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Constitution of India
Part IV A (Article 51 A)

Fundamental Duties

It shall be the duty of every citizen of India —

(a) to abide by the Constitution and respect its ideals and institutions, the
National Flag and the National Anthem;

(b) to cherish and follow the noble ideals which inspired our national
struggle for freedom;

(c) to uphold and protect the sovereignty, unity and integrity of India;

(d) to defend the country and render national service when called upon to
do so;

(e) to promote harmony and the spirit of common brotherhood amongst
all the people of India traknsce ellgmus, linguistic and regional or
sectional diversities; to réngu

women; '

our composite culture;

jwrnnment including forests,

yassion for living creatures;

(h) to develop the sclentlfic K: 1sm and the spirit of inquiry
and reform; - 3

(i) to safeguard public pre y and to abjuke violence;

(j) to strive towards ex llence 1 ieres f individual and collective
~ activity so that the na , . y ris »higher levels of endeavour
~ and achievement; e e Svel,

* (k) who is a p J ' ‘. ities for education
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FOREWORD

The National Curriculum Framework (NCF), 2005, recommends that children’s
life at school must be linked to their life outside the school. This principle marks a
departure from the legacy of bookish learning which continues to shape our system
and causes a gap between the school, home and community. The syllabi and textbooks
developed on the basis of NCF signify an attempt to implement this basic idea. They
also attempt to discourage rote learning and the maintenance of sharp boundaries
between different subject areas. We hope these measures will take us significantly
further in the direction of a child-centred system of education outlined in the National
Policy on Education (1986).

The success of this effort depends on the steps that school principals and teachers
will take to encourage children to reflect on their own learning and to pursue imagi-
native activities and questions. We must recognise that, given space, time and freedom,
children generate new knowledge by engaging with the information passed on to
them by adults. Treating the prescribed textbook as the sole basis of examination is
one of the key reasons why other resources and sites of learning are ignored.
Inculcating creativity and initiative is possible if we perceive and treat children as
participants in learning, not as receivers of a fixed body of knowledge.

These aims imply considerable change in school routines and mode of function-
ing. Flexibility in the daily time-table is as necessary as rigour in implementing the
annual calendar so that the required number of teaching days are actually devoted to
teaching. The methods used for teaching and evaluation will also determine how
effective this textbook proves for making children’s life at school a happy experi-
ence, rather than a source of stress of boredom. Syllabus designers have tried to
address the problem of curricular burden by restructuring and reorienting knowl-
edge at different stages with greater consideration for child psychology and the time
available for teaching. The textbook attempts to enhance this endeavour by giving
higher priority and space to opportunities for contemplation and wondering, discus-
sion in small groups, and activities requiring hands-on experience.

The National Council of Educational Research and Training (NCERT) appreci-
ates the hard work done by the textbook development committee responsible for this
book. We wish to thank the Chairperson of the advisory group in Social Sciences
Professor Hari Vasudevan and the Chief Advisor for this book, Professor G.C.
Maheshwari, Dean, Institute of Management Studies, M.S. University Baroda for
guiding the work of this committee. Several teachers contributed to the development
of this textbook; we are grateful to their principals for making this possible. We are
indebted to the institutions and organisations which have generously permitted us to




draw upon their resources, material and personnel. We are especially grateful to the
members of the National Monitoring Committee, appointed by the Department of
Secondary and Higher Education, Ministry of Human Resource Development under
the Chairpersonship of Professor Mrinal Miri and Professor G.P. Deshpande, for
their valuable time and contribution. As an organisation is committed to the systemic
reform and continuous improvement in the quality of its products, NCERT welcomes
comments and suggestions which will enable us to undertake further revision and
refinement.

Director
New Delhi National Council of Educational
December 2009 Research and Training
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T iToiafefes feafamiaad

(OVERVIEW OF COMPUTERISED ACCOUNTING SYSTEM)

s
R RID AT F7 COT i 5 Jifeler R TR ETRTsE S CBICRR

o IfEsRTses fomfemea TGTHE T A | FATHR @ w2 2 a2d @ JoI

RO 2GS TS A | Foold AR, FIGeTeIE 428 AT ST TR A0S T FC

o WIS fEoRfEHTRel =fers, COICET, TSIt Fig 2zl 112 367 | «ff Afsrifrorps e

w2 2YfeT delR Somfk Fce TR I G TP ACGTAFOIRE IS R (O | 4 FI#THIF

AR | AfS (5@ 1.1) (OB A1 TS N S I A, TGS

o TR O A A Tl AT 237 | @B AT WO IR TS ST
PRIGFPRTE 3 F0S AR | MG M AT | ST fofes fRaafammead sfom (CAS)

fAsfeie SomTR T
I @S @ T A FAMETR T g Airehie @
afsa |

(T @S @ @I IR AER CFET T AT
g Al WA (3970 =ETE) @R

TGRS - RN |
ESTT  : FTOE, NAGIF TFIH GR O (HETF |

TELCT TG FFHEAIT G2 GiRITHI TS |

QT ZCE AT BE TR o frsa S Tt fefes
TR sifs MifCrE TR | @3 SR CAS 97 41700 @
ToAMITPTIRIR OIF ARl 8 SPRIofTeT W Setbal w1 203 | 99
AFIOIC® CAS ¢ ST TFH G ANFG TS I St 41
20 | IRITIS G2 SISl f2oNcas (felamepael @38 CAS-4 575
ffen Ao (codification) 2RI TS SNTETH T |



FIeo fefes fearfaamwaet dwfe

1.1 sfieoie fefes fmafaamsad smfs (COMPUTERISED
ACCOUNTING SYSTEM) :

&t wfR ¢ eifsrauePr ggred o), SCo fefes feafamiee swfe
TEICS FOSIT ¢ AFLGCE TR TG A fpiipare] oo 2ifmes @R |

v v
|
v v

oo sTepemE | [@ficeie Arp e

5@ 1.1 FITE177 SoAmTTgZ
CAS 775 f2iia [ifen A Eramme|tets 429 F0F R GRS RAEE o eid 7l
AfFareTs e Eferie afstamrne dgosaz e :
® (e 72 / SITAWITR
® <o
o elfvE
o SR {7l (T #19)
® fo-Ffex 77 (FTre-=wlox f2o9)

o e (FWweaa & 24 (Basic Flow of Accounting
Transaction)

o
(Gpa
A
A
=P | o | R | oo anfifen
ETTTR A | | 2T fer

5@ 1.2 I3 ST/ TRPE ST I (COT (/T OCRF ToATTT



Ff>Coreles i sfer Aias goitl

(5! @22 927 (Data and Information) :

&R SRR Fs [foq SAmIFatet (smoTR) 261 oo (OO AT, @9 <3 &
TR PO G T fFI=Cela =il [few 2o A aifscamm @we s, Lo
Bojifit oo A |

w2 ANOTS GG (TBl % Al (TH! THAMIN 251 FUoN 2bfere (ChiH G5 | AR, (G
T D16 (O61 T e sifde, @s-EaEa i, f&o1a fRaieia 1<, @Taes oifid «=ie
B i |

C AT S 9 IR oo T2 281 o | )

SR A S0 Al (Ba 1.3) e bt (Fited R @R miee 219) 3oiefte
JUOR (AR 5191 7)) OC (TR BRI A9 | 9fG, 45{6 4T (Cb! R (il (AT At
@R T GOTF PIRIE ATroie ArRIGIReR R W @0 AR T 27 04 ©f F9ig
4ITA Oy AR 27 |

1.2 CAS @3 Towi«riz (Components of CAS) :

e TN AREEHSed s (@ afeditag wfds

(FTRTCATATR 111 <] S I ol AeTeeIT 343 wafem R PR e
(S | 2o et afFaia pere we 2o wifds fqd, 30 x Rs. 50

3 &S =1 =W Generally Accepted Accounting Principles
(GAAP) 3 FGfaeTeltd 9j2he RatRfamsmaae S S |
2317 femissael 53 qETre @5 AT @RI TR A
AT, AP G ST S AWl SC® | 92 G
Gfere =T fomge -
o AT (AT RoaTel a1 23 |
® (FTAAJCEIC ST feTfotawe el 231 |
o SV WifRETIojCeTIcss W f2aica feifom s 22|
o 2GR (ERoleNes e @3l rexifiie age < 2 |
o AT oI (71 22 G STl faiereearel vl
7|
o fieige (ReAiie agred &y fermaelsjret Ao i
e
o FERFe @ETE THae 7Iq 13k 311% 6 o &7 2gred
el R = |
o IfefE RAayTeT pore e AfSaim «k et o=
A age a1 =7 |
THARIE fRaRfamiasel 530 FCHR IR 0 AfFIee 911 (TS AT |




FIToIF fefes fRaRfammzae sl
1.3 CAS @9 ﬁmﬁﬁ@ﬂ?{{ (Salient Features of CAS) :
CAS FEREWIR Gy ATAE R0 TIRGPTR et -
1.3.1 ¥1%% «3R AS9e (Simple and Integrated) :

CAS (F 7IIFS 1 ZEATZ I LECAS AR RRIIAS e oifore ¢ ssjefer
TS TR G | (e, 3w, Snfefss Ao, 9, e @R Besiive | CAS (S Saoed 41
ZMACE 47 GOOIF AT AF @ T THATIAN IATE O &AW FAIF Ty | IS 0T @
TR (T AV 751 GRS 2RI T=ered I (@00 A CASF RS €
MIS (Management Information System) (& &® (4, @ﬁ}f @R (BB TR FAOIT
S |

1.3.2 Foze! @3 foaget (Transparency and Control) :

CAS fsesmia & #¥ie T FE<R FC, (T TR A T '8 (R TEB
TN | FTHRTS e 211 MR oo (v 2feD OIF (efve 0=AIR fFaietiesta o
FOFO! TG AL G SGJHTI R SCH IS FCH ACF |

1.3.3 f3%e! @22 goe! (Accuracy and Speed) :

CAS ETGE 7% 8 T© (W51 I S &) IR AT (GAC2BATE (B! @ #ivt
31 ) AR I | orriwte «fb Fifers wfsig ¢ efsrawmts Aaiest fre A2+ |

1.3.4 A% (Scalability) :

CAS I SR 2IFIECT AN A I Sy (T AP 2R sifqsa Fea
QR IS GIRFCH T3 R (10 | G2 HFH G ([ (I S TP GR (@ I AP
AfSHITTR (T 92T 1 (TS AN |

1.3.5 RSataiaret (Reliability) :
CAS ff*6e I3 @ ARSI Tiba o1l w2y 7o, fafge @3k Jafrs |
1.4 237 (ife@=@ae (Grouping of Accounts) :

TR AR IR TG 21 AP SRR 8 SiEee] A7 237 | 013 (Shi Ao ifeiaveeae
AT 20 2103 | o fRoieties Al cifdfieir 35 @ awie 2 3l faRfees
AP TG TP w1 23 |

et s (Accounting Equation) :

Ny i fawaee nifden swifon S fasaiier a1 s7rife qa 2B (T @3
S[ETKET) ST fo0] 30 | (oI —

A=E
AT E=L+C
Qs A=1L+C




Ff>Coreles i sfer Aias goitl
@A A = 7ife
E = T3
C = o4
L=
GBS, (@ = 0T + Jore

2 FFACE M FE00 @RI FIGE T 2NeamIaed ik @R E 6000 @RI Nt
iR | SfeTee= wif AR ~RESe 2e3F TR 28 FeE Awerel (719) Il el (F©) | @it
o R AR Afowlets 27, A GG 2ve RARIRHBICE AT S G2 AR AT
AV P | G (AT LSRN 2 (&, SoARNEE ANSHABES 7R S[SICH (TR @S 2

TifE = Wi + eI + (S - F59)
TARITE AN ATOF0  SAME Frige@ e @ifdce eg w4t @ +ii:

S TECS (R I2{TH O 212 A A TSI PRIBICETRT ZFora | 2190 G Gl
foifera 2P CeT 975 231 GaR JorCarst I SO1R | 40 TET0 (IR SR 755 Sy AH>e{ 0 R |

o T TRATR - —
o CAATLTAWE SZEPTR
. AT SETE
J s gz Tuge
o ORI S Qram orefenfes
. T ST 1 RGBT AN (7S
. -5e(® RPTZ
. Apifere depTIR
. Rifre 37 SR WPz (F6)
. S AL AP
o AP ATRNTPTZ

. PEICRIEEDE
J T PR
° A AT

J eIy HEIRS TRPTR
o FEF A
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o eI
whete if@eTTz (Non-current Assets)
R TR
R TR
ST TR
BETIH S[ETK
TG Srel) ST T ifeag
TRe Gt ey R 16 wiferze
w-betfe fRfNcaPRR
feifre = are Ry F~ifenz (15)
Al el G3% ST
o eI -5e1fS H G
2. Wﬂ%ﬂ‘wf%ﬂfﬁ (Current Assets)
o verfs RfFmPTR
TG
RIREIEIE
97 G FAW FAGET
FEPA A G SN
el bfeTe FfeTR
o (ATe/ARPIZ (Revenue)
o W
LR DDA}
® 53 (Expenses)
® LS FBMAG
o @O GRIGH
TRV 5
ST
AR T

e o o o o e © o ¢ ¢ 0 06 0 o ™

™
e 932 35w <=
Rifon Relal @R o SR TR @3 SqHiE (Hierarchical) 7=4& 3631 | 456
ot 43R O SRS T SRS 7% I AL T FATIF APl AT
3l s sifavzmel fA*ow w5 |

1.4.1 RATIA AlTFreFa (Codification of Accounts) :

FPNLT SHE SSLI ST, @FIE *fox o g @3 28SIF Tfws, EfRIE afFpe
SR e ALCHC| 2RI 92174 WL @6 s | ok (I G Aehid B |
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AFroFae S (Method of codification) :

2T MIcaIGR Mscslomae swfe ag9 2ta @ afb it e [fer gaes
S{RbIE 0 A SRR Rl (T 7)) @3 Fe-=fon [Raaa! (Fre-=fe f2117) eige e |
Trizgeragel SR A W AR B o ) (@i 3aw Fcs #Af (R @ives 29w
WIS oo ) Fre -

133930 =z wiw
2. 378
3.0
4. 435
333(b 3R VI &I 11. CRIE (RSO wf<e
13. S(beife wi
14. vaife v
ol G SR 21. et Fife

23. veffo 7ifg
BIRPY : IO AT el (PTG §2 AT A1 1< 23 (T 1 97 77 3, 2497 AI0E) |

TARTS Ao AR AT AR F0F & S 001 729 I | @
A4 AR 7 @3 @, I AT Aot TR SR Siffies I 2 [ @9
TR N eFS s SR SIfeTFos 2R A |

1.4.1.1 9ARARSF ACFOTZ (Sequential Codes) :

(IAIEF FCFCS TR 3R/ SFEFYTENCS AT SIS T 2 | 3 Ao el
6 FRATS A T T (@H-6F, B 971 | @36 qraRifes sieEe a2ioi@ Sepriae
TEETed (A | @3 2SS T AN T0RFYT SRS FCFORRCS (TIFTR) TS
FACS T T2 Ao [SfGre @ aApifers 92t (e @@ T e 27|

TR -
LTS IEUIG]
CLOO1 GCERT LTD
CLOO2 XYZ LTD
CLOO3 ARIL CORPORATION OF INDIA

1.4.1.2 ¥ ACFOMIR (Block Codes) :

G FF AT g IR AT 9T Sop1IfHa Fifere wLive ol 741 27 @3k Aol Soifa
GG ARG (oDIT0 51 511 23 | SITERPIRS] G AT RIS A6 G oA AL AT A4S |
(RIS AT 2AFFHAIE St FF wefle qUmtg FRAWEN 279417 I AT |
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TrizerFgst, O IS FIGER Ty TS AT 5791 200 2
FALFOTR AR €&

100-199 =5 A™ePTR
200-299 RN AR
300-399 AP
400-499 CNGEYZ

1.4.1.3 WT& ATFSRZ (Mnemonic Codes) :

a6 e e aifde 22 e At forera ifFregst T T @It S F7 SR
AR OFACE AR FF | “Sales Journals” @F SJ, “Head Quarter” ¢ HQ z&1 Wi
FCFCOT Bizgel | I AT IR SNEFO AIFe THel 2o @RS, (TS
o fofze Fate @Na— ffEa &=y DLH, =t i@ oy NDLS, I &5 BRC 2wiif7 |

1.4.2 T T PRI R FCFS (7 F17 rfs
(Methodology to Develop coding structure and coding) :

B! ST 40 2 4o GG @il #ifasifers s Rwsietcaa S @<ioa Mrmi@ifna ooy icfomae

TACS T | GF AL AMCHA 2o A0 ARSI OFI I (245 910w 31, T 2ifols frmidfa

e 7] AL [ 7 27 | Rgleral wATbiete oirifios Sy Sas Aread (pelgsae)

G} @G R Y ifFe [Kfew RS T (Pefewis) Aiifes Foma

R e | G271 wAffRfere i e famgst 2rs #ii:

i fwem— ofeq a=a - et > ifd > =4t » FERal

retaift fRealw frotat, Jifdesy eial a1 e et zte it | ©fS gea il sk aft cifd

iFe el (AF @ 2T T ©F €2 @i qrew wifes =4y [ifew zre st | =it

ARCHReTRe FIT Fefizet e <A e [ [Ksaw o= |

o REY G WgIq 4F GRS IS ©f2 FIHa ey A CH 0T FIOTA (I R
AT (712 | 43 2SI A GFfET GS, 75 Rler ARt Fa0 eiewa
ARSI PN GFD ACFS A 2T |

o YT @ RvpeTcaz FHifas 4 99 Sfers T M, S RvpaTeaa ey 26 k4 <
F0e AR

o 21 eyl OfSw =w ferfom e Sy =M 1 @CS ATCH | 2 FERIATE @6 I
I T ©feq T ferform At eftare |

o ol forfoiam a0 Tey @ ARAIZ TT | AT € M @fdee oy 1 [etat
2T Al 2AIey W 2, EICHeE [Keital 0 N [Riava F21 267 |

o AT TBGE I Ty 26 WAT TS
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o &3 el =< AT 9 9 @ 23 1| 0i3 15 FRLI2 =< &y TRD |

o 35 ifax @6 =g Rl 7 Ty 2f6 AR TS 2@, IR @ @ 9
T 99 ST (@ FERIAT 203 1 @Bt 4T (e [T |
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fmster 215 w4
g q2g 216 w1z

et 15 w2
cifel 2f6 A2
IR 15 72y

iRt 26 e
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Tota efai Ifrefrce R AR ToTae I NS 20 (oI AT 6 41
S TS TR A | SwizerwgAt, 7l Gt =l AfRsifere srefs s W 7w Rplerca
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= TS B #IIE ©f$ 77, ©0F Ok A0 g 209
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| == - qve i RERIRTE @ 999
|

|

bemmm--- 4T IS (B- *14 &e 2)
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1.5 CAS =5 sitad 59219 (Using Software of CAS) :
CAS FHEIET I 12 AATE I TG — TR T G3R (5T 7{fol
JIF | G P 2SI Kol (ofz 411, AR s 23, AfeneTa «a= (g=ioe
CF I T Y4 A WO T2 CofF Fa) Tonft SFYe AF | AHcs (et SIS
@ ferfoamae @3k afstane tofF w1 Torift Sege AT | @Tams s Fat 21 —
9 SITHI, IRT SITHIF, T SICHE, [T SITHIF, T SIes 3wiiva Toig fofe 07 |
afstamte (e 72, AfoxE, @eifiE, sire wfox [Yfe, s KRadl 93t F9m o[
=il toft a1 wraes At | (Rwifie G o=y Ags S oredt 1)
CAS Toeitad Maviarsie (I 5iqat (Security features of CAS software) :
afelb ARt TRH R, (COIR 7], ool @3] (afisiarrel MiEee w56 | Srewq, dfeft
T e @ Seten aviq 6 |

o 2\MSAIE JF= (Password Security)

o (©G! f4S5F! (Data Audit)
e (TG ©5 (Data Vault)

AMETIS 7w (Password Security) : APSHE 251 GG AP A e FRFHIACE
(@I BT @ O (5! ITT I FAO! A I ACS | 936 6w, Atz Fife
SIS AR S ST 27l I AF | For7gol, 93 2fsis 9vem It
a5 S (oI @16 2T FAF TP Me 209 2NF, T4 1 o=y (©hi ¢ 92
FACO B T4 PIEHN ©f SR I |

C APAGHC 2eT G B (@) It FITo6 TI-AT FIT St ol | )

(@5t A (Data Audit) : 92 WHRGT ST SN0 M2 FE (@, o1 (©OR T (& Al
A @R N ARTET FCACE, €T T (@ IF (TOF SAfFS IR OF O Wiy Sl I
ARG T 2T 3R OIF AT (UHIF Sl 1 Towls oo Tl 23 | 3T @3 @G M
GF-9F STg |

(5! &6 (Data Vault) : 46 @36 FFPST Al (TH GHfFoHTTR N SO =6l 2wl
I A |

IRFII o7 SATF RFS I T T G Sl 1 1 STOrE e (A SPTE)
o | GOIF (WH! (FI GeT 2ITS TS GBI €2 (TORF aisiel [iFew e, T
A2 €2 (TH! 2T I ©F WL FICS 753 20 1 |

1.6 CAS @3 Afasrmz
Ffeeorfolies i s (CAS) ARuPrR g
1. SifoFe I AZWAR FICACH ANANS ST IR 02 CofF F1 I |

2. FRFTCIE ARG 9 0 TN AT |
3. PIESTR Soiw IR fFage Iffoe F |




FICTRTSles fRamfammeae smfer ANEe ol

4. ToARPH (T AP T Ao IS |
5. CTOIA (AN THNCEH |

1.7 CAS @7 Amiq=reiiz (Limitations of CAS) :
CAS @7 Asrawretejren fawgel -

1. 2 Y9 G© BT A SR 2 ASART T TN &) Oienel [l w1t
ATAS 20 A |

2. Rye A<EAtel 9 AT RS REN AT (THl 75 i 2R @0 A |

3. (ol ZifdR 2eTF a7erel @ AT |

4. SIS 432 SR T2 27 @21 (Un-programmed) 2fSTR9JTeT Cof a1 i |

1.8 R Fac @2 2%fS [Accounting Information System (AIS)] :

forfaerae vy smife ¥k oiw f[ifen Teiomife Awaifre zre «ita sFEtafefes
fafmRERe mfea MO | AIS «F SotomfSaat s Aemwee 3o w1 2z (o 1.4)

ok DI AN

qG© A0 (=
nﬁﬁ Tt

[‘FQIRI 1 T~site ﬁﬂﬁ]
i Soioifs

Ty e N‘/

[JBX[BIE 27RO

5@ : 14.4 RARAFRFa9 O *1=ifoq Gol-oi=feryz
1.8.1 99 @R kT Toi-2m(fs (Cash and Bak Sub-System) :
@f5 oIt 2SR AN W e I | @2 o, 2F A ABVRE F9l G3R ([Quyfon o2feT
R Tox ooz o | s FIC o2l [@yyfon iR 2fF e Mo o2lke
RFET T (I 2RI ABRS 7Re w2 s =iz 20 A |

1.8.2 {3 @ fiitaa @liel $oi-2i=fS (Sales and Accounts Receivable Sub-System):

@it Reenes R, e Afoaie ¢ Aife M[ees TR AR wive | b [
TifFe AEehe Afeta, MoEle o1 ofis It ez @3k 2ifleE siE @
I AR 2RISR/ CRMIRITCER GRS ifer 2ge e |




FTo fefes fafaaxiaad sw=fs
1.8.3 STereiel) ©2i-?m(fs (Inventory Sub-System) :

«ft Fge T ToAmIaPT @ Ot RaFe (@ &1, 2l 43 oifd feiform s 2 | @it
APTRS SR € JETR AT COfF B |

1.8.4 37 @32 {319 207w ©o1-2i%(fS (Purchase and Accounts Payable Sub-System):

Gt SANSMICT PR T G AT AN IS 0 | 4 AR PR SN, FH-TAC A feifrete
I G ANSTMRCE S 27l S A | G TR PRI, AN =L 2T
TR SIfeTR G SR TAAATF 2RRS 2 OTwao| (el 2ge S |

1.8.5 (Ao ARSHFAe T7-2%[ (Payrool Accounting Sub-System) :

@t SN TG @R (@ 2l A | 93 R sigfa aifsran (2t Reifresia m
@ 2SS (D.A) S SEI=) STOPTE A=I(F 3% (2NSTTS W1, 79 1M, W, S
GIR I 5 RO (@0 @ TG(F (AF ( BI! Fib 2T O O Sl 17 | 93 7wfs Tgfs e,
SR G Al @3k 7ot Foiv Sief goire v Siefemia 2o 7S AfSram 2o I |

1.8.6 AT 791G feorafaaac To-2mfS (Fixed Assests Accounting Sub-system)

«fb T, NG, Jlfoeaae R Toifeq IR @ Gl G SGITFE, TGS @32
TN 2oyt E Ffee S A FeE AR Sivw | griere it 11b, Sy @) Koy
iR e ST it Aferane o S |

1.8.7 371 faAARW&as ©oi-7mfs (Expense Accounting Sub-System) :

@2 ToAA=fSfb g2 feTias @ Seoiv, e, onfds, e @ 354 a3k Seyiey s
TROTR( i 0 |

1.8.8 ¥4 fRo A @=Fae To9m(fe (Tax Accounting Sub-System) :

% G- oS eI 39 (VAT) SRANT (Excise) @ (Customs) STRHCEE ANGTAITS! ST
G I | 2 G- fG 2 ST TR 597 27 |

1.8.9 mﬁﬂﬁw ToI-91%f (Final Accounts Sub-System) :

G Bol-oifolG aiforaws tofe St o wFfox 2119, Tnaesig qek Foi 2z Reedl ago
TS AR A |

1.8.10 #If5 7% T71-2/%{® (Costing Sub-System) :

@b ST AT TG e 121 3 A | @fs Srepiey o $ol- e
FHHIE o1, aﬁamaxwmxww (T ATIEIT O G AL T I | @3
Ao AT SRR AN T (@ A6 27 OfF 98 (ofF I |

1.8.11 TS5 TA-#I%(fs (Budget Sub-System) :
Gt ST SRR T TG G I ACF IR TN SO AN 2F© FIH et I




Ff>Coreles i sfer Aias goitl

1.8.12 J3ltelA ©2 2I%(fe (Management Information System) :

RN O ARIFS (MIS) AT 2oz @ AR AT T RN Frig azreg
Ty Y2 AT A SO |6 A= (b Y72 Tl 2631 Tfoe ite @i bifzw Wi afsraws
AV FACS 2T | €3 2w [iSa aRiiofmions easstel G- s{faese, FRaow, SR,
TR, FREd @3 AT, [FARES € (G ee KA e ezl M=y w6

|

ATTRCTF

1 2| @3 FFATHR FIeow 2Cemin R oS I oifds | eI Ny witg GrEeE
AR TERG (CPU), @=o A& G (RAM), S@69 (Rie), FEIG, W8, Apa wifmied (@6l
T PR AL & 2ACTTH € CD/DVD =k 2517 2wopifin | epezn vy fMoieta @i Ao
51fo | TSI, T FIEE 7o ST (FFATHR PIEbT @i =gt At @b SifATIe o ez
209 A | CAS, AR oS A2 IR | RAR B FFHET S Biife (Tally), SRR
FFLEIEHT G0 SR |

AR ET! (LGHCTHH (20, ATHBH (R, KT (T )i &) IR ATATEH 2 CAS- | RO
T 2T O 1o FIINC TSR T AT | (@ St i w41 203 OiF e S A
ARG 20O 203 ARSI FIATICT | THIZFTgol, Trssia ¢ Fewied AT Al
SRR GFITT (2T ARICFIER T G0 SR FICT 2AHE A ARSI st
PRI SR TR FCI oI |

CAS-a3 FRaPTZ 2o i, wrel, siifafess frgere!, 53 0I5, ©27 (ool 2eif7 |

CAS-93 ANRSIER N& IRCR — ) 2Y(H g FLbemedla) 2@ e | 1) [ qpizs A
QCICF TS 0 ST FAE (B! 75 20 T AT | 91) S G2 Sy fioiel Tfere [oife

=

o TSI O oinifs 251 [Jfen Toomifor A | @Ia—

i) T G I RIS i) T 93 AT 2ol Sooms iii) g sielf To#=TS iv) 7 @3
21 A0 ool v) (oo fEAI9 formmicrae Sotoiwifs vi) =i srifs fEaafasmieaet Solsimfs
vii) I AR SoiAw(S viii) T AR Tl ix) POl RARees Soivmie
X) AT ToA2=FS xi) AT TA-7=(S xii) ATRNAN SRS |




FIeo fefes fearfaamwaet dwfe

RSl i

Q.1. A= Tel® v wtat (MCQ)
1. FTOI fefes i swfor Somiermzg g —

F) ool dforame, 4fa, TGS, FFHETN,
4) (B, Tolel, 2ifFl, FOe, B SWIF
o)) Grepalel, Al “fexe, (obl, R sifers
) (B, Ao, 2fF, e, Seoeb |
2. FTo fofes RaRfTmmed s=fe Iere @RI
F)  PHCHICE N SIS 8 FS-Hiod &AR Ju@el 1 |

) FTHIET MW FTIC =2AR afFaead w41 g 7997 @ Afeaws
Toliof 41 |

) TRl RFE (Thl afeeRel T @3 st el 4 |
q) TR (@02 7T |
3. FHTHI fofer fRafrmmeae 2w SoAmTR e (@I :
F) T TR RO 1, SR e w9, s ey
791, Taeriq @ AeHied AR ogs 41 |
8)) OBl G (A0S pore [Kgfon agfe
o)) TS R Ao (AtF CAS-9 oA |
q) TR (02 7T |
4. CAS Z(© TR
F) TS IR TS, O, Mo, sAfsiercalay, Reiicatey |
F)  wioe, A, T6g, O, FINHT

) AR AR A=S (AF SEHThefes RaafeEe
ARFSTS AT FACS 757 |

9) AT @2 77|

F) IO, ARPTIR R A
) AR, SETH, AIRETR, SR @98 I
Q) o/, AT 2P, O 3R 476
q) TR (@02 7T |
6. TP AR CTACIT Ao S]] 25
F) OB G TAMINTAR S SR =9fF of T4 |
) GO (T ARFATI @R POl AT oy |
Q) (OB @38 SCF FAFFS A2 |
q) TR (02 7T |




Ff>Coreles i sfer Aias goitl

7. ACPoTRe ARG 2C® 2
F) A AT AR AARbEE FrS Al |
) @3B FERRe o A |
Q) RS @49, WLF 93 2o fdReie AfivEs |
q) TR (@FI0E 77 |
8. AT ARG 0] 27
) (OB @i <5l
2) e e tofs 37
) TorenR, afsramern i EfEre w4 |
q)  7Rered (Gol AR, oS iz At
9. CTfere w2 aifaiee TCeEd IR T &5
3) (TO! FRAfFS 41, (TH! AfFa 1 @R (TH! AkET A
2) (TBI FeZ 41, (TH! 7RAIFe @ aAfa Tt @R O S 2wl 1 |
0)) (T &S 41,0051 AAfde T @R (BB AT A |
q) (T M49I5S T4, (OBI eZ T G2 O SAMI ARl 4 |
10. ST el (@ w2
F)  TSTRES TEERS AR G AW 0 IR G |
0 XY AT ST SIS ey
1) XL TSR TR A &)
K)) wyig AT RoRfen et ffRee 1

11. IR oo 1w F19 T G FRRAIEPIR! 76w avie e
F) <9 &l SicAvl
) FFeieaml

0)) R eicml
9) 9w 2iife eicawl
12. 4T 7 T (S LA AT s A
F) 23117 efiel sicamt
<) e Sl
0)) R eicmi
q) f&or diel srEs ez
Q2. fasferfre emejrena Tea whe :

1. & S fRfaemeac F=Tor a3t 929 arEeaE @32 @& @b Sorrn A
TP 2

2. Ao [ @ 93t R smfere Aifosae e ¢




FIeo fefes fearfaamwaet dwfe

FFICoRTSies RaRfmmae TEoeIEs adiw @RS &5 & 2
fARfsHTRel b [Rfow iveen & & 2

(T @R ST ) SHIRTR 21 (=10l |

e (@t A RoTael ooy @R @ #fFfF=ifore Qo At Sifes Soil ©f
I |

7. TS * o AKesl 7S @R SUIRFREICH Rgeeitd il 1 [Pl S
(R ST AN BITE T ENE (I T |

8. @3l 2w vl 52 «ft e et e
9. T @G3R AFb IACS fF @RI ?

10. CAS &3 SRl & & 2

11. CAS @3 AR« & & 2

12. gaFoii i @32 afb Feia CAS-9 72 27 |
Q3. wFela #tensa (Skill Review) :

1. frerds R “oTafas @Pemed TRFeeid Mo #fFés Mk Roafaemeae
AR P S @ H2e 2 FThRfeles fomfammiaed sxifers 17

feite biRe REFIAR g9 I 9T G0 weT AR G2 ST Iem(s 76 938 TS ©f Srpiof
|

2. fsfeiRe s fefere sge Somitas amy a5 ATFeFae SO 2ge F4:

&A1 70005 Sotvi FCaTR A0 37 325 Rttt (e a1 a1 =itz | 2fef 32 et
SR 15-400 Toifeita fow | (0 Tofeita S0 FA! SIF oA 1240 1000 (ATF @
20O AR |

AN

1. 2.4 3.F 4.3 549 6.%F
7.F 8.+ 9.4 10.F 11.¥ 12.9
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SPREADSHEET

far<ie SrmlTIR
GZ SR G AT (SN JHCO
AN
o CEITRICE Ll @ Wi CIREGrfe]
« TSI CRITHT T2 FCS 23 |

CRITHG 2o (@l G TEAPRRS A | ([@PRR 26
e (93 O FHAPRR 261 ToTy (937 | G CRTHT «3ih
SAFRG AIere Afibe | «ft Ficiare A LT © @, oA
IR eI FACS I 2 | AfS(B W 27 @(b FoF (@ ([@Fre)
9 2 A 9l Sy SR e TeAe fofe i Tgw 2o
AT | TGS A 251 G AfGanfafes aifmem g/ 9o
B (T @3 97@) w4 |

CEGHT SRR 23 (PN FLAS ARSI
G (TG RETES STard I 2X) @31 G0 FATHIF (2
T SN (TH! AT A ABIF FAC0S ARFAFI FI0O (7 | Sl
MS-Excel (31 (@<=13q Excel) @& AR CRIHGT gicse #if
Microsoft Office Suite Software @3 Qo S |

@f Ak Office Button

| "Home | Insert Page Layout Formulas Data

(-3 “ .
_‘41 : Calibri -'iﬂ?/’
3 =a
e || (miEE £ 3
Clipboard ™ Fant = Alignment
foq 2.1

TR TGN FRFAT Excel 2007 G- U0 A=}
e ooz a1 ARREHIAT THI[EA TR | Excel 2007 Q2
“f==” (Ribbon)(b@-2.1) Wit ififo® @i gl orix 7jees
A fex oz w21 20z | @2 GeReTEt Mo Soifers Sraejret
A2 I AR 1 T | TCHER 2JTI AFAY R oz 3




FIeo fefes fearfaamwaet dwfe

ETITHG <2l w1 99 729 | “Offfice Button’ ©8)-« ST 41w (reit) G =i #(0s,
SRt @G AT ST YA A @3 T (7 FACS A SAFIFH (TS Al A4 FI0S
N FIBH GICS Il T (N0 CHET 270! MFAT! TeR SARFIHE Juel FA00 Al |

2.1 CHTHTEA 2AlSF YIREPTIR (Basic Concepts of Spreadsheet) :

G G0 PR G SAFIS A Ao | b entIF 7o [Fg WA SAFHGT
g At 7S (6w 2.2) | A2-[Ts a1 A12NFSItd sheetl, sheet 2 @R sheet 3 FNF foaG
5 TRRTFANTE FIZ SATH ACF | GO, 8 | (FIETNG G5 STFHOS “Active worksheet’

A ACF 932 oL

O (713 SANFRGH (@FIe FRiwetol AR oo TRda W6 e

23| ¢ Active worksheet- @ <% & fC6 A WMCF ‘Sheet Tab” @ B! 27¢F (Bold

letters) (TGS 221~ 767

29I IS (A Insert! Worksheet).

(Og) 2 -
_—

Home Insert Page Layout Formulas Data
=2 E i = — i = _— 1
_j G Calibri 11 1A AT == &
Paste 7 ||[maeE U -E-S A ===
Clipboard ™ Font = Alignment
i A1_===v=(=‘__ — .-_ S —

F

\ Name Box |
Active Cell

Column Letter
10
11

42 Row Number |
i e—

14
15
16
¥y
18

m‘-IQ\UI&-wNH

"}

13 Click this tab to insert
20 more worksheets
21
22
23 | (P
24 Sheet Tabs l
25
':';4 » » | Sheetl - Sheet2 Sheet3 o=
g 2.2

R {35 S ARIEH 20 wieofig 7o I8 w1 @« (A

RICGa FIN9JCeT, ARG, sheet 1 Al sheet 2
Al sheet 3 & GATT WGAT ©iF 5 w0

itoa A (@ s Tt 2w@) FieTs
I ARZFE 9% ‘Rename’ a1t v wea
RS T (@S AN |
( )
= 2.1
CfeT @< Tge MR
(Basic and Derived values)
M (@ SNBEER 210 (Q) 9o T (P)
@ T O (IR |REAHT SHET (V)
i fsfeis i Sge 27
V=QxP

QT P @3} Q 9N (TfeTs 23 | G2
V G Tge T @RY 46 Q & AT P
oo I AW 7|, 92 AR QxP) &
AGaldces [ IeT 2701 @3 AR
SfoRE SRR @2 SO I (el
TR |

DY AGTISI @6 N afafes
TS G5 A G T Pl AFCS AT |

\. J




TG

P =2
2 _W —\‘g T (AT % I Wo.am»a W Home  Insert Page Layout | Formulas | Data Review m
@T Qfa— ) | 43 Define Name s !

X Autosum > [ Logical- [, Lookup & Reference ~

iz a1 23 @38 Ferwejeer I (AT B et~ (Tt i~
Y '_‘l E(f.?]s 3‘((@ g% Qa i:as E 35\‘) W ®| ‘ﬂw 5:,1’;&“ ﬁFinandd' ﬁDale & Time ~ ﬁMareFunr.tiom'

A3 | Define Name...

2007-4 65536/ AR, 2, 3, ... 65,536 fundion tpewy
Numbers v (s f| 5

ail fofere Sl =R | €% ARG SAHHTT e o
GTHACT AN L (AT ZCACZ | ATl 5 2 7 /s 3|
(rHETE S G 25616) T e Ay
e saed, @W A, B, C ... AA . IV, 9% 4 Formula bar or

QI (-1 G BN A ORI g o =
TR | AR, @6 WG S 65,536 x 67 2.3
256 = 1,65,00,000 & GieT QA A AFwATH

e TG SRR el @ i1s1 FTFa (work area) (6@ 2.3) 1

o B W e

G CRCHET G0 G NP G0 N Al FH 1 @0 AAlaifdfes aaceme
@G 1 2| @ @8 @I FACE @I 6 36 20| @36 @ Hizre a1 21
G SFFF-@ AR Tl B A CRITHET G0 WS SIS Mo 303 | Srizaersg,
@ CRGRIGT 49N ERTs Al @kl e w1 27 3 ©few 2.1 @ @i-1 93 F=1% (A) (@
PRI ZCACZ | T SIS O3 g 1, O A0  FPIF 22 Eoee s Al
oM 0 932 02 @3 GTEIDTE Active Cell J@1 23 | SR 510 Si7 forza S @il (@ A1,
T, §oF, 95 [ 5F 2.4-9 RITAI 2CR) (6 SARFHEH GRFATH I70e A @Te 2N |
Trggermgel, G8 Bl I€ Gfb G it Sidie =rw (8th) @l Bt @il gz 3t o

IECZ | G2OIE 2felt EIETa G0 S A A cell address 60 27|

G (@HIEA — G0 O (@FRIEH CRORIG G0 T A G0 [ MU @I
SRR FAIE A AT (T I A1 BT 1 27 | G (@GN 39, IR, S15
I S FANGYTEICS 97 2 @R «ft 936 83 At G fecee fFom 301 o
2.3 (® Ranges BfZ® 2 Totaa A G (A1) @R NI ©IF (e (E2) 9T GT6T (T
WIRanges?TWﬁWWW@IW(:)%WW,W"LALE2
LS 0 (R (@ @2 %7 8 (1T (T (TRITIHAYLEN T FFe GTE9TENE ST I
oy | FEFoq0e A ARSI G @IS AR 1 77y 27 9 91 29, (@ 93q
IS T 20T R B FIE (515 T 2R, @12 3@ 3 TG AR S @
@I 2Afowiers 27 A TSIt o 2/ 20 TR | ST (76T (@I 25 absolute
G @I T TARE BT === a1 [T® Tt 3¢/orea @R @7 A2t e aifde |
@I $C4 or C$4 TS EIeTa T FrF AT T T4 AR (@IS G @RI
HTAIGH 2 04 GFG absolute GTeT (R A92© 2, TR L T4 (I 3@ Il eI 4
T 2T 3% S (I O (o5 1 2, O G Al TR A G @RIl 2
T | @ mixed reference 26 GFH GTA @RIEH T @ I FAN @FEACE =G A
Y I N PO S (IS TR T 521 2 ACF, @ $C4 1 C$4.




FToT fofes foafammiaad swfe

MEH ATHGAT AT [FAPerA @R (61 @S roTe :
SAFRG (I SIS FSOMTER &) Ig© 27, O g J7gaiel “§

et @22 AR (ST N GR (S el =—ReTw) I92F
B =AM I @CS AT | QTS TAE F IR Y GG TAAF
Tl @R @RI Sl | BT O ) CHIS I6 T O SAFHG
FFATAT T (FINE (PN AT GG AN SANNHL 6 F GRS
o F 93 Bist face =301 (B9 2.4) |

foq 2.4
Movement Key Stroke (Press key)
One cell down Down arrow key (1) or Enter key
One cell up Up arrow key (T)
One cell left Left arrow key (<)
One cell right Right arrow key (=) or Tab key

S ST 932 TR G (CBls (@R FOOE 7R
G A G IR G G IR GAGER T A0 2 | (TH! 7lof GIAofiaiia o
TICo GG (Il G FAICE QRIRIRS EIET EHr (@RI |

SHIFMTHF T (ST (5a75%7)

Movement Key Strolke (Press key)
Top of Worksheet (cell Al) CTRL + HOME (i.e. Keep CTRL key

pressed and then press HOME key
The cell at the intersection of the CTRL + END keys
last row and last column containing data
Moving consecutively to the first and the last CTRL + Right arrow key (—) or
filled cells of clusters of filled cells in a row by else END + Right arrow key (—)

successive pressing of CTRL + Right arrow
key (—) or else END + Right arrow key (—)

Moving consecutively to the first and the last CTRL + Down arrow key () or
filled cells of a cluster of filled cells in a column else END + Down arrow key ({)
by successive pressing of CTRL + Down arrow

key (V) or else END + Down arrow key ({)

Beginning of the Row HOME key

Beginning of the Column

@B GTCET ([ 0 AT 1 ZRCR O FAPH< Al O € WA Weel 91 (b i 2ce
AT | T (FINES ETCE (TN (THI 5291 91 206, U 2 (Woia 513 Al aFiat 9% Fare
ST 2, (I, ARAIPIH A S 8 AR farelel At Siffe) GIEe STy Bizst St Site aipfeq
Toig e 33 |




TG

M AT FAC WD 306 2T, 9 479 A ZFRD FRRFASIR FRAPHF 2 T, W 2=
FAC 0 Asset (&7 27 O GF 0 SHFT-I7RAF =l (Alpha-numeric) TR I,
IR TG0 12/07/08 2T FAC 26, @7 437+ ©ifFd BRew @e =701 (ba: 2.5)

e ﬁ% ST S GFA IR — Home Insert Page Layout Formulas
ATNGAT AL AMCHAT 2o @9 GO @ | [T % goormanoias - 10

P B 23 v | AT AT || -
T 2P T QIR CRAR AL | paste (1 2 1w || -|[ 2~ A-| (== 3
AT FACAT &) (Pl P9 TRIT I A | chipboard = Font = Alig
o fdfae T | @Y ST THAEE G @I 86 ~ |
G J3ZS T O s zow oo, g A A LB c _B.
(Afatfafos mfmen) @k (ehl 3 A T, “m;:;; As:eta e 12-0:-;008
QTS AT | (18 @1 2.1 A (74 foq 2.5

W
FTHIET G MG G EIET N0 TR 512l FCI G0 el AT S T |

S, G5 el 0 T i 0 Tofdt w1 @US AT (TGo), T (NS oiefefl Fowiiwey
S AN, TS i A I 27 F00 2ATF 1 S (T (@ AfgS I8 (stock
quote) 3! (CHIIETR T+ 7T FACS AN |

Ff~ITHR @@l Alan Kay-3 SPAICE value rule 31 S0 71 CRIGHTE 2tzisl 71 2 | G0
T 2R @, @FNe CER A IR (2. G ([ 9 Bl IR0 4y ©OF T
163 3 | 7@ ST G AT ToF fFTSqa 200 I, O @2 CeiE 2ol
RRITHIN AIRN GT 1 (BB! Al TS AN FCS 2AC | 7@ 5lofeT] T I sidle
effects (712 | ©iF wfifre GIe foor aNfafes wewe e @emg S1eo5 awfq
FE| @I EIE [Ty RATCII AT FAF &y (T8 AlFles aifva @2 wf 7
AR TSI IR KA FHG FR CF | FAAE FEHS G first order
functional programming -« < A7 23 7o 23 |

CEORG ST (g 2.6) 93T 72w SrRe 25, PR SNHres 2R a0l I @]
CrmelfSTe efie w1 el a1 At alea T | 2T AMCHA 26T (T ARG 2CHA) TN
I o1 =1l == e <= |

*  Principal Amount (ST B( PA)

” +(a fe | =B4 *(1+¢4/(100°D4))*(C4D4)

* Rate of Interest (&5 CCO 1) JAL_ B | £ D 7 Eol F
;
* Periodin years (NY) Prinei Rate of Perid Maturity | Compound
* Period of Compounding (3715 DCS CP) Sty Netxrest | Compumpiing | Jaowst | Ratinmt
PA R (%3 MA cI

*  Compound Interest ( F=TN FCE CT)
*  Maturity Amount ( TN ECS MA)

I e RIS KRB FC Maturity Amount (MA)
«aR Compound Interest (CI) S1NRRTIT 7@ b fomge ¢

10000.00) 1000, / 500] 26915.88] 16915.88
23456.00]| 1250] / 10.00[110823.77] 87367.77
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MA =PA * (1 + R /(100 * CP)) * (R * CP)
CI=MA-PA

5@ 2.6 S @4« S () MR AT G STFHTH ETREH(H =g Face 21 |

@b 7% 1 AW @, AT AN GTeAofeTee 2@ T 23 (ba 2.6 @3
I GRS 251 B4, C4 @<k D4) Tge Wiwsjtel (59 2.6 @9 3 GR19jteNl 261 E4 @<} F4)
FAFASIR ol 1 2 (oI039 9@ 92 ) @3 formula bar @ @RI 27 | IW (e
I TFoCel AR 23, O3 99 Feragel Tgo Aefleie (g S ALz 27 |
CRGHTER G2 @RI SIS [&fes what-if-scenarios e S ST 3% I (OIE |

«IfE a1 Beoiy F17 W4y e e (if) @< &SI (what) 219751 F919 =0 €6 what-
if-scenario AT T 27| JoR A6 4F At e ZT2F M ARTISTT TR @
Tafbasd el @t T S Ko TRl 30 | Toitaa Tnizgelft Swyiey s A <8
T A, (6 e A7 @ [ Jom 27 @3k [feq st @i ow Freia
compound interest 3% maturity amount-(F 2eI® FF |

Toiraa Suizgell 10 e SIRe G AR 77 SR CRIeRITha S i sfer
R ARG IS JATE 201 | (T

2.1.1 (eTCI=PRR (Labels) :

@3B (B3 A1 KT SR (especial character) (APTR Al FEISPTRR A ﬁ‘ﬁfﬁlﬁﬁs OIS Gy
T TR REm 391 27 | FTRE9IES 2o ©ita 99219 331 I 1 | @5 multiplied,
subtracted TNt | GFTRET A-Z 2/ @ (@I S i1 ¥F I7 @ (FIF G S 200
2T, @ 5@ 2.6-9 Principle Amount, Rate of Interest, Maturity Amount 3Sjif(F (ST
RO (e 21 |

2.1.2 @@ (Formulas) :

319 0o g GIETR BIC6 ANffsT leaite @RI | @9t SRH2 93 “=” B (311
fo%) @il %3 209, @ 5@ 2.7-9 @6t E3 -8 =D1+E1/F1*G1 @i e 1l 16 N (77 |

4 @3 ETCE @3 @ AF, ©F GbTe 2RME Sy EEER S AT | 98 Gror
G (TP T G (A 5o Al (SRR | @F 3o 267 (TR G 3 A «@F g o
1 | I (72 (TCET AT GTeT9 (e 1S o (IeTa BTard 41 28 O O e & 9] GTea e
N T fTdq 47 |

ﬂ =D14£1/F1*G1 < The “order of apertes e S, @ 0q A T (=) oz

D

E

F G p OPETAMONS oy frafls ST aleiel 1 27 €% (et E3 (@ 2wffe
etermines in

8 \whichorderthe =

mathematical
operations are GG G (@S (T FelFe (IR S I TR

g 2.7 carried out TSI SRS fN0 S | E3 281 @31 989® O,
' sTeaik «fbre 1t amife Tsime Ttz |



TG

FIOME @R TG NG | 9@ (@G w2 ente 27 7u @ S TR S
A 5 T Gt PIeers a1 27, SR afb amFe weiizee (iR (92 ¢Fea 16) |

“Aianfifes fFapetiol @3z @fGet nested conditional (what-if-scenario) REFsTi=i9/Catl
CRCHBGAER @I T 9 @Co A [ siifdfes (i) sasensl [feomes a3
e B¢ [order of mathematical operations (expression)].

afafes feaeetam e (Fifme)

Order of mathematical operation (expression)

Ff1oIaa aifdte Sersifares fas 927 F@ A GG 503 | I N@& A7 @ I (I FIOTHR) 24
T9{If7® B(F 3% W7 B (exponents) I 2(A |

AT, AT ©9) 1 9o I T 979 M ACF G3R AT A W (AT O GqUo= M6z @ =it
T ©F AAVE I QT T |

AZS! 76 FAFATHAT (Frae @t @3 27 @ @9t @3 et | FROTIMI T SRR @qoeE A A0
e a1 =7 | @ufoa e @ A A T (20 T Wi g Seifere 2 wefie et [t st 2
T2 T A= T 27 |

PR AAMC B W AR Fo F72e Tolly 2ot Svrses 92 541

GEMS PEMDAS BEMDAS

() Grouping Please - ()parenthesis () Brackets

~ Exponents Excuse -/ exponents A Exponents

*  Multiplication : My - *multiply *  Multiplication
/ orDivision : Dear - /divide / Division

- Subtraction : Aunt - + add +  Addition

+ orAddition : Sally - - subtract - Subtraction

(I @ e I CRTHG 25 a7 GIF6 (TO HEZ A (@ 8 FARPHLR (4F
(TBITRAT) A AT G O (AT FCEGIF, TR i A SIfeTad sIcel 23 | i
R (b9 2.8(a)) @36 a7 (G A formula tab IR, AT GG KFoi9 AR, functions

library, defined names, formula auditing €<% calculation.

o
' Home Inser Pagelayout | Formulas | Data  Review  View aXx

u -
L AutoSum~ [ logical~ [} Lookup & Reference * E} ~3 Define Name ~ $Trace Precedents 4] Show Formulas '=" E 3
. & | [
N

£ Recently Used - A Text~ (i Math & Trig - Use in Formula <§ Trace Dependents ¥f) Eror Checking ~
Insert lame Watch | Calculation L:]
Fundtion b Financial * ﬁ Date &Time * ﬁj More Functions * Manager B Create from Selection | 7, Remove Arrows ﬂ Evaluate Formula | window | Options ~
Function Library Defined Names Formula Auditing Calculation
T : 2.8(a)
2.1.3 R (Functions)

G5 P o7 G [ =71 T T« TP S (OO IR G g Fi9
Ty GO (FICE AT FANCA (@TS AT |
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3@ Al formula FFRIGT () (Ba: 2.8(a) (1) @36 P @O JCACE, T4 SR
«f5re WA fF 34, CRTHE EETE Trg @FH T 2@~ ST T SmE oy IR
A HRIAS] I T AP | TSI SR A I A6 T AT T
A | 90 T HIF0 24 KA A I9 A -

° ‘«FT‘{“F{%?[ oS — Home Insert Page Layout ! Formulas | Data
I AutoSum * ﬁ Logical ~ ﬁ Lookup & Reference
¢ RUISERA . E Recently Used - (A Tert - (i matn & rig -
Insert
i PO ©OF T T P06 Fu::;lol‘l [ Financial = [ Date &Time ~ i More Functions »
Il TS ﬁs ﬁs =l m | Function Library

Figure 2.8(b)
° FIHCAT FeTIeT |

G5 IR 2o 51 2AF® g 90qF 16 [ i e 5% (=) W %9 27, @5 = Function
Name (Data) (5! (31 722 AT IE A SN9f05)-9= 500 ST G IR |

SUM(), AVERAGE() @32 COUNT\() &1 g Al&izel 2pigeie Ga% G9]CaTl TS A2 | G9[Cal
Ao MAIFS (A 46T G 200 AT g G AFCe SARE) [y Gem @g A «fFHwTs
AT T 2 QIR MANTER aNfelfos GG wieet, o1 A A @G @Y (5 I A A
I A0 O (71 |

Trgermg=l, SUM Al Autosum () FIHH(G 281 432 (TS G AGRESIE IS FIHFTER
G g3 |1«@fb Rfem 14 At Rfew eIt Somiaeens A REaageens JEreH i @isee

(#IC JZ© 7| )
7 iome | insent Pagelsyout | Formulss | Data  Review

'.‘E_—‘J) —

2 |

Home  Inset  Pagelayout | Formulas | Data  Review ﬁ T ————— e
Insert

X AutoSum ~ i Logical ~ ﬁ Lookup & Reference ~ £ Recently Used - (4 Text - £ Math & Trig - i e
& Fundtion ' Fimancial = ﬁnmanmv ﬁum Functions = Manag
i 5 Recently Used ~ (A Text ~ fib Math & Trig - i Fondtion Library i
Ni
Fu:sc:ion @ Financial [ Date & Time ~ ffj More Functions - Mai 2N Q] s
Function Library
SUM v (0. X v fe| =SUM(D1:61)
AlB|C -_D""_E"_J"F-“"G“ H Lol LK |
1 E- 4 3 2 8 =SUM|
2 SUM(number1, [number2], ...} } Using Sum
3 17 Function
o 2.9(a) 3 2.9(b)

=G (5@ 2.9(a) Autosum () @O FARR ERIYCER TPTRT @91 (TS JIZIF 41
TS 2T | GFIF SN H1 G0 Autosum () @ T35 90T, e D1-(A0F G1 8 g
IS (TASTAIT SHAMTCE! (Nl I IR S (2 Tl (o1t vz @1 o el w5z | 3fn
S GS EEbre TEl (ot 513 (5@ 2.9(b) MEEE NGW GS GG F6 I AW
Autosum @O 5% 77 @33 F @ITST A2 D1:G1 &g A A0 525t 72, G5 Grerore
17 Teafs awffe 2=, w12t st st 7=l Fieai forets #ifF = SUM (D1:G1)
SAFMTT TTH LA AT e 2 Al (7l TR | Autosum FIHRGTS Sy Fifzer fofew
I AECE, @NT- AVERAGE, MIN, MAX @28 COUNT.
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I 2007 @ ARG [feq @fda T Soiem qearz 1 [Kawefbre awfe 2z (5g 2.8)
v SIS Toin fofe wa e Tl 2z | Swigerwe, e, oiffid @3 T,
A @I (FFIIIPTZ, (CHITIA, (BHO QIR FAGHIA FIHF9 e FCoRfeies
AT 432 FITFT TR 2RSS GIJTANE 90 1 2 |

Naming Ranges — If Functions - Nested IF Functions

1 7{TF 711 20, Sl @2 ~Afbanfafess Kraiwenisl @32 @foe nested conditional (what-
if-scenario) W"f‘{[@, IS (IR, absolute cell reference @< mixed references
2R A WIS ReiejEice &1

QTR 8 (¢S <99 (Naming Cells and Ranges)

U (FCG N Goe1 39 TR Gy T A€ T |

NG T (UG SR AR Bl (@S AT TLAR @S D3 v (3 fe | =SUM(BL:F1)
Trard 1 & (@ D3 GIee Sisiend = SUM(B1:F 1) G102 Al c B E Fele6

(6@ 2.10)

B1:F1 TR (T @FIAAG GF Ie(Ie I (@
Numbers (AT @) 7 afeifore T @S 2N A
AT TR S A2 2 93 2ol @it D3 GIe
=SUM(Numbers) 2C® AT |

Numbers @3 (P20 IS (TS (FRIETACE (Ao (T Y,
G I (729 @S eI FE = |

ATE @EgITat Fefes o=y Amewetsa et

1. AR & GTee)e| fidioa 1 (e 5 2.10(a)-4 Bl -Q E
BI1:F1)I =l A

2. @R (BCA R 5 1 | 2 |
3. 490 Define Name (59 2.10(b) a6 Sierg <t Jdiom. 4 ‘.
T GR T 9| 5 mme | Pormula Bar |
6 |

4. Define Name-9 % 3917 2 @t @0 et 0
TR FAE A 5@ 2.10(c)-09 It 2R | (AT ag®
T @CGT W 6 T4 &=y S+ @310 {5 Apply Names I@®) (5@ 2.10(d)) |

(B W=

B 2.10(a)

e View Developer view View Developer

~3 Define Name ~ g A3 Define Nameq

il fi2 Use in Formula ~ o) 43 Define Name..,

Manager E& Create from Selection Manager
Defined Names

foq 2.10(b) g 2.10(p)

Apply Names...
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New Name EWEJ 5. @5 New Name =I5 G50 TR0 99 2= 03

Neme: |Numbers - I @ 2.10(d)® (it Z51 @ff “Name” 15 @36 T2l
3copei | workbook -] | 2% 9@ @A “Numbers” 51390 $9 @< ©f ==
Comment: For range of cells B1 :Fﬂ @W aﬁﬁf\g @ W m “Refer tO” W @?C@T(._w WT
TR |
: | 6. New Name TRI&4 368 OKTe 59 59 T =eG
R ~swacaifai s R S | &% 39 @ Name I900S ST FCaS
[ 2k T . “Numbers” SRR |
foa2.10(d) 7. D3 s B1:F1 2R M (@191 A5 (270 |3 NN 2As F41 1
Apply Names __ i Gy Apply Name-4 %ﬂs T GR O« 6135% e I {CF{ QAR
©IF?T Numbers wI5F €0 E @0 FF 9 (g 2.10(e)) | D3
(S = SUM (Numbers) @b 23 3% Ferzrels amfe 203 (foa
2.10(f)) | M @GO S FIHA @I AVERAGE(), SUMIF()
2iCs AR T QAT A |
QAT SR D3 GBS *1$ IR I TR (@Narre] ey 357 | =
PR SUMIF(Number,”<6) @b 5125 75 @3 $&dls 2@ 9 (B1:F1 @&
(7] Use row snd cohumn names G 6 9 TG I WA &) (5@ 2.10(6)) |
_ei
= 5o SIS ) G SWIRACER AR I3 LT ==t 9io S0 (g
foq 2.10(e) R w9 (5@ 2.11) AR 71 ILFC el B2:BS @ &= Monthly-Totals
Clipboard ™ Font I Alignme
: I D3 - fxl =SUMIF(Numbers, "<6")
D3 v fi| =SUM(Numbers) = —— c - . :
n ,; c ol £ | F | 6 | H A
S 9 1 \

E_me.“ﬂ

oW W
[ ]
()]

L L I T S

Fomﬁh Bar Formula Bar
o 2.10¢) g 2.10()

B6 v .L\ Jx | =SUM(Monthly_Totals) R P11 C2:C5 @9 &) Monthly Tax @R 9[@/?[
— B i c 5 TE G oW 91 Tl = SUM
1 uut‘b Tm um Tﬂ! I (Monthly_Totals) WQXT;‘% W PCI QI B6

5 12 28 G2 1158 1
3 234 46 GPTOIR, 5@ 2.11(a)-Co w1 M @751 C6-9
4 345 78 G 3[Ca= B7il (At Autosum Function ()
5| 456 90 RIS, PIAAD ST RO A (g0

6 | Results 1158 | (R 3% TR fRIA 238 ORI |




TG

O3Sl @4l Monthly Totals (A0 S 39 GRRICSS
T Balance (B7 @T0s) 5l F0e €3 926 S
@g I I | @ SN (G B6 IR O (G
A Total of Month G2 FTE C6 GF TEH @G
¢ | Total of Tax «2 gt MG @g W@ @& B7 @
@2 73fb AR #1199y A0 9. I @121 203 (g
2.11(b)) = Total_of Month — Total_of Tax.

G T a9 (Y P00 @R IR Bo, C6 @<k BT
CTEAEITS GRS siom] a1 AojCet Ie A1t (fog
2.11(b)) SISEI Paste Special TG U2 FC 406
g wite #Nift | fasferfds smewsioten av o«
ATAGT

1. 3a3S GTeTsjcal fodiioe 9 (@ B6:C6, BT (foa
2.11(b))

2. Home (503 i3 39 @3¢ [ 99 &0 copy %
(b3 2.11(c)) Pres1g =9, @b CteR T @38
Fqojtetl e e (b 2.11(d)) |

3. Paste OJItT 1§ 9 @3 Paste Special(F P1eT8
Bl

4. Paste Special I63 (5@ 2.11(d)), Paste-93 SIE
ST @O (AT valuests PICs1 39 @38
ORF OK (9 355 79| «ft RITeIE e
CRICP (b 0= @A |

S What-if-scenario-@F ARTGCAT
(RARITRFOR G2 SN G JFesief AfSmiet Figeiw
IF function ™t &4 | 92 FI*w {6 T Formula
BIR (ATF S (TS A | @3 it 7 « (6 ffn s
*$(% TRUE 201 F0RM 6 ©F GF0 [ 2Mi
FACI 3R NG i &AWl S I ol FALSE R
YT FCT | SN ATIO! AACT A
SfRATTHITATANTS FIRHAFYTET JIZT HAE S8
G, IF Fiitas @30 et sifasiiel v Sopx
AR | G IF Ficaa fgferie Tl e

IF (logical_test, value_if true, value_if false)
AT

SUM + (3. X o fe | =SUM(Monthly_Tax)

D

456
1158

90
=SUM(Monthly_Tax)
@ 2.11(a)

ﬁ:‘ =Total_of Month-Total_of_Tax

D | E

o 2.11(b)
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logical_test : i 31 Ff*sa A1 o7y At 2 & fdifas wate 27, @3 oy @i wfemiet
IACRGT A2 TG | S SA2ACEOH 267 G G0 AT [ G0 WA 304y 9aiel
TV FACE @R G A A werret (ofF F00 AT T (GGG (I T A NGAS(
AR (712 : STy A S At e 1 @91 76 (72 ; 73 Ty 1 = e 20) | Sigermg e,
A1>20-(F 9F TG (535 2t REval 1 @0 A, @I “< o2 251 93 wAfeiet
GHAICAGT “SCATFN” | (G BGPTSRl SACHO ARCR (@, =", <=, <>, >, >=
2o
value_if_true : 3% S5 31y R e 23 ota @2 w4t amie 203 | @2 = @ie
SR, (G 1 ARSI, 9@ 2@ 200 A, w1 @b o= (@FHe EER T ¢eite A |
value_if false : af =1Frwif et R Mdifre 2o @2 =it v 03 | @2 = @ime
TR, (G 1 AR, 7@ 2@ 200 21t LA 96 ) (@FAe EIe A7 (RIS Al |
Twigad :
i. =IF(A1<20, ‘Yes’, ‘No’) €42 T Yes Tl (103 I (TR S0 A 1<20 2T @38 S+
(I8 Wt &) No ((d |
ii. =IF(C2>B2,(C2+D2)/2(B2+D2)/2) €8 Fiz*«ib C2>B2 T (T 9eiell I, €%
) BT (C2+D2)/2 el T S0 &nie FACI SO A6 G(B2+D2)/2 il T Feieet
v |
TRz 1 567 QL *SIET TS (‘Saving” T (6T i) Tofx fofe w0 Aamwreiz il
( “value’ =I5 @TeT I stelelt 1 16 T 5@ 2.12(a)-CS GrAlT TR |
CAS B9 3R CIAIETS] CIA GARICHR NG [F I (o 4 |
1. F4 Gr=1o B1ee13 <t fioe 59 (59 2.12(a)) @G T3 2cae 1 21|

2. = s Bica 59 9 93k et Resfbes (o <91

R LT TF e

* ~ (%  [f=] =1F(E4>10000,10%,5%) . 3. UF function WWQTYPTQW W?f(ﬂﬁ? TS I
LA 8 < o E lial o #2vie 963 (6@ 2.12(b)) |

: | Saving Percentage and Amount

4. logical_test IC (@ E4>10000) 45 ToFE *1S

Name Income Expense | Total |Sawing| Value
! G Bizs 57|
Ramesh 12345.00 3456.00| 86889.00|6) 444.45

23456.00| _ 4567.00|18889.00[ 10.00%| 1688.90| 5. I FAGHINT (535 FIGHTT ST o7 27 O

Ashok 12340.00] _ 5678.00] 6662.00] 5.00%| 333.10
Mitesh 23450.00 12345.00!11105.00 T0.00%|1110.80] value if true ICT ATIEAT A0 (@I 10%) Bizst
Bhadrakant| 17000,00] _ 5678.00] 11322.00] 10.00%]1132.20

Khyat 9876.00]  2345.00 7531.00] 5.00%| 37655 |
Nirav 13467.00 4567.00| 8900.00] 5.00%| 445.00

Privanka | 11111.00] 5678.00| 5433.00] 5.00%| 27165 6. &I (G0 S A 79 7 27 o

5@ 2.12(a) value_if false JC3 S0 (@S 5%) Gigol |

7. OK-(® 55 o9, *$oq Teq ani#fe 21 (FF F4-9 @5 5% 2@) | F4 G (AF 5
I GTCe] F5:F11 B % 7 |

AR ACH TG @O 2o 2@ ©f 281 — =IF(F4>10000, 10%,5%)

@ IF IR L0 A2 | (50 [Faia [fen *1$ «qak [Rfer @t wiois @it oy
AL I @CS AN |

W o W

<o o] |w|w|= E?

L=
o
ow




oG
@9 = IF(AVARAGE (A2:A6>10, SUM QRS

(B2:B6),0) i . _
Logical _test |£4 10000 = FALSE
@2 FIHAH A2 (AT A6 GTER T (TS S vabe e [10% - o1
209 @3 T @3 T 10 9T (5T (@ 23 ©F «fS Vabe F fake 5% [ - oo
B2 CQW B6 C C l W CZIT"T W’ zlﬁ %W 10 mmamsmMManimm;:fm:nrrm.
GF I P 2 OF O *[«f (0) Wl &l FAI | Logical_test s any valus or expression that can be evaluated to TRUE or FALSE,
g (57T, SN G186 %S AJ S
TS B | SRS 96 AW, AN * S odrw o, | ot
Il @3 *6f5 N2l 23 OF e *[Sf6 ~/Frw | qfyy | enshatn (o ] (Comat ]
@NE FEHT FIH SN0 RO 95 28 O g 2.12(b)

@ SR SNAICE IS G2 LA 0 (2R

T | Trizgerwgol, 3 SNefrB TRUE At FALSE SIs (7% Al 2l S0, O (F0S FR*0
w8 @6 TRUE 3 FALSE SI9 &Wis 03, S0 O @ Gr3et << gf6 1t At error
message #value GTFDTS AW T |

IR, SR SN T *1S TS ©f A1 Fce A7 | 2l =Sz sreret
o ey R3fers »fvem | 7t @i =162 7797 71l 27 oi3 «fb s Rgfsfbrs s
FAC | G2 REAF9TeT ABIRCR &o) G5 1F() € S0 SNE0 [F() TSGE 9 © @

=IF(logical_test, value_if true, value_if false) 4ib @35 312e 57et if [ A GOHEIG |

QU IF BIRHAGR ) [Faefien (i,
=IF(logical_test, IF(logical test, IF(logical test, value_ if true, value if false),
value_if false), value_if false)

W‘T’Eﬁ"{, 4T E2 26 (T (@I SI9riF 799 IR @R @ F2 T5feiis @woe 1F()
FRIGHR Toix fofe SR oI wetizre A |

=IF (E2<96, IF (E2<91, IF(E2<55, “Fail”, “C Grade”), “B Grade”), “A Grade”)

2.1.4 S FEFT FHTATZ

(Other usefule Functions) : Page Layout | Formulas | Data

TS AT (F0a 245 (OOIT TTGT @ i Lj ﬁ ﬁ ﬁ ﬁ
el 20 it (5T WW’ Ao Financial Logical Text |Date & Lookup & Math More

o wifed, W Aalted ol wedt e o % - +  Time~ Refefe:ce ~ &Trig~ Functions ~
At ©iffd 2o7ifW), e 219, FEF <ol 2 Function Library h
R STH{5 ST G ATHE R SN, 5
I, AT o1, o Ergs W, S5,

SRS T, G TEHA T 21T | | c Browse and select from a list of
date and time functions.

A

Jx Date & Time
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G G U {2 TSR FINFTAIT MR FANZ I I 39495 (TB! S5 oA e
FACS 2T IR T (AT AN TN SMOH2[5 O F( | 9N I3 IIHER [IC I0a7 G
ifelm pige FBCER TR (g 2.13) |

a. Date and Time Function.

b. Mathematical Function.

c¢. Text Manipulation function.

d. Logical Function (other than IF).
e. Lookup and Reference Function.

f. Financial Function.

i | ZSUMIHAZBS,">150000",C2:C5) | rromqopre Botcar Rf R ol wpiosee STl el et

OLSUMIPIangt criteria, um rangel | o0 (9) e a0 Aeat T, (IR IR TR G TR AN

fog2.14 G - O A (@ SUMIF) I 3711 7101 027 (=) At o0ad

AT AT A GO A T o= F5rel amffe (g 2.14-9 am+fe

ora TCel) TR TNHTe B 356 3 | S SnizaeP=eae! g R Al el
TN FHATE T |

2.1.4.1 ©ifF2 G T A FIXE (Date and Time Function) :

1. TODAY() T& @¥ (5 Fieee T e eqFME ienaa ©ifed (7 | TODAY-ISse
OIRITAT S T/ 2 I | FIP 910 267 date-time (S A GCHET Ol G I 9=
el AR I ACF | GFMCTI AL SAIHITF 730 A times RO Tooliof 1 230 | el
SR 1 Sl 19000 I 47 1 431 27 | @3S 1 SgIE 2009 9 I 7471 39814
(3 (et @ @I 1,1900 @7 39814 #1tH)

2. NOW () &0 SIeggol FiReie ©1F e IS 73] S8es 0z (Ba 2.15) |

3. DAY (Serial-Number) FI¥0 1 (A0F 31 7P v @i ©IfF0ed s i |
TniRewg7, T AS=16-Apn-2009 2 O =DAY(A2) &R 16 | GF2SIH, S+ G5 FIA
MONTH (Srial-number) 1 (SIqIR) *tF 12 (BEHER) 97 G @ @ R (&I
eifeas I 2T (i (5@ 2.16) @< YEAR (Serial-number) (Rl ST I 745w
JRCIF FRACE 1900 (ATF 9999 N 712! RO (el |

4. DATE VALUE (date-text) (530 SIRIC G0 SIfRUCE SE AU FATH 6 | (o
=DATE VALUE (“16-04-2009"") 39919 S« Wi« S |

fe | =NOW() f« | =MONTH(D1)
D__| E D E
|.16-04-2009 11:15 16-Apr-2009] 2]
e ————

g 2.15 g 2.16




TG

Trizad : SIS e S® (@i o 73 e w4
CRTRG @36 Y TAFe N st dI | @ @I
Jfea el 16-Apr-1980 ZET I 16-Apr-2009-4
f5g 2.17 SR el 1 @S 2N | 76 OIfFeed shiLy

e S« | =D3/365.25

C

D | E F

'Date of Birth 16-Apr-1980
Today's Date 16-Apr-2009

Simple

difference

(D3(®)F 365.25 @I ©19) T4 2, T[Tt =0 A Difference 10592  days o "
T G (519 T Ty w2l W Ko 50 =70) | date
leap year
. . Age 29.00 years value
2.1.4.2 ‘5“[3“\935‘31“(“17‘[ (Mathematical Function) ?
AT Al 1 SnifETeece oy sifdfos wie
43T AT, T — foa 2.17
1.SUMIF &1 €35 G{5 igeie Tl 2ive fRfFs siewes S
G AT T (A | G2 FIR#ADF 16 (system) w1
SUMIF (range, criteria, sum-range) (¥4It Range 2&1 g
= :E5,"> " E2:
R FIF S (TG A | criteria 281 7L, [t ( )
1 (5 I vl T | (I PRI TE 2 e E
Py ’ o . o . Asset Value | Depriciation
Ol W9 FCJ | @I : criteria-1500, “45007, “>1500 100.000 7.000
Al “Books” /T AR T4 @0 AT | 200.000 14.000
Sum-range ¥ (T (ST FT ToT G | 233*333 gé'ggg
TRIZATR, AR GG 36T (D2:D5) TR GI% ATOTE ’ 4
Total 1,000,000 70,000
oo SR AR I S—6% o8 (E2:ES) IR |
Using SUMIF| 63000
SUMIF Fi* A2 0 S0 (78 7=1feq a0 = =
1,70,000/- €3 (T3 ARl SIwa SRR AS 9/¢ieTl F0S 4218
2@ | @ E7 @ =SUMIF (D2:E5, “>1500007, E2:E5) Sig* (574l Z&1 [ 63,000/~ FoTwe
@ed (bg 2.18)
2. ROUND =& @37 436 T (@ AT ST A0 IRAR 2RO I3 | @2
PG PIeve gt
ROUND (number, num-digits) 21t Number 257 (72 A TN S Wi A F00
2(J (SR MANE TefEwz ezl 23) |
Num-digit T F<I SIPTH WA ARTET F0® 201 O — = -
A5 0| Num-digit <7 e ufb fon »ffafe =i A B_§ c
SRl QTS I - 1 Number|Result Function
2 2:19 2.20| =ROUND|(A2,1
<) T Num-digit 0 (=) O (BT @ 2, o WA 3 5149 510 'ROUNDEAE’: 1;
ifaRE SRR TS AR =7y e #ifsafee 230 : : :
° 4 -1.475| -1.48] =ROUND(A4,2)
%) I Num-digit 0 (%) 27, O3 WA w607 | 5 21.5| 20.00{=ROUNDI(A2,-1)

SR ST e AR S 27 |
fog 2.19




FIeo fefes fearfaamwaet dwfe

o) AM Num-digit-a8 0 0 () 97 (6T I 7, O A6 i g s e s
e #if7afs 73|

Trtzadt - 59 2.19 (14 |

i) 2.15 FRABTE G 97 #1FT S M Ao F00 (FAFH 2.2 =)

ii) 2.149 MANHTF 9T T 2RAG ST M AR TS (Feee’ 2.1 27)

iii) — 1.475 R 12 97 2~G SO M AR FA0S (FAFEAB —1.48 2)

iv) 21.5 A — @F 79 AL S A A T (FATAG 20.0 2)

eIl ST Oleois)ef T 1 ST TR LS T Gy W Wwo Gl

10 &% JfeTer #ifee T G (@ AT O foos 7o AR ST T #Afere Fre
23|
ROUND RIGI (@ AANF S S #AfFere T <is [Kifen S s
ROUND (number, num_digit) T (FI7 FRAIF O SEANT ST N 1o 3, 203
(0) ST FRANTS | &N

=ROUNDUP (3.2,0) 3263 [ WSS SR/ AT TRANT S T
AR FT G GF TENTH 2o 4

= ROUNDUP(76.9,0) 76.9F ¥+ WIS R/ 217G SRR ST
AR F(F GR GF TENTH 2 77

=ROUNDUP (3.14159,3) 3.14159 & foq mifis I 21® THEANT S
S IS P G2 G FeTee] 27 3.142

=ROUNDUP(-3.14159,1) — 3.14159(F @ WHIfIE R TT THANT <7

S AT IR @R 97 ForIee] 27 3.2
=ROUNDUP (31415.92654,-2)  31415.926547F wIfS<s 72 Q0 210+t w2 wifais ==
TG TRANT ST A AR I @R @7 FaAITeA
27315001
ROUNDDOWN (number, num_digit) T (3 FRAICF OF FTFA S5 W ifere 37,

T (0) ST FRYITS | (@

=ROUNDDOWN(3.2,0) 3.2 *[7 Wi R #1F@ A = [
AR I GR 9T TEAIT 2 3
=ROUNDDOWN (76.9,0) 76.9GF * Wi R 1@ FEANT S W
~AfFIS FH R GF T 27 76.
=ROUNDDOWN(3.14159,3) 3.14159 & for mifSs R 7w g s
A SAfTe IR @R 97 ToAree] 27 3.141
=ROUNDDOWN (-3.14159, 1) —3.14159 & @3 W R 2= (G AT S

S SAfeTe IR R GF Forree] 27 3.1

= ROUNDDOWN (31415.92654 (& %If3<s a0 A Ate 13 I R «17® fawsimg
A A AR F(T @R @ FeTwe 27 31400

3.COUNT

B I T NS GTRAYTENT AR Aol I G- S FHATAR 1ot | COUNT
T e (date € IREE) Wdie @ @UGT A THER GIF N WREART A el I
Ty A2 A 2 |



TG
GICH, a9 FFF I COUNT =T Siey Fi*9]Te0 281 COONTA,

COUNTBLANK @38 COUNTIF- T 5 sgfere, w1 [ A B T
QTG (3R B2 (-] AT TG ZC) GRSl | g
T T S XYAG JIREIE &AWE AT Tale 3 S 12_08_2003' 2
(I (g A AR TR ERTE! 169 FAT G AW | 5 |G
T T o : 22.;%" i

COUNT « f37(5% 2o COUNT (Value 1, | e '
Value 2) @I Valuel, Value 2 &1 1 (AT 255 958 |0
W‘ﬁﬂw 9t SR =0T (B! (sifermier 1 (i :; . (;:LA;::E -.r;;1: ’ f;g::i;;oi::‘jnm.-'com.rxs.aum_nm.
PR TR S opRifore 27, 747, SifFd A GHe | Occupied Cells 13 =COUNTACouat Date
PR @ TR SRS T0), OO YT TR [1f  mects 5 commmonsicompen
ajelal a0l = | fog 2.20

SAFCHT TG @ Gl TPz At G
IR S[GAW | IR A1 (oY STl 1 27 |

I @I NG GO SO A @ & OW@ F12 S A @R TG
(FIETNG FRANATAICE oM I T | SR A @REER Ao @7, (@IS Wi, (G35 At gfoo)ef
S9N STl 1 2|

COUNTA TG #AfEGiet Sepmg, G35 At giosld Sepmg s a0 | b

2.2009 A1:B9 @CES &= Count-Data GRS G50 IS ARCR | GRITIS Sl P G2
41 27 @I — ROWS @38 COLUMNS.

s Teos fegel -
ROWS (array) : T @30 (@I A SHICACS SRPS (@l 1l A9 7201 2 I,
@I 96 Array Z61- G0 SUICH, G0 ST 99 A G G0 CIER (FCET (@RI
ey Sl A Al I9YTEN TR S0 BiR |
COLUMNS (array) : @2 S0 SUICT A AT @CET @RI IR A2 2w
F(H, @A G array 261- G0 S, G0 S 99 A G G0 G (@ET @A
T Gy SR FANYTENG TR SO 51 |

A (Array) :- 9t 3 @I AYS FACS IIFS TW A T T ol I3 A @ SMefrvTEs [onis
fargel 03 T @1 932 FAPRE Afeers AT | G S G ANl AT TS T, G0 ST 475 29 o6 Brorea
TR YA G st |

=71ta9 974 (Array Formula) :- aft 21 @37 @3 31a a1t 4 31 98T 0T GIEo[TaTs G1fas siemimi s1wsiive F3
QT G ST G | G oA AW I | S Q9T (@I { N0 S A @ Gfb GeBr=T i A=l
3211 28 CTRL+SHIFT+ENTER St 3152 vi%t fac |

COUNTIF (range, criteria) (53 2.21)

G2 T ATS (I TS 7[7 I 9F7 G0 @OET TR A (IR A=
S1ofeT] A, I3 I range T AT Al APTLE, SHCTIR Al 7 AR G771 FREIPTRRE
IT GF Al GHIET A FAF G (PEETE | FA ERTINZ 3% (GBI APTE SCoHF 1 &7 |
(@ A2:B5) |




1 _ Fruit

P

2 apples

32

3 joranges
4 peaches
5 apples

54
7
86

Used

 [Peneription (coiutt) and Fanati

Number of cells with apples in mc I:;_r-::“co]umn above (2)
=COUNTIF(A2:A4, apples’)

Number of cells with peaches in the first column above (1)
=COUNTIF(A2:A4 A3|

Number of cells with cranges and apples in the first column above
13] =COUNTIF[A2:A4.A2|+COUNTIF|A2:A4.#REF!|

Number of cells with a value greater than 55 in the second column
above (2| =COUNTIF(B2:B4.">55") R

Number of cells with a value not equal to 75 in the second column
above (3| =COUNTIF(B2:B4."<>"&B3|

Number of cells with a value greater than or equal to 32 and less
than or equal to 85 in the second column above (3}
=COUNTIF(B2:B4.">=32"|-COUNTIF(B2:B4.">85"|

g 2.21
T (R |

o~ o~

fofes feafaamiaad dwfe

FToI4

Criteria 794, GFCAN, GTe1 (@IS A (GG SFH 27
I (P 9leT 1 =03 Ol el 0 | SWiRgerEA, criteria
32,327, “>32”, “apples”, Al B4 S 2 41 (&S AN |

2.1.4.3 (535 “IfApieTia wee

(Text Manipulation Function)

1. BHG (text): 2 TR0 4= fWirS w95 w6 @6
SR MACH (GHG-G AT FCH G G 5 24

TEXT (value, format-text) (T value 2 G FRAPTHS

e, G @ AN TR NACE VRO I, A G0 FRAE e Hfore Ghid

Format-text 21 (FIG*E B Siaw @3 G35 5 e @6 7S {0311 Format
cells BT 963 Number 5R0a Category 963 Number, Data, Time, Currency I Custom-¢
5% w03 o fAfem 1kara [{erst orete ifF ¥R Simsig amffs et ot |

G2 FIHEG @gel #fiFRfere it ST @I SN TR AR AT
FCH 2 FACS bi2 S AICE (GG A e brza AR gFiae 0 bi2 | Tnzaermg,
4f @71 L1 @ 23.5 20f a0z | 47 “Rs” I8 I @2 MABTe i@t w15 F909 513 @31
2 T TR T GG 00 FATTS IO b2

= TEXT (L1, “Rs. 0.00”) T 22.50 51! 217 awi*fe 203 (59 2.22) |

sl =0T Home BiIta Number 07 S1SGs[Te 21
A AT 16 FC© 2N 101, G2 TGl (TG
AT GTRD AAPHT 20 e I | 5a 2.22(a) @eall, o
G AS(A6)-a TGS A S oz Al 1 [erwae
TS AT 1 Il FIHTYCET ACAS IR I @TCO

G2 FIEG W2 A ol (GHE PRSP FITIE G0 G0 Fi-9 #AfRei®
@R G PICOH 267 : CONCATENATE (Textl, Text 2...) @RI textl, text2 ... 261 2 T
255 T (GG #itw #if=e1® 203 | GG ATl G0 PHITR, THPTR A GF5-(e (FPICTIPR

209 A |

Tvizget, CONCATENATE =i« (og
2.22(b)) IR I(F FAF AL I, T4

ol S
vt . i =TEXT(LL, "Rs.0.00")
| J K L M
23.5 | Rs. 23.50 l
foq 2.22
A (T FAGH) |
2. TIF99 A1 AFFFae (Concaterate) :
| A — ]
1 |Salesperson ISalen
2 Shashiknat | _______ 2800
3 Anil Vaya 140%

Result using Text

function

Formula Used in the cell

TN GR G I I 2J<f Tt 41 |

Shashiknat

sold Rs. =A2&" sold "&TEXT(B2, "Rs. 0.00")&" worth of units.”
§ |2800.00 worth of units, I

Anil Vaya sold 40% ofl =A3&" sold "&TEXT(B3,'0%")&" of the total sales.’
6 the total sales, {

a7 2.22(a)



TG
2.1.4.4 =G Hit (Logical Function)

SIS G ST [F P T | £ v Je | =CONCATENATE(B2,"",C2,"", D2)
et R FT&awie] e A B c D E
TR e e et b RT3 B No | Post Name{Middle Name Last Namme Full Name
AP & E‘ q ﬂa?i AW @?ﬁlzl. | 9 (FaS 2 __...1%331*_' _____ [&”ﬂ”’fﬁ.___[‘@l?..__.. {Anil Kumar Vaya
- tes anm A Mitesh sanmuknlal Sharma
O G (1 *TST AT A0 [ FATACHAT
el 9T 2| (o2 2.22(b)

@6 FACE N (377 Al TSILT) 2e1 (TBl AT Al Siifelfess ARl FaeE™ AR
S SR (OO PR Al ANiffes AR TR 9 Feiee] A Sermiet
N 2 A |

1. AND 4[5 (@<eTg @36 31e) (TRUE) 1 felf (FALSE) Sed at e (7T |
SIOH[5 A Feleei 7oy Al e 203 Rt ot fdize Fa0e, AND Fiewi S0t
@G aiifdfes R TR S0 A CHAGATT B GG ET0eT SAPS | AND FHRT
100w 21 ¢
= AND (logical-1, logical-2, ... logical 255)
@I logicall, logical2, ... T6CS (@ CT& (FFITIHYCE! AGIR I 2T GATENE
@RI 1 2556 oY FAfERTE M FIANCT 2T FAC | AWM 97 37 RGN 379y
RO U1 0 O3 T (103 7797 Al TRUE, €3 31 Gifa Sioftieb eyl R e
901 N2t At FALSE Ti%e] 2Wie S04 |
TrizAd :

1. In the following example the outcome of two logical values is given in Result

Formula Description Result
a.= AND (TRUE, TRUE) all arguments are TRUE TRUE
b.=AND (TRUE, FALSE) One argument is FALSE FALSE
¢.=AND (2+2=4, 2+3=5) all arguments evaluate to TRUE TRUE

2. In these example there are two cell values cell A2 contains 50 and cell A3 contain 104
then :

Formula Description Result
a.=AND (A2>1,A2<100) Displays TRUE if the number TRUE

in cell A2 is between 1 and 100.
Otherwise, it displays FALSE.

b. =IF(AND(A3>1,A3<100), Displays the number in cell “The value is
A3,“The value is out of  if it is between 1 and 100. out of range.
Otherwise, it displays the
message
c. =IF(AND(A2>1,A2<100), Displays the number in cell A2, 50

A2, “The value is out of  ifitis between 1 and 100.
range.”) Otherwise, it displays a message.
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AND T G0 ALK 92 Ze, AGTHI (GIBTHA! FTAMTFIAN STeie) P
Ffifet epifae T4t |

THATRR SwIRAC, [F Fiee(b G Sferamet (595 F~eivel 63 3% I (535 TRUE
YETRE B O G0 A g7 FAC G3% AW FALSE JETRE S0 O SEH6 = 2wle
FAE | IF FIRHTT AND TR logical test SHofGI RO 59219 07, SN STl
o foq =18 » i F0e 21

2. OR FIHN0 Iy G FIHNFATER ACol, OR TG (@<eTig @6 TRUE
FLASE $&3 (77 | S1i¢5%5{6 TRUE @12 FALSE 23 el ot el 1 Sy, OR A I)Tal
CRTHGE O O3 ETE SRR FATH @3 slifdfes AREE e 363 | @2 FiiEf
TRUE & (7% 3%t IC SN9f TRUE 2, | 751 N5 FALSE 2031 FALSE & 2l
I

OR FIANC P59 2
= OR (logical-1, logical-2, ... logical 255)

logical-1, logical-2, ... T#C KMl T 207 G G @RCEAENE @RIT |
TFINTH N AL 255 AASmie T AT A @O 2N |

TR
Formula Description Result
a.=OR (TRUE, FALSE) One argument is TRUE TRUE
b.=OR ((1+1)=1,(2+2)=5) All arguments evaluate to FALSE FALSE
¢.=OR (TRUE,FALSE,TRUE) At least one argument is TRUE TRUE

2.1.4.5 Lookup A3 (IFCIA FAH :

Lookup T4 @0 AT Al G3(0 T @/ 717 A @6 St (A A
avie I ATF | Lookup TG 4o Freebsr o a0tz : (937 @3 St |

Lookup T« IF FiTa Rghed & @ (5369t (00T IF FIHT Al
S FCH @0 GI9CAIR 081 RET I8 41 @S A1 |

( )
Lookup 9% (S5 M0 G M T G0 @35 (1 I 455 I (@G (S35 e +Af7foe) 775
FCIT @R SITATT @2 T (ATF GOy @FF @ I @FF I @0g W 2% FT |
Lookup 93 ST 516 @3 7S T Sey @i ST 22 (@1 A SN0 75 F(F G OIFATE
SO T T A AN G2 SRR (TF G0 e Aol T |

. J
1. Lookup (=37 %)

10w 291 ¢

¢ Lookup-value 251 @37 39 Al Lookup #2A¥ (STAHTS ST S | lookup-value 416
A<, (G, G G [ A GG A Al ERPICE 2C9 AT A, (@I N @I




TG

’ Lookup-vector @3 @36 (Fg Tl (FIETNG G0 (@ Tl G0 I =
A | lookup-vector & AT (GHO, LA A FAGIIT e 20O AN |

«@f5 (& A 9TFS @ lookup-vector IF 9T T SRIFT RI2I FATS
2@ | SmRReEg, -2, -1, 0, 1,2, A A-Z 3 FALSE, TRUE | 9=1%! Lookup Afé&i ftte
AT N |

¢ Result-vector @59 «3f6 @€ Tl @G GF0 @ I FAN 479 I | @fo
o3 lookup-vector € SFICIF 200 (A |

. A B

+ I Lookup, lookup-value & e =1l #i17 o3 @fb lookup-
vector g J2 AT AT Getell T @ i lookup-value-3 (ATF I3 L ey Colour
RIICREIN 2 4.14 red

¢+ T lookup-value, lookup-vector B9 Foew N e | 3 4.19 orange
(RITB! 2, O lookup #N/A g6 W (error value) (0¥ | 4 5.17 yellow
Trizze (fo@ 2.23) 5 5.77 green

AN (A) 43R T (B) TR R @3 706 s | © 6.39 blue
4T | Lookup I IRRIET Ferzet @it (ralita | 57 2.23

Function Description (Result)

=LOOKUP (4.19, A2:A6,B2:B6) Looks up 4.19 in column (A), and returns
the value from column (B) that is in the
same row (orange).

=LOOKUP (5.00, A2:A6,B2:B6) Looks up 5.00 in column (A), and returns
the value from column (B) that is in the
same row (orange).

=LOOKUP (7.66, A2:A6,B2:B6) Looks up 7.66 in column (A), matches the
next smallest value (6.39), and returns the
value from column (B) that is in the same
row (blue).

=LOOKUP (0, A2:A6,B2:B6) Looks up 0 in column (A), and returns an
error because 0 is less than the smallest
value in the lookup vector A2:A7 (#N/A).

2. LOOKUP (ShiTa %)
@3 1563 261 LOOKUP (lookup-value, array)

e Lookup-value g% <3G S Al Lookup b ST SIia 67 | Lookup-value 436
41, (GG, G AT Wil A GF(0 W [l (GG 20© AT T (FNE TeeE @RI

« 3 Lookup, lookup-valuefs $0e a1l #1137 ©7 @it SRS J2ew N0 72 I
Tl lookup-valued (5CT F ql A |

o Tft lookup-value 22 &I A FACE (SO NQ9YEAR T2 fda 07) -
ST (50 (RITH! 2, O Lookup, #N/A error value (363 W) @wie) S |
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* S 26T P9I G0 (g @ (GO, AR A FAfGHIeT N A0 A SE1 lookup-
valued AT Tl 0 512 |

¢ I SISl AR T (@ G N

A B

() A 2R SGCE TR T, OTF lookup 2 [ a 10

@1-(® lookup-valuelb ST T | 5 . o

vl picals i 220 A 2R STeE o 9u = 2 0
(FANER G @ @) O lookup 2L FTH

STl | 47% d | 40

a2.23(a
Twizad (6@ 2.23(a)) @

T (A)(® a, b, ¢, d @371 g (GG = AT 932 T (B)¢® 10,20,30 @38 80
G| FRAI5JCET! ACACR | SHICAD 2eT A1:B4 |

fafSa SIeTer! Qo) &y Lookup iR fsgra a9 21
Function Description (Result)

=LOOKUP (“c”, A1:B4) Looks up “C” in first row of the array
and returns the value in the last
row that is in the same column (30).

=LOOKUP (“b”, A1:B4) Looks up “b” in first row of the array
and returns the value in the last column
that is in the same row (20)
3. VLOOKUP

VLOOKUP Fi¥1s 7 37~s{¢f 7T vertical lookup, 46 SIsITH 328 (WH!
GREAYENTS @ Ay T SIfFa SiRe i 2pd FOIAF @RS 96 SifemeEics
7% o2 1% (st HZ! T | VLOOKUP TiRHI= 22w Geid @b (@0gd N (A0
ATASA A0 SPIIT @ ToTell I IR A @ET 42 @-F @ (@ G (AT T
Wi @ A B (771 | 92 P63 251 - VLOOKUP (lookup _value, table_array, col_index num,
range lookup) (A,

Lookup_value- 25 @ value T GRGT 2195 T SePTYIe 1 =2F | lookup-
valuels (@€ 9 a1 930 @I 20© 21 | I lookup _value, table_array- 23 I
Fooy T G (®IT6! 27, ©39 VLOOKUP, #N/A error value (q‘ltﬂ ) & A o
I

Table_array -251 42 3| SCOIfF SN (TH! | 4 (g I (@0ET TN &) G0
(FFIEA JIRIF 9| Table array-¥ ALY FNCNT A9 lookup value- &I el 1
S | G2 ST9TET (G35, AR Al SIS T 209 AT | 92T IC FCOF R (RITH! ZICO SFA
Qe |

Col_index_num-2& table_array-3 311 799 AR (AF Wergo A4 6 =ICS
@1 €0 Col index num_Itable array-F &S FHAICT N« 2l FF Al (T (T |



CRIGRG
@ Col index num 2, table array-F ol FAICT S 2F F(F GIR I2SIF 5109 AT |

Col_index num :
e | T (5T % 2eT, VLOOKUP &5+ 95, #VALUE! eror e |

e table_array-3 IR FRAIF (5T @ 2051, VLOOKUP 51+ 0 #REF! error
T |

Range_Lookup - @3 sfe<mie 9 2t f9f#S 00 @ =@t VLOOKUP @3 STiiesl @6
Ao e At Siegifes (et rer coite vi2 it ot f3fes <0

. Tt TRUE 3 omitted 28O0 46 A3 a1 Simifass et o a1 crare (rea 23|
I IS AfGS et Jrer siea =1 T, SR 7! 323 4G A lookup-value-3 (BT
W 2 o O At 0 SN | table_array-3 N FHAIGR N9 SR GRFATAK
R FACO 2@, ST VLOOKUP (3% i Wi it =it |

o 3% FALSE 2%, ©td VLOOKUP (SF<eTlg @<fo A(d<s el ot | @2 (e,
table array-< ALY PG A9 T ATSCAT ATNE

7 - g |
(<12 | 3% table_array- 2 FAIC 6l STOIEE e ¥58 g ]
tF T lookup-ralue-3 AT ¥CE, O 2N AL y B C D
A6 g 2| AW (Fe A0S fo frr oieq A [ Employee  First  Last  Basic
2, #N/A error value (03 W) fFa SGA | 1 Code Name Name Pay
2 1873 Prakash Sharma 5,176.00
e Enzeeersite @ VLOOKUP | 4 3456  Shashikant Thakur 3,453.00
R eI CRTHE GRe (AF S ©2 J=iw | 4 4537 Ajit Mathur 3.355.00
FAC © G I | 5 5678  Vinod Upadhyay ~ 428.00
N 6 16782 Kanu Patel 3.457.00
W"‘T‘l : (%ﬂ 2.24 ) FOHEE &1 (o ASF G | 7| 34567 Anil Vaya 5.467.00
=VLOOKUP (A3, A1:D7, 4, FALSE) =
foq 2.24
@fS YT FA TR @FIC 3456(A3) ¢ x " " "
71 (75 lookup T € o9 FIE 498 G- CT | | eem-ID | Item Cost | Markup
N+ Ko e, widie 3453.00 (D3) | 2 AS-469 |Aspirator| Rs.2.56 45%
SrizaT—2 ol 3 BI-567 |Bib Rs.3.56 40%
9—2 : (b9 2.25 ) 4 DI-328 |Diapers | Rs.21.45 35%
3 Twearel Sl (GRe A2:D6 (A0S fex@ | 5 ST-340 | Stroller | Rs.145.67 30%
ST [tem-1D T STl o @3k 4fom wioea (weq |6 WI-989  [Wipes Resuial 0%
STETI5ICE! 1ol PO cost (36T (TS 77 3) G Markup fog 2.25
(I T 4) PRGN Golal | PR
DI I 901 2T (e 24T |
Function Description

=VLOOKUP (“DI-328”, A2:D6, 3, Calculates the retail price of diapers by
FALSE) * (1 + VLOOKUP (“DI-328”, adding the markup percentage to the
A2:D6, 4, FALSE)). cost. Result Rs. 28.96
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=(VLOOKUP (“WI-989”, A2:D6,3, Calculates the sale price of wipes by
FALSE) * (1 + VLOOKUP (“WI-989”, subtracting a specified discount 4, A2:D6,

FALSE))) * (1 - 20%). from the retail price Result .Rs. 5.73
=IF(VLOOKUP(A2,A2:D6, 3, If the cost of an item is greater than
FALSE) >= 20, “Markup is” and or equal to Rs. 20.00, displays the
100 * VLOOKUP (A2, A2:D6, 4, string “Markup is nn%”; otherwise,
FALSE) and "%, “Cost is under displays the string “Cost is under
Rs.20.007). Rs. 20.00”.

Result: Markup is 30%
=IF (VLOOKUP (A3, A2:D6, 3, If the cost of an item is greater than
FALSE) >=20, “Markup is:”” and or equal toRs.20.00, displays the string
100 * VLOOKUP (A3, A2:D6, 4, Markup is nn%”; otherwise, displays
FALSE) and”%”, “Cost is Rs.” and the string “Cost is Rs.n.nn”.
VLOOKUP (A3,A2:D6, 3, FALSE)) Result: Cost is Rs. 3.56

4. HLOOKUP

HLOOKUP w*1 (1% @ I Horizantal Lookup), € (GiRtaa Sitasr 22w
@-(S 4T T TP FF G G2 FeAI G2 (BReT SHE o= @ A RS I
&m0 | HLOOKUP &1 5 fersyge

HLOOKUP (lookup value, table array, row_index num, range lookup)
TR
o Lookup_value-251 @ ST (@ table_array- 2 (AIT© S[ePTI A (Lren] 2 |

e Table array-%3 I STOIfEF (- (U1 | table array-3 2 (FIF TF9TeAIZ T
lookup_valueT® SR I S | 2 AT GG, 727 Il FAGHIE N 20e AT |
T FITOF R (O] RITST S AT TG |

e Row index num- table arrayT® i< @ 799 Tl (ATF S W0 w12 Ko
T2FC3 SIPTCS 203 | 9916 row_index_num-2, Table_array-3 @O ST S 2w S,
@35 row_index num-3, table array-8 PO FAIC A AW FH G G2OICI HFCO
qICF |

e Range_lookup- 4ft @& #fE=mieT = A1 Srard 6T @ A8 HLOOKUP «s(6
o fet At S e 4t oite 512 &6 1 3 @ “FLASE” =3, O (@ive
IR et frer sl (oitee MRS A0 @Fe (@Re T T 2Ne (ol WRoes
&t Rava 31 23 |

S HLOOKUP TG @RIF S @0 e Twigge oz 37 | fagfaie
‘ﬁ% for SAFWE

Trtzad (fog 2.26 @3 2.27)
Worksheet-1 JCSHF NG (@o-1 @7 AfeG taaifias A @1-2 T AT |




TG

Worksheet-2 @S (@i SPta (I C), TS 5 A : C D | E
R EIRICOII SRS ESIINIGRICIIS BRIICRICIC A Ml Quarte : Q Q Q4
| At 2ifs tamiisa ey et (e fite gag gfbee |2 Budget | 35000] 30000] 32000 | 40000

SAFMB-2 GF N (D) G FCS G ORAT SF#OIE
JCFAN (AN F) 9lofell 09 B12 | D2:DS (it il fsgest

HLOOKUP Fi¥IG <5<=ist 99 : (D4 (70T (Tl Z0A0R)
=HLOOKUP (C4, Budget!SAS1: SES2; 2; FALSE) Tt Q1 35000 | 35000 | O
@A | Q2 30000 | 21000 | 9000
=HLOOKUP(C4,budget!$A$1:$E$2,2, FALSE)
C4 (IR & lookup value [ o4+ T 40000 T o [40000
budget!$SBS1:$E$2 STFHB-1 @ &¥ table array: 1 foq 2.26 43¢ 2.27
2e budget.
2 GIFMG-1 €T @ 2 28 Row_index_num.
FALSE SR G AP et I FHCS B2
Pending =D4-E4 TS I 15 I D4 G (A

D2, D3 @R D5 ¢F 54 U<R F4 @167 (ACF
F2, F3 @38 F5 (T o 31 (@09 I |
@it SRR (X T2 (S (BRI S (I SHICH) lookup FHFITHAITS STard 1
2 O4 T T G BRI (Giaiaers «ft Siteifs 23) s*E absolute (6T st
AR F00 = |

2.1.2.6 wif¥& wiwiwez (Financial Functions)
1. ACCRINT

@3 T 2RSS 9 el I @7l @36 e Rta o wifers w emiw
IR | @7 PR 21

ACCRINT (issue, first interest, settlement, rate, par, frequency, basis,
cale_method)

Sifar9jtell DATE FIAIA a2 63 A S+l 9@ 1 I it R
AT T Tb® | SRReFF=1, 2008 AR (3 AR 2393 Wd &« DATE (2008.5.23)
R 1 | ST (GHO RN 21 I 201 7901 (7wl e A1 |
Issue Hfseiia i wifia |
First_interest Ffefiba @ew o 2Ee olffd

Settlement zo1 Pifsefta femifer wife
e amere: [Kfer wiftitm
*7 faevife 27, T4 RN (ol W [ T |

Rate S ol 2
Par RACG FNRICT T




FIeo fefes fearfaamwaet dwfe

Frequency AfSq= T TR 322 | S 2MItTa &,
frequency=1; SIECHL &= frquency=2,
QIPTCRT &) frequency=4
Basis EoRECIERCIACKISRIGEEERT
e OIfATAIS TR TS AR S AGT FCI TS Q9T ST I35
209 A | TF0gel 1 @RI 1900-93 6% Al 1 @3 1 SRl 2008 9= Fhe 71201
39448 FiFe @b 1S, 1900 @7 39448 W« 97, I ACCRINT {Hfefesit st

B ICTIN
rate LA
ACCRINT = par x —&€¢ __«y A
Jrequency 47y NL
2. CUMIPMT
G2 T 6 TRACE A& 2ve 7 gee s awid 3 | (ba 2.28Ca) |
FIAAGT PICoH 2o
CUMIPMT (rate,nper,pv,start_period, end_period,type)
E— — = | Rate T A
1 Data |Description ]
: 2 (9% Annual interest rate Nper 267 S AN ﬁﬂ% IR
330 Years of the loan P
4 (125,000 |Present value . Pv 25 TN 3T
5 Result |Description  [Formua |
otal interest paid in the |=CUMIPMT(A2/12,43*|| Start period 2T Sl 2L TR | oY
second year of payments, |12,A4,13,24,0) o
| 6 periods 13 through 24 : fA L[S I RE S o I B K ) R C i
-937.5 Interest paid in a single |=CUMIPMT(A2/12,A3* 31|
7 payment in the first month|12.44,1.1.0)
' End_period 26T 51 (A I0=<pIeT |
foq 2.28

Type 23 Sl AW S A LS (I 0 Al 1209 AR)
0 (47) 2031 51 2w, SRR (<10 20 AT |
1 (6F) 203 O 2l TSI AL 20 AT |

3.PV
A B C P
Fanciion | Iapet | - @2 FIHD @3 R T8 1 @we @7 |
1| Feoimetins | Valsss i TG G RO6R ACNG o A RS GHl6 TR0
500|Money paid out of the annuity at the end
2 i of every month AWM YT AN | LGBt m“’fﬂ@w 4 (.7‘“3 O
8%|Interest rate earned on the money paid qT W E12) W/ oW
3 S out (to be calculated per month| g N SFU ! (% 2'29) R ’
20| Years the meney will be paid out (total Ptz -
4 oo number of instalments monthly)
5 type 0|money paid at the end of month Pv (rate, nper, pmt, fv, type) @I
6 Function =PV|rate,nper,pmt,[fv],type)
7 |fRa80,777.26) SOV(BS/ 12,04+13,500,/0) Rate 205 A FATFICETH &) 00 R | BRIz

foq 2.29 AfFF 10% W 2T SOICARIZE GF S el ezl




TG

@3 T @ffe T emie 41 27| oz AfS e Tma 27 29 10%/12 A 0.083% | T
BITEF ST 2@ 10%/12 3t 0.83% A1 0.0083 |

Nper 2 ¢35 AifF @IS o1 2l TP TR | SrizgerFgol, @2 el T 57
IR N Aol 77 43R AfS M0 w2 Wi 1 27, SRS AT 4%12 (J148) I A | nper
OF T2 48 |

Pmt 257 &S TERteTd ey 912 ainie @3 R AR N0 #Af7asw 41 A
Tl | ANS PmtCS ST 3 7 AFCEE B (I 6T | 397 A 1 | Srizgerwg2l, 2l [
10,000 I S0 12% 2K 517 I2679 &ep NS Aot 2e1 263.33 Bihl | Pmt (8 Fi<ie AT
SRl —263.33 wifE o | 9 Pmt AW (ST 2T, OTF SRR £v(F SIS STFeT A0 T(J |

Fv 261 S5 = 31 50 A 7917 (&1 11 S w1l 2miteTa o1% Siere] 3909 201 | It
V(AWM (S 2, GO Sl 1 & 0 (THIRHFLA A ©fye e 0) | Sigger=g=!, s
T 18 I <3 R 203 &= 50,000 BiFl (AT (T IO B2, @ 50,000 HiF 2&1
SRATCST I | O AW M Sl T G2 A Feb! (T 741 IR @ iz =1
AT | I fv A% (e 2, OIZ0E Pmt T2 TG BAT TIGT T S*F |

Type 251 0 At 1 RN @R 9 emie T2 A AE 02 ©f T I | fy @R
type 2&1 @b SNf(9G fv YNNG 2o SRATE [ Al oI (&7 A S S o1l 2T
AT (oIt BIZ | I SR fv ST AWM (@3, GCEE SRATST WAE 0 Sfe IR | type
ST O B o1 2 91 TR TRHIEE ARCE A IS (IL L PRI (<0
avi B T 02 O Al type SNfNGEE AW (T T IR TR X0 (AT 9 2wiey
T 1 /W ) |

T S eI TIRIT T T, T AT 2(F, 1 74 e ezt 1 5 &Anfe
= ©IF Boig 67 I £y, pv @R Pmt ST (IS A AT 20 ot | Brar T4 @
AT @ AW S rate SYEGCE npr SNATHG G S GF(F AF FACO 513 AT ol 7w
! 2lfS T emia Ff, OIR0E npr 261 2fSNeR A o1l el wiefie 360 (30x12) 26 30
TR Gel) T | AIAP O DACE SR NRE GRS 2 1 ARG | T Snd
CFCae AT ST TN F, MW rate <0 7 2 O

pv * (1+rate)™ + pmt(1+ rate * type) *

[(1+rate)nper _1 (pmt * nper) + pv +fv =0

rate

)+fv:C
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[ a3 AR (annuity) 93T RS TEHE T4 e Fom S 2MicT J
TiggerEl iR &) el (@l A % AR 93 AR |

4.Fv

ATl P e 3k e oo = (e 2.30) Bom fofe wa @3 wieafs
RNIeR SRkere W/ 2w I T Peosa 2=

Fv (rate,nper,pmt, pv,type) @A
Rate 251 oS TR AW
Nper 25 @3 F @G o1 2w FNIRICET AN
Pmt e 2O TG G O @i, R AT T ©f AfRLE 1 A A

NGRS PmtCS ST G A7 ARPCENS S (e 30 | I ACE A1l | I Pmt I
(MET] T O SRHZ fv(F T TBGE FA0O I(A |

Py 251 W o7 Al Gl oL ) Bfre S AWt Gl e 9 | I Py A
™ 2T Gf6TE 0 (XF) J0E SRR 91 2 @G3R Pmit T S0 O9F T89S
41 27|

Type 251 0 Q! 1917 @R O &I T3 A0 AT ©4o ©f fiois! a1 | T type AW
e 27, GG 0° 0o Sl 91 27 |

Cnizet :
A B C | IEL A B c
Name Of pesiptio RAMSOF |t Deseription
1  Parameter Dty De - 1 | Parameter .
2 rate 6% Annual interest rate 2 gore 6% Annual interest rate
3 nper 10| Number of payments 3| nper 10| Number of payments
B pmt -200 | Amount of the payment 4 pmt -200 Amount of the payment
5 pv -500|Present value 5 pv -500|Present value
Payment is due at the type 0 Payment is du.e at the
o o ! beginning of the period || |6 end of the period
7 Result Function 7 Result Function
Future value of an Future value of an
Rs.2.581.40 investment with the Rs.2,571.18 investment with the
8 above terms 8 above terms
9 9 =FV(B2/12. B3. B4, B5. B6)

i Fv 247 (rate, nper, pmt, pv, type) N=9tEIE SAFAGT ave [y ol afoifsre
T T @R (@G G A8 @ 2581.40 B 2w SAFAG type 1 AR @RI 27 | fadoiw
GAFNCHS result @ S 2571.18 Bidl type 0° AT (LIt 2= |




oG
5.PMT

PMT i< STaifRstiet 2wie @R =1 500 219 Sl $63 430 AR ofimafee
LA Al SR | PMT iReI0Ta oot formgt

=PMT (rate, nper, pv[{v], [type]) @
rate %51 Ao AT A
nper &1 FNFICETI FHAN
Pv % IO 6 I SRICS 2we SIe Afiel 7 IO e |

fv 2o (1 I SIS S AMITR AT IO e [ [ (ST (4 ST Soie
GG AW (R ©4 SRS 57 ¥[+7)

type TR (<ITT &S STLF e 1 N 2 0 | AT *[JCS 2vee SIS 57 Al
Al 2o ‘17|
TR Yol AR R 7 2 AECZ OIF SILATI StoleTl T S A2 PMT il
ARG AT |

Trizge (g 2.31) 2 5 ;

1 Parameters _ Data  |Deseription
;{W W/ mﬁa aﬁ% C‘Bﬁ?{ AECR 2 rate 8% |Annual interest rate
¢3 T o ? 3 nper 10| Number of months of payments
PMT Zg* RIS T AMOTRS 8% QAT W R 9(fe] | ¢ g 10000| Axseunt of ket
§  Formula Result [Descsiption
1000 i<l s S 2mie sfelel T 2T | =PMT(B2/12, B3, B4| Rs.1,037.03) | Monthly payment for a loan with
5 | |the above terms
=PMT(B2/12, B3, B4, 0, 1} | (Rs.1,030.16) | Monthly payment for a loan with
QW W type «aq 3\'-9 I =0 R 1 the above terms, except payments
are due at the beginning of the
REREREIRY , pasind
6. RATE g 2.31

T RS 2fS TRHIER 0T TF @2 T (@FFe (7 | A=aRies 7=l
RATE 5l S5} 23 3R *[=1) Il Sl A AFCS 21T | I RATE @F F1916 Foree1a)ta 20
R ARSI #It7 0.000000 | GHNE TSRS 71 27 RATE #Num! G670 39 (2.32) e
O | PIHICTs PAtrID et ey -

RATE (nper, pmt, pv, fv, type, guess) @I,
Nper %5 ¢ AR W 2 AT AL AR |

A B ¢
Pmt ‘@ﬁ%mwwﬂw TR |, parameters | Data |Description
AT A ©F ARTSS S AW AN AGqEArS |2 nper| _4Vears of the loan
PmtCs TPt G 7 AIFCAS S (Pl e A 9 | F pmty ___-200; Monthly payment
4 pvl  8000!Amount of the loan
WlﬂﬁPr?t@SW WS T, 1 v T2 . W3S g PRy T
S TTYE FCS Z(A | =RATE(B212, B3, B4] | 1% Monthly rate of the loan with
| —— dem e i e above terms
=RATE(B2*12, B3, B4]*121 0092421 Annual rate of the loan with
7 : jthe above terms

g 2.33




F>ToH fefes fEaafammege sw=fe
Pv 20 IO 0 /T — FECIG A wAfasel [ efkacs emw « 3 Hifwe
T ST |
Fv 26 SREe Yo/ A Sifes 91 emitd 17 Sifers o (o 3 fv I (el 23,
e 1 27 @fb 0”203 (AR ek o, SnieRerEgst, 0° 7@) |

Type 251031 1 R G L2V T4 I ATF O O 0 S |

0 31 A% (S| FETCS QRN FTRHICER (1T I ARl I TR G3% 1 0o
QR IR *FCo S 2l I TR |

Guess 2 907 2 [ 203 O Sfegsliel 5411 | T W (1@ 31 23 OIR0E B! Sfefsliel el 2 S
29 10% 2@ |

7. NPV

G T BITT 2T IR SRATeT 9 2mited @i FHifde (Aee W) € =g
(LIS W) A2 IR R [E TG o stolet 0 | @2 Hreorsy wieafs ze1

NPV (rate, value 1, value 2, ...) @S
Rate o G0 PRI AUT T2 T RITeT 24 |
Value 1, Value 2 25 1 (ATF 254 SN9YHGA Al SLaAve G2 G ot |

value 1, value2 ... AN W ANFTS[(I I K G<R ATOIF
AR T @b 7ABe 2@ INPV Valuel, Value? ... F9 IR
T FMW 2RI FACE WA I | &I G3R SRR SN ATl
(P S0 2SN AR |

NPV Rfcial 791 2412 Valuel SIRTE 7{T39 TSI [ 27 3% SIfFFIce At s 9o
2T AT 1T 2T | NPV a9 Sfiare 16 231023 Golg fofe 1 =01

& values;
NPV = —
= (1+rate)' I n, values 93 OIFTHITS F9I 22T AL 2, SIRCE NPV
GF el 24

- - - NPV (5@ 2.33) Py I*ie (IS I57) I SF51 Pv
1 @} NPV &3 0 A< A€ 267 Py 797 21206
: e, UNm St GG AT (I 1 g I Pl eS|
3 valuel -10,000|Initial cost of investment one year from \'N“Ul?T(ﬂ‘ F9 21 W NPV ﬁ o 7| Py
4 value2 3.000|Return from: first year ) SUPIST 3C :
5 \?ahlea 4 200|Return from second year HSTW W ﬁaﬁ?{ ﬁﬁm‘fﬁ W% W Q“W |
B i NPV IRR TR (STOreail 2ifemits 2 sl
8 =NPV(B2, B3, B4, BS, B6| [Rs.1,188.44 |Net present value of this investment mﬁ/ﬁ) IRR 21 Cﬂ% LI G NPV W I
: NPV(IRR(...),)=0

fog 2.33
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2.2 (o5t «@feg, (G RN @aR GIEeTa it 1 Fwasive
(Data Entry, Text Management and Cell Formatting) :

@@ FIEoRTSler I e, s et 25 (Tol 3995
=21, T AT ISR S 20O A, @ (O Ao 2995, T2 ™
TR R N T A FHIEIR 7241, DAY T0gifit (@raiifes (@on afeazsacs o i f{fen
(TH! TAMINETA W2TTE FAIT &l | ST CFCG (05! TG, Ae @R T w16 26
Thhe | @3 9idf @2 @ (©hift Gy zedl @ Friifae Tt Bfve Wk 7R TG avfos zre
|

CRGRIE TEFCA AP TS AR @32 G AN A=
A | CRCRG RfoT A= AT 724 TACS 2/, 90 O, 9 7l A G0 * SR
M Al (GG T TG TS AR | Swizerwgot, T S @I G 16/04/1980 Bizel 37,
ceeRE Wt @3 S RETE FFfe @R @R G S IS I | THEWIF (To!
AT I R (T TR TNCH5{T oy I, T WS 01t 2t Thw | Snzzersgst,
1.5 93T CRITHTE (1T BI BINE S ToiRiisi F00 21T T4 @2 1.5 B CRTHE IR &
473 9o BT SoRiifere 2re it 2ol |

2.2.1 (w5t «@feg (Data Entry) :

O g (U6l «fG7 FfRate (i @3 TSI (Oh! 7ergfe sea At [Kifen e
(TB! 7[3 FACS AT (F SEPACT A (@ SPAR) | Snizerwg=t, I wemi [ifeq e
AR AT A7 17 Bizol 7, O @3 #AfF0S wiwat el [fen eeeents e
AN & bill-in data fill REs9fCeN T2 TS A | (TH GiGa &) FESH 2= >
TreTe 91 TR

2.2.1.1 (bt 1 Fai7 f9espiz (The data fill options)
Fill F16h SAFRT GR9TEITS (TH! 779 TS IR

A | T @ A (b 2.36 @R 2.37) | SN SIS G _ A
1 10 G SAiBIa Sorx fof6 0a arare FmfFaena bt e at | 1 10
2 20 AT T I T Bifder, 799 8 GF-«a7 Ahm, | 2 =0
; SIf TR SR A1 |90 Rifew @ (obl Fifte i ig

5 T 7[5 I G, S| GTT9JCeIC w13 e =% fill handle
= 50
6 :@dragﬂmwﬁl%ﬂ’m%ﬁ'fﬁm@m & 60
- R GTCeTsT Mo ST (RIC! it Tef G fiem | 5 70
° ey | T SR T O WA AT I, ARG | g 80
2 {6 e 71 ez ~fafoe = (b 2.34 @3 2.35 ool | | 9 20
foa 2.35 f3FeT ITees fowoqre awffe =7, Microsoft Office mﬁ_z = ey
9 z.

Button( ™3 @ 3 %7 @< ©I=#{C Excell Options-4 &6 9|

1. Advanced-« 5% 39 @33 ©I9917 Editing options € S&IT, Enable Fill handle and cell
drag-and-drop (5% I3 Y02 (&1 A1 oo 90 f2Fe1 ITSHADIE RIS/ FACO
(hide) 1 &w=(e (display) S & |




FIeo fefes fearfaamwaet dwfe

2. T iess G @ 9{(.?1/ T ﬂﬁ%ﬁ A oRII#Iq F41 GUITS, Alert before overwriting
cells (5% 73 PIeT3 a1 2R ol @t [f*oe ez e | I S Hit =S Gretejeet
GOIRAIZG A ARSHAAT T=I(F (FINS A (AT =Tl 5iZ, O SNl 3 (5 I/ PieTs
N T A |

oIl 76 ZIewes (6T | #19, Auto Fill Options (@i Ssifsers 231 Tt
fadfiom <1 Freeriia G Freita =9 = ol Sl 53w F=0s AlfR | SuizaerF g, (F<emg
(IR TG SR &) %419 Fill Formatiing only [st i Face #Aif7, 31 Fill
without Formatting st {35 S0 sg¥Ia @TteTa Rz #i59 T0e (J0R e 1if |

T -1 ¢ s EEaTenTe (bt 2f Ta o e gitsees B (BE 2.38) |

_ _ TARIELA, O Al (TF A0 CFT 5 agtosum - A lﬁ
| (ST T 10 (40 g 0 O O 5] gy - zr

W Sort & Find &
"IﬁwwaﬁQ 10,20, ... 100 2@t (Bl 2 Clear ~ Filter~ Select~
AT &= drag RFa 929 F99 1, Editing
B oa 2.34 @R g 2.35-9 @A

| A g 2.36

1. Q@ COBIoJTeT SR 2[5 F0S bi2 (9jCeT FeTe GRaeE (Al:A2) Pieers
7 I 2AMA ETESETITe (A3:A10) SifeTe 21|

2. SR Sf7e 2 fill SO B G GTReJTe] S ReeT ZI0Sein (BT i |

3. ol el b sjgel S90S 513 ©f 53 S90S, Auto Fill Option-9 {56 39 @37
O @ [ SRl piR oite 59 39|

0 NGO A WNRE

A ' | A

24-Nov-1952
24-Dec-1952

W 0 N O BE WN

=
(=

Using Auto
Fill Options

W0 N OV s WN e

10

24-Nov-1952
24-Dec-1952
24-Jan-1953
24-Feb-1953
24-Mar-1953
24-Apr-1953
24-May-1953
24-Jun-1953
24-Jul-1953
24-Al..l§-1953

g 2.38

92 otionf erter famagaTa active At A @EICat fFat @t et <=t
1. &% FB @5 (A1) Pieers At 05 99 @R T -10 QB 34|
2. Editing 37 Home (573 fill-9 555 39 @32 1994 series R0 55 79|



TG

3. Option Windows s ot fSioe w51 sie<aiz 9031 (@@= Gt WTC?IWQﬁQ Bl:J1 4t
TN ST Sl A2:A10) | 24ie 7% 21 step value (@ (@RF S 7700
VIR Aweee e F21), @b @3 Trizart G Al @7 SAfRCfee 10 G3R 72 =19
<81 stop value (@ (THIF *ITT T SIS 1 20 91T, (TB! fZFeT 7% 2 AK) 100
206, ©f (Tl A10 9@ A0S AT |

4. G SN H7IE KT AT 6 OK (9 356 1K #191, =1 101 «iest A1:A10
FAfRTe 10:100 (TH! 9T (1T 473 |

SIfF (TOIF & SN0 Swizgel e S @A SR fill handle IR
A A1 (b o7 TR SR @ I G FEANCT AN GTetoj e AN Format cells
T I O (THI 20O (A | 92 SUIRAC ST A1 ST 24-11-1952 (1 24-Nov-
1952) SIfFdl @R A2 =GTeT 24-12-1952 (At 24-Dec-1952) AT F99 @R ST
A3:A10 GTA9ITAIF ST Auto Fill Options (IO 2T T4, “AfFae=9]ta 1 @@
A2

2.2.1.2. S T (ATF (TG S/ 4
(Import/copy data from other sources):
@ @I SRR (B! GG &y oy 9o 7o e ol FEffie
TEeres 2R(fSft ITT FACO AT T GUIE STFRG S T A S Mo
AT CTHAYCEITS (T5] RIS I | G2 (TH! FIZAYEN (BT Fize Al 5-(GH6
e TG ARFCS A |

MS Windows-4 Note pad-&3 S0 (FICI ext editor AR I (GHO FIZAYE
TR AT AT | G FIZAYAT 2ATHZ GFETHT . txt ACF O S GHGITE!
FCS AT (@I .csv I Comman separate values GG Tz 2N «ifafow) =,
FRIGE I TS A | (GG F2eT (ACF (T Wi« T Gape o 2.39 @71 &y
e smrwaioen Jges |

1. MS Windows-Gd Notepad (&l&ll¥ 27 I =(! Fifer (o 7 ((THGTo Notepad
& (7T, Start-> All Programms->Accessories->Notepad-4 & 39), |

2. @3 (GG P0G GF Mz d [Feiferes

D s s R Rt ol RECRE Il © empdata - Notepad

Tl 52 Aol @i o2 (ifo oS oy [Pl Fat Format View Hep
9| EC No.,Name,Designation,Salary Date of Birth,Date of Joining
05805,Ramesh Bahel, GM,40000.00,24-11-1952,16-01-1981

3. Ay B CHACRGT AT Sl 04724, Kanu Patel, GM,46000.00,23-02-1953,19-03-1978
06104,Shashikant, AVP, 52000.00, 16-01-1953, 16-01-1983

EAEIEREIRE] 05555, Kamini, Typist, 15000.00,16-04-1980,20-05-1999
- |15805 Ramesh Patel, Cashier,18000.00,24-11-1988,16-01-2008
4. SR AL TG AR TP AT T ) 4704 Koy Sharma, Peon,6000,00,23-02-1980,19.03-2006
| Bl AT T (TB! @feG =Y A |

o7 2.39
5. «f5 20 #iIta (@ @fSl (Oht @2 T e
20 AT O FAGR AN ST &fofb (Thl (G @ P (blank) (THI8) F1
[l 7S 7€ Tvw |




FIeo fefes fearfaamwaet dwfe

6. S @IS (ATF G TG ITFE SAFHG (A |

7. TR S (OBl 7R PieeTs e |

8. (TH! BJItF, Get External Data f&0& From Text &8 #iF |

9. From Text-¢ 5% 3 a1 @3 Notepad Fi2a1 (5@ 2.40 @3k 2.41) faibe T30 S1egif
ea | @fb .cvm RO SR GCae TH0 (TS 203 @R (@6 fHf S @1 @3 Fepiz
{9 23|

10. Notepad Tizet (A0S 2fSG (Th! GTaet (Th! Hi3eT RO A=l At (TS T (T 2 |
@ft GCHE STRFMET CICE BIF LA0T (TH! ARFIT [l &I I ANCF | FIEEPTE,

Page Layout Formul B14 v Je |
&5 From Access n . b Connections A | 8 c D E F
3 From Web =i Q SF Propertie 1 | ECNo. Name Designation | Salary DateofBirth | Date of Joining
| e 2 5805 Ramesh Bahel GM w000 24411952 16011981
A ——__— 3 a74KanuPatel  GM a0 23021953 10031978
AL - £ 4 6104 Shashikant ~ AVP 52000 16-01-1953 16-01-1983
—— = - e - = 5 5555 Kamini Typist 15000  16-04-1980 20-05-1999
3 :! 6 15805 Ramesh Patel Cashier 18000 24-11-1988 16-01-2008
% 24724 Kanu Sharma  Peon 6000 23-02-1980 19-03-2006
fo@ 2.40 foq 2.41

PR, © ERRGEN 98 (©hl (3429 (labels, values, data and formulas and data
validation) |

* (@TCIEPIZ (Labels) : ((5H5) Z6 IS (OO, (T3, ABPRZ, IFPRZ @R A0S
IR oTF TBGT | I (GI6-9F 13 (Align) G N AN (e |

* TR (values) (FRPTR) 26 AKIFAS raw Il 6T AR A OIHATE |

o 2J¢f1R7t (Whole number): 31 (S5! 4(G 1471 27, @ 34 3l 5763, T3
(OHIDCE GIER ) Tl MG A B e tiats (it |

o WifSIF 7t (Value with a decimal): T (S5 IS 72071 A1 S 23 01 T3
TG S 0 (& AW T wifSis 9 972 TR0 G N Sies A TR ezt (Rl |
Tizgerage, I SN 246.75 @B I, O 246.75 aAwi*o 77, TRF 246.70 A5 I
NG 246.7 BTG 0l A | 1 2v{TeTa o1, FAICT 2= 3 (CHi 2Alfefeaset a1 9aiaes
s T A |
o J@I9eTt (Formulas) : 25 GUSEICS Stoll ST Sy 0 |
o Sifgd (Data): I SN G O QBT &, @I 16/12, Dec 16 A 16 Dec. a3
FAFTSIE ETC 16-Dec I At e SeT ot wfen A 16/12/2008 2via 33 | (Sifiees
FHH @I (™ TS WS 6 Wbt Soigr Sz ieT) |
2.2.2 (TB! (344 (Data Validation) :

@I QBT A (TR AT SRS TG T® FAIF Sy (TH] ([ A0
GRS | SR (IR (THIE S (Thl (A fRsofen (ofF Face #AifF T Iamsitios
ST (TH! 2T FACS (7 I, IR T2 G0 (AN T (B! Bizol F17 (5! I
Y (TR HOFS! AS| SPCS AT | AT IRRPIRNIL, G Telf B 279J5 2rop=i 51
2N O R @ @I G TN T ey RIS ot S At foi o




TG

(T TR ST e (TH] SRR A GR ANl 29T ARSI | (T
IR e f{fen Awfe g

* @& 3 ©IfeT! &Fe F4 (Create a drop down list) : G2 R N LF-ALEAAS
SBCHH Al AT i OIferel TTard 91 & @R (R SRR IR Afgs 7w Face
VT | (@ Al AR ATIER Ty Sl JRERPAme e, 9, sl @ TFee,

::‘:9_ Home Insert Page Layout Formulas Data Review View Developer
iy From Access L, | o == (3] connections ——l & Clear == == =3 Data Validation ~
_& From Web =1 —L' 2 @ " Properties 2 m | ? s Reapply G__“'—:—j_i E L 'Pe.Consolidat
From Other Existing Refresh << 5 %l Sort Filter 7, Text to Remove - =
2] From Text Sources -~ | Connections All~ Edit Links M7 Advanced | Columns Duplicates (EP What-If Analysis
Get External Data Connections Sort & Filter Data Tools
DEPT - (> S| sALES
[ 4 A B C D E|F| G | H 1
1 Employece Name Department Qualification Sex Code
2 MITESH SHAH
3 |ALOK vyas SALES MBA
4 PRANAV DAVE FINANACE PHD
T RAJENDRA TRIVEDI R&D MCA
6 IRENU TRIVEDI OPERATION |MBEBES
7 |CHHAYA DAVE IT MD
8 BALKRISHNA THAKKAR HR cA
9 PRABODH VYAS MEDICAL ARCHITECT
10 NEETA THAKUR

o 2.42
AT, I35 ST @} W12 b Tonft et oy R s @B SN AN A0S 513,
ATGF FAE @5rel MBA, PHD, CA, MCA, ARCHITECT «3% MBBS 39jif qrele )
g QB FAE T TS B3GR FAE o1l 9FT (male) A TZ& (female) 2
The | At wifeilt Freitm 927 T @1 7AE 3 Amemsiofren fwgst

@36 TR ©iferl (drop down list) fea(b fom ot AYS T @ACS (1 Al (Sl
(RIS 2T I @0 AT (6@ 2.42) |

o T QI 72 FA AT 90 OIferm Bizst 79, @ T Siferl 9217 767, @4 2337,
el |

RIS R Rt C N (G N BN DS RIS R O (G RGEC il Data Validation

@I 3 GFF FAIC T 5I2s F1 AT | “Settings | Input Message | Error Alert |
* (TETSITAITS (TB! 1D g9 IR TTard 1K Srely G5 ""'::;'f'“ ahwie
AN (€ T v B

o g5 PP SAFRG (T | e i

Decimal

o FECN PTG TeT QBT 7 (T _ﬁ:
Employee Name (&1 A1), Department (&1 B), inttﬁoth
Qualification (FT1C) @R Sex code (FTE1D) | AN (A1-9
AT HIEG 72 A (og 2.42) |
o I (2)0O TN N 79 (FFT A2:A10) | Clear Al ok J[Cconca |

fog 2.43




FIToT fefes ffaaxiaad sw=fs
o STRFMAET @I AT (@ G3 : G9) g etz

Validation criteria S €S ol 2 5% 4|
Allow:
@ B [l 1gore blak * WG @ (Formula tab T8 S0 > KRG a1
vl BN REIfe %) Fe@fe 4, (@ Dept.
» T (b) BreaE At o <51, @ Department
= (7ICA T (OB! (4P 1 =)
=DEPT « 3909 Data tab-« Data tools €S Data validation
9 5% 39 91 foaf Data validation 5519 ¢t (og
o 2.44 2.43) | 22w B 24T setting Tab, @2
wiferpa 58 (A listcs o1 a1 Breers 31
o @2 RFE aeead TG awsle IR IR TIbre (FK O SRR I, @A
SR @G N =DEPT (5@ 2.44) G2t 0o 2@ | we 1t et ooy @it 7
! ATTS (@I - QifeT A1 2Pl T2 SCNre 71 S0 &= [gnore blank I 35 39 @3]
S5 2 In-cell-dropdown |
| Settings | Input Message | Error Alert | | Settings | Input Message | Error Alert
Show input message when cell is selected [¥] show error alert after invalid data is entered
when cell is selected, show this input message: When user enters invalid data, show this error alert:
Title: Style:  Title:
\DEPT_T [warning | oerrE
Input message: to Error message:
gEIﬁEﬂCRTTI{é:';ER Information -A gLOEF;ES%T DATA
!
foq 2.45 g 2.46

* T4 @FIN GET (@ B3:B10 4% td B2) 7 i a1 Fieats <41 27, ©ite 3995 s
(e &, data validation ™ RelT 5t 5 o9 | e Input Massage 571 (6@ 2.45)
G PRI 22712 (GH AGIT 9 (@ DEPT _T) ¢ I &) G5 e
3795 Al FAZ 9 (@ -SELECT/ENTER DEPARTMENT) | (& f=<ifbe zewia
AT @2 ST 2l Fa17 ooy [Remire B e (o 2.46) |

* LAY (TB] (0T QD 1 201 2l 35 203 ©f (G609 (Ub1 (34679 [RFCHa $orl Bt
(5@ 2.46) &< 9, @ Error Alert 59 | @2 7RG 7w 31

F) 0 B34 O AR A Gf6 ool el FCo |

<) 27 S| JRLTFIAN G @RI Sraeey RGN &y A7z 6| 5i3s
A0S (T |

a1) Style-ag FYA @S (THIT el AR IS ATIIGATS! S
Information, Warning i stop 10518 ¢ | LI —




CRGG
i) Informantion : EJ AS| &AM I, O WY (CHIF AT SAGHA |
ii) Warning : @36 sTedel S| 2w« I S SCI4 (THR AT SGHCI 1 |
iii) CCBIF SCI AT (Y I |
Tolta Srafds omeweieta [{fen foasraice Aoy oraie 2te (5@ 2.47(a) (10 2.47(d)
[l SAFHME Department I G (V5] 2T A IR TS &7 -

[ 4 A ' B [ - A F—
1 Employee Name Department Qug| 1 Employee Name Department
2 MITESH SHAH C—/——1- 2 MITESH SHAH I=
3 ALOK VYAS DEPT_T 3 ALOK VYAS ’S:?ngs
4 |PRANAV DAVE SR 4 |[PRANAV DAVE R&D
s |[RAJENDRA TRIVEDI oeparmvent |l s | RAJENDRA TRIVI OPERATION
6 RENU TRIVEDI 1 6 RENU TRIVEDI | o HR
7 |CHHAYA DAVE 7 | CHHAYA DAVE —
8 |[BALKRISHNA THAKKAR 8  BALKRISHNA THAKKAR
3 [PRABODI VYAS 9 PRABODH VYAS
10 NEETA THAKUR 10 NEETA THAKUR
5@ 2.47(a) 57 2.47(b)
. A [ a [ c 82 a S | FINANACE
1| Employee Name Department Qualificatio A : B
| 2 |MITESH SHAH MARKETING |~| 5| Employee Name Department (
SAOR VIR BT 2 |MITESH SHAH FINANACE |+
dmawone 13 [Ee s moxvens [ 1o
- p———— DEPARTMENT s  PRANAV DAVE s
B DEPT_E 5 RAJENDRA TRIVEDI SeATien
& 6 _RENU TRIVEDI r‘EDICAL
9 st 7 |CHHAYA DAVE
10 e 8 BALKRISHNA THAKKAR
1 = wew ETTR EW 9 PRABODH VYAS
12 ! 2 o NEETA THAKUR

o 2.47(c) oq 2.47(d)

(Th! o Tt At Ao MU (©hl ABGIATEAR 27 AIH FI00 S
source I ORI Bizsl e I, T @l 72 e (b 2.43) TwiggerFL A, @-CHICAl
FHIRT (0T sex code FT I TMRA QBT FF S SN 5122 FAC© AT = Male, Female |
(T (R0 3 = (1 AW e, T (P18 IR male 513l FF ATE O G0
g6 ool AS! 2mie FF |

. Setting limits : 2T Stz R Allow 3 (T, sjef 3it, weifis 12,
wifed, S A GHo-9F e oo 4|




FIeo fefes fearfaamwaet dwfe

TVIREFY, @2 SAFHE ST (PN FIA PoTox I3 18 R F {26 927 58
263 Tfow, el el F0e i (I o) 1A REE @BiF T4 @ St A ST
wIfid @BIF FACS MM Date F1Ca3 At 76 I @=% ©F 72091 1ol S W) |

A

Employee Name

1

2 |MITESH SHAH

3 ALOK VYAS

4 PRANAV DAVE

5 |RAJENDRA TRIVE
6

7

8

RENU TRIVEDI
CHHAYA DAVE
BALKRISHNA THA
9 |[PRABODH VYAS
10 NEETA THAKUR
11
12
13
13
15

Data Validation

B C D
Department Qualification Sex Code
FINANACE MBA Male

Validation criteria
fllow;

| whole number w| [ 1gnore blank

Magimum:
|ss

[] Apgly these changes to all other cells with the same settings

g 2.48

A0 Al |

3 THIZAT Age T 2ATEF FAEINT
s R RO @3 Setting tab I I
S @0Ea 00 @ @FIF G Ty I
ST (©51 W 18 IR HCH S 58 @0
512 FACS AR |

OO SR TG I (Employee
Name) S0 A (GG o3 7147 (2T
SR 2T AIH T AT | @ G
F 0 A oo 77, @3k g AT e
203, TRIRFOFLo!, SN SO AW G
SR SFRCER AT 10 IO (BT 3 Fisaw

o 0@ T S FfFet - Sy G 2t At @BIF F41 9@ Al A To fofe v
(5! A2 F0S (foF 2.49) Mrwiewa fmgo! :

o Allow T2 (7 A1 Siferpl (AT custom 5w 2|

| 1

2

3 Emp_T Bllow:

4 3l Checke | Custom v| [ tgnore bank
= Employ )

5 4 ]

6 3 o

7|66 Eormi

8 77 =COUNTIF($A$2:$4$10,A2) <=1
9| 88

0] 99

g 2.49

- on (Ln | B o o | s

A B C D
Employee —
No Employee Name Department |Qualificati

Duphcate
3 Enployee o,
o S

L\_resliﬂa][(artelJ[HebJ

o 2.50

* Formula I03 (F1fES N9l F0 AT 91 7@ A0 9 QB %1 | I 9@ True 1 S
©(q i 34 = | AW afb False ool (3 GfGfb SITa2 203 | YT =1 54709l 7 I
e (6 ST (7 | FRP(6 Swiegel gt

o IR STRHH (Ba 2.50) @I @0 BiAws aiGete Afetaix e #iifF, widie &7
SR ToAfER AR TS O 799 Al TIAES 247 (FTC 2 Face +AifF 3l
TARFIN @I QB T G2 BB AT GICD (s @it gosjel |



TG

o I G @ET S0 @9IFE AN AR Face | A s c. Lol e ¢ 6l
f3 1 g6 i i ST (19Tt A€ GG T | Deseription :;:::* Data Validation
O @ = | @Ry AT (6 S =1 P [ Rem =)
3R ffen wiRGw @t ki 36w o 7f fHws : ;::::;e E;::JHT Yalidation criteria
HE e FF IR0 uﬂﬁ@%ﬁ(ﬁﬁﬁ%@m 5 Advertising &:C:m v [ tgnore blark
(b@ 2.50(a)) | 6 Misc. Purchase = -

7 Total... 0
* (5305 «feg I AT 8 AT space A PP AT w1 | 8 T .
(3T SR AR EFIRCE SI0S A | TRIM T [ AR <0
(BT~ St @GR 1T IR I AR o7 | 2 9@ 53 2.50(a)

IR GiGha e Te <G i [K5al ol A
a1 (5@ 2.50(b)) |

A 8
A B C
Employece
Empl N ] Date of
£ ey mpeyEe T Vendor Name Amount
1 Payment
2 11 MITESH SHAH H -
3 22 |ALOK VYAS [ 2 |IDA Architects 16-Apr-2009| 123456.00
4 33 |ERANAV DAY ted ks Trimed 3 |Surya Hotels 18-04-2009
- Data Validation 4
Al > Da
7 | |[Settings || 1nput Message | Error Alert 5
8 || validation criteria 6 Date of Payment
- Bllow: Should nat be on
10f| [custom | [Fignore blank 7 1\  Saturday/ Sunday
11 3 )
12 9 Continue?
13 .Epl'l\'l.ia:
14| [=B2=TRIM(B2) 10 [ Yes ] i No | [ Cancel ] [ Help
= 11
foq 2.50(p) 67 2.50(c)

o SISl #AfaIe 1 AR (@ @i ) @ wifaejE i Fee Glieifes gt s
3 giox w9tetice) Giejte afstaid Face 21 | WEEKDAY S (Tea «iegs Sifteda
Gy TR vl B | v A 1 (@fb 7RE7) @3 7 (@it = 6RR) 27 901 (U1 GG SiEte
2 (5@ 2.50(c)) @R &2 go S| aw*fe 21 |

2.2.3 (%5 (34FF4 T (Data Validation Form) :

@IS CRTHT (U5 295 TS, SR A (THIATE TR GTeTaeitse b1z
3| @A (B! (4! PG 2 | G2 & A1 5zt T Ses, sl e siferst
3l data input form IR FCI (@I (TH! AT IO A1 |

¢fb 7, @R U A SR, [ G IBHGIE FIE @R TG fex aiipe @5 w2
@3 @fb S TG Al e, MRS @R o T TS I | (TH T @I Sl
9 A G G0 77} @TFC 2 TR | (TH! TN @I FACo, #AfFTo7 T4,
A FACS R (B (A0S LS 20O AT |




FIeo fefes fearfaamwaet dwfe

T TR PR R @l A7 Ol Grare @ FAI (0! GfG 00 27 Ol TN (QATF
AT AR (BT (TH! ¥ A2 I 2 AfG SR8 72& Tl (@0 91T | 24945 (bl T ¢of
FACS 20, (T IAF (TH! A ATAGAT GIoCEAE ST SAFHET AT @H-(9 AT
FANTS T, I 395 T €3 (THIF AT 0= S 1 39945 (B! 5 (ofF FACS ST

Quick Access Toolbar| " @ - 9Form (I tool | =L* foritoe T 23 |

Form @G 3T&F 361 (7 Gt Sr@es 41 23, @ siwgt fsferfis
BTN R I Quick Access Toolbard® T Excell-2007 @ «fb 72ld 0@ 0if

1. Quick Access Toolbar & arrow next T & ¥ @32 ©F?F more commands-4 % 37|
2. Choose Commands Form 33 All Commands-4 5 39 |

(= ) : (3 _fr-\"-sa. ’ore:gn‘r.ursa-’.d‘rra\'els.nur‘ncke'. i Y 3. Ig W W, FOI‘l’l’l Ci \O 51 B W aT ﬁa%;’ W
e o : ’ “ 3R O Add-4 55 37 |

Vendor Name Work [ Product Supply City State

1/IDA Architects |Architect & Interier Designer Surat _|Gujarat m Wﬁ W’ ﬂ-.am mm W I aﬁ

2|Surva Hotels |Lodging and Boarding, Restaurant |(Gwalior |Madhyva Pradesh

3
4 3|Quick Travels |Visa, Foreign Turs and Travels, Air |Kolkatag West Bengal | W m{q W Q“’@S m W W 9{?{[@ [GISE

i T 8 _ e BT Sifeieige T0 a8 AT A T w3
I | e TARRBEI AaTE 7 1, - G ifE 7
Sl B (e )

I FRLRROIE 90 built-in (O 2 (o S
H oz 2.51 (@ 2.51) | cwbl T @36 455 TR ICH T

AN PICAINETAIE (FTRe R 2l 303 | 2ifSfb @TaEs «iet «3(6 Fie (G316 73 AT
TS S Al TR T A 321 TN A% (©hl 2t T A | @6 (Oh Tl
S, SR A9 (@ A AR @B T A, @Sl S @it TG I #AifT (e
TAMINATHIR G fofe ) @I-9J7eN Soltwt @3 Y= @0 #11fF | 3 @ G @il 7@
TR, O 104 AR (U5! Fbre Mo 27, OT3 SEl (Th! T 321 S0 @i 2fRass
FACS Al |

2.3 (@bt FACEoR (Data Formatging) :

CRIGHGATER T A Ry i g9l 92 AU 3R SItF IO 72 I (Ol
(- *[ETT FACADL, AT FAEAHL, (GG @R AT C=THG Tt Tohifn) | 7=
CRTHBIE FIFTSIE TN FAIG S (1 FEHO [oPT IR *5PI6 ACZ | ST IO
oty 3ffe =z

2.3.1 ‘«W’Cﬂ%‘(f}?‘lﬂ (Formatting Tools) :
AL [ 2ATATEH 7

o 7Y FANHR (Number Formatting)- R4 FAN0-9 *oxat BF (%), I (),
Wi =i @32 @l B©F (8), Rs Twiifn | @i, 757, @eifes I @R G2 A




TG

CRTHTET g [T FA00 T[T 267 TIGT | GFA (TH! GI0HT GBI FAIF ATT FRANT
G- 41 Tydfiarel a1l AR | @1 by Swiregre ferspeg -

* 3@ (Currency) : 3t <& Tenw/ @ foF @R 13 wifiF =R ch i

u‘]‘%ﬁaﬂ% Wﬂfﬁ? anﬁﬁﬁ (G ‘ﬂas%?ll‘ﬂq A B £ D E E I G T H
WWQTC?H 1 Sales for Home AppliancesYear 2008_09
¢ (Figures in 000's)
o ®o™ (Percentage) : IM SR (FIe WE | 3 Q1 Q2 Q3 Q4  ActualiTarget In%
3 <<yt BT *oik 4 ALOK 40 57 52 65 214 250 0.856
AREIEEY qiof;'\?m o 5  PRANAV 50 69 69 90 278 220 12636
Topifore T @5 G AW B B, O | 5 prasopr 53 75 71 s2 281 250 1.124
GEEI (18 @G oA «3 255t Sepide | 7 RAJENDRA 44 59 38 70 211 200 1055
< B Total 984 920 1.0696
B G MR TG (e i e | o
eported on
o SIffd (Dates): S W @ O Qbfw ofzy L 0042009

(Sifzr9[TeT W€ 27) T built_in number FICICH 5@ 2.52(a)

@% TP I, @ 16-04-2009 At 16 @f2iet 2009 | et o if Tt
feeiael <03 Tt SifFTe AGHs Se T |

Twigdel— B4:E7 (0§ negative preset FCI0 IR FC *[+0) wI3s 301 32 @i [Repiora
HIPAS]TA [ I A 2 | FACIG RO SAFHET 711 5@ 2.52(a)-a (R 2R |

—> T & (@ BT 99 @« : B4:B7

— R 997 735 I¥ Home 55 PIteTg 399,
AV{CTd o Format cells ©retsl 63 (Ba [tk
2.52(b)) 59 998 Number B feidioey || Momber | Alonment | Fort | Border | Fdl | Protection

W | _gateq_cry: -
Rs40
—> Category-3 Oifersl (eifoqw Rreiaiotens Decimalplaces: [0 3
O So{eT 73T FATHG TGN (R | Symbol: |Rs Urdu v
. Pa . wwe R Setswana ~
& 5T (Current Sf,lectlon) A R Pmmm-ﬁn e
TS (G T AT A AR 2= |
—> AT Category® v w5 @w=-
Currency | (IR TR Ui [fen deis
@RI 2RCR | @b AeTee SojTeTs (@

TGSl 5= (—) 1 o11eT 06T AR Gy fATIG | | Qarency Formaks ave used for general monetary values. Use Accounking ormats to
I (3% ST 2eisE 5 I3 (uh! el
TS 1 5i2) |

Lok J[ concel |

—> TIfIRE RRIF9YTER TR JT (0) IS

_— o 2.52(b)




FIeo fefes fearfaamwaet dwfe
—> G FAWHH 229 K el OK (@ 55 4|
—> @3 2T Al QAT ST 57 2.52(c)(S ATl 2R |

—> ITOIF SR M 73 Wi R I A I percentage-F HA:HS @TET &
Category {51 & | 5@ 2.52(d) @2 #RSa7 Aeiq emfq T3 |

A DebelCelDletey F [ G [ H A B | 6 | D | EEIG .
1 ' Sales for Home AppliancesYear 2008_09 1 |Sales for Home Applinnces Year 2008 09
? |(Figures in 000's) ¢ |[Figures in 000's)
3 Q1 02 03 04  ActualiTarget In% 3 | Q1 Q2 Q3 Q4  Actual:Target In%
4 ALOK Rs40 Rs57 Rs52 Rs65| 214 250  0.856 4 ALOK Rs40 Rs57 Rs52 Rs65 214
5 PRANAV | RsS0 Rs69 Rs69 Rs90| 278 220 12636 |6 |PRANAV  Rs50 Rs69 Rs69 Re00 278
b PRABODH | RsS53 Rs75 Rs71 Rs82| 281 250 1124 b PRABODH  Rs53 Rs75 Rs71 Re82 281
7 RAJENDRA| Rsd4 Rs50 Rs38 Rs70] 211 200 1055 1 RAJENDRA Rsd4 Rs39 Rs38 Re70 211
B Total 984 920 1.0696 B | Total 984
§ Reported on 9 Reported on
10 16-04-2009 10 16.04.2000

od 2.52(d)
Gt ik A o e et :

e o] sou Tanin T 7 Jwansa)

e eIt (o1 (ReIT F979102) (@~ (@l T0HR,
feio! (IeoTE @3 AEE 7358 IR S TS St
fen a0t aee (6@ 2.52(c)) | Category RF® (AF
ST special 5 S @R locale @3 SA Ry 73

Locale (location): (ACF Sl WS (M0 Sy BT formal special numbers
|Engish (u.5.) v| ﬁ 7 aﬁ'l
5 2.52 (e)

CCeTE 98 “Afgen o4l -

— T & @ (@ B4:E7) Fets w41 fog
2.52(c)

— 330 9597 RF5™2 Home 53 1613 99, Format
cells TS <9l 2 wte B9 2.52(b)) 6 o2
@3 Fill Taf6 S<ioa 1

— Fill A6 @1tea e Background 6, #iGitia 7
(o) [mowcoe ) G SAPBIT 3512e s 72 6 (I O @ fill
FA09) |

—> Colour Pallets (ATF AZWH2 2A7GI 761267 € Tolf TG
GIR AZAZ SANGICTT 6 foioe 521 (@ 2.52 (f)) |

(=] — OK(® F5 39 @32 53 2.52(g)(e TNTADL MO
5@ 2.52 () |




TG

A O G0 FR2IF T Go TR A AT
AW ST TG FACS (7, (TN

Number ReIt3, Comma style @eNT FF 77| O
G ST AR A G S FRAE I TR

2mi*fe 203 At @b ot sz I

— ; COITHT | T 2 IR SN
: AffFTet awi 3=, 9owy «fS w2
'8 - % | e i g SR

'4-.0 .00
.00 .0

' Number ’_l

209 Number fR@I0aig vifSiss S99t 0= @FeTE &), Decrease
Decimal @OIC 55% 3531 | Gfb @60 veifsis 19 [0 (01 | =i wifoles

5= Increase Decimal (ISISIG FRIF G217 F0© 2NF |

f7erg Custom format (ofF F4CS, format cell TR I
(2t Custom Category-T® (6@ 2.52(g)) 555 2, Rt
FACBCR T GF0 116 F9 G SR T
SERFAICE (19 T A SAIGS SFFR9[CeT] A7 e (ofd i
Gy A TS |

SR (PR G Al SIS SAFHGT FEFD
(TG g FACAGIL 6 @iwce 01fs @32 Format cell
TR I FE O ARSI T @S AN | GZCHE
T T ()T 1 T (o))~ TR T (rorh
¢ ¥ @R Format cell-( fo<i6 4 | Category ©Ifei,
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ArE THo AT Y IS (TSI, TN G FACH0 ARSI F<AE FC | 3
AL CRGHE 2ikge T3 T4 SR IR ©CRIF KA sloiel I re e i 93
ATAS O SPAE (TH! 2l I AfF | siizes GRe @3 sifesl (o5t GRe (@bita)
IR |

(TBl (BT 281 @371 g (TR (3 [ 9 A G I [iem Ac AT Fenzrerajtenl (T |
(T5! (R v2 2 2 QA |

«FF 5T (5! (5f3e (5g 2.56(a))-93 5o (05! GRADGTS A% 7q T3 <6 2996 ¢t T
FACO 20 | 3995 G T3 @Il IS G0 P ([T (I8 (wh! GRitaa afof 35 Wi aifes=iisig
T 2 (F SRECHT, Sie 3995 E@9ET FACK U AR A @ eRErse sidie @i <) |
faver (wbl (G (B@ 2.56(a))-2912(5 M=9ITEN ¥t Sifeel 372 (961 G g IR I | F[GHTe SR
i 52F 2775 @1 SeErd T S |

2.5.1 93 5&TF (T6! (5{de1 (One variable data table) :

* CI G 251 @3 2995 @O | Sl @< 5@ (b1 (5 CofF (Ul (GfeT (ofd T3
TR TR IR AR 7Fs @l rresa i aieat w6 |

o 37t (TB1 (5READ FAITYIA 27 S AL AR (BS ETC5) BT (RNTS G A0S FENCHI
THMCE G ETCE (C4 GTET) 7@l (=A2*C1) 5izs 31 (169 2.56) |




FIeo fefes fearfaamwaet dwfe

NOW v(d» X ¥ £ =A2*C1 NOW v (2 X « Jfx| =TABLE(,C1)
4| A B C | A B Gl
1 | Current Budget L 1 Current Budget
2 Rs 1,55,000.00 Increase In Cost 2 Rs- 1,55,000.00 Increase In Cost
3 Percentage| Value 3 | Percentage| Value
4 =A2+C1| 4| Rs. -
5 1.25% 5 | 1.25% |=TABLE(,C1
6 | 2.50% B 2.50% |Re,3875.00
7 | 3.00% 2 3.00% |Rs. 4650.00
8 | 4.00% 8 400% |Re.6,20000
9 | 4.75% g 475% |Rs. 736250
10| 5.00% 10 500% |Rs.7,750.00
fo@ 2.56 B o@ 2.56(b)
* B5 : B10 =% S F&A13 AT 57 |
A B C
1 [Curent Dokeet :‘:::":::3 * B4 : C10 (5@ 2.56(a)) @0ET 7161 (G191 1018 99|
2 |Fe. 155000001 Increase In Cost * Data Tools &(?F 430 Data 51t What-if-Analysis-4 &%
: Ll Rs"““" 9 98 ©F# Data Table-4 5 557 (b@ 2.56(b)) |
5 1.25% * Row input cell box-4 (I GG FAI =1 |
2.50% .
g i * Column input cell box-4 SCS1 @TF I |
8 | 4.00% o (5@ Cefaa wey Ok-ce 356 39 |
190 ;;05: 2.5.2 T%-ve1= (obt (591 (Two Variable Data Table)
1 PR ) ) (fom 2.57)
E b et afs o @< fs sififes GRe tofa @l e
14 | Column input cell: | $c$1] =) Twieel T P12 @I 9io 2995 O i S2[GS 99 I 15
15 o] (oo ] X 15 59 (BfRCT Coft F90® B1 @R C1 (16T <=1 L |
16 .
L o STRFMIGT B2 @I, (=B1*C1) 7@ @BiF 39 i 76 2955
foq 2.56(a) CTeTC IR |
oW 2% o S| =B1%CL NOW * (0 % o fe| =TAPIE(BLCL) ) |
5 A JBLC|DIELEIGIHL) [ [ AILIMINIOIP]O [ATBICIDIEIFIG BN J [ KL [MIN[O|P|G
- *
2 [(Bi'ci 3 48 6 7 8 9 10 11 12 13 14 15 2 0/1 2 3 4 5 6 7 8__9 10 11 12 13 14 15
3 1 3 (1,1 2/ 3 4 5 6 7 & 9 10 11 12 13| 14 15
P 2 4 2l 2. 4 6 81012 14 16 18 20 22 24 26 28 830
5 3 5 313 6 9121518 21 24 27 30 33 36 39 42 45
[ 4 L 4 4 8121620 24 28 32 36 40 .f.‘“.é 48 52 56 60
7 5 7 6| 510 1520 25 30| 35 40 45 50 55 60 65 70 75
5 = 8 6! 6 1218 24/30 36 42, 48 54 60 66 72 78 a4l 90
3 7 9 Ti 7 14 21 28 35 42 56 63 70 77| 84 91 98105
= . 0] 8] & 16 24 32 40 aaFr"_n_-amm,cz] | 88 96 104 112 120
1" 9 n 9 9118/27 36 4554 63 72 &1 90 99/108 117 126 135
12 10 12 10 102030 40 50 60_ 70, 80 90 100 110 120 130 140 150
i 11 13 1111122 33 44 55 66| 77 88 99 110 121 132 148 154 165
14 12 14 12{12 24 36 48 60 72 84 96 108 120 44 156 168 180
3 13 15 13]13 26 39 52| 55 78 91104 117 130 143 156 169 182 195
18 14 16 14 14:28}9 56 70 84 98 112 126 140 154|168 182 196 210
17 15 12 16115 30 45 60 75 90 105 120 135 150 165 180 195 210 225

oG 2.57 G 2.57(a)




TG

* N G5B AN T92[5 N9t G il 5izs o8 QK
< ﬁiﬁ@% A B c D E F G H |
*q (QT B3:B17 @30y 1 (A 15 *F® : W 1 Day City  Vegetable Actual = Surplus | City |Vegetable| Quota
) | 2 Monday |Chennai [Camts 17 2 Mumbai |Camots 15
3 [Monday  |Chennai | Onions g 0 Murnbai | Onions 8
= Cre B e 4 'Hé'mia_';_:fhihﬁéi"':'F'?'n'tiﬁ'es 1 @ s Mumbai |Potatoes | 28
i (TR L‘lﬁ 09 favld o 3]39{ BRI Monday  Delhi  Camots X i Chennai | Canots 17
(A1 C3:Q3 G 5 1 (AT 15 5@ Tf7e® sfget ) 0 Monday Debi Ovoes & 2 (Chenvai_|Onions | 7
. : : y : 7 Monday  Delhi  |Potatoes | A 8 Chennai |Potstoes | 2
B Monday  Kolkatta |Camots 15 - Delni | Camots 15
* GTETRT (TP (10T 51 T T 0 @ (A RPN @ My Kot Onos 10 3 (i Onions 0
S 619, e B2 £ Q17 o e
) ) 12 Monday  Mumbai | Onions 9 1 Kolkatta |Onions 9
* Data Tools &0°[@ 90+ Data It What-if-Analysis-Q 13 Modsy Mombsi Potstees 2 1 Kalkatta_|Potatoss 2
¢ 9 R ©F9F Data Table-9 55 57 | 57 2.58
* Row input cell box-9 SBS1 UG53 | Ta) — J
Home | Insert | Page Layout Formul
o A=l o e
" 7 (g 2.56(a) Pivotablé| Table  Picture Clip Shapes SmartArt
- Art "
2.5.3 #ligeh m : i3} PvotTable. || Tlustrations
AT (G ARG SIS (TBIF 1 GIIem™is E’l PIVOChal v sert PivotTable
A O % FICO AR BT MO W W%m (ACIDE 1 { DA Summarize data using a PivotTable,
fafen 1 befel fre Al | =il fosferre Szt =i 2 |Monday | PivotTables make it easy to arrange
Manda and summarize complicated data
@it 39| 3 ~——ng:§: and drill down on details,
Twigdel : @3 CECH (og 2.58) bR 724F GG =27 | 5 Monday | @ Press F1for more help.
s et fim RomfS oj2s s7afem et aitem, colrey g eeg, | oAy re—— .
57 2.58(a)

FEEE (U1 D2 : D37 @F V) AFAIR 0 | ¥20H 2 (G
FRRANET &y 4 feisl T3 (orer (ot fdizd w11 2@ |
CRTHEh 24Fe 46 G Tge (AR (T P — () |

* Al : E37 *i{® (oI 355 o4

* Table (71T T Insert BT pirot table-9 FF 37 @3
©IF9IF Pirot table report interactive RSt (5@ 2.58(a))
@y Pivot Table-4 & 34 creat pivot report (5@ 2.58(b))-9=
09T |

* (Tl (AN GBI T4 |

o O STFHG (@I G19) *11Tes GRet AT =i
o 91

3 Moma |l | Peprlmout  Femwisi Ot Redew  View  Owalaier

BYLY )l e Tl 1 O (v}

wbe O

» Twatin) || Corn Lvw

T

* OK (S {3 39 @1 Hio! #iiZet GfRet aak e wifer
(6@ 2.58(c)) (TARIT T+ @I ST T #fTeH (e
eI 2l A |

1
2
Edl
2
E:l
24
2 1Ty
x5
F
2
k.
0
1




o~

< T2

eI fofe felmiegel swife

1. TRFCea FI9JCeNt (TR = 1(A0)

uz
Hogtions+ QReiasemag 3

PivotTable Ative

72

Home  Inset  Pagelayout  Formulas  Data  Review
" I . Fiol
PrvotTable Name:  Adtive Flebd "EE‘IJ&"-SI atire Field
3 Summary Report  City @ Ungroup

5 Collapse Entire Field ) e

Field Group

) " =
¥ Group Selection ” el
24 12l

View  Developer

x| Sot

Sort

g

Pefresh ChangeDats  Ciear Selem  Mowe

| Options | Design

5
—

Source*

Data

o@ 2.58(p)

FivotChart Formuias DL
*  PwofTable LI
Actions

Toali

ShiowiHide

BT §-71
e — RN TN 2ABSH (BRI (I 79K -6) AT
Fom: Gy 3 B8 - NI O I, e 3 5 | A (Gl 9|
8§ . ]
, — T — Iqmm —— ‘Day’t& TG fReebr 51|
H : - @
oF @ B | 3. T (SIEECS vegetable |
8 > Drop Data Items Here @ | 4 QTS Ceity” 991
8 5. ‘Sum of Actual’ G S < S 21T
% o 1 ol Aea (5@ 2.58(d)) |
1 T 3 e 6. Bl i Gt CAICRCeT ST “city” @]
E @ ‘ @ OIS “vegetable’ #<, TN (STCICST S|
: i T (I Preereiia @ Big 1 S | (6@ 2.58(c)
MMJ““‘“
5@ 2.58(c)
A e
| 1 |Day [ ~1
A E C D E 'g Sum of Actual _]I
— T 4 Cit_y i , - \l'.'t_:f[_l_‘ll.:t:hli" Tn};:l
1 Day |(‘N|) ‘I g - henne E’I:lo-nt-s |a
2 i = : Potatoes 71
3 Sum of Actual [Vegetable v/ < e T e
4 |City v |Carrots Onions Potatoes  [Grand Total L Srons A
5 Chennal 52 18 ?1 141 :g D—el-tglllglfal Carrots 1-1?12
& Delhi 54 50 1 175 - Sice =
? KU“{aﬂa 43 25 % 134 16 Kolkatta Total S 134
B Mumbai 50 1 B 161 - s e
9 Grand Total 199 123 289 611 - RN I
L 21 Grand Total 61
fo@ 2.58(d) fo@ 2.58(e)
TS (G FeR (g 2.58(f)) (THIF AT IS FAK Tol) SIS IO AW I ATF |




TG
2N (BfateTa iz (fFesis) :

G5 22w (51 Tl 2o1 7o s sifasitel (wb! 1 a1 95 (b wg ciorgeT
T | AT (G [HeolG wibet Ae O RedEe 00 @< (U6 7S weierife 2
Ted fTe 29 9 | 41 213t (GRe [eailG ez wt =0

= JREIFFIN A TATI [F9feT1 2Af7wel (Chl (AT T 2 | IR (TOF (@9 S Gl
Cofd 1, ol @ Tofelal ARl (Uhl AR T 98 FPON 99 G @ (O & |

=> RPN (PP OO G SR (RIS 417 BT (B! (AT R FR AT
Gy OURIE W A @ AL |

=> T (ubi fAfem R Ao @te @ A AR T A TN @1-09
AR (31 AZeBr) (e =z |

= qAREF, ASAC GBI GR *SACAF FA6L 26T SN AN S TG @<
(OO TN SHAGIH TR0 I SAIT TS S W (T 02 B2 OF Tof (A
FICS 7N 23 |

= R, STAR G SN2 A Jro AfSrammeen Sop=iiom 4 |

=> ATTs GiReT RTAGT 92T 2777 =i (@isrret [RTee F Ty 2T, T2 SR
IR ARPRANTT Ty AR G370 7 wifert &t @3k 2ifSfs B 7ot fifen w2y
ool 1 2T |

2.6 CEITHTER Ae GHTZ (TS At ASHR)
4.1.1 A9 9Caa ooz fAgi@e (Mark common formula errors) :

1. Microsoft Office Button-€ {g &4, ©iF1°i7 Excel Option-¢ &% 9 @38 ©I79F Formula
e g |

2. Error checking (&It Enable background error checking (5% I3 10618 54 |

3. Indicate errors using the colour JCH @ 6 BT = EI fagsa 76 sifzads
FACS GG T 6 PICeTE 9 |

4. @35 TR ST AN (AT fage 72 @6 @ Pees 39|

5. (TR AT, B#APRIS error checking @M 3¢ 7 @< O @ s sl 512 ©ite
5% 39| TG 2l wma gfoa o 72 72 3R 9w «f Gl g @i w1 3
@Il Ignore Error-& 3% 1 903 @St aiore 3 31 AR ey fofzre w1 qibojten sz
1 =7 |

6. 27T 1o Aisl 7T T |
a5 giooiel e AxeNgw w4t (Correct an error value)

W (S I (TN FTARFEAE HAIFOIF T FACS 1l 2IF OF G Goojel
e T3 | 2o gfoa wmerm [ smd 3z f[fen siam wcace | S = =i
CRAITAI 7[T4 SItHa AT TS QI g STAS 1 TR |

j*ﬂInsert w

j‘k Delete -

Format =
Cells
fog 2.59




FIeo fofes EaRfasmmadt srfe

o HHtHHH 0 AT ¢

@2 o6 906 T3 (FINe FAN 2R 2w F 27 S S SifFd A T 97 20 |
Fge @ FAND ©OF KT 2 AT T TS 26T T |

1. &1 RGP s semsft fF-iea w21

2. Home BIIA cells g7 Format-« 5% 51 3% O Auto fit column width-9 5 39|
RewTeIa, qRIgle Sl Felis T e A Ce e Fhro Al |

3. FeTsIfG FICeTs 51|
4. Home IR cells &T7l format-9 3% 7 929 format cells -9 % 37 @38 O=9F
Alignment IR 5% 39|
5. Shirnk to fit (5% 9031 P18 41|
SIfF @3 TTYTE AN TR

Y (S G0 OIfF A 30 Gi2st 1 77, @b @6 [t wifed @R 1w s Soifers 237
5 wifa @3 I FAH0 SICGM FCGIA 2 Sfale Sgles ot @R s @EfeR S0 fofe
IR IR (12 FIHOT ARSI T4 A1 27 0L ARR(ES 27| W@l Soiey (@ IR0 Ol @3 T
T 2 T A, T ARSI SR 20eTe Gt @Rt el 27 4

o St Tt 1900 SifFTes 2=l T2 FF ©@ GEE Oiffd @32 THIE SRR TNE Wi 26T T |
o T4 R OIfF G AN Kl S we RS 20 A @ i 7j@ft Adweia toft Ffz |

« 3 37l AT 27 TR FATAD GLTS Aol T ZF, ST GG FHCHG I A6 S QI3 T 7
g5t FACNG e el Face 21fF

1. Home BiiGaR cells g format-« % 34, ©I9F format cells-« & 39 @32 S99 Number 5t % 34 |
2. 437 @I TG 6w 4 2SI A 70 TG 77 |

3o Trace Precedents B Show Farmulas ‘:i'i Lﬂﬁ i\.’ ERE el
3 Trace Dependents | ¥ Error Checking | | &% IO (T4
: 5| Error Checking o | 7 g CFCa, SR RN G CFGad W0 w910 SHATT 0O -

«f Remove Arrowss = | ¥, Error Checking..,

P ek TR FACHH ARTST Fa09 AT | Twizgermg s, sl wifis [z oita
¢ T R AT g1 FACo A |
foq 2.60 « #DIV/O! g Feraitem

@2 oG (4l (7l T4 (I AR #(70 (0) T el <31l 23 |

1. eI, 9 amia I 937 @0 O 359 79, @ Qe awie 27 ©ite F 79 @3k
% show calenlation steps 9 &% 39 W G5 @ A |

FIAPTR

a) ¥« I PGSR ©l5 T 2 G721 (FI G GBIF 1 20T -5 = 5/0 |



CEC R

b) GG I FICT M G0 (ETCT SIE FRAN %[ AR G GTCETR (I GRS T |
FAIFTRIR

o S (TCE, (T RIS 39 |

* OGS R IS GICE X[+ BSOS GBI 4 |

* Oe R (R 1 ETCET #N/A [4(G 614, Al 90 eieetcs #DIV/O! (TS #N/ATS
S|fFea o [orsraa MG e T w1 ©f @RS |

* IF 555 T 3929 0 g6 i eveda 1 (20 Ko 391 | Suiaersg, 9f 7%
(3 9@ M = AS5/B5 T O(F €T ARACS =IF(B5-0,”, A5/B5) I32F 77 |1 46 oI
oz @b ifer GIT FLR TopRie 7 |

# N/A o AT L=
@2 il Tfere 23 749 (@ FIE Il 90d G0 [ T Nl AT |

1. SRS, g6 2w 30, 997 9T O 55 39, @ @i gn¥fe &3 oite 556 39 9
©IF[d show calculation steps-< &% 9 T @b (7t TIT |

FE IR IMLTFRR 8
a) AW S (TBI, €. #N/A I NA() 97 ST GO 347 |

b) Lookup I Siof(a1<6 BETE SIg7TE N wia 1 &1, g7 FIRE| 209 AE-
HLOOKUP, VLOOKUP, MATCH 3 LOOKUP |

¢) ¢ SPifeers BRI N0 WD A F0e @2 lookup FIHNTTE! A2 1 2|

d) SUICE 910 gt (G SNof(I 2T T 2002 T SO 9 L= I A @0ET 67 Q@ A
FEAYCENR IR 92 7T |

#NAME ? qf6 Aeeew

@2 gfof a0 T I @IS EF GIHGE IFrS O |
FIFPTIR ¢ a) Euro Currency Tolls add-in (sT® I 8 EUROCONVERT I |
AR

1. Microsoft Office Button-9 f&<, Execl option-€ 5% 5 «3R ©Ig2@ Add-in Kot (55
71

2. Manage o5 I031 Excel Add-ins(F PIteTE 39 @ SI9F GO-(© 7% 77|

3. Add-Ins available &% Euro Currency Tools- (6% I T3 39 W3 oo OK e 5
]|

* # NULL! gf6 sigeeee

@2 f5f% 906 T S 7S CHEF (T WIS R T AFoITE (0 19 A AT
(=W 41 T | TR S0 267 16 (FRICE0E I R |




FIeo fefes fearfaamwaet dwfe

1. SreiE, gt awq I3 agol 93 E 55 79, @ Qe awfe it @g S TS,
@CET 2L T @EEE @CET I G @R (AT 24T T @3 (@I ()
A T | TUIZRNFE!, SUM (A1:A10) GT6T Al (ATF A10 2R TFET GT6T @ETF [@INT |

* 76 3Fq T (=2 I 4 O Trard FAC, TSI AT T () I 9 | ST A,
T @l 9 @rgm @ieee fNdize Tt ©f fiffse s @rame w5 9t @g 742 I
(SUM (A1:A10, C1:C10)) |

CAEYT fS©$ Il (Ranges do not intersect)

* Colour-coded border-a% &S (e TM (e FofiFT X A O GFHFIEHD G
TS HCET & |

* Colour-coded border-a3 &S (e TM (FleTe FofFT X A O GFHIEHAD G
TS @CET T |

5. (@ G SRt 91ait AR F40e 512 Giibre o 3 39| aoae 2l @@ At @uea
et ffen e Tt 22136 S |

6. FmfEfes R sy @36 79

o G O A @0 @RI O (T I (@0 FATS, GTAGA colour-coded IS e
@ A T (BT N |

* R BCE A fewer cells BT A HIT FACS IGIHF GH(6 (T (Gl 35|
* Formulale @S0 Fe1s 37 @R @3 Toa @ica™ i3 39|
7. ENTER (2% 54|
8. fferirwetata sy w35
* JAFT TR (LT PIAS 39 I @I A ARTST T390 27 |
o SIRFHCET TR (G TER @A 26 FA0e GF6 G (761 715 41|

9. Formulas B3It Defined Names &t Defined Name €3 27 fo51 Bz 3 a7 @z
©I?@ Apply Names-« 3 34 |

10. Apply Names I(H 4 3l GI{& N0 7 79|
# NUM! gfb JIgee e
@2 g @ A TN SRR TR T AR (el (7T |

1. SIS, g6 2fq 76 @75 @3 o/ 39 39, @ @roni awife 23 oite 3 37 @)
©IF?[@ Show calculation steps-4 & 35 7 g% or<l T

2. fAsfeifs T8IRy FIFPTE G ANATTZ AN 39 -
* N (FINS FIHNTT ST SfTT 2T T 2 ACS FRANT ST 2T |
o 6 T4 @ SNSNBTA (SNYTB2 (@ NFTHAL (IAS TN AT QA 9Tt T2



TG

el AT AN T | (IS TILH (7 4~ SN B AR B 01 RN 7S | P iietaf e
AR TS AN ST N 797, GG, (T @S GR 7 TGS AF) T
R A T TJZ© 27 | SlgerFgel, SRl (@ W 71Te 512 ©f 100 20e1e @ 1000
GBI |

o STaIgTE 2eql SARFRIT P U2 F0, (@ IRR A RATE @R 3 FRAAH @
FeIRreT TS ol (AT |

o STFHE FIANTTT o) G0 foF ARET T 92T 96 |
o TRCFPRG P G0 0@ 26 T Wi #fss 41

1. Microsoft Office Button -4 &% %4, Excel Option-¢ 3% 39 @3 ©IF9 T Foumulag[Qeis!
& =91

2. Calculation Option (@It Enable iterative calculation- (5% 33 P1ts12 ¥4 |

3. G RIS AT 5o FACI ©f 479l FI0 Maximum interation IC3 77AfE, RIS
Bi2st F9 | sIgRed M2 T© @ 20, GIEETE G0 SAFHIE M4 Sy S @ T
ATE (A |

4. S1RIT FAIFCET N SR AL oAfqwiet AReai aze 799 © (16 F09, maximum
change 0 AT Bizot 357 | 70T T© T 2, GTHAE G STFMCE T Gely TS
e Tatirel @R SRS (@ I ATNGH | G5 @I @ GOIF FACEA, Tl 43 G Al 47 @I
G THF vl I @D CHE S FACS SPYREI 27 |

« # REF! g6 90 iga

@2 g e 27 TX7 G G @I (G @RIES : (6 ST G
CTET Wes 0T AT SIS (16 | SRAerFg, 1 B @R (A 3 G (A0 @ Grefiod
Trar ~Ale AR ol 281 B3) 4ol &7 |

1. SIS, g6 2fq 70 @75 @I o 5 39, @ @ronif awfs 27 oite 5 T390 93
©I? T Show Calculation steps-4 &% 32 A g6 (7l T |

2. fAsfeifs T8IRy FIFPTE G ANATTZ A 39 -

o S G B SrEie GRYTE Y7 (@ A S fF Bkl SrEhe EIER S ARafSe
T T SGRICA] |

o @A ARG 9, A MW AN YR @l Al (o196 FAF AN ARE undo 56
ST ETAAl o grid 9|

* BRI 3 31 (IS (2NN AR GF (0 object linking A Embedding (OLE) fo1&s a7zl
I |

o C2la Xy 77|




FIeo fefes fearfaamwaet dwfe

¢ dynamic Data Exchange (DDE) Ra% (@51 ‘system’ @ (2 fo7es T2 T Soterx( 717 |
« ff*6w 2031 (78 @ == 5% DDE 3w a<zia 4 |

o (B I BN A @S TR GOIF FCF T 4REF! O 37 |

@< #VALUE! g Fkeaiew

@2 i q06 T4 o1 4ATH SNSTG (BTG (T MFTHA (I FIHAT ST
Q1 T =AML Tl AR A T | (IS T (4G SN AR I ©F FIRHAH
TG | TN 0 RS ALK SofIGHTART T 77, GO, CT6T @I G- W
TGS 2T |) I A (SATHG: I0EF G5 AT SO A GAMIT T 2o SARES |
T, SAISGATAL A, G @RI, N FIE G TP 209 AT |) 95 20 |

1. SIS, g6 2fq 70 @75 93 o/ 59 39, @ @roni awife 23 oite 33 37 @
Ol show calculation steps-4 & 32 7 g6 orl T

2. FAsfeifs T8IRy FIFPTE G TNATTZ A 79 -

* 3G G @36 AT A A M @5« TRUE A FALSE ATISH 2061 94 (530 GO
1 2T |

o NEFPTG SF U TBHOCF AT (U5 BT SAM FACS 2T 1 | 5@ Al TR
AT SAIS SN A el ©f 5w F9 9% 3[0q7 0 Trar 287 GeTs|teTs
T34 M AR Rl (4 | SRR, GTT A 5-9 G310 799 ARI0Z 938 (T A6-4 “Not available’
(530 TQ(E, O 9G =A5+A6 #VALUE! g6 (Ita |

o 430 ST 7] GBI Il 2 F0F @3 ©F7T ENTER-9 5ol e |

* ST AT (T Al G (@ W15+ 39 (ST 9@: 93 3@ [ & A GHIfEF AT ETeoa
ToAT G A T2 I, G2 SRR 2 G oA A GRS FeAlwe (07 | SO
AGYTE {} @ N4 WA A @ CTRL+SHIFT+ENTER B9 ficar a1 (291 03 @19 35411
=), 7afb ARl FACe F2 (291 79 @R ©IF2F CTRL+SHIFT+ENTER-9 (25 3 |

* GF5 T EFIE, 9 A PP S ARE A GBI 1 20 |

o 5T 28 @ WIT RS (X3F : GO A A el T 27 T @R O oA 77 |
TriEerEg~, 210 R0 @3 ‘Quarterly Earnings’ (G35 261 43 | €30 G2 A G0
QT T I Y7 7)) TFNE G (@I, 74 A P 27 |

o FAFGACE A GF0 FIGNET T AF0 (@E THIAE I 0, TF Gl G0 G55 Al
AT, GF (FE 77|

o g @3 M oifFsa 791
* I G2 (@l A G2 FAC TGS FA00 @G0 A7 77|




HAITACTFA

* CRITHG @6 Si7l 1 GIGRD SR AR 20O A, IS @il TRBEF TSR A
GHTE0 Al T CRTHG SoieTx IiTF | F#ICHF fofes el [fen fad «n sneca i
FACIG 1 AR | Gfb AT I 1 A AN IS ST e (7R <G8 9@ I 27 “What if”
SN S | CRITHG ©2 2T G ARG 01, @ G2 FIRHI 32 9leell @TH-BN17 FACO €%
TR Y@ A AT FACO AT Tl G2 Tl 2 A A | Gfore AR A @ @ [
SR SIS (@4 3R T GG STRFICHT AN HfTe T 27| @ @R FANYTAR (=woiest
GTET 207 0 | @I G T @R (@IF SRR B-1 A0 1 27 | Twizerwgst, B4 231 I B
GR @ 4 G @i |

o A WM CRCRG, e el i Al fBuifes fore | e A AR gorr At
TWET FAIF G AT IO A 2R G g ¢F@ sheet A 2 fHwEw @3
P el 11 2TRCR |

* @-CIANS STFMRT @6 Gt 2e1 Frosl S¥ ACO (@FNS A A G0 g Al @FRe FiH
RFCS A Al Gfb AT 4 @TS A | G 3@ A T TR TS, AR = b e =37
FACO T |

o 9 T @RI Z61 CRTHG GFH AN G | ARSI GF (FHIES 992 CRTHG o)
G GTECS [0 I, O0 GF6 ETa @RI G2 (CRTHGT Mg G for Hi6a @36 ot At
TES! SR (AF 2l NTPe Trar FAO A | @ AL G (@RI GF Feq €
SI9I (@ AR @ 9SS 2 A relative cell regerence & T | TS AN 8 (@ A, (@ (I
oeHiG relative change 209 G I OIS WXy W?TVJFTWQT?F@{W@WWCW,W
Ot absolute reference =TS (CTA (FRITACHT AT FAES S+ A $ o ey fwire 23)
AT RICI “@IE™ <etice 3 R @ 799, 36 C q3R T 999 A, 397 I%@0e 774
TS I relative T I FAN IS WS 27| @RSl [904  CRITRGET Al 36i3a
2R FCF, g g RICI 35i2e AN e [Fs 207 g 27 Fa=1E 71 27 |
FATHR T4 GF CIER G I 9 FC, (12 GER Mo T St F0o, (18 (e
R, SN EE(EN) TN IR, IFACORF AFe ER(9JTEN) -9 N SNCe ey
I

* (T G0 (g TIfFS G0 @RS AL (A1:A6) TN 2T A AL (AT A6 9T TR) AT
CTETeEET S I | “=SUM(A1:A6)” @it STafie 76a G S (@15 FE G Feqeelv (@
(3T 914 (3741 RRCR ©ICo8 (TS |

o G TGN G [0, P =% A TG TG SR (TH] H=el @R AT TG So) G0 G
AT A GBI ! (0O 20 | 9@ GERIT G0 T (@O TR (£x) | W CRCHT GIeet Higeiie
RIS 2={5 F=12 I | RIS S=1 AP 0 A TG GBI 00 Al |
@36 TN BT e [y @i

* FIINCAS I |




FITo fefer Raafaemaad srfs
N\
* I ARSI |
* TG ST FRCH 727 FACO @ SHG(5JTeTl) AT |
* FIHICAST ZFeTI=eed |

* CRICRBATAR TR YFRo1 O ATTS TR AT TS F(H (N0 (TniZR0l- FeGiae] TR,
AT FACAMDR, (GHO @R (TS CEHG TR Tof) | (@Fie (T A (@ Freid T
awie S0 ©f S F0a Tkerifire w1t A7 | o fore T Auiers anafiweng ¢ Ft
QT =1 AW ol WS S @16 71 A AT ©IR Srizaerzg=l, “24/11/1952” At 24 NOV 1952
date €T CTT TACIG 20 AR | GO G0 FRA AN A % ©F (@9l I T EFei *Foigs!
(TeT FRCID 2T B7ISl 30 | (TR SAMICEN 2 A0t 71+ 27 =11, (@<erwig awfie
e ~ifFafee = |

o @35 7o TG {216 T File Menu =(ATF Page Setup 53 I, ST (FGTH) Al
o1 (CoI0G0) f2AfGa (g Toigs Rese)tal 53w 34, G A CReiG Troh &G
Fq, I TFDH @IF P 6 1 27 O I SRS @oEn @46 st aleaw o
SHFS! ZDIYTEAITS SRAMTS FANYCEN 245 3 |

* IR AW TFEGH 2fe b (5) WG Tt a ore Fare 21 171 g™ I == FTe
T & File (N0 e @3 Save-9 A 5, 7l Afs e «xk #f5s gizre sz
1 ol fif*oe 2, SR @ TG (TS FACO bi2 ©f 525t F9 IR ORF save 0 355 4|




TG

s n
Q.lﬂﬁﬁg@@?ﬁﬁ?ﬁ“ﬂw :

1. e 2007 XA A SN SAR 2o —— —— fFF 41|
a. View toolbar.
b. Home tab.
c. Microsoft Office Button.

d. ST @oE T

2. @I A s 75 S o e
a. [Ctrl]+[F1]
b. [Ctrl][+[F3]
c. [Ctrl]+[F5]
d. [Ctrl]+[F7]
3. (@I S8 e g3 Tt (em e
a. Normal
b. Page Layout
c. Page Setup
d. Review
4. CONEI (NS GICsT (NS FL GiRA T A AL IO T (e (e Toifrere
0?2
a. Enter mode
b. Ready mode
c. Editmode

d. Record mode

5. CRIAR AT ETCER i 9 quge anfe &7 e
a. Row heading

b. Status bar

Name Box

o

d. Formulabar

6. (@ FNEH SAFRG Tiifre FH0T SRS [Roidfe w03 o
a. Cut
b. Undo

Redo

Paste

& 0




10.

11.

12.

13.

FIToIF fefes fRaRfammaae sl
@RS SRR STl Fa 7w, I8 @7 *Fre @re I a7 272
a. [Ctrl]+[Home]
b. [Page Up]
c. [Home]
d. [Ctrl]+[Backspace]
(I 1 519l W access key 2o 2372
a. [Alf]
b. [Ctrl]
c. [Shift]
d. [Esc]
(@ FAG (SINTEF Undo command (& RATS F908 (7 2
a. Redo
b. Repeat

c. Reset

d. Reverse

I I FATE AutoCaleulate 2W*e 20 AT 2

a. SUMand AVERAGE

b. MAXand LOOK

c¢. LABEL and AVERAGE

d. MIN and BLANK

fEFBgCl TR @ AN (@I @1 AfFa=Eaed Al alignment e 2372
a. Right

b. Left

c. Centre

d. Decimal

T I G5 AN A @I APRRCS TSI (@9 2
a. TOTAL

b. ADD

c. SUM

d. AVG

asterisk (*) @I (I Mo SATICACE @R 2

a. Exponentiation
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b.

C.

d.

Addition
Subtraction

Multiplication

14, T 2MCHA @3 «ff 5ol I @R 2TBRGE Ui AR omre

a.
b.
c.
d.

Pressing [Enter]
Pressing [Tab]

Pressing [Shift]+[Tab]
Pressing [Shift]+[Enter]

15. T2 (FI TG CTFIF (o 1 7 02 T AIfeT STFHE (vt e

a.
b.
c.
d.

One
Two
Three

Four

fsfaifirs emieeiTa Tea we

1.

2.

CHGHET A<e| WS G2 G A (ARDyejCeTl fore 2
2ITS FE CRITHET AR [@fen ceretisa zEa #ivh it g2

3. STURFF @R SAFMET TE@ w8 | St Ty 2efy 2

9]

A

10.
I1.

R SAFHGHH <t 79 |

U || | PG AR B A A 120, 320 ... 2300 (T 9Tl 71509 1
goiayTe fore |

(TH! (g, N (g el w8 @3 Feita ojien (ofF @3 Fifoe 232

TN IfeTHIoY(eT W2 &) 2AMCHACE ford 2

TG, PG TR Gl ARCFACE for2l 2

U wrap text (@RDIG 43R CETSTE! e 1 F G3R NS 26 EEIEAR Gl
o 7@ e

Print Preview J32IEF S i< 2

SICoARS (T (relative refernce) €32 W4® (@PFITACR (absolute reference) SIS
AL I 9 2

12. TRIZFePTE IF I @R (0T IF I S90S fo1e 2

13. 92 BIesH 72 cor wiel 4o siifels wiiicTa Svizae wis |

14. PMT ISR 99207 6?2

15. CETHE IO (O] i Fa1 7 2

16. @35-5573 (BReT @3 fa-5e (GIRITeTR kel wiS | SwiRgerig Qoo i 39 |
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17. #Ii2®6 GRET kel nie ¥R GF LR =10 o1 2
18. @9 S F @R FI9TE FIeIE (o 1 272
19. 3@ 3 TR TR 21127 fo14 2

Q.3 WFSIA ARG

A. You had started your own online business to sale and find out the sales for
the first week is as follows:

Monday Rs.120.45
Tuesday Rs.187.43
Wednesday Rs.106.87
Thursday Rs.143.69
Friday Rs.117.52
Saturday Rs.87.93

Sunday Rs.92.12

Use a function to work out how much you earned, on average, each day.

B. Use a Days360 function to work out how many days are left before your
next birthday. Instead of typing out the current date in say cell A2, you can
use this inbuilt function:

=Now ( )

The Now function doesn’t need anything between the round brackets. Once
you have today’s date, you can enter your birthday in say cell B2.

C. Create an Activity Report (Weekly) for a Sales Representative working in a
reputed home appliances manufacturing company. Details recorded should
contain Date of Visit, Day of Visit, Name of Shop/Dealer Visited, Address,
Phone Number, Name of Product (Dealing), Type of Response (by the Dealer),
Demand of Product and Duration Spent (in hrs)..

a. Fill data in Date of Visit, Day of Visit using Fill Series.
b. Name the worksheet created above as Weekly Visit Report.

c. Cerate Product-wise, Dealer-wise Monthly Report which should include
Total Hours Spent.

d. Count total number of dealers visited and dealers who gave positive
response.
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Create a worksheet to record sales of home appliances sold by M/s Home Maker Ltd. In the
following format:

Date of Name of Name of Make Quantity Sales
Sales Customers Products Amount

The product lists includes Television sets, Refrigerators, Micro wave ovens, Water Coolers,
Air Coolers, Geezers and Air conditioners of different Makes (and models). The cost of price
of television is ranging from Rs. 10,000 to
Rs. 56,000; refrigerator is Rs. 13,000 to Rs. 45,000, micro wave ovens, water coolers, geezers
and air coolers are from Rs. 8,000 to Rs. 25,000 and Air Conditioners are from Rs. 18,000 to
Rs. 55,000. The shopkeeper sales these products adding 17.25% more on cost price. He
provides a discount of 4.35% on total amount if any customer purchases two products on the
same date. Enter 30 records of different dates (for a month) and different customers
accordingly. Calculate the following:

a. Product wise weekly sales and discount.
b. Calculate the profit of shopkeeper.
c. Product wise total sales of the month and discount offered.

D. Create a worksheet to keep track of revenue collected and expenses done in conducting tour
programs at different tourist places during 2004 to 2008. Format the numeric data in currency
format, prepare year wise columns for revenue and expenses for each tourist place and calculate
the difference. The calculated difference may be negative, the format of negative balance may
be red coloured. Use conditional formatting for higher and lower values of revenue and
expenses. Align entire text in centre. The font of tourist place is Arial with 14 point while the
font of year is Times Roman with 14 points.

(Amount in lacs)

Tourist 2004 2005 2006 2007 2008
Place

Rev Exp Rev Exp Rev Exp Rev Exp Rev Exp

Manali 123 55 1 234 123 | 345 | 333 | 333 | 365 | 365 | 453
Kashmir 234 | 123 | 123 55 365 | 453 | 345 333 | 333 | 365
Shilong 345 | 333 | 333 365 | 123 55 | 234 123 | 456 | 233

Kerala 333 | 365 | 365 453 | 234 | 123 | 123 @ 55 | 345 | 333
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7. ¢ 8. a 9. a 10. a 11. b 12. ¢
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UsE oF SPREADSHEET IN BUSINESS APPLICATIONS

s [ o] ST

gﬁm (Introduction)

4R ST =ISr =1 (oI oftefar ST < RICaf CIei & i R RIS
o SR GG (o f2AR T A | | RN AT AL 20O AT | G2 ST S| CRTHB-G7
G (o7 @ (T R eBReRE=e! Sleiell YT (T LR ) S| K, ([0 RAI PR
TR G ARG QG 2GS FA0O (payrool Accounting) @< f&g fifo® CHtq [37o Frw=iisian
AR | (Asset Management) €% d¢l 2T (Loan Repayment)] |
o R sirfer ST SR—BF 16wl FHCS
AR | 3.1 (Fe7 fRARFF=FAe (Payrool Accounting) :

1 AR @ 7 o1 0 A | FRAIS ANCH AT 2ATGF TGS G s wifiea

IR AR e T 43 T 701fFs Ffa TS s
(RS &AW FCF AT |

(@O AR Slelel fTTSq T GG FAOIA FoUe & I, (9
(AITTF T, P SO T @R ©F (A T g 7T (red 2@
Boyiia old |

e et evgred ey famferie fRameeen Sl :

o (TO AV HAFS (OO T T2 FAOIAT AHF, I,
Toif=ife 12, JeTaed (Basic pay), 2TAIGT 21K €3 SH1=)
ISP, G 7S (7€l 701 GIojCE |

o IRTIRT (@O SR Mol (TS AV NN TFET

fafen o @) RICes PICHAIETR Al ol T 20
6T APRZ (G (IS, (o giod s e
3R SC A8 S #ifRIfs Terifn) |

87



FITo fefer Raafaemaad =i
o @O RS g3 FHINTE @ormg 7w afS |

o RCFT AAIS! RO I (Generation of advice to bank) : qT® FHIKWR TS
IS AS (ATF @ A6 (@0 RIFEHTS 203 ©F 3R S (@01 3o1F [fziamt emiwofeent
@ SRy, 79 3ot IweT A |

3.1.1 Fet7 Tomipeiz (Payrool Components) :
DI 2iffb T PFACS T TS T G2 SIS OIs (T &7ie 1 27 |
e SAmmetEn @ 14 ¢ ST vt Gy 332 4Fes

o TEA (FSF FS (A 92 9%7) (Current Payroll Period (Month and Year)

« SoiieeeZ (Earnings)

« & (I9 (Basic Pay) : J61 (IO 251 (IO B (IO € FAINS (OGS G Fg
@I R (@O o TFET AT |

« BAMFOS (q9 (Grade Pay) : @f6 267 & (o 11 67 (@O SAT FHORS AT G2
TR (e I Al (T0 B TS I |

« T2 (7% (DP) (Dearners Pay) : 4ft 261 T2I<Io (12 ois¢! 11 15 ({0017 A (RIS
O3R I T (91T A0 REaw= Fa1 2R |

« 2 it (Dearners Allowance-DA) : «ff 261 &7 I v TG ST ST
T ANGA FCE 579 2 | o1 FRAT GO (T + TR, A ATy 2)
Gf5 =PI Al ARSI g 1 27

« 3fTeret oot (House Rent Allowanc-HRA): @f6 FGIA10F 2&1417 (On lease) SAIRRE
TR GF ! AR Gy 2fre S |

o 9f39%9 et (Transport Allowance-TRA) : @b z&1 TR FATFET &) FR
AT SR, e e, e, 2 2w |

o S ST (Any other Earning) : GTS i) 6l SBET 20 AT T TAET TTES
21 2 g Qa[CeT] QR AN CAIFel] 901 20 S @ Feretel, fofsesirerel, cdmosad
©e! (Washing allowance) 29717 |

* QTR (Deductions) :

o (*Mifa 4 (Professional Tax) (g ATEH ataren) : «fb z&1 A%y THFIET 2w el
B fRfda =w |

« Sfmf{% (Provident Fund) : «ft ze1 7 mifers Faistaa o i@ [faa gre | oafafa
S AR Gfb T T S 27 G2 * e 2T G0 (FeTCo + e, T 2ATaey
) Sl FA =T |

o T[4 A BT (Tax Deduction at Source - TDS) : ¥t ¥ [fdaw BT T GFemw
TR ST AT TAT TCH A @F06 (83 2| @ft TRfAFeng ez s
VIR QT 120 5 |
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« Ao f5fE =914 (Recovery of Loan Instalment) (LOAN) : WW @ (lee
AT P @ AT Tl TN (ST RITTF BRI AT QIR0 |

« S0 A (Any other deduction) : 4f5 T @ (&FIF BT 20T A A ToAE TTESE =17 |
@ “@ota SAfRTafre Sfaw” smaw 2ifd, “AmMHeT Seiw wiem” “Cor wfaw”
39fwa T QG |

3.1.2 (3o eIE qjIg© TR (Elements used in Payrool Calculation) :

e eTes (Basic Pay Earned-BPE) : G356 6IA19 SIS SETEe ol a1 2
RO AR @ T GoifFRre BT e AR1F AT (Numbers of effective days
present-NOEDP)

BPE = BP * NOEDP/NODM

r?ﬂ'ﬂ/@? T ©oiff$a 7127t (Number of effective days present-NOEDP) : @36 A
e Tate A2 Rl e @ote 5o R Seimea sesiterfs, sidie

NOEDP = (Numbers of Days in a month)-(Leave without Pay) - (Unauthorised
Absence). @G (Number of days in a month - I« ST W= 712251)&F NODM ¢t
2 R (TS A | y

TEetet (Dearness Allowance-DA) : DA = BPE * (Applicable Rate of DA for the
month)

2ife ©iet ©© (House Rent Allowance-HRA) : HRA=BPE * (Applicable Rate of
HRA for the Month)

o|fqaz e (Transport Allowance-TRP) :
TRA=(Fixd Amount) or (On Percentage Basis)

G5 ©7iIei (Total Earnings-TE) : Of6 So(tar Sraife 5 Solleitas oAmeo|Tets 70 |
©f2 TE = BPE + DA + HRA + TRA

2fST%% w¢ (Provident Fund-PF) : @6 5151 41 27, PF=BPE * PR Rate.

FCAF S QT (Tax Deduction at Source-TDS) : «ft ToRez 436 F7 Gie sifawia
T FEF TR QT RO 2005 W0 61 21 @ =079 (<17 soeficedt, [fvcaess
wifte ez, I FAR0CT & Sy, (@EhE @32 AT SIRFER 1l Se
TALSITF 1o FAF Tl SO (AT 27 T 27|

Areia 5 9[7g=a (Recovery of Loan Instalment) : «fb 21 43 = G #ifiel
[l el AR O R Aol (6% (20 i ore 27|

KNG =T (Total Deduction-TD) : «fb 261 ToARTT Fa1 QUSTAIT (@I |
wwqd TD=PF+TDS+LOAN
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6 @ ZoT FOIANCE AW S ST | Ny @eq AL =7 (A (TE) 70 2%
(TD) I W oee 11 2 |

Net Salary (NS) = Total Earnings (TE) - Total Deduction (TD).
3.1.2.1 Wemtes =il (Template Design) :

JYE ST (I AR G CRITHHG TR FACO T(F, 2 ATl 2/ F0e 207
O 7% @R WS A WK [Kfoq el sesias gopifn S A | GRiele @2 [t
CTASTEN A (RITE! RITH! TR ST s SeGe AT T IEd T 20 AT | @3
TG 2RGEoT R To1 GFC JIRFIA CRITHG (A [ AT AT AT ! 9fefTpr
T R G A7 Ferere] (R o | 930 (BRe Rifem e Ry eve 6 2
CRGHGE ST @RITS IR S et 36 | s St g afeies
A

Tz,

M/s XYZ SOIRARTS 14 Sl SO TECR | G2 FIGIRAE (@ AN sl =ieties
41 2R T 5 3.3(a) @32 B9 3.3(b) (O MR 2R | 92 Hauibre 2R FTeNes
Tl RAPT (RICH] BRICR | G G S0 20! G0 A AT 2T 0 28 Tl o
SlefeTl P 2 0 NG | G2 AT (SOl 5@ 3.1 (el 2R | T TR0 (O
TAMATENT FEF0 Sl FAF et 5a 3.209 (el 2R |

CRTHE Heige [Kfen (ehl Somieemz g :
o O G3(S @ W 14 (No. of Days in a Month-NODM) ST A1 (71 2|

o (1 G4-9 DA & (36 (XTSFA) AT 2 |
« HRA @G (*[o34R) JAeigA (Emp Type= Sup) G 7 JASEARE (Emp
Type=Nsup) &«lJ IFC 1o G5 @R RTeT G6 & AN =T |

« IIRSRAR (Emp Type= Sup) @& 7+ Y2 (Emp Type=Nsup) & #ife=gd
OOl IYPC PT6T G7 GR (PT6T G8 @ AGTH FIC [ |

« (T G9 @ PF (3135 (1) A1 83 |
r N
e
o TN [ GR JCS (TROC 3T FiH (S G T WA SC SN0 2 FIRH)

TR I 2R | TSR ST 2 I (LI TR |

o FEN F @R TN GO 199 90 (Ta1 G349 absolute address ($G$3)T83 2"
i relative address (G3 )43 #IfFATS | absolute address & T (TR Sl AIIZS
IR TR 2IRAE© L T3 GF e (T S (16 1 ) el 17 Tl 2 |
Relative @32 Absolute address 43 45N RS SGIT TSN SIS 2ETR | RTINS
S H,I @R J L‘I?TWTE Absolute address 2T T TR |
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Column Column Heading Abbrev Ref First line shows Required Formula
Second line refers the cell content

A Employee No Emp No Value entered directly

B Employee Name Emp Name Value entered directly

C Employee Type Emp Type Value entered directly

D Deduction Days Ded Days Value entered directly

E Basic Pay BP Value entered directly

F No. of Effective Days NOEP = NODM - (Ded Days)

Present =$1$3-D12

G Basic Pay Earned BPE = BP * NOEP/NODM = E12*F12/$1$3

H Dearness Allowance DA = BPE * DA Rate (in %) = G12*$1$4

| House Rent Allowance HRA = If (Emp Typ = “Sup” then 40% of BPE
else if (Emp Typ = “Nsup” then 30% of
BPE else 0))
=|F(C12="Sup”, G12*$I$5,

IF(C12 ="Nsup”, G12*$1$6,0))

J Transport Allowance TRA = If (Emp Typ = “Sup” then 1000 else if
(Emp Typ = “Nsup” then 500 else 0))
=|F(C12="Sup”,$I$7,IF(C12
="Nsup”,$1$8,0))

K Gross Salary TE =BPE + DA + HRA + TRA
=G12+H12+112+J12

N Provident Fund PF = BPE * PF Rate (in %)
=G12*$1$9

(0] Tax Deduction at Source TDS Value entered directly

P Loan Repayment Inst. LOAN Value entered directly

Q Total Deductions D = PF + TDS + LOAN= N12+0O12+P12

R Net Salary NS =TE-TD=K12-Q12

@ 3.1 : 6@ 3.3(a) 93¢ 3.3(b) (© (RN CEICGLIGT eI 6 (GTaTH [FIFTE |

Variable/Type of Employee

Dearness Allowance (DA)

House RentAllowance (HRA) —:

Supervisory Employee (Sup)

Non-supervisory Employee (Nsup)

Consultant or Contract Employee
Provident Fund (PF)

Value in % or Fix Value Remark
35% of Basic Pay 14
40% of Basic Pay 15
30% of Basic Pay 16
Nil
12% of BP +DA 19

6 3.2 : % (3O 271077 TAACT 1901 SR 3577 |
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oSl fof

59 3.3(a) CHTHG T A (AT K AF@ @A 2@0E; @A 609 L (A P Ew By
3.3(b) (S (RIT TRCE | GRFAITICERE A @9PICER &) 5 3.3(b) S e L G M G I 4413
A G BGE 771 (&4 A (7RI TRCR |

o

< ferafammiaad dwfe

il A B | € | D E ] F | G | H | ] Lwidinnl K
1 M/S X Y Z Enterprises
-3 Payroll for the Month of February, 2009
il No. of Days in a Month (NOMD) For February, 2009: 28
| _4__I DA Rate Applicable for February, 2009: 33%)
5 | HRA Rate for Supervisory Staff: 40%
6 HRA Rate for Non-supervisory Staff: 30%
| Transport Allowance for Supervisory Staff 1000
i_ Transport Allowance for Non-supervisory Staff 500
g FF Rate: 12%
Em Em Ded |Basic| No.of | BasicPa Total
10 Nol., Emp Name Typla, Days | Pay | Eff. Days Earnady A HRA A EBarnings
11 101|Sanjay Sup 1.5| 18500 26.5| 15616.07| 5465.63| 6246.43| 1000| 28328.13
12| 341|Nimita Sup 0.0/ 34000 28.0/ 34000.00/ 11900.00| 13600.00/ 1000/ 60500.00
13| 461|Rohanlal Sup 0.0/ 19000 28.0] 19000.00] 6650.00] 7600.00| 1000/ 34250.00
14| 561|Aishwarya Sup 3.0/ 23000 25.0 20535.71] 7187.50| 8214.29] 1000 36937.50
15 701|Rohitkumar |Sup 1.0/ 15000 27.0| 14464.29| 5062.50| 5785.71] 1000/ 26312.50
16| 941 Kapildev Sup 0.0/ 40000 28.0] 40000.00/ 14000.00| 16000.00] 1000/ 71000.00
17| 1061/Anshuman  |Sup 4.0/ 36000 24.0] 30857.14] 10800.00| 12342.86| 1000/ 55000.00
18| 1181|Sachin Nsup 0.0/ 9500 28.0 ©9500.00] 3325.00] 2850.00] 500/ 16175.00
19 1421|Privanka Sup 0.0/ 23000 28.0] 23000.00/ 8050.00] 9200.00] 1000| 41250.00
20 1541|Nargis Nsup 0.0/ 8000 28.0 8000.00] 2800.00| 2400.00] 500/ 13700.00
21| 1661 Ashok Nsup 0.0/ 8300 28.0] 8500.00/ 2975.00| 2550.00 500/ 14525.00
22| 1781|Rajesh Nsup 0.5 9000 27.5| 8839.29| 3093.75| 2651.79| 500/ 15084.82
23| 2021 |Motilal Cont 0.5| 20000 27.5| 19642.86 6875.00 0.00 0| 26517.86
24 | 2141|Bairaj Cnst 2.0/ 25000 26.0] 23214.29] 8125.00 0.00 ol 31339.29
25 Total 275169.64 96309.38 89441.07 10000 470920.09
7@\?3.3(a) Gross Salary AT (O OISR G AF (=T |
= A —— N (o) P Q | R
2
3
10 Bunp. No. lf::lnpc r TS Ins:,:l:::ent De'::z::.on Net Salasy
11 101 Sanjay 1873.93 3300 o 5173.93 23154.20
12 341 Nimita  4080.00 6800 2400, 13280.00  47220.00
13 461 Rohanle 2280.00. 3800 1200 7280.00. 26970.00
14 561 Aishwai: 2464.20| o 7064.29 20873.21
15 701 Rohitlcu 1735.71 2000 o 4735.71 21576.79
16 941 Kapilde: 4800.00 8000 3000 15800.00  55200.00
17 1061 Anshun 3702.86 7200 2600 13502.86 41497.14
18| 1181 Sachin: 1140.00! 1900 el 304000 13135.00
19 1421 Privank 2760.00 4600 o 7360.00 33890.00
5ol e 2 L22000), . 220000
21 1661 Asholk 1020.00 1700 1100 3820.00 10705.00
22 1781 Rajesh  1060.71 1800 o 2860.71  12224.11
23 2021 Motilal 2357.14 4000 o 6357.14 20160.71
24 2141 Balraj 2785.71 sooco. o) 7785.71 23553.57
25 Total  33020.36 57300 10300 100620.36 370299.73

5 3.3(b) Deduction 93¢ Net Salary V4=IF SNHE =T |
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3.2 7{t7d T @iFae (Asset Accounting) :
B SR SNl ARG Tl SRbT A1 T A SEbel 39 |

3.2.1 351l (Introduction) :

oifE 26T 2AfSHITTR TPz AT R 43R 5e1f Tife R Ko w1 @0 stz | =i
/TGl 2T TPt I7o71f€ 3R IS Beolive] STl 2wl A | SRR T~ Snizgetojee
=3, G, SGIfeRR, Tgelif @k Ferre 2o | @fbre Tox AT @) SeRaE FTsifesre
VYT AT | 2R Tl @of(eT TGoIe Ao 2 AR 1, SIPR G ST ARCE | SFeaiz
ST G TP MPTRICR 1) (A1) 0 I g GOt (I RGO SIS AP+l | (- (oG5
(Patents), F51A125 (copyright), GENIF (Trademark) Tohif7 |

RCRY G R F~i6x TR SHI 9 27 T2 (@ 2 Gy S =i Frifeq
TR 4 911 = A AR 90 2N q=ed o LR R e g 2R ©f 41 4 A |
FIRES IHFT G T2 SA67 41 a1 27 1 |

TAETIR FLCAD 2ol = Wit - SAT Ty (e TTHTTE T2R)
HETS SO 2o (T IRET G ©IfF 7T SREET @6 2 [, @ i (=4
FoifER IR & R 2rfeet (72 iffd (A 5efs 2o qeiea el 2% |

A ETS ST 2o (I AT 930 ifd 15T SREa @b A 4@, @ ol (2 Tifex
JRRIEE G RIS ZRlRET (73 O (AT Baifs [ qg@d (97 oiffd =19 |

TRAGTR S PN ST 9l T & | o7 SROEF Y6 A(S AR2—A @RS Ao
(Straight Line Method) @3t FZPTN #[%&(fS (Written Down Value Method) SIS&1 SIS
SRS (ifefzy (I TRIAITHIE Sl S -G SR A9/ S FCATREAN |

SR 2R TCA B (T4 (& H5A7 FRARTHCCIR Gy 7217 (el qmeie] el Trse], Srb siofetianare],
A AT @il BT IR FTifenn siferl Traevitg eifotawe aege =1 Araie |
2 ATV e TR &) SR 5ol A6 2ge 1 2T |

3.2.2 FiThiafefes T s

(Computerised Asset Accounting) :
TGN wfiie astaTe ol 1 31T |
o S (Goodwill)
o GO TRBYT G R IR G |
o SGifer : Al SGiferl, S SGiferal @3 SR SEiferR |
* TFAIS & Torral
* YA AG
o AR




FToT fofes ffaaxiaad sw=fs
o ELFGOR I Seaifo
o S[II |

FLEICAI 2 G ST (&7 Aot f[few (eifels Trif@s)ietiee 95 SRvee
2T SIS @A B 1956 THHE 14 @ feeigs T 2@ | @3 32 A=fors
e SReEE 2 723 23| efstawta Soy JeAies afsmae 1t smfes S
GG TG ZF IJIRT TACS 2N | 5eT S| 9o A6 21 B G SR 5ol I3 |

3.2.2.1 79& (A< 27T (Straight Line Method-SLM)

S5 Sl b gl
o fHERe o7 = FAE + S L

Acquisition Cost = Purchase Value + Other Expenses.
- #AfRe 7, A7 I G AT SARGIE 7 |
o (I SRHER T = fKeze 6T - SAHT T

Total Depreciable Amount = Acquisition Cost - Salvage Value.

[msi%w@wwwm T2 o Tl 93 IR BTN TR I SMF© 2 | ]

(NG SRGACNSN [T

T G TS TR S S

Total Depreciable Amount
Expected Useful Life

Straight Line Depreciaion =

- ATACARF 6T .
e JOT 2|9 = X Yoo
(G SRHCY SET

Straight Line Depreciation
Total Depreciable Amount

100

Rate of Depreciaion =

Tzt

T CRITAG L FCH S5 (TEACAIRE) slofell Tl 20 [ 51 2Hiias el
ooy o 3.5 a 3% 5@ 3.5b (@ 76 ©ITal (I TRR | CRGAG Al SR [ 270l
@B A AR 2T T 2 T O ICGF N o T 2 | G371 (©oi9eal oa
3.449 (TR 2R |

CRTANG HewiPo [fen (©hl SoAmmejret fwga :

« 2T WFF IR G C3(S 9T T4 TR |

o I (<ITF O (6T F3(8 S$s 41 TR |

o 2 LT T Ol (T E3 (0 S$T 41 TR |
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Column Column Heading

Abbrev Ref

First line shows Required Formula
Second line refers the cell content

A Asset Name Asset Name | Value entered directly

B Date of Purchase Pur. Date Value entered directly

C Date of Installation Inst. Date Value entered directly

D Cost of Purchase Pur. Cost Value entered directly

E Installation Expenses | Inst. Exp. Value entered directly

F Pre-operating Pre-op Exp | Value entered directly

Expenses
G Cost to Use Costto Use | = (Cost of Purchase) + (Installation Expenses)
+ (Pre-operating Expenses) = D5+E5+F5

H Salvage Value Salvage Val | Value entered directly

I Life of Asset in Years | Life in Yrs Value entered directly

K Depreciation Amount | Depr. =SLN(G5,H11,111)

5@ 3.4 : TRIGHIE BlaI© FAI ARTIZ G ©ICHT CAMTTTZ

FAN K built in CRGHG e« SLN J<2I I AT 2T S5 9ol 51 23T |
CRITHHAE 5@ 3.5(a) @3 5@ 3.5(b) (S (TITT TR |

4 A B i C : D f E ; F -
1 M/s GUNGUN Ltd.
2 | Calculation of Depreciation for the Financial Year 2008-09 (SLM Method)
3 Year-Beg-Dt 01-Apr-08 Year-End Dt 31-Mar-09
Purchase Installation | Purchase | Installation Pre-‘ Cost to
Asset Name 0 Operation
ate Date Cost Expenses Use
4 Expenses
5 |CNC Machine 11-Jul-08 17-Jul-08 877000 11000 3000, 891000
6 |Packing Machine 03-May-06 07-May-06 123000 8000 2500| 133500
5@ 3.5(a) : SL RIfSTS SR3 59T GNP CRICHE Peqrgz |
H | J K
7| M/s GUNGUN Ltd.
8 Calculation of Depreciation for the Financial Year 2008 09 (SLM Method)
Life in Allowed —
10 Asset Name Salvage Value P Hprecianticn Depreciation
11 |CNC Machine 45000 b 100% 120857.14
12 Packing Machine 17000 ¥ 100% 16642.86

5@ 3.5(b) : SL #1=ifSTS SR AT SIHP CECLPIGT FTPTIZ |

BT TS N @ CRThiENTE (St REIEs e o) 42 il (it
TECR) SLM T 2T I SIR6T 74 S G0 4Kl @i S0 ATF | CRTHE sielet At




FIeo fefes fearfaamwadt dwfe

T2 I STFSE 2671 Salvage Value, Life in Years, Allowed Depreciation €% Depreciation
3
FAPTZ 3R OIF AN SR CRTHGT ([FHECEE G0 Asset Name I TS |

3.2.2.2 QT (TF A4S (Written Down Value-WDN) :

eGP (Current book value) GG 1 2T | CF FHEP (& (Declining Balance-DB)
R[OS T TF W32 G SII6T ST Tely ICIE PIHTH DB IR 6 | T DB @F

AAGEERR 7577 (b@ 3.6) |

Column Parameter Explanation
G Cost Initial cost of the asset
H Salvage Salvage value
I Life Life (in years) of the asset
J Period Period (in years) for which the depreciation
is calculated
K Month No. of months in the 1st year

3.6 : CEICHIE TERI® PN AR G OIS CATITHYR

OB IR 0K 2ACS] GG S FAAPA 2T T 2 9| O A &G el 311 27 |
92 e (9Tl 5 3.7 @ (raIel TR |

CRTHS Teeigs e (U6l SomwoR fFga :

o O C309 I X[FH I A = |

o (T F3(9 =1 (0 Wife 101 &30 |

o O 130T 2R SR CHITRRT Sl NG 23|

Column Column Abbre. Ref First line shows Required Formula
Heading Second line refers the cell content
A Asset Name Asset Name Value entered directly
B Date of Purchase Pur. Date Value entered directly
© Date of Instalation | Inst. Date Value entered directly
D Cost of Purchase Pur. Cost Value entered directly
E Instalation Inst. Exp. Value entered directly
Expenses
F Pre-operating Pre-op Exp Value entered directly
Expenses
G Cost to Use Cost to Use = (Cost of Purchase) + (Instalation

Expenses) + (Pre-operating Expenses)
D5+E5+F5

H Salvage Value Salvage Val Value entered directly
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Column

Column
Heading

Life of Asset in
Years

Period (in Years)
for which Depr.
is to be computed

Months in 1st Year
(i.e. the year of
installation)

Year-end Date in
1st Year (Reqd.
to compute
column-K)

Depreciation

Abbre. Ref

Life in Yrs

Period

Months in
IstYr

Yr-End-Dt
in 1st Yr

Depr.

First line shows Required Formula
Second line refers the cell content

Value entered directly

If (Instalation of asset was done after
March) then take (Current Year) — (Year of
Instalation) else take one addl. Year.

=IF (MONTH(C5) > 3,(YEAR(SFS3)-
YEAR(CS)),(YEAR(SFS3)-YEAR(C5))+1)

No. of months between (Yr-End-Dt in 15 Yr)
& (Inst.Date)
= ROUND((L5-C5)/30,0)

If (Inst. Date) was Between Jan and Mar,
Take it as 31st Mar of (Year of Inst. Date)
Else Take it as Next Year.

= IF(AND(MONTH(C5)>0,MONTH(C5) <4),
DATE(YEAR(C5),3,31),
DATE(YEAR(C5)+1,3,31))

Parameters of DB function as explained
above
= DB(G5,H5,15,J5,K5)

3.7 : CEITHE GRS FACIT APTIZ I ©ICrd SANATAYZ (6d 3.8(a) 9% 67 3.8(b) 977 7027)

TR 76 ©its Ros 31 200g; 2L ©its! 57 3.8(a)(C T A (AT G #1¥F @RI
TR R 7o ©its! B9 3.8(b)(® TN H (AT M @ (At 2002 | ToF 59 Asset
Name’ FeT(F 7198 T RACR

(= A H | il | — K L |
LM M/s GUNGUN Ltd.
2 Calculation of Depreciation for the Financial Year 2008-09 (WDV Method)
=5 Year-Beg-Dt

M

01-Apr-08 Year-End | 31-Mar-09
. | Installati Pre-
Konck e Purchase | Installation Purchase dikig Bprration | Bkt
Date Date Cost
4 |Expenses| Expenses
& CNC Machine 11-Jnl-08 17-Jul-08 877000 11000 3000 801000
& |Packing Machine | 03-May-06 O7-May-06 123000 8000 2300 1333500
5@ 3.8(a) : WDV #RIeTe SRBF AT ST IG5 T2
i t i
A B £ D E F G H

M/s GUNGUN Ltd.

?  Caleulation of Depreciation for the Financial Year 2008.09 (WDV Method)

Salvage Life in . Months | Yr-Eand Dt A
p| AssetName vawe | Years | "°°? inistvr| i 1styy Depreciation
11 |[CNC Machine 45000 7 1 9| 31-Mar-09 231882.75
12 Packing Machine 17000 T 3 11| 31-Mar-07 19433.37

It

5@ 3.8(b) : WDV #/=ifere SIRBF 9717 SIF TG Fe5772




FIeo fefes fearfaamwadt dwfe

T T o @ CRehtmz (Sote REEd SRR &= 42 St ol
20(2) WDV T IR IR O[3 @A 19 G0 =0l 2w 6 A0S | (TG
SieieTl A1 fENCRE W00 SWES 24 - Salvage value, “Life in Years’, ‘Allowed Depreciation’
@R ‘Depreciation” FATIZ G S AT 7{TF9 CRITHG FRICEC & “Asset Name’
A IO |

3.2.2.3 Trdeitan fafen oo AFO F4Id f499& (Schedule Forming

Part of the Balance Sheet) :

fafer e Rwifte e Sioss GRea @i ==

Column Column Under First line shows Required Formula
Heading Second line refers the cell content
A Description Value entered directly
B As at Apr 1, 2008 Gross Block Value entered directly
C Additions/Adjustments Gross Block Value entered directly
D Deductions/Adjustments Gross Block Value entered directly
E As at Mar 31, 2009 Gross Block = Op. Bal + Additions/Adjustments
=B8+C8-D8
F As at Apr 1, 2008 Depreciation Value entered directly
G Additions Depreciation Value Transferred from Depreciation
Computation Spreadsheet
H Deductions Depreciation Value entered directly
| As at Mar 31, 2009 Depreciation = Op. Bal + Additions — Deductions
=F8+G8-H8
J As at Apr 1, 2008 Net Block = Gross Block — Depreciation as on
Apr 1, 2008
=B7-F7
K As at Mar 31, 2009 Net Block = Gross Block Depreciation as on
Mar 31, 2009
=ET7-17

6@ 3.9 : CRIOPIG Trafe PN APTE G7% Olcra STy (6@ 3.10(a) 43¢ 3.10(b) GF &)
TR rhei os w1 2wy, daseir B9 3.10(a) TS TN A (A0S E 7w
R ZCACR G3R TS ©itat 5@ 3.10(b) (e T F (A K #1%® (it 20z | Sy forg

‘Asset Name’ FeT(F 918 <1 2ERCR:
A 1 B

p—

& [ B ¥ E

1 M/= GUNGUN Ltd.

2 Schedule Forming Part of the Balance Sheet as on March 31, 2009

3 Fixed Assets Schedule "E"
4 Gross Block

i Description As on Additions/ | Deductions / As on

5 Apr 1, 2008 | Adjustments | Adjustments Mar 31, 2009
6 Building 12081.00 0.00 0.00 | 12081.00
7 Plant & Machinery 13942.00 2765.00 14.00 16693.00
8 Office & Other Equipment 2894.00 616.00 3.00 aA507.00
9 Furniture & Fixtures | 1681.00 777.00 0.00| 2458.00
10 Vehicles 927.00 483.00 24.00 1386.00

6@ 3.10(a) Gross Block (Rt &yl Fixed Asset Schedule & CEG5
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2 F G | H | | s K
12 M/s GUNGUN Ltd.
13 Schedule Forming Part of the Balance Sheet as on March 31, 2009
14 Fixed Assets Schedule "E"
15 Depreciation Net Block
il Description As on Additions | Deductions Ason Az on Ason
18 Apr 1, 2008 | Mar 31, 2009 | Apr 1, 2008 Mar 31, 2009
17 Building 1812.15 604.05 0.00 2416.20  10268.85 9664.80
18 Plant & Machinery 4182.60 166.93 0.00| 434953  9759.40 12343.47
19 Office & Other Equi t | 868.20 350.70 0.00 1218.90  2025.80 2288.10
20 Furniture & Fixtures ! 504.30 245.80| 0.00 750.10| 1176.70 1707.90
21 Vehicles | 370.80 277.20] 0.00 648.00 | 556.20 738.00

6@ 3.10(b) ST << Net Block (rRICaIF &af Fixed Asset Schedule I8 RO

ToATT TraAfRS 9141 @ CRITIHE 7132 (F9NTS R IEa Aol S Y2t (Il 2002)
Taooitad A [ifen =ikl eikge T o1=(fs 7703 q7el 2vie F0 AT |
3.3 Ao 2fqritya f999@ (Loan Repayment Schedule) :

3.3.1 49 (Loan) :

el 27 (RS A TG (1 o ) [ @:f6 TG T 547 i 7o 2 el =
o | el ARG TN (NAENS NT) Aef SARel1 AR S 5= Mg sAfeetia w0
=7

3.3.1.1 37 SleiAt 3R Aol ATTTHNY

(Calculating Interest and Repayment of Loan) :

o ARHAICR R o 90 SFgferer A | e AR Nhre e sddam
el GCICTE Built-in-function PM TS RIS 11 (0O 2G| I PMT <=1 Aoz

Ft

Parameter  Explanation

Rate Interest rate per period for the loan

Nper Total number of payments for the loan. Its unit (e.g. year)
should match with the unit of the interest rate.

Pv Present value, i.e. the loan amount

Fv Future value, which is taken as 0, is the balance at the

end of the loan period

Type Whether payment is made at the beginning (value=1) or
at the end (value=0) of the period

159 3.11 GCeTs PMT 3FI4/4-4F ATINGIPT e D11

9] ST ATF FHAERIT (Layout) CEICHTT 5 3.13-9 (R 2RCZ | CRGHG Al Fetsa
T ZHCS! GBS HAPR 2T FACH| 2T 9| O FCG= ST 9l 1 27 | G2 751 (CH19[Cenl
5@ 3.12-9 @RI 2@ |




FToT fofes ffaaxiaad sw=fs

Column Column Heading Firstline shows Required Formula
Second line refers the cell content
A Loan Amt. Value entered directly
B Loan Disbursement Date. Value entered directly
C Period of Loan (in Yrs). Value entered directly
D Rate of Interest. Value entered directly
E Future Value. Value entered directly
B Yearly Installment Amt. = PMT(D6,C6,-A6,0,1)
G Monthly Installment Amt. =F6/12

6@3.12 CRIGPIET T/ 7772 G O SARTTIZ

TARES I & FV(Future Value) [« (0) S 2176 FACZ 2

ol ARTNER TRIIER ITF, AW o2 (SRS DY) %[+ 203 | ITFCE 07 ST AT e
sifaTaity fafire ©Ita F41 202 | 912 Future Value (FV) %+ 54 itz |

ferferiae it Srizar e sifaTeiix sl eiferl [Rtase T 2Rz At CRehG M 59 3.13
& @I 2R |

T -1

@3B T (I GG &1ZFF Plasma TV (&IF S0 Af2& 1,2007 FTH 3 I2&@ &0 10%
WA R 1,00,000 51 et (737 | G2 A1eifB 247 o ffers AAfieiiasare 2@ |

TrigFe -2

S 2,50,000 IRl G 18 Al 156, 2008 FNC GG ST T S &l G FCACR |
3 el AW 2 11% o @3 @ 367 M [fere sifena sare 2z |

2
3
Loan 1 - Fosad of Rate of Future xauciy Monthly
Disbursement Loan Instalment
4 Amt Dt {il'.l YIS} Interest | Value Ao Instalment
5 100000 01-Apr-O07 2 10% 0.00 52380.95 4365.08
& 250000 15-May-08 3 11% 0.00 92165.11 7680.43

6@ 3.13 =9 A0 ©iferel T e
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( S

o TG Trlfre ST ot ST T @ @ G 26 GF0 ATG IR FILFF M | I ST
ot Twizgel (e TR CRTHET AEHTre! Gk Soraifarel it IR S | @B SwizdestE
25 (@O0 WP (Payroll calculations), I 3% fZfaisael (Fixed Asset Accounting) €33
4o #Af0NE K99 (Loan Repayment Schedule)/.

o CRIGHG JRRICHT 2L A5l 2002 G A 1 LTANCHCE SHAmejeTs oifern avge 41 | &fsfb
TAMITTR o @3 (i 20 @, (P GFH N OITs TP 2 FAC 203 (63l ©f slot 71 2@
G I IRIT I |

o GEHER SfLF T 72 [RIST built-in- T T G ARER IO | €2 TN [
SN I (SoeT 1 I7=eT) FAPAR T2 T @O A | G0 9]0 971 GF Al G FI< 92 F1
TS A |

o G I ATFFATAICS A ARNSTHFAYCEICS g R 79 absolute address AR FE | Absolute address
& S PTASYTAR &) 7S 2 A w3y ARG 23 71 74 &3 (7T (/T ) (G 2 3@ 3621 3301
7|

o 3 7 TN 1 ATSNTFGSCS [f TIHA @ g0 2 | I iReie] e 1S 1 Soelixr Toi ffie
T AT S Folive) 17 T 29 51 20T A |

o TS T SLN <% DB <21 41 2SI 91411l 415 &) TR Straight Line Method (SLM) €<%
Written Down Value Method (WDVM) #I%(f® 7921 d 57 | WDV Method® Declining Balance (DB)
Method @ 9=1l 23 |

|+ I PMT e ST Sfereet ofefeft Sl S 21 o1l 23|

SR - s

Q.1 7o Teafs F<ivw weal -

1. =NfefE Fiete (g ffefie @i R WS e e o s
a. FV.

b. PV.

c. Nper.
d. Rate.

2. s FixitTa cFeg Elile @ Rest @b 2re sieda 7l ot se?
a. FV.

b. PV.
c. Nper.
d. Rate.




FTHIR fofer RaRfammae smifo
3. @%@ (I LHCER T I I 20
=PMT(C10/12,C8,C9,1)
a. Logical. ((fEs)

b. Financial. (<)
c. Payment. (1% &Wie] FI%)
d. Statistical. (sif@RaN D)

4. T4 Extend Selection AT T O« (17 A (row) A2 e (6] TS FK &) (&I
=530 =T A & 2

a. [Ctrl]+[Down Arrow].
b. [Ctrl]+[Home].

c. [Ctrl]+[Shift].

d. [Ctrl]+[Up Arrow].

5. fasfafee @9 $ea® TRUE w6 (M3 I C4 @ 10 @3 3 43R D4 @ 100 &3 I 3+
qCF?
a. =AND(C4>10, D4>10).
b. =AND(C4>10, C4<100).
c. =AND(C4>10, D4<10).
d. =AND(C4<10, D4<100).

6. fferfe @ ITIH IF TRAT STES 717 2
Logical_test.

a.
b. Value if false.

o

Value_when_false.

d. Value_if true.

7. (P9 G PMT IR &+ Rate 2C3 (@4 = PMT (C8, C9, C10, C11, C12)?
a. C8.
b. CO.
c. C10.
d. c12.
Q.2 IR erieTeTd Ted wis
1. PV @3 oL Fe

2. FV g9 33\9 2




IR AR CRTH6-9F I7ET
3. DB T @3 Sty F 2

4. I =S 1,000 Bl RTI9 91 27 90 10%04 2ITF 2 I=F 79 @< Future Value (FV)
fQefize w2

5. I fo a2 7 (NG 1000 B (7T Bi2 | S ©F present value (PV) 6 37 |
6. SIRBEE WDV #=ifs @ SLM smifex sty #iiefy fgsict 772

7. SR U G sifs 9t 3972 SRET 919017 T I I T 92T I
2|

8. Absolute €<% Relative addresses €< 7R 1 < | Relative address €<% Absolute
address IR fef6 f ?

wFed ALCeNnal - Ie

1. 5@ 3.3 (a) 932 59 3.3 (b) (¢ AT @7 (=CHG F, G, H, |, J, @ N I
absolute address 9217 341 2z | It absolute address @ Wt Relative address
IR 7 W o[ F 2@

2. 59 3.8 (b) (¢ Al CRTHET eI gce WDV #iwifog (DB Fig*e 32T F(F)
TILICN S A9 (161 F3- (9 absolute address 92T <1 (AR | (71 absolute
address @3 #fFACS relative address (Fe3I (e, T2 O (G MG Ffo FA1 2
S O o AN (AT | 47 I T I G (@ S FH 1 TR0 3R @ AF W
<f5t a1 Tfvw o ferd |

3. 10 WK &= @I @3 @fax 25 o fFrwidin ceiehs St Seiffer faadt age
7| aAfsl Fredfa afe Mer Seitefer sowal 27 s a1 2afel Frwdia Tt
G35 AR 2FS F7 GR SoifFRIoT ANET ol 2 e 74|

4. fag TReh @fen oo cRieht TaER I o ofs Rame g [ lecture,
tutorila @<} lab practical session @& GG AN 2T AT G ©f fTage T4 |
agieie «ft 2fe s (It T 9! R S o 2o @ g 93 |

5. Rt 3.1, 3.2, 3.3 @3k 3.4 @ IS TMIIATAR T 9l frer ek aye w7 |
4fefs ARG 76 Mg 7 Top=iivm F9 (CoINF ey e [w =il @7 aieeR
A(5% ZEETR e ABE T |

6. M/s Opportunities company & TR (@I AATT I AL Tl G STFOB
oGS FF | FAGINIA RAAACS FHHIAE A, O 2 9. o (o7 TDHE RS 207, 50
T (TS GARFOIG T/ TolIo1 3 | 367 (F9(=1 (Basic salary) -37.5% s2i<erst
(Dearness allowance 22.5% ) dlfteie erel (House Rent Allowance-HRA) € 12%




FToT fofes ffaaxiaad sw=fs

wiRayffd (Provident Fund- PF) sieell 39 @a: (N6 (@e+ (Gross Salary) = Basic
Salary + DA + HRA 4551 | 1B (@851 (Gross Salary) 20% S5 (1T) 209 @3%
2fSG w619 Net Salary = Gross Salary — (PF+IT) 2@ | Oigiele i i1 27a
Total Salary (16 (Ie+) Average Salary (5% (@%+), Maximum Salary GRIER
(@9¢)) @R Minimum Salary (;Jo3 (o) 9 7 |

7. 3.3 Rl g3 awe oeda el AR [ Son oM 71 7 @3 WS T e
TS ore 2w fofere | 4o R6fRes sifisiel i @ed @2 Sregiier a1 #[ifG sifaifere
1 AT T @R PMT ZPIeT =17 R A R0 Tolofdy 3531 |

wTEAAl

1. b 2. Cc 3. b 4. ¢ 5 d 6. c 7. a
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GRAPHS AND CHARTS For BUSINESS DATA

T SR

GZ GG AT /7 (O
o GUICETT I B 432 TIANTTT
S (AR TS (TOT 2P IS
NI |
o (A% (graphical) ToHRIATT Gl
NI

P <Fl (Introduction)

AFTST SGITT (oA CRTAET G @S @
TR NFICd CRTAMET IIQT TCF (TR | ATHD
T ST MMM &) SIS (B! ool
T 2T | M SHRAF (COItE 2T T FCq Soo Fai
2 O(J O RS (JI49R0 e ZCe A | @ft 7T Fe 7 27 ‘«@3fo
2R SR W =17 (e @R ETA | @B FGiRirs Seieae
RO G I92T I (OO MG & & Bib @R

oaces agion swfe i = 26 |
4.1 &F R W (Graphs and Charts):

T 2o (OoT @b fHalifess (Pictorial) © #liow
(repressentation) TF STFSATTF GG H=7F TG | AR @
2T STEGATF Y0 OF ST, X GRY | X SFF AR S o
G Y OFF ToTRIR 2 | G0 &I, GG GRS | 7g @RS 2
(S A | FIoRWO! GR Forel R Ty, 93 (1R 2 agfon
0 fAfem @t @ @3k [few a0 o e 41 @0 A |

@36 A2 5F, 93 eI (Single variable) @JIfEE
THfRel19f eI efsfiag 36 | i welbd 12 Al STl b
M|

105
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PRODUCT WISE TOTAL SALES PRODUCT WISE TOTAL SALES
25000 N
20000
15000 \
10000 AAT
5000
.TOtaI 0 Ll Ll Ll 1 1 1 _TOtal
> & o P & L KR R
» &S &F & &L
< & R A
Bar Chart Single Line Graph
PRODUCT WISE TOTAL SALES PRODUCT WISE TOTAL SALES
25000

9966 62 W Toothpaste 20000
M Toothbrush
[ Hair Ol
= oo 92  mTotal
Toilet S T . N o
bt oy & N \\O K 6‘90% c'oo'b
I Bath Soap & & 8 S L
<« 5 & P
Pie Chart Area Chart

foq 4.1- fAfeq «qt7a afF @32 515 |

o@ 4.1 @ {few @0 2% @3 516 T @RI 2@ A [ifey - 31 ferig ave Brers
DePRR ARG oS FI (0O M1 |

@ 9o el example_2_4_1 - Microsoft Excel -8 X
7 ome |lnmt [ Pagelayout  Formulas  Data  Review  View A
W By @ik Q @ A D 4 149 Q
PuatTable Table ‘ Pdure Cip Shapes Smatat | Column Line Ple  Bar  Area Saatter Olbu Wperink | Test  Header WordAtt Signature Object Symbol
Art - Box & Footer -
Tables | Niustrations Charts l“-' Links Text |
Al ~(a E
3. § Y - o | E " T R TR T T_—, _— NN TR T 7R T VO Y- Y
i
2| [ ]
2

foq 4.2 f3few e aitea pemmz

Chart type- @ 35 97 LT Microsoft office Fluent user interface Ribbon @ SIGx5 MS
Excel 2007 I2F (R S| TG 1 G 516 (ofi Fce A

Tl 5@ 4.2 (0 (I TR | FTEfARS distajta sia 1t T 2oy 277! S it 41
SRR |



TARS (THI Tl &I 3R G2

1. SATHR Bt MCETR NG Fo= start 20
[Fakcil

2. Start 502 {35 17 715 SR Programs S= /i« 211 |
[l SR FCHIR 2eobe] 51 g (2o wifers!
AV POl (IR FAIT & |

3. MS Excel 2007 Program fa&ifo® a1 #i1 @6 @sf
A 2mf*e Ribbon 312 «ife1 A1 H1 Wrokbook 2w
AT 57 4.209 (T 2EICR |

put Formulas Data Review View

P = am-:—mpo )

pes Smartart | co!um I.lne Bar Ar!a Scatter Othe Hyperlin
| - charts -
|

ns | Charts =

b| E

Links

Column

Insert a column chart, I | 4

Column charts are used to compare
walues across categories.

foq 4.3- fafen a7 st perrz

4. Tools i &=y Insert tab @ 5 I 56 @I & | T 59 4.308 @A 2T |

fafee 5 4.4 @7 wrok sheet (SR &= FIT 217, 16 @8 TP 4GS
SI<PCS 2 ! S P |

57 IS ATHT T S (- (I G BIG A 2 (ofF F0 2N T S AT

et evfe Taa |

Plal g D 3 F G
A1
4.2 A3 FIZCIF NG Sales of ABC Manufacturing Company Ltd.
ﬁ 2 For the Year 2007-08 (Rs in Thousand)
AIF/BI0/TIPRR AFOIFACAT 5|
,jﬂ.%ms . . 4 Product | Qtrl Qtr2 | Qtr3 Total
MUFSPTIR : (Basic steps 5| |Toothpaste | 12344] 2345 3456 4567|22712
for Graphs/Charts/Diagrams 6 | |Toothbrush| 3456 500 2456 5415[11827
. 7 [Hair 0il 3678| 1345 088 3321| 9332
using Excel) 2 [Shampoo 2000| 3190| 3480 3770| 13340
giol-1 5 | [Toilet Soap | 1122] 2035 2948 3861| 9966
5 10 |Bath Soap | 2344 1880 1416] 952| 6592
RISl UGS FACO 20, SO 2007-2008 1 Frgea 25844| 11295 14744 21886| 73769

239 ABC Manufacturing Company Itd. =il
Teofifre wafs f[ifew “iti fomm o= At @RitnEs (@9 QTRI

foq 4.4- oltar7 (amfas e

(AT QTR4) RFT FFG (WHITH AT T 203 (5d 4.4 @ (AT TRR) | total FINF Al

(row) (AT =R 11) CFNHF 21t (5 [Fa0E Ml @38 total

AF WY (column) (TE R G) 217 fefed @G T @4 | ¢t G11
worksheeet-& TEGTE AT A AT (N [T 2mie T AT |

9i7-2a 2 For the Year 2
@3 4T5t Ribbon @ Tsiffere SNt sigwars 516 512 FieeTs a1 Ar=i2 3
@A B A fofer b Rewa cooite (Ba- 4402l ¢a: A1 4| [ Xvofaes | Total
ARSI 4191 2a09 G FAR) NG A O BRI O | o (roochpaste | 2272
4.1 RO € A9 A% T TR (nsert (A TRIA AR (oo LA
charts &toA @W Q) | 56T Gi7-2a @ (OO Ty 15D K G S&mey 8 Shampoo 13340
3 1 Tl R | 3 |Toilet Soap 9966
qto-2b 10 |Bath Soap 6592

11 Total 73769 107

TR ML ATS (OO AR G/ b5/l (ot s &y SolfFelafie

- = C
Step -2a >
s of ABC M=

MTIIN @2 7 2 ?
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PRODUCT WISE TOTAL SALES Qo9 STOIHIF IR LTS | ribbon @F tab &%
25000 ETEY T S (0O AN (@ G [ 4702 51 @=im
e
20000 P w5jef SfoTe (CHITE TerRIe T & |
15000
10000 BN SIS @92 worksheet (T ST 9 516 AFS
% o | T o ot ST g R IS R AT & 515
o @Qoo @O'Z’Q 90'29 AT B worksheet GF (THIATAIE ‘i{?{‘vﬁ?l FARE
>
<8 S G BT SRS &% /51D 2o 11 201 TAE Ao 76
Period Total Sales
QUARTERLY SALES
Qtr1 25844
Qtr2 11295 30000 1~ 25844
Qtr3 14744 25000 1 21886
» 20000 - -
Qtrd 21886 g 15000 - 11295
Total 73769 ® 10000 -
5000 - |
32 AP QoA T : . [0 Total Sales
(f?m45)| Qtr 1 Qtr2 Qtr 3 Qtr4
gsfs 16 tefy A
FCe A & [ g 4.5

TS i #IfFasw TS, Rl [ 78GR 56 (@ 76 516 i 113 515) @3 O sub-
types e (AT (@ G 7 56 1 @ fawmifas #i2 5i5) e Fare #Af | smt
@- (I BIoF @IfEF FFEIF chart type JI2IF FCF BIGT I (o7 I AT | @i
I BITHR SoMITPTE 3% SR AN 92E JAce AR G 797 27|

4.2.1 515/ &TFa ToiwiePTIZ (Elements of a Chart/Graph) :

@ QUARTERLY SALES

30000 1 25844 ()

2500 ~ 21886 @
o 2000 s
LU 147184
3 15000 11295
®» 10000
5000

04 . .
Qtr 1 Qtrz\—dtr3 Qtr 4

‘ PERIOD

O Total Sales

a3 HI5 /21T 251 (UoIF @I oare Toi=iw |
i/ JHTS 8 Jefell FHC ST BICHF e
CTIfeT SoAMITPTIZ TCE Rl | 92 515 /alitwa
ToAwIRT 5@ 4.6 G2 4.7-9 (7S TR |

1.51754 ¢4 (The chart area) : 71 SAWITAZ
S B |

2. 26 @eTISt (The plot area) : 93 f&-3fGs
BIHS GoTiPl X GJR Y ST B S A | G5
afas siba et 3% o (X,Y @R Z) &t
B A |

o7 4.6



TFARS (THIF G 2T G2 HIoTR

3. (TB! 2ITTG (The data points) Z - WWW%WW R AP 1Y, B,
G, 513 At iy Rfen sngfegret 2Fifs 2rTe, @9TEtRe (O IFE (Data markers) J
T | €33 AT (B! TP data series 5199 T | (@ (T 2ATIBTH! BIb/2ATF AT ZRCZ
9T (To! PifRteR AT AiFe | @36 pIGe afsl (wht Hitens 3t ome ae At
G/ T A BT MR | 9T TG (PSS [ (e T ACE | BIG/2NTE
AT (bl Pt AT #{1e |

4. ST (fqei9) @3z TeTg () <7F (The horizontal (category) and vertical (values)
axis: X- ST AR ST (@4l 23 0o TR0 [ieq Kool (e 1 31 RelaprE) @3 Y-
I AIOS ToTH T G TS ACACE (86! (S i) |

5. (570 (The Legend) : @b ST (I SIKGAE X! GAMI 2 BTG/ 2T (RGN TR |
BICE (wbl PiferTz At Rifen Rl o @rerenr 3w 391 7= A | (ba 4.7)

6. G BI6 G2 STFA PITATIT (A chart and axes titles) : 55 FIN (6-A) @3 ST
RGN (6-B) @3 Ie(Is[eTs <1 11 5@ 4.6 @ (RNl 2R |

7. aF (T6! (7635 (A data label) : (©5 1fRTEa (TH! 2067 KA *Higwacl oo @b
(TB! TFIF MG Sfefag © ami T AT |

T SN 515 /21 2ige S e g GoAmis AT 2o 22, Sepiey Soimiwe
ACHAIN TFET F! (TS AT | AZWAS 16 /AT TG Al 2o A7 TS A7 |

Grid Lines
5 PRODUCT WISE - QUARTERLY SALES < Chart Title
14000 [
12000 (ff 2
G
2 10000
z
@ 8000 sy
& =Qir2
I 6000 wQtr3
A 4000 . . Qg ™ Leenes
. 2000
hart Area o !
E Toothpaste Toothbrush Hair Oil Shampoo Toilet Soap Bath Soap - ’fa?,’,fli
X-axis < P
o PRODUCT < i
X-axis
Lables

foq 4.7
4.2.2 51767 &=y (Formatting of chart) :
4.2.2.1 553 feyoieaet (design <o 992 909)

Tofta siFe! eiol 4.2.1 (o @t Srard a1 TRte, 2 [oiet s 4147 @ e «3f sitba
THAMITTR (3 26 oI, X O, Y S, (©0] HIRIMERTR, (FTREPTR, (ISR 3R [2usiias
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ATAS SPAIE TG0 @R GfSE 1 T, T 57 4.7 @ (LI TETR | BIES (@ (@I AT 556
31| @S chart tools &v*(q T4, TF T Design, Layout €<k Format W QIR |

(o9 4.8a)
@ tut26 [Compatibility Mode] - Microsoft Excel T
7 Home  Inset msm Formulas  Data  Review  View @-2x

= : -

| E=S {| {
% 3R GEE w»w»nﬂ
Change Save As Switch  Select = || Move
Chart Type Template | Row/Column Data = | Chart
Type Data Chart Layouts Chart Styles Location

57 4.8 (b)
Design option 2T I SN HIHF 91 2§76« S0 2NifF | Design TR I3, Sl

ARRSTA & chart type, chart layout €33 chart style @ 5 5a0e #1iff | fanfass (2--d) sicba
Se) GG option SR A FWIEH (THITF SN (BRI IR SIS T (CHITE BTSN (TR ARTO
B | G LiAoeen el -

G BIGT N (P9 4.7) ARTS T & chart element-& 5 a1, 91 ST chart element
G SIfeRPl (ATF @ chart element (@ (ST Al select T & WHfiie isioften 1

PRODUCT WISE - QUARTERLY SALES
1. DT @@ R s (B9 4.7) 1

14000
«@f> chart tools (WIT3 TS Design,
12000 |
Layout €3¢ Format (5372 2% |
; 10000 |
'?: gt 2. Design (5(3 Data &T7% Switch Row/
£ - oothpaste
F i wibi cloumn I RITS 35 0 |
A 6000 | ;i
f wHair Ol 3. «ft BIG/2RFCe X-SFF (2(9 Tl ¥15) (A
alicod ) Sshameao X-90% (Cawii) s w4 | (foa
2000 | _ wToilet Soap
v “Bath Soap 4‘8b) l
1 Qtr 1 Qtr 2 Qtr 3 Qtr 4
foq 4.8 (b)
4.2.2.2 RO bItsa ToimITa Fa0 #if5ade (Changing the format of a seelected
chart elements) :
OB BITHA W AR &y chart element-Q &5 1, A1 [KSF chart element @ ©ifere
(UCF GF1 chart element (A2 (S Al select FAF &y [WHGIS &iviofTeT STr=e FCAI
T —— ; =
Home  Inset  Pagelayout  Fomulas  Data  Review  View  Design Lgmlrom-e- @-=x
| Chart Area v anau Fill * || g Bring to Front = | Align ~ o3 =
| B Format Seiection E = & shape Outline - A A - || By send to Back = 18] Group - A :
| &5 Reset to Match Styte # J shape Eﬂ‘em - E,L\ 2 Selection Pane 54 Rotate * =ity x
Cument Selection Shape Styles WaordArt Styles ] Arrange Size fe
foq 4.8(c)

BT (- AT {56 1 1 @fb chart tools, 27*fa T4, T G0 design, layout @]
format (53T AR | (5@ 4.8(c)) |




JRPIR (OO &) &1F @3 oo
2. Current selection &% format (5T3 chart elements ICI arrow next Chart Area
3 S @R (@2 chart element-9% format 2TAIS ©f 5= S |

3. Current Selection &5 format (53 format selction< F 31 (fo@
4.8(d)) |

B Format Selection
ﬁ Reset to Match Style

Current Selection

4. Format <chart elemnt> G4 ICH G @19 Al categoryTs F< 7 4.8 @

FRAT G O formatting option (& 5= 1 | '
Shape Style 93 #fg7%« (Changing the Shape Style) :
1. Shape styles &T?[@ format (573 FHERS @-(FTH @FH FCA
o W T[T shape style 9T (74T &+ more

button @ 5 FC | . D shape Fill ~
e Shape style box-93 GJ(b A FI® Shape Abc [Abc] [ Abc ] = EZ shape Outline ~

style A9 FACO AATEGHICS! style-< T Cl | T« Shape Effects ~
o o shape fill 2T A T shape fill-4 F Shape Styles =

T R OReF e @-@ e @3 39 [ 4.8(e)]: o74.8 (e)

o 7 fill colour IR FAIF &+ theme colours A standard colours & XY

f{4ifw colour 9 left 55 TT |
e fHifo® chart element-93 76 & &1 &+ No fill-« 355 61 |
° Theme colours 3l standard colour U VI CONTVS ATIG=NCo! fill colour

= 26 more fill colour-«9 &6 F | colours dialog ICH (SN ATATGT
CS! colour TTard At S S A standard At custom G IIFT F41 AT
@R O OK (@ i35 I | Recent colours €3 ST@$E custom fill colours
(S IR N AT AN |

. (@I shape (& 2 W fill A A6 FAK & picture-« FF S | Insert picture
dialog 03 %A AR2IT FAK & picture Al BRCS 56 ST @R 7T Insert-9
oo w0l

i@ fill colour-@ gradient effect ITZIT I &= gradient-« 5% Fct
@I O variations-9F W& IR gradient stylels F cat | fefis
gradient styles 93 &= more gradients 9 3% A1 @32 I fill el A
categoryd (¥ (I gradient option IR I ©IC® FF FCA! |

. Texture fill 2T K & Texture -9 FF IR IR O IILAE G
a6 Texture @ 55 1|

Shape Outline-97 #fs9$« (Changing the shape outline) :

o  fS7 shape outline 2T FAF &+ shape outline-9 FF I 43R ORI fHfeTie
- GG ey FCA

o Theme colours 3 Standard colours ¥ 91@5(® f&F outline colour W2
FAIF T Aol colour-4 5% a1 |




FfICor fefes ferafaammad smfe

foifo BI5 SAMIT 2SI 1 AN 76 Y7 (&1 & No Outline @
30| 3w o Somia @3 it 27 ST ©f BIThe Sy S s 703 Al |

e Theme colours i Standard colours @3 CXJ ARRIACNT A AZWHIFSF coulour
BT <l 2FCE more outline colour @ &% F1 | colour ©IIETal ICH standard
At custom (5T IR colour & TS F7 @3 ©F#iw OK ¢ 555 T |
Recent colour &3 ST 7S custom outline colours HFTSIFIE SR
AR A @O AF |

o 3 @ A AT weight ( (@2 3 =TS oIfFT6 T 20 weight
option ¢ T3 TR IR OIIAT (SIS AZTHCS! ARG @2 oo FCt |
fSfaS line style Al border style option @3 &« more lines ¢ 55 I €32
O line style 3l border style option-@ & Sl |

o A ((TA-(TA) Al ABEL JIZT F91F & Dashes-9 FF FC1 @R OF27
JARIEA & dash type-9 §F 301 | i@ dash type option €3 &« more
lines ¢ {55 1 2 ©9i7 dash R<io© 6= |

o TYIY o7 ©oF MRISGT &+ Arrows -4 {356 (A €32 OF2 arrow style @
F 31 | AW AL border @ arrow IIZIT T A 1 | SIS arrow
style Al border style option “F &= more arrows ¢ &% T G O
arrow setting @ {35 S |

7 shape effect AT FHIF &= shape effect @ FF I, 9T (AF 9FH chosen
effect-9 5% FCA G3R ST effect 7 4= fow Tt |

shape effects, chart element 99 B#g fWSaRe T o= 1w S @ pre-set,
reflection €% bevel | 5FeT chart elements 9 &« shape effect G2/ 2 1 |

Text Format-93 2779+ (Changing the text format) :
Chart elements @< text, format I &y, O regular text formatting option GRS
09 #Nif o= Sl word art format AT FCS A |
1. format T &= text ACACZ 977 chart element-9 {55 I |
2. Text @ Right click a1 Al format I &) text (& fio® Al select FCH! IR S fTma
-G G pier Sl -
* Mini toolbar-4 S#f=I® (ST #I%#Te formattting options-& FF S |
* Font g7l Home (573 (SIITMR I &) AZW12 formatting button @ 35 301 |
Word Art Styles 9219 I text format F1F &= chart elements 5JT&T II2IT FCA! (TFle1e
ol Sepica | (o 4.8 (f))
A o 1 BITHa Wy, @ chart element (& % S [T TE text &

. IS FI0S Z@ Al chart element-9F STl (ATF chart

A A A % a v clement G A select TR G 1R P/ Qisiofwen -
T e 2. DI G- CRIC PRI fh <Ll |

. 3. @b chart tools @Wfel F(, TF G4 Design, Layout @3}

F
WogdAst Siytes ' Format (5PE YA |
fog 4.8 (f)
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4. Current Selection g7 format (5T3 chart elements box- % arrow next-< s 3l
@R O chart element & o5+ At select T Al format TS T |

5. Word Art Styles &9 format (5 [HETRS @-@IT @ (6 A _

(Pa4.8()) | T Pt
o 2 T2 Word Art Styles (7 &+l more button € & ST | T - i i
Text =iFe formatting L‘HWWWW AT | ' 'r;mm If‘:;f:"
o Text Fill | ﬁ;.:m
e Text Outline ::E:m: - f“:;%—] 5 —
e Shadow
¢ 3-D Format |
¢ 3-D Rotation
e Text box

4.2.2.3 Chart element-<3 layout <3 »If§a$= C=d
(Changing the layout of the chart element) : o 4.8 (2)

g3 BIHT W, AR &y chart element-« 556 A1 S0 chart element €9 @i
(2TF chart element 45w Fa17 Ty faferfie wawet 5

J Home  Insert  Pagelayout  Formulas  Data  Review  View  Design  Layout W-°2x

oo 28 @ A (@] (] (o (] (8] (] ] _J j ,”j '_ kel ot | 2

Picture Shapes Text Chart  Axis Legend Data Data Axes Gridlines | Plot T!endl:ne ' Properties
&5 Reset to Mateh Style *  Box | Titler Titles~ Labels~ Tablew v E Area v ) Rotation _Ji"ﬂfﬁbli v
Current Selection Insert Labels Axes Ba:.quound Analysis
5q 4.8 (h)

1. Layout (5039 N5 SIi&l &3f€q Clip Arts, Picture, Data labels, Grids, 271 insert 2
AL FA0@ AT |

2. Format <chart element> dailog box-& @b category-T® &% 9 €32 O formatting
-7 5<% At optionTeT o= Tl |

4.2.3 515 BiRreME “AfFaew
(Change the chart type) :
for Try ¢ o1 2ifes & G0 BI6CS S L0 BICo

QUARTERLY SALES

|

35%

SRS 1 TS A | Triggerzgl oa 4.5 9 Gt Hioee ﬁéfs‘ el

A2 HIC5 (o 4.9) #If36 F41 QTS A Ribbon interface-9 i_===_‘ "gﬁﬁa e ot
@S chart tool IR MLGC 1 5@ 4.2 (S (I 20T | e £
SIGe 2fefb +if2 afe fommicT sneifeweis ot et 25844% _ AR B g

20%
HQtr1 HQr2 WQtr3 W Qtr4

AT e S @92 e i3 BiSH et a5 ARET
5q s T 100% ¢ o S 9t @ {7 |

> 7% 516 A I BIGCE AT BIG AfTST T
ST 72 e e g 4.9




o  (FIewig ¢=f6 (wh Hfiecs

FfICor fefes ferafaammad smfe

e T =)

SoPoA I S TR Column Line  Pie Bar Area Scatter Other |
o Toifire cebl W R el | T T el
o (TO! AT T ANTS T | %4.9@

Pie |r Nca S(nnu
- ]

H @] O8] (@
\ <

B

‘ il a0 cnant Types...

57 4.9 (b)

©/6]®]:
Chart Layouts |

57 4.9 (¢)
PDOODS

Cnart Sl

oF 4.9 (d)

gshap: Fill =

(=] . 2 snape Outine -

= Shape Effects =
Shape Styles

5@ 4.9 (e)

' n Colors -
Fonts ~
- @ Effects ~

Themes

HQtr1 WAQtr2 WAQtr3 HQtr4d
-]

57 4.9 (2)

T 91 SIS (@ U ROETE A1 5l el e aq @
Tl FACS AT =1 | category Al @ttt @6 7o) sfizwza
ST SIS At SR W S A Boiiisig T |

o112 BIb efgeFaTaa 417PTZ (Steps for creating a pie chart):
1. €& worksheet-43 G (TG! enter FCA |

2. 2797 4ib WE A column (ATF (WH! select I |

3. Ribbon (G chart type pie (< select T |

4. pie types- € N 3-D pie (F select S |

5. 5113 BIHA 210 5% 301 1 @f chart tools (F (74T TF N Design,
Layout «<% Formmat (59 332 Q< |

6. chart layout & design (53 /R &= layout select I
fofim <o |
7. chart styles &[C% design (573 chart style-€ f&% a1 |

8. shape styles &t format (5(3 shape effects-« &% FCA 4R OR7IT
bevel @ {3 S |

9. 3-D option @ {3 A1 9% O?IF Bevel €3 N top ¥R bottom
bevel options @ &< I |

10. Top ¥<k Bottom bevel option & width @<k Height SCHT N point
size IS |

11. Surface @3 Y Material € & S @32 SI794 material option
« 5 T |

12. Close @ 5 st |

13. Shape styles 37l format (573 shape effects- fF5 a1 G ST
shadow (® fg Gl |

14. Outer, Inner i Perspectiive €3 SIGXJ shadow option & {3 S |

15. 550 YR SITATSITE (IF & plot ST select IR G SIF2
current selection &5 format (53 format selection « 5% S |



TFARS (THIF G 2T G2 HIoTR

16. Angle of first slice &3 S COTIIF 21z & YfTCHITIR slider-CF BIT ST AL slice @
T S 0 (AT 360°9F TG G0 AL type. I (I W (QIRACA Sef) AR
S close 9 {55 e |

17. 51067, 516 S0 &5 el |
18. Shape styles &t format (53 shape effect @ 3% I 43 ST bevel @ 7 I |
19. Bevel 93 bevel option select ST |

20. Workbook & <29 default theme €< home colors YR & A7 T T
frsfeifre et s -

a) Themes 277l page layout (503 theme 9 555 (A |
b) Built-in @3 (X} A2/ &) theme & 55 I |

4.2.4 515/ &ITa o= M7Fae (Resizing of chart/graph) :

BICHA g W90l FeT00 (@R BICHA M9t e arienics! «faes 74 | 92 [Tt qvweiE
43 W2 fonts, title, legends I T+ AT I QTS AT | ST left button 55 3 56
oo a1 A select 1 Z6T G AT 4191 | cursor(F biG /2N T @WQWWW
e, 91 w3 GFfH SIFTs 2l FA03 (Cursor 12 e foahbaye wighe @ 707) | left
button press I G3R LTSS drag/pull I GG Toa SFFS @Avie 1 23 T 5@ 4.9a
red circle ST MR TRCR |
4.2.5 famifas - fawifa< o/ 2wz (2D-3D charts/graphs) :
&I Tofd TR G BRI (U5 IR I A Al 1ifass s
(X-SFF @R Y-5r%) plot 31 27| @fb 53 4.74 (Il 205 | @A Y
o T @l 2 X9 (categories Il RS9 @RIF) |
o ToTH QI TE Y-S (TOBITH (IR0T)

T4 SR f2- G 40K &AF (@61 plot FfF, &=l A @l

ST X-S0F TR (R R Tgeo (ST be1h) T Y-SUF A1 g 2 »
TeTF! ST WO bl (BIPRT) @ (F0q XS0 Sl ¥
TGS 112 @R Y -SICF Bifawl S STeejieT 902 | v
AT S ST (P (I I IS AAS (TR0 200 AN, B 410
gl ERY (A 0w [Reidre e @it 2 A (59 4.10) 1 A“" '
T A (X-9TF @R Y -97%) (ARYE AT 11 (0) I 27 | Sl Y
ST X -0 IR JETYR CIRMC (OO LGP S G e AMCH
YOG S AT 2N | GFTSIE Y SFF I ST MG (BT LIS ST Z
G ERF TR T AeliSRE [ AT AR | Swizaed 213 3 s A
0 AT plot FAF ol NPFRF #© € o (VO] (AT AT | < o|-T >
-X X
VA
Yy Badn @
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G TS 26 IGF (TOIF e G3R FS ZaT
YS[F (oI Wi |

fawifq «@CTR &P /GI0oE 29 line &TE,
bar, area, surface, column (SIJE3F 1 TeTX),
multiple line charts, radar- chart, XY (%)
Qi bubble chart :

fastifes I Alxiere 4o orF A (S 76
AR SIS 0o IO 2 | Y S AerS
Ty (FE 2 G 96 (OIS TopRifere
T O | X ST AT S e o 1%
@it [T RS9t (R, @90 IR 1
o ARA 8 (OO ReIPFacelw & : @36 TeTs o (2 N7 OF A Y OFF AN
#AfRb©) €3 G ST o (el o 1 X oFF Fie #f&bo) |
@ @I 7 /516 g fg-wfas areg e tofs w11 @ee «Ai| | @ N i
G oI o AR, fFvers (Bifve a1 1 o a1 Z o itns #IfFs), «ts (@bl 26 F41
= 5I6A depth A1 FCHa WMt | @2 (%ta woIx WAl Z = @il SopRifeie a1 =21 (b@ 4.11
(a) @R (b)|

TAIRATHY, TS AR T &y SN0 fonlo #iifGia, 1 Ffewiers
TG T Sl (YrF), Oy (X-97%) 3% &%=l (Z-97F) |

foq 4.11 (b)

1. ToTq (2N ) =5F (Y -57F) | Product Lowest Highest |
2. e (et or (X-o7%) Toothpaste 2345 | 12344
3. ﬁ-ﬁ;i% (Fifdw) <5 (Z -or%) Toothbrush 500 5415
I T T S s Wi | Hair Oil 988 3678
A FIF T 515 Cofy F3re A | Shampoo 2900 3770
Worksheet @ € (columns) J1 Al | Toilet Soap 1122 3861
(rows)-4 JTEFIFS (CHPAR radar BIG plot | Bath Soap 952 2344
1 (S #IICS | Radar BI SILgRE &F 8 | potal 8807 31412

@R TSI AR @3] doughnut SIT6 P S 712 | 59 4.12 @ radar 55 (o Fa1 TR
ffen St/ AT RFa A @3 T MCF 9oTell 17 & | Radar 515 75 7R
(! FIfRTE™ o1T St 9ot 6 (B! B 51t plot F1 #7513 7=iFS (TH! Aoz |
BICoa 2lfef (wot Pifdrem @i Smey 3 A1 T @3k @b BIET &Sy I QA
(OIS BIT6 «3hIfET (To! B plot FHCS A1 | 5112 BIth (@FReTg @6 (w1 Fifde 2its) |




TFARS (THIF G 2T G2 HIoTR

@PTSIE worksheet @ (FIETNG columns A rows 9 (B!
TeeIPe T T @R @b doughnut BITE plot FT (TS A | 5412
BIT6a IS, ¢ doughnut 516 AT RfET SR AT 70RF
T, g @b Gua oifE Liae S0 S |

Doughtnut 516 7z (5@ 4.13) 7wt 2w =7 | ==&t @
#Iff0S stacked column I stacked bar chart 219 T4 Al |

Doughnut 555z s 516 Seifeto 7639 (Doughnut
chartss have the following chart sbutypes) : Dought - Doughnut
BIOIE (TOIE IoTx Al 7R ST (7T Al 21 0, @A
ATerF I @36 (Bo! Hifiecs Mot at $op=ifere 01
TAIRFEIANCT, 57! HITh STEETL S (AT T AW AGTHCS
TopR[f7he FCF 3R IMR:TERM T W G (LI A
TP 3 |

Doughnut chart : Exploded Doughnut & exploded #ii2
DICERNEERR exploded doughnutmf‘r'lf[ﬁ ™ CFea A AR
Q2D N (LI I3 Fog AT 9I9 el
Arre 27 oy @it gra wifEs cob! Fifte e sare AN |

4.3 &I /515 URITAA ARUTZ (Advantages in using
Graph/chart) :

vt 2w (Help to explore) :
ST T SR FEAFCEAR NEG IT94F Stz el o

Toothbrush

—o— Lowest
—ll— Highest

SALES COMPARISION

Lowest Sales

[ Toothpaste
[l Toothbrush
Hair Oil

M Shampoo
M Toilet Soap
[ Bath Soap

Doughnut Chart

o 4.13

(TS 512 | L3RI, ST (@i (e &7 @ T91 3R ] ST 29, IO T @R oo
R (@I TE S [l ol fize 3900 512 | 5e9TaT OiF StEd AR TR 72
T AR TR GO 3R SIS 20% IF0 516 (o F1 @S T, raw (THI9[TAl @I paging

7 RS |
Tomltot 9=Es (Help to present) :

ST TSB! AT F I O &AW FC 512 | 92 (0@ graphing (6 9797l il oiea
I | 97 9L 25 (I 200 O G Ty G2 0T S (I AT 2SI IR (78 | 5 4
T @ The Economic Times €} India Today sialifEtes sicel (I =37 fas 516 2y
TR f2oT) AAMAGTA €3 ARG TICH S9N, BiF O O AAMATE AFIRS
AT (G SoRifsre RITITENCE @I I (SRR G AN I I ACF |

TGRS @mita 72T (Help to convince) :

@ AT (b AP (COIF RfGq (OIRENC Soll=ite @ R 72 7411 T, GTeid
G0 ST G AR S IRIT 401 B | FPITeT 2Ifile] W 22l SO O SR CeIs &l

TSI Ao S (T & -4 0L L AR |




FIToIT fofes fomafaemaae siwfe

ATACF

o G & Al @T4ba 2o (WhIF W3 Halfere Soiisi | @7foq ARers fasifas 2w
S | (@ (I 7 @i erbae <7 T 2 A6 |

o I AT/ @AY GF6 GRCART A QAR &AIF 20O 2T | @THTET T&y I3 @EE
fifen wiplon it 72 F0a =L@l [Rien wipfs ¥z e e s 1 |

o S G fHafere SopRIsI9ENR SRY pic chart @3} Bar chart S@fe| 72 56
TR SoAMITPTEd TR IR0 103 e 43 | fifen Rifven Rz »IfRicafFee (=
IR TG/ AR 2JW) 2 APR[CRA T WA SRz T (@ K67,
Teo{ve ) AR BICH (ORI IR T TR AT |

e MS-Excel2007 (Il ¥¥=g Excel) 2F @R 56 M2 S&w FA00 SIS AR 2l 07
2T | BITES (SIT6H 3 &1 TEST) & Excel & <% “ATSm@PRE 7w :

) Chart area 3l BITHT ST
¥) foifo Bib «atea S et S 26 S WC! plot area.

a) (OB! 2ATTHIR

q) S (GNfes/ 2 APRE, @T-category i felal) @2 Tory (419 A7)
o |

8) I (FAPTR, AR, ATR TR &) (FTeere Al R Tmeats 5j2s F403 Al
A1LFT FACS AR FAR |

) Bib G SR MRz |
%) (O0! (FIIETE |
o BITHS AfSG Gl (@=- plot area, XoT%, Y, (51, titles, labels, legends €<% gridlines
& formatted I “fF<ST 1 TS #IT Excel 99 Design, Layout @3t Format GiRsat
T IR I |
o TG SIPAIE bItHT TS 2R T @S AT |
o (TOR AFTS SRR @RS A3 SoRISIAIT 2ATISH 23, GG [feq 4@ 51ba e
G2 (TOIT CIEF o1 (MRITIT o) SIR1 BItod @i #ifFaes Face #AifF (@ #izs
2l (ATF B A ARGIG (AT 212 BIG 295if) |
o (THITS ToifRe @ (i GO TRl Tt TR o) 2 3R HIOTR FRITS! FC |
SR T, T S ARSI IR el T [ (©hits e SieR weereiE
3ol 35371 9TEF 73, 5 &I G 56 L2 MAT G2 RIS 73 391 I (@02 N3 Il
JREFIIA 4T RS @3 S[TAICE JACO AT |




TARS (THI Tl &I 3R G2

7

515 efFfed Sy r=r7TeTt sl :
giol-1 [N T @3 @ PGS A eTiERI (OBt enter At AT SRS |
q9-2 Worksheet ~431 &9t B Chart groups e [ #ii5 @72 s
GG GNfeTs Bib dge 4|
io-3 516 Layout It (& #1506 391 | 24 4ifee @6 516 layout 2AT1s S |
s G 5I6 TN AR 9 | BIt6T SAMITTENR layout 2 34|
BIE SoAMITITEAR FHCI6 A6 51 |
qo-4 @ TN b G I 910 (6 |
a3 BI5 MREN IS (0= &) 79|
TR RN IT (0 CFeT) 341 |
Worksheet-43 cell @ AT RANICR A9} 00fF 54 |
(OB (FTREPTR I (0= o) |
qi9-5 legend (& (r4ile A FRFE AL |
471 -6 : 515 S Al gridlines(F 2wl A S0 AL |
A1 SR v (e i) 39|
CoTIel ST 2l (STfRRC 1Y) 9 |
gridliness 2w« IR aR)F7 |
q9-7 1 BIOGE ARIS/BIGT WA 2o 79 (Wighe #Afiaen 79)
q-8 BI5CS save 9|




FIToIT fofes fRaafaamaad oinfs

SrepTreTa - Jiln

1. BIToa SRR #ARSs T4 20, BTG right click T @3R select I :
<) chart type
) source data
a1) chart options
9) move here.

2. Ribbon SINIHE SIS (1 —
F) T @6 embedded chart I €% chart sheet chart ToR F4C@ |
<) g9 GG embedded chart TofF FC9 |
o) @Fq 30 chart sheet chart (S A0S |
) chart (ST TIZ© (OH! AR A6 F0 |

3. O SINEl G0 56 (O T (RCe, W A e Al —
F) (I text A A formatting Al AT (T ﬁm G (BB (STIET

2 |
%) (TG ribbon 7 1) TR (oraa e Al 579 AICo= s (ol |
91) BI6 MIT 7 g
¥) (PG data series A 4TTAYR |
4. €I~ chart tools Teb e fes ----- , = R ----- gui T

formatting G &y
%) Layout, Format, Data Marker
¥) Design, Layout, Formatt
1) Chart Layouts, Chart Style, Label
9) Format, Layout, Label.
S. AlZ BI64 ---- 637 (At @M Ktat At categories 13
F) m
) A=
9) A
) fou
6. o7 5I5 Al column charts SATAAN 27 -------- Gy
) I B (TR ATTTE (I
¥) RS oAM= S0 eTiF N 19




TFARS (THIF G 2T G2 HIoTR

M) F @R 4 ToH
9) T @IE 77 |
7. Doughnut W
F) T S (©hl Pifae TR |
%) A2 BICHH AR QeI
M) F GR 4 TR
9) BT @FIhE 97|
8.  fawifess e <p<gia e ------- , - o @R i & ---- SFpe e

<) Category, Value, Vertical
¥) Horizontal, vertical, depth
a1) Category, value, series
q) 9 @R 9 T3 |
9. I FRRFASIA GI6CE 7T Sl I ----
<) AW (TBICS (i Al T =
<) (B! Ceffeler 10y AW (RG] ATS a1l =
o) T @< < ToAR
9) Toiza @It 97
10.  Legend BITHF o o3RS S T
F) @ I A
) (TG Ol i
o) X-SCF R e
q) (TG (A |
11. (3 56 Somiafb 5itoa S (ot T @3k [Retotejrens m Ko o
<) Data Point
¥) Data Lebels
7) Data Marker
) Data Table
12. (39 TG B (A BIHA SICHe SR 26w T &7
<) Home
) Insert
) Format

9) Design




13.

14.

15.

FIToIT fofes fRaafaamaad oinfs

QYIRS @I SRR BIte M0 7=ifFs 717 2

<) Trends AGHIA

<) 3 ferfioer

a1) Patterns ANEFI

) Tl 41

of%l A @I Bib SRTETEa ToiF ey W (WS S ofil F (1T AR ?
%) Key Tip

) Sereen Tip

a1) Chart Tip

q) Cahrt Key

Chart Tools Format tab-43 (i« g#fG fifow Sommaba ars orame
%) Arrange Objects

¥) Chart Object

%) Choose Selection

q) Current Selection

2. fsferfare emejteta Tea wie

1.

NS A LN

*®

10.

Bi5 @R ATF @ We R Qe [FeIE s Prarsezet SHta o S
A

I 515, #11% BI6 @& 5112 HIth TARIT @< Sl ford |
Data Series, Legend @8 Data labels 5= q¢ft 554 |
A2 55, #1123 BIb @R FEAN HITGH S oM<l it 71
bi5 O AR &) U IR el 541 |
G BIGTE T, 7R SR (S @ RN R S 2AMCFA9JTaTl 901 31 2
BICGa Percentage F ToRI7 7 G3% FeI Gfb FEHG0R AR Slofe] T &2 2
RS ATICE
3) Area, XY 515 @} dought nut
%) fawifess 516 = fastifas o6
A2 55 I6T00 F @I @R A2 BTG percentage values I6TCS N @RI 2
I AR FE 4GS 91 (@0 A 9771 [eq 5ibaeen 7F @ |



TARS (THI Tl &I 3R G2

3. wFeld Scetoa

A, STFHME (B! 2 10 9 G bib (ol 1 |

(SIRCOF TR/ ATSHR SRy T 2t STl 2F)
P () et (2) a5 (3)

Mfre | wifre | M | wifEEe [RECHEC R 20
2001
2002
2003
2004

2005
2006

2007
2008

@5 NG PR = o MifRrces S + Si2a MifEces S
G SRS = ofgF SRRSO i + 2 SERRCeF i

b. oA GREER (I BCET (T AFF-3) (T6! Gl FAIF oy 46 A2 56 Cofd
AN

c. 7T 9T Olrd afSb ojFE, Il @32 EIET T 3 G Bi tofs A |

d.  AFOIE CARR Aror (533, W2el @R (i) (ChiF &) ¢ fifsrs ¢ wffEren oe)

@35 T 55 aAFe A |
e. 107 &feq plot area TN 5,7,8,9,8,10,4,5,7 <R 3 (I & #1138 HIF G =11
515 Cofs el |
f. CSMNF*ZCEF 2007-08 A RTO fEABTES fame aiarzes ffde (e
A2 516 TS I |
Vehicle Bus Trucks Auto Rixa Cars Two Heavy
Type Wheelers Vehicles
Number of 575 5889 12345 9765 23456 65
Vehicles
g. TS cobiER o 3 T bib 2ikge T
Marks 0-20 21-40 41-60 61-80  81-100 Total
Number
of 113 180 350 232 125 1000

Students
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iR B emE 5

AITFS : OAIfET

ACCOUNTING SOFTWARE PACKAGE : TALLY

9% e FUICTT AT (OINF!

fasferfae  cweq fnafaerassd

TSI GIIfeT J2IT FHC@ T 203
feaita= 32 ¢eTe |
e-wFod 219 Yo S0 |
s it Tas #@ swel Fce
RS e Qe e g ad
A TS |
. forRfTeme MIS afstawe e

S |

"Il)_“lT (Introduction)

SR 7S] SRS RARTERTEC FEATHIE IR
e frss (e Siitetva Fcafe | LI, SisEl AlaiRe 5o 2orRfamem
THGAI 2IFCEA N GO F=ATE S I, T 2=
[IAIRE ACNSYCICS GIF© 27 | G5[teT 241 Tally solution Pvt.
Ltd =<l Tally 9.0 @< Tata Consultancy Service€< @<l Ex Next
Generation 92 SR STl (Fiee FRARHITR 201t =t
T4, 03 R TG TR &SR e @3
AR AT A 1 20 Tives ¥ oaw 41 |

Tally Accounting Package-<3 faaRfaamiwse siwfo
e Rifom wfeTe arte | ferafemRee bras Rfer aiv Frel
T AT TVYT I AT ©te @ g9 0T | @miwte @t
T G el 4ol MCTrea *Iea efsrammejiet gge w1 A
OIS Il T |

feotafemFac B SWITER (ARG

(Features of accounting software):

Brifet 231 20719 G Tege RSN AH SR AT K€
I (AT A0 | G2 TRB ST AT HHe Giifet 9 @
AR (O ARE@—
1. 9% (e forRfammimae afe e |

2. (ORI e ARG FACS
3. Jite 7 fdiwe Fce
4, @O AR FACO



TG fofes ferafaeasd wfe

5. HeIfe] SICSTE el ST 92 31UF MIS (Management Information System-25a=li2/t
2 *w(fS) eferame (oite |

6. (ORI T Wife 2AfStave (@, Tas #ig Tofy 41, Te @R wex KA@M, VAT (Value
Added Tax-IFTFE ) T, TDS (Tax Deducted at Source- ST 37 F6+) 2fSrawe,
ARCRI 39 AfSt@ma (Servict Tax Returns) e-TDS (Electronic TDS-GIgjfes TR T
e Afrane) e 4, W& T (Excise Forms) FBT afStans @3z Tz o=
0O AR |

7. fafen sfahrfere qices age e |

8. AcA ST ToAg oW ot FACS |

9. Rifon SRR T @2 GIRI2II GIR QTR GG 1 G2 SR STy ([P
feragel S0 |

5.1 CAS(F R Il S FAIF 2MTFATR
(Steps in Installation of CAS) :

FfCHRfSleT i 2o R=iIsite ey fMEeTe Ancwaio|ten drne-R

1. PoSs () CD 2t e,

2. CD 20 SRR 77 e s seif ew areE 39
F) (TRGCIF My Computer SN33+ (2(F C: Al D: I E: Giz® @R € |

install.exeC® TIR& 355 34 |
RN
) AR T start>run> FBET NN 5125 FF E:\install.exe.

3. Tt e o CRISIte iRTEITT f6Feh BIRTIRHIRIPTE, (O @]
FAFIATTA YT AR | AR A7 fT25 TRESGIR/ TR sy
TS B O IR GBS IR FIRER N /TS AN 2 T @09 A |
TwizaefZN, Caccounting software (default name) @ AT D:\software name
(TR (T AT |

4. install-9 355 39 Q3 (T TPBETA 2R 7 2T | AR RRERe TR eI
] BPBLEI- G AT A7 I, O CD-(F ([T IR (e A |

5.2 fRAREF=Fac THEWITIA TIZF (Use of Accounting software) :

BiifeT 261 G 7% qGage FARINRERERE FRB ST T (X (I SPIEE TR T & 1
G SR IR A @O A | RiEsEeae Ao e tifete aRgireR|l RAEe @
@I FOF (16 IS AN & 6 (@, e =, @9 I 924 @ @6

START OF TALLY

P&L
COMPANY | CHART OF | ACCOUNT | VOUCHER TRIAL ACCOUNT REPORT
CREATION | ACCOUNT MASTER ENTRY BALANCE | -BALANCE | PRINTING
SHEET

GATEWAY
OF TALLY

foq 5.1 Giifer FEBSTT




ARSI MBI NS : Oiifer

= 23417 Toft TS AR | Biifers A ey F0 2061 A=A Gateway of Tally e =g
FCe 2@ T @52 2o MOSWRGT FRgel (@ | @4 SR A Gateway of Tally-a&
Rifoq SommaTet i 91 |

5.2.1 Gateway of Tally :

Gateway of Tally 21 Giifer fozigel (e | fRsfefeoien Gateway-a SoimrTE (5@ -5.2) |

2[Te74 92 (Product info) : FHEITAF 1N € OIF 7Fl (version) (& : 57ife19.0)
e A A4 (Horizontal Button Bar) : I 25 J 31 A6 46 @16 TR |
= SV SIfFBIET (Report management) : @, 325 297if |

= Ol (Language): 27*{(wa Soy o1t foiae e |

TSN 972 (Currrent status) : <7 I TSN SIf, TS FAxHleT, fifoe
e By |

Biifet G (Tally Menu) : 5ifet GIJa Gateway &g O wicee! Reaotena sifert
AT | I SIS g I &) ST G5 2 =B ow Fioet e 2|

TeT 916+ A4 (Vertical Button Bar): s sy @3k STt 1o @3 5@y
R AR FAC G2 Ao IR P F/ 26 F 72 (@ IO A6 (7T |

54 5.2 : Gateway of Tally

il

E




TG fofes ferafaeasd wfe

o Tpifet WIETHCsIoa / TS FZA (Tally Calculator/Command line) :
BiifeTsr 0 S 9 AT, T S Crl+N-9 biof R w2 aififess sioiet s e
FIETFCEI6R T & | @b @ (I Moo A R CFeae Ao F @0 AT |

e  JFTFD & A (Current Screen Bar) : T, 9 IS Fe a0 #1171 @b @
JES b 2mife 20z o T Razel e T |

Starting date
/ of the period

1-4-2008

Ending date

of the period Current date

oa 5.3 : TFHIeT 972 Wi oifFe

o IS TS (Current Period) : TSN FHHTE IR N T2 79 @i
@R ifef I A wifrd wifde At et w0 | 59 5.3 @ IR eI
TR ¥ G I ©if(G GG a1 2 ©f (I |

o  JEH ©IfF¥ (Current Date) : TS ©IfF2 IS (ST (T G FA ST
QRN 2R | Gf6 Bt ©ifd it #ifHfbw | 59 5.3 -9 Gateway-3 3w s o
TEN AT, O, AT AR Gk Fw Tl A7~ fsfeifie w2y (ofte
Al (bg 5.4) 1

Active companyL{st 0 f (_"\_'?Ill;_}&'i]'lil:_"b

AJAY Dl.!TT SHARMA (0010) 1-Api-2006 to 31-Mar-2007

foq 5.4 77 @32 [T AT
o fFT 2f$Pi (Active Company) : 727 of¥ 57 aifswi fTibe g o2 7=
i afsdam e afsoi «ifiare =

o fifoe afeorrrz (Selected Companies): G1ifet f<fifoe afedimetean st oicar
SIEER Miken wifieTz 77 foifbe efspmatens e awfq = |




AT THGR 2ICFe : Bifer
5.2.2 &f$®i 1wl (Company Creation) :

Gateway of Tally I921% I0F @31 2AfeDN (o7 TS, FHFR® AT swpre 33 :
e <Select Cmp>Te 537

o G (O ATIIT 2 A 3 ©IF917 <Select Company>-(S 3§55 37 |

o W (ol <Shut Cmp> RIFHICS {55 T 6 O (ORI <Create Company> (9 {355
|

BrifeTre @b ARSI (2rizet Cof F0w, Company Creation 39 ¢oite (5@ 5.6) Company
info menu (59 5.5)¢® Create Company-(S 3 37 |
fsoim tofia B (5 5.6) ITFFATR AT ©2 239 FA0S 2 |

o 2f$SitTa W% (Company Name) : Name ficld-49 NG &feditas «im fore | 43 =G
e 4o 2AfewitTs I «ae Sl JfRwitEs N 2o 21 |

o 2Dt % {FF (Company mailing Address) : Name field-<3 x5 2f$itaa
N for (2D -9 W) [ A @I, AT WA Yo w7 |

o afSHitTm et (Company Address) : GISICE] W“’i‘f T e oo o
GO T T ARSI SrerEel @ s Afire Sraiie Iz |

Click to get List of
Selected company

Company Info.

Select Compan

Click here to
Create new

Click to Entre date & period

Click to get List to select a company ——Jp

foa : afevrm someif




FToIF fofer fRaafammead oxife

Virendra Kumar

foa : elfewr o afenra & / 2mf

@EEd 799 (I.T. Number) : SIS 015 $9F W SIFH 794 012 Al GBIF

|

o fEafemFact IfEee (Accounting Module): *g@ S RaRfamisce e
4TS Maintain, field -9 Accounts only-(F (512 Al @R NS |

o iffF %A (Financial year) : Financial year-field- S/ %a %98 @) (@< oifgd
fora Al @ BT 41 |

o AfSBITAR cATIT LT/ (FieT Fal (Saving the Company Profile) : ST

Hiifer, afSvitT careizafs s/ eize S Frbae &) ComITracs fEreem $903 |

iifet efSdicTa careiEafs (bl FIKC AT FAE |

i afewe F4ioa/aRT @92 Gateway of Tally (4TS ¥ T

(Selection of active company and start from Gateway of Tally) :

FE b afem (ba 5.2) A afediv 2 Tw @k @ 2fedt Gateway-3 B
Bold S 2w g3 38 w4 sl f&oaa vib (o 5.7) 2ige i tofd e A |




T et ‘I Name of software

B

5@ 5.7 : Afe7 afeditaa & (wbl elta™ TRl [[RFea fFa

5.2.3 W B (Chart of Accounts) :

AP Bib 261 TO2[Tad WK '€ F={Tra 43R Fe-Ted RATH ¥ € TRF 95 Rl |
feotarrrel B S 2 ferrReTees bioc fb [Reital wiel 1l 231, 321-<fexe & @ fonaa
|

o <fSu AR (Ledger Account) : a0 RS @2 2Ffoq Al R e
GRRANGTAS ET 2P R | Tnizaermg+t, Jfew Ronadre siffage 3 @3
I MR (716 AR FAFS G GO SoiRio I | 71 it
TIE @I A AT AlRS e |

o 233 fFei% (Account Group) : 2 Rl S S @RI S HIIR &=
Tree FIITAISTS FH2RAT STPAICH Afa ALY 29 @3 FfRarems 2=fs |

5.2.3.1 fZRATea MTAMITS a9 (Hierarchy of Account Head) :

ERfEEe G0 2ok 261 Saevitg Wi 8 F=ifE U3k sie-Fied ZAIE o € IER
Rt | @ft 2ot [eie e WS BoEs TR Sorisie 5 |

5.2.3.2 f27itaa fTei9! (Group of Account) :

s et fonafam 1% (ubt feformead @3 FFEFaFarER Fwdae [t [{om
TR AT BRI MalfFe T @6 =S |



FToIF fofer fRaafammead oxife

List of (_-‘II'K_-H_II‘-‘:-

Bank Accounts

LS G-roup

]>dgm's

foq 5.8 f2at7 fAeret @3z Afew
el B emRibre oK s (idt «rz @ Rvsie (oSt At Rttt sifiade w1
TR 1| fEe et 286 s st @t Kot awe, @2 [ewr s 156
Al ot 3 oifaeie Tz |
o 2ielfis fqei9t (Primary Group) : 6 Sadsig @3k wife-=wfex A wifere st
A4 FPITST BRI S99 Eoa @b 2Ll e |

o Toifeiat (Sub-Group) : @36 TeifTeiol 251 Ao @ @i @b A 37 @
Gy AR 21 CAIeTl 237 | SwiRger=g=l, SIeeTcss 1000 Biel AE BRpl (0O (ST0ae]
fifoRw 217 &+l AT <Loan Liabilities> @ 5% 977 @38 <List of Ledger> &
(TN | T SR <SAPIET> & 356 I @G B[ F17 &y 23A1-10G 4ot
Al |

5.2.3.3 Tueeitas fZoitaa o9l (Account Group of Balance Sheet)

WA {37 fi%t (Accounts Group of Liabilities)

= JEEA (Capital): STt Jeras o) Wfeaia RARee e Kot (it @Te Al |
TIRFETF, SIAMIC e FBAAS, TR0 IR e, C2RpTa™] (RI 3Eee |



iR TGS AN : Hife

= (%S @ ©gs (Reserves and Surplus) : b Y&« AT <0 Soi-Reial | 7w
Aol i R itora SIRIC 2141 27 | Snizgeragel- e 7S, evam 7S Tepfit
o T3 Ae9-A44(FTAZ) (Account Group-Loans (Liabilities) : «te fsfeifie
To-fe119]CeTl TRICR
= TlfOfae WIF At (Bank overdraft) : F[E6 bifere 2ol »fste Wires
271, Tifefrg Wit A G2 F5m (FEE 2eT AR (7)) Tofeis], Fixel (i fefers
IS fAE A& 4ol IR oI (FEG FIFaiof 92 eIl (e 2J |

= I/GIRTYT 4t (Secured Loan) : I Pz 2o 7if€ Sifsim 7™l ssjefeitd
TRFARS el (-3, TR, S 297if) a2 Ko si@lie ferfsaw w1 23

= -3%F/SINTLT 4 (Unsecured Loan) : @3 (&S AT Tl (I SR TS
T2 | TESIT AT TUIZe 2o ABCER A (AT 92 e, o, T9-a@ @) =g
FE (AT 92T el 2oy |

o f2AIT9a fTeiot (5t wiw) [Accounts Group-(Current liabilities)]

= %% @ 39 (Duties and Taxes) : 42 RN 7561 ¥F ¢ 77, A RFTARERIM 9 IR
TR SIC AR 1 AR S, ©F (RG] 23 |

» IR (Provisions) : 43 R Sfiares wiw FRCIT &) I H7he] AR,
(- I G IR AW Frepice] (IN-Fel Topifr) (Tl 23 |

» 39y SNeTT (Sundry creditors) : A9y siteqmMiT 21 7Fe1 o7 AF TS
AN/ TR GIR AT o) AN | Suizerqg=t, I 9N A7 T 9, 0L
e “leqmitas T @36 WfsaE =R toft o1 |

= S[7IeY 55T WIS (Other Current liabilities) : S 751 5&1Re 7T 231 (@1 -0611
AT AN Sre FAEIAT S-Wle /SRR /SN T I =S (TDS) o (=t
27|

o 7ifga foitaa @it (Account Group of Assets)

= 23117 et (SR 3791) [Accounts Group (Fixed Assets)]

¢ ST 797 (Fixed Assets) I F=2Maa1 TR PRI 7216 (@=-57g, IS
G, HeTIN e, I, R, Foveat, g, SRR ofg 2epifi |

o f27itas et (RS [Accounts Group (investment)]
= R (investment) RNGICR 4fSam o e 3w, srsifs Hifseh g3
S @RS RFRIeR AR TiF |

o fZmittaa faetol (5677 79%) [Accounts Group (Current assets)] (3 7=2maeTl FaIaicst
97 oI 20 AT G19JTET! 5o1fS 3791 2R if2ifos | 5eTfs s7=oitna Swizgel 2e1- 2o New, Tl
Yo @3 Sifaw, iy (reimiE, iked 729719, 20w wam =gl |
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BT G (Stock on hand) : G2 e ST AT FIGINI, G IS 2R 1S
2 (AT |

Yo 3R SfEs 32 (Loans and advances) : ISTORT A6l @R SITENATE! S-NF
SPiod, THIZATTI!, ([TOCTH AT S 2iifes, THIATE Al 2w, F= T/ Sy
e |

ff<% (Mg (Sundry Debtors) : ifd% @iz safa G2 s e =ifFs qma
4iea 7oy i a1 2@ |

JITerd 23119 (Bank Account) : «T® (@F{INIF CofF WITET SANTO  (T-5e11® @3
A A SR, T SIS, J SIS, SiEl TS T TIGE |

/TS 9% (Cash in hand) : oI AfSA AR 917 T, 2ARFART Fom =<, LG Tom
R T St [ S0 AT FIA TS |

43 (Miisc. Expenditure) : fSre /SR AT (@=o{41= S, A5, Ao
@I SFFA T (@ AR Fre-Fhox 20T I (el ZAM) QI (I 2CF |
TP/ AfEge e G s AT e (o '8 R Rreiesl (il 23|

» e @ Ffed &4 (Profit and Loss Account)

=31 23717 (Sales Account) : fRfer e f&aitas &y 0a T A RS 410 Soig
fofe 0 7j2imae 391 =2 | «ft Byiey RO 2igres ey @it e afmics sifdee 23|
TvizgeEgel, iew e fafefie ResigmEice st st T @ o 7, a1
7 | @2 eIt o e wiEiee {1 oi= faasin g rae 20 4eat S
7 311 (FRITS AT (T12_1 @2 (3 SRAPR Sitawia 2t s e fomea oraieant
QTS A |

S 2317 (Purchase Account) : (FECAR STwC* BTl @it K f2AIae e @3
T |

25 OIF [Direct income (income direct)] : e IS S v =oA@ (et
27 | (ol @2 Reiifbre AReRl pie IR o 27 1geiifen R 77 @2iTs 21|

2o O [Indirect income (income indirect)] 99jta 21 Rfdy R ﬁf\gﬁ IR
Tizgel- 1ol aAlfel, Fo e |
2P AT [Direct expenses) : €3 [EXISEDEY A (NG 3 e S |

o ¥ [Indirect expenses (expenses indirect)] : G \N\‘é\i@ 26T AT Sl
A, R A1 eops T |

‘Tally’ TR Mewon 27 LR A G Aafwe A &) o
21D Sritaw SIEHITER T folerzrael wifkiet] fifsm F0e S0 | @=-211e 11 ot
[ A Ao 2T SRS |




RIS B SR e : Hifer
5.2.4 T4 WBIF (Account Master)
o AR got 2FeFa< (Accounts Group Creations)

<Accounts info Menu> #0317 &« Tally Main Menu-c® (6@ 5.9) Accounts Info T
feifo 2t FeTS 90 T19 R0 Accounts Master 93 13567 9]t AT |

Click here to create e

Accounts Info.

groups
acoen Click here to create
Ledger

Click here to
create groups/ledger

foq : farras e
23T group creatio screen-9 (NI &+ single group & N create %I PeTs

! 341w 19 #i7 B9 5.10 99 TIF 9y &4viF T |

o {219 fReitaa W (Account Group Name) Name field-43 S04 51« 217 feitaig
I (unique Account Group Name) «6id 34 |

o 2fitas fFeitaa i (Parent Group Name) : under field @3 Wy f&fen emwaig
il (A 2IES [olts PieTs 391

List of Groups

Name : EMPLOYEE EXP
(aias) :
N
One| of the capital
Under j Capital Account : S iR ST L Zapital Account
Group behaves like a Sub-Ledger ? No
Nett DebitCredit Balances for Reporting 7

foa 5.10: 2ocas fHert




TG fofes ferafaeasd wfe

« fesiemItea «fewi eigesael (Accounts Ledger Creation) : Siifsr wasferei
72l Ao Tofd 7, Gl oM 2R gk w2l 1o ¢ Ffoq [RARIS | oIt Sy
f2orere ¢ tofd wate 2 | (b : 5.11)
= 279 AFST W (Account Ledger Name) : AT @0 S1efey A1 G517 1 41 fo12! |
= under field 43 5y Rifom Rt oifert (2t ARt e Relsl A=l 1 FieTs 74|
= Opening Balance field 43 & ORI *FTo AT 3200 ARTF (& &A1 A GO
|

Ledger Creation Virendra Kumar

Sundry Debtors

foq 5.11 <feTicas =119

5@ 5.12 IRTFFIANR, BN Kot @3 AT M0 o7 7751 2@ o 2mefq 3 |
5.2.5 ©Toi W& (Voucher Entry)

fRoIPTR Tofd Saia # TRRITI!, AT RIS AR Iesia 7l e 2t
RGT | ARSI G G0 FfAAAq 71 e 27 1 TR {6, @ome abm,
3 TLATTIACE ([TOCTH 92 29017 TR G0 20O 2T | 0K, BICHICH eTS G0 (FTe e
TRt 21 QT | AR IS D SRS, ©IEH 19w AR Ol ey ey e
T LA A -GS |

OICHIRTR for 20T
= (T ©IZ5F (Memo Voucher) : (T SISHE 26 GF 1 ST ©ICH | b IR
TR el 03 1 | @2 wiiRkearE 3 7j2is e J2cs fferm w1 27, &g
SN oI R 77 |



BRI SRS ANEe : B

» v el ©febIa (Post Date Voucher) : g fooRfaemEae ST ST JARFTFANT,
@ SIEHRACEN i (O T TR0 CIoET SRATST ETIS S STl (ATF (o FAIT
! 2l I A, I SRATSH FEF0@oTal 7[a T 2 |

" FAYAFA A TS ©ieoia (User defired voucher) : R~ wxwae wHemita 23
AT @ SIToE e | aft IRRFTRANE T AR FHE A TGS 2T
OIEHIF ARG 2GS TS A2 I | SISHE Wi ot ©itsl fies w41 T |

o 2iefsE WifAe (Opening Entry) : g+ e I28 W7 3419 &) WWW
(STREICENCS BieTl 23 1 0 Il 237 | 99 & Sritamics 2iafess mifdat faifsiaws 4 227 | sjgast
R T2 32 (A0S Tgn SNfT qeea R 930e [ifen Rokite =imes w1 aikfes
(SR G om0l 2 | (3 A Ao OB <A <1 IS ez
CrART O] (BTG FAC 2 R (X AT ARSI AP 2l =1 AT Wit (A7)
o (I F0e 2 | I LT WL e i ACF, ©f 20E MRERR (AT T[T aw
EeE o fNdiFel T AW (FETE = TSR - S wRPTR) @R T fRrareree
(T 0o 20 | MfReID =03

Cash account Dr
Cash at Bank account Dr
Sundry Debtors account Dr
Stock account Dr
Furniture account Dr
Office Equipment account Dr

To Sundry Creditors account

To Capital account

o s Wi (Closing Entry) : 511 @) {67 fEARUSTE 74 717 Ty S nifenfs 2o

1. Debit Profit and Loss account.
Credit the various Expenses account appearing in the Trail Balance.

2. Debit account showing incomes or gains

¢t 11e o7 AU 3% T3 | 57 757 2119 93 o1 o et % 9 &y
TS TR S wifke & wiffe, Fee oime Fiw 20z @ fHnS T=eae Zoaeices
BF Y 4 | 137
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o fiTad Witk (Adjusting Entry) : IR ARSI FRANTANE TGS K &

fiTeae mifen wieigs T4 23 | 4@, 31 W6 SN OISl (el 25 W3R fo MR ©ie! qm
9000 Bizet SIfas 2iife 2311 31 b AT 74 GG 2 2GS T FPTR GFS S0
O TR Y Me-Fed AN TeTE T (ARG €179, SRS 12 NEE et
Tl ICOINCH AN ZC (9177 O A7<0] IR0 A1 6 RO (et 23 | e wifdenfs
o

Rent Account Dr.

To Advance Rent Account

wfas et 2ifeg 2319 261 i Wi ¥ ©f Treeita @RIc 27|

SITHIES FRIF A &WId 7= (Method of Voucher Nembering) : «ft ZACoRT wge
FRCIR OICHIF 2R 3 R0 200 A | 93 (Fea MFieie smfeqws 72w T @re
A |

® 2IT9 61 (Manual) :

3 (S (ST e FITS SITHITT FhHIF AT 2T AR FF A | Ifrs @it
T AR FALRAT ST I A GR SICHR AT T (fieldf) (ST ZoRITS!
Q- g Tare T Sepifo o | Ie (OEl @98 IR I AT Wifel (@i I
s i Face #wca | 7t 93l FA0S Bie, O AT RIF A fFT Prevent
Duplicates’tF T F900 37 | @2 (R o3z 7ed I (oFEl @F (o T AN
AT T T | (I G AT ANCHS FAFT 00 A (oAFS ) ¥yig 70 B
YR SICHIEE ST (I @0 1 A |

o FASFT (Automatic) :

@2 Sfs T @32 Aol epfen =X | TR ofe, 92 R SiehR ww
TN AT Ty Gifeies Mot or |

2afE® 7 (Starting number) : AN SISO T 79 W€ | e @6 1 20T A |

(O AZVECS! (@ (I FF Ofl IATS 2L | GiifeT 28] SISHoen ool FaRFTeia
@ I (ATF O S1730] TR S T | IS (ORI B FANZ T S ST

SITHIER ToF s 777 2l TS, [ AaSICe SRl 341 21 |

OITHIR WITEITS ers[tetl =11 G Biifet by ozl Cofar e | 92 foRrsietetl ©iehia

iR 79T A6E T T R @@ T i 26 ©f eFeie S6CE 2t A WG
T | Grifer 4=t SIS fodlt e ifdte Sist T |

* 2/{%9$ ©ITHI7 (Contra Voucher) : (TG 797 IR FIRF CFBTHH V0K OZII6T RIS
Ty AfRTS SIEHR 97 2 | TRzermget 5000 Bl 79 1k T SfG (ATF (ol 2= |

Cash A/C Dr  5,000.00
To  Bank of India 5,000.00
(Cash withdrawn from bank )
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mm&\ | Voucher Header |
[ Particulars

fo sncrion eipanses
v o
s %i;'.*mw:w‘\“

e | LedgerDetal |

| Figure 5.13 Voucher Entry |

|issr | Voucher Narration | :
Ch hio. 510508
Voncher Amount

T 5.12 1517 et

o 2Aif&¥7 ©ToI7 (Receipts Voucher) : S0 756 1%: 21 A S9N 2AfAT SOOI @1l
orform T2t 23| @2 R0 2 20O AT @ @I SRR 2 | @ (NI (AT A, et
afzel Al A AT | SHIRFErEA, T 96 (@R, AR AT 7o) [7ew Fat zrafes, e a9
54 711 4500 BIAl &AW FRACE, 997 2G 2&T 500 B |

Cash A/C Dr. 4,500.00
Cash Discount A/C Dr. 500.00
To Rama & Co. Cr. 5,000.00

(Cash Payment Received against Bill no 54)

o 2T SITo (Payment Voucher) : ST 7341 &9 2 217 A SIT6ITH s 1
2 | 3 LR AW 20O A @ (@I FRE G, 13, AT 63, 29l 1 S 2w
39K | TrRFerEgel @ (F 9IITF WIKCFA AR (@ 2AWle 1 20 |
Salary A/C Dr  15,000.00
To Bank Cr  15,000.00
(Salary Paid to Mr A.K Gupta through Bank)

* GITaW! ST (Journal Voucher) : TtaW 257 G0 e ©IEHIE, MU oM
EIRMR Sl 2T T 2T | (o 31 LSRR Sy feiaaed | Swiegeragst

Deprecation  A/C Dr 5,000.00

To Machinery 5,000.00
(Being Deprecation charged on Machinery)

g (Display) : g TwwT aftawe @ Tadsig, oo R Fex 7 Toxift Main
MenuCs &I B0 AN @RI Sl Afscanamryz Display R @i Main menuCs (=Gl
QTS AT |
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5.2.6 TASHE (Trial Balance) :

a3 aifsrawe @b 2iefs Reir @enfie el 3|
Select Display> Trail Balance

Al RelvR @eRfeEm (6d 5.13) Fi1-9 7§ 39 e Rgeeiim @enifie
e AT G G2 @S 2R @idz/ Wfsaitas Sifes (@7 (It | AT ©ICHIR wife
FAIT 77, 9 AR (BT e Arers s fFeita T/ S h=ifsre w1 2@ 9]
g e 2703 (Ffh Wt (eIt wgg#l wifdell (correspanding entry) (€3l 2CCT ©F (7l
R | afb 12 S7 Wi ToT G ATSHTETS 1 | GUHCG (TR (S A (IO (ST
SSF I 20 | AFSATH, FF6T I AL (TRT IR (FC (SPmE HjAFei@ a3
Readice wifferes 91 23 | Gt (T & (@ (SR (SRR TS R (Y6 (ST AN A
1 | 92 g@ee Rad @exife e «fkibe|

5.2.7 TReolq «aR Se-red 214 (Balance sheet and Profit & Loss Account)

SR @R R IR He AW Gl RS (279 FC eie-Ffeq 2o oige 1 27 |
TSN IR eI foeftara oy Rifem foiqdives (o DIt 2@ @3k aire =feq o a6+
S FRNIBRS 0 209 | Fe-Fox AR agred 79 @ Afowie Akeiee == s
A (SRR ST IR Gae~ita (TITAl 20 | ARETS FHIf€ G% RRITRES OITHa 2T
FARPT RACT (R = |

FS-5Flox K R AP € S AT 75eT I (Dep=F TN ATAF) Gro
s T 2 | I (Il T A Ie 2RI0E [5G e o o i a1 &1, afb e
S0 Ty G0 W @G3R @ft SRR 2T (TS 203 AITS AN AfGF o et SAlT |

Trizl Balance \irendra Kumar Ctrd + M
Virendra Kumar
Particulars T-Ap1-2007 to 25-Dec-2007
Closing Balance
Debt Credi

Capital Account 540,747.31
Current Liabiities 71.592.54 238.00
Fixag Assels 3.751.00
Investments 51,656.00
Current Assets 3.50.188.03 45,735.00
BUSINESS EXPENSES L7515
BUSINESS INCONE 5233800
LIC OF POO.JA SHARMA B1.487.00
LIC OF SATISH CHAND SHARIA 14,504.00
LIC OF VIRENDRA 126.067.00
LOANS RECEIVED 22.400.00 24250.00
FAYTIENT SEXPENSES 58.471.00
RECEIPTS/ INCOMES 1,16.385.00

Grand Tolal TR0E0432  7.80.804.31
——— —

@ 5.13 : aeqeT
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Wages paid Rs 350

Balance Sheet

Capital Account

foa 4.14 ©7% #1z
Authorised Capital Goodwill
Paid up Capital Land and Building
Reserve and Surplus Plant and Machinery
Capital Reserve Furniture and Fixture
Other Surplus Investment
Secured Loans Govt securities
Debentures Share Bond and Debenture
Loans from Bank Current Assets
Other Loans Loan and Advances
Unsecured Loans Sundry Debtors
Fixed Deposits Cash and Bank
Advances from Bank Stock in Trade
Other Loans Accrued Interest
Current Liabilities Loan and Advances
Sundry Creditors Bill of Exchange
Advances from Bank Miscellaneous Expenditure




TG fofes ferafaeasd wfe

Provision for Tax

Commission on Underwriting

Provision for P. dividend Discount on Share

Other Provision

Development Expenditure

Profit and Loss Account (loss)

Total Liabilities

Total Assets

5.2.8 2ifSTam= 2w (Display of Report) :

AT A @ A 20 (oI (ol @i, Tadoia R Fre wea
f2otas e Rifen aforane Tof Fa0e 21 | GTFta (e 21 92 @R 4fedie age
FACTR (T ST 419l (73 | ©f2 AT HreR Al Sae 72e GIR e (A | G2 I
fReseR s ¢ srRIfRTe 3 | azrele [fer R @32 (©H ol 27 i | Sesi
WIREIFS (Coe G fofe o 7 <2, w0 92, 2o Sitaml 29 188 FATeI0T SNEE
AYS 20 IR | 3 IZ9[CT RS (il @e A

o Selecting Gateway of Tally > Report >Display>Accounts Books >Sales register.
o Selecting Gateway of Tally > Report >Display>Trial Balance.
o Selecting Gateway of Tally > Report >Display>Cash flow.

* Pressing Alt + P or selecting print option for button bar

5.2.9 ik e [Taaa AR 90 T4 2455
(A small project with Bank Reconcilatioin Satement-BRS) :
Giifelte BRS Tofa I &iiofeen gt

o (T (I I 20 AR AT St (Sfit @t Tadota, @enifim w2t Display/
f2o7ia T2 /AT IBIZ 3% G0 FICE {51 FC3 FA0 219) |

o 22N T AT (AL @) corsorloTF ST W3R enter @ 55 391 @ft @fee i
SICHPTRE (I A 0 ST | @y @ft @6 e 2017, @it Sifefis @rers
F5: fea0ed & O @Rl A 9t A, O F5: (@O 556 31

e ¢ Reconciliaion’ mode @ ¥ ‘Display, ‘Edit’ screen @ #fFef® 27 | 2NAfiF %W
261 : ‘Bankers Date’-&q 6TV |

Screen €3 NIt Reconciliation (741 T |
@ s e i anfefe =i
ICH SR RART ot
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Gateway of Tally>Display>Accounts Books>Cash and Bank
Book>Bank Account>Ledger>Press F5

Particular of
Ly~ Payment/receipt

.........

—=—» Mention the date
of Cheque cleared

Debit/Credit
¥ amount

foq 4.15 e Narraa 77

(ST SwieRel SRt «fes 30) |

(@ A SITHIET 1kF Oifd 20 BLANK T9dl GREATER, w12ffie APRIL 30 €&
A (TLfe G371 SIGHIT G018 T [FANCe 2 1l Z1(), (12 et L G
©RGT @ LRt ¥ @Ha @t SILRTe avfe g =

I FAET (& 2o [ (& |

@6l (AT ‘Bank date’ TRI7 I 2T/ SIEHR F9E FCACE, (SN (AT
e REmeeEn F Ao siewiirerm «fiafde 2w awfs 2re AFE |

ToATER PR IR 27 +A 60 5 9 (WY wibfers Sieplaejrence am
@foICT e o) Enter « 2TAGH S8 GF1fa I 356 9) @3 (4R el ol wrfreica
279 FCACZ | 2T A G 737 Ferrae T3, (AT FRFTSNI *y SRS SHiFe
SITHIRAEN 2n*s 203 | ©iE FIeb SCTes! F2ered 203 A |

5.3 PICHTIR ATaETe! 3R ATH! (D)
(Need and security feature of the system) :

ATor R RO (OO FRI7el, T G2 (oAl 2 6 ACE | SiE AT
THETIF (bl fioel foafs T ami 367

o AN fisrel (Password security)
o (©5! W@l (Data Audit)
e (Ol &% (Data Vault)
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Windows

F1

F2
F3
F4

F5

F6

F7
F8
F8
(CTRL+FS)

F9

F9
(CTRL+F9)

FToT fofes foafammiaad swfe

‘?{M@WW (Password security) : (O} 72K I (g ! 8@l ARETE
FloRFeItT &2e T 2T | (@FIETG Seivs Gfee @ &IF (Th IR IO AR | @A
TRERIIA ARETE G ol O FIEON (AF 9 27 A AT IO AR 01 | @b
(OO Sl Wi ee 03 | 46 EHIES G AR GG TACHE A2 FCE GIR (OO
T[RRI I IS 07|

(o5 ! (Data Audit) : 2R B S R IHET IR,
T IR AT T3] A, OIS TGS (CHIEER N (OBIF <2 agel F0e
ARy 07 | @b wifiens Aol Famw Tt | 7f g wiREeE ofiae s R 2w
IR O (@ (P FAH ST AT MR AR WA I @R ARAST oifad @ g
A T |

(5! =5 (Data Vault) : THEIIF, AT FA (THIIS SO FTH! 2l I
G G2 RGBT FeT 2 TTO! (S | (Whl (S (I (Ko =il o1 ST ARTis
ARES T | (OO STHF 2APTETT et AT A | 7y R TROSWIF (©H @xiee Awfs
JR2I I A |

Functionality Availability
To select a company At all masters menu screen
To select the Accounts Button At the Accounting/Inventory
and Inventory buttons Voucher creation and

alteration screen

To change the menu period At almost all screens in TALLY

To select the company At almost all screens in TALLY

To select the Contra voucher At Accounting/Inventory
Voucher creation and alteration
screen

To select the Payment voucher At Accounting/Inventory
Voucher creation and alteration
screen

To select the Receipt voucher At Accounting/Inventory
Voucher creation and alteration
screen

To select the Journal voucher At Accounting/Inventory Voucher

creation and alteration screen

To select the Sales voucher At Accounting/Inventory Voucher
creation and alteration screen

To select the Credit Note voucher At Accounting/Inventory Voucher
ercreation and alteration screen

To select the Purchase voucher At Accounting/Inventory Voucher
creation and alteration screen

To select the Debit Note voucher At Accounting/Inventory Voucher
creation and alteration screen
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F10

F10

F11

F12

Windows

ALT +2

ALT +A

ALT+C

ALT+D

ALT+E

ALT+I

ALT+O
ALT+M
ALT +P
ALT+R
ALT+S

ALT+V

To select the Reversing Journal

voucher creation and alteration screen

To select the Memorandum voucher
creation and alteration screen

To select the Functions and Features
screen

To select the Configure screen

Functionality

To Duplicate a voucher.

To Add a voucher.

To create a master at a voucher
screen (if it has not been already
assigned a different function, as in
reports like Balance Sheet, where it
adds a new column to the report).

To delete a voucher.

To delete a master.

(if it has not been already assigned

a different function, as explained above).

To export the report in ASCII, SDF,
HTML OR XML format.

To insert a voucher.

To upload the report at your website.
To Email the report.

To print the report.

To remove a line in a report.

To bring back a line you removed

From Invoice screen to bring
Stock Journal screen.

At Accounting/Inventory Voucher

At Accounting/Inventory Voucher

At almost all screens in TALLY

At almost all screens in TALLY

Availability

At List of Vouchers — creates a voucher similar
to the one where you positioned the cursor and
used this key combination.

At List of Vouchers — adds a voucher after

the one where you positioned
the cursor and used this key combination.

At voucher entry and alteration

screens, at a field where you have to

select a master from a list. If the

necessary account has not been

created already, use this key combination to
create the master without quitting from the
voucher screen.

At Voucher and Master (Single)
alteration screens. Masters can be
deleted subject to conditions, as
explained in the manual.

At all reports screens in TALLY.

At List of Vouchers — inserts a voucher before
the one where you positioned the cursor and
used this key combination.

At all reports screens in TALLY.
At all reports screens in TALLY.
At all reports screens in TALLY.
At all reports screens in TALLY.

At all reports screens in TALLY.
using ALT +R.

At Invoice screen/Quantity Field/
Press Alt + V to select the Stock Journal.
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Windows

ALT +W
ALT + X

ALT+R
CTRL +A

CTRL +B

CTRL +C

CTRL+E

CTRL+G

CTRL +1

CTRL+L

CTRL +0O

Functionality

To view the Tally Web browser.

To cancel a voucher in Day Book/
List of Vouchers.

To Register Tally.

To accept a form — wherever you use
this key combination, that screen or
report gets accepted as it is.

To select the Budget.

To select the Cost Centre.

To select the Cost Category.

To select the Currency.

To select the Group.

To select the Stock Items.

To select the Ledger.

To select the Godowns.

FIColA fofes ferafamimae owfo

Availability

At all reports screens in TALLY.
At all voucher screens in TALLY.

At Licensing Menu in TALLY.

At almost all screens in TALLY, except
where a specific detail has to be given
before accepting.

At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

At Stock Groups/ Stock Categories/ Stock
Items/ Reorder Levels/ Godowns/ Voucher
Types / Units of Measure

(Inventory Info) creation/alteration screen.

At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

At Stock Group/ Stock Categories/ Stock
Items/ Reorder Levels/ Godowns/ Voucher
Types / Units of Measure

(Inventory Info) creation/alteration screen.

At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

At Stock Group/ Stock Categories/ Stock
Items/ Reorder Levels/ Godowns/ Voucher
Types / Units of Measure

(Inventory Info) creation/alteration screen.



AREAETIrER MBI AN : e

CTRL+Q To abandon a form — wherever you At almost all screens in TALLY.
use this key combination, it quits that
screen without making any
changes to it.
CTRL+AIt+R  Rewrite data for a Company. From Gateway of Tally screen.

CTRL +S

Allows you to alter Stock Item master.

At Stock Voucher Report and Godown Voucher
Report.

CTRL+U

To select the Units.

At Stock Groups/Stock Categories/ Stock Item
Reorder Levels/Godowns/ Voucher Types/Unit
of Measure

(Inventory Info) creation/alteration screen.

s/

Ctrl +V

To select the Voucher Types.

At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies (Accoun
Info) creation and alteration screen. Special
Function Key Combination

ts

Special Key Combination

ALT+Fl1 To close a company. At all the menu screen.
To explode a line into its details. At almost all report screen.
To view detailed report. At almost all screens in TALLY.
ALT+F2 To change the system period. At almost all screens in TALLY.
ALT +F3 To select the company info menu. To create/alter/shut a Company.
At Gateway of Tally screen.
ALT +F4 To select the Purchase Order At Accounting/Inventory
Voucher Type. Voucher creation and alteration screen.
ALT +F5 To select the Sales Order At Accounting/Inventory Voucher
Voucher Type. creation and alteration screen.
To view monthly and quarterly At almost all report screens in
report. TALLY.
ALT +F6 To select the Rejection At Accounting/Inventory Voucher
Out Voucher Type. creation and alteration screen.
To change the Sales Order
Voucher Type.
ALT +F7 To select the Stock Journal At Accounting/Inventory Voucher
Voucher Type creation and alteration screen.
To accept all the Audit lists At TallyAudit Listing screen
ALT+F8 To select the Delivery Note At Accounting/Inventory Voucher
Voucher Type. creation and alteration screen.
To view the Columnar report. At Ledger Voucher screen.
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ALT + F9 To select the Receipt Note At Accounting/Inventory Voucher
Voucher Type. creation and alteration screen.

ALT+F10 To select the Physical Stock At Accounting/Inventory Voucher
Voucher Type. creation and alteration screen.

ALT+F12 To filter the information based At almost all report screens.
on monetary value.

CTRL+ Advanced Config. At Gateway of Tally.
ALT+F12

Key Combination used for navigation

PgUp Display previous voucher during At voucher entry and alteration
voucher entry/alter. screens.
PgDn Display next voucher during At voucher entry and alteration
voucher entry/alter. screens.
ENTER To accept anything you type You have to use this key at most
into a field. areas in TALLY.
To accept a voucher or master. At the receivables report — press
Enter at a pending bill to get
To get a report with further transactions relating to this bill (e.g.,
details of an item in a report. original sale bill, receipts and payments against
this bill, etc.).
ESC To remove what you typed into a field.
To come out of a screen. At almost all screens in TALLY.
To indicate you do not want to
accept a voucher or master.
SHIFT + Collapse next level details. At Voucher Register screen and
ENTER Trial Balance report.
SHIFT + To explode a line into its details. In almost all Reports: At a Group/
ENTER Stock Group/Cost Category/Godown/Stock
Category — displays Sub Groups and Ledgers/
Stock Items/Cost Centres/Secondary Godowns/
Secondary Stock Categories. At a Voucher —
displays its entries and narration.At a Stock Item-
displays its godowns and batch details. At Voucher
Register screen — displays the next level
details.At Trial Balance report - displays the next
level details.
CTRL+ To alter a master while making At voucher entry and alteration
ENTER an entry or viewing a report. screens At all reports.




eI TR NS : onfet
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FIChRfeier 2o Awfere e @Fmaa e SiEmiie T4 27 1io A=fere (i)
ST (manual) (ii) FFIEBIER LT (computerised) | TSN FTHafSles fZazrse swfs,
BT AT TS oI ST S ([ I | A [y =0 fonaasel o eia
A O3 Hiife 9.0 forzmeel s e S S | 5ifet 9.0 et R[fen &gy arte,
Q9 A
i) Gateway - Gateway 2&1 OJIfeTe 2IASF SRl Al ¥[F | SeICA SR To10© 117 @ Gateway 2o
OHIfeT eftaiaia |
i) @fSHIT %99 (company creation)- BALT ETETTEATE FEEE AT FA <, AL
company creation € ST 46 &AfSDIT 1o+ A1 TofF FCe 21 |

iii) ﬁ&'ﬂ?ﬂm 56 (Chart of Accounts) : featizemIes 515 251 TESHTET W 8 AT @R
- Fod AT BT € [EF G ool |

iv) Account Master - Account master 3eT® &Aool g% ASANCR ey =1 411 & |
v) Sieoia et (Voucher Entry) - 2K (ot 319 19 I-2i7<mid f2o1ta 20e f2aAiaars SieniEa
wifeTl 2t 1T | F#ITHIF fofes o Awfore e nifkEl Siesia wifies &l et
A 2T |
vi) (ST (Trial Balance) - (Ree 251 [Kfow «fSaitTs wifes (ox afere [Kfon ez
vii) ©a$7ig (Balance Sheet) - SiTaw! AIfET FOIGFACEIR Ty W AR SR e o1t wifRer it
Trs7ig CofF w31 77|
2AfSTAVTTa J@e (Report Printing) : 2317& 2fSa (<7 47l 2o eifStavs g |
@ @I 2SR L ETTPRE FFTSIE IS [ T AR BT 92T T ([{CO
A | (B! FHFATHER A1 @b fonmee afStame cofare Jgesld e e 30z 3t f=ie

A Y2 IIFT | G2 T TROGWIF AEFGCAR SN S (A5) AR, @A (O
HIfEAINTS! FNWE A0 TR fofe T SIaae @ 9929 341 @0 AT |
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1. #f3= Teal® o st
) 29l NI o (I menufb IIZS T 2

a.
b.

C.

d.

Gateway of Tally > master >accounts info > create
Gateway of Tally > master >accounts info > alter
Gateway of Tally > master >accounts info > display

Gateway of Tally > master >accounts info > edit

) YA AYred & (@ menufb 7S BT ?

a.
b.
c.

d.

Gateway of Tally > master >accounts info >ledger > create
Gateway of Tally > master >accounts info > ledger >alter
Gateway of Tally > master >accounts info > ledger >display

Gateway of Tally > master >accounts info > ledger>edit

o) Gateway of Tally T2 Company information menu (® €T &= (F shortcut®
RO (A ?

a.
b.
c.

d.

Alt+F3
Alt+ Escape
Shift +F3
Shift +F1

¥) IR Rge K 37w 27510 o A @i @ifix sreefe 3732
a) A9F 9
b) @ I
c) AL oI
d) ofcars

8) SICH Wi ARG T I I GG Tge WA SYro ARG 2 Ol Hifeite
(T IS Z© 2 2

a.
b.

C.

Cul+C
Cul+G
Alt+C
Alt+G
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) Ao agres 1 AW 9N @G Toa @ifd A1 Rl &ge w00 b8 Oia (@I keyfG biof
WA 2

a. Cul+C
b. Ctrl+G
c. Alt+C
d. Alt+G
7) ————— GiifeTce ey ST &y 252 AT Pl e |
a. Gateway of Tally
b. Outway of Tally
¢. Company information
d. Allthe above
@) FERRIC (IR N Tl P T &y T O R0 2 2
a. 2
b. 4
c. 3
5

d.

2. Fefere enieera Sea wie ¢

—

. O Feia Biifet fetarssel TG SIATR WIRIT *g FACI 2

Bifer siiar sfbetae @i i e Sorm Witz ?

Giifer fRaAl<rrael Sieter i+ S <RI 2

BrifeTce Trdeitan REweeEn I 2

Accounting Info @l $f¥ F @RITS 518 ?

Company creation (G a19e) aifFmfG <pian <=1
“eifotaws Tofd 1 2 FIe w77 — 2 TG A9y 1 2 i 2
ae-={ featas [ifen Regae 3ol w2

. AR A @3 go At Kot tofd T afewt 390 7 @R ol FeiE o emfe
T ¢ e Rt »ffass saca

10. 57181 9.0 3ot 77 @R I FAHETIET ool (AFTIaTeT F J @3 Tnifer »ifizr [fem
Sl I < 2

o s TE= R N R
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3. wFet AACE

1. SR SfRGres FERRe @@ 7es SISl (At 7RG Afsames B
Wik we, @enifie 3k Taeia ol 9

) 40,000 Bil T <=1 *g e

) 10,000 B “4PT1R 10 *foicx] AR ABR (trade discount) T 41 257 |
a) 5000 BIFIF AAPTIZ 40 *[Si*l AT STe 6 (i 411 27 |

9) 500 GBI W (commission) ANl ol |

8) 7000 G FICS STl 1 24 |

5) 1500 BI #fely (1 (e 2T |

%) 2500 DIFF (o &nie 11 2 |

) 3500 BRRI G Wi S 29 |
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DATA BASE MANAGEMENT SYSTEM FOR ACCOUNTING

G GGG ST A (OIS SIS
ANTT

o FOIE AP (COIIR
FIIICH 910w T AT | (CHIECR
CBReTe[TeT il @ Tofd 1 T |

* (DI oz, AT IR ATIRITT
Gy T QG (THIIA 8 T 9$
TR Ol AN Tew A=l
(GBI SIfRICT [ TeTT Sy
BTG SCHTE 2 |

m (Introduction)

FIToRTees 2R Awfon Arearrel Copifk TR
TSN 2yl e 29 [ifen efedmojraice wefsarelE @i
sifaatiel I siiewl | 3ol FRENE R offqwme @ wfbe srmm
R IR Gy [Jfen deione Awife @ welte e wwifo,
foriire 9fY @ d erT-Rve iy W | @3 sffefer 3 e
AL @6 (I GNP A=feT (DBMS) S 2hel
I (G ST, SR, GG AS 2wifn) 1 oIS e
ARFETS (TH! FR910w, AFTFI G SRR Toy few
IREGEIT Toieel TR FCH A |

@AY S 92 R HFeR 927 tof, Akaw,
ARFIFTN GR AREASTGT 7TLHCIT &) AT RFSICI
TR A AT ST S ol BTef, Sl
47 (TR (@ (O] 4F RSN RARTHT FIOTA @R O
ARG 2fs 7tE exifdaze sl (ot areE
TP I AR | SN A58 403 e (@ (o= 1S5
R (BT Q9T 2AfbieTell 19 +12e wrel I0a0R | TR
R @2 SR @RI G (THIaT RN A AR
TAE AAfE 26 RO sifelfie Face 512 7 «ik o wE
e fog s AR AR [RPIE o= MS
Access” (& 4T W2 FIETOIR JATO 73 27 | @b I &y,
I GEHETE foais A T2l I -tables, queries €3 forms
G G NG 311 | @ 70 S 171, il Afotams 3%
FIR AT SNCEAIBI F2< | 9T Aere DBMS-G9 GRE9jeTa
Tofx fofe st sifde 2 a1 (ot Zremey g ceifare Rireg |
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FIeo fofes Earfasmmad srfe
6.1 COBITATHA ATATITOIF LiFel 4L AT

(Understanding and defining the Database Requirement):

T EBITER &I 9IS, T o, (oSN FIa, AAfpier s Tenifra
TS THRGT ey FIBOE SN TFTOI9TANE SAFR (@S (51T | SNGHe
ARG A @ ATCI IR (Ko Topl AF=aize I AT G2 O A 99l
PRSI IRZTFIA AT ZC BT | AR ST T4 (THITR STfATEaTen @
SYICEPT IR G ST A 0L SR A2 (AN wrold ATISH 7t = |
TIE @-@IC (2fiR -9F W @3 @ AT wReld RS IR
ARDEN FAF (FGE SO I | SMCS, SN @~ (OIS (off T3
I O (ATF AfES AT T=F Ssierd 75 el el e | «@ft @ @3
g (R S fSres (2t @ AR 7re A fts e #iita | sy#f, sisiom

A9 6.1

QARSI (FCa2 (CHITRA9CE ARRFRINC FICZ FAAR IR0 7 | (BB (- R

SRR ARG, FLCHNG Al s 1 2R A AR 028 (AT NG | O
(CHILIABCS ARSI WF-9S fRAIE BHiTe Tl 27 G271 @ISPIeas (ANANHEF (Ui
SRR F6-9 RN S T4 23|

I AT TS T (THIT AT S 21mrwa Golx, wefie G (TRt (THIEaA
AR 99 N A6 A (I 5T 9 |

FNGG T FTOF AP (THO (CHIRPETE 4T IR S AT ITst
sAfFafde =, AT (CHIP9TAl 77 IR SO AT T | @Bt BF @
{5 35 TR AR (OoF RepTcaiaret Mo w41 @ 7141 TI7 T AT (WHIH
SSfRE AR 2l FH AP, A P @i (THEA (CHIEETR 9eiaid A5 AL 2R
2 | SIS AT (CHICI T A0 Rl SR 2[0S AIerae a7y R[ose
41 oS S |

T g 208T Tl (redl STHIS ¢
* (I FF (T (OBITICH LT Tl 2ATANGH 2

* (F (TH 2T A AN FAE AR F© OGS (Uh! AN 41 2(F ?

* T (THICI LT FAE R O T 40T FI A=Al S 2
* (THIACE (FIF-AG) ) (@ (P T6-AG SR F 29 F09 A2

* LAN (local Area Network) -SRI T (CHIIACS UIRIT FACS (ST 20T F q3R
J ST (T 2

* (I BT YCSTIT G AfDIeTe A=fS TofeTr iz 2



e T T (O ol o

SR M 73 IRLTIIRG QI (THIRT AR ATe 27 At @t 1 [ifen Iazafioe
B GFATY (TH! SATTE FA FIEE A TF AF O HSAS ASIF (CHIE A @
‘Microsoft SQL Server’, ‘Oracle’ al ‘IBM DB2’ SINhd SIIFI{eFe Feliwet anie FCS |

G SR fofes (CHIEm THIETR Hiiel T2w T4 ArgecominE [fen ARarTg
AN I ANF — T QG SPFATEHFYTE 5T FACS S AN170! 2= 7, 25w
FIA =T FFwrel 2l I IR To JIRRTFAT WRANe @7 AR S #/fe
I olfmEm Fe eI 3 T

1 6.2

ARMZ, 2 (THIRP RoT SRR ITRET &) ARSI 27 | SHIRIeReTS,
@I TR TR SoAfPRfs Ffrggaaed ofe ARFCe AT T IR N9 8 AR
TR AAGT IR AR | @ SO [ s Tgomifs (@5 F16 J271, ARTHGF 2oniv)
ST ST BN €% FI9TEN Ot ST (F-AG) (VO R A (F5-95)
cetlals foe et | @3 Beifveifen w2 R (@on K61 Coft F17 &) 2ieiy 209 A |
ARSI ([@onfefes AT O Fers (TF-9s) (OO GR (F5-as) (2w
TSI A FAWE SoAfRFS FAgTTA SR (OO I IR A |

(TRE7 (CHIRATA! SRR SIS AN (TB] AT G ARFAFAC ARG 0T
) QERISETRSIE G0 AT @R I AN FIIAZ FC | ARG ST 2o gl
G35 (THIT- Tl AZCHALE A ATFANS GF 6 AZEET 151 RO AT ToAeT™
15 @t G0 e @R TR TN/ IZTA & &7 @5 @97-9F AN FIRQ1Z FCF, AN
AT TIITT GRS NRFPRG S 2179 A GFAFACER R amie
R T I |

@~ (BB AR Aiifs foios 219 it (omtia 2GS € O sttt
ARBE 7= (0S) Ffere TRANGA-9T Ty JeTox AT AfET J[a o790 T2
1 ot ffeoe 1 atares | @i [EE T6 2, Sviegd e e [ifey
ATN9YTA! I T R OIF T (ORI FAATH 1K ST TS ACE|F 72 "MS
Access - &3 ARG 15 7171 Aftere 267 g4l | @2 72Hre A Baaen SHEet 2007 €3
T fofe 0 1< 91 2R, T (SRR IR G5 ST SIo 200 2 M (O
TS SRR o= SRPIS 20 20 |

A 6.3

TSP 2007 A Microsoft Office 2007 @3 B¢ 2RI ToieTx( | w38 «ft 7j2Feita
Standalone Program fRE103 3 41 (TS 2T | €2 (A2 SN S, (O Fo1CB1C
PN 500 MHz 2P, 256 (R9IR125 RAM, 1.5 a3zt 2refos sk T2rere w1l s
Ao Il A Tfow |
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FToT fofes fafammiaad swfe

G ST 958 AHACT e DAYEITe 3. (SR F#THIER feTojrite
fog Wifere +fea o a1 A G3R @b ST FPowEeT EI: O [RifeTeR &)
q60e AR | AR, @2 Rifome! At w79 te omit@e 3 SRt Raaageeen =iF
S[91® 1 Il (RIS (0T (Rl 1] R0 AIGICT 0T e 23 1 |

6.2 C(OfATeT AT FAE T (TB! A A
(Indentification of data to be stored in Tables) :

G4 SR TS (AR (@ 9FH (THITI T (CHPTRT @I Raife kel i
G atgware fofe 21 (6feT | GRe9ET S (THIRTT O AT S o TS
S (7 | (GRER @St T (A Field A (Fae I67 27) g ST (e RO e
RMSREAE ((SHITETE AT attribute) 0™ 36| &S AT (Row) (GG record @ &1
o) ST (@I G0 WS SRR o 36 |

AA 6.4

Access 2007-4 TR (THIEAD @ FIRCEAT &Y TR (GHCH=. acedb ), T
(O 2G-gize A FifTe 747 S A @00 AT | 92 T3 Gz GRe (2ol woig
S EHE AT I A0 AFCS 2T | o7 aAfsl GRs [ field A ¢wg A
BRER @b [ifer el (a9%) SEidt @3 afelt cFace 3% M (o MRezT At
o1, €6 AR/ @G oz |

ATIZ Y7 Ol AR 7-71F RRloite M [Afew GReER EHewE S (eois
1o IR T g ST ~5)¢f aAfSFeT IO | “Database Design” *¥f ANfAF (CHIAGE
ffer S ST 90 FACS 2T FA @S A |

A 6.5

@3 (BT fRfeR (57 A attributes FHGIe ALIKETS requirement analysis (ARSCR
R a7 oieel RRET REabs 2371 @371 R0 (OHIRT THPRTCS (ST Sy
ITT FZ (ATF ST T SATACI O B[S FACS 209 A |

ARG TPTIF T2 Tuizael Srad FCH NI (WO T SRS Sl QIell
(oIT 2N | SR ¢o1- e SRS e fRaafb aizet Tt #11f¥, 2089 St CeieiiG srifairmim
ST FAR I G AN SO 140 1 TR0 (TG © (7)) | A @Bt Pay
rules At (@ow Jfgez @i S @t Ateies [fer FHIT Tl SIma TR
A4S IR WEF ToF fofe wra R[fem iR @ (i it o st 3oy oreafz |
@AY @on W [fzaee [y afaitm wrr s 27, off wim o eoiEet @3
Taile TS AR for fom 23|




e T T (O ol o

G, G SINCA CATIE (CBICIC FREe SO AN &y eAcaieraia oee ffen
ARG e Mg I | S SR FOIR0E Wfgore RIFreR e 7eiFs @Ho=
@B (NG ARFTS AT, @ ‘Employee ID’, ‘Name’, ‘Designation’, 9<% ‘Location’ | SjWcH
S FHRUE (@O AR T4Fe g @GR A e zre iif | @=- Basic
Pay, Dearness Allowance (DA), House Rent Allowance (HRA), Transport Allowance
(TA), Provident Fund (PF) Deduction et | SIS Gross Salary @3% Net Salary €2
MG SIS ARG 209 I Al Gross Salary (& PF Deductions RTe 330 2%
23 |90 Gross Salary @3 Net Salary I (OBITICT G ATTSH AT I T QoJCal
S (1G] (AT T2 911 FoTieeeT | SIS (of- s eriel i 5y (af*Gre eitarer
209 AT @ ‘% Rate of DA’ I AT W1 SSIRINI TS IMTF, ‘% Rate of HRA’ FHIKI0E
SRR A ARG 22 G FHIAE 2 A0 “TA Slabs’ #a{6w 20 A7 |

QY 3T 2P 2 IO ST (COIRA (GRAYTEAR TR G2 ([R5 AT T |
= Soita ST CARSeteT @G BT ke ReTa tofd 799, W @difis GiRet @rg

913 6.6

@2 2R oIl (o1-CAIeT GIIFoR-9 GUEICER SIS T=9/(F SIH0e bi3ce A7 |
COIRI M I CRITHTE (51- IR SHIZAEAD R (14, O3 7% I (@ (O g A4
O G TS MR G (@O TifFe o2 (off FER | 27 NER &) 92 35
FAF G (OIS FAM (WFS (Tol @ Actual Basic Pay, Day of attendance 3l
TLRIIT P AR 0O 2T | AT, @ YZ06 o «ft F903 @12 JZ063 & M=
w2t 2R AR | 9T (AF @RI AT @, G @ (@O T1{Fe WS ateea &g (o
(GAITE0 ARRNR I G AN ST (PTG G0 Feiee] (W) =9 B A0 | T
NS (T &AfSAIH) (CHIT AT O A1 Y02 (77 R IR Ihifirs ©2 Sty Gbfb qearet
R AR AT | oI, ABHF ey FfoAre sAfqasaajran feifsiam ca @2 sifafefs
GBITS AR | GTOIE (SR fo7 foq N ooy fon fon ceeft toft Fag | «fb @3 wfos
IS 3R O AN 3 7=/Fe woyten @6 S GRee At 2w TRigs oy GRea
T A I, @A (F @6 ‘annual income’ 4l ‘income tax’ FFe €2 Teog T
Grelj AW 20O A |

(T3 | 300G I BRI TR o7 A @ @0 (@61 GReT @refe ©f @R e
G (@I I 7 I 1 | @l AT S s [re 2@, @ @k [yt Afems
IO SR 2T FAC biE 4R ©iF Tzt fofe wcar «fb tofar 2031 corom Sy *j3ia
(THITACT 9L FTHe I A1 T O A F0 Oieielit 12 w2y S[«gr=id 1 TR 9o Sie
YTANG 20O AT | TSR (SR (THITPID GqToItd o7 T4t Bfow te «ft go @3
RO AN Tl (Queries) N A |
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Month

Emp

& Year Name

FCoR fofer fomafammimae =i
6.3 GRE9TAITe (o (TS FIT

(Logical structuring of Data in Tables) :

A 9, SN TATT OGS TF ([QHSE @36 @5 (GReT 5197 900 B3 | @3
R e (B 6.1-a @2) T Tfgore [agd @ G A ©F a4t 93e
@Ot 2l g ARt | @Ry, 9 NeR fofers (o T 2, ©iz GRe afo
FHTT T GFIfeT @S ofF T 2| @Bt 05 @, @it [iwS 1R o, siEl
G [fen e T GEeFs wen RRETER [foret 2ifd st Face «ifi— @
@ors R ToAme g3 @7 FeTFFA groos/net salary W T 7 200 2 | O
st [ sAiface «s2 fea fery Tfere et [feret st 3 71| ~Tes, ©fF
G35 (BRI ST T2 18 200 A B9 @b «52 fFaIe w2 GhifEFig SR g oeia
FRFH AL |

Desig. Locat. %DA %HRA Basic DA HRA TA Gross PF Net
Rate Rate Salary Ded. Salary

Nov. Ram Chief Delhi 26 30 | 25000 | 6500 7500 7000 46000 5000 41000
2007 | Kishore | Manager
Nov. Kishan | Manager Faridabad| 26 20 |'22000 | 5720 14400 5000 | 37120 3000 34120
2007 | Sharma
Nov. Rupali | Senior Meerut 26 15| |'20000 5200 | 3000 @ 3500 31700 | 2000 29700
2007 Varma @ Engineer
Nov. | Surjeet Engineer Meerut 26 15 16000 | 4160 | 2400 | 3500 26060 | 2000 24060
2007 Singh
Dec. Ram Chief Delhi 26 30 !|,25000 | 6500 K 7500 7000 | 46000 ' 7000 39000
2007 | Kishore | Manager
Dec. | Kishan Manager Faridabad| 6 26 20 |,22000 | 5720 14400 5000 | 37120 3000 34120
2007 | Sharma
Dec. Rupali | Senior Meerut 26 15 120000 | 5200 | 3000 @ 3500 31700 | 3000 28700
2007 Varma | Engineer
Dec. | Surjeet | Engineer | Meerut 26 15 16000 | 4160 | 2400 | 3500 26060 | 3000 23060
2007 Singh
Jan. Ram Chief Delhi 30 30/ /25000 7500 | 7500 | 7000 47000 | 6000 41000
2008 | Kishore  Manager
Jan. Kishan | Manager Faridabad| /30 20 |/22000 | 6600 K 4400 5000 38000 ' 2000 36000
2008 | Sharma

Repeating personal data Pay formulation parameters Pay data

foq 6.1 : 7 (AT oy GFF (BIFeT

a3 @7 GRETT STNR=e @RI AR AR 561 9249 SR G GRa sl
Ao TS AT T | SnigmerEel, SETE Ifese @RGERE e (@R
name, designation, location 2ohif%), (Ao ST AR (@ % DA rate, % HRA



AR T (THIR RN (S

rate T9JI7) IR (SR (AMCHR (- basic pay, DA, HRA, TA 39jif7) 5j2iF (GRa
PRI AR | JfFare g G, afol 3 Tfesrs @G @6 T o= T2 41
@S AT, @A ATTF IO Sl (FETANG G0 (OO A (T @) TS 27 |
o eIt (GREDTe T FHRE ([0 @ARTHR @6 AR 21T 98 OFF 7l A2
FPRF ([ (ST AT AN Teafs G Toe (Oora A CofF 2 T | FAWH (@O oI
e ST MATIYTEN @FC I3 Al AT I AT Ty Sepley GRere tof7 w1 @re
AN | ORI SN e MR ey “%DA rate, [ifon Xt “%HRA rate’, @<k [ifen
SWIE IR0 Gl (7S 2If s “Transport Allowance-TA’ 3e7ift GBI A1 7 I AL
G 72 7)1 (B A0 AR |

Q- 6 GRETR N 7=9F RIAER e, SR A77[ ifFe 16 GRew
T GBI YT FANTATS A insert FICO 2(F | TR, SN0E Wfears GfRet @z
o (5167 TS M ‘employee name’ I SRS [T A1 | @2 16 (BRTSR S0
2l R ATH, T (BRTE ‘employee name’ RFT78 AR YT AT TR0 7=94F
e 2@ T GRIAT T 7= RIATER (F0@ J9ge Yo A0 (g Al Fwoyenns
‘Key fields’ I | SR SrzReibre eI ST (GRTE @ G ‘employee name’ (RETIG
G Tl QA (welfe @t Gfb Sy i), 9<% ©iE Figere SeE R @& ¢
ferefb 251 @2 TR @I ‘primary key’ | SIS, (Ao« GRTT @ ‘employee name’
GIfE AfRITS ToifFere AT G2 ©fR (@on GRETT @8 oF@ 11 Fel 2o @& T ed @3l
‘foreign key’ | TH3 57 6.2-(F @ TR FEIH GRETT N 7137 og w1 421 20y,
@I e e N AT @9 St SRy =910 0 1 |

Emp Name Desig. Locat. Locat. % HRA Rate
Ram Kishore Chief Manager Delhi Delhi 30
Kishan Sharma Manager Faridabad Faridabad 20
Rupali Varma | \Senior Engineer Meerut Meerut 15
Surjeet Singh Engineer Meerut

Month Emp Basic DA  HRA TA  Gross
& Year Name Salary

Nov. Ram 25000 | 6500 | 7500 | |7000 | 46000
2007 | Kishore

Nov. | Kishan | 22000 @ 5720 | 4400 | |5000 37120
2007 | Sharma

Month % DA Nov. | Rupali = 20000 | 5200 3000 | 3500 31700
and Year Rate 2007 | Varma
Nov. 2007 & 26 Nov. | Surjeet 16000 | 4160 @ 2400 | 3500 26060
Dec. 2007 26 2007 | Singh

Dec. | Ram | 25000 | 6500 7500 | 7000 46000
Jan. 2008 30 2007 | Kishore

o : 6.2 fafen caficeora ey fafew (ofaer

PF

Ded. Salary

5000

3000

2000

2000

7000

Net

41000

34120

29700

24060

39000
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FToT fofes fafammiaad swfe

< 6.7

ST S GUITA! (THITE TGSIRTT 1 IR 3T Mo, Al 2Rreia FiFe for fo
R N 2 (ST (Sre (@02 IS 31 T 3R «2 AfFAICE 967 27 normalisation |
st Rfew GRSt Acalel s F90e 2N | I S SRS 6 STE fofon
FACS 2 G3R G T FCANTAICE (OHITACAR ORI relationships 1 791 7e7 277 | lfeq
(©5! (5RTeTa Wy 7™t fefere tofd 41 (UHIATE relational database 9 |

<9 6.8
Primary @3 Foreign key- €3 ©=% fofe 3 4fb (GiRteta ifaetens Sy fesacei A
join &7 2T | Join @3R O AT structured query Language (SQL) TR #ifFbieri
TR Gy TN tools Il Toiae fRTCa e 0 | 75 2 R Ten G SiiIad & ATaies
T 3R O1Z Q9T O 2SS TSI 7171 <537 = |

SN RIS Sriegelba (G, bel Sl @3hlfEs (GReera =196 iz 3 | S
TG A5G GRer qcate | SN “Tab Emp Details” aIN< (6RteT 361919 afgare
CRMG9]Ta (@S ‘Emp Name’, ‘Designation ID” @3% ‘Location ID’ Te5ifw field Al CHCax
T A T | SO TR S S A T &) “Empld’ T Sfefag @
field A CFQe AR | GAR @3 (F@H ‘Tab Emp Details’ (GRTAF primary key R
ofee 207 43R I (WHITI @ field-« 76 Sego! I FRIFFER SHe (a1 | ‘Designation
ID’ field A (7 (FIETG FHIRAT 7S T=IFe =i3.fE Azt F07, @7 w7zl
a3 72 GRTE 71T™ T4 2@ | i 05 @, @3 cwaftre g Mew @3 ifss o=
PR | (i e s (GRTe AT “TabEmpDetails’ GRTST 70 RRto{ta 70
@3 CFa @36 foreign key R Fie F43 1) “Tab Emp Detalis” (GRtea @2 ¢%afd
AR % 0TITT (BRI AT A9 AT AW foreign key R 316 30 | SRR
fm 2efrgs BRI AT Location 1D’ (FLI98 I8 72 1 (A |

COISR 75 A0S (F, SN (GIReT A1 =% ©iF [Rfew (i@ Al fiel -9 AN A=
ey RS * T AR R FER | GREER R sme fdime 7 w99 e b
1 2, @2 AN TG (@AREBIAIE 20T FNGFAER LD e (remd e @ft a1
2T | (Ol o7 T (T, TN TR (@FI FP RN (73 | ST G T[T DA
AlTATOI TFfeF Ty I upper @R lower case IR IR, TWS G (AN
case IF (G FCITNE 1% | TRFACIR AOANS F=ATE SR TS I3 6.9 AT |

SR faorr (GfRTe W (et 203 “Tab designation” I G Desig 1D,
‘Designation’, @38 ‘TA’ SN field/(Fq B | ™Te2 ‘Desig ID’ ¢Falb @2 GRER
G«f] primary key 519 A4 | ‘Tablocations” WIS wor (& ‘Location ID’, ‘Location’
@R ‘Rate of HRA'’ field I =7, T primary key =& ‘Location ID’ |




e T T (O ol o

N/ 6.9

@I field G TN TR S (O SFF, FAT G2 P A 72 641 o R
FACS AR | OF @3 Fi! R @feear ez o= (et =70 FiFd @ft SQL @3k
cellaNfiR-aF Somiwetet (SnizeFgel, Emp 1D’ (EmplD) 124t EmplD ©IF @i T,
@A @6 c2anfiiy @ AR Tox (©BIRT EmpID R0 720eR (+11 (@0 A 1)
TR I ARG ST identifiers @7 A2 I I @3 [l 7S 07| (6
S blank A PRI MG *[F Z0S AR N 1SR @G period (.), 956 61 B (1)
Q@B [()] =l S T B9t SIET FACO AR | @2 GREE (o @I frrea
N G IR FACO 2ARCI N | GCHT T G O (AR15) A1 VB language @ SIKC
TGS NI Mo IIZF GOIIF A (e 261 | GRe, (@R @R T e
SRS YR ATFICR T8 G2 ! AT 1 2 ; O G2 LA (e Yo SIS
@2 N AT AR = |

wrE 59 GRS [KifeT MR @@ DA-9F *ok 217 FIHER T JIZ© 2
@3} 46 “TabDArates’ 2RI «Ns<ae F1 20F | 909 “Month ID’, ‘Sal month’ @} ‘Rate of
DA’ 7% 2 @I “Month ID’ Primary key 203 | 43« SIS (<IF (5fR&A(0 [fem S
ffon IR & (o7 26 (@O0 2 T FA o) 92T I 203 | “Tab Monthly
Salary’ <Cx #if3fow @2 (GR&AGCre “Salary ID’, ‘Month ID’, ‘EmpID’, ‘Basic’ €38
‘DedForPF’ (2SS FI0ST &) BI%) 7S i (Fg A | “Salary ID’ 7S Al ¢Falb &feio
@O (FFG(F S (B5! R (O T Ty 195 203 3R ©f2 «@fb (6@ primary key
2(d | ‘MonthID’ (TabDARates’ &= T 79/ (o7 FF) €32 ‘EmplD’ (‘TabEmpDetails’
G AN =94 (S 07 @2 (GRef0 foreign key 20 | €2 (GR&AGTS Basic’ et (wafore
(T TS T I TN G b1 @ W BoifFeifen (@b e i Biad Soig frsa sea afsfs
SR OF (0 COfd I AT T | (To (O I FA0F Abfere fasalife Gl aATee
IR RS 217 % SPAICE PF RITT #AfSeNe (@6 F43 | 9of (3161 F403 (@ 76 GlRee
S0 (FRETG “TabMonthlySal’ (BRE (@14 2ive T (Fow Sreeeid) FHITE TR @F6
O T 200 AR OO GRER SNFE I 21 |

GO, (O o7 IR @ NS ‘DA’, ‘HRA’, ‘TA’, ‘Groos Salary’ &R ‘Net
Salary’ (AMRREGI9TeT TRTHCET &) (@I (BRI (i (7@ A1 e wfel At 7ifif | @2 Reeeren
NI T TR G &) (0T COfH FRIF FAINCP B R Gel) (Il (B! ATACHR ARG
TN | O (e QIS SEL T 9 | TG 9B CFICEANE G0 Query-T T CofF
P, A GF A QT GReT (AT (TBl SR Sl G 5 1 G0 SR0ES | QueryJTeTl
9161 T RIS TPaIf® (I QIR FEAFEAD G0 AN GBI SoRIIofe FC, A S| 47
AB (7 |
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TR fofer Raafammad oo
6.4 ZTFATE SHITIHCH (THITIA (B{e1 (4 Fa! (Creating Database

tables in Microsoft Access):

ST A2 I (BT 1T FST T 5T SN AT RIS ST
ST %3 FCO 2 | 93 &« Windows Taskbar-« start QoG 355 39 | @24 All
programs-« SCAT I, O# microsoft office-4 2IFG 7 €2 O+ micfosoft office
assess 2007 « {355 9 | (92 ST 2AF! I ST GO ol (P 79 (o] FIAIPIC
IAb® @ GBI : Start>All Programs>Microsoft Office>Microsoft Assess 2007) |
G P “Getting Started with Microsoft Assess” FI & 1 2 (TS i1t At fog
6.3-9 (TG 20A0R | 92 & fonft ieital s | At “Template Categories’ il
standard database template?T&Tl (FRITT €<% TIBCAIG FAIF S MG | TR ©f N Famifa
TO (UHIT W ¥ F9F &+ ‘New Blank Database’ Riolft (TS #AIta | ©iwfwess sjid
RMTI (CBITR™1 FI2e19TEl (AT &) “Open Recent Database” &eiolft a2tz |

@uT eres Wty
Blank Database-4 f§F 39|

e -

| = @fb (CHIEER TR A

] D \MasterbataBase.mdb

S — MeTT T TlaE 9o

2] D \HARHAL b

i TR I/ YA | 92 TEa]

. — 796 e Soitaa i @I

:m‘“““_ wf*w ‘Office button’-9

o maiane % I 932 O[T G2l TS
'3 Bffon Crine m:m::momm ?ﬁ a’sz a
_Ilunuulklmm Cﬂﬂ\a’ ‘NCW’—CE R G

N Thi sew Aavest THT contain Tk o Labest conberd white
. 867 M

409 217 (5@ :6.3-09 (1) |
FIRTAHT W ‘PayRol

TR L g 2 ' z@mmisensem|  Application’ o140 @R OR#IT
Figure 6.3: Getting started with Microsoft Office Access create (@reiD @ZS 37 fog

6.4-4 (TICI 2R |

33 6.10

Tt CoRRl @4 S=™f Microsoft Office 97-2003 [l I 270! FLFAIYER
AR IS F(F AF, O 9N @4« @ Window Stylels 21t ©f 201 S1ifzfoe st 2@
AT | A2 @F 92 stylels @4 T Microsoft Office 2007 SN = |
GRIT TRCFPRG GG TP AP IR ISP Tl FCH AT N AR
GGe (3] 8 GERRAJIEITS SRR/ o2 TG € (ARFIAITe 408 2Ne Q2 S{H6!
RS | JRRFPAL AT @RI 92 TS tabs ST TR0 AR TP IS
FASTIE goAofTeT @R A9 AT SHNGIE SGTeT AT I I Ribbon |



e T (O IR ffe

28 Browse W33 % I fWrea
ORI AAIG FACO AT | New File
T A0 of ewife iews wiferl
(AT G0 &2 A0 AR (TG0 (el
My Documents-) &3 2T 1270 11
ARTET R (O WS O] (FS
PSR fTeS 21903 | FiRce =
T© Y T O AT GR G TR
3 space €A AN @AETSIO
Ao ten SBgT AFTe AR |

Blank Database

Create & Microsoft Office Access database that does
not contain any existing data or objects.

File Hame:
PayRolAggication, sccdb =
y e
C:\MSAccessApplicatons), \

Enter name of S

HaE [geaef]
your application
! ’ Click here to
L * Guide to Access 2007 User Interface
ME - Organize 3l your objedts using the brows for
new, eaty access Navigation Pane . .
location of file.
— Mum Lok i
P gm A0 [ 1103

152 6.4 : T (BT T2 VICT Gy TN TH |

OO TTF I @, (O] PR I A TF6 GG “accdb’
Bizst 7 Facere Gt FRETOIE SR TE 6 @ |

A 6.11

Assess Ze1 G 71'“‘1‘1%.[(‘?{ complete application development system I visual
basic (VB) Programming Language <3 S« Kfoq Fopzcs Sees a0 AwI«s
SIFAFLENCS ARBE I &) | 91 I Col=l (@I (el «F el 91 eae
2T, ©I€ O TTIT wizard-9F TGT PR JIRCE A T R @CS AR, [
COINHRCS (O AW GG (OB T I CofF F00 @R OfF A T1&y®
IR S T (ofF T Tl 2M1BC FAC | B2 AIFONTAL ITITE S O @RI S,
S @19 (FC@ design tools ST IR TR 3R PR (FCG wizard-a3 AhEe @TZ

G|

New file ©IFeT% ICH create
(TSI e SRR A AL TP
CTHICT BRG] (A0S AT T
&) Ao Tab>2 Datasheet 0ot
e | 5@ 6.5 SR B Al
3l open ST (THITIA TILGIA
RS ot A S9N hias
S04 | AW Mt a Navigation
pane-¢ (ORI (MATO AT @
@3 [TF6 GRA ((GFReT 6.1)
O O =0 (ol0 9k @6
TRTOITT FIAFA wgrae
(working area) (1T ®IICR |

Title bar

57 6.5 AT (b1 ©TSIF I
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FToT fofes fafammiaad swfe

S SRR @2 GRAGE S aew GRe 4 Mo Fiw g Fce #Aif | s
T FACO TR O ZoT, TSI FAI (I OGN #7408 207 (@9 Ram kishore) L‘N‘{@_\fﬁif
FAICT INCTF & enter-9 55 9 (31 Tab I9217), designation ID ( @5 1) 512 79 €
enter-9 5% 39 @33 WW{W 8 G2 G location ID (@ ¢1°) 5izs <1
5@ 6.6 @ e ZTR | GBTCE, ST 2fS T A Tt (OO @ fefers afs
CFCAT Gy TSI @36 (TB! B3l (6 0 (7% | (O (TS A (T 3 FANTA
IS (e ZCACR “Fieldl’, ‘Field2’ @3k “Field3’ | ‘Field ]’ TN ARG S2 @ EH
ATOIRD N 3R SIF2[F T RFANG select FICO ©IFeT 9 94 | ‘EmpName’ 512 75
G FAIGE AN “Field]” (0F ‘EmpName’-¢ #ARS F0S GBI (29 9 A Bist w8 |
GFOII, ‘Field2’ @3k ‘Field3’ T MG ‘DesigID’ @R “Location Id’ I #AfZade
| (O G 77F IR (F, (GRER AL FANDGT A 1D’ ZCCR, T FREFTONI (o7
2z | @ft @3 SHt ArEE e, @ e I SuwEeE M FRrelE e
2 T2 ST GG T TG GO 2T F | (SN (SN AT FF6H SRS T7a
17 (AT S @3 T MO Mg TR ©F (TS AT | AN (o I @RS 0z (e
R TP I XY I O @ WG 2! 777 71 aferifore 2| @2 A=t
Trorl 9 iel @b SR SRt (@I 2eld @Fered Al | ID” Mt S e
ATTHRD SN @R @2 RS Fiees Fa0e vike 56 39 @R @3 9% ‘Emp ID°-(
ARTS 37|

(o-, H 0= > Table Tools PayRollapplication : Database (Access 2007) - Microsoft Accest
2 ome Double Click; Datashest
B2 T T Type EmplD'; =f§ o
"ot e Click Enter.
Dews . i faalpedtomating . Fsistionihigs

Field2 , - Field3 ~

Auto generated
1D field

[ Double Click;
Type

‘EmpName’;
Click enter.

Double Click;

Type
‘DesignationID’;

Double Click;
Type

‘LocationlD’;
Click enter.

First Record: Add
data and Click
enter to move to

Click enter.

next column.

57 6.6 : FFTT FCF (57T (T

(OISl @9 Datasheet view-(® ‘Table 17 @9 FIGIT (TS ii5z @R A6 ZCONET
sspef Tofd 2@ (oIt | 9B A (SN SRRy GRRCGH NwotEne fodte AR | 3 corsR
(O GRETE @~ TG QT (width) W G, O3+ €3 FANHa (@-Iee
(FFTES insertion point-4 4@ Home Tab>More (under records group)> column width-4
3 39| I TSN WCHT N2 TS e TEesl 6, (SNt &7 Wi TS 219
R AT Ok-(S fFF 39, ST FACTT Oy Aiton wife e M few sive oo




RARNETAER T (THICI A A

17 &0 Bestfit-9 55 391 (6@ 6.7-9 (7¥) | (ot (o1 fSBre WS 127 I Oife
YIS G2 AT F00 A7 | et sfaa Fibe e wia A sies
ARG FE = @R Tom T 278 ©f AN-ui 7 feafoz a@t fNwe Say @
A7 2Pz Tow @ R AFHRDBCS F1¥; O best fit-6 (oIt AR A @G
TIE 5 791

»ﬂn- W9t s TableTools ~ PayRollapplication : Database (Access 2007) - Microso
La
; Home | Creste  ExtenalData  DatabaseTools  Datasheet

Y )

i =, New I Totals il X
g Bswe  Fspeng § I

View | paste ; Bz ulAD Sl | heen y, | e
Views  Clipboard 1= | Font G| RithTed Records | , Outloch
All Tables v« [:liillﬂ 81 e s outiosk Conta
Tablel 8 D -+ Fieldl - Field2 -| Field3 - AddNew Fie }[
T Tablet : Table | 3 Ram Kishore 1 1 &
#* {New) i Kishore 1
1= Cobumn Width: |8
1 Column Width...
’ — [Istandard Width
foq 6.7 : FerTF (3% fSerPact

(ol 5 7% a7 (@ ST 22N (GRe0a i @248 ‘Tablel’ ICACR @R @i
@2 save I 2T | Window & I Wta ST (@IFIT Quick Access toolbar-€3 save
@Ity {5 91| default (67 N “table]l” 712 @6 save as TGRS 7 (Al A 11 foa

@ ﬂ L BN R TableTools  PayRollApplication : Database (Access 2007) - Microso
N Home | Create

External Data Database Tools Datasheet

| Ve | e (B2 m] A
|| Views  Clipboard & Font 5 Rich Text Records |
All Tables v« N

Tablel | - D ~-| Fieldl - Field2 » Field3 »|AddNew
[ Table1 : Table | 3 Ram Kishore 1 1

= CEEE = | Hew X totals | B}
M E (T ORI el =t rll'

= =|[®7 .| | Refresh
- 4/

Height...

* (New) Hide Colutgs
Unhide Colulgns...

B Ereexe

Unfreeze

a6.8 :Wwaﬁ%ﬁsavew
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n§' Hg}.[\g.

Home Create

Key

¥

o |

§ $N ! , @ Insert Rows ﬂ e Ty
; i - — = Delete Rows [E -
\rteg Primany| Guilder Test Validation

Ty

FIeo fofes Earfasmmad srfe

6.8-9 (T ZRCZ | “TabEmpDetails’ Wi faczy @fb sifaader 350 @) enter-@ Bivi wie At OK
(S {3 9 T (o THRIGEA At T GREAD save G|

58 @2« Design view-(® @2 (GR&0 (i | Ba 6.8-9 Sffee (@HE Hitaa SR
ribbon (view gT7)-4F AN AT SRS view @G & 34| FfTe (G0 design
view BBCHIF working area (FIIFS S1457) (S 2wi*fe 23 Al 59 6.9-9 (It 2002 | Design
view-T® (SISl T3P SR 0 e o117 (@ ‘Field Name’ MRS I 419 (A
(@I (I oo @EG9E (attributes) GRER W1 A | &l @MHToR/<niGRena

AT TAFS (TH1F 476 ‘Data Type’ JIN (ATF AT I (@S AT | €3 AAT

TabEmpDatials’ (GRTETR (F(a SR 11 SIS RFC9[TeTA field name (3% ©F data

type 2oy 75l Tl 2R | (O IR =Y Gl SNzpe ‘EmpID” Rreeest Aee (it
A Al 92 o0 GRER primary key e bfere w71

SFRS! I A AL FRAF G (IR Description Tt [feq SpiGResawE

e K=ol fo1cd AIXTe A1 ‘Description” FE(G o7e FACI {6l ©F (OISR 202l @]
ORI T 93 (@I DS AT = | Siitae Gfb 5790 S 711 0 1 Sfos, Reaws afw

COINITAR CTBITIA O+ (I (A AT FCF A | (6! 51z BTG, e (% FIH0
S properties I Al &fol rrea ooy FHTSI (16 I @O A |

Design view-3 A ‘Field properties’ ST ewf*(e T, 707 €3 parameter
fTET (TB! BIRToR ARiwd AT 7J2F 20a | &S property-7 @ [Ragel (@w= cors@t

Table Tools
Data Datab

PayRollapplication : Database (Access 2007) - Microsoft Access
Tools

Design

Rules :ﬁ Lookup Column Pl;p::fy Tgeses
| Vievad Tools Show/Hide
All Té."les * || ] TabEmpDesign
TabEx \:Deﬂgn 2 Field Name Data Type Description
T3 7 vEmpDesign: Table ¥ R AutoNumber
- ' EmpName Text
: 1l | DesignationiD Number
) e Nnber Use this space to record
i description of fields for your
]
' - later day convenience.
:, ". Names of Data types of *
' \ _ identified Fields identified Fields
¢y
vy
vl
|| ‘. Field Properties
rod  ewemmoos fGmeyhedugl T T TEsal |
: = 1 F)ﬂ;SIu Long Integer e . )
v Clickto go 1| sew values Increment Properties of selected
g 11l Format
' back to Data i |4 Copton fislds:
i Sheet View. 1| [Saqirags retosetetsl -
' 1 - o
’ 1 ||| Text Mg, General i
lecsascsasaensasnnnes 1 T

e can be up to 64 ch
‘ ‘ juding spaces, Press F1 for

@ 6.9: (BfTeTq Design view



RN T (OIS RPN PR

ATWAZ property(® FF ) THME G0 hint I ToiF=re 27, [ FET property @l
TATE TICS SR S AR FC | S0, S 7567 60w G5 property? et
AR T G 98 TGOS SRR STol 391 |

TabEmpDe) 2 Data Type Description
53 TabEm : Table AutoNumber
X EmpName Text
DesignationiD Number
LocationiD Number
Click here
to create
new table

5@ 6.10 : g7 (5w eigeTae

ST A GRTE TN G2 (TB! AT T 7)1 I @R G 11 101FS
ST (IFEPTZ SIS TS AR 71, Q2T SR 7T el BT A9 5l (G
0ofd 390 “lfd| Create tab>Table @I & 39 a1 67 6.10-9 @RI 2= | &6
(ORI (table-1) Datasheet view SR $#if5ers 201 | A (GRe9ten Tofs Face W=k fre
TR T e Gt Fate (olal «3 fSSf6 al Design views 539 Fa09 #iF1 | (omitng
R, A GRET Rerea I @R (OB Bizse|reT Mo AFEIPE @RI 2R |

TabEmpID
EmpID AutoNumber Unique employee ID - Primary Key.
EmpName Text
DesgID Number
LocationID Number
2. TabDesignations
DesgID AutoNumber Unique Designation ID — Primary Key.
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(=) ol 2z Bs) *

Designation Text
TA Number

3. TabLocations

LocationID AutoNumber
Location Text
RateOfHRA Number

4. TabDARates
MonthID AutoNumber
SalMonth Text
RateOfDA Number

5. TabMonthly Salary
SalaryID AutoNumer
MonthID Number
EmpID Number
Basic Number
DedForPF Number

FITo fefer Raafaamaad sm=fs

Transportation Allowance - fixed as per
designation.

Unique Location ID - Primary Key.

% Rate of House Reent Allowance.

Unique MonthID - Primary Key.

With values as ‘Jan-2007’, “Feb-2007” etc.

% Rate of Deanress Allowance.

Unique SalaryID - Primary Key.

Basic pay based on level & attendance of
employee.

Deduction for PF opted by employee & as
per rules.

TSI (5! (BT w1 3700 <, St @2 [ (GRTeTa sity 791 Al relationships
R FIEs G & A= | show/hide g7 S&IH Database Tools (503 G OR#=
Relationship QSICH 3% 39 1 5@ 6.11 @ (G 20T |

Home Create External Data

m (g Run Macro

—= | i Create Shortcut Menu from Macro ||
Visual ., | Relatiofyships
Basic -7 Convert Macros to Visual Basic |

Macro

Database Tools |

/=] 57 Property Sheet 23 Database Documenter j %‘# i‘"—'?% i
- 24 Object Dependencies =4 Analyze Performance = =l e
V! Message Bar
Show/Hide

PayRollapplication : Database (Access 2007) - Microsoft Access

SQL  Access Linked Table _
4% Analyze Table Server Database = Manager &3

Analyze Move Data

Q Security Waming Certain content in the database

All Tables v o«

TabEmpDesign 2
E TabEmpDesign : Table

TabDeﬁguliom A ClICk

Tablocations
B3 T1ablocations : Table

»

TabDARates
E5] TabDARates : Table

»

TabMonthlySalary
E5] TabMonthiySalary : Table

»

een disabled

Options...

5@ 6.11 : (5faTeTa 0% 79/ It Relationship eIFeF |



e T (O IR ffe

LT WG (working area) show table FINF G TiREs! 79 2AWie 23, T fog
6.12 @ ORI 2R | AW (OISR (12 TRIETs I/ (1T =1l 2118 T Design>Show table-q
% 34| Show Table Tl ICH, @36 GReTE Fiees At Foe Fa @3 ettt
TISITE IS 79K & Add Qo 3§ 39| @Zeid 7566 216 GRets g It close
@ISt {5 07 Show Table TIEs IHT I T4 |

L alies) * PayRollapplicat Database (Access 2007)
I,l:!?:, d9-c Relationship Tools ayRollappl n: Databa 2007
Home Create External Data Database Tools Design
_-_{_-; X Clear Layout -u‘== =, Hide Table
[28) Relationship Report ! B Direct Relationships
Edit Show " ; " Close
Relationships Table gggﬂllRelatlonshlps
Tools Relationships

Microsoft A

- j |

TabEmpDesign TabDesignations 1]

=] TabEmpDesign : Table TabEmpDesign (|
Tablocations

TabDesignations TabMonthlySalary I

Click here in
TabDA! case you do not
=1 see 'Show Table’
dialouge box.

o7 6.2 : fafem (5fateTa YT relationship NI Gy (5 TEFa9

T ST 7 A5 (BReT SAES (FATS AN, AT O W Fwejtaia
M AT 03 | (ot @2 R Sae2a)fe s Rtemiwie T2reid [@- It It afelisn
TS A1 | @b T T, o GRe SRrstsa e Sgte e SiEor Fom 39,
TR AN @M 5 I Gl 407 AL R GRAGE BTl ©OF Tod SR G (20
we T 59 6.13-9 (RIGT TR | 99 “TabMonthly Salary’ €<% TabDARates €3 )
=9I (S FA0T, “Tab Monthly Salary’ (e SIRTSTE “MonthID’ € S ST 2T BIAH
e Ae, ACER AN @ONG G 407 A4, 92 2IORG M MonthIDE ©RUGE (B
TabDARates G S2F Sl €32 O MEH 2GR (20T 7 | (SR AT @O Qo™
R A Edit Relationships W5 436 Siietsl a9 ToifFRre 20| (ofNEl 7% 93 @
TS A0 A=A 4F=60F One-To-Many R (i (5 6.13-9 (72) |

G Security Warning Certain co{ n the database has bee
. Tables | Queries Both
All Tables 'I = Relationships
[TabDARates '
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tent in the database has been disabled Options...

TabDARates
¥ Montnip
SalMonth

TabMonthlySalary
7 salaniD
MonthiD

EmpID

Basic
DedForPF

Relationship

L ¥ LocationID

TabDesignations
¥ DesglD
Designation
TA

Hold this area with
mouse fo move table

T r——————.
Tablocations

Location
RateOfHRA

FToT fofes fafammiaad swfe

Edit Relationships

Table/Query: Related Table/Query: m
MonthiD ¥ MonthiD ~
-

[ClErforce Referential Integrity Crots How:.

Relstionship Type:  One-To-Many

5@ 6.13 : fafew (BfareTa SIT%y 31218 SR otey
wice 4o BRI IR0 @9PIEER (joining) &) i Rrwereia Ssig fda s
TR 4@ W S0 | create @O 5 9| 6 I @A (A AR A GRE
afoa e ARe Fers I8 T | @2 @I join line Wite #ifdfee, @3 @4t MonthIDE@

Aot e R 9219 F6@ TabMonthlySalary @<k TabDARates G N0 A=AF Riio{e
I I A, “‘MonthID’ TabDARates €5 Primary key €< TabMonthlySalary €< Foreign
key 9197 FF @R ©iF @S One-To-Mony &Ffed 7=oF | @2 (ot 57 6.13- @7 T
Trafe GREAYEAR NG Sy TS SRATR &) AT 2MTFA9EN 77aIgfe Fa0e 21|
fifer GfRtea st ANET =0 Foten Fo ATHC (it 24|

Table Related Table Common Field
TabDARates TabMonthlySalary MonthID
TabEmpDetails TabMonthlySalary EmpID
TabDesignations TabEmpDetails DesgnlID
TabLocations TabEmpDetails LocationID

Relationship Type
One-To-Many
One-To-Many
One-To-Many
One-To-Many

6.5 SRS SR QUERY &Fes=e : (Creation of Query

in Microsoft Access) :

@R 4.0 Rt el 2R, 939 ST Query 7ol IR IR oI Regejetl

@ ‘DA’, ‘HRA’, ‘TA’, ‘Gross Salary’ @3} ‘Net Salary’ “f@6i&al i sl T4 e

T | Query (&l S Sioe 2 At fEreeiia Ted (e &) (UBIA0T OiF wrolq Af5w
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RARNETAER T (THICI A A

AR AT 00! ARl 6 | ARSI TN A, (ORI Query G Al Gl (5@ (A0
FIYES (THIF AT € SR AN R AFIHS IEC 20T |

Create>Query Design-4 {§% 34 | Background-«9 (R (57e1 312 @6 Show Table
TRIIE 9 AW 203 A o 6.14-9 (I 2@ | 3 (SR @8 RIS TG A (e A
O Design>Show Table-9 & 4| Show Table TIHE9 ICH, «F0 GREAE PeTs At
o 77 @R Reemwel Treite I8 F99 & ‘Add” @O FF 791 @FeI A
A6 (GRETCE I8 F91 close @O 5% & Show Table ©RIET IH/T I 41 | (R
R Boitm SR TgTe, (ol GREAYER S AtE 2SS one-to-one T=2FgT
7 A GRE SRS (S fFrea T=)feifepiz) (dTe =it | (ot #[ts oo
ARIOTS G2 (5ReT SRISTS AT S1g FRITS 9117 | (BReT SRS [a S (O] FoaTa
I (blank) TN RIS, @Y query result datasheet @ FANYTENCE w0 FCI | 43
ST (5@ 6.14-9 (720) Design Grid Fitwe #/f3foe |

M) F PayRollapplication : Database (Access 2007) - Microsoft Access

External Data Database Tools

O EEETs O e @

SharePoint Table || Form Split Multiple
s~ Lists~ Design || Form  Rems EM‘"’ Forms - pesign

...... I Forms | Reports 951::

Report  Query Query Macro
e -

ning Certain content in the database has been disabled Options... ’/

- «|[5 auent

thiysal...
onthly...
A
ns:Ta..
thiysal...
onthly...
X
's: Table

Click to
Add Table

thiysal...

57 6.14 : Query &'Q‘S’W‘T/ﬁéﬂ
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Feo fofes fearfaamwaet dwfe

Cwriee fares 2% S, Table row-(S F59 391 @3 O 9 GF0 GGG
@Te BoAfee Za | GRea oAU Sifesl (ot @i f§F 39 @R o+
TabMonthlySal-(® 5% 39 | 44+ 432 I, Field row-(® {35 5 @38 TabMonthlySal-4g
T FEd Goeied Siferel #1s | Salary ID fFefoce 3% 39| @2 smifore Salary ID
(TabMonthlySal-(2(F) (& (FIERTE (AT Ty 11671 a1 200 | ot R
TabMonthlySal SREE @ifeissl ACH SalarylD(F T 56 IS HR0S T @ATS 2AKCO |
corat @t sreiRe T 2w GRe s[etss FEibe e wiea »orf o fi,
ACER I @G (507 40x feizs f&res siwwaig e Field row-to (50 e i
WA @O (20T Wie |

o query result (THIFITE BT F0 FFeateE (TS i 55 ¢1R T fTaizs fare
(6T SRS (A0 ST REeatets (©h! 7l 713 T (FF0q o7 A0S 20 | 93 ferizs
faTe sy Fersetents WUST T @99 5% MonthID (TabMonthlySalary),
(SalMonth(TabDARates), EmpName(TabEmpDetails) «<% Basic (TabMonthlySalary)(F
R0 TR T AT AT (@I 9 =S e w21 o 6. 15-9 3fefo 2z 1 7 cormitm
MonthIDG (ATl 2TAISH 1 27, & (ot @ 58 Show s AfATE Show-check
box-9 unchek F &= i I | G2 I TONE! TM Design (BTIF Results SToF S—H
Run @eG @ 9, 2« (o5& Salary ID, SalMonth, EmpName €33 Basic 2onifr

) = Query Tools | PayRollApplication : Database (Access 2007) - Microsoft Access - 7 X
Create External Data Database Tools Design @
=57 = b :3538 @D Union “ansetRows 3 Insert Columns | Property Sheet
et ¥ A E X = : : S
& - o @ Pass-Through =% Delete Rows #' Delete Columns E Table Names
Select’| Make Append Update Crosstab Delete Show - Totals "5
Table g" Data Definition || Table -_;'\Guilue: 3! Retumn: AN - 5{,, Parameters
Query Type Query Setup Show/Hide
‘ning Certain content in the database has been disabled Options... X
TabDARates -
. TabDesignations E
# MonthiD 5
SalMont ¥ DesgiD
Designation o— -
Vil n.\l
1 i
i Computational |
' - l
: Fields .
Sl L i

Location

2 Field: | FES 1] MonthID SalMonth EmpName Basic DA: [Basic]*[TabDARat HRA: [Basici*[Ta
15 : Table Table: | TabMonthlySalary :Tathnt!wSalaq T pDetails TabM Y Y
: Sort: |
thiysal.. _Show: ' ' o} | ' | = ' |

172
foq : cITaTa (Bface [Rfew feromred agesad |



e T T (O ol o

TRFoeyTeT 12 (IR Fele] (TS S | Run-« {356 S99 <1 SIPICE TIPS (IAIce
COIITHE Bl S I ORI T FACO R FAFCAIS v+ FCo
A R | (TR (BREATAR Ty {1 S (@~ (I 21 71 FAI @v=ioen! 5o
A f0® 71 Quick Access FFRIGH save “(ASICH % 3 | Save As GIE9 63 Query
Monthly Salary 52l 39 G OR#R SR @FEF save T &1 OK-(S 59 74|

2[5 SR (PR 751 27, S W1 Datasheet view-(S g fewsjwal
@38 Ded For PF RFeib (74T 20z =1l | Home (GT3F S Design view-(® & ¥ Design
Grid view-(® RFCa A€ | Desgin Grid-@, &2 6T TN (Basic-43 #It7) Fe Aiikce &=
9 @3 5iz7l 9 : DA:[Basic]*[TabDARates.RateofDA]/100°. €2 G, e (:)
A7 7T ‘DA’ *=f PR, @fb oeFe Rereea A RO o 7@ @3k «fb T M
R 2wl 203 | izt 731 AT <G 2o G0 o F03 T SETRE T 20 GIR 9
I AMRRS 207 Run S0 fFEF 7171 | (ORI (A1 09 AR (& S DA’ GG
el Sl “Basic’ RFeis e I2F IR Al (@IE SCoNGT (SRR G0 9 207 (9107
@R @60 [] @3 N0 A4 T | ST RateofDA Feibe 1@aa S0 a1 (Iefd Fesetete
emf*fe T T @R 9T Tl SR [] IR NG RES GRER T 93 2o e
G T (.) BRI 52 PR GG FEAR | b 720G @I AT @ * AT G3R /AT
JYRFC 9Jel IR 9l FICE @RZ | €3 7N I (oIt Run IS {355 39, corwat [
AT %DA @6 Sepiica [ifen S S ateel 31 o7z o7 el DA Tt Coft 2tz
A |

Design view-( 58 57 (views 2T?1F S&IH Design view @I 5 F09) @R
HRA:[Basic]*[TabLocations.Rateof HRA]/100 GG 59217 I HRA 9o F419 @
IR 7S fFef 270 T917 &) SR Sifeeies =S siaige 37 | @i si7asl
FeIb TA fRFteea &, Tt {iF 3fs @ @iv 2 37217 F07 (GRe “TabDesignations® (AF
TFGT 34 T | 490, ‘GrossSalary:[Basic]+[DAJ+[HRA ]+ TA] G3cei=G 5125t S
‘GrossSalary’ frefb (o 3271 @4 SR “TabMonthlySalary’ (5fR& (& ‘DedForPF’
frolbe S¥eT F09 A | SR, SR NetSalary:[GrossSalary]-[DedForPF [772e
GG IR R ‘NetSalary” TFo’ ST@ET 79 | @2 T A&7 oM SR comiom
IR CTe 7 G3R (CHIRG fSTre (oia bl e e (i &=y Run T3
BIAel F41

@ 59 6.15 SR @R Design view-<F 6@ 9ie1 4tatz G4t 9 6.16
(IR Datasheet view-(F (IR | (o=t R GRTET (@ 25 (O] &2l Al @O FCARE
o Gof fofe w0 ol ST fFgh! wiienmi 2t A | 5@ 6.16-4 (oEI (Al TS 21 @
(@I AN (THIRGH (5T TabMonthlySalary-ag ACY F=~ifFe F<set (S5 AT @
5ifos | (ol S frtes ey (@I AR FAFERE 72 (@HIEIH0E Alfe FA0e AT |
TIZRErF, SR (T TS 200797 A F=F® (6! 512, TF MonthID Z& “6° | €2
Trar<l, 5@ 6.17 @7 1© MonthID fFT7eg S&ITA Criteria AT 356 37 @32 587 3 =6” |
Qe (oI A Run TG 56 9 | 02 (O (SFeToIg 0o %< 2007 €3 7% (SalMonth)
THAfFS (TH @G0 (4TS NI |
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FITo fefer Raafaamaad sm=fs

RS TleT TR &) (ola (FIRfT 936 1o Frea @ e Es sz
TRIGT A ST ASITS 201 | TSR S| FIHF AT ISP Ceqq 2007 &7
FFCECE ASITS 2N | @3&+1 EmpName Feea S5 sort 7N AT 355 9 | 92w @Fat

Criteria

Data /

yiD - = EmpName = | Basic *»/ DA ~+| HRA ~| TA - Grosssalary v DedForPF v NetSalan ~
| Nov. 2007 Ram Kishore 25000 6500 7500 7000 46000 S000 4
2 Nov. 2007 Kishan Sharma 22000 5720 4400 5000 37120 3000
3 Nov. 2007 Rupali Varma 20000 5200 3000 3500 31700 2000 29
4 Nov. 2007 Surjeet Singh 16000 4160 2400 3500 26060 2000 2
5 Dec. 2007 Ram Kishore 25000 6500 7500 7000 46000 7000 39
6 Dec. 2007 Kishan Sharma 22000 5720 4400 5000 37120 3000 34|=
7 Dec. 2007 Harish Bajaj 5500 1430 1650 1000 9580 1000 8
8 Dec. 2007 Indira Jain 17000 4420 2550 3500 27470 2000 25
9 Jan. 2008 Ram Kishore 25000 7500 7500 7000 47000 6000 41
10 Jan. 2008 Kishan Sharma 22000 6600 4400 5000 38000 2000 36
11 Jan. 2008 Susan Jacob 17000 5100 5100 2500 29700 2500 27U
12 Feb. 2008 Ram Kishore 25000 7500 7500 7000 47000 5000 42
13 Feb. 2008 Rupali Varma 20000 6000 3000 3500 32500 4000 28
14 Feb. 2008 Surjeet Singh 16000 4800 2400 3500 26700 3000 23
15 Feb. 2008 Susan Jacob 17000 5100 5100 2500 29700 1000 28
16 Feb. 2008 Dharam Singh 11000 3300 2200 1000 17500 1500 16
17 Mar. 2008 Kishan Sharma 22000 6600 4400 5000 38000 3000 35
18 Mar. 2008 Rupali Varma 20000 6000 3000 3500 32500 2500 30
19 Mar. 2008 Susan Jacob 17000 5100 5100 2500 29700 3000 26
20 Apr. 2008 Ram Kishore 25000 9250 7500 7000 48750 5000 43
21 Apr. 2008 Kishan Sharma 22000 8140 4400 5000 39540 3000 36
22 Apr. 2008 Surjeet Singh 16000 5920 2400 3500 27820 3500 24
fo@6.16 : AR (THIRG &8
Field: |SalanyID MonthiD SalMonth EmpName :Basit DA: [Basiq *[TabDARat HRA: [Basic)*[T4
Table: |TabMonthiySalary  TabMonthlySalary  TabDARates TabEmpDetails | TabMonthiySalary
Sort: Je*== s Bl _
Show: sean ] ' Ascending =]
Criteria: 1% % Seagnding-~
or p
Same”
Setting of
Sorting of :

1 SAccesshpplications

m 2 Microsaft Office, v

[€] Microsaft PowerPal,..

54 6.17 : 9F15 (FICAETS NNres G2 (TbT ARI2 7<G Fa1
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31 9267 It @S pulldown @I &% F9 @R Ascending (5@ 6.17-9 (72) & o
3| (ARG Run 39 @3 o7F 39 @ SHRWE ANCR @G I Feg e
TR

6.6 SRTIIEH SHITHTH TOTR PO/ 9107

(Creation of Forms in Microsoft Access) :

Q4 ST, SR BRI R G (THITATT 92 4916 71 @R (PICAfeeEn
AR FCH G2 TR 0 IR ARelofCeT WTafR | @2 SIS, T4 A (el (e
Y (GRITeT O A 2ARFTTA =94 (724 | IBCFPTG ST 2 o7 SSIC1d & 7o
A1/ A TR SRR | 2= Ao, 3 S 2reey Affbe 2rify, ©f 26 AaReeE
Rt TRe fF59 03 O Treite W wpl @R T T F At oy g 1 A
RIS T | SN S @ AfACe AAfqads Face A q ceeta ¢wFae w1 |
Quick Access FaRITH SRS save @S 357 303 9fil (GRETR A9t et T0e
AR |

/9 6.12

Access 2007 @35 e T Cof 17 Rl @i F LTS @A (oIt GIFAE
@36 FFC AIHCR T O AT FAICS AR | SHEFA G [Tog w5 Cofs T
ToP18 IR IR AT, A 9F B T (UG (il 3% BT (oI o
FFCE 2 ATICR T ST ST G0 o (7T | 92 1000 Ui [T @A 7Y fewael
! AR O ¢ FETTO (FIeT I @THGT G52 R ST ST (FIeT 20T A |

w2y Sl far el B (st Aarem, #Affade @3 YR Pl Sely) S
ARG A @0 Forms THRCH HIIAIR I T IR G0 (T4frad Sl
S 2T SIS (7 3R 2 O ARG STEES (CHITIT 5T T | (UH! G AR
Ty G2 2R(TSh SIRe IR A%, e afb (CHIe [Tenzaicas skt =iRe [Fgh! Fie
FACS A |

SR (-1 SIfAH907 &, be1 SISl TabMonthlySalary GReb ey aafe
7RG T (ol F— @it @i ¢ GRET [ e [el FIF 7l AR 92 4 &7 |
ParRollApplication @& (ST« (#27@ TabMonthlySalary-(® 417 & 39| @2©@
ICIG&Y WWWW,WE{CMWW create (503 f$% F9 €3 ©IFF Form ¢ 55
9| TabMonthlySalary-3 T {68, T2reilba Fiaal Sigta anffe 20l GRTe 22w
FFEH (A @R @b 5@ 6.18-9 (R 2R | FIF A 9 First Record’, ‘Previous
Record,” Next Record’, ‘Last Record’ @3g ‘New Record’ Tepifn RS9 T STaia
T (TS AN | (ST R [T (SR (KT @HCEH FRANE (TS 2N (@ 24
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Feo fofes fearfaamwaet dwfe

T T 1) | T FOCe FIH (@HGT M A7 (TG ST Ty I “Nexct
Recond’ ¢ 5% 39| (ORRI S (@O FIEIe! Jaite wiite 35 Fa0e 7| 7f
(SIN&! ‘New Record’ (@O 5% 3| ©F o1% FAE @, GF0 Mo @G 2M*S 2002
@4 “SalarylD’ (New) (IR Q3R S1«) 73758 Rewoj (el F10 (TR | (TR “SalaryID’ &
@2 (GRTETE “AutoNumber’ (U5 51291 372 @ Primary Key (< F909 917 |

ails : Table
hiySalary
ails

inthly Salary

; A |

tions : Table
hiySalary
nthly Salary

15 : Table

hiySalary

inthly Salary

i: Table
hiySalary

inthly Salary

»

y
Salary : Table

hiySalary
eMonthlySalary
nthly Salary

«||=E

a

v

v

i SalarylD: i1

MonthiD: iﬁ

EmpiD: (1

Basic: :zjooo

DedForPF: iSOOU

Records
Navigation Bar

-y
- -

- -
Re:cm{il ‘1of24 » M} L\"q':\l.'-u Filter [Seardu
- -

-
S rnanum=" -

57 6.18 : T 997

ST T A (TH! AR S G2 S SRl gt #ifiass Face i |
ﬂim, 55 22T Design view -(8 T [$816 Home>Design view-(® 555 3 sifzes
3 1 Design view-(9 (@ (@I Text ACH {355 39 | AN-Tiw S 52 2w+l 1t 2e7 #1F@ 7T
ARORDCS ACHT 22126 T4 ANGH T AT 1S | TMSER I @O Bl wie 3R
i 4T @TY Text ATI AR HTWAL HHICH 2 FACS ACAGCE A1 WG F=18 | (ol
T FACI (3 T Text I SR FTACIE 2T (AR | Shift F 5T~ &St a0 g
5% 03 T Text WAl F1ee1s A 5w 37 1 517l Skore @3 (+ forzs sy oz
Toifrers 91 2en 9@ @4 (@ (@19 @I ACH TMEH 2B 718 | MEER AN @ren
B9 Wie @R @b 40 @Y Text IAMYCANT NS ([FER SR RIFGT FACO TAMCE
ST A8 |



RIFFIER T (I IRii=ie 2=

SR Sife (@, TabMonthlySalary-& MothlyID 7t @& Foreigh Key | SIS
O (PIERATS wLE T AT & (@F QueryMonthlySalary), @2 refbre @<wmig
(% S9[TTl *FCI A BTG TabDARates-4 e 20z | =11 ez foSre Aieta
SR 000 G2 *$f6 HifHT Mt #iifF | MonthID Text W F5F 303 FieeTs 71 @2
I S TNEH 2O @R, T @orIfb f35F F9 93 Change To>Combo Box-(3 T3
3! foioe =1 Al @ 6.19-9 (I 2R (ORI 7% 03 (@ MonthID Text A6 @b
T AT ~Af7E® 20 (oltg, TR (I AT @I FFIA @™ (Pull down button) ICZ |
MonthID ¥ I P13 1 SR, Tools YT S Property Sheet @ef 5
9 | 93 e MonthID FCHI AICHT Property sheet o1 AT A @ 6.2008 (G 2= |
Property sheet-49 Data (503 (Il 2SN (SN QIR SCal (el APCS 2010 (GREAYCER
T3l Oifeiel (74T & ‘Row Source’ @FITHR &I Combo @ F 39 @]
TabDARates PIte18 39| &% 39 (@, 9l Row Source’ (ARITHR &I S¢x1 [t (rdte
A, @1 I Row Source Type @G Table/Query i w5 At | [f*oe w21 @
Bound column IMHTHR A4 “1° AR, Tl AL FANGEE @RIT, @I ‘TabDARates” 4
“MonthID’ | GITa 0T MonthID fRFees (31357 7[R (6 S0 “Form view -3 7+l #Iféw
37| oYl o 393 @, T @39 MonthID e SR @3 F091 A/ @LIT @R @3
g3 Siffie @eTig G2 MonthID 9J7a @wf*( 203 a1 3f$T@ TabDARates-« Afége
(R | (OISR JATS 2 @ TabMonthlySalary-3 EmplD RF798 @32 A1 I539=1 ¥4l
ATS @R GF N9 TabEmpDetails-9 @we EmplD RFeea ST sy ST A |

- > E Text Box
¥ 2} TapOrder.. A tapel
sid kot |eB usteox
R—_— G Copy LH compoBox
B Paste [F Check Bog
v Lﬁ Paste Formatting f. Toggle Button
s Align » | ® Option Button
2 Size b [ Image
Position » | @ Command Button
 J [ ,
e XK Delete
(G Anchoring »
Table & FinBack Color »
¥ A Fopt/Fore Color ’
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Salary
3
1: Table

ary

«

|§m

Property Sheet +]

D[.....,.,.,,....: ....... T & i ow Bowow wiBi

Selection type: Combo Box

j[ # Form Header |.Monm ¥

[Format] D% | Event | Other | AN |

.C-ogt:p!}mus ...... Bgrg_h'l-D‘
Row Source o

2l Row Source Type Table/Query 5 P
Bound Column s I, i

: 1]' A "

L Allow Value List Edits Yes

e =)l List ems Edit Form

2l Inherit Value List Yes
Show Only Row Source Valui No
Input Mask

Defauit Value

Validation Rule

Validation Text

Enabled Yes

PRI T e Locked No
# Form Footer Auto Expand Yes
Smart Tags

Reset the
Properties of
Combo Box

o 6.20 : T ICFT (I TN T

«f5TF TR JREARFIF AT FACS SN FHO0S TGS SRS S ARG 41
@S AT 191 99f0® “Macro Builder’, ‘Query/Expression Builder’ €% ‘Code Builder’
G IR AP 2N | G 9o 9B B NSOl AR qwe (oIt S (el
TENN IE(IFS CFGYCETT AT A5 2T AT AT A Q9T N S T A= |
(ORI (- I6T SR Sl GRS el To)Te TogE iiafene el st
AE |

6.7 SRR SHICHCA [Tt 41 elferanm agle

(Creation of Report in Microsoft Access)

@Ne GRe A @IEHce Age o2 ez Jwel T4 I 49 9 (©hiHG fTSre
2T | BICBIF AN T R A @IS N 298 print FNSH 4927 701 @6 T @S
AT | G @I T [SB8 FAPR «eeitd Juet 331 AT | @3 afrans JueR Srmere
qRZe 7, e «ft JUCER T fRrwefie i FA19 (g SIRe TN S (7 @3]
et STHHGHT AEF [ @3z Tt wiwe fFmge qe el e oew S|
SO Report T 261 W<t SRres i & Q1 sMiT (OO (A0F O JUEE G A
(IS 2 S AP ADIT Y@ Sy w1l 1 ZRR |

GfR&, @Il A T CHE Aitet «itet 7T 919 @ Rge AA2fa ami FafeeE o
URFCAE FACS 217 | OCF G (0 (O (P43 (& Report wizard(G 43 Siqet GeT, e afb
TR o aAfSrave (o Toy fEizcs Gl SRies! AT O A2 o 3
S |




RARNETAER T (THICI A A

5503, ST G2 Svizeltd (F0@ ‘QueryMonthlySalary’ GReR afStawe tofs
FACO SR W2AE 27 | G2 ST (e (420 ‘QueryMonthlySalary’-(S 5% 34
O create (503 f$F F9 @R OIF7F Report 5T W& Report wizard-4 55 31
IS GH(B TR A YA TS QueryMonthlySalary GIafafs 2wy Fess at fodifoe
TR AR, B9 6.21 €I T Available Friends 05 231 (ATF 71561 FTaeME Selected
Fields 1% T3 arrow (ISl 1217 S RIMET 39 | Grouping Levels ferami [ege 3w
SRS! O T A ANSTT & next-d fFF T | @2 “SalMonth’ BaTg 39 @3%
Arrow TSI f§ 9 (T2 ‘SalMonth’-¢ TR& {3 39) f[ifeq M7 @@= (@oi got
R e 9% o 0 (6g 6.21-9 (12) | F911RZ At Sorting order fEresmt s 7% \?_@?f
TS I 2SR G text-« FF | QR (IR 2L text ACHT 217 pulldownarrow-CS
5% A0 AT @3 O drop down SiferR! (ATF SalaryID- (S a5 F40e i aics 2fst
(TH! 417 @FCTANE SalarylD-F WTF SRS A w1 B 6.2209 3ffe 2wz
AT TeNICT Al KA TR ARG (LT &) next-9 355 39| {60 (=TeIeH
‘Stepped’ (& IfFT6 T W O0F &SR SRETHHNE 17 S ‘Landscape’
Tt AfSTamcag FFel FeN9E a6 Page view-o 2l T (@ 6.22-c9 2) |
RCoItha/ 2ot 3512e F-on 119 &) BIRiters! A6 (1T next-4 6 3 | (oAl @
(I FBIBET 5 FACO AT G 2T 2 I (UK &) SIS (@' e« | wiwe
@35 Next- & TONIIETE Report Object @ FIN 77 TIF&e! ACH 07 1 | efStama
TIOIT FITF SIGTE print preview T WS 28T & ReportMonthlySalarybiget 5
@3} Finish @ 6 341 ;

orm  Spht Muftiple Form Report

rt || Query Query
Form  ltem ﬁhlore Forms ~ Design

Repo
IS Report Wizard pesign | wizard Design

SR Mupie Form || Report Feport | Query Wt
Form  llems ) More Farms © Design 13, Report Wizard Design | Wizard Det
b

—{ Report Wizard

- Report Wizard

Which fields do you want on your repaort?
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