™-Sp-°pI. AXn\p-tijw
B \ncbpsS Xes°´mbn 'Gross' F∂v ssS∏v sNøpI. Nn{Xw 3.16 ¬ ]pXnb-
\nc Iq´nt®¿ØXn\ptijap≈ h¿°vjo‰v ImWmw. Basic Pay bp-sS-bpw DA

bpsSbpw XpIbmWv Gross Salary. Gross Salary I≠p]nSn°m\mbn =D3+E3

F∂ kq{XhmIyw F3 bn¬ ssS∏vsNøpI. CXv XmgsØ sk√pIfn-tebv°v
]I¿ØpI.
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Nn{Xw 3.18: Delete Cells UbtemKv t_mIvkv.

Nn{Xw 3.17: Insert Sheet UbtemKv t_mIvkv

d. h¿°vjo‰v Iq´nt®¿°¬ (Inserting a worksheet)

Hcp jo‰v Iq´nt®¿°m≥, jo‰v Sm_n¬ \n∂pw GXv jo‰n\v ap∂nemtWm
tijamtWm ]pXnb jo‰v Iq´nt®¿t°≠Xv B jo‰v Xncs™Sp°pI. AXn\v
tijw Insert

→

Sheet sXcs™Sp°pI. At∏mƒ e`n°p∂ Insert Sheet Ub-
temKv t_mIvkv Nn{Xw 3.17 ¬ ImWmw. CXn¬ jo‰ns‚ ÿm\w, jo‰pIfpsS
FÆw, jo‰ns‚ t]cv apXembh \¬Imw.

3.10 sk√pIƒ, \ncIƒ, hcnIƒ, h¿°vjo‰pIƒ F∂nh \o°w sNø¬

(Deleting cells, rows, columns and worksheets)

\ap°v Bhiyan√mØ sk√pIƒ, hcnIƒ, \ncIƒ, h¿°vjo‰pIƒ F∂nh
\o°w sNøm≥ kvs{]Uvjo‰v klmbn°p∂p. \o°w sNtø≠ sk√pIƒ /hcn-
Iƒ / \ncIƒ sXc™Sp°pI. Edit

→

Delete Cells F∂ Hm]vj≥ ¢n°v sNøpI.
Delete Cells UbtemKv t_mIvkv Nn{Xw3.18 ¬ ImWmw. CXn¬ Shift cells up, Shift

cells left, Delete entire row(s), Delete entire Column(s) F∂o Hm]vj\pIƒ ImWmw.
A\ptbmPyambXv sXcs™SpØv OK ¢n°v sNøpI.

sk√pIfpsS td©mWv \o-°w
sNtø≠sX¶n¬ Delete Cells

UbtemKv t_m-Ivkn-se Shift

cells up/Shift  cells left Bhiym\p-
kc-Ww Xnc-s™Sp°pI.

Ht∂m AXne[nItam hcn-Iƒ
\o°w sNøm≥ tdm sl-U¿
Xncs™SpØv Edit

→

Delete

Cells F∂ Hm]vj≥ D]tbmKn°pI. CXp-t]mse apgph≥ \nctbm \ncItfm
sXcs™Sp-Øm¬ Delete Cells Hm]vj≥ apgp-h≥ \ncIfpw \o°w sNøp∂p. Cu
Ahkcßfn¬ Delete Cell UbtemKv t_m-Ivkv {]Z¿in∏n°pIbn√.
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI
3. Um‰ t{]mkknMv Cet{ŒmWnIv kvs{]Uvjo‰neqsS

Nn{Xw 3.19: Fill series UbtemKv t_mIvkv

Nn{Xw 3.20 : Fill series DZmlcWßƒ

Hcp h¿°v_p°n¬ \n∂pw h¿°vjo‰v ÿncambn \o°w sNøm≥ Edit

→

Sheet

→

Delete F∂ Hm]vj≥ ¢n°v sNøpI. At∏mƒ jo‰v \o°w sNøphm\p≈ ÿncoI-

cW (Confirmation) UbtemKv t_mIvkv {]Xy£s∏Spw.

3.11 kvs{]Uvjo‰nse FUn‰nMv khntijXIƒ
(Editing features in spreadsheets)

td©v Hcp hnesImt≠m Hcp kwJymt{iWnsImt≠m \ndbv°pI, td©nse

D≈S°w ]I¿ØpI, ÿm\w am‰pI, \o°w sNøpI XpSßnb \nch[nbmb

FUn‰nMv {]h¿Ø-\ßƒ kvs{]Uvjo‰v km[yam°p∂p. Ffp∏Øn¬ D]tbm-

Kn°mhp∂ CØcw khnti-jXIƒ kvs{]Uvjo‰nse Um‰  ssIImcyw sNøp∂

{]h¿Ø\ßsf kpKaam°p∂p.

3.11.1 td©v \ndbv°¬ (Filling a range)

sk√pIfpsS td©v Htc
hne As√¶n¬ Hcp kwJym-
t{iWn sIm≠v \ndbv°mw.
sk√pI-fp-sS td-©v Htc
hne sIm≠v \nd-bv-°m≥ B
-hne sk-√n¬ s-ImSpØXn-
\ptijw \ndbv-t°-≠ td©v
sXc-s-™-Sp°pI. AXn-\p-
ti-jw Edit 

→

Fill Hm]vj-≥ ¢n°v sNøpI. ]n∂o-Sv \ndbv-t°-≠ Zni Xncs™-
Sp°pI.

sk√pIfpsS td©n¬ Hcp kwJ-ym-t{iWn BWv \ndbvt°≠sX¶n¬ Bcw`hne
sImSpØXn\v tijw sk√pIfpsS td©v sXc-s™-Sp-°pI. Edit

→

Fill

→

Series

F∂ Hm]vj≥ sXc-s™-Sp°pI. Nn{Xw 3.19 ¬ ImWp∂Xp-t]m-se Hcp Ub-
temKv t_mIvkv Im-
Wmw. Cu UbtemKv
t_mIv -kn¬ Zni,
kocokv, Xcw, Bcw-
`hne, Ah-km\-hne,
Iqt´≠ hne F∂nh
sImSp-°m-hp-∂hmWv.
A\p-tbmPy-ambXv
Xnc-™SpØ-tijw
OK ¢n°v sN-øpI.

sk√pIƒ \ndbv°p-hm\p≈ Ffp∏hgnbmWv 'Fill Handle'. CXv sk√ns≥d heXv
Xmtg-aqebn¬ ¢n°v sNbvXv th≠ Znibntebv°v hen°pI. sk√n\p≈n¬
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI

Nn{Xw 3.21  Paste Special UbtemKv t_mIvkv

kwJybmsW¶n¬ B kwJy sIm≠v td©v \ndbv°p∂XmWv. sk√n\p≈n¬
sSIvÃv BsW¶n¬ AtX sSIvÃv Bh-i-y-ap≈ Znibn¬ \ndbv°mhp∂XmWv.

3.11.2 sk¬ ]I¿Øepw \o°epw (Copying and moving cells)

Hcp sk√ntetbm td©n-se-
tbm D≈S°w h¿°vjo‰nse
as‰mcp sk√ntebv°v ]I¿-
Øm-hp∂XmWv. CXn\mbn
td©v sXc™SpØ tijw
Edit

→

Copy F∂ Hm]vj≥
sXcs™-Sp°pI. Cu ]I¿-
Ønb D≈S°w Hm∏td‰nßv
knÃØnse Hcp {]tXyI
saΩd-nbmb ¢n∏v t_m¿-Un¬
kq£n°p∂XmWv. C\n Fhn-
tSbv°mtWm ]I¿-tØ-≠Xv
B sk¬ sXc™SpØv Edit

→

Paste Hm]vj≥ Xncs™Sp-
°pI. At∏mƒ D≈S°w
]pXnb ÿe-tØbv°v t]Ãv
sNbv-Xn-́ p≠mhpw. Nn{Xw 3.21 ¬ ImWp∂ Edit sa\phnse Paste Special UbtemKv
t_mIvkn¬ \qX\amb t]Ãv Hm]vj\pIƒ D≠v. kq{XhmIyßƒ, sSIvÃv,
kwJyIƒ, t^m¿am‰nwKv apXembh sXcs™SpØv ]I¿Øphm≥ Cu khn-
tijX klmbn°p∂p.

sk√nsetbm td©nsetbm D≈S°w h¿°vjo‰nse as‰mcp sk√ntebv°v
am‰phm≥ td©v sXcs™SpØv Edit

→

Cut F∂ sa\p Hm]vj≥ sXcs™Sp°pI.
C\n FhntSbv-°mtWm CXv am-t‰≠Xv B sk√n¬ ¢n°v sN-øpI. AXn\v ti-
jw Edit

→

Paste F∂ Hm]vj≥ sXcs™Sp°pI. ChnsSbpw D≈S°w ¢n∏v
t_m¿-Un¬ kq£n®tijw ]pXnb ÿetØbv°v am‰p∂p. sXcs™-SpØ
sk√pIfnse D≈-S°w {UmKv sNbvXpw \o°mhp-∂XmWv.

3.11.3 sk¬ D≈S°w \o°w sNø¬ (Deleting cell contents)

sk√nse D≈S°w \o°w sNøp-
hm\mbn Edit

→

 Delete Contents F∂
sa\p Hm]vj≥ D]tbmKn -°mw.
As√¶n¬ Delete Iobpw D]tbm-
Kn°mhp∂XmWv. CXv Nn{Xw 3.22 ¬
ImWp∂Xpt]mse Delete Contents

UbtemKv t_mIvkv {]Z¿in∏n°pw.
CXp]tbmKn®v sXcs™SpØ  td-
©nse sSIvÃv, kwJyIƒ, kq{X-hm-
Iyw, t^m¿am‰v apXembh \o°w

Nn{Xw 3.22: Delete Contents UbtemKv t_mIvkv
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI
3. Um‰ t{]mkknMv Cet{ŒmWnIv kvs{]Uvjo‰neqsS

Nn{Xw 3.23:  iºf_n√nse H∂pw c≠pw hcnIƒ {^okv sNbvXXn\ptijw

sNømhp∂XmWv. Delete All F∂ Hm]vj≥ sXcs™SpØ td©nse sk√p-
Ifnse F√m D≈S°hpw \o°w sNøp∂XmWv.

3.123.123.123.123.12 h¿°vjo‰nse hcnIfpw \ncIfpw \n›eam°¬h¿°vjo‰nse hcnIfpw \ncIfpw \n›eam°¬h¿°vjo‰nse hcnIfpw \ncIfpw \n›eam°¬h¿°vjo‰nse hcnIfpw \ncIfpw \n›eam°¬h¿°vjo‰nse hcnIfpw \ncIfpw \n›eam°¬

(Freezing rows and columns in a worksheet)

Hcp h¿°vjo‰n\v apIƒ`mKØp≈ \n›nX FÆw hcnItfm  CSXp`mKØp≈
\n›nX FÆw \ncItfm As√¶n¬ c≠pw IqSntbm \n›eam°p∂XmWv
{^oknMv. h¿°vjo‰v kvt{Imƒ sNøptºmƒ \n›eam°nb hcnIfpw \ncIfpw
ImgvNbn¬ Xs∂ \n¬°pw. sXcs™Sp°s∏´ hcnItfm \ncItfm kvt{Imƒ
sNøptºmƒ Nen∏n°msX \n¿Øp∂-Xns\ {^oknMv F∂p ]dbp∂p. hcnIƒ
\n›eam°phm≥, {]kvXpX hcnIfpsS Xmsgbp≈ tdm slUdn¬ ¢n°v sNøpI.
C\n Window

→

Freeze F∂ Hm]vj≥ sXc-s™-Sp°pI. \nc \n›eam-°phm≥,
\ncbpsS heXp hiØp≈ tImfw slUdn¬ ¢n°v sNøpI. AXn\ptijw
Freeze Hm]vj≥ sXcs™Sp°pI. iºf_n¬ h¿°v-jo‰nse H∂pw c≠pw
hcnIƒ \n›eam°nbXv Nn{Xw 3.23 ¬ ImWmw. Xmtg°v  kvt{Imƒ sNøptºmƒ
aq∂pw \mepw hcnIƒ apIfnte°v \oßnbXmbpw H∂pw c≠pw hcn-Iƒ \n›e-
ambn \n¬°p∂Xpw Nn{XØn¬ ImWmw.

1. Hcp h¿°vjo‰n¬ Hcp sk¬ Iq´nt®¿°p∂sXßs\?

2. Hcp h¿°vjo‰n¬ Hcp td©v \o°p∂Xn\p≈ coXnIƒ Fs¥√mamWv?

3. Hcp hcntbm \nctbm Nen∏n°msX \n¿Øp∂ {]h¿Ø\Øn\v 

F∂v ]dbp∂p.

4. sk√pIfpsS Hcp td©n¬ Htc hne \ndbv°p∂sXßs\?

5. Hcp sk¬ \o°w sNøp∂Xpw sk√nse D≈S°w \o°w sNøp∂Xpw

XΩnep≈ hyXymkw F¥v?

kzbw hne-bn-cpØmw
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Nn{Xw 3.24: hyXykvX \ndßfnep≈ sk¬ d^d≥kv

Nn{Xw 3.25: dnte‰ohv sk¬ d^d≥kv

3.13 sk¬ d^d≥knMv (Cell referencing)

kv{]Uvjo‰nse Hmtcm sk√n\pw Hcp sk¬ d^d≥kv D≠v. AXv sk√ns≥d
hnem-kw BWv. Cu d^d≥kv BWv hnhn[ IW°v Iq´epIƒ sNøphm\p≈
kq{XhmIyßfn¬ D]tbmKn°p∂Xv. d^d≥kv sNbvXncn°p∂ sk√nse Um‰m-
bn¬ am‰w hcpØpIbms-W¶n¬ B d^d≥kv D]tbmKn®ncn°p∂ kq{XhmIy-
Øns‚ ^ew ho≠pw Is≠Øn am‰w {]Xn^en∏n°p∂XmWv. Hcp kq{XhmIy-
Øn¬ Hcp sk¬ d^d≥kv sNøphm≥ B sk¬ hnemkw (d^d≥kv) ssS∏v
sNøpItbm aukv D]tbmKn®v B sk√n¬ ¢n°v sNøpItbm thWw. kq{X-hm-
Iy-Øn¬ D≈ sk¬ d^d≥kn¬ hyXykvX sk√pIƒ°v hyXykvX \nd-ßfmWv
D]tbmKn°p∂Xv. kq{XhmIyØn¬ D≈ \ndßƒ Xs∂bm-bn-cn°pw sk√p-
IfpsS Hu´v sse\n\pw D≠mhpI. Nn{Xw 3.24 ¬ CXv ImWn®ncn°p∂p.

Nn{Xw 3.24 ¬ Net Salary I≠p]nSn°phm\p≈ =D3+E3-G3 F∂ kq{XhmIyw H3

F∂ sk√nemWp≈Xv. D3,E3, G3 F∂o sk√pIfpsS Hu´v sse\ns≥d \ndhpw
kq{XhmIy-Ønep≈ \ndhpw H∂p Xs∂bmWv. c≠v hyXykvX Xcw d^d≥-kp-
I-fmWv  dnte-‰ohpw A_vskm-eq´pw. Ch c≠pw hyXykvX coXnIfnemWv sk√n-
te°v ]I¿Øptºmgpw (Copy) \ndbv°ptºmgpw (Fill) {]h¿Øn°p∂Xv.

3.13.1 dnte‰ohv sk¬ d^d≥kv (Relative cell references)

kv{]Uvjo‰nse an°hmdpw F√m d^d≥kpw dnte‰ohv BWv. tIm∏n sNøp-
tºmtgm Autofill khntijXbpsS IqsS D]tbmKn°ptºmtgm d^d≥kv X\nsb
amdpIbpw {Iao-Icn°s∏SpIbpw sNøp∂ d^d≥kmWv dnte‰ohv sk¬ d^d≥kv.
dnte‰ohv sk¬ d^d≥-kn¬ kq{XhmIyw ]I¿Øptºmƒ \nehnse sk√n\\p-
kcn®v sk¬ hnem-kßƒ kzbw {IaoIcn°s∏Spw.
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Iºyq´¿ Bπn-t°-j≥kv lyqam-\n-‰okv - XI
3. Um‰ t{]mkknMv Cet{ŒmWnIv kvs{]Uvjo‰neqsS

Nn{Xw 3.26: A_vskmeyq´v sk¬ d^d≥kv

Nn{Xw 3.27 ABC Ltd. s≥d iºf_n¬

dnte‰ohv sk¬ d^d≥kn¬, ÿm\Øn\v Bt]£nIambn sk¬ d^d≥kpw
amdp∂p. Nn{Xw 3.24 ¬ H3 bnep≈ Net Salary bpsS kq{XhmIyw H4 sk√n¬
tIm∏n sNbvXt∏mƒ kq{XhmIyØnep≈ d^d≥kv =D4+E4-G4 F∂mbXv Nn{Xw
3.25 ¬ ImWmw. D3 E3G3 F∂nh dnte‰ohv d^d≥kv BWv. AXp sIm≠mWv
]pXnb ÿetØbv°v ]I¿Ønb-t∏mƒ D4, E4, G4 F∂mbXv. H∂ne[nIw
hcn-Ifntem \ncIfntem Htc IW°v Iq´¬ Bh¿-Ønt°≠n hcptºmƒ dnte-
‰ohv d^d≥kv hfsc kuIcy{]ZamWv.

3.13.2 A_vskmeyq´v sk¬ d^d≥kv (Absolute cell references)

Nne Ahkcßfn¬ Hcp kq{XhmIyw a‰p sk√nte°v ]I¿Øptºmƒ d^d≥-
kpIƒ°v am‰w hcptØ≠Xns√¶n¬ \ap°v A_vskmeyq´v d^d≥kv D]tbm-
Kn°mw. A_vskmeyq´v d^d≥kv F√mbnt∏mgpw FhnsSsbms° tIm∏n sNbv-
Xmepw am‰an√msXbncn°pw. Hcp d^d≥kv A_vskmeyq´m°phm≥ '$' Nn”w
\ncbpsSbpw hcnbpsSbpw ap≥]n¬ tN¿-°pI. A3 F∂ sk¬ A_vskmeyq´v
d^d≥km°phm≥ $A$3 F∂v kq{Xhm-IyØn¬ D]tbmKn°pI.

iºf_ns‚ ImcyØn¬, Basic Pay bpsS 40% BWv DA Bbn I≠p]nSnt°-
≠Xv. DAbpsS \nc°v ImemImew amdp∂XmWv. AXn\m¬ Hmtcm {]mhiyw
amdptºmgpw DA bpsS kq{XhmIyßƒ am‰n ]I¿tØ≠n hcp∂p. CXv Hgnhm-
°m\mbn Nn{Xw 3.26 ImWp-∂Xpt]mse DA bpsS iXam\w  D2 F∂ sk√n¬
sImSp°p∂p. DA I≠p]nSn°m\mbn DA F∂ \ncbnse F√m sk√pIfnepw
D2 F∂ sk√ns≥d d^d≥kv am‰an√msX Ccn-°Ww. CXv sNøphm\mbn kq{X-
hmIyØn¬ D2 F∂ sk¬ A_vskmeyq´v sk¬ d^-d≥kv B°Ww ($D$2).
C\n DA I≠p]nSn°m\p≈ kq{XhmIyw Nn{Xw 3.26 ¬ ImWp-∂Xpt]mse
=D4*$D$2/100 BIp∂p.


