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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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ˆï˛y Ï̂°ñ Îy ï˛y Ï̂Ü˛ !§Âôyhs˝ @˝Ã• Ï̂î §y•yÎƒ Ü˛ Ï̂Ó˚– ~!ê˛ ≤Ã!ï˛ Ï̂Îy!àï˛yÙ)°Ü˛ !òÜ˛à%̂ Ï°y Ï̂Ü˛
ï˛#Ó  Ü˛ Ï̂Ó˚ ~ÓÇ ÓƒÓ§yÓ˚ °yË˛çlÜ˛ï˛y Ï̂Ü˛G Ó!ô≈ï˛ Ü˛ Ï̂Ó˚ ̂ ï˛y Ï̂°– ~Ü˛!ê˛ Ü˛!¡õí z̨ê˛yÓ˚
˛õÂô!ï˛ å!ã˛e 1.1) ˆí˛ê˛y Óy í z̨̨ õy Ï̂_Ó˚ Ùyôƒ Ï̂ÙÓ˚ Ü˛yç Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ñ Îy •yí≈̨ GÎ˚ƒyÓ˚
myÓ˚y ≤Ã!Ü ̨ Î˚yçyï˛ •Î˚– ~•z ≤Ã!Ü ̨ Î˚yÜ˛Ó˚̂ ÏîÓ˚ !l Ï̂ò≈¢ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚y §Ê˛ê˛GÎ˚ƒy Ï̂Ó˚Ó˚
Ùyôƒ Ï̂Ù !ò Ï̂Î˚ Ìy Ï̂Ü˛– Ü˛!¡õí z̨ê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛Ó˚ (CAS)

!l¡¨!°!áï˛ í z̨̨ õyòyl§Ù)• Óï≈̨ Ùyl ı

Ü˛yÎ≈≤Ãîy!° ı ~!ê˛ ~Ü˛!ê˛ Ü˛yÎ≈ §¡õyò Ï̂lÓ˚ çlƒ !Ü˛S%È ˛õÎ≈yÎ˚Ü ̨ !ÙÜ˛ ˆÎÔ!=˛Ü˛

≤Ã!Ü ˛Î˚y–

ˆí˛ê˛y ı ~!ê˛ ˆÎ ˆÜ˛y Ï̂ly ÓƒÓ§y!Î˚Ü˛ ≤Ã Ï̂Î˚y Ï̂àÓ˚ ˆ«˛ Ï̂eÓ˚ çlƒ ≤ÃyÓ˚!Ω˛Ü˛
Ó› Óy âê˛ly Ï̂Ü˛ å•zl˛õ%ê˛ !• Ï̂§ Ï̂Óä ˆÓyV˛yÎ˚–

çl§yôyÓ˚î ı  ÓƒÓ•yÓ˚Ü˛yÓ˚#àî–

•yí≈˛GÎ˚ƒyÓ˚ ı Ü˛!¡õí z̨ê˛yÓ˚ñ xyl%£Ï!AàÜ˛ ÎsfyÇ¢ ~ÓÇ ï˛y Ï̂òÓ˚ ˆlê˛GÎ˚yÜ≈̨ –

§Ê˛ê˛GÎ˚ƒyÓ˚ ı !§ Ï̂fiê˛Ù §Ê˛ê˛GÎ˚ƒyÓ˚ ~ÓÇ ~!≤’ Ï̂Ü˛¢l §Ê˛ê‰̨ GÎ˚ƒyÓ˚–

~à%̂ Ï°y • Ï̂°y ̨õÑyã˛!ê˛ hflÏΩ˛ ÎyÓ˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚ Ü˛ Ï̂Ó˚ Ü˛!¡õí z̨ê˛yÓ˚ !Ë˛!_Ü˛
!•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ òyÑ!í˛¸ˆÏÎ˚ Ó˚ˆÏÎ˚ˆÏSÈ– ~•z xôƒyˆÏÎ˚ CAS ~Ó˚ ôyÓ˚îy G
í z̨̨ õyòyl§Ù)•§• ï˛yÓ˚ §%!Óôy G x§%!Óôyà%̂ Ï°y !l Ï̂Î˚ xy Ï̂°yã˛ly Ü˛Ó˚y • Ï̂Ó– ~Ó˚
˛õÓ˚Óï˛#≈̂ Ïï˛ CAS ~Ó˚ !Ó!Ë˛ß¨ §Ê˛ê˛GÎ˚ƒyÓ˚ ̨ õƒy Ï̂Ü˛çà%̂ Ï°y Ï̂Ü˛ !l Ï̂Î˚ xy Ï̂°yã˛ly Ü˛Ó˚y
• Ï̂Ó– ~SÈyí ¸̨yG ~•z xôƒy Ï̂Î˚ xyÙÓ˚y !•§y Ï̂ÓÓ˚ ̂ ◊!îÓÂôÜ˛Ó˚î ~ÓÇ CASÈüÈ~ ÓƒÓ•,ï˛
!Ó!Ë˛ß¨ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î (codification) ≤Ã!Ü ̨ Î˚yà%̂ Ï°y !l Ï̂Î˚G xy Ï̂°yã˛ly Ü˛Ó˚̂ ÏÓy–

§)ã˛ly (Introduction)

1

!¢ál í ẑ̨ Ïj¢ƒ§Ù)•
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!ã˛e 1.2 ÓƒÓ§y!Î˚Ü˛ xƒy!≤’ Ï̂Ü˛¢l §Ê‰̨ ê˛GÎ˚ƒy Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù ̂ í˛ê˛y ̂ Ì Ï̂Ü˛ ï˛ Ï̂ÌƒÓ˚ Ó)̨̊ õyhs˝Ó˚

!ã˛e 1.1 Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ í z̨̨ õyòyl§Ù)•

1.1 Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ (COMPUTERISED

ACCOUNTING SYSTEM)  ı

!•§yˆÏÓÓ˚ l!Ì G ≤Ã!ï˛ˆÏÓòl§Ù)• ≤Ã›ˆÏï˛Ó˚ çlƒñ Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛
Ó° Ï̂ï˛ •yí≈̨ GÎ˚ƒyÓ˚ G §Ê˛ê‰̨ GÎ˚ƒy Ï̂Ó˚Ó˚ ÓƒÓ•y Ï̂Ó˚Ó˚  Ùyôƒ Ï̂Ù !•§yÓ !lÜ˛y¢Ü˛Ó˚î ˆ°l Ï̂ò Ï̂lÓ˚ ˛≤Ã!Ü ̨ Î˚y Ï̂Ü˛ ˆÓyV˛yÎ˚–

CAS  •zl˛õ%ê˛ !•§y Ï̂Ó !Ó!Ë˛ß¨ !•§y Ï̂ÓÓ˚ ˆ°l Ï̂òlà%̂ Ï°y Ï̂Ü˛ @˝Ã•î Ü˛ Ï̂Ó˚ ~ÓÇ ~ Ï̂òÓ˚̂ ÏÜ˛ !•§y Ï̂ÓÓ˚ §Ê˛ê‰̨ GÎ˚ƒyÓ˚ myÓ˚y
≤Ã!Ü ̨ Î˚yçyï˛ Ü˛ Ï̂Ó˚ !l¡¨!°!áï˛ ≤Ã!ï˛ Ï̂Óòl§Ù)• ≤Ã›ï Ü˛Ó˚yÓ˚ çlƒ ı

• ̃ òl!®l Ó•z ‡ çy Ï̂Óòy§Ù)•

• á!ï˛Î˚yl

• ̂ Ó˚GÎ˚y!Ù°

• xÓfiÌyl !ÓÓÓ˚î# åí z̨òÓï≈̨  ̨õeä

• °yË˛ÈüÈ«˛!ï˛Ó˚ !ÓÓÓ˚î# å°yË˛ÈüÈ«˛!ï˛Ó˚ !•§yÓä

!•§yÓ !lÜ˛y¢Ü˛Ó˚î ˆ°lˆÏòˆÏlÓ˚ Ù)° ≤ÃÓy• (Basic Flow of Accounting

Transaction)

Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ í˛z˛õyòyl§Ù)•

§Ê˛ê‰̨ GÎ˚ƒyÓ˚

!§ Ï̂fiê˛Ù §Ê˛ê‰̨ GÎ˚ƒyÓ˚ ~!≤’ Ï̂Ü˛¢yl §Ê˛ê‰̨ GÎ˚ƒyÓ˚

•yí≈˛GÎ˚ƒyÓ˚

!•§yÓ!lÜ˛y¢Ü˛Ó˚î
ˆ°l Ï̂òl

!•§yÓ!lÜ˛y¢Ü˛Ó˚î
~!≤’ Ï̂Ü˛¢l §Êê‰̨ GÎ˚ƒyÓ˚

ï˛Ìƒ ≤Ãò!¢≈ï˛ Óy
Ù%!oï˛

•zl˛õ%ê˛
ˆ°l Ï̂òl§Ù)•

ˆí˛ê˛y

  ≤Ã Ï̂Ó¢

 ̂ Ü˛y Ï̂Î˚!Ó˚Ó˚
≤Ã!Ü ̨ Î̊yÜ˛Ó̊î
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§¡õ Ï̂òÓ˚ xyàÙl ~ÓÇ Ó!•à≈Ùl !°!˛õÓÂô Ü˛Ó˚y•z •° ̂ °l Ï̂òl–

,̨ !ã˛e 1.3

ˆí˛ê˛y ~ÓÇ ï˛Ìƒ (Data and Information) :

!•§yÓ §¡∫rô#Î˚ ˆ°l Ï̂ò Ï̂lÓ˚ !Ó!Ë˛ß¨ í z̨̨ õyòylà%̂ Ï°y å˛õò§Ù)•ä •° Ù)°ï˛ ˆí˛ê˛y ˛õò§Ù)•ñ ˆÎà%̂ Ï°y ~Ü˛!ê˛ !•§yÓ
§¡∫rô#Î˚ §Ê˛ê‰̨ GÎ˚ƒy Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù ≤Ã!Ü ̨ Î˚yÜ˛Ó˚̂ ÏîÓ˚ myÓ˚y !Ó!Ë˛ß¨ !•§yÓ §ÇÜ ̨ yhs˝ ≤Ã!ï˛ Ï̂Óòl ˆÎÙl çy Ï̂Óòyñ á!ï˛Î˚yl
•zï˛ƒy!ò Ó)̊̂ Į̈ õ ≤ÃÜ˛y¢ Ü˛ Ï̂Ó˚–

ï˛Ìƒ ˛õÂô!ï˛ Ï̂ï˛ ~Ü˛!ê˛ ˆí˛ê˛y ˛õò Óy ˆí˛ê˛y í z̨̨ õyòyl •° «%̨ oï˛Ù ≤Ãã˛!°ï˛ ˆí˛ê˛yÓ˚ ~Ü˛Ü˛– !•§yÓ!lÜ˛y Ï̂¢ñ ~Ü˛!ê˛
ˆ°l Ï̂òl ã˛yÓ˚!ê˛ ̂ í˛ê˛y í z̨̨ õyòyl !l Ï̂Î˚ à!ë˛ï˛ñ ̂ ÎÙlÈüÈ!•§y Ï̂ÓÓ˚ lyÙñ !•§yÓ !lÜ˛y Ï̂¢Ó˚ §Ç Ï̂Ü˛ï˛ñ ̂ °l Ï̂ò Ï̂lÓ˚ ï˛y!Ó˚á ~ÓÇ
ê˛yÜ˛yÓ˚ ̨õ!Ó˚Ùyî–

xyÙÓ˚y ˛õÎ≈̂ ÏÓ«˛î Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ å!ã˛e 1.3ä !Ü˛Ë˛y Ï̂Ó ˆí˛ê˛y åÜ˛y Ï̂çÓ˚ !òl§Çáƒy ~ÓÇ ˜ò!lÜ˛ •yÓ˚ä Ó)̨̊ õyhs˝!Ó˚ï˛
• Ï̂FSÈ å˛õÓ˚flõÓ˚ à%î • Ï̂Î˚ä ï˛ Ï̂Ìƒ å≤Ã Ï̂òÎ˚ ê˛yÜ˛yÓ˚ ˛õ!Ó˚Ùyîä– ï˛Ìƒ!ê˛ñ ~Ü˛!ê˛ ôy Į̈̂ õ ˆí˛ê˛y !• Ï̂§ Ï̂Ó ˆòáy ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚
~ÓÇ Îál ~!ê˛ Ï̂Ü˛ !§Âôyhs˝ ≤Ã Ï̂îï˛y Ï̂òÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛yÓ˚ Ü˛Ìy Ù Ï̂l ˆÓ˚̂ Ïá ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î Ü˛Ó˚y •Î˚ ï˛ál ï˛y x˛õÓ˚
ôy Į̈̂ õ ï˛ Ï̂Ìƒ Ó)̨̊ õyhs˝!Ó˚ï˛ •Î˚–

1.2 CAS ~Ó˚ í z̨̨ õyòyl§Ù)• (Components of CAS) :

•yˆÏï˛ Ü˛°ˆÏÙ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ ˆÜ˛yl ≤Ã!ï˛¤˛yˆÏlÓ˚ xy!Ì≈Ü˛
ˆ°l Ï̂ò Ï̂lÓ˚ l!Ì §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚yáyÓ˚ ~Ü˛!ê˛ ≤ÃÌyàï˛Ë˛y Ï̂Ó á%Ó•z çl!≤ÃÎ˚
˛õÂô!ï˛– !•§yÓ !lÜ˛y¢Ü˛Ó˚î ≤Ã!Ü ̨ Î˚yÓ˚ ã)̨ í ¸̨yhs˝ Ê˛° •° xy!Ì≈Ü˛ !ÓÓÓ˚î#ñ
Îy ≤Ã›ï˛ Ü˛Ó˚y •Î˚ Generally Accepted Accounting Principles

(GAAP) Óy §Ó≈ç!llË˛y Ï̂Ó à,•#ï˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î l#!ï˛ xl%§y Ï̂Ó˚–
!•§yÓ !lÜ˛y¢Ü˛Ó˚î ã˛Ü ˛ Ó°ˆÏï˛ ~Ó˚)˛õ ≤Ã!Ü ˛Î˚yˆÏÜ˛ ˆÓyV˛yÎ˚ ÎyÓ˚ §yˆÏÌ
§ly=˛Ü˛Ó˚îñ ̨õ!Ó˚Ùy˛õÜ˛Ó˚î ~ÓÇ ï˛ Ï̂ÌƒÓ˚ xyòyl ≤Ãòyl ç!í ¸̨ï˛– ~•z ã˛ Ï̂Ü ̨ Ó˚
ˆÙÔ!°Ü˛ ˛õÎ≈yÎ˚à%̂ Ï°y !l¡¨Ó)̨̊ õ ı
• ÓƒÓ§y!Î˚Ü˛ ˆ°l Ï̂òlà%̂ Ï°y Ï̂Ü˛ !Ó Ï̂Ÿ’£Ïî Ü˛Ó˚y •Î˚–
• ˆ°l Ï̂òlà%̂ Ï°y Ï̂Ü˛ çy Ï̂ÓòyÎ˚ !°!˛õÓÂô Ü˛Ó˚y •Î˚–
• çy Ï̂ÓòyÓ˚ òy!á°yà%̂ Ï°y Ï̂Ü˛ á!ï˛Î˚yl !•§y Ï̂Ó !°!˛õÓÂô Ü˛Ó˚y •Î˚–
• !•§y Ï̂ÓÓ˚ ̂ çÓ˚à%̂ Ï°y Ï̂Ü˛ !l Ï̂Î˚ ~Ü˛!ê˛ ̂ Ó˚GÎ˚y!Ù° ≤Ã›ï˛ Ü˛Ó˚y •Î˚–
• !•§yÓà%̂ Ï°y Ï̂Ü˛ ̨õ%lÓ˚yÎ˚ ̂ òáy •Î˚ ~ÓÇ ≤Ã Ï̂Î˚yçl#Î˚ !Ù°Ü˛Ó˚î Ü˛Ó˚y

•Î˚–

• !Ù°Ü,̨ ï˛ ˆÓ˚GÎ˚y!Ù° ≤Ã› Ï̂ï˛Ó˚ çlƒ !Ù°Ü˛Ó˚îà%̂ Ï°y á!ï˛Î˚y Ï̂l !°!˛õÓÂô
Ü˛Ó˚y •Î˚–

• !Ù°Ü,̨ ï˛ ˆÓ˚GÎ˚y!Ù° í z̨òÓï≈̨  ˛õe ~ÓÇ °yË˛ G «˛!ï˛Ó˚ !•§yÓ ≤Ã› Ï̂ï˛Ó˚
çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–

• xy!Ì≈Ü˛ !ÓÓÓ˚î#à%̂ Ï°y ã)̨ í ¸̨yhs˝ !Ù°Ü,̨ ï˛ á!ï˛Î˚yl ~ÓÇ !•§yÓà%̂ Ï°yÓ˚ ̂ çÓ˚
!l Ï̂Î˚ ≤Ã›ï˛ Ü˛Ó˚y •Î˚–

í z̨̨ õ Ï̂Ó˚y=˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ã˛Ü ̨ !ê˛ Ü˛!¡õí z̨ê˛yÓ˚ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ≤Ã!Ü ̨ Î˚yçyï˛ Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨õy Ï̂Ó˚–

Ü˛y Ï̂çÓ̊ !òl§Çáƒy † ̃ ò!lÜ˛ •yÓ̊

     30 x Rs. 50

      = Rs. 150

≤Ã Ï̂ò¢ ê˛yÜ˛yÓ˚ ˛õ!Ó˚Ùyî

 ˆí˛ê˛y
ï˛Ìƒ
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1.3 CAS ~Ó˚ !Ó Ï̂¢£Ï Ï̃Ó!¢T˛ƒ§Ù)• (Salient Features of CAS) :

CAS §Ê˛ê ‰̨GÎ˚ƒy Ï̂Ó˚Ó˚ çlƒ ≤Ã Ï̂Î˚yçl#Î˚ !Ó Ï̂¢£Ï Ï̃Ó!¢T˛ƒ§Ù)• !l¡¨Ó)̨̊ õ ı

1.3.1  §•ç ~ÓÇ §Ù!ß∫ï˛ (Simple and Integrated) :

CAS ˆÜ˛ lÜ˛¢yÜ,̨ ï˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ §Ü˛° ôÓ˚̂ ÏlÓ˚ ÓƒÓ§y!Î˚Ü˛ !Ü ̨ Î˚yÜ˛°y˛õ Ï̂Ü˛ fl∫Î˚Ç!Ü ̨ Î˚ ˛õÂô!ï˛ Ï̂ï˛ G §¡õ)î≈Ë˛y Ï̂Ó
§Ù!ß∫ï˛ Ü˛Ó˚yÓ˚ çlƒ– ˆÎÙlñ !ÓÜ ̨ Î˚ñ xy!Ì≈Ü˛ §ÇfiÌylñ Ü ̨ Î˚ñ Ùç%ï˛Ü˛Ó˚î ~ÓÇ í z̨Í˛õyòl– CASˆÜ˛ í z̨ß¨ï˛ï˛Ó˚ Ü˛Ó˚y
• Ï̂Î˚̂ ÏSÈ á%Ó o%ï˛ï˛yÓ˚ § Ï̂Aà §!ë˛Ü˛ G §ÙÎ˚ í z̨̨ õ Ï̂Îyà# ÓƒÓ§y!Î˚Ü˛ ï˛Ìƒ ≤Ãòyl Ü˛Ó˚yÓ˚ çlƒ– Ü˛yÎ≈Ü˛!Ó˚ Óƒ Ï̂Î˚ G
§• Ï̂ç ˆÜ˛yl ≤Ã!ï˛¤˛y Ï̂lÓ˚ §Ü˛° ÓƒÓ§y!Î˚Ü˛ ≤Ã!Ü ̨ Î˚yà%̂ Ï°y Ï̂Ü˛ §•çï˛Ó˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ CASˆÜ˛ §%§Ç•ï˛ G
MIS (Management Information System) ˆÜ˛ í˛zß¨ï˛ Ü˛ˆÏÓ˚ñ Ó•%Ë˛y£Ï# ~ÓÇ ˆí˛ê˛y §Çàë˛l «˛Ùï˛yÓ˚
ÙyôƒˆÏÙ–

1.3.2 fl∫FSÈï˛y ~ÓÇ !lÎ˚sfî (Transparency and Control) :

CAS ˛õ!Ó˚Ü˛“lyÓ˚ çlƒ ˛õÎ≈yÆ §ÙÎ˚ §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚ñ ˆí˛ê˛yÓ˚ ÓƒÓ•yÓ˚ Óy í z̨ÍÜ˛£Ï≈ï˛y G ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ §v!T˛
Óyí ¸̨yÎ˚– ̨Ü˛!¡õí z̨ê˛yÓ˚!Ë˛!_Ü˛ !•§yÓ !lÜ˛y Ï̂¢Ó˚ çlƒ ̂ Ü˛yl ≤Ã!ï˛¤˛yl ï˛yÓ˚ ̃ òl!®l ÓƒÓ§y!Î˚Ü˛ !Ü ̨ Î˚yÜ˛°y Į̈̂ õÓ˚ !Ó˛õ%°
fl∫FSÈï˛y ÓçyÎ˚ Ó˚y Ï̂á ~ÓÇ xï˛ƒyÓ¢ƒÜ˛#Î˚ ï˛ Ï̂ÌƒÓ˚ ÓƒÓ•yÓ˚G Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

1.3.3 §!ë˛Ü˛ï˛y ~ÓÇ o%ï˛ï˛y (Accuracy and Speed) :

CAS  ̂ °l Ï̂ò Ï̂lÓ˚ §!ë˛Ü˛ G o%ï˛ ̂ í˛ê˛y ~!rê ∆̨ Ü˛Ó˚yÓ˚ çlƒ ÓƒÓ•yÓ˚Ü˛yÓ˚# !lÓ%̨̊ õî Ï̂Îyàƒ ̂ ê˛Ù Ï̂≤’ê˛à%̂ Ï°y åˆí˛ê˛y ~!rê ∆̨ ̨õò≈y
˛Óy Ê˛Ù≈ä §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚– ï˛ySÈyí ¸̨yG ~!ê˛ Ü˛y!Cï˛ l!Ì˛õe G ≤Ã!ï˛ Ï̂Óòl Ï̂Ü˛ §yôyÓ˚îÓ)̨̊ õ !ò Ï̂ï˛ §y•yÎƒ Ü˛ Ï̂Ó˚–

1.3.4 Ü˛Ù≈̨ õ!Ó˚!ô (Scalability) :

CAS  ÓƒÓ§yÓ˚ xyÜ˛yÓ˚ ̨ õ!Ó˚Óï≈̨ Ï̂lÓ˚ §y Ï̂Ì §yÙO§ƒ Ó˚«˛yÓ˚ çlƒ ̂ í˛ê˛y ≤Ã!Ü ̨ Î˚yÜ˛Ó˚̂ ÏîÓ˚ ̨ õ!Ó˚Ùyî Ï̂Ü˛ ̨ õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚
~ÓÇ !l Ï̂ç Ï̂Ü˛ ̂ §•zÓ)̊̂ Į̈ õ §«˛Ù Ü˛ Ï̂Ó˚ ̂ ï˛y Ï̂°– ~•z §Ê˛ê‰̨ GÎ˚ƒyÓ˚ ̂ Î ̂ Ü˛yl xyÜ˛y Ï̂Ó˚Ó˚ ÓƒÓ§y ~ÓÇ ̂ Î ̂ Ü˛y Ï̂ly ≤ÃÜ˛y Ï̂Ó˚Ó˚
≤Ã!ï˛¤˛y Ï̂lÓ˚ ̂ «˛ Ï̂e ÓƒÓ•yÓ˚ Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨õy Ï̂Ó˚–

1.3.5  !lË≈̨ Ó˚̂ ÏÎyàƒï˛y (Reliability) :

CAS  !l!Ÿã˛ï˛ Ü˛ Ï̂Ó˚ ̂ Î §yôyÓ˚lË˛y Ï̂Ó ç!ê˛° xy!Ì≈Ü˛ ï˛Ìƒ §!ë˛Ü˛ñ !lÎ˚!sfï˛ ~ÓÇ §%Ó˚!«˛ï˛–

1.4 !•§y Ï̂ÓÓ˚ ̂ ◊!îÓÂôÜ˛Ó˚î (Grouping of Accounts) :

ˆ°l Ï̂ò Ï̂lÓ˚ §Çáƒy Ó,!ÂôÓ˚ Ê˛°fl∫Ó)̨̊ õ ÓƒÓ§yÓ˚ xyÜ˛yÓ˚ G  xyÎ˚ï˛l ̨õ!Ó˚Ó!ï≈̨ ï˛ •Î˚– ï˛y•z ̂ í˛ê˛yÓ˚ §!ë˛Ü˛ ̂ ◊!îÓÂôÜ˛Ó˚î
≤Ã Ï̂Î̊yçl#Î̊ • Ï̂Î̊ ̨õ Ï̂Ó̊– !Ó!Ë˛ß̈ !•§yÓ§Ù)̂ Ï•Ó̊ ≤ÃyÌ!ÙÜ˛ ̂ ◊!î!ÓË˛yà ~Ü˛!ê˛ ̂ °l Ï̂ò Ï̂l ≤ÃÜ˛y!¢ï˛ •Î̊ Îy !•§yÓ!lÜ˛y Ï̂¢Ó̊
§Ù#Ü˛Ó˚̂ ÏîÓ˚ Ùyôƒ Ï̂Ù í z̨̨ õfiÌy!˛õï˛ Ü˛Ó˚y •Î˚–

!•§yÓ!lÜ˛y Ï̂¢Ó˚ §Ù#Ü˛Ó˚î (Accounting Equation) :

xyô%!lÜ˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î !mï˛Ó˚Ê˛y òy!á°y ̨õÂô!ï˛Ó˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚¢#° Îy ̨§¡õ!_ ~ÓÇ •zÜ%̨ ƒ•z!ê˛à%̂ Ï°yÓ˚ åòyÎ˚ ~ÓÇ
Ù)°ôlä §Ùï˛y !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– ̂ ÎÙlû

A = E

 ̂ Îáy Ï̂l E = L+ C

~ál      A = L+C
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xyÎ˚ Ó° Ï̂ï˛ ̂ ÓyV˛yÎ˚ §¡õ Ï̂òÓ˚ xhs˝ı≤ÃÓy• Îy ÓƒÓ§y Ï̂Î˚Ó˚ fl∫yË˛y!ÓÜ˛ Ü˛yÎ≈Ü˛y Ï̂°Ó˚ Ê˛°fl∫Ó)̨̊ õ ̨õîƒ ~ÓÇ ̂ §Óy
!Ó!Ü ̨ Ó˚ Ê˛ Ï̂° §,!T˛ •Î˚ ~ÓÇ Ù)°ô Ï̂lÓ˚ Ó,!Âô âê˛yÎ˚– áÓ˚ã˛ Ó° Ï̂ï˛ ̂ ÓyV˛yÎ˚ xyÎ˚ §,!T˛Ó˚ çlƒ §¡õ Ï̂òÓ˚ ÓƒÓ•yÓ˚–

 ˆÎáy Ï̂l  A = §¡õ!_

E =  •zÜ%̨ ƒ•z!ê˛

C = Ù)°ôl

L =  òyÎ˚

~•zË˛y Ï̂Óñ §¡õ!_ ù òyÎ˚ � Ù)°ôl

~•z §Ù#Ü˛Ó˚̂ Ïî òyÎ˚ Ó° Ï̂ï˛ ˆÓyV˛yÎ˚ Ê˛y Ï̂Ù≈Ó˚ í z̨̨ õÓ˚ ˛õyGlyòyÓ˚̂ ÏòÓ˚ òy!Ó ~ÓÇ Ù)°ôl Ó° Ï̂ï˛ ˆÓyV˛yÎ˚ Ùy!° Ï̂Ü˛Ó˚
òy!Ó– Ùy!° Ï̂Ü˛Ó˚ òy!Ó §Ó§ÙÎ˚•z ˛õ!Ó˚Ó!ï≈̨ ï˛ •GÎ˚yÓ˚ Ü˛yÓ˚î •° Ê˛y Ï̂Ù≈Ó˚ §Ê˛°ï˛y å°yË˛ä Óy ÓƒÌ≈ï˛y å«˛!ï˛ä– ~!ê˛
xyÎ˚ !ÓÓÓ˚î#Ó˚ myÓ˚y ≤Ã!ï˛Ê˛!°ï˛  •Î˚ñ Îy ~Ü˛!ê˛ ≤Ãò_ !•§yÓ!lÜ˛y¢Ü˛y Ï̂° ÓƒÓ§yÓ˚ xyÎ˚ ~ÓÇ Óƒ Ï̂Î˚Ó˚ §yÓ˚§Ç Ï̂«˛˛õ
≤Ãòyl Ü˛ Ï̂Ó˚ – ~Ó˚ ˆÌ Ï̂Ü˛ ≤Ãï˛#Î˚Ùyl •Î˚ ˆÎñ í z̨̨ õ!Ó˚í z̨=˛ §Ù#Ü˛Ó˚î!ê˛ Ï̂Ü˛ ˛õ%lÓ˚yÎ˚ xlƒË˛y Ï̂Ó ˆ°áy ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ ı

§¡õ!_ ù òyÎ˚ � Ù)°ôl � åxyÎ˚ ÈüÈ ÓƒÎ˚ä

í z̨̨ õ!Ó˚í z̨=˛ §Ù#Ü˛Ó˚̂ ÏîÓ˚ ≤Ã Ï̂ï˛ƒÜ˛!ê˛  í z̨̨ õyòyl Ï̂Ü˛ !l Ï̂¡¨y=˛Ë˛y Ï̂Ó !•§y Ï̂ÓÓ˚ ˆ◊!î Ï̂ï˛ !ÓË˛=˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ı

• •zÜ%̨ ƒ•z!ê˛ ~ÓÇ òyÎ˚§Ù)• ıû

• ˆ¢Î˚yÓ˚̂ Ï•y”˛yÓ˚̂ ÏòÓ˚ ï˛•!Ó°§Ù)•

• ˆ¢Î˚yÓ˚ Ù)°ôl

• §!M˛!ï˛ ~ÓÇ í z̨òÓ,_

• ˆ¢Î˚yÓ˚ çy!Ùl ÓyÓò xÌ≈≤Ãy!Æ

• ˆ¢Î˚yÓ˚ xy Ï̂Óò Ï̂lÓ˚ xÌ≈ xyÓ^˝ê˛ Ï̂lÓ˚ §y Ï̂Ì §Ù!ß∫ï˛

• xÈüÈã˛°!ï˛ òyÎ˚§Ù)•

• ò#â≈Ü˛y!°l }î§Ù)•

• !Ó°!¡∫ï˛ Ü˛Ó˚ çyï˛#Î˚ òyÎ˚§Ù)• ål#ê˛ä

• xlƒylƒ ò#â≈Ü˛y°#l òyÎ˚§Ù)•

• ò#â≈Ü˛y°#l §ÇfiÌyl§Ù)•

• ã˛°!ï˛ òyÎ˚§Ù)•

• fl∫“Ü˛y°#l }î§Ù)•

• ÓƒÓ§y ≤Ã Ï̂òÎ˚

• xlƒylƒ ã˛°!ï˛ òyÎ˚§Ù)•

• fl∫“Ü˛y°#l §ÇfiÌyl
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••••• §¡õ!_§Ù)•
1. xã˛°!ï˛ §¡õ!_§Ù)• (Non-current Assets)

• fiÌyÎ̊# §¡õ!_§Ù)•
•  ò,¢ƒÙyl §¡õ!_§Ù)•
•  xò,¢ƒÙyl §¡õ!_§Ù)•
•  ã˛°Ùyl Ù)°ôl
•  í z̨ß¨Î˚̂ ÏlÓ˚ çlƒ xò,¢ƒÙyl §¡õ!_§Ù)•
•  !ÓÜ ̨ Ï̂Î˚Ó˚ çlƒ fiÌyÎ˚# §¡õ!_ x!ô@˝Ã•î
•  xÈüÈã˛°!ï˛ !Ó!l Ï̂Î˚yà§Ù)•
•  !Ó°!¡∫ï˛ Ü˛Ó˚ çyï˛#Î˚ §¡õ!_§Ù)• ål#ê˛ä
•  ò#â≈Ü˛y°#l }î ~ÓÇ x!@˝ÃÙ§Ù)•
•  xlƒylƒ xÈüÈã˛°!ï˛ §¡õ!_§Ù)•
2. ã˛°!ï˛ §¡õ!_§Ù)• (Current Assets)

•  ã˛°!ï˛ !Ó!l Ï̂Î˚yà§Ù)•
•  Ùç%ï˛
•  ÓƒÓ§y≤Ãy!Æ
•  làò ~ÓÇ làò §Ùï%̨ °ƒ
•  fl∫“Ü˛y°#l }î ~ÓÇ x!@˝ÃÙ
•  xlƒylƒ ã˛!°ï˛ §¡õ!_§Ù)•

• ˆÓ˚̂ ÏË˛!lG‡xyÎ˚§Ù)• (Revenue)

•  !ÓÜ ̨ Î˚
•  xlƒylƒ xyÎ˚

••••• ÓƒÎ˚ (Expenses)

•  ÓƒÓ•,ï˛ Ü Ñ̨yã˛yÙy°
•  ˆÓï˛l ~ÓÇ Ùç%!Ó˚
•  í z̨Í˛õyòl ÓƒÎ˚
•  xÓã˛Î˚
•  ≤Ã¢y§!lÜ˛ ÓƒÎ˚
•  §%ò
• !ÓÜ ̨ Î˚ ~ÓÇ Ó^˝ê˛l áÓ˚ã˛

!Ó!Ë˛ß¨ !ÓË˛yà ~ÓÇ ï˛yÓ˚ í˛z˛õyòylà%ˆÏ°yÓ˚ ÙˆÏôƒ ~Ü˛!ê˛ xl%Ü ˛!ÙÜ˛ (Hierarchical) §¡õÜ≈˛ Óï≈˛Ùyl– ~Ü˛!ê˛
!ÓË˛yà ~ÓÇ ï˛yÓ˚ í z̨̨ õ!ÓË˛yàà%̂ Ï°yÓ˚ Ù Ï̂ôƒ xl%Ü ̨ !ÙÜ˛ §¡õÜ≈̨  ÓçyÎ˚ Ó˚yáyÓ˚ çlƒ §!ë˛Ü˛ §yÇ Ï̂Ü˛ï˛#Ü˛Ó˚î ≤Ã Ï̂Î˚yçl
Îy ˆ◊!î!ÓË˛yàÜ˛Ó˚̂ ÏîÓ˚ ˛õ!Ó˚FSÈß¨ï˛y !l!Ÿã˛ï˛ Ü˛ Ï̂Ó˚–

1.4.1 !•§y Ï̂ÓÓ˚ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î (Codification of Accounts) :

Ü˛l§y•zç x: Ï̂Ê˛yí≈̨  x!Ë˛ôyl xl%ÎyÎ˚#ñ ÚˆÜ˛yí˛Û ¢∑!ê˛Ó˚ xÌ≈ Úx«˛Ó˚ ~ÓÇ ≤Ãï˛#Ü˛ §Ù!ß∫ï˛ñ ˆÙ!¢ Ï̂l ≤Ã!Ü ̨ Î˚yÜ,̨ ï˛
ï˛ Ï̂ÌƒÓ˚ çlƒ §Ç Ï̂«˛ Į̈̂ õ ≤ÃÜ˛y¢ Ï̂Îyàƒ Ó•%!Óô xÌ≈Î%=˛ ~Ü˛!ê˛ ̨õÂô!ï˛–Û §%ï˛Ó˚yÇ ̂ Ü˛yí˛ ~Ü˛!ê˛ §ly=˛Ü˛yÓ˚# !ã˛•´–
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§yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î ˛õÂô!ï˛ (Method of codification) :

!•§yÓ !¢ˆÏÓ˚ylyˆÏÙÓ˚ §yÇˆÏÜ˛!ï˛Ü˛Ó˚î ˛õÂô!ï˛ ~Ó˚)˛õ •ˆÏÓ ˆÎ ~!ê˛ !•§yˆÏÓÓ˚ ˆ◊!î!ÓË˛yàÜ˛Ó˚ˆÏîÓ˚ !Ó!Ë˛ß¨ hflÏÓ˚ˆÏÜ˛
˛õ!Ó˚ã˛y°ly Ü˛ Ï̂Ó˚ Îy xÓfiÌyl !ÓÓÓ˚î# åí z̨òÓï≈̨  ˛õeä ~ÓÇ °yË˛ÈüÈ«˛!ï˛Ó˚ !ÓÓÓ˚î# å°yË˛ÈüÈ«˛!ï˛ !•§yÓä ≤Ã›ï˛ Ü˛ Ï̂Ó˚–
í z̨òy•Ó˚îfl∫Ó)̨̊ õ xyÙÓ˚y ¢#£Ï≈ hflÏ̂ ÏÓ˚Ó˚ !•§yÓ ˆày¤˛#à%̂ Ï°yÓ˚ çlƒ ˆÜ˛yí˛ ÓÓ˚yj Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ å!•§yÓ ˆÜ˛y Ï̂í˛Ó˚ ≤ÃÌÙ
§Çáƒy!ê˛ àë˛l Ü˛ Ï̂Ó˚ä !l¡¨Ó)̊̂ Į̈ õ ı

1. •zÜ%̨ ƒ•z!ê˛ ~ÓÇ òyÎ˚

2. §¡õ!_

3. xyÎ˚

4. áÓ˚ã˛

•zÜ %̨ƒ•z!ê˛ ~ÓÇ òy Ï̂Î˚Ó˚ xô# Ï̂l ı               11. ˆ¢Î˚yÓ˚ ˆ•y”˛yÓ˚̂ ÏòÓ˚ ï˛•!Ó°

13. xã˛°!ï˛ òyÎ˚

14. ã˛°!ï˛ òyÎ˚

§¡õ!_Ó˚ xô# Ï̂l ı 21. xã˛°!ï˛ §¡õ!_

23. ã˛°!ï˛ §¡õ!_

ê˛#Ü˛y : lÙl#Î˚ï˛y ≤Ãòy Ï̂lÓ˚ çlƒ ˆÜ˛y Ï̂í˛ ò%•z §ÇáƒyÓ˚ ˛õyÌ≈Ü˛ƒ Ó˚yáy •Î˚ åˆÎÙl 1 ~Ó˚ ˛õ Ï̂Ó˚ 3, 2~Ó˚ ˛õ!Ó˚Ó Ï̂ï≈̨ ä–

í z̨̨ õ!Ó˚í z̨=˛ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î ˛õ!Ó˚Ü˛“ly!ê˛ !•§y Ï̂ÓÓ˚ ˆ◊!î!ÓË˛yà Ü˛Ó˚yÓ˚ çlƒ xl%Ü ̨ !ÙÜ˛ ÓƒÓfiÌy ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚–  ~Ó˚
≤Ãôyl §%!Óôy •° ~•z ˆÎñ Î!ò !•§y Ï̂ÓÓ˚ §Ç Ï̂Ü˛ï˛à%̂ Ï°y |Âô≈Ü ̨ Ù xl%ÎyÎ˚# ï˛y!°Ü˛yË%̨ =˛ Ü˛Ó˚y •Î˚ ï˛ Ï̂Ó ˆ§à%̂ Ï°y
fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó xyÜ˛y!A«˛ï˛ xl%Ü ̨ Ù xl%ÎyÎ˚# ï˛y!°Ü˛yË%̨ =˛ • Ï̂Î˚ Îy Ï̂Ó–

1.4.1.1 ôyÓ˚yÓy!•Ü˛ §Ç Ï̂Ü˛ï˛§Ù)• (Sequential Codes) :

ôyÓ˚yÓy!•Ü˛ §Ç Ï̂Ü˛ Ï̂ï˛ §Çáƒy ~ÓÇ‡Óy x«˛Ó˚à%̂ Ï°y Ï̂Ü˛ ̨õÓ˚̨ õÓ˚ xy Ï̂Ó˚y!˛õï˛ Ü˛Ó˚y •Î˚– ~•z §Ç Ï̂Ü˛ï˛à%̂ Ï°y Ï̂Ü˛ ≤ÃyÌ!ÙÜ˛Ë˛y Ï̂Ó
Ù)° lÌ#ˆÏï˛ ≤ÃˆÏÎ˚yà Ü˛Ó˚y •Î˚ ˆÎÙlÈüÈˆã˛Ü˛ñ ã˛y°yl •zï˛ƒy!ò– ~Ü˛!ê˛ ôyÓ˚yÓy!•Ü˛ §ÇˆÏÜ˛ï˛ lÌ#˛õe xl%§rôylˆÏÜ˛
§•çï˛Ó˚ Ü˛ˆÏÓ˚– ~•z ˛õÂô!ï˛ !l!ò≈T˛ lÌ#Ó˚ §yˆÏÌ §¡õÜ≈˛Î%=˛ xl%˛õ!fiÌï˛ §ÇˆÏÜ˛ï˛§Ù)•ˆÏÜ˛ ål¡∫Ó˚§Ù)•ä §ly=˛
Ü˛Ó˚̂ Ïï˛ §«˛Ù xÌÓy §Ç Ï̂Ü˛ Ï̂ï˛Ó˚ !Ë˛!_ Ï̂ï˛ ˆÜ˛yl ≤Ãy§!AàÜ˛ lÌ# Ï̂Ü˛ ˆáÑy Ï̂ç ˆÓÓ˚ Ü˛Ó˚̂ Ïï˛ §ÙÌ≈ •Î˚–
í z̨òy•Ó̊îfl∫Ó̊)̨ õ ı

§Ç Ï̂Ü˛ï˛ !•§yÓ

CLOO1 GCERT LTD

CLOO2 XYZ LTD

CLOO3 ARIL CORPORATION OF INDIA

1.4.1.2 ÓœÜ˛ §Ç Ï̂Ü˛ï˛§Ù)• (Block Codes) :

~Ü˛!ê˛ ÓœÜ˛ §Ç Ï̂Ü˛ Ï̂ï˛ !Ü˛S%È §ÇáƒyÓ˚ §y!Ó˚̂ ÏÜ˛ ~Ü˛!ê˛ í z̨̨ õ§y!Ó˚Ó˚ Ü˛y!A«˛ï˛ §Çáƒy Ï̂ï˛ Ë˛yà Ü˛Ó˚y •Î˚ ~ÓÇ ≤Ã!ï˛!ê˛ í z̨̨ õ§y!Ó˚
~Ü˛!ê˛ !l!ò≈T˛ ̂ ày¤˛# Ï̂ï˛ Ó ˝̂ê˛l Ü˛Ó˚y •Î˚– x!ôÜ˛yÇ¢ ÓœÜ˛ §Ç Ï̂Ü˛ Ï̂ï˛Ó˚ ÓƒÓ•yÓ˚ ~Ü˛!ê˛ í z̨̨ õ§y!Ó˚Ó˚ §ÇáƒyÓ˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛–
ôyÓ˚yÓy!•Ü˛ §yÇ Ï̂Ü˛!ï˛Ü˛ ˛õ!Ó˚Ü˛“ly Ï̂Ü˛ xl%§Ó˚î Ü˛ Ï̂Ó˚ xÌ≈yÍ ~ Ï̂«˛ Ï̂e §Çáƒyà%̂ Ï°y ˛õÓ˚̨ õÓ˚ Ó,!Âô ˛õyÎ˚–
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í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ~Ü˛!ê˛ ÓƒÓ§y!Î˚Ü˛ Ê˛y Ï̂Ù≈Ó˚ çlƒ ÓƒÓ§y!Î˚Ü˛ §Ç Ï̂Ü˛ï˛ !l¡¨Ó)̨̊ õ • Ï̂ï˛ ˛õy Ï̂Ó˚ ı

§Ç Ï̂Ü˛ï˛§Ù)• ÓƒÓ§y!Î˚Ó˚ ôÓ˚l

100-199 ˆSÈyê˛ ˛õy¡õ§Ù)•

200-299 ÙyV˛y!Ó˚ ˛õy¡õ§Ù)•

300-399 ˛õy•z˛õ§Ù)•

400-499 ˆÙyê˛Ó˚§Ù)•

1.4.1.3 !l Ï̂Ùy!lÜ˛ §Ç Ï̂Ü˛ï˛§Ù)• (Mnemonic Codes) :

~Ü˛!ê˛ !lˆÏÙy!lÜ˛ §ÇˆÏÜ˛ï˛ à!ë˛ï˛ •Î˚ Óî≈Ùy°y Óy !ã˛ˆÏ•´Ó˚ §Ç!«˛ÆÓ)̨̊ õ !lˆÏÎ˚ Îy ˆÜ˛yˆÏly ï˛ˆÏÌƒÓ˚ «%˛o xÇ¢ˆÏÜ˛
§yÇˆÏÜ˛!ïÏ˛Ü˛Ó˚ˆÏî §y•yÎƒ Ü˛ˆÏÓ˚– “Sales Journals” ~Ó˚ SJ, “Head Quarter” ~Ó˚ HQ •° !lˆÏÙy!lÜ˛
§Ç Ï̂Ü˛ Ï̂ï˛Ó˚ í z̨òy•Ó˚î– Óî≈Ùy°y §Ç Ï̂Ü˛ Ï̂ï˛Ó˚ ÓƒÓ•y Ï̂Ó˚Ó˚ xy Ï̂Ó˚Ü˛!ê˛ §yôyÓ˚î í z̨òy•Ó˚î •° ˆÓ˚°G Ï̂Î˚̂ Ïï˛ñ ˆÓ˚°G Ï̂Î˚
ˆfiê˛¢l !ã˛!•´ï˛ Ü˛Ó˚̂ Ïï˛ ˆÎÙlû !ò!Õ‘Ó˚ çlƒ DLH, lÎ˚y !ò!Õ‘Ó˚ çlƒ NDLS, Ó Ï̂Ó˚yòyÓ˚ çlƒ BRC •zï˛ƒy!ò–

1.4.2 §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂Ùy ~ÓÇ §Ç Ï̂Ü˛ï˛ !ÓÜ˛y¢ Ü˛Ó˚yÓ˚ ˛õÂô!ï˛
(Methodology to Develop coding structure and coding) :

ã˛ Ï̂°y xyÙÓ˚y ô Ï̂Ó˚ !l•z ~Ü˛!ê˛ ê ∆̨yfiê˛ myÓ˚y ̨õ!Ó˚ã˛y!°ï˛ §yï˛!ê˛ !Óòƒy° Ï̂Î˚Ó˚ Ù Ï̂ôƒ ~Ü˛!ê˛Ó˚ !¢«˛yÌ#≈̂ ÏòÓ˚ çlƒ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î
Ü˛Ó˚̂ Ïï˛ • Ï̂Ó– ~Ó˚ ≤ÃÌÙ ˛õò Ï̂«˛˛õ •° ~Ü˛!ê˛ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂Ùy å≤ÃÜ˛“ä àë˛l Ü˛Ó˚yñ Îy ≤Ã!ï˛!ê˛ !¢«˛yÌ#≈Ó˚
çlƒ ̨õ,ÌÜ˛ §Ç Ï̂Ü˛ï˛ !ÓÜ˛y Ï̂¢ ÓƒÓ•,ï˛ •Î˚– !Óòƒy°Î˚ ̨õ!Ó˚ã˛y°l ̨õÂô!ï˛Ó˚ xl%Ü ̨ !ÙÜ˛ hflÏ̂ ÏÓ˚Ó˚ §ly=˛Ü˛Ó˚î åã)̨ í ¸̨yhs˝Ü˛Ó˚îä
~ÓÇ ~Ü˛çl !¢«˛yÌ#≈Ó˚ §yˆÏÌ §¡õ!Ü≈˛ï˛ !Ó!Ë˛ß¨ ˜Ó!¢T˛ƒà%ˆÏ°yÓ˚ çlƒ å!fiÌ!ï˛Ùy˛õÜ˛ä §yÇˆÏÜ˛!ï˛Ü˛ Ü˛yë˛yˆÏÙyÓ˚
!ÓÜ˛y Ï̂¢Ó˚ ≤Ã Ï̂Î˚yçl– ~•zÓ)̨̊ õ ˛õ!Ó˚!fiÌ!ï˛ Ï̂ï˛ ~Ü˛!ê˛ xl%Ü ̨ Ù !l¡¨Ó)̨̊ õ • Ï̂ï˛ ˛õy Ï̂Ó˚ı

ê ∆̨yfiê˛→→→→→  !Óòƒy°Î˚→→→→→  Ë˛!ï≈̨ Ó˚ ÓSÈÓ˚ →→→→→     !ÓË˛yà →→→→→ ˆ◊!î →→→→→  ¢yáy →→→→→ !¢«˛yÌ#≈

!ÓË˛yà!ê˛ !ÓK˛yl !ÓË˛yàñ Óy!îçƒ !ÓË˛yà Óy §yôyÓ˚î !ÓË˛yà • Ï̂ï˛ ̨ õy Ï̂Ó˚–  Ë˛!ï≈̨  •GÎ˚y !¢«˛yÌ#≈Ó˚ §Çáƒy Î!ò ̂ ◊!îÓ˚
ôyÓ˚î «˛Ùï˛y ˆÌˆÏÜ˛ ˆÓ!¢ •ˆÏÎ˚ ÎyÎ˚ ï˛ˆÏÓ G•z ˆ◊!î!ê˛ ~ˆÏÜ˛Ó˚ x!ôÜ˛ ¢yáyÎ˚ !Ó!Ë˛=˛ •ˆÏï˛ ˛õyˆÏÓ˚– xyÙÓ˚y
§yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂Ùy !lô≈yÓ˚î Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ !l¡¨!°!áï˛ !Ó£ÏÎ˚à%̂ Ï°y !Ó Ï̂Óã˛lyÓ˚ ˛õÓ˚–
• ˆÎ Ï̂•ï%̨  ~áy Ï̂l ¢%ô%Ùye ~Ü˛!ê˛ ê ∆̨yfiê˛ Óï≈̨ Ùyl ï˛y•z ê ∆̨y Ï̂fiê˛Ó˚ çlƒ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂ÙyÓ˚ ˆÜ˛yl §ÇfiÌyl

≤Ã Ï̂Î˚yçl ˆl•z– ~Ü˛!ê˛ ≤Ã!ï˛¤˛y Ï̂lÓ˚ xô# Ï̂l ~Ü˛y!ôÜ˛ ê ∆̨yfiê˛ñ Ó•% !Óòƒy°Î˚ ˛õ!Ó˚ã˛y°ly Ü˛Ó˚̂ Ï° ˆ§ Ï̂«˛ Ï̂e
§yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂ÙyÎ˚ ê ∆̨yfiê˛ §Ç Ï̂Ü˛ï˛ Ó˚yáy ≤Ã Ï̂Î˚yçl–

• ô Ï̂Ó˚ !l•z ̂ Î !Óòƒy° Ï̂Î˚Ó˚ §Ó≈y!ôÜ˛ §Çáƒy 99 x!ï˛Ü ̨ Ù Ü˛Ó˚̂ ÏÓ lyñ xyÙÓ˚y !Óòƒy° Ï̂Î˚Ó˚ çlƒ 2!ê˛ §Çáƒy ÓÓ˚yj

Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

• 2!ê˛ §Çáƒy Ë˛!ï≈̨ Ó˚ ÓSÈÓ˚ !°!˛õÓÂô Ü˛Ó˚yÓ˚ çlƒ ÓÓ˚yj Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ˛õ%Ó˚y Ï̂ly !¢«˛yÌ#≈̂ ÏòÓ˚ ˆÓ˚Ü˛í≈̨  ÓçyÎ˚
Ó˚yáyÓ˚ çlƒ Ë˛!ï≈̨ Ó˚ ÓSÈÓ˚ !°!˛õÓÂô Ó˚yáy ≤Ã Ï̂Î˚yçl–

• !ÓË˛yà !°!˛õÓÂô Ü˛Ó˚yÓ˚ çlƒ ~Ü˛ §Çáƒy•z Î Ï̂ÌT˛– ≤ÃyÌ!ÙÜ˛ G Ùyôƒ!ÙÜ˛ ˆ◊!îà%̂ Ï°yÓ˚ çlƒ Î!ò !ÓË˛yà
≤Ãy§!AàÜ˛ Óy ≤Ã Ï̂Îyçƒ ly •Î˚ñ ˆ§ Ï̂«˛ Ï̂e !ÓË˛y Ï̂à 0 Ùyl !Ó Ï̂Óã˛ly Ü˛Ó˚y • Ï̂Ó–

• ˆ◊!îà%̂ Ï°y Ï̂Ü˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚yÓ˚ çlƒ 2!ê˛ §Çáƒy•z Î Ï̂ÌT˛
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myò¢ ˆ◊!îÓ˚ !¢«˛yÌ#≈Ó˚ ˆÓ˚y° l¡∫Ó˚

¢yáyÓ˚ ˆÜ˛yí˛ (B- ¢yáyÓ˚ çlƒ 2ä

Óï≈̨ Ùyl ˆ◊!î åmyò¢ä

!ÓË˛yà å!ÓK˛ylÈüÈç#Ó!Óòƒy Óƒï˛#ï˛ä

˛õyë˛Ó˚ï˛ ˆ◊!î Ï̂ï˛ Ë˛!ï≈̨ Ó˚ ÓSÈÓ˚ åmyò¢ä

!Óòƒy Ï̂°Î˚ ˆÜ˛yí˛

• ~Ü˛!ê˛ ˆ◊!îÓ˚ ¢yáyÓ˚ §Çáƒy 9 ~Ó˚ ˆÓ!¢ • Ï̂Ó ly– ï˛y•z 1!ê˛ §Çáƒy•z ¢yáyÓ˚ çlƒ Î Ï̂ÌT˛–

• ~Ü˛!ê˛ ˆ◊!îÓ˚ ~Ü˛!ê˛ ¢yáyÓ˚ !¢«˛yÌ#≈Ó˚ §ÇáƒyÓ˚ çlƒ 2!ê˛ §Çáƒy•z Î Ï̂ÌT˛ • Ï̂Óñ Ü˛yÓ˚î ˆÜ˛yl ˆ◊!îÓ˚ ~Ü˛!ê˛

¢yáy Ï̂ï˛ 99 ç Ï̂lÓ˚ ˆÓ!¢ !¢«˛yÌ#≈ ÌyÜ˛ Ï̂Ó ly ~ê˛y ô Ï̂Ó˚ ˆlGÎ˚y ÎyÎ˚–

í z̨̨ õ!Ó˚í z̨=˛ !Ó Ï̂Ÿ’£Ï̂ ÏîÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ !¢«˛yÌ#≈Ó˚ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂Ùy !l¡¨Ó)̨̊ õ • Ï̂ï˛ ˛õy Ï̂Ó˚ı

!Óòƒy°Î̊ 2!ê˛ §Çáƒy

Ë˛!ï≈̨ Ó˚ ÓSÈÓ˚ 2!ê˛ §Çáƒy

!ÓË˛yà 1!ê˛ §Çáƒy

ˆ◊!î 2!ê˛ §Çáƒy

¢yáy 1!ê˛ §Çáƒy

!¢«˛yÌ#≈ 2!ê˛ §Çáƒy

~•zË˛yˆÏÓ Î!ò xyÙÓ˚y ~Ü˛!ê˛ !¢«˛yÌ#≈ˆÏÜ˛ 10!ê˛ §ÇáƒyÓ˚ §ÇˆÏÜ˛ï˛ ÓÓ˚yj Ü˛!Ó˚ñ ï˛ˆÏÓ xyÙÓ˚y ˙ §ÇˆÏÜ˛ï˛
ˆÌ Ï̂Ü˛•z !¢«˛yÌ#≈Ó˚ !l¡¨!°!áï˛ !ÓÓÓ˚î çyl Ï̂ï˛ ˛õyÓ˚Óı

•  ˆÜ˛yl‰ !Óòƒy° Ï̂Î˚ñ ˆÜ˛yl‰ !ÓË˛y Ï̂à !¢«˛yÌ#≈ ˛õí ¸̨y Ï̂¢yly Ü˛Ó˚̂ ÏSÈ åÓy Ü˛ Ï̂Ó˚!SÈ°ä ⁄

•  ˆÜ˛yl‰ ˆ◊!î ~ÓÇ ï˛yÓ˚ ¢yáy ~ÓÇ !¢«˛yÌ#≈ ˆÜ˛yl‰ ÓSÈÓ˚ G•z ˆ◊!î Ï̂ï˛ Ë˛!ï≈̨  • Ï̂Î˚!SÈ°⁄

•  ˆÜ˛yl ~Ü˛!ê˛ ÓSÈ Ï̂Ó˚ ˆÜ˛yl !Óòƒy° Ï̂Î˚ Ë˛!ï≈̨  •GÎ˚y §Ê˛° !¢«˛yÌ#≈Ó˚ ï˛y!°Ü˛y •zï˛ƒy!ò–

í z̨̨ õ Ï̂Ó˚ Óî≈lyÓ˚ ˛õ!Ó˚̂ Ï≤Ã!«˛ Ï̂ï˛ ~Ü˛ÓyÓ˚ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂Ùy !lô≈y!Ó˚ï˛ • Ï̂Î˚ ˆà Ï̂° §Ç Ï̂Ü˛ï˛ Órê˛l Ü˛Ó˚y
x Ï̂lÜ˛ §•ç • Ï̂Î˚ ÎyÎ˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Î!ò ê ∆̨yfiê˛ myÓ˚y ˛õ!Ó˚ã˛y!°ï˛ §yï˛!ê˛ !Óòƒy° Ï̂Î˚Ó˚ Ù Ï̂ôƒ £Ï¤˛ !Óòƒy° Ï̂Î˚
!ÓK˛yl !ÓË˛y Ï̂à åç#Ó!Óòƒy @˝Ã%̨ õ Óƒ!ï˛ï˛ä å!ÓË˛yà ˆÜ˛yí˛ ı 1) 54 ˆÓ˚y° l¡∫Ó˚ Î%=˛ ˆÜ˛yl !¢«˛yÌ#≈ 2008 §y Ï̂°
myò¢ ˆ◊!î Ï̂ï˛ B ¢yáyÎ˚ Ë˛!ï≈̨  •Î˚ñ ï˛ Ï̂Ó ï˛yÓ˚ §Ç Ï̂Ü˛ï˛ !l¡¨Ó)̨̊ õ • Ï̂Ó ı
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~l!Ü ̨ ˛õ¢yl Ù)°ï˛ ï˛Ìƒ Ï̂Ü˛ !ÓÜ,̨ ï˛ Ü˛ Ï̂Ó˚ ÎyÓ˚ Ê˛ Ï̂° ~Ó˚ ï˛yÍ˛õÎ≈ Óƒyáƒy Ü˛Ó˚y xï˛ƒhs˝ Ü˛!ë˛l å≤ÃyÎ˚ x§Ω˛Óä
•Î˚– ~•zË˛y Ï̂Ó ˆí˛ê˛y ˆÜ˛yl Ë%̨ ° •y Ï̂ï˛ ˛õí ¸̨̂ Ï°G ~l!Ü ̨ ˛õ¢yl G•z ˆí˛ê˛yÓ˚ !lÓ˚y˛õ_y !l!Ÿã˛ï˛ Ü˛ Ï̂Ó˚ñ Ü˛yÓ˚î
@˝Ãy•Ü˛ G•z ˆí˛ê˛y ˛õy Ï̂ë˛yÂôyÓ˚ Ü˛ Ï̂Ó˚ ï˛y Óƒyáƒy Ü˛Ó˚̂ Ïï˛ §«˛Ù • Ï̂Ó ly–

˛õy§GÎ˚yí≈̨  •° ~Ü˛!ê˛ ã˛y!Ó å§Ç Ï̂Ü˛ï˛ä Îy !§ Ï̂fiê˛Ù ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ xl%Ù!ï˛ ˆòÎ˚–

1.5 CAS §Ê˛ê˛GÎ˚ƒy Ï̂Ó˚Ó˚ ÓƒÓ•yÓ˚ (Using Software of CAS) :

CAS  §Êê˛GÎ˚ƒyˆÏÓ˚Ó˚ ÓƒÓ•yˆÏÓ˚ ò%•z!ê˛ ≤ÃyÌ!ÙÜ˛ Ü˛yÎ≈Ü ˛Ù Óï≈˛Ùyl ÈüüüÈ ~Ü˛Ü˛y°#l Ü˛yÎ≈Ü ˛Ù ~ÓÇ ˆ˛õÔlı˛õ)!îÜ˛
Ü˛yÎ≈Ü ̨ Ù– ~Ü˛Ü˛y°#l Ü˛yÎ≈Ü ̨ Ï̂Ù ≤Ã!ï˛¤˛y Ï̂lÓ˚ !ÓÓÓ˚î ˜ï˛!Ó˚ Ü˛Ó˚yñ !•§yÓ!lÜ˛y Ï̂¢Ó˚ ÓSÈÓ˚ñ á!ï˛Î˚y Ï̂lÓ˚ ôÓ˚l å~SÈyí ¸̨yG
~ Ï̂Ü˛ Ó°y •Î˚ ÚÙ%áƒ Óy ÙyT˛yÓ˚ Ê˛y•z° ˜ï˛!Ó˚ Ü˛Ó˚yÛä •zï˛ƒy!ò xhs˝Ë%≈̨ =˛ Ìy Ï̂Ü˛– xlƒ!ò Ï̂Ü˛ ˆ˛õÔlı Į̈̂ õÔ!lÜ˛ Ü˛yÎ≈Ü ̨ Ï̂Ù
ˆ°l Ï̂òl !°!˛õÓÂôÜ˛Ó˚î ~ÓÇ ≤Ã!ï˛ Ï̂Óòl ˜ï˛!Ó˚ Ü˛Ó˚y •zï˛ƒy!ò xhs˝Ë%≈̨ =˛ Ìy Ï̂Ü˛– ˆ°l Ï̂òl !°!˛õÓÂô Ü˛Ó˚y •Î˚ ÈüüüÈ
làò Ë˛yí z̨ã˛yÓ˚ñ ÓƒyÇÜ˛ Ë˛yí z̨ã˛yÓ˚ñ Ü ̨ Î˚ Ë˛yí z̨ã˛yÓ˚ñ !ÓÜ ̨ Î˚ Ë˛yí z̨ã˛yÓ˚ñ çy Ï̂Óòy Ë˛yí z̨ã˛yÓ˚ •zï˛ƒy!òÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚–
≤Ã!ï˛ˆÏÓòˆÏl ˜òl!®l Ó•zñ á!ï˛Î˚ylñ ˆÓ˚GÎ˚y!Ù°ñ °yË˛ «˛!ï˛Ó˚ !ÓÓ,!ï˛ñ xÓfiÌyl !ÓÓÓ˚î# ~ÓÇ làò ≤ÃÓy•
!ÓÓÓ˚î# ˜ï˛!Ó˚ Ü˛Ó˚y xhs˝Ë%≈̨ =˛ Ìy Ï̂Ü˛– å!ÓhflÏy!Ó˚ï˛ çylyÓ˚ çlƒ ˛õM˛Ù xôƒyÎ˚ ˆò Ï̂áy–ä
CAS §Ê˛ê˛GÎ˚ƒy Ï̂Ó˚Ó˚ !lÓ˚y˛õ_yç!lï˛ ˜Ó!¢T˛yÓ°# (Security features of CAS software) :

≤Ã!ï˛!ê˛ !•§yÓ!lÜ˛y Ï̂¢Ó˚ §Êê‰̨ GÎ˚ƒyÓ˚ñ ˆí˛ê˛yÓ˚ §%Ó˚«˛yñ !lÓ˚y˛õ_y ~ÓÇ ˆày˛õl#Î˚ï˛y !l!Ÿã˛ï˛ Ü˛ Ï̂Ó˚– xï˛~Óñ ≤Ã!ï˛!ê˛
§Ê˛ê˛GÎ˚ƒyÓ˚ !l¡¨!°!áï˛ ˜Ó!¢T˛ƒà%̂ Ï°y ≤Ãòyl Ü˛ Ï̂Ó˚–

• ˛õy§GÎ˚yí≈̨  §%Ó˚«˛y (Password Security)

• ˆí˛ê˛y !lÓ˚#«˛y (Data Audit)

• ˆí˛ê˛y Ë˛Œê˛ (Data Vault)

˛õy§GÎ˚yí≈̨  §%Ó˚«˛y (Password Security) :  ˛õy§GÎ˚yí≈̨  •° ~Ü˛!ê˛ ≤Ã!Ü ̨ Î˚y Îy ~Ü˛çl ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂Ü˛
ˆÜ˛yl !§ˆÏfiê˛Ù G ï˛yÓ˚ ˆí˛ê˛y ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ «˛Ùï˛y ≤Ãòyl Ü˛ˆÏÓ˚ ÌyˆÏÜ˛– ~Ü˛!ê˛ !§ˆÏfiê˛Ùñ ≤Ã!ï˛¤˛yˆÏlÓ˚ l#!ï˛
xl%ÎyÎ˚# ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂Ü˛ x!ôÜ˛y Ï̂Ó˚Ó˚ §#Ùy ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– Ê˛°fl∫Ó)̨̊ õñ ~Ü˛!ê˛ ≤Ã!ï˛¤˛y Ï̂lÓ˚ ~Ü˛çl Óƒ!=˛ Ï̂Ü˛
~Ü˛!ê˛ !l!ò≈T˛ ˆí˛ê˛yÓ˚ ˆ§ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ x!ôÜ˛yÓ˚ ˆòGÎ˚y • Ï̂ï˛ ˛õy Ï̂Ó˚ñ Îál !ï˛!l˛ xlƒ ˆí˛ê˛yÓ˚ ˆ§ê˛ ÓƒÓ•yÓ˚
Ü˛Ó˚̂ Ïï˛ ã˛y•ẑ ÏÓl ï˛ál !§ Ï̂fiê˛Ù ï˛y xfl∫#Ü˛yÓ˚ Ü˛Ó˚̂ ÏÓ–

ˆí˛ê˛y !lÓ˚#«˛y (Data Audit) :  ~•z ˜Ó!¢T˛ƒ!ê˛ Ü˛yí ẑ̨ ÏÜ˛ çyl Ï̂ï˛ §y•yÎƒ Ü˛ Ï̂Ó˚ ˆÎñ Ù)° ˆí˛ê˛yÓ˚ Ù Ï̂ôƒ ˆÜ˛ Óy
Ü˛yÓ˚y ~ÓÇ Ü˛# ˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚̂ ÏSÈñ ~Ó˚ Ê˛ Ï̂° ˆÎ Óƒ!=˛ ˆí˛ê˛yÓ˚ ˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚̂ ÏSÈ ï˛y Ï̂Ü˛ ï˛yÓ˚ òy!Î˚c x˛õ≈î Ü˛ Ï̂Ó˚
§y•yÎƒ Ü˛Ó˚y •Î˚ ~ÓÇ ï˛yÓ˚ §y Ï̂Ì ˆí˛ê˛yÓ˚ xá[˛ï˛y Óy §ï˛ï˛yG !l!Ÿã˛ï˛ Ü˛Ó˚y •Î˚– Ù)°ï˛ ~•z ˜Ó!¢T˛ƒ!ê˛ !lÏÓ˚#«˛y
ˆê ∆̨•z°ÈüÈ~Ó˚ xl%Ó)̨̊ õ–

ˆí˛ê˛y Ë˛Œê˛ (Data Vault) : ~!ê˛ ~Ü˛!ê˛ §Ê˛ê‰̨ GÎ˚ƒyÓ˚ Îy ˆí˛ê˛y ~l!Ü ̨ ˛õ¢ Ï̂lÓ˚ Ùyôƒ Ï̂Ù x!ï˛!Ó˚=˛ §%Ó˚«˛y ≤Ãòyl
Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

1.6 CAS ~Ó˚ §%!Óôy§Ù)• ı

Ü˛!¡õí z̨ê˛yÓ˚!Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢ ˛õÂô!ï˛Ó˚ (CAS) §%!Óôy§Ù)• !l¡¨Ó)̨̊ õ ı
1. xyÜ˛y!A«˛ï˛ Óy ˛õSÈ®§•z Ê˛Ó˚̂ ÏÙ Ï̂ê˛ §ÙÎ˚Ùï˛ ≤Ã!ï˛ Ï̂Óòl ~ÓÇ ï˛Ìƒ ˜ï˛!Ó˚ Ü˛Ó˚y ÎyÎ˚–
2. Ü˛yÎ≈Ü˛Ó˚Ë˛y Ï̂Ó ≤Ã!ï˛ Ï̂Óòl §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚yáy ÎyÎ˚–
3. !§ Ï̂fiê˛ Ï̂ÙÓ˚ í z̨̨ õÓ˚ Ü˛yÎ≈Ü˛Ó˚ !lÎ˚sfî §%!l!Ÿã˛ï˛ Ü˛ Ï̂Ó˚–
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!ã˛e : 14.4 !•§yÓ!lÜ˛y¢Ü˛Ó˚î ï˛Ìƒ ̨õÂô!ï˛Ó˚ í˛z˛õÈüÈ˛õÂô!ï˛§Ù)•

4. !•§yÓ!lÜ˛y¢ ˆí˛ê˛yÓ˚ ≤Ã!Ü ̨ Î˚yÜ˛Ó˚̂ Ïî ÓƒÎ˚ §Ç Ï̂Ü˛yã˛l Ü˛ Ï̂Ó˚–
5. ˆí˛ê˛yÓ˚ ˆày˛õl#Î˚ï˛y Ó˚«˛îy Ï̂Ó«˛î Ü˛ Ï̂Ó˚–

1.7 CAS ~Ó˚ §#ÙyÓÂôï˛y§Ù)• (Limitations of CAS) ı

CAS ~Ó˚ §#ÙyÓÂôï˛yà%̂ Ï°y !l¡¨Ó)̨̊ õ ı

1. ≤ÃÎ%!=˛ á%Ó o%ï˛ x≤Ãã˛!°ï˛ Óy ˛õ%Ó˚y Ï̂ly • Ï̂Î˚ ÎyGÎ˚yÎ˚ fl∫“ §Ù Ï̂Î˚Ó˚ çlƒ ï˛y Ï̂òÓ˚ !Ó!l Ï̂Î˚yà Ü˛Ó˚y
≤Ã Ï̂Î˚yçl#Î˚ • Ï̂Î˚̨  õ Ï̂Ó˚–

2. !Óò%ƒÍ §Ç Ï̂Îyà ÓyÓ˚ ÓyÓ˚ Óƒy•ï˛ •GÎ˚yÓ˚ Ü˛yÓ˚̂ Ïî ˆí˛ê˛y lT˛ Óy •y!Ó˚̂ ÏÎ˚ ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–
3. ˆí˛ê˛y •ƒy!Ü˛Ç •GÎ˚yÓ˚ ≤ÃÓîï˛y ˆÓ!¢ Ìy Ï̂Ü˛–
4. x!l!ò≈T˛ ~ÓÇ Ü˛yÎ≈Ü ̨ Ù Ü˛Ó˚y •Î˚!l ~Ó)̨̊ õ (Un-programmed) ≤Ã!ï˛ Ï̂Óòlà%̂ Ï°y ˜ï˛!Ó˚ Ü˛Ó˚y ÎyÎ˚ly–

1.8 !•§yÓ!lÜ˛y¢Ü˛Ó˚î ï˛Ìƒ ̨õÂô!ï˛ [Accounting Information System (AIS)] :

!•§yÓ!lÜ˛y¢Ü˛Ó˚î ï˛Ìƒ ˛õÂô!ï˛ ~ÓÇ ï˛yÓ˚ !Ó!Ë˛ß¨ í˛z˛õ˛õÂô!ï˛ ÓyhflÏÓy!Î˚ï˛ •ˆÏï˛ ˛õyˆÏÓ˚ Ü˛!¡õí˛zê˛yÓ˚!Ë˛!_Ü˛
!•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛Ó˚ Ùyôƒ Ï̂Ù – AIS ~Ó˚ í z̨̨ õ˛õÂô!ï˛à%̂ Ï°y !l Ï̂¡¨ §Ç Ï̂«˛ Į̈̂ õ Óî≈ly Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ å!ã˛e 1.4ä

1.8.1 làò ~ÓÇ ÓƒyÇÜ˛ í z̨̨ õÈüÈ˛õÂô!ï˛ (Cash and Bak Sub-System) :

~!ê˛ là Ï̂ò ≤Ãy!Æ ~ÓÇ ≤Ãòyl Ï̂Ü˛ !l Ï̂Î˚ Ü˛yç Ü˛ Ï̂Ó˚– ~•z làòñ ≤ÃÜ,̨ ï˛ Óy ÓyhflÏ!ÓÜ˛ làò ~ÓÇ ˜Óò%ƒ!ï˛l ï˛•!Ó°
fiÌylyhs˝Ó˚ í˛zË˛Î˚ ≤ÃÜ,˛!ï˛Ó˚•z •Î˚– ˆÜ ˛!í˛ê˛ Ü˛yí≈˛ xÌÓy ˜Óò%ƒ!ï˛l ÓƒyÇ!Ü˛Ç ≤Ã!Ü ˛Î˚y ÓƒÓ•yˆÏÓ˚Ó˚ ÙyôƒˆÏÙ ï˛•!Ó°
fiÌylyhs˝Ó˚ là Ï̂òÓ˚ ˆÜ˛yl ≤ÃÜ˛yÓ˚ ÓyhflÏ!ÓÜ˛ òy!á°y xÌÓy !là≈Ùl SÈyí ¸̨y•z • Ï̂Î˚ Ìy Ï̂Ü˛–

1.8.2 !ÓÜ ̨ Î˚ ~ÓÇ !•§y Ï̂ÓÓ˚ ≤Ãy˛õƒ í z̨̨ õÈüĘ̀ õÂô!ï˛ (Sales and Accounts Receivable Sub-System):

~!ê˛ !ÓÜ ̨ Î˚§Ù)̂ Ï•Ó˚ !°!˛õÓÂôÜ˛Ó˚îñ !ÓÜ ̨ Î˚ á!ï˛Î˚yl G ≤Ãy!Æ §Ù)̂ Ï•Ó˚ Ó˚«˛ly Ï̂Ó«˛ Ï̂lÓ˚ §y Ï̂Ì ç!í ¸̨ï˛– ~!ê˛ !ÓÜ ̨ Î˚
§¡õ!Ü≈˛ï˛ ˛õÎ≈yÎ˚Ü ˛!ÙÜ˛ ≤Ã!ï˛ˆÏÓòlñ §Çà,•#ï˛ xÌ≈ x!ôÜ˛ ÓˆÏÜ˛Î˚y !•§yÓ§Ù)• ~ÓÇ ≤Ãy!Æà%ˆÏ°yÓ˚ xÓfiÌyl G
ï˛yÓ˚ §y Ï̂Ì ≤Ãy!Æ§Ù)•‡ˆòlyòyÓ˚§Ù)̂ Ï•Ó˚ ̂ ÙÎ˚yò˛õ)!ï≈̨ Ó˚ ï˛y!°Ü˛y ≤Ã›ï˛ Ü˛ Ï̂Ó˚–

ÓƒÓfiÌy˛õly
ï˛Ìƒ˛õÂô!ï˛

!ÓÜ ˛Î˚ ~ÓÇ ≤Ãy˛õƒ
í˛z˛õ˛õÂô!ï˛

làò í˛z˛õ˛õÂô!ï˛

Ü ˛Î˚ ~ÓÇ !•§yÓ
≤ÃˆÏòÎ˚ ≤Ãy˛õƒ˛õÂô!ï˛

Ùç%ï˛ ˛õîƒ !•§yÓ
!lÜ˛y¢Ü˛Ó˚î í z̨̨ õ˛õÂô!ï˛

fiÌyÎ ˚ # §¡õ!_ !•§yÓ
!lÜ˛y¢Ü˛Ó˚î í z̨̨ õ˛õÂô!ï˛

ˆÓï˛lÜ  ˛Ù !•§yÓ
!lÜ˛y¢Ü˛Ó̊î í z̨̨ õ˛õÂô!ï˛

xyhs˝¢%ÕÒ í z̨̨ õ˛õÂô!ï˛

˛õ!Ó˚ÓƒÎ˚ í z̨̨ õ˛õÂô!ï˛

ã)̨ í˛̧yhs˝ !•§yÓ!lÜ˛y¢Ü˛Ó̊î
í˛z˛õ˛õÂô!ï˛

Óy Ï̂çê˛

Ü˛Ó̊ !•§yÓ!lÜ˛y¢Ü˛Ó̊î
˛õÂô!ï˛

!•§yÓ!lÜ˛y¢Ü˛Ó̊î
ï˛Ìƒ ̨õÂô!ï
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

1.8.3 Ùç%ï˛˛õîƒ í z̨̨ õÈüÈ˛õÂô!ï˛ (Inventory Sub-System) :

~!ê˛ Ü ̨ Î˚Ü,̨ ï˛ !Ó!Ë˛ß¨ í z̨̨ õyòyl§Ù)• G ï˛y Ï̂òÓ˚ !ÓÓÓ˚î ˆÎÙl Ù)°ƒñ ˛õ!Ó˚Ùyî ~ÓÇ ï˛y!Ó˚á !°!˛õÓÂô Ü˛ Ï̂Ó˚ Ó˚y Ï̂á– ~!ê˛
≤Ãy!Æ§Ù)̂ Ï•Ó˚ xÓfiÌyl G Ù)°ƒyÎ˚l ≤Ã!ï˛ Ï̂Óòl ̃ ï˛!Ó˚ Ü˛ Ï̂Ó˚–

1.8.4 Ü ̨ Î̊ ~ÓÇ !•§yÓ ≤Ã Ï̂òÎ̊ í z̨̨ õÈüĘ̀ õÂô!ï˛ (Purchase and Accounts Payable Sub-System):

~!ê˛ ̨õyGlyòy Ï̂Ó̊Ó̊ Ü˛y Ï̂SÈ Ü ̨ Î̊ ~ÓÇ ≤Ãòyl !•§y Ï̂Ó Ü˛yç Ü˛ Ï̂Ó̊– ~!ê˛ ̨õîƒ§Ù)• Ü ̨ Ï̂Î̊Ó̊ xy Ï̂ò¢ñ Ü ̨ Î̊ÈüÈÓƒÎ̊ Ï̂Ü˛ ̂ ◊!î!ÓË˛yçl
Ü˛Ó˚y ~ÓÇ ̨õyGlyòyÓ˚̂ ÏÜ˛ xÌ≈ ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– ~!ê˛ §Ó˚ÓÓ˚y•Ü˛yÓ˚# Ï̂òÓ˚ Ü˛yÎ≈«˛Ùï˛yñ ̨ õyGlyòyÓ˚̂ ÏòÓ˚ xÌ≈ ≤Ãòy Ï̂lÓ˚
§ÙÎ˚ ï˛y!°Ü˛y ~ÓÇ xÓfiÌyl §¡õ Ï̂Ü≈̨  ̨õÎ≈yÎ˚Ó,_ ≤Ã!ï˛ Ï̂Óòlà%̂ Ï°y ≤Ã›ï˛ Ü˛ Ï̂Ó˚–

1.8.5 ̂ Óï˛lÜ ̨ Ù !•§yÓ!lÜ˛y¢Ü˛Ó˚î í z̨̨ õÈüÈ˛õÂô!ï˛ (Payrool Accounting Sub-System) :

~!ê˛ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ Ùç%!Ó˚ ~ÓÇ ̂ Óï˛l ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– ~Ü˛!ê˛ !Ó Ï̂¢£Ï Ùç%!Ó˚ ≤Ã!ï˛ Ï̂Óòl ̂ Ì Ï̂Ü˛ !ÓhflÏy!Ó˚ï˛Ë˛y Ï̂Ó Ù)°
ˆÓï˛l Ù•yâ≈Ë˛yï˛y (D.A) G xlƒylƒ Ë˛yï˛y§Ù)• §¡õ Ï̂Ü≈̨  ~ÓÇ ̂ ≤Ãy!Ë˛ Ï̂í˛rê˛ Ê˛y[˛ñ Ü˛Ó˚ ÓyÓòñ }îÓyÓòñ x!@˝ÃÙÓyÓò
~ÓÇ xlƒylƒ ÓƒÎ˚ !• Ï̂§ Ï̂Ó ̂ Óï˛l G Ùç%!Ó˚ ̂ Ì Ï̂Ü˛ ̂ Î ê˛yÜ˛y Ü˛yê˛y •Î˚ ï˛yÓ˚ ï˛Ìƒ çyly ÎyÎ˚– ~•z ̨õÂô!ï˛ Ùç%!Ó˚ !Ó°ñ
x!ôÜ˛ Ï̂Ù≈Ó˚ çlƒ ̨õy!Ó˚◊!ÙÜ˛ ~ÓÇ ò%!ê˛ Ï̂Ü˛ làò xÌ≈ Ó)̨̊ õyhs˝Ó˚ ÓyÓò xÌ≈≤Ãòyl •zï˛ƒy!ò §ÇÜ ̨ yhs˝ ≤Ã!ï˛ Ï̂Óòl ≤Ã›ï˛ Ü˛ Ï̂Ó˚–

1.8.6 fiÌyÎ̊# §¡õ!_ !•§yÓ!lÜ˛y¢Ü˛Ó̊î í z̨̨ õÈüĘ̀ õÂô!ï˛ (Fixed Assests Accounting Sub-system)

~!ê˛ Ü ̨ Î˚§Ù)•ñ §Ç Ï̂Îyçlñ Óy!ï˛°Ü˛Ó˚î fiÌyÎ˚# §¡õ!_Ó˚ ÓƒÓ•yÓ˚ ˆÎÙl Ë)̨ !Ù ~ÓÇ xRy!°Ü˛y§Ù)•ñ Îsf̨ õy!ï˛ ~ÓÇ
§Ó˚OyÙ •zï˛ƒy!ò !Ó£ÏÎ˚ l!ÌË)̨ =˛ Ü˛ Ï̂Ó˚ Ó˚yáyÓ˚ Ü˛y Ï̂çÓ˚ §y Ï̂Ì ç!í ¸̨ï˛– ~SÈyí ¸̨yG ~!ê˛ áÓ˚ã˛ñ xÓã˛Î˚ ~ÓÇ !Ó!Ë˛ß¨
§¡õ!_Ó˚ !°!áï˛ Ù)°ƒ §¡õ Ï̂Ü≈̨  ≤Ã!ï˛ Ï̂Óòl ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚–

1.8.7 ÓƒÎ˚ !•§yÓ!lÜ˛y¢Ü˛Ó˚î í z̨̨ õÈüÈ˛õÂô!ï˛ (Expense Accounting Sub-System) :

~•z í z̨̨ õ˛õÂô!ï˛!ê˛ Ó,•Í ˆ◊!î§Ù)̂ Ï•Ó˚ ˆÎÙl í z̨Í˛õyòlñ ≤Ã¢y§!lÜ˛ñ xy!Ì≈Ü˛ñ !ÓÜ ̨ Î˚ G Órê˛l ~ÓÇ xlƒylƒ ˆ◊!îÓ˚
ÓƒÎ˚§Ù)• Ï̂Ü˛ !°!˛õÓÂô Ü˛ Ï̂Ó˚–

1.8.8 Ü˛Ó˚ !•§yÓ!lÜ˛y¢Ü˛Ó˚î í z̨̨ õ˛õÂô!ï˛ (Tax Accounting Sub-System) :

~•z  í z̨̨ õÈüÈ˛õÂô!ï˛ Ù)°ƒÎ%=˛ Ü˛Ó˚ (VAT) xÓày!Ó˚ (Excise) ¢%ÕÒ (Customs) xyÎ˚Ü˛ Ï̂Ó˚Ó˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛y xl%ÎyÎ˚#
Ü˛yç Ü˛ Ï̂Ó˚– ~•z í z̨̨ õÈüÈ˛õÂô!ï˛!ê˛ Ó,•Í xyÜ˛yÓ˚ §Çàë˛ Ï̂l ÓƒÓ•,ï˛ •Î˚–

1.8.9 ã)̨ í ¸̨yhs˝ !•§yÓ§Ù)̂ Ï•Ó˚ í z̨̨ õÈüÈ˛õÂô!ï˛ (Final Accounts Sub-System) :

 ~•z í z̨̨ õÈüÈ˛õÂô!ï˛!ê˛ ≤Ã!ï˛ Ï̂Óòl ˜ï˛!Ó˚Ó˚ í ẑ̨ Ïj Ï̂¢ƒ °yË˛ «˛!ï˛Ó˚ !•§yÓñ í z̨òÓï≈̨ ˛õe ~ÓÇ làò ≤ÃÓy• !ÓÓÓ˚î# ≤Ã›ï˛
Ü˛Ó˚̂ Ïï˛ §y•yÎƒ Ü˛ Ï̂Ó˚–

1.8.10 ̨õ!Ó˚ÓƒÎ˚ í z̨̨ õÈüÈ˛õÂô!ï˛ (Costing Sub-System) :

~!ê˛ ̨õîƒ§Ù)• í z̨Í˛õyò Ï̂lÓ˚ ÓƒÎ˚̂ ÏÜ˛ !lî≈̂ ÏÎ˚ §y•yÎƒ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– ~!ê˛ xlƒylƒ !•§yÓ!lÜ˛y¢Ü˛Ó˚î í z̨̨ õÈüÈ!ÓË˛yàà%̂ Ï°yÓ˚
Ü Ñ̨yã˛yÙy Ï̂°Ó˚ Ù)°ƒñ ◊!ÙÜ˛ ~ÓÇ xlƒylƒ áÓ˚ã˛à%̂ Ï°y ˆÌ Ï̂Ü˛ ≤Ã Ï̂Î˚yçl#Î˚ ï˛Ìƒ xç≈̂ Ïl §Ç Ï̂Îyà Ó˚«˛y Ü˛ Ï̂Ó˚– ~•z
˛õÂô!ï˛ ˛õÎ≈y Ï̂°yã˛ly ã˛°yÜ˛y°#l §Ù Ï̂Î˚ Ù)̂ Ï°ƒÓ˚ ˆÎ ˛õ!Ó˚Óï≈̨ l •Î˚ ï˛yÓ˚ ï˛ÌƒG ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚–

1.8.11 Óy Ï̂çê˛ í z̨̨ õÈüÈ˛õÂô!ï˛ (Budget Sub-System) :

~!ê˛ xy§ß¨ xÌ≈ÓSÈ Ï̂Ó˚Ó˚ çlƒ Óy Ï̂çê˛ ≤Ã›ï˛ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ ~ÓÇ Óï≈̨ Ùyl Óy Ï̂ç Ï̂ê˛Ó˚ §y Ï̂Ì ≤ÃÜ,̨ ï˛ Ü˛y Ï̂Î≈Ó˚ ï%̨ °ly Ü˛ Ï̂Ó˚–
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1.8.12 ÓƒÓfiÌy˛õly ï˛Ìƒ ̨õÂô!ï˛ (Management Information System) :

ÓƒÓfiÌy˛õly ï˛Ìƒ ̨õÂô!ï˛ (MIS) ≤Ã!ï˛ Ï̂Óòl ≤Ã›ï˛Ü˛Ó˚î G ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ Îy ÓƒÓfiÌy˛õlyÓ˚ !§Âôyhs˝ @˝Ã• Ï̂îÓ˚
çlƒ á%Ó•z ≤Ã Ï̂Î˚yçl#Î˚ Óy xï˛ƒyÓ¢ƒÜ˛ – ï˛Ìƒ ̨õÂô!ï˛!ê˛ á%Ó•z lÙl#Î˚ •GÎ˚y í z̨!ã˛ï˛ Îy Ï̂ï˛ ï˛y ã˛y!•òy Ùy!Ê˛Ü˛ ≤Ã!ï˛ Ï̂Óòl
≤Ãòyl Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚– ~•z ≤Ã!ï˛ Ï̂Óòl !Ó!Ë˛ß¨ ÓƒÓfiÌy˛õlyàï˛ !Ü ̨ Î˚yÜ˛°y˛õ ˆÎÙlÈüÈ˛õ!Ó˚Ü˛“lyñ §Çàë˛lñ Ü˛Ù#≈!l Ï̂Î˚yàñ
ï˛_¥yÓôylñ !lÎ˚sfî ~ÓÇ ≤ÃˆÏÎ˚yààï˛ñ !Ü ˛Î˚yÙ)°Ü˛ G ˆÜ˛Ô¢°àï˛ ≤ÃÜ,˛!ï˛ !Ó£ÏˆÏÎ˚ !§Âôyhs˝ @˝Ã•ˆÏî §y•yÎƒ Ü˛ˆÏÓ˚
ÌyˆÏÜ˛–

§yÓ̊§Ç Ï̂«˛˛õ

•  Ü˛!¡õí z̨ê˛yÓ˚ !§ Ï̂fiê˛Ù ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ü˛!¡õí z̨ê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ̨õÂô!ï˛ Ï̂ï˛ ̂ °l Ï̂ò Ï̂lÓ˚ !•§yÓ§Ù)• ≤Ã!Ü ̨ Î˚yçyï˛
Ü˛Ó˚y •Î˚– ~Ü˛!ê˛ Ü˛!¡õí z̨ê˛yÓ˚ !§ Ï̂fiê˛Ù •yí≈̨ GÎ˚ƒyÓ˚ ~ÓÇ §Ê˛ê‰̨ GÎ˚ƒyÓ˚ !l Ï̂Î˚ à!ë˛ï˛– •yí≈̨ GÎ˚ƒy Ï̂Ó˚Ó˚ Ù Ï̂ôƒ xy Ï̂SÈ ˆ§rê ∆̨y°
≤Ã Ï̂§!§Ç •zí z̨!lê˛ (CPU)ñ ˆÓ˚lí˛Ù ~ Ï̂:§ ˆÙ Ï̂Ùy!Ó˚ (RAM), Ù!lê˛Ó˚ åfl;#läñ Ü˛# Ï̂Óyí≈̨ ñ Ùyí z̨§ñ ≤Ãã%̨ Ó˚ ˛õ!Ó˚Ùyî ˆí˛ê˛y
§ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚yáyÓ˚ çlƒ •yí ≈̨!í˛flÒ G CD/DVD ~ÓÇ !≤Ãrê˛yÓ˚ •zï˛ƒy!ò– §Ê˛ê‰̨ GÎ˚ƒyÓ˚ !Ü˛S%È !l Ï̂ò≈¢yÓ°#Ó˚ ˆ§ê˛ !l Ï̂Î˚
à!ë˛ï˛– §Ê˛ê‰̨ GÎ˚ƒyÓ˚ñ ~Ü˛!ê˛ !§ Ï̂fiê˛Ù §Ê˛ê‰̨ GÎ˚ƒyÓ˚ åÜ˛!¡õí z̨ê˛yÓ˚ !§ Ï̂fiê˛ Ï̂ÙÓ˚ ~Ü˛!ê˛ xÇ¢ä Óy ~Ü˛!ê˛ xƒy!≤’ Ï̂Ü˛¢l §Ê˛ê‰̨ GÎ˚ƒyÓ˚
• Ï̂ï˛ ̨õy Ï̂Ó˚– CASñ !•§yÓ!lÜ˛y¢ §Ê˛ê‰̨ GÎ˚ƒyÓ˚ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚– !•§yÓ!lÜ˛y¢ §Ê˛ê‰̨ GÎ˚ƒyÓ˚ ̂ ÎÙl ê˛ƒy!° (Tally)ñ xƒy!≤’ Ï̂Ü˛¢l
§Ê˛ê‰̨ GÎ˚ƒy Ï̂Ó˚Ó˚ ~Ü˛!ê˛ í z̨òy•Ó˚î–

• §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î å~Ü˛yí ẑ̨ Ïrê˛Ó˚ ̂ •í˛ñ Óy Ï̂ç Ï̂ê˛Ó˚ ̂ •í˛ñ !ÓÜ ̨ Î˚ ̂ Ü˛w •zï˛ƒy!ò çlƒä ~Ó˚ ≤Ã Ï̂Î˚yçl •Î˚ CAS-~– §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚̂ ÏîÓ˚
çlƒ ≤ÃÌÙ ï˛yÓ˚ àë˛l Ü˛yë˛y Ï̂Ùy ˜ï˛!Ó˚ Ü˛Ó˚y ≤Ã Ï̂Î˚yçl– ˆÎ í z̨̨ õyòyl !°!˛õÓÂô Ü˛Ó˚y • Ï̂Ó ï˛yÓ˚ §•çyï˛ Ü˛yë˛y Ï̂ÙyÓ˚ § Ï̂Aà
§yÙO§ƒ˛õ)î≈ • Ï̂ï˛ • Ï̂Ó §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂Ùy Ï̂Ü˛– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ í z̨òÓï≈̨ ˛õe G °yË˛«˛!ï˛Ó˚ !•§y Ï̂ÓÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛y
xl%ÎyÎ˚# ~Ü˛yí˛zrê˛ ˆ•í˛ §yÇˆÏÜ˛!ï˛Ü˛Ó˚ˆÏîÓ˚ çlƒ ~Ü˛!ê˛ xl%Ü ˛!ÙÜ˛ Ü˛yë˛yˆÏÙyÓ˚ ≤ÃˆÏÎ˚yçl Îy !•§yÓ!lÜ˛yˆÏ¢Ó˚ ï˛ÌƒˆÏÜ˛
Ü˛yÎ≈Ü ̨ Ù xl%ÎyÎ˚# §Ç!«˛Æ Ü˛ Ï̂Ó˚ ˆï˛y Ï̂°–

• CASÈüÈ~Ó˚ §%!Óôy§Ù)• •° à!ï˛ñ ò«˛ï˛yñ ày!î!ï˛Ü˛ !lË%≈̨ °ï˛yñ ÓƒÎ˚ §Ç Ï̂Ü˛yã˛ñ ï˛Ìƒ ˆày˛õl#Î˚ï˛y •zï˛ƒy!ò–

• CASÈüÈ~Ó˚ §#ÙyÓÂôï˛yà%̂ Ï°yÓ˚ Ù Ï̂ôƒ Ó˚̂ ÏÎ˚̂ ÏSÈ û Ü˛ä ≤ÃÎ%!=˛Ó˚ o%ï˛ x≤Ãã˛°l Ï̂Îyàƒ • Ï̂Î˚ ÎyGÎ˚y– áä !Óò%ƒÍ Óƒy•ï˛ Óy
•yí≈̨ !í˛flÒ lT˛ • Ï̂Î˚ ÎyGÎ˚yÓ˚ Ü˛yÓ˚̂ Ïî ˆí˛ê˛y lT˛ • Ï̂Î˚ Ï̂Î Ï̂ï˛ ˛õy Ï̂Ó˚– àä Ë˛y•zÓ˚y§ ~ÓÇ xlƒylƒ !lÓ˚y˛õ_y ç!lï˛ !Ó˛õ!_ Óy
VÑ%˛!Ü˛–

• !•§yÓ!lÜ˛y¢Ü˛Ó˚î ï˛Ìƒ ˛õÂô!ï˛ •° !Ó!Ë˛ß¨ í z̨̨ õ˛õÂô!ï˛Ó˚ §Ç!Ù◊î– ˆÎÙlû

i) làò ~ÓÇ ÓƒyÇÜ˛ í z̨̨ õ˛õÂô!ï˛ ii) !ÓÜ ̨ Î˚ ~ÓÇ !•§y Ï̂ÓÓ˚  ≤Ãy˛õƒ í z̨̨ õ˛õÂô!ï˛ iii) Ùç%ï˛ ˛õîƒ í z̨̨ õ˛õÂô!ï˛ iv) Ü ̨ Î˚ ~ÓÇ
!•§yÓ ≤Ã Ï̂òÎ˚ í z̨̨ õ˛õÂô!ï˛ v) ˆÓï˛lÜ ̨ Ù !•§yÓ !lÜ˛y¢Ü˛Ó˚î í z̨̨ õ˛õÂô!ï˛ vi) fiÌyÎ˚# §¡õ!_ !•§yÓ!lÜ˛y¢Ü˛Ó˚î í z̨̨ õ˛õÂô!ï˛
vii) ÓƒÎ˚ !•§yÓ!lÜ˛y¢Ü˛Ó˚î í z̨̨ õ˛õÂô!ï˛ viii) Ü˛Ó˚ !•§yÓ!lÜ˛y¢Ü˛Ó˚î í z̨̨ õ˛õÂô!ï˛ ix) ã)̨ í ¸̨yhs˝ !•§yÓ§Ù)̂ Ï•Ó˚ í z̨̨ õ˛õÂô!ï˛
x) ˛õ!Ó˚ÓƒÎ˚ í z̨̨ õ˛õÂô!ï˛ xi) Óy Ï̂çê˛ í z̨̨ õÈüÈ˛õÂô!ï˛ xii) ÓƒÓfiÌy˛õly ï˛Ìƒ˛õÂô!ï˛–
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Q.1. §!ë˛Ü˛ í z̨_Ó˚!ê˛ !lÓ≈yã˛l Ü˛ Ï̂Ó˚y (MCQ)

1. Ü˛!¡õí z̨ê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛Ó˚ í z̨̨ õyòyl§Ù)• •°û

Ü˛ä ˆí˛ê˛yñ ≤Ã!ï˛ Ï̂Óòlñ á!ï˛Î˚ylñ •yí≈̨ GÎ˚ƒyÓ˚ñ §Ê˛ê‰̨ GÎ˚ƒyÓ˚ñ

áä ˆí˛ê˛yñ çlàîñ ≤Ã!Ü ̨ Î˚yñ •yí≈̨ GÎ˚ƒyÓ˚ñ §Êê‰̨ GÎ˚ƒyÓ˚

àä çlàîñ ≤Ã!Ü ̨ Î˚yñ á!ï˛Î˚ylñ ˆí˛ê˛yñ !•§y Ï̂ÓÓ˚ ï˛y!°Ü˛y

âä ˆí˛ê˛yñ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚îñ ≤Ã!Ü ̨ Î˚yñ !lÎ˚ÙyÓ°#ñ xyí z̨ê˛˛õ%ê˛–

2. Ü˛!¡õí z̨ê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ Ó° Ï̂ï˛ ˆÓyV˛yÎ˚ ı

Ü˛ä Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù í z̨ò‰Óï≈̨ ˛õe G °yË˛ÈüÈ«˛!ï˛Ó˚ !•§yÓ Ù%oî Ü˛Ó˚y–

áä Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù ˆ°l Ï̂ò Ï̂lÓ˚ !•§yÓ ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î Ü˛Ó˚y ~ÓÇ lÌ# G ≤Ã!ï˛ Ï̂Óòl
í˛z˛õfiÌy˛õl Ü˛Ó˚y–

àä !•§yÓ!lÜ˛y¢ §ÇÜ ̨ yhs˝ ˆí˛ê˛y ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î Ü˛Ó˚y ~ÓÇ ≤Ã!ï˛ Ï̂Óòl§Ù)• Ù%oî Ü˛Ó˚y–

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛yl!ê˛•z lÎ˚–

3. Ü˛!¡õí z̨ê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛Ó˚ í z̨̨ õyòyl§Ù)• Ó° Ï̂ï˛ ˆÓyV˛yÎ˚ ı

Ü˛ä ÓƒÓ§y!Î˚Ü˛ ̂ °l Ï̂òl§Ù)• !Ó Ï̂Ÿ’£Ïî Ü˛Ó˚yñ ̂ °l Ï̂òl§Ù)• !°!˛õÓÂô Ü˛Ó˚yñ ̂ Ó˚GÎ˚y!Ù° ≤Ã›ï˛
Ü˛Ó˚yñ í z̨mï≈̨ ˛õe G °yË˛«˛!ï˛Ó˚ !•§yÓ ≤Ã›ï˛ Ü˛Ó˚y–

áä ˆí˛ê˛y ~!rê ∆̨Ó˚ ˆÌ Ï̂Ü˛ ã)̨ í ¸̨yhs˝ !ÓÓ,!ï˛Ó˚ ≤Ã›!ï˛

àä Ùyl!ÓÜ˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ ˆÌ Ï̂Ü˛ CAS-~ Ó)̨̊ õyhs˝Ó˚–

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛yl!ê˛•z lÎ˚–

4. CAS  • Ï̂ï˛ • Ï̂Ó

Ü˛ä ˛ §•ç ~ÓÇ §Ù!ß∫ï˛ñ fl∫FSÈñ §!ë˛Ü˛ñ ˛õ!Ó˚Ùy˛õ Ï̂Îyàƒñ !ÓŸªy§ Ï̂Îyàƒ–

Ü˛ä ç!ê˛°ñ §!ë˛Ü˛ñ fl∫FSÈñ o%ï˛ñ Ü˛yÎ≈Ü˛Ó˚

àä Ùyl!ÓÜ˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ ˆÌˆÏÜ˛ Ü˛!¡õí˛zê˛yÓ˚!Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î
˛õÂô!ï˛ Ï̂ï˛ Ó)̨̊ õyhs˝Ó˚  Ü˛Ó˚̂ Ïï˛ §«˛Ù–

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛yl!ê˛•z lÎ˚–

5. !•§yÓ§Ù)̂ Ï•Ó˚ ˆ◊!îÓÂôÜ˛Ó˚î Ó° Ï̂ï˛ ˆÓyV˛yÎ˚ ÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈ ˆÌ Ï̂Ü˛ ˆí˛ê˛yÓ˚ ˆ◊î#!Ólƒy§ Ü˛Ó˚y

Ü˛ä §¡õòñ òyÎ˚§Ù)• ~ÓÇ Ù)°ôl

áä §¡õòñ Ù)°ôlñ òyÎ˚§Ù)•ñ xyÎ˚ ~ÓÇ áÓ˚ã˛

àä §¡õòñ Ùy!° Ï̂Ü˛Ó˚ •zÜ%̨ ƒ•z!ê˛ñ xyÎ˚ ~ÓÇ áÓ˚ã˛

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛yl!ê˛•z lÎ˚–

6. !•§yÓ§Ù)̂ Ï•Ó˚ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚̂ ÏîÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛yÓ˚ í ẑ̨ Ïj¢ƒ •° ı

Ü˛ä ˆày¤˛# G í z̨̨ õyòylà%̂ Ï°yÓ˚ Ù Ï̂ôƒ xl%Ü ̨ !ÙÜ˛ §¡õÜ≈̨  ˜ï˛!Ó˚ Ü˛Ó˚y–

áä o%ï˛ ˆí˛ê˛y ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î ~ÓÇ ã)̨ í ¸̨yhs˝ !•§yÓ ≤Ã›ï˛ Ü˛Ó˚y–

àä ˆí˛ê˛y ~ÓÇ ï˛Ìƒ Ï̂Ü˛ §%Ó˚!«˛ï˛ Ó˚yáy–

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛yl!ê˛•z lÎ˚–

xl%¢#°l#
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7. §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î ˛õÂô!ï˛ • Ï̂ï˛ • Ï̂Ó ı

Ü˛ä ~Ó)̨̊ õ Îy Ï̂ï˛  !•§y Ï̂ÓÓ˚ ˆ◊!î!ÓË˛yçl ˛õ!Ó˚ã˛y°ly Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚–

á˛ä ~Ü˛!ê˛ §ly=˛Ü˛Ó˚î !ã˛•´ ÌyÜ˛ Ï̂Ó–

àä §•ç ˆÓyôàÙƒñ xÌ≈§)ã˛Ü˛ ~ÓÇ !•§yÓ ˆ◊!î!ÓË˛yçl ˛õ!Ó˚ã˛y°l Ü˛ Ï̂Ó˚–

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛yl!ê˛•z lÎ˚–

8. §yÇ Ï̂Ü˛ï˛#Ü˛Ó˚̂ ÏîÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛y •° ı

Ü˛ä ˆí˛ê˛yÓ˚ ~l!Ü ̨ ˛õ¢yl Ü˛Ó˚y

áä !l Ï̂Ùy!lÜ˛ §Ç Ï̂Ü˛ï˛ ˜ï˛!Ó˚ Ü˛Ó˚

àä !•§yÓ§Ù)•ñ ≤Ã!ï˛ Ï̂Óòl§Ù)• •zï˛ƒy!ò §%Ó˚!«˛ï˛ Ü˛Ó˚y–

âä §•çï˛Ó˚ ˆí˛ê˛yÓ˚ ≤Ã!Ü ̨ Î˚yÜ˛Ó˚îñ §!ë˛Ü˛ l!Ì§Ù)• Ó˚yáy–

9. ˆÙÔ!°Ü˛ ï˛Ìƒ ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î Ù Ï̂í˛ Ï̂°Ó˚ Ü˛yÎ≈Ü˛°y Į̈̂ õÓ˚ Ü ̨ Ù !Ü˛ı

Ü˛ä ˆí˛ê˛y §Çà!ë˛ï˛ Ü˛Ó˚yñ ˆí˛ê˛y ≤Ã!Ü ̨ Î˚y Ü˛Ó˚y ~ÓÇ ˆí˛ê˛y §Ç@˝Ã• Ü˛Ó˚y

áä ˆí˛ê˛y §Ç@˝Ã• Ü˛Ó˚yñ ˆí˛ê˛y §Çà!ë˛ï˛ G ≤Ã!Ü ̨ Î˚y Ü˛Ó˚y ~ÓÇ ï˛Ìƒ xyòyl ≤Ãòyl Ü˛Ó˚y–

àä ˆí˛ê˛y ≤Ã!Ü ̨ Î˚y Ü˛Ó˚yñˆí˛ê˛y §Çà!ë˛ï˛ Ü˛Ó˚y ~ÓÇ ˆí˛ê˛y §Ç@˝Ã• Ü˛Ó˚y–

âä ˆí˛ê˛y §Çà!ë˛ï˛ Ü˛Ó˚yñ ˆí˛ê˛y §Ç@˝Ã• Ü˛Ó˚y ~ÓÇ ï˛Ìƒ xyòyl ≤Ãòyl Ü˛Ó˚y–

10. xyË˛ƒhs˝Ó˚#î !lÎ˚sfî ˆÜ˛l lÜ˛¢y Ü˛Ó˚y •Î˚ ı

Ü˛ä §¡õ!_§Ù)• Ï̂Ü˛ §%Ó˚!«˛ï˛ Ó˚yáy ~ÓÇ §¡õ Ï̂òÓ˚ Ü˛yÙƒ ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ–

áä ¢%ô%Ùye § Ï̂Ó≈yFã˛ xyÎ˚ xç≈̂ ÏlÓ˚ çlƒ

àä ¢%ô%Ùye §¡õ!_§Ù)• Ï̂Ü˛ §%Ó˚!«˛ï˛ Ó˚yáyÓ˚ çlƒ

âä ¢%ô%Ùye §!ë˛Ü˛ !•§yÓ!lÜ˛y¢ !°!˛õÓÂôÜ˛Ó˚î !l!Ÿã˛ï˛ Ü˛Ó˚y

11. ÓƒÓ§y!Î˚Ü˛ Ùç%ï˛ !°!˛õÓÂô Ü˛Ó˚yÓ˚ çlƒ ~Ü˛çl §Ó˚ÓÓ˚y•Ü˛yÓ˚# !lÜ˛ê˛ Ê˛y Ï̂Ù≈Ó˚ ≤Ãòyl !Ü˛⁄

Ü˛ä làò ≤Ãòyl çy Ï̂Óòy

áä Ü ̨ Î˚ çy Ï̂Óòy

àä !ÓÜ ̨ Î˚ çy Ï̂Óòy

âä làò ≤Ãy!Æ çy Ï̂Óòy

12. ôy Ï̂Ó˚ Ü ̨ Î˚ Ü˛Ó˚y ˆË˛y=˛y Ï̂òÓ˚ xÌ≈Ó˚y!¢ ˆÜ˛yÌyÎ˚ ˛õyGÎ˚y ÎyÎ˚

Ü˛ä !•§yÓ ≤Ãy˛õƒ çy Ï̂Óòy

áä §yôyÓ˚î çy Ï̂Óòy

àä !ÓÜ ̨ Î˚ çy Ï̂Óòy

âä !•§yÓ ≤Ãy˛õƒ §•yÎ˚Ü˛ á!ï˛Î˚yl

Q2. !l¡¨!°!áï˛ ≤ÃŸ¿à%̂ Ï°yÓ˚ í z̨_Ó˚ òyG ı
1. ˆÜ˛l xy!Ì≈Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚̂ Ïî Ü˛!¡õí z̨ê˛yÓ˚ ≤ÃÎ%!=˛Ó˚ ÓƒÓ•yÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ ~ÓÇ ˆÜ˛l ~!ê˛ í z̨̨ õ Ï̂Îyà# Óy
í˛z˛õÜ˛yÓ˚#⁄

2.  §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î !Ü˛⁄ ˆÜ˛l ~Ü˛!ê˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ Ï̂ï˛ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î ≤Ã Ï̂Î˚yçl#Î˚ ⁄
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3. Ü˛!¡õí z̨ê˛yÓ˚!Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î §Ê˛ê‰̨ GÎ˚ƒy Ï̂Ó˚Ó˚ ≤Ãôyl ˜Ó!¢T˛ƒà%̂ Ï°y !Ü˛ !Ü˛ ⁄

4. !•§yÓ!lÜ˛y¢Ü˛Ó˚î ã˛ Ï̂Ü ̨ Ó˚ !Ó!Ë˛ß¨ ôy˛õà%̂ Ï°y !Ü˛ !Ü˛ ⁄

5. ˆí˛ê˛y ~ÓÇ ï˛ Ï̂ÌƒÓ˚ Ù Ï̂ôƒ í z̨òy•Ó˚î§• ˛õyÌ≈Ü˛ƒ ˆ° Ï̂áy–

6. !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î˛ ˛õÂô!ï˛à%̂ Ï°y ~ÓÇ ˆÎ ˛õ!Ó˚!fiÌ!ï˛ Ï̂ï˛ ~à%̂ Ï°yÓ˚ ≤Ã Ï̂ï˛ƒÜ˛!ê˛ x!ôÜ˛ í z̨̨ õ Ï̂Îyà# ï˛y

Óƒyáƒy Ü˛Ó˚–

7. ˆ°l Ï̂òl ¢∑!ê˛Ó˚ §ÇK˛y òyG ~ÓÇ í z̨òy•Ó˚î§• Ï̂Îy Ï̂à !Óhfl,Ïï˛Ë˛y Ï̂Ó Óƒyáƒy Ü˛Ó˚ !Ü˛Ë˛y Ï̂Ó xl%Ü ̨ !ÙÜ˛
ˆ◊!îÓÂôÜ˛Ó˚̂ ÏîÓ˚ Ùyôƒ Ï̂Ù !•§y Ï̂ÓÓ˚ ã˛y Ï̂ê≈̨  ˆ°l Ï̂òlà%̂ Ï°y Ï̂Ü˛ ˆòáy Ï̂ly ÎyÎ˚–

8. ~Ü˛!ê˛ !•§y Ï̂ÓÓ˚ ã˛yê≈̨  !Ü˛⁄ ~!ê˛ !Ü˛Ë˛y Ï̂Ó §yçy Ï̂ly •Î˚⁄

9. xyÎ˚ ~ÓÇ áÓ˚ã˛ Ó° Ï̂ï˛ !Ü˛ ˆÓyV˛⁄

10. CAS ~Ó˚ §#ÙyÓÂôï˛yà%̂ Ï°y !Ü˛ !Ü˛ ⁄

11.  CAS ~Ó˚ §%!Óôyà%̂ Ï°y !Ü˛ !Ü˛ ⁄

12. ~l!Ü ̨ ˛õ¢yl !Ü˛ ~ÓÇ ~!ê˛ !Ü˛Ë˛y Ï̂Ó CASÈüÈ~ §•yÎ˚Ü˛ •Î˚–

Q3. ò«˛ï˛yÓ˚ ˛õÎ≈y Ï̂°yã˛ly (Skill Review) :

1. !Óï˛ Ï̂Ü≈̨ Ó˚ !Ó£ÏÎ˚ ı ÚÚ!•§yÓ!lÜ˛y¢ ˆÓ˚Ü˛í≈̨ §Ù)̂ Ï•Ó˚ •zFSÈyÜ,̨ ï˛Ë˛y Ï̂Ó !l˛õ%l ˛õ!Ó˚Óï≈̨ l Ùyl!ÓÜ˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î
˛õÂô!ï˛Ó˚ ï%̨ °lyÎ˚ x Ï̂lÜ˛ ˆÓ!¢ §•ç •Î˚ Ü˛!¡õí z̨ê˛yÓ˚!Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ Ï̂ï˛–ÛÛ

 ˆ◊!î Ï̂ï˛ ã˛yÓ˚çl !¢«˛yÌ#≈Ó˚ @˝Ã%̨ õ Ü˛ Ï̂Ó˚ ~Ü˛ ~Ü˛!ê˛ ò° Óy!l Ï̂Î˚ ~•z xl%¢#°l!ê˛ Ü˛Ó˚ ~ÓÇ ˆ◊!î Ï̂ï˛ ï˛y í z̨̨ õfiÌy˛õl
Ü˛Ó˚–

2. !l¡¨!°!áï˛ ï˛ Ï̂ÌƒÓ˚ !Ë˛!_ Ï̂ï˛ Ùç%ï˛ í z̨̨ õyòy Ï̂lÓ˚ çlƒ ~Ü˛!ê˛ §yÇ Ï̂Ü˛!ï˛Ü˛Ó˚î Ü˛yë˛y Ï̂Ùy ≤Ã›ï˛ Ü˛Ó˚ı

≤ÃyÎ˚ 7000!ê˛ í z̨̨ õyòyl Ó˚̂ ÏÎ˚̂ ÏSÈ Îy Ï̂òÓ˚ 37!ê˛ Ù%áƒ !ÓË˛y Ï̂à ˆày¤˛#Ë%̨ =˛ Óy ˆ◊!îÓÂô Ü˛Ó˚y xy Ï̂SÈ– ≤Ã!ï˛!ê˛ Ù%áƒ !ÓË˛yà
xyÓyÓ˚ 15-40!ê˛ í z̨̨ õ!ÓË˛y Ï̂à !ÓË˛=˛– ~Ü˛!ê˛ í z̨̨ õ!ÓË˛y Ï̂àÓ˚ Ù Ï̂ôƒ Ü˛á Ï̂ly ï˛yÓ˚ í z̨̨ õyòy Ï̂lÓ˚ §Çáƒy 1000 ̂ Ì Ï̂Ü˛ ̂ Ó!¢
• Ï̂ï˛ ̨õyÓ˚̂ ÏÓ ly–

í z̨_Ó̊

1. Ü˛ 2. á 3. Ü˛ 4. Ü˛ 5. á 6. Ü˛

7. Ü˛È     8. Ü˛      9. á 10. Ü˛    11. Ü˛    12. â
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!ã˛e 2.1

ˆfl±í˛!¢ê˛ •° ˆÓ˚y ~ÓÇ Ü˛°yÙ§Ù)̂ Ï•Ó˚ §IyÜ ̨ Ù– ˆÓ˚y§Ù)• •°
xyl%Ë)̨ !ÙÜ˛ ˆË˛QÓ˚ ï˛Ìy Ü˛°yÙ§Ù)• •° í z̨°¡∫ ˆË˛QÓ˚– ~Ü˛!ê˛ ˆfl±í˛!¢ê˛ ~Ü˛!ê˛
GÎ˚yÜ≈˛!¢ê˛ lyˆÏÙG ˛õ!Ó˚!ã˛ï˛– ~!ê˛ §Çáƒyàï˛ Óy xy!Ì≈Ü˛ ï˛Ìƒ ˆÓ˚Ü˛í≈˛ñ àîly
~ÓÇ ï%̨ °ly Ü˛Ó˚̂ Ïï˛ ÓƒÓ•,ï˛ •Î˚– ˛≤Ã!ï˛!ê˛ Ùyl •Î˚ ~Ü˛!ê˛ fl∫ï˛sf åˆÎÙl ˆÓ!§Ü˛ä
Ùyl • Ï̂Ó Óy ~!ê˛ xlƒylƒ ã˛° Ï̂Ü˛Ó˚ Ùylà%̂ Ï°yÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ í z̨q(ï˛ • Ï̂ï˛
˛õyˆÏÓ˚– í˛zq(ï˛ Ùyl!ê˛ •° ~Ü˛!ê˛ ˛õy!ê˛ày!î!ï˛Ü˛ Ó˚y!¢Ùy°y ~ÓÇ‡Óy ~Ü˛!ê˛
Ê˛yÇ¢ Ï̂lÓ˚ åxÌ≈yÍ ~Ü˛!ê˛ §)eä Ê˛°–

ˆfl±í˛!¢ê˛ xƒy!≤’ˆÏÜ˛¢l •° åÜ˛álG Ü˛álG §yôyÓ˚îË˛yˆÏÓ
¢%ô%Ùye ˆfl±í˛!¢ê˛ !• Ï̂§ Ï̂ÓG í ẑ̨ ÏÕ‘á Ü˛Ó˚y •Î˚ä ~Ùl ~Ü˛!ê˛ Ü˛!¡õí z̨ê˛yÓ˚ ˆ≤Ãy@˝ÃyÙ
Îy xyÙy Ï̂òÓ˚ ˆí˛ê˛y ≤Ã Ï̂Ó¢ Óy ~rê˛yÓ˚ Ü˛Ó˚̂ Ïï˛G ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î Ü˛Ó˚̂ Ïï˛  ˆòÎ˚– xyÙÓ˚y
MS-Excel åÓy ˆÜ˛Ó°Ùye Excelä ~Ó˚ §y•y Ï̂Îƒ ˆfl±í˛!¢ê˛!ê˛ Ó%V˛ Ï̂ï˛ ˛õy!Ó˚ Îy
Microsoft Office Suite Software ~Ó˚ ~Ü˛!ê˛ xÇ¢–

~ Ï̂: Ï̂°Ó˚ Óï≈̨ Ùyl §ÇflÒÓ˚î!ê˛ Excel 2007 ~ÓÇ ~ Ï̂ï˛ §¡õ)î≈Ó)̊̂ Į̈ õ
lï %̨l !í˛çy•zl Ü˛Ó˚y ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ •zrê˛yÓ˚̂ ÏÊ˛§ Ó˚̂ ÏÎ˚̂ ÏSÈ– Excel 2007 ~ál
ÚÚ!Ó˚ÓlÛÛ (Ribbon)å!ã˛eÈüÈ2.1ä ly Ï̂Ù ˛õ!Ó˚!ã˛ï˛ ~Ü˛!ê˛ xyl%Ë)̨ !ÙÜ˛ ê˛ƒyÓ §Ù)̂ Ï•Ó˚
§y!Ó˚ !l Ï̂Î˚ !í˛çy•zl Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ– ~•z ê%̨ °ÓyÓ˚à%̂ Ï°y ¢# Ï̂£Ï≈ í z̨̨ õ!fiÌï˛ ê˛ƒyÓà%̂ Ï°y
ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ̨ õ!Ó˚Óï≈̨ l Ü˛Ó˚y ÎyÎ˚– ~ Ï̂: Ï̂°Ó˚ ̨ õ)̂ ÏÓ≈Ó˚ §ÇflÒÓ˚îà%̂ Ï°yÓ˚ ï%̨ °lyÎ˚ ~•z

ˆfl±í˛!¢ê˛

Ë)̨ !ÙÜ˛y (Introduction)!¢ál í ẑ̨ Ïj¢ƒ§Ù)•
 ~•z xôƒyÎ˚!ê˛ xôƒÎ˚̂ ÏlÓ˚ ˛õÓ˚ ˆï˛yÙÓ˚y Ó%V˛ Ï̂ï˛
˛õyÓ˚ˆÏÓ

• ̂ fl±í˛!¢ Ï̂ê˛Ó˚ ôyÓ˚îy G ï˛yÓ˚ ̃ Ó!¢T˛ƒyÓ!°
• Ü˛#Ë˛y Ï̂Ó ˆfl±í˛!¢ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ •Î˚–
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

!ã˛e 2.2

ˆ°xyí z̨ê˛!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y á%Ó §•ç– ‘Office Button’ ÈüÈ~ Ùyí ẑ̨ Ï§Ó˚ ÓyÙ ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚yÓ˚ ˛õ Ï̂Ó˚ñ

xyÙÓ˚y ~Ü˛!ê˛ ˛õ%̂ ÏÓ˚y Ï̂ly GÎ˚yÜ≈̨ Ó%Ü˛ á%° Ï̂ï˛ Óy ~Ü˛!ê˛ lï%̨ l ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ Óy GÎ˚yÜ≈̨ Ó%Ü˛!ê˛ ˆ§Ë˛ Óy §ÇÓ˚«˛î Ü˛Ó˚̂ Ïï˛
Óy Ê˛y•z° ˆÙl%̂ Ïï˛ Óy Ê˛y•z° ˆÙl%̂ Ïï˛ ~ Ï̂: Ï̂°Ó˚ ˛õ)Ó≈Óï˛#≈ §ÇflÒÓ˚̂ Ïî í z̨°ÓÂô GÎ˚yÜ≈̨ Ó%Ü˛ Ï̂Ü˛ Ù%oî Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

2.1 ˆfl±í˛!¢ Ï̂ê˛Ó˚ ≤ÃyÌ!ÙÜ˛ ôyÓ˚îy§Ù)• (Basic Concepts of Spreadsheet) :

~ˆÏ:ˆÏ°Ó˚ ~Ü˛!ê˛ Ê˛y•z° ~Ü˛!ê˛ GÎ˚yÜ≈˛Ó%Ü˛ lyˆÏÙ ˛õ!Ó˚!ã˛ï˛– ~Ü˛!ê˛ GÎ˚yÜ≈˛Ó%Ü˛ •° !Ü˛S%È §ÇáƒÜ˛ GÎ˚yÜ≈˛!¢ˆÏê˛Ó˚
§Ç@˝Ã• Óy §Ω˛yÓ˚ å!ã˛e 2.2ä– Óy•zÈüÈ!í˛Ê˛Œê˛ Óy ≤ÃyÌ!ÙÜ˛Ë˛y Ï̂Ó sheet1, sheet 2 ~ÓÇ sheet 3 lyÙÜ˛ !ï˛l!ê˛
!¢ê˛ ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚ Ü˛ySÈ í z̨̨ õ°kô Ìy Ï̂Ü˛– ~Ü˛§ÙÎ˚ñ.– ˆÜ˛Ó°Ùye ~Ü˛!ê˛ GÎ˚yÜ≈̨ !¢ê˛•z ‘Active worksheet’

!•§y Ï̂Ó Ìy Ï̂Ü˛ ~ÓÇ ï˛ál ˆ§•z GÎ˚yÜ≈̨ !¢ê˛!ê˛ ˆÜ˛ylG !Ü ̨ Î˚yÜ˛°y˛õ ˛õ!Ó˚ã˛y°lyÓ˚ çlƒ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ !lÜ˛ê˛ í z̨°ÓÂô
•Î˚– ~Ü˛!ê˛ Active worksheetÈüÈ ~Ó˚ lyÙ !fl; Ï̂lÓ˚ !l Ï̂ã˛ ÓyÙ !ò Ï̂Ü˛ ‘Sheet Tab’ ~ ˆÙyê˛y •Ó˚̂ ÏÊ˛ (Bold

letters) ˆòáy Ï̂ly •Î˚– È  xy•zÜ˛ Ï̂l !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ≤Ã Ï̂Î˚yçl • Ï̂° x!ï˛!Ó˚=˛ !¢ê˛ Î%=˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ åÎy

~•zË˛y Ï̂Ó Ü˛yç Ü˛ Ï̂Ó˚ÈüÈ Insert! Worksheet).

!¢ Ï̂ê˛Ó˚ lyÙà%̂ Ï°yñ ≤Ã Ï̂Î˚yç Ï̂lñ sheet 1  Óy  sheet 2

Óy  sheet  3 ~Ó˚ í˛z˛õˆÏÓ˚ Ùyí˛z§!ê˛ í˛yl !Üœ˛Ü˛ Ü˛ˆÏÓ˚
!¢ Ï̂ê˛Ó˚ lyÙ!ê˛ åˆÎ!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ • Ï̂Óä !§ Ï̂°Q
Óy ÓySÈy•z Ü˛ Ï̂Ó˚ ~ÓÇ ‘Rename’ !ÓÜ˛“!ê˛ !lÓ≈yã˛l Ü˛ Ï̂Ó˚
˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

Óy: 2.1

ˆÙÔ!°Ü˛ ~ÓÇ í z̨q(ï˛ Ùyl§Ù)•
(Basic and Derived values)

Î!ò ̂ Ü˛yl xy•ẑ Ïê˛ Ï̂ÙÓ˚ ̨ õ!Ó˚Ùyî (Q) ~Ü˛!ê˛ Ù)̂ Ï°ƒ (P)

ˆÜ˛ly •Î˚ ï˛ˆÏÓ ˆ§•z xy•zˆÏê˛Ù!ê˛Ó˚ xÌ≈Ù)ˆÏ°ƒÓ˚ (V)

Ùyl !l¡¨!°!áï˛ Ë˛y Ï̂Ó í z̨q(ï˛ •Î˚ ı

V = Q x P

~áy Ï̂l P ~ÓÇ Q Ùylà%̂ Ï°y ˆÙÔ!°Ü˛ •Î˚– ~•záy Ï̂l
V ~Ü˛!ê˛ í z̨q(ï˛ Ùyl ˆÎ Ï̂•ï%̨  ~Ü˛!ê˛ Q ~Ó˚ §y Ï̂Ì P
à%î Ü˛ˆÏÓ˚ ≤ÃyÆ •Î˚–ñ ~•z Ó˚y!¢Ùy°y QxP) ˆÜ˛
˛õy!ê˛à!îˆÏï˛Ó˚ Ó˚y!¢Ùy°y Ó°y •Î˚– ~•z Ó˚y!¢Ùy°yÓ˚
x!ï˛!Ó˚=˛ í˛zòy•Ó˚îà%ˆÏ°y ~•z xôƒyˆÏÎ˚ ˛õˆÏÓ˚ ˆòGÎ˚y
• Ï̂Î˚̂ ÏSÈ–

oT˛Óƒ ı §yôyÓ˚îË˛yˆ ÏÓ ~Ü˛!ê˛ ˛õy!ê˛ày!î!ï˛Ü˛
Ó˚y!¢Ùy°y Ï̂ï˛ ~Ü˛ Óy ~Ü˛y!ôÜ˛ Ê˛yÇ¢l ÌyÜ˛ Ï̂ï˛  ̨õy Ï̂Ó˚–
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!ã˛e 2.3

ˆÓ˚yÈüÈà%ˆÏ°yˆÏÜ˛ í˛z˛õÓ˚ ˆÌˆÏÜ˛ l#ã˛ ˛õÎ≈hs˝ §ÇáƒyÓ˚ myÓ˚y
!ã˛!•´ï˛ Ü˛Ó˚y •Î˚ ~ÓÇ Ü˛°yÙà%ˆÏ°y ÓyÙ!òÜ˛ ˆÌˆÏÜ˛
í˛yl!òˆÏÜ˛ •zÇˆÏÓ˚ç# •Ó˚ˆÏÊ˛ !ã˛!•´ï˛ Ü˛Ó˚y •Î˚– ~ˆÏ:°
2007ÈüÈ~ 65536!ê˛ ̂ Ó˚y Ó˚̂ ÏÎ˚̂ ÏSÈ Îy 1, 2, 3, ... 65,536

myÓ˚y !ã˛!•´ï˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ– ~•z §Çáƒyà%̂ Ï°y GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚
~ˆÏÜ˛ÓyˆÏÓ˚ ÓyÙ xÇˆÏ¢ ˆòáyˆÏly •ˆÏÎ˚ˆÏSÈ– Ü˛°yÙà%ˆÏ°y
å~ˆÏ:ˆÏ°Ó˚ ÙˆÏôƒ ˆÙyê˛ 256!ê˛ä •zÇˆÏÓ˚ç# x«˛Ó˚ myÓ˚y
!ã˛!•´ï˛ Ü˛Ó˚y •Î˚ñ ˆÎÙl A, B, C ... AA ... IV, ~ÓÇ
~à%̂ Ï°y Ï̂Ü˛ ˆÓ˚yÈüÈ1 ~Ó˚ í z̨̨ õ Ï̂Ó˚ xyl%Ë)̨ !ÙÜ˛ Óy Ï̂: ˆòáy Ï̂ly
• Ï̂Î˚̂ ÏSÈ– §%ï˛Ó˚yÇñ ~Ü˛!ê˛ !¢ Ï̂ê˛ xyl%Ùy!lÜ˛ 65,536 x

256 = 1,65,00,000 !ê˛ ˆ§° Ìy Ï̂Ü˛ Îy ≤ÃÜ,̨ ï˛˛õ Ï̂«˛
§Ü˛° ≤Ã Ï̂Î˚yçl#Î˚ xƒy!≤’ Ï̂Ü˛¢ylà%̂ Ï°yÓ˚ çlƒ ~Ü˛!ê˛ !Ó¢y° Ü˛yÎ≈̂ Ï«˛e (work area) å!ã˛e 2.3ä–

~Ü˛!ê˛ ̂ fl±í˛!¢ Ï̂ê˛Ó˚ ~Ü˛!ê˛ ̂ § Ï̂°Ó˚ Ù Ï̂ôƒ ~Ü˛!ê˛ Ùyl Óy Ê˛yÇ¢l Óy ~Ü˛!ê˛  ̨ õy!ê˛ày!î!ï˛Ü˛ ~: Ï̂≤Ã¢l
ˆÓ˚Ü˛í≈̨  Ü˛Ó˚y •Î˚– ~Ü˛!ê˛ ˆÓ˚yÈüÈG ~Ü˛!ê˛ Ü˛°y Ï̂ÙÓ˚ ˆSÈ!òÜ˛yÇ¢ Ï̂Ü˛ ˆ§° Ó°y •Î˚– ~Ü˛!ê˛ ˆ§° Ï̂Ü˛ !ã˛!•´ï˛ Ü˛Ó˚y •Î˚
~Ü˛!ê˛ x«˛Ó˚ÈüÈG §ÇáƒyÓ˚ §Ç!Ù◊î myÓ˚y Îy ˆfl±í˛!¢ Ï̂ê˛Ó˚ ~Ü˛!ê˛ !l!ò≈T˛ xÓfiÌyl Ï̂Ü˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ
~Ü˛!ê˛ ˆfl±í˛!¢ Ï̂ê˛Ó˚ ≤ÃÌÙ ˆ§°!ê˛ A1 myÓ˚y !ã˛!•´ï˛ Ü˛Ó˚y •Î˚ Îy !ã˛!•´ï˛ 2.1 ~ ˆÓ˚yÈüÈ1 ~ÓÇ Ü˛°yÙ (A) ˆï˛
ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– Îál xyÙÓ˚y ~ Ï̂:° ¢%Ó%̊ Ü˛!Ó˚ñ ï˛ál ˛õ Ï̂Î˚rê˛yÓ˚ Óy Ü˛y§≈yÓ˚ ≤ÃÌÙ ˆ§°!ê˛ Ï̂Ü˛ xÌ≈yÍ A1ˆÜ˛
!l Ï̂ò≈¢ Ü˛ Ï̂Ó˚ ~ÓÇ ï˛ál ~•z ˆ§°!ê˛ Ï̂Ü˛ Active Cell Ó°y •Î˚– xyÙÓ˚y ã˛yÓ˚!ê˛ ï˛#Ó˚ !ã˛ Ï̂•´Ó˚ Ü˛# myÓ˚y åˆÎÙl ÓyÙñ
í˛ylñ í˛z˛õÓ˚ñ l#ã˛ Îy !ã˛e 2.4-~ ˆòáyˆÏly •ˆÏÎ˚ˆÏSÈä ~Ü˛!ê˛ GÎ˚yÜ≈˛!¢ˆÏê˛Ó˚ ã˛yÓ˚˛õyˆÏ¢ â%Ó˚ˆÏï˛ Óy ˆÎˆÏï˛ ˛õy!Ó˚–
í z̨òy•Ó˚îfl∫Ó)̨̊ õñ G8 !ë˛Ü˛yly Î%=˛ ˆ§°!ê˛ G Ü˛°y Ï̂ÙÓ˚ xô# Ï̂l xT˛Ù (8th) ˆÓ˚y !ê˛ Ï̂Ü˛ ˆÓyV˛y Ï̂ly • Ï̂Î˚̂ ÏSÈ Óy !l Ï̂ò≈¢
Ü˛ Ï̂Ó˚̂ ÏSÈ– ~•zË˛y Ï̂Ó ≤Ã!ï˛!ê˛ ˆ§ Ï̂°Ó˚ ~Ü˛!ê˛ xllƒ Ìy Ï̂Ü˛ Îy Ï̂Ü˛ cell address Ó°y •Î˚–

ˆ§° ˆÓ˚Ê˛yˆÏÓ˚™ ÈüüüÈ ~Ü˛!ê˛ ˆ§° ˆÓ˚Ê˛yˆÏÓ˚™ ˆfl±í˛!¢ˆÏê˛ ~Ü˛!ê˛ ˆÏ§° Óy ~Ü˛§ˆÏAà !Ü˛S%È §ÇáƒÜ˛ ˆ§ˆÏ°Ó˚
xÓfiÌyl §ly=˛ Ü˛ Ï̂Ó˚ Îy Ï̂Ü˛ ˆ§° !ë˛Ü˛yly Ó Ï̂°G í ẑ̨ ÏÕ‘á Ü˛Ó˚y •Î˚– ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™à%̂ Ï°y §)eñ Ê˛yÇ¢lñ ã˛yê≈̨
xlƒylƒ xƒy Ï̂:° Ü˛Ùy[˛à%̂ Ï°y Ï̂ï˛ ÓƒÓ,•ï˛ •Î˚ ~ÓÇ ~!ê˛ ~Ü˛!ê˛ @˝Ã%Ó Óy ˆ§ Ï̂°Ó˚ Óƒy!Æ Ï̂Ü˛G !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– !ã˛e
2.3 ˆï˛ Ranges !ã˛!•´ï˛ •Î˚ í z̨̨ õ Ï̂Ó˚Ó˚ ÓyÙ ˆ§° (A1) ~ÓÇ l# Ï̂ã˛Ó˚ í˛yl ˆ§° (E2ä ~Ó˚ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™
myÓ˚y– Ranges Óy ˆ§ Ï̂°Ó˚ Óƒy!Æ §ly=˛ Ü˛Ó˚y •Î˚– ˆÜ˛y°l åıä !ã˛•´ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ñ í z̨òy•Ó˚îfl∫Ó)̨̊ õñ A1:E2

~ Ï̂:° Ï̂Ü˛ !l Ï̂ò≈¢ ˆòÎ˚ ˆÎ ~•z ¢%Ó%̊ G ˆ¢£Ï ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™à%̂ Ï°yÓ˚ Ù Ï̂ôƒ §Ê˛° ˆ§°à%̂ Ï°y Ï̂Ü˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚yÓ˚
çlƒ– !í˛Ê˛Œê˛Ó)̊̂ Į̈ õ Óy §yôyÓ˚îË˛y Ï̂Ó ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ xy Į̈̂ õ!«˛Ü˛ Óy §¡∫rôÎ%=˛ •Î˚ ~Ó˚ xÌ≈ •°ñ ˆÎ §)e Óy
Ê˛yÇ¢l!ê˛ Ü˛!˛õ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ ~ÓÇ xlƒ ˆ§ Ï̂° ˆ˛õT˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈñ ˆ§•z §)e Óy Ê˛yÇ¢ Ï̂l ˛õ!Ó˚Ó!ï≈̨ ï˛ ˆ§°
ˆÓ˚Ê˛y Ï̂Ó˚™!ê˛ ≤Ã!ï˛Ê˛!°ï˛ •Î˚ Óy fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó ï˛y ̨õ!Ó˚Ó!ï≈̨ ï˛ • Ï̂Î˚ ÎyÎ˚– xlƒylƒ ̂ §° ̂ Ó˚Ê˛y Ï̂Ó˚™ •° absolute

ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ Îy í˛°y Ï̂Ó˚Ó˚ !ã˛•´ –ùùù myÓ˚y ˆÓ!T˛ï˛ Ü˛°y Ï̂ÙÓ˚ Óî≈‡x«˛Ó˚ ~ÓÇ ˆÓ˚yÓ˚ §Çáƒy !l Ï̂Î˚ à!ë˛ï˛–
ˆÎÙl $C4 or C$4 !l!ò≈T˛ ˆ§ˆÏ°Ó˚ ÙˆÏôƒ !fiÌÓ˚ ÌyÜ˛yÓ˚ çlƒ Îál xyÙyˆÏòÓ˚ ˆÜ˛ylG ˆ§° ˆÓ˚Ê˛yˆÏÓ˚™
≤Ã Ï̂Î˚yçl •Î˚ ï˛ál ~Ü˛!ê˛ absolute ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ ÓƒÓ•,ï˛ •Î˚ñ ÎyÓ˚ xÌ≈ Îál ˆÜ˛yl §)e Óy Ê˛yÇ¢l Ü˛!˛õ
Ü˛Ó˚y •Î˚ ~ÓÇ xlƒ ˆÜ˛y Ï̂¢ ï˛y ˆ˛õT˛ Ü˛Ó˚y •Î˚ñ ï˛ál §)e Óy Ê˛yÇ¢ Ï̂l ÌyÜ˛y ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™à%̂ Ï°y ˛õ!Ó˚Ó!ï≈̨ ï˛
•Î˚ ly– ~Ü˛!ê˛ mixed reference •° ~Ü˛!ê˛ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ Îy ˆÓ˚y Óy Ü˛°yÙ ˆÓ˚Ê˛y Ï̂Ó˚™ Ï̂Ü˛ !fiÌÓ˚ Ó˚y Ï̂á
Îál §)e Óy Ê˛yÇ¢l!ê˛ xlƒ ˆÜ˛ylG fiÌy Ï̂l Ü˛!˛õ Ü˛Ó˚y • Ï̂Î˚ Ìy Ï̂Ü˛ñ ˆÎÙl  $C4   Óy C$4.
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!ã˛e 2.4

Movement Key Stroke (Press key)

Top of Worksheet (cell A1) 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 ( ) or else END + Down arrow key ( )

Beginning of the Row HOME key

Beginning of the Column

Ùyí˛z§ ≤ÃˆÏÎ˚yçl#Î˚ §ÙhflÏ !Ü ˛Î˚yÜ˛°y˛õ ~ÓÇ ˆí˛ê˛y ~!rê˛ Óƒï˛#ï˛
GÎ˚yÜ≈̨ !¢ Ï̂ê˛ åÓy GÎ˚yÜ≈̨ Ó%̂ ÏÜ˛ä ˆl!Ë˛ Ï̂à¢ Ï̂lÓ˚ çlƒ ÓƒÓ•,ï˛ •Î˚ñ ï˛ Ï̂Ó !Ü˛S%È à%Ó%̊c˛õ)î≈
!Ü ̨ Î˚yÜ˛°y˛õ ~ÓÇ §yôyÓ˚î ̂ l!Ë˛ Ï̂à¢là%̂ Ï°y Ü˛# ̂ fiê ∆̨yÜ˛ ål# Ï̂ã˛ ̂ òGÎ˚y !• Ï̂§ Ï̂Óä ÓƒÓ•yÓ˚
Ü˛ Ï̂Ó˚ §¡õyòl Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– Ü˛# ˆÓy Ï̂í≈̨ Ó˚ §ÙhflÏ Ü˛# ~ÓÇ Ü˛# ˆfiê ∆̨yÜ˛à%̂ Ï°y §¡õ Ï̂Ü≈̨
çyly ~ÓÇ ˆÓyV˛y Ë˛y°– Ü˛# ã˛y˛õˆÏ° ï˛yˆÏÜ˛ Ü˛# ˆfiê˛∆yÜ˛ Ó°y •Î˚ ï˛ˆÏÓ GÎ˚yÜ≈˛!¢ˆÏê˛
!Ü ̨ Î˚yÜ˛°y Į̈̂ õÓ˚ çlƒ ˆÜ˛ylG ˆÜ˛ylG §ÙÎ˚ ~Ü˛!ê˛ Ü˛Ùy Ï̂[˛ xyÙy Ï̂òÓ˚ ~Ü˛!ê˛ Ü˛# ˆfiê ∆̨y Ï̂Ü˛
ò%!ê˛ Ü˛# ~Ü˛§y Ï̂Ì ã˛y˛õ !ò Ï̂ï˛ •Î˚– å!ã˛e 2.4ä–

Movement Key Stroke (Press key)

One cell down Down arrow key ( ) or Enter key

One cell up Up arrow key ( )

One cell left Left arrow key ( )

One cell right Right arrow key ( ) or Tab key

xlƒylƒ ˆl!Ë˛ Ï̂à¢l ~ÓÇ !Ü ̨ Î˚yÜ˛°y˛õÙ)°Ü˛ Ü˛# ˆfiê ∆̨yÜ˛à%̂ Ï°y ˆí˛ê˛y˛õ)î≈ ˆÜ˛y¢à%̂ Ï°yÓ˚ Üœ̨ yfiê˛yÓ˚ §•
~Ü˛Ü˛ âÓ˚!ê˛ ~Ü˛Ü˛ §Ù Ï̂Î˚Ó˚ ï%̨ °lyÎ˚ o%ï˛ Ü˛y§≈yÓ˚ ã˛°yã˛ Ï̂°Ó˚ çlƒ ÓƒÓ•,ï˛ •Î˚– ˆí˛ê˛y ˛õ)î≈ ˆ§°à%̂ Ï°yÓ˚ Üœ̨ yfiê˛yÓ˚
Ó° Ï̂ï˛ ~Ü˛!ê˛ ˆÓ˚y Óy ~Ü˛!ê˛ Ü˛°y Ï̂ÙÓ˚ ôyÓ˚yÓy!•Ü˛ ˆ§ Ï̂°Ó˚ ˆ§ê˛ Ï̂Ü˛ ˆÓyV˛yÎ˚–

GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ Ù Ï̂ôƒ ˆl!Ë˛ Ï̂à¢l åã˛°yã˛°ä

~Ü˛!ê˛ ˆ§ Ï̂° ˆÎ ï˛Ìƒ ≤Ã Ï̂Ó¢ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ ï˛y §Çáƒy§)ã˛Ü˛ Óy x«˛Ó˚ G §ÇáƒyÓ˚ !Ù◊î Óy ~Ü˛!ê˛ ï˛y!Ó˚á • Ï̂ï˛
˛õy Ï̂Ó˚–  ˆÎÙl ˆÜ˛ylG ˆ§ Ï̂° ˆÜ˛ylG ˆí˛ê˛y ê˛y•z̨ õ Ü˛Ó˚y • Ï̂°ñ ~ Ï̂:° ~•z ˆí˛ê˛yÓ˚ ê˛y•z̨ õ Óy ≤ÃÜ˛yÓ˚!ê˛ !ë˛Ü˛ Ü˛Ó˚̂ Ïï˛
§«˛Ù •Î˚ñ åˆÎÙlñ §Çáƒy§)ã˛Ü˛ Óy x«˛Ó˚ G §ÇáƒyÓ˚ !Ù◊î Óy ï˛y!Ó˚áä ˆ§ Ï̂°Ó˚ Ù Ï̂ôƒ ê˛y•z̨ õ Ü˛Ó˚y Ùy Ï̂l ≤ÃÜ,̨ !ï˛Ó˚
í z̨̨ õÓ˚ !lË≈̨ Ó˚ Ü˛ Ï̂Ó˚–
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!ã˛e 2.5

!ã˛e 2.6

Î!ò ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly Ùyl!ê˛ 306 •Î˚ñ ~Ó˚ ôÓ˚l Óy ≤ÃÜ˛yÓ˚!ê˛ fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó §Çáƒy§)ã˛Ü˛ • Ï̂Î˚ ÎyÎ˚ñ Î!ò ≤Ã Ï̂Ó¢
Ü˛Ó˚y Ï̂ly Ùyl!ê˛ Asset ˆ°áy •Î˚ ï˛ Ï̂Ó ~Ó˚ ôÓ˚l!ê˛ x«˛Ó˚ÈüÈ§ÇáƒyÓ˚ !Ù◊î (Alpha-numeric) • Ï̂Î˚ ÎyÎ˚ñ
xyÓyÓ˚ Ùyl!ê˛ 12/07/08 ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly • Ï̂°ñ ~Ó˚ ôÓ˚l!ê˛ ï˛y!Ó˚á !• Ï̂§ Ï̂Ó ˆlGÎ˚y •Î˚– å!ã˛eı 2.5ä

ˆÜ˛ylG !l!ò≈T˛ xƒy!≤’ˆÏÜ˛¢ˆÏlÓ˚ çlƒ ~ˆÏ:° ÓƒÓ•yˆÏÓ˚Ó˚
≤ÃˆÏÎ˚yçl#Î˚ ≤ÃÌÙ ˛õòˆÏ«˛˛õ!ê˛ •° ˆÜ˛yl‰ ˆ§ˆÏ° ˆÜ˛yl‰
Ùylà%̂ Ï°y ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly • Ï̂Ó ~ÓÇ ˆ§•z §y Ï̂Ì §¡õÜ≈̨ à%̂ Ï°y
≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂lyÓ˚ çlƒ ˆÜ˛yl‰ ˆ§°à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛Ó˚y • Ï̂Ó
ï˛y !lô≈yÓ˚î Ü˛Ó˚y – ~Ü˛Ó)yÓ˚ xyÙÓ˚y §¡õˆÏÜ≈˛Ó˚ çlƒ ˆÜ˛yl‰
ˆ§°à%ˆÏ°y ÓƒÓ•,ï˛ •ˆÏÓ ï˛y !§Âôyhs˝ •ˆÏÎ˚ ˆàˆÏ°ñ §)e
å˛õy!ê˛ày!î!ï˛Ü˛ Ó˚y!¢Ùy°yä ~ÓÇ ˆí˛ê˛y ï˛ál ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly
ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– å18 ˛õ,¤˛yÎ˚ 2.1 Óy: ˆòáä

Ùyl§Ù)•
Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ Ü˛# Ï̂Óyí≈̨  !ò Ï̂Î˚ ~Ü˛!ê˛ ˆ§ Ï̂°Ó˚ Ù Ï̂ôƒ §Ó˚y§!Ó˚ ê˛y•z̨ õ Ü˛ Ï̂Ó˚ ~Ü˛!ê˛ Ùyl ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly ÎyÎ˚–
xlƒÌyÎ˚ñ ~Ü˛!ê˛ Ùyl §)̂ ÏeÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ ˜ï˛!Ó˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ åí z̨q(ï˛äñ Îy ˆÜ˛ylG àîly §¡õyòl
Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚ñ Óï≈̨ Ùyl ï˛y!Ó˚á Óy §ÙÎ˚ ≤Ãò¢≈l Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚ Óy Óy!•ƒÜ˛ ˆí˛ê˛y ˆÎÙl §!M˛ï˛ Ó=˛Óƒ (stock

quote) Óy ˆí˛ê˛y Ï̂Ó Ï̂§Ó˚ Ùyl ˛õ%lÓ%̊ÂôyÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚–
 Ü˛!¡õí z̨ê˛yÓ˚ !ÓK˛yl# Alan KayÈüÈÓ˚ xl%§y Ï̂Ó˚ value rule Óy Ùyl !lÎ˚Ù ˆfl±í˛!¢ Ï̂ê˛ ≤Ã Ï̂Î˚yà Ü˛Ó˚y •Î˚– ~ Ï̂ï˛
Ó°y • Ï̂Î˚̂ ÏSÈ ˆÎñ ˆÜ˛ylG ˆ§ Ï̂°Ó˚ Ùyl ÓƒÓ•yÓ˚Ü˛yÓ˚# ˆ§•z ˆ§ Ï̂° ˆÎ §)e ê˛y•z̨ õ Ü˛ Ï̂Ó˚̂ ÏSÈ ¢%ô%Ùye ï˛yÓ˚ í z̨̨ õÓ˚
!lË≈̨ Ó˚ Ü˛ Ï̂Ó˚– §)e!ê˛ xlƒylƒ ˆ§ Ï̂°Ó˚ Ùy Ï̂lÓ˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚¢#° • Ï̂ï˛ ˛õy Ï̂Ó˚ñ ï˛ Ï̂Ó ˆ§•z ˆ§°à%̂ Ï°y ~Ü˛•zË˛y Ï̂Ó
ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ myÓ˚y ≤Ã Ï̂Ó¢ Ü˛Ó˚y ˆí˛ê˛y Óy §)eà%̂ Ï°y Ï̂ï˛ §#ÙyÓÂô ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚– §)e àîly Ü˛Ó˚yÓ˚ ˆÜ˛yl side

effects ˆl•z– ï˛yÓ˚ x!ô!¤˛ï˛ ˆ§ˆÏ°Ó˚ !Ë˛ï˛ˆÏÓ˚ ày!î!ï˛Ü˛ Ê˛°yÊ˛° !•ˆÏ§ˆÏÓ ˆÜ˛Ó°Ùye xyí˛zê˛˛õ%ê˛ ≤Ãò¢≈l
Ü˛ Ï̂Ó˚– ˆÜ˛ylG ˆ§ Ï̂°Ó˚ !Ó£ÏÎ˚Ó› fiÌyÎ˚#Ë˛y Ï̂Ó §Ç Ï̂¢yôl Ü˛Ó˚yÓ˚ çlƒ ˆÜ˛ylG ≤ÃyÜ,̨ !ï˛Ü˛ ≤Ã!Ü ̨ Î˚y ˆl•z Î!ò ly
ÓƒÓ•yÓ˚Ü˛yÓ˚# fl∫Î˚Ç!Ü ˛Î˚Ë˛yˆÏÓ ˆ§ˆÏ°Ó˚ !Ó£ÏÎ˚Ó› §ÇˆÏ¢yôl Ü˛ˆÏÓ˚ ÌyˆÏÜ˛– Ü˛álG Ü˛álG ~ˆÏÜ˛ first order

functional programmingÈüÈ~Ó˚ ~Ü˛!ê˛ §#ÙyÓÂô Ê˛Ù≈ Ó°y •Î˚–

ˆfl±í˛!¢ê˛ xƒy!≤’ˆÏÜ˛¢ˆÏlÓ˚ å!ã˛e 2.6ä ~Ü˛!ê˛ §•ç í˛zòy•Ó˚î •°ñ !fiÌÓ˚ xyÙylˆÏï˛Ó˚ í˛z˛õÓ˚ ≤ÃˆÏò¢ §%ò ~ÓÇ
ˆÙÎ˚yò˛õ)!ï≈̨ Ï̂ï˛ ≤ÃyÆ xÌ≈ !lî≈Î˚ Ü˛Ó˚y Óy àîly Ü˛Ó˚y– ≤ÃÌÙ ˛õò Ï̂«˛˛õ •° åxÌ≈yÍ ˛õ!Ó˚Ü˛“lyÓ˚ ˛õò Ï̂«˛˛õä Ü˛°yÙ
!¢ Ï̂Ó˚ylyÙ §• SÈÎ˚!ê˛ âÓ˚ !lô≈yÓ˚î Ü˛Ó˚y–

• Principal Amount (Ü˛°yÙ˛ Bˆï˛ PA)

• Rate of Interest (Ü˛°yÙ Cˆï˛ r)

• Period in years (NY)

• Period of Compounding (Ü˛°yÙ Dˆï CP˛)

• Compound Interest ( Ü˛°yÙ Fˆï CI)

• Maturity Amount ( Ü˛°yÙ Eˆï  MA)

 Óy!£Ï≈Ü˛ §%̂ ÏòÓ˚ §Ç Ï̂Îyçl !Ó Ï̂Óã˛ly Ü˛ Ï̂Ó˚ Maturity Amount (MA)

~ÓÇ Compound Interest (CI) àîlyÜ˛y Ï̂Î≈Ó˚ §)e!ê˛ !l¡¨Ó)̨̊ õ /
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!ã˛e 2.7

MA = PA * (1 + R / (100 * CP)) ^ (R * CP)

CI= MA – PA

!ã˛e 2.6 Ù Ï̂ï˛y ~ál xyÙÓ˚y åˆÎÔ!àÜ˛ä §%̂ ÏòÓ˚ àîlyÓ˚ çlƒ GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ ˆ°xyí z̨ê˛!ê˛ !fiÌÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

~Ü˛!ê˛ °«˛ Ü˛Ó˚y ÎyÎ˚ ˆÎñ ≤ÃyÌ!ÙÜ˛ Ùylà%̂ Ï°y ˆ§°à%̂ Ï°y Ï̂ï˛ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly •Î˚ å!ã˛e 2.6 ~Ó˚
Ù Ï̂ôƒ ˆ§°à%̂ Ï°y •° B4, C4 ~ÓÇ D4ä í z̨q(ï˛ Ùylà%̂ Ï°y å!ã˛e 2.6 ~Ó˚ Ù Ï̂ôƒ ˆ§°à%̂ Ï°y •° E4 ~ÓÇ F4ä
fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó àîly Ü˛Ó˚y •Î˚ åí z̨̨ õ Ï̂Ó˚Ó˚ §)e ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ä ~ÓÇ formula bar ~ ˆòáy Ï̂ly •Î˚– Î!ò ˆÜ˛ylG
≤ÃyÌ!ÙÜ˛ Ùylà%ˆÏ°y §ÇˆÏ¢y!ôï˛ •Î˚ñ ï˛ˆÏÓ ~Ó˚ Ê˛°fl∫Ó˚)˛õ í˛zq(ï˛ Ùylà%%ˆÏ°yG ˆ§•z xl%ÎyÎ˚# §ÇˆÏ¢y!ôï˛ •Î˚–
ˆfl±í˛!¢ Ï̂ê˛Ó˚ ~•z ˜Ó!¢T˛ƒ!ê˛ xyÙy Ï̂òÓ˚ !Ó!Ë˛ß¨ what-if-scenarios à%̂ Ï°y xôƒÎ˚l Ü˛Ó˚̂ Ïï˛ §«˛Ù Ü˛ Ï̂Ó˚ ˆï˛y Ï̂°–

~Ü˛y!ôÜ˛ !ÓÜ˛“ í z̨Í˛õß¨ Ü˛Ó˚yÓ˚ Ùôƒ !ò Ï̂Î˚ Ü˛yÓ˚î (if) ~ÓÇ ≤ÃË˛yÓ (what) ˛õÓ˚#«˛y Ü˛Ó˚yÓ˚ çlƒ ~Ü˛!ê˛ what-

if-scenario ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚– §%ï˛Ó˚yÇ ~!ê˛ ~Ü˛ Óy ~Ü˛y!ôÜ˛ •zl˛õ%ê˛ ÙyˆÏlÓ˚ ˛õ!Ó˚Óï≈˛ˆÏlÓ˚ Ü˛yÓ˚ˆÏî ˆÎ
Ï̃Ó!ã˛e˛õ)î≈ ≤ÃË˛yÓ ˆòáy ÎyÎ˚ ï˛y !Ó Ï̂Ÿ’£Ï̂ Ïî §•yÎ˚ï˛y Ü˛ Ï̂Ó˚– í z̨̨ õ Ï̂Ó˚Ó˚ í z̨òy•Ó˚î!ê˛ xlƒylƒ §ÙhflÏ Ùyl ~Ü˛•z

Ó˚Ü˛Ù Ó˚yá Ï̂°ñ ˆÜ˛í z̨ ˆòá Ï̂ï˛ ˛õy Ï̂Ó ˆÎ !Ó!Ë˛ß¨ §%̂ ÏòÓ˚ •yÓ˚ ~ÓÇ !Ó!Ë˛ß¨ §ÙÎ˚Ü˛y°#l ˆÎÔ!àÜ˛ §%ò Ü˛#Ë˛y Ï̂Ó
compound interest  ~ÓÇ maturity amountÈüÈˆÜ˛ ≤ÃË˛y!Óï˛ Ü˛ Ï̂Ó˚–

í z̨̨ õ Ï̂Ó˚Ó˚ í z̨òy•Ó˚î!ê˛ ÓƒyáƒyÓ˚ çlƒ xyÓ˚G ~!à Ï̂Î˚ ÎyGÎ˚yÓ˚ ̨õ)Ó≈ xyÙy Ï̂òÓ˚ ̂ fl±í˛!¢ Ï̂ê˛Ó˚ Ü˛ Ï̂Î˚Ü˛!ê˛ ≤ÃyÌ!ÙÜ˛ ̨õ!Ó˚Ë˛y£Ïy
~ÓÇ ˜Ó!¢T˛ƒyÓ°# §¡õ Ï̂Ü≈̨  Ó%V˛ Ï̂ï˛ • Ï̂Ó– ˆÎÙl ı
2.1.1 ̂ ° Ï̂Ó°§Ù)• (Labels) :

~Ü˛!ê˛ ˆê˛:ê˛ Óy !Ó Ï̂¢£Ï x«˛Ó˚̂ ÏÜ˛ (especial character) ˆÓ˚y§Ù)• Óy Ü˛°yÙ§Ù)• Óy Óî≈lyÙ)°Ü˛ ï˛ Ï̂ÌƒÓ˚ çlƒ
ˆ° Ï̂Ó° !• Ï̂§ Ï̂Ó !Ó Ï̂Óã˛ly Ü˛Ó˚y •Î˚– ˆ° Ï̂Ó°à%̂ Ï°y Ï̂Ü˛ ày!î!ï˛Ü˛ Ë˛y Ï̂Ó ÓƒÓ•yÓ˚ Ü˛Ó˚y ÎyÎ˚ ly– ˆÎÙl multiplied,

subtracted •zï˛ƒy!ò– ˆ° Ï̂Ó° A-Z ˛õÎ≈hs˝ ˆÎ ˆÜ˛yl x«˛Ó˚ myÓ˚y ¢%Ó%̊ ~Ó)̨̊ õ ˆÎ ˆÜ˛yl ˆ§ Ï̂°Ó˚ í z̨̨ õyòyl • Ï̂ï˛
˛õy Ï̂Ó˚ñ ˆÎÙl !ã˛e 2.6ÈüÈ~ Principle Amount, Rate of Interest, Maturity Amount •zï˛ƒy!ò Ï̂Ü˛ ˆ° Ï̂Ó°
!• Ï̂§ Ï̂Ó ˆlGÎ˚y • Ï̂Ó–

2.1.2 §)eyÓ°# (Formulas) :

§)e Ó° Ï̂ï˛ !Ü˛S%È ˆ§ Ï̂°Ó˚ Ï̂§ Ï̂ê˛ ày!î!ï˛Ü˛ àîly Ï̂Ü˛ ˆÓyV˛yÎ˚– §)eà%̂ Ï°y xÓ¢ƒ•z ~Ü˛!ê˛ “=” !ã˛•´ å§Ùyl §Ùyl
!ã˛•´ä myÓ˚y ¢%Ó%̊ • Ï̂Óñ ˆÎÙl !ã˛e 2.7ÈüÈ~ ˆ§° E3 ÈüÈˆï˛ =D1+E1/F1*G1 §)e!ê˛ ÌyÜ˛ Ï̂Ó Îy 16 Ùyl ˆòÎ˚–

Îál ~Ü˛!ê˛ ˆ§ Ï̂° ~Ü˛!ê˛ §)e Ìy Ï̂Ü˛ñ ï˛ál ~!ê˛ Ï̂ï˛ ≤ÃyÎ˚¢•z xlƒylƒ ˆ§°à%̂ Ï°yÓ˚ í ẑ̨ ÏÕ‘á Ìy Ï̂Ü˛– ~•z çyï˛#Î˚
ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ •° ~Ü˛ ôÓ˚̂ ÏlÓ˚ ã˛°Ü˛ Óy ˆË˛!Ó˚̂ ÏÎ˚Ó°– ~Ó˚ Ùyl •° ˆÓ˚Ê˛y Ï̂Ó˚™ ˆ§ Ï̂°Ó˚ Ùyl Óy ~Ó˚ !Ü˛S%È !Ù◊
Ê˛°– Î!ò ˆ§•z ˆ§ Ï̂° ˛õ)̂ ÏÓ≈Ó˚ ˆ§°à%̂ Ï°y Ü˛yç !Ë˛ß¨ ˆ§ Ï̂°Ó˚ í ẑ̨ ÏÕ‘á Ü˛Ó˚y •Î˚ ï˛ Ï̂Ó ï˛yÓ˚ Ùyl ˙ lï%̨ l ˆ§°à%̂ Ï°yÓ˚
Ùy Ï̂lÓ˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚ Ü˛Ó˚̂ ÏÓ–

≤Ãã˛°!ï˛ Ó˚#!ï˛ xl%ÎyÎ˚#ñ ~Ü˛!ê˛ §)̂ Ïe §Ùyl §Ùyl (=) !ã˛ Ï̂•´Ó˚
ÓyÙ !òÜ˛!ê˛ §yôyÓ˚îï˛ àîly Ü˛Ó˚y •Î˚ ~ÓÇ ˆ§° E3 ˆï˛ ≤Ãò!¢≈ï˛
•Î˚–

~Ü˛!ê˛ §)e ˆÜ˛ylG ˆ§ Ï̂° Ê˛°yÊ˛° ˆòáy Ï̂lyÓ˚ çlƒ ï˛yÓ˚ Ù Ï̂ôƒ
≤Ã Ï̂Î˚yçl#Î˚ àîlyÜ˛yÎ≈̂ ÏÜ˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– E3 •° ~Ü˛!ê˛ §)eÎ%=˛ ˆ§°ñ
§%ï˛Ó˚yÇ ~!ê˛ Ï̂ï˛ ò%!ê˛ ≤Ãò!¢≈ï˛ í z̨̨ õyòyl Ó˚̂ ÏÎ˚̂ ÏSÈ–
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!ã˛e ı 2.8(a)

fl∫Î˚Ç§)e!ê˛ ~ÓÇ Ê˛°fl∫Ó)̨̊ õ Ùyl!ê˛– §)e!ê˛ ˆÜ˛Ó°Ùye ï˛ál•z ≤Ãò!¢≈ï˛ •Î˚ Îál ˆÜ˛yl !l!ò≈T˛ ˆ§ Ï̂°Ó˚ í z̨̨ õ Ï̂Ó˚
Ùyí z̨§!ê˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ˆ§°!ê˛ !§ Ï̂°Q Ü˛Ó˚y •Î˚ñ xlƒÌyÎ˚ ~!ê˛ àîlyÜ,̨ ï˛ Ê˛°yÊ˛° ˆòáyÎ˚ å~•z ˆ«˛ Ï̂e 16ä–

 ˛õy!ê˛ày!î!ï˛Ü˛ !Ü ˛Î˚yÜ˛°y˛õ ~ÓÇ ç!ê˛° nested conditional (what-if-scenario) !Ü ˛Î˚yÜ˛°y˛õà%ˆÏ°y
ˆfl±í˛!¢ê˛à%ˆÏ°yÓ˚ myÓ˚y §¡õyòl Ü˛Ó˚y ˆÎˆÏï˛ ˛õyˆÏÓ˚ Îy ày!î!ï˛Ü˛ åÓ˚y!¢Ùy°yä !Ü ˛Î˚yÜ˛°y˛õ !Ó!ô§Ù)ˆÏ•Ó˚ Ü ˛Ù
xl%§Ó˚î Ü˛ Ï̂Ó˚ [order of mathematical operations (expression)].

ày!î!ï˛Ü˛ !Ü ̨ Î˚yÜ˛°y Į̈̂ õÓ˚ Ü ̨ Ù˛õÎ≈yÎ˚ åÓ˚y!¢Ùy°yä
Order of mathematical operation (expression)

Ü˛!¡õí˛zê˛yˆÏÓ˚Ó˚ à!îï˛ Ó#çà!îˆÏï˛Ó˚ !lÎ˚Ù ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚ Óy ˆÙˆÏl ã˛ˆÏ°– Órôl#Ó˚ ÙˆÏôƒ ÌyÜ˛y ˆÜ˛yl Ü˛yÎ≈ åÓy Ü˛yÎ≈§Ù)•ä ≤ÃÌˆÏÙ
§¡õy!òï˛ • Ï̂Ó ~ÓÇ ï˛yÓ˚̨ õÓ˚ §)ã˛ Ï̂Ü˛Ó˚ (exponents) Ü˛yç • Ï̂Ó–

~Ó˚̨ õ Ï̂Ó˚ñ ~ Ï̂:° Ë˛yà Óy à%îl Ü˛yÎ≈̂ ÏÜ˛ §Ùyl à%Ó%̊c !ò Ï̂Î˚ Ìy Ï̂Ü˛ ~ÓÇ §Ù#Ü˛Ó˚̂ ÏîÓ˚ ÓyÙ !òÜ˛ ˆÌ Ï̂Ü˛ í˛yl!ò Ï̂Ü˛ ~ò%̂ Ïê˛yÓ˚ Ù Ï̂ôƒ ˆÎ!ê˛ xy Ï̂à
xy Ï̂§ ï˛y §¡õyòÜ˛ Ü˛ Ï̂Ó˚ ~!à Ï̂Î˚ ÎyÎ˚–

˛õÓ˚Óï˛#≈ ò%!ê˛ !Ü ̨ Î˚yÜ˛°y Į̈̂ õÓ˚ ˆ«˛ Ï̂eG ~!ê˛ ~Ü˛•z •Î˚ ˆÎÙl ˆÎyà ~ÓÇ !Ó Ï̂Î˚yà– Ü˛yÎ≈§¡õyò Ï̂l Ü ̨ Ù xl%ÎyÎ˚# ~ò%!ê˛ Ï̂Ü˛ §Ùyl Ó Ï̂°
!Ó Ï̂Óã˛ly Ü˛Ó˚y •Î˚– ~ò%!ê˛Ó˚ Ù Ï̂ôƒ ˆÎ!ê˛ §Ù#Ü˛Ó˚̂ Ïî ÓyÙ !òÜ˛ ˆÌ Ï̂Ü˛ í˛yl !ò Ï̂Ü˛ ≤ÃÌ Ï̂Ù í z̨̨ õ!fiÌï˛ •Î˚ xÌ≈yÍ ˆÎyà !Ü˛ÇÓy !Ó Ï̂Î˚yà ≤ÃÌ Ï̂Ù
ˆ§•z Ü˛yÎ≈Û §¡õyòl Ü˛Ó˚y •Î˚–

Ü˛yÎ≈ §¡õyò Ï̂lÓ˚ Ü ̨ Ù!ê˛ Ù Ï̂l Ó˚yáyÓ˚ !ï˛l!ê˛ §•ç í z̨̨ õyÎ˚ •° xyòƒ«˛Ó˚ ÓƒÓ•yÓ˚ Ü˛Ó˚y ı

GEMS PEMDAS BEMDAS

( ) Grouping Please - ( )parenthesis ( ) Brackets

^ Exponents Excuse - ^ exponents ^ Exponents

* Multiplication : My - * multiply * Multiplication

/ or Division : Dear - / divide / Division

- Subtraction : Aunt - + add + Addition

+ or Addition : Sally - - subtract - Subtraction

 ˆÜ˛yl §)e Óƒï˛#ï˛ ~Ü˛!ê˛ ˆfl±í˛!¢ê˛ •° ~Ùl ~Ü˛!ê˛ ˆí˛ê˛y §Ç@˝Ã• Îy ˆÓ˚y G Ü˛°yÙ§Ù)ˆÏ• å~Ü˛!ê˛
ˆí˛ê˛yˆÏÓ§ä §yçyˆÏly ÌyˆÏÜ˛ ~ÓÇ ï˛y ˆòáˆÏï˛ Ü˛ƒyˆÏ°[˛yÓ˚ñ §ÙÎ˚§)ã˛# Óy §yôyÓ˚î ï˛y!°Ü˛yÓ˚ ÙˆÏï˛y •Î˚– ~ˆÏ:°
!Ó˚Ó Ï̂l å!ã˛e 2.8(a)ä ~Ü˛!ê˛ §)̂ ÏeÓ˚ ˆê˛Ó Óy formula tab Ó˚̂ ÏÎ˚̂ ÏSÈñ Îy Ï̂ï˛ ã˛yÓ˚!ê˛ !ÓË˛yà xy Ï̂SÈñ functions

library, defined names, formula auditing ~ÓÇ  calculation.

2.1.3 Ê˛yÇ¢l§Ù)• (Functions)

~Ü˛!ê˛ Ê˛yÇ¢l •° ~Ü˛!ê˛ !Ó Ï̂¢£Ï Ü˛# ¢∑ Îy Órôl#Ó˚ Ù Ï̂ôƒ xyÓÂô ˆí˛ê˛y Ï̂Ü˛ Ü˛yÎ≈Ü˛Ó˚ ~ÓÇ ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î Ü˛Ó˚yÓ˚
çlƒ ~Ü˛!ê˛ ˆ§ Ï̂° ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

Figure 2.8(b)

!ã˛e 2.9(a) !ã˛e 2.9(b)

§)e Óy formula ê%˛°ÓyˆÏÓ˚ (fx) å!ã˛eı 2.8(a) ˆòáä ~Ü˛!ê˛ Ê˛yÇ¢l ˆÓyï˛yÙ Ó˚ˆÏÎ˚ˆÏSÈñ Îál xyÙÓ˚y
~!ê˛ Ï̂ï˛ Ùyí z̨§!ê˛ !Üœ̨ Ü˛ Ü˛!Ó˚ñ ˆfl±í˛!¢ê˛ ˆ§ Ï̂°Ó˚ Ù Ï̂ôƒ ~Ü˛!ê˛ Ê˛yÇ¢l ≤Ã¡õê˛ xy Ï̂§ Îy xyÙy Ï̂òÓ˚ í z̨̨ õÎ%=˛ Ü˛yÎ≈
§¡õyòˆÏl §•yÎ˚ï˛y ≤Ãòyl Ü˛ˆÏÓ˚ ÌyˆÏÜ˛– !ÓÜ˛“Ë˛yˆÏÓ xyÙÓ˚y §Ó˚y§!Ó˚ §)ˆÏeÓ˚ ÓyˆÏÓ˚ Ê˛yÇ¢l!ê˛ ≤ÃˆÏÓ¢ Ü˛Ó˚yˆÏï˛
˛õy!Ó˚– ~Ü˛!ê˛ Ê˛yÇ¢l ã˛yÓ˚!ê˛ ≤Ãôyl !Ó£Ï̂ ÏÎ˚Ó˚ §y Ï̂Ì Î%=˛ Ìy Ï̂Ü˛ ı

• Ê˛yÇ¢l!ê˛Ó˚ lyÙ

• Ê˛yÇ¢ Ï̂lÓ˚ í ẑ̨ Ïj¢ƒ

• Ê˛yÇ¢l!ê˛Ó˚ ï˛yÓ˚ í z̨̨ õÓ˚ lƒhflÏ Ü˛yÎ≈!ê˛
§¡õß¨ Ü˛Ó˚̂ Ïï˛ !Ü˛ !Ü˛ xyà%≈̂ ÏÙrê˛ ≤Ã Ï̂Î˚yçl–

• Ê˛yÇ¢ Ï̂lÓ˚ Ê˛°yÊ˛°–

~Ü˛!ê˛ Ê˛yÇ¢l •° ˛õ)̂ ÏÓ≈ ≤Ã›ï˛ !Ü˛S%È §)̂ ÏeÓ˚ ˆ§ê˛ Îy ÚÚ§Ùyl §Ùyl !ã˛•´ÛÛ (=) !ò Ï̂Î˚ ¢%Ó%̊ •Î˚ñ ˆÎÙl = Function

Name (Data) ˆí˛ê˛y åÓy ÎÌyÎÌ ˛õ!Ó˚Ë˛y£ÏyÎ˚ Î%!=˛ Óy xyà%≈̂ ÏÙrê˛äÈüÈ~Ó˚ Ù Ï̂ôƒ x Ï̂lÜ˛à%̂ Ï°y ˆ§° Ó˚̂ ÏÎ˚̂ ÏSÈ–

 SUM(), AVERAGE() ~ÓÇ COUNT() •° !Ü˛S%È §yôyÓ˚î Ê˛yÇ¢l ~ÓÇ ~à%̂ Ï°y Ó%V˛ Ï̂ï˛ §•ç– ~à%̂ Ï°y
≤Ã!ï˛!ê˛ §ÇáƒyÎ%=˛ åÓy áy!° ˆ§° • Ï̂ï˛ ˛õy Ï̂Ó˚ !Ü˛v ˆê˛: ÌyÜ˛ Ï̂ï˛ ˛õyÓ˚̂ ÏÓlyä !Ü˛S%È ˆ§ Ï̂°Ó˚ ˆÓ˚O Óy ˛õ!Ó˚§#Ùy Ï̂ï˛
≤Ã Ï̂Î˚yà Ü˛Ó˚y •Î˚ ~ÓÇ §Çáƒyà%̂ Ï°yÓ˚ ày!î!ï˛Ü˛ ˆÙyê˛ Ê˛°yÊ˛°ñ àí ¸̨ Ùyl Óy ˆÓ˚̂ ÏOÓ˚ Ù Ï̂ôƒ ˆÙyê˛ Ü˛Î˚!ê˛ §Çáƒy Óy
Ùyl xy Ï̂SÈ ï˛y ˆòáyÎ˚–

 í z̨òy•Ó˚îfl∫Ó)̨̊ õñ SUM Óy Autosum (  ) Ê˛yÇ¢l!ê˛ •° á%Ó•z ̂ ÙÔ!°Ü˛ ~ÓÇ §yôyÓ˚îË˛y Ï̂Ó ÓƒÓ•,ï˛ Ê˛yÇ¢là%̂ Ï°yÓ˚
Ù Ï̂ôƒ ~Ü˛!ê˛ – ~!ê˛ !Ó!Ë˛ß¨ §ÇáƒyÓ˚ Óy !Ó!Ë˛ß¨ ˆ§ Ï̂°Ó˚ í z̨̨ õyòylà%̂ Ï°yÓ˚ Óy !Ó£ÏÎ˚Ó›à%̂ Ï°yÓ˚ §Ç Ï̂Îyçl Óy ˆÎyàÊ˛°
ˆ˛õ Ï̂ï˛ ÓƒÓ•,ï˛ •Î˚–

!Ó˚Ó Ï̂l å!ã˛e 2.9(a) Autosum () ˆÓyï˛yÙ!ê˛ §Ó˚y§!Ó˚ ˆ§°à%̂ Ï°yÓ˚ Ùyl§Ù)̂ Ï•Ó˚ ˆÎyàÊ˛° ˆ˛õ Ï̂ï˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y
ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ~Ü˛ÓyÓ˚ xyÙÓ˚y H1 ˆ§ Ï̂° Autosum () ~ !Üœ̨ Ü˛ Ü˛Ó˚̂ Ï°ñ Ê˛yÇ¢l!ê˛ D1ÈüÈˆÌ Ï̂Ü˛ G1 ÓƒyÆ#Ó˚ Ù Ï̂ôƒ
§Ê˛° ˆ§°à%̂ Ï°yÓ˚ í z̨̨ õyòylà%̂ Ï°y ˆÎyà Ü˛ Ï̂Ó˚ ~ÓÇ xyÙÓ˚y ˆ§•z í z̨_Ó˚!ê˛ ˆ˛õ Ï̂ï˛ ã˛y•z ˆ§!ê˛ ï˛y ≤Ãò¢≈l Ü˛ Ï̂Ó˚– Î!ò
xyÙÓ˚y GS ˆ§°!ê˛ˆÏï˛ í˛z_Ó˚!ê˛ ˆ˛õˆÏï˛ ã˛y•z å!ã˛e 2.9(b) Ùyí˛zˆÏ§Ó˚ ÙyôƒˆÏÙ GS ˆ§°!ê˛ˆÏÜ˛ !Üœ˛Ü˛ Ü˛ˆÏÓ˚ ˛õˆÏÓ˚
Autosum ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ Ü˛# ˆÓy Ï̂í≈̨ Ó˚ §y•y Ï̂Îƒ D1:G1 ˆÓ˚O Óy ÓƒyÆ#!ê˛ ê˛y•z̨ õ Ü˛Ó˚ñ G5 ˆ§°!ê˛ Ï̂ï˛
17 í˛z_Ó˚!ê˛ ≤Ãò!¢≈ï˛ •ˆÏÓñ xÌÓy xyÙÓ˚y §Ó˚y§!Ó˚ §¡õ)î≈ Ê˛yÇ¢l!ê˛ !°áˆÏï˛ ˛õy!Ó˚ = SUM (D1:G1) Îy
GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ í z̨̨ õ Ï̂Ó˚ §)̂ ÏeÓ˚ Óy Ï̂Ó˚ ≤Ãò!¢≈ï˛ •Î˚ Óy ˆòáy ÎyÎ˚– Autosum Ê˛yÇ¢l!ê˛ Ï̂ï˛ xlƒylƒ !§!Ó˚ç !Ë˛!_Ü˛
Ê˛yÇ¢l Ó˚̂ ÏÎ˚̂ ÏSÈñ ˆÎÙlÈüÈ AVERAGE, MIN, MAX ~ÓÇ COUNT.
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!ã˛e 2.10

!ã˛e 2.10(a)

!ã˛e 2.10(b) !ã˛e 2.10(b)

~ Ï̂:° 2007 ~ ÓyÓ˚!ê˛ !Ó!Ë˛ß¨ ˆ◊!îÓ˚ Ê˛yÇ¢l í z̨̨ õ°kô Ó˚̂ ÏÎ˚̂ ÏSÈ Îy !ÓÓÓ˚î!ê˛ Ï̂ï˛ ≤Ãò!¢≈ï˛ • Ï̂Î˚̂ ÏSÈ å!ã˛e 2.8)

ÎyˆÏòÓ˚ í˛z˛õˆÏÎy!àï˛yÓ˚ í˛z˛õÓ˚ !Ë˛!_ Ü˛ˆÏÓ˚ ˆ◊!îÓÂô Ü˛Ó˚y •ˆÏÎ˚ˆÏSÈ– í˛zòy•Ó˚îfl∫Ó˚)˛õñ xy!Ì≈Ü˛ñ ï˛y!Ó˚á ~ÓÇ §ÙÎ˚ñ
°%Ü˛xy˛õ ~ÓÇ ˆÓ˚Ê˛yˆÏÓ˚™§Ù)•ñ ˆí˛ê˛yˆÏÓ§ñ ˆê˛:ê˛ ~ÓÇ °!çÜ˛ƒy° Ê˛yÇ¢là%ˆÏ°y Ü˛!¡õí˛zê˛yÓ˚!Ë˛!_Ü˛
!•§yÓ!lÜ˛y¢Ü˛Ó˚̂ Ïî á%Ó•z Ü˛yÎ≈Ü˛Ó˚ ~ÓÇ ˛õÓ˚Óï˛#≈̂ Ïï˛ ~à%̂ Ï°y Ï̂Ü˛ Óî≈ly Ü˛Ó˚y • Ï̂Ó–
Naming Ranges – If Functions - Nested IF Functions

 ˆÎÙlê˛y ˛õ)̂ ÏÓ≈ Ó°y • Ï̂Î˚̂ ÏSÈñ xyÙÓ˚y ~ál ˛õy!ê˛ày!î!ï˛Ü˛ !Ü ̨ Î˚yÜ˛°y˛õ ~ÓÇ ç!ê˛° nested conditional (what-

if-scenario) !Ü ̨ Î˚yÜ˛°y˛õà%̂ Ï°yñ ly Ï̂ÙÓ˚ ˆÓ˚O§Ù)•ñ absolute cell reference ~ÓÇ mixed references

ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ !l¡¨!°!áï˛ !ÓË˛yàà%̂ Ï°y Ï̂ï˛ !°áÓ ı
ˆ§°§Ù)• G ˆÓ˚̂ ÏOÓ˚ lyÙyÜ˛Ó˚î (Naming Cells and Ranges)

~ Ï̂: Ï̂° ˆÓ˚̂ ÏOÓ˚ lyÙyÜ˛Ó˚î ç!ê˛° §)e ˆ°áyÓ˚ çlƒ §ÙÎ˚ §y◊Î˚ Ü˛Ó˚̂ ÏÓ–
lyÙ!ê˛ ˆ§° ˆÓ˚ˆÏOÓ˚ çyÎ˚àyÎ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎˆÏï˛ ˛õyˆÏÓ˚ Îál•z ~!ê˛
í ẑ̨ ÏÕ‘á Ü˛Ó˚y •Î˚ ˆÎÙl D3 ˆ§ Ï̂° xyÙy Ï̂òÓ˚ = SUM(B1:F1) Ó˚̂ ÏÎ˚̂ ÏSÈ
å!ã˛e 2.10ä
B1:F1 Ê˛yÇ¢ˆÏl ˆ§° ˆÓ˚Ê˛yˆÏÓ˚™!ê˛ ~Ü˛!ê˛ Óî≈lyÙ)°Ü˛ lyÙ ˆÎÙl
Numbers åly Ï̂ÙÓ˚ ˆÓ˚Oä myÓ˚y ≤Ã!ï˛fiÌy!˛õï˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ Îy Ï̂Ü˛
ÙˆÏl Ó˚yáy xˆÏlÜ˛ §•ç •Î˚ ~ÓÇ ~Ü˛•zË˛yˆÏÓ ~!ê˛ D3 ˆ§ˆÏ°
=SUM(Numbers) • Ï̂ï˛ ̨õy Ï̂Ó˚–

Numbers ~Ó˚ ˆ˛õSÈ Ï̂l ~ Ï̂:° ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ Ï̂Ü˛ ˆày˛õl Ü˛ Ï̂Ó˚ Ó˚y Ï̂áñ
~ál xyÙÓ˚y ˆòáÓ ~!ê˛ Ü˛#Ë˛y Ï̂Ó Ü˛yç Ü˛ Ï̂Ó˚–

ly Ï̂ÙÓ˚ ˆÓ˚Oà%̂ Ï°y !lô≈yÓ˚̂ ÏîÓ˚ çlƒ ˛õò Ï̂«˛˛õà%̂ Ï°y !l¡¨Ó)̨̊ õı

1. lyÙyÜ˛Ó˚̂ ÏîÓ˚ çlƒ ˆ§°à%̂ Ï°y !lÓ≈yã˛l Ü˛Ó˚ åˆÎÙl !ã˛e 2.10(a)ÈüÈ~
B1:F1ä–

2. §)̂ ÏeÓ˚ ˆê˛ Ï̂Ó !Ó˚Ó Ï̂l !Üœ̨ Ü˛ Ü˛Ó˚–

3. !Ó˚Ó Ï̂l Define Name Èå!ã˛e 2.10(b) !ÓÜ˛“!ê˛ !§ Ï̂°Q Óy !lÓ≈yã˛l
Ü˛Ó˚ ~ÓÇ !Üœ̨ Ü˛ Ü˛Ó˚ –

4. Define NameÈüÈ~ !Üœ˛Ü˛ Ü˛Ó˚yÓ˚ §yˆÏÌ ~!ê˛ ~Ü˛!ê˛ í˛yÎ˚y°à Ó:
§Ó˚ÓÓ˚y• Ü˛Ó˚̂ ÏÓ Îy !ã˛e 2.10(c)ÈüÈˆï˛ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– å˛õ)̂ ÏÓ≈ ≤Ã›ï˛
Ü˛Ó˚y ˆÓ˚̂ ÏOÓ˚ lyÙ !lÓ≈yã˛l Ü˛Ó˚yÓ˚ çlƒ xlƒ ~Ü˛!ê˛ !ÓÜ˛“ Apply Names Ó˚̂ ÏÎ˚̂ ÏSÈä å!ã˛e 2.10(d)ä–
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!ã˛e 2.10(d)

!ã˛e 2.10(f)

!ã˛e 2.10(e)

!ã˛e 2.10(f)

!ã˛e 2.11

5. ~!ê˛ New Name lyÙÜ˛ ~Ü˛!ê˛ í˛yÎ˚y°à Ó: ≤Ãò¢≈l Ü˛Ó˚̂ ÏÓ Îy
!ã˛e 2.10(d)ˆï˛ ˆòáy Ï̂ly •°– ~!ê˛ “Name” lyÙÜ˛ ~Ü˛!ê˛ í z̨•ẑ Ïu˛y
≤Ãòyl Ü˛Ó˚ˆÏÓ ˆÎáyˆÏl “Numbers” ê˛y•z˛õ Ü˛Ó˚ ~ÓÇ ï˛y ùù ˆ§°
ˆÓ˚O Ï̂Ü˛ ≤Ã!ï˛!l!ôc Ü˛Ó˚̂ ÏÓ Îy “Refer to” lyÙÜ˛ í z̨•ẑ Ï[˛y Ï̂ï˛ ˆòáy Ï̂ly
• Ï̂Î˚̂ ÏSÈ–

6. New Name í˛yÎ˚y°à ÓˆÏ: OKˆÏï˛ !Üœ˛Ü˛ Ü˛Ó˚ Îy ˆfl±í˛!¢ˆÏê˛
!Ê˛!Ó˚̂ ÏÎ˚ xyl Ï̂Ó– °«˛ Ü˛Ó˚ ˆÎ Name Ó:!ê˛ Ï̂ï˛ xyÙy Ï̂òÓ˚ !¢ Ï̂Ó˚ylyÙ
“Numbers” Ó˚̂ ÏÎ˚̂ ÏSÈ–

7.   D3 ˆ§ Ï̂° B1:F1 ˛õÎ≈hs˝ Ùy Ï̂lÓ˚ ˆÎyàÊ˛° Óy §Ù!T˛ ˆ˛õ Ï̂ï˛ ~•z lyÙ!ê˛ ≤Ã Ï̂Î˚yà Ü˛Ó˚yÓ˚
çlƒ Apply NameÈüÈ~ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ ï˛ál ~Ü˛!ê˛ í˛yÎ˚y°à Ó: á%ˆÏ° ÎyˆÏÓ
ï˛yÓ˚̨ õÓ˚ Numbers lyÙÜ˛ ~Ü˛!ê˛ ly Ï̂ÙÓ˚ ˆÓ˚̂ ÏO !Üœ̨ Ü˛ Ü˛Ó˚ å!ã˛e 2.10(e)ä– D3

ˆï˛ = SUM (Numbers) §)e!ê˛ ÌyÜ˛ˆÏÓ ~ÓÇ Ê˛°yÊ˛°!ê˛ ≤Ãò!¢≈ï˛ •ˆÏÓ å!ã˛e
2.10(f)ä– ly Ï̂ÙÓ˚ ˆÓ˚O!ê˛ xlƒylƒ Ê˛yÇ¢ Ï̂l ˆÎÙl AVERAGE(), SUMIF()

•zï˛ƒy!ò Ï̂ï˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

~ál xyÙÓ˚y D3 ˆ§°!ê˛ Ï̂ï˛ ¢ï≈̨  ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ §ÇáƒyÓ˚ ˆÎyàÊ˛° !lî≈Î˚ Ü˛Ó˚Ó– =
SUMIF(Number,”<6) §)e!ê˛ ê˛y•z̨ õ Ü˛Ó˚ ~ÓÇ í z̨_Ó˚!ê˛ • Ï̂Ó 9 (B1:F1 ˆÓ˚̂ ÏOÓ˚
Ù Ï̂ôƒ 6 ~Ó˚ Ï̂Ì Ï̂Ü˛ Ü˛Ù §ÇáƒyÓ˚ çlƒä å!ã˛e 2.10(f)ä–

ã˛° xyÙÓ˚y xlƒ ~Ü˛!ê˛ í z̨òy•Ó˚̂ ÏîÓ˚ §y•y Ï̂Îƒ Ó%V˛Ó ˆÎáy Ï̂l xyÙÓ˚y ò%!ê˛ ly Ï̂ÙÓ˚ ˆÓ˚O
ÓƒÓ•yÓ˚ Ü˛Ó˚Ó å!ã˛e 2.11ä Îy Ï̂òÓ˚ lyÙ ÎÌyÜ ̨ Ï̂Ù ˆ§° B2:B5 ~Ó˚ çlƒ Monthly-Totals

~ÓÇ ̂ §° C2:C5 ~Ó˚ çlƒ Monthly_Tax ~ÓÇ ̨õ)̂ ÏÓ≈Ó˚
lƒyÎ˚ ~ˆÏòÓ˚ àë˛l Ü˛Ó˚y •°– = SUM

(Monthly_Totals) Ê˛yÇ¢l!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ˆ§° B6

~Ó˚ Ùyl • Ï̂Ó 1158–

    ~Ü˛•zË˛y Ï̂Óñ !ã˛e 2.11(a)ÈüÈˆï˛ xyÙÓ˚y Î!ò ˆ§° C6ÈüÈ~
!Ó˚ÓˆÏlÓ˚ §)ˆÏeÓ˚ ê˛ƒy˛õ ˆÌˆÏÜ˛ Autosum Function ()

ÓƒÓ•yÓ˚ Ü˛!Ó˚ñ Ê˛yÇ¢l!ê˛ xyà%≈̂ ÏÙrê˛ !• Ï̂§ Ï̂Ó ly Ï̂ÙÓ˚ ̂ Ó˚O Ï̂Ü˛
ˆlÎ˚ ~ÓÇ Ê˛°yÊ˛° !• Ï̂§ Ï̂Ó 238 ˆòáyÎ˚–
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!ã˛e 2.11(b)

!ã˛e 2.11(c)

!ã˛e 2.11(d)

xyÙÓ˚y ~ál Monthly_Totals ˆÌ Ï̂Ü˛ Ü˛ Ï̂Ó˚Ó˚ §)e ÓƒÓ•y Ï̂Ó˚Ó˚
˛õ Ï̂Ó˚ Balance (B7 ˆ§ Ï̂°) àîly Ü˛Ó˚̂ Ïï˛ ~•z ò%•z!ê˛ lyÙÎ%=˛
ˆÓ˚O ÓƒÓ•yÓ˚ Ü˛Ó˚Ó– ~ál xyÙÓ˚y ˆ§° B6 ~Ó˚ ly Ï̂ÙÓ˚ ˆÓ˚O
ˆòÓ Total_of_Month ~Ü˛•zË˛y Ï̂Ó ˆ§° C6 ~Ó˚ ly Ï̂ÙÓ˚ ˆÓ˚O
ˆòÓ– Total_of_Tax ~•z ò%!ê˛ ly Ï̂ÙÓ˚ ˆÓ˚O !l Ï̂Î˚ ˆ§° B7 ~
~•z ò%•z!ê˛ ˛õ!Ó˚Ùy Ï̂îÓ˚ ˛õyÌ≈Ü˛ƒ ÌyÜ˛ Ï̂Ó ~ÓÇ ~ Ï̂Ü˛ ˆ°áy • Ï̂Ó å!ã˛e
2.11(b)ä = Total_of_Month – Total_of_Tax .

 ~Ó˚ ˛õ%lıàîly ˆÓ˚yô Ü˛Ó˚̂ Ïï˛ ~ÓÇ ÎÌyÜ ̨ Ï̂Ù B6, C6 ~ÓÇ B7

ˆ§°à%̂ Ï°y Ï̂ï˛ ≤Ãò!¢≈ï˛ àîly Ü˛Ó˚y Ùylà%̂ Ï°y ÓçyÎ˚ Ó˚yá Ï̂ï˛ å!ã˛e
2.11(b)ä xyÙÓ˚y Paste Special Ü˛Ùy[˛!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ §)e!ê˛
!fiÌÓ˚ Ó˚yáˆÏï˛ ˛õy!Ó˚– !l¡¨!°!áï˛ ˛õòˆÏ«˛˛õà%ˆÏ°y ~Ó˚ çlƒ
≤Ã Ï̂Î˚yçl#Î˚ ı

1. §)eÎ%=˛ ˆ§°à%̂ Ï°y !lÓ≈yã˛l Ü˛Ó˚ ˆÎÙl B6:C6, B7 å!ã˛e
2.11(b)ä

2. Home ˆê˛ Ï̂Ó !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ !Üœ̨ Ü˛ Ü˛Ó˚yÓ˚ çlƒ copy !ã˛•´
å!ã˛e 2.11(c)ä !§ˆÏ°Q Ü˛Ó˚ñ ~!ê˛ ˆ§ˆÏ°Ó˚ Ùyl ~ÓÇ
§)eà%̂ Ï°y Ü˛!˛õ Ü˛Ó˚̂ ÏÓ å!ã˛e 2.11(d)ä–

3. Paste ê˛ƒy Ï̂Ó !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ Paste Special Ï̂Ü˛ !§ Ï̂°Q
Ü˛Ó˚–

4. Paste Special  Ó Ï̂: å!ã˛e 2.11(d)äñ PasteÈüÈ~Ó˚ l# Ï̂ã˛
ˆÓ˚!í˛ Ï̂Î˚y ̂ Óyï˛yÙà%̂ Ï°y ̂ Ì Ï̂Ü˛ values Ï̂Ü˛ !§ Ï̂°Q Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ OK ˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚– ~!ê˛ fiÌyÎ˚#Ë˛y Ï̂Ó GÎ˚yÜ≈̨ Ó%Ü˛
ˆÌ Ï̂Ü˛ §)e!ê˛ Ù%̂ ÏSÈ ˆÊ˛° Ï̂Ó–

xyÙy Ï̂òÓ˚ What-if-scenarioÈüÈ~Ó˚ ≤Ã Ï̂Î˚yç Ï̂lÓ˚
ôyÓ˚yÓy!•Ü˛ï˛yÎ˚ ~ál xyÙÓ˚y ~Ü˛!ê˛ à%Ó%̊c˛õ)î≈ °!çÜ˛ƒy° Ê˛yÇ¢l
IF function §¡õ Ï̂Ü≈̨  çylÓ– ~•z Ê˛yÇ¢l!ê˛ !Ó˚Ó Ï̂lÓ˚ Formula

ê˛ƒyÓ ˆÌ Ï̂Ü˛ xyly ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ~•z Ê˛yÇ¢l!ê˛ Î!ò ~Ü˛!ê˛ !l!ò≈T˛
¢ï≈̨ Ï̂Ü˛ TRUE !• Ï̂§ Ï̂Ó Ù)°ƒyÎ˚l Ü˛ Ï̂Ó˚ ï˛ Ï̂Ó ~Ü˛!ê˛ Ùyl ≤Ãòyl
Ü˛Ó˚̂ ÏÓ ~ÓÇ xy Ï̂Ó˚Ü˛!ê˛ Ùyl ≤Ãòyl Ü˛Ó˚̂ ÏÓ Î!ò ï˛y FALSE !• Ï̂§ Ï̂Ó
Ù)°ƒyÎ˚l Ü˛ˆ ÏÓ ˚– xyÙÓ˚y ˛õÓ˚Óï˛# ≈  §ÙˆÏÎ ˚ ÓƒÓ§y!Î˚Ü˛
xƒy!≤’ˆÏÜ˛¢ylà%ˆÏ°yˆÏï˛ Ê˛yÇ¢là%ˆÏ°yÓ˚ ÓƒÓ•yÓ˚ §¡õˆÏÜ≈˛ xyÓ˚G
çylÓñ IF Ê˛yÇ¢ˆÏlÓ˚ ~Ü˛!ê˛ !Ó¢y° ˛õ!Ó˚Ùyî !ÓÜ˛“ í˛z˛õ°kô
Ó˚̂ ÏÎ˚̂ ÏSÈ– ~Ü˛!ê˛ IF Ê˛yÇ¢ Ï̂lÓ˚ !l¡¨!°!áï˛ Ê˛Ó˚Ùƒyê˛ Ó˚̂ ÏÎ˚̂ ÏSÈ ı

IF (logical_test, value_if_true, value_if_false)

ˆÎáyˆÏl

!ã˛e 2.11(a)
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!ã˛e 2.12(a)

logical_test :  Ùyl Óy Ó˚y!¢Ùy°y Îy §ï˛ƒ Óy !ÙÌƒy !•§y Ï̂Ó !lô≈y!Ó˚ï˛ Ü˛Ó˚̂ Ïï˛ •Î˚ñ ~Ó˚ çlƒ ~Ü˛!ê˛ °!çÜ˛ƒy°
x˛õy Ï̂Ó˚ê˛Ó˚ ÓƒÓ•yÓ˚ ≤Ã Ï̂Î˚yçl– °!çÜ˛ƒy° x˛õy Ï̂Ó˚ê˛Ó˚ •° ~Ùl ~Ü˛!ê˛ x˛õy Ï̂Ó˚ê˛Ó˚ Îy ò%!ê˛ Ùy Ï̂lÓ˚ Ùôƒ ï%̨ °ly
§¡õyòl Ü˛Ó˚̂ Ïï˛ ~ÓÇ §ï˛ƒ Óy !ÙÌƒy Ê˛°yÊ˛° ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ÓƒÓ•,ï˛ •Î˚ å~ Ï̂«˛ Ï̂e˛ ˆÜ˛yl ÙôƒÙ Óy ÙôƒÓï˛#≈
Ê˛°yÊ˛° ̂ l•z ı xô≈§ï˛ƒ Óy xô≈!ÙÌƒy Óy Úçy!l lyÛ ~Ó)̨̊ õ !Ü˛S%È ̂ l•zó •Î˚ §ï˛ƒ ly •Î˚ !ÙÌƒy • Ï̂Óä– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ
A1>20ÈüÈˆÜ˛ ~Ü˛!ê˛ °!çÜ˛ƒy° ˆê˛fiê˛ !•§y Ï̂Ó !Ó Ï̂Óã˛ly Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ñ ˆÎáy Ï̂l “<“ !ã˛•´ •° ~Ü˛!ê˛ °!çÜ˛ƒy°
x˛õy Ï̂Ó˚ê˛Ó˚ ÚÚx Į̈̂ õ«˛yÜ˛ÙÛÛ– å~Ó)̨̊ õ xyÓ˚G x Ï̂lÜ˛ °!çÜ˛ƒy° x˛õy Ï̂Ó˚ê˛Ó˚ Ó˚̂ ÏÎ˚̂ ÏSÈ ˆÎÙlñ ‘=’, <=, <>, >, >=

•zï˛ƒy!ò–
value_if_true :  Î!ò ˛õÓ˚#«˛y!ê˛ §ï˛ƒ !• Ï̂§ Ï̂Ó !lô≈y!Ó˚ï˛ •Î˚ ï˛ Ï̂Ó ~•z Ùyl!ê˛ ≤Ãòyl Ü˛Ó˚̂ ÏÓ– ~•z Ùyl!ê˛ ˆÜ˛ylG
§ÇáƒyÙylñ ˆê˛: Óy Ó˚y!¢Ùy°yñ §)e •zï˛ƒy!ò • Ï̂ï˛ ˛õy Ï̂Ó˚ñ xÌÓy ~!ê˛ xlƒ ˆÜ˛ylG ˆ§ Ï̂°Ó˚ Ùyl ˆòáy Ï̂ï˛ ˛õy Ï̂Ó˚–
value_if_false : Î!ò ˛õÓ˚#«˛y!ê˛ !ÙÌƒy !• Ï̂§ Ï̂Ó !lô≈y!Ó˚ï˛ •Î˚ ï˛ Ï̂Ó ~•z Ùyl!ê˛ ≤Ãòyl Ü˛Ó˚̂ ÏÓ– ~•z Ùyl!ê˛ ˆÜ˛ylG
§ÇáƒyÙylñ ˆê˛:ê˛ Óy Ó˚y!¢Ùy°yñ §)e •zï˛ƒy!ò • Ï̂ï˛ ˛õy Ï̂Ó˚ xÌÓy ~!ê˛ xlƒ ˆÜ˛ylG ˆ§ Ï̂°Ó˚ Ùyl ˆòáy Ï̂ï˛ ˛õy Ï̂Ó˚–
í z̨òy•Ó˚î ı

i. =IF(A1<20, ‘Yes’, ‘No’) ~•z Ê˛yÇ¢l!ê˛ Yes Ê˛°yÊ˛° ̂ ò Ï̂Ó Î!ò ̂ § Ï̂°Ó˚ Ùyl!ê˛ A1<20 •Î˚ ~ÓÇ xlƒ
ˆÜ˛ylG Ùy Ï̂lÓ˚ çlƒ No ˆò Ï̂Ó–

ii. =IF(C2>B2,(C2+D2)/2(B2+D2)/2) ~•z Ê˛yÇ¢l!ê˛ C2>B2 í z̨Ë˛Î˚ ˆ§° Ï̂Ü˛ ï%̨ °ly Ü˛Ó˚̂ ÏÓñ ~ÓÇ
§ï˛ƒ • Ï̂° (C2+D2)/2 àîly Ü˛ Ï̂Ó˚ Ùyl!ê˛ ≤Ãòyl Ü˛Ó˚̂ ÏÓ xlƒÌyÎ˚ ~!ê˛ ê˛(B2+D2)/2 àîly Ü˛ Ï̂Ó˚ Ê˛°yÊ˛°
≤Ãòyl Ü˛ Ï̂Ó˚–

í z̨òy•Ó˚î ı ã˛° ~ál ¢ï˛yÇ Ï̂¢Ó˚ Ùy Ï̂lÓ˚ (‘Saving’ lyÙÜ˛ ˆ§° !ë˛Ü˛ylyä í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ §ÇÓ˚«˛ Ï̂îÓ˚ ˛õ!Ó˚Ùyî
å ‘value’ lyÙÜ˛ ˆ§° !ë˛Ü˛ylyä àîly Ü˛Ó˚y ÎyÜ˛ Îy !ã˛e 2.12(a)ÈüÈˆï˛ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–
§)̂ ÏeÓ˚ ê˛ƒyÓ ~ÓÇ í˛yÎ˚y°à Ó Ï̂:Ó˚ ÓƒÓ•y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù IF Ê˛yÇ¢l ˜ï˛!Ó˚ Ü˛Ó˚y–

1. F4 ˆ§°!ê˛ !§ Ï̂°Q Óy !lÓ≈yã˛l Ü˛Ó˚ å!ã˛e 2.12(a)ä ˆÎáy Ï̂l Ê˛yÇ¢l!ê˛ ≤Ã Ï̂Î˚yà Ü˛Ó˚y • Ï̂Ó–

2. !Ó˚Ó Ï̂lÓ˚ §)̂ ÏeÓ˚ ê˛ƒy Ï̂Ó !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ °!çÜ˛ƒy° !ÓÜ˛“!ê˛ Ï̂Ü˛ !Üœ̨ Ü˛ Ü˛Ó˚–

3. UF function !§ Ï̂°Q Ü˛Ó˚ Îy Ê˛yÇ¢l xyà%≈̂ ÏÙrê˛ í˛yÎ˚y°à Ó:
˛ ≤Ãòyl Ü˛Ó˚̂ ÏÓ å!ã˛e 2.12(b)ä–

4. logical_test Ó Ï̂: åˆÎÙl E4>10000) ~Ü˛!ê˛ í z̨̨ õÎ%=˛ ¢ï≈̨
Óy Ü˛![˛¢l ê˛y•z̨ õ Ü˛Ó˚–

5. Î!ò °!çÜ˛ƒy° ˆê˛fiê˛ Ü˛![˛¢ˆÏlÓ˚ ¢ï≈˛!ê˛ ˛õ%Ó˚î •Î˚ ï˛ˆÏÓ
value_if_true ÓˆÏ: ≤ÃˆÏÎ˚yçl#Î˚ Ùyl!ê˛ åˆÎÙl 10%ä ê˛y•z˛õ
Ü˛Ó˚–

6. °!çÜ˛ƒy° ˆê˛:ê˛ Ü˛![˛¢l!ê˛ Î!ò ˛õ )Ó ˚î ly •Î˚ ï˛ˆ ÏÓ
value_if_false Ó Ï̂: Ùyl!ê˛ åˆÎÙl 5%ä ê˛y•z̨ õ Ü˛Ó˚–

7. OKÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ñ ¢ï≈̨ !ê˛Ó˚ í z̨_Ó˚ ≤Ãò!¢≈ï˛ • Ï̂Ó åˆ§° F4ÈüÈ~ ~!ê˛ 5% • Ï̂Óä– F4 ˆ§° ˆÌ Ï̂Ü˛ xlƒ
§ÙhflÏ ˆ§ Ï̂° F5:F11 Ê˛yÇ¢l!ê˛ Ü˛!˛õ Ü˛Ó˚–

§)̂ ÏeÓ˚ Óy Ï̂: Ê˛yÇ¢l!ê˛ ˆÎË˛y Ï̂Ó ≤Ãò!¢≈ï˛ • Ï̂Ó ï˛y •° ÈüüüÈ =IF(F4>10000, 10%,5%)

~!ê˛ IF Ê˛yÇ¢ Ï̂lÓ˚ §yôyÓ˚î ÓƒÓ•yÓ˚– ˆl Ï̂fiê˛í˛ IFà%̂ Ï°y !Ó!Ë˛ß¨ ¢ï≈̨  ~ÓÇ !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ Ê˛yÇ¢l ˆòáy Ï̂lyÓ˚ çlƒ
ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–
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!ã˛e 2.12(b)

!ã˛e 2.13

ˆÎÙl = IF(AVARAGE (A2:A6>10, SUM

(B2:B6),O)

~•z ˛Ê˛yÇ¢l!ê˛ A2 ˆÌ Ï̂Ü˛ A6 ˆ§ Ï̂°Ó˚ àí ¸̨Ùyl ˆòá Ï̂ï˛ §«˛Ù
• Ï̂Ó ~ÓÇ Î!ò ~•z àí ¸̨Ùyl 10 ~Ó˚ ˆã˛ Ï̂Î˚ ˆÓ!¢ •Î˚ ï˛ Ï̂Ó ~!ê˛
B2 ˆÌ Ï̂Ü˛ B6 ˆ§ Ï̂°Ó˚ Ùyl ˆÎyà Ü˛Ó˚̂ ÏÓñ Î!ò àí ¸̨ Ùyl 10

~Ó˚ §Ùyl Óy Ü˛Ù •Î˚ ï˛ Ï̂Ó ï˛y ¢)lƒ å0ä Ùyl ≤Ãòyl Ü˛Ó˚̂ ÏÓ–

!Ü˛S%È ̂ «˛ Ï̂eñ xyÙy Ï̂òÓ˚ ~Ü˛y!ôÜ˛ ¢ï≈̨  ̨õÓ˚#«˛y Ü˛ Ï̂Ó˚
ˆòá Ï̂ï˛ •Î˚– xlƒË˛y Ï̂Ó Ó°y ÎyÎ˚ñ ≤ÃÌÙ ¢ï≈̨ !ê˛ ˛õÓ˚#«˛y Ü˛Ó˚ñ
Î!ò ~•z ¢ï≈̨ !ê˛ !ÙÌƒy •Î˚ ï˛ Ï̂Ó xlƒ ¢ï≈̨ !ê˛ ˛õÓ˚#«˛y Ü˛Ó˚– Î!ò
ˆÜ˛ylG ˆl Ï̂fiê˛í˛ Ê˛yÇ¢l ˛xyà%≈̂ ÏÙrê˛ !• Ï̂§ Ï̂Ó ÓƒÓ•,ï˛ •Î˚ ï˛ Ï̂Ó
~!ê˛ xÓ¢ƒ•z xyà%≈̂ ÏÙ Ï̂rê˛ ÓƒÓ•,ï˛ ~Ü˛•z ôÓ˚̂ ÏlÓ˚ Ùyl!ê˛  ˆ≤ÃÓ˚î
Ü˛Ó˚̂ ÏÓ– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Î!ò xyà%≈̂ ÏÙrê˛!ê˛ TRUE  Óy FALSE Ùyl ˆòÎ˚ Óy ≤Ãòyl Ü˛ Ï̂Ó˚ñ ï˛ Ï̂Ó ˆl Ï̂fiê˛í˛ Ê˛yÇ¢l!ê˛
xÓ¢ƒ•z ~Ü˛!ê˛ TRUE  Óy  FALSE Ùyl ≤Ãòyl Ü˛Ó˚̂ ÏÓñ xlƒÌyÎ˚ ~Ù ~§ ~ Ï̂:° ~Ü˛!ê˛ e%!ê˛ Óyï≈̨ y Óy error

message #value ˆ§°!ê˛ Ï̂ï˛ ≤Ãò¢≈l Ü˛Ó˚̂ ÏÓ–

~Ë˛y Ï̂Óñ xyÙÓ˚y xyÙy Ï̂òÓ˚ Îï˛à%̂ Ï°y ¢ï≈̨  ≤Ã Ï̂Î˚yçl ï˛y ˛õÓ˚#«˛y Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– ≤Ã!ï˛!ê˛ ¢ Ï̂ï≈̨ Ó˚ §ï˛ƒï˛y
ï˛yÓ˚ !lçfl∫ !ÓÓ,!ï˛ Ï̂Ü˛ ˛õ!Ó˚ã˛y°ly Ü˛ Ï̂Ó˚– Î!ò ˆÜ˛yl ¢ï≈̨ •z §ï˛ƒ ly •Î˚ ï˛ Ï̂Ó ~!ê˛ §Ó≈̂ Ï¢£Ï !ÓÓ,!ï˛!ê˛ Ï̂Ü˛ Ü˛yÎ≈Ü˛Ó˚
Ü˛Ó˚̂ ÏÓ– ~•z !Ó£ÏÎ˚à%̂ Ï°y ÓyhflÏÓyÎ˚̂ ÏlÓ˚ çlƒ ~Ü˛!ê˛ IF() ~Ó˚ Ù Ï̂ôƒ xy Ï̂Ó˚Ü˛!ê˛ IF() xhs˝Ë%≈̨ =˛ Ü˛Ó˚ ı ˆÎÙl ı

=IF(logical_test, value_if_true, value_if_false) ~!ê˛ ~Ü˛!ê˛ §•ç §Ó˚° if  !ÓÓ,!ï˛ Óy ˆfiê˛ê˛ Ï̂Ùrê˛–

~ál IF Ê˛yÇ¢ Ï̂lÓ˚ xlƒ !ÓÜ˛“à%̂ Ï°y ˆò!áñ

=IF(logical_test, IF(logical_test, IF(logical_test, value_if_true, value_if_false),

value_if_false), value_if_false)

 í˛zòy•Ó˚îfl∫Ó˚)˛õñ ôÓ˚ E2 •° ˆ§ Ï̂° ˆÜ˛yl ˛õÓ˚#«˛yÓ˚ l¡∫Ó˚ Ó˚̂ ÏÎ˚̂ ÏSÈ ~ÓÇ ˆ§° F2 !l¡¨!°!áï˛ ˆl Ï̂fiê˛í˛ IF()

Ü˛!Ùí˛¢ Ï̂lÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ ï˛yÓ˚ Ê˛°yÊ˛° ˛õy Ï̂Ó–

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

2.1.4  xlƒylƒ Ü˛yÎ≈Ü˛Ó˚ Ê˛yÇ¢l§Ù)•
(Other usefule Functions) :

ÓƒÓ§y!Î˚Ü˛ ≤ÃˆÏÎ˚yˆÏàÓ˚ ˆ«˛ˆÏe •zl˛õ%ê˛ ˆí˛ê˛yÓ˚ xhs˝Ë%≈˛=˛
!Ó£ÏÎ˚à%̂ Ï°y • Ï̂°y ï˛y!Ó˚á åã˛y°yl ≤Ã› Ï̂ï˛Ó˚ ï˛y!Ó˚áñ ≤Ã Ï̂òÎ˚
x Ï̂Ì≈Ó˚ ï˛y!Ó˚áñ xÌ≈ §Ç@˝Ã Ï̂•Ó˚ ï˛y!Ó˚á xÌÓy Ó Ï̂Ü˛Î˚y xÌ≈
≤Ãòy Ï̂lÓ˚ ï˛y!Ó˚á •zï˛ƒy!òäñ §%̂ ÏòÓ˚ •yÓ˚ñ ˛Ü˛ Ï̂Ó˚Ó˚ ¢ï˛Ü˛Ó˚y •yÓ˚
~ÓÇ xyí˛zê˛˛õ%ê˛ ï˛ˆÏÌƒÓ˚ çlƒ ≤ÃˆÏÎ˚yçl ÓÎ˚ˆÏ§Ó˚  àîlyñ
§ÙÎ˚Ü˛y°ñ xÌ≈≤ÃòyˆÏlÓ˚ !Ó°¡∫ñ ˛õ%O#Ë)˛ï˛ §%òñ xÓã˛Î˚ñ
Ë˛!Ó£ÏƒÍ Ù)°ƒñ l#ê˛ Óï≈̨ Ùyl Ù)°ƒ •zï˛ƒy!ò–
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

!ã˛e 2.14

!ã˛e 2.15 !ã˛e 2.16

~Ù ~§ ~ Ï̂:° ~•z çyï˛#Î˚ Ê˛yÇ¢là%̂ Ï°yÓ˚ °y•ẑ ÏÓ !Ó˚ §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚ ÎyÓ˚ •zl˛õ%ê˛ ˆí˛ê˛y xyà%≈̂ ÏÙrê˛ !• Ï̂§ Ï̂Ó Ü˛yç
Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚ ~ÓÇ Ê˛yÇ¢l ˆÌ Ï̂Ü˛ ˛õyGÎ˚y Ê˛°yÊ˛° xyí z̨ê˛˛õ%ê˛ ï˛Ìƒ • Ï̂Ó– ~Ù ~§ ~ Ï̂: Ï̂°Ó˚ !Ó˚Ó Ï̂l §)̂ ÏeÓ˚ ê˛ƒy Ï̂Ó
ˆ◊!îÓÂô Ê˛yÇ¢l °y•ẑ ÏÓ !Ó˚ Ó˚̂ ÏÎ˚̂ ÏSÈ å!ã˛e 2.13ä–

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.

í z̨òy•Ó˚î§• í z̨̨ õ Ï̂Ó˚Ó˚ !Ó!Ë˛ß¨ !ÓË˛y Ï̂àÓ˚ ≤Ã!ï˛!ê˛ Ê˛yÇ¢ Ï̂lÓ˚ §¡õ)î≈ !ÓÓÓ˚î !Ó˚Ó Ï̂l
Help (?) ~Ó˚ Ùyôƒ Ï̂Ù ˛õyGÎ˚y ÎyÎ˚–,ñ ˆÜ˛yl Ê˛yÇ¢l §¡õ Ï̂Ü≈̨  o%ï˛ §y•yÎƒ ˛õyGÎ˚yÓ˚
çlƒ ÈüÈ ï˛yÓ˚ lyÙ åˆÎÙl SUMIFä Îál §Ùyl §Ùyl !ã˛ Ï̂•´Ó˚ (=) ˛õ Ï̂Ó˚ §)̂ ÏeÓ˚
Óy Ï̂Ó˚ ≤Ã Ï̂Ó¢ Óy ~rê˛yÓ˚ Ü˛Ó˚y •Î˚ ï˛ál !fiê ∆̨̂ Į̈ õ ≤Ãò!¢≈ï˛ å!ã˛e 2.14ÈüÈ~ ≤Ãò!¢≈ï˛

!ã˛ˆÏeÓ˚ ÙˆÏï˛yä Ê˛yÇ¢ˆÏlÓ˚ lyÙ!ê˛ˆÏï˛ í˛yÓ° !Üœ˛Ü˛ Ü˛Ó˚– xyÙÓ˚y í˛zòy•Ó˚î§•ˆÏÎyˆÏà !Ü˛S%È Ü˛yÎ≈Ü˛Ó˚ Óy à%Ó˚%c˛õ)î≈
Ê˛yÇ¢l §¡õ Ï̂Ü≈̨  çylÓ–

2.1.4.1 ï˛y!Ó˚á ~ÓÇ §ÙÎ˚ §ÇÜ ̨ yhs˝ Ê˛yÇ¢l (Date and Time Function) :

1. TODAY() •° ~Ùl ~Ü˛!ê˛ Ê˛yÇ¢l Îy áy!° GÎ˚yÜ≈̨ !¢ Ï̂ê˛ xyç Ï̂Ü˛Ó˚ ï˛y!Ó˚á ˆòáyÎ˚– TODAY-Óï≈̨ Ùyl
ï˛y!Ó˚̂ ÏáÓ˚ Ü ̨ !ÙÜ˛ l¡∫Ó˚ ≤Ãòyl Ü˛ Ï̂Ó˚– Ü ̨ !ÙÜ˛ l¡∫Ó˚!ê˛ •° date-time ˆÜ˛yí˛ Îy ~ Ï̂:° ï˛y!Ó˚á ~ÓÇ §ÙÎ˚ àîlyÓ˚
çlƒ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– ~Ü˛!ò Ï̂lÓ˚ §Ù Ï̂Î˚Ó˚ Ë˛@¿yÇ¢ Ï̂Ü˛ §ÙÎ˚ Óy times !• Ï̂§ Ï̂Ó í z̨̨ õfiÌy˛õl Ü˛Ó˚y •Î˚– ≤ÃyÌ!ÙÜ˛
xÓfiÌyÎ˚ 1 çyl%Î˚y!Ó˚ 1900 Ï̂Ü˛ Ü ̨ !ÙÜ˛ §Çáƒy 1 ôÓ˚y •Î˚– ~•zË˛y Ï̂Ó 1 çyl%Î˚y!Ó˚ 2009 ~Ó˚ Ü ̨ !ÙÜ˛ §Çáƒy 39814

• Ï̂Ó åÜ˛yÓ˚î ~!ê˛ çyl%Î˚y!Ó˚ 1,1900 ~Ó˚ 39814!òl ˛õ Ï̂Ó˚ä

2.  NOW ()  ~Ü˛!ê˛ xl%Ó)̨̊ õ Ê˛yÇ¢l ï˛ Ï̂Ó ~ Ï̂ï˛ Óï≈̨ Ùyl §ÙÎ˚ƒ xhs˝Ë%≈̨ =˛ Ó˚̂ ÏÎ˚̂ ÏSÈ å!ã˛e 2.15)–

3. DAY (Serial-Number) Ê˛yÇ¢l!ê˛ 1 ˆÌˆÏÜ˛ 31 ˛õ)î≈§Çáƒy myÓ˚y ˆÜ˛yl ï˛y!Ó˚ˆÏáÓ˚ !òlˆÏÜ˛ ˆòáyÎ˚–
í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Î!ò AS=16-Apn-2009 •Î˚ ï˛ Ï̂Ó =DAY(A2) u• Ï̂Ó 16– ~Ü˛•zË˛y Ï̂Óñ xlƒ ò%!ê˛ Ê˛yÇ¢l
MONTH (Srial-number) 1  åçyl%Î˚y!Ó˚ä ˆÌˆÏÜ˛ 12 å!í˛ˆÏ§¡∫Ó˚ä ~Ó˚ ÙˆÏôƒ ˆÎ ˆÜ˛yl §ÇáƒyˆÏÜ˛ ˆÜ˛yl
ï˛y!Ó˚̂ ÏáÓ˚ Ùy§ !• Ï̂§ Ï̂Ó ˆòáyÎ˚ å!ã˛e 2.16ä ~ÓÇ YEAR (Serial-number) ˆÜ˛yl ï˛y!Ó˚̂ ÏáÓ˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛
ÓSÈ Ï̂Ó˚Ó˚ §Çáƒy Ï̂Ü˛ 1900 ˆÌ Ï̂Ü˛ 9999 Ù Ï̂ôƒ ˛õ)î≈§Çáƒy !• Ï̂§ Ï̂Ó ˆòáyÎ˚–

4.  DATE VALUE (date-text) ˆê˛:ê˛ xyÜ˛y Ï̂Ó˚ ~Ü˛!ê˛ ï˛y!Ó˚á Ï̂Ü˛ Ü ̨ !ÙÜ˛ §ÇáƒyÎ˚ Ó)̨̊ õyhs˝Ó˚ Ü˛ Ï̂Ó˚– ˆÎÙl
=DATE VALUE (“16-04-2009”) 39919 Ùyl ≤Ãòyl Ü˛Ó˚̂ ÏÓ–
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!ã˛e 2.17

!ã˛e 2.18

!ã˛e 2.19

í z̨òy•Ó˚î ı xyç Ï̂Ü˛Ó˚ !òl ˛õÎ≈hs˝ ˆÜ˛yl Ü˛Ù≈ã˛yÓ˚#Ó˚ ÓÎ˚§ !lô≈yÓ˚î Ü˛Ó˚y
ˆfl±í˛!¢ˆÏê˛ ~Ü˛!ê˛ á%Ó §yôyÓ˚î ày!î!ï˛Ü˛ àîly Ü˛yÎ≈– ˆÎÙl ˆÜ˛yl
Óƒ!=˛Ó˚ çß√ï˛y!Ó˚á 16-Apr-1980 • Ï̂° ï˛yÓ˚ ÓÎ˚§ 16-Apr-2009ÈüÈ~
!ã˛e 2.17 xl%ÎyÎ˚# àîly Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ò%!ê˛ ï˛y!Ó˚̂ ÏáÓ˚ ˛õyÌ≈Ü˛ƒ
åD3ˆï˛äˆÜ˛ 365.25 myÓ˚y Ë˛yà Ü˛Ó˚y •Î˚ñ !òlà%̂ Ï°y Ï̂Ü˛ ÓSÈ Ï̂Ó˚ Ó)̨̊ õyhs˝!Ó˚ï˛
Ü˛Ó˚yÓ˚ çlƒ å!°˛õ •zÎ˚y Ï̂Ó˚Ó˚ çlƒ Ë˛@¿yÇ¢ Ùyl !Ó Ï̂Óã˛ly Ü˛Ó˚y •Î˚ä–

2.1.4.2  ày!î!ï˛Ü˛ Ê˛yÇ¢l (Mathematical Function)

ÓƒÓ§y!Î˚Ü˛ ≤ÃˆÏÎ˚yà Óy xƒy!≤’ˆÏÜ˛¢là%ˆÏ°yˆÏï˛ !Ü˛S%È ày!î!ï˛Ü˛ Ê˛yÇ¢l
á%Ó•z ≤Ã Ï̂Î˚yçl#Î˚ñ ˆÎÙlÈüüüÈ

1.SUMIF •° ~Ó)̨̊ õ ~Ü˛!ê˛ Ê˛yÇ¢l Îy ≤Ãò_ !l!ò≈T˛ Ùylò[˛ xl%§y Ï̂Ó˚
ˆ§ Ï̂°Ó˚ Ùylà%̂ Ï°y Ï̂Ü˛ Î%=˛ Ü˛ Ï̂Ó˚– ~•z Ê˛yÇ¢l!ê˛Ó˚ !§ Ï̂fiê˛Ù (system) !l¡¨Ó)̨̊ õ ı

SUMIF (range, criteria, sum-range)  ̂ Îáy Ï̂l Range •°
Ù)°ƒyÎ˚l Ü˛Ó˚yÓ˚ çlƒ ˆ§ Ï̂°Ó˚ §#Ùy– criteria •° §Çáƒyñ Ó˚y!¢Ùy°y
Óy ˆê˛:ê˛ xyÜ˛y Ï̂Ó˚ ≤ÃÜ˛y!¢ï˛ Ùylò[˛ Îy ˆÜ˛yl‰ ˆ§°à%̂ Ï°yÓ˚ Î%=˛ • Ï̂Ó
ï˛y !lô≈yÓ˚î Ü˛ Ï̂Ó˚– ˆÎÙl ı criteria-1500, “4500”, “>1500”

Óy “Books” xyÜ˛y Ï̂Ó˚ ≤ÃÜ˛y¢ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

Sum-range  •° ˆÎyàÊ˛° ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ Ù)° ˆ§°§Ù)•–
í z̨òy•Ó˚îfl∫Ó)̨̊ õñ §¡õ Ï̂òÓ˚ ˆÙyê˛ Ù)°ƒ (D2:D5) Ó˚̂ ÏÎ˚̂ ÏSÈ ~ÓÇ ≤Ã Ï̂ï˛ƒÜ˛
§¡õò Ù)ˆÏ°ƒÓ˚ §yˆÏÌ §¡õ!Ü≈˛ï˛ xÓã˛Î˚ Ù)°ƒG (E2:E5) Ó˚ˆÏÎ˚ˆÏSÈ–
SUMIF Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚ xyÙyˆÏòÓ˚ ˆ§•z §¡õ!_Ó˚ Ù)°ƒ
1,70,000/- ~Ó˚ ˆÌ Ï̂Ü˛ ˆÓ!¢ ï˛y Ï̂òÓ˚ xÓã˛ Ï̂Î˚Ó˚ §Ù!T˛ àîly Ü˛Ó˚̂ Ïï˛
• Ï̂Ó– ˆ§° E7 ~ =SUMIF (D2:E5, “>150000”, E2:E5) Ê˛yÇ¢l ˆ°áy •° Îy 63,000/- Ê˛°yÊ˛°
ˆò Ï̂Ó å!ã˛e 2.18ä

2. ROUND •° ~Ó˚)˛õ ~Ü˛!ê˛ Ê˛yÇ¢l Îy ˆÜ˛yl §ÇáƒyˆÏÜ˛ xy§ß¨ ÙyˆÏlÓ˚ §ÇáƒyÎ˚ ˛õ!Ó˚Óï≈˛l Ü˛ˆÏÓ˚– ~•z
Ê˛yÇ¢l!ê˛Ó˚ !§ Ï̂rê˛: !l¡¨Ó)̨̊ õ ı

ROUND (number, num-digits) ˆÎáy Ï̂l Number •° ˆ§•z §Çáƒy Îy Ï̂Ü˛ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛
• Ï̂Ó åË˛@¿yÇ¢ §Çáƒy Ï̂Ü˛ x@˝Ãy!ôÜ˛yÓ˚ ˆòGÎ˚y • Ï̂Óä–

Num-digit Ü˛Î˚ §ÇáƒyÓ˚ xy§ß¨ ÙyˆÏl ˛õ!Ó˚Óï≈˛l Ü˛Ó˚ˆÏï˛ •ˆÏÓ ï˛y
!l!ò≈T˛ Ü˛ Ï̂Ó˚– Num-digit ~Ó˚ !l¡¨!°!áï˛ ò%!ê˛ !Ë˛ß¨ ˛õ!Ó˚!fiÌ!ï˛ Óy
xÓfiÌy ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚ ı

Ü˛ä  Î!ò Num-digit 0 å¢)lƒä ~Ó˚ ˆã˛ Ï̂Î˚ ˆÓ!¢ •Î˚ñ ï˛ Ï̂Ó §Çáƒy!ê˛
ò¢!ÙÜ˛ fiÌy Ï̂lÓ˚ !l!ò≈T˛ §ÇáƒyÎ˚ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚Ó!ï≈̨ ï˛ •Î˚–

áä  Î!ò Num-digit 0 å¢)lƒä •Î˚ñ ï˛ˆÏÓ §Çáƒy!ê˛ !lÜ˛ê˛ï˛Ù
˛õ%l≈§ÇáƒyÎ˚ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚Ó!ï≈̨ ï˛ •Î˚–
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àä  Î!ò Num-digit-~Ó˚ Ùyl 0 å¢)lƒä ~Ó˚ ˆã˛ Ï̂Î˚ Ü˛Ù •Î˚ñ ï˛ Ï̂Ó §Çáƒy!ê˛ ò¢!ÙÜ˛ !Ó®%Ó˚ ÓyÙ !ò Ï̂Ü˛ xy§ß¨
Ùy Ï̂l ˛õ!Ó˚Ó!ï≈̨ ï˛ • Ï̂Ó–

í z̨òy•Ó˚î ÈüÈ !ã˛e 2.19 ˆòá–
i) 2.15 §Çáƒy!ê˛ Ï̂Ü˛ ~Ü˛ âÓ˚ ˛õÎ≈hs˝ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛Ó˚̂ Ïï˛ åÊ˛°yÊ˛°!ê˛ 2.2 •Î˚ä
ii) 2.149 §Çáƒy!ê˛ Ï̂Ü˛ ~Ü˛ âÓ˚  ˛õÎ≈hs˝ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛Ó˚̂ Ïï˛ åÊ˛°yÊ˛°!ê˛ 2.1 •Î˚ä
iii) – 1.475 §Çáƒy!ê˛ Ï̂Ü˛ ò%•z âÓ˚ ˛õÎ≈hs˝ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛Ó˚̂ Ïï˛ åÊ˛°yÊ˛°!ê˛ –1.48 •Î˚ä
iv) 21.5 §Çáƒy!ê˛ Ï̂Ü˛ – ~Ü˛ âÓ˚ ˛õÎ≈hs˝ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛Ó˚̂ Ïï˛ åÊ˛°yÊ˛°!ê˛ 20.0 •Î˚ä

ò¢!ÙÜ˛ ˛Ùylà%̂ Ï°y ï˛yÍ˛õÎ≈̨ õ)î≈ lÎ˚ Óy xÌ≈Ù)̂ Ï°ƒÓ˚ §Çáƒy Ï̂Ü˛ §•ç Ü˛Ó˚yÓ˚ çlƒ ò¢ Ï̂Ü˛Ó˚ Ùylà%̂ Ï°y
10 ~Ó˚ à%!îï˛ Ï̂Ü˛ ˛õ!Ó˚îï˛ Ü˛Ó˚yÓ˚ çlƒ ˆÜ˛yl §Çáƒy Ï̂Ü˛ ï˛yÓ˚ !lÜ˛ê˛ï˛Ù ˛õ)î≈ §ÇáƒyÎ˚ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛Ó˚̂ Ïï˛
•Î˚–
ROUND SÈyí ¸̨y ˆÜ˛yl §Çáƒy Ï̂Ü˛ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛Ó˚yÓ˚ xyÓ˚G !Ó!Ë˛ß¨ í z̨̨ õyÎ˚ Ó˚̂ ÏÎ˚̂ ÏSÈ ı
ROUND (number, num_digit) Îy ˆÜ˛yl §Çáƒy Ï̂Ü˛ ï˛yÓ˚ í z̨ôÁ≈§#ÙyÓ˚ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ñ ¢)̂ ÏlƒÓ˚
(o) ˛õÓ˚Óï˛#≈ §Çáƒy Ï̂ï˛ – ˆÎÙl ı

= ROUNDUP (3.2,0) 3.2ˆÜ˛ ¢)lƒ ò¢!ÙÜ˛ fiÌyl‡âÓ˚ ˛õÎ≈hs˝ |ôÁ≈§#ÙyÓ˚ xy§ß¨ Ùy Ï̂l
˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •° 4

= ROUNDUP(76.9,0) 76.9ˆÜ˛ ¢)lƒ ò¢!ÙÜ˛ fiÌyl‡âÓ˚ ˛õÎ≈hs˝ |ôÁ≈§#ÙyÓ˚ xy§ß¨ Ùy Ï̂l
˛ õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •Î˚ 77

= ROUNDUP (3.14159,3) 3.14159 ˆÜ˛ !ï˛l ò¢!ÙÜ˛ ˛fiÌyl ˛õÎ≈hs˝  |ôÁ≈§#ÙyÓ˚ xy§ß¨
Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •Î˚ 3.142

= ROUNDUP(–3.14159,1) – 3.14159ˆÜ˛ ~Ü˛ ò¢!ÙÜ˛ fiÌyl ˛õÎ≈hs |ôÁ≈§#ÙyÓ˚ xy§ß¨
Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •Î˚ –3.2

= ROUNDUP (31415.92654,–2) 31415.92654 Ï̂Ü˛ ò¢!ÙÜ˛ !Ó®%Ó˚ ÓyÙ ˛õy Ï̂¢ ò%•z ò¢!ÙÜ˛ fiÌyl
˛õÎ≈hs˝ |ôÁ≈§#ÙyÓ˚ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛°
•Î˚ 31500–

ROUNDDOWN(number, num_digit) Îy ˆÜ˛yl §Çáƒy Ï̂Ü˛ ï˛yÓ˚ !l¡¨§#ÙyÓ˚ xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ñ
¢)̂ ÏlƒÓ˚ (0) ˛õ)Ó≈Óï˛# §Çáƒy Ï̂ï˛– ˆÎÙl ı
= ROUNDDOWN(3.2,0) 3.2ˆÜ˛ ¢)lƒ ò¢!ÙÜ˛ fiÌyl ˛õÎ≈hs˝ !l¡¨§#ÙyÓ˚ xy§ß¨ Ùy Ï̂l

˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •Î˚ 3
= ROUNDDOWN (76.9,0) 76.9ˆÜ˛ ¢)lƒ ò¢!ÙÜ˛ fiÌyl ˛õÎ≈hs˝ !l¡¨§#ÙyÓ˚ xy§ß¨ Ùy Ï̂l

˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •Î˚ 76.

=ROUNDDOWN(3.14159,3) 3.14159 ˆÜ˛ !ï˛l ò¢!ÙÜ˛ fiÌyl ˛õÎ≈hs˝ !l¡¨§#ÙyÓ˚ xy§ß¨
Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •Î˚ 3.141

= ROUNDDOWN (–3.14159, 1) – 3.14159 ˆÜ˛ ~Ü˛ ò¢!ÙÜ˛ fiÌyl ˛õÎ≈hs˝ !l¡¨§#ÙyÓ˚ xy§ß¨
Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •Î˚ –3.1

= ROUNDDOWN (31415.92654 ˆÜ˛ ò¢!ÙÜ˛ !Ó®%Ó˚ ÓyÙ ˛õy Ï̂¢ ò%•z ò¢!ÙÜ˛ fiÌyl ˛õÎ≈hs˝ !l¡¨§#ÙyÓ˚
xy§ß¨ Ùy Ï̂l ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ Ê˛°yÊ˛° •Î˚ 31400

3. COUNT

       ~•z Ê˛yÇ¢l!ê˛ l¡∫Ó˚ §¡∫!°ï˛ ˆ§°à%̂ Ï°yÓ˚ §Çáƒy àîly Ü˛ Ï̂Ó˚ ~ÓÇ xyà%≈̂ ÏÙrê˛à%̂ Ï°yÓ˚ àîly Ü˛ Ï̂Ó˚– COUNT

l¡∫Ó˚ !Ê˛ Ï̂”˛Ó˚ (date G xhs˝Ë%≈̨ =˛ä xÌ≈yÍ ~Ü˛!ê˛ ˆÓ˚̂ ÏOÓ˚ Óy l¡∫̂ ÏÓ˚Ó˚ ~Ó˚Ó˚ Ù Ï̂ôƒ òy!á°yÓ˚ §Çáƒy àîly Ü˛Ó˚yÓ˚
çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–
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!ã˛e 2.20

~ˆÏ:ˆÏ°ñ  àîly Ü˛Ó˚yÓ˚ Ê˛yÇ¢ COUNT SÈyí˛¸y xlƒylƒ Ê˛yÇ¢là%ˆÏ°y •° COONTA,

COUNTBLANK ~ÓÇ COUNTIF- Îy Ùyl §¡∫!°ï˛ñ ÊÑ̨ yÜ˛y
SÈyí ¸̨y å~ÓÇ ï˛y•z ˆÎÈüÈˆÜ˛y Ï̂ly ôÓ˚̂ ÏlÓ˚ òy!á°y • Ï̂Óä ˆ§°à%̂ Ï°y àîly
Ü˛Ó˚yÓ˚ çlƒ xÌÓy ¢%ô%Ùye ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ ≤Ãò_ ÙylòˆÏ[˛ í˛z_#î≈
ˆÜ˛yl ̂ Ó˚O Óy ̨õ!Ó˚§ Ï̂Ó˚Ó˚ Ù Ï̂ôƒ ̂ §°à%̂ Ï°y àîly Ü˛Ó˚yÓ˚ çlƒ xyÙy Ï̂òÓ˚
§«˛Ù Ü˛ Ï̂Ó˚ ˆï˛y Ï̂°–

COUNT ~Ó˚ !§l Ï̂ê˛: •° COUNT (Value 1,

Value 2) ˆÎáy Ï̂l Value1, Value 2 u•° 1 ˆÌ Ï̂Ü˛ 255 h˛õÎ≈hs˝
xyà%≈̂ ÏÙ ˝̂ê˛§Ù)• ̂ Îà%̂ Ï°y !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ ̂ í˛ê˛y å°!çÜ˛ƒy° Óy ̂ ÎÔ!=˛Ü˛
Ùyl§Ù)• §ÇáƒyÎ˚ í˛z˛õfiÌy!˛õï˛ •Î˚ñ §Çáƒyñ ï˛y!Ó˚á Óy ˆê˛:ê˛
Ùyl§Ù)• G §ÇáƒyÎ˚ í z̨̨ õfiÌy!˛õï˛ •Î˚äñ ï˛ Ï̂Ó ¢%ô%Ùye §Çáƒyà%̂ Ï°y•z
àîly Ü˛Ó˚y •Î˚–

xyà%≈̂ ÏÙ Ï̂rê˛Ó˚ Ù Ï̂ôƒ ̂ Î e%!ê˛˛õ)î≈ Ùyl§Ù)• Óy ̂ ê˛:ê˛à%̂ Ï°y
§ÇáƒyÎ˚ xl%Óyò Ü˛Ó˚y ÎyÎ˚ ly ˆ§à%̂ Ï°y í ẑ̨ Į̈ õ«˛y Ü˛Ó˚y •Î˚–

Î!ò ~Ü˛!ê˛ xyà%≈̂ ÏÙ^˝ê˛ ~Ü˛!ê˛ xƒy Ï̂Ó˚ Óy ˆÓ˚Ê˛y Ï̂Ó˚™ •Î˚ ï˛ Ï̂Ó ˆ§•z xƒy Ï̂Ó˚ Óy ˆÓ˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ Ù Ï̂ôƒ
ˆÜ˛Ó°Ùye §Çáƒyà%̂ Ï°y Ï̂Ü˛ àîly Ü˛Ó˚y •Î˚ – xƒy Ï̂Ó˚ Óy ˆÓ˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ áy!° ˆ§°ñ ˆÎÔ!=˛Ü˛ Ùylñ ˆê˛:ê˛ Óy e%!ê˛˛õ)î≈
Ùylà%̂ Ï°y í ẑ̨ Į̈ õ«˛y Ü˛Ó˚y •Î˚–

COUNTA Ê˛yÇ¢l!ê˛ °!çÜ˛ƒy° Ùyl§Ù)•ñ ˆê˛:ê˛ Óy e%!ê˛˛õ)î≈ Ùyl§Ù)• àîly Ü˛Ó˚ˆÏÓ– !ã˛e
2.20ˆï˛ A1:B9 ˆÓ˚̂ ÏOÓ˚ çlƒ Count-Data vlyÙÜ˛ ~Ü˛!ê˛ lyÙ Ó˚̂ ÏÎ˚̂ ÏSÈ– ~SÈyí ¸̨yG xlƒylƒ Ê˛yÇ¢l ÓƒÓ•yÓ˚
Ü˛Ó˚y •Î˚ ˆÎÙlÈüüüÈ ROWS ~ÓÇ COLUMNS.

~ Ï̂òÓ˚ !§ Ï̂rê˛: !l¡¨Ó)̨̊ õ ı

ROWS (array) : Ê˛yÇ¢l!ê˛ ~Ü˛!ê˛ ˆÓ˚Ê˛y Ï̂Ó˚™ Óy xƒy Ï̂Ó˚̂ Ïï˛ xÓ!fiÌï˛ ˆÓ˚y Óy §y!Ó˚à%̂ Ï°yÓ˚ §Çáƒy ≤Ãòyl Ü˛ Ï̂Ó˚ñ
ˆÎáy Ï̂l ~Ü˛!ê˛ Array •°ÈüÈ ~Ü˛!ê˛ xƒy Ï̂Ó˚ñ ~Ü˛!ê˛ xƒy Ï̂Ó˚Ó˚ §)e Óy ~Ùl ~Ü˛!ê˛ ˆ§ Ï̂°Ó˚ ˆÓ˚̂ ÏOÓ˚ ˆÓ˚Ê˛y Ï̂Ó˚™ ÎyÓ˚
çlƒ xyÙÓ˚y §y!Ó˚ Óy ˆÓ˚yà%̂ Ï°yÓ˚ §Çáƒy çyl Ï̂ï˛ ã˛y•z–

COLUMNS (array) : ~•z Ê˛yÇ¢l!ê˛ xƒy Ï̂Ó˚ Óy lyÙÎ%=˛ ˆÓ˚̂ ÏOÓ˚ ˆÓ˚Ê˛y Ï̂Ó˚™ Ü˛°yÙà%̂ Ï°yÓ˚ §Çáƒy ≤Ãòyl
Ü˛ Ï̂Ó˚ñ ˆÎáy Ï̂l ~Ü˛!ê˛ array •°ÈüÈ ~Ü˛!ê˛ xƒy Ï̂Ó˚ñ ~Ü˛!ê˛ xƒy Ï̂Ó˚Ó˚ §)e Óy ~Ùl ~Ü˛!ê˛ ˆ§ Ï̂°Ó˚ ˆÓ˚̂ ÏOÓ˚ ˆÓ˚Ê˛y Ï̂Ó˚™
ÎyÓ˚ çlƒ xyÙÓ˚y Ü˛°yÙà%̂ Ï°yÓ˚ §Çáƒy çyl Ï̂ï˛ ã˛y•z–

xƒy Ï̂Ó˚ (Array) :- ~!ê˛ ~Ü˛Ü˛ §)eà%ˆÏ°y ≤Ã›ï˛ Ü˛Ó˚ˆÏï˛ ÓƒÓ•,ï˛ •Î˚ Îy ~Ü˛y!ôÜ˛ Ê˛°yÊ˛° ≤Ãòyl Ü˛ˆÏÓ˚ Óy ˆÎ!ê˛ xyà%≈ˆÏÙrê˛§Ù)ˆÏ•Ó˚ !ÓË˛yàˆÏÜ˛
!lÎ˚sfî Ü˛ˆÏÓ˚ Îy ˆÓ˚y ~ÓÇ Ü˛°yÙ§Ù)ˆÏ• §!Iï˛ ÌyˆÏÜ˛– ~Ü˛!ê˛ xƒyˆÏÓ˚ ~Ü˛!ê˛ §yôyÓ˚î §)eˆÏÜ˛ Óƒ=˛ Ü˛ˆÏÓ˚ñ ~Ü˛!ê˛ xƒyˆÏÓ˚ ô %ÓÜ˛ •° xyà%≈ˆÏÙ^˝ê˛ !•ˆÏ§ˆÏÓ
ÓƒÓ•,ï˛ ô %ÓˆÏÜ˛Ó˚ ~Ü˛!ê˛ !ÓË˛yà–

xƒyˆÏÓ˚Ó˚ §)e (Array Formula) :- ~!ê˛ •° ~Ó˚)˛õ ~Ü˛!ê˛ §)e Îy ~Ü˛ Óy ~Ü˛y!ôÜ˛ ÙyˆÏlÓ˚ ̂ §ê˛à%ˆÏ°yˆÏï˛ ~Ü˛y!ôÜ˛ àîlyÜ˛yÎ≈ §¡õyòl Ü˛ˆÏÓ˚
ÌyˆÏÜ˛ ~ÓÇ ï˛yÓ˚˛õÓ˚ ~Ü˛Ü˛ Óy ~Ü˛y!ôÜ˛ Ê˛°yÊ˛° ≤Ãòyl Ü˛ˆÏÓ˚– xƒyˆÏÓ˚ §)eà%ˆÏ°y ˆÓ ˆÏ§ˆÏÜ˛Ó˚ {} ÙˆÏôƒ xyÓÂô ÌyˆÏÜ˛ ~ÓÇ ~!ê˛ ~^˝ê˛yÓ˚ Óy ≤ÃˆÏÓ¢
Ü˛Ó˚yˆÏly •Î˚ CTRL+SHIFT+ENTER Ü˛# §Ù)• ã˛y˛õ !òˆÏÎ˚–

COUNTIF (range, criteria) å!ã˛e 2.21ä
~•z Ê˛yÇ¢l!ê˛ ≤Ãò_ ˆÜ˛yl Ùylò[˛ ˛õ)Ó˚l Ü˛ Ï̂Ó˚ ~Ó)̨̊ õ ~Ü˛!ê˛ ˆÓ˚̂ ÏOÓ˚ Ù Ï̂ôƒ ÌyÜ˛y ˆÜ˛y Ï̂£ÏÓ˚ §ÇK˛áƒy

àîly Ü˛ Ï̂Ó̊ñ ~•z Ê˛yÇ¢y Ï̂l range u•° §Çáƒy§Ù)• Óy lyÙ§Ù)•ñ xƒy Ï̂Ó̊§Ù)• Óy §Çáƒy Ó̊ Ï̂Î̊ Ï̂SÈ ~Ó̊)̨ õ ̂ Ó̊Ê˛y Ï̂Ó̊™§Ù)Ó•
Î%=˛ ~Ü˛ Óy ~Ü˛y!ôÜ˛ àîly Ü˛Ó˚yÓ˚ çlƒ ˆÜ˛y¢§Ù)•– ÊÑ̨ yÜ˛y ˆ§°§Ù)• ~ÓÇ ˆê˛:ê˛ Ùyl§Ù)• í ẑ̨ Į̈ õ«˛y Ü˛Ó˚y •Î˚–
åˆÎÙl A2:B5ä–
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!ã˛e 2.21

!ã˛e 2.22

!ã˛e 2.22(a)

Criteria l¡∫Ó˚ñ ~: Ï̂≤Ã¢ylñ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ Óy ˆê˛:ê˛ xyÜ˛y Ï̂Ó˚ •Î˚ Îy
ˆÜ˛yl ˆÜ˛y¢ àîly Ü˛Ó˚y • Ï̂Ó ï˛y !lô≈yÓ˚î Ü˛ Ï̂Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ criteria

32, “32”, “>32”, “apples”,  Óy B4 xyÜ˛y Ï̂Ó˚ ≤ÃÜ˛y¢ Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨ õy Ï̂Ó˚–

2.1.4.3 ˆê˛:ê˛ ˛õ!Ó˚ã˛y°lyÓ˚ Ê˛yÇ¢l
(Text Manipulation Function)

1.  ˆê˛:ê˛ (text): ~•z Ê˛yÇ¢l!ê˛ ~Ü˛!ê˛ !l!ò≈T˛ l¡∫Ó˚ Ê˛Ó˚ˆÏÙˆÏê˛ ~Ü˛!ê˛
§ÇáƒyÓ˚ Ùyl Ï̂ê˛ ˆê˛:ê˛ÈüÈ~ Ó)̨̊ õyhs˝Ó˚ Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ !§ Ï̂̂ ˝ê˛: •° ı

 TEXT (value, format-text) ˆÎáy Ï̂l value •° ~Ü˛!ê˛ §Çáƒy§Ù)ã˛Ü˛
Ùylñ ~Ü˛!ê˛ §)e Îy §ÇáƒyÓ˚ ÙylˆÏÜ˛ Ù)°ƒyÎ˚î Ü˛ˆÏÓ˚ñ Óy ~Ü˛!ê˛ §ÇáƒyÓ˚ Ùyl §¡∫!°ï˛ ~Ü˛!ê˛

ˆ§ Ï̂°Ó˚ ̂ Ó˚Ê˛y Ï̂Ó˚™–

Format-text •° ˆÜ˛y Ï̂ê˛¢yl !ã˛ Ï̂•´ xyÓÂô ~Ü˛!ê˛ ˆê˛:ê˛ !fiê ∆̨Ç !• Ï̂§ Ï̂Ó ~Ü˛!ê˛ §yÇ!áƒÜ˛ !Ólƒy§– Format

cells í˛yÎ˚y°à Ó Ï̂: Number ê˛ƒyÓ!ê˛Ó˚ Category Ó Ï̂: Number, Data, Time, Currency  Óy CustomÈüÈ~
!Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ xyÙÓ˚y !Ó!Ë˛ß¨ §ÇáƒyÓ˚ !Ólƒy§ ˆòá Ï̂ï˛ ˛õy!Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ ≤Ãò!¢≈ï˛ !Ólƒy§à%̂ Ï°y ˆò Ï̂áy–

~•z ˛Ê˛yÇ¢yl!ê˛ ~Ó)̨̊ õ ˛õ!Ó˚!fiÌ!ï˛ Ï̂ï˛ x!ôÜ˛ Ü˛yÎ≈Ü˛Ó˚ ˆÎáy Ï̂l xyÙÓ˚y §Çáƒy Ï̂Ü˛ xyÓ˚G ˛õyë˛ Ï̂Îyàƒ
Ê˛Ù≈ƒy Ï̂ê˛ ≤Ãò!¢≈ï˛ Ü˛Ó˚̂ Ïï˛ ã˛y•z xÌÓy §Çáƒy Ï̂Ü˛ ̂ ê˛:ê˛ Óy !Ó!Ë˛ß¨ !ã˛ Ï̂•´Ó˚ §y Ï̂Ì ~Ü˛!eï˛ ̨Ü˛Ó˚̂ Ïï˛ ã˛y•z– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ
ô!Ó˚ ˆ§° L1 ~ 23.5 §Çáƒy!ê˛ Ó˚̂ ÏÎ˚̂ ÏSÈ– ô!Ó˚ “Rs” Î%=˛ Ü˛ Ï̂Ó˚ ~•z §Çáƒy!ê˛ Ï̂Ü˛ xyÙÓ˚y Ê˛Ù≈ƒyê˛ Ü˛Ó˚̂ Ïï˛ ã˛y•z ~ÓÇ
~•z Ê˛yÇ¢l!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ~ Ï̂Ü˛ Ù)̂ Ï°ƒ Ó)̨̊ õyhs˝!Ó˚ï˛ Ü˛Ó˚̂ Ïï˛ ã˛y•z ı

 = TEXT (L1, “Rs. 0.00”) Îy 22.50 ê˛yÜ˛y !• Ï̂§ Ï̂Ó ≤Ãò!¢≈ï˛ • Ï̂Ó å!ã˛e 2.22ä–

xyÙÓ˚y !Ó˚Ó Ï̂lÓ˚ Home ê˛ƒy Ï̂Ó Number   @˝Ã%̂ Į̈ õ Ü˛Ùy[˛à%̂ Ï°y ÓƒÓ•yÓ˚
Ü˛ Ï̂Ó˚G §Çáƒyà%̂ Ï°y Ê˛Ù≈ƒyê˛ Ü˛Ó˚̂ Ïï˛ ̨õy!Ó˚– ï˛ Ï̂Óñ ~•z Ü˛Ùy[˛à%̂ Ï°y ̂ Ü˛Ó°Ùye
˛õ%̂ ÏÓ˚y ˆ§°!ê˛ §Çáƒy§)ã˛Ü˛ • Ï̂° Ü˛yç Ü˛ Ï̂Ó˚– !ã˛e 2.22(a)  ˆò Ï̂áyñ ï%̨ !Ù
ˆ§° A5(A6)ÈüÈ~ Ê˛yÇ¢l!ê˛Ó˚ §y Ï̂Ì ‘$’ !ã˛ Ï̂•´Ó˚ §Ç Ï̂Îyà Óy !Ù°Ü˛Ó˚î
ˆòáˆÏï˛ ˛õyˆÏÓ Îy xlƒylƒ Ê˛yÇ¢là%ˆÏ°yÓ˚ §yˆÏÌG ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎˆÏï˛

˛õy Ï̂Ó˚ åˆÎÙl °!çÜ˛ƒy°ä–

2.  Î%=˛Ü˛Ó˚î Óy §ÇÎ%!=˛Ü˛Ó˚î (Concaterate) :

~•z Ê˛yÇ¢l!ê˛ ò%•z Óy ï˛ Ï̂ï˛y!ôÜ˛ ˆê˛:ê˛ !fiê ∆̨Ç Ï̂Ü˛ §ÇÎ%=˛Ü˛ Ï̂Ó˚ ~Ü˛!ê˛ ˆê˛:ê˛ !fiê ∆̨ÇÈüÈ~ ˛õ!Ó˚îï˛ Ü˛ Ï̂Ó˚
~ÓÇ ~Ó˚ !§ Ï̂rê˛: •° : CONCATENATE (Text1, Text 2...) ˆÎáy Ï̂l text1, text2 ... •° 2 Ï̂Ì Ï̂Ü˛
255 !ê˛ ˆê˛:ê˛ ˛õ Ï̂ò ˛õ!Ó˚îï˛ • Ï̂Ó– ˆê˛:ê˛ ˛õòà%̂ Ï°y ˆê˛:ê˛ !fiê ∆̨Ç§Ù)•ñ l¡∫Ó˚§Ù)• Óy  ~Ü˛Ü˛ÈüÈˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™§Ù)•

• Ï̂ï˛ ˛õy Ï̂Ó˚–

í z̨òy•Ó˚îñ CONCATENATE Ê˛yÇ¢yl å!ã˛e
2.22(b)ä ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ü˛Ù#≈̂ ÏòÓ˚ ≤ÃÌÙ lyÙñ ÙôƒÙ
lyÙ ~ÓÇ ˆ¢£Ï lyÙ Î%=˛ Ü˛ Ï̂Ó˚ ˛õ)î≈ lyÙÜ˛Ó˚î Ü˛Ó˚y–
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å!ã˛e 2.22(b)

2.1.4.4 °!çÜ˛ƒy° Ê˛yÇ¢yl (Logical Function)

xyÙÓ˚y ~•z xôƒy Ï̂Î˚ IF Ê˛yÇ¢yl §¡õ Ï̂Ü≈̨
xy Ï̂à !¢ Ï̂á!SÈ– ã˛° ~ál xyÓ˚G ò%!ê˛ °!çÜ˛ƒy° Ê˛yÇ¢yl
§¡õˆÏÜ≈˛ çy!l Îy á%Ó•z ≤ÃˆÏÎ˚yçl#Î˚– Îál ˆÜ˛ylG
˛õ!Ó˚!fiÌ!ï˛ Ï̂ï˛ ~Ü˛y!ôÜ˛ ¢ Ï̂ï≈̨ Ó˚ ï%̨ °ly Ü˛Ó˚̂ Ïï˛ •Î˚ ~ÓÇ
ï˛ál ~•z ̂ ÎÔÌ ¢ Ï̂ï≈̨ Ó˚ Ê˛°yÊ˛°!ê˛ ̨õÓ˚Óï˛#≈ !Ü ̨ Î˚yÜ˛°y Į̈̂ õÓ˚
çlƒ ÓƒÓ•,ï˛ •Î˚–

1. AND Ê˛yÇ¢yl!ê˛ ˆÜ˛Ó°Ùye ~Ü˛!ê˛ §ï˛ƒ (TRUE) Óy !ÙÌƒy (FALSE) í z̨_Ó˚ Óy Ê˛°yÊ˛° ˆòÎ˚–
xyí z̨ê˛˛õ%ê˛ Óy Ê˛°yÊ˛°!ê˛ §ï˛ƒ Óy !ÙÌƒy • Ï̂Ó !Ü˛ly ï˛y !lô≈yÓ˚î Ü˛Ó˚̂ Ïï˛ñ AND Ê˛yÇ¢l!ê˛ Ü˛Ù˛õ Ï̂«˛

~Ü˛!ê˛ ày!î!ï˛Ü˛ Ó˚y!¢Ùy°y Ù)°ƒyÎ˚î Ü˛ Ï̂Ó˚ Îy ˆfl±í˛¢# Ï̂ê˛Ó˚ xlƒ ~Ü˛!ê˛ ˆ§ Ï̂° xÓ!fiÌï˛– AND Ê˛yÇ¢yl!ê˛Ó˚
!§ Ï̂̂ ˝ê˛: •° ı
= AND (logical-1, logical-2, ... logical 255)

ˆÎáy Ï̂l logical1, logical2, ... Ó° Ï̂ï˛ ˆÎ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™à%̂ Ï°y Îyã˛y•z Ü˛Ó˚y • Ï̂Ó ˆ§à%̂ Ï°y Ï̂Ü˛
ˆÓyV˛yÎ˚– 255!ê˛ xÓ!ô °!çÜ˛ƒy° Ùyl Ê˛yÇ¢y Ï̂l ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly ÎyÎ˚– Î!ò  ~Ó˚ §Ü˛° xyà%≈̂ ÏÙ^˝ê˛à%̂ Ï°y §ï˛ƒ
!• Ï̂§ Ï̂Ó Ù)°ƒyÎ˚î Ü˛ Ï̂Ó˚ ï˛ Ï̂Ó Ê˛°yÊ˛° ˆò Ï̂Ó §ï˛ƒ Óy TRUE,  ~Ü˛ Óy ~Ü˛y!ôÜ˛ xyà%≈̂ ÏÙ^˝ê˛ !ÙÌƒy !• Ï̂§ Ï̂Ó Ù)°ƒyÎ˚î
Ü˛Ó˚̂ Ï° !ÙÌƒy Óy FALSE Ê˛°yÊ˛° ≤Ãòyl Ü˛Ó˚̂ ÏÓ–
í z̨òy•Ó˚î ı
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

c.= 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 if it is between 1 and 100.

range.”) Otherwise, it displays a message.

~Ü˛!ê˛ °!çÜ˛ƒy° Ùyl å§ï˛ƒ Óy !ÙÌƒyä •° ˆí˛ê˛y Ùyl§Ù)• Óy ày!î!ï˛Ü˛ Ó˚y!¢Ùy°yà%̂ Ï°yÓ˚ Ê˛°yÊ˛ Ï̂°Ó˚ §y Ï̂Ì
xlƒ xy Ï̂Ó˚Ü˛!ê˛ ˆí˛ê˛y Ùyl§Ù)̂ Ï•Ó˚ Óy ày!î!ï˛Ü˛ Ó˚y!¢Ùy°yà%̂ Ï°yÓ˚ Ê˛°yÊ˛ Ï̂°Ó˚ ï%̨ °lyÓ˚ Ê˛°yÊ˛° Îy °!çÜ˛ƒy°
Ùyôƒ Ï̂Ù • Ï̂Î˚ Ìy Ï̂Ü˛–
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

AND Ê˛yÇ¢yˆÏlÓ˚  ~Ü˛!ê˛ §yôyÓ˚î ÓƒÓ•yÓ˚ •°ñ °!çÜ˛ƒy° ˆê˛fiê˛à%ˆÏ°y §¡õyòlÜ˛yÓ˚# xlƒylƒ Ê˛yÇ¢ylà%ˆÏ°y
Ü˛yÎ≈Ü˛y!Ó˚ï˛y ≤Ã§y!Ó˚ï˛ Ü˛Ó˚y–

í z̨̨ õ Ï̂Ó˚Ó˚ í z̨òy•Ó˚̂ Ïîñ IF Ê˛yÇ¢l!ê˛ ~Ü˛!ê˛ °!çÜ˛ƒy° ˆê˛fiê˛ §¡õyòl Ü˛ Ï̂Ó˚ ~ÓÇ Î!ò ˆê˛fiê˛!ê˛ TRUE

Ù)°ƒyÎ˚î Ü˛ˆÏÓ˚ ï˛ˆÏÓ ~Ü˛!ê˛ Ùyl ≤Ãòyl Ü˛Ó˚ˆÏÓ ~ÓÇ Î!ò FALSE Ù)°ƒyÎ˚î Ü˛ˆÏÓ˚ ï˛ˆÏÓ xyˆÏÓ˚Ü˛!ê˛ Ùyl ≤Ãòyl
Ü˛Ó˚̂ ÏÓ– IF Ê˛yÇ¢y Ï̂l AND Ê˛yÇ¢yl Ï̂Ü˛ logical test xyà%≈̂ ÏÙ^˝ê˛ !• Ï̂§ Ï̂Ó ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ñ xyÙÓ˚y x Ï̂lÜ˛à%̂ Ï°y
!Ë˛ß¨ !Ë˛ß¨ ¢ï≈̨  ˛õÓ˚#«˛y Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

2. OR Ê˛yÇ¢yl!ê˛ xlƒylƒ °!çÜ˛ƒy° Ê˛yÇ¢ylà%̂ Ï°yÓ˚ Ù Ï̂ï˛yñ OR Ê˛yÇ¢yl!ê˛ ˆÜ˛Ó°Ùye ~Ü˛!ê˛ TRUE Óy
FLASE í z̨_Ó˚ ̂ òÎ˚– xyí z̨ê˛˛õ%ê˛!ê˛ TRUE xÌÓy FALSE • Ï̂Ó !Ü˛ly ï˛y !lô≈yÓ˚î Ü˛Ó˚yÓ˚ çlƒñ OR Ê˛yÇ¢ylà%̂ Ï°y
ˆfl±í˛!¢ Ï̂ê˛Ó˚ xlƒ ~Ü˛!ê˛ ˆ§ Ï̂° xÓ!fiÌï˛ Ü˛Ù˛õ Ï̂«˛ ~Ü˛!ê˛ ày!î!ï˛Ü˛ Ó˚y!¢Ùy°y Ù)°ƒyÎ˚î Ü˛ Ï̂Ó˚– ~•z Ê˛yÇ¢yl!ê˛
TRUE Ê˛° ˆòÎ˚ Î!ò ˆÜ˛y Ï̂ly xyà%≈̂ ÏÙ^˝ê˛ TRUE •Î˚ñ– §ÙhflÏ xyà%≈̂ ÏÙ^˝ê˛ FALSE • Ï̂° FALSE Ê˛° ≤Ãòyl
Ü˛ Ï̂Ó˚–

OR Ê˛yÇ¢y Ï̂lÓ˚ !§ Ï̂rê˛: •° ı

= OR (logical–1, logical–2, ... logical 255)

logical–1, logical–2, ... Ó° Ï̂ï˛ ˛õÓ˚#«˛y Ü˛Ó˚y • Ï̂Ó ~Ó)̨̊ õ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™à%̂ Ï°y Ï̂Ü˛ ˆÓyV˛yÎ˚–
Ê˛yÇ¢y Ï̂lÓ˚ Ù Ï̂ôƒ §Ó≈y!ôÜ˛ 255!ê˛ °!çÜ˛ƒy° Ùyl ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

í z̨òy•Ó˚î ı

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

c.=OR (TRUE,FALSE,TRUE) At least one argument is TRUE TRUE

2.1.4.5 Lookup  ~ÓÇ ˆÓ˚Ê˛y Ï̂Ó˚™ Ê˛yÇ¢yl ı

Lookup Ê˛yÇ¢yl!ê˛ ~Ü˛!ê˛ §y!Ó˚ Óy ~Ü˛!ê˛ Ü˛°yÙ ˆÓ˚O‡˛õ!Ó˚§Ó˚ Óy ~Ü˛!ê˛ xƒyˆÏÓ˚ ˆÌˆÏÜ˛ Ùyl
≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– Lookup Ê˛yÇ¢yl!ê˛ ò%!ê˛ !§ Ï̂̂ ˝ê˛: Ê˛Ù≈ Ó˚̂ ÏÎ˚̂ ÏSÈ ı ˆË˛QÓ˚ ~ÓÇ xƒy Ï̂Ó˚–

Lookup Ê˛yÇ¢yl!ê˛ IF Ê˛yÇ¢y Ï̂lÓ˚ !Óhfl,Ï!ï˛Ó˚ çlƒ ˆÎ ˆê˛fiê˛à%̂ Ï°y ˆl Ï̂fiê˛í˛ IF Ê˛yÇ¢y Ï̂lÓ˚ §#Ùy
x!ï˛Ü ̨ Ù Ü˛ Ï̂Ó˚ ˆÊ˛ Ï̂° ˆ§à%̂ Ï°yÓ˚ !ÓÜ˛“ !• Ï̂§ Ï̂Ó ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

Lookup ~Ó˚ ˆË˛QÓ˚ Ê˛Ù≈!ê˛ ~Ü˛!ê˛ Ùy Ï̂lÓ˚ çlƒ ~Ü˛!ê˛ ~Ü˛Ü˛ ˆÓ˚y Óy ~Ü˛Ü˛ Ü˛°yÙ ˆÓ˚̂ ÏO ( Ï̂Ë˛QÓ˚ ly Ï̂Ù ˛õ!Ó˚!ã˛ï˛ä °«˛
Ü˛ˆ ÏÓ ˚ ~ÓÇ ï˛yÓ˚ ˛õˆ ÏÓ ˚ ~Ü˛•z xÓfiÌyl ˆÌˆÏÜ˛ !mï˛#Î˚ ~Ü˛Ü˛ ˆÓ˚y Óy ~Ü˛Ü˛ Ü˛°yÙ ˆÓ˚ˆ ÏO Ùyl ≤Ãòyl Ü˛ˆ ÏÓ ˚–

Lookup ~Ó˚ xƒy Ï̂Ó˚ Ê˛Ù≈!ê˛ ~Ü˛!ê˛ !l!ò≈T˛ Ùy Ï̂lÓ˚ çlƒ ~Ü˛!ê˛ xƒy Ï̂Ó˚Ó˚ ≤ÃÌÙ ˆÓ˚y Óy Ü˛°y Ï̂Ù °«˛ Ü˛ Ï̂Ó˚ ~ÓÇ ï˛yÓ˚̨ õ Ï̂Ó˚
xƒy Ï̂Ó˚Ó˚ ˆ¢ Ï̂£Ï Ï̂Ó˚y Óy Ü˛°y Ï̂Ù ~Ü˛•z xÓfiÌyl ˆÌ Ï̂Ü˛ ~Ü˛!ê˛ Ùyl  ≤Ãòyl Ü˛ Ï̂Ó˚–

1. Lookup åˆË˛QÓ˚ Ê˛Ù≈ä

!§ Ï̂̂ ˝ê˛: •° ı

s Lookup-value •° ~Ó)̨̊ õ Ùyl Îy Lookup  ≤ÃÌÙ ˆË˛QÓ˚!ê˛ Ï̂ï˛ xl%§rôyl Ü˛ Ï̂Ó˚– lookup-value ~Ü˛!ê˛
§Çáƒyñ ˆê˛:ê˛ñ ~Ü˛!ê˛ °!çÜ˛ƒy° Ùyl Óy ~Ü˛!ê˛ lyÙ Óy ˆÓ˚Ê˛y Ï̂Ó˚™ • Ï̂ï˛ ˛õy Ï̂Ó˚ Îyñ ˆÜ˛yl Ùyl Ï̂Ü˛ ˆÓyV˛yÎ˚–
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A B

1 Frequency Colour

2 4.14 red

3 4.19 orange

4 5.17 yellow

5 5.77 green

6 6.39 blue

!ã˛e 2.23

s Lookup-vector ~Ùl ~Ü˛!ê˛ ˆÓ˚O Îy ˆÜ˛Ó°Ùye ~Ü˛!ê˛ ˆÓ˚y Óy ~Ü˛!ê˛ Ü˛°yÙ ôyÓ˚l
Ü˛ Ï̂Ó˚– lookup-vector ~Ó˚ Ùylà%̂ Ï°y ˆê˛:ê˛ñ §Çáƒy Óy °!çÜ˛ƒy° Ùyl • Ï̂ï˛ ˛õy Ï̂Ó˚–

~!ê˛ ˆç Ï̂l Ó˚yáy à%Ó%̊c˛õ)î≈ ˆÎ lookup-vector ~Ó˚ Ùylà%̂ Ï°y xÓ¢ƒ•z í z̨Âô≈Ü ̨ Ï̂Ù fiÌy˛õl Ü˛Ó˚̂ Ïï˛
• Ï̂Ó–  í z̨òy•Ó˚îfl∫Ó)̨̊ õñ –2, –1, 0, 1, 2,  Óy  A–Z  Óy FALSE, TRUE– ~SÈyí ¸̨y Lookup §!ë˛Ü˛Ùyl !ò Ï̂ï˛
˛õy Ï̂Ó˚ ly–

s Result-vector ~Ùl ~Ü˛!ê˛ ˆÓ˚O Îy ˆÜ˛Ó°Ùye ~Ü˛!ê˛ ˆÓ˚y Óy Ü˛°yÙ ôyÓ˚l Ü˛ Ï̂Ó˚– ~!ê˛
xÓ¢ƒ•z lookup-vector ~Ó˚ xyÜ˛y Ï̂Ó˚Ó˚ • Ï̂ï˛ • Ï̂Ó–

s Î!ò Lookup, lookup-value !ê˛ á%Ñ̂ Ïç ly ˛õyÎ˚ ï˛ Ï̂Ó ~!ê˛ lookup-

vector ~Ó˚ Ó,•_Ù Ùyl!ê˛Ó˚ §y Ï̂Ì ï%̨ °ly Ü˛ Ï̂Ó˚ ˆÎ ~!ê˛ lookup-valueÈüÈÓ˚ ˆÌ Ï̂Ü˛ Ü˛Ù
Óy §Ùyl !Ü˛ly–

s Î!ò lookup-value, lookup-vector !ê˛Ó˚ «%̨ oï˛Ù Ùy Ï̂lÓ˚ ˆã˛ Ï̂Î˚
ˆSÈy Ï̂ê˛y •Î˚ñ ï˛ Ï̂Ó lookup #N/A e%!ê˛Ó˚ Ùyl åerror valueä ˆòÎ˚–

í z̨òy•Ó˚î å!ã˛e 2.23ä

Ü˛°yÙ (A) ~ÓÇ Ü˛°yÙ (B) ÎÌyÜ ̨ Ï̂Ù !Ê ̨ Ï̂Ü˛y Ï̂Î˚!™ ~ÓÇ Ó˚̂ Ï.Ó˚ lyÙ Ï̂Ü˛
ˆòáyÎ˚– Lookup Ê˛yÇ¢yl ÓƒÓ•y Ï̂Ó˚Ó˚  Ê˛°yÊ˛° ~!ê˛ ˆòáy Ï̂Ó–

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 åxƒy Ï̂Ó˚ Ê˛Ù≈ä

~Ó˚ !§ Ï̂̂ ˝ê˛: •° LOOKUP (lookup-value, array)

• Lookup-value ~Ó)̨̊ õ ~Ü˛!ê˛ Ùyl Îy Lookup ~Ü˛!ê˛ xƒy Ï̂Ó˚ xl%§rôyl Ü˛ Ï̂Ó˚– Lookup-value ~Ü˛!ê˛
§Çáƒyñ ˆê˛:ê˛ñ ~Ü˛!ê˛ °!çÜ˛ƒy° Ùyl Óy ~Ü˛!ê˛ lyÙ Óy ˆÓ˚Ê˛y Ï̂Ó˚™ • Ï̂ï˛ ˛õy Ï̂Ó˚ Îy ˆÜ˛ylG Ùyl Ï̂Ü˛ ˆÓyV˛yÎ˚–

• Î!ò Lookup, lookup-value!ê˛ á%Ñ̂ Ïç ly ̨ õyÎ˚ ï˛ Ï̂Ó ~!ê˛ xƒy Ï̂Ó˚̂ Ïï˛ Ó,•_Ù Ùyl!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚
Îy lookup-valueÓ˚ ˆã˛ Ï̂Î˚ Ü˛Ù Óy §Ùyl–

• Î!ò lookup-value ≤ÃÌÙ ˆÓ˚y Óy Ü˛°y Ï̂ÙÓ˚ åxƒy Ï̂Ó˚Ó˚ Ùyeyà%̂ Ï°yÓ˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚ Ü˛ Ï̂Ó˚ä §Ó≈!l¡¨
Ùy Ï̂lÓ˚ ˆã˛ Ï̂Î˚ ˆSÈy Ï̂ê˛y •Î˚ñ ï˛ Ï̂Ó Lookup, #N/A error value åe%!ê˛Ó˚ Ùylä ≤Ãòyl Ü˛ Ï̂Ó˚–
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A  B

1 a 10

2 b 20

3 c 30

4 d 40

!ã˛e 2.23(a)

• xƒy Ï̂Ó˚ •° ˆ§°à%̂ Ï°yÓ˚ ~Ü˛!ê˛ ˆÓ˚O ˆÎáy Ï̂l ˆê˛:ê˛ñ §Çáƒy Óy °!çÜ˛ƒy° Ùyl Ó˚̂ ÏÎ˚̂ ÏSÈ Îy xyÙÓ˚y lookup-

valueÓ˚ §y Ï̂Ì ï%̨ °ly Ü˛Ó˚̂ Ïï˛ ã˛y•z–

s Î!ò xƒy Ï̂Ó˚ ˜òâ≈ƒ x Į̈̂ õ«˛y ≤Ã Ï̂fiÌ Óí ¸̨ åˆÓ˚yÓ˚ ˆã˛ Ï̂Î˚ Ü˛°yÙ
ˆÓ!¢ä ~Ó)̨̊ õ ≤Ã¢fiÌ xM˛° Ï̂Ü˛ Ü˛Ë˛yÓ˚ Ü˛ Ï̂Ó˚ñ ï˛ Ï̂Ó lookup ≤ÃÌÙ
ˆÓ˚yÈüÈˆï˛ lookup-value!ê˛ xl%§rôyl Ü˛ Ï̂Ó˚–

s  Î!ò xƒy Ï̂Ó˚!ê˛ Óà≈yÜ˛yÓ˚ •Î˚ Óy ≤ÃfiÌ x Į̈̂ õ«˛y ˜òâ≈ƒ Óí ¸̨ •Î˚
åÜ˛°yÙà%̂ Ï°yÓ˚ ˆã˛ Ï̂Î˚ ˆÓ˚y ˆÓ!¢ä ï˛ Ï̂Ó lookup ≤ÃÌÙ Ü˛°y Ï̂Ù
xl%§rôyl Ü˛ Ï̂Ó˚–

í z̨òy•Ó˚î å!ã˛e 2.23(a)ä

Ü˛°yÙ (A)ˆï˛ a, b, c, d ~Ó)̨̊ õ !Ü˛S%È ˆê˛:ê˛ Ùyl Ó˚̂ ÏÎ˚̂ ÏSÈ ~ÓÇ Ü˛°yÙ (B)ˆï˛ 10,20,30 ~ÓÇ 40
~Ó)̨̊ õ §Çáƒyà%̂ Ï°y Ó˚̂ ÏÎ˚̂ ÏSÈ– xƒy Ï̂Ó˚!ê˛ •° A1:B4–

!Ó!Ë˛ß¨ xy°Ê˛y Óî≈à%̂ Ï°yÓ˚ çlƒ Lookup Ê˛yÇ¢yl !l¡¨Ó)̊̂ ÏÓ˚ ÓƒÓ•,ï˛ •Î˚ ı

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 Ê˛yÇ¢yl ÎyÓ˚ §¡õ)î≈ lyÙ vertical lookupñ ~!ê˛ xyÙyˆÏòÓ˚ Ó,•Í ˆí˛ê˛y
ˆê˛!Ó°à%̂ Ï°y Ï̂ï˛ ˆÎÙl ˛õîƒ Ùç%ï˛ ï˛y!°Ü˛yÓ˚ xÇ¢ Óy ≤Ãã%̨ Ó˚ Ü˛Ù≈ã˛yÓ˚#Ó˚ ˆÎyày Ï̂Îyà l¡∫̂ ÏÓ˚Ó˚  ï˛y!°Ü˛yà%̂ Ï°y Ï̂ï˛
!l!ò≈T˛ ï˛Ìƒ á%Ñ̂ Ïç ˆ˛õ Ï̂ï˛ §•yÎ˚ï˛y Ü˛ Ï̂Ó˚– VLOOKUP Ê˛yÇ¢yl!ê˛ ≤ÃÌÙ ˆ§ Ï̂°Ó˚ ~Ü˛!ê˛ ˆÓ˚̂ ÏOÓ˚ Ü˛°yÙ ˆÌ Ï̂Ü˛
≤Ã Ï̂Î˚yçl#Î˚ Ùyl!ê˛ xl%§rôyl G ï%̨ °ly Ü˛ Ï̂Ó˚ ~ÓÇ ï˛yÓ˚̨ õ Ï̂Ó˚ ˆÓ˚̂ ÏOÓ˚ ~Ü˛•z ˆÓ˚yÈüÈÓ˚ ˆÎ ˆÜ˛yl ˆ§° ˆÌ Ï̂Ü˛ ˆÜ˛ylG
Ùyl ̂ Ê˛Ó̊ï˛ Óy !Ó̊ê˛yl≈ ̂ òÎ̊– ~Ó̊ !§ Ï̂̂ ˝ê˛: •° ÈüÈ VLOOKUP (lookup_value, table_array, col_index_num,

range_lookup)  ̂ Îáy Ï̂lñ

Lookup_value- •° ˙ value Îy ˆê˛!Ó Ï̂°Ó˚ ≤ÃÌÙ Ü˛°y Ï̂Ù xl%§rôyl Ü˛Ó˚y •Î˚– lookup-

value!ê˛ ˆÜ˛ylG Ùyl Óy ~Ü˛!ê˛ ˆÓ˚Ê˛y Ï̂Ó˚™ • Ï̂ï˛ ˛õy Ï̂Ó˚– Î!ò lookup_value, table_arrayÈüÈÓ˚ ≤ÃÌÙ Ü˛°y Ï̂ÙÓ˚
«%̨ oï˛Ù Ùy Ï̂lÓ˚ ˆã˛ Ï̂Î˚ ˆSÈy Ï̂ê˛y •Î˚ñ ï˛ál VLOOKUP, #N/A error value (e%!ê˛Ó˚ Ùylä ˆÊ˛Ó˚ï˛ Óy !Ó˚ê˛yl≈
Ü˛ Ï̂Ó˚–

Table_array ÈüÈ•° ò%•z Óy ï˛ Ï̂ï˛y!ôÜ˛ Ü˛°y Ï̂ÙÓ˚ ̂ í˛ê˛y– ~Ü˛!ê˛ ̂ Ó˚O Óy ̂ Ó˚̂ ÏOÓ˚ ly Ï̂ÙÓ˚ çlƒ ~Ü˛!ê˛
ˆÓ˚Ê˛y Ï̂Ó˚™ ÓƒÓ•yÓ˚ Ü˛Ó˚– Table_arrayÈüÈÓ˚ ≤ÃÌÙ Ü˛°y Ï̂ÙÓ˚ Ùylà%̂ Ï°y lookup_value- myÓ˚y xl%§rôyl Ü˛Ó˚y
Ùyl– ~•z Ùylà%̂ Ï°y ˆê˛:ê˛ñ §Çáƒy Óy °!çÜ˛ƒy° Ùyl • Ï̂ï˛ ˛õy Ï̂Ó˚– ~áy Ï̂l Óí ¸̨ •y Ï̂ï˛Ó˚ ~ÓÇ ˆSÈy Ï̂ê˛y •y Ï̂ï˛Ó˚ x«˛Ó˚
§Ùï%˛°ƒ–

Col_index_numÈüÈ•° table_arrayÈüÈÓ˚ Ü˛°yÙ l¡∫Ó˚ ÎyÓ˚ ˆÌ Ï̂Ü˛ !Ù°Ü,̨ ï˛ Ùyl!ê˛ !Ê˛ Ï̂Ó˚ xy§ Ï̂ï˛
• Ï̂Ó– ~Ü˛!ê˛ Col_index_num_1table_array-Ó˚ ≤ÃÌÙ Ü˛°y Ï̂Ù Ùyl ≤Ãòyl Ü˛ Ï̂Ó˚ Óy ˆÊ˛Ó˚ï˛ ˆòÎ˚–
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!ã˛e 2.24

!ã˛e 2.25

~Ü˛!ê˛ Col_index_num 2, table_arrayÈüÈÓ˚ !mï˛#Î˚ Ü˛°y Ï̂Ù Ùyl ≤Ãòyl Ü˛ Ï̂Ó˚ ~ÓÇ ~•zË˛y Ï̂Ó ã˛° Ï̂ï˛ Ìy Ï̂Ü˛–
Col_index_num  :

• 1 ~Ó˚ ˆã˛ Ï̂Î˚ Ü˛Ù • Ï̂°ñ VLOOKUP  !Ó˚ê˛yl≈ Ü˛ Ï̂Ó˚ñ #VALUE! eror Ùyl–

• table_arrayÈüÈÓ˚ Ü˛°y Ï̂ÙÓ˚ §ÇáƒyÓ˚ ˆã˛ Ï̂Î˚ Óí ¸̨ • Ï̂°ñ VLOOKUP !Ó˚ê˛yl≈ Ü˛ Ï̂Ó˚ #REF! error

Ùyl–

Range_Lookup - ~Ü˛!ê˛ °!çÜ˛ƒy° Ùyl Îy !l!ò≈T˛ Ü˛ Ï̂Ó˚ ˆÎ xyÙÓ˚y VLOOKUP ~Ó˚ Ùyôƒ Ï̂Ù ~Ü˛!ê˛
§!ë˛Ü˛ !Ù° Óy xyl%Ùy!lÜ˛ !Ù° á%Ñ̂ Ïç ˆ˛õ Ï̂ï˛ ã˛y•z !Ü˛ly ï˛y !l!ò≈T˛ Ü˛ Ï̂Ó˚ ı

• Î!ò TRUE Óy omitted •Î˚ ï˛ Ï̂Ó ~Ü˛!ê˛ §!ë˛Ü˛ Óy xyl%Ùy!lÜ˛ !Ù° !Ó˚ê˛yl≈ Óy ˆÊ˛Ó˚ï˛ ˆòGÎ˚y •Î˚–
Î!ò ˆÜ˛ylG §!ë˛Ü˛ !Ù° á%Ñ̂ Ïç ˛õyGÎ˚y ly ÎyÎ˚ñ ï˛y• Ï̂° ˛õÓ˚Óï˛#≈ Ó,•_Ù Ùyl!ê˛ Îy lookup-valueÈüÈÓ˚ ˆã˛ Ï̂Î˚
Ü˛Ù •Î˚ ï˛y !Ó˚ê˛yl≈ Óy !Ê˛ Ï̂Ó˚ xy Ï̂§– table_arrayÈüÈÓ˚ ≤ÃÌÙ Ü˛°y Ï̂ÙÓ˚ Ùylà%̂ Ï°y xÓ¢ƒ•z í z̨ôÁ≈Ü ̨ Ùyl%§y Ï̂Ó˚
fiÌy˛õl Ü˛Ó˚̂ Ïï˛ • Ï̂Óñ xlƒÌyÎ˚ VLOOKUP §!ë˛Ü˛ Ùyl lyG !ò Ï̂ï˛ ˛õy Ï̂Ó˚–

• Î!ò FALSE •Î˚ñ ï˛ˆÏÓ VLOOKUP  ˆÜ˛Ó°Ùye ~Ü˛!ê˛ §!ë˛Ü˛ !Ù° á%ÑçˆÏÓ– ~•z ˆ«˛ˆÏeñ
table_array-Ó˚ ≤ÃÌÙ Ü˛°y Ï̂ÙÓ˚ Ùylà%̂ Ï°y §yçy Ï̂lyÓ˚ ≤Ã Ï̂Î˚yçl
ˆl•z– Î!ò table_arrayÈüÈÓ˚ ≤ÃÌÙ Ü˛°y Ï̂Ù ò%!ê˛ Óy ï˛ Ï̂ï˛y!ôÜ˛ Ùyl
ÌyˆÏÜ˛ Îy lookup-ralue-Ó˚ §yˆÏÌ !ÙˆÏ°ñ ï˛ˆÏÓ ˛õyGÎ˚y ≤ÃÌÙ
Ùyl!ê˛ ÓƒÓ•,ï˛ •Î˚– Î!ò ˆÜ˛ylG §!ë˛Ü˛ !Ù° á%ÑˆÏç ˛õyGÎ˚y ly
•yÎ˚ñ #N/A error value åe%!ê˛Ó˚ Ùylä !Ê˛ Ï̂Ó˚ xy Ï̂§–

!l¡¨!°!áï˛ í˛zòy•Ó˚îà%ˆÏ°yˆÏï˛ xyÙÓ˚y VLOOKUP

Ê˛yÇ¢yl Ü˛#Ë˛yˆÏÓ ˆfl±í˛!¢ê˛ ˆê˛!Ó° ˆÌˆÏÜ˛ §%!l!ò≈T˛ ï˛Ìƒ §rôyl
Ü˛Ó˚̂ ÏÓ ï˛y Óƒyáƒy Ü˛Ó˚Ó–

í z̨òy•Ó˚îÈüÈ1 : å!ã˛e 2.24 ̂ òáä Ü˛Ù≈ã˛yÓ˚#Ó˚ Ù)° ̂ Óï˛l ̨õyGÎ˚yÓ˚ çlƒ–

= VLOOKUP (A3, A1:D7, 4, FALSE)

~!ê˛ ≤ÃÌÙ Ü˛°y Ï̂Ù Ü˛Ù≈ã˛yÓ˚#Ó˚ ˆÜ˛yí˛ 3456(A3) ~Ó˚
Ù)° ˆÓï˛l lookup Ü˛ Ï̂Ó˚ ~ÓÇ ã˛ï%̨ Ì≈ Ü˛°y Ï̂ÙÓ˚ ~Ü˛•z ˆÓ˚yÈüÈˆï˛ ï%̨ °ƒ
Ùyl!ê˛ !Ó˚ê˛yl≈ Ü˛ Ï̂Ó˚ñ xÌ≈yÍ 3453.00 (D3)–

í z̨òy•Ó˚îÈüüüÈ2 ı å!ã˛e 2.25  ˆò Ï̂áyä

~•z í z̨òy•Ó˚̂ Ïî xyÙÓ˚y ˆê˛!Ó° A2:D6 ˆÌ Ï̂Ü˛ !¢¢%Ó˚
˛õ Ï̂îƒÓ˚ Item-ID Ü˛°yÙ xl%§rôyl Ü˛!Ó˚ ~ÓÇ !Ó!Ë˛ß¨ fl∫y Ï̂òÓ˚ ˆ«˛ Ï̂e
Ù)°ƒà%̂ Ï°y àîly Ü˛Ó˚̂ Ïï˛ cost åÙ)°ƒäåÜ˛°yÙ l¡∫Ó˚ 3) ~ÓÇ Markup

åÜ˛°yÙ l¡∫Ó˚ 4) Ü˛°yÙ§Ù)̂ Ï•Ó˚ Ùylà%̂ Ï°y ï%̨ °ly Ü˛!Ó˚– Ê˛yÇ¢ Ï̂lÓ˚
ã)̨ í ¸̨yhs˝ Ê˛°yÊ˛° Óî≈lyÓ˚ ˛õ Ï̂Ó˚ ˆòGÎ˚y •°–

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.20.00”). 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 Ê˛yÇ¢yl å§Ç!«˛Æ lyÙ Horizantal Lookup)ñ ~Ü˛!ê˛ ˆê˛!Ó Ï̂°Ó˚ xƒy Ï̂Ó˚Ó˚ ≤ÃÌÙ
ˆÓ˚yÈüÈˆï˛ ~Ü˛!ê˛ Ùyl xl%§rôyl Ü˛ Ï̂Ó˚ ~ÓÇ ~Ü˛•z Ü˛°y Ï̂Ù ~Ü˛•z ˆê˛!Ó° xƒy Ï̂Ó˚Ó˚ xlƒ ˆÓ˚y ˆÌ Ï̂Ü˛ §Ç!Ÿ’T˛ Ùyl!ê˛
≤Ãòyl Ü˛ Ï̂Ó˚– HLOOKUP ~Ó˚ !§ Ï̂̂ ˝ê˛: !l¡¨Ó)̨̊ õ ı

HLOOKUP (lookup_value, table_array, row_index_num, range_lookup)

ˆÎáy Ï̂l

• Lookup_valueÈüÈ•° ˙ Ùyl ˆÎ!ê˛ table_arrayÈüÈÓ˚ ≤ÃÌÙ ˆÓ˚y Ï̂ï˛ xl%§rôyl Óy ˆáÑyçy •Î˚–

• Table_array ÈüÈò%•z Óy ï˛ˆÏï˛y!ôÜ˛ ˆÓ˚yÈüÈÓ˚ ˆí˛ê˛y– table_array ÈüÈÓ˚ ≤ÃÌÙ ˆÓ˚yÓ˚ Ùylà%ˆÏ°y•z •°
lookup_value Ï̂ï˛ xl%§rôyl Ü˛Ó˚y Ùyl– ~•z Ùylà%̂ Ï°y ˆê˛:ê˛ñ §Çáƒy Óy °!çÜ˛ƒy° Ùyl • Ï̂ï˛ ˛õy Ï̂Ó˚–
Óí ¸̨ •y Ï̂ï˛Ó˚ ~ÓÇ ˆSÈy Ï̂ê˛y •y Ï̂ï˛Ó˚ x«˛Ó˚ ~áy Ï̂l §Ùï%̨ °ƒ–

• Row_index_num- table_array Ï̂ï˛ ÌyÜ˛y ˆÓ˚y l¡∫Ó˚ Îy ˆÌ Ï̂Ü˛ §Ç!Ÿ’T˛ Ùyl!ê˛ xÓ¢ƒ•z !Ó˚ê˛yl≈ Óy
!Ê˛ Ï̂Ó˚ xy§ Ï̂ï˛ • Ï̂Ó– ~Ü˛!ê˛ row_index_num-2, Table_array-Ó˚ !mï˛#Î˚ Ü˛°y Ï̂Ù Ùyl!ê˛ ≤Ãòyl Ü˛ Ï̂Ó˚ñ
~Ü˛!ê˛ row_index_num-3, table_array-Ó˚ ï,̨ ï˛#Î˚ Ü˛°y Ï̂Ù Ùyl!ê˛ ≤Ãòyl Ü˛ Ï̂Ó˚ ~ÓÇ ~•zË˛y Ï̂Ó ã˛° Ï̂ï˛
ÌyˆÏÜ˛–

• Range_lookup- ~!ê˛ ~Ü˛!ê˛ °!çÜ˛ƒy° Ùyl Îy í˛zˆÏÕ‘á Ü˛ˆÏÓ˚ ˆÎ xyÙÓ˚y4 HLOOKUP ~Ü˛!ê˛
§!ë˛Ü˛ !Ù° Óy xyl%Ùy!lÜ˛ !Ù° á%ÑˆÏç ˆ˛õˆÏï˛ ã˛y•z !Ü˛ly– Î!ò ˆ§ê˛!ê˛ “FLASE” •Î˚ñ ï˛ˆÏÓ ˆÜ˛ylG
ÎÌyÎÌ !Ù° á%ÑˆÏç ˛õyGÎ˚y ˆàˆÏ°•z §Ç!Ÿ’T˛ Ùyl!ê˛ ˆÊ˛Ó˚ï˛ ˆÜ˛ylG §rôyl ly ˛õyGÎ˚y ˆàˆÏ° !lÜ˛ê˛ï˛Ù
!Ù°!ê˛ !Ó Ï̂Óã˛ly Ü˛Ó˚y • Ï̂Ó–

xy§ HLOOKUP Ê˛yÇ¢yl!ê˛ ˆÓyV˛yÓ˚ çlƒ ~Ü˛!ê˛ §yôyÓ˚î í˛zòy•Ó˚î @˝Ã•î Ü˛!Ó˚– !l¡¨!°!áï˛
ò%!ê˛ !Ë˛ß¨ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ ı

í z̨òy•Ó˚î å!ã˛e 2.26 ~ÓÇ 2.27ä

Worksheet-1 Óy Ï̂ç Ï̂ê˛Ó˚ Ùylà%̂ Ï°y ˆÓ˚3ÈüÈ1 ~Ó˚ ≤Ã!ï˛!ê˛ ˜eÙy!§ Ï̂Ü˛Ó˚ §y Ï̂Ì ˆÓ˚y-2 Ï̂ï˛ Ìy Ï̂Ü˛–
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!ã˛e 2.26 ~ÓÇ 2.27

Worksheet-2 ≤Ã!ï˛!ê˛ ˜eÙy!§Ü˛ xl%§y Ï̂Ó˚ åÜ˛°yÙ Cäñ Óy Ï̂ç Ï̂ê˛Ó˚ !Ü˛S%È
xÇ¢ ÓƒÎ˚ åÜ˛°yÙ EäÈüüüÈ Îy í z̨°¡∫Ë˛y Ï̂Ó ï˛y!°Ü˛yË%̨ =˛– xyÙÓ˚y GÎ˚yÜ≈̨ !¢ê˛-
1 ˆÌˆÏÜ˛ ≤Ã!ï˛ ˜eÙy!§ˆÏÜ˛Ó˚ çlƒ ÓyˆÏçê˛!ê˛ ˆÓˆÏSÈ !lˆÏï˛ ~ÓÇ ~!ê˛ˆÏÜ˛
GÎ˚yÜ≈˛!¢ê˛-2 ~Ó˚ Ü˛°yÙ (D) ~ Ó˚yáˆÏï˛ ~ÓÇ ï˛yÓ˚˛õˆÏÓ˚ xl%Ó˚)˛õË˛yˆÏÓ
Ó Ï̂Ü˛Î˚y åÜ˛°yÙ Fä àîly Ü˛Ó˚̂ Ïï˛ ã˛y•z– D2:D5 ˆ§ Ï̂° xyÙÓ˚y !l¡¨Ó)̊̂ Į̈ õ
HLOOKUP Ê˛yÇ¢yl!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚Ó ı åD4 ˆ§ Ï̂° ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈä
= HLOOKUP (C4, Budget!$A$1: $E$2; 2; FALSE) Ê˛yÇ¢ Ï̂l
ˆÎáy Ï̂l –

C4 ˜eÙy!§ Ï̂Ü˛Ó˚ çlƒ lookup value

budget!$B$1:$E$2 GÎ˚yÜ≈̨ !¢ê˛-1 ~ ≤ÃyÆ table array: lyÙ
•° budget.

2 GÎ˚yÜ≈̨ !¢ê˛-1 ~Ó˚ ˆÓ˚y 2 •° Row_index_num.

FALSE xyÙÓ˚y ~Ü˛!ê˛ §!ë˛Ü˛ !Ù° §rôyl Ü˛Ó˚̂ Ïï˛ ã˛y•z

Pending =D4–E4 í z̨Ë˛Î˚ Ê˛yÇ¢l Ü˛!˛õ Ü˛Ó˚ D4 ˆ§° ˆÌ Ï̂Ü˛
D2, D3 ~ÓÇ D5 ~Ó˚ Ù Ï̂ôƒ ~ÓÇ F4 ˆ§° ˆÌ Ï̂Ü˛
F2, F3 ~ÓÇ F5 ˆ§ Ï̂° Ü˛!˛õ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

~!ê˛ °«˛l#Î˚ ˆÎ Îál•z ˆÜ˛ylG ˆê˛!Ó° xƒy Ï̂Ó˚ åÓy xƒy Ï̂Ó˚ä lookup Ê˛yÇ¢ylà%̂ Ï°y Ï̂ï˛ í ẑ̨ ÏÕ‘á Ü˛Ó˚y
•Î˚ ï˛ál í˛zˆÏÕ‘á Ü˛Ó˚y ˆ§° !ë˛Ü˛ylyˆÏÜ˛ å§yôyÓ˚îï˛ ~!ê˛ xyˆÏ˛õ!«˛Ü˛ •Î˚ä xÓ¢ƒ•z absolute ˆ§° !ë˛Ü˛ylyÎ˚
Ó)̨̊ õyhs˝!Ó˚ï˛ Ü˛Ó˚̂ Ïï˛ •Î˚–

2.1.2.6 xy!Ì≈Ü˛ Ê˛yÇ¢yl§Ù)• (Financial Functions)

1. ACCRINT

~•z Ê˛yÇ¢yl ˛õÎ≈yÎ˚Ü ˛!ÙÜ˛ §%ò ≤Ãòyl Ü˛ˆÏÓ˚ ~Ó˚)˛õ ~Ü˛!ê˛ !§!Ü˛í˛z!Ó˚!ê˛Ó˚ çlƒ x!ç≈ï˛ §%ò ≤Ãòyl
Ü˛ Ï̂Ó˚– ~Ó˚ !§ Ï̂̂ ˝ê˛:!ê˛ •° ı

ACCRINT (issue, first_interest, settlement, rate, par, frequency, basis,

cale_method)

ï˛y!Ó˚áà%̂ Ï°y DATE Ê˛yÇ¢yl!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Óy xlƒylƒ §)e Óy Ê˛yÇ¢y Ï̂lÓ˚ Ê˛°yÊ˛° !• Ï̂§ Ï̂Ó
≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly í z̨!ã˛ï˛– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ 2008 §y Ï̂°Ó˚ ˆÙ Ùy Ï̂§Ó˚ 23ï˛Ù !ò Ï̂lÓ˚ çlƒ DATE (2008.5.23)

ÓƒÓ•yÓ˚ Ü˛Ó˚– ï˛y!Ó˚áà%̂ Ï°y ˆê˛:ê˛ !•§y Ï̂Ó ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly • Ï̂° §Ù§ƒy ˆòáy !ò Ï̂ï˛ ˛õy Ï̂Ó˚–

Issue !§!Ü˛í z̨!Ó˚!ê˛Ó˚ !Ó!°Ó˚ ï˛y!Ó˚á–

First_interest !§!Ü˛í z̨!Ó˚!ê˛Ó˚ ≤ÃÌÙ §%̂ ÏòÓ˚ •y Ï̂Ó˚Ó˚ ï˛y!Ó˚á

Settlement •° !§!Ü˛í z̨!Ó˚!ê˛Ó˚ !l‹õ!_Ó˚ ï˛y!Ó˚á–
!§!Ü˛í z̨!Ó˚!ê˛à%̂ Ï°y §yôyÓ˚îï˛ı !Ó!°Ó˚ ï˛y!Ó˚̂ ÏáÓ˚
˛õÓ˚ !l‹õ!_ •Î˚ñ Îál °@¿#˛õeà%̂ Ï°y ˆÜ ̨ ï˛y Ü ̨ Î˚ !ÓÜ ̨ Î˚ Ü˛ Ï̂Ó˚–

Rate Óy!£Ï≈Ü˛ Ü)̨ ˛õl •yÓ˚

Par °!@¿˛õ Ï̂e §Ù•y Ï̂Ó˚ Ù)°ƒyÎ˚l
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!ã˛e 2.28

!ã˛e 2.29

Frequency ≤Ã!ï˛ÓSÈÓ˚ Ü)̨ ˛õl ≤Ãòy Ï̂lÓ˚ §Çáƒy– Óy!£Ï≈Ü˛ ≤Ãòy Ï̂lÓ˚ çlƒñ
frequency=1; xô≈Ó Ï̂£Ï≈Ó˚ çlƒ frquency=2,

˜eÙy!§ Ï̂Ü˛Ó˚ çlƒ frequency=4

Basis !òl àîlyÓ˚ !Ë˛!_ Ï̂ï˛ ÓƒÓ•y Ï̂Ó˚Ó˚ ôÓ˚l–
~ Ï̂:° ï˛y!Ó˚áà%̂ Ï°y Ï̂Ü˛ Ü ̨ Ùyß∫̂ ÏÎ˚ Ü ̨ !ÙÜ˛ §Çáƒy xl%ÎyÎ˚# §M˛Î˚ Ü˛ Ï̂Ó˚ Îy Ï̂ï˛ ~à%̂ Ï°y àîlyÎ˚ ÓƒÓ•,ï˛

• Ï̂ï˛ ˛õy Ï̂Ó˚– !í˛Ê˛Œê˛Ó)̊̂ Į̈ õ 1 çyl%Î˚y!Ó˚ 1900ÈüÈ~Ó˚ Ü ̨ !ÙÜ˛ §Çáƒy 1 ~ÓÇ 1 çyl%Î˚y!Ó˚ 2008 ~Ó˚ Ü ̨ !ÙÜ˛ §Çáƒy
39448 Ü˛yÓ˚î ~!ê˛ 1çyl%Î˚y!Ó˚ñ 1900 ~Ó˚ 39448 !òl ˛õ Ï̂Ó˚ñ ~ Ï̂: Ï̂° ACCRINT  !l¡¨!°!áï˛Ë˛y Ï̂Ó àîly
Ü˛Ó˚y •Î˚ ı

ACCRINT par= × × ∑  
rate

frequency

A

NL1

NC 1

1λ

2. CUMIPMT

~•z ˛Ê˛yÇ¢yl!ê˛ ò%!ê˛ §ÙÎ˚Ü˛yˆÏ°Ó˚ ÙˆÏôƒ ≤Ãò_ ˛õ%O#Ë)˛ï˛ §%ò ≤Ãòyl Ü˛ˆÏÓ˚– å!ã˛e 2.28ˆòˆÏáyä–
Ê˛yÇ¢yl!ê˛Ó˚ !§ Ï̂̂ ˝ê˛: •° ı
CUMIPMT(rate,nper,pv,start_period, end_period,type)

Rate •° §%̂ ÏòÓ˚ •yÓ˚

Nper •° !Ü˛!hflÏ ≤Ãòy Ï̂lÓ˚ ˆÙyê˛ §Çáƒy

Pv •° Óï≈̨ Ùyl Ù)°ƒ

Start_period •° àîlyÓ˚ ≤ÃÌÙ §ÙÎ˚Ü˛y°– xÌ≈
≤Ãòy Ï̂lÓ˚  §ÙÎ˚Ü˛y° 1 §Çáƒy myÓ˚y ¢%Ó%̊
• Ï̂Ó–

End_period  •° àîlyÓ˚ ˆ¢£Ï §ÙÎ˚Ü˛y°–

Type  •° xÌ≈ ≤Ãòy Ï̂lÓ˚ §ÙÎ˚ Óy Ù%•)ï≈̨  åÎy 0 Óy 1• Ï̂ï˛ ˛õy Ï̂Ó˚ä

0  å¢)lƒä • Ï̂° xÌ≈ ≤Ãòylñ §ÙÎ˚Ü˛y Ï̂°Ó˚ ˆ¢ Ï̂£Ï • Ï̂Î˚ Ìy Ï̂Ü˛–

1  å~Ü˛ä  • Ï̂° xÌ≈ ≤Ãòyl §ÙÎ˚Ü˛y Ï̂°Ó˚ ≤ÃÌ Ï̂Ù • Ï̂Î˚ Ìy Ï̂Ü˛–

3. PV

~•z Ê˛yÇ¢yl!ê˛ ~Ü˛!ê˛ !Ó!l Ï̂Î˚y Ï̂àÓ˚ Óï≈̨ Ùyl Ù)°ƒ ˆÊ˛Ó˚ï˛ ˆòÎ˚–
Óï≈̨ Ùyl Ù)°ƒ!ê˛ • Ï̂FSÈ §Ó≈̂ ÏÙyê˛ Ù)°ƒ Îy Ë˛!Ó£Ïƒ Ï̂ï˛ ~Ü˛!ê˛ §ÙÎ˚Ü˛y Ï̂°
≤Ã Ï̂òÎ˚ Ù)̂ Ï°ƒÓ˚ §Ùyl– í z̨òy•Ó˚îfl∫Ó)̨̊ õ Îál xyÙÓ˚y }î ˆl•z ï˛ál
}îÜ,̨ ï˛ Ù)°ƒ!ê˛ • Ï̂FSÈ Óï≈̨ Ùyl Ù)°ƒ– å!ã˛e 2.29ä– Ê˛yÇ¢yl!ê˛Ó˚
!§ Ï̂̂ ˝ê˛: •° ı

Pv (rate, nper, pmt, fv, type)  ˆÎáy Ï̂l

Rate  • Ï̂FSÈ ≤Ã!ï˛ §ÙÎ˚Ü˛y Ï̂°Ó˚ çlƒ §%̂ ÏòÓ˚ •yÓ˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õ
Óy!£Ï≈Ü˛ 10% §%ˆÏòÓ˚ •yˆÏÓ˚ xˆÏê˛yˆÏÙyÓy•z° ~Ó˚ çlƒ }î @˝Ã•î
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pv rate pmt rate type

rate

* ( ) ( * ) *

( )

1 1

1

+ + +

+

nper

                 

nnper −







 + =

1

rate
fv C

~ÓÇ !Ü˛!hflÏ ≤Ã!ï˛ Ùy Ï̂§ ≤Ãòyl Ü˛Ó˚y •Î˚– ï˛y• Ï̂° ≤Ã!ï˛Ùy Ï̂§ §%̂ ÏòÓ˚ •yÓ˚ •° 10%/12 Óy 0.083%– Ê˛yÇ¢ Ï̂l

•y Ï̂Ó˚Ó˚ Ùyl • Ï̂Ó 10%/12 Óy 0.83% Óy 0.0083–

Nper  •° ~Ü˛!ê˛ Óy!£Ï≈Ü˛ ˆÙyê˛ xÌ≈ ≤Ãòyl §ÙÎ˚Ü˛y Ï̂°Ó˚ §Çáƒy– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ~•z }î Î!ò ã˛yÓ˚

ÓSÈ Ï̂Ó˚Ó˚ ày!í ¸̨Ó˚ }î •Î˚ ~ÓÇ ≤Ã!ï˛ Ùy Ï̂§ xÌ≈ ≤Ãòyl Ü˛Ó˚y •Î˚ñ ï˛y• Ï̂° } Ï̂îÓ˚ 4*12 åÓy48ä §ÙÎ˚ Ó Ï̂°– nper

~Ó˚ Ùyl • Ï̂Ó 48–

Pmt •° ≤Ã!ï˛ §ÙÎ˚Ü˛y Ï̂°Ó˚ çlƒ xÌ≈ ≤Ãòyl ~ÓÇ Óy!£Ï≈Ü˛# §ÙÎ˚Ü˛y Ï̂°Ó˚ Ù Ï̂ôƒ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y Îy Ï̂Ó

ly– §yôyÓ˚îï˛ Pmtˆï xy§° ~ÓÇ §%ò ÌyÜ˛ Ï̂°G xlƒ ˆÜ˛yl Ù)°ƒ Óy Ü˛Ó˚ Ìy Ï̂Ü˛ ly– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ≤Ã!ï˛ Ùy Ï̂§

10,000 ê˛yÜ˛y Ü˛ Ï̂Ó˚ 12% •y Ï̂Ó˚ ã˛yÓ˚ ÓSÈ Ï̂Ó˚Ó˚ çlƒ ày!í ¸̨Ó˚ }î •° 263.33 ê˛yÜ˛y– Pmt ˆï˛ Ê˛yÇ¢l !•§y Ï̂Ó

xyÙÓ˚y –263.33 òy!á°y ˆòÓ– Î!ò Pmt Óyò ˆòGÎ˚y •Î˚ñ ï˛ Ï̂Ó xÓ¢ƒ•z fvˆÜ˛ xyà%≈̂ ÏÙ^˝ê˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–

Fv •° Ë˛!Ó£Ïƒï˛ Ùyl Óy Ù)°ƒ Óy làò ˆçÓ˚ Îy x!hs˝Ù xÌ≈ ≤Ãòy Ï̂lÓ˚ ˛õÓ˚ xç≈l Ü˛Ó˚̂ Ïï˛ • Ï̂Ó– Î!ò

fvˆÜ˛ Óyò ˆòGÎ˚y •Î˚ñ ~ê˛y xl%Ùyl Ü˛Ó˚y •Î˚ 0 åí z̨òy•Ó˚îfl∫Ó)̨̊ õ } Ï̂îÓ˚ Ë˛!Ó£Ïƒï˛ Ùyl 0ä– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ xyÙÓ˚y

Î!ò 18 ÓSÈ Ï̂Ó˚ ~Ü˛!ê˛ !Ó Ï̂¢£Ï ≤ÃÜ˛ Ï̂“Ó˚ çlƒ 50,000 ê˛yÜ˛y ˆÌ Ï̂Ü˛ ˆ§Ë˛ Ü˛Ó˚̂ Ïï˛ ã˛y•zñ ï˛ Ï̂Ó 50,000 ê˛yÜ˛y •°

Ë˛!Ó£Ïƒ Ï̂ï˛Ó˚ Ùyl– ï˛yÓ˚̨ õÓ˚ §%̂ ÏòÓ˚ •yÓ˚!ê˛ xl%Ùyl Ü˛Ó˚y ~ÓÇ ≤Ã!ï˛Ùy Ï̂§ Ü˛ï˛ê˛y ˆ§Ë˛ Ü˛Ó˚y ÎyÎ˚ ï˛y !lô≈yÓ˚î Ü˛Ó˚y

≤Ã Ï̂Î˚yçl– Î!ò fv Óyò ˆòGÎ˚y •Î˚ñ ï˛y• Ï̂° Pmt xÓ¢ƒ•z xyà%≈̂ ÏÙ^˝ê˛ !•§y Ï̂Ó xhs˝Ë%≈̨ =˛ Ü˛Ó˚y xyÓ¢ƒÜ˛–

Type •° 0 Óy 1 §Çáƒy ~ÓÇ xÌ≈ ≤Ãòyl Îál Ó Ï̂Ü˛Î˚y Ìy Ï̂Ü˛ ï˛ál ï˛y !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– fy ~ÓÇ

type •° ˙!FSÈÜ˛ xyà%≈̂ ÏÙ^˝ê˛ fv xyà%≈̂ ÏÙ^˝ê˛ •° Ë˛!Ó£Ïƒ Ï̂ï˛Ó˚ Ùyl Óy làò ˆçÓ˚ Îy xyÙÓ˚y x!hs˝Ù xÌ≈ ≤Ãòy Ï̂lÓ˚

˛õÓ˚ ˆ˛õˆÏï˛ ˛ã˛y•z– Î!ò xyÙÓ˚y fv xyà%≈ˆÏÙ^˝ê˛ Óyò ˆò•zñ ~ˆÏ:° Ë˛!Ó£ÏƒˆÏï˛Ó˚ ÙylˆÏÜ˛ 0 xl%!Ùï˛ Ü˛ˆÏÓ˚– type

xyà%≈̂ ÏÙ^˝ê˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚ xÌ≈ ≤Ãòyl Ü˛Ó˚y • Ï̂Î˚!SÈ° §ÙÎ˚Ü˛y Ï̂°Ó˚ ≤ÃyÓ˚̂ ÏΩ˛ Óy ˆ¢ Ï̂£ÏÓ˚ åÎál xÌ≈ §ÙÎ˚Ü˛y Ï̂°Ó˚ ˆ¢ Ï̂£Ï

≤Ãòyl Ü˛Ó˚y •Î˚ ï˛ál O Óy type xyà%≈̂ ÏÙ^˝ê˛ Ï̂Ü˛ Óyò ˆòGÎ˚y •Î˚ ~ÓÇ §ÙÎ˚Ü˛y Ï̂°Ó˚ ¢%Ó%̊̂ Ïï˛ å≤ÃyÓ˚̂ ÏΩ˛ xÌ≈ ≤Ãòyl

Ü˛Ó˚y • Ï̂° 1 ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚ä–

Îál xy!Ì≈Ü˛ Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚ñ Ù Ï̂l Ó˚yá Ï̂ï˛ • Ï̂Óñ xyÙÓ˚y Îál xÌ≈ @˝Ã•î Óy xÌ≈ ≤Ãòyl

Ü˛!Ó˚ ï˛yÓ˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚ Ü˛ Ï̂Ó˚ fv, pv ~ÓÇ Pmt xyà%≈̂ ÏÙ^˝ê˛§ ôlydÜ˛ Óy }îydÜ˛˛• Ï̂Ó !Ü˛ly– í ẑ̨ ÏÕ‘á Ü˛Ó˚y ˆÎ Ï̂ï˛

˛õy Ï̂Ó˚ ˆÎ Î!ò xyÙÓ˚y rate xyà%≈̂ ÏÙ^˝ê˛ Ï̂Ü˛ npr xyà%≈̂ ÏÙ^˝ê˛ ~Ó˚ xl%Ó)̨̊ õ ~Ü˛ Ï̂Ü˛ ≤ÃÜ˛y¢ Ü˛Ó˚̂ Ïï˛ ã˛y•z } Ï̂îÓ˚ xÌ≈ Î!ò

xyÙÓ˚y ≤Ã!ï˛ Ùy Ï̂§ ≤Ãòyl Ü˛!Ó˚ñ ï˛y• Ï̂° npr •° ≤Ã!ï˛Ùy Ï̂§Ó˚ §Ó≈̂ ÏÙyê˛ xÌ≈ ≤Ãòyl xÌ≈yÍ 360 (30x12) •° 30

ÓSÈ Ï̂Ó˚Ó˚ çlƒ ÓrôÜ˛– ÓyÍ§!Ó˚Ü˛ §%̂ ÏòÓ˚ •yÓ˚̂ ÏÜ˛ xyÙy Ï̂òÓ˚ Ùy!§Ü˛ ̂ ÙÎ˚y Ï̂òG ≤ÃÜ˛y¢ Ü˛Ó˚y ≤Ã Ï̂Î˚yçl– ~ Ï̂:° xlƒ Ï̂òÓ˚

ˆ«˛ Ï̂eG xy!Ì≈Ü˛ xyà%≈̂ ÏÙ^˝ê˛ §Ùyôyl Ü˛ Ï̂Ó˚ñ Î!ò rate ‘0’ ly •Î˚ ï˛y• Ï̂° ı

(pmt * nper) + pv + fv = 0
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!ã˛e 2.30

~Ü˛!ê˛ Óy!£Ï≈Ü˛# (annuity) ~Ü˛!ê˛ ôyÓ˚yÓy!•Ü˛ §ÙÎ˚Ü˛y Ï̂° Ü˛Ó˚y !lÎ˚ÙÙï˛ làò xÌ≈ ≤Ãòy Ï̂lÓ˚ Ü ̨ Ù

í z̨òy•Ó˚îfl∫Ó)̨̊ õ ày!í ¸̨Ó˚ çlƒ }î ˆlGÎ˚y Óy ÓrôÜ˛ Ó˚yáy ~Ü˛!ê˛ Óy!£Ï≈Ü˛#–

4.Fv

˛õÎ≈yÎ˚Ü ̨ !ÙÜ˛ !fiÌÓ˚ ≤Ãòyl ~ÓÇ !fiÌÓ˚ §%̂ ÏòÓ˚ •yÓ˚ å!ã˛e 2.30ä í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ ~•z Ê˛yÇ¢l!ê˛
!Ó!l Ï̂Î˚y Ï̂àÓ˚ Ë˛!Ó£Ïƒï˛ Ùyl‡Ù)°ƒ ≤Ãòyl Ü˛ Ï̂Ó˚ Ê˛yÇ¢ Ï̂lÓ˚ !§^˝ê˛ƒy:!ê˛ •° ı

Fv (rate,nper,pmt, pv,type) ̂ Îáy Ï̂l

Rate •° ≤Ã!ï˛ §ÙÎ˚Ü˛y Ï̂° §%̂ ÏòÓ˚•yÓ˚

Nper  •° ~Ü˛!ê˛ Óy!£Ï≈Ü˛ ˆÙyê˛ xÌ≈ ≤Ãòyl §ÙÎ˚Ü˛y Ï̂°Ó˚ §Çáƒy

Pmt  •° ≤Ã!ï˛ §ÙÎ˚Ü˛y Ï̂°Ó˚ çlƒ xÌ≈ ≤Ãòylñ Óy!£Ï≈Ü˛# §ÙÎ˚Ü˛y Ï̂°Ó˚ Ù Ï̂ôƒ ï˛y ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y ÎyÎ˚ ly–

§yôyÓ˚îï˛ Pmtˆï˛ xy§° ~ÓÇ §%ò ÌyÜ˛ Ï̂°G xlƒ ˆÜ˛yl Ù)°ƒ Óy Ü˛Ó˚ Ìy Ï̂Ü˛ ly– Î!ò Pmt Óyò
ˆòGÎy •Î˚ ï˛ Ï̂Ó xÓ¢ƒ•z fvˆÜ˛ xyà%≈̂ ÏÙ Ï̂̂ ˝ê˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–

Pv •° Óï≈̨ Ùyl Ù)°ƒ Óy ~Ü˛Ü˛y°#l xÌ≈ Îy Ë˛!Ó£Ïƒï˛ xÌ≈ ≤Ãòy Ï̂lÓ˚ çlƒ Ù)̂ Ï°ƒÓ˚ Ü ̨ Ù– Î!ò PvˆÜ˛ Óyò
Ï̂òGÎ˚y •Î˚ ~!ê˛ Ï̂Ü˛ 0 å¢)lä Ó Ï̂° xl%Ùyl Ü˛Ó˚y •Î˚ ~ÓÇ Pmt Ùyl xyà%≈̂ ÏÙ Ï̂̂ ˝ê˛ ï˛yÓ˚̨ õÓ˚ xhs˝Ë%≈̨ =˛

Ü˛Ó˚y •Î˚–

Type •° 0 Óy 1§Çáƒy ~ÓÇ xÌ≈ ≤Ãòyl Îál Ó Ï̂Ü˛Î˚y Ìy Ï̂Ü˛ ï˛ál ï˛y !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– Î!ò type Óyò
ˆòGÎ˚y •Î˚ñ ~!ê˛ Ï̂Ü˛ ‘0’ Ó)̊̂ Į̈ õ xl%Ùyl Ü˛Ó˚y •Î˚–

í z̨òy•Ó˚î ı

Ê˛yÇ¢l Fv •° (rate, nper, pmt, pv, type) Ùylà%̂ Ï°y Ï̂Ü˛ GÎ˚yÜ≈̨ ¢# Ï̂ê˛Ó˚ ≤Ãò_ !Ó!Ë˛ß¨ ˆ§ Ï̂° ≤Ã!ï˛fiÌy!˛õï˛
Ü˛Ó˚y •Î˚ ~ÓÇ ˆÓ˚§yŒê˛ ˆ§° A8 ~ 2581.40 ê˛yÜ˛y ≤ÃÌÙ GÎ˚yÜ≈̨ ¢# Ï̂ê˛ type 1 !•§y Ï̂Ó ˆòáy Ï̂ly •Î˚– !mï˛#Î˚
GÎ˚yÜ≈̨ ¢# Ï̂ê˛Ó˚ result ~Ó˚ Ùyl 2571.18 ê˛yÜ˛y type ‘0’ !•§y Ï̂Ó ˆòáy Ï̂ly •Î˚–



ˆfl±í˛!¢ê˛

45

!ã˛e 2.31

!ã˛e 2.33

5. PMT

PMT Ê˛yÇ¢l §Ù˛õ!Ó˚Ùyî ≤Ãòyl ~ÓÇ fiÌyÎ˚# §%̂ ÏòÓ˚ •yÓ˚ xl%Ùyl Ü˛ Ï̂Ó˚ ~Ü˛!ê˛ Óy!£Ï≈Ü˛#Ó˚ ̨ õÎ≈yÎ˚Ü ̨ !ÙÜ˛
xÌ≈≤Ãòyl Ï̂Ü˛ àîly Ü˛ Ï̂Ó˚– PMT Ê˛yÇ¢ Ï̂lÓ˚ !§lê˛ƒy:!ê˛ !l¡¨Ó)̨̊ õ ı

= PMT (rate, nper, pv[fv], [type]) ˆÎáy Ï̂l

rate  •° ≤Ã!ï˛ §ÙÎ˚Ü˛y Ï̂° §%̂ ÏòÓ˚

nper  •° §ÙÎ˚Ü˛y Ï̂°Ó˚ §Çáƒy

Pv  •° Óï≈̨ Ùyl Ù)°ƒ Óy Ë˛!Ó£Ïƒ Ï̂ï˛ ≤Ãò_ x Ï̂Ì≈Ó˚ ˛õ!Ó˚Ùyî Îy Óï≈̨ Ùy Ï̂l Ù)°ƒÓyl–

fv •° ˆ¢£Ï Óy x!hs˝Ù xÌ≈ ≤Ãòy Ï̂lÓ˚ ˛õÓ˚ Óï≈̨ Ùyl Ù)°ƒ Óy làò ˆçÓ˚ åÎál xyÙÓ˚y x˛õ¢ly°
xyà%≈̂ ÏÙ^˝ê˛ Óyò ˆòÓ ï˛ál Ë˛!Ó£Ïƒï˛ Ù)°ƒ ¢)lƒä

type §ÙÎ˚Ü˛y Ï̂°Ó˚ ˆ¢ Ï̂£Ï ≤Ãò_ x Ï̂Ì≈Ó˚ Ù)°ƒ Óy Ùyl •° ‘0’ Óy §ÙÎ˚Ü˛y Ï̂°Ó˚ ¢%Ó%̊̂ Ïï˛ ≤Ãò_ x Ï̂Ì≈Ó˚ Ù)°ƒ Óy
Ùyl •° ‘1’–

ÓrôÜ˛# }î ÎyÓ˚ fiÌyÎ˚# §%̂ ÏòÓ˚ •yÓ˚ Ó˚̂ ÏÎ˚̂ ÏSÈ ï˛yÓ˚ xÌ≈≤Ãòyl àîly Ü˛Ó˚yÓ˚ çlƒ ≤ÃyÎ˚¢•z PMT Ê˛yÇ¢l
ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–

í z̨òy•Ó˚î å!ã˛e 2.31ä

lÙ%ly GÎ˚yÜ≈˛¢#ê˛ ˆÎ!ê˛Ó˚ ~Ü˛!ê˛ ˆê˛!Ó° Ó˚ˆÏÎ˚ˆÏSÈñ
PMT Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ≤Ã!ï˛ÓSÈÓ˚ 8% •y Ï̂Ó˚ §%ò ~ÓÇ xy§°
1000 ê˛yÜ˛y } Ï̂îÓ˚ xÌ≈ ≤Ãòyl àîly Ü˛Ó˚y •Î˚–

~áy Ï̂l xyÙÓ˚y type ~Ó˚ í z̨Ë˛Î˚ Ùyl = 0 ˆÓÇ 1

ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚!SÈ–

6. RATE

~Ü˛!ê˛ Óy!£Ï≈Ü˛#Ó˚ ≤Ã!ï˛ §ÙÎ˚Ü˛y Ï̂°Ó˚ §%̂ ÏòÓ˚ •yÓ˚̂ ÏÜ˛ ~•z Ê˛yÇ¢l!ê˛ ˆÊ˛Ó˚ï˛ ˆòÎ˚– ˛õ%lÓ˚yÓ,!_Ó˚ myÓ˚y
RATE àîly Ü˛Ó˚y •Î˚ ~ÓÇ ¢)lƒ Óy xy Ï̂Ó˚y §Ùyôyl ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚– Î!ò RATE ~Ó˚ Ü ̨ Ùyàï˛ Ê˛°yÊ˛°à%̂ Ï°y 20

ÓyÓ˚ ˛õ%lÓ˚yÓ,!_Ó˚ ˛õ Ï̂Ó˚ 0.000000– ~Ó˚Ù Ï̂ôƒ Ó)̨̊ õyhs˝!Ó˚ï˛ ly •Î˚ RATE #Num! e%!ê˛Ó˚ Ùyl (2.32) ˆÊ˛Ó˚ï˛
ˆòÎ˚– Ê˛yÇ¢ Ï̂lÓ˚ !§lê˛ƒy:!ê˛ !•° !l¡¨Ó)̨̊ õ ı

RATE (nper, pmt, pv, fv, type, guess) ˆÎáy Ï̂lñ

Nper •° ~Ü˛!ê˛ Óy!£Ï≈Ü˛# Ï̂ï˛ xÌ≈ ≤Ãòyl §ÙÎ˚Ü˛y Ï̂°Ó˚ §Ó≈̂ ÏÙyê˛ §Çáƒy–

Pmt  •° ≤Ã!ï˛ §ÙÎ˚Ü˛y Ï̂°Ó˚ çlƒ xÌ≈≤Ãòyl ~ÓÇ Óy!£Ï≈Ü˛#
§ÙÎ˚Ü˛yˆÏ°Ó˚ ÙˆÏôƒ ï˛y ˛õ!Ó˚Óï≈˛l Ü˛Ó˚y ÎyÎ˚ ly– §yôyÓ˚îï˛
Pmtˆï˛ xy§° ~ÓÇ §%ò ÌyÜ˛ Ï̂°G xlƒ ˆÜ˛yl Ù)°ƒ Óy Ü˛Ó˚
Ìy Ï̂Ü˛ly– Î!ò PmtˆÜ˛ Óyò ˆòGÎ˚y •Î˚ñ ï˛ Ï̂Ó fvˆÜ˛ xÓ¢ƒ•z
xyà%≈̂ ÏÙ Ï̂̂ ˝ê˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–
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∑
i

n

i

i

values

rate1 1( )

!ã˛e 2.33

Pv •° Óï≈̨ Ùyl Ù)°ƒ ‡Ùyl ÈüüüÈ §Ó≈̂ ÏÙyê˛ x Ï̂Ì≈Ó˚ ˛õ!Ó˚Ùyî Îy Ë˛!Ó£Ïƒ Ï̂ï˛ ≤Ã Ï̂òÎ˚ ~Ü˛!ê˛ !§!Ó˚ç Îy
Óï≈˛ÙyˆÏl Ù)°ƒÓyl–

Fv •° Ë˛!Ó£Ïƒï˛ Ù)°ƒ‡Ùyl Óy x!hs˝Ù xÌ≈ ≤Ãòy Ï̂lÓ˚ ˛õÓ˚ x!ç≈ï˛ làò ˆçÓ˚ Î!ò fv Óyò ˆòGÎ˚y •Î˚ñ
xl%Ùyl Ü˛Ó˚y •Î˚ ~!ê˛ ‘0’ • Ï̂Ó å} Ï̂îÓ˚ Ë˛!Ó£Ïƒï˛ Ù)°ƒñ í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ‘0’ • Ï̂Óä–

Type •° 0 Óy 1 §Çáƒy ~ÓÇ xÌ≈≤Ãòyl Îál Ó Ï̂Ü˛Î˚y Ìy Ï̂Ü˛ ï˛ál ï˛y !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚–

0 Óy Óyò ˆòGÎ˚y Ó° Ï̂ï˛ ˆÓyV˛yÎ˚ §ÙÎ˚Ü˛y Ï̂°Ó˚ ˆ¢ Ï̂£Ï xÌ≈ ≤Ãòyl Ó Ï̂Ü˛Î˚y Ó˚̂ ÏÎ˚̂ ÏSÈ ~ÓÇ 1 Ó° Ï̂ï˛
ˆÓyV˛yÎ˚ §ÙÎ˚Ü˛y Ï̂°Ó˚ ¢%Ó%̊̂ Ïï˛ xÌ≈ ≤Ãòyl Ó Ï̂Ü˛Î˚y Ó˚̂ ÏÎ˚̂ ÏSÈ–

Guess •° §%̂ ÏòÓ˚ •yÓ˚ !Ü˛ • Ï̂Ó ï˛y ˛xl%Ùyl Ü˛Ó˚y– Î!ò Óyò ˆòGÎ˚y •Î˚ ï˛y• Ï̂° ~ê˛y xl%Ùyl Ü˛Ó˚y •Î˚ §%̂ ÏòÓ˚
•yÓ˚ 10% • Ï̂Ó–

7. NPV

~•z Ê˛yÇ¢l!ê˛ SÈy Ï̂í ¸̨Ó˚ •yÓ˚ ~ÓÇ Ë˛!Ó£Ïƒ Ï̂ï˛Ó˚ xÌ≈ ≤Ãòy Ï̂lÓ˚ ~Ü˛!ê˛ !§!Ó˚ç å}îydÜ˛ Ùylä G xyÎ˚
åôlydÜ˛ Ùylä ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ !Ó!l Ï̂Î˚y Ï̂àÓ˚ l#ê˛ Óï≈̨ Ùyl Ù)°ƒ àîly Ü˛ Ï̂Ó˚– ~•z !§lê˛ƒy: Ê˛yÇ¢l!ê˛ •° ı

NPV (rate, value 1, value 2, ...)  ˆÎáy Ï̂l

Rate •° ~Ü˛!ê˛ §ÙÎ˚Ü˛y Ï̂°Ó˚ Óƒy!ÆÓ˚ í z̨̨ õÓ˚ SÈy Ï̂í ¸̨Ó˚ •yÓ˚–

Value 1, Value 2  •° 1 ˆÌ Ï̂Ü˛ 254 xyà%≈̂ ÏÙ^˝ê˛§ Îy xÌ≈≤Ãòyl ~ÓÇ xyÎ˚̂ ÏÜ˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚–

value 1, value2 ... §Ù Ï̂Î˚Ó˚ Ù Ï̂ôƒ §ÙylË˛y Ï̂Ó ÓƒÓôyl ÌyÜ˛ Ï̂Ó ~ÓÇ ≤Ã Ï̂ï˛ƒÜ˛
§ÙÎ˚Ü˛y Ï̂°Ó˚ ̂ ¢ Ï̂£Ï ~!ê˛ §Çâ!ê˛ï˛ • Ï̂Ó– NPV Value1, Value2 ... Ü ̨ Ù ÓƒÓ•yÓ˚
Ü˛ Ï̂Ó˚ làò ≤ÃÓy Ï̂•Ó˚ Ü ̨ Ù Ï̂Ü˛ Óƒyáƒy Ü˛ Ï̂Ó˚– ≤Ãòyl ~ÓÇ xy Ï̂Î˚Ó˚ Ùy Ï̂lÓ˚ òy!á°y
§!ë˛Ü˛ Ü ̨ Ï̂Ù •GÎ˚y ≤Ã Ï̂Î˚yçl–

NPV !Ó!l Ï̂Î˚yà làò ≤ÃÓy• Value1  ï˛y!Ó˚̂ ÏáÓ˚ ˛õ)̂ ÏÓ≈Ó˚ §ÙÎ˚Ü˛y Ï̂° ¢%Ó%̊ •Î˚ ~ÓÇ ï˛y!°Ü˛y Ï̂ï˛ ÌyÜ˛y x!hs˝Ù làò
≤ÃÓy Ï̂•Ó˚ §y Ï̂Ì ˆ¢£Ï •Î˚– NPV àîly Ë˛!Ó£Ïƒï˛ làò ≤ÃÓy Ï̂•Ó˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛Ó˚y •Î˚–

Î!ò n, values ~Ó˚ ï˛y!°Ü˛y Ï̂ï˛ làò ≤ÃÓy Ï̂•Ó˚ §Çáƒy •Î˚ñ ï˛y• Ï̂° NPV

~Ü˛ Ê˛Ù)≈°y •° ı

NPV å!ã˛e 2.33ä Pv Ê˛yÇ¢l åÓï≈̨ Ùyl Ù)°ƒä ~Ó˚ xl%Ó)̨̊ õ Pv

~ÓÇ NPV ~Ó˚ Ù Ï̂ôƒ ≤ÃyÌ!ÙÜ˛ ˛õyÌ≈Ü˛ƒ •° Pv làò ≤ÃÓy• Ï̂Ü˛
~Ü˛!ê˛ §ÙÎ˚Ü˛y Ï̂°Ó˚ ˆ¢ Ï̂£Ï Óy ¢%Ó%̊̂ Ïï˛ òy!á°y Ü˛Ó˚yÓ˚ xl%Ù!ï˛ ˆòÎ˚–
xlƒ!ò Ï̂Ü˛ làò ≤ÃÓy Ï̂•Ó˚ Ù)°ƒ NPV ã˛°Ó˚y!¢Ó˚ Ù Ï̂ï˛y lÎ˚– Pv

làò ≤ÃÓy• !ÓÓÓ˚î# !Ó!l Ï̂Î˚yà §ÙÎ˚Ü˛y°Óƒy˛õ# !fiÌÓ˚ ÌyÜ˛ Ï̂Ó–

NPV IRR Ê˛yÇ¢ˆÏlÓ˚ åxË˛ƒhs˝Ó˚#î ≤Ã!ï˛òyˆÏlÓ˚ •yÓ˚ §yˆÏÌG
§¡õf!Ü≈̨ ï˛ä IRR •° ˆ§•z •yÓ˚ ÎyÓ˚ çlƒ NPV ¢)̂ ÏlƒÓ˚ §Ùyl ı
NPV(IRR(...),)=0–
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!ã˛e 2.34

!ã˛e 2.35

2.2 ˆí˛ê˛y ~! ˝̂ê ∆̨ñ ˆê˛:ê˛ ÓƒÓfiÌy˛õly ~ÓÇ ˆ§ Ï̂°Ó˚ !Ólƒy§ Óy Ê˛Ó˚̂ ÏÙ!ê˛Ç
(Data Entry, Text Management and Cell Formatting) :

ˆÎÈüÈˆÜ˛yˆÏly Ü˛!¡õí˛zê˛yÓ˚!Ë˛!_Ü˛ ÓƒÓ§y!Î˚Ü˛ ≤ÃˆÏÎ˚yˆÏàñ ≤ÃyÌ!ÙÜ˛ ≤ÃˆÏÎ˚yçl#Î˚ï˛y •° ˆí˛ê˛y •zl˛õ%ê˛
Ü˛Ó˚yñ Îy ˛õƒyÓ˚y!Ùê˛y Ï̂Ó˚Ó˚ ≤Ã!Ü ̨ Î˚yçyï˛Ü˛Ó˚̂ ÏîÓ˚ çlƒG • Ï̂ï˛ ˛õy Ï̂Ó˚ñ ˆÎÙl ˆí˛ê˛y ˛õƒyÓ˚y!Ùê˛y Ï̂Ó˚Ó˚ •zl˛õ%ê˛ñ ÎÌy Ùy Ï̂§Ó˚
l¡∫Ó˚ ~ÓÇ Ùy Ï̂§Ó˚ lyÙ Óy Ü˛Ù≈!òÓ Ï̂§Ó˚ §Çáƒyñ DA% •zï˛ƒy!ò ˆÜ˛y¡õy!lÓ˚ ˆÓï˛l ≤Ã!Ü ̨ Î˚yÜ˛Ó˚̂ ÏîÓ˚ çlƒ Óy !Ó!Ë˛ß¨
ˆí˛ê˛y í˛z˛õyòylà%ˆÏ°y xy˛õˆÏí˛ê˛ Ü˛Ó˚yÓ˚ çlƒ– í˛zË˛Î˚ ˆ«˛ˆÏe ˆí˛ê˛y !lË%≈˛°ñ §!ë˛Ü˛ ~ÓÇ ÎÌyÎÌ Ê˛Ù≈ƒyˆÏê˛ •GÎ˚y
í z̨!ã˛ï˛– ~Ó˚ xÌ≈ ~•z ˆÎ ˆí˛ê˛y!ê˛ ˜Óô •GÎ˚y G §Ç Ï̂¢y!ôï˛ Ü˛Ó˚y í z̨!ã˛ï˛ ~ÓÇ ÎÌyÎÌ Ê˛Ù≈ƒy Ï̂ê˛ ≤Ãò!¢≈ï˛G • Ï̂ï˛
• Ï̂Ó–

ˆfl±í˛!¢ˆÏê˛ !í˛Ê˛Œê˛Ó˚)ˆÏ˛õ §Çáƒyà%ˆÏ°y í˛yl!òˆÏÜ˛ §y!Ó˚ÓÂô ~ÓÇ ˆê˛:ê˛à%ˆÏ°y ÓyÙ!òˆÏÜ˛ §y!Ó˚ÓÂô
Ìy Ï̂Ü˛– ˆfl±í˛!¢ê˛ !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ §Çáƒy ˛õ,ÌÜ˛ Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚ñ ~Ü˛!ê˛ ï˛y!Ó˚áñ ~Ü˛!ê˛ Ù%oy Óy ~Ü˛!ê˛ ¢ï˛yÇ Ï̂¢Ó˚
Ùyl Óy ˆê˛:ê˛ •zï˛ƒy!ò §ly=˛ Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Î!ò xyÙÓ˚y ˆÜ˛yl ˆ§ Ï̂° 16/04/1980 ê˛y•z̨ õ Ü˛!Ó˚ñ
ˆfl±í˛!¢ê˛ ~!ê˛ˆÏÜ˛ ~Ü˛!ê˛ ï˛y!Ó˚á !•ˆÏ§ˆÏÓ fl∫#Ü,˛!ï˛ ˆòˆÏÓ ~ÓÇ ˆ§ xl%ÎyÎ˚# Ü˛yç Ü˛Ó˚ˆÏÓ– §Êê˛GÎ˚ƒyÓ˚ ˆí˛ê˛y
≤Ã!Ü ̨ Î˚yÜ˛Ó˚î Ü˛ Ï̂Ó˚ ~ÓÇ ˆ§ xl%ÎyÎ˚# xyí z̨ê˛˛õ%ê˛ í z̨Í˛õß¨ Ü˛ Ï̂Ó˚ñ Îy !l!ò≈T˛ Ê˛Ó˚Ùƒy Ï̂ê˛ •GÎ˚y í z̨!ã˛ï˛– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ
1.5 ~Ü˛!ê˛ ˆfl±í˛!¢ Ï̂ê˛ ˆòí ¸̨ ã˛y ã˛yÙã˛ Ùyl í z̨̨ õfiÌy˛õl Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚ Îál ~•z 1.5 xlƒ ˆfl±í˛!¢ê˛ ÓÎ˚̂ Ï§Ó˚ çlƒ
ô %ÓÜ˛ à%îÜ˛ !• Ï̂§ Ï̂Ó í z̨̨ õfiÌy!˛õï˛ • Ï̂ï˛ ˛õy Ï̂Ó˚ •zï˛ƒy!ò–

2.2.1 ˆí˛ê˛y ~!^˝ê ∆̨ (Data Entry) :

~ Ï̂:° o%ï˛ ˆí˛ê˛y ~!^˝ê ∆̨Ó˚ §%!ÓôyG ˆòÎ˚ ~ÓÇ fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó ˆí˛ê˛y ˛õ%îÓ˚yÓ,!_ Ü˛ Ï̂Ó˚ Óy !Ó!Ë˛ß¨ ˆ§ Ï̂°
ˆí˛ê˛y ˛õ)Ó˚î Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚ åÜ˛°yÙ xl%§y Ï̂Ó˚ Óy ˆÓ˚y xl%§y Ï̂Ó˚ä– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Î!ò xyÙÓ˚y !Ó!Ë˛ß¨  ˆ§°à%̂ Ï°y Ï̂ï˛
§Æy Ï̂•Ó˚ !òlà%̂ Ï°y ˛õÓ˚ ˛õÓ˚ ê˛y•z̨ õ Ü˛!Ó˚ñ ï˛ Ï̂Ó ~Ó˚ ˛õ!Ó˚Ó Ï̂ï≈̨  xyÙÓ˚y fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó !Ó!Ë˛ß¨ ˆ§°à%̂ Ï°y Ï̂ï˛ !òlà%̂ Ï°y
˛õyGÎ˚yÓ˚ çlƒ bill-in data fill  !ÓÜ˛“à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– ˆí˛ê˛y ~!^˝ê ∆̨Ó˚ çlƒ Ü˛ Ï̂Î˚Ü˛!ê˛ ˛õÂô!ï˛ l# Ï̂ã˛
í ẑ̨ ÏÕ‘á Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ ı

2.2.1.1 ˆí˛ê˛y !Ê˛° Ü˛Ó˚yÓ˚ !ÓÜ˛“§Ù)• (The data fill options)

Fill Ü˛Ùy[˛!ê˛ GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ ˆ§°à%̂ Ï°y Ï̂ï˛ ˆí˛ê˛y ˛õ)Ó˚î Ü˛Ó˚̂ Ïï˛ ÓƒÓ•yÓ˚
Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ å!ã˛e 2.36 ~ÓÇ 2.37ä– xyÙy Ï̂òÓ˚ ≤Ã Ï̂Î˚yçl ~Ó)̨̊ õ
~Ü˛!ê˛ ˛õƒyê˛y Ï̂l≈Ó˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ ~ Ï̂:° fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó ˆí˛ê˛y !Ê˛° Óy
≤Ã Ï̂Ó Ï̂¢Ó˚ çlƒ ~Ü˛!ê˛ l¡∫̂ ÏÓ˚Ó˚ !§!Ó˚çñ l¡∫Ó˚ G ˆê˛:ê˛ÈüÈ~Ó˚ §Ç!Ù◊îñ
ï˛y!Ó˚á Óy §ÙÎ˚§#Ùy Ï̂Ü˛ x!ÓÓ˚ï˛ Ó˚y Ï̂á– ï˛ Ï̂Ó !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ ̂ í˛ê˛y !§!Ó˚ç
o%ï˛ ̨õ)Ó̊î Ü˛Ó̊yÓ̊ çlƒñ xyÙÓ̊y ̂ §°à%̂ Ï°y Ï̂Ü˛ !§ Ï̂°Q Ü˛!Ó̊ ~ÓÇ fill handle

 ˆÜ˛ drag Óy ˆê˛ˆÏl xy!l– !Ê˛° •ƒyˆÏ[˛° •° !§ˆÏ°Q Óy
!lÓ≈y!ã˛ï˛ ˆ§ Ï̂°Ó˚ l# Ï̂ã˛Ó˚ í˛yl!ò Ï̂Ü˛ ˆSÈy Ï̂ê˛y Ü˛y Ï̂°y Ó Ï̂î≈Ó˚ ~Ü˛!ê˛ Óà≈yÜ˛yÓ˚
xÇ¢– Îál xyÙÓ˚y !Ê˛° •ƒyˆÏ[˛° Ùyí˛z§ ˛õˆÏÎ˚^˝ê˛ Ü˛!Ó˚ñ ˛õˆÏÎ˚^˝ê˛yÓ˚!ê˛
~Ü˛!ê˛ Ü˛y Ï̂°y Ü ̨ § !ã˛ Ï̂•´ ˛õ!Ó˚Ó!ï≈̨ ï˛ •Î˚ å!ã˛e 2.34 ~ÓÇ 2.35 ˆò Ï̂áyä–

!Ê˛° •ƒyˆÏ[˛°!ê˛ !í˛Ê˛Œê˛Ó˚)ˆÏ˛õ ≤Ãò!¢≈ï˛ •Î˚ñ Microsoft Office

Button  ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õ Ï̂Ó˚ Excell OptionsÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

1. AdvancedÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Editing options ~Ó˚ xô# Ï̂lñ Enable Fill handle and cell

drag-and-drop ˆã˛Ü˛ Ó:!ê˛ Ù%̂ ÏSÈ ˆÊ˛° Óy !lÓ≈yã˛l Ü˛Ó˚ !Ê˛° •ƒy Ï̂[˛°!ê˛ Ï̂Ü˛ °%Ü˛y Ï̂ï˛‡xyí ¸̨y° Ü˛Ó˚̂ Ïï˛
(hide) Óy ≤Ãò¢≈l (display) Ü˛Ó˚yÓ˚ çlƒ–
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!ã˛e 2.36

!ã˛e 2.38

!ã˛e 2.37

2. !Ê˛° •ƒy Ï̂[˛°!ê˛ ̂ ê˛ Ï̂l ~ Ï̂l ̨õ)̂ ÏÓ≈ Óï ≈̨Ùyl ̂ í˛ê˛yà%̂ Ï°y ≤Ã!ï˛fiÌy˛õl Ü˛Ó̊y ~í˛̧y Ï̂ï˛ñ Alert before overwriting

cells ˆã˛Ü˛ Ó: !§ Ï̂°Q Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ !Ü˛ly ï˛y !l!Ÿã˛ï˛ Ü˛ Ï̂Ó˚ lyG– Î!ò xyÙÓ˚y ÊÑ̨ yÜ˛y SÈyí ¸̨y ˆ§°à%̂ Ï°y
GË˛yÓ˚Ó˚y•zê˛ ˛Óy ≤Ã!ï˛fiÌy˛õl §¡õ Ï̂Ü≈̨  ˆÜ˛ylG Óyï≈̨ y ˆ˛õ Ï̂ï˛ ly ã˛y•zñ ï˛ Ï̂Ó xyÙÓ˚y ~•z ˆã˛Ü˛ Ó:!ê˛ !§ Ï̂°Q
ly Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

xyÙÓ˚y !Ê˛° •ƒy Ï̂[˛°!ê˛ ˆê˛ Ï̂l xylyÓ˚ ˛õÓ˚ñ Auto Fill Options ˆÓyï˛yÙ í z̨̨ õ!fiÌï˛ •Î˚ Îy Ï̂ï˛
!lÓ≈yã˛l Óy !§ Ï̂°Ü˛¢yl!ê˛ Ü˛#Ë˛y Ï̂Ó ˛õ)Ó˚î •Î˚ ï˛y xyÙÓ˚y ã˛Î˚l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ˆÜ˛Ó°Ùye
ˆ§ Ï̂°Ó˚ ̨ Ê˛Ó˚̂ ÏÙê˛§Ù)• ̨ õ)Ó˚̂ ÏîÓ˚ çlƒ ¢%ô%Ùye Fill Formatiing only !ÓÜ˛ Ï̂“ !Üœ̨ Ü˛ Ü˛Ó˚̂ Ïï˛ ̨ õy!Ó˚ñ Óy Fill

without Formatting !ÓÜ˛ Ï̂“ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ¢%ô%Ùye ˆ§ Ï̂°Ó˚ !Ó£ÏÎ˚Ó› ˛õ)Ó˚î Ü˛Ó˚̂ Ïï˛ ˆÓ Ï̂SÈ !l Ï̂ï˛ ˛õy!Ó˚–

!ÓÜ˛“ -1 : ˛õy¢y˛õy!¢ ˆ§°à%̂ Ï°y Ï̂ï˛ ˆí˛ê˛y ˛õ)î≈ Ü˛Ó˚yÓ˚ çlƒ !Ê˛° •ƒy Ï̂[˛° Ï̂Ü˛ ê˛yl– å!ã˛e 2.38ä–

í z̨òy•Ó˚îfl∫Ó)̨̊ õñ xyÙÓ˚y A1 ˆÌ Ï̂Ü˛ A10 ˆ§°
ˆÓ˚ˆÏOÓ˚ ÙˆÏôƒ 10 ˆÌˆÏÜ˛ ¢%Ó˚% Ü˛ˆÏÓ˚ ï˛yÓ˚˛õÓ˚ ï˛yÓ˚
à%!îï˛Ü˛à%̂ Ï°y xÌ≈yÍ 10, 20, ... 100 •zï˛ƒy!ò ̂ í˛ê˛y
˛õyGÎ˚yÓ˚ çlƒ drag !ÓÜ˛“!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚Ó Îyñ
ÎÌyÜ ̨ Ï̂Ù !ã˛e 2.34 ~ÓÇ  !ã˛e 2.35ÈüÈ~ ˆòáy Ï̂ly
• Ï̂Î˚̂ ÏSÈ–

1. ˆÎ ˆí˛ê˛yà%̂ Ï°y xyÙÓ˚y ˛õ)Ó˚î Ü˛Ó˚̂ Ïï˛ ã˛y•z ˆ§à%̂ Ï°y §¡∫!°ï˛ ˆ§°à%̂ Ï°y (A1:A2) !§ Ï̂°Q
Ü˛Ó˚ Îy ˛õy¢y˛õy!¢ ˆ§°à%̂ Ï°y Ï̂ï˛ (A3:A10) ã˛y!°ï˛ • Ï̂Ó–

2. xyÙÓ˚y ˛õ)Ó˚î Óy fill kÜ˛Ó˚̂ Ïï˛ ã˛y•z ~Ó)̨̊ õ ˆ§°à%̂ Ï°y ç%̂ Ïí ¸̨ !Ê˛° •ƒy Ï̂[˛°!ê˛ ˆê˛ Ï̂l xyl–

3. xyÙÓ˚y !Ü˛Ë˛y Ï̂Ó !lÓ≈yã˛l ˛õ)Ó˚î Ü˛Ó˚̂ Ïï˛ ã˛y•z ï˛y ã˛Î˚l Ü˛Ó˚̂ Ïï˛ñ Auto Fill Option-~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õ Ï̂Ó˚ ˆÎ !ÓÜ˛“!ê˛ xyÙÓ˚y ã˛y•z ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

!ÓÜ˛“-2 ˛õy¢y˛õy!¢ ˆ§ Ï̂°Ó˚ !Ó£ÏÎ˚Ó›à%̂ Ï°y active Óy §!Ü ̨ Î˚ ˆ§ Ï̂° !Ê˛° Óy ˛õ)Ó˚î Ü˛Ó˚y–

1. ~Ü˛!ê˛ ÊÑ̨ yÜ˛y ˆ§° (A1)  !§ Ï̂°Q Óy !lÓ≈yã˛l Ü˛Ó˚ ~ÓÇ Ùyl -10 ~^˝ê˛yÓ˚ Ü˛Ó˚–

2. Editing @˝Ã%̂ Į̈ õ Home ˆê˛ Ï̂Ó fill-~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ series !ÓÜ˛ Ï̂“ !Üœ̨ Ü˛ Ü˛Ó˚–
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!ã˛e 2.39

3. Option Window!ê˛ !òÜ˛ !l Ï̂ò≈¢ !lÓ≈yã˛l Ü˛Ó˚y §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚ åˆÎÙl ˆÓ˚y xl%§y Ï̂Ó˚ xÌ≈yÍ B1:J1 Óy
Ü˛°yÙ xl%§y Ï̂Ó˚ xÌ≈yÍ A2:A10)– ≤Ãôyl !ÓÜ˛“!ê˛ •° step value åˆÎÙl ˜Ó˚!áÜ˛ xyÜ˛y Ï̂Ó˚ ˛õ)Ó≈Óï˛#≈
Ï̂§ Ï̂°Ó˚ Ùylà%̂ Ï°y Ó!ô≈ï˛ Ü˛Ó˚yäñ ~!ê˛ ~•z í z̨òy•Ó˚̂ Ïî ˆ§° A1 ~Ó˚ ˛õ!Ó˚̂ Ï≤Ã!«˛ Ï̂ï˛ 10 ~ÓÇ Îál xlƒ

!ÓÜ˛“ stop value åˆÎÙl ˆí˛ê˛yÓ˚ ˆ¢ Ï̂£Ï Ùyl!ê˛ xç≈l Ü˛Ó˚y • Ï̂Î˚ Ï̂à°ñ ˆí˛ê˛y !Ê˛° Órô • Ï̂Î˚ Îy Ï̂Óä 100

• Ï̂°ñ ï˛y ˆ§° A10 ~ ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚–

4. ~Ü˛ÓyÓ˚ xyÙÓ˚y §ÙhflÏ !ÓÜ˛“à%̂ Ï°y ~^˝ê˛yÓ˚ Ü˛ Ï̂Ó˚ OK ˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚yÓ˚ ˛õÓ˚ñ xyÓyÓ˚ 10!íê˛ ôy Į̈̂ õ A1:A10

!§!Ó˚̂ Ïç 10:100 ˆí˛ê˛y Ùylà%̂ Ï°y ˆòá Ï̂ï˛ ˛õy•z–

ï˛y!Ó˚á ˆí˛ê˛yÓ˚ çlƒ xy Ï̂Ó˚Ü˛!ê˛ í z̨òy•Ó˚î ˛õÎ≈̂ ÏÓ«˛î Ü˛ Ï̂Ó˚y ˆÎáy Ï̂l xyÙÓ˚y fill handle ÓƒÓ•yÓ˚
Ü˛Ó˚̂ Ïlï˛ ˛õy!Ó˚ å~!ê˛ °«˛ Ó˚yáy çÓ%̊!Ó˚ ˆÎ ˆÓ˚y ~ÓÇ Ü˛°y Ï̂ÙÓ˚ §ÙhflÏ ˆ§°à%̂ Ï°yÓ˚ Ê˛Ó˚̂ ÏÙê˛ Format cells

ÓƒyÓ•yÓ˚ Ü˛ Ï̂Ó˚ ï˛y!Ó˚á ˆí˛ê˛y • Ï̂ï˛ • Ï̂Ó– ~•z í z̨òy•Ó˚̂ Ïî xyÙÓ ̊A1 sˆ§ Ï̂° 24-11-1952 åÓy 24-Nov-

1952ä ï˛y!Ó˚á!ê˛ ~ÓÇ A2 sˆ§ Ï̂° 24-12-1952 åÓy 24-Dec-1952ä ~^˝ê˛yÓ˚ Ü˛Ó˚Ó ~ÓÇ ï˛yÓ˚̨ õÓ˚
A3:A10 ˆ§°à%̂ Ï°yÓ˚ Ù Ï̂ôƒ Auto Fill Options  ˆÓyï˛yÙ ÓƒÓ•yÓ˚ Ü˛Ó˚Óñ ˛õ!Ó˚Óï≈̨ là%̂ Ï°y á%Ñ̂ Ïç ˆÓÓ˚
Ü˛ˆÏÓ˚⁄

2.2.1.2. xlƒylƒ í z̨Í§ ˆÌ Ï̂Ü˛ ˆí˛ê˛y xyÙòy!l‡Ü˛!˛õ Ü˛Ó˚y
(Import/copy data from other sources):

ˆÎ ˆÜ˛yl xƒy!≤’ˆÏÜ˛¢ˆÏlÓ˚ ˆí˛ê˛y ~!^˝ê˛∆Ó˚ çlƒ xlƒ ~Ü˛!ê˛ ˛õÂô!ï˛ !•ˆÏ§ˆÏÓ xyÙÓ˚y ˛!l¡¨!°!áï˛
§•çï˛Ù ˛õÂô!ï˛!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚ Îy ~ˆÏ:° GÎ˚yÜ≈˛!¢ˆÏê˛ Ü˛!˛õ Ü˛ˆÏÓ˚ Óy xyÙòy!lÓ˚ ÙyôƒˆÏÙ
≤Ã Ï̂Î˚yçl#Î˚ ˆ§°à%̂ Ï°y Ï̂ï˛ ˆí˛ê˛y fiÌylyhs˝Ó˚ Ü˛Ó˚̂ ÏÓ– ~•z ˆí˛ê˛y Ê˛y•z°à%̂ Ï°y ˆê˛:ê˛ Ê˛y•z° Óy xÈüÈˆê˛:ê˛
Ê˛y•z° Ê˛Ù≈ƒy Ï̂ê˛ ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚–

MS Windows-~ Note padÈüÈ~Ó˚ Ù Ï̂ï˛y ˆÜ˛y Ï̂ly ext editor ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ˆê˛:ê˛ Ê˛y•z°à%̂ Ï°y
§Ó˚y§!Ó˚ ˛õí ¸̨y ÎyÎ˚– ~•z Ê˛y•z°à%̂ Ï°yÓ˚ ≤ÃyÎ˚¢•z ~: Ï̂ê˛l¢l .txt Ìy Ï̂Ü˛ ï˛ Ï̂Ó xlƒylƒ ~: Ï̂ê˛l¢là%̂ Ï°y
ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚ åˆÎÙl .csv Îy Comman separate values ˆê˛:ê˛ Ê˛y•z° !•§y Ï̂Ó ˛õ!Ó˚!ã˛ï˛ä Îyñ
§• Ï̂ç•z ~ Ï̂:° ˛õí ¸̨̂ Ïï˛ ˛õy Ï̂Ó˚– ˆê˛:ê˛ Ê˛y•z° ˆÌ Ï̂Ü˛ ˆí˛ê˛y xyÙòy!l Ü˛Ó˚yÓ˚ çlƒG !ã˛e 2.39 ~Ó˚ çlƒ
!l¡¨!°!áï˛ ˛õò Ï̂«˛˛õà%̂ Ï°y à%Ó%̊c˛õ)î≈–

1. MS Windows-ˆÓ˚ Notepad  ˆ≤Ãy@˝ÃyÙ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ sˆí˛ê˛y Ê˛y!° ˜ï˛!Ó˚ Ü˛Ó˚ åˆí˛flÒê˛ Į̈̂ õ Notepad

!fl;l ̂ ˛õ Ï̂ï˛ñ Start-> All Programms->Accessories->Notepad-~ !Üœ̨ Ü˛ Ü˛Ó˚äñ–

2. ~•z ˆê˛:ê˛ Ê˛y•z°!ê˛Ó˚ ~Ü˛ °y•zˆÏl Ü˛Ùy !ÓË˛y!çï˛
ˆí˛ê˛yÙylà%̂ Ï°y ˆfl±í˛!¢ Ï̂ê˛Ó˚ ~Ü˛!ê˛ ˆÓ˚y ~ÓÇ Ü˛Ùy
myÓ˚y ˛õ,ÌÜ˛ ≤Ã!ï˛!ê˛ ~!^˝ê ∆̨ ˆ§•z ˆÓ˚y!ê˛Ó˚ ~Ü˛!ê˛ Ü˛°yÙ
~!^˝ê˛∆–

3. ≤ÃÌÙ °y•zˆÏl ˆfl±í˛!¢ˆÏê˛Ó˚ Ü˛°yÙà%ˆÏ°yÓ˚ çlƒ
§Ó˚ÓÓ˚y• Ü˛Ó˚y •Î˚–

4. ≤ÃÌÙ °y•zˆÏl ≤Ãò_ lyÙ xl%§yˆÏÓ˚ ˛õˆÏÓ˚Ó˚ °y•zˆÏl
Ü˛Ùy myÓ˚y xy°yòy Ü˛ Ï̂Ó˚ ˆí˛ê˛y ~!^˝ê ∆̨ Ü˛Ó˚y ¢%Ó%̊ Ü˛ Ï̂Ó˚y–

5. ~!ê˛ • Ï̂ï˛ ˛õy Ï̂Ó˚ ˆÎ ≤Ã!ï˛!ê˛ ˆí˛ê˛y ~Ü˛•z ˜ò Ï̂â≈ƒÓ˚ lyG
• Ï̂ï˛ ˛õy Ï̂Ó˚ ï˛ Ï̂Ó Ü˛°y Ï̂ÙÓ˚ lyÙ xl%§y Ï̂Ó˚ ≤Ã!ï˛!ê˛ ˆí˛ê˛y å~Ùl!Ü˛ ~Ü˛!ê˛ ÊÑ̨ yÜ˛y (blank) ˆí˛ê˛yGä Ü˛Ùy
myÓ˚y ˛õ,ÌÜ˛ •GÎ˚y í z̨!ã˛ï˛–
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6. x!Ê˛§ ˆÓyï˛yÙ ˆÌ Ï̂Ü˛ ~Ü˛!ê˛ lï%̨ l ~ Ï̂:° GÎ˚yÜ≈̨ !¢ê˛ ˆáy°–

7. !Ó˚Ó Ï̂lÓ˚ Ù Ï̂ôƒ ˆí˛ê˛y ê˛ƒyÓ !§ Ï̂°Q Ü˛ Ï̂Ó˚y–
8. ˆí˛ê˛y ê˛ƒy Ï̂Óñ Get External Data !ÓÜ˛ Ï̂“ From Text !ÓÜ˛“ ˛õy Ï̂Ó–
9. From Text-~ !Üœ̨ Ü˛ Ü˛Ó˚ Îy ~Ü˛!ê˛ Notepad Ê˛y•z° å!ã˛e 2.40 ~ÓÇ 2.41ä !lÓ≈yã˛l Ü˛Ó˚̂ Ïï˛ xl%Ù!ï˛

ˆò Ï̂Ó– ~!ê˛ .cvm !• Ï̂§ Ï̂Ó §Ó˚y§!Ó˚ ~ Ï̂:° Ê˛Ó˚̂ ÏÙ Ï̂ê˛ ˆ§Ë˛ • Ï̂Ó ~ÓÇ ˆí˛ê˛y !l!ò≈T˛ ˆÓ˚y ~ÓÇ Ü˛°yÙ§Ù)•
Ü˛!˛õ • Ï̂Ó–

10. Notepad Ê˛y•z° ˆÌ Ï̂Ü˛ ≤Ã!ï˛!ê˛ ˆí˛ê˛y ~ Ï̂:° ˆí˛ê˛y Ê˛y•z° !• Ï̂§ Ï̂Ó §ÇÓ˚«˛î Óy ˆ§Ë˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–
~!ê˛ ~ˆÏ:° GÎ˚yÜ≈˛!¢ˆÏê˛Ó˚ ˆ§ˆÏ° ã˛yÓ˚ ôÓ˚ˆÏlÓ˚ ˆí˛ê˛y ÌyÜ˛yÓ˚ §%!Óôy ≤Ãòyl Ü˛ˆÏÓ˚ ÌyˆÏÜ˛– ˆ°ˆÏÓ°§Ù)•ñ

Ùyl§Ù)•ñ ï˛y!Ó˚á ~ÓÇ §)e G ˆí˛ê˛y ˜ÓôÜ˛Ó˚î (labels, values, data and formulas and data

validation)–
• ˆ°ˆÏÓ°§Ù)• (Labels) ı åˆê˛:ê˛ä •° Óî≈lyÙ)°Ü˛ ˆí˛ê˛yñ ˆÎÙlñ lyÙ§Ù)•ñ Ùy§§Ù)• ~ÓÇ §yôyÓ˚îï˛
Óî≈lyÜ ̨ !ÙÜ˛ x«˛Ó˚ xhs˝Ë%≈̨ =˛– ~ Ï̂:° ˆê˛:ê˛ÈüÈ~Ó˚ ~°y•zl åAlignä ˆ§ Ï̂°Ó˚ Ù Ï̂ôƒ ÓyÙ !ò Ï̂Ü˛ Ü˛ Ï̂Ó˚–
• Ùyl§Ù)• (values) å§Çáƒy§Ù)•ä •° §yôyÓ˚îï˛ raw Óy Ü˛yã˛y §Çáƒy§Ù)• Óy ï˛y!Ó˚á§Ù)•–

• ˛õ)î≈§Çáƒy (Whole number): Î!ò ˆí˛ê˛y ~Ü˛!ê˛ ˛õ)î≈§Çáƒy •Î˚ñ ˆÎÙl 34 Óy 5763ñ ~ Ï̂:°
ˆí˛ê˛y!ê˛ Ï̂Ü˛ ˆ§ Ï̂°Ó˚ Ù Ï̂ôƒ í˛yl !ò Ï̂Ü˛ Óy í˛yl ~°y•ẑ Ïl ˆòáy Ï̂Ó–

• ò¢!ÙÜ˛ §Çáƒy (Value with a decimal): Î!ò ˆí˛ê˛y ò¢!ÙÜ˛ §Çáƒy Óy Ùyl •Î˚ ï˛ Ï̂Ó ~ Ï̂:°
ò¢!Ù Ï̂Ü˛Ó˚ ˛õ Ï̂Ó˚ 0 ˆÜ˛ Óyò !ò Ï̂Î˚ ò¢!ÙÜ˛ !Ó®% §• §Çáƒy!ê˛ Ï̂Ü˛ ˆ§ Ï̂°Ó˚ Ù Ï̂ôƒ í˛yl!ò Ï̂Ü˛ Óy í˛yl ~°y•ẑ Ïl ˆòáy Ï̂Ó–
í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Î!ò xyÙÓ˚y 246.75 ~^˝ê˛yÓ˚ Ü˛!Ó˚ñ ï˛ Ï̂Ó 246.75 ≤Ãò!¢≈ï˛ •Î˚ñ xyÓyÓ˚ 246.70 ~^˝ê˛yÓ˚ Ü˛!Ó˚
Ùyl!ê˛ 246.7 !• Ï̂§ Ï̂Ó ̂ òáy ÎyÎ˚– xyÙÓ˚y ≤Ãò¢≈̂ ÏlÓ˚ Ó)̨̊ õñ Ü˛°y Ï̂ÙÓ˚ ≤ÃfiÌ ~ÓÇ ̂ í˛ê˛yÓ˚ ≤Ãy!hs˝!Ü˛Ü˛Ó˚î Óy ~°y•ẑ ÏÙ^˝ê˛
˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–
• §)eyÓ°# (Formulas) : •° ~ Ï̂:° Ï̂Ü˛ àîly §¡õyò Ï̂lÓ˚ çlƒ !l Ï̂ò≈¢ly–
• ï˛y!Ó˚á (Data): Î!ò xyÙÓ˚y ~Ü˛!ê˛ ï˛y!Ó˚á ~^˝ê˛yÓ˚ Ü˛!Ó˚ñ ˆÎÙl 16/12, Dec 16  Óy  16 Dec. ~ Ï̂:°
fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó ̂ § Ï̂° 16-Dec !Ó˚ê˛yl≈ Óy !Ê˛ Ï̂Ó˚ xy Ï̂§ ï˛ Ï̂Ó Ê˛Ù%≈°y ÓyÓ˚!ê˛ 16/12/2008 ≤Ãò¢≈l Ü˛ Ï̂Ó˚– åï˛y!Ó˚̂ ÏáÓ˚
Ê˛Ù≈ƒyê˛!ê˛ ˆÜ˛yl ˆò¢ Ü˛ï,≈̨ Ü˛ !l!ò≈T˛ Ê˛Ù≈ƒyê˛ !lÓ≈yã˛ Ï̂lÓ˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚¢#°ä–

2.2.2  ˆí˛ê˛y ˜ÓôÜ˛Ó˚î (Data Validation) :

ˆÜ˛y Ï̂¢ ~^˝ê˛yÓ˚ Ü˛Ó˚y ˆí˛ê˛yÓ˚ ≤ÃÜ˛y Ï̂Ó˚Ó˚ §#ÙyÓÂôï˛y §ÇK˛y!Î˚ï˛ Ü˛Ó˚yÓ˚ çlƒ ˆí˛ê˛y ˜ÓôÜ˛Ó˚î ~Ü˛!ê˛
˜Ó!¢T˛ƒ– xyÙÓ˚y ˆÜ˛y Ï̂£ÏÓ˚ ˆí˛ê˛yÓ˚ çlƒ ˆí˛ê˛y ˜ÓôÜ˛Ó˚̂ ÏîÓ˚ !lÎ˚Ùà%̂ Ï°y ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ Îy ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚
x Ï̃Óô ˆí˛ê˛y ≤Ã Ï̂Ó¢ Ü˛Ó˚̂ Ïï˛ ˆòÎ˚ lyñ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚y Îál ˆ§ Ï̂° ˆÜ˛yÌyG Ë%̨ ° ˆí˛ê˛y ê˛y•z̨ õ Ü˛Ó˚yÓ˚ ˆã˛T˛y Ü˛ Ï̂Ó˚
ï˛ál ˆ§áy Ï̂l §ï˛Ü≈̨ ï˛y Óyï≈̨ y xy§ Ï̂ï˛ ˛õy Ï̂Ó˚– Óyï≈̨ yà%̂ Ï°y ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚ñ ˆ§ Ï̂°Ó˚ çlƒ Ü˛# •zl˛õ%ê˛ ≤Ãï˛ƒy¢y Ü˛Ó˚y
•Î˚ ï˛y ~ÓÇ ˆÎ ˆÜ˛y Ï̂ly e%!ê˛ §Ç Ï̂¢yôl Ü˛Ó˚yÓ˚ çlƒ !l Ï̂ò≈!¢Ü˛yÓ˚G !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚ Óy !l Ï̂ò≈¢ ˆòÎ˚–
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!ã˛e 2.42

!ã˛e 2.43

ˆí˛ê˛y ˜ÓôÜ˛Ó˚î xÙ)°ƒ Ü˛yÓ˚î ˆí˛ê˛y xÓ¢ƒ•z §!ë˛Ü˛ ~ÓÇ §yÙO§ƒ˛õ)î≈ •GÎ˚y ≤Ã Ï̂Î˚yçl#Î˚– ˆí˛ê˛y
˜ÓôÜ˛Ó˚̂ ÏîÓ˚ çlƒ !Ó!Ë˛ß¨ ˛õÂô!ï˛ !l¡¨Ó)̨̊ õ ı

• ~Ü˛!ê˛ !l¡¨Ù)á# ï˛y!°Ü˛y ≤Ã›ï˛ Ü˛Ó˚ (Create a drop down list) : ~•z !ÓÜ˛ Ï̂“Ó˚ Ùyôƒ Ï̂Ù ≤ÃyÜ˛ÈüÈ§ÇK˛y!Î˚ï˛
xy•ẑ Ïê˛Ù Óy ˛õ Ï̂òÓ˚ lyÙ ï˛y!°Ü˛y í ẑ̨ ÏÕ‘á Ü˛Ó˚y •Î˚ ~ÓÇ ˆ§•z xl%§y Ï̂Ó˚ ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚ Óy!N˛ï˛ !lÓ≈yã˛l Ü˛Ó˚̂ Ïï˛
ò Ï̂Î˚– ˆÎÙl ≤Ã!ï˛¤˛y Ï̂l ÓƒÓ§y!Î˚Ü˛ ≤Ã Ï̂Î˚y Ï̂àÓ˚ çlƒ xyÙÓ˚y ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚ !ÓÜ ̨ Î˚ñ xÌ≈ñ à Ï̂Ó£Ïîy G í z̨ß¨Î˚lñ

x˛õy Ï̂Ó˚¢lñ ~•zã˛ xyÓ˚ ~ÓÇ xy•z !ê˛ •zï˛ƒy!ò Óƒï˛#ï˛ xlƒ !ÓË˛y Ï̂àÓ˚ lyÙ ~^˝ê˛yÓ˚ Ü˛Ó˚y Ï̂Ü˛ §#ÙyÓÂô Ó˚yá Ï̂ï˛ ã˛y•zñ
≤Ã Ï̂ï˛ƒÜ˛ Ü˛Ù#≈Ó˚ ˆÎyàƒï˛y MBA, PHD, CA, MCA, ARCHITECT ~ÓÇ MBBS •zï˛ƒy!ò Óƒï˛#ï˛ xlƒ
!Ü˛S%È ~^˝ê˛yÓ˚ Ü˛Ó˚yˆÏÜ˛ §#ÙyÓÂô Ó˚yáˆÏï˛ ã˛y•z ~ÓÇ Ü˛Ù#≈ˆÏòÓ˚ !°Aà ˛õ%Ó˚%£Ï (male) Óy Ù!•°y (female) •GÎ˚y
í z̨!ã˛ï˛– !l¡¨Ù)á# ï˛y!°Ü˛y!ê˛ Ü˛#Ë˛y Ï̂Ó ÓƒÓ•yÓ˚ Ü˛Ó˚̂ ÏÓ ˆ§ §¡õ Ï̂Ü≈̨  Ó!î≈ï˛ ˛õò Ï̂«˛˛õà%̂ Ï°y !l¡¨Ó)̨̊ õ ı

~Ü˛!ê˛ !l¡¨Ù%á# ï˛y!°Ü˛y (drop down list) !ï˛l!ê˛ !Ë˛ß¨ í z̨̨ õy Ï̂Î˚ ≤Ã›ï˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ Îy ˆí˛ê˛y
˜ÓôÜ˛Ó˚̂ ÏîÓ˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ å!ã˛e 2.42)–

• Ü˛Ùy myÓ˚y ˛õ,ÌÜ˛ Ü˛Ó˚y Ùy Ï̂lÓ˚ ~Ü˛!ê˛ ï˛y!°Ü˛y ê˛y•z̨ õ Ü˛Ó˚ñ ˆÎÙl §#ÙyÓÂô ï˛y!°Ü˛y ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ñ ˆÎÙl ˛õ%Ó%̊£Ïñ
Ù!•°y–

• GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ ~Ó)̨̊ õ ˆ§°à%̂ Ï°y !lÓ≈yã˛l Ü˛Ó˚ ÎyÓ˚ Ùylà%̂ Ï°y ~Ü˛Ü˛
ˆÓ˚y Óy ~Ü˛Ü˛ Ü˛°y Ï̂Ù §Ó˚y§!Ó˚ ê˛y•z̨ õ Ü˛Ó˚y ÎyÎ˚–

• ˆ§°à%̂ Ï°y Ï̂ï˛ ˆí˛ê˛y !lÓ≈yã˛l Ü˛Ó%̊î ~ÓÇ í ẑ̨ ÏÕ‘á Ü˛Ó˚yÓ˚ çlƒ ~Ü˛!ê˛
lyÙ  ˆÓM˛ ˜ï˛!Ó˚ Ü˛Ó˚–

• ~Ü˛!ê˛ ÊÑ̨ yÜ˛y GÎ˚yÜ≈̨ !¢ê˛ ˆáy°–

• Ü˛°yˆÏÙÓ˚ !¢ˆÏÓ˚ylyÙà%ˆÏ°y ~^˝ê˛yÓ˚ ˛õÓ˚ ˆÎÙl
Employee Name (ˆ§° A1äñ  Department (ˆ§° B)ñ
Qualification (ˆ§°C) ~ÓÇ Sex code ( Ï̂§°D)– ≤ÃÌÙ ̂ Ó˚yÈüÈÓ˚
ÎÌyÜ ̨ Ï̂Ù ã˛yÓ˚!ê˛ ˛õ,ÌÜ˛ Ü˛°y Ï̂Ù å!ã˛e 2.42)–

• Ü˛°yÙ (a) Ï̂ï˛ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ lyÙ !°á åˆ§° A2:A10)–
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!ã˛e 2.44

!ã˛e 2.46!ã˛e 2.45

• GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ ˆÜ˛yl fiÌy Ï̂l åˆÎÙl G3 : G9ä !Ü˛S%È !ÓË˛y Ï̂àÓ˚
ly Ï̂ÙÓ˚ ~Ü˛!ê˛ ï˛y!°Ü˛y ≤Ã›ï˛ Ü˛Ó˚–

• ly Ï̂ÙÓ˚ ˆÓ˚O!ê˛ (Formula tab ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ -> !Ó˚Ó Ï̂l lyÙ
§ÇK˛y!Î˚ï˛ Ü˛Ó˚ä §ÇK˛y!Î˚ï˛ Ü˛Ó˚ñ ˆÎÙl Dept.

• Ü˛°yÙ (b) !§ˆÏ°Q Óy !lÓ≈yã˛l Ü˛Ó˚ñ ˆÎÙl Department

å˛õ%̂ ÏÓ˚y Ü˛°y Ï̂Ù ˆí˛ê˛y ˜ÓôÜ˛Ó˚î Ü˛Ó˚y •Î˚ä

• !Ó̊Ó Ï̂lÓ̊ Data tabÈüÈ~ Data tools ~Ó̊ Ù Ï̂ôƒ Data validation

~ !Üœ̨ Ü˛ Ü˛Ó˚ Îy !ï˛l!ê˛ Data validation ê˛ƒyÓ ˆáy Ï̂° å!ã˛e
2.43)– ≤ÃÌÙ ê˛ƒyÓ!ê˛ •° setting Tab, ~áyˆÏl !l¡¨Ù%á#
ï˛y!°Ü˛yÓ˚ !ÓÜ˛“ ˆÌ Ï̂Ü˛ listˆÜ˛ !lÓ≈yã˛l Óy !§ Ï̂°Q Ü˛Ó˚–

• ~•z !ÓÜ˛“!ê˛ ˜ÓôÜ˛Ó˚î Ùylò[˛ ≤Ãò¢≈l Ü˛Ó˚ˆÏÓ ~ÓÇ í˛zÍ§!ê˛ˆÏï˛ ˜Óô ï˛y!°Ü˛y §Ó˚ÓÓ˚y• Ü˛Ó˚ˆÏÓñ ˆÎáyˆÏl
xyÙy Ï̂òÓ˚ ˆÓ˚̂ ÏOÓ˚ lyÙ!ê˛ =DEPT å!ã˛e 2.44ä ê˛y•z̨ õ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–  xyÓ˚G ò%!ê˛ !ÓÜ˛ Ï̂“Ó˚ çlƒ ~áy Ï̂l !Üœ̨ Ü˛
Ü˛Ó˚y ≤Ã Ï̂Î˚yçl ˆÎÙl ÈüÈ áy!° Óy ÊÑ̨ yÜ˛y Ùyl§Ù)• xl%̂ ÏÙy!òï˛ ly Ü˛Ó˚yÓ˚ çlƒ Ignore blank Ó Ï̂: !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
xlƒ!ê˛ •° In-cell-dropdown–

• Îál ˆÜ˛yl ˆ§° åˆÎÙl B3:B10 S~jÓ˚˛õˆÏÓ˚ B2) !lÓ≈yã˛l Óy !§ˆÏ°Q Ü˛Ó˚y •Î˚ñ ï˛yˆÏï˛ •zl˛õ%ê˛ Óyï≈˛y
≤Ãò¢≈̂ ÏlÓ˚ çlƒñ data validation !ÓÜ˛ Ï̂“Ó˚ !mï˛#Î˚ ê˛ƒy Ï̂Ó !Üœ̨ Ü˛ Ü˛Ó˚– ̂ ÎÙl Input Massage ê˛ƒyÓ å!ã˛e 2.45ä
~ÓÇ !¢ˆÏÓ˚ylyˆÏÙ ˛õSÈ®§•z ˆê˛:ê˛ ~^˝ê˛yÓ˚ Ü˛Ó˚ åˆÎÙl DEPT_T) ~ÓÇ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ çlƒ ~Ü˛!ê˛ §Ç!«˛Æ
•zl˛õ%ê˛ Óyï≈˛y §Ó˚ÓÓ˚y• Ü˛Ó˚ åˆÎÙl ÈüÈSELECT/ENTER DEPARTMENT)– ˆ§°!ê˛ !lÓ≈y!ã˛ï˛ •GÎ˚yÓ˚
˛õ Ï̂Ó˚ ~•z Óyï≈̨ y!ê˛ ≤Ãò¢≈l Ü˛Ó˚yÓ˚ çlƒ !ÓÜ˛“!ê˛ Ï̂ï˛ !ê˛Ü˛ òyG å!ã˛e 2.46ä–

• x Ï̃Óô ˆí˛ê˛y ˆ§ Ï̂° ~^˝ê˛yÓ˚ Ü˛Ó˚y • Ï̂° ≤Ã!ï˛!Ü ̨ Î˚y !Ü˛ • Ï̂Ó ï˛y ˆ§ê˛ Ü˛Ó˚̂ Ïï˛ ˆí˛ê˛y ˜ÓôÜ˛Ó˚î !ÓÜ˛ Ï̂“Ó˚ ï,̨ ï˛#Î˚ ê˛ƒy Ï̂Ó
å!ã˛e 2.46) !Üœ̨ Ü˛ Ü˛Ó˚ñ ˆÎÙl Error Alert ê˛ƒyÓ– ~•z ê˛ƒyÓ!ê˛ §«˛Ù Ü˛ Ï̂Ó˚ı

Ü˛ä Ó Ï̂: x Ï̃Óô ï˛Ìƒ ≤Ã Ï̂Ó Ï̂¢Ó˚ ˛õ Ï̂Ó˚ e%!ê˛ §ï˛Ü≈̨ ï˛y ≤Ãò¢≈l Ü˛Ó˚̂ Ïï˛–

áä ≤Ã Ï̂Ó¢ Óyï≈̨ y ÓƒÓ•yÓ˚Ü˛yÓ˚# ~ÓÇ ˆÓ˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ í ẑ̨ Ïj Ï̂¢ƒ !¢ Ï̂Ó˚yly Ï̂ÙÓ˚ çlƒ ˛õSÈ®§•z Óyï≈̨ y ê˛y•z̨ õ
Ü˛Ó˚̂ Ïï˛ ˆòÎ˚–

àä Style ÈüÈ~Ó˚ !l¡¨Ù%á# ˆÙl%ˆÏï˛ ˆí˛ê˛yÓ˚ ï˛#Ó ï˛y ~ÓÇ ÎÌyÌ≈ï˛yÓ˚ ≤ÃˆÏÎ˚yçl#Î˚ï˛y xl%ÎyÎ˚#
Information, Warning Óy  stop !§ Ï̂°Q Ü˛Ó˚– ˆÎáy Ï̂lÈüüüÈ
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!ã˛e 2.47(a) !ã˛e 2.47(b)

!ã˛e 2.47(c) !ã˛e 2.47(d)

i) Informantion :  ~Ü˛!ê˛ Óyï≈̨ y ≤Ãò¢≈l Ü˛ Ï̂Ó˚ñ ï˛ Ï̂Ó x Ï̃Óô ˆí˛ê˛yÓ˚ ≤Ã Ï̂Ó¢ xyê˛Ü˛y Ï̂Ó–

ii) Warning : ~Ü˛!ê˛ §ï˛Ü≈̨ ï˛y Óyï≈̨ y ≤Ãò¢≈l Ü˛ Ï̂Ó˚ ï˛ Ï̂Ó x Ï̃Óô ˆí˛ê˛yÓ˚ ≤Ã Ï̂Ó¢ xyê˛Ü˛y Ï̂Ó ly–

iii) ˆí˛ê˛yÓ˚ x Ï̃Óô ≤Ã Ï̂Ó¢ ˆÓ˚yô Ü˛Ó˚̂ ÏÓ–

í z̨̨ õ Ï̂Ó˚ í ẑ̨ ÏÕ‘!áï˛ ˛õò Ï̂«˛˛õà%̂ Ï°y !Ó!Ë˛ß¨ !ã˛eà%̂ Ï°y Ï̂ï˛ !l Ï̂¡¨ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ å!ã˛e 2.47(a) ˆÌ Ï̂Ü˛ 2.47(d)

Îy GÎ˚yÜ≈̨ !¢ Ï̂ê˛ Department ~Ó˚ çlƒ ˆí˛ê˛y ≤Ã Ï̂Ó¢ Ü˛Ó˚yÓ˚ §ÙÎ˚ fl∫Óî≈lyÙ)°Ü˛ •Î˚ ı

ˆí˛ê˛y !lÓ≈yã˛l Ü˛Ó˚̂ Ïï˛ Óy §#!Ùï˛ §ÇáƒÜ˛ ˆí˛ê˛y xy•ẑ Ïê˛Ùà%̂ Ï°yÓ˚ ˛õ%lÓ˚yÎ˚ ˛õÓ˚#«˛y Ü˛Ó˚̂ Ïï˛ xyÙÓ˚y
source Ó Ï̂: ï˛y!°Ü˛y!ê˛ ˛ê˛y•z̨ õ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ñ Ü˛Ùy myÓ˚y ˛õ,ÌÜ˛ Ü˛ Ï̂Ó˚ å!ã˛e 2.43ä  í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ˆÎÈüÈˆÜ˛y Ï̂ly
Ü˛Ù≈ã˛y!Ó˚Ó˚ ˆ«˛ Ï̂e sex code ˛õ%Ó%̊£Ï Óy Ù!•°y ~^˝ê˛yÓ˚ Ü˛Ó˚yÓ˚ çlƒ xyÙÓ˚y ê˛y•z̨ õ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ = Male, Female–
ˆí˛ê˛y ˜Óôï˛yÓ˚ ~•z ˛õÂô!ï˛!ê˛ ˆÜ˛§ §Ç Ï̂Óòl¢#°ñ Î!ò ˆÜ˛ylG ÓƒÓ•yÓ˚Ü˛yÓ˚# male ê˛y•z̨ õ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ ï˛ Ï̂Ó ~Ü˛!ê˛
e%!ê˛ §ï˛Ü≈̨ ï˛y Óyï≈̨ y ≤Ãò!¢≈ï˛ • Ï̂Ó–

• Setting limits : ˛õ)̂ ÏÓ≈ í ẑ̨ ÏÕ‘!áï˛ !• Ï̂§ Ï̂Ó Allow !l¡¨Ù%á# ˆÙl%̂ Ïï˛ñ ˛õ)î≈ §Çáƒyñ ò¢!ÙÜ˛ §Çáƒyñ
ï˛y!Ó˚áñ §ÙÎ˚ Óy ˆê˛:ê˛ÈüÈ~Ó˚ ˜òâ≈ƒ !lÓ≈yã˛l Ü˛Ó˚–
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!ã˛e 2.48

!ã˛e 2.49 !ã˛e 2.50

í z̨òyÓ˚îfl∫Ó)̨̊ õñ ~Ü˛•z GÎ˚yÜ≈̨ !¢ Ï̂ê˛ xyÙÓ˚y ˆÜ˛ylG Ü˛Ù#≈Ó˚ l)ƒlï˛Ù ÓÎ˚§ 18 ~ÓÇ §Ó≈y!ôÜ˛ ÓÎ˚§ 58

•GÎ˚y í z̨!ã˛ï˛ñ ~Ó)̨̊ õ §#ÙyÓÂôï˛y Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ åÓÎ˚§ ˛õ)î≈ §Çáƒy !• Ï̂§ Ï̂Ó ~^˝ê˛yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ Óy ç Ï̂ß√Ó˚
ï˛y!Ó˚á ~^˝ê˛yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ Date !§ Ï̂°Q Óy !lÓ≈yã˛l Ü˛ Ï̂Ó˚ ~ÓÇ ï˛y ÓÎ˚§ àîly Ü˛ Ï̂Ó˚ ˆl Ï̂Óä–

~•z í˛zòy•Ó˚ˆÏî Age Î!ò ≤ÃˆÏï˛ƒÜ˛ Ü˛Ù≈ã˛yÓ˚#Ó˚
≤Ã Ï̂Ó¢ Ï̂Îyàƒ ˆí˛ê˛y í z̨̨ õyòyl •Î˚ ï˛ Ï̂Ó xyÙÓ˚y ÓÎ˚§!ê˛ Ï̂Ü˛
˛õ)î≈ §Çáƒy !• Ï̂§ Ï̂Ó ~ÓÇ Setting tab ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚
!l!ò≈T˛ ˆÓ˚̂ ÏOÓ˚ Ù Ï̂ôƒ ˆÎ ˆÜ˛yl ˆ§ Ï̂°Ó˚ Ù Ï̂ôƒ ÎÌyÜ ̨ Ï̂Ù
§Ó≈!l¡¨ ˆí˛ê˛y Ùyl 18 ~ÓÇ §ˆÏÓ≈yFã˛ Ùyl 58 ˆÓ˚ˆÏá
Îyã˛y•z Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚Ó–

~Ü˛•zË˛y Ï̂Ó xyÙÓ˚y Ü˛Ù≈ã˛yÓ˚#Ó˚ lyÙ (Employee

Name) Ü˛°y Ï̂Ù ≤Ã!ï˛!ê˛ ̂ ê˛:ê˛ x«˛ Ï̂Ó˚Ó˚ §Çáƒy å≤Ã!ï˛!ê˛
Ü˛Ù≈Ó˚yÓ˚#Ó˚ §Çáƒyä ˛õÓ˚#«˛y Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– ˆÎÙl ˆ§ Ï̂°
ÊÑ̨ yÜ˛y ï˛Ìƒ ÌyÜ˛y í z̨!ã˛ï˛ lÎ˚ñ ~ÓÇ e%!ê˛ Óyï≈̨ y ≤Ãò!¢≈ï˛
•ˆÏÓñ í˛zòy•Ó˚îfl∫Ó˚)˛õñ xyÙÓ˚y Ü˛Ù≈ã˛yÓ˚#Ó˚ lyÙ ˆ§ˆÏ°
§Ó≈!l¡¨ x«˛ Ï̂Ó˚Ó˚ §Çáƒy 10 Óy ï˛yÓ˚ ˆã˛ Ï̂Î˚ Ü˛Ù §#ÙyÓÂô

Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

• §)̂ ÏeÓ˚ Ùyôƒ Ï̂Ù §#Ùy !lô≈yÓ˚î ÈüÈ xlƒylƒ ˆ§ Ï̂° ≤Ã Ï̂Ó¢ Óy ~^˝ê˛yÓ˚ Ü˛Ó˚y §)e  Óy Ùylà%̂ Ï°yÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚
ˆí˛ê˛y Îyã˛y•z Ü˛Ó˚̂ Ïï˛ å!ã˛e 2.49) ˛õò Ï̂«˛˛õà%̂ Ï°y !l¡¨Ó)̨̊ õ ı

• Allow !l¡¨Ù%á# ˆÙl% Óy ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ custom  !lÓ≈yã˛l Ü˛Ó˚–

• Formula Ó Ï̂: ˆÎÔ!=˛Ü˛ Ùylàîly Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚ ~Ó)̨̊ õ §)e ≤Ã Ï̂Ó¢ Óy ~^˝ê˛yÓ˚ Ü˛Ó˚– Î!ò §)e True àîly Ü˛ Ï̂Ó˚
ï˛ Ï̂Ó ~!^˝ê ∆̨!ê˛ ˜Óô • Ï̂Ó– Î!ò §)e!ê˛ False àîly Ü˛ Ï̂Ó˚ ï˛ Ï̂Ó ~!^˝ê ∆̨!ê˛ x Ï̃Óô • Ï̂Ó– Ùylà%̂ Ï°y ¢ï≈̨  ˛õ)Ó˚î ly Ü˛Ó˚̂ Ï°
ˆ§° e%!ê˛ Óyï≈̨ y ˆòÎ˚– Ü˛ Ï̂Î˚Ü˛!ê˛ í z̨òy•Ó˚î !l¡¨Ó)̨̊ õ ı

• xyÙÓ˚y GÎ˚yÜ ≈̨!¢ Ï̂ê˛Ó˚ å!ã˛e 2.50ä ˆÜ˛yl ˆÓ˚̂ ÏO í%̨ !≤’ Ï̂Ü˛ê˛ ~!^˝ê ∆̨à%̂ Ï°y ≤Ã!ï˛ Ï̂Ó˚yô Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ñ xÌ≈yÍ ôÓ˚
xyÙÓ˚y §¡õ!_Ó˚ á!ï˛Î˚yˆÏl í%˛!≤’ˆÏÜ˛ê˛ Ü˛Ù≈ã˛yÓ˚#Ó˚ l¡∫Ó˚ Óy í%˛!≤’ˆÏÜ˛ê˛ ˛õîƒ ˆÜ˛yí˛ ˛õÓ˚#«˛y Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚ Óy
ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ myÓ˚y ~^˝ê˛yÓ˚ Ü˛Ó˚y ~Ü˛•z xy•ẑ Ïê˛ Ï̂ÙÓ˚ ˛í%̨ !≤’ Ï̂Ü˛ê˛ ~Ü˛yí z̨rê˛ ˆÜ˛yí˛ Ï̂Ü˛ ~!ê˛ e%!ê˛˛õ)î≈ ˆòáyÎ˚–
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!ã˛e 2.50(a)

!ã˛e 2.50(c)!ã˛e 2.50(b)

• xyÙÓ˚y ~Ü˛!ê˛ ̂ Ó˚̂ ÏOÓ˚ çlƒ ̂ ÎyàÊ˛ Ï̂°Ó˚ §#Ùy!ê˛ §#ÙyÓÂô Ü˛Ó˚̂ Ïï˛
˛õy!Ó˚ Îy e%!ê˛ ˆòáyÎ˚ Î!ò Ùylà%̂ Ï°yÓ˚ ˆÎyàÊ˛° ≤Ãò_ ˆÙyê˛ Ê˛ Ï̂°Ó˚
ˆã˛ Ï̂Î˚ ˆÓ!¢ •Î˚– ˆÎ Ï̂•ï%̨  Óy Ï̂ç Ï̂ê˛Ó˚ ˆÙyê˛ xÌ≈Ó˚y!¢!ê˛ •° !fiÌÓ˚
~ÓÇ !Ó!Ë˛ß¨ xy•ẑ Ïê˛ Ï̂Ù ˆÙyê˛ xÌ≈Ó˚y!¢Ó˚ Ó^˝ê˛ Ï̂lÓ˚ xÌ≈ Î!ò !l!ò≈T˛
§#Ùy Ï̂Ü˛ x!ï˛Ü ̨ Ù Ü˛ Ï̂Ó˚ ï˛y• Ï̂° ~!ê˛ e%!ê˛ !• Ï̂§ Ï̂Ó !ã˛!•´ï˛ • Ï̂Ó
å!ã˛e 2.50(a)ä–

• ˆê˛:ê˛ ~!^˝ê ∆̨ Ü˛Ó˚yÓ˚ xy Ï̂à G ˛õ Ï̂Ó˚ space Óy ÊÑ̨ yÜ˛y fiÌyl Ü˛Ó˚y
ˆÌ Ï̂Ü˛ xyÙÓ˚y ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂Ü˛ xyê˛Ü˛y Ï̂ï˛ ̨ õy!Ó˚– TRIM Ê˛yÇ¢yl
ˆê˛:ê˛ÈüÈ~Ó˚ xy Ï̂à ~ÓÇ ˛õ Ï̂Ó˚ ÊÑ̨ yÜ˛y fiÌyl §!Ó˚̂ ÏÎ˚ ˆòÎ˚– ~•z §)e!ê˛
ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ ~!^˝ê ∆̨!ê˛Ó˚ G  !ê ∆̨Ω˛ ~!^˝ê ∆̨!ê˛ §Ùyl !Ü˛ly ï˛y ˛õÓ˚#«˛y
Ü˛ Ï̂Ó˚– å!ã˛e 2.50(b)ä–

• xyÙÓ˚y ¢!lÓyÓ˚ Óy Ó˚!ÓÓy Ï̂Ó˚ åÓy xlƒ ˆÜ˛yl !òlä ˆÎ ï˛y!Ó˚áà%̂ Ï°y ~!^˝ê ∆̨ ˛õ Ï̂í ¸̨ å§yÆy!•Ü˛ S%È!ê˛Ó˚ !òlà%̂ Ï°y
Óy S%È!ê˛Ó˚ !òlà%̂ Ï°y Ï̂ï˛ä ˆ§à%̂ Ï°y ≤Ã!ï˛ Ï̂Ó˚yô Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– WEEKDAY Ê˛yÇ¢yl!ê˛ ˆ§ Ï̂° ~!^˝ê ∆̨Ó˚ ï˛y!Ó˚̂ ÏáÓ˚
çlƒ l¡∫Ó˚ ≤Ãòyl Ü˛ Ï̂Ó˚– Î!ò Ùyl!ê˛ 1 å~!ê˛ Ó˚!ÓÓyÓ˚ä ~ÓÇ 7 å~!ê˛ ¢!lÓyÓ˚ä •Î˚ ï˛ Ï̂Ó ˆí˛ê˛y ~!^˝ê ∆̨Ó˚ xl%Ù!ï˛
ˆl•z å!ã˛e 2.50(c)ä ~ÓÇ ï˛ál e%!ê˛ Óyï≈̨ y ≤Ãò!¢≈ï˛ • Ï̂Ó–

2.2.3 ˆí˛ê˛y ̃ ÓôÜ˛Ó˚î Ê˛Ù≈ (Data Validation Form) :

ˆÜ˛ylG ˆfl±í˛!¢ Ï̂ê˛ ˆí˛ê˛y •zl˛õ%ê˛ Ü˛Ó˚̂ Ïï˛ñ xyÙÓ˚y ≤ÃyÎ˚¢•z ˆÈí˛ê˛yà%̂ Ï°y §Ó˚y§!Ó˚ ˆ§°à%̂ Ï°y Ï̂ï˛ ê˛y•z̨ õ
Ü˛!Ó˚– ~áy Ï̂l•z ˆí˛ê˛y ˜Óôï˛y Ü˛yÎ≈Ü˛Ó˚ •Î˚– ~Ü˛•z !ç!l§ ÓyÓ˚ÓyÓ˚ ê˛y•z̨ õ Ü˛Ó˚yÓ˚ xy Ï̂àñ xyÙÓ˚y !l¡¨Ù%á# ï˛y!°Ü˛y
Óy data input form ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ˆÜ˛y Ï̂¢ ˆí˛ê˛y ≤Ã Ï̂Ó¢ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

~Ü˛!ê˛ Ê˛Ù≈ñ ˆ•yÜ˛ Ù)!oï˛ Óy xl°y•zlñ Îy ~Ü˛!ê˛ fiê˛ƒy[˛yí≈̨  Ü˛yë˛y Ï̂Ùy ~ÓÇ Ê˛Ù≈ƒyê˛ !ò Ï̂Î˚ lÜ˛¢yÜ,̨ ï˛ ~Ü˛!ê˛ l!Ì
~ÓÇ ~!ê˛ ï˛Ìƒ Ü˛ƒy˛õã˛yÓ˚ Óy @˝Ã•îñ §Çà!ë˛ï˛ ~ÓÇ §¡õyòly Ü˛Ó˚y §•ç Ü˛ Ï̂Ó˚– ˆí˛ê˛y Ê˛Ù≈!ê˛ ~Ü˛!ê˛ í˛yÎ˚y°à
Ó: Îy ~Ü˛Óy Ï̂Ó˚ ~Ü˛!ê˛ §¡õ)î≈ ˆÓ˚Ü˛í≈̨  ≤Ãò¢≈l Ü˛ Ï̂Ó˚– ˆí˛ê˛y Ê˛Ù≈à%̂ Ï°y ˆÓ˚Ü˛í≈̨ Î%=˛ Ü˛Ó˚̂ Ïï˛ñ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ñ
§ly=˛ Ü˛Ó˚̂ Ïï˛ ~ÓÇ Ù%̂ ÏSÈ ˆÊ˛° Ï̂ï˛ ÓƒÓ•,ï˛ • Ï̂ï˛ ˛õy Ï̂Ó˚–
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!ã˛e 2.51

Îál xyÙy Ï̂òÓ˚ Ü˛y Ï̂SÈ !fl; Ï̂l ˆòáy ÎyÎ˚ ï˛yÓ˚ ˆã˛ Ï̂Î˚G ˆÓ!¢ Ü˛°y Ï̂Ù ˆí˛ê˛y ~!^˝ê ∆̨ Ü˛Ó˚̂ Ïï˛ •Î˚ ï˛ál Ü˛°yÙ ˆÌ Ï̂Ü˛
Ü˛°y Ï̂Ù ÎyGÎ˚yÓ˚ ˆã˛ Ï̂Î˚ ˆí˛ê˛y Ê˛Ù≈ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ~•z ~!^˝ê ∆̨ xyÓ˚G §•ç Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– •zl˛õ%ê˛ ˆí˛ê˛y Ê˛Ù≈ ˜ï˛!Ó˚
Ü˛Ó˚̂ Ïï˛ • Ï̂°ñ ˆÎ §ÙhflÏ ˆí˛ê˛y lyÙà%̂ Ï°y ≤Ã Ï̂Î˚yçl#Î˚ ˆ§à%̂ Ï°y Ï̂Ü˛ xÓ¢ƒ•z GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ ≤ÃÌÙ ˆÓ˚yÈüÈˆï˛ ≤Ã Ï̂Ó¢
Ü˛Ó˚y Ï̂ï˛ • Ï̂Óñ Ü˛yÓ˚î •zl˛õ%ê˛ ˛Ê˛Ù≈!ê˛ ~•z ˆí˛ê˛yÓ˚ lyÙà%̂ Ï°y !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– •zl˛õ%ê˛ ˆí˛ê˛y Ê˛Ù≈ ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ xyÙy Ï̂òÓ˚

Quick Access Toolbar  ~ Form ˆÓyï˛y Ï̂Ù tool   !lÓ≈yã˛l Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–

Form ˆÓyï˛yÙ!ê˛ •zí˛zçyÓ˚ •z^˝ê˛yÓ˚ ˆÊ˛§ !Ó˚ÓˆÏl xhs˝Ë%≈˛=˛ Ü˛Ó˚y •Î˚!lñ ï˛ˆÏÓ xyÙÓ˚y !l¡¨!°!áï˛
Ü˛Ùy[˛à%̂ Ï°ey ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Quick Access ToolbarÎ%=˛ Ü˛ Ï̂Ó˚ Excell-2007 ~ ~!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ ı

1. Quick Access Toolbar ~ arrow next !ê˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ more commandsÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

2. Choose Commands Form Ó Ï̂: All CommandsÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

3.  !°fiê˛ Ó Ï̂:ñ Form ˆÓyï˛yÙ!ê˛ !Ü˛ Ï̂°Q Óy !lÓ≈yã˛l Ü˛Ó˚
~ÓÇ ï˛yÓ˚̨ õÓ˚ AddÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

ˆí˛ê˛y Ê˛Ù≈ á%Ó•z Ü˛yÎ≈Ü˛Ó˚ñ Îál ˆí˛ê˛yà%̂ Ï°y ˆê˛:ê˛ Ó Ï̂:Ó˚ ~Ü˛!ê˛
§•ç Ê˛ Ï̂Ù≈Ó˚ Ù Ï̂ôƒ Ìy Ï̂Ü˛ Îy Ü˛°yÙ !¢ Ï̂Ó˚ylyÙ Ï̂Ü˛ ˛õÎ≈yÆ ˆ° Ï̂Ó°
!•ˆÏ§ˆÏÓ ï˛y!°Ü˛yË%˛=˛ Ü˛ˆÏÓ˚ ~ÓÇ ÓyhflÏÓôÙ#≈ Óy Ü˛yfiê˛Ù Ê˛Ù≈
˜Ó!¢T˛ƒà%̂ Ï°yÓ˚ ≤Ã Ï̂Î˚yçl •Î˚ lyñ ˆÎÙlÈüÈ ~Ü˛!ê˛ ï˛y!°Ü˛y Ó: Óy
!flõl ˆÓyï˛yÙ–

~ Ï̂:° fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó ~Ü˛!ê˛ built-in ˆí˛ê˛y Ê˛Ù≈ ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚
å!ã˛e 2.51)– ˆí˛ê˛y Ê˛Ù≈!ê˛ ~Ü˛!ê˛ ~Ü˛Ü˛ í˛yÎ˚y°à ÓˆÏ: §Ü˛°

Ü˛°yÙ !¢ Ï̂Ó˚ylyÙà%̂ Ï°y Ï̂Ü˛ ˆ° Ï̂Ó° !• Ï̂§ Ï̂Ó ≤Ãò¢≈l Ü˛ Ï̂Ó˚– ≤Ã!ï˛!ê˛ ˆ° Ï̂Ó Ï̂°Ó˚ ˛õy Ï̂¢ ~Ü˛!ê˛ ÊÑ̨ yÜ˛y ˆê˛:ê˛ Ó: Ìy Ï̂Ü˛
Îy Ï̂ï˛ xyÙÓ˚y ≤Ã!ï˛!ê˛ Ü˛°y Ï̂ÙÓ˚ çlƒ § Ï̂Ó≈yFã˛ 32!ê˛ Ü˛°yÙ ˛õÎ≈hs˝ ˆí˛ê˛y ≤Ã Ï̂Ó¢ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– ~Ü˛!ê˛ ˆí˛ê˛y Ê˛ Ï̂Ù≈Ó˚
Ù Ï̂ôƒñ xyÙÓ˚y lï%̨ l ˆÓ˚y Óy §y!Ó˚ ~^˝ê˛yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ñ ˆl!Ë˛ Ï̂àê˛ Ü˛ Ï̂Ó˚ ˆÓ˚yà%̂ Ï°y §rôyl Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ åˆ§ Ï̂°Ó˚
í z̨̨ õyòylà%̂ Ï°yÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ä ˆÓ˚yÈüÈà%̂ Ï°y xy˛õ Ï̂í˛ê˛ ~ÓÇ Ù%̂ ÏSÈ ˆÊ˛° Ï̂ï˛ ˛õy!Ó˚– Î!ò ˆÜ˛y Ï̂ly ˆ§ Ï̂° ˆÜ˛y Ï̂ly §)e
Ìy Ï̂kÜ˛ñ ï˛ Ï̂Ó §)̂ Ïe Ê˛°yÊ˛° ˆí˛ê˛y Ê˛Ù≈!ê˛ Ï̂ï˛ ≤Ãò!¢≈ï˛ •Î˚ñ ï˛ Ï̂Ó xyÙÓ˚y ˆí˛ê˛y Ê˛Ù≈!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ §)e!ê˛ ˛õ!Ó˚Óï≈̨ l
Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ ly–

2.3 ˆí˛ê˛y Ê˛Ó˚̂ ÏÙ!ê˛Ç (Data Formatging) :

ˆfl±í˛!¢ê˛à%̂ Ï°yÓ˚ Ê˛Ó˚̂ ÏÙ!ê˛Ç Óy !Ólƒy§Ü˛Ó˚î ïÑ̨ yÓ˚ à%Ó%̊c˛õ)î≈ ï˛Ìƒ ˛õí ¸̨yÓ˚ ~ÓÇ ï˛y Ï̂Ü˛ Ó%V˛ Ï̂ï˛ §•ç Ü˛ Ï̂Ó˚ ˆï˛y Ï̂°

åˆÎÙlÈüÈ ¢ï≈˛Î%=˛ Ê˛Ó˚ˆÏÙ!ê˛Çñ §Çáƒy Ê˛Ó˚ˆÏÙ!ê˛Çñ ˆê˛:ê˛ ~ÓÇ §yôyÓ˚î ˆfl±í˛!¢ê˛ Ê˛Ó˚ˆÏÙ!ê˛Ç •zï˛ƒy!òä– !Ó˚ÓˆÏl

ˆfl±í˛!¢ê˛à%̂ Ï°y Ü˛yÎ≈Ü˛Ó˚Ë˛y Ï̂Ó Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚yÓ˚ çlƒ ˆÓ¢ Ü˛ Ï̂Î˚Ü˛!ê˛ ê%̨ °§ ~ÓÇ ¢ê≈̨ Ü˛yê˛ Ó˚̂ ÏÎ˚̂ ÏSÈ– ï˛y Ï̂òÓ˚ Ü˛ Ï̂Î˚Ü˛!ê˛

!l Ï̂¡¨ Ó!î≈ï˛ • Ï̂Î˚̂ ÏSÈ ı

2.3.1 ̨Ê˛Ó˚̂ ÏÙ!ê˛Ç ê%̨ °§‰ (Formatting Tools) :

Ê˛Ó˚̂ ÏÙ!ê˛Ç ê%̨ °§‰ ≤Ã Ï̂Î˚yçl •Î˚ ı

•  §Çáƒy Ê˛Ó˚ˆÏÙ!ê˛Ç (Number Formatting)- §Çáƒy Ê˛Ó˚ˆÏÙ!ê˛ÇÈüÈ~ ¢ï˛Ü˛Ó˚y !ã˛•´ (%)ñ Ü˛Ùy (,)ñ

ò¢!ÙÜ˛ fiÌyl ~ÓÇ Ù%oy !ã˛•´ å$äñ Rs  •zï˛ƒy!ò–  ï˛y!Ó˚áñ §ÙÎ˚ñ ˜ÓK˛y!lÜ˛ Ùyl ~ÓÇ ˆ§•z §yˆÏÌ
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 !ã˛e 2.52(a)

!ã˛e 2.52(b)

ˆfl±í˛!¢ Ï̂ê˛Ó˚ !Ü˛S%È !Ó Ï̂¢£Ï Ê˛Ó˚̂ ÏÙê˛ Î%=˛ •GÎ˚y xhs˝Ë%≈̨ =˛– ~Ü˛ÓyÓ˚ ˆí˛ê˛y ˆ§ Ï̂° ~^˝ê˛yÓ˚ Ü˛Ó˚yÓ˚ ˛õ Ï̂Ó˚ §ÇáƒyÓ˚

Ê˛Ó˚̂ ÏÙ!ê˛ÇÈüÈ~Ó˚ ôÓ˚l !lô≈yÓ˚l Ü˛Ó˚y ÎyÎ˚– ~Ó˚ !Ü˛S%È í z̨òy•Ó˚î !l¡¨Ó)̨̊ õ ı

•    Ù%oy (Currency) : Î!ò xyÙÓ˚y í˛°yÓ˚‡Ù%oyÓ˚ !ã˛•´ ~ÓÇ ò%•z ò¢!ÙÜ˛ fiÌyl§• §¡õ)î≈ xy!Ì≈Ü˛ Ùyl

~^˝ê˛yÓ˚ Ü˛!Ó˚ñ ~ Ï̂:° ~!^˝ê ∆̨Ó˚̨  ˛õy¢y˛õy!¢ ˆ§ Ï̂° ~Ü˛!ê˛ Ù%oyÓ˚

Ê˛Ó˚̂ ÏÙê˛ ÓÓ˚yj Ü˛ Ï̂Ó˚–

•  ¢ï˛yÇ¢ (Percentage) : Î!ò xyÙÓ˚y ˆÜ˛ylG ò¢!ÙÜ˛

fiÌyl SÈyí ¸̨y•z ¢ï˛Ü˛Ó˚y !ã˛•´ Î%=˛  ˛õ)î≈§Çáƒy !• Ï̂§ Ï̂Ó ¢ï˛yÇ¢

í˛z˛õfiÌy!˛õï˛ Ü˛ˆÏÓ˚ ~Ó˚)˛õ ~Ü˛!ê˛ Ùyl ~^˝ê˛yÓ˚ Ü˛!Ó˚ñ ï˛ˆÏÓ

~ Ï̂:°!ê˛ ˆ§•z ~!^˝ê ∆̨Ó˚ ˛õy¢y˛õy!¢ ~•z ˛õƒyê˛yl≈!ê˛ xl%§Ó˚î

Ü˛ Ï̂Ó˚ ~Ùl ¢ï˛yÇ Ï̂¢Ó˚ Ê˛Ó˚̂ ÏÙ!ê˛Ç ˆ§ Ï̂° !lô≈y!Ó˚ï˛ Ü˛ Ï̂Ó˚–

•  ï˛y!Ó˚á (Dates): xyÙÓ˚y Î!ò ~Ü˛!ê˛ ï˛y!Ó˚á ~^˝ê˛yÓ˚ Ü˛!Ó˚

åï˛y!Ó˚áà%̂ Ï°y ÙylG •Î˚ä Îy built_in number Ê˛Ó˚̂ ÏÙ Ï̂êÓ˚

~Ü˛!ê˛ xl%§Ó˚î Ü˛ Ï̂Ó˚ñ ˆÎÙl 16-04-2009 Óy 16 ~!≤Ã° 2009 – ˆ≤Ãy@˝ÃyÙ!ê˛ ~Ü˛!ê˛ ï˛y!Ó˚á Ê˛Ó˚̂ ÏÙê˛

!lô≈yÓ˚î Ü˛ Ï̂Ó˚ Îy ï˛y!Ó˚̂ ÏáÓ˚ ˛õƒyê˛yl≈!ê˛ xl%§Ó˚î Ü˛ Ï̂Ó˚–

í z̨òy•Ó˚îÈüüüÈ B4:E7 ̂ Ó˚̂ ÏO negative preset Ê˛Ó˚̂ ÏÙê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ¢)lƒ ò¢!ÙÜ˛ fiÌyl §• Ù%oyÓ˚ !Ólƒy Ï̂§Ó˚

ôy˛õà%̂ Ï°y l# Ï̂ã˛ Óƒyáƒy Ü˛Ó˚y •°– Ê˛Ó˚̂ ÏÙê˛ SÈyí ¸̨y GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ lÙ%ly !ã˛e 2.52(a)ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

® Ê˛Ó˚̂ ÏÙ Ï̂ê˛Ó˚ çlƒ ˆÓ˚O!ê˛ !§ Ï̂°Q Ü˛Ó˚ ˆÎÙl ı B4:B7

® !Ó˚Ó Ï̂l l¡∫Ó˚ !ÓÜ˛“ Î%=˛ Home ê˛ƒyÓ !§ Ï̂°Q Ü˛Ó˚ñ

≤Ãò¢≈̂ ÏlÓ˚ çlƒ Format cells í˛yÎ˚y°à Ó Ï̂: å!ã˛e

2.52(b)ä !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ Number ê˛ƒyÓ Ï̂Ü˛ !lÓ≈yã˛l

Ü˛Ó˚–˛

® Category-Ó˚ ï˛y!°Ü˛y ˆ◊!îÓÂô !ÓË˛yàà%ˆÏ°yÓ˚

~ Ï̂: Ï̂° í z̨̨ õ°kô §ÙhflÏ !≤Ã Ï̂§ê˛ Ê˛Ó˚̂ ÏÙê˛à%̂ Ï°y ̂ òáyÎ˚–

Óï≈˛Ùyl !lÓ≈yã˛ˆÏlÓ˚ (Current Selection) §yˆÏÌ

§¡õ!Ü≈̨ ï˛ ~Ü˛!ê˛ lÙ%ly Ó Ï̂:Ó˚ ¢# Ï̂£Ï≈ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

® ≤ÃˆÏÎ˚yçl#Î˚ Category!ê˛ !lÓ≈yã˛l Ü˛Ó˚ ˆÎÙlÈüÈ

Currency– Ó Ï̂:Ó˚ í˛yl!ò Ï̂Ü˛ Ù%oyÓ˚ !Ó!Ë˛ß¨ ≤Ãï˛#Ü˛

ˆòáyˆÏly •ˆÏÎ˚ˆÏSÈ– ~!ê˛ }îydÜ˛ Ùylà%ˆÏ°yÓ˚ ˆÎÙl

!Ó Ï̂Î˚yà !ã˛•´ (–) Óy °y° Ó˚̂ Ï.Ó˚ §ÇáƒyÓ˚ çlƒ !≤Ã Ï̂§ê˛

ˆòáyÎ˚ åÎ!ò xyÙÓ˚y }îydÜ˛ !ã˛•´ Î%Ü ˆí˛ê˛y ≤Ãò¢≈l

Ü˛Ó˚̂ Ïï˛ ly ã˛y•zä–

® ò¢!ÙÜ˛ fiÌylà%̂ Ï°yÓ˚ §Çáƒy ¢)lƒ Ï̂ï˛ å0ä ˛õ!Ó˚Óï≈̨ l

Ü˛Ó˚–
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!ã˛e 2.52åcä !ã˛e 2.52(d)

!ã˛e 2.52 (e)

!ã˛e 2.52 (f)

® ~•z Ê˛Ó˚̂ ÏÙê˛!ê˛ @˝Ã•î Ü˛Ó˚yÓ˚ çlƒ OKˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

® ~•z̨  ˛õò Ï̂«˛˛õ Óy ôy˛õà%̂ Ï°yÓ˚ xyí z̨ê˛˛õ%ê˛ !ã˛e 2.52åcäˆï˛ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

® ~Ü˛•zË˛y Ï̂Ó xyÙÓ˚y Î!ò ò%•z ò¢!ÙÜ˛ fiÌyl Î%=˛ §Çáƒy Î%=˛ percentageÈüÈˆÜ˛ H4:H8 ˆÓ˚̂ ÏOÓ˚ çlƒ

Category !lÓ≈yã˛l Ü˛!Ó˚– !ã˛e 2.52(d) ~•z ˛õ!Ó˚Óï≈̨ l!ê˛Ó˚ ≤ÃË˛yÓ ≤Ãò¢≈l Ü˛Ó˚̂ ÏÓ–

D !Ó Ï̂¢£Ï Ê˛Ó˚̂ ÏÙê˛ !ÓË˛yà ı

!ÓˆÏ¢£Ï !ÓË˛yˆÏàÓ˚ ˆí˛ê˛y å!ÓˆÏ¢£Ï l¡∫Ó˚§Ù)•ä ˆÎÙlÈüÈ ˆÊ˛yl l¡∫Ó˚§Ù)•ñ

!ç˛õ ˆÜ˛yí˛§Ù)• ~ÓÇ §yÙy!çÜ˛ §%Ó˚«˛y l¡∫Ó˚à%̂ Ï°yÓ˚ çlƒ !l!ò≈T˛ í z̨̨ õy Ï̂Î˚

!Ó!Ë˛ß¨ Ê˛Ó˚ˆÏÙê˛ ≤ÃˆÏÎ˚yçl å!ã˛e 2.52(c)ä– Category !ÓÜ˛“ ˆÌˆÏÜ˛

xyÙÓ˚y special !lÓ≈yã˛l Ü˛!Ó˚ ~ÓÇ locale ~Ó˚ xô# Ï̂l !l¡¨Ù%á# Ó:

ˆÌ Ï̂Ü˛ xyÙÓ˚y  !l!ò≈T˛ ˆò Ï̂¢Ó˚ çlƒ í z̨̨ õÎ%=˛ formal special numbers

!lÓ≈yã˛l Ü˛!Ó˚–

ˆ§ Ï̂°Ó˚ Ó˚. ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y ı

® Ê˛Ó˚ˆÏÙˆÏê˛Ó˚ çlƒ ˆÓ˚O!ê˛ åˆÎÙl B4:E7) !§ˆÏ°Q Ü˛Ó˚– !ã˛e
2.52(c)

® !Ó˚Ó Ï̂l l¡∫Ó˚ !ÓÜ˛“§• Home ê˛ƒyÓ!ê˛ !§ Ï̂°Q Ü˛Ó˚ñ Format

cells í˛yÎ˚y°à Ó:!ê˛ ≤Ãò¢≈l Ü˛Ó˚̂ Ïï˛ !ã˛e 2.52(b)ä !Üœ̨ Ü˛ Ü˛Ó˚
~ÓÇ Fill  ê˛ƒyÓ!ê˛ !lÓ≈yã˛l Ü˛Ó˚–

® Fill ê˛ƒyÓ!ê˛ ˆ§ Ï̂°Ó˚ çlƒ Background Ó˚.ñ ˛õƒyê˛y Ï̂l≈Ó˚ Ó˚.
~ÓÇ ˛õƒyê˛y Ï̂l≈Ó˚ fiê˛y•z° !ÓÜ˛“ §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚ åÓy ˆ§° ˆÓ˚O fill
Ü˛Ó˚ˆÏï˛ä–

® Colour Pallets ˆÌ Ï̂Ü˛ ˛õSÈ®§•z ˛õƒyê˛yl≈ fiê˛y•z° ~Ó˚ çlƒ Ó˚.
~ÓÇ ˛õSÈ®§•z ˛õƒyê˛y Ï̂l≈Ó˚ Ó˚. !lÓ≈yã˛l Ü˛Ó˚ å!ã˛e 2.52 (f)ä–

® OKˆï˛ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ !ã˛e 2.52(g)ˆï˛ Ê˛°yÊ˛°!ê˛ ˆòáˆÏï˛
˛õyÓ–
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!ã˛e 2.52(g)

!ã˛e 2.52 (j)

!ã˛e 2.52(h)

!Ó˚Ó Ï̂l xlƒ ~Ü˛!ê˛ §ÇáƒyÓ˚ Ê˛Ó˚̂ ÏÙê˛ ê%̨ °§ Ó˚̂ ÏÎ˚̂ ÏSÈ Îy §Çáƒy!ê˛ Ï̂Ü˛
ly®!lÜ˛ Ë˛y Ï̂Ó Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚̂ Ïï˛  ˆòÎ˚ñ ˆÎÙl ı

Number !ÓË˛yˆÏàñ Comma style ˆÓyï˛yÙ!ê˛ !Üœ˛Ü˛ Ü˛Ó˚– ï˛yÓ˚˛õÓ˚

•yçyÓ˚ xˆÏAÜ˛Ó˚ §Çáƒy Óy ~Ü˛¢ xˆÏAÜ˛Ó˚ §Çáƒyà%ˆÏ°y Ü˛Ùy !ã˛•´§•

≤Ãò!¢≈ï˛ • Ï̂Ó Îy ~!ê˛ ˛õí ¸̨y §•ç Ü˛ Ï̂Ó˚

ˆï˛y Ï̂°– ~ Ï̂:° ~•z §Çáƒyà%̂ Ï°yÓ˚ xy Ï̂Ó˚y

§%!l!ò≈T˛ï˛y ≤Ãòyl Ü˛ Ï̂Ó˚ñ ~çlƒ ~!ê˛ ò%•z

ò¢!ÙÜ˛ fiÌyl Î%=˛ Ùyl §ÇÎ%=˛ Ü˛ Ï̂Ó˚–

!Ó˚Ó Ï̂l Number !ÓË˛y Ï̂àÓ˚ ò¢!ÙÜ˛ Ùylà%̂ Ï°y Ù%̂ ÏSÈ ˆÊ˛°yÓ˚ çlƒñ Decrease

Decimal ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚– ~!ê˛ ~Ü˛!ê˛ ò¢!ÙÜ˛ Ùyl Ù%̂ ÏSÈ ˆòÎ˚– x˛õÓ˚ ò¢!ÙÜ˛

Ùyl Ù%̂ ÏSÈ ̂ Ê˛°yÓ̊ çlƒ Decrease Decimal ̂ Óyï˛y Ï̂Ù xyÓyÓ̊ !Üœ̨ Ü˛ Ü˛Ó̊– ~Ü˛•zË˛y Ï̂Ó

xyÙÓ˚y Increase Decimal ˆÓyï˛yÙ!ê˛ ò%ÓyÓ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

!lçfl∫ Custom format  ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ñ format cell í˛yÎ˚y°à Ó:

ˆÌ Ï̂Ü˛ Custom Category- Ï̂ï˛ å!ã˛e 2.52(g)ä !Üœ̨ Ü˛ Ü˛Ó˚ñ !ÓòƒÙyl

Ê˛Ó˚ˆÏÙê˛à%ˆÏ°yÓ˚ ÙˆÏôƒ ~Ü˛!ê˛ !lÓ≈yã˛l Ü˛Ó˚ ~ÓÇ ï˛yÓ˚˛õˆÏÓ˚ í˛z˛õÎ%=˛

x«˛Ó˚à%̂ Ï°y ̂ Îyà Ü˛ Ï̂Ó˚ Óy xÓy!N˛ï˛ x«˛Ó˚à%̂ Ï°y Óyò !ò Ï̂Î˚ ̃ ï˛!Ó˚ Ü˛Ó˚yÓ˚

çlƒ ~!à Ï̂Î˚ ÎyG–

xyÙÓ˚y ˆÜ˛ylG ˆ§° Óy xçyly GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ Ü˛ Ï̂Î˚Ü˛!ê˛

ˆ§ˆÏ° ÓƒÓ•,ï˛ Ê˛Ó˚ˆÏÙê˛!ê˛ !Ü˛ çylˆÏï˛ ˛õy!Ó˚ ~ÓÇ Format cell

í˛yÎ˚y°à!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ï˛y ˛õ!Ó˚Óï≈̨ lG Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ~•ẑ Ï«˛ Ï̂e

í z̨̨ õÎ%=˛ ˆ§° åà%̂ Ï°yä Óy Ü˛°yÙ åà%!°äÈüÈ~ Ùyí ẑ̨ Ï§Ó˚ í˛yl ˆÓyï˛yÙ!ê˛

!Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ Format cellÈüÈˆÜ˛ !lÓ≈yã˛l Ü˛Ó˚– Category ï˛y!°Ü˛yÓ˚ñ

í˛yl ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ ï˛yÓ˚ ˜Ó!¢T˛ƒ xl%§y Ï̂Ó˚ ~Ü˛!ê˛ Ê˛Ó˚̂ ÏÙê˛ !lÓ≈yã˛l

Ü˛Ó˚ Óy Custom format !§ Ï̂°Q Ü˛Ó˚–

ˆê˛:ê˛ Ê˛Ó˚̂ ÏÙ!ê˛Ç §Ç Ï̂Îyçl ÈüüüÈ  ̂ ê˛:ê˛ Ê˛Ó˚̂ ÏÙ!ê˛Ç!ê˛ ̂ Ó!¢Ó˚Ë˛yà ã)̨ í ¸̨yhs˝ xyí z̨ê˛˛õ%ê˛ í z̨̨ õfiÌy˛õly ~ÓÇ ly®!lÜ˛Ë˛y Ï̂Ó

ï˛Ìƒ ̨õí ¸̨yÓ˚ ̨çlƒ ≤Ã Ï̂Î˚yçl–  ~!ê˛ !Ó!Ë˛ß¨ Ü˛ Ï̂rê˛ ̂ ê˛:ê˛ Óy §ÇáƒyÓ˚ ≤Ãò¢≈l Ü˛Ó˚̂ Ïï˛ ̨õy Ï̂Ó˚ñ ̂ §°à%̂ Ï°yÓ˚ §y!Ó˚ÓÂôÜ˛Ó˚îñ

Ê˛ Ï̂rê˛Ó˚ Ó˚. ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚yñ ˆí˛ê˛y Ï̂Ü˛ xhs˝Ë%≈̨ =˛

Ü˛Ó˚yÓ˚ çlƒ ̂ §° ̂ Ó˚Oà%̂ Ï°y Ùyç≈ Ü˛Ó˚y •zï˛ƒy!ò–

å!ã˛e 2.52 (i ~ÓÇ j)ä Îál xyÙÓ˚y ~Ü˛!ê˛

ˆê˛:ê˛ Ó: insert Óy Î%=˛ Ü˛!Ó˚ñ ï˛ál ~!ê˛

ˆÓ¢ §Ó˚° ˆòáyÎ˚– ˆê˛:ê˛ Ó:à%ˆÏ°yˆÏÜ˛

GÎ˚yÜ≈̨ !¢ Ï̂ê˛ §%®Ó˚Ë˛y Ï̂Ó ò,¢ƒÙyl Ü˛Ó˚y Ï̂lyÓ˚ çlƒ

xyÙÓ˚y Ê˛Ó˚ˆÏÙê˛ Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚ñ !Ó˚Ól ˆÌˆÏÜ˛

!ÓÜ˛“à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ñ insert ˆê˛ Ï̂Ó text

í˛yÎ˚y°à Ó: ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚– xyÙÓ˚y ~•z xAÜ˛l

!ã˛e 2.52 (i)
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!ã˛e 2.52 (k)

!ã˛e 2.52(l)

§Ó˚OyÙà%ˆÏ°yˆÏÜ˛ !ÓˆÏ¢£Ï Ê˛Ó˚ˆÏÙ!ê˛Ç Ü˛Ùy[˛ å!ã˛e 2.52(j)ä §yçyˆÏï˛ ÓƒÓ•yÓ˚ Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚– ~•z ê%˛°§à%ˆÏ°y
xyÙy Ï̂òÓ̊ Ï̂Ü˛ GÎ̊yÜ≈̨ !¢ Ï̂ê˛ ~ÓÇ ã˛y Ï̂ê≈̨  xy°ÇÜ˛y!Ó̊Ü˛ ~ÓÇ ÓƒyáƒyÙ)°Ü˛ í z̨̨ õyòyl Î%=˛ Ü˛Ó̊yÓ̊ xl%Ù!ï˛ ̂ òÎ̊– Illustrations

Tools Óy Text Tools Ü˛#Ë˛y Ï̂Ó ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ñ ã˛° í z̨òy•Ó˚̂ ÏîÓ˚ §y•y Ï̂Îƒ xyÙÓ˚y ~!ê˛ Ó%V˛Ó ˆÎáy Ï̂l
ò%!ê˛ ê%̨ ° Ï̂Ü˛•z ÓƒÓ•yÓ˚ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

• ~Ü˛!ê˛ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ Ê˛^˝ê˛ Óy Ê˛ Ï̂̂ ˝ê˛Ó˚ xyÜ˛yÓ˚ ˛õ!Ó˚Óï≈̨ l å!ã˛e 2.52(j) ~ÓÇ !ã˛e 2.52(j)ä

1. ˆ§°ñ ˆ§°§Ù)̂ Ï•Ó˚ ˆÓ˚Oñ ˆê˛:ê˛ Óy x«˛Ó˚à%̂ Ï°y !lÓ≈yã˛l Ü˛Ó˚ Îy xyÙÓ˚y Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚̂ Ïï˛ ˛ã˛y•z–

2. Home  ê˛ƒy Ï̂Ó font  @˝Ã%̂ Į̈ õ xyÙÓ˚y !l¡¨!°!áï˛ Ü˛yçà%̂ Ï°y Ü˛Ó˚̂ ÏÓy ı

• Ê˛^˝ê˛!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ñ font Ó Ï̂: xyÙÓ˚y ˆÎ Ê˛^˝ê˛!ê˛ ã˛y•z ï˛y Ï̂ï˛ !Üœ̨ Ü˛ –

• Ê˛ Ï̂̂ ˝ê˛Ó˚ xyÜ˛yÓ˚ ˛õ!Ó˚Óï≈̨ l  Ü˛Ó˚̂ Ïï˛ñ xyÙÓ˚y font size Ó Ï̂: ˆÎ
Ê˛ Ï̂̂ ˝ê˛Ó˚ xyÜ˛yÓ˚!ê˛ ã˛y•z ï˛y !Üœ̨ Ü˛ Ü˛Ó˚ñ Óy Increase font size Óy
Decrease font sizeÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚̂ Ïï˛ ÌyÜ˛ Îï˛«˛î ly ̨õÎ≈hs˝ xyÙÓ˚y
font size Ó Ï̂: ≤Ã Ï̂Î˚yl#Î˚ xyÜ˛yÓ˚!ê˛ ˆòá Ï̂ï˛ ˛õy•z–

• ˆ§ Ï̂°Ó˚ Óí≈̨ yÓ˚ ˛õ!Ó˚Óï≈̨ l å!ã˛e 2.52(k)ä

1.  ~Ü˛!ê˛ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ ~Ùl ~Ü˛!ê˛ ˆ§° Óy ˆ§ Ï̂°Ó˚ ˆÓ˚O !lÓ≈yã˛l Ü˛Ó˚ Îy Ï̂ï˛ xyÙÓ˚y ~Ü˛!ê˛ Óí≈̨ yÓ˚ Î%=˛ Ü˛Ó˚̂ Ïï˛
ã˛y•zñ Óí≈̨ yÓ˚ fiê˛y•z°!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ã˛y•z Óy ~áyl ˆÌ Ï̂Ü˛ ˆÜ˛ylG Óí≈̨ yÓ˚ Ù%%̂ ÏSÈ ˆÊ˛° Ï̂ï˛ ã˛y•z–

2. Home ê˛ƒy Ï̂Ó Font  @˝Ã%̂ Į̈ õ xyÙÓ˚y !l¡¨!°!áï˛ Ü˛yçà%̂ Ï°y Ü˛Ó˚̂ ÏÓy ı

• lï%̨ l Óy !Ë˛ß¨ Óí≈̨ yÓ˚ fiê˛y•z° ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ñ BordersÈüÈ~Ó˚ ˛õy Ï̂¢Ó˚ ï˛#Ó˚ !ã˛•´!ê˛ Ï̂ï˛ -ÈüÈÈüÈ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õ Ï̂Ó˚ ~Ü˛!ê˛ Óí≈̨ yÓ˚ fiê˛y•ẑ Ï° !Üœ̨ Ü˛ Ü˛Ó˚–

• ˆ§ Ï̂°Ó˚ Óí≈̨ yÓ˚ Ù%̂ ÏSÈ ˆÊ˛° Ï̂ï˛ Borders ~Ó˚ ˛õy Ï̂¢Ó˚ ï˛#Ó˚ !ã˛•´!ê˛ Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ No Border ~ !Üœ̨ Ü˛
Ü˛Ó˚– Borders  ˆÓyï˛yÙ!ê˛ §Ó≈y!ôÜ˛ §¡±!ï˛ ÓƒÓ•,ï˛ Óí≈̨ yÓ˚ fiê˛y•z°!ê˛ ≤Ãò¢≈l Ü˛ Ï̂Ó˚– ~•z fiê˛y•z°!ê˛ ≤Ã Ï̂Î˚yà
Ü˛Ó˚̂ Ïï˛ xyÙÓ˚y Borders ˆÓyï˛yÙ!ê˛ åï˛#Ó˚ !ã˛•´ Ï̂ï˛  lÎ˚ä !Üœ̨ Ü˛ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

• Ü˛yfiê˛Ù ˆ§° Óí≈̨ yÓ˚ ˜ï˛!Ó˚ Ü˛Ó˚y å!ã˛e 2.52(j) !ã˛e 2.52(i)

xyÙÓ˚y ~Ü˛!ê˛ ˆ§° fiê˛y•z° ˜ï˛!Ó˚ Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚ ÎyˆÏï˛ ~Ü˛!ê˛ Ü˛yfiê˛Ù Óí≈˛yÓ˚ xhs˝Ë%≈˛=˛ ÌyˆÏÜ˛ ~ÓÇ xyÙÓ˚y
!lÓ≈y!ã˛ï˛ ˆ§ Ï̂°Ó˚ ã˛yÓ˚̨ õy Ï̂¢ Ü˛yfiê˛Ù Óí≈̨ yÓ˚ ≤Ãò¢≈l Ü˛Ó˚̂ Ïï˛ ã˛y•ẑ Ï° ˆ§•z ˆ§° fiê˛y•z°!ê˛ ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

1. Home  ê˛ƒy Ï̂ÓÓ˚ñ Styles @˝Ã%̂ Į̈ õ Cell StylesÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

2. New cells styleÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

3. Style name Ó Ï̂: lï%̨ l ˆ§° fiê˛y•ẑ Ï°Ó˚ çlƒ ~Ü˛!íê˛ í z̨̨ õÎ%=˛ Óy
Î Ï̂Ìy˛õÎ%=˛ lyÙ ê˛y•z̨ õ Ü˛Ó˚–

4. Format-~ !Üœ̨ Ü˛ Ü˛Ó˚–

5. Style Ó Ï̂:Ó˚ line- ~Ó˚ xô# Ï̂l Border ê˛ƒy Ï̂Óñ xyÙÓ˚y Óí≈̨ y Ï̂Ó˚Ó˚ çlƒ ̂ Î °y•zl fiê˛y•z°!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛
ã˛y•z ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

6. Colour Ó Ï̂:ñ xyÙÓ˚y ˆÎ Ó˚.!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ã˛y•z ï˛y !lÓ≈yã˛l Ü˛Ó˚–
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!ã˛e 2.52 (m)

7. Border-~Ó˚ xô# Ï̂lñ xyÙÓ˚y ˆÎ Óí≈̨ yÓ˚!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ã˛y•z ï˛y ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ Óí≈̨ yÓ˚ ˆÓyï˛yÙà%̂ Ï°y Ï̂ï˛
!Üœ̨ Ü˛ Ü˛Ó˚–

8. OKÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

9. Style IncludesÈüÈ~Ó˚ xô# Ï̂l style í˛yÎ˚y°à Ó Ï̂:ñ xyÙÓ˚y ˆ§° fiê˛y•ẑ Ï° xhs˝Ë%≈̨ =˛ Ü˛Ó˚̂ Ïï˛ ã˛y•z ly ~Ó)̨̊ õ
ˆÜ˛yl Ê˛Ó˚̂ ÏÙ!ê˛Ç ~Ó˚ ˆã˛Ü˛ Ó:à%̂ Ï°y Ù%̂ ÏSÈ Ï̂Ê˛°–

10. OKÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

11. ˆ§° fiê˛y•z°!ê˛ ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ !l¡¨!°!áï˛ Ü˛yÎ≈à%̂ Ï°y Ü˛Ó˚ ı

12. Ü˛yfiê˛Ù Ï̂§° Óí≈̨ yÓ˚ myÓ˚y xyÙÓ˚y ˆÎ ˆ§°à%̂ Ï°y Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚̂ Ïï˛ ã˛y•z ˆ§à%̂ Ï°y !lÓ≈yã˛l Ü˛Ó˚–

13. Home ê˛ƒy Ï̂Óñ Styles  @˝Ã%̂ Į̈ õ cells stylesÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

14. xyÙÓ˚y ˆÎ ˆ§° fiê˛y•z°!ê˛ ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ ã˛y•z ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

•   Ü˛![˛¢yly° Ê˛Ó˚̂ ÏÙ!ê˛Ç ı

Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛Ç ˆí˛ê˛y §¡õ Ï̂Ü≈̨  §%!l!ò≈T˛ ≤ÃŸ¿à%̂ Ï°yÓ˚ çlƒ xyÙy Ï̂òÓ˚ §•yÎ˚ï˛y Ü˛ Ï̂Ó˚– xyÙÓ˚y ˆÜ˛ylG ˆ§°
ˆÓ˚Oñ ~Ü˛!ê˛ ˆê˛!Ó° Óy Pinot table !Ó˚ˆÏ˛õyˆÏê≈˛ Ü˛![˛¢ly° Ê˛Ó˚ˆÏÙ!ê˛Ç ≤ÃˆÏÎ˚yà Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚– Pivat table

!Ó˚̂ Į̈ õy Ï̂ê≈  Ü˛ál xyÙÓ˚y Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛Ç ÓƒÓ•yÓ˚ Ü˛Ó˚Ó ï˛y Ó%V˛ Ï̂ï˛ • Ï̂Ó Ü˛yÓ˚î ò%!ê˛ xlƒylƒ Ï̂òÓ˚ ï%̨ °lyÎ˚
~Ü˛ê%̨  !Ë˛ß¨ å!ã˛e 2.52(k)ä–

•   Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛ÇÈüÈ~Ó˚ §%!Óôy§Ù)• å!ã˛e 2.52(m)ä ı

 ˆí˛ê˛y !Ó Ï̂Ÿ’£Ïî Ü˛Ó˚̂ Ïï˛ xyÙÓ˚y ≤ÃyÎ˚¢•z !l Ï̂ç Ï̂Ü˛ !Ü˛S%È ≤ÃŸ¿ !çK˛y§y Ü˛!Ó˚ñ ˆÎÙl ı

® !Óàï˛ ˛õÑyã˛ ÓSÈ Ï̂Ó˚ ˆí˛ê˛yÓ˚ §Ç!«˛Æ§y Ï̂Ó˚ Óƒ!ï˛Ü ̨ Ù ˆÜ˛yÌyÎ˚⁄

® àï˛ ò%•z ÓSÈ Ï̂Ó˚ ˆí˛ê˛y Ï̂ï˛ Ü˛# ≤ÃÓîï˛y Ó˚̂ ÏÎ˚̂ ÏSÈ⁄

® ò%•z Ùy Ï̂§ ~•z çyï˛#Î˚ Ê˛°yÊ˛ Ï̂°Ó˚ çlƒ ˆÜ˛ òyÎ˚#⁄

® Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ §yÙ!@˝ÃÜ˛ ÓÎ˚§ Ó^˝ê˛l Ü˛#⁄

® ˆÜ˛yl ˛õîƒ ÓSÈ Ï̂Ó˚Ó˚ ˛õÓ˚ ÓSÈÓ˚ 10% ~Ó˚ ˆÓ!¢ xyÎ˚ Ü˛ Ï̂Ó˚⁄

® ˆ◊!îÜ˛ Ï̂«˛ ˆÙê˛yÎ˚ §Ó≈y!ôÜ˛ §Ê˛° G §Ó≈!l¡¨ §Ü˛° !¢«˛yÌ#≈ ˆÜ˛⁄

Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛Ç xyÜ˛£Ï≈î#Î˚ ˆ§° Óy ˆ§ Ï̂°Ó˚ ˆÓ˚O Ï̂Ü˛ •y•z°y•zê˛ Ü˛ Ï̂Ó˚ñ
xfl∫yË˛y!ÓÜ˛ Ùylà%̂ Ï°y Ï̂Ü˛ ˆçyÓ˚ !ò Ï̂Î˚ ~ÓÇ ˆí˛ê˛y ÓyÓ˚ñ Ü˛y°yÓ˚ ˆflÒ° ~ÓÇ xy•zÜ˛l ˆ§ê˛
ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ˆí˛ê˛y ò,!T˛ Ï̂àyã˛Ó˚ Ü˛ Ï̂Ó˚ ~à%̂ Ï°yÓ˚ ≤Ã Ï̂Ÿ¿Ó˚ í z̨_Ó˚ !ò Ï̂ï˛ §•yÎ˚ï˛y Ü˛ Ï̂Ó˚– ~Ü˛!ê˛
Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛Ç ~Ü˛!ê˛ ¢ï≈̨  åÓy Ùylò[˛äÈüÈ~Ó˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ ~Ü˛!ê˛ ˆ§° ˆÓ˚̂ ÏOÓ˚
ˆã˛•yÓ˚y ˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚– Î!ò ¢ï≈̨ !ê˛ §ï˛ƒ •Î˚ ï˛ Ï̂Ó  ˆ§° ˆÓ˚O!ê˛ ˆ§•z xÓfiÌyÓ˚ í z̨̨ õÓ˚ !Ë˛!ï˛_ Ü˛ Ï̂Ó˚ Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚y
•Î˚ ly–
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

!ã˛e 2.52(n)

!ã˛e 2.52(o)

• Ó˚̂ Ï.Ó˚ ˆflÒ° ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ §ÙhflÏ ˆ§°à%̂ Ï°y Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚–

Ó˚̂ Ï.Ó˚ ˆflÒ°à%̂ Ï°y ò,¢ƒÙylƒï˛y !l Ï̂ò≈¢Ü˛ Îy ˆí˛ê˛y !Óï˛Ó˚î ~ÓÇ ï˛y Ï̂òÓ˚ ≤ÃÜ˛yÓ˚̂ ÏË˛ò Ó%V˛ Ï̂ï˛ ˛xyÙy Ï̂òÓ˚
§•yÎ˚ï˛y Ü˛ Ï̂Ó˚– ~Ü˛!ê˛ Ó˚̂ Ï.Ó˚ ˆflÒ° xyÙy Ï̂òÓ˚ !Ó!Ë˛ß¨ Ó˚̂ Ï.Ó˚ ˆ@˝Ã Ï̂í˛¢l ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ !Ó!Ë˛ß¨ ˆ§ Ï̂°Ó˚ ï%̨ °ly Ü˛Ó˚̂ Ïï˛
§•yÎ˚ï˛y Ü˛ Ï̂Ó˚– Ó˚̂ Ï.Ó˚ ˆ¢í˛!ê˛ í z̨Fã˛ Óy !l¡¨ Ùyl Ï̂Ü˛ í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ~Ü˛!ê˛ í z̨Fã˛Ùy Ï̂lÓ˚ ˆ§°
§Ó%ç Ó˚̂ Ï.Ó˚ ~ÓÇ !l¡¨Ùy Ï̂lÓ˚ ˆ§° °y° Ó˚̂ Ï.Ó˚ • Ï̂Î˚ Ìy Ï̂Ü˛–

Î!ò ˆÓ˚̂ ÏOÓ˚ ~Ü˛ Óy ~Ü˛y!ôÜ˛ ˆ§ Ï̂° ˆÜ˛ylG §)e Ìy Ï̂Ü˛ Îy e%!ê˛ Óy error ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ñ–
Ü˛!Ùí˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛Ç ˛õ%̂ ÏÓ˚y ˆÓ˚̂ ÏO ≤Ã Ï̂Î˚yà Ü˛Ó˚y •Î˚ ly– Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛Ç ˛õ%̂ ÏÓ˚y ˆÓ˚̂ ÏO ≤Ã Ï̂Î˚yà Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ
!Ü˛ly ï˛y !l!Ÿã˛ï˛ Ü˛Ó˚yÓ˚ çlƒñ ˆÜ˛yl Ùyl Óy e%!ê˛Ó˚ Ùyl (error value) !Ó˚ê˛yl≈ ˆÊ˛Ó˚ï˛ ˆòGÎ˚yÓ˚ çlƒ IS Óy
IFERRUR Ê˛yÇ¢yl ÓƒÓ•yÓ˚ Ü˛Ó˚–

1. ~Ü˛!ê˛ ˆÓ˚Oñ ˆê˛!Ó° Óy ˛õy•zÓê˛ ˆê˛!Ó° !Ó˚̂ Į̈ õy Ï̂ê≈̨  ~Ü˛ Óy ~Ü˛y!ôÜ˛ ˆ§° !lÓ≈yã˛l Ü˛Ó˚–

2. Home  ê˛ƒy Ï̂Óñ Styles @˝Ã%̂ Į̈ õ Ü˛![˛¢lyÓ˚ Ê˛Ó˚̂ ÏÙ!ê˛ÇÈüÈ~Ó˚ ˛õy Ï̂¢Ó˚ ï˛#Ó˚ !ã˛ Ï̂•´ !Üœ̨ Ü˛ Ü˛Ó˚
~ÓÇ ï˛yÓ˚̨ õÓ˚ Colour Scales !Üœ̨ Ü˛ Ü˛Ó˚– å!ã˛e 2.52(n)ä–

3. ~Ü˛!ê˛ !mÈüÈÓî≈ ˆflÒ° !lÓ≈yã˛l Ü˛Ó˚–

• ò%!ê˛ Ó Ï̂î≈Ó˚ ˆã˛ Ï̂Î˚ ˆÓ!¢ å!ã˛e 2.52(O)ä ˛

1. ~Ü˛!ê˛ ˆÓ˚Oñ ˆê˛!Ó° Îy ˛õy•zË˛ã˛íê˛ ˆê˛!Ó° !Ó˚̂ Į̈ õy Ï̂ê≈̨  ~Ü˛ Óy ~Ü˛y!ôÜ˛ ˆ§° !lÓ≈yã˛l Ü˛Ó˚–

2. Home ê˛ƒy Ï̂Óñ Styles @˝Ã%̂ Į̈ õ Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛ÇÈüÈ~Ó˚ ˛õy Ï̂¢Ó˚ ï˛#Ó˚ !ã˛ Ï̂•´ !Üœ̨ Ü˛ Ü˛Ó%̊l
~ÓÇ ï˛yÓ̊˛õ Ï̂Ó̊ Manage Rules ~ !Üœ̨ Ü˛ Ü˛Ó̊– conditional Formatting Rules Manager

í˛yÎ˚y°à Ó: ≤Ãò!¢≈ï˛ • Ï̂Ó– !l¡¨!°!áï˛ Ü˛yÎ≈à%̂ Ï°yÓ˚ Ù Ï̂ôƒ ~Ü˛!ê˛ Ü˛Ó˚ ı

• Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛Ç Î%=˛ Ü˛Ó˚̂ Ïï˛ñ New RuleÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚– New Formatting rule í˛yÎ˚y°à Ó: ≤Ãò!¢≈ï˛
• Ï̂Ó–

• Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ !l¡¨!°!áï˛ Ü˛yÎ≈à%̂ Ï°y Ü˛Ó˚ ı
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1. list ÓˆÏ:Ó˚ çlƒ show formatting rules í˛z˛õÎ%=˛ GÎ˚yÜ≈˛!¢ˆÏê˛ñ ˆê˛!Ó° Óy ˛õy•zË˛ê˛ ˆê˛!Ó° !Ó˚ˆÏ˛õyê≈˛!ê˛
!lÓ≈yã˛l Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ !Ü˛ly ï˛y !l!Ÿã˛ï˛ Ü˛Ó˚–

2. !ÓÜ˛“Ë˛y Ï̂Ó Applies to Ó Ï̂: collopse dialogÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ñ ̂ § Ï̂°Ó˚ ̂ Ó˚O!ê˛ ̨ õ!Ó˚Óï≈̨ l Ü˛Ó˚ xfiÌyÎ˚#Ë˛y Ï̂Ó
í˛yÎ˚y°à Ó:!ê˛ xyí˛¸y° Ü˛Ó˚yÓ˚ çlƒ ~ÓÇ ˛õˆÏÓ˚ GÎ˚yÜ≈˛!¢ˆÏê˛ lï%˛l ˆ§ˆÏ°Ó˚ ˆÓ˚O !lÓ≈yã˛l Ü˛Ó˚ˆÏï˛ Expand

DialogÈüÈ!ê˛ !lÓ≈yã˛l Ü˛Ó˚–

3. !lÎ˚Ù Óy ruleÈüÈ!ê˛ !lÓ≈Ûyã˛l Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õ Ï̂Ó˚ Edit rule-~ !Üœ̨ Ü˛ Ü˛Ó˚– Edit Formatting RuleÈüÈí˛yÎ˚y°à
Ó: ≤Ãò!¢≈ï˛ • Ï̂Ó–

4. Select a Rule Type-~Ó˚ xô# Ï̂l Format all cells based on their valuesÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

5. Edit the Rule DescriptionÈüÈ~Ó˚ xô# Ï̂l Format Style  !°fiê˛ Ó Ï̂:G Colour Scale !lÓ≈yã˛l Ü˛Ó˚–

6. ~Ü˛!ê˛ Minimum ~ÓÇ Maximum Type  !lÓ≈yã˛l Ü˛Ó˚yÓ˚ çlƒ l# Ï̂ã˛Ó˚ ˆÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ Ü˛yç Ü˛Ó˚ı

D Format lowest ~ÓÇ highest values-Lowest value ~ÓÇ Highest value !§ Ï̂°Q Óy !lÓ≈yã˛l
Ü˛Ó˚– ~•ẑ Ï«˛ Ï̂eñ xyÙÓ˚y § Ï̂Ó≈yFã˛ Óy §Ó≈!l¡¨ Ùyl ~^˝ê˛yÓ˚ Ü˛Ó˚Ó ly–

§ Format a number, date  Óy  time value number  !§ Ï̂°Q Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ ~Ü˛!ê˛ §Ó≈!l¡¨ ~ÓÇ
§ Ï̂Ó≈yFã˛ Ùyl ~^˝ê˛yÓ˚ Ü˛Ó˚–

§  Format a percentage–percent !§ Ï̂°Q Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ ~Ü˛!ê˛ §Ó≈!l¡¨ ~ÓÇ § Ï̂Ó≈yFã˛ Ùyl ~^˝ê˛yÓ˚
Ü˛Ó˚– ˜Óô Ùyl 0ˆÌˆÏÜ˛ 100 ~Ó˚ ÙˆÏôƒ •Î˚– ¢ï˛yÇ¢ !ã˛•´ ~^˝ê˛yÓ˚ Ü˛Ó˚ˆÏÓ ly– xyÙÓ˚y §ÙhflÏ ÙylˆÏÜ˛
xyl%̨ õy!ï˛Ü˛Ë˛y Ï̂Ó ˆòá Ï̂ï˛ ã˛y•ẑ Ï° ¢ï˛yÇ¢ ÓƒÓ•yÓ˚ Ü˛Ó˚Ó Ü˛yÓ˚î Ùylà%̂ Ï°yÓ˚ Ó^˝ê˛l xyl%̨ õy!ï˛Ü˛ –

§ Format a percentile – percentile !§ Ï̂°Q Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ ~Ü˛!ê˛ §Ó≈!l¡¨ ~ÓÇ § Ï̂Ó≈yFã˛ Ùyl ~^˝ê˛yÓ˚
Ü˛Ó˚– ˜Óô Ùyl 0 Ï̂Ì Ï̂Ü˛ 100 ~Ó˚ Ù Ï̂ôƒ •Î˚– ˛õy Ï̂§^˝ê≈̨ y•z° §yôyÓ˚îï˛ ÓƒÓ•,ï˛ •Î˚ Îál ÈüüüÈ xyÙÓ˚y ~Ü˛!ê˛
ÓˆÏî≈Ó˚ ˆ@˝Ãí˛ xl%˛õyˆÏï˛ í˛zFã˛ ÙyˆÏlÓ˚ ~Ü˛!ê˛ !ÓË˛yà åˆÎÙl 20ï˛Ù ˛õyˆÏ§≈^˝ê˛y•z°ä ˆòáˆÏï˛ ã˛y•z Ü˛yÓ˚î ï˛yÓ˚
ã)̨ í ¸̨yhs˝ Ùylà%̂ Ï°y Ï̂Ü˛ í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚ Îy ˆí˛ê˛yÓ˚ ò,¢ƒï˛y Ï̂Ü˛ !ï˛Î≈Ü˛ Ó˚yá Ï̂ï˛ ˛õy Ï̂Ó˚–

§ Formula result- Ï̂Ü˛ Format Ü˛Ó˚y FormulaˆÏkÜ˛ !§ˆÏ°Q Ü˛Ó˚ ~ÓÇ ï˛yÓ˚˛õÓ˚ ~Ü˛!ê˛ §Ó≈!l¡¨ ~ÓÇ
§ Ï̂Ó≈yFã˛ Ùyl ~rê˛yl Óy ≤Ãòyl Ü˛Ó˚y–

Formula  Óy §)e!ê˛ xÓ¢ƒ ~Ü˛!ê˛ l¡∫Ó˚ñ ï˛y!Ó˚á Óy §ÙÎ˚ Ùyl ≤Ãòyl Ü˛Ó˚̂ ÏÓ– ~Ü˛!ê˛ §Ùyl §Ùyl
(=) !ã˛•´ !ò Ï̂Î˚ §)e!ê˛ ¢%Ó%̊ Ü˛Ó˚– §)e!ê˛ ˆÜ˛yl error value Óy e%!ê˛Ó˚ Ùyl ˆÊ˛Ó˚ï˛ ˆòÎ˚ !Ü˛ly ï˛y !l!Ÿã˛ï˛ Ü˛Ó˚yÓ˚
çlƒ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ §)e!ê˛ ˛õÓ˚#«˛y Ü˛Ó˚y Ë˛y°–

§ ˆ§°à%̂ Ï°y Ï̂ï˛ ˆí˛ê˛yÓ˚ ≤Ãy!hs˝Ü˛#Ü˛Ó˚î (Alignment) ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y å!ã˛e 4.52(p)ä

ˆ§°à%̂ Ï°y Ï̂ï˛ ˆê˛:ê˛ åˆí˛ê˛yäÈüÈ~Ó˚ ≤Ãy!hs˝Ü˛#Ü˛Ó˚î ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚yÓ˚ çlƒ !Ó!Ë˛ß¨ !ÓÜ˛“ Ó˚̂ ÏÎ˚̂ ÏSÈ–

ˆê˛:ê˛ ˆ°ÈüÈxyí z̨ê˛ åText Layout) ı

 í˛z°¡∫ ≤Ãy!hs˝Ü˛#Ü˛Ó˚î (Vertical Alignment) :  ~Ü˛!ê˛ xyÜ,˛!ï˛ˆÏï˛ ˆê˛:ê˛ÈüÈ~Ó˚ í˛z°¡∫ xÓfiÌyl !l!ò≈T˛
Ü˛Ó˚̂ Ïï˛ñ ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ ~Ü˛!ê˛ !ÓÜ˛“ !lÓ≈yã˛l Ü˛Ó˚ åÓy ê%̨ ° Ó: ˆÌ Ï̂Ü˛ä–
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!ã˛e 2528(p)

ˆê˛:ê˛ÈüÈ~Ó˚ !òÜ˛ !l Ï̂ò≈¢ (Text direction) :

ˆÜ˛ylG xyÜ,̨ !ï˛ Ï̂ï˛ ˆê˛:ê˛ÈüÈ~Ó˚ G!Ó˚̂ ÏÎ˚rê˛¢l Óy ˆVÑ̨ yÜ˛ !l!ò≈T˛ Ü˛Ó˚̂ Ïï˛ñ ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ ~Ü˛!ê˛ !ÓÜ˛“
!lÓ≈yã˛l Ü˛Ó˚–

2. Autofit

Ï̂ê˛:ê˛ÈüÈ~Ó˚ §y Ï̂Ì Ùylyl§•z xyÜ,̨ !ï˛ ≤Ã›ï˛ ı xyÜ,̨ !ï˛!ê˛Ó˚ xyÜ˛yÓ˚ í z̨°¡∫Ë˛y Ï̂Ó Óyí ¸̨y Ï̂ï˛ ~•z ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚
Îy Ï̂ï˛ ~Ó˚ Ù Ï̂ôƒ ˆê˛:ê˛!ê˛ !Ê˛ê˛ •Î˚–

3. xË˛ƒhs˝Ó˚#î Ùy!ç≈l (Internat margin) :  xË˛ƒhs˝Ó˚#î Ùy!ç≈l!ê˛ •° ˆÜ˛ylG ˆê˛:ê˛ ~ÓÇ ~Ü˛!ê˛ ã˛yê≈̨
í z̨̨ õyòy Ï̂lÓ˚ Óy•ẑ ÏÓ˚Ó˚ Óí ≈̨y Ï̂Ó˚Ó˚ Ù Ï̂ôƒÜ˛yÓ˚ ò)Ó˚c– !l¡¨!°!áï˛ !ÓÜ˛“à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ xyÙÓ˚y ~•z çyÎ˚àyÎ˚ ̨ õ!Ó˚Ùyî
Óyí ¸̨y Ï̂ï˛ Óy •…y§ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

ÓyÙ (Left) : !lÓ≈y!ã˛ï˛ ã˛yê≈˛ í˛z˛õyòyl ~ÓÇ ˆê˛:ˆÏê˛Ó˚ ÓyÙ §#ÙylyÓ˚ ÙˆÏôƒ ò)Ó˚c !l!ò≈T˛ Ü˛Ó˚ˆÏï˛ñ ÓyÙ ÓˆÏ:
≤Ã Ï̂Î˚yçl Ùï˛ Ùy!ç≈l l¡∫Ó˚!ê˛ ≤Ã Ï̂Ó¢ Ü˛Ó˚–

í˛yl (Right) ı !lÓ≈y!ã˛ï˛ ã˛yê≈̨  í z̨̨ õyòyl ~ÓÇ ˆê˛: Ï̂ê˛Ó˚ í˛yl §#ÙylyÓ˚ Ù Ï̂ôƒ ò)Ó˚c !l!ò≈T˛ Ü˛Ó˚̂ Ïï˛ñ í˛yl Ó Ï̂:
≤Ã Ï̂Î˚yçl  Ùï˛ Ùy!ç≈l l¡∫Ó˚!ê˛ ≤Ã Ï̂Ó¢ Óy ~^˝ê˛yÓ˚ Ü˛Ó˚–

¢#£Ï≈ (Top) : !lÓ≈y!ã˛ï˛ ã˛yê≈˛ í˛z˛õyòyl ~ÓÇ ˆê˛:ˆÏê˛Ó˚ ¢#£Ï≈ §#ÙylyÓ˚ ÙˆÏôƒ ò)Ó˚c !l!ò≈T˛ Ü˛Ó˚ˆÏï˛ñ ¢#£Ï≈ ÓˆÏ:
≤Ã Ï̂Î˚yçl Ùï˛ Ùy!ç≈l l¡∫Ó˚!ê˛ ~^˝ê˛yÓ˚ Ü˛Ó˚–

l# Ï̂ã˛ (Bottom) : !lÓ≈y!ã˛ï˛ ã˛yê≈̨  í z̨̨ õyòyl ~ÓÇ ˆê˛: Ï̂ê˛Ó˚ l# Ï̂ã˛Ó˚ §#ÙylyÓ˚ ˛ÙôƒÓï˛#≈ ò)Ó˚c !l!ò≈T˛ Ü˛Ó˚̂ Ïï˛ñ l# Ï̂ã˛Ó˚
Ó Ï̂: ≤Ã Ï̂Î˚yçl Ùï˛ Ùy!ç≈l l¡∫Ó˚!ê˛ ~^˝ê˛yÓ˚ Ü˛Ó˚–

Ü˛°yÙ§Ù)• (Columns) : ã˛yê≈̨  í z̨̨ õyòyl!ê˛ Ï̂ï˛ ˆê˛: Ï̂ê˛Ó˚ Ü˛°yÙà%̂ Ï°yÓ˚ §Çáƒy ~ÓÇ Ü˛°yÙà%̂ Ï°yÓ˚ Ù Ï̂ôƒ ÓƒÓôy Ï̂lÓ˚
çlƒñ ~•z ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚– ~Ó˚ çlƒ Ü˛Ùy[˛à%̂ Ï°y •°ÈüüüÈ

ÞÞÞÞÞ ˆÓ˚O!ê˛ !lÓ≈yã˛l Ü˛Ó˚–

ÞÞÞÞÞ Alignment !ÓÜ˛“à%̂ Ï°yÓ˚ çlƒ Home ê˛ƒyÓ !Üœ̨ Ü˛ Ü˛Ó˚ Îy í˛yÎ˚y°à
Ó:!ê˛ ≤Ãò¢≈l Ü˛ Ï̂Ó˚ ~ÓÇ alignment ê˛ƒyÓ!ê˛ !lÓ≈yã˛l Óy !§ Ï̂°Q Ü˛Ó˚ å!ã˛e
2.38(n)(1)ä–

ÞÞÞÞÞ ≤Ã Ï̂Î˚yçl#Î˚ alignment !•§y Ï̂Ó horizontal ~ÓÇ vertical !lÓ≈yã˛l
Ü˛Ó˚–

ÞÞÞÞÞ ˆê˛:ê˛ˆÏÜ˛ ˆÜ˛Ô!îÜ˛Ë˛yˆÏÓ ≤Ãò¢≈l Ü˛Ó˚ˆÏï˛ Óy ˆ§ˆÏ°Ó˚ ÙˆÏôƒ ˆê˛:ê˛ˆÏÜ˛
!lÎ˚!sfï˛ Ó˚yá Ï̂ï˛ Óy ̂ § Ï̂°Ó˚ Ù Ï̂ôƒ ̂ ê˛:ê˛ Ï̂Ü˛ SÈ!í ¸̨̂ ÏÎ˚ Ó˚yá Ï̂ï˛ xlƒylƒ !ÓÜ˛“G
Ó̊ Ï̂Î̊ Ï̂SÈ–

ÞÞÞÞÞ OKÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

• !Ü˛S%È ˆ§ Ï̂°Ó˚ ˆÓ˚O Ï̂Ü˛ Ùyç≈ Ü˛Ó˚y (Merging a range of cells) :

Ùyç≈ •GÎ˚y ˆ§°à%̂ Ï°y Ù)°ï˛ ~Ü˛!ê˛ ~Ü˛Ü˛ ˆ§° Îy ò%!ê˛ Óy ï˛yÓ˚̂ ÏÓ!¢ !lÓ≈y!ã˛ï˛ ˆ§ Ï̂°Ó˚ §Ùß∫̂ ÏÎ˚
˜ï˛!Ó˚ Ü˛Ó˚y •Î˚– Ùyç≈ •GÎ˚y ˆ§ Ï̂°Ó˚ çlƒ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™!ê˛ • Ï̂Ó Ù)° !lÓ≈y!ã˛ï˛  ˆÓ˚̂ ÏOÓ˚ í z̨̨ õ Ï̂Ó˚Ó˚ ÓyÙ ˆ§°!ê˛Ó˚
ˆÓ˚Ê˛y Ï̂Ó˚™– Îál ò%!ê˛ Óy ï˛ Ï̂ï˛y!ôÜ˛ §Ç°@¿ xl%Ë)̨ !ÙÜ˛ Óy í z̨°¡∫ ˆ§°à%̂ Ï°y Ùyç≈ Ü˛Ó˚y •Î˚ ï˛ál ˆ§°à%̂ Ï°y ~Ü˛!ê˛
Ó,•Ú ˆ§ Ï̂° ˛õ!Ó˚îï˛ •Î˚ ~ÓÇ ï˛y ~Ü˛y!ôÜ˛ Ü˛°yÙ Óy ˆÓ˚y ç%̂ Ïí ¸̨ ≤Ãò!¢≈ï˛ •Î˚– ~Ü˛!ê˛ ˆ§ Ï̂°Ó˚ í z̨̨ õyòylà%̂ Ï°y Ùyç≈
•GÎ˚y ˆ§ Ï̂°Ó˚ ˆÜ˛ Ï̂w í z̨̨ õ!fiÌï˛ •Î˚–
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!ã˛e 2.52(r)

!ã˛e 252(q)

1. xyÙÓ˚y Ùyç≈ Ü˛Ó˚̂ Ïï˛ ã˛y•z ~Ó)̨̊ õ ò%•z Óy ï˛yÓ˚ ˆÓ!¢ §Ç°@¿ ˆ§° !lÓ≈yã˛l Ü˛Ó˚–

2. Home ê˛ƒyÓ!ê˛ Ï̂ï˛ Alignment  @˝Ã%̂ Į̈ õ Merge and Centre ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚–

3. ˆ§°à%̂ Ï°y ~Ü˛!ê˛ ˆÓ˚y Óy Ü˛°y Ï̂Ù Ùyç≈ Ü˛Ó˚y • Ï̂Ó ~ÓÇ ˆ§ Ï̂°Ó˚ í z̨̨ õyòyl Óy ï˛Ìƒà%̂ Ï°y Ùyç≈ •GÎ˚y ˆ§ Ï̂°Ó˚
ˆÜ˛ Ï̂w xÓfiÌyl Ü˛Ó˚̂ ÏÓ– ÙôƒË˛y Ï̂à ̂ Ü˛w#Ë)̨ ï˛ Óy Centering ly Ü˛ Ï̂Ó˚•z ̂ §°à%̂ Ï°y Ï̂Ü˛ Ùyç≈ Ü˛Ó˚̂ Ïï˛ñ Merge and

Centre ~Ó˚ ˛õy Ï̂¢Ó˚ ï˛#Ó˚ !ã˛•´!ê˛ Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Merge Across Óy Merge CellsÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–
Ùyç≈ ˆ§°à%̂ Ï°yÓ˚ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ !l¡¨ §!Ü ̨ Î˚ ˆ§ Ï̂°Ó˚ !ë˛Ü˛yly åcell address) • Ï̂Ó–

4. Ùyç≈ •GÎ˚y ˆ§ˆÏ° ˆê˛:ê˛ÈüÈ~Ó˚ alignment ˛õ!Ó˚Óï≈˛l Ü˛Ó˚ˆÏï˛ñ ˆ§°!ê˛ !lÓ≈yã˛l Ü˛Ó˚ñ
Home  ê˛ƒy Ï̂Ó Aligment @˝Ã%̂ Į̈ õÓ˚ ˆÎ ˆÜ˛ylG alignment ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚–

• Ùyç≈ •GÎ˚y ˆ§° Ï̂Ü˛ !ÓË˛=˛ Ü˛Ó˚y å!ã˛e 2.52(q)ä

1. Ùyç≈ •GÎ˚y ˆ§° !lÓ≈yã˛l Ü˛Ó˚–

2. Îál xyÙÓ˚y Ùyç≈ Ü˛Ó˚y ˆ§° !lÓ≈yã˛l Ü˛!Ó˚ ï˛ál Home ê˛ƒy Ï̂Ó Alignment @˝Ã%̂ Į̈ õ !lÓ≈yã˛l Ü˛Ó˚̂ Ï° Merge

and Centre   ˆÓyï˛yÙ!ê˛G ≤Ãò!¢≈ï˛ •Î˚–

3. Ùyç≈Ü,̨ ï˛ ˆ§° Ï̂Ü˛ !ÓË˛=˛ Ü˛Ó˚̂ Ïï˛ñ  Merge and CentreÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚– Ùyç≈ ˆ§ Ï̂°Ó˚ í z̨̨ õyòyl Óy ï˛Ìƒà%̂ Ï°y
!ÓË˛=˛ ˆ§ Ï̂°Ó˚ ˆÓ˚̂ ÏOÓ˚ í z̨̨ õ Ï̂Ó˚Ó˚ ÓyÙ ˆ§ Ï̂° ≤Ãò!¢≈ï˛ • Ï̂Ó–

• ˆê˛!Ó° Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚y (Formatting a Table) : ~áy Ï̂l ˛õ)Ó≈!lô≈y!Ó˚ï˛ ˆê˛!Ó° fiê˛y•z° åÓy quick styles)

Ó˚ˆÏÎ˚ˆÏSÈ Îy xyÙÓ˚y o%ï˛ ˆÜ˛ylG ˆê˛!Ó°ˆÏÜ˛ Ê˛Ó˚ˆÏÙê˛ Ü˛Ó˚ˆÏï˛ ÓƒÓ•yÓ˚ Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚– Î!ò ˛õ)Ó≈!lô≈y!Ó˚ï˛ ˆê˛!Ó°
fiê˛y•z°à%̂ Ï°y xyÙy Ï̂òÓ˚ ≤Ã Ï̂Î˚yçlà%̂ Ï°y ˛õ)Ó˚î ly Ü˛ Ï̂Ó˚ñ ï˛ Ï̂Ó xyÙy Ï̂òÓ˚ ~Ü˛!ê˛ Ü˛yfiê˛Ù ˆê˛!Ó° fiê˛y•z° ˜ï˛!Ó˚ G
≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

Table elementÈüÈ~Ó˚ Quick Styles !ÓÜ˛“à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ˆê˛!Ó° Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ ˆÎÙlÈüÈ header

and total rows, first and last columns  ~ÓÇ banded rows and columns.

• ~Ü˛!ê˛ ˆê˛!Ó° ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ çlƒ ˆê˛!Ó° fiê˛y•z° ã˛Î˚l Ü˛Ó˚y å!ã˛e 2.52(r)ä

1. GÎ˚yÜ≈̨ !¢ Ï̂ê˛ñ !Ü˛S%È ˆ§ Ï̂°Ó˚ ˆÓ˚O !lÓ≈yã˛l Ü˛Ó˚ Îy xyÙÓ˚y o%ï˛ ~Ü˛!ê˛ ˆê˛!Ó Ï̂°Ó˚ Ùï˛ Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚̂ Ïï˛ ã˛y•z–
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!ã˛e 2.53(a)

2. Home ê˛ƒy Ï̂Óñ styles @˝Ã%̂ Į̈ õÓ˚ Format as TableÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

3. Light, Medium  Óy  DarkÈüÈ~Ó˚ Ù Ï̂ôƒ xyÙÓ˚y ˆÎ ˆê˛!Ó° fiê˛y•z°!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ã˛y•z ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

~Ü˛!ê˛ !ÓòƒÙyl ˆê˛!Ó Ï̂° ~Ü˛!ê˛ ˆê˛!Ó° fiê˛y•z° ≤Ã Ï̂Î˚yà

1. GÎ˚yÜ≈̨ !¢ Ï̂ê˛ñ ~Ü˛!ê˛ ˆê˛!Ó° !lÓ≈yã˛l Ü˛Ó˚ Îy Ï̂ï˛ xyÙÓ˚y ~Ü˛!ê˛ ˆê˛!Ó° fiê˛y•z° ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ ã˛y•z–

2. Design ê˛ƒy Ï̂ÓÓ˚ Table Styles  @˝Ã%̂ Į̈ õ !l¡¨!°!áï˛ ˆÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ Ü˛yç Ü˛Ó˚ ı

• !l¡¨Ù%á# ï˛y!°Ü˛y Óy í»˛˛õxyí˛zê˛ ˆÙl% ˆÌˆÏÜ˛ more ˆÓyï˛yˆÏÙ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚˛õÓ˚ xyÙÓ˚y ˆÎ ˆê˛!Ó°
fiê˛y•z°!ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ã˛y•z (Light, Medium Óy  Darkä ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

•  ˆfl±í˛!¢ Ï̂ê˛ Óï≈̨ Ùyl ï˛y!Ó˚á Î%=˛ Ü˛Ó˚̂ Ïï˛ Now  Ê˛yÇ¢yl ÓƒÓ•yÓ˚ Ü˛Ó˚y ı

NOW() Ê˛yÇ¢l!ê˛ Óï≈̨ Ùyl ï˛y!Ó˚á ~ÓÇ §ÙÎ˚!ê˛Ó˚ Ü ̨ !ÙÜ˛ l¡∫Ó˚ ≤Ãòyl Ü˛ Ï̂Ó˚– Ê˛yÇ¢yl!ê˛ ≤Ã Ï̂Ó Ï̂¢Ó˚ ˛õ)̂ ÏÓ≈ Î!ò
ˆ§° Ê˛Ó˚̂ ÏÙê˛!ê˛ General  • Ï̂Î˚ Ìy Ï̂Ü˛– ï˛ Ï̂Ó Ê˛°yÊ˛°!ê˛ ï˛y!Ó˚á !•§y Ï̂Ó !Ólƒy§ Ü˛Ó˚y • Ï̂Ó–

~ Ï̂:° Ü ̨ Ùyß∫̂ ÏÎ˚ Ü ̨ !ÙÜ˛ §Çáƒy !•§y Ï̂Ó ï˛y!Ó˚áà%̂ Ï°y §M˛Î˚ Ü˛ Ï̂Ó˚ Îy Ï̂ï˛ ~à%̂ Ï°y àîlyÎ˚ ÓƒÓ•,ï˛ • Ï̂ï˛
˛õy Ï̂Ó˚– !í˛Ê˛Œê˛Ó)̊̂ Į̈ õ 1 çyl%Î˚y!Ó˚ 1900 •° Ü ̨ !ÙÜ˛ §Çáƒy 1 ~ÓÇ 1 çyl%Î˚y!Ó˚ñ 2008 ~Ó˚ Ü ̨ !ÙÜ˛ §Çáƒy 39448

Ü˛yÓ˚î ~!ê˛ 1 çyl%Î˚y!Ó˚̨  1900 ~Ó˚ 39,448 !òl ˛õ Ï̂Ó˚– Ü ̨ !ÙÜ˛ §ÇáƒyÓ˚ ò¢!ÙÜ˛ !Ó®%Ó˚ í˛yl!ò Ï̂Ü˛Ó˚ §Çáƒyà%̂ Ï°y
§ÙÎ˚̂ ÏÜ˛ ˛≤Ã!ï˛!l!ôc Ü˛ Ï̂Ó˚ñ ÓyÙ !ò Ï̂Ü˛Ó˚ §Çáƒyà%̂ Ï°y ï˛y!Ó˚á Ï̂Ü˛ ≤Ã!ï˛!l!ôc Ü˛ Ï̂Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Ü ̨ !ÙÜ˛ §Çáƒy
0.5 ò%̨ õ%Ó˚ 12:00 ê˛y §ÙÎ˚̂ ÏÜ˛ í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚–

• ~ Ï̂:° ̂ fl±í˛!¢ Ï̂ê˛ Headers and Footers §ÇÎ%!=˛Ü˛Ó˚î ı ̂ fl±í˛!¢ Ï̂ê˛ñ headers ~ÓÇ footers

•° ˆê˛:ê˛ÈüÈ~Ó˚ !Ü˛S%È °y•zl Îy ˆfl±í˛!¢ Ï̂ê˛Ó˚ ≤Ã Ï̂ï˛ƒÜ˛!ê˛ ˛õ,¤˛yÓ˚ ˛í z̨̨ õ Ï̂Ó˚ (header) ~ÓÇ
l# Ï̂ã˛ (footer) !≤Ã ˝̂ê˛ Óy Ù%!oï˛ •Î˚– ~à%̂ Ï°y Óî≈lyÙ)°Ü˛ ̂ ê˛:ê˛ ̂ ÎÙl ï˛y!Ó˚áñ !¢ Ï̂Ó˚ylyÙ
~ÓÇ‡Óy ˛õ,¤˛yÓ˚ l¡∫Ó˚ • Ï̂ï˛ ˛õy Ï̂Ó˚ ~ÓÇ Ù%!oï˛ ˆfl±í˛!¢ Ï̂ê˛ ï˛Ìƒ Î%=˛ Ü˛Ó˚̂ Ïï˛ ÓƒÓ•,ï˛
• Ï̂Î˚ Ìy Ï̂Ü˛–

headers  ~ÓÇ  footers !ÓÜ˛“!ê˛ page layout view å!ã˛e 2.53(a)ä
í z̨̨ õ°kô Ìy Ï̂Ü˛– xlƒylƒ !¢ Ï̂ê˛ ôÓ˚̂ ÏlÓ˚ çlƒñ ˆÎÙl ã˛yê≈̨ !¢ê˛§Ù)• Óy ~Ù Ï̂Ó Ï̂í˛í˛ !¢ Ï̂ê˛
xyÙÓ˚y  page setup  í˛yÎ˚y°à Ó Ï̂: header ~ÓÇ footers !l Ï̂Î˚ Ü˛yç Ü˛Ó˚̂ Ïï˛ ̨ õy!Ó˚–

Page layour viewÈüÈˆï˛ GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ Ù Ï̂ôƒ header Óy  footer sˆê˛:ê˛ Î%=˛
Ü˛Ó˚̂ Ïï˛ Óy ˛õ!Ó˚Óï ≈̨l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

1. ˆÎ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ xyÙÓ˚y headers  Óy footers Î%=˛‡˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ã˛y•z !Üœ̨ Ü˛
Ü˛Ó˚–

2. Text @˝Ã%̂ Į̈ õÓ˚ Insert ê˛ƒy Ï̂Ó Header and Footer å!ã˛e 2.53(b)ˆòáäÈüÈ~ !Üœ̨ Ü˛
Ü˛Ó˚ Óy l# Ï̂ã˛Ó˚ ˆÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ Ü˛Ó˚ ı

• header  Óy  footer Î%=˛ Ü˛Ó˚yÓ˚ çlƒñ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ ˛õ,¤˛yÓ˚ í z̨̨ õ Ï̂Ó˚ Óy l# Ï̂ã˛ ÓyÙñ Ùôƒ Óy í˛yl header

Óy  footer  ˆê˛:ê˛ Ó Ï̂: !Üœ̨ Ü˛ Ü˛Ó˚–
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!ã˛e 2.54

!ã˛e 2.53(b)

• header  Óy  footer ˛õ!Ó˚Óï ≈̨l Ü˛Ó˚yÓ˚ çlƒ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ ˛õ,¤˛yÓ˚ í z̨̨ õ Ï̂Ó˚
Óy l# Ï̂ã˛  header  Óy  footer ˆê˛:ê˛ Ó Ï̂: !Üœ̨ Ü˛ Ü˛Ó˚ñ ÎyÓ˚ Ù Ï̂ôƒ header

Óy  footer  ˆê˛:ê˛ xy Ï̂SÈ ~ÓÇ ï˛yÓ˚̨ õÓ˚ xyÙÓ˚y ˆÎ ˆê˛:ê˛!ê˛ ˛õ!Ó˚Óï≈̨ l
Ü˛Ó˚̂ Ïï˛ ã˛y•z ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

3. xyÙÓ˚y ˆÎ ˆê˛:ê˛!ê˛ ã˛y•z ï˛y ê˛y•z̨ õ Ü˛Ó˚–

• Format Painter ~Ó˚ ÓƒÓ•yÓ˚ /

ˆfl±í˛!¢ˆÏê˛Ó˚ xlƒ ~Ü˛!ê˛ xÇˆÏ¢ ~Ü˛!ê˛ ˆ§° Óy !Ü˛S%È ˆ§ˆÏ°Ó˚ @˝Ã%˛õ ˆÌˆÏÜ˛ o%ï˛ Ê˛Ó˚ˆÏÙ!ê˛Ç Ü˛!˛õ
Ü˛Ó˚̂ Ïï˛ format painter ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚– ~•z ˜Ó!¢T˛ƒ!ê˛ ˆfl±í˛!¢ Ï̂ê˛ ≤Ã§y!Ó˚ï˛ Ü˛Ó˚yÓ˚ §ÙÎ˚ á%Ó•z ≤Ã Ï̂Î˚yçl#Î˚
~ÓÇ xyÙy Ï̂òÓ˚ lï%̨ l §Ç Ï̂Îy!çï˛ ˆ§°à%̂ Ï°y Ù)° ˆ§°à%̂ Ï°yÓ˚ §y Ï̂Ì !Ù° Ü˛Ó˚̂ Ïï˛ ~•z Ê˛Ó˚̂ ÏÙê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ •Î˚–

• Auto Format  !ÓÜ˛ˆÏ“Ó˚ ÓƒÓ•yÓ˚ / ˆfl±í˛!¢ Ï̂ê˛ o%ï˛ x Ï̂lÜ˛ §ÇáƒÜ˛ Ê˛Ó˚̂ ÏÙ!ê˛Ç ˜Ó!¢T˛ƒ ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛
17!ê˛ í z̨̨ õ°kô Auto Format fiê˛y•z° ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚ å~ Ï̂:° 2007ÈüÈ~ä– ~•z fiê˛y•z°à%̂ Ï°y Ó•% §ÇáƒÜ˛
Ê˛Ó˚̂ ÏÙ!ê˛Ç !ÓÜ˛“à%̂ Ï°yÓ˚ §Ùß∫Î˚ Ü˛ Ï̂Ó˚ Îy ï˛yÍ«˛!îÜ˛Ë˛y Ï̂Ó xyÙy Ï̂òÓ˚ ˆfl±í˛!¢ê˛ Ï̂Ü˛ ˆ˛õ¢yòyÓ˚ Óy ≤Ã Ï̂Ê˛¢ly° Ó)̨̊ õ
ˆòÎ̊–

2.4 xyí z̨ê˛˛õ%ê˛ ≤Ã!ï˛ Ï̂Óòl§Ù)• (Output Reports) :

xyÙÓ˚y ˛õ%̂ ÏÓ˚y Óy xyÇ!¢Ü˛ GÎ˚yÜ ≈̨!¢ê˛ ~ÓÇ GÎ˚yÜ≈̨ Ó%Ü˛à%̂ Ï°y ~Ü˛Óy Ï̂Ó˚ Óy ˆË˛ Ï̂Aà ˆË˛ Ï̂Aà ~Ü˛§y Ï̂Ì
Ù%ol Ü˛Ó˚̂ Ïï˛ ̨õy!Ó˚– ~Ù ~§ ~ Ï̂:° ̂ Ü˛Ó° ~ Ï̂:° ̂ ê˛!Ó° Ù%oî Ü˛ Ï̂Ó˚ Óy ~!ê˛ §Ó˚Ó•yÓ˚G
Ü˛ Ï̂Ó˚ ı

a) xyÇ!¢Ü˛ Óy §¡õ)î≈ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ xÌÓy GÎ˚yÜ≈̨ Ó%Ü˛ Ù%ol Ü˛ Ï̂Ó˚–

b) ~Ü˛§y Ï̂Ì x Ï̂lÜ˛ §ÇáƒÜ˛ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ Ù%oî Ü˛ Ï̂Ó˚–

c) ~Ü˛§y Ï̂Ì x Ï̂lÜ˛ §ÇáƒÜ˛ GÎ˚yÜ≈̨ Ó%Ü˛ Ù%oî Ü˛ Ï̂Ó˚–

d) ~Ü˛!ê˛ ~ Ï̂:° ˆê˛!Ó° Ù%oî Ü˛ Ï̂Ó˚–

e) Ê˛y•ẑ Ï°Ó˚ GÎ˚yÜ≈̨ Ó%Ü˛ Ù%ol Ü˛ Ï̂Ó˚–

f) @˝Ãy!Ê˛Ü˛ ã˛yê≈̨ §Ù)• ~ÓÇ ˛õy•zË˛ê˛ ˆê˛!Ó°§Ù)• Ù%ol Ü˛ Ï̂Ó˚–

xyÙÓ˚y !≤Ã^˝ê˛y Ï̂Ó˚Ó˚ ̨õ!Ó˚Ó Ï̂ï≈̨  ̂ Ü˛yl Ê˛y•ẑ Ï°Ó˚ ~Ü˛!ê˛ GÎ˚yÜ≈̨ Ó%Ü˛ Ù%oî Ü˛Ó˚̂ Ïï˛
˛õy!Ó˚– Îál xyÙyˆÏòÓ˚ ~Ü˛ ôÓ˚ˆÏlÓ˚ !≤Ã^˝ê˛yˆÏÓ˚Ó˚ ˛õ!Ó˚ÓˆÏï≈˛ xlƒ ôÓ˚ˆÏlÓ˚ !≤Ã^˝ê˛yˆÏÓ˚Ó˚
GÎ˚yÜ≈̨ Ó%Ü˛!ê˛ Ù%oî Ü˛Ó˚y ≤Ã Ï̂Î˚yçl •Î˚ ï˛ál ~!ê˛ á%Ó•z Ü˛yÎ≈Ü˛Ó˚– Print !ÓÜ˛“!ê˛ Ù%o Ï̂lÓ˚
˛õ)̂ ÏÓ≈ o%ï˛ Ù%ol Ü˛Ó˚̂ Ïï˛ Óy Preview Óy Ù%o Ï̂lÓ˚ ˛!ÓÓ)̨̊ õ ˆòá Ï̂ï˛ Microsoft Office

ButtonÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ñ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Quict Print  Óy Print Preview å!ã˛e 2.54äÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–  GÎ˚yÜ≈̨ !¢ê˛
Óy ˆê˛!Ó° Ù%oî Ü˛Ó˚̂ Ïï˛ Ù%o Ï̂îÓ˚ çlƒ ≤ÃyÌ!ÙÜ˛ ≤Ã›!ï˛ ≤Ã Ï̂Î˚yçl ~ÓÇ ï˛y l# Ï̂ã˛ Óî≈ly Ü˛Ó˚y •° ı

2.4.1 Ù%oî ˆ«˛e Óy Print Area  !lÓ≈yã˛l

!í˛Ê˛Œê˛Ó)̊̂ Į̈ õñ ~ Ï̂:° Óï≈̨ Ùyl GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ §ÙhflÏ ˆí˛ê˛y Ù%ol Ü˛ Ï̂Ó˚ ï˛ Ï̂Ó !l!ò≈T˛ ~ÓÇ Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚y
Ù%o Ï̂îÓ˚ çlƒ xyÙy Ï̂òÓ˚ page setup í˛yÎ˚y°à Ó: ˆÌ Ï̂Ü˛ Ù%ol ˆ«˛e Óy print area  !lÓ≈yã˛l Ü˛Ó˚̂ Ïï˛ • Ï̂Ó Óy
!Ó˚Ól å!ã˛e 2.55ä ˆÌ Ï̂Ü˛ page layout  !ÓÜ˛ Ï̂“ print area Ü˛Ùy[˛ !lÓ≈yã˛l Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–
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• í˛yÎ˚y°à Ó: !ÓÜ˛ Ï̂“Ó˚ Ùyôƒ Ï̂Ù Ù%oî Ï̂«˛e !lÓ≈yã˛l

1. !Ó˚Ó Ï̂l pate layout commond ê˛ƒyÓ !lÓ≈yã˛l Ü˛Ó˚–

2. Page Setup @˝Ã%̂ Į̈ õ  Page SetupÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚– Page Setup

í˛yÎ˚y°à Ó: á%̂ Ï° Ìy Ï̂Ü˛–

3. Sheet ê˛ƒyÓ!ê˛ !§ Ï̂°Q Óy !lÓ≈yã˛l Ü˛Ó˚–

4. Print Area ˆê˛:ê˛ Ó Ï̂: ï%̨ !Ù ˆÎ ˆ§ Ï̂°Ó ˆÓ˚O Ù%oî Ü˛Ó˚̂ Ïï˛ ã˛yG
ï˛y ê˛y•z̨ õ Ü˛Ó˚ Óy ˆ«˛e!ê˛ !lÓ≈yã˛l Ü˛Ó˚yÓ˚ çlƒÈüÈ

a) Collapse DialogÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

b) ˛õSÈ®Ùï˛ ˆ§ Ï̂°Ó˚ ˆÓ˚O !lÓ≈yã˛l Ü˛Ó˚–

c) Resotre DialogÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

5. Okˆï˛ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ ~•zË˛yˆÏÓ Ù%oî ˆ«˛e Óy Print Area

!lÓ≈yã˛l •Î˚–

• Print area !ÓÜ˛ˆÏ“Ó˚ Print area Óy Ù%oî ˆ«˛e !lÓ≈yã˛l /

Ù%̂ ÏSÈ ̂ Ê˛°y Óy ≤Ã!ï˛fiÌy˛õl ly Ü˛Ó˚y ̨õÎ≈hs˝ ~ Ï̂:° !≤Ã Ï̂̂ ˝ê˛Ó˚ xM˛°!ê˛
§ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚y Ï̂á !≤Ã^˝ê˛ xM˛°!ê˛ ˆ§ê˛ Ü˛Ó˚̂ Ïï˛ ı

1. !≤Ã Ï̂̂ ˝ê˛Ó˚ çlƒ ˆ§ Ï̂°Ó˚ ˆÓ˚O Ï̂Ü˛ !§ Ï̂°Q Ü˛Ó˚–

2.  Page layout Command ê˛ƒyÓ !§ Ï̂°Q Ü˛Ó˚–

3. Page Setup group-~ Print AreaÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚– ~Ó˚̨ õÓ˚ Set Printa Area !§ Ï̂°Q Ü˛Ó˚– Print xM˛°
~ál ˆ§ê˛ •°–

4. !ÓÜ˛“ ı !≤Ã^˝ê˛ xM˛ Ï̂° xy Ï̂Ó˚y ˆí˛ê˛y §Ç Ï̂Îyç Ï̂lÓ˚ çlƒ

a) ˆ§ Ï̂°Ó˚ ˆÓ˚O !§ Ï̂°Q Ü˛Ó˚–

b) Page Setup GroupÈüÈ~ print areaÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ñ ~Ó˚̨ õÓ˚ Add to print area !§ Ï̂°Q
Ü˛Ó˚ñ ˛õ)̂ ÏÓ≈Ó˚ !lÓ≈y!ã˛ï˛ ˆí˛ê˛y Î%=˛ •Î˚ !lÓ≈y!ã˛ï˛ ˆ§°à%̂ Ï°y Ï̂ï˛–

c) ≤Ã Ï̂Î˚yçl xl%§y Ï̂Ó˚ ôy˛õ a ~ÓÇ  ôy˛õ b ˛õ%îÓ˚yÓ,!_ Ü˛Ó˚–

• !≤Ã ˝̂ê˛ xM˛° Ù%̂ ÏSÈ ˆÊ˛°yÓ˚ çlƒ ı

1. Page Setup  @˝Ã%̂ Į̈ õ Print areaÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚– ï˛yÓ˚̨ õÓ˚ clear print area !§ Ï̂°Q Ü˛Ó˚–

ˆ§ Ï̂°Ó˚ ˆÓ˚O !≤Ã^˝ê˛ Ü˛Ó˚y ı xyÙÓ˚y !≤Ã Ï̂̂ ˝ê˛Ó˚ çlƒ ˆ§ Ï̂°Ó˚ ˆÓ˚O Ï̂Ü˛ !l Ï̂çÓ˚ •zFSÈyÙï˛ !§ Ï̂°Q Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ ~ÓÇ
!Ó!FSÈß¨ ˆÓ˚O !≤Ã Ï̂̂ ˝ê˛Ó˚ çlƒ !§ Ï̂°Q Ü˛Ó˚yÓ˚ !ÓÜ˛“G xy Ï̂SÈ–

• !l Ï̂çÓ˚ •zFSÈyÙï˛ !≤Ã^˝ê˛ ˆÓ˚O !§ Ï̂°Q Ü˛Ó˚y (key boardÈüÈ~Ó˚ §y•y Ï̂Îƒä

1. ˛!≤Ã Ï̂̂ ˝ê˛Ó˚ çlƒ ˆ§ Ï̂°Ó˚ ˆÓ˚O !§ Ï̂°Q Ü˛Ó˚–
xÌÓy
Name Ó:ÈüÈ~Ó˚ !l¡¨Ù%á# ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ !≤Ã Ï̂̂ ˝ê˛Ó˚ çlƒ ˆÓ˚̂ ÏOÓ˚ lyÙ !§ Ï̂°Q Ü˛Ó˚–
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2. ~ Ï̂:° í z̨•ẑ Ï[˛yÓ˚ í z̨̨ õ Ï̂Ó˚Ó˚ ÓyÙ ˆÜ˛ÔîyÎ˚ Office ButtonÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ñ Print !§ Ï̂°Q Ü˛Ó˚ Óy ctrl+P ˆ≤Ã§
Ü˛Ó˚ñ print í˛yÎ˚y°à Ó: ˆòáy Îy Ï̂Ó–

3. Print what  !ÓË˛y Ï̂à selection Ï̂Ü˛ !§ Ï̂°Q Ü˛Ó˚–

4. OkÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚– !l!ò≈T˛ Ü˛Ó˚y ˆ§ Ï̂°Ó˚ ˆÓ˚O !≤Ã^˝ê˛ •°–

~Ü˛y!ôÜ˛ ˆÓ˚O !≤Ã^˝ê˛ Ü˛Ó˚yÓ˚ çlƒ ~ Ï̂:° x§!ß¨!•ï˛ ˆÓ˚O !≤Ã^˝ê˛ Ü˛Ó˚yÓ˚ §%!Óôy !ò Ï̂Î˚ Ìy Ï̂Ü˛– !lÓ≈y!ã˛ï˛
ˆÓ˚Oà%̂ Ï°y ˛õ,ÌÜ˛ ˆ˛õ•ẑ Ïç !≤Ã^˝ê˛ • Ï̂Ó–

1. !≤Ã Ï̂̂ ˝ê˛Ó˚ çlƒ ≤ÃÌÙ ˆÓ˚O!ê˛ !§ Ï̂°Q Ü˛Ó˚–

2. ctrl ˆ≤Ã§ Ü˛Ó˚ + !≤Ã Ï̂̂ ˝ê˛Ó˚ çlƒ !mï˛#Î˚ ˆÓ˚O!ê˛ !§ Ï̂°Q Ü˛Ó˚–

3. ≤Ã Ï̂ï˛ƒÜ˛!ê˛ x!ï˛!Ó˚=˛ ˆÓ˚O !≤Ã^˝ê˛ Ü˛Ó˚yÓ˚ çlƒ !mï˛#Î˚ ôy˛õ!ê˛ ˛õ%lÓ˚yÓ,!_ Ü˛Ó˚–

4. ~ Ï̂:° í z̨•ẑ Ï[˛yÓ˚ í z̨̨ õ Ï̂Ó˚Ó˚ ÓyÙ ˆÜ˛ÔîyÎ˚ Office ButtonÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ñ Print  !§ Ï̂°Q Ü˛Ó˚ Óy Ctrl+P ˆ≤Ã§
Ü˛Ó˚ñ Print í˛yÎ˚y°à Ó: ˆòáy Îy Ï̂Ó–

5. print what !ÓË˛y Ï̂à selectionˆÜ˛ !§ Ï̂°Q Ü˛Ó˚–

6. PrintÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚– !l!ò≈T˛ Ü˛Ó˚y ˆ§ Ï̂°Ó˚ ˆÓ˚O !≤Ã^˝ê˛ •°–

2.5 ̨õy•zË˛ê˛ ̂ ê˛!Ó° ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ≤Ã!ï˛ Ï̂Óòl§Ù)̂ Ï•Ó˚ Óy !Ó˚̂ Į̈ õyê≈̨ §Ù)̂ Ï•Ó˚ ≤Ã›!ï˛

˛õy•zË˛ê˛ ̂ ê˛!Ó° ≤Ã!ï˛ Ï̂Óòl Ê˛Ó˚̂ ÏÙê˛ ï˛Ìƒ í z̨̨ õfiÌy˛õl Ü˛Ó˚yÓ˚ ~Ü˛!ê˛ í z̨̨ õyÎ˚– ̨õy•zË˛ê˛ ̂ ê˛!Ó° ≤Ã!ï˛ Ï̂Óòl
≤ÃyÎ˚¢•z í z̨ß¨ï˛ ˛õyë˛ Ï̂Îyàƒï˛yÓ˚ §y Ï̂Ì Ó!ô≈ï˛ ˆ°xyí z̨ê˛ñ xyÜ˛£Ï≈î#Î˚ ~ÓÇ Ê˛Ó˚̂ ÏÙê˛ ≤Ã!ï˛ Ï̂Óòl §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚– ~•z
≤Ã!ï˛ Ï̂Óòl!ê˛ ˆfl±í˛!¢ê˛ ≤Ã›ï˛ Ü˛ Ï̂Ó˚ Îál xyÙÓ˚y ÎÌyÎÌ ï˛ Ï̂ÌƒÓ˚ !ÓÓÓ˚î# àîly Î%=˛ !Ê˛”˛ §Ç Ï̂Îyçl  Ü˛!Ó˚ ~ÓÇ
≤Ã Ï̂Î˚yçl#Î˚ ï˛Ìƒ xl%§y Ï̂Ó˚ ˆí˛ê˛y ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy!Ü˛– ˛õy•zË˛ê˛ ˆê˛!Ó° ~Ü˛!ê˛ ï˛y!°Ü˛y ˆí˛ê˛y ˆê˛!Ó° åˆí˛ê˛y Ï̂Ó§ä
ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚–

ˆí˛ê˛y ˆê˛!Ó° •° ~Ó)̨̊ õ !Ü˛S%È ˆ§ Ï̂°Ó˚ ˆÓ˚O Îy ~Ü˛ Óy ~Ü˛y!ôÜ˛ §)̂ Ïe !Ó!Ë˛ß¨ Ùyl Ï̂Ü˛ ≤Ã!ï˛fiÌy˛õ Ï̂lÓ˚ Ê˛°yÊ˛°à%̂ Ï°y ˆòáyÎ˚–
ˆí˛ê˛y ˆê˛!Ó° ò%•z ≤ÃÜ˛yÓ˚ • Ï̂Î˚ Ìy Ï̂Ü˛–

~Ü˛Ü˛ ã˛°Ü˛ ˆí˛ê˛y ˆê˛!Ó° å!ã˛e 2.56(a)äÈüÈ~Ü˛Ü˛ ã˛°Ü˛ ˆí˛ê˛y ˆê˛!Ó°!ê˛ Ï̂ï˛ ÓƒÓ•,ï˛ §)e xÓ¢ƒ•z ~Ü˛!ê˛ •zl˛õ%ê˛ ˆ§° í ẑ̨ ÏÕ‘á
Ü˛Ó˚̂ Ïï˛ • Ï̂Ó– •zl˛õ%ê˛ ˆ§°!ê˛ ~ Ï̂:° myÓ˚y ÓƒÓ•,ï˛ ~Ü˛!ê˛ ˆ§° ˆÎáy Ï̂l ˆÜ˛ylG ˆí˛ê˛y ˆê˛!Ó Ï̂°Ó˚ ≤Ã!ï˛!ê˛ •zl˛õ%ê˛ Ùyl ≤Ã!ï˛fiÌy˛õl
Ü˛Ó˚y •Î˚ åÜ˛°yÙ G!Ó˚̂ ÏÎ˚̂ Ï̂ ˝ê˛í˛ñ xÌ≈yÍ •zl˛õ%ê˛ ˆ§°à%̂ Ï°y Ü˛°y Ï̂ÙÓ˚ lƒyÎ˚ !l¡¨Ù%á# Óy ˆÓ˚y G!Ó˚̂ ÏÎ˚̂ Ï̂ ˝ê˛í˛ xÌ≈yÍ ˆÓ˚y xl%§y Ï̂Ó˚ä–
!mã˛°Ü˛ ˆí˛ê˛y ˆê˛!Ó° å!ã˛e 2.56(a)äÈüÈ•zl˛õ%ê˛ Ùylà%̂ Ï°y ò%!ê˛ ï˛y!°Ü˛y §• ˆÜ˛Ó° ~Ü˛!ê˛ §)e ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚– §)e!ê˛ Ï̂ï˛ xÓ¢ƒ•z
ò%!ê˛ ˛õ,ÌÜ˛ •zl˛õ%ê˛ ˆ§° í ẑ̨ ÏÕ‘á Ü˛Ó˚y í z̨!ã˛ï˛–

2.5.1 ~Ü˛ ã˛°Ü˛ ˆí˛ê˛y ˆê˛!Ó° (One variable data table) :

• CI ˆ§°!ê˛ •° ~Ü˛!ê˛ •zl˛õ%ê˛ ˆ§°– xyÙÓ˚y ~Ü˛Ü˛ ã˛°Ü˛ ˆí˛ê˛y ˆê˛!Ó° ˜ï˛!Ó˚ ˆí˛ê˛y ˆê˛!Ó° ˜ï˛!Ó˚ Ü˛Ó˚Ó Îy
Óƒ Ï̂Î˚Ó˚ §Ω˛yÓƒ Ó,!ÂôÓ˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛ ≤Ã!ï˛!ê˛ Óy Ï̂ç Ï̂ê˛Ó˚ Ó,!Âô àîly Ü˛ Ï̂Ó˚–

• Î!ò ˆí˛ê˛y ˆê˛!Ó°!ê˛ Ü˛°yÙÙ%á# •Î˚ ï˛ Ï̂Ó ≤ÃÌÙ Ùy Ï̂lÓ˚ (B5 ˆ§ Ï̂°ä í z̨̨ õ Ï̂Ó˚ ˆÓ˚y Ï̂ï˛ ~ÓÇ Ùyl§Ù)̂ Ï•Ó˚ Ü˛°y Ï̂ÙÓ˚
í˛yl!ò Ï̂Ü˛ ~Ü˛!ê˛ ˆ§ Ï̂° (C4 ˆ§ Ï̂°ä §)e!ê˛ (=A2*C1) ê˛y•z̨ õ Ü˛Ó˚– å!ã˛e 2.56ä–



70

Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

!ã˛e 2.56 !ã˛e 2.56(b)

!ã˛e 2.56(a)

!ã˛e 2.57 !ã˛e 2.57(a)

• B5 : B10 ˛õÎ≈hs˝ Ùy Ï̂lÓ˚ Ü˛°yÙ ~^˝ê˛yÓ˚ Ü˛Ó˚–

• B4 : C10 å!ã˛e 2.56(a)ä ˆÓ˚̂ ÏOÓ˚ §Ê˛° ˆ§°à%̂ Ï°y !§ Ï̂°Q Ü˛Ó˚–

• Data Tools @˝Ã%̂ Į̈ õÓ˚ !Ó˚Ó Ï̂lÓ˚ Data  ê˛ƒy Ï̂Ó What-if-AnalysisÈüÈ~ !Üœ̨ Ü˛
Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Data TableÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ å!ã˛e 2.56(b)ä–

• Row input cell boxÈüÈ~ ˆÜ˛yl ~!^˝ê ∆̨ Ü˛Ó˚̂ ÏÓ ly–

• Column input cell box-~  $C$1 ~^˝ê˛yÓ˚ ̨ Ü˛Ó˚–

• ˆê˛!Ó° ˜ï˛!Ó˚Ó˚ çlƒ OkÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ –

2.5.2  !mÈüÈã˛°Ü˛ ˆí˛ê˛y ˆê˛!Ó° (Two Variable Data Table)

å!ã˛e 2.57)

~!ê˛ xyÙÓ˚y ~Ü˛!ê˛ ày!î!ï˛Ü˛ ˆê˛!Ó° ˜ï˛!Ó˚Ó˚ ~Ü˛!ê˛ §•ç
í z̨òy•Ó˚î !ò Ï̂Î˚ !¢áÓ ˆÎáy Ï̂l ò%!ê˛ •zl˛õ%ê˛ ˆ§° ~ Ï̂Ü˛ x˛õÓ˚̂ ÏÜ˛ à%î Ü˛ Ï̂Ó˚ 15

x 15  à%î ˆê˛!Ó Ï̂° ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ B1 ~ÓÇ C1 ˆ§° ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚–

• GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ B2 ˆ§ Ï̂°ñ (=B1*C1) §)e!ê˛ ~^˝ê˛yÓ˚ Ü˛Ó˚ Îy ò%!ê˛ •zl˛õ%ê˛
ˆ§° Ï̂Ü˛ ˆÓyV˛yÎ˚– 
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!ã˛e 2.58(b)

• l#ˆÏã˛ ~Ü˛•z Ü˛°yˆÏÙ •zl˛õ%ê˛ Ùylà%ˆÏ°yÓ˚ ~Ü˛!ê˛ ï˛y!°Ü˛y ê˛y•z˛õ
Ü˛Ó˚ åÓy B3:B17 ~Ó˚ Ù Ï̂ôƒ 1 ˆÌ Ï̂Ü˛ 15 ˛õÎ≈hs˝ !§!Ó˚ç!ê˛ ˛õ%Ó˚î
Ü˛Ó˚ä–

• §)ˆÏeÓ˚ í˛yl!òˆÏÜ˛ ~Ü˛•z §y!Ó˚ˆÏï˛ !mï˛#Î˚ ï˛y!°Ü˛y!ê˛ ê˛y•z˛õ Ü˛Ó˚
åÓy C3:Q3 ~Ó˚ Ù Ï̂ôƒ 1 ˆÌ Ï̂Ü˛ 15 ˛õÎ≈hs˝ !§!Ó˚ç!ê˛ ˛õ)Ó˚î Ü˛Ó˚ä

• ˆ§ Ï̂°Ó˚ ˆÓ˚O Ï̂Ü˛ !§ Ï̂°Q Ü˛Ó˚ ÎyÓ˚ Ù Ï̂ôƒ §)e G ˆÓ˚y ~ÓÇ Ü˛°y Ï̂ÙÓ˚
Ùylà%̂ Ï°y Óï≈̨ Ùylñ ˆÎÙl B2 : Q17

• Data Tools @˝Ã%̂ Į̈ õÓ̊ !Ó̊Ó Ï̂l Data  ê˛ƒy Ï̂Ó What-if-AnalysisÈüÈ~
!Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Data TableÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

• Row input cell box-~ $B$1 ~rê˛yÓ˚ Ü˛Ó˚–

• Column input cell box-~ $C$1 ~rê˛yÓ˚ Ü˛Ó˚–

• ˆê˛!Ó° ˜ï˛!Ó˚Ó˚ çlƒ OKÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ å!ã˛e 2.56(a)ä–

2.5.3 ˛õy•zË˛ê˛ ˆê˛!Ó°§Ù)• ı

˛õy•zË˛ê˛ ˆê˛!Ó° Ï̃Ó!¢T˛ƒ!ê˛ xyÙy Ï̂òÓ˚ ˆí˛ê˛yÓ˚ Ü ̨ § ê˛ƒyÓ%̂ Ï°¢l
§yÓ˚yÇ¢ ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ §•yÎ˚ï˛y Ü˛ Ï̂Ó˚ Îy Ï̂ï˛ !¢ Ï̂Ó˚ylyÙ ˛õÓ˚Óï˛#≈Ü˛y Ï̂° Ï̂í˛ê˛yÓ˚
!Ó!Ë˛ß¨ ò,!T˛Ë˛!Aà !ò Ï̂ï˛ ˛õy Ï̂Ó˚– xyÙÓ˚y !l¡¨!°!áï˛ í z̨òy•Ó˚̂ ÏîÓ˚ §y•y Ï̂Îƒ
~!ê˛ Ó%V˛Ó–

í˛zòy•Ó˚î ı ~Ü˛!ê˛ ˆfl±í˛!¢ˆÏê˛ å!ã˛e 2.58ä ã˛yÓ˚!ê˛ ˛õ,ÌÜ˛ ˆÙˆÏê˛∆y ¢•ˆÏÓ˚
§Æy Ï̂•Ó˚ !ï˛l !òl !ï˛l!ê˛ ˛õ,ÌÜ˛ §Ó!çÓ˚ ˆÎÙl àyçÓ˚ñ ˆ˛õÑÎ˚yç ~ÓÇ xy°%
@˝Ã• Ï̂îÓ˚ ˆí˛ê˛y D2 : D37 ~Ó˚ Ù Ï̂ôƒ §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚– ¢• Ï̂Ó˚ ~•z §Ó!ç
§Ó˚ÓÓ˚y Ï̂•Ó˚ çlƒ áyòƒ !ÓË˛yà Ü˛ï,≈̨ Ü˛ ˆË˛y=˛yÓ˚ ˆÜ˛yê˛y !lô≈yÓ˚î Ü˛Ó˚y • Ï̂Î˚̂ ÏÎ˚–
ˆfl±í˛!¢ê˛!ê˛ ≤ÃÜ,̨ ï˛ áÓ˚ã˛ ~ÓÇ í z̨m,ï˛ ˆòáyÎ˚ ˆÎÙl xy§° ÈüüüÈ ˆÜ˛yê˛yä–

• A1 : E37 ˛õÎ≈hs˝ ˆí˛ê˛y Ï̂Ü˛ !Üœ̨ Ü˛ Ü˛Ó˚–

• Table @˝Ã%̂ Į̈ õÓ˚ !Ó˚Ó Ï̂l Insert ê˛ƒy Ï̂Ó pirot tableÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ Pirot table report interactive !ÓÜ˛ Ï̂“Ó˚ å!ã˛e 2.58(a)ä
çlƒ Pivot TableÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó̊ creat pivot report å!ã˛e 2.58(b)äÈüÈ~Ó̊
ÙˆÏï˛y–

• ˆí˛ê˛y ˆ°y Ï̂Ü˛¢yl ~rê˛yÓ˚ Ü˛Ó˚–

• Óï≈˛Ùyl GÎ˚yÜ≈˛!¢ê˛ åˆÎÙl G19ä ˛õy•zË˛ê˛ ˆê˛!Ó°!ê˛ Ó§yˆÏlyÓ˚ fiÌyl
!lÓ≈yã˛l Ü˛Ó˚– 

• OK ˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~Ü˛!ê˛ ÊÑ̨ yê˛y ˛õy•zË˛ê˛ ˆê˛!Ó° ~ÓÇ !Ê˛ Ï̂”˛Ó˚ ï˛y!°Ü˛y
å!ã˛e 2.58(c)ä ˆòáyÓyÓ˚ çlƒ ~ÓÇ ï˛yÓ˚˛õÓ˚ ~ˆÏ:° ˛õy•zË˛ê˛ ˆê˛!Ó°
ê%̨ °ÓyÓ˚ ≤Ãò¢≈l Ü˛Ó˚̂ ÏÓ–

!ã˛e 2.58

!ã˛e 2.58(a)
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!ã˛e 2.58(c)

!ã˛e 2.58(d) !ã˛e 2.58(e)

!ã˛e 2.58(f)

1. !Ê˛ Ï̂”˛Ó˚ lyÙà%̂ Ï°y Ï̂Ü˛ åˆ°y Ï̂Ü˛¢yl l¡∫Ó˚ 1ˆÌ Ï̂Ü˛ä
˛õy•zË˛ê˛ ̂ ê˛!Ó Ï̂°Ó˚ åˆ°y Ï̂Ü˛¢yl l¡∫Ó˚ -6ä ≤Ã Ï̂Î˚yçl#Î˚
fiÌy Ï̂l ˆí»̨ à Ü˛Ó˚–

2. ‘Day’ Ï̂Ü˛ !Ó˚̂ Į̈ õyê≈̨  !Ê˛Œê˛yÓ˚ Ü˛Ó˚–

3. Ü˛°yÙ ˆ° Ï̂Ó° Ï̂Ü˛ vegetable Ü˛Ó˚–

4. ˆÓ˚y ˆ° Ï̂Ó° Ï̂Ü˛ ‘city’ Ü˛Ó˚–

5. ‘Sum of Actual’ ~Ó̊ Ùyl ~ÓÇ x!hs˝Ù Ê˛°yÊ˛°
ˆòáy Îy Ï̂Ó å!ã˛e 2.58(d)ä–

6. í z̨̨ õ Ï̂Ó˚ !lÓ≈y!ã˛ï˛ ̂ Ó˚y ̂ ° Ï̂Ó Ï̂° xyÙÓ˚y ‘city’ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ ‘vegetable’ ̨õyÓñ Ü˛°yÙ ̂ ° Ï̂Ó Ï̂° xyÙÓ˚y
ˆÜ˛yl !§ Ï̂°Ü˛¢yl ~rê˛yÓ˚ ly Ü˛!Ó˚– å!ã˛e 2.58(c)

ˆï˛ ˛õy•zË˛ê˛ !Ó˚̂ Į̈ õyê≈̨ !ê˛ ˆòáy Îy Ï̂Ó–

˛õy•zË˛ê˛ ˆê˛!Ó° ê%̨ °ÓyÓ˚ å!ã˛e 2.58(f)ä ˆí˛ê˛yÓ˚ §y Ï̂Ì Ü˛yç Ü˛Ó˚yÓ˚ çlƒ x Ï̂lÜ˛ lÙl#Î˚ï˛y ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–
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!ã˛e 2.59

˛õy•zË˛ê˛ ̂ ê˛!Ó Ï̂°Ó˚ §%!Óôy§Ù)• å!Ó˚̂ Į̈ õyê≈̨ ä ı

~Ü˛!ê˛ ̨õy•zË˛ê˛ ̂ ê˛!Ó° !Ó˚̂ Į̈ õyê≈̨  •° o%ï˛ !Ó˛õ%° ̨õ!Ó˚Ùyî ̂ í˛ê˛y §Ç!«˛Æ Ü˛Ó˚yÓ˚ ~Ü˛!ê˛ xyhs˝ §Ç Ï̂ÎyàÙ)°Ü˛
í z̨̨ õyÎ˚– ˛õy•zË˛ê˛ ˆê˛!Ó° !Ó˚̂ Į̈ õyê≈̨  ç!ê˛° §ÇáƒyÓ˚ ï˛Ìƒ !Ó Ï̂Ÿ’£Ïî Ü˛Ó˚̂ Ïï˛ ~ÓÇ ˆí˛ê˛y §¡õ Ï̂Ü≈̨  x≤Ãï˛ƒy!¢ï˛ ≤Ã Ï̂Ÿ¿Ó˚
í z̨_Ó˚ !ò Ï̂ï˛ ÓƒÓ•yÓ˚ Ü˛Ó˚– ~Ü˛!ê˛ ˛õy•zË˛ê˛ ˆê˛!Ó° !Ó˚̂ Į̈ õyê≈̨  !í˛çy•zl Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ ı

ÞÞÞÞÞ ÓƒÓ•yÓ˚Ü˛yÓ˚# ÓyrôÓ í z̨̨ õy Ï̂Î˚ !Ó˛õ%° ˛õ!Ó˚Ùyî ˆí˛ê˛y ˆÜ˛y Ï̂Î˚!Ó˚ Ü˛Ó˚y •Î˚– §ÇáƒyÓ˚ ˆí˛ê˛yÓ˚ ˆÎyàÊ˛° G àí ¸̨Ùyl
˜ï˛!Ó˚ Ü˛Ó˚yñ !ÓË˛yà G í z̨̨ õ!ÓË˛yà myÓ˚y ˆí˛ê˛y §Ç!«˛Æ Ü˛Ó˚y ~ÓÇ Ü˛yfiê˛Ù àîly ~ÓÇ §)e ˜ï˛!Ó˚ •Î˚–

ÞÞÞÞÞ Ê˛°yÊ˛°à%̂ Ï°y Ï̂Ü˛ ̂ Ê˛yÜ˛y§ Ü˛Ó˚̂ Ïï˛ ~ÓÇ xy@˝Ã Ï̂•Ó˚ ̂ «˛eà%̂ Ï°yÓ˚ çlƒ !Ó¢ò hflÏ̂ ÏÓ˚Ó˚ ̂ í˛ê˛y ̂ Ì Ï̂Ü˛ §Ç!«˛ÆÜ˛Ó˚̂ ÏîÓ˚
çlƒ ï˛ Ï̂ÌƒÓ˚ hflÏ̂ ÏÓ˚Ó˚ ≤Ã§yÓ˚î G §Ç Ï̂Îyçl–

ÞÞÞÞÞ í˛zÍ§ ˆí˛ê˛yÓ˚ !Ó!Ë˛ß¨ §Ç!«˛Æ §y!Ó˚à%ˆÏ°y ˆòáˆÏï˛ ˆÓ˚y Óy §y!Ó˚à%ˆÏ°y Ü˛°yˆÏÙ Óy Ü˛°yÙà%ˆÏ°yˆÏÜ˛ ˆÓ˚yÈüÈˆï˛
§!Ó˚̂ ÏÎ˚ åÓy ˛õy•zË˛!ê˛Çä ˆlGÎ˚y • Ï̂FSÈ–

ÞÞÞÞÞ ÓySÈy•zÜ˛Ó˚îñ §yçyˆÏly ˆày¤˛#Ü˛Ó˚î ~ÓÇ ¢ï≈˛§yˆÏ˛õ«˛ Ê˛Ó˚ˆÏÙ!ê˛Ç •° xyÙyˆÏòÓ˚ §Ó≈y!ôÜ˛ ≤ÃˆÏÎ˚yçl#Î˚ ~ÓÇ
ˆí˛ê˛yÓ˚ xyÜ˛£Ï≈î#Î˚ í z̨̨ õ Ï̂§ê˛!ê˛ Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚yÓ˚ í z̨̨ õyÎ˚ Îy Ï̂ï˛ xyÙÓ˚y xyÙy Ï̂òÓ˚ ˆÎ ï˛Ìƒ ã˛y•z ï˛yÓ˚ í z̨̨ õÓ˚ ˆÊ˛yÜ˛y§
Ü˛Ó˚̂ Ïï˛ §«˛Ù ••z–

ÞÞÞÞÞ §Ç!«˛Æñ xyÜ˛£Ï≈î#Î˚ ~ÓÇ xl°y•ẑ Ïl Óy Ù%!oï˛ ≤Ã!ï˛ Ï̂Óòlà%̂ Ï°y í z̨̨ õfiÌy˛õl Ü˛Ó˚y–

ÞÞÞÞÞ ˛õy•zË˛ê˛ ˆê˛!Ó° !Ó˚̂ Į̈ õy Ï̂ê≈̨ Ó˚ ÓƒÓ•yÓ˚ ˛õÓ˚flõÓ˚ §¡õ!Ü≈̨ ï˛ ˆÎyàÊ˛° !Ó Ï̂Ÿ’£Ïî Ü˛Ó˚yÓ˚ çlƒ •Î˚ñ Îál xyÙy Ï̂òÓ˚
Ü˛y Ï̂SÈ ˛õ!Ó˚§Çáƒy Ï̂lÓ˚ çlƒ ˛õ!Ó˚§Çáƒylà%̂ Ï°yÓ˚ ~Ü˛!ê˛ ò#â≈ ï˛y!°Ü˛y Ìy Ï̂Ü˛ ~ÓÇ ≤Ã!ï˛!ê˛ !ã˛e §¡õ Ï̂Ü≈̨  !Ó!Ë˛ß¨ ï˛Ìƒ
ï%̨ °ly Ü˛Ó˚y •Î˚–

2.6 ˆfl±í˛!¢ Ï̂ê˛Ó˚ §yôyÓ˚î e%!ê˛§Ù)• åÙƒy Ï̂§ç Óy Óyï≈̨ y§Ù)•ä

4.1.1 §yôyÓ˚î §)̂ ÏeÓ˚ e%!ê˛§Ù)• !lô≈yÓ˚î (Mark common formula errors) :

1. Microsoft Office ButtonÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ñ ï˛yÓ˚̨ õÓ˚ Excel OptionÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Formula

!ÓË˛y Ï̂à !Üœ̨ Ü˛ Ü˛Ó˚–

2. Error checking  ˆ§Ü˛¢y Ï̂l Enable background error checking ˆã˛Ü˛ Ó: !§ Ï̂°Q Ü˛Ó˚–

3. Indicate errors using the colour Ó Ï̂: ˆÎáy Ï̂l e%!ê˛ !ã˛!•´ï˛ •Î˚ ˆ§áy Ï̂l !eË%̨ ç!ê˛Ó˚ Ó˚. ˛õ!Ó˚Óï≈̨ l
Ü˛Ó˚̂ Ïï˛ ~Ü˛!ê˛ lï%̨ l Ó˚. !§ Ï̂°Q Ü˛Ó˚–

4. ~Ü˛!ê˛ ˆ§ Ï̂°Ó˚ í z̨̨ õ Ï̂Ó˚Ó˚ ÓyÙ ˆÜ˛ÔîyÎ˚ !eË%̨ ç §• ~Ü˛!ê˛ ˆ§° !§ Ï̂°Q Ü˛Ó˚–

5. ˆ§ Ï̂°Ó˚ ˛õy Ï̂¢ñ í z̨̨ õ!fiÌï˛ error checking ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ ˆÎ !ÓÜ˛“!ê˛ xyÙÓ˚y ã˛y•z ï˛y Ï̂ï˛
!Üœ˛Ü˛ Ü˛Ó˚– Ü˛Ùy[˛à%ˆÏ°y ≤Ã!ï˛!ê˛ ôÓ˚ˆÏlÓ˚ e%!ê˛Ó˚ çlƒ ˛õ,ÌÜ˛ ˛õ,ÌÜ˛ ~ÓÇ ≤ÃÌÙ ~!^˝ê˛∆!ê˛ e%!ê˛ Óî≈ly Ü˛ˆÏÓ˚– Î!ò
xyÙÓ˚y Ignore ErrorÈüÈ~ !Üœ̨ Ü˛ Ü˛!Ó˚ ï˛ Ï̂Ó ≤Ã!ï˛!ê˛ Ü ̨ Ùyàï˛ ˆã˛Ü˛ Óy ˛õÓ˚#«˛yÓ˚ çlƒ !ã˛!•´ï˛ Ü˛Ó˚y e%!ê˛à%̂ Ï°y x@˝Ãy•ƒ
Ü˛Ó˚y •Î˚–

6. ˛õ)ÓÓï≈̨ # ò%!ê˛ ôy˛õ ˛õ%lÓ˚yÓ,!_ Ü˛Ó˚–

~Ü˛!ê˛ e%!ê˛˛õ)î≈ Ùyl §Ç Ï̂¢yôl Ü˛Ó˚y (Correct an error value)

Î!ò ˆÜ˛ylG §)e ˆÜ˛ylG Ê˛°yÊ˛° Ï̂Ü˛ §!ë˛Ü˛Ë˛y Ï̂Ó Ù)°ƒyÎ˚l Ü˛Ó˚̂ Ïï˛ ly ˛õy Ï̂Ó˚ ï˛ Ï̂Ó ~ Ï̂:° e%!ê˛˛õ)î≈
≤Ãò¢≈l Ü˛Ó˚ˆÏÓ– ≤Ã!ï˛!ê˛ e%!ê˛Ó˚ ôÓ˚ˆÏlÓ˚ !Ó!Ë˛ß¨ Ü˛yÓ˚î ~ÓÇ !Ó!Ë˛ß¨ §Ùyôyl Ó˚ˆÏÎ˚ˆÏSÈ– Ü˛yÎ≈Ü˛°y˛õ!ê˛ ˛õ)Ó≈yÓfiÌyÎ˚
ˆÊ˛Ó˚y Ï̂lyÓ˚ ˛õ)̂ ÏÓ≈ ï˛y Ï̂òÓ˚ §!ë˛Ü˛Ë˛y Ï̂Ó  Ó%V˛ Ï̂ï˛ ~áy Ï̂l !Ü˛S%È xy Ï̂°yã˛ly Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–
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!ã˛e 2.60

• ##### e%!ê˛ §Ç Ï̂¢yôl ı

~•z e%!ê˛!ê˛ â Ï̂ê˛ Îál ˆÜ˛ylG Ü˛°yÙ ˛õÎ≈yÆ ≤Ã¢hflÏ ly •Î˚ xÌÓy  }îydÜ˛ ï˛y!Ó˚á Óy §ÙÎ˚ ÓƒÓ•,ï˛ • Ï̂°–

Ü˛yÓ˚î ı Ü˛°yÙ!ê˛ ï˛yÓ˚ !Ó£ÏÎ˚ ≤Ãò¢≈l Ü˛Ó˚yÓ˚ çlƒ Î Ï̂ÌT˛ ≤Ã¢hflÏ lÎ˚–

1. Ü˛°yÙ !¢ Ï̂Ó˚ylyÙ!ê˛ !§ Ï̂°Q Ü˛ Ï̂Ó˚ Ü˛°yÙ!ê˛ !lÓ≈yã˛l Ü˛Ó˚–

2. Home  ê˛ƒy Ï̂ÓÓ˚ cells @˝Ã%̂ Į̈ õ FormatÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Auto fit column width-~ !Üœ̨ Ü˛ Ü˛Ó˚–
!ÓÜ˛“Ë˛y Ï̂Óñ ~SÈyí ¸̨yG xyÙÓ˚y Ü˛°yÙ !¢ Ï̂Ó˚yly Ï̂ÙÓ˚ í˛yl!ò Ï̂Ü˛ §#ÙylyÎ˚ í˛yÓ° !Üœ̨ Ü˛ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚–

3. Ü˛°yÙ!ê˛ !§ Ï̂°Q Ü˛Ó˚–

4. Home ê˛ƒyˆÏÓÓ˚ cells @˝Ã%ˆÏ˛õ format ÈüÈ~ !Üœ˛Ü˛ Ü˛Ó˚ ï˛Ó˚˛õÓ˚ format cells ÈüÈ~ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚˛õÓ˚
Alignment  ê˛ƒy Ï̂Ó !Üœ̨ Ü˛ Ü˛Ó˚–

5. Shirnk to fit ˆã˛Ü˛ Ó Ï̂: !§ Ï̂°Q Ü˛Ó˚–

ï˛y!Ó˚á ~ÓÇ §ÙÎ˚à%̂ Ï°y }îydÜ˛ §Çáƒy

Îál ˆÜ˛yl ˆ§ Ï̂° ï˛y!Ó˚á Óy §ÙÎ˚ ê˛y•z̨ õ Ü˛Ó˚y •Î˚ñ ~!ê˛ ~Ü˛!ê˛ !í˛Ê˛Œê˛ ï˛y!Ó˚á ~ÓÇ §ÙÎ˚ Ê˛Ó˚̂ ÏÙ Ï̂ê˛ í z̨̨ õ!fiÌï˛ •Î˚–
!í˛Ê˛Œê˛ ï˛y!Ó˚á ~ÓÇ §ÙÎ˚ Ê˛Ó˚̂ ÏÙê˛!ê˛ í z̨•ẑ Ï[˛y§ Ü˛ Ï̂rê ∆̨y° ˛õƒy Ï̂l Ï̂° í z̨!Õ‘!áï˛ xyM˛!°Ü˛ ï˛y!Ó˚á ~ÓÇ §ÙÎ˚ ˆ§!ê˛Ç Ï̂§Ó˚ í z̨̨ õÓ˚ !Ë˛!_
Ü˛ Ï̂Ó˚ ~ÓÇ ˆ§•z ˆ§!ê˛Ç§ ˛õ!Ó˚Óï≈̨ là%̂ Ï°y Îál Ü˛Ó˚y •Î˚ ï˛ál ˛õ!Ó˚Ó!ï≈̨ ï˛ •Î˚– xyÙÓ˚y xlƒylƒ ˆÓ¢ Ü˛ Ï̂Î˚Ü˛!ê˛ ï˛y!Ó˚á ~ÓÇ §ÙÎ˚
˛Ê˛Ó˚̂ ÏÙê˛ ≤Ãò¢≈l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ñ ÎyÓ˚ ˆÓ!¢Ó˚Ë˛yà Ü˛ Ï̂rê ∆̨y° ˛õƒy Ï̂l° ˆ§!ê˛Ç§ myÓ˚y ≤ÃË˛y!Óï˛ •Î˚ ly–

• xyÙÓ˚y Î!ò 1900 ï˛y!Ó˚̂ ÏáÓ˚ ˛õÂô!ï˛!ê˛ ÓƒÓ•yÓ˚ Ü˛!Ó˚ ï˛ Ï̂Ó ~ Ï̂: Ï̂°Ó˚ ï˛y!Ó˚á ~ÓÇ §ÙÎ˚à%̂ Ï°y xÓ¢ƒ•z ôlydÜ˛ Ùyl •GÎ˚y í z̨!ã˛ï˛–

• Îál xyÙÓ˚y ï˛y!Ó˚á ~ÓÇ §ÙÎ˚ !Ó Ï̂Î˚yà Ü˛!Ó˚ ï˛ál !l!Ÿã˛ï˛ • Ï̂Î˚ lyG ˆÎ xyÙÓ˚y §)e!ê˛ §!ë˛Ü˛Ë˛y Ï̂Ó ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚!SÈ–

• Î!ò §)e!ê˛ §!ë˛Ü˛ •Î˚ ~ÓÇ Ê˛°yÊ˛°!ê˛ ~álG }îydÜ˛ Ùyl •Î˚ñ xyÙÓ˚y ˆ§°!ê˛ Ê˛Ó˚̂ ÏÙê˛ Ü˛ Ï̂Ó˚ Ùyl!ê˛ ï˛y!Ó˚á Óy §ÙÎ˚ Ê˛Ó˚̂ ÏÙê˛ lÎ˚
~Ó)̨̊ õ Ê˛Ó˚̂ ÏÙê˛ !ò Ï̂Î˚ ≤Ãò¢≈l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

1. Home  ê˛ƒy Ï̂ÓÓ˚ cells @˝Ã%̂ Į̈ õ formatÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ñ ï˛yÓ˚̨ õÓ˚ format cellsÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Number ê˛ƒy Ï̂Ó !Üœ̨ Ü˛ Ü˛Ó˚–

2. ~Ó)̨̊ õ ~Ü˛!ê˛ Ê˛Ó˚̂ ÏÙê˛ !lÓ≈yã˛l Ü˛Ó˚ Îy ï˛y!Ó˚á Óy §ÙÎ˚ Ê˛Ó˚̂ ÏÙê˛ lÎ˚–

~Ü˛!ê˛ !Ë˛ß¨ l¡∫Ó˚ Ê˛Ó˚̂ ÏÙê˛ ≤Ã Ï̂Î˚yà

!Ü˛S%È ˆ«˛ Ï̂eñ xyÙÓ˚y !ÓòƒÙyl ˆ§ Ï̂°Ó˚ ˆ«˛ Ï̂eÓ˚ Ù Ï̂ôƒ l¡∫Ó˚!ê˛ í z̨̨ õÎ%=˛ Ü˛Ó˚̂ Ïï˛ ˆ§ Ï̂°Ó˚
§ÇáƒyÓ˚ Ê˛Ó˚ˆÏÙê˛!ê˛ ˛õ!Ó˚Óï≈˛l Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚– í˛zòy•Ó˚îfl∫Ó˚)˛õñ xyÙÓ˚y ò¢!ÙÜ˛ !Ó®%Ó˚ ˛õˆÏÓ˚
ò¢!ÙÜ˛ fiÌy Ï̂lÓ˚ §Çáƒy •…y§ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

• #DIV/O! e%!ê˛ §Ç Ï̂¢yôl ı

~•z e%!ê˛!ê˛ ˆòáy ˆòÎ˚y Îál ˆÜ˛yl §Çáƒy Ï̂Ü˛ ¢)lƒ (0) !ò Ï̂Î˚ Ë˛yà Ü˛Ó˚y •Î˚–

1. xlƒË˛y Ï̂Óñ e%!ê˛ ≤Ãò¢≈l Ü˛ Ï̂Ó˚ ~Ó)̨̊ õ ~Ü˛!ê˛ ˆ§° !Üœ̨ Ü˛ Ü˛Ó˚ñ ˆÎ ˆÓyï˛yÙ!ê˛ ≤Ãò!¢≈ï˛ •Î˚ ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ show calenlation steps ~ !Üœ̨ Ü˛ Ü˛Ó˚ Î!ò ~!ê˛ ˆòáy ÎyÎ˚–

Ü˛yÓ˚î§Ù)•

a)  ¢)lƒ myÓ˚y §%flõT˛Ë˛y Ï̂Ó Ë˛yà Ü˛Ó˚y •Î˚ ~Ó)̨̊ õ ˆÜ˛yl §)e ~rê˛yÓ˚ Ü˛Ó˚y • Ï̂° ÈüÈˆÎÙl = 5/0–
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b) ~Ü˛!ê˛ ÊÑ̨ yÜ˛y ˆ§ Ï̂°Ó˚ Óy ~Ü˛!ê˛ ˆ§ Ï̂° Ë˛yçÜ˛ !•§y Ï̂Ó ¢)lƒ Ó˚̂ ÏÎ˚̂ ÏSÈ ~Ó)̨̊ õ ˆ§ Ï̂°Ó˚ ˆÓ˚Ê˛y Ï̂Ó˚™ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ï°–

§Ùyôyl§Ù)•

• xlƒ ˆ§ Ï̂°ñ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚–

• Ë˛yçÜ˛ !• Ï̂§ Ï̂Ó ÓƒÓ•,ï˛ ˆ§ Ï̂° ¢)lƒ SÈyí ¸̨y xlƒ Ùyl ~rê˛yÓ˚ Ü˛Ó˚–

• Ë˛yçÜ˛ !• Ï̂§ Ï̂Ó ˆÓ˚Ê˛y Ï̂Ó˚™ Ü˛Ó˚y ˆ§ Ï̂° #N/A Ùyl!ê˛ !°áñ Îy §)̂ ÏeÓ˚ Ê˛°yÊ˛° Ï̂Ü˛ #DIV/O! ˆÌ Ï̂Ü˛ #N/A Ï̂ï˛
˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚ !ÓË˛yç Ï̂Ü˛Ó˚ Ùyl!ê˛ ˛õyGÎ˚y ÎyÎ˚ ly ï˛y ˆÓyV˛y Ï̂ï˛–

• IF GÎ˚yÜ≈̨ !¢≤Wz Ê˛yÇ¢yl!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ e%!ê˛ Ùyl!ê˛ ≤Ãò¢≈l Ü˛Ó˚y ˆÌ Ï̂Ü˛ !ÓÓ˚ï˛ Ü˛Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ e%!ê˛ §,!T˛
Ü˛ Ï̂Ó˚ §)e!ê˛ Î!ò = A5/B5  •Î˚ ï˛ Ï̂Ó ~Ó˚ ˛õ!Ó˚Ó Ï̂ï≈̨  =IF(B5–0,”””, A5/B5) ÓƒÓ•yÓ˚ Ü˛Ó˚– ò%!ê˛ ˆÜ˛y Ï̂ê˛¢yl
!ã˛•´ ~Ü˛!ê˛ áy!° ˆê˛:ê˛  !fiê ∆̨Ç í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚–

# N/A e%!ê˛ §Ç Ï̂¢yôl ˛

~•z e%!ê˛!ê˛ í z̨̨ õ!fiÌï˛ •Î˚ Îál ˆÜ˛yl Ê˛yÇ¢l Óy §)̂ Ïe ~Ü˛!ê˛ Ùyl í z̨̨ õ°kô ly Ìy Ï̂Ü˛–

1. xlƒË˛y Ï̂Óñ e%!ê˛ ≤Ãò¢≈l Ü˛ Ï̂Ó˚ñ ~Ó)̨̊ õ ~Ü˛!ê˛ ˆ§° !Üœ̨ Ü˛ Ü˛Ó˚ñ ˆÎ ˆÓyï˛yÙ!ê˛ ≤Ãò!¢≈ï˛ •Î˚ ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ show  calculation stepsÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ Î!ò ~!ê˛ ˆòáy ÎyÎ˚–

Ü˛yÓ˚î ~ÓÇ §Ùyôyl§Ù)• /

a)  Óyò ÎyGÎ˚y ˆí˛ê˛yñ ~ÓÇ #N/A Óy NA() ~Ó˚ çyÎ˚àyÎ˚ ~rê˛yÓ˚ Ü˛Ó˚–

b) Lookup Ê˛yÇ¢y Ï̂l xyà%≈̂ ÏÙ^˝ê˛ !• Ï̂§ Ï̂Ó xl%̨ õÎ%=˛ Ùyl ≤Ãòyl Ü˛Ó˚y •°ñ ~Ó)̨̊ õ Ê˛yÇ¢ylà%̂ Ï°y • Ï̂ï˛ ˛õy Ï̂Ó˚ÈüÈ
HLOOKUP, VLOOKUP, MATCH  Óy LOOKUP–

c) ~Ü˛!ê˛  x§!Iï˛ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ Ùyl!ê˛ §ly=˛ Ü˛Ó˚̂ Ïï˛ ~•z lookup Ê˛yÇ¢ylà%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–

d) xƒy Ï̂Ó˚ §)̂ Ïe ~Ó)̨̊ õ ~Ü˛!ê˛ xyà%≈̂ ÏÙ^˝ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y • Ï̂FSÈ Îy xƒy Ï̂Ó˚ §)e ôyÓ˚l Ü˛ Ï̂Ó˚ ÎyÓ˚ ˆÓ˚̂ ÏOÓ˚ Ù Ï̂ôƒ ˆÓ˚y Óy
Ü˛°yÙà%̂ Ï°yÓ˚ §Çáƒy ~Ü˛•z lÎ˚–

#NAME ?  e%!ê˛ §Ç Ï̂¢yôl

~•z e%!ê˛!ê˛ â Ï̂ê˛ Îál ~ Ï̂:° ˆÜ˛ylG §)̂ ÏeÓ˚ ˆê˛:ê˛ Ï̂Ü˛ fl∫#Ü,̨ !ï˛ ˆòÎ˚ ly–

Ü˛yÓ˚î§Ù)• ı a) Euro Currency Tolls add-in  ˆ°yí˛ ly Ü˛ Ï̂Ó˚ EUROCONVERT  Ê˛yÇ¢yl–

§Ùyôyl§Ù)• ı

1. Microsoft Office ButtonÈüÈ~ !Üœ̨ Ü˛ñ Execl optionÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Add-in !ÓË˛y Ï̂à !Üœ̨ Ü˛
Ü˛Ó˚–

2. Manage !°fiê˛ Ó Ï̂: Excel Add-insˆÜ˛ !§ Ï̂°Q Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ GOÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

3. Add-Ins available !° Ï̂fiê˛ Euro Currency ToolsÈüÈ ˆã˛Ü˛ Ó: !§ Ï̂°Q Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ OKˆï˛ !Üœ̨ Ü˛
Ü˛Ó˚–

* # NULL!  e%!ê˛ §Ç Ï̂¢yôl

~•z e%!ê˛!ê˛ â Ï̂ê˛ Îál xyÙÓ˚y ò%!ê˛ ̂ «˛ Ï̂eÓ˚ ̂ SÈò Ï̂Ü˛ !l!ò≈T˛ Ü˛!Ó˚ Îy ≤ÃÜ,̨ ï˛˛õ Ï̂«˛ ̂ SÈò lÎ˚ Óy §!ë˛Ü˛Ë˛y Ï̂Ó
ˆSÈò Ü˛Ó˚y •Î˚!l– •zrê˛yÓ˚̂ Ï§Ü˛ Ï̂¢l x˛õy Ï̂Ó˚ê˛Ó˚ •° ò%!ê˛ ˆÓ˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ Ù Ï̂ôƒÜ˛yÓ˚ fiÌyl–
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1. xlƒË˛y Ï̂Óñ e%!ê˛ ≤Ãò¢≈l Ü˛ Ï̂Ó˚ ~Ó)̨̊ õ ~Ü˛!ê˛ ˆ§° !Üœ̨ Ü˛ Ü˛Ó˚ñ ˆÎ ˆÓyï˛yÙ!ê˛ ≤Ãò!¢≈ï˛ Óy ˆÓ˚O í ẑ̨ ÏÕ‘á Ü˛Ó˚̂ Ïï˛ñ
ˆÓ˚ˆÏOÓ˚ ≤ÃÌÙ ˆ§° ˆÓ˚Ê˛yˆÏÓ˚™ˆÏÜ˛ ˆÓ˚ˆÏOÓ˚ ˆ¢ˆÏ£Ï ˆ§ˆÏ°Ó˚ ˆÓ˚Ê˛yˆÏÓ˚™ ˆÌˆÏÜ˛ ˛õ,ÌÜ˛ Ü˛Ó˚ˆÏï˛ ~Ü˛!ê˛ ˆÜ˛y°l (:)
ÓƒÓ•yÓ˚ Ü˛Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ SUM (A1:A10) ˆ§° A1 ˆÌ Ï̂Ü˛ A10 ˛õÎ≈hs˝ xhs˝Ë%≈̨ =˛ ˆ§° ˆÓ˚O Ï̂Ü˛ ˆÓyV˛yÎ˚–

• ò%!ê˛ ˆ«˛e Îy ˆSÈò Ü˛ Ï̂Ó˚ !l ï˛y í ẑ̨ ÏÕ‘á Ü˛Ó˚̂ Ïï˛ñ •zí z̨!lÎ˚l x˛õy Ï̂Ó˚ê˛Ó˚ Ü˛Ùy åñä ÓƒÓ•yÓ˚ Ü˛Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ
Î!ò §)e!ê˛ ò%!ê˛ ˆÓ˚ˆÏOÓ˚ ˆÎyàÊ˛° !lô≈yÓ˚î Ü˛ˆÏÓ˚ ï˛y !l!Ÿã˛ï˛ Ü˛ˆÏÓ˚ ˆÎˆÏÈÜ˛ylG Ü˛Ùy ò%!ê˛ ˆÓ˚O ˛õ,ÌÜ˛ Ü˛ˆÏÓ˚
(SUM (A1:A10, C1:C10)ä–

ˆÓ˚Oà%̂ Ï°y !ÓË˛=˛ ly (Ranges do not intersect)

• Colour-coded borderÈüÈ~Ó˚ ≤Ã!ï˛!ê˛ ˆÜ˛ylyÎ˚ Î!ò ˆÜ˛ylG Óà≈yÜ˛yÓ˚ xÇ¢ Ìy Ï̂Ü˛ ï˛ Ï̂Ó ˆÓ˚Ê˛y Ï̂Ó˚™!ê˛ ~Ü˛!ê˛
lyÙÎ%=˛ ˆÓ˚̂ ÏOÓ˚ çlƒ–

• Colour-coded borderÈüÈ~Ó˚ ≤Ã!ï˛!ê˛ ˆÜ˛ylyÎ˚ Î!ò ˆÜ˛ylG Óà≈yÜ˛yÓ˚ xÇ¢ Ìy Ï̂Ü˛ ï˛ Ï̂Ó ˆÓ˚Ê˛y Ï̂Ó˚™!ê˛ ~Ü˛!ê˛
lyÙÎ%=˛ ˆÓ˚̂ ÏOÓ˚ lÎ˚–

5. ˆÎ ˆ§ Ï̂° xyÙÓ˚y §)e!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ã˛y•z ˆ§!ê˛ Ï̂ï˛ í˛yÓ° !Üœ̨ Ü˛ Ü˛Ó˚– ~ Ï̂:° ≤Ã!ï˛!ê˛ ˆ§° Óy ˆÓ˚̂ ÏOÓ˚
ˆ§°à%̂ Ï°y Ï̂Ü˛ !Ó!Ë˛ß¨ Ó˚. !ò Ï̂Î˚ •y•z°y•zê˛ Ü˛ Ï̂Ó˚–

6. !l¡¨!°!áï˛à%̂ Ï°yÓ˚ Ù Ï̂ôƒ ~Ü˛!ê˛ Ü˛Ó˚ ı

• ~Ü˛!ê˛ ˆ§° Óy ˆÓ˚̂ ÏOÓ˚ ˆÓ˚Ê˛y Ï̂Ó˚™ Ï̂Ü˛ xlƒ ˆ§° Óy ˆÓ˚̂ ÏO §Ó˚y Ï̂ï˛ñ ˆ§°!ê˛Ó˚ colour-coded Óí≈̨ yÓ˚!ê˛ lï%̨ l
ˆ§° Óy ˆÓ˚̂ ÏO ˆê˛ Ï̂l xyl–

• ˆÓ˚Ê˛y Ï̂Ó˚̂ Ï™ xy Ï̂Ó˚y Óy fewer cells  xyl Ï̂ï˛ Óy §ÇÎ%=˛ Ü˛Ó˚̂ Ïï˛ Óí≈̨ y Ï̂Ó˚Ó˚ ~Ü˛!ê˛ ˆÜ˛ylyÎ˚ ˆí»̨ à Ü˛Ó˚–

• Formula Ï̂ï˛ ˆÓ˚Ê˛y Ï̂Ó˚™!ê˛ !§ Ï̂°Q Ü˛Ó˚ ~ÓÇ ~Ü˛!ê˛ lï%̨ l ˆÓ˚Ê˛y Ï̂Ó˚™ ê˛y•z̨ õ Ü˛Ó˚–

7. ENTER ˆ≤Ã§ Ü˛Ó˚–

8. !l¡¨!°!áï˛à%̂ Ï°yÓ˚ Ù Ï̂ôƒ ~Ü˛!ê˛ Ü˛Ó˚ ı

• §)eÎ%=˛ ˆ§ Ï̂°Ó˚ ˆÓ˚O Ï̂Ü˛ !§ Ï̂°Q Ü˛Ó˚ ÎyÓ˚ ˆÓ˚Ê˛y Ï̂Ó˚™ ly Ï̂Ù ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–

• GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ §ÙfiÌ §)̂ Ïe ly Ï̂ÙÓ˚ ˆÓ˚Ê˛y Ï̂Ó˚™à%̂ Ï°y ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ~Ü˛!ê˛ ~Ü˛Ü˛ ˆ§° !lÓ≈yã˛l Ü˛Ó˚–

9. Formulas ê˛ƒyˆÏÓ Defined Names @˝Ã%ˆÏ˛õ Defined Name ~Ó˚ ˛õyˆÏ¢Ó˚ !ï˛Ó˚ !ã˛ˆÏ•´ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ Apply NamesÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–

10. Apply Names Ó Ï̂: ~Ü˛ Óy ~Ü˛y!ôÜ˛ ly Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚–

# NUM! e%!ê˛ §Ç Ï̂¢yôl

~•z e%!ê˛!ê˛ §)e Óy ˛Ê˛yÇ¢y Ï̂l xÜ˛yÎ≈Ü˛Ó˚ §Çáƒy Ùyl ÌyÜ˛ Ï̂° ˆòáy ˆòÎ˚ –

1. xlƒË˛y Ï̂Óñ e%!ê˛ ≤Ãò¢≈l Ü˛ Ï̂Ó˚ ~Ó)̨̊ õ ~Ü˛!ê˛ ˆ§° !Üœ̨ Ü˛ Ü˛Ó˚ñ ˆÎ ˆÓyï˛yÙ!ê˛ ≤Ãò!¢≈ï˛ •Î˚ ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ Show calculation steps-~ !Üœ̨ Ü˛ Ü˛Ó˚ Î!ò e%!ê˛ ˆòáy ÎyÎ˚–

2. !l¡¨!°!áï˛ §Ω˛yÓƒ Ü˛yÓ˚î§Ù)• ~ÓÇ §Ùyôyl§Ù)• ˛õÎ≈y Ï̂°yã˛ly Ü˛Ó˚ ı

• ~Ùl ˆÜ˛ylG Ê˛yÇ¢y Ï̂l x@˝Ã•î Ï̂Îyàƒ xyà%≈̂ ÏÙ^˝ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚ Îy Ï̂ï˛ §ÇáƒyÓ˚ xyà%≈̂ ÏÙ^˝ê˛ ≤Ã Ï̂Î˚yçl–

• !l!Ÿã˛ï˛ Ü˛Ó˚ ˆÎ xyà%≈̂ ÏÙ^˝ê˛à%̂ Ï°y åxyà%≈̂ ÏÙ^˝ê˛/ ˆÎ Ùylà%̂ Ï°y ˆÜ˛ylG Ê˛yÇ¢yl x˛õy Ï̂Ó˚¢ Ï̂l Óy àîly §¡õyò Ï̂lÓ˚
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çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚– ̂ Ü˛ylG Ê˛yÇ¢yl ̂ § ôÓ˚s Ï̂lÓ˚ xyà%≈̂ ÏÙ ˝̂ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ï˛y Ê˛yÇ¢y Ï̂l !l!ò≈T˛– Ê˛yÇ¢ylà%̂ Ï°yÓ˚
Ù Ï̂ôƒ ÓƒÓ•,ï˛ §yôyÓ˚î xyà%̂ ÏÙ^˝ê˛à%̂ Ï°yÓ˚ Ù Ï̂ôƒ l¡∫Ó˚ñ ˆê˛:ê˛ñ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ ~ÓÇ lyÙ xhs˝Ë%≈̨ =˛ Ìy Ï̂Ü˛ä l¡∫Ó˚
!Ü˛ly Îy Ê˛yÇ¢y Ï̂l ÓƒÓ•,ï˛ •Î˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ xyÙÓ˚y ˆÎ Ùyl!ê˛ !°á Ï̂ï˛ ã˛y•z ï˛y 100 • Ï̂°G §)̂ Ïe 1000

~rê˛yÓ˚ Ü˛Ó˚–

• ˛õ%lÓ˚yÓ,!_ •GÎ˚y GÎ˚yÜ≈̨ !¢ Ï̂ê˛ Ê˛yÇ¢yl ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ï°ñ ˆÎÙl IRR Óy RATE ~ÓÇ ~•z Ê˛yÇ¢yl!ê˛ ˆÜ˛yl
Ê˛°yÊ˛° á%Ñ̂ Ïç ly ˆ˛õ Ï̂°–

• GÎ˚yÜ≈̨ !¢ê˛ Ê˛yÇ¢y Ï̂lÓ˚ çlƒ ~Ü˛!ê˛ !Ë˛ß¨ ≤ÃyÓ˚!Ω˛Ü˛ Ùyl ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ï°–

• Ùy•ẑ ÏÜ ̨ y§Êê˛ x!Ê˛§ ~ Ï̂:° §)̂ Ïe ˛õ%lÓ˚yÓ,!_ Ü˛Ó˚yÓ˚ §Çáƒy!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚–

1. Microsoft Office Button ÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ñ Excel Option-~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Foumulas f!ÓË˛y Ï̂à
!Üœ̨ Ü˛ Ü˛Ó˚–

2. Calculation Option ̂ §Ü˛¢y Ï̂l Enable iterative calculationÈüÈ ̂ ã˛Ü˛ Ó: !§ Ï̂°Q Ü˛Ó˚–

3. ~ Ï̂:° §Ó≈y!ôÜ˛ ÓyÓ˚ àîly Ü˛Ó˚̂ ÏÓ ï˛y !lô≈yÓ˚î Ü˛Ó˚̂ Ïï˛ Maximum interation Ó Ï̂: ˛õ%lÓ˚yÓ,!_ñ §Çáƒy!ê˛
ê˛y•z̨ õ Ü˛Ó˚– ˛õ%lÓ˚yÓ,!_Ó˚ §Çáƒy Îï˛ ˆÓ!¢ • Ï̂Óñ ~ Ï̂:° Ï̂Ü˛ ~Ü˛!ê˛ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ àîlyÓ˚ çlƒ xyÓ˚G ˆÓ!¢ §ÙÎ˚
≤Ã Ï̂Î˚yçl • Ï̂Ó–

4. àîlyÓ˚ Ê˛°yÊ˛ Ï̂°Ó˚ Ù Ï̂ôƒ xyÙÓ˚y §Ó≈y!ôÜ˛ ˛õ!Ó˚Ùyî ˛õ!Ó˚Óï≈̨ l!ê˛ @˝Ã•î Ü˛Ó˚Ó ï˛y ˆ§ê˛ Ü˛Ó˚̂ Ïï˛ñ maximum

change Ó Ï̂: ˛õ!Ó˚Ùyî!ê˛ ê˛y•z̨ õ Ü˛Ó˚– §Çáƒy!ê˛ Îï˛ Ü˛Ù • Ï̂Óñ ~ Ï̂:° Ï̂Ü˛ ~Ü˛!ê˛ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ àîlyÓ˚ çlƒ xyÓ˚G
!lË%≈̨ ° Ê˛°yÊ˛° ~ÓÇ xyÓ˚G ˆÓ!¢ §ÙÎ˚ ≤Ã Ï̂Î˚yçl– ~Ùl ~Ü˛!ê˛ §)e ~rê˛yÓ˚ Ü˛Ó˚̂ Ï°ñ Îy á%Ó Óí ¸̨ Óy á%Ó ˆSÈy Ï̂ê˛y
~Ü˛!ê˛ l¡∫Ó˚ ≤Ãòyl Ü˛ Ï̂Ó˚ ˆÎ!ê˛ ~ Ï̂: Ï̂° ≤ÃÜ˛y¢ Ü˛Ó˚̂ Ïï˛ x§%!Óôy •Î˚–

• # REF! e%!ê˛ §Ç Ï̂¢yôl

~•z e%!ê˛!ê˛ í z̨Í˛õß¨ •Î˚ Îál ~Ü˛!ê˛ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ åˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ ı ~Ü˛!ê˛ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ ~Ü˛!ê˛
ˆ§° òá° Ü˛ Ï̂Ó˚ Ó˚yáyÓ˚ fiÌyly Ï̂AÜ˛Ó˚ ˆ§ê˛– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Ü˛°yÙ B ~ÓÇ ˆÓ˚y 3 ~Ó˚ ˆSÈò!ê˛ Ï̂ï˛ ˆÎ ˆ§°!ê˛Ó˚
í ẑ̨ ÏÕ‘á ˛õyGÎ˚y ÎyÎ˚ ï˛y •° B3ä e%!ê˛˛õ)î≈ •Î˚–

1. xlƒË˛y Ï̂Óñ e%!ê˛ ≤Ãò¢≈l Ü˛ Ï̂Ó˚ ~Ó)̨̊ õ ~Ü˛!ê˛ ˆ§° !Üœ̨ Ü˛ Ü˛Ó˚ñ ˆÎ ˆÓyï˛yÙ!ê˛ ≤Ãò!¢≈ï˛ •Î˚ ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ Show Calculation stepsÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ Î!ò e%!ê˛ ˆòáy ÎyÎ˚–

2. !l¡¨!°!áï˛ §Ω˛yÓƒ Ü˛yÓ˚î§Ù)• ~ÓÇ §Ùyôyl§Ù)• ˛õÎ≈y Ï̂°yã˛ly Ü˛Ó˚ ı

• xlƒylƒ §)e myÓ˚y í ẑ̨ ÏÕ‘!áï˛ ˆ§°à%̂ Ï°y Ù%̂ ÏSÈ ˆÊ˛° Óy xlƒ §)e myÓ˚y í ẑ̨ ÏÕ‘!áï˛ ˆ§ Ï̂°Ó˚ í z̨̨ õ Ï̂Ó˚ ˛õ!Ó˚Ó!ï≈̨ ï˛
ˆ§°à%̂ Ï°y ˆ°áy xyê˛Ü˛y Ï̂ly–

• §)eà%̂ Ï°y ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚ñ Óy xyÙy Ï̂òÓ˚ ˆ§°à%̂ Ï°y Ù%̂ ÏSÈ ˆÊ˛°y Óy ˆ˛õfiê˛ Ü˛Ó˚yÓ˚ §y Ï̂Ì §y Ï̂Ì•z undo !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚
GÎ˚yÜ≈̨ !¢ Ï̂ê˛ ˆ§°à%̂ Ï°y ˛õ%lÓ%̊ÂôyÓ˚ Ü˛Ó˚–

• ã˛°Ùyl lÎ˚ ~Ùl ˆÜ˛ylG ˆ≤Ãy@˝Ãy Ï̂ÙÓ˚ §y Ï̂Ì ~Ü˛!ê˛ object linking  Óy Embedding (OLE) !°AÜ˛ ÓƒÓ•yÓ˚
Ü˛Ó˚̂ Ï°–

• ˆ≤Ãy@˝ÃyÙ!ê˛ ¢%Ó%̊ Ü˛Ó˚–
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

• dynamic Data Exchange (DDE) !Ó£ÏÎ˚ ˆÎÙl ‘system’ ~Ó˚ §y Ï̂Ì !°AÜ˛ Ü˛Ó˚y ÎyÎ˚ í z̨̨ õ°kô lÎ˚–

• !l!Ÿã˛ï˛ • Ï̂Î˚ ˆlG ˆÎ xyÙÓ˚y §!ë˛Ü˛ DDE  !Ó£ÏÎ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚!SÈ–

• ~Ü˛!ê˛ Ùƒy Ï̂Ü ̨ y ã˛y°y Ï̂ly Îy ~Ùl Ê˛yÇ¢yl ~rê˛yÓ˚ Ü˛ Ï̂Ó˚ Îy #REF! !Ó˚ê˛yl≈ Ü˛ Ï̂Ó˚–

~Ü˛!ê˛ #VALUE! e%!ê˛ §Ç Ï̂¢yôl

~•z e%!ê˛!ê˛ â Ï̂ê˛ Îál Ë%̨ ° ôÓ˚̂ ÏlÓ˚ xyà%≈̂ ÏÙ^˝ê˛ åxyà%≈̂ ÏÙ^˝ê˛ı ˆÎ Ùylà%̂ Ï°y ˆÜ˛yl Ê˛yÇ¢yl x˛õy Ï̂Ó˚¢l
Óy àîly §¡õyò Ï̂lÓ˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚– ˆÜ˛ylG Ê˛yÇ¢yl ˆÎ ôÓ˚̂ ÏlÓ˚ xyà%≈̂ ÏÙ^˝ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ï˛y Ê˛yÇ¢y Ï̂l
!l!ò≈T˛– Ê˛yÇ¢ylà%̂ Ï°yÓ˚ Ù Ï̂ôƒ ÓƒÓ•,ï˛ §yôyÓ˚î xyà%≈̂ ÏÙ^˝ê˛à%̂ Ï°yÓ˚ Ù Ï̂ôƒ l¡∫Ó˚ñ ˆê˛:ê˛ñ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ ~ÓÇ lyÙ
xhs˝Ë%≈̨ =˛ Ìy Ï̂Ü˛–ä Óy x˛õy Ï̂Ó˚[˛ åx˛õy Ï̂Ó˚[˛ı §)̂ ÏeÓ˚ ~Ü˛!ê˛ x˛õy Ï̂Ó˚ê˛ Ï̂Ó˚Ó˚ í z̨Ë˛Î˚ ̨õy Ï̂¢Ó˚ í z̨̨ õyòylà%̂ Ï°y •° x˛õy Ï̂Ó˚[˛–
~ Ï̂: Ï̂°ñ x˛õy Ï̂Ó˚[˛à%̂ Ï°y Ùylñ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ñ lyÙ ˆ° Ï̂Ó° ~ÓÇ Ê˛yÇ¢yl§Ù)• • Ï̂ï˛ ˛õy Ï̂Ó˚–ä ÓƒÓ•,ï˛ • Ï̂°–

1. xlƒË˛y Ï̂Óñ e%!ê˛ ≤Ãò¢≈l Ü˛ Ï̂Ó˚ ~Ó)̨̊ õ ~Ü˛!ê˛ ˆ§° !Üœ̨ Ü˛ Ü˛Ó˚ñ ˆÎ ˆÓyï˛yÙ!ê˛ ≤Ãò!¢≈ï˛ •Î˚ ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ show calculation stepsÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ Î!ò  e%!ê˛ ˆòáy ÎyÎ˚–

2. !l¡¨!°!áï˛ §Ω˛yÓƒ Ü˛yÓ˚î§Ù)• ~ÓÇ §Ùyôyl§Ù)• ˛õÎ≈y Ï̂°yã˛ly Ü˛Ó˚ ı

• §)̂ ÏeÓ˚ çlƒ ~Ü˛!ê˛ §Çáƒy Óy °!çÜ˛ƒy° Ùyl ˆÎÙl TRUE  Óy  FALSE ≤Ã Ï̂Î˚yçl • Ï̂° ï˛ál ˆê˛:ê˛ ~rê˛yÓ˚
Ü˛Ó˚y • Ï̂°–

• Ùy•zˆÏÜ ˛y§Êê˛ x!Ê˛§ ~ˆÏ:° ˆÏê˛:ê˛ˆÏÜ˛ §!ë˛Ü˛ ˆí˛ê˛y ê˛y•zˆÏ˛õ xl%Óyò Ü˛Ó˚ˆÏï˛ ˛õyˆÏÓ˚ ly– §)e Óy Ê˛yÇ¢yl!ê˛
≤Ã Ï̂Î˚yçl#Î˚ x˛õy Ï̂Ó˚[˛ Óy xyà%≈̂ ÏÙ Ï̂̂ ˝ê˛Ó˚ §!ë˛Ü˛ !Ü˛ly ï˛y !l!Ÿã˛ï˛ Ü˛Ó˚ ~ÓÇ §)̂ ÏeÓ˚ §y Ï̂Ì í ẑ̨ ÏÕ‘á •GÎ˚y ˆ§°à%̂ Ï°y Ï̂ï˛
˜Óô Ùyl Ó˚̂ ÏÎ˚̂ ÏSÈ !Ü˛ly ̂ òá– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ̂ §° A5ÈüÈ~ ~Ü˛!ê˛ l¡∫Ó˚ Ó˚̂ ÏÎ˚̂ ÏSÈ ~ÓÇ ̂ §° A6ÈüÈ~ ‘Not available’

ˆê˛:ê˛ Ó˚̂ ÏÎ˚̂ ÏSÈñ ï˛ Ï̂Ó §)e =A5+A6 #VALUE! e%!ê˛  ˆòáy Ï̂Ó–

• ~Ü˛!ê˛ xƒy Ï̂Ó˚ §)e ~rê˛yÓ˚ Ü˛ Ï̂Ó˚ Óy ˛õ!Ó˚Ùyç≈ly Ü˛ Ï̂Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ ENTERÈüÈ~ ã˛y˛õ !ò Ï̂°–

• xƒy Ï̂Ó˚ §)eÎ%=˛ ˆ§° Óy ˆ§ Ï̂°Ó˚ ˆÓ˚O !lÓ≈yã˛l Ü˛Ó˚ åxƒy Ï̂Ó˚ §)eı ~Ùl §)e Îy ~Ü˛ Óy ~Ü˛y!ôÜ˛ Ùy Ï̂lÓ˚ ˆ§ Ï̂ê˛Ó˚
í z̨̨ õÓ˚ ~Ü˛y!ôÜ˛ àîly §¡õyòl Ü˛ Ï̂Ó˚ñ ~ÓÇ ï˛yÓ˚̨ õÓ˚ •Î˚ ~Ü˛!ê˛ Ê˛°yÊ˛° Óy ~Ü˛y!ôÜ˛ Ê˛°yÊ˛° ˆòÎ˚– xƒy Ï̂Ó˚
§)eà%̂ Ï°y {} ~Ó˚ Ùôƒ xyÓÂô Ìy Ï̂Ü˛ ~ÓÇ CTRL+SHIFT+ENTER ã˛y˛õ !ò Ï̂Î˚ Óy ˆ≤Ã§ Ü˛ Ï̂Ó˚ ~rê˛yÓ˚ Ü˛Ó˚y
•Î˚äñ §)e!ê˛ ˛õ!Ó˚Ùyç≈ly Ü˛Ó˚̂ Ïï˛ F2 ˆ≤Ã§ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ CTRL+SHIFT+ENTERÈüÈ~ ˆ≤Ã§ Ü˛Ó˚–

• ~Ü˛!ê˛ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ñ §)e Óy Ê˛yÇ¢yl Ï̂Ü˛ xƒy Ï̂Ó˚ ºyÓÜ˛ !•§y Ï̂Ó ~rê˛yÓ˚ Ü˛Ó˚y • Ï̂°–

• !l!Ÿã˛ï˛ •G ˆÎ xƒyˆÏÓ˚ ºyÓÜ˛ åô %ÓÜ˛ ı ~Ü˛!ê˛ Ùyl Îy àîly Ü˛Ó˚y •Î˚ ly ~ÓÇ ï˛y•z ˛õ!Ó˚Ó!ï≈˛ï˛ •Î˚ ly–
í˛zòy•Ó˚îfl∫Ó˚)˛õñ 210 §Çáƒy ~ÓÇ ‘Quarterly Earnings’ ˆê˛:ê˛ •° ô %ÓÜ˛– ~Ü˛!ê˛ ~:ˆÏ≤Ã¢yl Óy ~Ü˛!ê˛
~: Ï̂≤Ã¢yl °kô Ùyl ô %ÓÜ˛ lÎ˚ä Ï̂Ü˛ylG ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ñ §)e Óy Ê˛yÇ¢yl •Î˚–

• x˛õyˆÏÓ˚ê˛Ó˚ˆÏÜ˛ Óy ~Ü˛!ê˛ Ê˛yÇ¢yˆÏlÓ˚ çlƒ ~Ü˛!ê˛ ˆÓ˚O §Ó˚ÓÓ˚y• Ü˛Ó˚y •ˆÏ°ñ ÎyÓ˚ çlƒ ~Ü˛!ê˛ ~Ü˛Ü˛ Ùyl
≤Ã Ï̂Î˚yçlñ ~Ü˛!ê˛ ˆÓ˚O lÎ˚–

• ˆÓ˚O!ê˛ Ï̂Ü˛ ~Ü˛!ê˛ Ùy Ï̂l ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚–

• §)e!ê˛ ~Ü˛•z ˆÓ˚y Óy ~Ü˛•z Ü˛°y Ï̂Ù xhs˝Ë%≈̨ =˛ Ü˛Ó˚̂ Ïï˛ ˆÓ˚O!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚–
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§yÓ˚§Ç Ï̂«˛˛õ
• ˆfl±í˛!¢ê˛ ˆ§ê˛ xy˛õ Ü˛Ó˚y ˆÙyê˛yÙ%!ê˛ §ÙÎ˚ §y◊Î˚# • Ï̂ï˛ ˛õy Ï̂Ó˚ñ Î!òG ˆÓ!¢Ó˚Ë˛yà §Êê˛GÎ˚ƒyÓ˚ ˛õƒy Ï̂Ü˛çà%̂ Ï°yÓ˚ §y Ï̂Ì
ˆê˛¡õ Ï̂°ê˛ Óy lÙ%ly ˆfl±í˛!¢ê˛ í z̨̨ õ°kô Ìy Ï̂Ü˛– Ü˛!¡õí z̨ê˛yÓ˚ !Ë˛!_Ü˛ ˆfl±í˛!¢ê˛!ê˛ !Ó!Ë˛ß¨ !≤Ã^˝ê˛ °ƒy xyí ẑ̨ Ïê˛Ó˚ §y Ï̂Ì
Ê˛Ó˚̂ ÏÙê˛ Ü˛Ó˚y ÎyÎ˚– ~!ê˛ §ÇáƒyÓ˚ ˆÓ˚y Óy Ü˛°y Ï̂ÙÓ˚ §y Ï̂Ì Ü˛yç Ü˛Ó˚yÓ˚ xl%Ù!ï˛ ˆòÎ˚ ~ÓÇ §)e ÓƒÓ•yÓ˚ •Î˚ ‘What if’

àîlyÓ˚ çlƒ– ˆfl±í˛!¢ Ï̂ê˛ ï˛Ìƒ ≤Ã Ï̂Ó¢ ~ÓÇ ˛õ!Ó˚Ùyç≈ly Ü˛Ó˚yñ §)e ~ÓÇ Ê˛yÇ¢yl §• àîly ˆ§ê˛ÈüÈxy˛õ Ü˛Ó˚̂ Ïï˛ ~ÓÇ
Ê˛°yÊ˛° Ù%ol Óy !≤Ã^˝ê˛ Ü˛Ó˚̂ Ïï˛ Î Ï̂ÌT˛ «˛Ùï˛y ~ÓÇ lÙl#Î˚ï˛y ≤Ãòyl Ü˛Ó˚y Ìy Ï̂Ü˛– ~!ê˛ Ï̂ï˛ §y!Ó˚ Óy ˆÓ˚y Ó˚̂ ÏÎ˚̂ ÏSÈ Îy
ï˛ Ï̂ÌƒÓ˚ xl%Ë)̨ !ÙÜ˛ ˆÓ˚áy ~ÓÇ Îy ~ Ï̂:° GÎ˚yÜ≈̨ Ó%̂ ÏÜ˛Ó˚ ÓyÙ!ò Ï̂Ü˛ !ã˛!•´ï˛ Ü˛Ó˚y •Î˚– ˆÓ˚y ~ÓÇ Ü˛°yÙà%̂ Ï°yÓ˚ ˆSÈ!òï˛yÇ¢
ˆ§° àë˛l Ü˛ Ï̂Ó˚– ~Ü˛!ê˛ ˆ§° Ü˛°yÙ ~ÓÇ ˆÓ˚yÓ˚ xÓfiÌyl myÓ˚y ≤ÃÜ˛y¢ Ü˛Ó˚y •Î˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ B4 •° Ü˛°yÙ B
~ÓÇ ˆÓ˚y 4 ~Ó˚ ˆSÈ!òï˛yÇ¢–

• ≤ÃÌÙ !òˆÏÜ˛Ó˚ ˆfl±í˛!¢ˆÏê˛ñ ˆ§°à%ˆÏ°y !SÈ° ~Ü˛!ê˛ §yôyÓ˚î !mÙy!eÜ˛ !@˝Ãí˛– §ÙˆÏÎ˚Ó˚ §yˆÏÌ §yˆÏÌ ï,˛ï˛#Î˚ Ùyey!ê˛
xhs˝Ë%≈̨ =˛ Ü˛Ó˚yÓ˚ çlƒ Ù Ï̂í˛°!ê˛ §¡±§y!Ó˚ï˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ ~ÓÇ !Ü˛S%È ˆ«˛ Ï̂e sheet ly Ï̂Ù ˛õ!Ó˚!ã˛ï˛ !@˝Ãí˛à%̂ Ï°yÓ˚ ~Ü˛!ê˛
!§!Ó˚ç ≤Ãòyl Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

• ˆÎÈüÈˆÜ˛yˆÏlyG GÎ˚yÜ≈˛!¢ˆÏê˛ ~Ü˛!ê˛ ˆ§° •° «%˛oï˛Ù xÇ¢ ÎyˆÏï˛ ˆÜ˛ylG Ùyl Óy ~Ü˛!ê˛ §)e Óy ˆÜ˛ylG Ê˛yÇ¢yl
ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚ Óy ~!ê˛ áy!° Ó˚yáy ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ˆ§ Ï̂° §)e Óy Ê˛yÇ¢yl ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ñ §yôyÓ˚îï˛ = !ã˛•´ !ò Ï̂Î˚ ¢%Ó%̊
Ü˛Ó˚̂ Ïï˛ •Î˚–

• ~Ü˛!ê˛ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ •° ˆfl±í˛!¢ Ï̂ê˛Ó˚ ~Ü˛!ê˛ lyÙ ˆ§°– ˆÓ!¢Ó˚Ë˛yà ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ ~Ü˛•z ˆfl±í˛!¢ Ï̂ê˛ xlƒ
~Ü˛!ê˛ ˆ§° Ï̂Ü˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚ñ ï˛ Ï̂Ó ~Ü˛!ê˛ ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ ~Ü˛•z ˆ˛fl±í˛!¢ Ï̂ê˛Ó˚ Ù Ï̂ôƒ ~Ü˛!ê˛ !Ë˛ß¨ !¢ Ï̂ê˛Ó˚ ~Ü˛!ê˛ ˆ§° Óy
ò%Ó˚Óï˛#≈ xƒy!≤’ Ï̂Ü˛¢yl ˆÌ Ï̂Ü˛ ≤ÃyÆ Ùyl Ï̂Ü˛G í ẑ̨ ÏÕ‘á Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚– ~Ü˛!ê˛ §yôyÓ˚î ˆ§° ˆÓ˚Ê˛y Ï̂Ó˚™ ~Ü˛!ê˛ Ü˛°yÙ G
ï˛yÓ˚̨ õÓ˚ ˆÓ˚y §Çáƒy myÓ˚y à!ë˛ï˛ •Î˚ Îy Ï̂Ü˛ relative cell regerence  Ó°y •Î˚– í z̨Ë˛Î˚ Ü˛°yÙ G ˆÓ˚y §Çáƒyñ ˆÎ ˆÜ˛yl
xÇ¢!ê˛ relative change • Ï̂ï˛ ˛õy Ï̂Ó˚ Îál ï˛yÓ˚ Ù Ï̂ôƒ ˆ§° Óy §)e §Ó˚y Ï̂ly Óy Ü˛!˛õ Ü˛Ó˚y •Î˚ xlƒ ˆ§° ˆÌ Ï̂Ü˛ñ ï˛ál
ï˛y Ï̂Ü˛ absolute reference yÓs Ï̂° åˆ§° ˆÓ˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ §y Ï̂Ì §Ç!Ÿ’T˛ xÇ Ï̂¢Ó˚ §yÙ Ï̂l $ !ã˛•´ !ò Ï̂Î˚ !l Ï̂ò≈!¢ï˛ •Î˚ä
˛õ%Ó˚yˆÏly RICI sˆÓ˚Ê˛yˆÏÓ˚™ ˜¢°#ˆÏï˛ Óî≈ R ˆÓ˚y l¡∫Ó˚ñ Óî≈ C ~ÓÇ Ü˛°yÙ l¡∫Ó˚ ÌyˆÏÜ˛ñ Óà≈yÜ˛yÓ˚ Órôl#ˆÏï˛ l¡∫Ó˚
§ÇÙÎ%=˛ Ü˛ Ï̂Ó˚ relative  Ï̂Ó˚y Óy Ü˛°yÙ l¡∫Ó˚à%̂ Ï°yÜ˛ !l Ï̂ò≈!¢ï˛ •Î˚–  ˆÓ!¢Ó˚Ë˛yà Óï≈̨ Ùyl  ˆfl±í˛!¢ê˛à%̂ Ï°y A1 fiê˛y•z°
ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚ñ !Ü˛S%È !Ü˛S%È RICI fiê˛y•z° §yÙO§ƒï˛yÓ˚ çlƒ !ÓÜ˛“ !•§yˆÏÓ ÓƒÓ•,ï˛ •Î˚ Óy §Ó˚Ó˛õÓ˚y• Ü˛Ó˚y •Î˚–
Ü˛!¡õí˛zê˛yÓ˚ Îál ~Ü˛!ê˛ ˆ§ˆÏ°Ó˚ ~Ü˛!ê˛ §)e àîly Ü˛Ó˚ˆÏñ ˆ§•z ˆ§ˆÏ°Ó˚ ≤Ãò!¢≈ï˛ Ùyl xy˛õˆÏí˛ê˛ Ü˛Ó˚ˆÏï˛ñ ˆ§•z ˆ§°
ˆÓ˚Ê˛y Ï̂Ó˚™à%̂ Ï°yñ xlƒ Ï̂Ü˛yl ˆ§°åà%̂ Ï°yä lyÙÜ˛Ó˚î Ü˛ Ï̂Ó˚ñ Ü˛!¡õí z̨ê˛yÓ˚ lyÙÜ,̨ ï˛ ˆ§°åà%̂ Ï°yäÈüÈ~Ó˚ Ùyl xyl Ï̂ï˛ Óyôƒ
Ü˛ Ï̂Ó˚–

• ˆ§ Ï̂°Ó˚ ~Ü˛!ê˛ ˆÓ˚O §¡õ!Ü≈̨ ï˛ ~Ü˛!ê˛ ˆÓ˚Ê˛y Ï̂Ó˚™ §yôyÓ˚îï˛ (A1:A6ä Ê˛ Ï̂Ù≈Ó˚ •Î˚ Îy A1 ˆÌ Ï̂Ü˛ A6 ~Ó˚ Ù Ï̂ôƒ §ÙhflÏ
ˆ§°à%̂ Ï°y !l!ò≈T˛ Ü˛ Ï̂Ó˚– “=SUM(A1:A6)” §)e!ê˛ í ẑ̨ ÏÕ‘!áï˛ §Ü˛° ˆ§ Ï̂°Ó˚ Ùyl ˆÎyà Ü˛Ó˚̂ ÏÓ ~ÓÇ Ê˛°yÊ˛°!ê˛ ˆÎ
ˆ§ Ï̂° §)e ˆ°áy • Ï̂Î˚̂ ÏSÈ ï˛y Ï̂ï˛•z ˆòáy Ï̂Ó–

• ~Ü˛!ê˛ Ê˛yÇ¢yl ~Ü˛!ê˛ !Ó Ï̂¢ñ Ü˛# ¢∑ Îy Órôl#Ó˚ Ù Ï̂ôƒ xyÓÂô ˆí˛ê˛y §¡õyòly  ~ÓÇ ≤Ã!Ü ̨ Î˚y Ü˛Ó˚yÓ˚ çlƒ ~Ü˛!ê˛ ˆ§ Ï̂°
≤Ã Ï̂Ó¢ Óy ~rê˛yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– §%e ê%̨ °Óy Ï̂Ó˚ ~Ü˛!ê˛ ˛Ê˛yÇ¢yl ˆÓyï˛yÙ Ó˚̂ ÏÎ˚̂ ÏSÈ (fx)– Îy ˆfl±í˛!¢ê˛ ˆ§ Ï̂° Ê˛yÇ¢yl
ÓƒÓ•y Ï̂Ó˚Ó˚ ˛í z̨̨ õ Ï̂Îyà# ≤Ã¡õê˛ §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚– !ÓÜ˛“Ë˛y Ï̂Ó xyÙÓ˚y §Ó˚y§!Ó˚ §)̂ ÏeÓ˚ Óy Ï̂Ó˚ ˛Ê˛yÇ¢yl!ê˛ ~rê˛yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–
~Ü˛!ê˛ Ê˛yÇ¢y Ï̂l ã˛yÓ˚!ê˛ ≤Ãôyl !Ó£ÏÎ˚ ç!í ¸̨ï˛ ı

• Ê˛yÇ¢y Ï̂lÓ˚ lyÙ–
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• Ê˛yÇ¢y Ï̂lÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛y–

• Ê˛yÇ¢yl!ê˛Ó˚ ï˛yÓ˚ Ü˛yÎ≈Ë˛yÓ˚!ê˛ Ó•l Ü˛Ó˚̂ Ïï˛ ˆÜ˛yl xyà%≈̂ ÏÙ^˝ê˛åà%̂ Ï°yä ≤Ã Ï̂Î˚yçl–

• Ê˛yÇ¢y Ï̂lÓ˚ Ê˛°yÊ˛°–

• ̂ fl±í˛!¢ê˛à%̂ Ï°yÓ˚ Ê˛Ó˚̂ ÏÙ!ê˛Ç à%Ó%̊c˛õ)î≈ ï˛Ìƒ ̨õí ¸̨̂ Ïï˛ ~ÓÇ Ó%V˛ Ï̂ï˛ §•ç Ü˛ Ï̂Ó˚ ̂ ï˛y Ï̂° åí z̨òy•Ó˚îÈüÈ Ü˛![˛¢ly° Ê˛Ó˚̂ ÏÙ!ê˛Çñ
ly¡∫yÓ˚ Ê˛Ó˚ˆÏÙ!ê˛Çñ ˆê˛:ê˛ ~ÓÇ ˆçlyˆÏÓ˚° ˆfl±í˛!¢ê˛ Ê˛Ó˚ˆÏÙ!ê˛Ç •zï˛ƒy!òä– ˆÜ˛ylG ˆ§° Óy ˆÓ˚O Ü˛#Ë˛yˆÏÓ Ùyl
≤Ãò!¢≈ï˛ Ü˛Ó˚̂ ÏÓ ï˛y !l!ò≈T˛ Ü˛ Ï̂Ó˚ §ÇK˛y!Î˚ï˛ Ü˛Ó˚y ÎyÎ˚– !í˛Ê˛Œê˛ !í˛§ Ï̂≤’ Ê˛Ó˚̂ ÏÙê˛!ê˛ §yôyÓ˚îï˛ ≤ÃyÌ!ÙÜ˛Ë˛y Ï̂Ó ˆ§ê˛ Ü˛Ó˚y
Ìy Ï̂Ü˛ ly Î!ò xy Ï̂à !l!ò≈T˛ Ë˛y Ï̂Ó ˆ§ê˛ Ü˛Ó˚y ly Ìy Ï̂Ü˛ ï˛y•z í z̨òy•Ó˚îfl∫Ó)̨̊ õñ “24/11/1952” Óy 24 NOV 1952

date ~Ó˚ ˆ§° Ê˛Ó˚̂ ÏÙê˛ • Ï̂Î˚ ÎyÎ˚– ~Ü˛•zË˛y Ï̂Ó ~Ü˛!ê˛ §ÇáƒyÓ˚ Ùy Ï̂lÓ˚ ˛õ Ï̂Ó˚ % !ã˛•´ ˆÎyà Ü˛Ó˚yÓ˚ Ê˛ Ï̂° ˆ§°!ê˛ ¢ï˛yÇ¢
ˆ§° Ê˛Ó˚̂ ÏÙê˛ !•§y Ï̂Ó ê˛ƒyà Ü˛ Ï̂Ó˚– ˆ§ Ï̂°Ó˚ í z̨̨ õyòylà%̂ Ï°y ~•z Ê˛Ó˚̂ ÏÙê˛ myÓ˚y ˛õ!Ó˚Ó!ï≈̨ ï˛ •Î˚ lyñ ˆÜ˛Ó°Ùye ≤Ãò!¢≈ï˛
Ùyl ˛õ!Ó˚Ó!ï≈̨ ï˛ •Î˚–

• ~Ü˛!ê˛ §¡õ)î≈ ˆfl±í˛!¢ê˛ !≤Ã^˝ê˛ Ü˛Ó˚̂ Ïï˛ File Menu  sˆÌ Ï̂Ü˛  Page Setup ã˛Î˚l Ü˛Ó˚ñ xl%Ë)̨ !ÙÜ˛ å°ƒy[˛ Ï̂flÒ˛õä Óy
í˛z°¡∫ åˆ˛õyÓ˚ˆÏê˛∆ê˛ä !≤Ã!^˝ê˛ÇˆÏÎ˚Ó˚ ˆ«˛ˆÏe í˛z˛õÎ%=˛ !ÓÜ˛“à%ˆÏ°y ã˛Î˚l Ü˛Ó˚ñ ~ˆÏ:° ˛õ%ˆÏÓ˚y ˆfl±í˛!¢ê˛ í˛Ü%˛ˆÏÙ^˝ê˛!ê˛ !≤Ã^˝ê˛
Ü˛ˆÏÓ˚ñ Î!ò í˛Ü%˛ˆÏÙ^˝ê˛!ê˛ ˆÜ˛yl ˛õ,¤˛yÎ˚ !Ê˛ê˛ ly •Î˚ ï˛ˆÏÓ ~ˆÏ:° xÓ!¢ˆÏÊê˛ ˆÓ˚yà%ˆÏ°y !≤Ã^˝ê˛ ã˛y!°ˆÏÎ˚ ÎyGÎ˚yÓ˚ ˛õ)ˆÏÓ≈
˛õÓ˚Óï˛#≈ ˛õ,¤˛yà%̂ Ï°y Ï̂ï˛ xÓ!¢ Ï̂T˛ Ü˛°yÙà%̂ Ï°y !≤Ã^˝ê˛ Ü˛Ó˚̂ ÏÓ–

• xyÙÓ˚y xyÙy Ï̂òÓ˚ í˛Ü%̨ Ï̂Ù^˝ê˛!ê˛ ≤Ã!ï˛ ˛õÑyã˛ (5) !Ù!l Ï̂ê˛ §ÇÓ˚«˛î Óy ˆ§Ë˛ Ü˛Ó˚̂ Ïï˛ ˛õ y!Ó˚– ≤ÃÌÙ ÓyÓ˚ xyÙÓ˚y ˆ§Ë˛
Ü˛Ó˚yÓ˚ çlƒ File  ˆÙl%̂ Ïï˛ ÎyG ~ÓÇ SaveÈüÈ~ Ùyí z̨§!ê˛ ê˛ylñ l!Ì!ê˛ §!ë˛Ü˛ ˆÊ˛y”˛y Ï̂Ó˚ ~ÓÇ §!ë˛Ü˛ í»̨ y•ẑ ÏË˛ Ó˚̂ ÏÎ˚̂ ÏSÈ
!Ü˛ly ï˛y !l!Ÿã˛ï˛ Ü˛Ó˚ñ xyÙÓ˚y ˆÎ ly Ï̂Ù ˆ§Ë˛ Ü˛Ó˚̂ Ïï˛ ã˛y•z ï˛y ê˛y•z̨ õ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ save Ó Ï̂: !Üœ̨ Ü˛ Ü˛Ó˚–
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xl%¢#°l#
Q.1 §!ë˛Ü˛ í˛z_Ó˚!ê˛ !lÓ≈yã˛l Ü˛ˆÏÓ˚y ı

1. ~ˆÏ:°  2007 ¢%Ó˚% Ü˛Ó˚yÓ˚ §ˆÏÓ≈y_Ù í˛z˛õyÎ˚ •° ÈüüüÈÈüüüÈÈüüüÈÈüüüÈ !Üœ˛Ü˛ Ü˛Ó˚y–

a. View toolbar.

b. Home tab.

c. Microsoft Office Button.

d. ˛í˛z˛õˆÏÓ˚Ó˚ ˆÜ˛yˆÏly!ê˛•z lÎ˚

2. ˆÜ˛yl Ü˛# §Ç!Ù◊î!ê˛ !Ó˚Ól Ï̂Ü˛ lT˛ Ü˛ Ï̂Ó˚ ˆòÎ˚⁄

a. [Ctrl]+[F1]

b. [Ctrl]+[F3]

c. [Ctrl]+[F5]

d. [Ctrl]+[F7]

3. ˆÜ˛yl !Ë˛í˛z Ùy!ç≈l ~ÓÇ Ó˚%°yÓ˚à%ˆÏ°y ˆòáyÎ˚⁄

a. Normal

b. Page Layout

c. Page Setup

d. Review

4. ˆï˛yÙÓ˚y ˆÜ˛ylG ˆ§ˆÏ° ˆÜ˛ylG §Çáƒy ê˛y•z˛õ Ü˛Ó˚yÓ˚ §yˆÏÌ §yˆÏÌ fiê˛ƒyê˛y§ Ü˛ˆÏÓ˚ ˆÜ˛yl ˆÙyí˛!ê˛ í˛z˛õ!fiÌï˛
•Î˚⁄

a. Enter mode

b. Ready mode

c. Edit mode

d. Record mode

5. ˆÜ˛yÌyÎ˚ §!Ü ˛Î˚ ˆ§ˆÏ°Ó˚ !ë˛Ü˛yly Óy ~ˆÏí»˛§ ≤Ãò!¢≈ï˛ •Î˚⁄

a. Row heading

b. Status bar

c. Name Box

d. Formula bar

6.  ˆÜ˛yl Ü˛Ùy[˛!ê˛ GÎ˚yÜ≈˛!¢ˆÏê˛ §¡õy!òï˛ §Ó≈ˆÏ¢£Ï Ü˛yÎ≈!ê˛ˆÏÜ˛ !Ó˛õÓ˚#ï˛ Ü˛ˆÏÓ˚ ˆòÎ˚⁄

a. Cut

b. Undo

c. Redo

d. Paste
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7. ˆÜ˛ylG GÎ˚yÜ≈˛Ó%ˆÏÜ˛ ˆl!Ë˛ˆÏàê˛ Ü˛Ó˚yÓ˚ §ÙÎ˚ñ Óï≈˛Ùyl ˆÓ˚y!ê˛Ó˚ ¢%Ó˚%ˆÏï˛ ˆÎˆÏï˛ Ü˛Ùy[˛!ê˛ ÓƒÓ•,ï˛ •Î˚⁄

a. [Ctrl]+[Home]

b. [Page Up]

c. [Home]

d. [Ctrl]+[Backspace]

8. ˆÜ˛yl Ü˛# ã˛y˛õ !ò Ï̂° access key ≤Ãò!¢≈ï˛ •Î˚⁄

a. [Alt]

b. [Ctrl]

c. [Shift]

d. [Esc]

9. ˛ˆÜ˛yl Ü˛Ùy[˛ ˆï˛yÙyˆÏÜ˛  Undo command ˛ˆÜ˛ !Ó˛õÓ˚#ï˛ Ü˛Ó˚ˆÏï˛ ˆòÎ˚ ?

a. Redo

b. Repeat

c. Reset

d. Reverse

10. ˛ˆÜ˛yl Ü˛yÎ≈ Ê˛°yÊ˛°  AutoCalculate ˛≤Ãò!¢≈ï˛ •ˆÏï˛ ˛õyˆÏÓ ̊?

a. SUM and AVERAGE

b. MAX and LOOK

c. LABEL and AVERAGE

d. MIN and BLANK

11. ˛!í˛Ê˛Œê˛Ó˚)ˆÏ˛õ §ÓˆÏã˛ˆÏÎ˚ ˆÓ!¢ Ùylà%ˆÏ°y ˆÜ˛yl ˆ§° §y!Ó˚ÓÂôÜ˛Ó˚î Óy  alignment ˛!lô≈y!Ó˚ï˛ •Î˚⁄

a. Right

b. Left

c. Centre

d. Decimal

12. ˛ˆÏÜ˛yl Ê˛yÇ¢yl ~Ü˛!ê˛ Ü˛°yÙ Óy ˆÓ˚yÓ˚ Ùyl§Ù)•ˆÏÜ˛ fl∫Î˚Ç!Ü ˛Î˚Ë˛yˆÏÓ ˆÎyà Ü˛ˆÏÓ˚⁄

a. TOTAL

b. ADD

c. SUM

d. AVG

13. asterisk (*) ˛myÓ˚y ˆÜ˛yl ày!î!ï˛Ü˛ x˛õyˆÏÓ˚ê˛Ó˚ˆÏÜ˛ ˆÓyV˛yÎ˚⁄

a. Exponentiation
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b. Addition

c. Subtraction

d. Multiplication

14. ˛ˆÏÜ˛yl ˛õòˆÏ«˛˛õ!ê˛ ~Ü˛!ê˛ ~!rê˛∆ §¡õ)î≈ Ü˛ˆÏÓ˚ ~ÓÇ ˛õˆÏÎ˚rê˛yÓ˚!ê˛ˆÏÜ˛ í˛yˆÏl §!Ó˚ˆÏÎ˚ ˆòÎ˚⁄

a. Pressing [Enter]

b. Pressing [Tab]

c. Pressing [Shift]+[Tab]

d. Pressing [Shift]+[Enter]

15. ˛Îál ˆÜ˛yl lï%˛l GÎ˚yÜ≈˛Ó%Ü˛ ˜ï˛!Ó˚ Ü˛Ó˚y •Î˚ ï˛ál Ü˛Î˚!ê˛ áy!° GÎ˚yÜ≈˛!¢ˆÏê˛ ˆòáy ÎyÎ˚⁄

a. One

b. Two

c. Three

d. Four

!l¡¨!°!áï˛ ≤ÃŸ¿à%ˆÏ°yÓ˚ í˛z_Ó˚ òyG

1. ˛ˆfl±í˛!¢ˆÏê˛Ó˚ §ÇK˛y òyG ~ÓÇ ~Ó˚ ≤Ãôyl ˜Ó!¢T˛ƒà%ˆÏ°y !°á⁄

2. ˛ •yˆÏï˛ Ü˛°ˆÏÙ ˆfl±í˛!¢ˆÏê˛Ó˚ ˛õ!Ó˚ÓˆÏï≈˛ ˜Óò%ƒ!ï˛l ˆfl±í˛!¢ˆÏê˛Ó˚ ÓƒÓ•yˆÏÓ˚Ó˚  ˛õÑyã˛!ê˛ §%!Óôy !°á⁄

3. ˛ GÎ˚yÜ≈̨ Ó%Ü˛ ~ÓÇ GÎ˚yÜ≈̨ !¢ Ï̂ê˛Ó˚ §ÇK˛y òyG– ï˛y Ï̂òÓ˚ Ù Ï̂ôƒ ˛õyÌ≈Ü˛ƒ Ü˛#⁄
4. ˛§!Ü ̨ Î˚ GÎ˚yÜ≈̨ !¢ê˛!ê˛ Óƒyáƒy Ü˛Ó˚ –
5. ˛ ~ Ï̂: Ï̂°  ––– Ü˛Ùy[˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ü˛°yÙ Aˆï˛ 120, 320 ... 2300 ˆí˛ê˛y à%̂ Ï°y ˛õ)Ó˚î Ü˛Ó˚yÓ˚

ôy˛õà%̂ Ï°y !°á–
6. ˆí˛ê˛y ˆÓ˚Oñ lyÙ ˆÓ˚̂ ÏOÓ˚ §ÇK˛y òyG ~ÓÇ Ü˛#Ë˛y Ï̂Ó ~à%̂ Ï°y ˜ï˛!Ó˚ ~ÓÇ !lÓ≈y!ã˛ï˛ •Î˚⁄
7. Ü˛yfiê˛Ù ï˛y!°Ü˛yà%̂ Ï°y ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ ˛õò Ï̂«˛˛õà%̂ Ï°y !°á⁄
8. Ê˛Ó˚̂ ÏÙê˛ñ Ü˛![˛¢ly°à%̂ Ï°y ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ ˛õò Ï̂«˛˛õà%̂ Ï°y !°á⁄
9. ~ Ï̂: Ï̂°Ó˚ wrap text ˜Ó!¢T˛ƒ!ê˛ ~ÓÇ ˆ§°à%̂ Ï°y Ùyç≈ Ü˛Ó˚y Ü˛# ~ÓÇ Ùyç≈ •GÎ˚y ˆ§°à%̂ Ï°yÓ˚ ˆ§°

!ë˛Ü˛yly Ü˛# • Ï̂Ó⁄
10. Print Preview ÓƒÓ•y Ï̂Ó˚Ó˚ í ẑ̨ Ïj¢ƒ!ê˛ Óƒyáƒy Ü˛Ó˚⁄
11. xy Į̈̂ õ!«˛Ü˛ ˆÓ˚Ê˛y Ï̂Ó˚™ (relative refernce) ~ÓÇ !lá%Ñï˛ ˆÓ˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ (absolute reference) Ù Ï̂ôƒ

˛õyÌ≈Ü˛ƒ Óƒyáƒy Ü˛Ó˚ ⁄
12. í z̨òy•Ó˚î§• IF Ê˛yÇ¢yl ~ÓÇ ˆl Ï̂fiê˛í˛ IF Ê˛yÇ¢yl §¡õ Ï̂Ü≈̨  !°á⁄
13. ÎÌyÎÌ !§ Ï̂rê˛: §• ˆï˛yÙyÓ˚ çyly ò%!ê˛ xy!Ì≈Ü˛ Ê˛yÇ¢y Ï̂lÓ˚ í z̨òy•Ó˚î òyG–
14. PMT Ê˛yÇ¢y Ï̂lÓ˚ ÓƒÓ•yÓ˚ Ü˛#⁄
15. ˆfl±í˛!¢ Ï̂ê˛ Ü˛ï˛Ë˛y Ï̂Ó ˆí˛ê˛y ~!^˝ê ∆̨ Ü˛Ó˚y §Ω˛Ó⁄
16. ~Ü˛Ü˛ÈüÈã˛°Ü˛ ˆê˛!Ó° ~ÓÇ !mÈüÈã˛°Ü˛ ˆê˛!Ó Ï̂°Ó˚ §ÇK˛y òyG– í z̨òy•Ó˚î§• ~à%̂ Ï°y Óƒyáƒy Ü˛Ó˚–
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17. ˛õy•zË˛ê˛ ˆê˛!Ó Ï̂°Ó˚ §ÇK˛y òyG ~ÓÇ ~Ó˚ ÓƒÓ•yÓ˚ §¡õ Ï̂Ü≈̨  !°á⁄

18. §)eà%̂ Ï°y Ü˛# Ü˛# ~ÓÇ ˆ§à%̂ Ï°y Ü˛#Ë˛y Ï̂Ó ˜ï˛!Ó˚ Ü˛Ó˚y •Î˚⁄

19. §)e ~ÓÇ Ê˛yÇ¢y Ï̂lÓ˚ Ù Ï̂ôƒ ˛õyÌ≈Ü˛ƒ !°á⁄

Q.3 ò«˛ï˛yÓ˚ ˛õÎ≈y Ï̂°yã˛ly

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 55 234 123 345 333 333 365 365 453

 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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1. c 2. a 3. b 4. a 5. c 6. b

7. c 8. a 9. a 10. a 11. b 12. c

13. d 14. b 15. c

í˛z_Ó˚yÓ!°
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USE OF SPREADSHEET IN BUSINESS APPLICATIONS

Ë)̨ !ÙÜ˛y (Introduction)

3ÓƒÓ§y!Î̊Ü˛ ≤Ã̂ ÏÎ̊y Ï̂à ̂ fl±í˛!§ê Ę̀üÈ~Ó̊ ÓƒÓ•yÓ̊

!¢ál í ẑ̨ Ïj¢ƒ§Ù)•

~•z xôƒyÎ˚!ê˛ ˛õí ¸̨yÓ˚ ˛õÓ˚ ˆï˛yÙÓ˚y

•  Ü˛Ù≈ã˛yÓ˚#Ó˚ ̂ Ùyê˛ ̂ Óï˛l !•§yÓ Ü˛Ó˚̂ Ïï˛ ̨õyÓ˚̂ ÏÓ–
l#ê˛ ̂ Óï˛l G ̂ Óï˛l !•§yÓ!lÜ˛y¢Ü˛Ó˚î àîly
Ü˛Ó̊yÓ̊ çlƒ ≤Ã Ï̂Î̊yçl#Î̊ SÈyí˛̧§Ù)• ≤Ã›ï˛ Ü˛Ó̊ Ï̂ï˛
˛õyÓ˚̂ ÏÓ–

•  !Ó!Ë˛ß¨ ̨ õÂô!ï˛Ó˚ Ùyôƒ Ï̂Ù xÓã˛Î˚ àîly Ü˛Ó˚̂ Ïï˛
˛õyÓ˚̂ ÏÓ–

•  }î ˛õ!Ó˚̂ Ï¢yô G §%ò àîly Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ–

˛õ)̂ ÏÓ≈Ó˚ xôƒy Ï̂Î˚ xyÙÓ˚y !¢ Ï̂á!SÈ ˆfl±í˛!§ê˛ G ï˛yÓ˚ !Ó!Ë˛ß¨ ˜Ó!¢T˛ƒ§¡õ Ï̂Ü≈̨
Îy ÓƒÓ§y!Î˚Ü˛ ≤Ã Ï̂Î˚y Ï̂à ÓƒÓ•,ï˛ • Ï̂ï˛ ̨õy Ï̂Ó˚– ~•z xôƒy Ï̂Î˚ xyÙÓ˚y ̂ fl±í˛!§ê˛ÈüÈ~Ó˚
≤Ã Ï̂Î˚yà å~ Ï̂:° ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ä xy Ï̂°yã˛ly Ü˛Ó˚Óñ ˆÓï˛l !•§yÓ!lÜ˛y¢Ü˛Óî̊
(payrool Accounting) ~ÓÇ !Ü˛S%È !lÓ≈y!ã˛ï˛ ˆ«˛ Ï̂e [§¡õò ÓƒÓfiÌy˛õlyÎ˚
(Asset Management) ~ÓÇ }î ˛õ!Ó˚̂ Ï¢y Ï̂ô (Loan Repayment)]–

3.1 ˆÓï˛l !•§yÓ!lÜ˛y¢Ü˛Ó˚î (Payrool Accounting) :

§Çàë˛l §ÙˆÏÎ˚ §ÙˆÏÎ˚ ≤ÃˆÏï˛ƒÜ˛ Ü˛Ù≈ã˛yÓ˚#ˆÏÜ˛ ~Ü˛!ê˛  ˛õ)Ó≈!lô≈y!Ó˚ï˛ ï˛y!Ó˚ˆÏá
Ü˛Ù≈ã˛yÓ˚#Ó˚ §y Ï̂Ì ã%̨ !=˛ÓÂô Ü˛yë˛y Ï̂Ùy ~ÓÇ Ü˛Ù#≈ §¡õ!Ü≈̨ ï˛ Ü˛yÎ≈Ü˛Ó˚ l#!ï˛ xl%ÎyÎ˚#
ˆÓï˛l ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

ˆÓï˛l ≤Ãòy Ï̂lÓ˚ àîly !lË≈̨ Ó˚ Ü˛ Ï̂Ó˚ ~Ü˛çl Ü˛Ù≈ã˛yÓ˚# Ü˛ï˛!òl Ü˛yç Ü˛ Ï̂Ó˚ñ ˆ˛õ
ˆ@˝Ã Ï̂í˛Ó˚ •yÓ˚ñ Ü˛yÎ≈Ü˛Ó˚# Ë˛yï˛yÓ˚ •yÓ˚ ~ÓÇ ï˛yÓ˚ ˆÌ Ï̂Ü˛ Îy !Ü˛S%È SÈyí ¸̨ ˆòGÎ˚y • Ï̂Ó
•zï˛ƒy!òÓ˚ í z̨̨ õÓ˚–

ˆÓï˛l !Ó° ≤Ã› Ï̂ï˛Ó˚ çlƒ !l¡¨!°!áï˛ !Ó£ÏÎ˚à%̂ Ï°y xyÓ¢ƒÜ˛ ı

•   ˆÓï˛l ≤Ãòyl §¡õ!Ü≈̨ ï˛ ˆí˛ê˛yÓ˚ Ó˚«˛îy Ï̂Ó«˛î ÎÌy Ü˛Ù≈ã˛yÓ˚#Ó˚ ly¡∫yÓ˚ñ lyÙñ
í z̨̨ õ!fiÌ!ï˛Ó˚ §Çáƒyñ Ù)° Ï̂Óï˛l (Basic pay)ñ ≤Ã Ï̂Îyçƒ Ù•yâ≈ ~ÓÇ xlƒylƒ
Ë˛yï˛y§Ù)•ñ ˆÎ§Ü˛° SÈyí ¸̨ ˆòGÎ˚y • Ï̂Ó ˆ§à%̂ Ï°y–

• ˛   õÎ≈yÎ˚Ü ̨ !ÙÜ˛ ˆÓï˛l ≤Ãòy Ï̂lÓ˚ àîly ı ˆÓï˛l ≤Ãòy Ï̂lÓ˚ àîlyÎ˚ xhs˝Ë%≈̨ =˛
!Ó!Ë˛ß¨ xyÎ˚ ~ÓÇ SÈyˆÏí˛¸Ó˚ !¢ˆÏÓ˚ylyÙ§Ù)• §)eyl%ÎyÎ˚# àîly Ü˛Ó˚y •ˆÏÓ
Ù)° Ùyl§Ù)• ˆÌ Ï̂Ü˛ åÎÌyÈüÈÙ)° Ï̂Óï˛lñ ˆÓï˛l!Ó•#l S%È!ê˛Ó˚ !ò Ï̂lÓ˚ §Çáƒy
~ÓÇ xl%̂ ÏÙyòl !Ó•#l xl%̨ õ!fiÌ!ï˛ •zï˛ƒy!òä–
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•   ˆÓï˛ Ï̂lÓ˚ !ÓÓ,!ï˛ ~ÓÇ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ ˆÓï˛ Ï̂lÓ˚ Ó˚!§ò ≤Ã›!ï˛–

•   ÓƒyÇ Ï̂Ü˛Ó˚ ˛õÓ˚yÙ¢≈òyï˛y !• Ï̂§ Ï̂Ó Ü˛yç (Generation of advice to bank) : ~ Ï̂ï˛ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ Óƒ!=˛àï˛
ÓƒyÇÜ˛ áyï˛ ˆÌ Ï̂Ü˛ ˆÎ l#ê˛ ˆÓï˛l fiÌylyhs˝!Ó˚ï˛ • Ï̂Ó ï˛y ~ÓÇ xlƒylƒ ˆÓï˛l §¡õ!Ü≈̨ ï˛ !Ó!ôÓÂô ≤Ãòylà%̂ Ï°y
ˆÎÙl Ë˛!Ó£Ïƒ!l!ôñ Ü˛Ó˚ •zï˛ƒy!ò xhs˝Ë%≈̨ =˛ Ìy Ï̂Ü˛–

3.1.1 ˆÓï˛ Ï̂lÓ˚ í z̨̨ õyòyl§Ù)• (Payrool Components) :

≤Ã!ï˛¤˛y Ï̂l ≤Ã!ï˛!ê˛ Ü˛Ù≈ã˛yÓ˚# ã˛yÜ˛Ó˚# Ï̂ï˛ ã%̨ !=˛Ù)°Ü˛ §¡õ Ï̂Ü≈̨  ç!í ¸̨ï˛ ~ÓÇ ï˛ò‰xl%ÎyÎ˚# ï˛y Ï̂òÓ˚ ̂ Óï˛l ≤Ãòyl Ü˛Ó˚y •Î˚–
!l¡¨!°!áï˛ í z̨̨ õyòylà%̂ Ï°y ˆÓï˛l àîly G ï˛yÓ˚ ≤Ãòy Ï̂lÓ˚ çlƒ á%Ó•z à%Ó%̊c˛õ)î≈ ı

• Óï≈̨ Ùyl ˆÓï˛lÜ ̨ Ù Ü˛y° åÙy§ ~ÓÇ ÓSÈÓ˚ä (Current Payroll Period (Month and Year)

• í z̨̨ õyçl≈§Ù)• (Earnings)

• Ù)° ˆÓï˛l (Basic Pay) : Ù)° ˆÓï˛l •° ˆÓï˛l hflÏ̂ ÏÓ˚Ó˚ ˆÓï˛l G hflÏÓ˚yl%Ü ̨ !ÙÜ˛ ˆÓï˛ Ï̂lÓ˚ §Ù!T˛ !Ü˛v
ˆÜ˛yl !Ó Ï̂¢£Ï ˆÓï˛l ~ Ï̂ï˛ xhs˝Ë≈%̨ =˛˛ Ìy Ï̂Ü˛ ly–

• hflÏÓ˚yl%Ü ̨ !ÙÜ˛ ˆÓï˛l (Grade Pay) : ~!ê˛ •° ̇  ̂ Óï˛l Îy Ù)° ̂ Óï˛l xl%§y Ï̂Ó˚ Ü˛Ù≈ã˛yÓ˚#Ó˚ ̨ õòÙÎ≈yòy ~ÓÇ
í z̨̨ õÎ%=˛ ̂ Óï˛l Órô!l Óy ̂ Óï˛l hflÏÓ˚̂ ÏÜ˛ §Ç Ï̂Îy!çï˛ Ü˛ Ï̂Ó˚–

• Ù•yâ≈ ̂ Óï˛l (DP) (Dearners Pay) : ~!ê˛ •° Ù•yâ≈Ë˛yï˛yÓ˚ ̂ §•z xÇ¢ Îy Ù)° ̂ Óï˛ Ï̂lÓ˚ §y Ï̂Ì ̂ ây!£Ïï˛
~ÓÇ ~Ü˛!eï˛ • Ï̂Î˚ ̂ à Ï̂SÈ Ó Ï̂° !Ó Ï̂Óã˛ly Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

• Ù•yâ≈ Ë˛yï˛y (Dearners Allowance-DA) : ~!ê˛ •° Ù%°ƒ Ó,!ÂôÓ˚ òÓ%̊l Ùç%!Ó˚ xç≈lÜ˛yÓ˚#Ó˚ Ü ̨ Î˚«˛Ùï˛y
Ü˛ Ï̂Ù ÎyGÎ˚yÓ˚ Ê˛ Ï̂° «˛!ï˛˛õ)Ó˚î ≤Ãòyl– ¢ï˛Ü˛Ó˚y !•§y Ï̂Ó ~Ë˛y Ï̂Ó åÙ)° Ï̂Óï˛l � Ù•yâ≈̂ ÏÓï˛lñ Î!ò ≤Ã Ï̂Îyçƒ •Î˚ä
~!ê˛ §Ó˚Ü˛yÓ˚ myÓ˚y ˛õÎ≈yÎ˚Ü ̨ !ÙÜ˛ Ë˛y Ï̂Ó ÙO$Ó˚ Ü˛Ó˚y •Î˚–

• Óy!í ¸̨Ë˛yí ¸̨y Ë˛yï˛y (House Rent Allowanc-HRA):  ~!ê˛ Ü˛Ù≈ã˛yÓ˚# Ï̂Ü˛ •zçyÓ˚yÎ˚ (On lease) xyÓy!§Ü˛
§ÇfiÌyl ~Ó˚ §%!Óôy ≤Ãòy Ï̂lÓ˚ çlƒ ≤Ãò_ xÌ≈Ù)°ƒ–

• ˛õ!Ó˚Ó•î Ë˛yï˛y (Transport Allowance-TRA) : ~!ê˛ •° Ü˛Ù≈fiÌ Ï̂° fiÌylyhs˝ Ï̂Ó˚Ó˚ çlƒ Ü˛Ù#≈̂ ÏòÓ˚
≤Ã Ï̂òÎ˚ xÌ≈Ó˚y!¢ñ ̂ ÎÙl !òÕ‘#ñ Ë)̨ ˛õy°ñ •!Ó˚myÓ˚ •zï˛ƒy!ò–

• xlƒylƒ xyÎ˚ (Any other Earning) :  ~ Ï̂ï˛ xlƒylƒ Ë˛yï˛y xhs˝Ë%≈̨ =˛ • Ï̂ï˛ ˛õy Ï̂Ó˚ Îy í z̨̨ õ Ï̂Ó˚ xhs˝Ë%≈̨ =˛
Ü˛Ó˚y •Î˚!l !Ü˛v ~à%̂ Ï°y §Ù Ï̂Î˚  §Ù Ï̂Î˚ ˆây£Ïîy Ü˛Ó˚y • Ï̂Î˚ Ìy Ï̂Ü˛ ˆÎÙl !¢«˛yË˛yï˛yñ !ã˛!Ü˛Í§yË˛yï˛yñ ˆôÔï˛Ü˛Ó˚î
Ë˛yï˛y (Washing allowance) •zï˛ƒy!ò–

• SÈyí ¸̨§Ù)• (Deductions) :

• ˆ˛õ¢yòy!Ó˚ Ü˛Ó˚ (Professional Tax) å!Ü˛S%È Ó˚y Ï̂çƒ ≤Ã Ï̂Îyçƒä ı ~!ê˛ •° Ó˚yçƒ §Ó˚Ü˛y Ï̂Ó˚Ó˚ xy•zl §Ë˛y
myÓ˚y !Ó!ôÓÂô SÈyí ¸̨–

• Ë˛!Ó£Ïƒ!l!ô (Provident Fund) :  ~!ê˛ •° §yÙy!çÜ˛ !lÓ˚y˛õ_yÓ˚ xÇ¢ !•§y Ï̂Ó !Ó!ôÓÂô SÈyí ¸̨– Ë˛!Ó£Ïƒ!l!ô
xy•zl myÓ˚y ~!ê˛ §Ó˚Ü˛yÓ˚ Ü˛ï,̨ ≈Ü˛ !lô≈y!Ó˚ï˛ •Î˚ ~ÓÇ ¢ï˛Ü˛Ó˚y •y Ï̂Ó˚ ~Ó)̊̂ Į̈ õ åÙ)° Ï̂Óï˛l � Ù•yâ≈̂ ÏÓï˛lñ Î!ò ≤Ã Ï̂Îyçƒ
•Î˚ä àîly Ü˛Ó˚y •Î˚–

• Ü˛ Ï̂Ó˚Ó˚ í z̨Í Ï̂§ SÈyí ¸̨ (Tax Deduction at Source - TDS) : ~!ê˛ ~Ü˛!ê˛ !Ó!ôÓÂô SÈyí ¸̨ Îy ~Ü˛çl
Ü˛Ù≈ã˛yÓ˚#Ó˚ xyÎ˚Ü˛Ó˚ òyˆÏÎ˚Ó˚ í˛z˛õÓ˚ ÙyˆÏ§ ÙyˆÏ§ ˆÜ˛ˆÏê˛ ˆlGÎ˚y •Î˚– ~!ê˛ xyÓ!¢ƒÜ˛Ë˛yˆÏÓ ÓyÍ§!Ó˚Ü˛ xyÎ˚Ü˛Ó˚
òy Ï̂Î˚Ó˚ Óy Ï̂Ó˚yÙy§ Óƒy˛õ# Ó^˝ê˛l–
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• } Ï̂îÓ˚ !Ü˛!hflÏ ˛õ%lÓ%̊ÂôyÓ˚ (Recovery of Loan Instalment) (LOAN) : Ü˛Ù≈ã˛yÓ˚# Ü˛ï,≈̨ Ü˛ ˆÎ ˆÜ˛y Ï̂ly
} Ï̂îÓ˚ Ü˛yÓ˚̂ Ïî ˙ } Ï̂îÓ˚ í z̨̨ õÓ˚ í z̨lyÓ˚ ˆòGÎ˚y SÈy Ï̂í ¸̨Ó˚ ê˛yÜ˛yÓ˚ ˛õ!Ó˚Ùyî Ï̂Ü˛ ˆÓyV˛yÎ˚–

• xlƒylƒ SÈyí ¸̨ (Any other deduction) : ~!ê˛ xlƒ ˆÎ ˆÜ˛yl SÈyí ¸̨ • Ï̂ï˛ ˛õy Ï̂Ó˚ Îy í z̨̨ õ Ï̂Ó˚ xhs˝Ë%̨ ≈=˛ lÎ˚–
ˆÎÙlı ÚÚˆÓï˛ˆÏlÓ˚ ˛õ!Ó˚ˆÏ≤Ã!«˛ˆÏï˛ x!@˝ÃÙÛÛ ˛õ%lÓ˚yÎ˚ ≤Ãy!Æñ ÚÚáyòƒ¢ˆÏ§ƒÓ˚ í˛z˛õÓ˚ x!@˝ÃÙÛÛ ÚÚí˛zÍ§Ó x!@˝ÃÙÛÛ
•zï˛ƒy!òÓ˚ í z̨̨ õÓ˚ SÈyí ¸̨–

3.1.2 ˆÓï˛l àîlyÎ˚ ÓƒÓ•,ï˛ í z̨̨ õyòyl§Ù)• (Elements used in Payrool Calculation) :

x!ç≈ï˛ Ù)°ˆÏÓï˛l (Basic Pay Earned-BPE) : ~Ü˛çl Ü˛Ù≈ã˛yÓ˚#Ó˚ x!ç≈ï˛ Ù)°ˆÏÓï˛l àîly Ü˛Ó˚y •Î˚
Ù)° Ï̂Óï˛ Ï̂lÓ˚ ˛õ!Ó˚̂ Ï≤Ã!«˛ Ï̂ï˛ ˙ Ùy Ï̂§ í z̨̨ õ!fiÌï˛ Ü˛yÎ≈Ü˛Ó˚# !ò Ï̂lÓ˚ §ÇáƒyÓ˚ §y Ï̂Ì (Numbers of effective days

present-NOEDP)

BPE = BP * NOEDP/NODM

Ù•yâ≈Ë˛yï˛y (Dearness Allowance-DA) : DA = BPE * (Applicable Rate of DA for the

month)

Óy!í˛¸ Ë˛yí˛¸y Ë˛ï˛y (House Rent Allowance-HRA) : HRA=BPE * (Applicable Rate of

HRA for the Month)

˛õ!Ó˚Ó•î Ë˛yï˛y (Transport Allowance-TRP) :

TRA=(Fixd Amount) or (On Percentage Basis)

ˆÙyê˛ í z̨̨ õyç≈l (Total Earnings-TE) : ~!ê˛ í z̨̨ õ Ï̂Ó˚ í ẑ̨ ÏÕ‘!áï˛ §Ü˛° í z̨̨ õyç≈̂ ÏlÓ˚ í z̨̨ õyòylà%̂ Ï°yÓ˚ §Ù!T˛–
ï˛y•z TE = BPE + DA + HRA + TRA

≤Ã!Ë˛ Ï̂í˛rê˛ Ê˛y[˛ (Provident Fund-PF) : ~!ê˛ àîly Ü˛Ó˚y •Î˚ñ PF=BPE * PR Rate.

Ü˛ Ï̂Ó˚Ó˚ í z̨Í Ï̂§ SÈyí ¸̨ (Tax Deduction at Source-TDS) :  ~!ê˛ fl∫Ë˛yÓï˛•z ~Ü˛!ê˛ !fiÌÓ˚ ê˛yÜ˛yÓ˚ ˛õ!Ó˚Ùyî
Îy Ü˛ˆÏÓ˚Ó˚ í˛zÍˆÏ§Ó˚ SÈyí˛¸ !•ˆÏ§ˆÏÓ ≤ÃˆÏï˛ƒÜ˛ ÙyˆÏ§ Ü˛yê˛y •Î˚– ~Ü˛ ÓSÈˆÏÓ˚Ó˚  ˆ¢£Ï ã˛ï%˛Ì≈yÇˆÏ¢ñ !Ó!lˆÏÎ˚yˆÏàÓ˚
!ÓhflÏy!Ó˚ï˛ !ÓÓÓ˚îñ Îy Ü˛Ó˚SÈy Ï̂í ¸̨Ó˚ çlƒ xl%̂ ÏÙyòl Ï̂Îyàƒñ ˜eÙy!§Ü˛ ~ÓÇ ÓyÍ§!Ó˚Ü˛ xyÎ˚Ü˛ Ï̂Ó˚Ó˚ òyÎ˚ xyÓ˚G
ÎÌyÌ≈Ë˛y Ï̂Ó àîly Ü˛Ó˚yÓ˚ çlƒ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ ˆÌ Ï̂Ü˛ @˝Ã•î Ü˛Ó˚y •Î˚–

} Ï̂îÓ˚ !Ü˛!hflÏ ˛õ%lÓ%̊ÂôyÓ˚ (Recovery of Loan Instalment) :  ~!ê˛ •° ~Ü˛!ê˛ !fiÌÓ˚ ê˛yÜ˛yÓ˚ ˛õ!Ó˚Ùyî
Îy }î ˛õ!Ó˚̂ Ï¢y Ï̂ôÓ˚ xÇ¢ !• Ï̂§ Ï̂Ó } Ï̂îÓ˚ !Ü˛!hflÏ ˆÌ Ï̂Ü˛ Óyò ˆòGÎ˚y •Î˚–

§Ó≈̂ ÏÙyê˛ SÈyí ¸̨ (Total Deduction-TD) :  ~!ê˛ •° í z̨̨ õ!Ó˚í z̨=˛ §Ü˛° SÈyí ¸̨à%̂ Ï°yÓ˚ ˆÎyàÊ˛° –

xï˛~Ó TD=PF+TDS+LOAN

Ü˛yÎ≈Ü˛Ó˚ !ò Ï̂lÓ˚ í z̨̨ õ!fiÌ!ï˛Ó˚̨  §Çáƒy (Number of effective days present-NOEDP) :  ~Ü˛!ê˛
Ùy Ï̂§Ó˚ !ò Ï̂lÓ˚ §Çáƒy !Ó Ï̂Î˚yà !Óly ˆÓï˛ Ï̂l SÈ%!ê˛ !Ó Ï̂Î˚yà xl%̂ ÏÙyòl•#l xl%̨ õ!fiÌ!ï˛ñ xÌ≈yÍ

NOEDP = (Numbers of Days in a month)-(Leave without Pay) - (Unauthorised

Absence). ˆÎáy Ï̂l (Number of days in a month ÈüÈ ˆÜ˛yl Ùy Ï̂§ !òl §ÇáƒyäˆÜ˛ NODM Ó)̊̂ Į̈ õ
≤ÃÜ˛y¢ Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨ õy Ï̂Ó˚–
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l#ê˛ ˆÓï˛l •° Ü˛Ù≈ã˛yÓ˚# Ï̂Ü˛ ≤Ã Ï̂òÎ˚ x Ï̂Ì≈Ó˚ ˛õ!Ó˚Ùyî– l# Ï̂¡¨ ˆòGÎ˚y §Ó≈̂ ÏÙyê˛ xyÎ˚ ˆÌ Ï̂Ü˛ (TE) §Ó≈̂ ÏÙyê˛ SÈyí ¸̨
(TD) Óyò !ò Ï̂Î˚ xç≈l Ü˛Ó˚y •Î˚–

Net Salary (NS) = Total Earnings (TE) - Total Deduction (TD).

3.1.2.1 ˛Ùylò Ï̂[˛Ó˚ lÜ˛¢y (Template Design) :

Îál•z xyÙy Ï̂òÓ˚ ˆÜ˛yl àîlyÜ˛y Ï̂Î≈Ó˚ çlƒ ˆfl±í˛!§ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ • Ï̂Óñ ≤ÃÌÙ ôy Į̈̂ õ ˛õ!Ó˚Ü˛“ly Ü˛Ó˚̂ Ïï˛ • Ï̂Ó
ï˛yÓ˚ SÈÜ˛ ~ÓÇ Ùylò[˛ Ï̂Ü˛ ÎyÓ˚ Ù Ï̂ôƒ !Ó!Ë˛ß¨ Ü˛°y Ï̂ÙÓ˚ §IyÜ ̨ Ù •zï˛ƒy!ò í ẑ̨ ÏÕ‘á ÌyÜ˛ Ï̂Ó– ~SÈyí ¸̨yG ~•z Ùylò Ï̂[˛
ˆ§°à%̂ Ï°y Óy ˆSÈy Ï̂ê˛y ˆSÈy Ï̂ê˛y âÓ˚à%̂ Ï°yÓ˚ §ly=˛Ü˛Ó˚î !lÎ˚Ù xhs˝Ë%≈̨ =˛ ÌyÜ˛ Ï̂Ó Îy §)̂ ÏeÓ˚ Ùyôƒ Ï̂Ù • Ï̂Î˚ Ìy Ï̂Ü˛– ~•z
Ùylò[˛ ≤Ã› Ï̂ï˛Ó˚ §%!Óôy •° ~Ü˛çl ÓƒÓ•yÓ˚Ü˛yÓ˚# ˆfl±í˛!§ Ï̂ê˛ ˆÜ˛yl Ùyl Ó§y Ï̂lyÓ˚ §y Ï̂Ì §y Ï̂Ì ï˛y àîlyÜ˛yÎ≈
§¡õyòl Ü˛ Ï̂Ó˚ ~ÓÇ §Aà!ï˛˛õ)î≈ Ê˛°yÊ˛° ˆò!á Ï̂Î˚ ˆòÎ˚– ~Ü˛!ê˛ ˆê˛!Ó° !Ó!Ë˛ß¨ Ü˛°y Ï̂ÙÓ˚ !Ó£ÏÎ˚Ó› ≤Ãòyl Ü˛ Ï̂Ó˚ Îy
ˆfl±í˛!§ Ï̂ê˛Ó˚ Ùylò[˛ Ï̂Ü˛ ˆÓyV˛y Ï̂ï˛ Ü˛yÎ≈Ü˛Ó˚# Ë)̨ !ÙÜ˛y ˛õy°l Ü˛ Ï̂Ó˚– !l¡¨!°!áï˛ í z̨òy•Ó˚î!ê˛ ~•z ≤Ã!Ü ̨ Î˚y Ï̂Ü˛ Óƒyáƒy
Ü˛Ó˚̂ ÏÓ–

í z̨òy•Ó˚îñ

M/s XYZ ~rê˛yÓ˚≤Ãy•ẑ Ïç 14 çl Ü˛Ù≈ã˛yÓ˚# Ó˚̂ ÏÎ˚̂ ÏSÈ– ~•z Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ ˆÓï˛l !•§y Ï̂ÓÓ˚ àîlyÜ˛yÎ≈ ˆfl±í˛!§ Ï̂ê˛
Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ Îy !ã˛e 3.3(a) ~ÓÇ !ã˛e 3.3(b) ˆï˛ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– ~•z !ã˛eò%!ê˛ Ï̂ï˛ ˆfl±í˛!§ Ï̂ê˛Ó˚ ˆ°xyí z̨ê˛
Óy !Ólƒy§ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– ~Ü˛!ê˛ Ü˛°y Ï̂ÙÓ˚ Ù Ï̂ôƒ •Î˚̂ Ïï˛y ~Ü˛!ê˛ Ùyl §Ó˚y§!Ó˚ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly •Î˚ lï%̨ Óy ï˛y
àîly Ü˛Ó˚y •Î˚ §)̂ ÏeÓ˚ Ùyôƒ Ï̂Ù– ~•z §Ü˛° ˆí˛ê˛yà%̂ Ï°y !ã˛e 3.1~ ˆòGÎ˚y • Ï̂Î˚̂ ÏSÈ– í z̨̨ õ Ï̂Ó˚ ÓƒÓ•,ï˛ ˆÓï˛ Ï̂lÓ˚
í z̨̨ õyòylà%̂ Ï°yÓ˚ Ü˛ Ï̂Î˚Ü˛!ê˛ àîly Ü˛Ó˚yÓ˚ !lÎ˚ÙyÓ°# !ã˛e 3.2ˆï˛ ˆòGÎ˚y • Ï̂Î˚̂ ÏSÈ–

ˆfl±í˛!§ Ï̂ê˛ §IyÜ,̨ ï˛ !Ó!Ë˛ß¨ ˆí˛ê˛y í z̨̨ õyòyl§Ù)• !l¡¨Ó)̨̊ õ ı

• ˆ§° G3ˆï˛ ˆÜ˛yl Ùy Ï̂§Ó˚ !òl§Çáƒy (No. of Days in a Month-NODM) Ó§y Ï̂ly Óy ˆ°áy •Î˚–

• ˆ§° G4ÈüÈ~ DA ~Ó˚ ˆÓ˚ê˛ å¢ï˛Ü˛Ó˚yÎ˚ä Ó§y Ï̂ly •Î˚–

• HRA ˆÓ˚ê˛ å¢ï˛Ü˛Ó˚yÎ˚ä §%̨ õyÓ˚Ë˛y•z§!Ó˚ (Emp Type=  Sup) ~ÓÇ ll‰ §%̨ õyÓ˚Ë˛y•z§!Ó˚Ó˚ (Emp

Type=Nsup) çlƒ ÎÌyÜ ̨ Ï̂Ù ˆ§° G5 ~ÓÇ ˆ§° G6 ~ Ó§y Ï̂ly •Î˚–

• §%̨ õyÓ˚Ë˛y•z§!Ó˚ (Emp Type=  Sup) ~ÓÇ ll‰ §%̨ õyÓ˚Ë˛y•z§!Ó˚Ó˚ (Emp Type=Nsup) çlƒ ˛õ!Ó˚Ó•î
Ë˛yï˛y ÎÌyÜ ̨ Ï̂Ù ˆ§° G7 ~ÓÇ ˆ§° G8 ~ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly •Î˚–

• ˆ§° G9 ~ PF ̂ Ó˚•zê˛ å¢ï˛Ü˛Ó˚yÎ˚ä Ó§y Ï̂ly •Î˚–

ˆlyê˛

• Ü˛°yÙ I ~ÓÇ Jˆï˛ ̂ l Ï̂fiê˛í˛ •zÊ˛ Ê˛yÇ¢l åxÌ≈yÍ ~Ü˛!ê˛ •zÊ‰̨  Ê˛yÇ¢ Ï̂lÓ˚ Ù Ï̂ôƒ xy Ï̂Ó˚Ü˛!ê˛ •zÊ‰̨  Ê˛yÇ¢lä
ÓƒÓ•yÓ˚ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ– !mï˛#Î˚ xôƒy Ï̂Î˚ •zÊ‰̨  Ê˛yÇ¢l ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

• Ü˛°yÙ F ~ÓÇ Ü˛°yÙ Gˆï˛ ÓƒÓ•,ï˛ §)̂ Ïe ˆ§° G3~Ó˚ absolute address ($G$3) Ï̂lGÎ˚y • Ï̂Î˚̂ ÏSÈ
ï˛yÓ˚ relative address (G3)~Ó˚ ̨õ!Ó˚Ó Ï̂ï≈̨ – absolute address ̇  §Ü˛° ̂ §°à%̂ Ï°yÓ˚ çlƒ ÓƒÓ•,ï˛
•Î˚ Îy Ï̂òÓ˚ ̂ Ó˚Ê˛y Ï̂Ó˚™ ̨õ!Ó˚Ó!ï≈̨ ï˛ •Î˚ ly  Îál ~Ü˛ ̂ §° ̂ Ì Ï̂Ü˛ xlƒ ̂ § Ï̂° §)e Óy Ê˛Ù)≈°y Ü˛!˛õ Ü˛Ó˚y  •Î˚–
Relative ~ÓÇ Absolute address ~Ó̊ ôyÓ̊îy !mï˛#Î̊ xôƒy Ï̂Î̊ •ẑ Ïï˛yÙ Ï̂ôƒ xy Ï̂°y!ã˛ï˛ • Ï̂Î̊ Ï̂SÈ– ~SÈyí˛̧yG
Ü˛°yÙ H,I ~ÓÇ J ~Ó˚ §)eyÓ°# Ï̂ï˛ Absolute address ÓƒÓ•yÓ˚ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–
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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 = $I$3-D12

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

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

I House Rent Allowance HRA = If (Emp Typ = “Sup” then 40% of BPE
else if  (Emp Typ = “Nsup” then 30% of
BPE else 0))
= IF(C12=”Sup”, G12*$I$5,
IF(C12 =”Nsup”, G12*$I$6,0))

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

K Gross Salary TE = BPE  + DA + HRA + TRA
= G12+H12+I12+J12

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

O Tax Deduction at Source TDS Value entered directly

P Loan Repayment Inst. LOAN Value entered directly

Q Total Deductions TD = PF + TDS + LOAN= N12+O12+P12

R Net Salary NS = TE – TD= K12-Q12

!ã˛e 3.1 ı !ã˛e 3.3(a) ~ÓÇ 3.3(b) ˆï˛ ˆòáy Ï̂ly ˆfl±í˛!§ Ï̂ê˛Ó˚ Ü˛°yÙ G ˆ§ Ï̂°Ó˚ !Ó£ÏÎ˚Ó›–

Variable/Type of Employee Value in % or Fix Value Remark

Dearness Allowance (DA) 35% of Basic Pay I4

House Rent Allowance (HRA) –:

Supervisory Employee (Sup) 40% of Basic Pay I5

Non-supervisory Employee (Nsup) 30% of Basic Pay I6

Consultant or Contract Employee Nil

Provident Fund (PF) 12% of BP +DA I9

!ã˛e 3.2 ı !Ü˛S%È ̂ Óï˛l !•§y Ï̂ÓÓ˚ í z̨̨ õyòy Ï̂lÓ˚ àîly Ü˛Ó˚yÓ˚ !lÎ˚yÙÓ°#–
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!ã˛e 3.3(a) Gross Salary ˛õÎ≈hs˝ ˆÓï˛l ï˛y!°Ü˛yÓ˚ xyÇ!¢Ü˛ ˆfl±í˛!§ê˛–

!ã˛e 3.3(b) Deduction ~ÓÇ Net Salary àîlyÓ˚ xyÇ!¢Ü˛ ˆfl±í˛!§ê˛–

!ã˛e 3.3(a) ˆfl±í˛!§ Ï̂ê˛ Ü˛°yÙ A ˆÌ Ï̂Ü˛ K ˛õÎ≈hs˝ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈó ˆÎáy Ï̂l Ü˛°yÙ L  ˆÌ Ï̂Ü˛ P ˛õÎ≈hs˝ !ã˛e
3.3(b)ˆï˛ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– ̂ Ó˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ Óy ̂ Îyà§)̂ ÏeÓ˚ çlƒ !ã˛e 3.3(b)ˆï˛ Ü˛°yÙ L ~ÓÇ M ~Ó˚ fiÌy Ï̂l Ü˛°yÙ
A ~ÓÇ BˆÜ˛ ˛õ%lÓ˚yÎ˚ ˆ°áy Óy ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–
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3.2 §¡õ Ï̂òÓ˚ !•§yÓ!lÜ˛y¢Ü˛Ó˚î (Asset Accounting) :

~•z xl%̂ ÏFSÈ Ï̂ò xyÙÓ˚y §¡õ!_Ó˚ í z̨̨ õÓ˚ xÓã˛Î˚ ôyÎ≈ Ü˛Ó˚yÓ˚ ˛õÂô!ï˛ xy Ï̂°yã˛ly Ü˛Ó˚Ó–

3.2.1 §)ã˛ly (Introduction) :

§¡õ!_ •° ≤Ã!ï˛¤˛y Ï̂lÓ˚ §¡õò§Ù)• Îy Ï̂Ü˛ fiÌyÎ˚# ~ÓÇ ã˛°!ï˛ §¡õ!_ !•§y Ï̂Ó !ÓË˛=˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– fiÌyÎ˚#
§¡õ!_à%̂ Ï°y •° ò#â≈Ü˛y°#l §¡õ!_ ~ÓÇ Ê˛yÙ≈̂ ÏÜ˛ í z̨Í˛õyòl §«˛Ùï˛y ≤Ãòyl Ü˛ Ï̂Ó̊– fiÌyÎ̊# §¡õ!_§Ù)̂ Ï•Ó̊ í z̨òy•Ó̊îà%̂ Ï°y
•°ñ ç!Ùñ xRy!°Ü˛yñ Îsf̨ õy!ï˛ ~ÓÇ Ü˛°Ü˛∂y •zï˛ƒy!ò– ~!ê˛ Ï̂ï˛ í z̨Ë˛Î˚ flõ¢≈l#Î˚ ~ÓÇ xflõ¢≈l#Î˚ §¡õ!_à%̂ Ï°y
xhs˝Ë%≈̨ =˛ Ìy Ï̂Ü˛– flõ¢≈l#Î˚ §¡õ!_à%̂ Ï°y Ó›àï˛ ≤ÃÜ,̨ !ï˛Ó˚ •Î˚ ÎyÓ˚ Ó)̨̊ õñ xyÜ˛yÓ˚ ~ÓÇ xyÜ,̨ !ï˛ Ó˚̂ ÏÎ˚̂ ÏSÈ– xflõ¢≈l#Î˚
§¡õ!_à%̂ Ï°y §¡õò§Ù)̂ Ï• Ù)°ƒ ̂ Îyà Ü˛Ó˚̂ Ïï˛ §«˛Ù !Ü˛v ~ Ï̂òÓ˚ ̂ Ü˛yl Ó›àï˛ xyÎ˚ï˛l Ìy Ï̂Ü˛ ly– ̂ ÎÙlÈüÈˆ˛õ Ï̂ê˛rê˛§
(Patents), Ü˛!˛õÓ˚y•zê˛ (copyright)ñ ̂ ê ∆̨í˛ÙyÜ≈̨  (Trademark) •zï˛ƒy!ò–

 ̂ Î Ï̂•ï%̨  ~Ü˛!ê˛ fiÌyÎ˚# §¡õ!_Ó˚ ÓƒÓ•y Ï̂Ó˚Ó˚ xyÎ%̊‹Òy° ~Ü˛!ê˛ !•§yÓ ÓSÈ Ï̂Ó˚Ó˚ ̂ Ó!¢ •Î˚ ̂ §çlƒ xÓã˛Î˚ fiÌyÎ˚# §¡õ!_Ó˚
í z̨̨ õÓ˚ ôyÎ≈ Ü˛Ó˚y •Î˚ ÎyÓ˚ myÓ˚y ~Ü˛!ê˛ !•§yÓ ÓSÈ Ï̂Ó˚ Ü˛ï˛ Ù)̂ Ï°ƒÓ˚ fiÌyÎ˚# §¡õ!_ ÓƒÓ•,ï˛ • Ï̂Î˚̂ ÏSÈ ï˛y ôyÎ≈ Ü˛Ó˚y ÎyÎ˚–
§yôyÓ˚îï˛ ÓrôÜ˛Ù%=˛ ç!ÙÓ˚ í z̨̨ õÓ˚ xÓã˛Î˚ ôyÎ≈ Ü˛Ó˚y •Î˚ ly–

xÓã˛ Ï̂Î˚Ó˚ §Ó≈̂ ÏÙyê˛ ˛õ!Ó˚Ùyî ù x!ô@˝Ã•îÙ)°ƒ ÈüÈ Ë˛@¿yÓ Ï̂¢£Ï Ù)°ƒ å§¡õ!_Ó˚ xyÎ%̊‹Òy Ï̂°Ó˚ í z̨̨ õÓ˚ä

˛õ%O#Ë)̨ ï˛ xÓã˛Î˚ •° ˆÜ˛yl ÓSÈ Ï̂Ó˚Ó˚ ~Ü˛!ê˛ ï˛y!Ó˚á ˛õÎ≈hs˝ xÓã˛ Ï̂Î˚Ó˚ ˆÙyê˛ ˛õ!Ó˚Ùyî Îyñ  ˆÎ ï˛y!Ó˚á ˆÌ Ï̂Ü˛ §¡õ!_Ó˚
ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ fiÌy!˛õï˛ • Ï̂Î˚!SÈ° ˆ§•z ï˛y!Ó˚á ˆÌ Ï̂Ü˛ ã˛°!ï˛ !•§yÓ ÓSÈ Ï̂Ó˚Ó˚ ˆ¢£Ï ï˛y!Ó˚á ˛õÎ≈hs˝–

 §Çàë˛ Ï̂lÓ˚ l#!ï˛ xl%§y Ï̂Ó˚ xÓã˛Î˚ àîly Ü˛Ó˚y •Î˚– Ù)°ï˛ xÓã˛ Ï̂Î˚Ó˚ ò%!ê˛ ˛õÂô!ï˛ Ó˚̂ ÏÎ˚̂ ÏSÈû§Ó˚° ˜Ó˚!áÜ˛ ˛õÂô!ï˛
(Straight Line Method) ~ÓÇ Ü ̨ Ù•…y§Ùyl ˛õÂô!ï˛ (Written Down Value Method) xyÙÓ˚y xyÙy Ï̂òÓ˚
˛õ)Ó≈Óï˛#≈ ̂ ◊!îÓ˚ å~Ü˛yò¢ä !•§yÓ¢yflf Ë˛yà 1ÈüÈ~ xÓã˛Î˚ §¡õ Ï̂Ü≈̨  xôƒÎ˚l Ü˛ Ï̂Ó˚!SÈ°yÙ–

xyÙÓ˚y ˛õ%lÓ˚yÎ˚ Ù Ï̂l Ü˛ Ï̂Ó˚ ˆòáÓ ˆÎ §¡õò !•§yÓÓ˚«˛ Ï̂îÓ˚ çlƒ §¡õò !lÓrôl Ó˚«˛îy Ï̂Ó«˛îñ xÓã˛Î˚ àîlyÜ˛Ó˚îñ
ÓyÍ§!Ó˚Ü˛ !•§y Ï̂ÓÓ˚ Ë˛yà !• Ï̂§ Ï̂Ó fiÌyÎ˚# §¡õ!_à%̂ Ï°yÓ˚ ï˛y!°Ü˛y í z̨òÓï≈̨ ˛õ Ï̂e ≤Ã!ï˛ Ï̂Óòl ≤Ã›ï˛ Ü˛Ó˚y ≤Ã Ï̂Î˚yçl–
~•z ≤Ã!ï˛ Ï̂Óòl ≤Ã›ï˛ Ü˛Ó˚yÓ˚ çlƒ xÓã˛Î˚ àîly ¢#ê˛ ≤Ã›ï˛ Ü˛Ó˚y ≤Ã Ï̂Î˚yçl–

3.2.2 Ü˛!¡õí z̨ê˛yÓ˚!Ë˛!_Ü˛ §¡õò !•§yÓ!lÜ˛y¢Ü˛Ó˚î
(Computerised Asset Accounting) :

§¡õ!_à%̂ Ï°y Ï̂Ü˛ !l¡¨!°!áï˛ ̂ ◊!îà%̂ Ï°y Ï̂ï˛ Ë˛yà Ü˛Ó˚y ÎyÎ˚ –

• §%lyÙ (Goodwill)

• ç!Ù ı ÓrôÜ˛Î%=˛ ç!Ù ~ÓÇ ÓrôÜ˛•#l ç!Ù–

• xRy!°Ü˛y ı Ü˛yÓ˚áyly xRy!°Ü˛yñ x!Ê˛§ xRy!°Ü˛y ~ÓÇ xyÓy!§Ü˛ xRy!°Ü˛y–

• Îsf̨ õy!ï˛ G Ü˛°Ü˛∂y

• xy§ÓyÓ˛õe

• ÎylÓy•l

˛õ%O#Ë)̨ ï˛ xÓã˛Î˚ •° ˆÜ˛yl ÓSÈ Ï̂Ó˚Ó˚ ~Ü˛!ê˛ ï˛y!Ó˚á ˛õÎ≈hs˝ xÓã˛ Ï̂Î˚Ó˚ ˆÙyê˛ ˛õ!Ó˚Ùyî Îyñ  ˆÎ ï˛y!Ó˚á ˆÌ Ï̂Ü˛
§¡õ!_Ó˚ ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ fiÌy!˛õï˛ • Ï̂Î˚!SÈ° ̂ §•z ï˛y!Ó˚á ̂ Ì Ï̂Ü˛ ã˛°!ï˛ !•§yÓ ÓSÈ Ï̂Ó˚Ó˚ ̂ ¢£Ï ï˛y!Ó˚á ̨õÎ≈hs˝–
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• Ù)°ôlçyï˛#Î˚ Ü˛y Ï̂Î≈Ó˚ x@˝Ãà!ï˛

• xlƒylƒ–

§Ó˚° Ï̃Ó˚!áÜ˛ ̨õÂô!ï˛ ~ÓÇ Ü ̨ Ù•…y§Ùyl ̂ çÓ˚ ̨õÂô!ï˛ Ï̂ï˛ !Ó!Ë˛ß¨ ̂ ◊!îÓ˚ §¡õ!_à%̂ Ï°y Ï̂ï˛ ÓƒÓ•,ï˛ xÓã˛ Ï̂Î˚Ó˚
•yÓ˚ Ë˛yÓ˚ï˛#Î˚ ˆÜ˛y¡õy!l xy•zˆÏlÓ˚ 1956 ï˛Ê˛!§° 14 ~ ï˛y!°Ü˛yË%˛=˛ Ü˛Ó˚y •ˆÏÎ˚ˆÏSÈ– ~•z ò%•z ˛õÂô!ï˛ˆÏï˛
!lˆÏò≈!¢ï˛ xÓã˛ˆÏÎ˚Ó˚ •yÓ˚ ˛õ,ÌÜ˛ •Î˚– ≤Ã!ï˛ˆÏÓòˆÏlÓ˚ í˛zˆÏj¢ƒ Ü˛ˆÏ˛õ≈yˆÏÓ˚ê˛ ≤Ã!ï˛¤˛ylà%ˆÏ°y ò%!ê˛ ˛õÂô!ï˛Ó˚ ÙˆÏôƒ
~Ü˛!ê˛ ≤Ã Ï̂Îyçƒ •yÓ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚– ã˛° xyÙÓ˚y ò%!ê˛ ˛õÂô!ï˛ ÓƒÓ•yÓ˚  Ü˛ Ï̂Ó˚ ~Ó)̨̊ õ xÓã˛Î˚ àîly Ó%V˛Ó–

3.2.2.1 §Ó˚° ˜Ó˚!áÜ˛ ˛õÂô!ï˛ (Straight Line Method-SLM)

xÓã˛Î˚ àîlyÓ˚ §)e!ê˛ !l¡¨Ó)̨̊ õ

• x!ô@˝Ã•î Ù)°ƒ ù Ü ̨ Î˚Ù)°ƒ � xlƒylƒ ÓƒÎ˚§Ù)•

Acquisition Cost = Purchase Value + Other Expenses.

ˆÎÙlÈüÈ ˛õ!Ó˚Ó•î ÓƒÎ˚ñ ≤Ã!ï˛fiÌy˛õl ÓƒÎ˚ ~ÓÇ ≤ÃyÜ˛ ˛õ!Ó˚ã˛y°l ÓƒÎ˚–

• ˆÙyê˛ xÓã˛ Ï̂Î˚Ó˚ Ù)°ƒ ù x!ô@˝Ã•î Ù)°ƒ ÈüÈ Ë˛@¿yÓ Ï̂¢£Ï Ù)°ƒ

Total Depreciable Amount = Acquisition Cost - Salvage Value.

~Ü˛!ê˛ §¡õ!_Ó˚ Ë˛@¿yÓ Ï̂¢£Ï Ù)°ƒ •° ̂ §•z Ù)°ƒ Îy ~Ó˚ ÓƒÓ•yÓ˚ í z̨̨ õ Ï̂Îyà# xyÎ%̊‹Òy Ï̂°Ó˚ ̂ ¢ Ï̂£Ï xyòyÎ˚Ü,̨ ï˛ • Ï̂Ó–

ˆÙyê˛ xÓã˛Î˚̂ ÏÎyàƒ Ù)°ƒ

≤Ãï˛ƒy!¢ï˛ ÓƒÓ•yÓ˚ í z̨̨ õ Ï̂Îyà# xyÎ%̊‹Òy°

Straight Line Depreciaion  =  
Total Depreciable Amount

Expeccted Useful Life

      §Ó˚° Ï̃Ó˚!áÜ˛ xÓã˛Î˚

      ˆÙyê˛ xÓã˛Î˚̂ ÏÎyàƒ Ù)°ƒ

Rate of Depreciaion  =  
Straight Line Depreciation 

Total Deepreciable Amount
×  100

í z̨òy•Ó˚î

~ Ï̂:° ˆfl±í˛¢#ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ xÓã˛Î˚ å§Ó˚° Ï̃Ó˚!áÜ˛ä àîly Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ Îy ˛õ,¤˛y ≤Ã§y Ï̂Ó˚Ó˚ §#ÙyÓÂôï˛yÓ˚
çlƒ !ã˛e 3.5 a ~ÓÇ !ã˛e 3.5b ˆï˛ ò%!ê˛ Ë˛y Ï̂à ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– ˆfl±í˛¢# Ï̂ê˛Ó˚ ≤Ã!ï˛!ê˛ Ü˛°y Ï̂ÙÓ˚ Ù Ï̂ôƒ •Î˚̂ Ïï˛y
~Ü˛!ê˛ Ùyl §Ó˚y§!Ó˚ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly •Î˚ lï%̨ Óy ï˛y §)̂ ÏeÓ˚ Ùyôƒ Ï̂Ù àîly Ü˛Ó˚y •Î˚– ~•z§Ü˛° ˆí˛ê˛yà%̂ Ï°y !ã˛e
3.4~ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

ˆfl±í˛§# Ï̂ê˛ §IyÜ,̨ ï˛ !Ó!Ë˛ß¨ ˆí˛ê˛y í z̨̨ õyòlà%̂ Ï°y !l¡¨Ó)̨̊ õ ı

• ÓSÈÓ˚ ¢%Ó%̊Ó˚ ï˛y!Ó˚á ˆ§° C3ˆï˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

• ÓSÈÓ˚ ˆ¢ Ï̂£ÏÓ˚ ï˛y!Ó˚á ˆ§° F3ˆï˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

• ≤ÃÌÙ xô≈Ó Ï̂£Ï≈Ó˚ ˆ¢£Ï ï˛y!Ó˚á ˆ§° E3ˆï˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

† 100• xÓã˛ Ï̂Î˚Ó˚ •yÓ˚ ù

• §Ó˚° ˜Ó˚!áÜ˛ xÓã˛Î˚ ù
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!ã˛e 3.5(a) ı SL ˛õÂô!ï˛ Ï̂ï˛ xÓã˛Î˚ àîlyÓ˚ xyÇ!¢Ü˛ ˆfl±í˛!§ê˛ Ü˛°yÙ§Ù)•–

!ã˛e 3.4 : ̂ Ïfl±í˛!§ Ï̂ê˛ í ẑ̨ ÏÕ‘!áï˛ Ü˛°y Ï̂ÙÓ˚ ̨õò§Ù)• ~ÓÇ ï˛y Ï̂òÓ˚ í z̨̨ õyòyl§Ù)•

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 Cost to 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,I11)

!ã˛e 3.5(b) ı SL ˛õÂô!ï˛ Ï̂ï˛ xÓã˛Î˚ àîlyÓ˚ xyÇ!¢Ü˛ ˆfl±í˛!§ Ï̂ê˛Ó˚ Ü˛°yÙ§Ù)•–

H    I J              K

Ü˛°yÙ Kˆï˛ built in ̂ fl±í˛!§ê˛ Ê˛yÇ¢l SLN ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ §Ó˚° Ï̃Ó˚!áÜ˛ ̨õÂô!ï˛ Ï̂ï˛ xÓã˛Î˚ àîly Ü˛Ó˚y •Î˚–
ˆfl±í˛!§ê˛à%̂ Ï°y !ã˛e 3.5(a) ~ÓÇ !ã˛e 3.5(b)ˆï˛ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

í˛z˛õˆÏÓ˚ í˛zˆÏÕ‘!áï˛ àîlyÜ˛yÎ≈ G ˆfl±í˛!§ê˛§Ù)• åÜ˛yàˆÏçÓ˚ !ÓhflÏyˆÏÓ˚Ó˚ §#ÙyÓÂôï˛yÓ˚ çlƒ ò%•z Ë˛yˆÏà ˆòáyˆÏly
• Ï̂Î˚̂ ÏSÈä SLM Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ xÓã˛Î˚ !•§yÓ Ü˛Ó˚yÓ˚ ~Ü˛!ê˛ ôyÓ˚îy ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– ˆfl±í˛!§ê˛ àîly Óy
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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

!ã˛e 3.6 :  ̂ fl±í˛!§ Ï̂ê˛ í ẑ̨ ÏÕ‘!áï˛ Ü˛°y Ï̂ÙÓ˚ ̨ õò§Ù)• ~ÓÇ ï˛y Ï̂òÓ˚ í z̨̨ õòyl§Ù)•

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

C 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

!•§y Ï̂ÓÓ̊ Ù Ï̂ôƒ xhs˝Ë%≈̨ =˛ •° Salvage Value, Life in Years, Allowed Depreciation ~ÓÇ Depreciation

Ü˛°yÙ§Ù)• ~ÓÇ ï˛yÓ˚ §y Ï̂Ì xy Ï̂àÓ˚ ˆfl±í˛!§ Ï̂ê˛Ó˚ ˆÓ˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ çlƒ Asset Name Ü˛°yÙ ˛Óï≈̨ Ùyl–

3.2.2.2 Ü ̨ Ù•…y§Ùyl ˆçÓ˚ ˛õÂô!ï˛ (Written Down Value-WDN) :

Ü ˛Ù•…y§Ùyl ˆçÓ˚ ˛õÂô!ï˛ˆÏï˛ ˛õÓ˚Óï˛#≈ ˛õÎ≈yˆÏÎ˚Ó˚ xÓã˛Î˚ àîly Ü˛Ó˚yÓ˚ çlƒ !Ë˛!_ !•§yˆÏÓ Óï≈˛Ùyl !°!áï˛
Ù)°ƒ Ï̂Ü˛ (Current book value) ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚– ~ Ï̂Ü˛ Ü ̨ Ù•…y§Ùyl ˆçÓ˚ (Declining Balance-DB)

˛õÂô!ï˛G Ó°y •Î˚ ~ÓÇ ~!ê˛ xÓã˛Î˚ àîlyÓ˚ çlƒ ~ Ï̂:° Ê˛yÇ¢ Ï̂l DBˆÜ˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚– Ê˛yÇ¢l DB ~Ó˚
˛õƒyÓ˚y!Ùê˛yÓ˚§Ù)• !l¡¨Ó)̨̊ õ å!ã˛e 3.6ä–

~Ü˛!ê˛ Ü˛°y Ï̂ÙÓ˚ Ù Ï̂ôƒ •Î˚̂ Ïï˛y ~Ü˛!ê˛ Ùyl §Ó˚y§!Ó˚ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly •Î˚ lï%̨ Óy ï˛y §)̂ ÏeÓ˚ Ùyôƒ Ï̂Ù àîly Ü˛Ó˚y •Î˚ –
~•z §Ü˛° ̂ í˛ê˛à%̂ Ï°y !ã˛e 3.7 ~ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–
ˆfl±í˛!§ Ï̂ê˛ §IyÜ,̨ ï˛ !Ó!Ë˛ß¨ ̂ í˛ê˛y í z̨̨ õyòyl§Ù)• !l¡¨Ó)̨̊ õ ı
• ˆ§° C3ˆï˛ ÓSÈÓ˚ ¢%Ó%̊Ó˚ ï˛y!Ó˚á Ó§y Ï̂ly •Î˚–
• ˆ§° F3ˆï˛ ÓSÈÓ˚ ̂ ¢ Ï̂£ÏÓ˚ ï˛y!Ó˚á Ó§y Ï̂ly •Î˚–
• ˆ§° I3ˆï˛ ≤ÃÌÙ xô≈Ó£Ï≈ ̂ ¢ Ï̂£ÏÓ˚ ï˛y!Ó˚á Ó§y Ï̂ly •Î˚–
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Column Column Abbre. Ref First line shows Required Formula
Heading Second line refers the cell content

I Life of Asset in Life in Yrs Value entered directly

Years

J Period (in Years) Period If (Instalation of asset was done after

for which Depr. March) then take (Current Year) – (Year of

is to be computed Instalation) else take one addl. Year.

= IF (MONTH(C5) > 3,(YEAR($F$3)-

YEAR(C5)),(YEAR($F$3)-YEAR(C5))+1)

K Months in 1st Year Months in No. of months between (Yr-End-Dt in 1st Yr)

(i.e. the year of 1st Yr & (Inst.Date)

installation) = ROUND((L5-C5)/30,0)

L Year-end Date in Yr-End-Dt If (Inst. Date) was Between Jan and Mar,

1st Year (Reqd. in 1st Yr Take it as 31st Mar of (Year of Inst. Date)

to compute Else Take it as Next Year.

column-K) = IF(AND(MONTH(C5)>0,MONTH(C5) <4),

DATE(YEAR(C5),3,31),

DATE(YEAR(C5)+1,3,31))

M Depreciation Depr. Parameters of DB function as explained

above

= DB(G5,H5,I5,J5,K5)

!ã˛e 3.7 : ˆfl±í˛!§ Ï̂ê˛ í ẑ̨ ÏÕ‘!áï˛ Ü˛°y Ï̂ÙÓ˚ ˛õò§Ù)• ~ÓÇ ï˛y Ï̂òÓ˚ í z̨̨ õyòyl§Ù)• å!ã˛e 3.8(a) ~ÓÇ !ã˛e 3.8(b) ~Ó˚ Ù Ï̂ôƒä

!ã˛e 3.8(b) ı WDV ˛õÂô!ï˛ Ï̂ï˛ xÓã˛Î˚ àîlyÓ˚ xyÇ!¢Ü˛ ˆfl±í˛!§ê˛ Ü˛°yÙ§Ù)•

!ã˛e 3.8(a) ı WDV ˛õÂô!ï˛ Ï̂ï˛ xÓã˛Î˚ àîlyÓ˚ xyÇ!¢Ü˛ ˆfl±í˛!§ê˛ Ü˛°yÙ§Ù)•

Ï̂fl±í˛!§ê˛!ê˛ Ï̂Ü˛ ò%!ê˛ Ë˛y Ï̂à !ÓË˛=˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈó ≤ÃÌÙ Ë˛y Ï̂à !ã˛e 3.8(a)ˆï˛ Ü˛°yÙ A ˆÌ Ï̂Ü˛ G ˛õÎ≈hs˝ ˆòáy Ï̂ly
• Ï̂Î˚̂ ÏSÈ ~ÓÇ !mï˛#Î˚ Ë˛y Ï̂à !ã˛e 3.8(b)ˆï˛ Ü˛°yÙ H ˆÌ Ï̂Ü˛ M ˛õÎ≈hs˝ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– í z̨Ë˛Î˚ !ã˛ Ï̂e ‘Asset

Name’ Ü˛°yÙ Ï̂Ü˛ ˛õ%lÓ˚yÓ,_ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ ı
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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

I 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

= E7-I7

!ã˛e 3.9 ı ˆfl±í˛!§ Ï̂ê˛ í ẑ̨ ÏÕ‘!áï˛ Ü˛°y Ï̂ÙÓ˚ ˛õò§Ù)• ~ÓÇ ï˛y Ï̂òÓ˚ í z̨̨ õyòyl§Ù)• å!ã˛e 3.10(a) ~ÓÇ 3.10(b) ~Ó˚ Ù Ï̂ôƒä

!ã˛e 3.10(a) Gross Block  ˆòáy Ï̂lyÓ˚ çlƒ Fixed Asset Schedule Î%=˛ ˆfl±í˛!§ê˛

í z̨̨ õ Ï̂Ó˚ í z̨!Õ‘!áï˛ àîlyÜ˛yÎ≈ G ˆfl±í˛!§ê˛§Ù)• åÜ˛yà Ï̂çÓ˚ !ÓhflÏy Ï̂Ó˚Ó˚ §#ÙyÓÂôï˛yÓ˚ çlƒ ò%•z Ë˛y Ï̂à ˆòáy Ï̂ly
• Ï̂Î˚̂ ÏSÈä WDV Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ xÓã˛Î˚ !•§yÓ Ü˛Ó˚yÓ˚ ~Ü˛!ê˛ ôyÓ˚îy ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– ˆfl±í˛!§ê˛
àîly Óy !•§y Ï̂ÓÓ˚ Ù Ï̂ôƒ xhs˝Ë%≈̨ =˛ •° ÈüÈ Salvage value, ‘Life in Years’, ‘Allowed Depreciation’

~ÓÇ ‘Depreciation’ Ü˛°yÙ§Ù)• ~ÓÇ ï˛yÓ˚ §y Ï̂Ì ̨õ)̂ ÏÓ≈Ó˚ ̂ fl±í˛!§ Ï̂ê˛Ó˚ ̂ Ó˚Ê˛y Ï̂Ó˚̂ Ï™Ó˚ çlƒ ‘Asset Name’

Ü˛°yÙ Óï≈̨ Ùyl–

3.2.2.3  í z̨mï≈̨ ˛õ Ï̂eÓ˚ !Ó!Ë˛ß¨ xÇ¢ ≤Ã›ï˛ Ü˛Ó˚yÓ˚ !ÓÓÓ˚î# (Schedule Forming

Part of the Balance Sheet) :

!Ó!Ë˛ß¨ Ü˛°y Ï̂ÙÓ˚ !ÓhflÏy!Ó˚ï˛ !ÓÓÓ˚î l# Ï̂ã˛Ó˚ ˆê˛!Ó Ï̂° ˆòáy Ï̂ly •°ı

ˆfl±í˛!§ê˛!ê˛ Ï̂Ü˛ ò%!ê˛Ë˛y Ï̂à !ÓË˛=˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈñ ≤ÃÌÙË˛y Ï̂à !ã˛e 3.10(a) Ï̂ï˛ Ü˛°yÙ A ˆÌ Ï̂Ü˛ E ˛õÎ≈hs˝
ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ ~ÓÇ !mï˛#Î˚ Ë˛y Ï̂à !ã˛e 3.10(b)ˆï˛ Ü˛°yÙ F ˆÌ Ï̂Ü˛ K ˛õÎ≈hs˝ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– í z̨Ë˛Î˚ !ã˛ Ï̂e
‘Asset Name’ Ü˛°yÙ Ï̂Ü˛ ˛õ%lÓ˚yÓ,_ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈı
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!ã˛e 3.10(b) xÓã˛Î˚ ~ÓÇ Net Block ˆòáy Ï̂lyÓ˚ çlƒ Fixed Asset Schedule Î%=˛ ˆfl±í˛!§ê˛

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

!ã˛e 3.11 ~ Ï̂: Ï̂°Ó˚ PMT Ê˛yÇ¢lÈüÈ~Ó˚ ̨õƒyÓ˚y!Ùê˛yÓ˚§Ù)̂ Ï•Ó˚ Óƒyáƒy

í z̨̨ õ Ï̂Ó˚ í ẑ̨ ÏÕ‘!áï˛ àîlyÜ˛yÎ≈ G ̂ fl±í˛!§ê˛ §Ù)• åÜ˛yà Ï̂çÓ˚ !ÓhflÏy Ï̂Ó˚Ó˚ §#ÙyÓÂôï˛yÓ˚ çlƒ ò%•zË˛y Ï̂à ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈä
í z̨mï≈̨ ˛õ Ï̂eÓ˚ !ÓÓÓ˚î#Ó˚ !Ó!Ë˛ß¨ xÇ¢ ≤Ã›ï˛ Ü˛Ó˚yÓ˚ ̨ õÂô!ï˛ §¡õ Ï̂Ü≈̨  ôyÓ˚îy ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

3.3 }î ̨õ!Ó˚̂ Ï¢y Ï̂ôÓ˚ !ÓÓÓ˚î# (Loan Repayment Schedule) :

3.3.1 }î (Loan) :

}î •° ôyÓ˚Ü,̨ ï˛ x Ï̂Ì≈Ó˚ §Ù!T˛ åÙ)° xÌ≈ Ó˚y!¢ä Îy ~Ü˛!ê˛ !l!ò≈T˛ §Ù Ï̂Î˚ ˛õ)Ó≈ !lô≈y!Ó˚ï˛ §%̂ ÏòÓ˚ •y Ï̂Ó˚ @˝Ã•î Ü˛Ó˚y
•Î˚– }î ˛õÎ≈yÎ˚Ó,_ Ü ̨ Ï̂Ù å§yôyÓ˚îï˛ Ùy!§Ü˛ä }î ˛õ!Ó˚̂ Ï¢yô §ÙÎ˚Ü˛y Ï̂°Ó˚ Ù Ï̂ôƒ !Ü˛!hflÏÓ˚ Ùyôƒ Ï̂Ù ˛õ!Ó˚̂ Ï¢yô Ü˛Ó˚y
•Î˚–

3.3.1.1 §%ò àîly ~ÓÇ }î ˛õ!Ó˚̂ Ï¢yô
(Calculating Interest and Repayment of Loan) :

 }î ˛õ!Ó˚ˆÏ¢yˆÏôÓ˚ !Ü˛!hflÏÓ˚ àîly ~Ü˛!ê˛ ˛õ%lÓ˚yÓ,!_Ù)°Ü˛ ≤Ã!Ü ˛Î˚y– }î ˛õ!Ó˚ˆÏ¢yˆÏôÓ˚ Ùy!§Ü˛ !Ü˛!hflÏÓ˚ àîlyÓ˚
çlƒ ~ Ï̂: Ï̂°ÏÓ˚ Built-in-function PMT Ï̂Ü˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨õy Ï̂Ó˚– Ê˛yÇ¢l PMT ~Ó˚ ̨õƒyÓ˚y!Ùê˛yÓ˚§Ù)•
!l¡¨Ó˚)˛õı

}î ̨õ!Ó̊ Ï̂¢yô àîlyÓ̊ Ó̊)̨ õ Ï̂Ó̊áyÓ̊ (Layout) ̂ fl±í˛!§ê˛ !ã˛e 3.13ÈüÈ~ ̂ òáy Ï̂ly • Ï̂Î̊ Ï̂SÈ– ̂ fl±í˛!§ Ï̂ê˛Ó̊ ≤Ã!ï˛!ê˛ Ü˛°y Ï̂ÙÓ̊
Ù Ï̂ôƒ •Î˚̂ Ïï˛y ~Ü˛!ê˛ Ùyl §Ó˚y§!Ó˚ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly •Î˚ lï%̨ Óy ï˛y §)̂ ÏeÓ˚ Ùyôƒ Ï̂Ù àîly Ü˛Ó˚y •Î˚– ~•z §Ü˛°  ̂ í˛ê˛yà%̂ Ï°y
!ã˛e 3.12ÈüÈ~ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–
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!ã˛e 3.12  ̂ fl±í˛!§ Ï̂ê˛Ó˚ Ü˛°yÙ ̨õò§Ù)• ~ÓÇ ï˛ Ï̂òÓ˚ í z̨̨ õyòyl§Ù)•

Column Column Heading First line 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

F Yearly Installment Amt. = PMT(D6,C6,-A6,0,1)

G Monthly Installment Amt. =F6/12

!ã˛e 3.13 }î ˛õ!Ó˚̂ Ï¢yô ï˛y!°Ü˛y §Ù!ß∫ï˛ ˆfl±í˛!§ê˛

í z̨̨ õ!Ó˚í z̨=˛ àîlyÜ˛y Ï̂Î≈ ˆÜ˛l FV(Future Value) ¢)lƒ (0) Ùyl @˝Ã•î Ü˛ Ï̂Ó˚̂ ÏSÈ⁄

}î ˛õ!Ó˚̂ Ï¢y Ï̂ôÓ˚ §ÙÎ˚Ü˛y Ï̂°Ó˚ ˆ¢ Ï̂£Ïñ ≤Ã Ï̂òÎ˚ xÌ≈ åxÓ!¢T˛ ê˛yÜ˛yä ¢)lƒ • Ï̂Ó– ~ Ï̂«˛ Ï̂e ô Ï̂Ó˚ ˆlGÎ˚y  ÎyÎ˚ }î
˛õ!Ó˚̂ Ï¢yô !lÎ˚!Ùï˛ Ë˛y Ï̂Ó Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ– ï˛y•z Future Value (FV) ¢)lƒ Ùyl !l Ï̂Î˚̂ ÏSÈ–

!l¡̈!°!áï˛ ò%!ê˛ í z̨òy•Ó̊ Ï̂î }î ̨õ!Ó̊ Ï̂¢yô àîlyÓ̊ ï˛y!°Ü˛y !Ó Ï̂Óã˛ly Ü˛Ó̊y • Ï̂Î̊ Ï̂SÈ Îy ̂ fl±í˛!§ Ï̂ê˛Ó̊ Ùyôƒ Ï̂Ù !ã˛e 3.13

~ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

í z̨òy•Ó˚î -1
~Ü˛!ê˛ ÓƒyÇÜ˛ ̂ Ü˛yl ~Ü˛çl @˝Ãy•Ü˛ Ï̂Ü˛ Plasma TV ̂ Ü˛lyÓ˚ çlƒ ~!≤Ã° 1,2007 §y Ï̂° ò%•z ÓSÈ Ï̂Ó˚Ó˚ çlƒ 10%

§%̂ ÏòÓ˚ •y Ï̂Ó˚ 1,00,000 ê˛yÜ˛y }î ̂ òÎ˚– ~•z }î!ê˛ 24!ê˛ Ùy!§Ü˛ !Ü˛!hflÏ̂ Ïï˛ ̨õ!Ó˚̂ Ï¢yô Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–

í z̨òy•Ó˚î -2

 xçÎ˚̂ ÏÜ˛ 2,50,000 ê˛yÜ˛yÓ˚ ~Ü˛!ê˛ ÓƒyÇÜ˛ }î 15ˆÙñ 2008 §y Ï̂° ~Ü˛!ê˛ ày!í ¸̨ Ü ̨ Î˚ Ü˛Ó˚yÓ˚ çlƒ ÙO$Ó˚ Ü˛ Ï̂Ó˚̂ ÏSÈ–
~•z }î!ê˛Ó˚ §%̂ ÏòÓ˚ •yÓ˚ 11% !SÈ° ~ÓÇ ~!ê˛ 36!ê˛ Ùy!§Ü˛ !Ü˛!hflÏ̂ Ïï˛ ̨õ!Ó˚̂ Ï¢yô Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–
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1. xy!Ì≈Ü˛ Ê˛yÇ¢ˆÏlÓ˚ ˆ«˛ˆÏe !l¡¨!°!áï˛ ˆÜ˛yl !ÓÜ˛“!ê˛ !l!ò≈T˛ §ÙˆÏÎ˚Ó˚ §%òˆÏÜ˛ !lˆÏò≈¢ Ü˛ˆÏÓ˚⁄

a. FV.

b. PV.

c. Nper.

d. Rate.

2. xy!Ì≈Ü˛ Ê˛yÇ¢ˆÏlÓ˚ ˆ«˛ˆÏe !l¡¨!°!áï˛ ˆÜ˛yl !ÓÜ˛“!ê˛ ˆÙyê˛ ≤Ãò_ xˆÏÌ≈Ó˚ §ÇáƒyˆÏÜ˛˛ !lˆÏò≈¢ Ü˛ˆÏÓ˚⁄

a. FV.

b. PV.

c. Nper.

d. Rate.

§yÓ˚yÇ¢
• ˆfl±í˛!§ Ï̂ê˛ §¡õy!òï˛ !Ó!Ë˛ß¨ àîly Ü˛y Ï̂Î≈Ó˚ çlƒ ~Ù ~§ ~ Ï̂:° •° ~Ü˛!ê˛ §•ç ~ÓÇ Ü˛yÎ≈Ü˛Ó˚ ÙyôƒÙ– ~•z xôƒy Ï̂Î˚
!ï˛l!ê˛ í˛zòy•Ó˚î ˆlGÎ˚y •ˆÏÎ˚ˆÏSÈ  ˆfl±í˛!§ˆÏê˛Ó˚ §•ç§yôƒï˛y ~ÓÇ í˛z˛õˆÏÎy!àï˛y Óƒyáƒy Ü˛Ó˚yÓ˚ çlƒ– ~•z í˛zòy•Ó˚îà%ˆÏ°y
•°ÈüÈˆÓï˛ Ï̂lÓ˚ àîlyÜ˛yÎ≈ (Payroll calculations), fiÌyÎ˚# §¡õò !•§yÓ!lÜ˛y¢Ü˛Ó˚î (Fixed Asset Accounting)  ~ÓÇ
}î ˛õ!Ó˚̂ Ï¢y Ï̂ôÓ˚ !ÓÓÓ˚î# (Loan Repayment Schedule)/.

• ˆfl±í˛!§ê˛ ÓƒÓ•y Ï̂Ó˚Ó˚ ≤ÃÌÙ ôy˛õ • Ï̂FSÈ ~Ó˚ ~!≤’ Ï̂Ü˛¢yl Óy ≤Ã Ï̂Î˚yà Ï̂«˛ Ï̂eÓ˚ í z̨̨ õyòylà%̂ Ï°yÓ˚ ï˛y!°Ü˛y ≤Ã›ï˛ Ü˛Ó˚y– ≤Ã!ï˛!ê˛
í z̨̨ õyòy Ï̂lÓ˚ çlƒ ~Ü˛!ê˛ !lô≈y!Ó˚ï˛ •Î˚ ˆÎñ ˆÜ˛yl ~Ü˛!ê˛ Ùyl ï˛y Ï̂ï˛ §Ó˚y§!Ó˚ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly • Ï̂Ó !Ü˛ÇÓy ï˛y àîly Ü˛Ó˚y • Ï̂Ó
~Ü˛!ê˛ §)e ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚–

• ~ Ï̂: Ï̂°Ó˚ xy!Ì≈Ü˛ Ê˛yÇ¢l §• !Ó!Ë˛ß¨ built-in- Ê˛yÇ¢l §Ù,Âô ~Ü˛!ê˛ °y•ẑ ÏÓ !Ó˚ Óï≈̨ Ùyl– ~•z Ê˛yÇ¢là%̂ Ï°y Ï̂Ü˛ !Ó!Ë˛ß¨
àîlyÓ˚ Ü˛y Ï̂Î≈ åç!ê˛° Óy §Ó˚°ä §Ó˚y§!Ó˚ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ~Ü˛!ê˛ §)̂ Ïe ~Ó)̨̊ õ ~Ü˛ Óy ~Ü˛y!ôÜ˛ Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛Ó˚y
ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

• ~•z§Ü˛° ~!≤’ Ï̂Ü˛¢là%̂ Ï°y Ï̂ï˛ Óy ≤Ã Ï̂Î˚yà Ï̂«˛eà%̂ Ï°y Ï̂ï˛ !Ü˛S%È !Ü˛S%È §)e absolute address ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚– Absolute address

˙ §Ü˛° ̂ §°à%̂ Ï°yÓ˚ çlƒ ÓƒÓ•,ï˛ •Î˚ Îy Ï̂òÓ˚ !Ó£ÏÎ˚Ó› ̨õ!Ó˚Ó!ï≈̨ ï˛ •Î˚ ly Îál ~Ü˛ ̂ §° ̂ Ì Ï̂Ü˛ xlƒ ̂ § Ï̂° ~•z §)e Ü˛!˛õ Ü˛Ó˚y
•Î˚–

• ~•z §Ü˛° ~!≤’ Ï̂Ü˛¢y Ï̂l Óy ≤Ã Ï̂Î˚yà Ï̂«˛eà%!° Ï̂ï˛ If Ê˛yÇ¢l G ÓƒÓ•,ï˛ •Î˚– If  Ê˛yÇ¢l !Ó!Ë˛ß¨ ¢ï≈̨  Óy xÓfiÌyÓ˚ í z̨̨ õÓ˚ !Ë˛!_
Ü˛ Ï̂Ó˚ !Ó!Ë˛ß¨ Ü˛yÎ≈ §¡õyòl Ü˛Ó˚yÓ˚ çlƒ ≤Ã Ï̂Î˚yà Ü˛Ó˚y • Ï̂Î˚ Ìy Ï̂Ü˛–

• ~ Ï̂:° Ê˛yÇ¢l SLN ~ÓÇ DB ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚ xÓã˛Î˚ àîly Ü˛Ó˚yÓ˚ çlƒ ÎÌyÜ ̨ Ï̂Ù Straight Line Method (SLM) ~ÓÇ
Written Down Value Method (WDVM) ̨õÂô!ï˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚– WDV MethodˆÜ˛ Declining Balance (DB)

Method G Ó°y •Î˚–

• Ê˛yÇ¢l PMT }î ˛õ!Ó˚̂ Ï¢yô ï˛!°Ü˛y àîly Ü˛Ó˚yÓ˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–

xl%¢#°l#
Q.1 §!ë˛Ü˛ í˛z_Ó˚!ê˛ !lÓ≈yã˛l Ü˛ˆÏÓ˚y ı
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3. ~•z §)ˆÏe ˆÜ˛yl ôÓ˚ˆÏlÓ˚ Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛Ó˚y •ˆÏÎ˚ˆÏSÈ ı
=PMT(C10/12,C8,C9,1)

a. Logical. åˆÎÔ!=˛Ü˛ä

b. Financial. åxy!Ì≈Ü˛ä

c. Payment. åxÌ≈ ≤Ãòyl §ÇÜ ˛yhs˝ä

d. Statistical. å˛õ!Ó˚§Çáƒy §ÇÜ ˛yhs˝ä

4. Îál Extend Selection §!Ü ˛Î˚ •Î˚ ï˛ál ˆ¢£Ï §y!Ó˚ (row) §• §Ü˛° ˆí˛ê˛y !§ˆÏ°Q Ü˛Ó˚yÓ˚ çlƒ ˆÜ˛yl
¢ê≈˛Ü˛yê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚⁄

a. [Ctrl]+[Down Arrow].

b. [Ctrl]+[Home].

c. [Ctrl]+[Shift].

d. [Ctrl]+[Up Arrow].

5. !l¡¨!°!áï˛ ˆÜ˛yl í˛z_Ó˚!ê˛ TRUE Ê˛° ˆò Ï̂Ó Î!ò C4 ~  10  ~Ó˚ Ü˛Ù ~ÓÇ  D4 ~ 100 ~Ó˚ Ü˛Ù Ùyl
ÌyˆÏÜ˛?

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. !l¡¨!°!áï˛ ˆÜ˛yl Ó=˛Óƒ!ê˛ IF Ê˛yÇ¢ˆÏl xhs˝Ë%≈˛=˛ lÎ˚ ?

a. Logical_test.

b. Value_if_false.

c. Value_when_false.

d. Value_if_true.

7. ˆÜ˛yl ˆ§ Ï̂°  PMT Ê˛yÇ¢ Ï̂lÓ˚ çlƒ Rate • Ï̂Ó ˆÎáy Ï̂l  = PMT (C8, C9, C10, C11, C12)?

a. C8.

b. C9.

c. C10.

d. C12.

Q.2 !l¡¨!°!áï˛ ≤ÃŸ¿à%ˆÏ°yÓ˚ í˛z_Ó˚ òyG

1.  PV ~Ó˚ xÌ≈ Ü˛#⁄

2. FV ~Ó˚ ÓƒÓ•yÓ˚ !ÓÓ,ï˛ Ü˛Ó˚⁄
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3. DB Ê˛yÇ¢l ~Ó˚ í˛zˆÏj¢ƒ Ü˛#⁄

4. Î!ò xyç 1,000 ê˛yÜ˛y !Ó!lˆÏÎ˚yà Ü˛Ó˚y •Î˚ ï˛ˆÏÓ 10%§%ˆÏòÓ˚ •yˆÏÓ˚ 2 ÓSÈÓ˚ ˛õÓ˚ ~Ó˚ Future Value (FV)

!lô≈yÓ˚î Ü˛Ó˚⁄

5. Î!ò !ï˛l ÓSÈÓ˚ ˛õÓ˚ ˆÙyê˛  1000 ê˛yÜ˛y ˆ˛õˆÏï˛ ã˛y•z– ï˛ˆÏÓ ï˛yÓ˚  present value (PV) àîly Ü˛Ó˚–

6. xÓã˛ Ï̂Î˚Ó˚ WDV ˛õÂô!ï˛ G SLM ˛õÂô!ï˛Ó˚ ÙˆÏôƒ ˛õyÌ≈Ü˛ƒ !lÓ˚)˛õî Ü˛Ó˚⁄

7. xÓã˛ˆÏÎ˚Ó˚ ò%!ê˛ ˆÙÔ!°Ü˛ ˛õÂô!ï˛ Óî≈ly Ü˛Ó˚⁄ xÓã˛Î˚ àîlyÓ˚ çlƒ ~ˆÏ:ˆÏ°Ó˚ Ü˛# Ü˛# Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛Ó˚y
•Î˚–

8. Absolute ~ÓÇ Relative addresses ~Ó˚ à%Ó˚%c Óƒyáƒy Ü˛Ó˚– Relative address ~ÓÇ Absolute

address ÓƒÓ•yˆÏÓ˚Ó˚ !Ë˛!_ !Ü˛⁄

ò«˛ï˛yÓ˚ ˛õÎ≈ˆÏ°yã˛ly

1. !ã˛e 3.3 (a) ~ÓÇ !ã˛e 3.3 (b) ˆï˛ ˆòáy Ï̂ly ˆÓï˛l ˆ˛fl±í˛!§ Ï̂ê˛ F, G, H, I, J, ~ÓÇ N Ü˛°y Ï̂Ù
absolute address ÓƒÓ•yÓ̊ Ü˛Ó̊y • Ï̂Î̊ Ï̂SÈ– Î!ò absolute address ~Ó̊ Óò Ï̂° Relative address

ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚ ï˛ˆÏÓ !Ü˛ •ï˛⁄

2. !ã˛e 3.8 (b) ˆï˛ ˆòáyˆÏly ˆfl±í˛!§ˆÏê˛Ó˚ Ü˛°yÙ gˆï˛ WDV ˛õÂô!ï˛Ó˚ åDB Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚ä
Ùyôƒ Ï̂Ù xÓã˛Î˚ àîlyÎ˚ ˆ§° ÈF3üÈ ˆï˛ Èabsolute address ÓƒÓ•yÓ˚ Ü˛Ó˚y •ˆÏÎ˚ˆÏSÈ– ˆ§° absolute

address È È~Ó˚ ˛õ!Ó˚ÓˆÏï≈˛ Èrelative addressÈ ˆlGÎ˚y •ˆÏ°ñ Îál ï˛y §)ˆÏeÓ˚ ÙyôƒˆÏÙ Ü˛!˛õ Ü˛Ó˚y •Î˚
ï˛ál ï˛y Ë%˛° Ê˛°yÊ˛° ˆòáyÎ˚– ~Ó˚ Ü˛yÓ˚î Óƒyáƒy Ü˛Ó˚ ~ÓÇ ˆÎ Ùyl Ü˛!˛õ Ü˛Ó˚y •ˆÏÎ˚ˆÏSÈ ~ÓÇ ˆÎ §!ë˛Ü˛ Ùyl
Ü˛!˛õ Ü˛Ó˚y í˛z!ã˛ï˛ ï˛y !°á–

3. 10 Ùy Ï̂§Ó˚ çlƒ ˆÜ˛yl ~Ü˛!ê˛ ˆ◊!îÓ˚ È25È çl !¢«˛yÌ#≈Ó˚  ˆfl±í˛!§ˆÏê˛ Ùy!§Ü˛ í˛z˛õ!fiÌ!ï˛Ó˚ !ÓÓÓ˚î# ≤Ã›ï˛
Ü˛Ó˚– ≤Ã!ï˛!ê˛ !¢«˛yÌ#≈Ó˚ ≤Ã!ï˛ ÙyˆÏ§Ó˚ í˛z˛õ!fiÌ!ï˛Ó˚ ¢ï˛Ü˛Ó˚y •yÓ˚ àîly Ü˛Ó˚– ≤Ã!ï˛!ê˛ !¢«˛yÌ#≈Ó˚ Ùy!§Ü˛
~Ü˛!ê˛ §yÓ˚yÇ¢ ≤Ã›ï˛ Ü˛Ó˚ ~ÓÇ í˛z˛õ!fiÌ!ï˛Ó˚ §yÙ!@˝ÃÜ˛ ¢ï˛Ü˛Ó˚y •yÓ˚ àîly Ü˛Ó˚–

4. ˆ◊!îÓ˚ §ÙÎ˚§)!ã˛ ≤Ã›!ï˛Ó˚ çlƒ ˆfl±í˛!§ê˛ ÓƒÓ•yÓ˚ Ü˛Ó˚– ~!ê˛ ≤Ã!ï˛ !Ó£ÏˆÏÎ˚Ó˚ çlƒ !lô≈y!Ó˚ï˛ Èlecture,

tutorilaÈ ~ÓÇ Èlab practical session ~Ó˚ ˆÙyê˛ §ÇáƒyÓ˚ !•§yÓ Ó˚yáˆÏÓ ~ÓÇ ï˛y !lÎ˚sfî Ü˛Ó˚ˆÏÓ–
~SÈyí˛¸yG ~!ê˛ ≤Ã!ï˛!ê˛ !¢«˛Ü˛ ˆÙyê˛ Ü˛ï˛ â^˝ê˛y !¢«˛yòyl Ü˛ˆÏÓ˚ˆÏSÈ ï˛yÓ˚ !•§yÓ ˆÓ˚ˆÏá !lÎ˚sfî Ü˛Ó˚ˆÏÓ–

5. !ÓË˛yà È3.1, 3.2, 3.3È ~ÓÇ È3.4È ~ ÓƒÓ•,ï˛ í˛zòy•Ó˚îà%ˆÏ°yÓ˚ çlƒ ï%˛!Ù !lˆÏç GÎ˚yÜ≈˛!§ê˛ ≤Ã›ï˛ Ü˛Ó˚–
≤Ã!ï˛!ê˛ GÎ˚yÜ≈˛!§ˆÏê˛ ò%!ê˛ lï%˛l l!Ì í˛z˛õfiÌy˛õl Ü˛Ó˚ åˆï˛yÙyÓ˚ !lçfl∫ Ü˛!“ï˛ Ùyl myÓ˚yä ~ÓÇ àîlyÜ˛yÎ≈
§!ë˛Ü˛ •ˆÏÎ˚ˆÏSÈ !Ü˛ly Îyã˛y•z Ü˛ˆÏÓ˚y–

6. M/s Opportunities company ~Ó˚ Ü˛Ù≈ã˛yÓ˚#ˆÏòÓ˚ ̂ Ó˚Ü˛í≈˛ l!ÌË%˛=˛ Ü˛ˆÏÓ˚ Ó˚yáyÓ˚ çlƒ ~Ü˛!ê˛ GÎ˚yÜ≈˛!§ê˛
≤Ã›ï˛ Ü˛Ó˚– Ü˛Ù≈ã˛yÓ˚#Ó˚ !ÓÓÓ˚î#ˆÏï˛ Ü˛Ù≈ã˛yÓ˚#Ó˚ lyÙñ ï˛yÓ˚ ˛õò ~ÓÇ Ù)° ˆÓï˛l xhs˝Ë%≈˛=˛ ÌyÜ˛ˆÏï˛ •ˆÏÓ–,ñ 50È
ç Ï̂lÓ˚ ̂ Ó˚Ü˛í≈̨  GÎ˚yÜ≈̨ !§ Ï̂ê˛ lÌ#Ë%̨ =˛‡í z̨̨ õfiÌy˛õl Ü˛Ó˚– Ù)° ̂ Óï˛ Ï̂lÓ˚ (Basic salary) -37.5% Ù•yâ≈Ë˛yï˛y
(Dearness allowance 22.5%) Óy!í ¸̨Ë˛yí ¸̨y Ë˛yï˛y (House Rent Allowance-HRA) G È12%È
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1. b 2. c 3. b 4. c 5. d 6. c 7. a

Ë˛!Ó£Ïƒ!l!ô (Provident Fund- PF)È àîly Ü˛Ó˚ ~ÓÇ ˆÙyê˛ ˆÓï˛l (Gross Salary) = Basic

Salary + DA + HRA !lî≈Î˚ Ü˛Ó˚– ̂ Ùyê˛ ̂ Óï˛ Ï̂lÓ˚ (Gross Salary) 20%È xyÎ˚Ü˛Ó˚ È(IT)È • Ï̂Ó ~ÓÇ
≤Ã!ï˛!ê˛ Ü˛Ù≈ã˛yÓ˚#Ó˚ Net Salary = Gross Salary – (PF+IT) •ˆÏÓ– ï˛ySÈyí˛¸yG ˆÜ˛¡õ!l myÓ˚y ≤Ãò_
Total Salary åˆÙyê˛ ˆÓï˛lä ÈAverage Salary åàí˛¸ ˆÓï˛läñ Maximum SalaryÈ å§Ó≈y!ôÜ˛
ˆÓï˛lä ~ÓÇ Minimum SalaryÈ ål)ƒlï˛Ù ˆÓï˛lä àîly Ü˛Ó˚–

7. 3.3 !ÓË˛yˆÏà ~Ü˛!ê˛ ≤Ãò_ xˆÏÌ≈Ó˚  }î ˛õ!Ó˚ˆÏ¢yˆÏôÓ˚ !Ü˛!hflÏÓ˚ Ù)°ƒ àîly Ü˛Ó˚y •Î˚ ~Ü˛!ê˛ !l!ò≈T˛ §ÙÎ˚ G
!l!ò≈T˛ §%ˆÏòÓ˚ •yˆÏÓ˚Ó˚ !Ë˛!_ˆÏï˛ – }ˆÏîÓ˚ !Ü˛!hflÏÓ˚ ̨ õ!Ó˚Ùyî !fiÌÓ˚ ̂ Ó˚ˆÏá ~•z xl%¢#°l Óy ̨õÓ˚#«˛y!ê˛ ̨õ!Ó˚Ùy!ç≈ï˛
Óy §ÇˆÏ¢yôl Ü˛Ó˚ ~ÓÇ ÈPMTÈ Ê˛yÇ¢l ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚ }ˆÏîÓ˚ §ÙÎ˚Ü˛y° !lî≈Î˚ Ü˛Ó˚–

í z̨_Ó̊yÓ°#
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GRAPHS AND CHARTS FOR BUSINESS DATA

Ë)̨!ÙÜ˛y (Introduction)

4

˛õ )Ó ≈Óï˛# ≈  xôƒyˆ ÏÎ ˚ ˆï˛yÙÓ˚y ˆfl±í˛¢#ˆ Ïê˛Ó ˚ ˆÙÔ!°Ü˛ ˜Ó!¢T˛ƒyÓ°# G

!•§yÓ!lÜ˛y¢Ü˛Ó˚ˆÏî ˆfl±í˛¢#ˆÏê˛Ó˚ ÓƒÓ•yÓ˚ §¡õˆÏÜ≈˛ ˆçˆÏlSÈ– ≤ÃyÎ˚¢•z

!•§yÓ!lÜ˛y¢Ü˛Ó˚î ï˛ˆÏÌƒÓ˚ xyòyl≤ÃòyˆÏlÓ˚ çlƒ ÈxyÙyˆÏòÓ˚ ˆí˛ê˛y í˛z˛õfiÌy˛õl

Ü˛Ó˚̂ Ïï˛ •Î˚– Î!ò x!ôÜ˛§ÇáƒÜ ˆí Į̈ê˛y Ï̂Ü  ≤Ã!Ü ̨ Î˚yçyï˛ ly Ü˛ Ï̂Ó˚ í z̨̨ õfiÌy˛õl ÈÈÜ˛Ó˚y

•Î˚ ï˛ Ï̂Ó ï˛y §• Ï̂ç ˆÓyôàÙƒ lyG • Ï̂ï˛ ˛õy Ï̂Ó˚– ~!ê˛ ÎÌyÌ≈•z Ó°y •Î˚ Ú~Ü˛!ê˛

SÈ!Ó •yçy Ï̂Ó˚Ó˚ x!ôÜ˛ ¢∑ ˆÌ Ï̂Ü˛G ˆÓ!¢ Ù)°ƒÓyl–Û ~•z xôƒyyÎ˚!ê˛ Ï̂ï˛ í z̨̨ õÜ˛Ó˚î

!•ˆÏ§ˆÏÓ ~ˆÏ:°ˆÏÜ˛  ÓƒÓ•yÓ˚ Ü˛ˆÏÓ˚ ˆí˛ê˛yˆÏÜ˛ ˆòáyˆÏlyÓ˚ çlƒ @˝ÃyÊ˛ ã˛yê≈˛ ~ÓÇ

!ã˛e§Ù)̂ Ï•Ó˚ ˛≤Ã›!ï˛Ó˚ ˛õÂô!ï˛ Óƒyáƒy Ü˛Ó˚y • Ï̂Ó–

4.1 @˝ÃyÊ˛ ~ÓÇ  ã˛yê≈̨ §Ù)•  (Graphs and Charts):

@˝ÃyÊ˛ •° ˆí˛ê˛yÓ˚ È~Ü˛!ê˛ !ã˛ey!AÜ˛ï˛ (Pictorial) í˛z˛õfiÌy˛õl

(repressentation) ÎyÓ˚ xhs˝ï˛˛õ Ï̂«˛ !mÙy!eÜ˛ §¡õÜ≈̨  Óï≈̨ Ùyl– §%ï˛Ó˚yÇ ~Ü˛!ê˛

@˝Ãy Ï̂Ê˛Ó˚ xhs˝ï˛˛õ Ï̂«˛ ò%!ê˛ x«˛ xy Ï̂SÈñ X  ~ÓÇ Y–  X x«˛ §yôyÓ˚îï˛ xyl%Ë)̨ !ÙÜ˛

~ÓÇ Y x«˛ í z̨°¡∫Ü˛yÓ˚ •Î˚– ~Ü˛!ê˛ @˝ÃyÊñ ~Ü˛!ê˛ ~Ü˛ Ï̃Ó˚!áÜ˛ Óy Ó•% ˜Ó˚!áÜ˛ @˝ÃyÊ˛

• Ï̂ï˛  ˛õy Ï̂Ó˚– fl∫yFSÈ®ï˛y ~ÓÇ fl∫FSÈï˛y  Ó,!ÂôÓ˚ çlƒñ Ó•%  ˜Ó˚!áÜ˛ @˝ÃyÊ˛ ≤Ã›!ï˛Ó˚

ˆ«˛ Ï̂e !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ ˆÓ˚áy ~ÓÇ !Ó!Ë˛ß¨ Ó Ï̂î≈Ó˚ ˆ¢í˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛  ˛õy Ï̂Ó˚–

~Ü˛!ê˛ ˛õy•z ã˛yê≈˛ñ ~Ü˛Ü˛ ã˛°Ó˚y!¢Ó˚ (Single variable) ~Ü˛y!ôÜ˛˛

í z̨̨ õ!ÓË˛yàà%̂ Ï°y Ï̂Ü˛ ≤Ã!ï˛!l!ôc Ü˛ Ï̂Ó˚– ~Ü˛!ê˛ ò[˛!ã˛e ò%•z Óy ï˛ Ï̂ï˛y!ôÜ˛ ã˛°Ó˚y!¢ Ï̂Ü˛

ˆòáyÎ˚–

ÓƒÓ§y!Î̊Ü˛ ˆí˛ê˛yÓ̊ çlƒ @̋ÃyÊ˛ ~ÓÇ ã˛yê≈̨§Ù)•

!¢ál í ẑ̨ Ïj¢ƒ§Ù)•

~•z xôƒyÎ˚!ê˛ ̨ õí ¸̨yÓ˚ ̨ õÓ˚ ̂ ï˛yÙÓ˚y ı

• ~ˆÏ:ˆÏ°Ó˚ ÙˆÏôƒ ã˛yê≈˛ ~ÓÇ í˛yÎ˚y@˝ÃyˆÏÙÓ˚

Ùyôƒ Ï̂Ù   ˜Ó˚!áÜ˛ ôy Ï̂ã˛ ˆí˛ê˛y ≤ÃÜ˛y¢ Ü˛Ó˚̂ Ïï˛

˛õyÓ˚ˆÏÓ–

• ˜Ó˚!áÜ˛ (graphical) í z̨̨ õfiÌy˛õlyÓ˚ çlƒ

!•§yÓ!lÜ˛y¢Ü˛Ó˚î ˆí˛ê˛yÓ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚ˆÏï˛

˛õyÓ˚̂ ÏÓ–
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!ã˛e  4.1ÈüÈ !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚  @˝ÃyÊ˛ ~ÓÇ  ã˛yê≈̨ –

!ã˛e  4.2 !Ó!Ë˛ß¨ ≤ÃÜ˛yÓ˚ @˝Ãy Ï̂Ê˛Ó˚ ê%̨ °§Ù)•

!ã˛e 4.1 ~ !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ @˝ÃyÊ˛ ~ÓÇ ã˛yê≈̨  §Ù)• ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ  Îy !Ó!Ë˛ß¨ ÈüÈÜ˛Ùyu˛ Óy ê%̨ °Óy Ï̂Ó˚ ≤Ãò_  fiê˛ƒyu˛yí≈̨
ê%̨ °§Ù)̂ Ï•Ó˚  §y•y Ï̂Îƒ ≤Ã›ï˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

Chart type- ~ !Üœ̨ Ü˛ Ü˛Ó˚yÓ˚ Ùyôƒ Ï̂Ù Microsoft office Fluent user interface  Ribbon ~Ó˚ Ù Ï̂ôƒ MS

Excel 2007 ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ xyÙÓ˚y ≤Ã Ï̂Î˚yçl Ùï˛ ˆÙÔ!°Ü˛ ã˛yê ≈̨ ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚
Îy !ã˛e 4.2 ˆï˛ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– !l¡¨!°!áï˛  ôy˛õà%̂ Ï°y Ù Ï̂l Ó˚yá Ï̂Ó Îy •z!ï˛Ù Ï̂ôƒ ˛õ)ÓÓï˛#≈  xôƒy Ï̂Î˚ Óƒyáƒy Ü˛Ó˚y
• Ï̂Î˚̂ ÏSÈ–
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!ã˛e  4.3üÈ ̨!Ó!Ë˛ß̈ ≤ÃÜ˛yÓ̊ @˝Ãy Ï̂Ê˛Ó̊ ê%̨°§Ù)•

!ã˛e  4.4üÈ ˛õ Ï̂îƒÓ˚ ˜eÙy!eÜ˛ !ÓÜ ̨ Î˚

1

 !¢ Ï̂Ó˚ylyÙ ˆl•z ⁄ ⁄ ⁄

1.  Ü˛!¡õí z̨ê˛yÓ˚ fl;# Ï̂l Ùyí ẑ̨ Ï§Ó˚ Ùyôƒ Ï̂Ù  start xy•zÜ˛ Ï̂l
!Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

2.  Start !ã˛ Ï̂•´ !Üœ̨ Ü˛ Ü˛Ó˚yÓ˚ ˛õÓ˚ xyÙÓ˚y Programs x˛õ¢yl ˛õyÓ–
Îy xyÙy Ï̂òÓ˚ Ü˛!¡õí z̨ê˛y Ï̂Ó˚ •zlfiê˛° Ü˛Ó˚y !Ü˛S%È ˆ≤Ãy@˝Ãy Ï̂ÙÓ˚ ï˛y!°Ü˛y
≤Ãòyl Ü˛ Ï̂Ó˚ ï˛y ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚  çlƒ–

3.  MS Excel 2007 Program !lÓ≈y!ã˛ï˛ Ü˛Ó˚yÓ˚ ˛õÓ˚ ~!ê˛ ~Ü˛!ê˛
¢# Ï̂£Ï≈ ≤Ãò!¢≈ï˛ Ribbon §• áy!° Óy ÊÑ̨ yÜ˛y Wrokbook  ≤Ãòyl
Ü˛Ó˚̂ ÏÓ Îy  !ã˛e 4.2ˆï˛ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

4.  Tools  ≤Ãy!ÆÓ˚ çlƒ Insert tab ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ã˛yê≈̨  ~Ó˚ çlƒ– Îy  !ã˛e 4.3ˆï˛ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

!l¡¨!°!áï˛ !ã˛e 4.4 ~Ó˚ wrok sheet ̂ í˛ê˛yà%̂ Ï°yÓ˚ çlƒ Ü˛#Ë˛y Ï̂Ó @˝ÃyÊ˛ñ ã˛yê≈̨ È ~ÓÇ lÜ˛¢y§Ù)• ≤Ã›ï˛ Óy
xÑyÜ˛ Ï̂ï˛ • Ï̂Ó ï˛y xyÙÓ˚y !¢á Ï̂Óy–

 l# Ï̂ã˛Ó˚ ò%!ê˛ ôy Į̈̂ õÓ˚ Ùyôƒ Ï̂Ù xyÙÓ˚y ˆÎÈüÈˆÜ˛y Ï̂ly ôÓ˚̂ ÏlÓ˚ ã˛yê≈̨  Óy @˝ÃyÊ˛ ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ Îy xyÙy Ï̂òÓ˚ ≤Ã Ï̂Î˚yçl#Î˚
!ÓÓÓ˚î ≤Ãò!¢≈ï˛ Ü˛Ó˚̂ ÏÓ–

4.2 ~ Ï̂:° ÓƒÓ•y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù
@˝ÃyÊ˛‡ã˛yê≈̨ ‡lÜ˛¢y§Ù)• ≤Ã›ï˛Ü˛Ó˚̂ ÏîÓ˚
ˆÙÔ!°Ü˛ ̨õò Ï̂«˛˛õ§Ù)• ı (Basic steps

for Graphs/Charts/Diagrams

using Excel)

ôy˛õÈüÈ1

~ˆÏ:ˆÏ° ã˛yê≈˛ ≤Ã›ï˛ Ü˛Ó˚ˆÏï˛ •ˆÏ°ñ xyÙyˆÏòÓ˚ 2007-2008

ÓSÈˆÏÓ˚Ó˚ ABC Manufacturing Company ltd. myÓ˚y
í z̨Í˛õy!òï˛ SÈÎ˚!ê˛ !Ó!Ë˛ß¨ ˛õ Ï̂îƒÓ˚ !ï˛lÙy§ xhs˝ Ï̂Ó˚Ó˚ Óy ˆÜ˛yÎ˚yê≈̨ yy Ï̂Ó˚Ó˚ åˆÎÙl QTR1

ˆÌ Ï̂Ü˛ QTR4ä !ÓÜ ̨ Î˚ §ÇÜ ̨ yhs˝ ˆí˛ê˛y Ï̂Ü˛ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ï˛ • Ï̂Ó å!ã˛e 4.4 ~˛ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈä– total lyÙÜ˛ §y!Ó˚
(row) å§y!Ó˚ lÇ 11) ̃ eÙy!§Ü˛ ̨ õ Ï̂îƒÓ˚  ̂ Ùyê˛ !ÓÜ ̨ Î˚̂ ÏÜ˛ ̂ òáyÎ˚ ~ÓÇ total

lyÙÜ˛ hflÏΩ˛ (column) åhflÏΩ˛ lÇ G) ˛õîƒ !Ë˛!_Ü˛ ˆÙyê˛ !ÓÜ ̨ Î˚̂ ÏÜ˛ ˆòáyÎ˚– ˆ§° G11

worksheeet-~ xhs˝Ë%≈̨ =˛ ˛õ Ï̂îƒÓ˚ Óy!£Ï≈Ü˛ §y!Ó≈Ü˛ ˆÙyê˛ !ÓÜ ̨ Î˚ ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

ôy˛õÈüÈ2a

~•z  ôy Į̈̂ õ Ribbon ~ í z̨̨ õ!fiÌï˛ xyÙy Ï̂òÓ˚ ˛õSÈ®Ùï˛ ã˛yê≈̨  ê˛y•z̨ õ !§ Ï̂°Q Óy ÓySÈy•z
Ü˛ Ï̂Ó˚ ˙ ã˛y Ï̂ê≈̨   ˛õîƒ !Ë˛!_Ü˛ ˆÙyê˛ !ÓÜ ̨ Ï̂Î˚Ó˚ ˆí˛ê˛y Ï̂Ü˛ å!ã˛eÈüÈ 4.4ˆò Ï̂áy ~ÓÇ Îy
˛õ,ÌÜ˛Ë˛y Ï̂Ó ôy˛õ  2aˆï˛ ˆòáy Ï̂ly  • Ï̂Î˚̂ ÏSÈä ÓySÈy•z Ü˛ Ï̂Ó˚ ï˛y í z̨̨ õfiÌy˛õl Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–
4.1  !ÓË˛y Ï̂à ~•z ôy˛õà%̂ Ï°y ˛õ)̂ ÏÓ≈•z Óî≈ly Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ (Insert ˆê˛Ó ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚y ~ÓÇ
charts @˝Ã%̂ Į̈ õ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚yä– ã˛° ôy˛õÈüÈ2a ~Ó˚ ˆí˛ê˛yÓ˚ çlƒ ò[˛!ã˛e Óy ÓyÓ˚ ã˛yê≈̨  xAÜ˛l
Ü˛!Ó˚ Óy ˜ï˛!Ó˚ Ü˛!Ó˚–

ôy˛õÈüÈ2b

~ Ï̂: Ï̂°Ó˚ Ùyôƒ Ï̂Ù ≤Ãò_ ̂ í˛ê˛yÓ˚ §y•y Ï̂Îƒ ~Ü˛!ê˛ ã˛yê≈‡@˝ÃyÊ˛ ̃ ï˛!Ó˚ Ü˛Ó˚yÓ˚ çlƒ  í z̨̨ õ!Ó˚í z̨!Õ‘!áï˛
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!ã˛e 4.5

!ã˛e 4.6

Period Total Sales

 Qtr1 25844

 Qtr2 11295

 Qtr3 14744

 Qtr4 21886

 Total 73769

ôy˛õà%̂ Ï°y xï˛ƒyÓ¢ƒÜ˛ ~ÓÇ ≤Ã Ï̂Î˚yçl#Î˚– ribbon ~Ó˚ tab °«˛
Ü˛Ó˚̂ Ï° xyÙÓ˚y ˆòá Ï̂ï˛ ˛õy Ï̂Óy ˆÎ ~ Ï̂:° !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ ã˛yê≈̨  ˆòáyÎ˚
xÌ≈̨ õ)î≈ ˛õÂô!ï˛ Ï̂ï˛ ˆí˛ê˛y Ï̂Ü˛ í z̨̨ õfiÌy˛õl Ü˛Ó˚yÓ˚ çlƒ–

ã˛ Ï̂°y xyÙÓ˚y ~Ü˛•z worksheet ˆÌ Ï̂Ü˛ xy Ï̂Ó˚Ü˛!ê˛ lï%̨ l ã˛yê≈̨  ≤Ã›ï˛
Ü˛!Ó˚ ≤Ã!ï˛ !ï˛l Ùy§ xhs˝Ó˚ xhs˝Ó˚ ̂ Ùyê˛ !ÓÜ ̨ Î˚̂ ÏÜ˛ ̂ òáy Ï̂lyÓ˚ çlƒ– ã˛yê≈̨

≤Ã›!ï˛Ó˚ í ẑ̨ Ïj Ï̂¢ƒ worksheet ~Ó˚ ̂ í˛ê˛yà%̂ Ï°y Ï̂Ü˛ ̨õ%là≈ë˛l Ü˛Ó˚y • Ï̂Ó
~ÓÇ í z̨̨ õ Ï̂Ó˚ í ẑ̨ ÏÕ‘!áï˛ @˝ÃyÊ˛‡ã˛yê≈̨ È ≤Ã›ï˛ Ü˛Ó˚y • Ï̂Ó  í z̨̨ õ Ï̂Ó˚ Ó!î≈ï˛ ò%!ê˛

~Ü˛•z ≤ÃÜ˛yÓ˚ ôyˆÏ˛õÓ˚  ÙyôƒˆÏÙ
å!ã˛e 4.5ä–

~Ü˛!ê˛ ã˛yê ≈ ˛ ˜ï˛!Ó ˚
Ü˛Ó˚ˆÏï˛ Óy ˆÜ˛yl !ÓòƒÙyl Óy

Óï≈̨ Ùyl ã˛yê≈̨  ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ñ xyÙÓ˚y !Ó!Ë˛ß¨ Ó˚Ü˛ Ï̂ÙÓ˚ ã˛yê≈̨  åˆÎÙl ò[˛ ã˛yê≈̨  Óy  ˛õy•z ã˛yê≈̨ ä ~ÓÇ ï˛y Ï̂òÓ˚ sub-

types  !Ó˚Ól ˆÌ Ï̂Ü˛ åˆÎÙl hfl)Į̈ õyÜ˛yÓ˚ ò[˛ ã˛yê≈̨  Óy ~Ü˛!ê˛ !eÙy!eÜ˛ ˛õy•z ã˛yê≈̨ ä §ly=˛ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– xyÙÓ˚y
ˆÎÈüÈˆÜ˛y Ï̂ly ã˛y Ï̂ê≈̨ Ó˚ ~Ü˛y!ôÜ˛ Ó˚Ü˛ Ï̂ÙÓ˚ chart type  ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ã˛y Ï̂ê≈̨ Ó˚ §Ùß∫Î˚ ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– ~Ü˛ÓyÓ˚
xyÙÓ˚y ã˛y Ï̂ê≈̨ Ó˚ í z̨̨ õyòyl§Ù)• ~ÓÇ ï˛yÓ˚ ≤Ãy Ï̂Î˚yà#Ü˛ ÓƒÓ•yÓ˚ Ó%V˛ Ï̂ï˛ ˛õyÓ˚̂ Ï° ~!ê˛ §Ω˛Ó •Î˚–

4.2.1 ã˛yê≈̨ ‡@˝Ãy Ï̂Ê˛Ó˚ í z̨̨ õyòyl§Ù)• (Elements of a Chart/Graph) :

~Ü˛!ê˛ ã˛yê≈̨ ‡@˝ÃyÊ˛ •° ˆí˛ê˛yÓ˚ ~Ü˛!ê˛ !ã˛e§• í z̨̨ õfiÌy˛õly–
ã˛yê≈̨ ‡@˝ÃyÊ˛ Ï̂Ü˛ Ó%V˛ Ï̂ï˛ G Óî≈ly Ü˛Ó˚̂ Ïï˛ xyÙÓ˚y ã˛y Ï̂ê≈̨ Ó˚ §Ü˛°
ˆÙÔ!°Ü˛ í z̨̨ õyòyl§Ù)• §¡õ Ï̂Ü≈̨  !¢á Ï̂Óy– ~•z ã˛yê≈̨ ‡@˝Ãy Ï̂Ê˛Ó˚
í z̨̨ õyyòyl§Ù)• !ã˛e 4.6 ~ÓÇ 4.7ÈüÈ~ ̂ òGÎ˚y • Ï̂Î˚̂ ÏSÈ–

1.ã˛y Ï̂ê≈̨ Ó˚ ̂ «˛e (The chart area) : §Ü˛° í z̨̨ õyòyl§•
§Ù@˝Ã ã˛yê≈̨ –

2. ≤’ê˛ ~°yÜ˛y (The plot area) : ~Ü˛!ê˛ !mÈüÈÙy!eÜ˛
ã˛y Ï̂ê≈̨ Ó˚  ~°yÜ˛y X ~ÓÇ Y x«˛ myÓ˚y xyÓÂô Ìy Ï̂Ü˛– ~Ü˛!ê˛
!eÙy!eÜ˛ ã˛y Ï̂ê≈̨ Ó˚ ~°yÜ˛y 3!ê˛ x«˛ (X,Y ~ÓÇ Z) myÓ˚y
xyÓÂô Ìy Ï̂Ü˛–
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!ã˛e 4.7

3. ˆí˛ê˛y ˛õ Ï̂Î˚rê˛ (The data points) §Ù)• ı fl∫ï˛sf Ùylà%̂ Ï°y ã˛y Ï̂ê≈̨  Ó§y Ï̂ly • Ï̂Î˚̂ ÏSÈ ~ÓÇ ˆ§à%̂ Ï°y ò[˛ñ hflÏΩ˛ñ
ˆÓ˚áyñ ˛õy•z Óy xlƒylƒ !Ó!Ë˛ß¨ xyÜ,̨ !ï˛Ó)̊̂ Į̈ õ ≤ÃÜ˛y!¢ï˛ • Ï̂Î˚̂ ÏSÈñ ~à%̂ Ï°y Ï̂Ü˛•z ˆí˛ê˛y ÙyÜ≈̨ yÓ˚ (Data markers) Ó°y
•Î˚– ~Ü˛•z Ó Ï̂î≈Ó˚ ˆí˛ê˛y ÙyÜ≈̨ yÓ˚à%̂ Ï°y data series àë˛l Ü˛ Ï̂Ó˚– ˆÎ ˆí˛ê˛y ˛õ Ï̂Î˚rê˛à%̂ Ï°y ã˛yê≈̨ ‡@˝Ãy Ï̂Ê˛ Ó§y Ï̂ly • Ï̂Î˚̂ ÏSÈ
ˆ§à%ˆÏ°y ˆí˛ê˛y !§!Ó˚ˆÏçÓ˚ §yˆÏÌ §¡õ!Ü≈˛ï˛– ~Ü˛!ê˛ ã˛yˆÏê≈˛Ó˚ ≤Ã!ï˛!ê˛ ˆí˛ê˛y !§!Ó˚çˆÏÜ˛ ~Ü˛!ê˛ xllƒ ÓˆÏî≈Ó˚  Óy
˛õƒyê˛yl≈‡lÙ%ly Óy í˛zË˛Î˚Ó˚)ˆÏ˛õ  ˆòáyˆÏly •Î˚– ~Ó˚ §ly=˛Ü˛Ó˚î ˆ°ˆÏçu˛ myÓ˚y ˆòGÎ˚y •ˆÏÎ˚ ÌyˆÏÜ˛–  ã˛yê≈˛‡@˝ÃyˆÏÊ˛
~Ü˛y!ôÜ˛ ˆí˛ê˛y !§!Ó˚ç  ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚–

4. xyl%Ë)̨ !ÙÜ˛ å!ÓË˛yàä ~ÓÇ í z̨°¡∫ åÙylä x«˛ (The horizontal (category) and vertical (values)

axis: X- x«˛ §yôyÓ˚îï˛ xyl%Ë)̨ !ÙÜ˛ ̂ Ó˚áy •Î˚ Îy Ï̂ï˛ Ó˚̂ ÏÎ˚̂ ÏSÈ !Ó!Ë˛ß¨ !ÓË˛yà åfl∫yô#l Ùyl Óy !ÓË˛yà§Ù)•ä ~ÓÇ Y-

x«˛ §yôyÓ˚îï˛ í z̨°¡∫ •Î˚ ~ÓÇ ~ Ï̂ï˛ Ó˚̂ ÏÎ˚̂ ÏSÈ ̂ í˛ê˛y å!lË≈̨ Ó˚¢#° Ùylä–

5. ̂ ° Ï̂çu˛ (The Legend) : ~!ê˛ ï˛ Ï̂ÌƒÓ˚ ̂ Ü˛yl xÇ Ï̂¢Ó˚ ¢ly=˛Ü˛yÓ˚# í z̨̨ õyòyl Îy ã˛y Ï̂ê≈̨ ‡@˝Ãy Ï̂Ê˛ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–
ã˛y Ï̂ê≈̨  ˆí˛ê˛y !§!Ó˚ç§Ù)• Óy !Ó!Ë˛ß¨ !ÓË˛yàà%̂ Ï°yÓ˚ çlƒ ˆ° Ï̂çu˛§Ù)• ÓÓ˚yj Ü˛Ó˚y • Ï̂Î˚ Ìy Ï̂Ü˛– å!ã˛e 4.7ä

6. ~Ü˛!ê˛ ã˛yê≈̨  ~ÓÇ x Ï̂«˛Ó˚ !¢ Ï̂Ó˚ylyÙ (A chart and axes titles) :  ã˛yê≈̨  !¢ Ï̂Ó˚ylyÙ (6-A) ~ÓÇ x Ï̂«˛Ó˚
!¢ Ï̂Ó˚ylyÙ (6-B) ~Ó˚ Óî≈lyÙ)°Ü˛ lyÙ Îy !ã˛e 4.6 ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

7. ~Ü˛!ê˛ ˆí˛ê˛y ˆ° Ï̂Ó° (A data label) : ˆí˛ê˛y !§!Ó˚̂ ÏçÓ˚ ˆí˛ê˛y ˛õ Ï̂Î˚̂ Ïrê˛Ó˚ !Ó£Ïò ¢ly=˛Ü˛Ó˚̂ ÏîÓ˚  çlƒ ~!ê˛
ˆí˛ê˛y ÙyÜ≈̨ yÓ˚ §ÇÜ ̨ yhs˝ x!ï˛!Ó˚=˛ ï˛Ìƒ ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

Îál xyÙÓ˚y ã˛yê≈̨ ‡@˝ÃyÊ˛ ≤Ã›ï˛ Ü˛!Ó˚ ï˛ál !Ü˛S%È í z̨̨ õyòyl §yôyÓ˚îË˛y Ï̂Ó ≤Ãò!¢≈ï˛ •Î˚ñ xlƒylƒ í z̨̨ õyòylà%̂ Ï°y
≤Ã Ï̂Î˚yçlyl%ÎyÎ˚# xhs˝Ë%≈̨ =˛ Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨ õy Ï̂Ó˚– ̨ õSÈ®Ùï˛ ã˛yê≈̨ ‡@˝Ãy Ï̂Ê˛Ó˚ Ê˛Ó˚̂ ÏÙê˛ Óy ≤Ãò¢≈l ̨õ!Ó˚Óï≈̨ l Ü˛Ó˚yG §Ω˛Ó˛õÓ˚–

4.2.2 ã˛y Ï̂ê≈̨ Ó˚ !Ólƒy§ (Formatting of chart)  ı

4.2.2.1 ã˛y Ï̂ê≈̨ Ó˚ !Ólƒy§Ü˛Ó˚î (design !ÓÜ˛“ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ä ı

í z̨̨ õ Ï̂Ó˚ ˛õ)Ó≈Óï˛#≈ !ÓË˛yà 4.2.1 ˆï˛ ~!ê˛ í ẑ̨ ÏÕ‘á Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈñ ~•z !ÓË˛y Ï̂à xyÙÓ˚y !¢áÓ ˆÎ !Ü˛Ë˛y Ï̂Ó ~Ü˛!ê˛ ã˛y Ï̂ê≈̨ Ó˚
í z̨̨ õyòyl§Ù)• ̂ ÎÙl ≤’ê˛ ~°yÜ˛yñ X x«˛ñ Y x«˛ñ ̂ í˛ê˛y !¢ Ï̂Ó̊ylyÙ§Ù)•ñ ̂ ° Ï̂Ó°§Ù)•ñ ̂ ° Ï̂çu˛§Ù)• ~ÓÇ !@˝Ãí˛°y•zl



110

Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

!ã˛e 4.8 (b)

!ã˛e  4.8 (b)

!ã˛e 4.8(c)

≤Ã Ï̂Î˚yçl xl%§y Ï̂Ó˚ Ê˛Ó˚̂ ÏÙê˛ ~ÓÇ ~!í˛ê˛ Ü˛Ó˚y ÎyÎ˚ñ Îy !ã˛e 4.7 ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– ã˛y Ï̂ê ≈̨Ó˚ ˆÎ ˆÜ˛yl fiÌy Ï̂l !Üœ̨ Ü˛
Ü˛ Ï̂Ó˚y–  ~!ê˛ chart tools ≤Ãò¢≈l Ü˛Ó˚̂ ÏÓñ ÎyÓ˚ Ù Ï̂ôƒ Design, Layout ~ÓÇ Format ê˛ƒyÓ§Ù)• ÌyÜ˛ Ï̂Ó–
å!ã˛e 4.8aä

Design option ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ xyÙÓ˚y ã˛y Ï̂ê≈̨ Ó˚ Ó)̨̊ õ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– Design í˛yÎ˚y°à Ó Ï̂:ñ xyÙÓ˚y
˛õ!Ó˚Óï≈̨ Ï̂lÓ˚ çlƒ chart type, chart layout ~ÓÇ chart style ~ !Üœ̨ Ü˛ Ü˛Ó˚̂ Ïï˛ ̨ õy!Ó˚– !mÙy!eÜ˛ (2--d) ã˛y Ï̂ê≈̨ Ó˚
çlƒ ~Ü˛!ê˛ option  xy Ï̂SÈ Îy hflÏ̂ ÏΩ˛Ó˚ ̂ í˛ê˛y Ï̂Ü˛ xyl%Ë)̨ !ÙÜ˛ ̂ í˛ê˛yÎ˚ ~ÓÇ xyl%Ë)̨ !ÙÜ˛ ̂ í˛ê˛y Ï̂Ü˛ hflÏ̂ ÏΩ˛Ó˚ ̂ í˛ê˛yÎ˚  ̨õ!Ó˚Óï≈̨ l
Ü˛ Ï̂Ó˚– ~•z ôy˛õà%̂ Ï°y !l¡¨Ó)̨̊ õ ı

~Ü˛!ê˛ ã˛y Ï̂ê≈̨ Ó˚ Ù Ï̂ôƒ å!ã˛e 4.7ä ˛õ!Ó˚Óï≈̨ Ï̂lÓ˚ çlƒ chart elementÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚yñ Óy !Ó!Ë˛ß¨ chart element

~Ó˚ ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ ~Ü˛!ê˛ chart element ˆÓ Ï̂SÈ ˆlGÎ˚y Óy select Ü˛Ó˚yÓ˚ çlƒ !l¡¨!°!áï˛ ôy˛õà%̂ Ï°y Ü˛ Ï̂Ó˚y ı

1.     ã˛y Ï̂ê≈̨ Ó˚ ˆÎÈüÈˆÜ˛y Ï̂ly fiÌy Ï̂l !Üœ̨ Ü˛ Ü˛Ó˚ å!ã˛e 4.7ä–
~!ê˛ chart tools  ̂ òáy Ï̂Ó ÎyÓ˚ Ù Ï̂ôƒ Design,

Layout ~ÓÇ Format  ˆê˛Ó§Ù)• ÌyÜ˛ Ï̂Ó–

2.    Design ˆê˛ Ï̂ÓÓ˚ Data @˝Ã%̂ Į̈ õÓ˚ Switch Row/

cloumn Ó Ï̂:Ó˚ ~ Ï̂Ó˚y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

3.    ~!ê˛ ã˛yê≈̨ ‡@˝ÃyÊ˛ Ï̂Ü˛ XÈüÈx«˛ å˛õîƒ Óy oÓƒä ˆÌ Ï̂Ü˛
XÈüÈx Ï̂«˛ å˜eÙy!§Ü˛ä ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ ÏÓ– å!ã˛e
4.8bä–

4.2.2.2 !lÓ≈y!ã˛ï˛ ã˛y Ï̂ê≈̨ Ó̊ í z̨̨ õyòy Ï̂lÓ̊ Ê˛Ó̊ Ï̂Ùê˛ ̨õ!Ó̊Óï≈̨l (Changing the format of a seelected

chart elements) :

~Ü˛•z ã˛y Ï̂ê≈̨ Ó˚ Ù Ï̂ôƒ ˛õ!Ó˚Óï≈̨ Ï̂lÓ˚ çlƒ chart elementÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚yñ Óy !Ó!Ë˛ß¨ chart element ~Ó˚ ï˛y!°Ü˛y
ˆÌ Ï̂Ü˛ ~Ü˛!ê˛ chart element ˆÓ Ï̂SÈ ˆlGÎ˚y Óy select Ü˛Ó˚yÓ˚ çlƒ !l¡¨!°!áï˛ ôy˛õà%̂ Ï°y xl%§Ó˚î Ü˛ Ï̂Ó˚y ı

1.    ã˛y Ï̂ê≈̨ Ó˚ ˆÎÈüÈˆÜ˛y Ï̂ly fiÌy Ï̂l !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– ~!ê˛ chart toolsñ ≤Ãò¢≈l Ü˛Ó˚̂ ÏÓñ ÎyÓ˚  Ù Ï̂ôƒ design, layout ~ÓÇ
format ̂ ê˛Ó§Ù)• ÌyÜ˛ Ï̂Ó– å!ã˛e 4.8(c)ä–
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!ã˛e 4.8 (d)

!ã˛e4.8 (e)

2.    Current selection @˝Ã%̂ Į̈ õ format ̂ ê˛ Ï̂Ó chart elements Ó Ï̂:Ó˚ arrow next ~
!Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ˆÎ•z chart element-~Ó˚ format ≤Ã Ï̂Î˚yçl ï˛y !lÓ≈yã˛l Ü˛ Ï̂Ó˚y–

3.    Current Selection @˝Ã%̂ Į̈ õ format  ˆê˛ Ï̂Ó format selction~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y å!ã˛e
4.8(d)ä–

4.    Format <chart elemnt> í˛yÎ˚y°à Ó Ï̂: ~Ü˛!ê˛ !ÓË˛yà Óy category Ï̂ï˛ !Üœ̨ Ü˛
Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ formatting option ˆÜ˛ !lÓ≈yã˛l Ü˛ Ï̂Ó˚y–

Shape Style ~Ó˚ ̨õ!Ó˚Óï≈̨ l (Changing the Shape Style) :

1. Shape styles @˝Ã%̂ Į̈ õÓ˚ format  ˆê˛ Ï̂Ó !l¡¨!°!áï˛ ˆÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ Ü˛ Ï̂Ó˚y ı

• §ÙhflÏ í z̨̨ õ°kô shape style à%̂ Ï°y ˆòáyÓ˚ çlƒ more

button ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

• Shape style  box-~Ó˚ ~Ü˛!ê˛ ≤ÃyÜ˛ §ÇK˛y!Î˚ï˛ Shape

style ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ ≤Ã Ï̂Î˚yçlÙ Ï̂ï˛y styleÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

• !Ë˛ß¨ shape fill ≤Ã Ï̂Î˚yà Ü˛Ó˚yÓ˚ çlƒ shape  fillÈüÈ~ !Üœ̨ Ü˛
Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ !l¡¨!°!áï˛ ˆÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ Ü˛Ó˚ [!ã˛e 4.8(e)]ı

• !Ë˛ß¨ fill colour ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ çlƒ theme colours Óy standard colours ~Ó˚ Ù Ï̂ôƒ
!lÓ≈y!ã˛ï˛ colour ~ left !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

• !lÓ≈y!ã˛ï˛ chart element-~Ó˚ Ó˚. Ù%̂ ÏSÈ ˆÊ˛°yÓ˚ çlƒ No fill-~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

• Theme colours  Óy standard colour ~Ó˚ Ù Ï̂ôƒ ˆï˛yÙy Ï̂òÓ˚ ≤Ã Ï̂Î˚yçlÙ Ï̂ï˛y fill colour

ly ÌyÜ˛ Ï̂° more fill colour-~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– colours dialog Ó Ï̂: ˆï˛yÙy Ï̂òÓ˚ ≤Ã Ï̂Î˚yçl
Ù Ï̂ï˛y colour í ẑ̨ ÏÕ‘á Óy !l!ò≈T˛ Ü˛ Ï̂Ó˚y Îy standard Óy custom ˆê˛ Ï̂Ó ÓƒÓ•yÓ˚  Ü˛Ó˚y ÎyÎ˚
~ÓÇ ï˛yÓ˚̨ õÓ˚ OK ˆï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– Recent colours ~Ó˚ xhs˝Ë%≈̨ =˛ custom fill colours

ˆÜ˛G ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

• ˆÜ˛yl shape ˆÜ˛ SÈ!Ó !ò Ï̂Î˚ fill Óy Ë˛Ó˚yê˛ Ü˛Ó˚yÓ˚ çlƒ picture-~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– Insert picture

dialog Ó Ï̂: SÈ!Ó ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ çlƒ picture  Óy SÈ!Ó Ï̂ï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ˛õ Ï̂Ó˚ InsertÈüÈ~
!Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

• !lÓ≈y!ã˛ï˛ fill colour-~ gradient effect ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ çlƒ gradientÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y
~ÓÇ ï˛yÓ˚̨ õÓ˚ variationsÈüÈ~Ó˚ Ù Ï̂ôƒ ÓƒÓ•yÓ˚̂ ÏÎyàƒ gradient style!ê˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– x!ï˛!Ó˚=˛
gradient styles ~Ó˚ çlƒ more gradients ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ fill !ÓË˛yà Óy
categoryÓ˚ Ù Ï̂ôƒ ˆÎ•z gradient option ÓƒÓ•yÓ˚ Ü˛Ó˚Ó ï˛y Ï̂ï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

• Texture fill ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ çlƒ Texture ÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ
~Ü˛!ê˛ Texture ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

Shape OutlineÈüÈ~Ó˚ ˛õ!Ó˚Óï≈̨ l (Changing the shape outline) :

•     !Ë˛ß¨ shape outline ≤Ã Ï̂Î˚yà Ü˛Ó˚yÓ˚ çlƒ shape outlineÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ !l¡¨!°!áï˛
ˆÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ Ü˛yç Ü˛ Ï̂Ó˚y ı

• Theme colours Óy Standard colours ~Ó˚ xhs˝à≈ï˛ !Ë˛ß¨ outline colour ÓƒÓ•yÓ˚
Ü˛Ó˚yÓ˚ çlƒ ˛õSÈ®Ù Ï̂ï˛y colourÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–
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• !lÓ≈y!ã˛ï˛ ã˛yê≈̨  í z̨̨ õyòy Ï̂lÓ˚ ≤Ãyhs˝ Ï̂Ó˚áyÓ˚ Óy §#ÙylyÓ˚ Ó˚. Ù%̂ ÏSÈ ˆÊ˛°yÓ˚ çlƒ No Outline ~ !Üœ̨ Ü˛
Ü˛ Ï̂Ó˚y– Î!ò !lÓ≈y!ã˛ï˛ í z̨̨ õyòyl!ê˛ ~Ü˛!ê˛ ˆÓ˚áy •Î˚ ï˛ Ï̂Ó ï˛y ã˛y Ï̂ê≈̨ Ó˚ Ù Ï̂ôƒ xyÓ˚ ò,¢ƒÙyl • Ï̂Ó ly–

• Theme colours  Óy Standard colours ~Ó˚ Ù Ï̂ôƒ ÓƒÓ•yÓ˚̂ ÏÎyàƒ Óy ˛õSÈ®Ùy!Ê˛Ü˛ coulour

í z̨̨ õ°kô ly ÌyÜ˛ Ï̂° more outline colour ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– colour í˛yÎ˚y°à Ó Ï̂: standard

Óy custom ˆê˛ Ï̂Ó ÓƒÓ•yÓ˚̂ ÏÎyàƒ colour !ê˛ !l!ò≈T˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ OK ˆï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–
Recent colour ~Ó˚ xô# Ï̂l §Ç Ï̂Îy!çï˛ custom outline colours ˛õÓ˚Óï˛#≈Ü˛y Ï̂° xyÓyÓ˚
ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

• ~Ü˛!ê˛ ˆÓ˚áy Óy §#Ùy Ï̂Ó˚áyÓ˚ weight å ˆÓô Óy fiÌ)°ï˛yä ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ • Ï̂° weight

option ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ˛ï˛yÓ˚̨ õÓ˚ ˆï˛yÙy Ï̂òÓ˚ ˛õSÈ®Ù Ï̂ï˛y ÓƒÓ•yÓ˚̂ ÏÎyàƒ ˆÓ˚áy !lÓ≈yã˛l Ü˛ Ï̂Ó˚y–
x!ï˛!Ó˚=˛ line style Óy border style option  ~Ó˚ çlƒ more lines ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ
ï˛yÓ˚̨ õÓ˚ line style  Óy border style optionÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

• Ë˛@¿ Ï̂Ó˚áy åˆí˛§ÈüÈˆí˛§ä Óy ≤Ãyhs˝ Ï̂Ó˚áy ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ çlƒ DashesÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚
ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ dash typeÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– x!ï˛!Ó˚=˛ dash type option ~Ó˚ çlƒ more

lines ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ dash !lÓ≈y!ã˛ï˛ Ü˛ Ï̂Ó˚y–

• Ï̂Ó˚áyÎ˚ !ï˛Ó˚ !ã˛•´ §Ç Ï̂Îyç Ï̂lÓ˚ çlƒ Arrows ÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ arrow style ~
!Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– ≤Ãyhs˝ Ï̂Ó˚áyÎ˚ Óy border ~ arrow ÓƒÓ•yÓ˚̨  Ü˛Ó˚y Îy Ï̂Ó ly– x!ï˛!Ó˚=˛ arrow

style  Óy border style option  ~Ó˚ çlƒ more arrows ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚
arrow setting ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

!Ë˛ß¨ shape effect ≤Ã Ï̂Î˚yà Ü˛Ó˚yÓ˚ çlƒ shape effect ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚yñ ~Ó˚ ˆÌ Ï̂Ü˛ ~Ü˛!ê˛ chosen

effectÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ effect ~Ó˚ ôÓ˚l !lÓ≈y!ã˛ï˛ Ü˛ Ï̂Ó˚y–

shape effects, chart element ~Ó˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚¢#° Îy xyÙÓ˚y !lÓ≈y!ã˛ï˛ Ü˛!Ó˚ ˆÎÙl pre-set,

reflection  ~ÓÇ bevel– §Ü˛° chart elements ~Ó˚ çlƒ shape effect í z̨̨ õ°kô •Î˚ ly–

Text FormatÈüÈ~Ó˚ ̨õ!Ó˚Óï≈̨ l (Changing the text format) :

Chart elements ~Ó̊ text, format Ü˛Ó˚yÓ˚ çlƒñ xyÙÓ˚y regular text formatting option ÓƒÓ•yÓ˚
Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ xÌÓy xyÙÓ˚y word art format ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

1. format Ü˛Ó˚yÓ˚ çlƒ text Ó˚̂ ÏÎ˚̂ ÏSÈ ~Ó)̨̊ õ chart element-~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–
2. Text ~ Right click Ü˛ Ï̂Ó˚y Óy format Ü˛Ó˚yÓ˚ çlƒ text ˆÜ˛ !lÓ≈y!ã˛ï˛ Óy select Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ !l Ï̂¡¨Ó˚

ˆÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ Ü˛yç Ü˛ Ï̂Ó˚y ı
• Mini toolbarÈüÈ~ í z̨̨ õ!fiÌï˛ ˆï˛yÙy Ï̂òÓ˚ ˛õSÈ®Ùï˛ formattting options-~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–
• Font @˝Ã%̂ Į̈ õ Home ˆê˛ Ï̂Ó ˆï˛yÙy Ï̂òÓ˚ ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ ˛õSÈ®§•z formatting button ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

Word Art Styles ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ text format Ü˛Ó˚yÓ˚ çlƒ chart elements à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚y !l¡¨!°!áï˛
ôy˛õ xl%§y Ï̂Ó˚ – å!ã˛e 4.8 (f)ä

1. ã˛y Ï̂ê≈̨ Ó˚ Ù Ï̂ôƒñ ˙ chart element ˆÜ˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ÎyÓ˚ Ù Ï̂ôƒ text ˆÜ˛
˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ • Ï̂Ó Óy chart element-~Ó˚ ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ chart

element !lÓ≈yã˛l Óy select Ü˛Ó̊yÓ̊ çlƒ !l¡̈!°!áï˛ Ü˛yÎ≈‡ ôy˛õà%̂ Ï°y Ü˛ Ï̂Ó̊yı
2. ã˛y Ï̂ê≈̨ Ó˚  ̂ ÎÈüÈˆÜ˛y Ï̂ly fiÌy Ï̂l !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–
3. ~!ê˛ chart tools  ≤Ãò¢≈l  Ü˛Ó˚̂ ÏÓñ ÎyÓ˚ Ù Ï̂ôƒ Design, Layout  ~ÓÇ

Format   ˆê˛Ó§Ù)• ÌyÜ˛ Ï̂Ó–
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!ã˛e 4.8 (h)

!ã˛e 4.9

!ã˛e 4.8 (g)

4. Current Selection @˝Ã%̂ Į̈ õÓ˚ format  ̂ ê˛ Ï̂Ó chart elements box- ~Ó˚ arrow nextÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y
~ÓÇ ï˛yÓ˚̨ õÓ˚ chart element !ê˛  !lÓ≈yã˛l Óy select  Ü˛ Ï̂Ó˚y Îy format Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–

5. Word Art Styles  @˝Ã%̂ Į̈ õÓ˚ format   ˆê˛ Ï̂Ó !l¡¨!°!áï˛ ˆÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ Ü˛ Ï̂Ó˚y

å!ã˛e 4.8(g)ä–

• ≤ÃyÆ §Ü˛°≤ÃÜ˛yÓ˚ Word Art  Styles ˆòáyÓ˚ çlƒ more button ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

Text  §¡õ!Ü≈̨ ï˛  formatting ~Ó˚ çlƒ xyÙÓ˚y !ÓÜ˛“à%̂ Ï°y ˛õy Ï̂Óy–

• Text Fill

• Text Outline

• Shadow

• 3-D Format

• 3-D Rotation

• Text box

4.2.2.3 Chart elementÈüÈ~Ó˚ layout ~Ó˚ ̨õ!Ó˚Óï≈̨ l

(Changing the layout  of the chart  element) :

~Ü˛•z ã˛y Ï̂ê≈̨ Ó˚ Ù Ï̂ôƒñ ˛õ!Ó˚Óï≈̨ Ï̂lÓ˚ çlƒ chart element-~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y xÌÓy chart element ~Ó˚ ï˛y!°Ü˛y
ˆÌ Ï̂Ü˛ chart element !lÓ≈yã˛l Ü˛Ó˚yÓ˚ çlƒ !l¡¨!°!áï˛ Ü˛yÎ≈à%̂ Ï°y Ü˛Ó˚ ı

1.  Layout ˆê˛ Ï̂ÓÓ˚ Ù Ï̂ôƒ xyÙÓ˚y !Ó!Ë˛ß¨ Clip Arts, Picture, Data labels, Grids, •zï˛ƒy!ò insert  Óy
§Ç Ï̂Îyçl Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

2.  Format <chart element> dailog boxÈüÈ~ ~Ü˛!ê˛ category- Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ formatting

ÈüÈ~Ó˚ !ÓÜ˛“ Óy optionà%̂ Ï°y !lÓ≈yã˛l Ü˛ Ï̂Ó˚y–

4.2.3 ã˛yê≈̨  ê˛y•ẑ Į̈ õÓ˚ ˛õ!Ó˚Óï≈̨ l

(Change the chart type) :

!Ë˛ß¨ í˛zˆÏj¢ƒ G Ó˚)˛õ ≤Ãy!ÆÓ˚ çlƒ ~Ü˛!ê˛ ã˛yê≈˛ˆÏÜ˛ xlƒ ôÓ˚ˆÏlÓ˚ ã˛yˆÏê≈˛
˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õ !ã˛e 4.5 ~ ̂ òáy Ï̂ly ã˛yê≈̨ Ï̂Ü˛
˛õy•z ã˛y Ï̂ê≈̨  å!ã˛e 4.9ä ̨õ!Ó˚Óï≈̨ l Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨õy Ï̂Ó˚ Ribbon interfaceÈüÈ~
ˆòGÎ˚y chart tool ÓƒÓ•y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù Îy !ã˛e 4.2 ̂ ï˛ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–
ã˛yˆÏê≈˛Ó˚ ≤Ã!ï˛!ê˛ ˛õy•z ≤Ã!ï˛ !ï˛lÙyˆÏ§ xyl%˛õy!ï˛Ü˛Ë˛yˆÏÓ ˆÙyê˛ !ÓÜ ˛ˆÏÎ˚Ó˚
˛õ!Ó˚Ùyî Ï̂Ü˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚ ~ÓÇ §Ù@˝Ã ˛õy•z ã˛yê≈̨ !ê˛ §Ü˛° ~Ü˛Ü˛ ˛õy•ẑ ÏÎ˚Ó˚
§Ù!T˛Ó˚ ˆÎyàÊ˛° Îy 100% ˆÜ˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚ Óy ˆòáyÎ˚–

~!ê˛ Ü˛°yÙ ã˛yê≈̨  Óy ÓyÓ˚ ã˛yê≈̨ Ï̂Ü˛ ˛õy•z ã˛y Ï̂ê≈̨  ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚yÓ˚
§Ó Ï̂ã˛ Ï̂Î˚ §•ç ˛õÂô!ï˛ Ü˛yÓ˚î
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!ã˛e 4.9 (a)

!ã˛e 4.9 (b)

!ã˛e 4.9 (c)

!ã˛e 4.9 (d)

!ã˛e 4.9 (e)

!ã˛e 4.9 (f)

!ã˛e 4.9 (g)

•    ˆÜ˛Ó°Ùye ~Ü˛!ê˛ ˆí˛ê˛y !§!Ó˚çˆÏÜ˛
í z̨̨ õfiÌy˛õl Ü˛Ó˚yÓ˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–

•   í z̨̨ õfiÌy!˛õï˛ ˆí˛ê˛y Ùylà%̂ Ï°y §Ó•z ôlydÜ˛–

•   ˆí˛ê˛y Ùylà%̂ Ï°y ¢)̂ ÏlƒÓ˚ §ÙylG lÎ˚–

í ẑ̨ ÏÕ‘á Ü˛Ó˚y ≤Ã Ï̂Îyçl ˆÎ ~ Ï̂:° §Ê‰ê˛GÎ˚ƒy Ï̂Ó˚ ˛õy•z ã˛yê≈̨  §yï˛!ê˛ !ÓË˛yà ~Ó˚ ˆÓ!¢
í˛z˛õfiÌy˛õl Ü˛Ó˚ˆÏï˛ ˛õyˆÏÓ˚ ly– category Óy !ÓË˛yàà%ˆÏ°y ~Ü˛!ê˛ §¡õ)î≈ ˛õy•zˆÏÎ˚Ó˚
!Ó!Ë˛ß¨ Ë˛yàà%̂ Ï°y Ï̂Ü˛ Óy xÇ¢à%̂ Ï°y Ï̂Ü˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚ Óy í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚–

˛õy•z ã˛yê≈̨  ≤Ã›ï˛Ü˛Ó̊ Ï̂îÓ̊ ôy˛õ§Ù)• (Steps for creating a pie chart):

1. ~Ü˛!ê˛ worksheet-~Ó˚ Ù Ï̂ôƒ ˆí˛ê˛y enter Ü˛ Ï̂Ó˚y–

2. ˛õÓ˚̨ õÓ˚ ò%!ê˛ hflÏΩ˛ Óy column ˆÌ Ï̂Ü˛ ˆí˛ê˛y select Ü˛ Ï̂Ó˚y–

3. Ribbon ˆÌ Ï̂Ü˛ chart type pie ˆÜ˛ select Ü˛ Ï̂Ó˚y–

4. pie types- ~Ó˚ Ù Ï̂ôƒ 3-D pie ˆÜ˛ select Ü˛ Ï̂Ó˚y–

5. ˛õy•z ã˛y Ï̂ê≈̨ Ó˚ ≤’ Ï̂ê˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y– ~!ê˛ chart tools ˆÜ˛ ˆòáy Ï̂Ó ÎyÓ˚ Ù Ï̂ôƒ Design,

Layout  ~ÓÇ Formmat ˆê˛Ó §Ù)• ÌyÜ˛ Ï̂Ó–

6. chart layout @˝Ã%̂ Į̈ õ design ˆê˛ Ï̂Ó ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ layout select Ü˛ Ï̂Ó˚y Óy
!lÓ≈yã˛l Ü˛ Ï̂Ó̊y–

7. chart styles @˝Ã%̂ Į̈ õ design ˆê˛ Ï̂Ó chart  styleÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

8.  shape styles @˝Ã%̂ Į̈ õ format ̂ ê˛ Ï̂Ó shape effectsÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚
bevel ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

9.  3-D option ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ Bevel ~Ó˚ Ù Ï̂ôƒ top ~ÓÇ bottom

bevel  options ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

10.  Top ~ÓÇ Bottom bevel option ~ width ~ÓÇ Height Ó Ï̂:Ó˚ Ù Ï̂ôƒ point

size Ó§yG–

11.  Surface ~Ó˚ Ù Ï̂ôƒ Material ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚ material  option

~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

12. Close ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

13. Shape styles @˝Ã%̂ Į̈ õ format ̂ ê˛ Ï̂Ó shape effectsÈüÈ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚
shadow ˆï˛ !Üœ̨ Ü˛  Ü˛ Ï̂Ó˚y–

14. Outer, Inner Óy Perspectiive ~Ó˚ Ù Ï̂ôƒ shadow option  ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

15. ã˛yê≈̨ Ï̂Ü˛ â%!Ó˚̂ ÏÎ˚ Ë˛y Ï̂°yË˛y Ï̂Ó ˆòáyÓ˚ çlƒ plot xM˛° select Ü˛ Ï̂Ó˚y ~ÓÇ  ï˛yÓ˚̨ õÓ˚
current selection  @˝Ã%̂ Į̈ õ format ˆê˛ Ï̂Ó format selection ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–
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!ã˛e 4.10

!ã˛e 4.11 (a)

16. Angle of first slice ~Ó˚ Ù Ï̂ôƒ ˆï˛yÙyÓ˚ ˛õSÈ® Ùï˛ â%î≈l Ï̂Ü˛y Ï̂îÓ˚ slider-ˆÜ˛ ê˛y Ï̂ly xÌÓy ≤ÃÌÙ sliceˆÜ˛
ˆòáyÓ˚ çlƒ  00  ˆÌ Ï̂Ü˛ 3600~Ó˚ Ù Ï̂ôƒ ~Ü˛!ê˛ §Çáƒy type.  Ü˛ Ï̂Ó˚y ˆÜ˛y Ï̂îÓ˚ Ùyl ˆÓyV˛y Ï̂lyÓ˚ çlƒ ~ÓÇ
ï˛yÓ˚̨ õÓ˚ close ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

17.  ã˛y Ï̂ê≈̨ Ó˚ñ ã˛yê≈̨  xM˛ Ï̂° !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

18. Shape styles @˝Ã%̂ Į̈ õ format  ˆê˛ Ï̂Ó shape effect ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y ~ÓÇ ï˛yÓ˚̨ õÓ˚  bevel ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

19. Bevel ~Ó˚ Ù Ï̂ôƒ bevel option select Ü˛ Ï̂Ó˚y–

20. Workbook ~ ÓƒÓ•,ï˛ default  theme  ~Ó˚ home colors ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ ˛õ!Ó˚Óï ≈̨l Ü˛Ó˚̂ Ïï˛ • Ï̂°
!l¡¨!°!áï˛ Ü˛yçà%̂ Ï°y Ü˛ Ï̂Ó˚y ı

a)  Themes @˝Ã%̂ Į̈ õ page layout ˆê˛ Ï̂Ó theme ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

b) Built-in ~Ó˚ Ù Ï̂ôƒ ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ theme ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚y–

4.2.4 ã˛yê≈̨ ‡@˝Ãy Ï̂Ê˛Ó˚ lï%̨ l Ùy˛õÜ˛Ó˚î (Resizing of chart/graph) :

 ã˛y Ï̂ê≈̨ Ó˚ lï%̨ l Ùy˛õÜ˛Ó˚î ̨Ó° Ï̂ï˛ ̂ ÓyV˛yÎ˚ ã˛y Ï̂ê≈̨ Ó˚ Ùy˛õ !l Ï̂çÓ˚ ≤Ã Ï̂Î˚yçÙ Ï̂ï˛y ̨ õ!Ó˚Óï≈̨ l Ü˛Ó˚– ~•z !ÓÜ˛“!ê˛ ~Ü˛Ü˛Ë˛y Ï̂Ó
á%Ó §• Ï̂ç fonts, title, legends ~Ó˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–  Ùyí ẑ̨ Ï§Ó˚ left button !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ã˛yê≈̨
!ã˛!•´ï˛ Ü˛Ó˚y  Óy select Ü˛Ó˚y  •° ~Ó˚ ≤ÃÌÙ ôy˛õ– cursor Ï̂Ü˛ ã˛yê≈̨ ‡@˝Ãy Ï̂Ê˛Ó˚ §Ü˛° ˆÜ˛ÔîyÎ˚ Óy Óí≈̨ yÓ˚ §Ù)̂ Ï•Ó˚ Ùy Ï̂V˛
!l Ï̂Î˚ ÎyGñ Îy ï˛ál ~Ü˛!ê˛ xyÜ,̨ !ï˛ ≤Ãòyl Ü˛Ó˚̂ ÏÏÓ (Cursor ò%•z ÙyÌyGÎ˚y°y !ï˛Ó˚!ã˛•´Î%=˛ xyÜ,̨ !ï˛ °yË˛ Ü˛ Ï̂Ó˚ä– left

button press  Ü˛ Ï̂Ó˚ ~ÓÇ ≤Ã Ï̂Î˚yçlÙï˛ drag/pull Ü˛ Ï̂Ó˚ ã˛yê≈̨ Ï̂Ü˛ lï%̨ l xyÜ,̨ !ï˛ ≤Ãòyl Ü˛Ó˚y •Î˚  Îy !ã˛e 4.9aˆï˛
red circle Ü˛ Ï̂Ó˚ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈÈ–

4.2.5 !mÙy!eÜ˛ ÈüÈ !eÙy!eÜ˛ ã˛yê≈‡@˝ÃyÊ˛§Ù)• (2D-3D charts/graphs) :

@˝ÃyÊ˛ ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ çlƒ xyÙÓ˚y ˆí˛ê˛y ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ìy!Ü˛ Îy !mÙy!eÜ˛ Ê˛Ó˚̂ ÏÙ Ï̂ê˛
åXÈüÈx«˛ ~ÓÇ YÈüÈx«˛ä plot Ü˛Ó˚y •Î˚– ~!ê˛ !ã˛e 4.7~ ˆòáy Ï̂ly • Ï̂°y– ˆÎáy Ï̂l

• xyl%Ë)̨ !ÙÜ˛ Ùyey •° X-x«˛ (categories Óy !ÓË˛yà Ï̂Ü˛ ̂ ÓyV˛yÎ˚ä–

• í z̨°¡∫ Ùyey •° Y-x«˛ å Ï̂í˛ê˛y Ï̂Ü˛ ̂ ÓyV˛yÎ˚ä

Îál xyÙÓ˚y !mÈüÈÙy!eÜ˛ ôÓ˚̂ ÏlÓ˚ @˝Ãy Ï̂Ê˛ ˆí˛ê˛y plot Ü˛!Ó˚ñ çyly Óy K˛yï˛
Ùylà%̂ Ï°y X-x Ï̂«˛ ÎyÎ˚ åfl∫yô#lä ~ÓÇ í z̨q(ï˛ å!lË≈̨ Ó˚¢#° ã˛°Ü˛ä Ùyl YÈüÈx Ï̂«˛ ÎyÎ˚–

í˛zòy•Ó˚îfl∫Ó˚)˛õ ˛õˆÏîƒÓ˚ Ùy!§Ü˛ ã˛y!•òy åê˛yÜ˛yÎ˚ä ~Ó˚ ˆ«˛ˆÏe XÈüÈxˆÏ«˛ xyÙÓ˚y
Ùy§ Ï̂Ü˛ Ó§y•z ~ÓÇ YÈüÈx Ï̂«˛ ã˛y!•òy xl%ÎyÎ˚#  Ùylà%̂ Ï°y Ó§y•z–

@˝Ãy Ï̂Ê˛Ó˚ Ù Ï̂ôƒ xyÙy Ï̂òÓ˚ ˆÜ˛yl ˆÜ˛yl §ÙÎ˚ }lydÜ˛ ÙylG ˆòáy Ï̂ï˛ • Ï̂ï˛ ˛õy Ï̂Ó˚ñ
Îy ÈÈÙ)°!Ó®% ˆÌ Ï̂Ü˛ x Ï̂«˛Ó˚ !Ó˛õÓ˚#ï˛ !ò Ï̂Ü˛ ˆòáy Ï̂ly • Ï̂Î˚ Ìy Ï̂Ü˛ å!ã˛e 4.10ä–

í z̨Ë˛Î˚ x Ï̂«˛Ó˚ åXÈüÈx«˛ ~ÓÇ YÈüÈx«˛ä ˆSÈò!Ó®%̂ ÏÜ˛ @˝Ãy Ï̂Ê˛Ó˚ Ù)°!Ó®% (0) Ó°y •Î˚– xyÙÓ˚y
@˝Ãy Ï̂Ê˛Ó˚ XÈüÈx Ï̂«˛ ÓÓ˚yÓÓ˚ Ù)°!Ó®%Ó˚ í˛yl!ò Ï̂Ü˛ ˆí˛ê˛yÓ˚ ôlydÜ˛ Ùyl ~ÓÇ Ù)°!Ó®%Ó˚ ÓyÙ!ò Ï̂Ü˛
}îydÜ˛ Ùyl Ó§y Ï̂ï˛ ˛õy!Ó˚– ~Ü˛•zË˛y Ï̂Ó Yx«˛ ÓÓ˚yÓÓ˚ í z̨̨ õ Ï̂Ó˚Ó˚ !ò Ï̂Ü˛ ˆÈí˛ê˛yÓ˚ ôlydÜ˛ Ùyl
~ÓÇ Ù)°!Ó®%Ó˚ l# Ï̂ã˛Ó˚ !ò Ï̂Ü˛ }îydÜ˛ Ùyl Ó§y Ï̂ï˛ ˛õy!Ó˚ – í z̨òy•Ó˚î !•§y Ï̂Ó Î!ò xyÙy Ï̂òÓ˚
Ü˛y Ï̂SÈ @˝Ãy Ï̂Ê˛ plot  Ü˛Ó˚yÓ˚  Ù Ï̂ï˛y Ùy!§Ü˛  °yË˛ G «˛!ï˛Ó˚ ˆí˛ê˛y ˆÌ Ï̂Ü˛ Ìy Ï̂Ü˛–
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!ã˛e 4.11 (b)

~áy Ï̂l °yË˛ •° ôlydÜ˛ ˆí˛ê˛yÓ˚ Ùyl ~ÓÇ «˛!ï˛ •°

}îydÜ˛ ˆí˛ê˛yÓ˚  Ùyl–

!mÙy!eÜ˛ ôÓ˚̂ ÏlÓ˚ @˝ÃyÊ˛‡ã˛yê≈̨ §Ù)• •° line @˝ÃyÊ˛§Ù)•ñ

bar, area, surface, column åxyl%Ë)̨ !ÙÜ˛ Óy í z̨°¡∫äñ

multiple line charts, radar- chart, XY å!Ó!«˛Æä

Óy bubble chart :

!mÙy!eÜ˛ ã˛y Ï̂ê≈̨  §yôyÓ˚îï˛ ò%!ê˛ x«˛ Ìy Ï̂Ü˛ åx«˛ı ≤’ê˛

ˆ«˛e!ê˛ˆÏÜ˛ ˛õ!Ó˚ˆÏÓT˛lÜ˛yÓ˚# ˆÓ˚áy!ê˛ !lî≈ˆÏÎ˚Ó˚ ˆ«˛ˆÏe

≤Ãy§!AàÜ˛ Ü˛yë˛y Ï̂Ùy Ó)̊̂ Į̈ õ ÓƒÓ•,ï˛ •Î˚– Y x«˛ §yôyÓ˚îï˛

í z̨°¡∫ ˆ«˛e •Î˚ ~ÓÇ ~!ê˛ ˆí˛ê˛y Ï̂Ü˛ í z̨̨ õfiÌy!˛õï˛ Ü˛ Ï̂Ó˚

Óy ˆòáyÎ˚– X x«˛ §yôyÓ˚îï˛ xyl%Ë)˛!ÙÜ˛ x«˛ ~ÓÇ

~!ê˛ !Ó!Ë˛ß¨ !ÓË˛yàà%̂ Ï°y Ï̂Ü˛ ̂ òáyÎ˚ñ ̂ Îà%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛Ó˚y

•Î˚ ˛õ!Ó˚Ùy˛õ G ˆí˛ê˛yÓ˚ !ÓË˛y!àÜ˛Ó˚ˆÏîÓ˚ çlƒ ı ~Ü˛!ê˛ í˛z°¡∫ x«˛ å≤ÃyÆ ÙyˆÏlÓ˚ x«˛ Óy Y x«˛ lyˆÏÙG

˛õ!Ó˚!ã˛ï˛ä ~ÓÇ ~Ü˛!ê˛ xyl%Ë)̨ !ÙÜ˛ x«˛ å!ÓË˛yà x«˛ Óy X x«˛ ly Ï̂ÙG ˛õ!Ó˚!ã˛ï˛ä–

ˆÜ˛yl ˆÜ˛yl §ÙÎ˚ @˝ÃyÊ˛‡ã˛yê≈̨  §Ù)• !eÈüÈÙy!eÜ˛ ~ Ï̂Ê˛Q !ò Ï̂Î˚ ˜ï˛!Ó˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– !e Ùy!eÜ˛ ã˛y Ï̂ê≈̨

~Ü˛!ê˛ ï,̨ ï˛#Î˚ x«˛ Ó˚̂ ÏÎ˚̂ ÏSÈñ !l¡¨x«˛ å!§!Ó˚ç Óy Ü ̨ Ù x«˛ Óy Z x«˛ ly Ï̂ÙG ˛õ!Ó˚!ã˛ï˛äñ ~ Ï̂ï˛ ˆí˛ê˛y ≤’ê˛ Ü˛Ó˚y

•Î˚ ã˛y Ï̂ê≈̨ Ó˚ depth Óy !l Ï̂¡¨Ó˚ !ò Ï̂Ü˛– ~•z ˆ«˛ Ï̂e ï,̨ ï˛#Î˚ Ùyey!ê˛ Z x«˛ myÓ˚y í z̨̨ õfiÌy!˛õï˛ Ü˛Ó˚y •Î˚ å!ã˛e 4.11

(a)  ~ÓÇ (b)–

í˛zòy•Ó˚îfl∫Ó˚)˛õñ xyÎ˚ï˛lˆÏÜ˛ í˛z˛õfiÌy˛õl Ü˛Ó˚yÓ˚ çlƒ xyÙyˆÏòÓ˚ !ï˛l!ê˛ ˛õƒyÓ˚y!Ùê˛yÓ˚ñ Óy !fiÌ!ï˛Ùy˛õÜ˛

≤Ã Ï̂Î˚yçl ˆÎÙl í z̨Fã˛ï˛y åYx«˛äñ ˜òâ≈ƒ åX-x«˛ä ~ÓÇ ≤ÃfiÌ åZÈüÈx«˛ä–

1. í z̨°¡∫ å≤ÃyÆ ÙylÈä x«˛ åYÈüÈx«˛ä

2. xyl%Ë)̨ !ÙÜ˛ å!ÓË˛yàä x«˛ åX-x«˛ä

3. !l¡¨Ù%á# å!§!Ó˚çä x«˛ åZ ÈüÈx«˛ä

ˆÜ˛yl ˆÜ˛yl §ÙÎ˚ xyÙÓ˚y !Ó!Ë˛ß¨ ÙyˆÏlÓ˚

ï% ˛°ly Ü˛Ó˚yÓ˚ çlƒ ã˛yê ≈ ˛ ˜ï˛!Ó˚ Ü˛Ó˚ˆ Ïï˛ ˛õy!Ó˚–

Worksheet ~Ó˚ hflÏΩ˛ (columns) Óy §y!Ó˚

(rows)ÈüÈ~ §IyÜ,˛ï˛ ˆí˛ê˛y§Ù)• radar ã˛yˆÏê≈˛ plot

Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– Radar ã˛y Ï̂ê≈̨  xyl%Ë)̨ !ÙÜ˛ x«˛ ˆl•z

~ÓÇ ~Ü˛•zË˛y Ï̂Ó ˛õy•z ~ÓÇ doughnut ã˛y Ï̂ê≈̨  ˆÜ˛yl x«˛ ˆl•z– !ã˛e 4.12 ~ radar  ã˛yê≈̨  ˜ï˛!Ó˚ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ

!Ó!Ë˛ß¨ í z̨̨ õyòy Ï̂lÓ˚‡˛õ Ï̂îƒÓ˚ !ÓÜ ̨ Ï̂Î˚Ó˚ § Ï̂Ó≈yFã˛ ~ÓÇ §Ó≈!l¡¨ Ùy Ï̂lÓ˚ ï%̨ °ly Ü˛Ó˚yÓ˚ çlƒ– Radar ã˛yê≈̨  Ó•% §ÇáƒÜ˛

ˆí˛ê˛y !§!Ó˚̂ ÏçÓ˚ àí ¸̨ Ùy Ï̂lÓ˚ ï%̨ °ly  Ü˛ Ï̂Ó˚ åˆí˛ê˛y !§!Ó˚çı ã˛y Ï̂ê≈̨  plot Ü˛Ó˚y ˛õÓ˚flõÓ˚ §¡õ!Ü≈̨ ï˛ ˆí˛ê˛y ˛õ Ï̂Î˚rê˛§Ù)•–

ã˛y Ï̂ê≈̨ Ó˚ ≤Ã!ï˛!ê˛ ˆí˛ê˛y !§!Ó˚̂ ÏçÓ˚ ~Ü˛!ê˛ xllƒ Óî≈ Óy lÙ%ly ~ÓÇ ~!ê˛ ã˛y Ï̂ê≈≈̨ Ó˚ ˜Ó!¢T˛ƒ Óî≈ly  Óy Óƒyáƒy Ü˛ Ï̂Ó˚–

ˆï˛yÙÓ˚y ã˛y Ï̂ê≈̨  ~Ü˛y!ôÜ˛ ˆí˛ê˛y !§!Ó˚ç plot Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚– ˛õy•z ã˛y Ï̂ê≈̨  ˆÜ˛Ó°Ùye ~Ü˛!ê˛ ˆí˛ê˛y !§!Ó˚ç Ìy Ï̂Ü˛ä–

Product  Lowest  Highest

Toothpaste 2345 12344

Toothbrush 500 5415

Hair Oil 988 3678

Shampoo 2900 3770

Toilet Soap 1122 3861

Bath Soap 952 2344

Total 8807 31412
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!ã˛e 4.13

!ã˛e 4.12

~Ü˛•zË˛y Ï̂Ó worksheet ~ ̂ Ü˛Ó°Ùye columns Óy rows ~ ̂ í˛ê˛y
§IyÜ,̨ ï˛˛ Ü˛Ó˚y ÎyÎ˚ ~ÓÇ ~!ê˛ doughnut ã˛y Ï̂ê≈̨  plot Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ˛õy•z
ã˛y Ï̂ê≈̨ Ó˚ Ùï˛ñ ~Ü˛!ê˛ doughnut ã˛yê≈̨  §yÙ!@˝ÃÜ˛Ë˛y Ï̂Ó !Ó!Ë˛ß¨ xÇ Ï̂¢Ó˚ §y Ï̂Ì §¡õÜ≈̨
ˆòáyÎ˚ñ !Ü˛v ~!ê˛ ~ Ï̂Ü˛Ó˚ x!ôÜ˛ ôyÓ˚î Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚–

Doughtnut ã˛yê≈̨  §Ù)• å!ã˛e 4.13ä ˛õí ¸̨y §•ç lÎ˚– xyÙÓ˚y ~Ó˚
˛õ!Ó˚Ó Ï̂ï≈̨  stacked column Óy stacked bar chart ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ̨ õy!Ó˚–

Doughnut ã˛yê≈˛§Ù)• !l¡¨!°!áï˛ ã˛yˆÏê≈˛ í˛z˛õ!ÓË˛yà Óï≈˛Ùyl (Doughnut

chartss have the following chart  sbutypes) :  Dought - Doughnut

ã˛yê≈˛§Ù)• ˆí˛ê˛yˆÏÜ˛ Ó°Î˚ Óy !Ó˚Ç xyÜ˛yˆÏÓ˚ ˆòáyÎ˚ Óy ≤ÃÜ˛y¢ Ü˛ˆÏÓ˚ñ ˆÎáyˆÏl
≤ÃˆÏï˛ƒÜ˛ Ó°Î˚ ~Ü˛!ê˛ ˆí˛ê˛y !§!Ó˚çˆÏÜ˛ !lˆÏò≈¢ Óy í˛z˛õfiÌy!˛õï˛ Ü˛ˆÏÓ˚–
í z̨òy•Ó˚î!•§y Ï̂Óñ ˛õ)Ó≈Óï˛#≈ ã˛y Ï̂ê≈̨  xhs˝Ó°Î˚!ê˛ àƒy§ ˆÌ Ï̂Ü˛ Ü˛Ó˚ ÓyÓò Ó˚yçfl∫̂ ÏÜ˛
í˛z˛õfiÌy!˛õï˛ Ü˛ˆÏÓ˚ ~ÓÇ Ó!•ıÓ°Î˚!ê˛ §¡õòÜ˛Ó˚ ÓyÓò Ó˚yçfl∫ˆÏÜ˛ ˆòáyÎ˚ Óy
í z̨̨ õfiÌy!˛õï˛ Ü˛ Ï̂Ó˚–

Doughnut chart : Exploded Doughnut ≤ÃyÎ˚ exploded ˛õy•z
ã˛y Ï̂ê≈̨ Ó˚ lƒyÎ˚ •Î˚ññ exploded doughnut ã˛yê≈̨ §Ù)• ̂ Ùyê˛ ̂ «˛ Ï̂e Óy §y!Ó≈Ü˛
ˆ«˛ Ï̂e ≤Ã!ï˛!ê˛ Ùyl Ï̂Ü˛ ˆòáyÎ˚ Îál fl∫ï˛sf Ùylà%̂ Ï°y Ï̂Ü˛ à%Ó%̊c ˆòGÎ˚y
≤Ã Ï̂Î˚yçl •Î˚ !Ü˛v ~!ê˛ ~ Ï̂Ü˛Ó˚ x!ôÜ˛ ˆí˛ê˛y !§!Ó˚ç ôyÓ˚î Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚–

4.3 @˝ÃyÊ˛‡ã˛yê≈̨  ÓƒÓƒ•y Ï̂Ó˚Ó˚ §%!Óôy§Ù)• (Advantages in using

Graph/chart) :

!ÓˆÏŸ’£ÏˆÏî §•yÎ˚Ü˛ (Help to explore) :

x Ï̂lÜ˛ §ÙÎ˚ xyÙÓ˚y ã˛°Ü˛à%̂ Ï°yÓ˚ Ù Ï̂ôƒ §¡õÜ≈̨  xy Ï̂SÈ !Ü˛ly ï˛y
ˆòá Ï̂ï˛ ã˛y•z– ôÓ˚yÎyÜ˛ñ xyÙÓ˚y ˆÜ˛yl ˆò Ï̂¢Ó˚ !ç ~l !˛õ ~ÓÇ !¢¢% Ù,ï%̨ ƒÓ˚ •yÓ˚ñ ÓÎ˚̂ Ï§Ó˚ Ù Ï̂ôƒ ~ÓÇ !° Ï̂AàÓ˚
Ù Ï̂ôƒ ˆÜ˛yl §¡õÜ≈̨  xy Ï̂SÈ !Ü˛ly ï˛y !lô≈yÓ˚î Ü˛Ó˚̂ Ïï˛ ã˛y•z– ã˛°Ü˛à%̂ Ï°yÓ˚ ~ Ï̂Ü˛ x˛õ Ï̂Ó˚Ó˚ §y Ï̂Ì §Ω˛yÓƒ §¡õÜ≈̨
ˆòáyÓ˚ §y Ï̂Ì §y Ï̂Ì o%ï˛ ~ÓÇ x!ï˛ §• Ï̂ç ~Ü˛!ê˛ ã˛yê≈̨  ˜ï˛!Ó˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ñ raw ˆí˛ê˛yà%̂ Ï°y myÓ˚y paging

~Ó˚ ˛õ!Ó˚Ó Ï̂ï≈̨ –

í z̨̨ õfiÌy˛õ Ï̂l §•yÎ˚Ü˛ (Help to present) :

xyÙÓ˚y Îï˛ê˛y §Ω˛Ó Ü˛Ù §Ù Ï̂Î˚ ï˛Ìƒ ≤Ãòyl Ü˛Ó˚̂ Ïï˛ ã˛y•z– ~•z ˆ«˛ Ï̂e graphing  ~Ü˛!ê˛ à%Ó%̊c˛õ)î≈  Ë)̨ !ÙÜ˛y ˛õy°l
Ü˛ Ï̂Ó˚– ~Ó˚ xÌ≈ •° ˆÜ˛yÌyÎ˚ !Ü˛ • Ï̂FSÈ ï˛y çylyÓ˚ çlƒ ~ál Ó Ï̂§ xyÓ˚ ˆÜ˛yl ˛õ!eÜ˛y ˛õí ¸̨yÓ˚ §ÙÎ˚ ˆl•z– °«˛ Ü˛Ó˚y
ÎyÎ˚ ˆÎ The Economic Times ~ÓÇ India Today Ùƒyày!çˆÏlÓ˚ ÙˆÏï˛y åÎyÓ˚y ¢%Ó˚%Ó˚ !òˆÏÜ˛ ã˛yê≈˛ ≤ÃÎ%!=˛
ÓƒÓ•yÓ˚Ü˛yÓ˚# !SÈ°ä §ÇÓyò˛õeà%ˆÏ°y ~•z Óƒy˛õyÓ˚!ê˛ §¡∫ˆÏrô xÓàï˛ñ ï˛y•z ï˛yÓ˚y ï˛yˆÏòÓ˚ §ÇÓyò˛õˆÏe ≤ÃÜ˛y!¢ï˛
≤ÃÓrôà%!° Ï̂ï˛ ˆÙyê˛ í z̨̨ õfiÌy!˛õï˛ !Ó£ÏÎ˚à%̂ Ï°y Ï̂Ü˛ ˆÓyôàÙƒ Ü˛ Ï̂Ó˚ ˆï˛y°yÓ˚ çlƒ @˝Ãy Ï̂Ê˛Ó˚ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

§v!T˛ ≤Ãòy Ï̂l §•yÎ˚Ü˛ (Help to convince) :

 ˆÎ í z̨̨ õy Ï̂Î˚ ~Ü˛!ê˛ @˝ÃyÊ˛ Ï̂Ü˛ ˆí˛ê˛yÓ˚ !Ó!Ë˛ß¨  ˜Ó¢T˛ƒyÓ°# Ï̂Ü˛ í z̨̨ õfiÌy˛õ Ï̂l G !Ó Ï̂Ÿ’£Ï̂ Ïî ÓƒÓ•yÓ˚ Ü˛Ó˚y ÎyÎ˚ñ ˆ§Ë˛y Ï̂Ó
~Ü˛!ê˛ @˝ÃyÊ˛ Ï̂Ü˛ §v!T˛ ≤Ãòy Ï̂lÓ˚ çlƒG ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚– !Ó¢y° ̨õ!Ó˚Ùyî ï˛Ìƒ Ï̂Ü˛ @˝Ã•î Ü˛ Ï̂Ó˚ ï˛y Ï̂Ü˛ xl%§Ó˚̂ ÏîÓ˚ çlƒ
§%¤%̨ Ë˛y Ï̂Ó ≤Ãò¢≈l Ü˛Ó˚yÓ˚ ̂ «˛ Ï̂e @˝ÃyÊ˛ÈüÈ~Ó˚ Î Ï̂ÌT˛ §ÙÌ≈ Ó˚̂ ÏÎ˚̂ ÏSÈ–

˛
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

§yÓ̊§Ç Ï̂«˛˛õ
•   ~Ü˛!ê˛ @˝ÃyÊ˛ Óy ˆ°á!ã˛e •° ˆí˛ê˛yÓ˚ ~Ü˛!ê˛ !ã˛ey!AÜ˛ï˛ í˛z˛õfiÌy˛õly– ˆ°á!ã˛e §yôyÓ˚îï˛ !mÙy!eÜ˛ •ˆÏÎ˚

Ìy Ï̂Ü˛– ˆÜ˛yl ˆÜ˛yl §ÙÎ˚ !eÙy!eÜ˛  ˆ°á!ã˛eG ÓƒÓ•yÓ˚ Ü˛Ó˚y • Ï̂Î˚ Ìy Ï̂Ü˛–

•   ~Ü˛!ê˛ @˝ÃyÊ˛‡ˆ°á!ã˛e ~Ü˛!ê˛ ~Ü˛ Ï̃Ó˚!áÜ˛ Óy  Ó•%̃ ÏÓ˚!áÜ˛ @˝ÃyÊ˛ • Ï̂ï˛ ˛õy Ï̂Ó˚– ˆ°á!ã˛ Ï̂eÓ˚ Ù Ï̂ôƒ Ó•% ˆÓ˚áy Ï̂Ü˛
!Ó!Ë˛ß¨ xyÜ,̨ !ï˛Ó˚ ˆÓ˚áy ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ xÌÓy !Ó!Ë˛ß¨ xyÜ,̨ !ï˛ ~ÓÇ Ó Ï̂î≈Ó˚ Ùyôƒ Ï̂̂ ÏÙ ˛õyÌ≈Ü˛ƒ Ü˛Ó˚y ÎyÎ˚–

•   xlƒylƒ çl!≤ÃÎ˚ !ã˛ey!AÜ˛ï˛ í z̨̨ õfiÌy˛õlyà%̂ Ï°yÓ˚ Ù Ï̂ôƒ pic chart ~ÓÇ Bar chart xhsà≈ï˛– ˛õy•z ã˛yê≈̨
!Ó!Ë˛ß¨ í z̨̨ õyòyl§Ù)̂ Ï•Ó˚ §¡õÜ≈̨ à%̂ Ï°yÓ˚ Ù Ï̂ôƒ §¡õ Ï̂Ü≈̨  ï%̨ Ï̂° ô Ï̂Ó˚– !Ó!Ë˛ß¨ !Ó!FSÈß¨ !Ó®%Ó˚ ˛õ!Ó˚̂ Ï≤Ã!«˛ Ï̂ï˛ åˆÎÙl
§ÙÎ˚ xhs˝Ó˚‡˛õîƒ§Ù)• •zï˛ƒy!òä ˛õÓ˚Ù Ùyl§Ù)ˆÏ•Ó˚ ÙˆÏôƒ ï%˛°lyÙ)°Ü˛ í˛z˛õfiÌy˛õl Ü˛Ó˚ˆÏï˛ åˆÎÙl !ÓÜ ˛Î˚ñ
í z̨Í˛õyòlä ÓyÓ˚ ã˛y Ï̂ê≈̨  ˆí˛ê˛yÓ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚y • Ï̂Î˚ Ìy Ï̂Ü˛–

•   MS-Excel2007 åÓy ¢%ô%Ùye Excelä @˝ÃyÊ˛ ~ÓÇ ã˛yê≈̨  §Ù)• xAÜ˛l Ü˛Ó˚̂ Ïï˛ í z̨̨ õÎ%=˛ §%!Óôy ≤Ãòyl Ü˛ Ï̂Ó˚
Ìy Ï̂Ü˛– ã˛y Ï̂ê≈̨ Ó˚ åã˛y Ï̂ê≈̨ Ó˚ Ù Ï̂ôƒ @˝ÃyÊ˛ xhs˝Ë%≈̨ =˛ä çlƒ Excel ~ ÓƒÓ•,ï˛ ˛õ!Ó˚Ë˛y£Ïy§Ù)• !l¡¨Ó)̨̊ õ ı

Ü˛ä  Chart area  Óy ã˛y Ï̂ê≈̨ Ó˚ xM˛°

áä  !lÓ≈y!ã˛ï˛ ã˛yê≈̨  ôÓ˚̂ ÏlÓ˚ Ù Ï̂ôƒ §Ü˛° Ùyl ≤’ê˛ Ü˛Ó˚yÓ˚ Ù Ï̂ï˛y plot area.

àä  ˆí˛ê˛y ˛õ Ï̂Î˚rê˛§Ù)•

âä  xyl%Ë)̨ !ÙÜ˛ åˆÙÔ!°Ü˛‡≤ÃyÌ!ÙÜ˛  Ùyl§Ù)•ñ ˆÎÙlÈüÈcategory Óy !ÓË˛yàä ~ÓÇ í z̨°¡∫ å≤ÃyÆ Ùylä
     x«˛–

.ä  Ó•% ˆÓ˚áy§Ù)•ñ ˛õy•z§Ù)•ñ ÓyÓ˚§Ù)• •zï˛ƒy!òÓ˚ çlƒ ˆ° Ï̂çu˛ Îy !Ó!Ë˛ß¨ Ùylò[˛ Ï̂Ü˛ ˛õ,ÌÜ˛ Ü˛Ó˚̂ ÏÓ Óy
˛    õyÌ≈Ü˛ƒ Ü˛Ó˚̂ Ïï˛ §y•yÎƒ Ü˛Ó˚̂ ÏÓ–

˛ã˛ä  ã˛yê≈̨  ~ÓÇ x Ï̂«˛Ó˚ !¢ Ï̂Ó˚ylyÙ§Ù)•–

SÈä  ˆí˛ê˛y ˆ° Ï̂Ó°§Ù)•–

•   ã˛y Ï̂ê≈̨ Ó˚ ≤Ã!ï˛!ê˛ í z̨̨ õyòyl ̂ ÎÙlÈüÈ plot area, Xx«˛ñ Yx«˛ñ ̂ í˛ê˛yñ titles, labels, legends ~ÓÇ gridlines

ˆÜ˛  formatted  Óy  ˛õ!Ó˚Óï≈l Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ Excel ~Ó˚ Design, Layout  ~ÓÇ Format í˛yÎ˚y°à
Ó: ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚–

•   ≤Ã Ï̂Î˚yçl xl%§y Ï̂Ó˚ ã˛y Ï̂ê≈̨ Ó˚ xyÜ˛yÓ˚G ˛õ!Ó˚Óï≈̨ l  Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

•   ˆí˛ê˛yÓ˚ ≤ÃÜ,̨ !ï˛ xl%ÎyÎ˚# ˆÎáy Ï̂l•z §!ë˛Ü˛ í z̨̨ õfiÌy˛õlyÓ˚ ≤Ã Ï̂Î˚yçl •Î˚ñ ˆ§áy Ï̂l !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ ã˛y Ï̂ê≈̨ Ó˚ Ùyôƒ Ï̂Ù
~Ü˛•z ˆí˛ê˛yÓ˚ ~Ü˛y!ôÜ˛ Ó)̨̊ õ ˆòáy Ï̂lyÓ˚ çlƒ  xyÙÓ˚y ã˛y Ï̂ê≈̨ Ó˚ ôÓ˚l!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ åˆÎÙl °y•zl
@˝ÃyÊ˛ ˆÌ Ï̂Ü˛ ÓyÓ˚ã˛yê≈̨  Óy ÓyÓ˚ã˛yê≈̨  ˆÌ Ï̂Ü˛ ˛õy•z ã˛yê≈̨  •zï˛ƒy!òä–

•   ˆí˛ê˛y Ï̂ï˛ í z̨̨ õ!fiÌï˛ ˆÎ ˆÜ˛yl ˆê ∆̨u˛ Ï̂Ü˛ §•çË˛y Ï̂Ó !lÓ)̨̊ õî Ü˛Ó˚yÓ˚ çlƒ @˝ÃyÊ˛ ~ÓÇ ã˛yê≈̨ §Ù)• §•yÎ˚ï˛y Ü˛ Ï̂Ó˚–
fiê˛ Ï̂Ü˛Ó˚  Ù)°ƒñ Ù)°ƒ Óy xlƒylƒ ˛õ!Ó˚Óï≈̨ l¢#°ï˛yÓ˚ Ù Ï̂ï˛y í z̨Fã˛ !Ó!«˛Æ ˆí˛ê˛y Ï̂Ü˛ !°!áï˛ xyÜ˛yÓ˚ §•çË˛y Ï̂Ó
Óî≈ly Ü˛Ó˚y §Ω˛Ó lÎ˚ñ !Ü˛v @˝ÃyÊ˛ ~ÓÇ ã˛yê≈̨  §Ù)̂ Ï•Ó˚ Ùyôƒ Ï̂Ù ~•z §#ÙÓÂôï˛y Ï̂Ü˛ ò)Ó˚ Ü˛Ó˚y ÎyÎ˚ ˆÎ Ï̂•ï%̨  Ùyl%£Ï Óy
ÓƒÓ•yÓ˚Ü˛yÓ˚# á%Ó §• Ï̂ç ~•z à%̂ Ï°y Ï̂Ü˛ Ó%V˛ Ï̂ï˛ ˛õy Ï̂Ó˚–
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ã˛yê≈̨  ≤Ã›!ï˛Ó˚ çlƒ ôy˛õà%̂ Ï°y !l¡¨Ó)̨̊ õ ı

ôy˛õÈüÈ1 ı ÎÌyÌ≈ Ü˛°yÙ ~ÓÇ ˆÓ˚y !¢ Ï̂Ó˚ylyÙ !ò Ï̂Î˚ GÎ˚yÜ≈̨ !¢ Ï̂ê˛ ˆí˛ê˛y enter Óy ≤Ã Ï̂Ó¢ Ü˛Ó˚yG–

ôy˛õÈüÈ2 ı Worksheet ÈüÈ~Ó˚ í z̨̨ õ Ï̂Ó˚ í z̨̨ õ°!kô  Chart groups !ÓÜ˛ Ï̂“Ó˚ !Ó!Ë˛ß¨ ˛õƒyê˛yl≈ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚
~Ü˛!ê˛ ˆÙÔ!°Ü˛ ã˛yê≈̨  ≤Ã›ï˛ Ü˛Ó˚–

ôy˛õÈüÈ3  ı  ã˛y Ï̂ê≈̨ Ó˚ Layout Óy  ˜¢°# ˛õ!Ó˚Óï≈≈̨ l Ü˛Ó˚– ˛õ)Ó≈!lô≈y!Ó˚ï˛ ~Ü˛!ê˛ ã˛yê≈̨  layout ≤Ã Ï̂Î˚yà Ü˛ Ï̂Ó˚y–
˛õ)Ó≈!lô≈y!Ó˚ï˛ ~Ü˛!ê˛ ã˛yê≈̨  Ï̃¢°# ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚– ã˛y Ï̂ê≈̨ Ó˚ í z̨̨ õyòylà%̂ Ï°yÓ˚ layout ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚–
ã˛y Ï̂ê≈̨ Ó˚ í z̨̨ õyòylà%̂ Ï°yÓ˚ Ê˛Ó˚̂ ÏÙê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚–

ôy˛õÈüÈ4 ı !¢ Ï̂Ó˚ylyÙ Óy ˆí˛ê˛y ˆ° Ï̂Ó°§Ù)• Î%=˛ Óy Ù%̂ ÏSÈ ˆÊ˛°–

~Ü˛!ê˛ ã˛yê≈̨  !¢ Ï̂Ó˚ylyÙ Î%=˛ åÙ%̂ ÏSÈ ˆÊ˛°ä Ü˛Ó˚–
x Ï̂«˛Ó˚ !¢ Ï̂Ó˚ylyÙ Î%=˛  åÙ%̂ ÏSÈ ˆÊ˛°ä Ü˛Ó˚–

WorksheetÈüÈ~Ó˚ cell ~Ó˚ §y Ï̂Ì !¢ Ï̂Ó˚yly Ï̂ÙÓ˚ §Ç Ï̂Îyà ˜ï˛!Ó˚ Ü˛Ó˚–

ˆí˛ê˛y ˆ° Ï̂Ó°§Ù)• Î%=˛ åÙ%̂ ÏSÈ ˆÊ˛°ä Ü˛Ó˚–

ôy˛õÈüÈ5 ı legendˆÜ˛ ˆòáyG Óy °%!Ü˛ Ï̂Î˚ Ó˚yá–

ôy˛õ ÈüÈ 6 ı ã˛yê≈̨  x«˛ Óy gridlinesˆÜ˛ ≤Ãò¢≈l Óy °%!Ü˛ Ï̂Î˚ Ó˚yá–

 ≤ÃyÌ!ÙÜ˛ x«˛ Ï̂Ü˛ ≤Ãò¢≈l å°%!Ü˛ Ï̂Î˚ Ó˚yáä Ü˛Ó˚–

ˆàÔî x«˛ Ï̂Ü˛ ≤Ãò¢≈l å°%!Ü˛ Ï̂Î˚ Ó˚yáä Ü˛Ó˚–

gridliness ≤Ãò¢≈l å°%!Ü˛ Ï̂Î˚ Ó˚yáä Ü˛Ó˚–

ôy˛õÈüÈ7 ı ã˛yê≈̨ Ï̂Ü˛ §Ó˚yG‡ã˛y Ï̂ê≈̨ Ó˚ fiÌyl ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚ åxyÜ,̨ !ï˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚ä

ôy˛õÈüÈ8 ı ã˛yê≈̨ Ï̂Ü˛ save Ü˛Ó˚–
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1. ã˛y Ï̂ê≈̨ Ó˚ xÓfiÌyl ̨õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ • Ï̂°ñ ã˛y Ï̂ê≈̨  right click Ü˛ Ï̂Ó˚y ~ÓÇ select  Ü˛ Ï̂Ó˚y ı

Ü˛ä chart type

áä source data

àä chart options

âä move here.

2. Ribbon  xyÙy Ï̂òÓ˚ xl%Ù!ï˛ ˆòÎ˚ û

Ü˛ä •Î˚ ~Ü˛!ê˛ embedded chart  Óy ~Ü˛!ê˛  chart sheet chart Ï̃ï˛Ó˚# Ü˛Ó˚̂ Ïï˛–

áä ~Ü˛Ùye ~Ü˛!ê˛ embedded chart  ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛–

àä ~Ü˛Ùye ~Ü˛!ê˛ chart sheet chart  ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛–

âä chart   ˜ï˛!Ó˚̂ Ïï˛ ÓƒÓ•,ï˛ ˆí˛ê˛y Ùyl§Ù)• ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛–

3. ~Ü˛ÓyÓ˚ xyÙÓ˚y ~Ü˛!ê˛ ã˛yê≈̨   ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚ ˆÊ˛° Ï̂°ñ xyÙÓ˚y ˛õ!Ó˚ÓÓï≈̨ l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚ û

Ü˛ä ˆÜ˛yl text Óy ˆ°áyÓ˚ formatting  Óy ˜¢°# ˆÎÙl !¢ Ï̂Ó˚ylyÙ§Ù)• ~ÓÇ ˆí˛ê˛y ˆ° Ï̂Ó°
§Ù)•–

áä ˆÜ˛Ó°Ùye ribbon  ~Ó˚ Ùôƒ !ò Ï̂Î˚ ˆ˛õSÈ Ï̂lÓ˚ !ò Ï̂Ü˛ Óy ˛õ)̂ ÏÓ≈Ó˚ ôy Į̈̂ õÓ˚ !ò Ï̂Ü˛ ˆà Ï̂°–

àä ã˛yê≈̨  §ÇÜ ̨ yhs˝ §Ü˛° !Ü˛S%È

âä ˆÜ˛Ó°Ùye  data series ~Ó˚ ôÓ˚l§Ù)•–

4. ~ Ï̂:°ÈüÈ~ chart tools  !ï˛l!ê˛ !Ó!Ë˛ß¨ !ÓÜ˛“ ÈüÈÈüÈÈüÈÈüÈÈüÈñ ÈüÈÈüÈÈüÈÈüÈÈüÈ ~ÓÇ ÈüÈÈüÈÈüÈÈüÈÈüÈ ≤Ãòyl Ü˛ Ï̂Ó˚
formatting  ~Ó˚ çlƒ

Ü˛ä Layout, Format, Data Marker

áä Design, Layout, Formatt

àä  Chart Layouts, Chart Style, Label

âä Format, Layout, Label.

5.  ˛ õy•z ã˛y Ï̂ê≈̨ Ó˚ ÈüÈÈüÈÈüÈÈüÈ !ê˛Ó˚ ˆÌ Ï̂Ü˛ ˆÓ!¢ !ÓË˛yà Óy categories ˆl•z ı

Ü˛ä ò¢

áä ˛õÑ!ã˛¢

àä §yï˛

âä !ï˛l

6. í z̨°¡∫ ã˛yê≈̨  Óy column  charts í z̨̨ õ Ï̂Îyà# •Î˚ ÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈ çlƒ ı

Ü˛ä §Ù Ï̂Î˚Ó˚ xhs˝ Ï̂Ó˚ ˆí˛ê˛yÓ˚  ˛õ!Ó˚Óï≈̨ l ˆòáy Ï̂lyÓ˚

áä !Ó!Ë˛ß¨ í z̨̨ õyòy Ï̂lÓ˚ Ù Ï̂ôƒ ï%̨ °lyÓ˚ Óƒyáƒy Ü˛Ó˚yÓ˚

xl%¢#°l#
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àä Ü˛ ~ÓÇ á í z̨Ë˛Î˚•z

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛yl!ê˛•z lÎ˚–

7. Doughnut  ã˛yê≈̨ §Ù)•

Ü˛ä ~ Ï̂Ü˛Ó˚ x!ôÜ˛ ˆí˛ê˛y !§!Ó˚ç Ó˚̂ ÏÎ˚̂ ÏSÈ–

áä ˛õy•z ã˛y Ï̂ê≈̨ Ó˚ §!•ï˛ ï%̨ °ly Ï̂Îyàƒ

àä Ü˛ ~ÓÇ á í z̨Ë˛ Ï̂Î˚•z

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛yl!ê˛•z lÎ˚–

8. !mÙy!eÜ˛ @˝ÃyÊ˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈñ ÈüÈÈüÈÈüÈÈüÈÈüÈÈüÈ x«˛ ~ÓÇ !eÙy!eÜ˛ @˝Ãy Ï̂Ê˛ ÈüÈÈüÈÈüÈÈüÈ x«˛G ÓƒÓ•yÓ˚ Ü˛Ó˚y
•Î˚–

Ü˛ä Category, Value, Vertical

áä Horizontal, vertical, depth

àä Category, value, series

âä á ~ÓÇ à í z̨Ë˛Î˚•z–

9. ~ Ï̂:° fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó ã˛yê≈̨ Ï̂Ü˛ ˛õ%lÓ˚yÎ˚ xAÜ˛l Ü˛ Ï̂Ó˚ ÈüÈÈüÈÈüÈÈüÈ

Ü˛ä Î!ò ˆí˛ê˛y Ï̂ï˛ ˆÜ˛yl ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y •Î˚

áä ˆí˛ê˛y ˆ◊!îÓ˚ Ù Ï̂ôƒ Î!ò ˆÜ˛y Ï̂ly ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y • Ï̂°

àä Ü˛ ~ÓÇ á í z̨Ë˛Î˚•z

âä í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛y Ï̂ly!ê˛•z lÎ˚–

10. Legend ã˛y Ï̂ê≈̨ Ó˚ í z̨̨ õÓ˚ ˛õ%lÓ˚yÎ˚ xÓfiÌyl Ü˛Ó˚y ÎyÎ˚ ı

Ü˛ä ˆÎ ˆÜ˛yl fiÌy Ï̂l

áä ˆÜ˛Ó°Ùye í˛yl !ò Ï̂Ü˛

àä X-x Ï̂«˛Ó˚ l# Ï̂ã˛Ó˚ !ò Ï̂Ü˛

âä ˆÜ˛Ó°Ùye ˆÜ˛ÔîyÎ˚–

11. ˆÜ˛yl ã˛yê≈̨  í z̨̨ õyòyl!ê˛ ã˛y Ï̂ê≈̨ Ó˚ l# Ï̂ã˛Ó˚ ˆí˛ê˛y Ùyl ~ÓÇ !ÓË˛yàà%̂ Ï°yÓ˚ !Ó¢ò !ÓÓÓ˚î ˆòÎ˚ ı

Ü˛ä Data Point

áä Data Lebels

àä Data Marker

âä Data Table

12. ˆÜ˛yl Ü˛Ùyu˛ ˛ê˛ƒyÓ ˆÌ Ï̂Ü˛ ã˛y Ï̂ê≈̨ Ó˚ x Ï̂«˛Ó˚ xyÜ˛yÓ˚ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y •Î˚

Ü˛ä Home

áä Insert

àä Format

âä Design
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13. ~à%̂ Ï°yÓ˚ Ù Ï̂ôƒ ˆÜ˛yl!ê˛ ˛õ%̂ ÏÓ˚y˛õ%!Ó˚ ã˛y Ï̂ê≈̨ Ó˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛ lÎ˚ ⁄

Ü˛ä Trends  §ly=˛Ü˛Ó˚î

áä Ùyl !lÓ≈yã˛l Ü˛Ó˚y

àä Patterns §ly=˛Ü˛Ó˚î

âä ï%̨ °ly Ü˛Ó˚y

14. ï%̨ !Ù Î!ò ˆÜ˛yl ã˛yê≈̨  xÓ Ï̂ç Ï̂QÓ˚ í z̨̨ õÓ˚ !ò Ï̂Î˚ Ùyí z̨§ ˆâyÓ˚yG ï˛ Ï̂Ó ï%̨ !Ù Ü˛# ˆòá Ï̂ï˛ ˛õy Ï̂Ó⁄

Ü˛ä Key Tip

áä Sereen Tip

àä Chart Tip

âä Cahrt Key

15. Chart Tools Format tabÈüÈ~Ó˚ ˆÜ˛yl @˝Ã%̨ õ!ê˛ !lÓ≈y!ã˛ï˛ í z̨̨ õyòyl!ê˛Ó˚ lyÙ ˆòáyÎ˚⁄

Ü˛ä Arrange Objects

áä Chart Object

àä Choose Selection

âä  Current Selection

2. !l¡¨!°!áï˛ ≤ÃŸ¿à%̂ Ï°yÓ˚ í z̨_Ó˚ òyG

1. ã˛yê≈˛ ~ÓÇ @˝ÃyˆÏÊ˛Ó˚ §ÇK˛y òyG  ~ÓÇ ~à%ˆÏ°y !Ü˛Ë˛yˆÏÓ ÓƒÓ§y!Î˚Ü˛ !§Âôyhs˝@˝Ã•ˆÏî í˛z˛õˆÏÎyà# ï˛y í˛zˆÏÕ‘á
Ü˛ Ï̂Ó˚y–

2. Ü˛°yÙ ã˛yê≈̨ ñ ˛õy•z ã˛yê≈̨  ~ÓÇ °y•zl ã˛y Ï̂ê≈̨ Ó˚ ÓƒÓ•yÓ˚ ~ÓÇ í ẑ̨ Ïj¢ƒ !°á–

3. Data Series, Legend  ~ÓÇ Data labels §¡õ Ï̂Ü≈̨  Óî≈ly Ü˛Ó˚–

4. ˛ õy•z ã˛yê≈̨ ñ °y•zl ã˛yê≈̨  ~ÓÇ Ü˛°yÙ ã˛y Ï̂ê≈̨ Ó˚ Ù Ï̂ôƒ ˛õyÌ≈Ü˛ƒ !lÓ)̨̊ õî Ü˛Ó˚–

5. ˛ ã˛yê≈̨  ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ çlƒ ~ Ï̂: Ï̂°Ó˚ ÓƒÓ•yÓ˚ Óî≈ly Ü˛Ó˚–

6. ~Ü˛!ê˛ ã˛yê≈̨ Ï̂Ü˛ §Ó˚y Ï̂lyñ ˛õ%lÓ˚yÎ˚ xyÜ˛yÓ˚ ˆòGÎ˚y G ˛õ)Ó≈fiÌy Ï̂l !Ê˛!Ó˚̂ ÏÎ˚ xylyÓ˚ ˛õò Ï̂«˛˛õà%̂ Ï°y Óî≈ly Ü˛Ó˚⁄

7. ã˛y Ï̂ê≈̨ Ó˚ Percentage Ü˛# í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚ ~ÓÇ Ü˛#Ë˛y Ï̂Ó ~!ê˛ §Ê‰̨ ê˛GÎ˚ƒyÓ˚ myÓ˚y àîly Ü˛Ó˚y •Î˚⁄

8. ˛ õyÌ≈Ü˛ƒ !l Ï̂ò≈¢ Ü˛Ó˚ ı

Ü˛ä Area, XY ã˛yê≈̨  ~ÓÇ dought nut

Ü˛ä !mÙy!eÜ˛ ã˛yê≈̨  ~ÓÇ !eÙy!eÜ˛ ã˛yê≈̨

9. ˛õy•z ã˛yê≈̨  Ó° Ï̂ï˛ Ü˛# ˆÓyV˛ ~ÓÇ ˛õy•z ã˛y Ï̂ê≈̨  percentage values Ó° Ï̂ï˛ Ü˛# ˆÓyV˛yÎ˚ ⁄

10. ~ Ï̂:°  ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ≤Ã›ï˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ ~Ó)̨̊ õ !Ó!Ë˛ß¨ ã˛yê≈̨ à%̂ Ï°y §¡õ Ï̂Ü≈̨   ˆ° Ï̂áy–



ÓƒÓ§y!Î˚Ü˛ ˆí˛ê˛yÓ˚ çlƒ @˝ÃyÊ˛ ~ÓÇ ã˛yê≈̨ §Ù)•

123

3. ò«˛ï˛yÓ˚ ˛õÎ≈y Ï̂°yã˛ly

A. GÎ˚yÜ≈̨ !¢ Ï̂ê˛ ̂ í˛ê˛y ̨õ)Ó˚̂ ÏîÓ˚ ̨õ Ï̂Ó˚ ~Ü˛!ê˛ ̂ ê ∆̨u˛ ã˛yê≈̨  ̃ ï˛!Ó˚ Ü˛ Ï̂Ó˚y–
åË˛yÓ˚̂ Ïï˛Ó˚ çl§Çáƒy‡Ó˚y Ï̂çƒÓ˚ çl§Çáƒy !Ù!°Î˚̂ Ïl ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly • Ï̂Óä

˛õ%Ó%̊£Ï (1) ˛Ù!•°y (2)  ˆÙyê˛ (3)

!¢!«˛ï˛ x!¢!«˛ï˛ !¢!«˛ï˛ x!¢!«˛ï˛ !¢!«˛ï˛ x!¢!«˛ï˛

2001

2002

2003

2004

2005

2006

2007

2008

ˆlyê˛ ı ˆÙyê˛ !¢!«˛ï˛ ù ˛õ%Ó%̊£Ï !¢!«˛ Ï̂ï˛Ó˚ Ùyl � Ù!•°y !¢!«˛ Ï̂ï˛Ó˚ Ùyl
ˆÙyê˛ x!¢!«˛ï˛ ù ˛õ%Ó%̊£Ï x!¢!«˛ Ï̂ï˛Ó˚ Ùyl � Ù!•°y x!¢!«˛ Ï̂ï˛Ó˚ Ùyl

b. í z̨̨ õ Ï̂Ó˚Ó˚ ˆê˛!Ó Ï̂°Ó˚ ˆÙyê˛ hflÏ̂ ÏΩ˛Ó˚ åhflÏΩ˛ ly¡∫yÓ˚ÈüÈ3ä ˆí˛ê˛y ï%̨ °ly Ü˛Ó˚yÓ˚ çlƒ ~Ü˛!ê˛ ˛õy•z ã˛yê≈̨   ˜ï˛!Ó˚
Ü˛ Ï̂Ó˚y–

c. ˛ õ,ÌÜ˛ ˛õ,ÌÜ˛ Ë˛y Ï̂Ó ≤Ã!ï˛!ê˛ ˛õ%Ó%̊£Ïñ Ù!•°y ~ÓÇ ˆÙy Ï̂ê˛Ó˚ çlƒ ~Ü˛!ê˛ ˆê ∆̨u˛ ã˛yê ≈̨ ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚y–
d. ˛ õ,ÌÜ˛Ë˛y Ï̂Ó í z̨̨ õ Ï̂Ó˚Ó˚ ≤Ã Ï̂ï˛ƒÜ˛ å˛õ%Ó%̊£Ïñ Ù!•°y ~ÓÇ ˆÙyê˛ä ˆí˛ê˛yÓ˚ çlƒ G !¢!«˛ï˛ G x!¢!«˛ Ï̂ï˛Ó˚  çlƒ

~Ü˛!ê˛ Ü˛°yÙ ã˛yê≈̨  ≤Ã›ï˛ Ü˛ Ï̂Ó˚y–
e. 10!ê˛ !Ó!Ë˛ß¨ plot area ÎÌyÜ ̨ Ï̂Ù 5,7,8,9,8,10,4,5,7 ~ÓÇ 3 ˆ•Q Ï̂Ó˚Ó˚ çlƒ ˛õy•z ã˛yê ≈̨ ~ÓÇ Ü˛°yÙ

ã˛yê≈̨  ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚y–
f. ˆï˛yÙyÓ˚ ¢• Ï̂Ó˚Ó˚ 2007-08 Ó Ï̂£Ï≈ RTO !í˛˛õyê≈̨ Ï̂Ù Ï̂rê˛ !lÓrôlÜ,̨ ï˛ ÎylÓy• Ï̂lÓ˚ !l¡¨!°!áï˛ ̂ í˛ê˛yà%̂ Ï°yÓ˚

˛ õy•z ã˛yê≈̨  ≤Ã›ï˛ Ü˛ Ï̂Ó˚y–

g. !l¡¨!°!áï˛ ̂ í˛ê˛yà%̂ Ï°yÓ˚ çlƒ ~Ü˛!ê˛ Ü˛°yÙ ã˛yê≈̨  ≤Ã›%ï˛ Ü˛ Ï̂Ó˚y ı

Vehicle Bus Trucks Auto Rixa Cars Two    Heavy

Type Wheelers Vehicles

Number of 575 5889 12345 9765 23456 65

Vehicles

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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í z̨_Ó̊Ùy°y

1. â 2. á 3. Ü˛ 4. á 5. à 6. c

7. à 8. à 9. à 10. Ü˛ 11. á 12. a

13. á 14. à 15. â



ACCOUNTING SOFTWARE PACKAGE : TALLY

5

~•z xôƒyÎ˚!ê˛ xôƒÎ˚ˆ ÏlÓ˚ ˛õÓ˚ ˆï˛yÙÓ˚y
!l¡¨!°!áï˛ ˆ«˛ˆ Ïe !•§yÓ!lÜ˛y¢Ü˛Ó˚î
§Êê˛GÎ˚ƒyÓ˚ ê˛ƒy!° ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ §ÙÌ≈ • Ï̂Óı
• !•§y Ï̂ÓÓ˚ Ó•z á%° Ï̂ï˛–
• °yË˛ÈüÈ«˛!ï˛Ó˚ !•§yÓ Ù%oî Ü˛Ó˚̂ Ïï˛–
• !l!ò≈T˛ !ò Ï̂lÓ˚ í z̨mï≈̨  ˛õe Ù%oî Ü˛Ó˚̂ Ïï˛
• !l!ò≈T˛ !ò Ï̂lÓ˚ ÓƒyÇÜ˛ §Ùß∫Î˚ §yôÜ˛ !ÓÓÓ˚î#

≤Ã›ï˛ Ü˛Ó˚̂ Ïï˛–
• !•§yÓ!lÜ˛y¢Ü˛Ó˚î MIS ≤Ã!ï˛ˆÏÓòl Ù%oî

Ü˛Ó˚ˆÏï˛–

xyÙÓ˚y ˛õ)Ó≈Óï˛#≈ xôƒyÎ˚à%̂ Ï°y Ï̂ï˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚̂ Ïî Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ ÓƒÓ•y Ï̂Ó˚Ó˚
!Ó!Ë˛ß¨ !òÜ˛ !l Ï̂Î˚ xy Ï̂°yã˛ly Ü˛ Ï̂Ó˚!SÈ– ~áy Ï̂lñ xyÙÓ˚y §yôyÓ˚î ò%!ê˛ !•§yÓ!lÜ˛y¢
§Êê˛GÎ˚ƒyÓ˚ ˛õƒyˆÏÜ˛ˆÏçÓ˚ ÙˆÏôƒ ~Ü˛!ê˛ §¡õˆÏÜ≈˛ xyˆÏ°yã˛ly Ü˛Ó˚Óñ Îy ≤ÃyÎ˚¢•z
ÓƒÓ§y!Î˚Ü˛ ≤Ã Ï̂Î˚yàà%̂ Ï°y Ï̂ï˛ ÓƒÓ•,ï˛ •Î˚– ~à%̂ Ï°y •° Tally solution Pvt.

Ltd  myÓ˚y Tally 9.0 ~ÓÇ Tata Consultancy Service~Ó˚ myÓ˚y Ex Next

Generation ~•z xôƒy Ï̂Î˚Ó˚ í ẑ̨ Ïj¢ƒ ̂ Ü˛ylG !•§yÓ!lÜ˛y Ï̂¢Ó ̨õƒy Ï̂Ü˛ç ̂ ¢áy Ï̂ly
lÎ˚ñ ï˛ˆÏÓ !•§yÓ!lÜ˛y¢ §Êê˛GÎ˚ƒyÓ˚à%ˆÏ°yÓ˚ ˜Ó!¢T˛ƒà%ˆÏ°yÓ˚ Ü˛#Ë˛yˆÏÓ ~•z
˛õƒy Ï̂Ü˛çà%̂ Ï°yÓ˚ ≤Ã!ï˛!ê˛ Ï̂ï˛ ≤Ã Ï̂Î˚yà Ü˛Ó˚y •Î˚ Ï̂§!ò Ï̂Ü˛ ò,!T˛ !lÓÂô Ü˛Ó˚y –

Tally Accounting Package ÈüÈ~Ó˚ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛
§¡õ!Ü≈̨ ï˛ !Ó!Ë˛ß¨ Ù!í˛í z̨° Ó˚̂ ÏÎ˚̂ ÏSÈ– !•§yÓ!lÜ˛y¢Ü˛Ó˚î ã˛ Ï̂Ü ̨ Ó˚ !Ó!Ë˛ß¨ ôy˛õ Ü˛#Ë˛y Ï̂Ó
ï˛yÓ˚ ≤ÃÓyˆÏ• xhs˝Ë%≈˛=˛ Ü˛Ó˚y ÎyÎ˚ ï˛yG ~!ê˛ Óî≈ly Ü˛ˆÏÓ˚– ~SÈyí˛¸yG ~!ê˛
!•§yÓ!lÜ˛y¢Ü˛Ó˚î ã˛ Ï̂Ü ̨ Ó˚ ÙylÓ#Î˚ ˛õÎ≈y Ï̂Î˚Ó˚ §y Ï̂Ì ≤Ã!ï˛!ê˛ Ù!í˛í z̨° §¡õÜ≈̨  !lî≈Î˚
Ü˛ Ï̂Ó˚ ~ÓÇ Ü˛#Ë˛y Ï̂Ó ≤Ã!ï˛!ê˛ Ù!í˛í ẑ̨ Ï°Ó˚ ˆ¢ Ï̂£Ï ≤Ã!ï˛ Ï̂Óòlà%̂ Ï°y ≤Ã›ï˛ Ü˛Ó˚y ÎyÎ˚
ï˛yG Óî≈ly Ü˛ Ï̂Ó˚–

!•§yÓ!lÜ˛y¢Ü˛Ó˚î §Êê˛GÎ˚ƒy Ï̂Ó˚Ó˚ ̃ Ó!¢T˛ƒ
(Features of accounting software):

ê˛ƒy!° •° !•§yÓ ~ÓÇ Ùç%ï˛ ÓƒÓfiÌy˛õlyÓ˚ §Êê˛GÎ˚ƒyÓ˚ ÎyÓ˚ xyÓ˚G
x Ï̂lÜ˛ ˜Ó!¢T˛ƒ Ó˚̂ ÏÎ˚̂ ÏSÈ– ~•z §Êê˛GÎ˚ƒyÓ˚!ê˛Ó˚ §Ó≈̂ Ï¢£Ïï˛Ù §ÇflÒÓ˚î ê˛ƒy!° 9 ~Ó˚
§y•y Ï̂Îƒ ˆï˛yÙÓ˚y ˛õyÓ˚̂ ÏÓÈüüüÈ
1.  §ÙhflÏ ˆÙÔ!°Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ≤Ã!Ü ̨ Î˚y Ü˛Ó˚̂ Ïï˛–

2.  ˆï˛yÙÓ˚y Ùç%ï˛ ˛õ!Ó˚ã˛y°ly Ü˛Ó˚̂ Ïï˛

3.  Ü˛y Ï̂çÓ˚ ÓƒÎ˚ !lô≈yÓ˚î Ü˛Ó˚̂ Ïï˛

4.  ˆÓï˛ Ï̂lÓ˚ ÓƒÓfiÌy Ü˛Ó˚̂ Ïï˛

§)ã˛ly (Introduction)!¢ál í ẑ̨ Ïj¢ƒ§Ù)•

!•§yÓ!lÜ˛y¢Ü˛Ó̊ Ï̂îÓ̊ §Êê˛GÎ̊ƒyÓ̊ ˛
õƒy Ï̂Ü˛ç ı ê˛ƒy!°
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!ã˛e 5.1 ê˛ƒy!° §Êê˛GÎ˚ƒyÓ˚

5.  ˜òl!®l Ü˛y Ï̂çÓ˚ çlƒ í z̨̨ õ Ï̂Îyà# Ó•% §ÇáƒÜ˛ MIS (Management Information SystemÈüÈÓƒÓfiÌy˛õly
ï˛Ìƒ ˛õÂô!ï˛ä ≤Ã!ï˛ Ï̂Óòl ˆ˛õ Ï̂ï˛–

6.  ˆï˛yÙÓ˚y Ü˛Ó˚ òy!á°y ≤Ã!ï˛ Ï̂Óòl ˆÎÙlñ í z̨mï≈̨  ˛õe ˜ï˛!Ó˚ Ü˛Ó˚yñ °yË˛ ~ÓÇ «˛!ï˛Ó˚ !ÓÓÓ˚î#ñ VAT (Value

Added TaxÈüÈÙ)°ƒÎ%=˛ Ü˛Ó˚ä Ê˛Ù≈ñ TDS (Tax Deducted at Source- í z̨Í Ï̂§ Ü˛Ó˚ Ü˛ï ≈̨lä ≤Ã!ï˛ Ï̂Óòlñ
˛õ!Ó˚̂ Ï§Óy Ü˛Ó˚ ≤Ã!ï˛ Ï̂Óòl (Servict Tax Returns) e-TDS (Electronic TDSÈüÈ˜Óò%ƒ!ï˛l í z̨Í Ï̂§Ó˚ Ü˛Ó˚
Ü˛ï≈̨ l ≤Ã!ï˛ Ï̂Óòlä ≤Ãï˛ƒÎ˚l Ü˛Ó˚yñ ¢%ÕÒ Ê˛Ù≈ (Excise Forms) FBT ≤Ã!ï˛ Ï̂Óòl ~ÓÇ Ê˛Ù≈§Ù)• ≤Ãï˛ƒÎ˚l
Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ–

7.  !Ó!Ë˛ß¨ ˛õ!Ó˚!fiÌ!ï˛ Ï̂ï˛ Óy Ï̂çê˛ ≤Ã›ï˛ Ü˛Ó˚̂ Ïï˛–
8.  Ó Ï̂Ü˛Î˚y xÌ≈Ó˚y!¢Ó˚ í z̨̨ õÓ˚ §%ò àîly Ü˛Ó˚̂ Ïï˛–
9.  !Ó!Ë˛ß¨ xÓfiÌy Ï̂lÓ˚ í z̨̨ õÓ˚ ï˛Ìƒ ÓƒÓfiÌy˛õly ~ÓÇ ~à%̂ Ï°yÓ˚ ~Ü˛!eÜ˛Ó˚î Ü˛Ó˚y ~ÓÇ xy Ï̂Ó˚y xlƒylƒ ̃ Ó!¢T˛ƒ§Ù)•

!lÎ˚sfî Ü˛Ó˚̂ Ïï˛–

5.1   CASˆÜ˛ fiÌy˛õl Óy •zlfiê˛ Ï̂°¢l Ü˛Ó˚yÓ˚ ˛õò Ï̂«˛˛õ§Ù)•
       (Steps in Installation of CAS) :

Ü˛!¡õí z̨ê˛yÓ˚!Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ̨õÂô!ï˛ fiÌy˛õ Ï̂lÓ˚ çlƒ !l¡¨!°!áï˛ ̨õò Ï̂«˛˛õà%̂ Ï°y ≤Ã Ï̂Î˚yçl#Î˚
1. !§ Ï̂fiê˛Ù åˆÙ!¢ Ï̂lä CD ≤Ã Ï̂Ó¢ Ü˛Ó˚yGñ
2. CD ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂lyÓ˚ ˛õÓ˚ !l¡¨!°!áï˛ ôy˛õ xl%ÎyÎ˚# !ÓÜ˛“ ÓySÈy•z Ü˛Ó˚ ı

Ü˛ä ˆí˛flÒê˛ Į̈̂ õÓ˚ My Computer xy•zÜ˛l ˆÌ Ï̂Ü˛ C: Óy D:  Óy E: í»̨ y•zË˛ ˆÓ Ï̂SÈ lyG–
install.exeˆï˛ í˛yÓ° !Üœ̨ Ü˛ Ü˛Ó˚–
xÌÓy

áä ÓySÈy•z Ü˛Ó˚ start>run> Ê˛y•z° lyÙ ê˛y•z̨ õ Ü˛Ó˚ E:\install.exe.

3. í z̨̨ õ!Ó˚í z̨=˛ ≤Ã!Ü ̨ Î˚yÓ˚ ˛õÓ˚ í z̨•ẑ Ïu˛y Ï̂ï˛ ~!≤’ Ï̂Ü˛¢y Ï̂lÓ˚ !í˛Ê˛Œê˛ í˛y•ẑ ÏÓ˚Ü˛ Ï̂ê˛y!Ó˚§§Ù)•ñ ˆí˛ê˛y ~ÓÇ
Ü˛l!Ê˛ày Ï̂Ó˚¢l á%̂ Ï° Îy Ï̂Ó– ÓƒÓ•yÓ˚Ü˛yÓ˚# Î!ò !í˛Ê˛Œê˛ í˛y•ẑ ÏÓ˚Ü˛ Ï̂ê˛y!Ó˚‡í˛y•ẑ ÏÓ˚Q!Ó˚§Ù)• Ï̂Ü˛ ˛õ!Ó˚Óï≈̨ l
Ü˛Ó˚̂ Ïï˛ ã˛yÎ˚ ï˛y ˛õSÈ®§•z í»̨ y•zË˛ ~ÓÇ Ê˛y•ẑ Ï°Ó˚ lyÙ ‡í˛y•ẑ ÏÓ˚Q!Ó˚ lyÙ ≤Ãòyl Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–
í z̨òy•Ó˚î!•§y Ï̂Óñ C:\accounting software (default name) ~Ó˚ ̨õ!Ó˚Ó Ï̂ï≈̨  D:\software name

ˆ°áy ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–
4.  installÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ̂ òá Ï̂Ó •zlfiê˛ Ï̂°¢l ≤Ã!Ü ̨ Î˚y ¢%Ó%̊ • Ï̂Î˚ ̂ Ïà Ï̂SÈ– !•§yÓ!lÜ˛y¢Ü˛Ó˚î §Êê˛GÎ˚ƒyÓ˚

§Ê˛° •zlfiê˛ Ï̂°¢lÈüÈ~Ó˚ Óyï≈̨ y ≤Ãò¢≈l Ü˛Ó˚̂ ÏÓñ ï˛yÓ˚̨ õÓ˚ CDÈüÈˆÜ˛ ˆÓÓ˚ Ü˛ Ï̂Ó˚ ˆlGÎ˚y Îy Ï̂Ó–

5.2 !•§yÓ!lÜ˛y¢Ü˛Ó˚î §Êê˛GÎ˚ƒy Ï̂Ó˚Ó˚ ÓƒÓ•yÓ˚ (Use of Accounting software) :

ê˛ƒy!° •° ~Ü˛!ê˛ Ó•%° ÓƒÓ•,ï˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î §Êê˛GÎ˚ƒyÓ˚ Îy ˆÎ ˆÜ˛yl xyÜ˛y Ï̂Ó˚Ó˚ §ÇfiÌyÓ˚ çlƒ Ó%Ü˛ !Ü˛!˛õÇ
~Ó˚ í ẑ̨ Ïj Ï̂¢ƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– !•§yÓ!lÜ˛y¢Ü˛Ó˚î §Êê˛GÎ˚ƒyÓ˚ ê˛ƒy!° Ï̂ï˛ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚y !•§y Ï̂ÓÓ˚ ˆÎ
ˆÜ˛yl fl∫ï˛sf ˆ§ê˛ ÓçyÎ˚ Ó˚yáyÓ˚ çlƒ ~Ü˛!ê˛ ˆÜ˛y¡õy!lñ xÇ¢#òy!Ó˚ Ê˛yÙ≈ñ ˆÜ˛yl Óƒ!=˛ xÌÓy ~Ùl!Ü˛ ~Ü˛!ê˛
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!ã˛e 5.2 : Gateway of Tally

¢yáyÓ˚ !•§yÓ ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓl– ê˛ƒy!°Ó˚ §y Ï̂Ì Ü˛yç Ü˛Ó˚̂ Ïï˛ • Ï̂° ≤ÃÌ Ï̂Ù Gateway of Tally !ò Ï̂Î˚ ¢%Ó%̊
Ü˛Ó˚ˆÏï˛ •ˆÏÓ Ü˛yÓ˚î ~!ê˛•z •° §Êê˛GÎ˚ƒyÓ˚!ê˛Ó˚ !lÎ˚sfî ˆÜ˛w– ~ál xyÙÓ˚y l#ˆÏã˛ Gateway of TallyÈüÈ~Ó˚
!Ó!Ë˛ß¨ í z̨̨ õyòylà%̂ Ï°y Óƒyáƒy Ü˛Ó˚Ó–

5.2.1 Gateway of Tally :

Gateway of Tally •° ê˛ƒy!°Ó˚ !lÎ˚sfî ˆÜ˛w– !l¡¨!°!áï˛à%̂ Ï°y Gateway-~Ó˚ í z̨̨ õyòyl§Ù)• å!ã˛e ÈüÈ5.2ä–

• ˛ õ Ï̂îƒÓ˚ ï˛Ìƒ (Product info) : §Êê˛GÎ˚ƒy Ï̂Ó˚Ó˚ lyÙ G ï˛yÓ˚ §ÇflÒÓ˚î åversionä åˆÎÙl ı ê˛ƒy!°9.0ä

• xyl%Ë)̨ !ÙÜ˛ Óyê˛l ÓyÓ˚ (Horizontal Button Bar) : ~ Ï̂ï˛ •ê˛ Ü˛# §• Óyê˛ Ï̂lÓ˚ ò%!ê˛ ˆ§ê˛ Ó˚̂ ÏÎ˚̂ ÏSÈ–

§ ≤Ã!ï˛ Ï̂Óòl ˛õ!Ó˚ã˛y°ly (Report management) : Ù%oîñ •zÈüÈˆÙ•z° •zï˛ƒy!ò–

§ Ë˛y£Ïy (Language): ≤Ãò¢≈̂ ÏlÓ˚ çlƒ Ë˛y£Ïy !lô≈yÓ˚î Ü˛Ó˚̂ Ïï˛–

• Óï≈̨ Ùyl xÓfiÌy (Currrent status) : ~Ó˚ xÌ≈ Óï≈̨ Ùyl ï˛y!Ó˚áñ Óï≈̨ Ùyl §ÙÎ˚Ü˛y°ñ !lÓ≈y!ã˛ï˛
§ÇfiÌy •zï˛ƒy!ò–

• ê˛ƒy!° ˆÙl% (Tally Menu) : ê˛ƒy!° ˆÙl%Ó˚ Gateway !fl; Ï̂lÓ˚ í˛yl xÇ Ï̂¢ !ÓÜ˛“à%̂ Ï°yÓ˚ ï˛y!°Ü˛y
ˆòáyÎ˚– ˆÜ˛yl Ü˛yç ¢%Ó%̊ Ü˛Ó˚yÓ˚ çlƒ xyÙÓ˚y ~Ü˛!ê˛ ˛õò Óy xy•ẑ Ïê˛Ù !lÓ≈yã˛l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–

• í z̨°¡∫ Óyê˛l ÓyÓ˚ (Vertical Button Bar): !Ó!Ë˛ß¨ !ÓÜ˛“ ~ÓÇ Ü˛yÎ≈à%̂ Ï°y Ï̂ï˛ o%ï˛ ~ÓÇ §Ó˚y§!Ó˚
ÓƒÓ•yÓ˚ §Ó˚ÓÓ˚y• Ü˛Ó˚̂ Ïï˛ ~•z Óyê˛l ÓyÓ˚!ê˛ Ê˛yÇ¢l Ü˛#‡ •ê˛ Ü˛# §• ˆÓ¢ Ü˛ Ï̂Î˚Ü˛!ê˛ Óyê˛l ˆòáyÎ˚–
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Starting date

of the period

Ending date

of the period
Current date

!ã˛e 5.3 : §ÙÎ˚Ü˛y° ~ÓÇ òy!á°yÓ˚ ï˛y!Ó˚á

!ã˛e 5.4 §!Ü ̨ Î˚ ~ÓÇ !lÓ≈y!ã˛ï˛ §ÇfiÌy§Ù)•

• ê˛ƒy!° Ü˛ƒy°Ü%̨ Ï̂°ê˛Ó˚ ‡ Ü˛Ùy[˛ °y•zl (Tally Calculator/Command line) :

ê˛ƒy!°Ó˚ Ù Ï̂ôƒ Ü˛yç Ü˛Ó˚yÓ˚ §ÙÎ˚ñ Î!ò xyÙÓ˚y Ctrl+NÈüÈ~ ã˛y˛õ !ò•z ï˛ál ày!î!ï˛Ü˛ àîly Ü˛Ó˚yÓ˚ çlƒ
Ü˛ƒy°Ü%̨ Ï̂°ê˛Ó˚ §!Ü ̨ Î˚ •Î˚– ~!ê˛ ˆÎ ˆÜ˛yl ày!î!ï˛Ü˛ Óy §ÇáƒyÓ˚ ˆ«˛ Ï̂eG ≤Ã Ï̂Î˚yà Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

•  Ü˛y Ï̂Ó˚rê˛ !fl;l ÓyÓ˚ (Current Screen Bar) : l# Ï̂ã˛ñ ï%̨ !Ù Ü˛y Ï̂Ó˚rê˛ !fl;l ÓyÓ˚!ê˛ ˛õy Ï̂Ó– ~!ê˛ ˆÎ
Ü˛y Ï̂Ó˚rê˛ !fl;l!ê˛ ≤Ãò!¢≈ï˛ • Ï̂FSÈ ï˛yÓ˚ §¡õ Ï̂Ü≈̨  !ÓÓÓ˚î ≤Ãò¢≈l Ü˛ Ï̂Ó˚–

• Óï≈̨ Ùyl §ÙÎ˚Ü˛y° (Current Period) : Óï≈̨ Ùyl §ÙÎ˚Ü˛y Ï̂° ÓƒÓ•yÓ˚Ü˛yÓ˚# xy!Ì≈Ü˛ ÓSÈÓ˚ ¢%Ó%̊Ó˚ ï˛y!Ó˚á
~ÓÇ xy!Ì≈Ü˛ ÓSÈÓ˚ §Ùy!ÆÓ˚ ï˛y!Ó˚á òy!á°y Óy ≤Ã Ï̂Ó¢ Ü˛ Ï̂Ó˚– !ã˛e 5.3 ~ ÓƒÓ•yÓ˚Ü˛yÓ˚# Ü˛#Ë˛y Ï̂Ó !•§yÓ
§ÙÎ˚Ü˛y Ï̂°Ó˚ ¢%Ó%̊ ~ÓÇ ˆ¢ Ï̂£ÏÓ˚ ï˛y!Ó˚á!ê˛ ~!rê ∆̨ Ü˛Ó˚y •Î˚ ï˛y ˆòáyÎ˚–

•  Óï ≈̨Ùyl ï˛y!Ó˚á (Current Date) : Óï≈̨ Ùyl ï˛y!Ó˚á Ó° Ï̂ï˛ ˆï˛yÙy Ï̂òÓ˚ ˆ¢£Ï Ü˛yç Ü˛Ó˚yÓ˚ ï˛y!Ó˚á Ï̂Ü˛
ˆÓyV˛y Ï̂ly • Ï̂Î˚̂ ÏSÈ– ~!ê˛ ã˛y°yl ï˛y!Ó˚á ly Ï̂ÙG ˛õ!Ó˚!ã˛ï˛– !ã˛e 5.3 ÈüÈ~ GatewayÈüÈÓ˚ ÓyÙ !ò Ï̂Ü˛ ˆï˛yÙÓ˚y
Óï≈̨ Ùyl §ÙÎ˚Ü˛y°ñ ï˛y!Ó˚áñ §!Ü ̨ Î˚ §ÇfiÌy ~ÓÇ !lÓ≈y!ã˛ï˛ §ÇfiÌy §¡õ Ï̂Ü≈̨  !l¡¨!°!áï˛ ï˛Ìƒ ˆ˛õ Ï̂ï˛
˛õy Ï̂Ó˚– å!ã˛e 5.4ä–

• §!Ü ̨ Î˚ ≤Ã!ï˛¤˛yl (Active Company) : Îál ï%̨ !Ù !Ü˛S%È ≤Ã!ï˛¤˛yl !lÓ≈y!ã˛ï˛ Ü˛ Ï̂Ó˚SÈ ï˛ál §Ó≈̂ Ï¢ Ï̂£Ï

!lÓ≈y!ã˛ï˛ ≤Ã!ï˛¤˛yl!ê˛ §!Ü ̨ Î˚ ≤Ã!ï˛¤˛y Ï̂l ˛õ!Ó˚îï˛ •Î˚–

•  !lÓ≈y!ã˛ï˛ ≤Ã!ï˛¤˛yl§Ù)• (Selected Companies): ê˛ƒy!° !lÓ≈y!ã˛ï˛ ≤Ã!ï˛¤˛ylà%̂ Ï°yÓ˚ Ù Ï̂ôƒ ˆ¢ Ï̂£Ï
Ë˛yí z̨ã˛yÓ˚ òy!á°yÓ˚ ï˛y!Ó˚á§• §Ü˛° !lÓ≈y!ã˛ï˛ ≤Ã!ï˛¤˛ylà%̂ Ï°yÓ˚ ï˛y!°Ü˛y ≤Ãò¢≈l Ü˛ Ï̂Ó˚–
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!ã˛e ı ≤Ã!ï˛¤˛yl àë˛l≤Ã!Ü ̨ Î˚y

5.2.2 ≤Ã!ï˛¤˛yl àë˛l≤Ã!Ü ̨ Î˚y (Company Creation) :

Gateway of Tally ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ~Ü˛!ê˛ ≤Ã!ï˛¤˛yl ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ñ !l¡¨!°!áï˛ ˛õò Ï̂«˛˛õà%̂ Ï°y xl%§Ó˚î Ü˛Ó˚ ı
• <Select Cmp> Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚

• ~ál ˆï˛yÙÓ˚y ≤Ã!ï˛¤˛y Ï̂lÓ˚ ï˛Ìƒ ˛õy Ï̂Ó ~ÓÇ ï˛yÓ˚̨ õÓ˚ <Select Company>ÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

• Î!ò ˆï˛yÙÓ˚y <Shut Cmp> !ÓÜ˛“ Ï̂ï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ÌyÜ˛ ï˛ Ï̂Ó ˆï˛yÙÓ˚y <Create Company> ˆï˛ !Üœ̨ Ü˛
Ü˛Ó˚–

ê˛ƒy!° Ï̂ï˛ ~Ü˛!ê˛ ≤Ã!ï˛¤˛y Ï̂lÓ˚ ̂ ≤ÃyÊ˛y•z° ̃ ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ñ Company Creation  !fl;î ̂ ˛õ Ï̂ï˛ å!ã˛e 5.6ä Company

info menu å!ã˛e 5.5äˆï˛ Create CompanyÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–
≤Ã!ï˛¤˛yl ˜ï˛!Ó˚Ó˚ !fl; Ï̂l å!ã˛e 5.6ä ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ ï˛Ìƒ ˛õ)Ó˚î Ü˛Ó˚̂ Ïï˛ ˛• Ï̂Ó–

• ≤Ã!ï˛¤˛y Ï̂lÓ˚ lyÙ (Company Name) :  Name field ÈüÈ~Ó˚ Ù Ï̂ôƒ ≤Ã!ï˛¤˛y Ï̂lÓ˚ lyÙ !°á– ~•z lyÙ!ê˛
§Ê˛° !lÓ≈y!ã˛ï˛ ≤Ã!ï˛¤˛y Ï̂lÓ˚ ï˛y!°Ü˛yÎ˚ ~ÓÇ xyË˛ƒhs˝Ó˚#î l!Ì˛õ Ï̂eÓ˚ Ù Ï̂ôƒ ≤Ãò!¢≈ï˛ • Ï̂Ó–

• ≤Ã!ï˛¤˛y Ï̂lÓ˚ í˛yÜ˛ !ë˛Ü˛yly (Company mailing Address) : Name fieldÈüÈ~Ó˚ Ù Ï̂ôƒ ≤Ã!ï˛¤˛y Ï̂lÓ˚
lyÙ !°á å≤Ã!ï˛¤˛y Ï̂lÓ˚ lyÙÈüÈ~Ó˚ lƒyÎ˚ä Îy §Ê˛° ≤ÃÜ˛yÓ˚ñ Óy!•ƒÜ˛ l!Ì˛õ Ï̂e Ù%!oï˛ Ü˛ Ï̂Ó˚–

•  ≤Ã!ï˛¤˛y Ï̂lÓ˚ !ë˛Ü˛yly (Company Address) : ≤Ã!ï˛¤˛y Ï̂lÓ˚ §¡õ)î≈ í˛yÜ˛ !ë˛Ü˛yly ˛õÓ˚̨ õÓ˚ !°á Óy
~rê˛yÓ˚ Ü˛Ó˚ Îy ≤Ã!ï˛¤˛y Ï̂lÓ˚ xyË˛ƒhs˝Ó˚#î G Óy!•ƒÜ˛ l!Ì Ï̂ï˛ í ẑ̨ ÏÕ‘!áï˛ Ó˚̂ ÏÎ˚̂ ÏSÈ–
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!ã˛e ı ≤Ã!ï˛¤˛yl àë˛l ≤Ã!Ü ̨ Î˚yÓ˚ !fl;l ‡ ˛õò≈y

•  xyÎ˚Ü˛Ó˚ l¡∫Ó˚ (I.T. Number) :  xyÎ˚Ü˛Ó˚ !ÓË˛yà Ü˛ï,≈̨ Ü˛ ÓÓ˚yjÜ,̨ ï˛ xyÎ˚Ü˛Ó˚ l¡∫Ó˚ !°á Óy ~rê˛yÓ˚
Ü˛Ó˚–

•  !•§yÓ!lÜ˛y¢Ü˛Ó˚î Ù!í˛í z̨° (Accounting Module):  ¢%ô%Ùye xy!Ì≈Ü˛ !•§yÓ!lÜ˛y¢à%̂ Ï°y ÓçyÎ˚
Ó˚yá Ï̂ï˛ Maintain, field ÈüÈ~ Accounts only ÈüÈˆÜ˛ !§ Ï̂°Q Óy ˆÓ Ï̂SÈ lyG–

•  xy!Ì≈Ü˛ ÓSÈÓ˚ (Financial year) :  Financial year-field- xy!Ì≈Ü˛ ÓSÈÓ˚ ¢%Ó%̊Ó˚ ~ÓÇ ̂ ¢ Ï̂£ÏÓ˚ ï˛y!Ó˚á
!°á Óy ~rê˛yÓ˚ Ü˛Ó˚–

•  ≤Ã!ï˛¤˛y Ï̂lÓ˚ ˆ≤ÃyÊ˛y•z° §ÇÓ˚«˛î‡ˆ§•zÊ˛ Ü˛Ó˚y (Saving the Company Profile) : xÓ Ï̂¢ Ï̂£Ï
ê˛ƒy!°ñ ≤Ã!ï˛¤˛y Ï̂lÓ˚ ˆ≤ÃyÊ˛y•z°!ê˛ §ÇÓ˚«˛î‡ˆ§•zË˛ Ü˛Ó˚yÓ˚ !lŸã˛Î˚ï˛yÓ˚ çlƒ ˆï˛yÙy Ï̂òÓ˚̂ ÏÜ˛ !çK˛y§y Ü˛Ó˚̂ ÏÓ–
ê˛ƒy!° ≤Ã!ï˛¤˛y Ï̂lÓ˚ ˆ≤ÃyÊ˛y•z°!ê˛ ˆí˛ê˛y ÓƒyÇ Ï̂Ü˛ §ÇÓ˚«˛î Ü˛Ó˚̂ ÏÓ–

§!Ü ̨ Î˚ ≤Ã!ï˛¤˛yl !lÓ≈yã˛l‡ÓySÈy•z ~ÓÇ Gateway of Tally ˆÌ Ï̂Ü˛ ¢%Ó%̊ Ü˛Ó˚y
(Selection of active company and start from Gateway of Tally) :

§Ó≈̂ Ï¢ Ï̂£Ï !lÓ≈y!ã˛ï˛ ≤Ã!ï˛¤˛yl!ê˛ å!ã˛e 5.2ä §!Ü ̨ Î˚ ≤Ã!ï˛¤˛yl • Ï̂Î˚ ÎyÎ˚ ~ÓÇ ˙ ≤Ã!ï˛¤˛yl!ê˛ GatewayÈüÈÓ˚ !fl; Ï̂l
Bold x«˛ Ï̂Ó˚ ≤Ãò!¢≈ï˛ •Î˚ ~ÓÇ ï˛ál xyÙÓ˚y !•§y Ï̂ÓÓ˚ ã˛yê≈̨  å!ã˛e 5.7ä ≤Ã›ï˛ Óy ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–
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!ã˛e 5.7 ı §!Ü ̨ Î˚ ≤Ã!ï˛¤˛y Ï̂lÓ˚ çlƒ ˆí˛ê˛y ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂lyÓ˚ !ÓÜ˛ Ï̂“Ó˚ !lÓ≈yã˛l

5.2.3  !•§yÓ§Ù)̂ Ï•Ó˚ ã˛yê≈̨  (Chart of Accounts) :

!•§yÓ§Ù)̂ Ï•Ó˚ ã˛yê≈̨  •° í z̨mï≈̨ ˛õ Ï̂eÓ˚ òyÎ˚ G §¡õ Ï̂òÓ˚ ~ÓÇ °yË˛ÈüÈ«˛!ï˛Ó˚ !•§y Ï̂ÓÓ˚ xyÎ˚ G Óƒ Ï̂Î˚Ó˚ ~Ü˛!ê˛ !ÓË˛yà–
!•§yÓÓ˚«˛î §Êê˛GÎ˚ƒy Ï̂Ó˚ ~•z !•§yÓ§Ù)̂ Ï•Ó˚ ã˛yê≈̨ Ï̂Ü˛ ò%!ê˛ !ÓË˛y Ï̂à Ë˛yà Ü˛Ó˚y •Î˚ñ ÎÌyÈüÈá!ï˛Î˚yl !•§yÓ G !•§y Ï̂ÓÓ˚
!ÓË˛yà–

•  á!ï˛Î˚yl !•§yÓ (Ledger Account) : á!ï˛Î˚yl !•§yÓáyï˛ ~Ü˛•z ≤ÃÜ,̨ !ï˛Ó˚ lyly ≤ÃÜ˛yÓ˚ §Ç!«˛Æ
~ÓÇ§yÙO§ƒ˛õ)î≈ ˆ°lˆÏòl ≤ÃÜ˛y¢ Ü˛ˆÏÓ˚– í˛zòy•Ó˚îfl∫Ó˚)˛õñ á!ï˛Î˚yl !•§yÓáyï˛ ˛õ!Ó˚Ó•î ÓƒÎ˚ ~ÓÇ
ï˛y Ï̂òÓ˚ §Ç!«˛Æ ˆlê˛ ˛õ!Ó˚§Çáƒyl §¡õ!Ü≈̨ ï˛ ˆ°l Ï̂ò Ï̂lÓ˚ ˆ§ê˛ Ï̂Ü˛ í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚– §Ó !•§yÓ!lÜ˛y¢
§ÇÜ ̨ yhs˝ ˆ°l Ï̂òl á!ï˛Î˚yl !•§yÓáy Ï̂ï˛Ó˚ §!•ï˛ §ÇÎ%=˛–

• !•§y Ï̂ÓÓ˚ !ÓË˛yà (Account Group) :  !•§y Ï̂ÓÓ˚ !ÓË˛yà xy Ï̂Ó˚y Ë˛y Ï̂°y ˆÓyV˛y G ÓƒyáƒyÓ˚ çlƒ
Tree Ü˛yë˛y Ï̂Ùyàï˛ Ü ̨ Ù˛õÎ≈yÎ˚ xl%§y Ï̂Ó˚ á!ï˛Î˚yl !•§yÓáyï˛à%̂ Ï°yÓ˚ ≤Ã›!ï˛ ~Ü˛!ê˛ §%!ÓôyçlÜ˛ ̨ õÂô!ï˛–

5.2.3.1 !•§yÓáy Ï̂ï˛Ó˚ !¢ Ï̂Ó˚yly Ï̂ÙÓ˚ hflÏÓ˚!Ólƒy§ (Hierarchy of Account Head) :

!•§yÓ!lÜ˛y¢Ü˛Ó˚î !§ Ï̂fiê˛ Ï̂Ù !•§yÓáyï˛ •° í z̨mï≈̨ ˛õ Ï̂e òyÎ˚ G §¡õ!_ ~ÓÇ °yË˛ÈüÈ«˛!ï˛Ó˚ !•§y Ï̂Ó xyÎ˚ G Óƒ Ï̂Î˚Ó˚
!ÓË˛yçl– ~!ê˛ !•§y Ï̂ÓÓ˚ !ÓË˛yà ~ÓÇ á!ï˛Î˚yl !•§y Ï̂ÓÓ˚ Ü ̨ Ù˛õÎ≈yÎ˚̂ ÏÜ˛ í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚–

5.2.3.2 !•§y Ï̂ÓÓ˚ !ÓË˛yà (Group of Account) :

!•§y Ï̂ÓÓ˚ !ÓË˛yà !•§yÓ!lÜ˛y¢ §ÇÜ ̨ yhs˝ ˆí˛ê˛y !°!˛õÓÂôÜ˛Ó˚î ~ÓÇ §Ç!«˛ÆÜ˛Ó˚̂ ÏîÓ˚ Ü ̨ ÙÓô≈Ùyl !Ólƒy Ï̂§ !Ó˛õ%°
§ÇáƒÜ˛ á!ï˛Î˚yl !•§yÓáyï˛ Ï̂Ü˛ §Çà!ë˛ï˛ Ü˛Ó˚yÓ˚ ~Ü˛!ê˛ ˛õÂô!ï˛–
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!ã˛e  5.8 !•§y Ï̂ÓÓ˚ !ÓË˛yà ~ÓÇ á!ï˛Î˚yl
!•§yÓÓ˚«˛î §Êê˛GÎ˚ƒyÓ˚!ê˛ Ï̂ï˛ ˛õ)Ó≈ !lô≈y!Ó˚ï˛ ˆày¤˛# ~ÓÇ ~•z !ÓòƒÙyl ˆày¤˛# Óy !ÓË˛yàà%̂ Ï°y Ï̂Ü˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y
ÎyÎ˚ ly– !•§yˆÏÓÓ˚ !ÓË˛yàà%ˆÏ°yˆÏÜ˛ 28!ê˛ ˛õ)Ó≈!lô≈y!Ó˚ï˛ ˆày¤˛# Óy !ÓË˛yà Ó˚ˆÏÎ˚ˆÏSÈñ ~•z !ÓË˛yˆÏàÓ˚ ÙˆÏôƒ 15!ê˛
≤ÃyÌ!ÙÜ˛ !ÓË˛yà ~ÓÇ í z̨̨ õ!ÓË˛yà Ó˚̂ ÏÎ˚̂ ÏSÈ–

•  ≤ÃyÌ!ÙÜ˛ !ÓË˛yà (Primary Group) :  ~!ê˛ í z̨mï≈̨ ˛õe ~ÓÇ °yË˛ÈüÈ«˛!ï˛Ó˚ !•§y Ï̂ÓÓ˚ ï˛y!°Ü˛y xl%ÎyÎ˚#
≤Ãôyl !•§yÓáy Ï̂ï˛Ó˚ !¢ Ï̂Ó˚yly Ï̂Ù í z̨̨ õ!ÓË˛yàà%̂ Ï°yÓ˚ ˆ§ Ï̂ê˛Ó˚ ~Ü˛!ê˛ ≤ÃyÌ!ÙÜ˛ !ÓË˛yà–

• í z̨̨ õ!ÓË˛yà (Sub-Group) :  ~Ü˛!ê˛ í z̨̨ õ!ÓË˛yà •° !•§yÓáyï˛à%̂ Ï°yÓ˚ ~Ü˛!ê˛ ̂ §ê˛ Îy §¡õ!Ü≈̨ ï˛ ̂ °l Ï̂ò Ï̂lÓ˚
çlƒ á!ï˛Î˚yl !•§yÓ ˆáy°y •Î˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ xyl§y° Ï̂Ü˛ 1000 ê˛yÜ˛y } Ï̂îÓ˚ ê˛yÜ˛y ˆÊ˛Ó˚̂ Ïï˛Ó˚ ˆ°l Ï̂òl
!°!˛õÓÂô Ü˛Ó˚yÓ˚ çlƒ ≤ÃÌ Ï̂Ù <Loan Liabilities> ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ <List of Ledger> !fl; Ï̂l
ˆòáy Ï̂Ó– ~ Ï̂«˛ Ï̂e xyÙÓ˚y <xyl§y°> ~ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ˆ°l Ï̂òl !°!˛õÓÂô Ü˛Ó˚yÓ˚ çlƒ !•§yÓ!ê˛ á%° Ï̂ï˛
˛õy!Ó˚–

5.2.3.3  í z̨mï≈̨ ˛õ Ï̂eÓ˚ !•§y Ï̂ÓÓ˚ !ÓË˛yà (Account Group of Balance Sheet)

•  òy Ï̂Î˚Ó˚ !•§y Ï̂ÓÓ˚ !ÓË˛yà (Accounts Group of Liabilities)

§§§§§  Ù)°ôl (Capital): Ùy!° Ï̂Ü˛Ó˚ Ù%°ô Ï̂lÓ˚ çlƒ á!ï˛Î˚yl !•§yÓáyï˛ Ù)°ôl !ÓË˛y Ï̂à ˆòáy Ï̂ly ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–
í z̨òy•Ó˚îfl∫Ó)̨̊ õñ xÇ¢#òy Ï̂Ó˚Ó˚ Ù)°ôl !•§yÓáyï˛ñ •zÜ%̨ ƒ•z!ê˛ ˆ¢Î˚yÓ˚ Ù)°ôlñ ˆ≤ÃÊ˛y Ï̂Ó˚™ ˆ¢Î˚yÓ˚ Ù)°ôl–
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§ §!M˛!ï˛ G í z̨m,_ (Reserves and Surplus) :  ~!ê˛ Ù)°ôl !•§y Ï̂ÓÓ˚ ~Ü˛!ê˛ í z̨̨ õÈüÈ!ÓË˛yà– §ÙhflÏ
§!M˛!ï˛à%̂ Ï°y Ù)°ôl !ÓË˛y Ï̂àÓ˚ xô# Ï̂l Ó˚yáy •Î˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õÈüÈ §yôyÓ˚î §!M˛!ï˛ñ Ù)°ôl §!M˛!ï˛ •zï˛ƒy!ò–

• !•§yˆÏÓÓ˚ !ÓË˛yàÈüÈ}îåòyÎ˚§Ù)•ä (Account Group-Loans (Liabilities) : ~ˆÏï˛ !l¡¨!°!áï˛
í z̨̨ õÈüÈ!ÓË˛yàà%̂ Ï°y Ó˚̂ ÏÎ˚̂ ÏSÈ ı

§  çÙy!ï˛!Ó˚=˛ ÓƒyÇÜ˛ }î (Bank overdraft) :  Ü˛!¡õí˛zê˛yÓ˚ ã˛y!°ï˛ !•§yÓÓ˚«˛î ˛õÂô!ï˛ˆÏï˛ ÓƒyˆÏAÜ˛Ó˚
!•§yÓñ çÙy!ï˛!Ó˚=˛ ÓƒyÇÜ˛ }î ~ÓÇ làò ˆÜ ̨ !í˛ê˛ •° } Ï̂îÓ˚ åòyÎ˚ä í z̨̨ õ!ÓË˛yàñ Ü˛yÓ˚î ˜ò!lÜ˛ !Ë˛!_ Ï̂ï˛
çÙy!ï˛!Ó˚=˛ ÓƒyAÜ˛ }î ~ÓÇ làò ˆÜ ̨ !í˛ê˛ !Ü ̨ Î˚yÜ˛°y˛õ ~•z !ÓË˛y Ï̂à ˆòáy Ï̂ï˛ • Ï̂Ó–

§  Órô!Ü˛‡çy!ÙlÎ%=˛ }î (Secured Loan) :  Órô!Ü˛ }î§Ù)• •° §¡õ!_ çy!Ùl myÓ˚y §¡õ)î≈Ë˛y Ï̂Ó
§%Ó˚!«˛ï˛ }î åˆÎÙlÈüÈÓrôÜ˛ñ òyÎ˚Órôlñ çy!ÙlÓ˚yáy •zï˛ƒy!òä ~•z !ÓË˛y Ï̂àÓ˚ xô# Ï̂l !°!˛õÓÂô Ü˛Ó˚y •Î˚–

§  xÈüÈÓrô!Ü˛‡çy!ÙlÙ%=˛ }î (Unsecured Loan) : ~•z ôÓ˚̂ ÏlÓ˚ } Ï̂îÓ˚ çlƒ ˆÜ˛yl çy!Ù Ï̂lÓ˚ ≤Ã Ï̂Î˚yçl
ˆl•z– ~çyï˛#Î˚ } Ï̂îÓ˚ í z̨òy•Ó˚î •° Óy•ẑ ÏÓ˚Ó˚ ˛õ«˛ ˆÌ Ï̂Ü˛ à,•#ï˛ }îñ !l Ï̂ò≈¢Ü˛ñ Órô%ÈüÈÓyrôÓ ~ÓÇ xyd#Î˚
fl∫çl ˆÌ Ï̂Ü˛ à,•#ï˛ }î •zï˛ƒy!ò–

• !•§y Ï̂ÓÓ˚ !ÓË˛yà åã˛°!ï˛ òyÎ˚ä [Accounts Group-(Current liabilities)]

§  ¢%ÕÒ G Ü˛Ó˚ (Duties and Taxes) : ~•z !¢ Ï̂Ó˚yly Ï̂Ù §Ü˛° ¢%ÕÒ G Ü˛Ó˚ñ Îy !ÓÜ ̨ Î˚̨ õ!Ó˚̂ Ï§Óy!ò ~ÓÇ Ü ̨ Ï̂Î˚Ó˚
ˆ°l Ï̂òl§Ù)̂ Ï•Ó˚ Ùyôƒ Ï̂Ù §Ç@˝Ã• Óy ≤Ãòyl Ü˛ Ï̂Ó˚lñ ï˛y ˆòáy Ï̂ly •Î˚–

§  §ÇfiÌyl§Ù)• (Provisions) : ~•z !¢ Ï̂Ó˚yly Ï̂Ù Ë˛!Ó£Ïƒ Ï̂ï˛Ó˚ òyÎ˚ ˛õ)Ó˚̂ ÏîÓ˚ çlƒ §,T˛ §Ü˛° §ÇfiÌyl§Ù)•ñ
ˆÎÙlÈüÈ Ü˛ Ï̂Ó˚Ó˚ çlƒ §ÇfiÌyl ≤ÃhflÏy!Óï˛ °Ë˛ƒyÇ¢ åÎÌyÈüÈÜ%̨ }î •zï˛ƒy!òä ˆòáy Ï̂ly •Î˚–

§  !Ó!Óô ˛õyGlyòyÓ˚ (Sundry creditors) : !Ó!Óô ˛õyGlyòyÓ˚ •° §Ü˛° ÓƒÓ§y §ÇÜ ˛y hs˝
˛õyGlyòyÓ˚‡§Ó˚ÓÓ˚y•Ü˛yÓ˚# ~ÓÇ Óƒ Ï̂Î˚Ó˚ çlƒ  ˛õyGlyòyÓ˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Î!ò ï%̨ !Ù ôy Ï̂Ó˚ Ü ̨ Î˚ Ü˛Ó˚ñ ï˛ál
!Ó!Óô ˛õyGlyòy Ï̂Ó˚Ó˚ çlƒ ~Ü˛!ê˛ á!ï˛Î˚yl !•§yÓ ˜ï˛!Ó˚ Ü˛Ó˚–

§  xlƒylƒ ã˛°!ï˛ òyÎ˚§Ù)• (Other Current liabilities) : xlƒylƒ §ÙhflÏ ã˛°!ï˛ òyÎ˚ !•§yÓ ̂ ÎÙlÈüÈÜ˛Ù≈ã˛yÓ˚#
Ó˚yçƒ Ó#ÙyÓ˚ çlƒ Ü˛Ù≈ã˛yÓ˚#Ó˚ xÓòyl‡Ë˛!Ó£Ïƒ!l!ô‡xy Ï̂Î˚Ó˚ í z̨Í Ï̂§ Ü˛ Ï̂Ó˚Ó˚ SÈyí ¸̨ (TDS) •zï˛ƒy!ò ˆòáy Ï̂ly
•Î˚–

• §¡õ!_Ó˚ !•§y Ï̂ÓÓ˚ !ÓË˛yà (Account Group of Assets)

§ !•§y Ï̂ÓÓ˚ !ÓË˛yà åfiÌyÎ˚# §¡õòä [Accounts Group (Fixed Assets)]

s fiÌyÎ˚# §¡õò (Fixed Assets) fiÌyÎ˚# §¡õòà%̂ Ï°y §Ó˚y§!Ó˚ xfiÌyÓÓ˚ §¡õ!_ ˆÎÙlÈüÈ§_¥ñ ÓƒÓ§y!Î˚Ü˛
§_¥ñ ã˛°Ùyl Ü˛yçñ §%lyÙñ !Ó!”˛Çñ Ü˛°Ü˛∂yñ §Ó˚OyÙñ xy§ÓyÓ ˛õe •zï˛ƒy!ò–

• !•§y Ï̂ÓÓ˚ !ÓË˛yà å!Ó!l Ï̂Î˚yàä [Accounts Group (investment)]

§ !Ó!l Ï̂Î˚yà (investment) !Ó!l Ï̂Î˚y Ï̂àÓ˚ á!ï˛Î˚yl !•§yÓáyï˛!ê˛ ˆ¢Î˚yÓ˚ Ó[˛ñ §Ó˚Ü˛y!Ó˚ !§!Ü˛í z̨!Ó˚!ê˛ ~ÓÇ
   xlƒylƒ ˆÜ˛y¡õyl# Ï̂ï˛ !Ó!l Ï̂Î˚y Ï̂àÓ˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛–

• !•§y Ï̂ÓÓ˚ !ÓË˛yà åã˛°!ï˛ §¡õòä [Accounts Group (Current assets)] ˆÎ §¡õòà%̂ Ï°y !Ü ̨ Î˚yÜ˛°y Į̈̂ õ
!lıˆ¢£Ï • Ï̂Î˚ ÎyÎ˚ ˆ§à%̂ Ï°y ã˛°!ï˛ §¡õò !•§y Ï̂Ó ˛õ!Ó˚!ã˛ï˛– ã˛°!ï˛ §¡õ Ï̂òÓ˚ í z̨òy•Ó˚î •°ÈüÈ •y Ï̂ï˛ Ùç%òñ çÙyñ
}î ~ÓÇ x!@˝ÃÙñ !Ó!Óô ˆòlyòyÓ˚ñ ÓƒyÇ Ï̂Ü˛Ó˚ !•§yÓñ •y Ï̂ï˛ làò xÌ≈–
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§   •y Ï̂ï˛ Ùç%ï˛ (Stock on hand) : ~•z §Ü˛° á!ï˛Î˚yl !•§yÓà%̂ Ï°y Ü˛yã˛yÙy°ñ ã˛°Ùyl Ü˛yç ~ÓÇ §ÙyÆ
˛õîƒ ˆòáyÎ˚–

§  }î ~ÓÇ x!@˝ÃÙ §Ù)• (Loans and advances) : ~çyï˛#Î˚ }î ~ÓÇ x!@˝ÃÙà%ˆÏ°y xÈüÈÓƒÓ§y!Î˚Ü˛
≤ÃÜ,̨ !ï˛Ó˚ñ í z̨òy•Ó˚îfl∫Ó)̨̊ õñ ˆÓï˛ Ï̂lÓ˚ §y Į̈̂ õ Ï̂«˛ x!@˝ÃÙ ≤Ãy!Æñ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ }î ≤Ãòylñ !fiÌÓ˚ ˛§¡õ Ï̂òÓ˚ çlƒ
x!@˝ÃÙ–

§   !Ó!Óô ˆòlyòyÓ˚ (Sundry Debtors) : !Ó!Óô ˆòlyòyÓ˚ §Ó˚y§!Ó˚ ˆ§•z ˛õ«˛à%̂ Ï°yÓ˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛ Îy Ï̂òÓ˚
ôy Ï̂Ó˚ ˛õîƒ !Ó!Ü ̨ Î˚ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

 §  Óƒy Ï̂AÜ˛Ó˚ !•§yÓ (Bank Account) :  ~ Ï̂ï˛ ˆÜ˛y¡õyl#Ó˚ ˜ï˛!Ó˚ Óƒy Ï̂AÜ˛Ó˚ xyÙylï˛  ˆÎÙlÈüÈã˛°!ï˛ ~ÓÇ
§M˛Î˚# !•§y Ï̂ÓÓ˚ Ë˛yÓ˚§yÙƒñ !fiÌÓ˚ xyÙylï˛ñ §%Ó˚«˛y xyÙylï˛ñ Ë˛yí ¸̨y xyÙylï˛ •zï˛ƒy!ò xhs˝Ë%≈̨ =˛–

§   •y Ï̂ï˛ làò (Cash in hand) : làò á!ï˛Î˚yl !•§yÓ làò ˆ°l Ï̂òlñ ≤Ã!Ü ̨ Î˚yô#l làò xÌ≈ñ á%ã˛ Ï̂Ó˚y làò
~ÓÇ Óƒy Ï̂AÜ˛ çÙy làò x Ï̂Ì≈Ó˚ §y Ï̂Ì §Ó˚y§!Ó˚ §¡õ!Ü≈̨ ï˛ –

§   !Ó!Óô ÓƒÎ˚ (Misc. Expenditure) : §#!Ùï˛‡§#ÙyÓÂô òy Ï̂Î˚Ó˚ ̂ Ü˛y¡õyl#Ó˚ çlƒñ ≤ÃyÌ!ÙÜ˛ñ ≤ÃyÜ‰̨ ˛õ!Ó˚ã˛y°l
~ÓÇ xl%Ó˚)˛õ ÓƒÎ˚ åˆÎ ˛õ!Ó˚Ùyî °yË˛ÈüÈ«˛!ï˛Ó˚ !•§yˆÏÓ Óyò ˆòGÎ˚y •Î˚!lä ~áyˆÏly ˆòáyˆÏly •ˆÏÓ–
çÙyÜ,̨ ï˛‡˛õ%!OË)̨ ï˛ «˛!ï˛ ~ÓÇ °yË˛«˛!ï˛ !•§y Ï̂ÓÓ˚ }îydÜ˛ ˆçÓ˚ G ~•z !ÓË˛y Ï̂à ˆòáy Ï̂ly •Î˚–

§  °yË˛ G «˛!ï˛Ó˚ !•§yÓ (Profit and Loss Account)

§    !ÓÜ ̨ Î˚ !•§yÓ (Sales Account) : !Ó!Ë˛ß¨ !ÓÜ ̨ Î˚ !•§y Ï̂ÓÓ˚ çlƒ Ü˛ Ï̂Ó˚Ó˚ fl‘ƒyÓ Óy !ÓÜ ̨ Ï̂Î˚Ó˚ ôÓ˚̂ ÏlÓ˚ í z̨̨ õÓ˚
!Ë˛!_ Ü˛ Ï̂Ó˚ ˛õ,ÌÜ˛#Ü˛Ó˚î Ü˛Ó˚y •Î˚– ~!ê˛ ê˛ƒy: !Ó˚ê˛yl≈ ≤Ã› Ï̂ï˛Ó˚ çlƒ ~Ü˛!ê˛ §•ç ≤Ã!Ü ̨ Î˚y Ï̂ï˛ ˛õ!Ó˚îï˛ •Î˚–
í z̨òy•Ó˚îfl∫Ó)̨̊ õñ !ÓÜ ̨ Î˚ !•§yÓ Ï̂Ü˛ !l¡¨!°!áï˛ !ÓË˛yàà%̂ Ï°y Ï̂ï˛ Ë˛yà Ü˛Ó˚y ÎyÎ˚ ı ˆò¢#Î˚ !ÓÜ ̨ Î˚ñ Ó˚Æy!l
!ÓÜ ̨ Î˚– ~•z !ÓË˛y Ï̂à ˆò¢#Î˚ !ÓÜ ̨ Ï̂Î˚Ó˚ xô# Ï̂l !Ó˚ê≈̨ y Ï̂lÓ˚ ˛õÓ˚ !láÓ˚ã˛yÎ˚ !ÓÜ ̨ Î˚ ˆÊ˛Ó˚ï˛ !•§yÓ á%̂ Ï° l#ê˛
!ÓÜ ̨ Î˚ !•§yÓ ˆòáy Ï̂ï˛ ˛õy Ï̂Ó˚ åxÌÓy ~•z ˆÊ˛Ó˚ï˛ §Ó˚y§!Ó˚ çy Ï̂ÓòyÓ˚ myÓ˚y !l!ò≈T˛ !ÓÜ ̨ Î˚ !•§y Ï̂Ó ˆòáy Ï̂ly
ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ä–

§     Ü ̨ Ï̂Î˚Ó˚ !•§yÓ (Purchase Account) : ˆ°l Ï̂ò Ï̂lÓ˚ í ẑ̨ Ïj Ï̂¢ƒ SÈyí ¸̨y ~!ê˛ !ÓÜ ̨ Î˚ !•§y Ï̂ÓÓ˚ Ùï˛ ~Ü˛•z
Ó˚Ü˛Ù–

§    ≤Ãï˛ƒ«˛ xyÎ˚ [Direct income (income direct)] : §Ü˛° ÓƒÓ§y!Î˚Ü˛ xyÎ˚ !ÓÜ ̨ Î˚ !•§y Ï̂Ó ˆòáy Ï̂ly
•Î˚– ˆï˛yÙÓ˚y ~•z !ÓË˛yà!ê˛ Ï̂ï˛ ˛õ!Ó˚̂ Ï§Óy ã%̨ !=˛ Óƒ Ï̂Î˚Ó˚ Ùï˛ !•§yÓ Îsf̨ õy!ï˛Ó˚ !ÓÜ ̨ Ï̂Î˚Ó˚ ˛õÓ˚ ˆòáy Ï̂ï˛ ˛õyÓ˚–

§    x≤Ãï˛ƒ«˛ xyÎ˚ [Indirect income (income indirect)]  ~à%̂ Ï°y •° !Ó!Óô !ÓÜ ̨ Î˚ Ó!•Ë)≈̨ ï˛ xyÎ˚ñ
í z̨òy•Ó˚îÈüÈ Ë˛yí ¸̨y ≤Ãy!Æñ §%̂ ÏòÓ˚ ≤Ãy!Æ–

§   ≤Ãï˛ƒ«˛ ÓƒÎ˚ [Direct expenses) : ~•z !•§yÓ§Ù)• ˆÜ˛y¡õyl#Ó˚ ˆÙyê˛ °yË˛ !lô≈yÓ˚î Ü˛ Ï̂Ó˚–

§ ˛  x≤Ãï˛ƒ«˛ ÓƒÎ˚ [Indirect expenses (expenses indirect)] : ~Ó˚ xhs˝Ë%≈=˛ •° È §Ü˛° xlƒylƒ
≤Ã¢y§!lÜ˛ñ !ÓÜ ̨ Î˚ Óy ≤Ãï˛ƒ«˛ ÓƒÎ˚–

§    ÚTallyÛ fl∫Î˚Ç!Ü ˛Î˚Ë˛yˆÏÓ °yË˛«˛!ï˛Ó˚ !•§yÓ á%°ˆÏÓ Îy ~Ü˛!ê˛ §ÇÓ˚!«˛ï˛ ≤ÃyÌ!ÙÜ˛ !•§yÓ– ï%˛!Ù ~•z
!•§yÓ!ê˛ çy Ï̂Óòy Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù !Ù°Ü˛Ó˚î òy!á°y !°!˛õÓÂô Ü˛Ó˚̂ Ïï˛ ̨õyÓ˚̂ ÏÓ– ̂ ÎÙlÈüÈ°yË˛ Óy «˛!ï˛ Ï̂Ü˛
Ù)°ôl Óy §!M˛!ï˛Ó˚ !•§y Ï̂Ó fiÌylyhs˝Ó˚Ü˛Ó˚î–
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!ã˛e ı !•§y Ï̂ÓÓ˚ !ÓË˛yà

!ã˛e 5.10ı !•§y Ï̂ÓÓ˚ !ÓË˛yà

5.2.4 !•§y Ï̂ÓÓ˚ Ùyfiê˛yÓ˚ (Account Master)

•   !•§yÓ!lÜ˛y Ï̂¢Ó˚ @˝Ã%̨ õ ≤Ã›ï˛Ü˛Ó˚î (Accounts Group Creations)

  <Accounts info Menu> ˛õyGÎ˚yÓ˚ çlƒ Tally Main MenuÈüÈˆï˛ å!ã˛e 5.9ä Accounts Info Ï̂Ü˛
!lÓ≈y!ã˛ï˛ Óy !§ Ï̂°Q Ü˛Ó˚ ÎyÓ˚ Ù Ï̂ôƒ Accounts Master ~Ó˚ §Ü˛° !ÓÜ˛“à%̂ Ï°y Ó˚̂ ÏÎ˚̂ ÏSÈ–

   !•§y Ï̂ÓÓ˚ group creatio  screenÈüÈ~ ˆ˛õÔSÈyÓyÓ˚ çlƒ single group ~Ó˚ Ù Ï̂ôƒ create !ÓÜ˛“!ê˛ !§ Ï̂°Q
Óy !lÓ≈y!ã˛ï˛ Ü˛Ó˚yÓ˚ ˛õÓ˚ !ã˛e 5.10 ~Ó˚ lƒyÎ˚ ï˛Ìƒ ≤Ãòyl Ü˛Ó˚–

•  !•§yÓ !ÓË˛y Ï̂àÓ˚ lyÙ (Account Group Name) Name field ÈüÈ~Ó˚ Ù Ï̂ôƒ xllƒ !•§yÓ !ÓË˛y Ï̂àÓ˚
lyÙ (unique Account Group Name) ~rê˛yÓ˚ Ü˛Ó˚–

•  ˛õƒy Ï̂Ó˚rê˛ !ÓË˛y Ï̂àÓ˚ lyÙ (Parent Group Name) : under field ~Ó˚ Ù Ï̂ôƒ !Ó!Ë˛ß¨ !ÓË˛y Ï̂àÓ˚
ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ ˛õƒy Ï̂Ó˚rê˛ !ÓË˛yà Ï̂Ü˛ !§ Ï̂°Q Ü˛Ó˚–
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• !•§yÓ§Ù)̂ Ï•Ó˚ á!ï˛Î˚yl ≤Ã›ï˛Ü˛Ó˚î (Accounts Ledger Creation) : ê˛ƒy!° fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó
ò%•z!ê˛ á!ï˛Î˚yl Ï̃ï˛!Ó˚ Ü˛ Ï̂Ó˚ñ ~Ü˛!ê˛ làò !•§yÓáyï˛ ~ÓÇ x˛õÓ˚!ê˛ °yË˛ G «˛!ï˛Ó˚ !•§yÓáyï˛– ˆï˛yÙy Ï̂òÓ˚ xlƒylƒ
!•§yÓáyï˛ G ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó– å!ã˛e ı 5.11ä
§  !•§yÓ á!ï˛Î˚y Ï̂lÓ˚ lyÙ (Account Ledger Name) : á!ï˛Î˚y Ï̂lÓ˚ ~Ü˛!ê˛ xllƒ lyÙ ~rê˛yÓ˚ Ü˛Ó˚ Óy !°á–
§  under field ~Ó˚ Ù Ï̂ôƒ !Ó!Ë˛ß¨ !ÓË˛y Ï̂àÓ˚ ï˛y!°Ü˛y ̂ Ì Ï̂Ü˛ á!ï˛Î˚y Ï̂lÓ˚ ̨ õƒy Ï̂Ó˚rê˛ !ÓË˛yà ÓySÈy•z Óy !§ Ï̂°Q Ü˛Ó˚–
§  Opening Balance field ~Ó˚ Ù Ï̂ôƒ ï˛y!Ó˚̂ ÏáÓ˚ ¢%Ó%̊̂ Ïï˛ !•§y Ï̂ÓÓ˚ Ó•ẑ Ïï˛ ≤ÃyÓ˚!Ω˛Ü˛ ˆçÓ˚ ≤Ã Ï̂Ó¢ Óy ~rê˛yÓ˚

Ü˛Ó˚–

   !ã˛e 5.12 ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ñ !•§y Ï̂ÓÓ˚ !ÓË˛yà ~ÓÇ á!ï˛Î˚yl àë˛ Ï̂lÓ˚ ˛õÓ˚ !Ü˛Ó)̨̊ õ • Ï̂Ó ï˛y ˛≤Ãò¢≈l Ü˛ Ï̂Ó˚–

5.2.5  Ë˛yí z̨ã˛yÓ˚ òy!á°y (Voucher Entry)

!•§yÓ§Ù)• ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ ˛õÓ˚ ÓƒÓ•yÓ˚Ü˛yÓ˚#ñ !•§y Ï̂ÓÓ˚ Ó•zà%̂ Ï°y Ï̂ï˛ !•§yÓ!lÜ˛y!¢§ÇÜ ̨ yhs˝ Ë˛yí z̨ã˛yÓ˚ òy!á°y ≤Ã Ï̂Ó¢
Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛l– Ü˛!¡õí z̨ê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛ Ï̂ï˛ñ ˆ°l Ï̂òl§Ù)• l!ÌË%̨ =˛ •Î˚ Ë˛yí z̨ã˛yÓ˚ òy!á°yÓ˚
Ùyôƒ Ï̂Ù– §yôyÓ˚îï˛ ˆÜ˛yl ˆ°l Ï̂òl ~Ü˛!ê˛ l!Ì˛õe myÓ˚y §Ù!Ì≈ï˛ •Î˚ Îy §Ó˚ÓÓ˚y•Ü˛yÓ˚#Ó˚ !Ó°ñ ˆÓï˛ Ï̂lÓ˚ Ó˚!§òñ
ˆã˛Ü˛ l!ÌË%̨ =˛Ü˛Ó˚̂ ÏîÓ˚ ̂ Óï˛ Ï̂lÓ˚ Ó•z •zï˛ƒy!ò ̂ Î Ï̂Ü˛yl ~Ü˛!ê˛ • Ï̂ï˛ ̨õy Ï̂Ó˚– §%ï˛Ó˚yÇñ Ë˛yí z̨ã˛y Ï̂Ó˚ Ù)°ï˛ ~Ü˛!ê˛ ̂ °l Ï̂ò Ï̂lÓ˚
!Ó¢ò Óî≈ly Ìy Ï̂Ü˛– !•§yÓ!lÜ˛y¢ §ÇÜ ̨ yhs˝ §Êê˛GÎ˚ƒyÓ˚à%̂ Ï°y Ï̂ï˛ñ Ë˛yí z̨ã˛yÓ˚ àë˛l ≤Ã!Ü ̨ Î˚y ï˛yÓ˚ !lçfl∫ !fl;l ≤Ãò¢≈l
Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ Îy fl∫ÈüÈÓƒyáƒyÙ)°Ü˛–

Ë˛yí z̨ã˛yÓ˚§Ù)• !ï˛l ≤ÃÜ˛y Ï̂Ó˚Ó˚ ı

§  ̂ Ù Ï̂Ùy Ë˛y•zã˛yÓ˚ (Memo Voucher) :  ̂ Ù Ï̂Ùy Ë˛yí z̨ã˛yÓ˚ •° ~Ü˛!ê˛ x!•§yÓË%̨ =˛ Ë˛yí z̨ã˛yÓ˚– ~!ê˛ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚
!•§yÓ§Ù)• Ï̂Ü˛ ≤ÃË˛y!Óï˛ Ü˛ Ï̂Ó˚ ly– ~•z òy!á°yà%̂ Ï°y ~Ü˛!ê˛ ˛õ,ÌÜ˛ !•§y Ï̂ÓÓ˚ Ó•ẑ Ïï˛ !°!˛õÓÂô Ü˛Ó˚y •Î˚ñ !Ü˛v
á!ï˛Î˚y Ï̂lÓ˚ xÇ¢ !• Ï̂§ Ï̂Ó lÎ˚–

!ã˛e 5.11 á!ï˛Î˚y Ï̂lÓ˚ !•§yÓ
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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

§§§§§  ˆÙÎ˚yò í z̨_#î≈ Ë˛yí z̨ã˛yÓ˚ (Post Date Voucher) : !Ü˛S%È !•§yÓ!lÜ˛y¢Ü˛Ó˚î §Êê˛GÎ˚ƒyÓ˚ ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂Ü˛ñ
ˆÎ Ë˛yí z̨ã˛yÓ˚à%̂ Ï°y ˛õ)̂ ÏÓ≈ ˜ï˛!Ó˚ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ ˆ§à%̂ Ï°y Ë˛!Ó£Ïƒ Ï̂ï˛Ó˚ ˆ°l Ï̂ò Ï̂lÓ˚ çlƒ xy Ï̂à ˆÌ Ï̂Ü˛ ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚
«˛Ùï˛y ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ñ Î!ò Ë˛!Ó£Ïƒ Ï̂ï˛Ó˚ ˆ°l Ï̂òlà%̂ Ï°y ˛õ)̂ ÏÓ≈Ó˚ lƒyÎ˚ •Î˚–

§§§§§  ÓƒÓ•yÓ˚Ü˛yÓ˚# §ÇK˛y!Î˚ï˛ Ë˛yí z̨ã˛yÓ˚ (User defired voucher) : !•§yÓ!lÜ˛y¢Ü˛Ó˚î §Êê˛GÎ˚ƒy Ï̂Ó˚ 23!ê˛
≤ÃyÜ˛ §ÇK˛y!Î˚ï˛ Ë˛yí˛zã˛yÓ˚ !ÓòƒÙyl– ~!ê˛ ÓƒÓ•yÓ˚Ü˛yÓ˚#ˆÏÜ˛ lï%˛l !•§yÓ!lÜ˛y¢ §ÇÜ ˛yhs˝ Óy Ùç%ï˛ ˛õˆÏîƒÓ˚
Ë˛yí z̨ã˛yÓ˚ ≤Ã Ï̂Î˚yçlyl%¢y Ï̂Ó˚ ≤Ã›ï˛ Ü˛Ó˚̂ Ïï˛ §y•yÎƒ Ü˛ Ï̂Ó˚– Ë˛yí z̨ã˛yÓ˚ òy!á°y Ï̂Ü˛ !ï˛l!ê˛ Ë˛y Ï̂à !ÓË˛=˛ Ü˛Ó˚y ÎyÎ˚–

•  ≤ÃyÌ!ÙÜ˛ òy!á°y (Opening Entry) :  lï%̨ l xy!Ì≈Ü˛ ÓSÈÓ˚ ¢%Ó%̊ Ü˛Ó˚yÓ˚ çlƒ ˛õ)Ó≈Óï˛#≈ !•§yÓ ÓSÈ Ï̂Ó˚Ó˚
ˆçÓ˚à%̂ Ï°y Ï̂Ü˛ ê˛yly •Î˚ Óy !l Ï̂Î˚ xy§y •Î˚– ~Ó˚ çlƒ çy Ï̂Óòy Ï̂ï˛ ≤ÃyÓ˚!Ω˛Ü˛ òy!á°y !°!˛õÓÂô Ü˛Ó˚y •Î˚– ˛õ)Ó≈Óï˛#≈
!•§yÓ  ÓSÈ Ï̂Ó˚Ó˚ Ó•z ˆÌ Ï̂Ü˛ lï %̨l xy!Ì≈Ü˛ ÓSÈ Ï̂Ó˚Ó˚ !•§yÓ  Ó•ẑ Ïï˛ !Ó!Ë˛ß¨ !•§yÓáy Ï̂ï˛ fiÌylyhs˝Ó˚ Ü˛Ó˚y ≤ÃyÓ˚!Ω˛Ü˛
ˆçÓ˚̂ ÏÜ˛ ~áy Ï̂l !°!˛õÓÂô Ü˛Ó˚y •Î˚– ̂ Î §ÙhflÏ !•§yÓáyï˛§Ù)• ~Ü˛!ê˛ ÓƒÓ§y Ï̂Î˚Ó˚ Óy Ü˛yÓ˚Óy Ï̂Ó˚Ó˚ §¡õ!_§Ù)• Ï̂Ü˛
ˆòáyÎ˚ ï˛y ̂ í˛!Óê˛ Ü˛Ó˚̂ Ïï˛ •Î˚ ~ÓÇ ̂ Î §ÙhflÏ !•§yÓáyï˛§Ù)• ÓƒÓ§yÓ˚ myÓ˚y xÌ≈ ̨ õ!Ó˚̂ Ï¢y Ï̂ô òyÎ˚ÓÂô åòyÎ˚§Ù)•ä
ï˛y ˆÜ ̨ !í˛ê˛ Ü˛Ó˚̂ Ïï˛ •Î˚– Î!ò Ù)°ô Ï̂lÓ˚ xÌ≈ ˆòGÎ˚y ly Ìy Ï̂Ü˛ñ ï˛y • Ï̂° òyÎ˚§Ù)• ˆÌ Ï̂Ü˛ §¡õ!_§Ù)• Óyò !ò Ï̂Î˚
§• Ï̂ç•z ï˛y !lô≈yÓ˚î Ü˛Ó˚y ÎyÎ˚ åÙ)°ôl ù §¡õ!_§Ù)• ÈüÈ xlƒylƒ òyÎ˚§Ù)•ä ~ÓÇ Ù)°ô!l !•§yÓáyï˛ Ï̂Ü˛G
ˆÜ ̨ !í˛ê˛ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó– òy!á°y!ê˛ • Ï̂Ó ı

•   x!hs˝Ù òy!á°y (Closing Entry) : °yË˛ ~ÓÇ «˛!ï˛Ó˚ !•§yÓáyï˛ Ï̂Ü˛ Órô Ü˛Ó˚yÓ˚ çlƒ x!hs˝Ù òy!á°y!ê˛ •°

 ~!ê˛ °yË˛ «˛!ï˛Ó˚ !•§yÓáyï˛ Ï̂Ü˛ Órô Ü˛Ó˚̂ ÏÓ– Ü ̨ Î˚ !ÓÜ ̨ Î˚ !•§yÓ ~ÓÇ °yË˛ «˛!ï˛Ó˚ !•§yÓáyï˛ Ï̂Ü˛ Órô Ü˛Ó˚yÓ˚ çlƒ
≤Ã Ï̂Î˚yçl#Î˚ òy!á°y!ê˛ x!hs˝Ù òy!á°y !•§y Ï̂Ó ˛õ!Ó˚!ã˛ï˛ñ Ü˛yÓ˚î ï˛y Ï̂òÓ˚ Ü˛yç • Ï̂FSÈ ˙ !l!ò≈T˛ ÓSÈ Ï̂Ó˚Ó˚ !•§yÓáy Ï̂ï˛Ó˚
Ó•ẑ ÏÜ˛ Órô Ü˛Ó˚y–

1. Debit Profit and Loss account.

Credit the various Expenses account appearing in the Trail Balance.

2. Debit account showing incomes or gains
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•  !Ù°Ü˛Ó˚î òy!á°y (Adjusting Entry) :  ÓƒÓ§y!Î˚Ü˛ §ÙÎ˚Ü˛y Ï̂°Ó˚ §Çáƒyà%̂ Ï°y Ï̂Ü˛ §¡õÜ≈̨ Î%=˛ Ü˛Ó˚yÓ˚ çlƒ
!Ù°Ü˛Ó˚î òy!á°y l!ÌË%̨ =˛ Ü˛Ó˚y •Î˚– ôÓ˚yÎyÜ˛ñ 31 Ùyã≈̨  ç!Ù Ë˛yí ¸̨y ˆòGÎ˚y •° ~ÓÇ !ï˛l Ùy Ï̂§Ó˚ Ë˛yí ¸̨y ÓyÓò
9000 ê˛yÜ˛y x!@˝ÃÙ ≤Ãy!Æ •°– 31 Ùyã≈̨  ˛õÎ≈hs˝ Îál ~Ü˛çl !•§yÓ ≤Ã›ï˛ Ü˛Ó˚̂ ÏÓ ˆ§§ÙÎ˚ ~Ü˛çl xÓ¢ƒ•z
~Ü˛ Ùy Ï̂§Ó˚ Ë˛yí ¸̨y °yË˛ÈüÈ«˛!ï˛Ó˚ !•§y Ï̂Ó xhs˝Ë%≈̨ =˛ Ü˛Ó˚̂ ÏÓ å!•§yÓÜ˛y Ï̂°Ó˚ ôyÓ˚îyäñ xÓ!¢T˛ ò%•z Ùy Ï̂§Ó˚ Ë˛yí ¸̨y
Îy •ẑ Ïï˛yÙ Ï̂ôƒ ≤ÃyÆ • Ï̂Î˚ ˆà Ï̂SÈ ï˛y ˛õÓ˚Óï˛#≈ ÓSÈ Ï̂Ó˚Ó˚ °yË˛ «˛!ï˛Ó˚ !• Ï̂§ Ï̂Ó ˆÜ ̨ !í˛ê˛ • Ï̂Ó– !Ù°Ü˛Ó˚î òy!á°y!ê˛
• Ï̂Ó ı

Rent Account Dr.

To Advance Rent Account

        x!@˝ÃÙ Ë˛yí ¸̨y ≤Ãy!ÆÓ˚ !•§yÓ •° ~Ü˛!ê˛ òyÎ˚ ~ÓÇ ï˛y í z̨mï≈̨ ˛õ Ï̂e ˆòáy Ï̂ly •Î˚–

Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚ Ü ̨ !ÙÜ˛ §Çáƒy ≤Ãòy Ï̂lÓ˚ ˛õÂô!ï˛ (Method of Voucher Nembering) :  ~!ê˛ •Î˚̂ Ïï˛yÓy lï%̨ l
ôÓ˚̂ ÏlÓ˚ Ë˛yí z̨ã˛yÓ˚ @˝Ã• Ï̂îÓ˚ ~Ü˛!ê˛ Ü˛yÓ˚î • Ï̂ï˛ ˛õy Ï̂Ó˚– ~•z ˆ«˛ Ï̂e !l¡¨!°!áï˛ ˛õÂô!ï˛à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛
˛õy Ï̂Ó˚–

•  •y Ï̂ï˛ Ü˛° Ï̂Ù (Manual) :

~•z ˛õÂô!ï˛ ˆï˛yÙy Ï̂òÓ˚ !lç •y Ï̂ï˛ Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚ Ü ̨ !ÙÜ˛ §Çáƒy ≤Ãòy Ï̂l §y•yÎƒ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– Î!òG ~!ê˛
Ü ̨ !ÙÜ˛ §ÇáƒyÓ˚ Ü ̨ Ù˛õÎ≈yÎ˚ ˛õÓ˚#«˛y Ü˛ Ï̂Ó˚ ly ~ÓÇ Ë˛yí z̨ã˛yÓ˚ §ÇáƒyÓ˚ fiÌy Ï̂l (fieldf) ˆï˛yÙy Ï̂òÓ˚ •zFSÈyÙ Ï̂ï˛y
ˆÎÈüÈˆÜ˛y Ï̂ly !Ü˛S%È í ẑ̨ ÏÕ‘á Ü˛Ó˚yÓ˚ xl%Ù!ï˛ ˆòÎ˚– Î!òG ˆï˛yÙÓ˚y ~Ü˛•z §ÇáƒyÓ˚ ÓyÓ˚ ÓyÓ˚ òy!á°y ˆÓ˚yô Ü˛Ó˚yÓ˚
!ÓÜ˛“ !lÓ≈yã˛l Ü˛Ó˚ˆÏï˛ ˛õyÓ˚ˆÏÓ– Î!ò ~Ó˚)˛õ Ü˛Ó˚ˆÏï˛ ã˛yGñ ï˛ˆÏÓ ˛õÓ˚Óï˛#≈ fiÌyl  Óy !Ê˛”˛ ÚPrevent

DuplicatesÛ Ï̂Ü˛ §!Ü ̨ Î˚ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó– ~•z !ÓÜ˛“!ê˛ ï˛ál•z §Ω˛Ó Î!ò ˆï˛yÙÓ˚y ~ Ï̂Ü˛ ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ §ÙÎ˚
§!Ü ̨ Î˚ Ü˛Ó˚y •Î˚– ˆï˛yÙÓ˚y ~ Ï̂Ü˛ ˛õÓ˚Óï˛#≈ §Ù Ï̂Î˚G §!Ü ̨ Î˚ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚ å˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚ä ¢%ô%Ùye Î!ò ~•z
ôÓ˚̂ ÏlÓ˚ Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚ xyÓ˚ ˆÜ˛yl ˆ°l Ï̂òl ly Ìy Ï̂Ü˛–

•  fl∫Î˚Ç!Ü ̨ Î˚ (Automatic) :

~•z ˛õÂô!ï˛ lÙl#Î˚ ~ÓÇ §¡õ)î≈ ≤ÃÜ,˛!ï˛Ó˚ •Î˚– fl∫Î˚Ç!Ü ˛Î˚ ˛õÂô!ï˛ñ ~•z ôÓ˚ˆÏlÓ˚ Ë˛yí˛zã˛yÓ˚ l¡∫Ó˚
fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó Óyí ¸̨y Ï̂lyÓ˚ çlƒ ê˛ƒy!° Ï̂Ü˛ !l Ï̂ò≈¢ ˆòÎ˚–

≤ÃyÓ˚!Ω˛Ü˛ §Çáƒy (Starting number) : ≤ÃÌÙ Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚ çlƒ l¡∫Ó˚ òyG– §yôyÓ˚îï˛ ~!ê˛ 1 • Ï̂Î˚ Ìy Ï̂Ü˛–
ˆï˛yÙy Ï̂òÓ˚ ˛õSÈ®Ù Ï̂ï˛y ˆÎ ˆÜ˛yl l¡∫Ó˚ ï%̨ !Ù Ó§y Ï̂ï˛ ˛õy Ï̂Ó˚y– ê˛ƒy!° ˛õÓ˚Óï˛#≈ Ë˛yí z̨ã˛yÓ˚à%̂ Ï°yÓ˚ çlƒ fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó
˙ l¡∫Ó˚ ˆÌ Ï̂Ü˛ ï˛yÓ˚ ˛õÓ˚Óï˛#≈ l¡∫Ó˚à%̂ Ï°y §,!T˛ Ü˛Ó˚̂ ÏÓ– Î!òG ˆï˛yÙy Ï̂òÓ˚ myÓ˚y §Ó˚ÓÓ˚y• Ü˛Ó˚y xlƒylƒ ã˛°Ü˛à%̂ Ï°y
Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚ í z̨̨ õÓ˚ Ü ̨ !ÙÜ˛ l¡∫Ó˚ ≤Ãòyl !lË≈̨ Ó˚¢#°ñ Îy ˛õÓ˚Óï˛#≈̂ Ïï˛ xl%§Ó˚î Ü˛Ó˚y • Ï̂Ó–

Ë˛yí z̨ã˛yÓ˚ òy!á°y Ï̂ï˛ Ë%̨ °à%̂ Ï°y ôÓ˚yÓ˚ çlƒ ê˛ƒy!° !Ü˛S%È !lÎ˚Ù ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚̂ ÏSÈ– ~•z !lÎ˚Ùà%̂ Ï°y Ë˛yí z̨ã˛yÓ˚
òy!á°yÓ˚ §ÙÎ˚ Îyã˛y•z Ü˛Ó˚y •Î˚ ~ÓÇ ˆÎ Ï̂Ü˛yl !lÎ˚̂ ÏÙÓ˚ Óƒ!ï˛Ü ̨ Ù • Ï̂° ï˛y ï˛Í«˛îyÍ xyê˛ Ï̂Ü˛ ˛õ Ï̂í ¸̨ Óy xyê˛ Ï̂Ü˛
ÎyÎ˚– ê˛ƒy!° ~Ü˛!ê˛ Ë˛yí z̨ã˛yÓ˚̂ ÏÜ˛ !ï˛l!ê˛ ˆÙÔ!°Ü˛ ˆ◊!î Ï̂ï˛ Ë˛yà Ü˛ Ï̂Ó˚–

• ̨õ!Ó˚Óï≈̨  Ë˛yí z̨ã˛yÓ˚ (Contra Voucher) : ̂ Ü˛Ó°Ùye làò ~ÓÇ ÓƒyÇÜ˛ ~Ü˛yí ẑ̨ Ïrê˛Ó˚ Ù Ï̂ôƒ ï˛•!Ó° fiÌylyhs˝̂ ÏÓ˚Ó˚
çlƒ ˛õ!Ó˚Óï≈̨  Ë˛yí z̨ã˛yÓ˚ ÓƒÓ•,ï˛ •Î˚– í z̨òy•Ó˚îfl∫Ó)̨̊ õ 5000 ê˛yÜ˛y làò ÓƒyÇÜ˛ xÊ˛ •z![˛Î˚y ˆÌ Ï̂Ü˛ ˆï˛y°y • Ï̂Î˚̂ ÏSÈ–

Cash A/C Dr 5,000.00

To Bank of India 5,000.00

(Cash withdrawn from bank )
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• ˛≤Ãy!ÆÓ˚ Ë˛yí z̨ã˛yÓ˚ (Receipts Voucher) :  x Ï̂Ì≈Ó˚ §Ü˛° xhs˝ı≤ÃÓy• Óy xyàÙl ≤Ãy!ÆÓ˚ Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚ myÓ˚y
!°!˛õÓÂô Ü˛Ó˚y •Î˚– ~•z ôÓ˚̂ ÏlÓ˚ ≤Ãy!Æ • Ï̂ï˛ ˛õy Ï̂Ó˚ ˆÎ ˆÜ˛yl xy Ï̂Î˚Ó˚ myÓ˚y– ˆÎÙl ˆòlyòy Ï̂Ó˚Ó˚ ˆÌ Ï̂Ü˛ ≤Ãy!Æñ }î
@˝Ã•î Óy }î ˛õ!Ó˚̂ Ï¢yô– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ Ó˚Ùy ~[˛ ˆÜ˛yÇñ Îy Ï̂òÓ˚ ˛õ)̂ ÏÓ≈ôy Ï̂Ó˚ ˛õîƒ !ÓÜ ̨ Î˚ Ü˛Ó˚y • Ï̂Î˚!SÈ°ñ !Ó° l¡∫Ó˚
54 myÓ˚y 4500 ê˛yÜ˛y ≤Ãòyl Ü˛ Ï̂Ó˚̂ ÏSÈñ làò SÈyí ¸̨ •° 500 ê˛yÜ˛y–

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)

• ≤Ã Ï̂òÎ˚ Ë˛yí z̨ã˛yÓ˚ (Payment Voucher) :  x Ï̂Ì≈Ó˚ §Ü˛° ≤ÃÜ˛yÓ˚ Ó!•ı≤ÃÓy• ≤Ã Ï̂òÎ˚ Ë˛yí z̨ã˛y Ï̂Ó˚ !°!˛õÓÂô Ü˛Ó˚y
•Î˚– ~•z ôÓ˚̂ ÏlÓ˚ ≤Ãòyl • Ï̂ï˛ ˛õy Ï̂Ó˚ ˆÎ ˆÜ˛yl Ü ̨ Ï̂Î˚Ó˚ çlƒñ áÓ˚ã˛ñ ˛õyGlyòy Ï̂Ó˚Ó˚ Ó Ï̂Ü˛Î˚yñ }î Óy x!@˝ÃÙ ≤Ãòyl
•zï˛ƒy!ò– í z̨òy•Ó˚îfl∫Ó)̨̊ õ ~ ˆÜ˛ à%Æy Ï̂Ü˛ ÓƒyÇ Ï̂Ü˛Ó˚ myÓ˚y ˆÓï˛l ≤Ãòyl Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

Salary A/C Dr 15,000.00

To Bank Cr 15,000.00

(Salary Paid to Mr A.K Gupta through Bank)

• çy Ï̂Óòy Ë˛yí z̨ã˛yÓ˚ (Journal Voucher) : çy Ï̂Óòy •° ~Ü˛!ê˛ !Ù°Ü˛Ó˚̂ ÏîÓ˚ Ë˛yí z̨ã˛yÓ˚ñ §yôyÓ˚îï˛ xlàò
ˆ°l Ï̂ò Ï̂lÓ˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚– ˆÎÙl ~Ü˛y!ôÜ˛ á!ï˛Î˚y Ï̂lÓ˚ Ù Ï̂ôƒ !Ù°Ü˛Ó˚î – í z̨òy•Ó˚îfl∫Ó)̨̊ õ

Deprecation  A/C Dr 5,000.00

To  Machinery 5,000.00

(Being Deprecation charged on Machinery)

!ÓÜ˛“ (Display) :  !Ü˛S%È í z̨Fã˛hflÏÓ˚#Î˚ ≤Ã!ï˛ Ï̂Óòl ˆÎÙl í z̨mï≈̨ ˛õeñ °yË˛ ~ÓÇ «˛!ï˛Ó˚ !•§yÓ •zï˛ƒy!ò Main

Menuˆï˛ ≤ÃyÆ • Ï̂ï˛ ˛õy Ï̂Ó˚ ˆÎáy Ï̂l xlƒylƒ ≤Ã!ï˛ Ï̂Óòl§Ù)• Display !ÓÜ˛ Ï̂“Ó˚ myÓ˚y Main menuˆï˛ ˆòáy Ï̂ly
ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

!ã˛e 5.12 Ë˛yí z̨ã˛yÓ˚ òy!á°y
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!ã˛e 5.13 ı ˆÓ˚GÎ˚y!Ù°

5.2.6 Ï̂Ó˚GÎ˚y!Ù° (Trial Balance) :

~•z ≤Ã!ï˛ Ï̂Óòl ~Ü˛!ê˛ ≤ÃyÌ!ÙÜ˛ !ÓË˛y Ï̂àÓ˚ ˆÓ˚GÎ˚y!Ù° ≤Ãò¢≈l Ü˛ Ï̂Ó˚–

Select Display> Trail Balance

˛ ≤ÃyÌ!ÙÜ˛ !ÓË˛y Ï̂àÓ˚ ˆÓ˚GÎ˚y!Ù Ï̂°Ó˚ å!ã˛e 5.13ä F1 ÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ı ~ Ï̂ï˛ !Óhfl,Ïï˛Ë˛y Ï̂Ó ˆÓ˚GÎ˚y!Ù°
˛õyGÎ˚y Îy Ï̂Ó ~ÓÇ ~•z ˆÓ˚GÎ˚y!Ù° !•§yÓ ˆ◊!îÓ˚‡ á!ï˛Î˚y Ï̂lÓ˚ x!hs˝Ù ˆçÓ˚ ˆòáy Ï̂Ó– ≤Ã Ï̂ï˛ƒÜ˛ Ë˛yí z̨ã˛yÓ˚ òy!á°y
Ü˛Ó˚yÓ˚ ˛õÓ˚ñ ~Ü˛!ê˛ !•§y Ï̂ÓÓ˚ ˆí˛!Óê˛ !ò Ï̂Ü˛ ≤Ã Ï̂ï˛ƒÜ˛ xÌ≈Ó˚y!¢ Ï̂Ü˛ !Ü˛Ë˛y Ï̂Ó §Ùy!•ï˛‡í z̨̨ õfiÌy!˛õï˛ Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ ~ÓÇ
!Ü˛S%È xlƒ !•§y Ï̂ÓÓ˚ ˆÜ ̨ !í˛ê˛ !ò Ï̂Ü˛ !Ü˛Ë˛y Ï̂Ó xl%Ó)̨̊ õ òy!á°y (correspanding entry) ˆòGÎ˚y • Ï̂Î˚̂ ÏSÈ ï˛y ˆòáy
ÎyÎ˚– ~!ê˛ ò%•z ï˛Ó˚Ê˛y òy!á°y l#!ï˛Ó˚ ~Ü˛!ê˛ ≤Ã Ï̂Ü˛Ô¢°Ù)°Ü˛ !òÜ˛– ~ Ï̂«˛ Ï̂e ˆí˛!Óê˛ ˆç Ï̂Ó˚Ó˚ §Ù!T˛ ˆÜ ̨ !í˛ê˛ ˆç Ï̂Ó˚Ó˚
§Ù!T˛Ó˚ §Ùyl • Ï̂Ó– ≤ÃÜ,̨ ï˛˛õ Ï̂«˛ñ §Ü˛° ÓƒÓ§yÎ˚ ˛õÎ≈yÎ˚Ü ̨ Ï̂Ù ˆí˛!Óê˛ ~ÓÇ ˆÜ ̨ !í˛ê˛ ˆçÓ˚§Ù)• ˛õ,ÌÜ˛Ë˛y Ï̂Ó ~Ü˛!ê˛
!ÓÓÓ˚î# Ï̂ï˛ ï˛y!°Ü˛yË%̨ =˛ Ü˛Ó˚y •Î˚– ~!ê˛ ˆòáyÓ˚ çlƒ ˆÎ ˆí˛!Óê˛ ˆç Ï̂Ó˚Ó˚ §Ù!T˛ ~ÓÇ ˆÜ ̨ !í˛ê˛ ˆç Ï̂Ó˚Ó˚ §Ù!T˛ §Ùyl
!Ü˛ly– ~•z ôÓ˚̂ ÏlÓ˚ !ÓÓÓ˚î# ˆÓ˚GÎ˚y!Ù° ly Ï̂Ù ˛õ!Ó˚!ã˛ï˛–

5.2.7  í z̨mï≈̨ ˛õe ~ÓÇ °yË Ę̀üÈ«˛!ï˛Ó̊ !•§yÓ (Balance sheet and Profit & Loss Account)

xyÎ˚ ~ÓÇ ÓƒÎ˚ §ÇÜ ˛yhs˝ §Ü˛° ˛õˆÏòÓ˚ çyˆÏÓòy òy!á°yˆÏÜ˛ ˆ≤ÃÓ˚î Ü˛ˆÏÓ˚ °yË˛ÈüÈ«˛!ï˛Ó˚ !•§yÓ ≤Ã›ï˛ Ü˛Ó˚y •Î˚–
Óï≈̨ Ùyl ÓSÈ Ï̂Ó˚Ó˚ Ù%lyÊ˛y !lî≈̂ ÏÎ˚Ó˚ çlƒ !Ó!Ë˛ß¨ !•§yÓáy Ï̂ï˛Ó˚  ˆçÓ˚ ê˛yl Ï̂ï˛ • Ï̂Ó ~ÓÇ °yË˛ «˛!ï˛Ó˚  !•§y Ï̂ÓÓ˚ Ó^˝ê˛l
xÇˆÏ¢ fiÌylyhs˝!Ó˚ï˛ Ü˛Ó˚ˆÏï˛ •ˆÏÓ– °yË˛ÈüÈ«˛!ï˛Ó˚ !•§yÓ ≤Ã›ˆÏï˛Ó˚ ˛õÓ˚ ˆÎˆÏÜ˛yl á!ï˛Î˚yl !•§yÓáyˆÏï˛ xÓ!¢T˛
§Ü˛° ˆçÓ˚§Ù)• í ẑ̨ Ï_y°l Ü˛ Ï̂Ó˚ í z̨mï≈̨ ˛õ Ï̂e ˆòáy Ï̂ly • Ï̂Ó– §yôyÓ˚îï˛ §¡õ!_ ~ÓÇ òyÎ˚§Ù)• Ï̂Ü˛ ï˛y Ï̂òÓ˚ ÓƒÓ•y Ï̂Ó˚Ó˚
Ü ̨ Ù•…y§Ùyl •y Ï̂Ó˚ ˆòáy Ï̂ly •Î˚–

°yË˛ÈüÈ«˛!ï˛Ó˚ !•§yÓ ~ÓÇ Ù%lyÊ˛y G xyÎ˚ §ÇÜ ˛yhs˝ §Ü˛° ÓƒÎ˚ å≤Ãï˛ƒ«˛ xÌÓy ˛õˆÏÓ˚y«˛ä ~ˆÏï˛
ˆÜ ˛!í˛ê˛ Ü˛Ó˚y •Î˚– Îál ˆÜ˛yl ÓƒÎ˚ §¡õyòl •ˆÏÎ˚ˆÏSÈ !Ü˛v ~ÙlG ï˛yÓ˚ xÌ≈ ≤Ãòyl Ü˛Ó˚y •Î˚!lñ ~!ê˛ ÓˆÏÜ˛Î˚y
x Ï̂Ì≈Ó˚ çlƒ ~Ü˛!ê˛ òyÎ˚ ~ÓÇ ~!ê˛ xÓ¢ƒ•z !•§y Ï̂Ó ˆòáy Ï̂ï˛ • Ï̂Ó Îy Ï̂ï˛ ÓƒÓ§yÎ˚ §!ë˛Ü˛ !ã˛e ≤ÃÜ˛y¢ ˛õyÎ˚–
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Wages paid Rs 350

!ã˛e 4.14 í z̨mï≈̨  ˛õe

Description Amount Description Amount

Share Capital Fixed assets

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
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5.2.8 ≤Ã!ï˛ Ï̂Óòl ≤Ãò¢≈l (Display of Report) :

~Ü˛ÓyÓ˚ §Ü˛° ˆ°l Ï̂òl !°!˛õÓÂô • Ï̂Î˚ ˆà Ï̂° ˆï˛yÙÓ˚y ˆÓ˚GÎ˚y!Ù°ñ í z̨mï≈̨ ˛õe ~ÓÇ °yË˛ «˛!ï˛Ó˚
!•§y Ï̂ÓÓ˚ Ùï˛ !Ó!Ë˛ß¨ ≤Ã!ï˛ Ï̂Óòl ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ– ~ Ï̂«˛ Ï̂e ˜òl!®l !•§y Ï̂ÓÓ˚ Ó•z ~ÓÇ á!ï˛Î˚yl ≤Ã›ï˛
Ü˛Ó˚̂ ÏlÓ˚ ˆÜ˛yl xhs˝Óï˛#≈ ôy˛õ ˆl•z– ï˛y•z !•§yÓÓ˚«˛ Ï̂îÓ˚ ≤Ã!Ü ̨ Î˚y x Ï̂lÜ˛ §•ç ~ÓÇ §Ó˚° • Ï̂Î˚̂ ÏSÈ– ~Ü˛•z §Ù Ï̂Î˚
!•§yÓÓ˚«˛ Ï̂îÓ˚ à!ï˛ G ôyÓ˚yÓy!•Ü˛ï˛y Ó,!Âô ˛õyÎ˚– ~SÈyí ¸̨yG !Ó!Ë˛ß¨ fiÌy Ï̂l ~Ü˛•z ˆí˛ê˛y çÙy •Î˚ ly– Ë˛yí z̨ã˛y Ï̂Ó˚
òy!á°yÜ,̨ ï˛ ˆí˛ê˛yÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ Ü ̨ Î˚ Ó•zñ !ÓÜ ̨ Î˚ Ó•zñ ≤ÃÜ,̨ ï˛ çy Ï̂Óòy •zï˛ƒy!ò  Ó•zG fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó Ü ̨ Ùyß∫̂ ÏÎ˚
≤Ã›ï˛ • Ï̂Î˚ ÎyÎ˚– ~•z Ó•zà%̂ Ï°y !l¡¨!°!áï˛Ë˛y Ï̂Ó ˆòáy ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ ı

• Selecting Gateway of Tally > Report >Display>Accounts Books >Sales register.

• Selecting Gateway of Tally > Report >Display>Trial Balance.

• Selecting Gateway of Tally > Report >Display>Cash flow.

• Pressing  Alt + P or selecting print option for button bar

5.2.9 ÓƒyÇÜ˛ !Ù°Ü˛Ó˚î !ÓÓÓ˚î#Ó˚ §y•y Ï̂Îƒ ~Ü˛!ê˛ «%̨ o ≤ÃÜ˛“

      (A small project with Bank Reconcilatioin Satement-BRS) :

ê˛ƒy!° Ï̂ï˛ BRS ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ ôy˛õà%̂ Ï°y !l¡¨Ó)̨̊ õ ı

•  ˆÎ ˆÜ˛yl ÓƒyÇ Ï̂Ü˛Ó˚ Ó•ẑ ÏÎ˚Ó˚ Ùy!§Ü˛ §yÓ˚yÇ¢à%̂ Ï°y xy Ï̂ly åï%̨ !Ù ~!ê˛ í z̨mï≈̨ ˛õeñ ˆÓ˚GÎ˚y!Ù° xÌÓy Display‡
!•§yÓ Ó•z§Ù)• ‡ÓƒyÇÜ˛ Ó•z§Ù)• ~ÓÇ ~Ü˛!ê˛ ÓƒyÇ Ï̂Ü˛ !lÓ≈yã˛l Ü˛ Ï̂Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚ä–

•  ≤ÃÌÙ Ùy Ï̂§Ó˚ ly Ï̂Ù å§yôyÓ˚îï˛ ~!≤Ã°ä corsor!ê˛ Ï̂Ü˛ xy Ï̂ly ~ÓÇ enter ~ !Üœ̨ Ü˛ Ü˛Ó˚– ~!ê˛ ~!≤Ã° Ùy Ï̂§Ó˚
Ë˛yí z̨ã˛yÓ˚§Ù)• Ï̂Ü˛ ˆòáy Ï̂Ó Óy !l Ï̂Î˚ xy§ Ï̂Ó– ˆÎ Ï̂•ï%̨  ~!ê˛ ~Ü˛!ê˛ ÓƒyÇ Ï̂Ü˛Ó˚ !•§yÓñ ~Ü˛!ê˛ x!ï˛!Ó˚=˛ ˆÓyï˛yÙ
F5: !Ù°Ü˛Ó˚̂ ÏîÓ˚ çlƒ í˛yl!ò Ï̂Ü˛ ˆòáy Îy Ï̂Ó Óy ÌyÜ˛ Ï̂Óñ ï˛yÓ˚̨ õÓ˚ F5ı ˆÓyï˛yÙ Ï̂Ü˛ !Üœ̨ Ü˛ Ü˛Ó˚–

• ‘ Reconciliaion’ mode   ~ ál ‘Display, ‘Edit’ screen ~ ˛õ!Ó˚îï˛ • Ï̂Ó– ≤ÃyÌ!ÙÜ˛ í z̨̨ õyòyl§Ù)•
•° ıÈ ‘Bankers Date’-~Ó˚ Ü˛°yÙ–

•  Screen ~Ó˚ l# Ï̂ã˛ Reconciliation ̂ òáy Îy Ï̂Ó–

•   ˆÜ˛y¡õy!lÓ˚ !•§y Ï̂ÓÓ˚ ˆçÓ˚

•  ˆÎ xÌ≈Ó˚y!¢ ÓƒyÇ Ï̂Ü˛Ó˚ !•§y Ï̂Ó ≤Ãò!¢≈ï˛ •Î˚!l

•  ÓƒyÇ Ï̂Ü˛Ó˚ xl%ÎyÎ˚# !•§y Ï̂ÓÓ˚ ˆçÓ˚

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
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Particular of

Payment/receipt

Mention the date

of Cheque cleared

Debit/Credit

amount

Gateway of Tally>Display>Accounts Books>Cash and Bank

Book>Bank Account>Ledger>Press F5

ˆÜ˛y¡õy!l !•§yÓ Ó•ẑ ÏÎ˚Ó˚ ˆçÓ˚ xl%§y Ï̂Ó˚ ˆï˛yÙy Ï̂òÓ˚ !•§y Ï̂ÓÓ˚ ˆçÓ˚ ÓSÈ Ï̂Ó˚Ó˚ ˆ¢£Ï ï˛y!Ó˚̂ Ïá ˆòáy Ï̂Ó
åxyÙy Ï̂òÓ˚ í z̨òy•Ó˚î xl%ÎyÎ˚# ~!≤Ã° 30ä–

ˆÎ §Ü˛° Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚ ÓƒyÇÜ˛ ï˛y!Ó˚á •Î˚ BLANK lï%̨ Óy GREATER,  xÌ≈yÍ APRIL 30 ~Ó˚
˛õˆÏÓ˚ åxÌ≈yÍ ~•z§Ó Ë˛yí˛zã˛yÓ˚ ~álG ÓƒyÇÜ˛ !ÓÓÓ˚î#ˆÏï˛ ≤ÃÜ˛y¢ Ü˛Ó˚y •Î˚!läñ ˆ§•z §Ü˛° xÌ≈Ó˚y!¢ ÓƒyÇˆÏÜ˛Ó˚
ˆí˛!Ó Ï̂ê˛Ó˚ ˆÙyê˛ xÌ≈Ó˚y!¢ Ï̂ï˛ ~ÓÇ ˆÜ ̨ !í˛ Ï̂ê˛Ó˚ ˆÙyê˛ xÌ≈Ó˚y!¢ Ï̂ï˛ ≤Ãò!¢≈ï˛ • Ï̂Ó ly–

ÓƒyÇ Ï̂Ü˛Ó˚ !•§y Ï̂ÓÓ˚ ˆçÓ˚ •° l#ê˛ ˆçÓ˚–

ˆÎÙlê˛y ˆï˛yÙÓ˚y ‘Bank date’ !fiÌÓ˚ Ü˛ Ï̂Ó˚ ≤Ã Ï̂ï˛ƒÜ˛!ê˛ Ë˛yí z̨ã˛yÓ˚ §ly=˛ Ü˛ Ï̂Ó˚̂ ÏSÈñ ˆï˛yÙÓ˚y ˆòá Ï̂Ó
!Ù°Ü,̨ ï˛ !Ó£ÏÎ˚à%̂ Ï°y !fl; Ï̂lÓ˚ l# Ï̂ã˛ ï˛yÍ«˛!îÜ˛Ë˛y Ï̂Ó ˛õ!Ó˚Ó!ï≈̨ ï˛ • Ï̂Î˚ ≤Ãò!¢≈ï˛ • Ï̂ï˛ ÌyÜ˛ Ï̂Ó–

í z̨̨ õ Ï̂Ó˚Ó˚ Ü˛yÎ≈ §¡õyò Ï̂lÓ˚ ˛õÓ˚ +A Óyê˛ Ï̂l !Üœ̨ Ü˛ Ü˛Ó˚ åxÌÓ)y x!ã˛!•´ï˛ Ë˛yí z̨ã˛yÓ˚à%̂ Ï°y Ï̂Ü˛ Óyò !ò Ï̂Î˚
~!à Ï̂Î˚ ÎyGÎ˚yÓ˚ çlƒ Enter ~ ≤Ã Ï̂Î˚yçl xl%ÎyÎ˚# ~Ü˛y!ôÜ˛ ÓyÓ˚ !Üœ̨ Ü˛ Ü˛Ó˚ä ~ÓÇ ˆòá Ï̂Ó !fl;î ï˛y fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó
@˝Ã•î Ü˛ˆÏÓ˚ˆÏSÈ– ˛õÓ˚Óï˛#≈ §ÙˆÏÎ˚ ï%˛!Ù Îál !Ù°Ü˛Ó˚î Ü˛Ó˚ˆÏÓñ ˆòáˆÏÓ fl∫Î˚Ç!Ü ˛Î˚Ë˛yˆÏÓ ¢%ô% xÓ!¢T˛ xfl∫#Ü,˛ï˛
Ë˛yí z̨ã˛yÓ˚à%̂ Ï°y ≤Ãò!¢≈ï˛ • Ï̂Ó– ï˛y•z Ü˛yç!ê˛ x Ï̂lÜ˛ê˛y §•çï˛Ó˚ • Ï̂Î˚ Îy Ï̂Ó–

5.3 !§ Ï̂fiê˛ Ï̂ÙÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛y ~ÓÇ §%Ó˚«˛y ˜Ó!¢T˛ƒ

(Need and security feature of the system) :

≤Ã Ï̂ï˛ƒÜ˛ !•§yÓÓ˚«˛î §Êê˛GÎ˚ƒyÓ˚ ˆí˛ê˛yÓ˚ !lÓ˚y˛õ_yñ §%Ó˚«˛y ~ÓÇ ˆày˛õl#Î˚ï˛y ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– ï˛y•z ≤Ã Ï̂ï˛ƒÜ˛
§Êê˛GÎ˚ƒyÓ˚ ˆí˛ê˛y !lÓ˚y˛õ_y !ï˛l!ê˛ í z̨̨ õy Ï̂Î˚ ≤Ãòyl Ü˛ Ï̂Ó˚ ı

•  ˛õy§GÎ˚yí≈̨  !lÓ˚y˛õ_y (Password security)

•  ˆí˛ê˛y !l!Ó˚«˛y (Data Audit)

•  ˆí˛ê˛y Ë˛Œê˛ (Data Vault)

!ã˛e 4.15 ÓƒyAÜ˛ !Ù°Ü˛Ó˚î !ÓÓÓ˚î#



144

Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

 ̨õy§GÎ˚yí ≈̨ §%Ó˚«˛y (Password security) : ̂ í˛ê˛y ÓƒÓ•yÓ̊ Ü˛Ó̊yÓ̊ ̂ «˛ Ï̂e §%Ó̊«˛y !lÎ̊sf̂ Ïî ̨õy§GÎ̊yí≈̨
Óƒy˛õÜ˛Ë˛y Ï̂Ó @˝Ã•î Ü˛Ó˚y •Î˚– ˆÜ˛Ó°Ùye xl%̂ ÏÙy!òï˛ Óƒ!=˛•z ˆÎ ˆÜ˛yl ˆí˛ê˛y ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ– ˆÎ§Ü˛°
ÓƒÓ•yÓ˚Ü˛yÓ˚# ˛õy§GÎ˚yí≈˛ çyˆÏll ly ï˛yÓ˚y !§ˆÏfiê˛Ù ˆÌˆÏÜ˛ ï˛Ìƒ ˛õ%lÓ˚%ÂôyÓ˚ Óy §Ç@˝Ã• Ü˛Ó˚ˆÏï˛ ˛õyÓ˚ˆÏÓ ly– ~!ê˛
ˆí˛ê˛yÓ˚ xá[˛ï˛y !l!Ÿã˛ï˛ Ü˛ Ï̂Ó˚– ~!ê˛ ˆfiê˛y Ï̂Ó˚ç ~Ü˛!ê˛ Óy•zly!Ó˚ ~l Ï̂Ü˛y!í˛Ç Ê˛Ó˚̂ ÏÙê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ~ÓÇ ˆí˛ê˛y Ï̂Ó§
ÓƒÓ•yÓ˚ Ü˛Ó˚yÓ˚ §%̂ ÏÎyà ˆòÎ˚–

 ̂ í˛ê˛y !lÓ˚#«˛y (Data Audit) : !•§yÓÓ˚«˛î §Êê˛GÎ˚ƒy Ï̂Ó˚ !lÓ˚#«˛ Ï̂îÓ˚ ̃ Ó!¢T˛ƒ!ê˛  ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂Ü˛ñ
ÎyÓ˚ Ü˛yˆÏSÈ ≤Ã¢y§!lÜ˛ «˛Ùï˛y ÌyˆÏÜ˛ñ ï˛yˆÏÜ˛ xl%ˆÏÙy!òï˛  ˆí˛ê˛yˆÏÓˆÏ§Ó˚ ÙˆÏôƒ ˆí˛ê˛yÓ˚ ÓƒÓ•yÓ˚ !lÎ˚sfî Ü˛Ó˚ˆÏï˛
˛§y•yÎƒ Ü˛ Ï̂Ó˚– ~!ê˛ òy!á°yÓ˚ §!ë˛Ü˛ï˛y !lÓ˚#«˛î Ü˛ Ï̂Ó˚– Î!ò ~Ü˛ÓyÓ˚ òy!á°yà%̂ Ï°y ˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚ !lÓ˚#«˛y • Ï̂Î˚
ÎyÎ˚ ï˛ál ˆÎ ˆÜ˛yl §Êê˛GÎ˚ƒyÓ˚ §Ê˛° òy!á°y ÓƒÓ•yÓ˚Ü˛yÓ˚# !lÓ˚#«˛ Ï̂îÓ˚ lyÙ ~ÓÇ ˛õ!Ó˚Óï≈̨ Ï̂lÓ˚ ï˛y!Ó˚á G §ÙÎ˚
≤Ãò¢≈l Ü˛Ó˚̂ ÏÓ–

 ˆí˛ê˛y Ë˛Œê˛ (Data Vault) : §Êê˛GÎ˚ƒyÓ˚ñ ≤Ã Ï̂Ó¢ Ü˛Ó˚y Ï̂ly ˆí˛ê˛y Ï̂Ü˛ x!ï˛!Ó˚=˛ §%Ó˚«˛y ≤Ãòyl Ü˛ Ï̂Ó˚
~ÓÇ ~•z ˜Ó!¢T˛ƒ!ê˛ Ï̂Ü˛ Ó°y •Î˚ Ï̂í˛ê˛y ˆË˛yŒê˛– ˆí˛ê˛y ˆË˛yŒê˛ ˆÜ˛ylÓ˚Ü˛Ù !ÓÜ,̨ !ï˛ SÈyí ¸̨y Ù)° ï˛ Ï̂ÌƒÓ˚ ˛õ!Ó˚̂ ÏÓ¢l
§%!l!Ÿã˛ï˛ Ü˛ Ï̂Ó˚– ˆí˛ê˛y Ë˛ Ï̂Œê˛Ó˚ ˛õy§GÎ˚yí≈̨  Ë˛yAày ÎyÎ˚ ly – !Ü˛S%È˛ !Ü˛S%È §Êê˛GÎ˚ƒyÓ˚ ˆí˛ê˛y ~l!Ü ̨ ˛õ¢l ˛õÂô!ï˛
ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

Windows Functionality Availability

F1 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

F2 To change the menu period At almost all screens in TALLY

F3 To select the company At almost all screens in TALLY

F4 To select the Contra voucher At Accounting/Inventory

Voucher creation and alteration

screen

F5 To select the Payment voucher At Accounting/Inventory

Voucher creation and alteration

screen

F6 To select the Receipt voucher At Accounting/Inventory

Voucher creation and alteration

screen

F7 To select the Journal voucher At Accounting/Inventory  Voucher

 creation and alteration screen

F8 To select the Sales voucher At Accounting/Inventory  Voucher

creation and alteration screen

F8 To select the Credit Note voucher At Accounting/Inventory Voucher

(CTRL+F8) ercreation and alteration screen

F9 To select the Purchase voucher At Accounting/Inventory Voucher

creation and alteration screen

F9 To select the Debit Note voucher At Accounting/Inventory Voucher

(CTRL+F9) creation and alteration screen
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F10 To select the Reversing Journal At Accounting/Inventory Voucher

voucher creation and alteration screen

F10 To select the Memorandum voucher At Accounting/Inventory Voucher

creation and alteration screen

F11 To select the Functions and Features At almost all screens in TALLY

screen

F12 To select the Configure screen At almost all screens in TALLY

Special Key Combination

Windows Functionality Availability

ALT + 2 To Duplicate a voucher. At List of Vouchers – creates a voucher similar

to the one where you positioned the cursor and

used this key combination.

ALT + A To Add a voucher. At List of Vouchers – adds a voucher after

the one where you positioned

the cursor and used this key combination.

ALT + C To create a master at a voucher At voucher entry and alteration

screen (if it has not been already screens, at a field where you have to

assigned a different function, as in select a master from a list. If the

reports like Balance Sheet, where it necessary account has not been

adds a new column to the report). created already, use this key combination to

create the master without quitting from the

voucher screen.

ALT + D To delete a voucher. At Voucher and Master (Single)

To delete a master. alteration screens. Masters can be

(if it has not been already assigned deleted subject to conditions, as

a different function, as explained above). explained in the manual.

ALT + E To export the report in ASCII, SDF, At all reports screens in TALLY.

HTML OR XML format.

ALT + I To insert a voucher. At List of Vouchers – inserts a voucher before

the one where you positioned the cursor and

used this key combination.

ALT + O To upload the report at your website. At all reports screens in TALLY.

ALT + M To Email the report. At all reports screens in TALLY.

ALT + P To print the report. At all reports screens in TALLY.

ALT + R To remove a line in a report. At all reports screens in TALLY.

ALT + S To bring back a line you removed At all reports screens in TALLY.

using ALT + R.

ALT+ V From Invoice screen to bring At Invoice screen/Quantity Field/

Stock Journal screen. Press Alt + V to select the Stock Journal.
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Windows Functionality Availability

ALT + W To view the Tally Web browser. At all reports screens in TALLY.

ALT + X To cancel a voucher in Day Book/ At all voucher screens in TALLY.
List of Vouchers.

ALT + R To Register Tally. At Licensing Menu in TALLY.

CTRL + A To accept a form – wherever you use At almost all screens in TALLY, except
this key combination, that screen or where a specific detail has to be given
report gets accepted as it is. before accepting.

CTRL + B To select the Budget. At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

CTRL  + C To select the Cost Centre. At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

To select the Cost Category. At Stock Groups/ Stock Categories/ Stock
Items/ Reorder Levels/ Godowns/ Voucher
Types / Units of Measure
(Inventory Info)  creation/alteration screen.

CTRL+ E To select the Currency. At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

CTRL + G To select the Group. At Groups/Ledgers/Cost Centres/ Budgets/
Scenarios/Voucher Types/ Currencies
(Accounts Info) creation and alteration
screen.

CTRL + I To select the Stock Items. At Stock Group/ Stock Categories/ Stock
Items/ Reorder Levels/ Godowns/ Voucher
Types / Units of Measure
(Inventory Info)  creation/alteration screen.

CTRL + L To select the Ledger. At Groups/Ledgers/Cost Centres/ Budgets/

Scenarios/Voucher Types/ Currencies

(Accounts Info) creation and alteration

screen.

CTRL + O To select the Godowns. At Stock Group/ Stock Categories/ Stock

Items/ Reorder Levels/ Godowns/ Voucher

Types / Units of Measure

(Inventory Info)  creation/alteration screen.
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Windows Functionality Availability

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+Alt+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 Items/

Reorder Levels/Godowns/ Voucher Types/Units

of Measure

(Inventory Info)  creation/alteration screen.

Ctrl + V To select the Voucher Types. At Groups/Ledgers/Cost Centres/ Budgets/

Scenarios/Voucher Types/ Currencies (Accounts

Info) creation and alteration screen. Special

Function Key Combination

Special Key Combination

Windows Functionality Availability

ALT + F1 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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Windows Functionality Availability

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

Windows Functionality Availability

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.
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§yÓ˚§Ç Ï̂«˛˛õ
•    Ü˛!¡õí˛zê˛yÓ˚!Ë˛!_Ü˛ !•§yÓÓ˚«˛î ˛õÂô!ï˛ˆÏï˛ !•§yÓÓ˚«˛î ˆ°lˆÏòlà%ˆÏ°y çyˆÏÓòy!Î˚ï˛  Ü˛Ó˚y •Î˚ ò%!ê˛ ˛õÂô!ï˛ˆÏï˛ (i)

•y Ï̂ï˛Ü˛° Ï̂Ù (manual) (ii) Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ Ùyôƒ Ï̂Ù (computerised)– Óï≈̨ Ùyl Ü˛!¡õí z̨ê˛yÓ˚!Ë˛!_Ü˛ !•§yÓÓ˚«˛î ̨õÂô!ï˛ñ
•y Ï̂ï˛Ü˛° Ï̂Ù !•§yÓÓ˚«˛î ̨õÂô!ï˛Ó˚ ï%̨ °lyÎ˚ xy Ï̂Ó˚y x Ï̂lÜ˛ ̂ Ó!¢ Ü˛yÎ≈Ü˛Ó˚– Óyçy Ï̂Ó˚ !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ !•§yÓÓ˚«˛î §Êê˛GÎ˚ƒyÓ˚
Ó˚̂ ÏÎ˚̂ ÏSÈ ï˛ Ï̂Ó ê˛ƒy!° 9.0 !•§yÓÓ˚«˛î §Êê˛GÎ˚ƒyÓ˚!ê˛ x!ôÜ˛ Ü˛yÎ≈Ü˛Ó˚– ê˛ƒy!° 9.0 §Êê˛GÎ˚ƒy Ï̂Ó˚Ó˚ !Ó!Ë˛ß¨ ˜Ó!¢T˛ƒ Ó˚̂ ÏÎ˚̂ ÏSÈñ
~à%̂ Ï°y •°ı

i)  Gateway - Gateway •° ê˛ƒy!°Ó˚ ˛≤ÃyÓ˚!Ω˛Ü˛ xÓfiÌy Óy ¢%Ó%̊– xlƒË˛y Ï̂Ó xyÙÓ˚y Ó° Ï̂ï˛ ˛õy!Ó˚ ˆÎ Gateway •°
ê˛ƒy!°Ó˚ ≤Ã Ï̂Ó¢myÓ˚–

ii)  ≤Ã!ï˛¤˛yl àë˛l (company creation)- !•§yˆÏÓÓ˚ ˆ°lˆÏòlà%ˆÏ°yˆÏÜ˛ !§ˆÏfiê˛ˆÏÙ ≤ÃˆÏÓ¢ Ü˛Ó˚yˆÏlyÓ˚ ˛õ)ˆÏÓ≈ñ ≤ÃÌˆÏÙ
company creation ~Ó˚ Ùyôƒ Ï̂Ù ~Ü˛!ê˛ ≤Ã!ï˛¤˛yl àë˛l Óy ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó–

iii)  !•§yÓ§Ù)ˆÏ•Ó˚ ã˛yê≈˛ (Chart of Accounts) : !•§yÓ§Ù)ˆÏ•Ó˚ ã˛yê≈˛ •° í˛zmï≈˛˛õˆÏeÓ˚ òyÎ˚ G §¡õˆÏòÓ˚ ~ÓÇ
°yË˛ÈüÈ«˛!ï˛Ó˚ !•§y Ï̂ÓÓ˚ xyÎ˚ G Óƒ Ï̂Î˚Ó˚ ~Ü˛!ê˛ !ÓË˛yà–

iv)  Account Master - Account master Ù)°ï˛ !•§y Ï̂ÓÓ˚ !ÓË˛yà ~ÓÇ á!ï˛Î˚y Ï̂lÓ˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–

v)  Ë˛yí z̨ã˛yÓ˚ òy!á°y (Voucher Entry) - !•§yÓ ̃ ï˛!Ó˚ Ü˛Ó˚yÓ˚ ̨õÓ˚ ÓƒÓ•yÓ˚Ü˛yÓ˚# !•§y Ï̂ÓÓ˚ Ó•ẑ Ïï˛ !•§yÓÓ˚«˛î Ë˛yí z̨ã˛y Ï̂Ó˚Ó˚
òy!á°y ≤ÃˆÏÓ¢ Ü˛Ó˚yÎ˚– Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓÓ˚«˛î ˛õÂô!ï˛ˆÏï˛ §Ü˛° òy!á°y Ë˛yí˛zã˛yÓ˚ òy!á°yÓ˚ myÓ˚y ≤ÃˆÏÓ¢
Ü˛Ó˚y Ï̂ly •Î˚–

vi)  ˆÓ˚GÎ˚y!Ù° (Trial Balance) - ˆÓ˚GÎ˚y!Ù° •° !Ó!Ë˛ß¨ á!ï˛Î˚y Ï̂lÓ˚ x!hs˝Ù ˆçÓ˚ §¡∫!°ï˛ !Ó!Ë˛ß¨ !ÓÓÓ˚î

vii)  í z̨mï≈̨ ˛õe (Balance Sheet) - çy Ï̂Óòy òy!á°y ã)̨ í ¸̨yhs˝Ü˛Ó˚̂ ÏîÓ˚ çlƒ òyÎ˚ ~ÓÇ §¡õ Ï̂òÓ˚ §Ü˛° ˛õ Ï̂òÓ˚ òy!á°yÓ˚ myÓ˚y
 í z̨mï≈̨ ˛õe ˜ï˛!Ó˚ Ü˛Ó˚y •Î˚–

•      ≤Ã!ï˛ Ï̂Óò Ï̂lÓ˚ Ù)oî (Report Printing) :  !•§yÓÓ˚«˛î ≤Ã!Ü ̨ Î˚yÓ˚ ˆ¢£Ï ôy˛õ •° ≤Ã!ï˛ Ï̂Óòl Ù%oî–

•      ˆÎ ˆÜ˛yl ≤Ã!ï˛¤˛y Ï̂lÓ˚ xy!Ì≈Ü˛ ˆ°l Ï̂òl§Ù)• §Ê˛°Ë˛y Ï̂Ó ÓçyÎ˚ Ó˚yáyÓ˚ çlƒ !•§yÓÓ˚«˛î §Êê˛GÎ˚ƒyÓ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛
˛õy Ï̂Ó˚– ˆí˛ê˛y Ó˚«˛îy Ï̂Ó«˛ Ï̂îÓ˚ ˛õy¢y˛õy!¢ ~!ê˛ !•§yÓÓ˚«˛î ≤Ã!ï˛ Ï̂Óòl ˜ï˛!Ó˚̂ Ïï˛ à%Ó%̊c˛õ)î≈ Ë)̨ !ÙÜ˛y ˛õy°l Ü˛ Ï̂Ó˚ Îy !§Âôyhs˝
@˝Ã•ˆÏî á%Ó•z Ü˛yÎ≈Ü˛Ó˚– ~•z §Ü˛° §Êê˛GÎ˚ƒyÓ˚ ˛õƒyˆÏÜ˛çà%ˆÏ°yÓ˚ xyˆÏÓ˚y xˆÏlÜ˛ ˜Ó!¢T˛ƒ Ó˚ˆÏÎ˚ˆÏSÈñ ˆÎà%ˆÏ°y ˆï˛yÙyˆÏòÓ˚
ã˛y!•òyÙ Ï̂ï˛y ˆ°l Ï̂ò Ï̂lÓ˚ ôÓ˚̂ ÏlÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ x Ï̂ß∫£Ïî G ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–
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xl%¢#°l#
1. §!ë˛Ü˛ í z̨_Ó˚!ê˛ !lÓ≈yã˛l  Ü˛ Ï̂Ó˚y

Ü˛ä  @˝Ã%̨ õ àë˛ Ï̂lÓ˚ çlƒ ˆÜ˛yl menu!ê˛ ÓƒÓ•,ï˛ • Ï̂Ó⁄

a. Gateway of Tally > master >accounts info > create

b. Gateway of Tally > master >accounts info > alter

c. Gateway of Tally > master >accounts info > display

d. Gateway of Tally > master >accounts info > edit

áä  á!ï˛Î˚yl ≤Ã› Ï̂ï˛Ó˚ çlƒ ˆÜ˛yl menu!ê˛ ÓƒÓ•,ï˛ • Ï̂Ó⁄

a. Gateway of Tally > master >accounts info >ledger > create

b. Gateway of Tally > master >accounts info > ledger >alter

c. Gateway of Tally > master >accounts info > ledger >display

d. Gateway of Tally > master >accounts info > ledger>edit

àä  Gateway of Tally  Ï̂Ì Ï̂Ü˛ Company information menu ˆï˛ ÎyGÎ˚yÓ˚ çlƒ ˆÜ˛yl shortcut!ê˛
     ÓƒÓ•,ï˛ • Ï̂Ó⁄

a. Alt + F3

b. Alt + Escape

c. Shift + F3

d. Shift + F1

âä  Ü˛yÓ˚áylyÓ˚ !Óò%ƒÍ !Ó° ÓyÓò áÓ˚ã˛y Ï̂Ü˛ ï%̨ !Ù l# Ï̂ã˛Ó˚ ˆÜ˛yl ˆ◊!îÓ˚ xhs˝à≈ï˛ Ü˛Ó˚̂ ÏÓ⁄

a)   ≤Ãï˛ƒ«˛ xyÎ˚

b)   ≤Ãï˛ƒ«˛ ÓƒÎ˚

c)   ˛õ Ï̂Ó˚y«˛ xyÎ˚

d)   ˛õ Ï̂Ó˚y«˛ ÓƒÎ˚

.ä  Ë˛yí z̨ã˛yÓ˚ òy!á°y l!ÌË)̨ =˛ Ü˛Ó˚yÓ˚ §ÙÎ˚ Î!ò ~Ü˛!ê˛ lï%̨ l á!ï˛Î˚yl ≤Ã› Ï̂ï˛Ó˚ ≤Ã Ï̂Î˚yçl •Î˚ ï˛y• Ï̂° ê˛ƒy!° Ï̂ï˛
      ˆÜ˛yl Ü˛Ùy[˛!ê˛ ÓƒÓ•,ï˛ •Î˚⁄

a. Ctrl + C

b. Ctrl + G

c. Alt + C

d. Alt + G
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ã˛ä  á!ï˛Î˚yl ≤Ã› Ï̂ï˛Ó˚ §ÙÎ˚ Î!ò ï%̨ !Ù ~Ü˛!ê˛ lï%̨ l ˆ◊!î Óy !ÓË˛yà ≤Ã›ï˛ Ü˛Ó˚̂ Ïï˛ ã˛yG ï˛ Ï̂Ó ˆÜ˛yl key!ê˛ ã˛y˛õ
     ˆò Ï̂Ó⁄

a. Ctrl + C

b. Ctrl + G

c. Alt + C

d. Alt + G

SÈä È üüüÈÈüüüÈÈüüüÈÈüüüÈÈüüüÈ ê˛ƒy!° Ï̂ï˛ Ü˛yç Ü˛Ó˚yÓ˚ çlƒ ≤’ƒyê˛Ê˛Ù≈ !•§y Ï̂Ó Ü˛yç Ü˛ Ï̂Ó˚–

a. Gateway of Tally

b. Outway of  Tally

c. Company information

d. All the above

çä  §Ç!«˛ÆÓ)̊̂ Į̈ õ ˆÜ˛y¡õy!lÓ˚ lyÙ ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚ ˆ°áyÓ˚ çlƒ Ü˛Î˚!ê˛ x«˛Ó˚ ÓƒÓ•,ï˛ •Î˚⁄

a. 2

b. 4

c. 3

d. 5

2. !l¡¨!°!áï˛ ≤ÃŸ¿à%̂ Ï°yÓ˚ í z̨_Ó˚ òyG /

1.  ï%̨ !Ù Ü˛#Ë˛y Ï̂Ó ê˛ƒy!° !•§yÓÓ˚«˛î §Êê˛GÎ˚ƒyÓ˚!ê˛Ó˚ ÓƒÓ•yÓ˚ ¢%Ó%̊ Ü˛Ó˚̂ ÏÓ⁄

2.  ê˛ƒy!° ˛õò≈yÓ˚ ˆàê˛G Ï̂Î˚̂ Ïï˛ ˆÜ˛yl Ùƒyl% !ÓÜ˛“ í z̨̨ õ°kô xy Ï̂SÈ⁄

3.  ê˛ƒy!° !•§yÓÓ˚«˛î ˛õƒy Ï̂Ü˛ Ï̂ç Óyê˛l Óy Ï̂Ó˚Ó˚ ÓƒÓ•yÓ˚ Ü˛#⁄

4.  ê˛ƒy!° Ï̂ï˛ í z̨mï≈̨ ˛õ Ï̂eÓ˚ !Ó£ÏÎ˚à%̂ Ï°y Ü˛# Ü˛# ⁄

5.  Accounting Info myÓ˚y ï%̨ !Ù Ü˛# ˆÓyV˛y Ï̂ï˛ ã˛yG⁄

6.  Company creation åˆÜ˛y¡õy!l àë˛lä ≤Ã!Ü ̨ Î˚y!ê˛ Óƒyáƒy Ü˛Ó˚–

7.  ÚÚ≤Ã!ï˛ Ï̂Óòl ˜ï˛!Ó˚ Ü˛Ó˚y §•ç Ü˛yç lÎ˚ÛÛÈüüüÈ ~•z Ó=˛Óƒ!ê˛ §ï˛ƒ ly !ÙÌƒy Óƒyáƒy Ü˛Ó˚⁄

8.  °yË˛ÈüÈ«˛!ï˛ !•§y Ï̂ÓÓ˚ !Ó!Ë˛ß¨ !Ó£ÏÎ˚Ó›à%̂ Ï°y Óî≈ly Ü˛Ó˚⁄

9.  ˆÜ˛y¡õyl# lyÙÜ˛ ~Ü˛!ê˛ @˝Ã%̨ õ Óy !ÓË˛yà ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ ≤Ã!Ü ̨ Î˚y Óî≈ly Ü˛Ó˚ ~ÓÇ ï%̨ !Ù Ü˛#Ë˛y Ï̂Ó ï˛y ≤Ãò!¢≈ï˛
Ü˛Ó˚̂ ÏÓ G !•§y Ï̂ÓÓ˚ !ÓË˛yà!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ ÏÓ⁄

10. ê˛ƒy!° 9.0 Óî≈ly Ü˛Ó˚ ~ÓÇ ~•z §Êê˛GÎ˚ƒyˆÏÓ˚Ó˚ lï%˛l ˜Ó!¢T˛ƒà%ˆÏ°y Ü˛# Ü˛# ~ÓÇ ê˛ƒy!° ˛õò≈yÓ˚ !Ó!Ë˛ß¨
˛õòà%̂ Ï°y Óƒyáƒy Ü˛Ó˚ ⁄
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3. ò«˛ï˛yÓ˚ ˛õÎ≈y Ï̂°yã˛ly

1.  xy¢#Ó≈yò !°!Ù Ï̂ê˛ Ï̂í˛Ó˚ !l¡¨!°!áï˛ ˆ°l Ï̂òl §ÇÜ ̨ yhs˝ Ë˛yí z̨ã˛yÓ˚ ˆÌ Ï̂Ü˛ §Ç!Ÿ’T˛ á!ï˛Î˚y Ï̂lÓ˚ !•§y Ï̂Ó
   òy!á°y òyGñ ˆÓ˚GÎ˚y!Ù° ~ÓÇ í z̨mï≈̨ ˛õe ˜ï˛!Ó˚ Ü˛Ó˚ ı

Ü˛ä  40,000 ê˛yÜ˛y !l Ï̂Î˚ ÓƒÓ§y ¢%Ó%̊ Ü˛Ó˚°

áä  10,000 ˛ê˛yÜ˛yÓ˚ ˛õîƒ§Ù)• 10 ¢ï˛yÇ¢ ÓƒÓ§y!Î˚Ü˛ ÓyRyÎ˚ (trade discount) Ü ̨ Î˚ Ü˛Ó˚y •°–

àä  5000 ê˛yÜ˛yÓ˚ ˛õîƒ§Ù)• 40 ¢ï˛yÇ¢ °y Ï̂Ë˛ xç≈%̂ ÏlÓ˚ !lÜ˛ê˛ !Ó!Ü ̨  Ü˛Ó˚y •°–

âä  500 ê˛yÜ˛yÓ˚ ò›!Ó˚ (commission) ˛õyGÎ˚y ˆà°–

.ä  7000 ê˛yÜ˛y ÓƒyÇ Ï̂Ü˛ çÙy Ü˛Ó˚y •°–

ã˛ä  1500 ê˛yÜ˛yÓ˚ ˛õîƒ ˆÊ˛Ó˚Í ˆòGÎ˚y •°–

SÈä  2500 ê˛yÜ˛yÓ˚ ˆÓï˛l ≤Ãòyl Ü˛Ó˚y •°–

çä  3500 ê˛yÜ˛yÓ˚ Ùç%!Ó˚ ≤Ãòyl Ü˛Ó˚y •°–

í z̨_Ó˚yÓ°#
1. a 2. a 3. a 4.  d 5. c 6. b

7. a 8. b
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!¢ál í ẑ̨ Ïj¢ƒ§Ù)•

 ~•z xôƒyÎ˚!ê˛ xôƒÎ˚̂ ÏlÓ˚ ̨ õÓ˚ ̂ ï˛yÙÓ˚y çyl Ï̂ï˛
˛õyÓ˚ˆÏÓ

• !Ü˛Ë˛yˆÏÓ ≤ÃˆÏÎ˚yçÈlyl%§yˆÏÓ˚ ˆí˛ê˛yˆÏÓˆÏ§Ó˚
Ü˛yë˛yˆÏÙy àë˛l Ü˛Ó˚y ÎyÎ˚– ˆí˛ê˛yˆÏÓˆÏ§Ó˚
ˆê˛!Ó°à%̂ Ï°y lÜ˛¢y G ̃ ï˛!Ó˚ Ü˛Ó˚y ÎyÎ˚–

•   ˆí˛ê˛y @˝Ã•îñ ≤Ã!Ü ̨ Î˚yÜ˛Ó˚î ~ÓÇ ˛õ%lÓ%̊Âôy Ï̂Ó˚Ó˚
çlƒ ÓƒyÜ˛ ~[˛ ˆí˛ê˛yˆÏÓ§ G Ê ˛rê˛È ~[˛
Ê˛Ù≈à%ˆÏ°yÓ˚ ˜ï˛!Ó˚Ó˚ §yˆÏÌ ç!í˛¸ï˛ §yôyÓ˚î
ˆí˛ê˛yˆ ÏÓ§ xƒy!≤’ˆ ÏÜ˛¢là%ˆ Ï°yÓ˚ çlƒ
Ùy•ẑ ÏÜ ̨ y§Ê‰̨ ê˛ xƒy Ï̂: Ï̂§Ó˚ ÓƒÓ•yÓ˚–

Ü˛!¡õí˛zê˛yÓ˚!Ë˛!_Ü˛ !•§yÓÓ˚«˛î ˛õÂô!ï˛Ó˚ ≤ÃˆÏÎ˚yçl#Î˚ï˛y í˛z˛õ°!kô Ü˛Ó˚yÓ˚
xlƒï˛Ù ≤Ãôyl Ü˛yÓ˚î •° !Ó!Ë˛ß¨ ≤Ã!ï˛¤˛ylà%̂ Ï°y Ï̂ï˛ x≤Ã!ï˛ Ï̂Ó˚yôƒË˛y Ï̂Ó ˆí˛ê˛yÓ˚
˛õ!Ó˚Ùyî Ó,!Âô ˛õyGÎ˚y– ~Ó˚)˛õ Ü ˛ÙÓô≈Ùyl !Ó˛õ%° ˛õ!Ó˚Ùyî G ç!ê˛° ï˛ˆÏÌƒÓ˚
ÓƒÓfiÌy Ü˛Ó˚yÓ˚ çlƒ !Ó!Ë˛ß¨ ≤ÃÌyàï˛ ˛õÂô!ï˛ ˆÎÙl Ü˛yàˆÏç !°ál ˛õÂô!ï˛ñ
!°!áï˛ l!Ì ~ÙlÜ˛# ˆfl±Èí˛ÈüÈ!¢ê˛G ˛õÎ≈yÆ lÎ˚– ~•z ˛õ!Ó˚!fiÌ!ï˛Ó˚ ~Ü˛!ê˛ §•ç
§Ùyôyl ~Ü˛!ê˛ ˆí˛ê˛y Ï̂Ó§ ÓƒÓfiÌy˛õly ˛õÂô!ï˛Ó˚ ((DBMS) xyÜ˛y Ï̂Ó˚ ˛õyGÎ˚y
ÎyÎ˚ åˆÎÙlı xƒy Ï̂:§ñ xÓ˚y Ï̂Ü˛°ñ ~§‰!Ü˛í z̨~° §yË≈̨ yÓ˚ •zï˛ƒy!òä Îy x!ï˛ §•ç
˛õÂô!ï˛ˆÏï˛ ˆí˛ê˛y §Çàë˛lñ ≤Ã!Ü ˛Î˚yÜ˛Ó˚î ~ÓÇ xl%§rôyˆÏlÓ˚ çlƒ !Ó!Ë˛ß¨
§Ê‰̨ ê˛GÎ˚ƒyÓ˚ í z̨̨ õÜ˛Ó˚î §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

ˆÎˆÏ•ï%˛ xyÙÓ˚y ~ál !•§yÓ!lÜ˛y¢Ü˛Ó˚ˆÏîÓ˚ ï˛Ìƒ ˜ï˛!Ó˚ñ §ÇÓ˚«˛îñ
≤Ã!Ü ˛Î˚yÜ˛Ó˚î ~ÓÇ ≤ÃˆÏÎ˚yçl!Ë˛!_Ü˛ ˛õ%lÓ˚%ÂôyˆÏÓ˚Ó˚ çlƒ ÓyhflÏ!ÓÜ˛Ë˛yˆÏÓ
Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ ÓƒÓ•y!Ó˚Ü˛ ≤Ã Ï̂Î˚yàà%̂ Ï°y xl%§rôyl Ü˛Ó˚̂ Ïï˛ ~!à Ï̂Î˚ ã˛ Ï̂°!SÈñ xyÙÓ˚y
ôˆÏÓ˚ ˆlÓ ˆÎ ˆï˛yÙÓ˚y á%Ó §%®Ó˚Ë˛yˆÏÓ !•§yÓÓ˚«˛ˆÏîÓ˚ Ü˛yë˛yˆÏÙy ~ÓÇ ï˛yÓ˚
˛õ!Ó˚ã˛y°ly ˛õÂô!ï˛ §¡õˆÏÜ≈˛ GÎ˚y!Ü˛Ó•y° xÌ≈yÍ ˆï˛yÙyˆÏòÓ˚ ≤ÃˆÏÎ˚yçl#Î˚
ï˛Í§ÇÜ ̨ yhs˝ K˛yl Ó˚̂ ÏÎ˚̂ ÏSÈ– xyÙÓ˚y ~!ê˛G ô Ï̂Ó˚ !l Ï̂Î˚!SÈ ̂ Î ̂ ï˛yÙy Ï̂òÓ˚ Ü˛!¡õí z̨ê˛yÓ˚
~ÓÇ ̂ í˛ê˛y Ï̂Ó Ï̂§Ó˚ ôyÓ˚îyà%̂ Ï°y ̨õ!Ó˚ã˛y°ly Ü˛Ó˚yÓ˚ ̨õÎ≈yÆ ò«˛ï˛y Ó˚̂ ÏÎ˚̂ ÏSÈ– Îy•ẑ Ï•yÜ˛
xyÙÓ˚y ~•z xôƒyÎ˚!ê˛ ˆÓyV˛yÓ˚ çlƒ ˆÈí˛ê˛y Ï̂Ó§ ÓƒÓfiÌy˛õlyÓ˚ Óy ˛õ!Ó˚ã˛y°lyÓ˚
K˛yl Ï̂Ü˛ ≤ÃyÌ!ÙÜ˛ ¢ï≈̨  !• Ï̂§ Ï̂Ó ˛õ!Ó˚à!îï˛ Ü˛Ó˚̂ Ïï  ã˛y•z ly ~ÓÇ ï˛y•z xyÙÓ˚y
!l Ï̂ç Ï̂òÓ˚̂ ÏÜ˛ !Ü˛S%È ÓyhflÏ!ÓÜ˛ !•§yÓ!lÜ˛y Ï̂¢Ó˚ ≤Ã Ï̂Î˚y Ï̂àÓ˚ !ÓÜ˛y Ï̂¢Ó˚ çlƒ ‘MS

Access” ˆÜ˛ á%Ó §•ç §Ó˚°Ë˛yˆÏÓ Ó%V˛ˆÏï˛ §«˛Ù •Ó– ~!ê˛ Ü˛Ó˚yÓ˚ çlƒñ
xyÙÓ˚y ~ Ï̂: Ï̂§Ó˚ !ï˛l!ê˛ ≤Ãôyl í z̨̨ õyòyl ÎÌy -tables, queries ~ÓÇ forms

~Ó˚ í z̨̨ õÓ˚ Ù Ï̂ly!l Ï̂Ó¢ Ü˛Ó˚Ó– ~!ê˛ §¡õß¨ Ü˛Ó˚yÓ˚ ˛õÓ˚ñ xyÙÓ˚y ≤Ã!ï˛ Ï̂Óòl §,!T˛
Ü˛Ó˚yÓ˚ ̨õÂô!ï˛à%̂ Ï°y xy Ï̂°yã˛ly Ü˛Ó˚Ó– ~!ê˛ §yôyÓ˚îï˛ DBMSÈüÈ~Ó˚ ôyÓ˚îyà%̂ Ï°yÓ˚
í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ à!ë˛ï˛ • Ï̂Î˚̂ ÏSÈ Îy ̂ ï˛yÙÓ˚y •ẑ Ïï˛yÙ Ï̂ôƒ ~Ü˛yò¢ ̂ ◊!î Ï̂ï˛ !¢ Ï̂áSÈ–

!•§yÓ!lÜy̨¢Ü˛Ó̊ Ï̂îÓ̊ çlƒ
ˆí˛ê ŷ̨ ÏÓ§ ÓƒÓfiÌy̨õly ̨õÂô!ï˛

DATA BASE MANAGEMENT SYSTEM FOR ACCOUNTING

§)ã˛ly (Introduction)
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

Óy: 6.1

 ̂ Ó!¢Ó˚Ë˛yà ̂ «˛ Ï̂e•z ̂ í˛ê˛y Ï̂Ó§à%̂ Ï°y ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚ Ü˛y Ï̂SÈ §Ó˚y§!Ó˚ ÓƒÓ•yÓ˚̂ ÏÎyàƒ lÎ˚– ̂ í˛ê˛y Ï̂Ó§ ̂ ÎÈüÈˆÜ˛y Ï̂ly
ï˛ Ï̂ÌƒÓ˚ §Ç Ï̂Îyçlñ §Ç Ï̂¢yôl Óy ˛õ%lÓ%̊ÂôyÓ˚ Ü˛Ó˚y • Ï̂Î˚ Ìy Ï̂Ü˛ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ §FSÈ° ˆ≤Ãy@˝Ãy Ï̂ÙÓ˚ Ùyôƒ Ï̂Ù– ï˛y•z
ˆí˛ê˛y Ï̂Ó§!ê˛ Ï̂Ü˛ ÎÌyÎÌË˛y Ï̂Ó ÓƒyÜ˛ÈüÈ~[˛ !•§y Ï̂Ó !ã˛!•´ï˛ Ü˛Ó˚y •Î˚ ~Ó˚̨ õÓ˚ ˆÎyà§)̂ ÏeÓ˚ ˆ≤Ãy@˝ÃyÙ!ê˛ Ï̂Ü˛ ˆí˛ê˛y Ï̂Ó§
xƒy!≤’ Ï̂Ü˛¢ Ï̂lÓ˚ Ê ̨ rê˛ÈüÈ~[˛ !•§y Ï̂Ó xyáƒy!Î˚ï˛ Ü˛Ó˚y •Î˚–

6.1 ˆí˛ê˛y Ï̂Ó Ï̂§Ó˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛yÓ˚ ôyÓ˚îy ~ÓÇ §ÇK˛y

(Understanding and defining the Database Requirement)ı

Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ ≤Ã!Ü ̨ Î˚yÜ˛Ó˚̂ ÏîÓ˚ à!ï˛ñ §ÇÓ˚«˛ Ï̂îÓ˚ «˛Ùï˛yñ ̂ lê˛GÎ˚y!Ü≈̨ Ç ̂ Ü˛Ô¢°ñ ̨õ!Ó˚ã˛y°l ̨õÂô!ï˛ •zï˛ƒy!òÓ˚
Ü ̨ Ùyàï˛ í z̨ß¨!ï˛Ó˚ çlƒ Ü˛!¡õí z̨ê˛yÓ˚ xƒy!≤’ Ï̂Ü˛¢là%̂ Ï°yÓ˚ «˛Ùï˛yà%̂ Ï°yG x Ï̂lÜ˛yÇ Ï̂¢ ˆÓ Ï̂í ¸̨ ˆà Ï̂SÈ– xyçÜ˛y°
Óy!î!çƒÜ˛Ë˛yˆÏÓ í˛z˛õ°kô !Ó!Ë˛ß¨ Ü˛!¡õí˛zê˛yÓ˚ xƒy!≤’ˆÏÜ˛¢là%ˆÏ°y §Ü˛° ≤ÃÜ˛yÓ˚ xl%ˆÏÙÎ˚ ã˛y!•òyà%ˆÏ°yÓ˚ çlƒ
§•ç §Ó˚° G Óƒy˛õÜ˛Ë˛yˆÏÓ ÓƒÓ•yÓ˚ˆÏÎyàƒ !Ó!Ë˛ß¨ ê%˛°§ §Ó˚ÓÓ˚y•G Ü˛ˆÏÓ˚ ÌyˆÏÜ˛ ~ÓÇ ï˛yÓ˚ §yˆÏÌ ~à%ˆÏ°y
Óƒy˛õÜ˛Ë˛yˆÏÓ ÓƒÓ•yÓ˚Ü˛yÓ˚# ÓyrôÓ •ˆÏÎ˚ í˛zˆÏë˛ˆÏSÈ– §%ï˛Ó˚yÇ xyÙÓ˚y Îál ˆí˛ê˛yˆÏÓ§ xƒy!≤’ˆÏÜ˛¢là%ˆÏ°y ˆÎÙl
Úxƒy Ï̂:§Û ÓƒÓ•y Ï̂Ó˚Ó˚ çlƒ x Į̈̂ õ«˛yÎ˚ Ìy!Ü˛ ï˛ál xyÙy Ï̂òÓ˚ §!ï˛ƒ•z ˆ≤Ãy@˝Ãy Ï̂ÙÓ˚ ò«˛ï˛yÓ˚ ≤Ã Ï̂Î˚yçl ˛õ Ï̂Ó˚ ly–
ï˛Ó%G ˆÎÈüÈˆÜ˛yˆÏly ˆ≤Ãy@˝Ãy!ÙÇ ÈüÈ~Ó˚ K˛yl ~•z ôÓ˚ˆÏlÓ˚ xƒy!≤’ˆÏÜ˛¢là%ˆÏ°yˆÏÜ˛ ò«˛ï˛yÓ˚ §yˆÏÌG Ü˛yÎ≈Ü˛!Ó˚Ë˛yˆÏÓ
˛õ!Ó˚ã˛y°ly Ü˛Ó˚yÓ˚ ˆ«˛e Ï̂Ü˛ í z̨ß¨ï˛ Ü˛ Ï̂Ó˚– xlƒ!ò Ï̂Ü˛ñ xyÙÓ˚y ˆÎÈüÈˆÜ˛y Ï̂ly ˆí˛ê˛y Ï̂Ó§ xƒy!≤’ Ï̂Ü˛¢l ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚
˛õ)̂ ÏÓ≈ ï˛yÓ˚ ˆÌ Ï̂Ü˛ ≤Ãï˛ƒy!¢ï˛ !Ó£ÏÎ˚à%̂ Ï°y §¡õ Ï̂Ü≈̨  xyÙy Ï̂òÓ˚ §¡õ)î≈ K˛yl ÌyÜ˛y ≤Ã Ï̂Î˚yçl– ~!ê˛ ~Ùl ~Ü˛!ê˛
ˆ«˛e ˆÎáy Ï̂l xƒy!≤’ Ï̂Ü˛¢l !l Ï̂çÓ˚ ˆÌ Ï̂Ü˛  ˆÓ!¢ §y•y Ï̂ÎƒÓ˚ •yï˛ Óy!í ¸̨̂ ÏÎ˚ !ò Ï̂ï˛ lyG ˛õy Ï̂Ó˚– ï˛ò%̨ õ!Ó˚ñ xyÙy Ï̂òÓ˚

§!ë˛Ü˛ ≤Ã Ï̂Î˚yçl#Î˚ï˛y !lË≈̨ Ó˚ Ü˛ Ï̂Ó˚ ˆí˛ê˛y Ï̂Ó§ ˛õ!Ó˚ã˛y°l ˛õÂô!ï˛ ˛õSÈ Ï̂®Ó˚ í z̨̨ õÓ˚ñ xÌ≈yÍ ~Ü˛!ê˛ ˆí˛flÒê˛˛õ ˆí˛ê˛y Ï̂Ó§
ÓƒÓ•yÓ˚ Ü˛Ó˚Ó ly ~Ü˛!ê˛ §yË ≈̨yÓ˚ ˆí˛ê˛y Ï̂Ó§ ã˛Î˚l Ü˛Ó˚Ó–

fiê˛ƒy[˛yí≈̨  Óƒ!=˛àï˛ Ü˛!¡õí z̨ê˛yÓ˚ ÌyÜ˛y ˆí˛flÒê˛˛õ ˆí˛ê˛y Ï̂Ó§à%̂ Ï°y ~Ü˛Ü˛ ÓƒÓ•yÓ˚Ü˛yÓ˚# xƒy!≤’ Ï̂Ü˛¢lÓ)̊̂ Į̈ õ
˛õ!Ó˚à!îï˛ •Î˚ñ §yË≈˛yÓ˚ ˆí˛ê˛yˆÏÓ§à%ˆÏ°y Ó•% ÓƒÓ•yÓ˚Ü˛yÓ˚# xƒy!≤’ˆÏÜ˛¢là%ˆÏ°yˆÏÜ˛ §!Ü ˛Î˚ Ü˛ˆÏÓ˚– ~ê˛y !ë˛Ü˛ ˆÎ
~Ü˛!ê˛ Ó•% ÓƒÓ•yÓ˚Ü˛yÓ˚# ̨ õ!Ó˚̂ ÏÓ Ï̂¢ ̂ í˛ê˛yÓ˚ !ÓŸªy§ Ï̂Îyàƒï˛y !l!Ÿã˛ï˛ Ü˛Ó˚y G §Çà!ï˛ Ó˚«˛yÓ˚ çlƒ §yË≈̨ yÓ˚ ̂ í˛ê˛y Ï̂Ó§
x!ï˛!Ó˚=˛ §ÇfiÌyl ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ñ ÎyÓ˚ Ê˛ Ï̂° ~!ê˛ ˆí˛flÒê˛˛õ ˆí˛ê˛y Ï̂Ó Ï̂§Ó˚ ï%̨ °lyÎ˚ Î Ï̂ÌT˛ ÓƒÎ˚Ó•%° • Ï̂Î˚
Ìy Ï̂Ü˛– xï˛/˛õÓ˚ ̂ í˛ê˛y Ï̂Ó§ §Ù§ƒy §ÙyôylÜ˛ Ï̂“ !Ó!l Ï̂Î˚yà Ü˛Ó˚yÓ˚ ̨ õ)̂ ÏÓ≈ xyÙy Ï̂òÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛yÓ˚ §Îb !Ó Ï̂Ÿ’£Ïî
Ü˛Ó˚y x!ï˛ xyÓ¢ƒÜ˛–

~ Ï̂«˛ Ï̂e !Ü˛S%È ≤Ã Ï̂Ÿ¿Ó˚ í z̨_Ó˚ ˆòGÎ˚y ≤Ã Ï̂Î˚yçl ı

D ˆÜ˛yl‰ §ÙhflÏ ˆí˛ê˛y ˆí˛ê˛y Ï̂Ó Ï̂§ §ÇÓ˚«˛î Ü˛Ó˚y ≤Ã Ï̂Î˚yçl⁄

D ˆÜ˛ ˆí˛ê˛y §Ç@˝Ã• Óy §Ç Ï̂¢yôl Ü˛Ó˚̂ ÏÓ ~ÓÇ Ü˛ï˛ ï˛yí ¸̨yï˛y!í ¸̨ ˆí˛ê˛y §Ç Ï̂¢yôl Ü˛Ó˚y • Ï̂Ó⁄

D Ü˛yÓ˚y ˆí˛ê˛y Ï̂Ó§ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ ÏÓ ~ÓÇ ï˛yÓ˚y Ü˛# ôÓ˚̂ ÏlÓ˚ Ü˛yÎ≈ §¡õyòl Ü˛Ó˚̂ ÏÓ⁄

D ˆí˛ê˛y Ï̂Ó§ Ï̂Ü˛ åÓƒyÜ˛ÈüÈ~[˛ä xlƒ ˆÎ ˆÜ˛y Ï̂ly Ê ̨ ^˝ê˛ÈüÈ~[˛ xƒy!≤’ Ï̂Ü˛¢l !Ü˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ⁄

D LAN (local Area Network) ÈüÈ•zrê˛yÓ˚̂ Ïl Ï̂ê˛Ó˚ Ùyôƒ Ï̂Ù ˆí˛ê˛y Ï̂Ó§ Ï̂Ü˛ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˆòGÎ˚y • Ï̂Ó Ü˛# ~ÓÇ
Ü˛# í ẑ̨ Ïj¢ƒ ˆò Ï̂Ó⁄

D ˆÜ˛yl hflÏ̂ ÏÓ˚Ó˚ •yí ≈̨GÎ˚ƒyÓ˚ ~ÓÇ ˛õ!Ó˚ã˛y°l ˛õÂô!ï˛ í z̨̨ õ°kô xy Ï̂SÈ⁄
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!•§yÓ!lÜ˛y¢Ü˛Ó˚̂ ÏîÓ˚ çlƒ ˆí˛ê˛y Ï̂Ó§ ÓƒÓfiÌy˛õly ˛õÂô!ï˛

Óy: 6.2

 ≤ÃyÎ˚¢•zñ ~Ü˛•z ˆí˛ê˛yˆÏÓ§ !Ó!Ë˛ß¨ xƒy!≤’ˆÏÜ˛¢là%ˆÏ°yÓ˚ ÓƒÓ•yˆÏÓ˚Ó˚ çlƒ ≤ÃˆÏÎ˚yçl#Î˚ •Î˚– í˛zòy•Ó˚î!•ˆÏ§ˆÏÓñ
ˆÜ˛yl §ÇfiÌyÓ˚ fl∫Î˚Ç!Ü ̨ Î˚ í z̨̨ õ!fiÌ!ï˛ l!ÌË%̨ =˛Ü˛Ó˚î ˛õÂô!ï˛ ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚ Îy Ü˛Ù#≈̂ ÏòÓ˚ xyàÙl G ≤ÃfiÌy Ï̂lÓ˚
§ÙÎ˚ l!ÌË%̨ =˛ Ü˛ Ï̂Ó˚ Ó˚yá Ï̂Ó– ~ çyï˛#Î˚ !Ó!Ë˛ß¨ ôÓ˚̂ ÏlÓ˚ Îsf̨ õÂô!ï˛ åˆÎÙl Ü˛yí≈̨  §%•z̨ õñ Óy Ï̂Î˚y Ï̂Ù!ê ∆̨Ü˛ •zï˛ƒy!òä
Óyçy Ï̂Ó˚ í z̨̨ õ°ÓÂô xy Ï̂SÈ ~ÓÇ ˆ§à%̂ Ï°y ï˛y Ï̂òÓ˚ !lçfl∫ åÓƒyÜ˛ÈüÈ~[˛ä ˆí˛ê˛y Ï̂Ó§ ~ÓÇ ≤Ã Ï̂Î˚yçl#Î˚ åÊ ̨ ^˝ê˛ÈüÈ~[˛ä
ˆ≤Ãy@˝ÃyÙ !l Ï̂Î˚ xy Ï̂§– ~•z í z̨̨ õ!fiÌ!ï˛Ó˚ ï˛Ìƒ Ü˛Ù#≈̂ ÏòÓ˚ ˆÓï˛l !Ó° ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ çlƒ ≤Ã Ï̂Î˚yçl#Î˚ • Ï̂ï˛ ˛õy Ï̂Ó˚–
≤Ã!ï˛¤˛yˆÏlÓ˚ ˆÓï˛l!Ë˛!_Ü˛ xƒy!≤’ˆÏÜ˛¢l!ê˛Ó˚ ï˛yÓ˚ !lçfl∫ åÓƒyÜ˛ÈüÈ~[˛ä ˆí˛ê˛yˆÏÓ§ ~ÓÇ åÊ ˛^˝ê˛ÈüÈ~[˛ä ˆ≤Ãy@˝ÃyÙ
Óï≈̨ Ùyl Îy Ü˛Ù#≈̂ ÏòÓ˚ í z̨̨ õ!fiÌ!ï˛ l!ÌË%̨ =˛Ü˛Ó˚î xƒy!≤’ Ï̂Ü˛¢l ˆí˛ê˛y Ï̂Ó§G ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛–

Óy: 6.3

 xƒy Ï̂:§ 2007 §yôyÓ˚î Microsoft Office 2007 ~Ó˚ xÇ¢ !• Ï̂§ Ï̂Ó í z̨̨ õ°kô– ï˛Ó%G ~!ê˛ ˛õ,ÌÜ˛Ë˛y Ï̂Ó
Standalone Program !• Ï̂§ Ï̂Ó Ü ̨ Î˚ Ü˛Ó˚y ̂ Î Ï̂ï˛ ̨õy Ï̂Ó˚– ~•z ̂ ≤Ãy@˝ÃyÙ!ê˛ ã˛y°y Ï̂lyÓ˚ çlƒñ ̂ ï˛yÙy Ï̂òÓ˚ Ü˛!¡õí z̨ê˛y Ï̂Ó˚
l)ƒlï˛Ù 500 MHz ≤Ã Ï̂§§Ó̊ñ 256 ̂ ÙàyÓy•zê˛ RAMñ 1.5 !ààyÓy•zê˛ •yí ≈̨!í˛flÒ ~ÓÇ í z̨•ẑ Ï[˛yç ~:!˛õ ̨õ!Ó̊ã˛y°ly
˛õÂô!ï˛Î%=˛ ÓƒÓfiÌy ÌyÜ˛y í z̨!ã˛ï˛–

 xyÙy Ï̂òÓ˚ Î!ò Ó•% ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ myÓ˚y ˆí˛ê˛y Ï̂Ó Ï̂§ ≤Ã Ï̂Ó Ï̂¢Ó˚ ≤Ã Ï̂Î˚yçl •Î˚ Óy ~!ê˛ Î!ò !Ó!Ë˛ß¨ ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚
myÓ˚y ~Ü˛§y Ï̂Ì ˆí˛ê˛y xy˛õ Ï̂í˛ê˛ Ü˛Ó˚yÓ˚ Ü˛y Ï̂çÓ˚ §y Ï̂Ì Î%=˛ Ìy Ï̂Ü˛ ï˛ Ï̂Ó §Ω˛Óï˛ §yË≈̨ yÓ˚ ˆí˛ê˛y Ï̂Ó§ !• Ï̂§ Ï̂Ó ˆÎÙl
‘Microsoft SQL Server’, ‘Oracle’È Óy È ‘IBM DB2’È xyÙy Ï̂òÓ˚ xyÜ˛y!A«˛ï˛ Ê˛°yÊ˛° ≤Ãòyl Ü˛Ó˚̂ ÏÓ–

 ~Ü˛!ê˛ §yË≈̨ yÓ˚ !Ë˛!_Ü˛ ˆí˛ê˛y Ï̂Ó§  í z̨Fã˛Ù)̂ Ï°ƒÓ˚ ê˛ƒyà Ó•l Ü˛Ó˚y § Ï̂_¥Gˆï˛yÙy Ï̂òÓ˚ !Ó!Ë˛ß¨ §%!Óôy§Ù)•
≤Ãòyl Ü˛ˆÏÓ˚ ÌyˆÏÜ˛ ÈüüüÈ Ê ˛^˝ê˛ ~[˛ xƒy!≤’ˆÏÜ˛¢là%ˆÏ°y ã˛Î˚l Ü˛Ó˚ˆÏï˛ xˆÏlÜ˛ lÙl#Î˚ï˛y ≤Ãò¢≈l Ü˛ˆÏÓ˚ñ ≤’ƒyê˛Ê˛Ù≈
fl∫yô#l ¢!=˛¢y°# Ü˛Ù≈«˛Ùï˛y ≤Ãò¢≈l Ü˛ Ï̂Ó˚ ~ÓÇ o%ï˛ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ §ÇáƒyG ~Ó˚ ˛õy¢y˛õy!¢ ï˛ Ï̂ÌƒÓ˚ ˛õ!Ó˚Ùyî
Ó,!Âô Ï̂Ü˛ ˛õ!Ó˚ã˛y°ly Ü˛ Ï̂Ó˚ Ü˛Ù≈̨ õ!Ó˚!ô Ó,!Âô Ü˛ Ï̂Ó˚–

ˆí˛flÒê˛˛õ ˆí˛ê˛y Ï̂Ó§à%̂ Ï°y xyÙy Ï̂òÓ˚ x Ï̂lÜ˛ ÓƒÓ§y!Î˚Ü˛ ˆÈí˛ê˛y §M˛Î˚ ~ÓÇ ≤Ã!Ü ̨ Î˚yÜ˛Ó˚̂ ÏîÓ˚ ≤Ã Ï̂Î˚yçl#Î˚ï˛yÓ˚
çlƒ ï%˛°lyÙ)°Ü˛Ë˛yˆÏÓ ~Ü˛!ê˛ §hflÏy ~ÓÇ §•ç §Ùyôyl §Ó˚ÓÓ˚y• Ü˛ˆÏÓ˚– Ùy•zˆÏÜ ˛y§Ê˛ê˛ xƒyˆÏ:§ •° ~Ó˚)˛õ
~Ü˛!ê˛ ˆí˛ê˛y Ï̂Ó§ÈüÈ Îy Ùy•ẑ ÏÜ ̨ y§Êê˛ x!Ê˛§ ≤Ã Ï̂Ê˛§yly° ~Ó˚ ~Ü˛!ê˛ °y•ẑ Ï§™Î%=˛ Ü˛!˛õ !• Ï̂§ Ï̂Ó Óyçy Ï̂Ó˚ í z̨̨ õ°kô
xyç ~!ê˛ ~Ü˛!ê˛ §•ç ~ÓÇ §Ó Ï̂ã˛ Ï̂Î˚ lÙl#Î˚‡Ó•%Ù%á# !í˛ !Ó ~Ù ~§ÈüÈ~Ó˚ §Ùyôyl §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚ñ ˛õy¢y˛õy!¢
˛õ!Ó˚!ã˛ï˛ í z̨•ẑ Ïu˛y Ï̂çÓ˚ ˆã˛•yÓ˚y ~ÓÇ xlƒylƒ Ùy•ẑ ÏÜ ̨ y§Êê˛ x!Ê˛§ ˛õîƒà%̂ Ï°yÓ˚ §y Ï̂Ì ~Ü˛e#Ü˛Ó˚̂ ÏîÓ˚ §%!Óôy ≤Ãòyl
Ü˛ Ï̂Ó˚ ˆÎÙl ~ Ï̂:°–

ˆÎÈüÈˆÜ˛y Ï̂ly ˆí˛ê˛y Ï̂Ó§ ÓƒÓfiÌy˛õly ˛õÂô!ï˛ !lÓ≈yã˛l Ü˛Ó˚yÓ˚ ˛õ)̂ ÏÓ≈ñ ˆï˛yÙyÓ˚ •yí≈̨ GÎ˚ƒyÓ˚ G ï˛yÓ˚ ˛õy¢y˛õy!¢
˛õ!Ó˚ã˛y°ly ˛õÂô!ï˛ åOSä Ü˛y!A«˛ï˛ !í˛!Ó~Ù~§ÈüÈ~Ó˚ çlƒ l)ƒlï˛Ù ≤ÃˆÏÎ˚yçl#Î˚ Îy!sfÜ˛ §%!Óôy ˛õ)Ó˚î Ü˛Ó˚ˆÏSÈ
!Ü˛ly ï˛y !l!Ÿã˛ï˛ Ü˛Ó˚y ≤ÃˆÏÎ˚yçl– ˆÎÙl!ê˛ ˛õ)ˆÏÓ≈•z Ó°y •ˆÏÎ˚ˆÏSÈñxyÙÓ˚y í˛zòy•Ó˚î !•ˆÏ§ˆÏÓ ~ˆÏ:ˆÏ§Ó˚ !Ó!Ë˛ß¨
≤Ã Ï̂Î˚yàà%̂ Ï°y Óƒyáƒy Ü˛Ó˚Ó ~ÓÇ ï˛yÓ˚ çlƒ ˆï˛yÙyÓ˚ Ü˛!¡õí z̨ê˛yÓ˚ °ƒyÓ í z̨̨ õÎ%=˛ Îsf§Ù!ß∫ï˛ •yí≈̨ GÎ˚ƒyÓ˚ §• È’MS

Access’üÈ ~Ó˚ °y•ẑ Ï§™ Ü˛!˛õ myÓ˚y §!Iï˛ •GÎ˚y çÓ%̊Ó˚#– ~•z Ó•z!ê˛ Ï̂ï˛ ÌyÜ˛y !ã˛eà%̂ Ï°y xƒy Ï̂:§ 2007 ~Ó˚
í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ Óƒyáƒy Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈñ Îy ˆï˛yÙy Ï̂òÓ˚ Ü˛y Ï̂SÈ ~Ü˛ê%̨  xlƒÓ˚Ü˛Ù xl%Ë˛Ó • Ï̂ï˛ ˛õy Ï̂Ó˚ Î!ò ˆï˛yÙy Ï̂òÓ˚
Ü˛yÎ≈Ó˚ï˛ xƒy!≤’ Ï̂Ü˛¢l!ê˛ xlƒ Ë˛yÓ˚§y Ï̂lÓ˚ • Ï̂Î˚ Ìy Ï̂Ü˛–



156

Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

Óy: 6.5

 ~Ü˛!ê˛ ̂ í˛ê˛y Ï̂Ó Ï̂§Ó̊ !Ó!Ë˛ß̈ ̃ Ó!¢T˛ƒ Óy attributes §ly=˛Ü˛Ó̊î §yôyÓ̊îï˛ requirement analysis å≤Ã̂ ÏÎ̊yç Ï̂lÓ̊
!Ó Ï̂Ÿ’£Ïîä~Ó˚ xÇ¢ !• Ï̂§ Ï̂Ó !Ó Ï̂Ó!ã˛ï˛ •Î˚– ~Ó)̨̊ õ ≤Ã!Ü ̨ Î˚y Ï̂ï˛ ˆí˛ê˛y Ï̂Ó§ l:yÜ˛yÓ˚Ü˛ Ï̂Ü˛ ˆí˛y Ï̂Ù•zl K˛yl§¡õß¨
Óƒ!=˛Ó˚ Ü˛ySÈ ˆÌ Ï̂Ü˛ çylyÓ˚ çlƒ ≤Ã Ï̂Î˚yçl#Î˚ ï˛Ìƒ xç≈l Ü˛Ó˚̂ Ïï˛ • Ï̂ï˛ ˛õy Ï̂Ó˚–

~Ùl!Ü˛ xƒy Ï̂: Ï̂§Ó˚ ~Ü˛•z §ÇflÒÓ˚̂ Ïî !ã˛!•´ï˛ !ã˛eà%̂ Ï°y Ï̂ï˛ ~ÓÇ ˆï˛yÙy Ï̂òÓ˚ Ü˛!¡õí z̨ê˛y Ï̂Ó˚Ó˚ !Ë˛í z̨à%̂ Ï°y Ï̂ï˛
!Ü˛S%È Ùy!ç≈ï˛ ˛õ!Ó˚Óï≈̨ l °«˛ Ü˛Ó˚y ÎyÎ˚ ~ÓÇ ~!ê˛ xƒy!≤’ Ï̂Ü˛¢l!ê˛Ó˚ Ü˛yfiê˛Ùy•zçí‰̨  ˆ§!ê˛Ç ~Ó˚ !Ó!Ë˛ß¨ï˛yÓ˚ çlƒ
âê˛ Ï̂ï˛ ˛õy Ï̂Ó˚– Îy•ẑ Ï•yÜ˛ñ ~•z !Ó!Ë˛ß¨ï˛y Óy ˛õ!Ó˚Óï≈̨ là%̂ Ï°y ˆï˛yÙy Ï̂òÓ˚̂ ÏÜ˛ ~•z xôƒyÎ˚!ê˛Ó˚ !Ó£ÏÎ˚Ó›à%̂ Ï°y §¡õ Ï̂Ü≈̨
xÓàï˛ Óy ôyÓ˚îy ˆòÓyÓ˚ ˆ«˛ Ï̂e ˆÜ˛yl Óyôy • Ï̂Î˚ òyÑí ¸̨y Ï̂Ó Ó Ï̂° Ù Ï̂l •Î˚ ly–

6.2 ˆê˛!Ó Ï̂° §ÇÓ˚«˛î Ü˛Ó˚yÓ˚ çlƒ ˆí˛ê˛y §ly=˛Ü˛Ó˚î

åIndentification of data to be stored in Tablesä ı

~ál xyÙÓ˚y Ó%V˛ˆÏï˛ ˆ˛õˆÏÓ˚!SÈ ˆÎ ~Ü˛!ê˛ ˆí˛ê˛yˆÏÓ§ •° ˆí˛ê˛y§Ù)ˆÏ•Ó˚ ~Ü˛!ê˛ §Çà!ë˛ï˛ §Ç@˝Ã• ÎyÓ˚
ˆÙÔ!°Ü˛ àë˛làï˛ !Ë˛!_ •° ˆê˛!Ó°– ˆê˛!Ó°à%̂ Ï°y xyÙy Ï̂òÓ˚ ˆí˛ê˛y Ï̂Ó Ï̂§ ï˛Ìƒ §ÇÓ˚«˛ Ï̂îÓ˚ Ü˛yë˛y Ï̂Ùy ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛
xl%Ù!ï˛ ˆòÎ˚– ˆê˛!Ó Ï̂°Ó˚ ≤Ã!ï˛!ê˛ Ü˛°yÙ åÎy Ï̂Ü˛  Field Óy ˆ«˛eG Ó°y •Î˚ä §!M˛ï˛ ï˛ Ï̂ÌƒÓ˚ ˆÜ˛yl !Ó Ï̂¢£Ï ï%̨ °ƒ
˜Ó!¢T˛ƒÓ°# Ï̂Ü˛ åˆí˛ê˛y Ï̂Ó Ï̂§Ó˚ Ü˛ÌyÎ˚ attributeä !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– ≤Ã!ï˛!ê˛ §y!Ó˚ (Row) å~ Ï̂Ü˛ record ÈG Ó°y
•Î˚ä ï˛ Ï̂ÌƒÓ˚ ˆÜ˛yl ~Ü˛!ê˛ !l!ò≈T˛ xÓfiÌy Ï̂Ü˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚–

≤ÃyÎ˚¢•z á%Ó Ë˛y° ˛õyÓ˚flõ!Ó˚Ü˛ §%ÈüÈ§¡õÜ≈̨  fiÌy˛õ Ï̂lÓ˚ Ùyôƒ Ï̂Ù !Ó!Ë˛ß¨ ˆê˛!Ó Ï̂°Ó˚ ˆ§ê˛à%̂ Ï°y !Ù Ï̂° ˆí˛ê˛y Ï̂Ó§
àë˛l Ü˛ Ï̂Ó˚ Îy §!M˛ï˛ ï˛ Ï̂ÌƒÓ˚ §¡õ)î≈ ≤Ã!ï˛Ê˛°l âê˛yÎ˚– “Database Design” ¢∑!ê˛ §yÙ!@˝ÃÜ˛ ˆí˛ê˛y Ï̂Ó Ï̂§Ó˚
!Ó!Ë˛ß¨ xÇ Ï̂¢Ó˚ Ü˛yë˛y Ï̂Ùy Óî≈ly Ü˛Ó˚̂ Ïï˛ ÓƒÓ•yÓ˚ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

!•§yÓ§ÇÜ ̨ yhs˝ §Ù§ƒyÓ˚ ÓƒÓ•y!Ó˚Ü˛ í z̨òy•Ó˚î í ẑ̨ ÏÕ‘á Ü˛ Ï̂Ó˚ xyÙÓ˚y ˆí˛ê˛y Ï̂Ó§ lÜ˛¢yÓ˚ xyÓ˚G Ë˛y° ôyÓ˚îy
ˆ˛õ Ï̂ï˛ ̨õy!Ó˚– xyÙÓ˚y ̂ ˛õÈüÈ̂ Ó˚y° xƒyÜ˛yí z̨!rê˛Ç Ï̂Î˚Ó˚ !Ó£ÏÎ˚!ê˛ @˝Ã•î Ü˛Ó˚̂ Ïï˛ ̨õy!Ó˚ñ ̨õ)̂ ÏÓ≈Ó˚ xôƒy Ï̂Î˚ ̂ fl±í˛!¢ê˛ xƒy!≤’ Ï̂Ü˛¢l
xôƒÎ˚l Ü˛Ó˚yÓ˚ §ÙÎ˚ ~Ó˚ ôyÓ˚îyà%̂ Ï°y •z!ï˛Ù Ï̂ôƒ Óƒyáƒy Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ åxôƒyÎ˚ 3È ˆòáä– ≤Ã!ï˛¤˛y Ï̂l ≤Ãã˛!°ï˛ Pay

rules Óy ˆÓï˛l !Ó!ôÙy°yÓ˚ ~Ü˛!ê˛ !l!ò≈T˛ ôÓ˚̂ ÏlÓ˚ §y Į̈̂ õ Ï̂«˛ !Ó!Ë˛ß¨ Ü˛Ù≈ã˛yÓ˚#Ó˚y Ü˛#Ë˛y Ï̂Ó ï˛y Ï̂òÓ˚ Ü˛Ù≈§ÇfiÌy Ï̂lÓ˚
≤ÃÜ ,̨!ï˛ ~ÓÇ hflÏ̂ ÏÓ˚Ó˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ !Ó!Ë˛ß¨ ˛õ!Ó˚Ùy Ï̂îÓ˚ ˆÓï˛l ˆ˛õ Ï̂Î˚ Ìy Ï̂Ü˛ ï˛y xyÙÓ˚y •z!ï˛Ù Ï̂ôƒ ˆò Ï̂á!SÈ–
ˆÎ Ï̂•ï%̨  ˆÓï˛l §ÇÜ ̨ yhs˝ !Ó!ôà%̂ Ï°y !Ó!Ë˛ß¨ ≤Ã!ï˛¤˛y Ï̂lÓ˚ Ù Ï̂ôƒ ˛õ!Ó˚Ó!ï≈̨ ï˛ •Î˚ñ ï˛y•z ï˛y Ï̂òÓ˚ çlƒ ˆí˛ê˛y Ï̂Ó Ï̂§ ~Ó˚
lÜ˛¢yG Î Ï̂ÌT˛ ˛õ!Ó˚Ùy Ï̂î !Ë˛ß¨ !Ë˛ß¨ •Î˚–

Óy: 6.4

Access 2007ÈüÈ~ ˛õ%̂ ÏÓ˚y ˆí˛ê˛y Ï̂Ó§!ê˛ ~Ü˛!ê˛ ˛Ê˛y•ẑ Ï°Ó˚ Ù Ï̂ôƒ Ó˚̂ ÏÎ˚̂ ÏSÈ å~: Ï̂ê˛¢l. accdb §•äñ Îy
ˆï˛yÙyÓ˚ •yí≈̨ ÈüÈí»̨ y•zË˛ Óy !§!í˛ Ï̂ï˛ §M˛Î˚ Ü˛ Ï̂Ó˚ Ó˚yáy ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚– ~•z Ê˛y•ẑ Ï° ~Ü˛y!ôÜ˛ ˆê˛!Ó° å≤Ã!ï˛!ê˛ ˆí˛ê˛yÓ˚
!l!ò≈T˛ ˆ§ê˛ Ï̂Ü˛ §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚y Ï̂áä ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚– ï˛yÓ˚̨ õÓ˚ ≤Ã!ï˛!ê˛ ˆê˛!Ó Ï̂° !Ó!Ë˛ß¨ field Óy ˆ«˛e Ìy Ï̂Ü˛
Ï̂ê˛!Ó Ï̂°Ó˚ ˆí˛ê˛yÓ˚ !Ó!Ë˛ß¨ !ÓË˛yà å≤ÃÜ˛yÓ˚ä xl%ÎyÎ˚# ~ÓÇ ≤Ã!ï˛!ê˛ ˆ«˛e Ï̂Ü˛ à%Ó%̊c !ò Ï̂Î˚ ˆí˛ê˛y §Ç@˝Ã Ï̂•Ó˚ ≤Ã Ï̂ï˛ƒÜ˛

âê˛lyÎ˚ñ ~Ü˛!ê˛ §y!Ó˚‡ˆÓ˚Ü˛í≈̨  à!ë˛ï˛ •Î˚–
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!•§yÓ!lÜ˛y¢Ü˛Ó˚̂ ÏîÓ˚ çlƒ ˆí˛ê˛y Ï̂Ó§ ÓƒÓfiÌy˛õly ˛õÂô!ï˛

Óy: 6.6

~•z ˛õÎ≈yˆÏÎ˚ ˆï˛yÙÓ˚y ˆ˛õÈüÈˆÓ˚y° ~Ü˛yí˛z!rê˛ÇÈüÈ~ ~ˆÏ:ˆÏ°Ó˚ §#ÙyÓÂôï˛y §¡õˆÏÜ≈˛ çylˆÏï˛ ã˛y•zˆÏï˛ ˛õyÓ˚–
ˆï˛yÙÓ˚y Î!ò ~ Ï̂:° ˆfl±í˛!¢ Ï̂ê˛ ˆ˛õÈüÈˆÓ˚y Ï̂°Ó˚ í z̨òy•Ó˚î!ê˛ !Ê˛ Ï̂Ó˚ ˆòáñ ï˛ Ï̂Ó °«˛ Ü˛Ó˚̂ ÏÓ ˆÎ ˆï˛yÙÓ˚y !Ü˛S%È §ÇáƒÜ˛
Ü˛Ù≈ã˛yÓ˚#Ó˚ ~Ü˛!ê˛ !l!ò≈T˛ Ùy Ï̂§Ó˚  çlƒ ˆÓï˛l §¡õ!Ü≈̨ ï˛ ï˛Ìƒ ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚SÈ– ˛õ Ï̂Ó˚Ó˚ Ùy Ï̂§Ó˚ çlƒ ï˛Ìƒ §,!T˛
Ü˛Ó˚yÓ˚ çlƒ ˆï˛yÙy Ï̂Ü˛ Ü˛Ù#≈̂ ÏòÓ˚ !l!ò≈T˛ ˆí˛ê˛y ˆÎÙl Actual Basic Pay, Day of attendance •zï˛ƒy!ò
ï˛Í§ÇÜ ̨ yhs˝ ˆ§ Ï̂° ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ •Î˚– Îy•ẑ Ï•yÜ˛ñ ˆÎ Ù%•)̂ Ïï≈̨  ï%̨ !Ù ~!ê˛ Ü˛Ó˚̂ ÏÓ ˆ§•z Ù%•)̂ Ïï≈̨ •z ˛õ)̂ ÏÓ≈Ó˚ Ùy Ï̂§Ó˚
ï˛Ìƒ!ê˛ •y!Ó˚̂ ÏÎ˚ Îy Ï̂Ó– ~Ó˚ ˆÌ Ï̂Ü˛ ˆÓyV˛y ÎyÎ˚ ˆÎñ ~ Ï̂:° ˆÜ˛Ó° ˆÓï˛l §¡õ!Ü≈̨ ï˛ !l!ò≈T˛ àîlyÓ˚ çlƒ ~Ü˛!ê˛
ˆê˛¡õ Ï̂°ê˛ §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚ ~ÓÇ ≤ÃyÆ ï˛ Ï̂ÌƒÓ˚ ˆÜ˛Ó°Ùye ~Ü˛!ê˛ Ê˛°yÊ˛° åÙy!§Ü˛ä §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚y Ï̂á– ~ Ï̂:°
Óyí ¸̨!ï˛ åˆí˛ê˛yÓ˚ ≤Ã!ï˛!°!˛õä ˆí˛ê˛y Ï̂Ü˛ §!Ó˚̂ ÏÎ˚ ˆòÎ˚ Óy Ù%̂ ÏSÈ ˆòÎ˚ ~ÓÇ ï˛y•z ~Ü˛y!ôÜ˛ ï˛Ìƒ í z̨̨ õyòyl ~Ü˛!ê˛ ~ Ï̂:°
¢# Ï̂£Ï≈ §ÇÓ˚«˛î Ü˛Ó˚y ÎyÎ˚ ly–  ˆï˛yÙÓ˚yñ ¢#ê˛!ê˛Ó˚ xlƒ Ü˛!˛õ Ï̂ï˛ ˛õ!Ó˚Óï≈̨ là%̂ Ï°y !°!˛õÓÂô Ü˛ Ï̂Ó˚ ~•z ˛õ!Ó˚!fiÌ!ï˛
~í ¸̨y Ï̂ï˛ ˛õy Ï̂Ó˚y– ~•zË˛y Ï̂Ó ˆï˛yÙÓ˚y !Ë˛ß¨ !Ë˛ß¨ Ùy Ï̂§Ó˚ çlƒ !Ë˛ß¨ !Ë˛ß¨ ˆfl±í˛!¢ê˛ ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚SÈ– ~!ê˛ ~Ü˛!ê˛ ç!ê˛°
Ü˛yç ~ÓÇ ï˛yÓ˚ §y Ï̂Ì ~•z §¡õ!Ü≈̨ ï˛ ï˛Ìƒà%̂ Ï°y ~Ü˛!ê˛ !l!ò≈T˛ ˆê˛!Ó Ï̂° Óy ˛õÓ˚flõÓ˚ §¡õÜ≈̨ Î%=˛ !Ü˛S%È ˆê˛!Ó Ï̂°Ó˚
Ù Ï̂ôƒ ÌyÜ˛ Ï̂Ó lyñ ˆÎáyl ˆÌ Ï̂Ü˛ ~!ê˛ ‘annual income’  Óy ‘income tax’  §¡õ!Ü ≈̨ï˛ ï˛Ìƒ í z̨Í˛õß¨ Ü˛Ó˚yÓ˚
çlƒ ≤ÃyÆ • Ï̂ï˛ ˛õy Ï̂Ó˚–

ã˛ˆÏ°yñ ~ÓyÓ˚ xyÙyˆÏòÓ˚ ˆ˛õˆÏÓ˚y° ˆí˛ê˛yˆÏÓˆÏ§ §ÇÓ˚«˛î Ü˛ˆÏÓ˚ Ó˚yáyÓ˚ çlƒ ≤ÃˆÏÎ˚yçl#Î˚ ï˛ˆÏÌƒÓ˚ !Ó!Ë˛ß¨
˜Ó!¢T˛ƒà%̂ Ï°y §ly=˛Ü˛Ó˚î  ¢%Ó%̊ Ü˛!Ó˚– xyÙy Ï̂òÓ˚ Ü˛y Ï̂SÈ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ Óƒ!=˛àï˛ !ÓÓÓ˚̂ ÏîÓ˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛ ̃ Ó!¢ Ï̂T˛ƒÓ˚
~Ü˛!ê˛ ̂ §ê˛ ÌyÜ˛ Ï̂ï˛ ̨õy Ï̂Ó˚ñ ̂ ÎÙl ‘Employee ID’, ‘Name’, ‘Designation’, ~ÓÇ ‘Location’– xlƒ!Ïò Ï̂Ü˛
xyÙÓ˚y Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ ˆÓï˛ Ï̂lÓ˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛ !Ü˛S%È ˜Ó!¢ Ï̂T˛ƒÓ˚ §y Ï̂Ì ˛õ!Ó˚!ã˛ï˛ • Ï̂ï˛ ˛õy!Ó˚– ˆÎÙlÈüÈ Basic

Pay, Dearness Allowance (DA), House Rent Allowance (HRA), Transport Allowance

(TA), Provident Fund (PF) Deduction •zï˛ƒy!ò–  xyÙy Ï̂òÓ˚ Gross Salary ~ÓÇ Net Salary ~•z
˜Ó!¢T˛ƒà%̂ Ï°y  çylyÓ˚ ≤Ã Ï̂Î˚yçl • Ï̂ï˛ ˛õy Ï̂Ó˚ Îy Gross Salary ˆÌ Ï̂Ü˛ PF Deductions !Ó Ï̂Î˚yà Ü˛ Ï̂Ó˚ ≤ÃyÆ
•Î˚– ï˛ Ï̂Ó Gross Salary ~ÓÇ Net Salary ˜Ó!¢T˛ƒ ˆí˛ê˛y Ï̂Ó Ï̂§ §ÇÓ˚«˛ Ï̂îÓ˚ ≤Ã Ï̂Î˚yçl ˛õ Ï̂Ó˚ ly Ü˛yÓ˚î ~à%̂ Ï°y
xlƒylƒ ̃ Ó!¢T˛ƒ ̂ Ì Ï̂Ü˛ !lSÈÜ˛ àîlyÜ ,̨ï˛ Ê˛°yÊ˛°– xyÙy Ï̂òÓ˚ ̂ ˛õÈüÈÊ˛Ù%≈̂ Ï°¢l §¡õ!Ü≈̨ ï˛ !Ü˛S%È ̃ Ó!¢T˛ƒG ≤Ã Ï̂Î˚yçl
• Ï̂ï˛ ̨ õy Ï̂Ó˚ ̂ ÎÙl ‘% Rate of DA’  Îy Ùy Ï̂§ Ùy Ï̂§ Gë˛ylyÙy Ü˛Ó˚̂ Ïï˛ ̨ õy Ï̂Ó˚ñ ‘% Rate of HRA’ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚
xÓfiÌy Ï̂lÓ˚ §y Ï̂Ì ˛õ!Ó˚Ó!ï≈̨ ï˛ •Î˚ ~ÓÇ Ü˛Ù≈ã˛yÓ˚#Ó˚ ˛õò!ÓÓ˚ §y Ï̂Ì ‘TA Slabs’  ˛õ!Ó˚Ó!ï≈̨ ï˛ • Ï̂ï˛ ˛õy Ï̂Ó˚–

~ál Ù)° ≤ÃŸ¿ •° Ü˛#Ë˛y Ï̂Ó xyÙy Ï̂òÓ˚ ˆí˛ê˛y Ï̂Ó§ ˆê˛!Ó°à%̂ Ï°yÓ˚ Ù Ï̂ôƒ ~•z ˜Ó!¢T˛ƒà%̂ Ï°y §ÇÓ˚«˛î Ü˛Ó˚Ó–
xyÙÓ˚y !Ü˛ í z̨̨ õ Ï̂Ó˚Ó˚ §ÙhflÏ ˜Ó!¢T˛ƒà%̂ Ï°y ~Ü˛!ê˛ ˆê˛!Ó Ï̂°Ó˚ xÇ¢ !• Ï̂§ Ï̂Ó  ˜ï˛!Ó˚ Ü˛Ó˚Óñ ly ~Ü˛y!ôÜ˛ ˆê˛!Ó° ˆÓ Ï̂SÈ

ˆlÓ– ~•ẑ Ï«˛ Ï̂e ~ Ï̂:§ ˆê˛!Ó Ï̂°Ó˚ §ÇáƒyÓ˚ í z̨̨ õÓ˚ Óy ˆÎ ôÓ˚̂ ÏlÓ˚  ˆí˛ê˛y ˆê˛!Ó Ï̂° ˆÓ˚̂ Ïá!SÈ ï˛y ˆÓ Ï̂SÈ ˆlGÎ˚yÓ˚
ˆ«˛ Ï̂e ˆÜ˛yl ÓyôyÓ˚ §,!T˛ Ü˛ Ï̂Ó˚ ly– ~!ê˛ ˛õ%̂ ÏÓ˚y˛õ%!Ó˚ xyÙy Ï̂òÓ˚ !§Âôyhs˝ !l Ï̂ï˛ • Ï̂Óñ ˆÎ ˆí˛ê˛yÓ˚ !Ü˛Ó)̨̊ õ °!çÜ˛ƒy°
Ü˛yë˛y Ï̂Ùy xyÙÓ˚y ≤Ã Ï̂Î˚yà Ü˛Ó˚̂ Ïï˛ ã˛y•z ~ÓÇ ï˛yÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ ~!ê˛ ˜ï˛!Ó˚ • Ï̂Ó– ˆï˛yÙy Ï̂òÓ˚ í ẑ̨ Ïj¢ƒ ¢%ô%Ùye
ˆí˛ê˛y Ï̂Ó Ï̂§ ï˛Ìƒ §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚yáy lÎ˚ ï˛yÓ˚ §y Ï̂Ì Ü˛ï˛ ï˛yí ¸̨yï˛y!í ¸̨ ~•z ï˛Ìƒ ˛õ%lÓ%̊ÂôyÓ˚ Ü˛Ó˚y ÎyÎ˚ ~ê˛y çylyG
≤ÃˆÏÎ˚yçl •ˆÏï˛ ˛õyˆÏÓ˚– §%ï˛Ó˚yÇ ˆï˛yÙyˆÏòÓ˚ ˆí˛ê˛yˆÏÓ§!ê˛ ~ÙlË˛yˆÏÓ àë˛l Ü˛Ó˚y í˛z!ã˛ï˛ ÎyˆÏï˛ ~!ê˛ o%ï˛ ~ÓÇ
ò«˛ï˛yÓ˚ §y Ï̂Ì xl%§rôyl (Queries) Ü˛Ó˚y ÎyÎ˚–
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Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

Month Emp Desig. Locat. %DA %HRA Basic DA HRA TA Gross PF Net
& Year Name 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 4400 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 7500 7000 46000 7000 39000

2007 Kishore Manager

Dec. Kishan Manager Faridabad 26 20 22000 5720 4400 5000 37120 3000 34120

2007 Sharma

Dec. Rupali Senior Meerut 26 15 20000 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 4400 5000 38000 2000 36000

2008 Sharma

Repeating personal data Pay formulation parameters Pay data

!ã˛e  6.1 ı §Ü˛° ˜Ó!¢ Ï̂T˛ƒÓ˚ çlƒ ~Ü˛Ü˛ ˆê˛!Ó°

6.3 ˆê˛!Ó°à%̂ Ï°y Ï̂ï˛ ˆí˛ê˛yÓ˚ ˆÎÔ!=˛Ü˛ Ü˛yë˛y Ï̂Ùy
(Logical structuring of Data in Tables) :

ÙˆÏl Ü˛Ó˚ñ xyÙÓ˚y í˛z˛õˆÏÓ˚Ó˚ ï˛y!°Ü˛yË%˛=˛ §ÙhflÏ ˜Ó!¢T˛ƒÎ%=˛ ~Ü˛!ê˛ ~Ü˛Ü˛ ˆê˛!Ó° àë˛l Ü˛Ó˚ˆÏï˛ ã˛y•z– ~•z
ˆê˛!Ó Ï̂°Ó˚ §y!Ó˚à%̂ Ï°y Ï̂ï˛ å!ã˛e 6.1ÈüÈ~ ˆòáä Ü˛Ù≈ã˛yÓ˚#Ó˚ Óƒ!=˛àï˛ !ÓÓÓ˚î ~ÓÇ ˆ§•z §y Ï̂Ì ï˛yÓ˚ myÓ˚y à,•#ï˛
ˆÓï˛ Ï̂lÓ˚ ≤Ã!ï˛!ê˛ !ÓÓÓ˚î ÌyÜ˛ Ï̂Ó– ˆÎ Ï̂•ï%̨ ñ ï˛Ìƒà%̂ Ï°y Ùy Ï̂§Ó˚ !Ë˛!_ Ï̂ï˛ ˜ï˛!Ó˚ Ü˛Ó˚y • Ï̂Óñ ï˛y•z ˆê˛!Ó Ï̂° ≤Ã!ï˛!ê˛
Ü˛Ù≈ã˛yÓ˚#Ó˚ çlƒ ~Ü˛y!ôÜ˛ ˆÓ˚Ü˛í≈˛ ˜ï˛!Ó˚ Ü˛Ó˚y •ˆÏÓ– ~ê˛y !ë˛Ü˛ ˆÎñ ˆÜ˛yˆÏly !l!ò≈T˛ Ü˛Ù≈ã˛yÓ˚#Ó˚ çlƒñ xyÙÓ˚y
ˆê˛!ÓˆÏ°Ó˚ !Ó!Ë˛ß¨ §y!Ó˚Ó˚ ÙˆÏôƒ ˆÓ˚Ü˛í≈˛Ü,˛ï˛ ˆÏÓï˛l ˜Ó!¢ˆÏT˛ƒÓ˚ !Ó!Ë˛ß¨ï˛y ≤Ãy!Æ xy¢y Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚û ˆÎÙl
ˆÓï˛ Ï̂lÓ˚ !Ó!Ë˛ß¨ í z̨̨ õyòyl ~ÓÇ ~Ó˚ Ê˛°fl∫Ó)̨̊ õ˛ groos/net salary  Ùy Ï̂§ Ùy Ï̂§ ˛õ,ÌÜ˛ • Ï̂ï˛ ˛õy Ï̂Ó˚– ï˛ Ï̂Ó
xyÙÓ˚y !Ó!Ë˛ß¨ §y!Ó˚̂ Ïï˛ ~Ü˛•z Óƒ!=˛Ó˚ !lçfl∫ Óƒ!=˛àï˛ ˜Ó!¢ Ï̂T˛ƒÓ˚ !Ó!Ë˛ß¨ï˛y xy¢y Ü˛!Ó˚ ly– flõT˛ï˛•zñ ï˛y•z
~Ü˛Ü˛ ̂ ê˛!Ó Ï̂°Ó˚ Ü˛yë˛y Ï̂Ùy Ê˛°≤Ã§% lyG • Ï̂ï˛ ̨ õy Ï̂Ó˚ Ü˛yÓ˚î ~!ê˛ ~Ü˛•z Óƒ!=˛àï˛ ï˛Ìƒ ~Ü˛y!ôÜ˛ÓyÓ˚ xÓy!N˛ï˛Ë˛y Ï̂Ó
§ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚y Ï̂á–

~Ü˛!ê˛ ~Ü˛Ü˛ ˆê˛!Ó Ï̂°Ó˚ §#ÙyÓÂôï˛y ˆÓyV˛yÓ˚ §y Ï̂Ì §y Ï̂Ì ã˛° ~ál xyÙÓ˚y ~Ü˛y!ôÜ˛ ˆê˛!Ó° àë˛ Ï̂lÓ˚
˛õÂô!ï˛ §¡õˆÏÜ≈˛ ˛õÓ˚#«˛y !lÓ˚#«˛y Ü˛!Ó˚– í˛zòy•Ó˚îfl∫Ó˚)˛õñ xyÙyˆÏòÓ˚ Óƒ!=˛àï˛ ˜Ó!¢T˛ƒà%ˆÏ°yÓ˚ çlƒ åˆÎÙl ı
name, designation, location •zï˛ƒy!òäñ ˆÓï˛l àë˛ Ï̂lÓ˚ ˛õ!Ó˚Ùy˛õÜ˛à%̂ Ï°y åˆÎÙl % DA rate, % HRA
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!•§yÓ!lÜ˛y¢Ü˛Ó˚̂ ÏîÓ˚ çlƒ ˆí˛ê˛y Ï̂Ó§ ÓƒÓfiÌy˛õly ˛õÂô!ï˛

Month % DA
and Year Rate

Nov. 2007 26

Dec. 2007 26

Jan. 2008 30

!ã˛e ı 6.2  !Ó!Ë˛ß¨  ˜Ó!¢ Ï̂T˛ƒÓ˚ çlƒ !Ó!Ë˛ß¨ ˆê˛!Ó°

Locat. % HRA Rate

Delhi 30

Faridabad 20

Meerut 15

Emp Name Desig. Locat.

Ram Kishore Chief Manager Delhi

Kishan Sharma Manager Faridabad

Rupali Varma Senior Engineer Meerut

Surjeet Singh Engineer Meerut

Month Emp Basic DA HRA TA Gross PF Net
& Year Name Salary Ded. Salary

Nov. Ram 25000 6500 7500 7000 46000 5000 41000

2007 Kishore

Nov. Kishan 22000 5720 4400 5000 37120 3000 34120

2007 Sharma

Nov. Rupali 20000 5200 3000 3500 31700 2000 29700

2007 Varma

Nov. Surjeet 16000 4160 2400 3500 26060 2000 24060

2007 Singh

Dec. Ram 25000 6500 7500 7000 46000 7000 39000

2007 Kishore

rate •zï˛ƒy!òä ~ÓÇ ˆÓï˛ Ï̂lÓ˚ ˜Ó!¢ Ï̂T˛ƒÓ˚ åˆÎÙlÈüÈ basic pay, DA,  HRA, TA •zï˛ƒy!òä ˛õ,ÌÜ˛ ˆê˛!Ó°
ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚– Óƒ!=˛àï˛ !ÓÓÓ˚î#Ó˚ ˆê˛!Ó°ñ ≤Ã!ï˛!ê˛ Ü˛Ù#≈Ó˚ Óƒ!=˛àï˛ ˜Ó!¢T˛ƒ ˆÓ˚Ü˛í≈̨  Ü˛Ó˚yÓ˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y
ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚ñ ˆÎáy Ï̂l ≤Ã Ï̂ï˛ƒÜ˛ Ü˛Ù≈ã˛yÓ˚#Ó˚ çlƒ ˆÜ˛Ó°Ùye ~Ü˛!ê˛ ˆí˛ê˛yÓ˚ §y!Ó˚ åˆÎÙl ˆÓ˚Ü˛í≈̨ ä ≤Ã Ï̂Î˚yçl •Î˚–
xÌ≈ ≤Ãòy Ï̂lÓ˚ ˆê˛!Ó°!ê˛ Ï̂ï˛ §ÙhflÏ Ü˛Ù≈ã˛yÓ˚#Ó˚ ˆÓï˛l ˜Ó!¢ Ï̂T˛ƒÓ˚ ˆÓ˚Ü˛í≈̨  ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚ ~ÓÇ ï˛yÓ˚ myÓ˚y §Çà,•#ï˛
Ùy!§Ü˛ ˆÓï˛l ˆï˛y°yÓ˚ §y Ï̂Ì §y Ï̂Ì çl≤Ã!ï˛ ~Ü˛!ê˛ lï%̨ l ˆí˛ê˛yÓ˚ §y!Ó˚ ˜ï˛!Ó˚ • Ï̂Î˚ ÎyÎ˚– Ü˛Ù#≈̂ ÏòÓ˚ ˆÓï˛l àîlyÎ˚
ÓƒÓ•,ï˛ !Ó!Ë˛ß¨ Ùy˛õÜ˛y!ë˛à%̂ Ï°y ˆÓ˚Ü˛í≈̨  Ü˛ Ï̂Ó˚ Óy §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚yáyÓ˚ çlƒ xlƒylƒ ˆê˛!Ó°G ˜ï˛!Ó˚ Ü˛Ó˚y ˆÎ Ï̂ï˛
˛õy Ï̂Ó˚– §%ï˛Ó˚yÇ xyÙy Ï̂òÓ˚ !Ó!Ë˛ß¨ Ùy Ï̂§Ó˚ çlƒ ‘%DA rate, !Ó!Ë˛ß¨ fiÌy Ï̂lÓ˚ çlƒ ‘%HRA rate’, ~ÓÇ !Ó!Ë˛ß¨
˛õò!ÓÓ˚ Ü˛Ù#≈̂ ÏòÓ˚ çlƒ !l!ò≈T˛ ˛õ!Ó˚Ùyî ‘Transport Allowance-TA’ •zï˛ƒy!ò ˆfiê˛yÓ˚ Óy §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚yáyÓ˚
çlƒ ˛õ,ÌÜ˛ ˛õ,ÌÜ˛ ˆê˛!Ó° ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚–

ˆÎÈüÈˆÜ˛y Ï̂ly ò%!ê˛ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ §¡õÜ≈̨  fiÌy˛õ Ï̂lÓ˚ çlƒñ xyÙy Ï̂òÓ˚ ˛õÓ˚flõÓ˚ §¡õ!Ü≈̨ ï˛ ò%!ê˛ ˆê˛!Ó Ï̂°Ó˚
Ù Ï̂ôƒ ~Ü˛•zÓ˚Ü˛Ù ÙylÎ%=˛ Ü˛°yÙà%̂ Ï°yÎ%=˛ Óy insert Ü˛Ó˚̂ Ïï˛ • Ï̂Ó– §%ï˛Ó˚yÇñ xyÙy Ï̂òÓ˚ ÚÓƒ!=˛àï˛ ˆê˛!Ó°Û ~ÓÇ
Ú Ï̂Óï˛l ˆê˛!Ó°Û í z̨Ë˛ Ï̂Î˚Ó˚ Ù Ï̂ôƒ ‘employee name’ Ü˛°yÙ í z̨̨ õ!fiÌï˛ ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚– ~•z ò%!ê˛ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ
§¡õÜ≈̨  fiÌy˛õ Ï̂lÓ˚ ˛õ Ï̂Ó˚ñ í z̨Ë˛Î˚ ˆê˛!Ó Ï̂° ‘employee name’ !Ê˛ Ï̂”˛ §yôyÓ˚î ÙylÎ%=˛ §y!Ó˚à%̂ Ï°yÓ˚ Ù Ï̂ôƒ §¡õÜ≈
fiÌy!˛õï˛ •ˆÏÎ˚ ÎyÎ˚– ˆê˛!ÓˆÏ°Ó˚ ÙˆÏôƒ §¡õÜ≈˛ fiÌy˛õˆÏlÓ˚ ˆ«˛ˆÏe ÓƒÓ•,ï˛ ò%!ê˛ §yôyÓ˚î ˆ«e Óy !Ê˛”˛à%ˆÏ°yˆÏÜ˛
‘Key fields’ Ó Ï̂°– xyÙy Ï̂òÓ̊ í z̨òy•Ó̊î!ê˛ Ï̂ï˛ Óƒ!=˛àï˛ ï˛ Ï̂ÌƒÓ̊ ̂ ê˛!Ó Ï̂° ̂ Î ̂ Ü˛yl ‘employee name’ ̂ Ü˛Ó°Ùye
~Ü˛ÓyÓ˚ í z̨̨ õ!fiÌï˛ Ìy Ï̂Ü˛ åxÌ≈yÍ ~!ê˛ ~Ü˛!ê˛ xllƒ §y!Ó˚äñ ~ÓÇ ï˛y•z Óƒ!=˛àï˛ ï˛ Ï̂ÌƒÓ˚ ˆê˛!Ó Ï̂°Ó˚ ~•z ˆ«˛e Óy
!Ê˛”˛!ê˛ •° ~•z §¡õ Ï̂Ü≈̨ Ó˚ ~Ü˛!ê˛ ‘primary key’– xlƒ!ò Ï̂Ü˛ñ ˆÓï˛l ˆê˛!Ó Ï̂° ~Ü˛!ê˛ ‘employee name’

~Ü˛y!ôÜ˛ §y!Ó˚̂ Ïï˛ í z̨̨ õ!fiÌï˛ Ìy Ï̂Ü˛ ~ÓÇ ï˛y•z ˆÓï˛l ˆê˛!Ó Ï̂°Ó˚ ~•z ˆ«˛e Óy !Ê˛”˛!ê˛ •° ~•z §¡õ Ï̂Ü≈̨ Ó˚ ~Ü˛!ê˛
‘foreign key’– l# Ï̂ã˛Ó˚ !ã˛e 6.2ÈüÈˆï˛ ~ çyï˛#Î˚ Ü˛ Ï̂Î˚Ü˛!ê˛ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ §¡õ Ï̂Ü≈̨ Ó˚ !ã˛e ï%̨ Ï̂° ôÓ˚y • Ï̂Î˚̂ ÏSÈñ
ˆÎáy Ï̂l !Ó!Ë˛ß¨ §y!Ó˚Ó˚ Ù Ï̂ôƒ §ÇÎ%!=˛Ü˛Ó˚î ˆÓ˚áyà%̂ Ï°y ï˛y Ï̂òÓ˚ Ù Ï̂ôƒ §¡õÜ≈̨ Ï̂Ü˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚–
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Ó: 6.7

 ï˛ Ï̂ÌƒÓ˚ §ò,¢ï˛y ~í ¸̨y Ï̂ly ˆí˛ê˛y Ï̂Ó§ !í˛çy•ẑ ÏlÓ˚ Óy lÜ˛¢yÓ˚ Ù)° Ùy˛õò[˛ñ Îy ˛õÓ˚flõÓ˚ §¡õ!Ü≈̨ ï˛ !Ë˛ß¨ !Ë˛ß¨
ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ ï˛Ìƒ ˆË˛ Ï̂Aà ˆË˛ Ï̂Aà ˆÓ˚̂ Ïá xç≈l Ü˛Ó˚y •Î˚ ~ÓÇ ~•z ≤Ã!Ü ̨ Î˚y Ï̂Ü˛ Ó°y •Î˚ normalisation–
xyÙÓ˚y !Ó!Ë˛ß¨ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ §Ç Ï̂Îyà fiÌy˛õl Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– ÎyÓ˚ çlƒ xyÙy Ï̂òÓ˚̂ ÏÜ˛ Ù)° ï˛Ìƒ Ï̂Ü˛ ˛õ%là≈ë˛l
Ü˛Ó˚̂ Ïï˛ •Î˚ ~ÓÇ ~•z §Ü˛° §Ç Ï̂Îyàà%̂ Ï°y Ï̂Ü˛ ˆí˛ê˛y Ï̂Ó Ï̂§Ó˚ Ë˛y£ÏyÎ˚ relationships Óy §¡õÜ≈̨  Ó°y •Î˚– !Ó!Ë˛ß¨
ˆí˛ê˛y ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ §¡õ Ï̂Ü≈̨ Ó˚ !Ë˛!_ Ï̂ï˛ ˜ï˛!Ó˚ Ü˛Ó˚y ˆí˛ê˛y Ï̂Ó§ Ï̂Ü˛ relational database Ó Ï̂°–

Ó: 6.8

Primary ~ÓÇ Foreign key- ~Ó˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ ò%!ê˛ ̂ ê˛!Ó Ï̂°Ó˚ §y!Ó˚à%̂ Ï°yÓ˚ Ù Ï̂ôƒ !Ù°Ü˛Ó˚̂ ÏîÓ˚ ≤Ã!Ü ̨ Î˚y Ï̂Ü˛
join Ó°y •Î˚– Join ~ÓÇ ï˛yÓ˚ §y Ï̂Ì structured query Language (SQL) Ï̂ê˛!Ó°à%̂ Ï°y Ï̂Ü˛ ˛õ!Ó˚ã˛y°ly
Ü˛Ó˚yÓ˚ çlƒ Ù)°ƒÓyl tools  Óy í z̨̨ õÜ˛Ó˚î !• Ï̂§ Ï̂Ó Ü˛yç Ü˛ Ï̂Ó˚– !Ü˛v ~•z !Ó£ÏÎ˚à%̂ Ï°y ~•z xôƒy Ï̂Î˚Ó˚ çlƒ ≤Ã Ï̂Îyçƒ
lÎ˚ ~ÓÇ ï˛y•z ~à%̂ Ï°y xyÓ˚ ̨õÓ˚Óï˛#≈̂ Ïï˛ !Ó¢òË˛y Ï̂Ó Óƒyáƒy Ü˛Ó˚y •Î˚!l–

xyÙy Ï̂òÓ˚ ÓƒÓ•y!Ó˚Ü˛ í z̨òy•Ó˚î!ê˛Ó˚ ˆ«˛ Ï̂eñ ã˛° xyÙÓ˚y ~Ü˛y!ôÜ˛ ˆê˛!Ó Ï̂°Ó˚ ˛õÌ!ê˛ @˝Ã•î Ü˛!Ó˚– xyÙy Ï̂òÓ˚
§Ó≈ˆÏÙyê˛ ˛õÑyã˛!ê˛ ˆê˛!Ó° Ó˚ˆÏÎ˚ˆÏSÈ– xyÙyˆÏòÓ˚ ‘Tab Emp Details’ lyÙÜ˛ ˆê˛!ÓˆÏ° Ü˛Ù≈ã˛yÓ˚#Ó˚ Óƒ!=˛àï˛
˜Ó!¢T˛ƒà%̂ Ï°y ̂ ÎÙl ‘Emp Name’, ‘Designation ID’ ~ÓÇ ‘Location ID’ •zï˛ƒy!ò field Óy ̂ «˛ Ï̂eÓ˚
Ù Ï̂ôƒ §ÇÓ˚!«˛ï˛ • Ï̂Ó– Ü˛Ù≈ã˛yÓ˚#Ó˚ §ÇáƒyÓ˚ xllƒ Ùyl §ÇÓ˚«˛î Ü˛Ó˚yÓ˚ çlƒ ‘EmpId’ lyÙÜ˛ x!ï˛!Ó˚=˛ ~Ü˛!ê˛
field  Óy ˆ«˛eG ÌyÜ˛ Ï̂Ó– §%ï˛Ó˚yÇ ~•z ˆ«˛e!ê˛ ‘Tab Emp Details’  ˆê˛!Ó Ï̂°Ó˚ primary key !• Ï̂§ Ï̂Ó
!ã˛!•´ï˛  • Ï̂Ó ~ÓÇ ï˛y•z ̂ í˛ê˛y Ï̂Ó§ ~•z fieldÈüÈ~ ò%!ê˛ xl%Ó)̨̊ õ Ùyl §ÇÓ˚«˛ Ï̂îÓ˚ xl%Ù!ï˛ ̂ ò Ï̂Ó ly– ‘Designation

ID’ field  Óy ˆ«˛e!ê˛ ˆÜ˛Ó°Ùye Ü˛Ù≈ã˛yÓ˚#Ó˚ ˛õò!Ó §¡õ!Ü≈̨ ï˛ xy•zÉ!í˛ §ÇÓ˚«˛î Ü˛Ó˚̂ ÏÓñ ~Ó˚ !Ó¢ò !ÓÓÓ˚î
~Ü˛!ê˛ ˛õ,ÌÜ˛ ˆê˛!Ó Ï̂° §ÇÓ˚«˛î Ü˛Ó˚y • Ï̂Ó– ~ê˛y !ë˛Ü˛ ˆÎñ ~•z ˆ«˛e!ê˛ Ï̂ï˛ !Ü˛S%È Ùy Ï̂lÓ˚ ~Ü˛y!ôÜ˛ ˛õ%lÓ˚yÓ,!_
ÌyÜ˛ Ï̂Ó– å˛õò!ÓÓ˚ !Ó¢ò Óî≈lyÎ%=˛ ˆê˛!Ó Ï̂°Ó˚ §y Ï̂Ì ‘TabEmpDetails’ ˆê˛!Ó Ï̂°Ó˚ §¡õÜ≈̨  fiÌy˛õ Ï̂lÓ˚ §ÙÎ˚
~•z ˆ«˛e!ê˛ ~Ü˛!ê˛ foreign key !• Ï̂§ Ï̂Ó Ü˛yç Ü˛Ó˚̂ ÏÓ–ä ‘Tab Emp Detalis’ ˆê˛!Ó Ï̂°Ó˚ ~•z ˆ«˛e!ê˛
˛õò!ÓÓ˚ !Ó¢ò Óî≈lyÎ%=˛ ̂ ê˛!Ó Ï̂°Ó˚ §y Ï̂Ì §¡õÜ≈̨  fiÌy˛õ Ï̂lÓ˚ §ÙÎ˚ foreign key !• Ï̂§ Ï̂Ó Ü˛yç Ü˛ Ï̂Ó˚– xÓfiÌy Ï̂lÓ˚
!Ó¢ò Óî≈lyÎ%=˛ ˆê˛!Ó Ï̂°Ó˚ §y Ï̂Ì ‘Location ID’ ˆ«˛ Ï̂eÓ˚G ~Ü˛•z ÓƒÓfiÌy Ü˛Ó˚y • Ï̂Ó–

ˆï˛yÙÓ˚y °«˛ Ü˛Ó˚̂ ÏÓ ̂ Îñ xyÙÓ˚y ̂ ê˛!Ó Ï̂°Ó˚ lyÙ ~ÓÇ ï˛yÓ˚ !Ó!Ë˛ß¨ ̂ «˛ Ï̂e Óy fieldÈüÈ~Ó˚ lyÙ §ly=˛Ü˛Ó˚̂ ÏîÓ˚
çlƒ §Ç!«˛Æ ¢ Ï̂∑Ó˚ §Ç!Ù◊î ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚!SÈ– ˆê˛!Ó Ï̂°Ó˚ !¢ Ï̂Ó˚ylyÙà%̂ Ï°y xÎÌy ò#â≈yÎ˚ï˛ ly Ü˛Ó˚yÓ˚ çlƒ ~!ê˛
Ü˛Ó˚y •Î˚ñ ~Ü˛•z §y Ï̂Ì í z̨!jT˛ ˜Ó!¢T˛ƒà%̂ Ï°y §• Ï̂ç §ly=˛Ü˛Ó˚̂ ÏîÓ˚ Î Ï̂ÌT˛ §%̂ ÏÎyà ˆòGÎ˚yÓ˚ çlƒG ~!ê˛ Ü˛Ó˚y
•Î˚– ˆï˛yÙÓ˚y °«˛ Ü˛Ó˚̂ ÏÓ ˆÎñ ly Ï̂ÙÓ˚ ÙyV˛áy Ï̂l ˆÜ˛yl ÊÑ̨ yÜ˛y fiÌyl ˆl•z– xyÙÓ˚y ~•z lyÙà%̂ Ï°y xyÙy Ï̂òÓ˚
˛õyë˛ Ï̂Îyàƒï˛yÓ˚ í z̨ß¨!ï˛Ó˚ çlƒ Óî≈Ùy°yÓ˚ upper ~ÓÇ lower case ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚!SÈñ Î!òG ~ Ï̂:§ ˆ≤Ãy@˝ÃyÙ!ê˛
case ~Ó˚ ˆ«˛ Ï̂e §Ç Ï̂Óòl¢#° lÎ˚– lyÙÜ˛Ó˚̂ ÏîÓ˚ Ó˚#!ï˛l#!ï˛ §¡õ Ï̂Ü≈̨  xyÓ˚G çyl Ï̂ï˛ Ó: 6.9 ˛õí ¸̨–

xyÙyˆÏòÓ˚ !mï˛#Î˚ ˆê˛!ÓˆÏ°Ó˚ lyÙ ˆòGÎ˚y •ˆÏÓ ‘Tab designation’ ÎyÓ˚ ÙˆÏôƒ ‘Desig ID,

‘Designation’,  ~ÓÇ ‘TA’ lyÙÜ˛ field‡ˆ«˛e ÌyÜ˛ Ï̂Ó– flõT˛ï˛•z ‘Desig ID’ ˆ«˛e!ê˛ ~•z ˆê˛!Ó Ï̂°Ó˚
çlƒ primary key  àë˛l Ü˛Ó˚̂ ÏÓ– ‘Tablocations’ lyÙÜ˛ ï,̨ ï˛#Î˚ ̂ ê˛!Ó°!ê˛ ‘Location ID’, ‘Location’

~ÓÇ  ‘Rate of HRA’ field  Î%=˛ •Î˚ñ ÎyÓ˚ primary key •° ‘Location ID’–
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Óy: 6.9

ˆÜ˛yl field ~Ó˚ lyÙ ˆ°áyÓ˚ çlƒ ˆï˛yÙÓ˚y x«˛Ó˚ñ §Çáƒy ~ÓÇ ÊÑ̨ yÜ˛y fiÌyl §• 64!ê˛ x«˛Ó˚ ÓƒÓ•yÓ˚
Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ– ï˛ Ï̂Ó ~•z ÊÑ̨ yÜ˛y fiÌylà%̂ Ï°y ~!í ¸̨̂ ÏÎ˚ ÎyGÎ˚yÓ˚ ˛õÓ˚yÙ¢≈ ˆòGÎ˚y •Î˚ Ü˛yÓ˚î ~!ê˛ SQL  ~ÓÇ
ˆ≤Ãy@˝Ãy!ÙÇÈüÈ~Ó˚ í z̨̨ õyòylà%̂ Ï°y åí z̨òy•Ó˚îfl∫Ó)̨̊ õñ Emp ID’ˆÜ˛ (EmpID) xÌÓy EmpID Ë˛y Ï̂Ó ˆ°áy ÎyÎ˚ñ
ˆÎáy Ï̂l ~!ê˛ ˆ≤Ãy@˝Ãy!ÙÇ ~Ó˚ ˛õy¢˛õy!¢ í z̨Ë˛Î˚ ˆí˛ê˛y Ï̂Ó Ï̂§ EmpID  !•ˆÏ§ˆÏÓ §•ˆÏç•z ˆ°áy ˆÎˆÏï˛ ˛õyˆÏÓ˚–ä
ˆ°áyÓ˚ §ÙÎ˚ x≤Ã Ï̂Î˚yçl#Î˚ x!ï˛!Ó˚=˛ identifiers ~Ó˚ ÓƒÓ•yÓ˚ Ó,!Âô ˛Ü˛ Ï̂Ó˚ ~ÓÇ !ÓÓ˚!=˛Ó˚ §,!T˛ Ü˛ Ï̂Ó˚– ~Ü˛!ê˛
lyÙ blank  Óy ÊÑ̨ yÜ˛y fiÌyl !ò Ï̂Î˚ ¢%Ó%̊ • Ï̂ï˛ ˛õyÓ˚̂ ÏÓ ly– ï%̨ !Ù ~Ü˛!ê˛ period (.)ñ ~Ü˛!ê˛ xyŸã˛Î≈̂ ÏÓyôÜ˛ !ã˛•´ åúä
Óy ˆÓ ̂ ÏÜ˛ê˛ [()] SÈyí ¸̨y xlƒ !ÓÓ˚yÙ !ã˛•´à%̂ Ï°y xhs˝Ë%≈̨ =˛ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ– ~Ü˛•z ˆê˛!Ó Ï̂° ˆï˛yÙÓ˚y ˆÜ˛yl !Ê˛ Ï̂”˛Ó˚
lyÙ ò%ÓyÓ˚ ÓƒÓ•yÓ˚ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ ly– ~ Ï̂: Ï̂§Ó˚ Ê˛yÇ¢ Ï̂l ~ÓÇ ï˛yÓ˚ ˜Ó!¢T˛ƒ Óy VB language  ~Ó˚ xÇ Ï̂¢
§ÇK˛y!Î˚ï˛ Ùylƒï˛y≤ÃyÆ ¢∑à%̂ Ï°yÓ˚ ÓƒÓ•yÓ˚ ~í ¸̨y Ï̂lyÓ˚ ˛õÓ˚yÙ¢≈ ˆòGÎ˚y •°– ˆê˛!Ó°ñ ˆÜ˛ƒy Ï̂Î˚!Ó˚ ~ÓÇ Ê˛ Ï̂Ù≈Ó˚ Ùï˛
xÓ Ï̂çQà%̂ Ï°yÓ˚ lyÙÜ˛Ó˚̂ ÏîÓ˚ çlƒG ~Ü˛•z !lÎ˚ÙyÓ°# ≤Ã Ï̂Î˚yà Ü˛Ó˚y •Î˚ó ï˛ Ï̂Ó ~Ü˛•z ôÓ˚̂ ÏlÓ˚ ̂ Ü˛yl ò%!ê˛ xÓ Ï̂ç Ï̂QÓ˚
~Ü˛•z lyÙ ÌyÜ˛ Ï̂ï˛ ˛õyÓ˚̂ ÏÓ ly–

xyÙy Ï̂òÓ˚ ã˛ï%̨ Ì≈ ˆê˛!Ó°!ê˛ !Ó!Ë˛ß¨ Ùy Ï̂§Ó˚ ˆÓï˛ Ï̂lÓ˚ DA-~Ó˚ ¢ï˛yÇ¢ •yÓ˚ §ÇÓ˚«˛ Ï̂îÓ˚ çlƒ ÓƒÓ•,ï˛ • Ï̂Ó
~ÓÇ ~!ê˛ ‘TabDArates’ !• Ï̂§ Ï̂Ó lyÙÜ˛Ó˚î Ü˛Ó˚y • Ï̂Ó– ~ Ï̂ï˛ ‘Month ID’, ‘Sal month’ ~ÓÇ ‘Rate of

DA’ !Ê˛”˛ ÌyÜ˛ Ï̂Ó˛ ˆÎáy Ï̂l ‘Month ID’ Primary key • Ï̂Ó– ~ál xyÙy Ï̂òÓ˚ ˆ¢£Ï ˆê˛!Ó°!ê˛ !Ó!Ë˛ß¨ Ùy Ï̂§
!Ó!Ë˛ß¨ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ çlƒ ˜ï˛!Ó˚ •GÎ˚y ˆÓï˛ Ï̂lÓ˚ ï˛Ìƒ §ÇÓ˚«˛î Ü˛Ó˚yÓ˚ çlƒ ÓƒÓ•yÓ˚ Ü˛Ó˚y • Ï̂Ó– ‘Tab Monthly

Salary’ lyˆÏÙ ˛õ!Ó˚!ã˛ï˛ ~•z ˆê˛!Ó°!ê˛ˆÏï˛ ‘Salary ID’, ‘Month ID’, ‘EmpID’, ‘Basic’  ~ÓÇ
‘DedForPF’ å≤Ã!Ë˛ Ï̂í˛rê˛ Ê˛y Ï̂[˛Ó˚ çlƒ SÈyí ¸̨ä !Ê˛”˛ Óy ˆ«˛e ÌyÜ˛ Ï̂Ó– ‘Salary ID’ !Ê˛”˛ Óy ˆ«˛e!ê˛ ≤Ã!ï˛!ê˛
ˆÓï˛ Ï̂lÓ˚  ̂ Ó˚Ü˛í≈̨ Ï̂Ü˛ xllƒ ̂ í˛ê˛y !• Ï̂§ Ï̂Ó ̃ ï˛!Ó˚ Ü˛Ó˚yÓ˚ çlƒ ÓƒÓ•,ï˛ • Ï̂Ó ~ÓÇ ï˛y•z ~!ê˛ ̂ ê˛!Ó°!ê˛Ó˚ primary key

• Ï̂Ó– ‘MonthID’ (TabDARates’ ~Ó˚ §y Ï̂Ì §¡õÜ≈̨  ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚ä ~ÓÇ ‘EmpID’ (‘TabEmpDetails’

~Ó̊ §y Ï̂Ì §¡õÜ≈̨  ̃ ï˛!Ó̊ Ü˛ Ï̂Ó̊ä ~•z ̂ ê˛!Ó Ï̂°Ó̊ ò%!ê˛ foreign key • Ï̂Ó– ~•z ̂ ê˛!Ó°!ê˛ Ï̂ï˛ ‘Basic’ !Ê˛”˛ Óy ̂ «˛e!ê˛ Ï̂ï˛
ˆÓï˛l ̃ ï˛!Ó˚ Ü˛Ó˚yÓ˚ Ü˛Ó˚!îÜ˛ ~Ü˛çl Ü˛Ù≈ã˛yÓ˚#Ó˚ ̇  Ùy Ï̂§ í z̨̨ õ!fiÌ!ï˛Ó˚ ̂ Ó˚Ü˛í≈̨ G ï˛yÓ˚ hflÏ̂ ÏÓ˚Ó˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚ Ü˛ Ï̂Ó˚ ≤Ã!ï˛!ê˛
xÓfiÌyÎ˚ ï˛yÓ˚ ˆÓï˛l ˜ï˛!Ó˚ Ü˛ Ï̂Ó˚ ≤Ã Ï̂Ó¢ Ü˛Ó˚yl– ˆÓï˛l ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ Ü˛Ó˚!îÜ˛ ≤Ãã˛!°ï˛ !lÎ˚Ùl#!ï˛ ˆÙ Ï̂l ≤Ã Ï̂ï˛ƒÜ˛
Ü˛Ù≈ã˛yÓ˚#Ó˚ ˆòGÎ˚y ˛õSÈ® xl%§y Ï̂Ó˚ PF SÈy Ï̂í ¸̨Ó˚ ˛õ!Ó˚ÙyîG ˆÓ˚Ü˛í≈̨  Ü˛Ó˚̂ ÏÓ– ï%̨ !Ù ˆáÎ˚y° Ü˛Ó˚̂ ÏÓ ˆÎ ˛õÑyã˛!ê˛ ˆê˛!Ó Ï̂°Ó˚
Ù Ï̂ôƒ ̂ Ü˛Ó°Ùye ‘TabMonthlySal’ ̂ ê˛!Ó°!ê˛ ̂ Ü˛yl ≤Ãò_ Ùy Ï̂§ ̂ Óï˛l í ẑ̨ Ï_y°lÜ˛yÓ˚# Ü˛Ù≈ã˛yÓ˚#Ó˚ §ÇáƒyÓ˚ ̂ Ó˚Ü˛í≈̨
Îï˛ Î%=˛ • Ï̂ï˛ ÌyÜ˛ Ï̂Ó ï˛ï˛ ˆê˛!Ó Ï̂°Ó˚ xyÜ˛yÓ˚ Ó,!Âô ˛õy Ï̂Ó–

~ï˛«˛îñ ˆï˛yÙÓ˚y °«˛ Ü˛ˆÏÓ˚SÈ ˆÎ xyÙÓ˚y ‘DA’, ‘HRA’, ‘TA’, ‘Groos Salary’  ~ÓÇ ‘Net

Salary’ ˜Ó!¢T˛ƒà%̂ Ï°y §ÇÓ˚«˛ Ï̂îÓ˚ çlƒ ˆÜ˛yl ˆê˛!Ó Ï̂°  ˆÜ˛yl ˆ«˛e Óy !Ê˛”˛ ˆò•z!l Óy Ó˚y!á!l– ~•z !Ê˛”˛à%̂ Ï°y

àîlyÜ,̨ ï˛ !Ê˛”˛ ~ÓÇ ~Ó˚ çlƒ ̂ Óï˛l ̃ ï˛!Ó˚ Ü˛Ó˚yÓ˚ Ü˛Ó˚!îÜ˛ Ï̂Ü˛ ~•z !Ê˛”˛à%̂ Ï°yÓ˚ çlƒ ̂ Ü˛yl ̂ í˛ê˛y ≤Ã Ï̂Ó Ï̂¢Ó˚ ≤Ã Ï̂Î˚yçl

•Î˚ ly– ï˛y•z ˆÜ˛l ~à%̂ Ï°y Ï̂Ü˛ xÎÌy §ÇÓ˚«˛î Ü˛Ó˚Ó– ÓÓ˚M˛ ~•z ˆ«˛eà%̂ Ï°y Ï̂Ü˛ ~Ü˛!ê˛ QueryÈüÈÓ˚ Ùyôƒ Ï̂Ù ˜ï˛!Ó˚

Ü˛Ó˚Óñ Îy ~Ü˛ Óy ~Ü˛y!ôÜ˛ ˆê˛!Ó° ˆÌ Ï̂Ü˛ ˆí˛ê˛y xylyÓ˚ çlƒ ~ Ï̂: Ï̂§ lÜ˛¢y Ü˛Ó˚y ~Ü˛!ê˛ xÓ Ï̂çQ– Queryà%̂ Ï°y

àîly Ü˛Ó˚yÓ˚ §%!ÓôyÓ˚G xl%Ù!ï˛ ˆòÎ˚ ~ÓÇ Ê˛°yÊ˛°!ê˛ ~Ü˛!ê˛ §yÓ˚î#Ó˚ xyÜ˛y Ï̂Ó˚ í z̨̨ õfiÌy˛õl Ü˛ Ï̂Ó˚ñ Îy xyÙÓ˚y á%Ó

¢#â •z ˆòáÓ–
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Figure 6.3: Getting started with Microsoft Office Access

6.4 Ùy•ẑ ÏÜ ̨ y§Êê˛ xƒy Ï̂: Ï̂§ ̂ í˛ê˛y Ï̂Ó§ ̂ ê˛!Ó°  ̃ ï˛!Ó̊ Ü˛Ó̊y (Creating Database

tables in Microsoft Access):

xƒy Ï̂:§ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ˆí˛ê˛y Ï̂Ó§ lÜ˛¢yÓ˚ Ü˛yç!ê˛ Ü˛Ó˚yÓ˚ ˛õ)̂ ÏÓ≈ xyÙy Ï̂òÓ˚ ≤ÃÌ Ï̂Ù Ùy•ẑ ÏÜ ̨ y§Êê˛ xƒy Ï̂:§

xƒy!≤’ Ï̂Ü˛¢yl ¢%Ó%̊ Ü˛Ó˚̂ Ïï˛ • Ï̂Ó– ~Ó˚ çlƒ Windows TaskbarÈüÈ~ start ˆÓyï˛yÙ!ê˛ Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚– ~ál  All

programsÈüÈ~ ˛õ Ï̂Î˚rê˛ Ü˛Ó˚ñ ï˛yÓ˚̨ õÓ˚ microsoft officeÈüÈ~ ˛õ Ï̂Î˚rê˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ micfosoft office

assess 2007 ~ !Üœ̨ Ü˛ Ü˛Ó˚– å~•z xôƒy Ï̂Î˚ ̨õÓ˚Óï˛#≈ §Ù Ï̂Î˚ xyÙÓ˚y ~çyï˛#Î˚ Ü ̨ !ÙÜ˛ !Ü ̨ Î˚yÜ˛°y˛õà%̂ Ï°y §Ó˚°yÜ˛y Ï̂Ó˚

§)!ã˛ï˛ Ü˛Ó˚̂ ÏÓy ~•zË˛y Ï̂Ó ı Start>All Programs>Microsoft Office>Microsoft Assess 2007)–

~Ó˚Ê˛ Ï̂° ï%̨ !Ù “Getting Started with Microsoft Assess” lyÙÜ˛ !fl;l Óy ˛õò≈y!ê˛ ˆòá Ï̂ï˛ ˛õy Ï̂Ó Îy !ã˛e

6.3ÈüÈ~˛ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– ~•z !fl;l!ê˛ !ï˛l!ê˛ !ÓË˛y Ï̂à !ÓË˛=˛– ÓyÙ!ò Ï̂Ü˛ ‘Template Categories’ !ÓË˛yà!ê˛

standard database templateà%̂ Ï°y ˆòáy Ï̂ly ~ÓÇ í˛yí z̨l Ï̂°yí˛ Ü˛Ó˚yÓ˚ çlƒ Ìy Ï̂Ü˛– ÙyV˛áy Ï̂l ï%̨ !Ù §Ó˚y§!Ó˚

lï%̨ l ˆí˛ê˛y Ï̂Ó§ !ò Ï̂Î˚ ¢%Ó%̊ Ü˛Ó˚yÓ˚ çlƒ ‘New Blank Database’ !ÓË˛yà!ê˛ ˆòá Ï̂ï˛ ˛õy Ï̂Ó– í˛yl!ò Ï̂Ü˛ ˛õ)̂ ÏÓ≈

!ÓòƒÙyl ˆí˛ê˛y Ï̂Ó§ Ê˛y•z°à%̂ Ï°y ˆáy°yÓ˚ çlƒ ‘Open Recent Database’ !ÓË˛yà!ê˛ Ó˚̂ ÏÎ˚̂ ÏSÈ–

ˆÜ˛w#Î˚ !ÓË˛yˆ ÏàÓ˚ ÙˆÏôƒ

Blank DatabaseÈüÈ~ !Üœ˛Ü˛ Ü˛Ó˚–

~!ê˛ ˆí˛ê˛yˆÏÓˆÏ§Ó˚ Ê˛y•zˆÏ°Ó˚ lyÙ

ˆòGÎ˚yÓ˚ çlƒ í˛yl!òˆÏÜ˛ ~Ü˛!ê˛

í˛yÎ˚°à Ó: á%°ˆÏÓ– ~•z í˛yÎ˚°à

Ó:!ê˛ !fl; Ï̂lÓ˚ í z̨̨ õ Ï̂Ó˚Ó˚ ÓyÙ ˆÜ˛y Ï̂l

xÓ!fiÌï˛ ‘Office button’-~

!Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ í»̨ ˛õ í˛yí z̨l

ˆÙl%Ó˚ ‘New’ ÈüÈˆï˛ !Üœ˛Ü˛ Ü˛ˆÏÓ˚G

á%° Ï̂ï˛ ˛õyÓ˚ å!ã˛e ı6.3ÈüÈˆï˛ ˆòáä–

Ê˛y•zˆ Ï°Ó˚ lyÙ ‘PayRol

Application’ !°á ~ÓÇ ï˛yÓ˚̨ õ Ï̂Ó˚

create ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚ Îy !ã˛e

6.4ÈüÈ~ ̂ òáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

Óy: 6.10

Î!ò  ˆï˛yÙÓ˚y ~ál xÓ!ô Microsoft Office 97-2003  xÌÓy ~Ó˚ ˛õ)Ó≈Óï˛#≈ §ÇflÒÓ˚îà%̂ Ï°yÓ˚
§y Ï̂Ì Ü˛yç Ü˛ Ï̂Ó˚ ÌyÜ˛ñ ï˛ Ï̂Ó ï%̨ !Ù ~ál ˆÎ Window Style!ê˛ ˛õy Ï̂Ó ï˛y !Ü˛S%Èê˛y x˛õ!Ó˚!ã˛ï˛ Ù Ï̂l • Ï̂ï˛
˛õy Ï̂Ó˚– Îy•z ˆ•yÜ˛ ~•z style!ê˛ ~ál §ÙhflÏ Microsoft Office 2007 xƒy!≤’ Ï̂Ü˛¢là%̂ Ï°y Ï̂ï˛ §yôyÓ˚î–
~áy Ï̂l Ùy•ẑ ÏÜ ̨ y§Êê˛ ~Ü˛!ê˛ lï%̨ l Ê˛°yÊ˛°Î%=˛ ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ ˆÎyà§)e Ó˚ã˛ly Ü˛ Ï̂Ó˚ ÎyÓ˚ Ùyôƒ Ï̂Ù ≤ÃyÎ˚¢•z
ç!ê˛° ˆÙl% G ê%̨ °ÓyÓ˚à%̂ Ï°y Ï̂ï˛ xÓƒÓ•,ï˛‡Ù,ï˛≤ÃyÎ˚ Ü˛Ùy[˛ G  ˜Ó!¢T˛ƒà%̂ Ï°y á%Ñ̂ Ïç ˛õyGÎ˚y  ~ál x Ï̂lÜ˛ê˛y
§•ç– ÓƒÓ•yÓ˚Ü˛yÓ˚#Ó˚ §y Ï̂Ì ˆÎyà§)̂ Ïe ~ál Ü˛yÎ≈!Ë˛!_Ü˛ tabs xhs˝Ë%≈̨ =˛ Ó˚̂ ÏÎ˚̂ ÏSÈ ÎyÓ˚ Ù Ï̂ôƒ Ü˛Ùy[˛§Ù)̂ Ï•Ó˚
°!çÜ˛ƒy° @˝Ã%̨ õà%̂ Ï°y ~ÓÇ  ˜Ó!¢T˛ƒà%̂ Ï°y ~Ü˛!ê˛ fiê˛ƒy[˛yí≈̨  xM˛ Ï̂° Ó˚̂ ÏÎ˚̂ ÏSÈ ÎyÓ˚ lyÙ Ribbon–
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!ã˛e 6.4 ı lï%̨ l ̂ í˛ê˛y Ï̂Ó§ Ê˛y•z° àë˛ Ï̂lÓ˚ çlƒ í˛yÎ˚y°à Ó:–

!ã˛e 6.5 §!Ü ̨ Î˚ ̂ í˛ê˛y Ï̂Ó§ í z̨•ẑ Ï[˛yÓ˚ Óƒyáƒy

ˆï˛yÙy Ï̂òÓ˚ ˆí˛ê˛y Ï̂Ó§ñ Ê˛y•ẑ Ï°Ó˚ Ù)° xÓfiÌy Ï̂lÓ˚
˛õ!Ó˚ÓˆÏï≈˛ñ ˆï˛yÙÓ˚y Ê˛y•zˆÏ°Ó˚ lyˆÏÙÓ˚ í˛yl!òˆÏÜ˛
≤Ãò_ Browse xy•zÜ˛ˆÏl !Üœ˛Ü˛ Ü˛ˆÏÓ˚ !lˆÏçÓ˚
xÓfiÌyl §ly=˛ Ü˛Ó˚ˆÏï˛ ˛õyÓ˚ˆÏÓ– New File

í˛yÎ˚y°à ÓˆÏ: ï%˛!Ù ≤ÃhflÏy!Óï˛ lyˆÏÙÓ˚ ï˛y!°Ü˛y
ˆÌ Ï̂Ü˛ ~Ü˛!ê˛ @˝Ã•î Ü˛Ó˚̂ Ïï˛ ̨ õyÓ˚ å!í˛Ê˛Œê˛ ̂ Ê˛y”˛yÓ˚
My Documents-~ä ~ÓÇ ̨õ Ï̂Ó˚ Ê˛y•z°!ê˛Ó˚ lyÙ
˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚ ˆï˛yÙyÓ˚ ˛õSÈ®Ùï˛ xlƒ ˆÜ˛ylG
ˆÊ˛y”˛y Ï̂Ó˚ §!Ó˚̂ ÏÎ˚ !l Ï̂ï˛G ˛õyÓ˚̂ ÏÓ– Ê˛y•ẑ Ï°Ó˚ lyÙ
Îï˛ á%!¢ Óí ¸̨ • Ï̂ï˛ ˛õy Ï̂Ó˚ ~ÓÇ ~ Ï̂ï˛ áy!°fiÌyl
Óy space ~ÓÇ ~ÙlÜ˛# ˆÓ!¢Ó˚Ë˛yà
!ÓÓ˚yÙ!ã˛•´à%ˆÏ°y xhs˝Ë% ≈˛=˛ ÌyÜ˛ˆÏï˛ ˛õyÓ˚ˆÏÓ–
~SÈyí ¸̨yG °«˛ Ü˛Ó˚ ˆÎñ ˆï˛yÙÓ˚y Ê˛y•ẑ Ï°Ó˚ ly Ï̂ÙÓ˚ §y Ï̂Ì !í˛Ê˛Œê˛ ~: Ï̂ê˛l¢l ‘accdb’

ê˛y•z̨ õ ly Ü˛Ó˚̂ Ï°G ~!ê˛ fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó xƒy!≤’ Ï̂Ü˛¢yl Î%=˛ Ü˛ Ï̂Ó˚  ˆl Ï̂Ó–

New file í˛yÎ˚y°à ÓˆÏ: create

ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚yÓ˚  §y Ï̂Ì §y Ï̂Ì lï%̨ l
ˆí˛ê˛yˆÏÓ§ í˛z•zˆÏ[˛y ˆòáˆÏï˛ ˛õyˆÏÓ ÎyÓ˚
Ù Ï̂ôƒ §Ü˛° Tab§• Datasheet á%̂ Ï°
Îy Ï̂Ó– !ã˛e 6.5 xƒy Ï̂: Ï̂§Ó˚ ~•z §!Ü ̨ Î˚
Óy open •GÎ˚y ˆí˛ê˛yˆÏÓ§ í˛z•zˆÏ[˛yÓ˚
!Ó!Ë˛ß¨ í z̨̨ õyòyl Óy xÇ¢à%̂ Ï°y Ï̂Ü˛ !ã˛!eï˛
Ü˛ˆ ÏÓ ˚– ÓyÙ !òˆÏÜ˛Ó˚ Navigation

pane ÈüÈ~ ˆï˛yÙÓ˚y ˆòáˆÏï˛ ˛õyˆÏÓ ˆÎ
~Ü˛!ê˛ !í˛Ê˛Œê˛ ˆê˛!Ó° åˆê˛!Ó° 6.1)

•ẑ Ïï˛yÙ Ï̂ôƒ ˜ï˛!Ó˚ • Ï̂Î˚ ˆà Ï̂SÈ ˛~ÓÇ ~!ê˛
í˛ z• zˆ Ï[˛y!ê˛Ó ˚ Ü˛yÎ ≈Ü˛Ó ˚# xM˛ˆ Ï°G
(working area) ̂ áy°y xy Ï̂SÈ–

Óy: 6.11

Assess •° ~Ü˛!ê˛ §¡õ)î≈Ó)̊̂ Į̈ õ complete application development system  Îy visual

basic (VB) Programming Language  ~ÓÇ xlƒylƒ !Ó!Ë˛ß¨ ê%̨ °§Ù)• Ï̂Ü˛ xhs˝Ë%≈̨ =˛ Ü˛ Ï̂Ó˚ ÓyhflÏÓôÙ#≈
xƒy!≤’ Ï̂Ü˛¢là%̂ Ï°y Ï̂Ü˛ ˛õ!Ó˚ã˛y°ly Ü˛Ó˚yÓ˚ çlƒ– ~Ùl!Ü˛ Î!ò ˆï˛yÙÓ˚y ˆÜ˛yl ˆ≤Ãy@˝Ãy!ÙÇ ~Ó˚ ôyÓ˚îy ly ˆç Ï̂lG
ÌyÜ˛ñ ï˛Ó%G ï%̨ !Ù ~ Ï̂:§ wizardÈüÈ~Ó˚ Ùyôƒ Ï̂Ù ~ Ï̂: Ï̂§Ó˚ ÓƒÓ•yÓ˚̂ ÏÜ˛ § Ï̂Ó≈yFã˛ hflÏ̂ ÏÓ˚ !l Ï̂Î˚ ˆÎ Ï̂ï˛ ˛õyÓ˚̂ ÏÓñ Îy
ˆï˛yÙy Ï̂òÓ˚̂ ÏÜ˛ ˆï˛yÙyÓ˚ ˛õSÈ®Ùï˛ ~Ü˛!ê˛ ˆí˛ê˛y Ï̂Ó§ fl∫Î˚Ç!Ü ̨ Î˚ Ë˛y Ï̂Ó ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ~ÓÇ ï˛yÓ˚ §y Ï̂Ì !°AÜ˛Î%=˛
ˆÜ˛y Ï̂Î˚Ó˚# G Ê˛Ù≈ ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ çlƒ ày•zí˛ Ü˛Ó˚̂ ÏÓ– xhs˝!l≈!•ï˛ ôyÓ˚îyà%̂ Ï°y §¡õ Ï̂Ü≈̨  xyÓ˚G Ë˛y° ˆÓyV˛yÓ˚ çlƒñ
xyÙÓ˚y ˆÓ!¢Ó˚Ë˛yà ˆ«˛ Ï̂e design tools à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛Ó˚Ó ~ÓÇ !Ü˛S%È ˆ«˛ Ï̂e wizardÈüÈ~Ó˚ ˛õÌ!ê˛G ˆÓ Ï̂SÈ
ˆlÓ–
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!ã˛e 6.6 ı ˆÓ˚Ü˛í≈̨ Î%=˛ Ü˛ Ï̂Ó˚ ˆê˛!Ó° ˜ï˛!Ó˚

xyÙÓ˚y §Ó˚y§!Ó˚ ~•z ˆê˛!Ó°!ê˛ Ï̂Ü˛ xyÙy Ï̂òÓ˚ ≤ÃÌÙ ˆê˛!Ó° ô Ï̂Ó˚ !l Ï̂Î˚ Ü˛yç ¢%Ó%̊ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚– xyÙy Ï̂òÓ˚
Îy Ü˛Ó˚̂ Ïï˛ • Ï̂Ó ï˛y •°ñ !mï˛#Î˚ Ü˛°y Ï̂Ù ˆÜ˛yl Ü˛Ù≈ãyÓ˚#Ó˚ lyÙ !°á Ï̂ï˛ • Ï̂Ó åˆÎÙl Ram kishore) ~ÓÇ ï,̨ ï˛#Î˚
Ü˛°y Ï̂Ù ÎyGÎ˚yÓ˚ çlƒ enterÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ åÓy Tab ÓƒÓ•yÓ˚äñ designation ID å ˆÎÙl 1ä ê˛y•z̨ õ Ü˛Ó˚ G
enterÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ xÓ Ï̂¢ Ï̂£Ï ã˛ï%̨ Ì≈ Ü˛°y Ï̂Ù ÎyG ~ÓÇ ~Ü˛!ê˛ location ID åˆÎÙl ‘1’ä ê˛y•z̨ õ Ü˛Ó˚ Îy
!ã˛e 6.6 ~ Ó!î≈ï˛ • Ï̂Î˚̂ ÏSÈ– ~•ẑ Ï«˛ Ï̂eñ xƒy Ï̂:§ ≤Ã!ï˛!ê˛ Ü˛°y Ï̂Ù ≤Ã Ï̂Ó¢ Ü˛Ó˚y ˆí˛ê˛yÓ˚ ôÓ˚̂ ÏlÓ˚ !Ë˛!_ Ï̂ï˛ ≤Ã!ï˛!ê˛
ˆ«˛ Ï̂eÓ˚ çlƒ fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó ~Ü˛!ê˛ ˆí˛ê˛y ê˛y•z̨ õ ˆ§ê˛ Ü˛ Ï̂Ó˚ ˆlÎ˚– ˆï˛yÙÓ˚y ˆòá Ï̂ï˛ ˛õy Ï̂Ó ˆÎ ~•z Ü˛°yÙà%̂ Ï°yÓ˚
!¢ Ï̂Ó˚ylyÙ ˆòGÎ˚y • Ï̂Î˚̂ ÏSÈ ‘Field1’, ‘Field2’ ~ÓÇ ‘Field3’– ‘Field1’ Ü˛°yÙ !¢ Ï̂Ó˚yly Ï̂ÙÓ˚ í z̨̨ õÓ˚ Ùyí z̨§
˛õ Ï̂Î˚rê˛yÓ˚!ê˛ xyl ~ÓÇ ï˛yÓ˚̨ õÓ˚ Ü˛°yÙ !¢ Ï̂Ó˚ylyÙ!ê˛ select Ü˛Ó˚̂ Ïï˛ í˛yÓ° !Üœ̨ Ü˛ Ü˛Ó˚– ‘EmpName’ ê˛y•z̨ õ Ü˛Ó˚
~ÓÇ Ü˛°y Ï̂ÙÓ˚ lyÙ ‘Field1’ ˆÌ Ï̂Ü˛ ‘EmpName’ÈüÈ~ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ~rê˛y Ï̂Ó˚ ˆ≤Ã§ Ü˛Ó˚ Óy ã˛y˛õ òyG–
~Ü˛•zË˛y Ï̂Óñ ‘Field2’ ~ÓÇ ‘Field3’ Ü˛°yÙ lyÙò%!ê˛ Ï̂Ü˛ ‘DesigID’ ~ÓÇ ‘Location Id’ ly Ï̂Ù ˛õ!Ó˚Óï≈̨ l
Ü˛Ó˚– ˆï˛yÙÓ˚y ~Ùl °«˛ Ü˛ Ï̂Ó˚SÈ ˆÎñ ˆê˛!Ó Ï̂°Ó˚ ≤ÃÌÙ Ü˛°yÙ!ê˛Ó˚ lyÙ ‘ID’ • Ï̂Î˚̂ ÏSÈñ Îy fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó ˜ï˛!Ó˚
• Ï̂Î˚̂ ÏSÈ– ~!ê˛ ~Ü˛!ê˛ x Ï̂ê˛y ly¡∫yÓ˚ !Ê˛”˛ñ ˆÎáy Ï̂l !Ê˛ Ï̂”˛Ó˚ Ùyl!ê˛ xƒy: Ï̂§Ó˚ Ùyôƒ Ï̂Ù fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó !lô≈y!Ó˚ï˛
•Î˚ Îál•z xyÙÓ˚y ~Ü˛!ê˛ lï%̨ l ˆÓ˚Ü˛í≈̨  ~rê˛yÓ˚ ≤Ã Ï̂Ó¢ Ü˛!Ó˚– ˆï˛yÙÓ˚y ˆï˛yÙyÓ˚ ≤ÃÌÙ ˆÓ˚Ü˛í≈̨ !ê˛ ˛≤Ãï˛ƒy!¢ï˛ l¡∫Ó˚
‘1’ ˆÌ Ï̂Ü˛ xy°yòy ~Ü˛!ê˛ l¡∫Ó˚ !ò Ï̂Î˚ ¢%Ó%̊ • Ï̂Î˚̂ ÏSÈ ï˛y ˆòá Ï̂ï˛ ˛õy Ï̂Ó– ~Ùl!Ü˛ ˆï˛yÙÓ˚y Î!ò ˆÓ˚Ü˛í≈̨ !ê˛ Ù%̂ ÏSÈ ˆÊ˛°
~ÓÇ lï%˛l Ü˛ˆÏÓ˚ ¢%Ó˚% Ü˛Ó˚ ï˛ˆÏÓ ˙ §Çáƒy!ê˛ ˛õÓ˚Óï˛#≈ l¡∫Ó˚ myÓ˚y ≤Ã!ï˛fiÌy!˛õï˛ •ˆÏÓ– ~•z §#ÙyÓÂôï˛y!ê˛ˆÏÜ˛
í ẑ̨ Į̈ õ«˛y Ü˛Ó˚ Ü˛yÓ˚î ~!ê˛ ˛xyÙy Ï̂òÓ˚ xƒy!≤’ Ï̂Ü˛¢y Ï̂l ˆÜ˛yl ≤ÃË˛yÓ ˆÊ˛° Ï̂Ó ly– ‘ID’ !¢ Ï̂Ó˚yly Ï̂ÙÓ˚ ˛í z̨̨ õÓ˚ Ùyí z̨§
˛õ Ï̂Î˚rê˛yÓ˚!ê˛ xy Ï̂ly ~ÓÇ ~•z !¢ Ï̂Ó˚ylyÙ!ê˛ !§ Ï̂°Q Ü˛Ó˚̂ Ïï˛ í˛yÓ° !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ~Ó˚ Ùyl!ê˛ ‘Emp ID’ÈüÈˆï˛
˛õ!Ó˚Óï≈̨ l Ü˛Ó˚–

ˆï˛yÙÓ˚y ~ál Datasheet viewÈüÈˆï˛ ‘Table 1’ ~Ó˚ Ü˛yë˛y Ï̂Ùy!ê˛ ˆòá Ï̂ï˛ ˛õyFSÈ ~ÓÇ ~!ê˛ •ẑ Ïï˛yÙ Ï̂ôƒ
§¡õ)î≈ ˜ï˛!Ó˚ •ˆÏÎ˚ ˆàˆÏSÈ– ~•z §ÙÎ˚ ˆï˛yÙÓ˚y xlƒylƒ ˆÓ˚Ü˛ˆÏí≈˛Ó˚ Ùylà%ˆÏ°yG !°áˆÏï˛ ˛õyÓ˚ˆÏÓ– Î!ò ˆï˛yÙÓ˚y
ˆï˛yÙyÓ˚ ˆê˛!Ó Ï̂°Ó˚ ˆÎÈüÈˆÜ˛y Ï̂ly Ü˛°y Ï̂ÙÓ˚ ôyÓ˚î«˛Ùï˛y (width) ly çylñ ï˛ál G•z Ü˛°yÙ!ê˛Ó˚ ˆÎÈüÈˆÜ˛y Ï̂lyG
ˆÓ˚Ü˛ Ï̂í≈̨ Ó˚ insertion point-~ !à Ï̂Î˚ Home Tab>More (under records group)> column widthÈüÈ~
!Üœ̨ Ü˛ Ü˛Ó˚– Ü˛°y Ï̂ÙÓ˚ Óï≈̨ Ùyl ˜ò Ï̂â≈ƒÓ˚ Ùyl§• í z̨̨ õ!fiÌï˛ •GÎ˚y í˛yÎ˚°à Ó Ï̂:ñ ˆï˛yÙÓ˚y !Ë˛ß¨ Ùyl Ó§y Ï̂ï˛ ˛õyÓ˚
~ÓÇ ï˛yÓ˚̨ õÓ˚ Ok-ˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ñ xlƒÌyÎ˚ Ü˛°y Ï̂ÙÓ˚ ˜òâ≈ƒ ò#â≈ï˛Ù òy!á°yÓ˚ §y Ï̂Ì Ùy!l Ï̂Î˚ !l Ï̂Î˚ ï˛y Ï̂ï˛ ˆ§ê˛
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!ã˛e 6.8 ı •zFSÈyl%ÎyÎ˚# lyÙ§• ˆê˛!Ó° save Ü˛Ó˚y

Ü˛Ó˚yÓ˚ çlƒ BestfitÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚– å!ã˛e 6.7ÈüÈ~ ˆòáä– ˆï˛yÙÓ˚y ˆí˛ê˛y!¢ê˛ !Ë˛í ẑ̨ Ïï˛ Ùyí z̨§ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ x!ï˛
§yôyÓ˚îË˛yˆÏÓ ~•z Ü˛yÎ≈Ü˛°y˛õ!ê˛ Ü˛Ó˚ˆÏï˛ ˛õyÓ˚ˆÏÓ– !¢ˆÏÓ˚ylyÙ §y!Ó˚Ó˚ !lÓ≈y!ã˛ï˛ Ü˛°yˆÏÙÓ˚ í˛yl §#ÙylyÎ˚ Ùyí˛z§
˛õ Ï̂Î˚rê˛yÓ˚!ê˛ Ï̂Ü˛ !l Ï̂Î˚ xy§ ~ÓÇ Îï˛«˛î ly ˛õÎ≈hs˝ ï˛y ÓyÙÈüÈí˛yl !òÜ˛ !ï˛Ó˚!ã˛•´ myÓ˚y !l Ï̂ò≈!¢ï˛ í z̨°¡∫ ˆÓ˚áyÎ˚
˛õ!Ó˚Ó!ï≈̨ ï˛ • Ï̂FSÈ ï˛ï˛«˛î ˙ fiÌy Ï̂l ˛õ Ï̂Î˚rê˛yÓ˚!ê˛ Ï̂Ü˛ Ó˚yáó ï˛yÓ˚̨ õÓ˚ best fitÈüÈ!ê˛ ˆ˛õ Ï̂ï˛ Ùyí ẑ̨ Ï§Ó˚ ÓyÙ ˆÓyï˛yÙ!ê˛
í˛yÓ° !Üœ̨ Ü˛ Ü˛Ó˚–

ˆï˛yÙÓ˚y !Ü˛ °«˛ Ü˛ˆÏÓ˚SÈ ˆÎ xyÙyˆÏòÓ˚ ≤ÃÌÙ ˆê˛!Ó°!ê˛Ó˚ lyÙ ~álG ‘Table1’ Ó˚ˆÏÎ˚ˆÏSÈ ~ÓÇ ~!ê˛
~álG save  Ü˛Ó˚y •Î˚!l– Window ~Ó˚ ÓyÙ !ò Ï̂Ü˛Ó˚ í z̨̨ õ Ï̂ÓÏ̊Ó˚ ˆÜ˛ylyÎ˚ Quick Access toolbarÈüÈ~Ó˚ save

ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚– default ˆê˛!Ó° lyÙ ‘table1’ §• ~Ü˛!ê˛ save as í˛yÎ˚y°à Ó: ˆòáy Îy Ï̂Ó Îy !ã˛e

!ã˛e 6.7 ı Ü˛°y Ï̂ÙÓ˚ ˆÓô !Ù°Ü˛Ó˚î
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!ã˛e  6.9ı ˆê˛!Ó Ï̂°Ó˚ Design view

6.8ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– ‘TabEmpDetails’ lyÙ !ò Ï̂Î˚ ~!ê˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚ ~ÓÇ enterÈüÈ~ ã˛y˛õ òyG Óy OK

ˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ Îy ˆï˛yÙyÓ˚ •zFSÈyl%ÎyÎ˚# lyÙ!ê˛ !ò Ï̂Î˚ ˆê˛!Ó°!ê˛ save Ü˛Ó˚̂ ÏÓ–

ã˛° ~ál Design viewÈüÈˆï˛ ~•z  ˆê˛!Ó°!ê˛ ˆò!á– !ã˛e 6.8-~ í z̨!Õ‘!áï˛ ˆí˛ê˛y!¢ê˛ ê˛ƒy Ï̂ÓÓ˚ xô# Ï̂l
ribbon åview @˝Ã%̂ Į̈ õäÈüÈ~Ó˚ ÓyÙ ≤Ãy Ï̂hs˝ xÓ!fiÌï˛ view ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚–  Ü˛yÎ≈Ó˚ï˛ ˆê˛!Ó°!ê˛Ó˚ design

view í z̨•ẑ Ï[˛yÓ˚ working area åÜ˛yÎ≈Ü˛Ó˚ xM˛°äˆï˛ ≤Ãò!¢≈ï˛ • Ï̂Ó Îy !ãe 6.9ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– Design

view- Ï̂ï˛ ˆï˛yÙÓ˚y ~ Ï̂:§ xƒy!≤’ Ï̂Ü˛¢l Ï̂Ü˛ !l Ï̂ò≈¢ !ò Ï̂ï˛ ˛õyÓ˚ ˆÎ ‘Field Name’ !¢ Ï̂Ó˚ylyÙ Î%=˛ Ü˛°yÙ ˆÌ Ï̂Ü˛
ˆÜ˛yl ˆÜ˛yl ˛õSÈ®§• ˜Ó!¢T˛ƒà%̂ Ï°y (attributes) ˆê˛!Ó Ï̂°Ó˚ Ùôƒ Îy Ï̂Ó– ≤Ã!ï˛!ê˛ ˜Ó!¢ Ï̂T˛ƒÓ˚‡xƒy!ê ∆̨!Óí ẑ̨ Ïê˛Ó˚
§yˆÏÌ §¡õ!Ü≈˛ï˛ ˆí˛ê˛yÓ˚ ôÓ˚l!ê˛ ‘Data Type’ Ü˛°yÙ ˆÌˆÏÜ˛ §ly=˛ Ü˛Ó˚y ˆÎˆÏï˛ ˛õyˆÏÓ˚– ~•z §ÙÎ˚
TabEmpDatials’ ˆê˛!Ó Ï̂°Ó˚ ˆ«˛ Ï̂e xyÙy Ï̂òÓ˚ §ÙhflÏ í ẑ̨ Ïj¢ƒÎ%=˛ !Ê˛”˛à%̂ Ï°yÓ˚ field name  ˆÓÇ ï˛yÓ˚ data

type •z!ï˛Ù Ï̂ôƒ ˛õ)Ó˚î Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ– ˆï˛yÙÓ˚y ã˛y!ÓÓ˚ SÈ!ÓÎ%=˛ ~Ü˛!ê˛ xy•zÜ˛l ‘EmpID’ !Ê˛ Ï̂”˛Ó˚ ˛õy Ï̂¢ ˆòá Ï̂ï˛
˛õy Ï̂Ó Îy ~•z !Ê˛”˛!ê˛ Ï̂Ü˛ ˆê˛!Ó Ï̂°Ó˚ primary key !• Ï̂§ Ï̂Ó !ã˛!•´ï˛ Ü˛ Ï̂Ó˚–

˛õÓ˚Óï˛#≈ §Ù Ï̂Î˚ Ù Ï̂l Ó˚yáyÓ˚ §%!ÓôyÓ˚ çlƒ ˆï˛yÙÓ˚y Description Ü˛°y Ï̂Ù !Ó!Ë˛ß¨ xƒy!ê ∆̨!Óí z̨ê˛à%̂ Ï°yÓ˚
§Ç!«˛Æ !ÓÓÓ˚î !° Ï̂á Ó˚yá Ï̂ï˛  ˛õyÓ˚– ‘Description’ Ü˛°yÙ!ê˛ ˛õ)Ó˚î Ü˛Ó˚̂ ÏÓ !Ü˛ly ï˛y ˆï˛yÙy Ï̂òÓ˚ •zFSÈy ~ÓÇ
ˆê˛!Ó Ï̂°Ó˚ lÜ˛¢yÎ˚ ~Ó˚ ˆÜ˛yl ≤ÃË˛yÓ ˛õí ¸̨̂ ÏÓ ly– ï˛yÓ˚̨ õ Ï̂Ó˚G ~!ê˛ ˛õ)Ó˚î Ü˛ Ï̂Ó˚ Ó˚ yáy Ü˛yÙƒ Óy í z̨!ã˛ï˛ñ !Ó Ï̂¢£Ïï˛ Î!ò
ˆï˛yÙy Ï̂òÓ˚ ˆí˛ê˛y Ï̂Ó§!ê˛ xlƒ ˆÜ˛yl  ˆ≤Ãy@˝ÃyÙyÓ˚ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– ˆí˛ê˛y ê˛y•z̨ õ SÈyí ¸̨yGñ xyÓ˚G ˆÓ¢ Ü˛ Ï̂Î˚Ü˛!ê˛
xlƒylƒ properties Ó˚̂ ÏÎ Ï̂SÈ Îy ≤Ã!ï˛!ê˛ !Ê˛ Ï̂”˛Ó˚ çlƒ fl∫yô#lË˛y Ï̂Ó ˆ§ê˛ Ü˛Ó˚y ˆÎ Ï̂ï˛ ˛õy Ï̂Ó˚–

Design viewÈüÈÓ˚ l# Ï̂ã˛Ó˚ xÇ Ï̂¢ ‘Field properties’ ly Ï̂Ù ≤Ãò!¢≈ï˛ Ó˚̂ ÏÎ˚̂ ÏSÈñ !Ê˛ Ï̂”˛Ó˚ ~•z parameter

à%ˆÏ°y ˆí˛ê˛y ê˛y•zˆÏ˛õÓ˚ ˛õSÈˆÏ®Ó˚ §yˆÏÌ ˛õ,ÌÜ˛ •ˆÏÓ– ≤Ã!ï˛!ê˛ propertyÈüÈÓ˚ ~Ü˛!ê˛ !ÓÓÓ˚î åˆÎÙl  ˆï˛yÙÓ˚y
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!ã˛e 6.10 ı lï%̨ l ˆê˛!Ó° ≤Ã›ï˛Ü˛Ó˚î

˛õSÈ®§• propertyˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ä í˛yl!ò Ï̂Ü˛ ~Ü˛!ê˛ hint Ó Ï̂: í z̨̨ õ!fiÌï˛ •Î˚ñ Îy !Ê˛ Ï̂”˛Ó˚ propertyà%̂ Ï°y
§¡õ Ï̂Ü≈̨  çyl Ï̂ï˛ xyÙy Ï̂òÓ˚ x Ï̂lÜ˛ §y•yÎƒ Ü˛ Ï̂Ó˚– ï˛ Ï̂Óñ xyÙÓ˚y §Ü˛° !Ê˛ Ï̂”˛Ó˚ !í˛Ê˛Œê˛ propertyà%̂ Ï°y Ï̂ï˛
Ù Ï̂ly!l Ï̂Ó¢ Ü˛Ó˚Ó ~ÓÇ ~•z xM˛°!ê˛ Ï̂Ü˛ ˛õ%̂ ÏÓ˚y˛õ%!Ó˚ í ẑ̨ Į̈ õ«˛y Ü˛Ó˚Ó–

xyÙy Ï̂òÓ˚ ≤ÃÌÙ ˆê˛!Ó Ï̂°Ó˚ Ü˛yë˛y Ï̂Ùy ~ÓÇ ˆí˛ê˛y ≤Ã Ï̂Ó¢ Ü˛Ó˚y §¡õ)î≈ ˆ¢£Ï Ü˛ Ï̂Ó˚ ~ÓÇ ~Ó˚ lÜ˛¢y §¡õ!Ü≈̨ ï˛
!Ó!Ë˛ß¨ ôyÓ˚îy§Ù)• Ë˛y°Ë˛y Ï̂Ó Ó%V˛ Ï̂ï˛ ˛õyÓ˚yÓ˚ ˛õÓ˚ñ ~ál xyÙÓ˚y ˛õÓ˚Óï˛#≈ ˛õò Ï̂«˛˛õ !• Ï̂§ Ï̂Ó ÓyÜ˛# ã˛yÓ˚!ê˛ ˆê˛!Ó°
˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–  Create tab>Table  ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚ Îy !ã˛e 6.10ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– !í˛Ê˛Œê˛
ˆê˛!Ó Ï̂°Ó˚  (table-1) Datasheet view xyÓyÓ˚ í z̨̨ õ!fiÌï˛ • Ï̂Ó– ÓyÜ˛# ˆê˛!Ó°à%̂ Ï°y ˜ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ ~ÓÇ !l Ï̂çÓ˚
•zFSÈyl%ÎyÎ˚# lyÙ !ò Ï̂Î˚ ˆ§Ë˛ Ü˛Ó˚̂ Ïï˛ ˆï˛yÙÓ˚y ~•z !Ë˛í z̨!ê˛ Óy Design view!ê˛ ã˛Î˚l Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚– ˆï˛yÙy Ï̂òÓ˚
§%!Óôy Ï̂Ì≈ñ ˛õÑyã˛!ê˛ ˆê˛!Ó Ï̂°Ó˚ !Ê˛ Ï̂”˛Ó˚ lyÙ ~ÓÇ ˆí˛ê˛y ê˛y•z̨ õà%̂ Ï°y l# Ï̂ã˛ §Ç!«˛ÆyÜ˛y Ï̂Ó˚ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

Sl. Field Name Data Type Description
No.

1. 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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!ã˛e 6.11 ı ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ §¡õÜ≈̨  Óy Relationship ≤Ã›ï˛Ü˛Ó˚î–

§ÙhflÏ ̂ í˛ê˛y ̂ ê˛!Ó Ï̂°Ó˚ lÜ˛¢y §¡õß¨ Ü˛ Ï̂Ó˚ñ xyÙÓ˚y ~ál !Ó!Ë˛ß¨ ̂ ê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ §¡õÜ≈̨  Óy relationships

fiÌy˛õ Ï̂lÓ˚ Ü˛yç!ê˛ ~!à Ï̂Î˚ !l Ï̂Î˚ ÎyÓ– show/hide @˝Ã%̂ Į̈ õÓ˚ xô# Ï̂l Database Tools ˆê˛ Ï̂Ó ~ÓÇ ï˛yÓ˚̨ õÓ˚
Relationship  ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚ Îy !ã˛e 6.11 ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

Designation Text

TA Number Transportation Allowance – fixed as per

designation.

3. TabLocations

LocationID AutoNumber Unique Location ID – Primary Key.

Location Text

RateOfHRA Number % Rate of House Reent Allowance.

4. TabDARates

MonthID AutoNumber Unique MonthID – Primary Key.

SalMonth Text With values as ‘Jan-2007’, “Feb-2007” etc.

RateOfDA Number % Rate of Deanress Allowance.

5. TabMonthly Salary

SalaryID AutoNumer Unique SalaryID – Primary Key.

MonthID Number

EmpID Number

Basic Number Basic pay based on level & attendance of

employee.

DedForPF Number Deduction for PF opted by employee & as

per rules.
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!ã˛e 6.2 ı !Ó!Ë˛ß¨ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ relationship fiÌy˛õ Ï̂lÓ˚ çlƒ ˆê˛!Ó° Î%=˛Ü˛Ó˚î

Ü˛yÎ≈Ü˛!Ó˚ xM˛ Ï̂° (working area) show table lyÙÜ˛ ~Ü˛!ê˛ í˛yÎ˚y°à Ó: ≤Ãò!¢≈ï˛ • Ï̂Óñ Îy !ã˛e
6.12 ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– Î!ò ˆï˛yÙÓ˚y ˆ§•z  í˛yÎ˚y°à Ó:!ê˛ ˆòá Ï̂ï˛ ly ˛õyG ï˛ Ï̂Ó Design>Show table-~
!Üœ˛Ü˛ Ü˛Ó˚– Show Table í˛yÎ˚y°à ÓˆÏ:ñ ~Ü˛!ê˛ ˆê˛!Ó°ˆÏÜ˛ !§ˆÏ°Q Óy !lÓ≈yã˛l Ü˛Ó˚ ~ÓÇ !Ó˚ˆÏ°¢l!¢˛õ
í z̨•ẑ Ï[˛y Ï̂ï˛ Î%=˛ Ü˛Ó˚yÓ˚ çlƒ Add ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚– ~•zË˛y Ï̂Ó §Ü˛° ˛õÑyã˛!ê˛ ˆê˛!Ó° Ï̂Ü˛ Î%=˛ Ü˛ Ï̂Ó˚y– close

ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ Show Table í˛yÎ˚y°à Ó:!ê˛ Órô Ü˛Ó˚–

Ü˛yÎ≈Ü˛!Ó˚ xM˛ Ï̂° §Ü˛°  ˛õÑyã˛!ê˛ ˆê˛!Ó° xÓ Ï̂çQ ˆòá Ï̂ï˛ ˛õy Ï̂Óñ ≤Ã Ï̂ï˛ƒÜ˛!ê˛ ï˛y Ï̂òÓ˚ Ù Ï̂ôƒ !Ê˛”˛à%̂ Ï°yÓ˚
!Ó¢ò Óî≈ly Ü˛Ó˚̂ ÏÓ– ̂ ï˛yÙÓ˚y ~•z  ̂ ê˛!Ó Ï̂°Ó˚ x Ï̂ÓçQà%!° Ï̂Ü˛ !Ó˚̂ Ï°¢l!¢˛õ í z̨•ẑ Ïu˛yÓ˚ ̂ ÎÈüÈ̂ Ü˛y Ï̂ly fiÌy Ï̂l ≤Ã!ï˛fiÌy˛õl
Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚– ~!ê˛ Ü˛Ó˚yÓ˚ çlƒñ !lÓ≈y!ã˛ï˛ ˆê˛!Ó° xÓ Ï̂ç Ï̂QÓ˚ Ü˛ƒy˛õ¢l xM˛ Ï̂° Ùyí z̨§ ˛õ Ï̂Î˚rê˛yÓ˚!ê˛ !l Ï̂ò≈¢ Ü˛Ó˚ñ
Ùyí ẑ̨ Ï§Ó˚ ÓyÙ ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ˆã˛ Į̈̂ õ ô Ï̂Ó˚ Ó˚yá ~ÓÇ ˆê˛!Ó°!ê˛ Ï̂Ü˛ ˆê˛ Ï̂l ï˛yÓ˚ lï%̨ l çyÎ˚àyÎ˚ ~ Ï̂l ˆSÈ Ï̂í ¸̨
òyG Îy !ã˛e 6.13ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– ~ál ‘TabMonthly Salary’ ~ÓÇ TabDARates ~Ó˚ Ù Ï̂ôƒ
§¡õÜ≈̨  ̃ ï˛!Ó˚ Ü˛Ó˚̂ Ïï˛ñ ‘Tab Monthly Salary’ ̂ ê˛!Ó° xÓ Ï̂ç Ï̂Q ‘MonthID’ ~Ó˚ í z̨̨ õÓ˚ Ùyí z̨§ ̨õ Ï̂Î˚rê˛yÓ˚!ê˛
!l Ï̂Î˚ ÎyGñ Ùyí ẑ̨ Ï§Ó˚ ÓyÙ ˆÓyï˛yÙ!ê˛ ˆã˛ Į̈̂ õ ô Ï̂Ó˚ Ó˚yáñ ~ál ˛õ Ï̂Î˚rê˛yÓ˚!ê˛ !ò Ï̂Î˚ MonthIDˆÜ˛ í˛yl!ò Ï̂Ü˛ ˆê˛ Ï̂l
TabDARates ~Ó˚ í z̨̨ õÓ˚ xyl ~ÓÇ ï˛yÓ˚̨ õÓ˚ Ùyí z̨§ ˛õ Ï̂Î˚rê˛yÓ˚!ê˛ ˆSÈ Ï̂í ¸̨ òyG– ˆï˛yÙÓ˚y Ùyí z̨§ ˆÓyï˛yÙ!ê˛ SÈyí ¸̨yÓ˚
§yˆÏÌ §yˆÏÌ Edit Relationships lyÙÜ˛ ~Ü˛!ê˛ í˛yÎ˚y°à Ó: í˛z˛õ!fiÌï˛ •ˆÏÓ– ˆï˛yÙÓ˚y °«˛ Ü˛Ó˚ˆÏÓ ˆÎ
í˛yÎ˚y°à Ó Ï̂: §¡õ Ï̂Ü≈̨ Ó˚ ôÓ˚l!ê˛ Ï̂Ü˛ One-To-Many !• Ï̂§ Ï̂Ó ˆòáyÎ˚ å!ã˛e 6.13ÈüÈ~ ˆòáä–



170

Ü˛!¡õí˛zê˛yÓ˚ !Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛

!ã˛e 6.13 ı !Ó!Ë˛ß¨ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ §¡õÜ≈̨  fiÌy˛õl
xƒy Ï̂:§ ò%!ê˛ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ ˆÎyà§)̂ ÏeÓ˚ (joining) çlƒ !lÓ≈y!ã˛ï˛ !Ê˛”˛à%̂ Ï°yÓ˚ í z̨̨ õÓ˚ !lË≈̨ Ó˚ Ü˛ Ï̂Ó˚

§¡õ Ï̂Ü≈̨ Ó˚ ôÓ˚l!ê˛ !lô≈yÓ˚l Ü˛ Ï̂Ó˚̂ ÏSÈ– create  ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚– ~Ü˛!ê˛ Ü˛y Ï̂°y ˆÓ˚áy ˆòáy Îy Ï̂Ó Îy ˆê˛!Ó°
ò%!ê˛Ó˚ Ù Ï̂ôƒ §yôyÓ˚î !Ê˛”˛ Ï̂Ü˛ Î%=˛ Ü˛ Ï̂Ó˚– ~•z ˆÓ˚áy!ê˛ join line ly Ï̂ÙG ˛õ!Ó˚!ã˛ï˛ñ ~•z ˆÓ˚áy!ê˛ MonthIDˆÜ˛
§yôyÓ˚î !Ê˛”˛ !• Ï̂§ Ï̂Ó ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ TabMonthlySalary ~ÓÇ TabDARates ~Ó˚ Ù Ï̂ôƒ §¡õÜ≈̨  fiÌy˛õl
Ü˛ Ï̂Ó̊– Ù Ï̂l Ó̊yá Ï̂Óñ ‘MonthID’ TabDARates ~Ó̊ Primary key ~ÓÇ TabMonthlySalary ~Ó̊ Foreign

key àë˛l Ü˛ˆÏÓ˚ ~ÓÇ ï˛y•z ~!ê˛ One-To-Mony ≤ÃÜ,˛!ï˛Ó˚ §¡õÜ≈˛– ~ál ˆï˛yÙÓ˚y !ã˛e 6.13ÈüÈ ~Ó˚ Ùï˛
í ẑ̨ ÏÕ‘!áï˛ ˆê˛!Ó°à%̂ Ï°yÓ˚ Ù Ï̂ôƒ xlƒylƒ §¡õÜ≈̨  fiÌy˛õ Ï̂lÓ˚ çlƒ í z̨̨ õ Ï̂Ó˚Ó˚ ˛õò Ï̂«˛˛õà%̂ Ï°y ˛õ%lÓ˚yÓ,!_ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚–
!Ó!Ë˛ß¨ ˆê˛!Ó Ï̂°Ó˚ Ù Ï̂ôƒ §yÙ!@˝ÃÜ˛ §¡õÜ≈̨ à%̂ Ï°y l# Ï̂ã˛ §Ç Ï̂«˛ Į̈̂ õ ˆòáy Ï̂ly •°–

Table Related Table Common Field Relationship Type

TabDARates TabMonthlySalary MonthID One-To-Many

TabEmpDetails TabMonthlySalary EmpID One-To-Many

TabDesignations TabEmpDetails DesgnID One-To-Many

TabLocations TabEmpDetails LocationID One-To-Many

6.5 Ùy•ẑ ÏÜ ̨ y§Êê˛ xƒy Ï̂: Ï̂§ QUERY  ≤Ã›ï˛Ü˛Ó̊î ı (Creation of Query

in Microsoft Access) :

ˆÎ Ï̂•ï%̨  4.0 !ÓË˛y Ï̂à xy Ï̂°y!ã˛ï˛ • Ï̂Î˚̂ ÏSÈñ ~ál xyÙÓ˚y Queryà%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ àîly°kô !Ê˛”˛à%̂ Ï°y
ˆÎÙl ‘DA’, ‘HRA’, ‘TA’, ‘Gross Salary’ ~ÓÇ ‘Net Salary’ ˛õ!Ó˚ã˛y°ly Óy àîly Ü˛Ó˚yÓ˚ Ü˛yç
çylÓ– Queryà%̂ Ï°y x Ï̂lÜ˛ ç!ê˛° ≤ÃŸ¿ Óy !çK˛y§yÓ˚ í z̨_Ó˚ ˆòGÎ˚yÓ˚ çlƒ ˆí˛ê˛y Ï̂Ó Ï̂§ ï˛yÓ˚ ò«˛ï˛yÓ˚ ˛õ!Ó˚ã˛Î˚
ˆòÎ˚– xƒy Ï̂: Ï̂§Ó˚ Queryà%̂ Ï°y ~Ü˛y!ôÜ˛ ˆê˛!Ó° ˆÌ Ï̂Ü˛ ˆí˛ê˛y §Ç@˝Ã• ~ÓÇ !l!ò≈T˛ ¢ï≈̨ fiÌy˛õ Ï̂lÓ˚ Ùyôƒ Ï̂Ù ˆí˛ê˛y
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!ã˛e 6.14 ı Query ≤Ã›ï˛Ü˛Ó˚î‡àë˛l

˛õ%lÓ%̊ÂôyÓ˚ Ü˛Ó˚yÓ˚ «˛Ùï˛y ≤Ãòyl Ü˛ Ï̂Ó˚– §yôyÓ˚îË˛y Ï̂Ó Ó°y ÎyÎ˚ñ ˆï˛yÙÓ˚y Query ~Ü˛ Óy ~Ü˛y!ôÜ˛ ˆê˛!Ó° ˆÌ Ï̂Ü˛
§Çà,•#ï˛ ˆí˛ê˛yÓ˚ §ÇÜ˛°l G ï˛ÌƒÓ)̊̂ Į̈ õ §yÓ˚î#Ó˚ xyÜ˛y Ï̂Ó˚ ≤ÃÜ˛y¢G Ó° Ï̂ï˛ ˛õyÓ˚–

Create>Query DesignÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚– BackgroundÈüÈ~ ̂ Ü˛y Ï̂Î˚!Ó˚ ̂ ê˛!Ó° §• ~Ü˛!ê˛ Show Table

í˛yÎ˚y°à Ó: ≤Ãò!¢≈ï˛ • Ï̂Ó Îy !ã˛e 6.14ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– Î!ò ˆï˛yÙÓ˚y ~•z í˛yÎ˚y°à Ó:!ê˛ ly ˆò Ï̂á ÌyÜ˛
ï˛ˆÏÓ Design>Show TableÈüÈ~ !Üœ˛Ü˛ Ü˛Ó˚– Show Table í˛yÎ˚y°à ÓˆÏ:ñ ~Ü˛!ê˛ ˆê˛!Ó°ˆÏÜ˛ !§ˆÏ°Q Óy
!lÓ≈yã˛l Ü˛Ó˚ ~ÓÇ !Ó˚ˆÏ°¢l!¢˛õ í˛z•zˆÏu˛yˆÏï˛ Î%=˛ Ü˛Ó˚yÓ˚ çlƒ ‘Add’ ˆÓyï˛yÙ!ê˛ !Üœ˛Ü˛ Ü˛Ó˚– ~•zË˛yˆÏÓ §Ü˛°
˛õÑyã˛!ê˛ ˆê˛!Ó° Ï̂Ü˛ Î%=˛ Ü˛Ó˚– close  ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ Show Table í˛yÎ˚y°à Ó:!ê˛ Órô Ü˛Ó˚– ˆÜ˛y Ï̂Î˚!Ó˚
ˆê˛!ÓˆÏ°Ó˚ í˛z˛õˆÏÓ˚ Ü˛yÎ≈Ü˛!Ó˚ xM˛ˆÏ°ñ ˆï˛yÙÓ˚y ˆê˛!Ó°à%ˆÏ°yÓ˚ ÙˆÏôƒ ˛õ)ˆÏÓ≈ ≤Ã!ï˛!¤˛ï˛ one-to-one §¡õÜ≈˛Î%=˛
§Ü˛° ˛õÑyã˛!ê˛ ˆê˛!Ó° xÓ Ï̂çQ Ï̂Ü˛ åï˛y Ï̂òÓ˚ !Ê˛ Ï̂”˛Ó˚ §¡õ)î≈ï˛y!°§•ä ˆòá Ï̂ï˛ ˛õy Ï̂Ó– ˆï˛yÙÓ˚y ˛õ)̂ ÏÓ≈ xy Ï̂°y!ã˛ï˛
˛õÂô!ï˛ Ï̂ï˛ ~•z ̂ ê˛!Ó° xÓ Ï̂çQà%!° Ï̂Ü˛ xlƒe §Ó˚y Ï̂ï˛ ̨õyÓ˚– ̂ ê˛!Ó° xÓ Ï̂ç Ï̂QÓ˚ l# Ï̂ã˛Ó˚ xÇ Ï̂¢ ̂ ï˛yÙÓ˚y Ü˛ï˛à%̂ Ï°y
áy!° (blank) Ü˛°yÙ ̂ òá Ï̂ï˛˛õy Ï̂Óñ ̂ Îà%̂ Ï°y query result datasheet ~Ó˚ Ü˛°yÙà%̂ Ï°y Ï̂Ü˛ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚– ~•z
Ü˛°yÙà%̂ Ï°y å!ã˛e 6.14ÈüÈ~ ˆòáä Design Grid ly Ï̂ÙG ˛õ!Ó˚!ã˛ï˛–
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!ã˛e ı ̂ Ü˛y Ï̂Î˚!Ó˚ ̂ ê˛!Ó Ï̂° !Ó!Ë˛ß¨ !Ê˛”˛§Ù)̂ Ï•Ó˚ ≤Ã›ï˛Ü˛Ó˚î–

!í˛çy•zl !@˝ÃˆÏí˛Ó˚ ≤ÃÌÙ Ü˛°yˆÏÙñ Table rowÈüÈˆï˛ !Üœ˛Ü˛ Ü˛Ó˚– ~•z ˆ§° Óy âˆÏÓ˚ ~Ü˛!ê˛ í»˛˛õí˛yí˛zl
ˆÓyï˛yÙ í˛z˛õ!fiÌï˛ •ˆÏÓ– ˆê˛!ÓˆÏ°Ó˚ í»˛˛õí˛yí˛zl ï˛y!°Ü˛y ˆ˛õˆÏï˛ ˆÓyï˛yˆÏÙ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚˛õÓ˚
TabMonthlySalÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚– ~ál ~Ü˛•z Ü˛°y Ï̂Ùñ Field rowÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ TabMonthlySalÈüÈ~Ó˚
§ÙhflÏ !Ê˛ˆÏ”˛Ó˚ í»˛˛õí˛yí˛zl ï˛y!°Ü˛y ˛õyG– Salary ID !Ê˛”˛!ê˛ˆÏï˛ !Üœ˛Ü˛ Ü˛Ó˚– ~•z ˛õÂô!ï˛ˆÏï˛ Salary ID

(TabMonthlySalÈüÈˆÌˆÏÜ˛ä ˆÜ˛ ˆÜ˛yˆÏÎ˚!Ó˚ˆÏï˛ ˆòáyÓ˚ çlƒ !lÓ≈yã˛l Ü˛Ó˚y •ˆÏÎ˚ˆÏSÈ– í˛z˛õˆÏÓ˚Ó˚ Ü˛yÎ≈Ü˛°y˛õ!ê˛
TabMonthlySal xÓ Ï̂çQ ï˛y!°Ü˛y Óy Ï̂: SalaryIDˆÜ˛ í˛yÓ° !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚G §• Ï̂ç Ü˛Ó˚y ˆÎ Ï̂ï˛˛ õyÓ˚̂ Ïï˛y–
ˆï˛yÙÓ˚y ~!ê˛ xlƒË˛y Ï̂ÓG Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚ ˆê˛!Ó° xÓ Ï̂ç Ï̂QÓ˚ !lÓ≈y!ã˛ï˛ !Ê˛ Ï̂”˛ Ùyí z̨§ ˛õ Ï̂Î˚rê˛yÓ˚!ê˛ !l Ï̂Î˚ !à Ï̂Î˚ñ
Ùyí ẑ̨ Ï§Ó˚ ÓyÙ ˆÓyï˛yÙ!ê˛ ˆã˛ Į̈̂ õ ô Ï̂Ó˚ !í˛çy•zl !@˝Ã Ï̂í˛Ó˚ ˛õSÈ®§•z Ü˛°y Ï̂ÙÓ˚ Field row- Ï̂ï˛ ˆê˛ Ï̂l !l Ï̂Î˚ !à Ï̂Î˚
Ùyí z̨§ ˆÓyï˛yÙ!ê˛ ˆSÈ Ï̂í ¸̨ òyG–

ï%̨ !Ù query result ˆí˛ê˛y!¢ Ï̂ê˛ ˆ§ Ü ̨ Ï̂Ù !Ê˛”˛à%̂ Ï°y Ï̂Ü˛ ˆòá Ï̂ï˛ ã˛yG !ë˛Ü˛ ˆ§•z Ü ̨ Ï̂Ù !í˛çy•zl !@˝Ã Ï̂í˛
ˆê˛!Ó° xÓ Ï̂çQ ˆÌ Ï̂Ü˛ !Ó!Ë˛ß¨ !Ê˛”˛à%̂ Ï°y Ï̂Ü˛ ˆí˛ê˛y myÓ˚y ˛õ)Ó˚î Ü˛Ó˚yÓ˚ ˆ«˛ Ï̂e °«˛ Ó˚yá Ï̂ï˛ • Ï̂Ó– ~ál !í˛çy•zl
!@˝ Ãˆ Ïí˛ xlƒylƒ Ü˛°yÙà%ˆ Ï°yˆÏÜ˛ !l!ò≈T˛Ü ˛ˆ ÏÙ ˆÎÙl !Ê˛”˛ MonthID (TabMonthlySalary),

(SalMonth(TabDARates), EmpName(TabEmpDetails)  ~ÓÇ Basic (TabMonthlySalary)ˆÜ˛
˛õ)Ó˚î Ü˛Ó˚yÓ˚ çlƒ ̨õ)̂ ÏÓ≈ Ó!î≈ï˛ ̂ ÎÈüÈˆÜ˛y Ï̂ly ~Ü˛!ê˛ ̨õÂô!ï˛ !lÓ≈yã˛l Ü˛Ó˚ Îy !ã˛e 6.15ÈüÈ~ Ó!î≈ï˛ • Ï̂Î˚̂ ÏSÈ– Î!ò ̂ ï˛yÙy Ï̂òÓ˚
MonthIDˆÜ˛ ˆòáy Ï̂ly ≤Ã Ï̂Î˚yçl ly •Î˚ñ ï˛ Ï̂Ó ˆï˛yÙÓ˚y ˙ !Ê˛ Ï̂”˛ Show lyÙÜ˛ §y!Ó˚̂ Ïï˛ Show-check

boxÈüÈ~ unchek Ü˛Ó˚yÓ˚ çlƒ !Üœ̨ Ü˛ Ü˛Ó˚– ~•z §Ù Ï̂Î˚ Ï̂ï˛yÙÓ˚y Î!ò Design ˆê˛ Ï̂ÓÓ˚ Results @˝Ã%̂ Į̈ õÓ˚ xô# Ï̂l
Run ˆÓyï˛yÙ!ê˛ !Üœ˛Ü˛ Ü˛Ó˚ñ ï˛ál ˆï˛yÙÓ˚y Salary ID, SalMonth, EmpName ~ÓÇ Basic •zï˛ƒy!ò
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!Ê˛”˛à%̂ Ï°y §• ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ Ê˛°yÊ˛° ˆòá Ï̂ï˛ ˛õy Ï̂Ó– RunÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚yÓ˚ xÌ≈ xy§ Ï̂° xƒy Ï̂:§ Ï̂Ü˛ ˆÜ˛y Ï̂Î˚Ó˚# Ï̂ï˛
ˆï˛yÙyˆÏòÓ˚ myÓ˚y §!M˛ï˛ §ÙhflÏ !lˆÏò≈¢yÓ°#à%ˆÏ°yˆÏÜ˛ Ü˛yÎ≈Ü˛Ó˚ Ü˛Ó˚ˆÏï˛ ~ÓÇ Ê˛°yÊ˛°à%ˆÏ°yˆÏÜ˛ ≤Ãò¢≈l Ü˛Ó˚ˆÏï˛
Ó°y Ï̂Ü˛ ˆÓyV˛yÎ˚– ˆï˛yÙÓ˚y ˆê˛!Ó°à%̂ Ï°yÓ˚ çlƒ ˛õ)̂ ÏÓ≈ Ó!î≈ï˛ ˆÎÈüÈˆÜ˛y Ï̂ly ˛õÂô!ï˛ myÓ˚y Ü˛°y Ï̂ÙÓ˚ ≤ÃfiÌà%̂ Ï°y !ë˛Ü˛ë˛yÜ˛
Ü˛ Ï̂Ó˚ !l Ï̂ï˛ ˛õyÓ˚– Quick Access ê%̨ °Óy Ï̂Ó˚ save sˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚– Save As í˛yÎ˚y°à Ó Ï̂: Query

Monthly Salary ê˛y•z̨ õ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ xyÙy Ï̂òÓ˚ ˆÜ˛y Ï̂Î˚!Ó˚ save Ü˛Ó˚yÓ˚ çlƒ OKÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛Ó˚–

flõT˛ï˛•z xyÙy Ï̂òÓ˚ ̂ Ü˛y Ï̂Î˚!Ó˚!ê˛ §¡õ)î≈ •Î˚!lñ Ü˛yÓ˚î xyÙÓ˚y Datasheet viewÈüÈˆï˛ àîlyÜ,̨ ï˛ !Ê˛”˛à%̂ Ï°y
~ÓÇ Ded For PF !Ê˛”˛!ê˛ ˆòá Ï̂ï˛ ˛õy!FSÈ ly– Home ˆê˛ Ï̂ÓÓ˚ Ù Ï̂ôƒ Design viewÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ Design

Grid viewÈüÈˆï˛ !Ê˛ Ï̂Ó˚ ÎyG– Desgin GridÈüÈ~ñ ≤ÃÌÙ áy!° Ü˛°y Ï̂ÙÓ˚ åBasic-~Ó˚ ˛õ Ï̂Ó˚ä !Ê”˛ §y!Ó˚̂ Ïï˛ !Üœ̨ Ü˛
Ü˛Ó˚ ~ÓÇ ê˛y•z̨ õ Ü˛Ó˚ ı DA:[Basic]*[TabDARates.RateofDA]/100’. ~•z ~: Ï̂≤Ã¢y Ï̂lñ ˆÜ˛y°l åıä
~Ó˚ ˛õ)̂ ÏÓ≈ ‘DA’ ¢∑!ê˛ Ó§ Ï̂Óñ ~!ê˛ àîlyÜ,̨ ï˛ !Ê˛ Ï̂”˛Ó˚ lyÙ !• Ï̂§ Ï̂Ó àîƒ • Ï̂Ó ~ÓÇ ~!ê˛ Ü˛°y Ï̂ÙÓ˚ !¢ Ï̂Ó˚ylyÙ
!• Ï̂§ Ï̂Ó ≤Ãò!¢≈ï˛ • Ï̂Ó– ê˛y•z̨ õ Ü˛Ó˚y ÓyÜ˛# xÇ¢!ê˛ ≤ÃÜ,̨ ï˛ ~: Ï̂≤Ã¢yl ˜ï˛!Ó˚ Ü˛Ó˚̂ ÏÓ Îy Ù)°ƒyÎ˚l Ü˛Ó˚y • Ï̂Ó ~ÓÇ ~Ó˚
Ê˛°yÊ˛° ≤Ãò!¢≈ï˛ • Ï̂Ó Run Ü˛Ùy Ï̂[˛ !Üœ̨ Ï̂Ü˛Ó˚ ̨õÓ˚ – ̂ ï˛yÙÓ˚y ̂ áÎ˚y° Ü˛Ó˚̂ Ïï˛ ̨õyÓ˚ ̂ Î xyÙy Ï̂òÓ˚ ‘DA’ ~: Ï̂≤Ã¢y Ï̂lÓ˚
çlƒ xyÙÓ˚y ‘Basic’ !Ê˛”˛ Ï̂Ü˛˛G ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚!SÈ Îy ˆÜ˛y Ï̂Î˚!Ó˚ •ẑ Ïï˛yÙ Ï̂ôƒ ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ ~Ü˛!ê˛ xÇ¢ • Ï̂Î˚ ˆà Ï̂SÈ
~ÓÇ ~!ê˛ Ï̂Ü˛ [] ~Ó˚ Ù Ï̂ôƒ Ó˚yáy •Î˚– xyÙÓ˚y RateofDA !Ê˛”˛!ê˛G ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚!SÈ Îy ˆÜ˛y Ï̂Î˚!Ó˚ Ü˛°yÙà%̂ Ï°y Ï̂ï˛
≤Ãò!¢≈ï˛ • Ï̂FSÈ ly ~ÓÇ ~Ó˚ çlƒ xyÙÓ˚y [] Órôl#Ó˚ Ù Ï̂ôƒ §Ç!Ÿ’T˛ ˆê˛!Ó Ï̂°Ó˚ lyÙ ~ÓÇ ˛õy¢y˛õy!¢ !Ê˛ Ï̂”˛Ó˚
lyÙ!ê˛ í˛ê‰̨  åÉä myÓ˚y ˛õ,ÌÜ˛ Ü˛ Ï̂Ó˚ ˆÓ˚Ü˛í≈̨  Ü˛ Ï̂Ó˚!SÈ– ~!ê˛ §• Ï̂ç ˆÓyV˛y ÎyÎ˚ ˆÎ ‘*’ x˛õy Ï̂Ó˚ê˛Ó˚ ~ÓÇ ‘/’ x˛õy Ï̂Ó˚ê˛Ó˚
ÎÌyÜ ̨ Ï̂Ù à%î ~ÓÇ Ë˛yà Ü˛yÎ≈̂ ÏÜ˛ ˆÓyV˛y Ï̂FSÈ– ~•z §Ù Ï̂Î˚ Î!ò ˆï˛yÙÓ˚y Run Ü˛Ùy Ï̂[˛ !Üœ̨ Ü˛ Ü˛Ó˚ñ ˆï˛yÙÓ˚y !Ó!Ë˛ß¨
Ùy Ï̂§Ó˚ %DA ˆÓ˚ê˛ xl%§y Ï̂Ó˚ !Ó!Ë˛ß¨ Ü˛Ù#≈̂ ÏòÓ˚ çlƒ àîly Ü˛Ó˚y Ùyl§• ˆ¢£Ï !Ê˛”˛!ê˛ DA ly Ï̂Ù ˜ï˛Ó˚# • Ï̂Î˚̂ ÏSÈ
ˆòá Ï̂Ó–

Design view-ˆï˛ !Ê˛ Ï̂Ó˚ xy§ åviews  @˝Ã%̂ Į̈ õÓ˚ xô# Ï̂l Design view ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ä ~ÓÇ
HRA:[Basic]*[TabLocations.RateofHRA]/100  ~: Ï̂≤Ã¢yl!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ HRA àîly Ü˛Ó˚yÓ˚ G
ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ ˛õÓ˚Óï˛#≈ !Ê˛”˛!ê˛ ˛õ)Ó˚î Ü˛Ó˚yÓ˚ çlƒ í z̨̨ õ Ï̂Ó˚Ó˚ ï˛y!°Ü˛yË%̨ =˛ ˛õÂô!ï˛!ê˛ ˛õ%lÓ˚yÓ,_ Ü˛Ó˚– ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ ˛õÓ˚Óï˛#≈
Ü˛°yÙ!ê˛ TA !Ê˛ Ï̂”˛Ó˚ çlƒñ Îy ̨õ)̂ ÏÓ≈ Ó!î≈ï˛ ̂ Î ̂ Ü˛yl ̨õÂô!ï˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ̂ ê˛!Ó° ‘TabDesignations’  ̂ Ì Ï̂Ü˛
xhs˝Ë%≈̨ =˛ Ü˛Ó˚y í z̨!ã˛ï˛– ~Ó˚̨ õ Ï̂Ó˚ñ ‘GrossSalary:[Basic]+[DA]+[HRA]+[TA] ~: Ï̂≤Ã¢yl!ê˛ ê˛y•z̨ õ Ü˛ Ï̂Ó˚
‘GrossSalary’ !Ê˛”˛!ê˛ ˜ï˛!Ó˚ Ü˛Ó˚– ~ál xyÙÓ˚y ‘TabMonthlySalary’ ˜ê˛!Ó° ˆÌ Ï̂Ü˛ ‘DedForPF’

!Ê˛”˛!ê˛G xhs˝Ë%≈˛=˛ Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚– xÓˆÏ¢ˆÏ£Ïñ xyÙÓ˚y NetSalary:[GrossSalary]–[DedForPF]§•ç
~: Ï̂≤Ã¢yl!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ‘NetSalary’ !Ê˛”˛!ê˛ xhs˝Ë%≈̨ =˛ Ü˛Ó˚Ó– ~•z §Ù Ï̂Î˚ ̨õ)̂ ÏÓ≈Ó˚ !l Ï̂ò≈¢ xl%ÎyÎ˚# ̂ ï˛yÙy Ï̂òÓ˚
ˆÜ˛y Ï̂Î˚!Ó˚!ê˛ ˆ§Ë˛ Ü˛Ó˚ ~ÓÇ ˆí˛ê˛y!¢ê˛˛ !Ë˛í ẑ̨ Ïï˛ ˆï˛yÙyÓ˚ ≤Ã Ï̂ã˛T˛yÓ˚ Ê˛°yÊ˛°!ê˛ !Ê˛ Ï̂Ó˚ ˆòáyÓ˚ çlƒ Run Ü˛Ùy[˛˛!ê˛
ã˛y°ly Ü˛Ó˚–

ˆÎáy Ï̂l !ãe 6.15 xyÙy Ï̂òÓ˚ ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ Design view-~Ó˚ !ã˛e ï%̨ Ï̂° ô Ï̂Ó˚̂ ÏSÈ ˆ§áy Ï̂l !ã˛e 6.16

ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ Datasheet viewÈüÈˆÜ˛ ˆòáyÎ˚– ˆï˛yÙÓ˚y !Ó!Ë˛ß¨ ˆê˛!Ó Ï̂° ˆÎ ≤ÃÜ,̨ ï˛ ˆí˛ê˛y ≤Ã Ï̂Ó¢ Óy ~rê˛yÓ˚ Ü˛ Ï̂Ó˚!SÈ Ï̂°
ï˛yÓ˚ í z̨̨ õÓ˚ !Ë˛!_ Ü˛ Ï̂Ó˚ ˆï˛yÙyÓ˚ !Ë˛í z̨ !Ü˛S%Èê˛y xy°yòy • Ï̂ï˛ ˛õy Ï̂Ó˚– !ã˛e 6.16ÈüÈ~ ˆï˛yÙÓ˚y ˆáÎ˚y° Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚ ˆÎ
ˆÜ˛yˆÏÎ˚!Ó˚Ó˚ §ÙhflÏ ˆí˛ê˛y!¢ê˛!ê˛ ˆê˛!Ó° TabMonthlySalary-~Ó˚ §yˆÏÌ §¡õ!Ü≈˛ï˛ §Ü˛° ˆí˛ê˛y §y!Ó˚ myÓ˚y
à!ë˛ï˛– ˆï˛yÙÓ˚y !l!ò≈T˛ !Ê˛ˆÏ”˛Ó˚ çlƒ ˆÜ˛yl §#ÙyÓÂô Ùyl§Ù)• §• ˆí˛ê˛yˆÏ§ê˛ˆÏÜ˛ §#!Ùï˛ Ü˛Ó˚ˆÏï˛ ˛õyÓ˚–
í z̨òy•Ó˚îfl∫Ó)̨̊ õñ xyÙÓ˚y ˆÜ˛Ó° l Ï̂Ë˛¡∫Ó˚ 2007ÈüÈ~Ó˚ §y Ï̂Ì §¡õ!Ü≈̨ ï˛ ˆí˛ê˛y ã˛y•zñ ÎyÓ˚ MonthID •° ‘6’– ~•z
í ẑ̨ Ïj Ï̂¢ƒñ !ã˛e 6.17 ~Ó˚ Ùï˛ MonthID !Ê˛ Ï̂”˛Ó˚ xô# Ï̂l Criteria §y!Ó˚̂ Ïï˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ê˛y•z̨ õ Ü˛Ó˚ ‘=6’–
~ál ˆï˛yÙÓ˚y Î!ò Run Ü˛Ùy[˛!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚– ï˛ál ˆï˛yÙÓ˚y ˆÜ˛Ó°Ùye l Ï̂Ë˛¡∫Ó˚ 2007 ~•z Ùy§ (SalMonth)

§¡õ!Ü≈̨ ï˛ ˆí˛ê˛y ˆÓ˚Ü˛í≈̨ !ê˛ ˆòá Ï̂ï˛ ˛õy Ï̂Ó–
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!ã˛e 6.16  ı ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ ˆí˛ê˛y!¢ê˛ !Ë˛í z̨

!ã˛e 6.17 ı ~Ü˛!ê˛ ˆÜ˛y Ï̂Î˚!Ó˚̂ Ïï˛ Ùylò[˛ ~ÓÇ ˆí˛ê˛y ÓySÈy•z !l!ò≈T˛ Ü˛Ó˚y

xyÓ˚G Ë˛y° í z̨̨ õfiÌy˛õlyÓ˚ çlƒ ˆï˛yÙÓ˚y ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ ~Ü˛!ê˛ !lÓ≈y!ã˛ï˛ !Ê˛ Ï̂”˛Ó˚ ˆÓ˚Ü˛í≈̨ à%̂ Ï°y Ï̂Ü˛ ˛õSÈ®Ùï˛
|zÂô≈Ü ̨ Ï̂Ù Óy xôıÜ ̨ Ï̂Ù §yçy Ï̂ï˛ ˛õyÓ˚– §%ï˛Ó˚yÇ xyÙÓ˚y ly Ï̂ÙÓ˚ Óî≈Ùy°yÓ˚ Ü ̨ Ù xl%§y Ï̂Ó˚ l Ï̂Ë˛¡∫Ó˚ 2007 ~Ó˚
ˆÓ˚Ü˛í≈̨ à%̂ Ï°y Ï̂Ü˛ §yçy Ï̂ï˛ ˛õy!Ó˚– ~Ó˚çlƒ EmpName !Ê˛ Ï̂”˛Ó˚ l# Ï̂ã˛ sort lyÙÜ˛ §y!Ó˚̂ Ïï˛ !Üœ̨ Ü˛ Ü˛Ó˚– ~ál ˆ§°
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Óy âÓ˚!ê˛Ó˚ ˆ¢ Ï̂£Ï ≤Ãò!¢≈ï˛ pulldown ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ Ascending å!ã˛e 6.17ÈüÈ~ ˆòáäˆÜ˛ !lÓ≈yã˛l
Ü˛Ó˚– ˆÜ˛y Ï̂Î˚!Ó˚!ê˛ Run Ü˛Ó˚ ~ÓÇ °«˛ Ü˛Ó˚ ˆÎ Ü˛Ù≈ã˛yÓ˚# Ï̂òÓ˚ ly Ï̂ÙÓ˚ ˆÓ˚Ü˛í≈̨ à%̂ Ï°y Óî≈yl%Ü ̨ !ÙÜ˛Ë˛y Ï̂Ó §yçy Ï̂ly
• Ï̂Î˚̂ ÏSÈ–

6.6 Ùy•ẑ ÏÜ ̨ y§Êê˛ xƒy Ï̂: Ï̂§ Ê˛Ù≈§Ù)• ≤Ã›ï˛Ü˛Ó̊î‡àë˛l

(Creation of Forms in Microsoft Access) :

~ál xÓ!ôñ xyÙÓ˚y ̂ ê˛!Ó°à%̂ Ï°y ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ~Ü˛!ê˛ ̂ í˛ê˛y Ï̂Ó Ï̂§ ï˛Ìƒ §Çà!ë˛ï˛ Ü˛Ó˚y ~ÓÇ ̂ Ü˛y Ï̂Î˚!Ó˚à%̂ Ï°y
ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ~•z çyï˛#Î˚ ï˛Ìƒ ˛õ%lÓ%̊Âôy Ï̂Ó˚Ó˚ ôyÓ˚îyà%̂ Ï°y !¢ Ï̂á!SÈ– ~ál xyÙÓ˚yñ Îál ≤Ã Ï̂Î˚yçl ˆòáy ˆò Ï̂Ó
ï˛ál ˆê˛!Ó Ï̂° ï˛Ìƒ Ó˚yáyÓ˚ ≤Ã!Ü ̨ Î˚yà%̂ Ï°y §¡õ Ï̂Ü≈̨  ˆòáÓ– Ùy•ẑ ÏÜ ̨ y§Êê˛ xƒy Ï̂:§ ~•z °«˛ xç≈̂ ÏlÓ˚ çlƒ ò%!ê˛
≤ÃyÌ!ÙÜ˛ ≤Ã!Ü ̨ Î˚y §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚̂ ÏSÈ– ≤ÃÌÙ ̨õÂô!ï˛!ê˛ñ Îy xyÙÓ˚y •ẑ Ïï˛yÙ Ï̂ôƒ ̨õ!Ó˚!ã˛ï˛ • Ï̂Î˚!SÈñ ï˛y •° §yôyÓ˚îË˛y Ï̂Ó
ˆê˛!Ó Ï̂° í˛yÓ° !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ï˛y Ï̂Ü˛ í z̨•ẑ Ïu˛y Ï̂ï˛ !l Ï̂Î˚ xy§y ~ÓÇ l# Ï̂ã˛ lï%̨ l ÊÑ̨ yÜ˛y §y!Ó˚̂ Ïï˛ ï˛Ìƒ Î%=˛ Ü˛Ó˚y Óy
§ÇˆÏÎyçl Ü˛Ó˚y– xyÙÓ˚y xlƒ ˆÎˆÏÜ˛yl §y!Ó˚ˆÏï˛ ˛õ!Ó˚Óï≈˛l Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚ Îy ˆfl±í˛!¢ˆÏê˛Ó˚ ˆ«˛ˆÏeG §Ω˛Ó–
Quick Access ê%̨ °Óy Ï̂Ó˚ xÓ!fiÌï˛ save ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ï%̨ !Ù ˆê˛!Ó Ï̂°Ó˚ ˛õ!Ó˚Óï≈̨ là%̂ Ï°y §ÇÓ˚«˛î Ü˛Ó˚̂ Ïï˛
˛õyÓ˚–

Óy: 6.12

Access 2007 ~Ü˛!ê˛ §yôyÓ˚î Ê˛Ù≈ ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ §%!Óôy ≤Ãòyl Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛ ˆÎáy Ï̂l ˆï˛yÙÓ˚y ~Ü˛Óy Ï̂Ó˚
~Ü˛!ê˛ ˆÓ˚Ü˛í≈˛ §ÇÓ˚«˛ˆÏÙÓ˚ çlƒ ï˛Ìƒ ≤ÃˆÏÓ¢ Ü˛Ó˚yˆÏï˛ ˛õyÓ˚ˆÏÓ– xƒyˆÏ:§ ~Ü˛!ê˛ !ÓË˛=˛ Ê˛Ù≈ ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚
ê%˛°§G §Ó˚ÓÓ˚y• Ü˛ˆÏÓ˚ ÌyˆÏÜ˛ñ Îy ~Ü˛ xˆÏô≈ Ù)° ˆí˛ê˛y!¢ê˛ˆÏÜ˛ ˆòáyÎ˚ ~ÓÇ í˛z˛õˆÏÓ˚ ˆí˛ê˛y!¢ˆÏê˛ !lÓ≈y!ã˛ï˛
ˆÓ˚Ü˛ Ï̂í≈̨  ï˛Ìƒ ≤Ã Ï̂Ó Ï̂¢Ó˚ çlƒ x˛õÓ˚ x Ï̂ô≈ ~Ü˛!ê˛ Ê˛Ù≈ ̂ òáyÎ˚– ~•z Ê˛Ù≈!ê˛ Ï̂ï˛ ò%!ê˛ !Ë˛í ẑ̨ ÏÜ˛ ~Ü˛§y Ï̂Ì §ÇÎ%!=˛Ü˛Ó˚î
Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ Îy Ï̂ï˛ ~Ü˛ !Ë˛í ẑ̨ Ïï˛ ˆfl;y° Ü˛Ó˚̂ Ï° ˆÓ˚Ü˛ Ï̂í≈̨ Ó˚ ~Ü˛•z fiÌy Ï̂l í z̨̨ õÓ˚ !Ë˛í z̨!ê Į̈G ˆfl;y° • Ï̂Î˚ ÎyÎ˚–

ï˛Ìƒ ˛õ!Ó˚ã˛y°lyÓ˚ !mï˛#Î˚ ˛≤Ã!Ü ̨ Î˚y !•§y Ï̂Ó åˆÎÙl §Ç Ï̂Îyçlñ ˛õ!Ó˚Óï≈̨ l ~ÓÇ Ù%̂ ÏSÈ ˆÊ˛°yÓ˚ çlƒä xƒy Ï̂:§
ÓƒÓ•yÓ˚Ü˛yÓ˚# ÓyrôÓ ~Ü˛!ê˛ Forms •zrê˛yÓ˚̂ ÏÊ˛§ §Ó˚ÓÓ˚y• Ü˛ Ï̂Ó˚ Îy ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚ ~Ü˛!ê˛ ˆ°á!ã˛ Ï̂eÓ˚ xyÜ˛y Ï̂Ó˚
ï˛Ìƒ ≤Ã Ï̂Ó Ï̂¢Ó˚ xl%Ù!ï˛ ̂ òÎ˚ ~ÓÇ ~•z ï˛Ìƒ §!ë˛Ü˛Ë˛y Ï̂Ó xhs˝!l!•≈ï˛ ̂ í˛ê˛y Ï̂Ó Ï̂§ ã˛ Ï̂° ÎyÎ˚– ̂ í˛ê˛y ~!rê ∆̨ x˛õy Ï̂Ó˚ê˛ Ï̂Ó˚Ó˚
çlƒ ~•z ˛õÂô!ï˛!ê˛ xyÓ˚G ÓƒÓ•yÓ˚Ü˛yÓ˚# ÓyrôÓñ Î!òG ~!ê˛ ˆí˛ê˛y Ï̂Ó§ !í˛çy•zly Ï̂Ó˚Ó˚ xÇ Ï̂¢ xyÓ˚G !Ü˛S%Èê˛y Ü˛yç
Ü˛Ó˚̂ Ïï˛ ˛õy Ï̂Ó˚–

xyÙy Ï̂òÓ˚ ˆ˛õÈüÈˆÓ˚y° xƒy!≤’ Ï̂Ü˛¢yl!ê˛Ó˚ çlƒñ ã˛° xyÙÓ˚y TabMonthlySalary ˆê˛!Ó°!ê˛Ó˚ çlƒ ~Ü˛!ê˛
§•ç Ê˛Ù≈ ˜ï˛!Ó˚ Ü˛!Ó˚û ~!ê˛ ~Ùl ~Ü˛!ê˛ ˆê˛!Ó° Îy §Ω˛Óï˛ !Ó° Üœ̨ y Ï̂Ü≈̨ Ó˚ myÓ˚y ≤ÃyÎ˚¢•z ÓƒÓ•yÓ˚ Ü˛Ó˚y •Î˚–
ParRollApplication ~Ó˚ ˆl!Ë˛ Ï̂à¢l ˆ˛õ•ẑ ÏlÓ˚ TabMonthlySalaryÈüÈˆï˛ ~Ü˛ÓyÓ˚ !Üœ̨ Ü˛ Ü˛Ó˚– ~•zË˛y Ï̂Ó
!l!ò≈T˛ ˆê˛!Ó°!ê˛ !lÓ≈yã˛l Ü˛Ó˚yÓ˚ ˛õÓ˚ñ Ê˛Ù≈ @˝Ã%̂ Į̈ õÓ˚ xô# Ï̂l create ˆê˛ Ï̂Ó !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ Form ~ !Üœ̨ Ü˛
Ü˛Ó˚– TabMonthlySalary-Ó˚ Ê˛Ù≈ !Ë˛í˛zñ í˛z•zˆÏu˛y!ê˛Ó˚ Ü˛yÎ≈Ü˛Ó˚# xM˛ˆÏ° ≤Ãò!¢≈ï˛ •ˆÏÓ Îy ˆê˛!ÓˆÏ°Ó˚ ≤ÃÌÙ
ˆÓ˚Ü˛í≈̨ !ê˛ ˆòáy Ï̂Ó ~ÓÇ ~!ê˛ !ã˛e 6.18ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ– Ê˛ Ï̂Ù≈Ó˚ l# Ï̂ã˛ ï%̨ !Ù ‘First Record’, ‘Previous

Record,’’ Next Record’, ‘Last Record’ ~ÓÇ ‘New Record’ •zï˛ƒy!ò ˆÓyï˛yÙà%̂ Ï°y Î%=˛ ˆl!Ë˛ Ï̂à¢l
ÓyÓ˚ ˆòá Ï̂ï˛ ˛õy Ï̂Ó– ˆl!Ë˛ Ï̂à¢l Óy Ï̂Ó˚Ó˚ ÙyV˛áy Ï̂l  ˆï˛yÙÓ˚y ˆÙyê˛ ˆÓ˚Ü˛ Ï̂í≈̨ Ó˚ §ÇáƒyG ˆòá Ï̂ï˛ ˛õy Ï̂Ó åˆÎÙl 24
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!ã˛e 6.18  ı Ê˛Ù≈§Ù)• àë˛l

~Ó˚ Ù Ï̂ôƒ 1ä– Ê˛Ù≈ !Ê˛í ẑ̨ Ïï˛ Ü˛ Ï̂Î˚Ü˛!ê˛ ˆÓ˚Ü˛ Ï̂í≈̨ Ó˚ Ùyôƒ Ï̂Ù ˛õÓ˚Óï˛#≈ ˆÓ˚Ü˛ Ï̂í≈̨  ÎyGÎ˚yÓ˚ çlƒ Ü˛ Ï̂Î˚Ü˛ÓyÓ˚ ‘Next

Recond’ ~ !Üœ̨ Ü˛ Ü˛Ó˚– ˆï˛yÙÓ˚y xlƒylƒ ˆÓyï˛yÙà%̂ Ï°yÓ˚ Ü˛yÎ≈Ü˛y!Ó˚ï˛y Ó%V˛ Ï̂ï˛ ï˛yy Ï̂ï˛ !Üœ̨ Ü˛ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚– Î!ò
ˆï˛yÙÓ˚y ‘New Record’  ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚– ï˛ Ï̂Ó °«˛ Ü˛Ó˚̂ ÏÓ ˆÎñ ~Ü˛!ê˛ lï%̨ l ˆÓ˚Ü˛í≈̨  ≤Ãò!¢≈ï˛ • Ï̂FSÈ
ˆÎáy Ï̂l ‘SalaryID’ (New) ˆòáy Ï̂Ó ~ÓÇ xlƒ §ÙhflÏ !Ê˛”˛à%̂ Ï°y ÊÑ̨ yÜ˛y ˆòáy Ï̂Ó– ˆï˛yÙÓ˚y ‘SalaryID’ ˆÜ˛
~•z ˆê˛!Ó Ï̂°Ó˚ ‘AutoNumber’ ˆí˛ê˛y ê˛y•z̨ õ §• ~Ü˛!ê˛ Primary Key Ù Ï̂l Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚–

xyÙÓ˚y Ê˛ Ï̂Ù≈Ó˚ Ù Ï̂ôƒ ˆí˛ê˛y Óy:à%̂ Ï°yÓ˚ xyÜ˛yÓ˚ ~ÓÇ ï˛y Ï̂òÓ˚ xÓfiÌyl !Ü˛S%Èê˛y ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–
~•z í ẑ̨ Ïj Ï̂¢ƒ,ñ ã˛° ≤ÃÌ Ï̂Ù Design view ÈüÈˆï˛ Ê˛ Ï̂Ù≈Ó˚ !Ë˛í z̨!ê˛ Home>Design viewÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ̨õ!Ó˚Óï≈̨ l
Ü˛!Ó˚– Design viewÈüÈˆï˛ ˆÎ ˆÜ˛yl Text Óy Ï̂: !Üœ̨ Ü˛ Ü˛Ó˚– ÓyÙÈüÈí˛yl ï˛#Ó˚ !ã˛•´ ≤Ãò!¢≈ï˛ ly •GÎ˚y ˛õÎ≈hs˝ Ùyí z̨§
˛õ Ï̂Î˚rê˛yÓ˚!ê˛ Ï̂Ü˛ Óy Ï̂:Ó˚ •y•z°y•zê˛ Ü˛Ó˚y §#ÙylyÓ˚ í˛yl ≤Ãy Ï̂hs˝ §Ó˚yG– Ùyí ẑ̨ Ï§Ó˚ ÓyÙ ˆÓyï˛yÙ!ê˛ ã˛y˛õ òyG ~ÓÇ
~!ê˛ ô Ï̂Ó˚ ˆÓ˚̂ Ïá Text Óy Ï̂:Ó˚ ≤ÃfiÌ Ï̂Ü˛ ˛õSÈ®§•z xyÜ˛y Ï̂Ó˚ •…y§ Ü˛Ó˚̂ Ïï˛ ˛Ùyí z̨§!ê˛ Ï̂Ü˛ ÓyÙ !ò Ï̂Ü˛ §Ó˚yG– ˆï˛yÙÓ˚y
°«˛ Ü˛Ó˚̂ ÏÓ ˆÎ §ÙhflÏ Text Ó Ï̂:Ó˚ xyÜ˛yÓ˚ fl∫Î˚Ç!Ü ̨ Î˚Ë˛y Ï̂Ó •…y§ ˆ˛õ Ï̂Î˚̂ ÏSÈ– Shift Ü˛# ˆã˛ Į̈̂ õ ≤Ã!ï˛!ê˛ Ó Ï̂: ~Ü˛ÓyÓ˚
!Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ §ÙhflÏ Text Óy:à%̂ Ï°y !§ Ï̂°Q Óy !lÓ≈yã˛l Ü˛Ó˚– ã˛yÓ˚!ê˛ ï˛#Ó˚§• ~Ü˛!ê˛ å+ !ã˛ Ï̂•´Ó˚ xl%Ó)̨̊ õä !ã˛•´
í z̨̨ õ!fiÌï˛ ly •GÎ˚y ˛õÎ≈hs˝ ~ál ˆÎ ˆÜ˛yl ~Ü˛!ê˛ Óy Ï̂: Ùyí z̨§ ˛õ Ï̂Î˚rê˛yÓ˚!ê˛ §Ó˚yG– Ùyí ẑ̨ Ï§Ó˚ ÓyÙ ˆÓyï˛yÙ!ê˛
ã˛y˛õ òyG ~ÓÇ ~!ê˛ ôˆÏÓ˚ ˆÓ˚ˆÏá Text Óy:à%ˆÏ°yˆÏÜ˛ xyÓ˚G ˆÜ˛w#Î˚ xÓfiÌyˆÏl fiÌylyhs˝Ó˚ Ü˛Ó˚ˆÏï˛ í˛yl!òˆÏÜ˛
Ùyí˛z§!ê˛ §Ó˚yG–
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!ã˛e 6.19ı Ê˛Ù≈ !í˛çy•zl !Ë˛í ẑ̨ Ïï˛ ~Ü˛!ê˛ text Óy: Ï̂Ü˛ Ü˛ Ï̂¡∫y Óy Ï̂: Ó)̨̊ õyhs˝Ó˚

xyÙÓ˚y çy!l ˆÎñ TabMonthlySalaryÈüÈÓ˚ MothlyID !Ê˛”˛!ê˛ ~Ü˛!ê˛ Foreigh Key– xyÙy Ï̂òÓ˚
ˆ¢£Ï ˆÜ˛y Ï̂Î˚!Ó˚̂ Ïï˛ xÌ≈Ó• Ùyl ÌyÜ˛yÓ˚ çlƒ åˆÎÙl QueryMonthlySalary)ñ ~•z !Ê˛”˛!ê˛ Ï̂ï˛ ˆÜ˛Ó°Ùye
ˆ§•z Ùylà%̂ Ï°y ÌyÜ˛ Ï̂Ó Îy •ẑ Ïï˛yÙ Ï̂ôƒ TabDARatesÈüÈ~ §!M˛ï˛ • Ï̂Î˚̂ ÏSÈ– xyÙÓ˚y !í˛çy•zl !Ë˛í ẑ̨ Ïï˛ ÌyÜ˛yÜ˛y°#l
xÓfiÌyÎ˚ Ê˛Ù≈!ê˛ Ï̂ï˛ ~•z ¢ï≈̨ !ê˛ ã˛y!˛õ Ï̂Î˚ !ò Ï̂ï˛ ˛õy!Ó˚– MonthID Text Óy:!ê˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ !§ Ï̂°Q Ü˛Ó˚– ~•z
Óy Ï̂:Ó˚ Ù Ï̂ôƒ Ùyí z̨§ ˛õ Ï̂Î˚rê˛yÓ˚ ˆÓ˚̂ Ïáñ í˛yl ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛Ó˚ ~ÓÇ Change To>Combo BoxÈüÈˆÜ˛ !§ Ï̂°Q
Óy !lÓ≈yã˛l Ü˛Ó˚ Îy !ã˛e 6.19ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–  ˆï˛yÙÓ˚y °«˛ Ü˛Ó˚̂ ÏÓ ˆÎ MonthID Text Óy:!ê˛ ~Ü˛!ê˛
Ü˛ Ï̂¡∫y Óy Ï̂: ˛õ!Ó˚Ó!ï≈̨ ï˛ • Ï̂Î˚ ˆà Ï̂SÈñ ÎyÓ˚  ˆ¢£Ï ≤Ãy Ï̂hs˝ ~Ü˛!ê˛ !l¡¨Ù%á# ˆÓyï˛yÙ (Pull down button) Ó˚̂ ÏÎ˚̂ ÏSÈ–
MonthID Ü˛ Ï̂¡∫y Óy:!ê˛ !§ Ï̂°Q Ü˛Ó˚y xÓfiÌyÎ˚ñ Tools @˝Ã%̂ Į̈ õÓ˚ xô# Ï̂l Property Sheet ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛
Ü˛Ó˚– ~Ó˚ Ê˛ Ï̂° MonthID Ü˛ Ï̂¡∫y Óy Ï̂:Ó˚ Property sheet!ê˛ Ù)̂ Ï° Îy Ï̂Ó Îy !ã˛e 6.20ˆï˛ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–
Property sheetÈüÈ~Ó˚ Data ˆê˛ Ï̂Ó åÎy •z!ï˛Ù Ï̂ôƒ ˆï˛yÙyÓ˚ myÓ˚y xy Ï̂à ˆáy°y ÌyÜ˛ Ï̂ï˛ ˛õy Ï̂Ó˚ä ˆê˛!Ó°à%̂ Ï°yÓ˚
!l¡¨Ù%á# ï˛y!°Ü˛y ˆòáyÓ˚ çlƒ ‘Row Source’  ˜Ó!¢ˆÏT˛ƒÓ˚ xô#ˆÏl Combo ˆÓyï˛yÙ!ê˛ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ
TabDARates !§ Ï̂°Q Ü˛Ó˚–  °«˛ Ü˛Ó˚ ˆÎñ ï%̨ !Ù Row Source’ ˜Ó!¢ Ï̂T˛ƒÓ˚ xô# Ï̂l Ü˛ Ï̂¡∫y !ÓÜ˛“!ê˛ ˆòá Ï̂ï˛
˛õy Ï̂Óñ ˆÜ˛Ó° Î!ò Row Source Type ˜Ó!¢T˛ƒ!ê˛ Table/Query  !lÓ≈yã˛l Ü˛ Ï̂Ó˚ Ìy Ï̂Ü˛– !l!Ÿã˛ï˛ Ü˛Ó˚ ˆÎ
Bound column ˜Ó!¢ Ï̂T˛ƒÓ˚ Ùyl ‘1’ Ó˚̂ ÏÎ˚̂ ÏSÈñ Îy ≤ÃÌÙ Ü˛°yÙ!ê˛ Ï̂Ü˛ ˆÓyV˛yÎ˚ñ ˆÎÙl ‘TabDARates’ ~Ó˚
‘MonthID’– ~Ë˛y Ï̂Ó Ê˛ Ï̂Ù≈Ó˚ MonthID !Ê˛ Ï̂”˛Ó˚ ̃ Ó!¢T˛ƒ ̨õ%lÓ˚yÎ˚ ̂ §ê˛ Ü˛ Ï̂Ó˚ ‘Form view’ÈüÈÓ˚ ò,¢ƒ ̨õ!Ó˚Óï≈̨ l
Ü˛Ó˚– ï%˛!Ù °«˛ Ü˛Ó˚ˆÏÓ ˆÎñ Ê˛Ù≈!ê˛ ~Ùl MonthID !Ê˛ˆÏ”˛Ó˚ xô#ˆÏl ~Ü˛!ê˛ Ü˛ˆÏ¡∫y Óy: ˆòáyÎ˚ ~ÓÇ ~Ó˚
!l¡¨Ù%á# ï˛y!°Ü˛yÎ˚ ˆÜ˛Ó°Ùye ˆ§•z MonthID à%̂ Ï°y ≤Ãò!¢≈ï˛ • Ï̂Ó Îy •z!ï˛Ù Ï̂ôƒ TabDARatesÈüÈ~ §!M˛ï˛
Ó˚̂ ÏÎ˚̂ ÏSÈ– ˆï˛yÙÓ˚y Ó%V˛ Ï̂ï˛ ˛õyÓ˚̂ ÏÓ ˆÎ TabMonthlySalary-Ó˚ EmpID !Ê˛ Ï̂”˛G ~Ü˛•z ôÓ˚̂ ÏlÓ˚ ÓƒÓfiÌy Ü˛Ó˚y
≤Ã Ï̂Î˚yçl ~ÓÇ ~Ó˚ Ùylà%̂ Ï°y TabEmpDetailsÈüÈ~ ≤Ãò_ EmpID !Ê˛ Ï̂”˛Ó˚ Ùy Ï̂lÓ˚ Ù Ï̂ôƒ §#ÙyÓÂô ÌyÜ˛ Ï̂Ó–
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!ã˛e 6.20 ı Ü˛ Ï̂¡∫y Ó Ï̂:Ó˚ ˜Ó!¢T˛ƒyÓ°# fiÌy˛õl Ü˛Ó˚y

~!ê˛ Ï̂Ü˛ xyÓ˚G ÓƒÓ•yÓ˚Ü˛yÓ˚# ÓyrôÓ Ü˛Ó˚̂ Ïï˛ xyÙy Ï̂òÓ˚ Ê˛Ù≈!ê˛ Ï̂ï˛ §Ω˛Óï˛ xyÓ˚G x Ï̂lÜ˛ ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚y
ˆÎ Ï̂ï˛ ̨õy Ï̂Ó˚– ï˛ Ï̂Ó ~à%!° Ï̂ï˛ ‘Macro Builder’, ‘Query/Expression Builder’ ~ÓÇ ‘Code Builder’

~Ó˚ ÓƒÓ•yÓ˚ ÌyÜ˛ Ï̂ï˛ ̨õy Ï̂Ó˚– ~•z !Ó£ÏÎ˚à%̂ Ï°y ~•z Ó•ẑ ÏÎ˚Ó˚ xyGï˛yÓ˚ Óy•ẑ ÏÓ˚ Î!òG ̂ ï˛yÙÓ˚y xƒy Ï̂:§ ̂ ≤Ãy@˝Ãy!ÙÇ Ï̂Î˚Ó˚
Óï≈̨ Ùyl Óî≈lyÜ,̨ ï˛ ̂ «˛eà%̂ Ï°yÓ˚ §y Ï̂Ì ̨õ!Ó˚!ã˛ï˛ •GÎ˚yÓ˚ ̨õ Ï̂Ó˚ ô# Ï̂Ó˚ ô# Ï̂Ó˚ ~à%̂ Ï°y !l Ï̂Î˚ xl%§rôyl Ü˛Ó˚̂ Ïï˛ ̨õyÓ˚̂ ÏÓ–
ˆï˛yÙÓ˚y ̂ ˛õÈüÈˆÓ˚y° xƒy!≤’ Ï̂Ü˛¢l!ê˛Ó˚ xlƒylƒ ̂ ê˛!Ó°à%̂ Ï°yÓ˚ çlƒ Ê˛Ù≈à%̂ Ï°yÓ˚ í z̨̨ õÎ%=˛ lÜ˛¢yà%̂ Ï°yG !ÓÜ˛y¢ Ü˛Ó˚̂ Ïï˛
˛õyÓ˚̂ ÏÓ–

6.7 Ùy•ẑ ÏÜ ̨ y§Êê˛ xƒy Ï̂: Ï̂§ !Ó̊ Į̈̂ õyê≈̨  Óy ≤Ã!ï˛ Ï̂Óòl ≤Ã›!ï˛

(Creation of Report in Microsoft Access)

ˆÜ˛ylG ˆê˛!Ó° Óy ˆÜ˛yˆÏÎ˚!Ó˚ˆÏï˛ §!M˛ï˛ ï˛Ìƒ §•ˆÏç•z Ù%oî Ü˛Ó˚y ÎyÎ˚ Îál ~!ê˛ ˆí˛ê˛y!¢ê˛ !Ë˛í˛zˆÏï˛
Ìy Ï̂Ü˛– í z̨•ẑ Ïu˛yÓ˚ ÓyÙ !ò Ï̂Ü˛ ¢# Ï̂£Ï≈ x!Ê˛§ ˆÓyï˛y Ï̂ÙÓ˚ l# Ï̂ã˛ ≤Ãò_ print Ü˛Ùyu˛!ê˛ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ~!ê˛ Ü˛Ó˚y ˆÎ Ï̂ï˛
˛õy Ï̂Ó˚– ~Ùl!Ü˛ ˆÜ˛yl Ê˛Ù≈ !Ë˛í z̨G §Ó˚y§!Ó˚ ~Ü˛•zË˛y Ï̂Ó Ù%oî Ü˛Ó˚y ÎyÎ˚– ~Ü˛!ê˛ ≤Ã!ï˛ Ï̂Óòl Ù%o Ï̂îÓ˚ í ẑ̨ Ïj Ï̂¢ƒG
ÓƒÓ•,ï˛ •Î˚ñ Î!òG ~!ê˛ Ù%o Ï̂îÓ˚ çlƒ !Ê˛”˛à%̂ Ï°y !lÓ≈yã˛l Ü˛Ó˚yÓ˚ ˆ«˛ Ï̂e xyÓ˚G lÙl#Î˚ï˛yÓ˚ x!ôÜ˛yÓ˚ ˆòÎ˚ ~ÓÇ
Ù%oî xyí˛zê˛˛õ%ê˛!ê˛Ó˚ §yÙ!@˝ÃÜ˛ !Ólƒy§ ~ÓÇ Ê˛Ó˚ˆÏÙê˛ xyÓ˚G !lÎ˚sfî Ó˚yáˆÏï˛ à%Ó˚%c˛õ)î≈ Ë)˛!ÙÜ˛y ˛õy°l Ü˛ˆÏÓ˚–
xƒy Ï̂: Ï̂§Ó˚ Report !ê˛ •° xy Ï̂Ó˚Ü˛!ê˛ xÓ Ï̂çQ Îy !fl;l Óy ˛õò≈yÎ˚ ˆí˛ê˛y Ï̂Ó§ ˆÌ Ï̂Ü˛ ï˛Ìƒ Ù%o Ï̂îÓ˚ çlƒ Óy
ˆÜ˛ylG Ê˛y•z° xÌÓy §Ó˚y§!Ó˚ !≤Ãrê˛y Ï̂Ó˚ Ù%o Ï̂îÓ˚ çlƒ lÜ˛¢y Ü˛Ó˚y • Ï̂Î˚̂ ÏSÈ–

ˆê˛!Ó°ñ ˆÜ˛y Ï̂Î˚!Ó˚ Óy Ê˛ Ï̂Ù≈Ó˚ ˆ«˛ Ï̂e ôy Į̈̂ õ ôy Į̈̂ õ §¡õß¨ Ü˛Ó˚yÓ˚ ˆÎ !Óhfl,Ïï˛ ˛õÌ!ê˛Ó˚ lÜ˛¢y Ü˛ Ï̂Ó˚!SÈ Ï̂° ï˛y
~ Ï̂«˛ Ï̂eG Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚– ï˛ Ï̂Ó ~•z ˆ«˛ Ï̂e ˆï˛yÙÓ˚y ˆòá Ï̂Ó ˆÎ Report wizard!ê˛ á%Ó xl%Ü)̨ ° ê%̨ °ñ Ü˛yÓ˚î ~!ê˛
§Ó Ï̂ã˛ Ï̂Î˚ í z̨̨ õÎ%=˛ ≤Ã!ï˛ Ï̂Óòl ˜ï˛!Ó˚Ó˚ çlƒ !í˛çy•zlyÓ˚̂ ÏÜ˛ ~Ü˛y!ôÜ˛ í˛yÎ˚y°à Óy Ï̂:Ó˚ Ùyôƒ Ï̂Ù ˛õÌ !l Ï̂ò≈¢ Ü˛ Ï̂Ó˚
ÌyˆÏÜ˛–
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!ã˛e 6.21 ı Report wizardÈüÈ~Ó˚ í˛yÎ˚y°à Óy:§Ù)•

flõT˛ï˛•zñ xyÙy Ï̂òÓ˚ ~•z í z̨òy•Ó˚î!ê˛Ó˚ ˆ«˛ Ï̂e ‘QueryMonthlySalary’ ˆê˛!Ó Ï̂°Ó˚ ≤Ã!ï˛ Ï̂Óòl ˜ï˛!Ó˚
Ü˛Ó˚ˆÏï˛ xyÙÓ˚y xy@˝Ã•# •Ó– ~•z í˛zˆÏjˆÏ¢ƒ ˆl!Ë˛ˆÏà¢l ˆ˛õ•zˆÏl ‘QueryMonthlySalary’ÈüÈˆï˛ !Üœ˛Ü˛ Ü˛Ó˚–
ï˛yÓ˚˛õÓ˚ create ˆê˛ˆÏÓ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚˛õÓ˚ Report @˝Ã%ˆÏ˛õÓ˚ xô#ˆÏl Report wizardÈüÈ~ !Üœ˛Ü˛ Ü˛Ó˚–
~Ó˚Ê˛ Ï̂° ~Ü˛!ê˛ í˛yÎ˚y°à Óy: á%° Ï̂Ó Îy Ï̂ï˛ QueryMonthlySalary ̂ Ü˛y Ï̂Î˚!Ó˚!ê˛ •z!ï˛Ù Ï̂ôƒ !§ Ï̂°Q Óy !lÓ≈y!ã˛ï˛
• Ï̂Î˚ Ó˚̂ ÏÎ˚̂ ÏSÈñ !ã˛e 6.21 ~Ó˚ Ùï˛ Available Friends !°fiê˛ Óy: ˆÌ Ï̂Ü˛ §Ê˛° !Ê˛”˛à%̂ Ï°y Ï̂Ü˛ Selected

Fields !°fiê˛ Óy Ï̂: arrow ˆÓyï˛yÙ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ fiÌylyhs˝Ó˚ Ü˛Ó˚– Grouping Levels !çK˛y§y !Ó°%Æ Î%=˛
˛õÓ˚Óï˛#≈ !mï˛#Î˚ í˛yÎ˚y°à Óy: ˛õyGÎ˚yÓ˚ çlƒ next-~ !Üœ˛Ü˛ Ü˛Ó˚– ~áyˆÏl ‘SalMonth’ !§ˆÏ°Q Ü˛Ó˚ ~ÓÇ
Arrow ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚ åxÌÓy ‘SalMonth’ÈüÈ~ í˛yÓ° !Üœ̨ Ü˛ Ü˛Ó˚ä !Ó!Ë˛ß¨ Ùy Ï̂§ ˆÓï˛ Ï̂lÓ˚ ˆí˛ê˛y Ï̂Ü˛ @˝Ã%̨ õ
!• Ï̂§ Ï̂Ó Ù%oî Ü˛Ó˚yÓ˚ çlƒ å!ã˛e 6.21ÈüÈ~ ˆòáä– Ü ̨ §ÓySÈy•z Óy Sorting order !çK˛y§y !ÓÜ˛“ Î%=˛ ï,̨ ï˛#Î˚
í˛yÎ˚y°à Ó: ̨õyGÎ˚yÓ˚ çlƒ textÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚–  ~áy Ï̂l ̂ ï˛yÙÓ˚y ≤ÃÌÙ text Óy Ï̂:Ó˚ ̨õy Ï̂¢Ó˚ pulldownarrowÈüÈ̂ ï˛
!Üœ̨ Ü˛ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚ ~ÓÇ ï˛yÓ˚̨ õÓ˚ drop down ï˛y!°Ü˛y ˆÌ Ï̂Ü˛ SalaryIDÈüÈˆÜ˛ !lÓ≈yã˛l Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚ Îy Ï̂ï˛ ≤Ã!ï˛!ê˛
ˆí˛ê˛y @˝Ã%̂ Į̈ õ ˆÓ˚Ü˛í≈̨ à%̂ Ï°y Ï̂Ü˛ SalaryID-Ó˚ Ùy Ï̂lÓ˚ |Âô≈Ü ̨ Ï̂Ù §yçy Ï̂ly ÎyÎ˚ Îy !ã˛e 6.22ˆï˛ Ó!î≈ï˛ • Ï̂Î˚̂ ÏSÈ–
≤Ã!ï˛ˆÏÓòˆÏlÓ˚ ˆ°xyí˛zê˛ Óy !ÓlƒyˆÏ§Ó˚ í˛yÎ˚y°à Óy:!ê˛ ˆòáyÓ˚ çlƒ next-~ !Üœ˛Ü˛ Ü˛Ó˚– !í˛Ê˛Œê˛ ˆ°xyí˛zê˛
‘Stepped’ˆÜ˛  ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ ÏÓ ly ï˛ Ï̂Ó ≤Ã!ï˛ Ï̂Óò Ï̂lÓ˚ G!Ó˚̂ ÏÎ˚̂ Ïrê˛¢l Ï̂Ü˛ ˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚ ‘Landscape’ Ü˛Ó˚
ÎyˆÏï˛ ≤Ã!ï˛ˆÏÓòˆÏlÓ˚ §Ü˛° Ü˛°yÙà%ˆÏ°y ~Ü˛!ê˛ Page view ÈüÈˆï˛ ˆòáy ÎyÎ˚ å!ã˛e 6.22 ÈüÈˆï˛ ˆòáä–
!Ó˚̂ Į̈ õy Ï̂ê≈̨ Ó˚‡≤Ã!ï˛ Ï̂Óò Ï̂lÓ˚ fiê˛y•z° !lÓ≈yã˛l Ü˛Ó˚yÓ˚ çlƒ í˛yÎ˚y°à Óy:!ê˛ ˆòá Ï̂ï˛ nextÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚– ˆï˛yÙÓ˚y ˆÎ
ˆÜ˛yl fiê˛y•z° ã˛Î˚l Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚ ~ÓÇ ˛õ Ï̂Ó˚ ˛õÓ˚#«˛y Ü˛ Ï̂Ó˚ ˆòáyÓ˚ çlƒ xlƒà%̂ Ï°yG ˆÓ Ï̂SÈ !l Ï̂ï˛ ˛õyÓ˚– xyÓ˚G
~Ü˛!ê˛ NextÈüÈ !Üœ̨ Ü˛ Ï̂ï˛yÙy Ï̂òÓ˚̂ ÏÜ˛ Report Object ~Ó˚ lyÙ §• í˛yÎ˚y°à Óy Ï̂: !l Ï̂Î˚ Îy Ï̂Ó– ≤Ã!ï˛ Ï̂Óòl!ê˛
í z̨•ẑ Ïu˛yÓ˚ Ü˛yÎ≈Ü˛!Ó˚ xM˛ Ï̂° print preview Ê˛ Ï̂Ù≈ ≤Ãò!¢≈ï˛ •GÎ˚yÓ˚ çlƒ ReportMonthlySalaryê˛y•z̨ õ Ü˛Ó˚
~ÓÇ Finish ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚– ó
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!ã˛e 6.22 ı  Report wizard ~Ó˚ í˛yÎ˚y°à Óy:§Ù)•

!ã˛e 6.23 ı ≤Ã!ï˛ Ï̂Óò Ï̂l ˆÎyà (+) ~: Ï̂≤Ã¢ylÎ%=˛ Ü˛Ó˚y

ˆï˛yÙÓ˚y °«˛ Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚̂ ÏÓ ˆÎñ xyÙy Ï̂òÓ˚ QueryMonthlySalary lyÙÜ˛ ˆÜ˛yˆÏÎ˚!Ó˚ˆÏï˛ !lô≈y!Ó˚ï˛
Ùylò[˛ (Criteria) xl%§y Ï̂Ó˚ í z̨̨ õ Ï̂Ó˚ lÜ˛¢y Ü˛Ó˚y ≤Ã!ï˛ Ï̂Óò Ï̂l ï˛ Ï̂ÌƒÓ˚ ˛õ!Ó˚Ùyî §#!Ùï˛ Ìy Ï̂Ü˛– ÎÌyÎÌË˛y Ï̂Ó
ˆÜ˛y Ï̂Î˚!Ó˚!ê˛ Ï̂Ü˛ ˛õ!Ó˚Óï≈̨ l Ü˛ Ï̂Ó˚ xyÙÓ˚y Ùy!§Ü˛ ~ÓÇ Óy!£Ï≈Ü˛ ˆ˛õÈüÈˆÓ˚y° ˜ï˛!Ó˚ Ü˛Ó˚yÓ˚ çlƒ ≤Ã!ï˛ Ï̂Óòl!ê˛ ˛õ!Ó˚Óï≈̨ l
Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚– xyÙÓ˚y ≤Ã!ï˛ÙyˆÏ§Ó˚ åˆÎÙlÈüÈˆÓï˛l !fl‘˛õä Óy ˛õ%ˆÏÓ˚y ÓSÈˆÏÓ˚Ó˚ åˆÎÙl Óy!£Ï≈Ü˛ !ÓÓ,!ï˛ä ˛õ,ÌÜ˛
≤Ã!ï˛ Ï̂Óòl ˛õyGÎ˚yÓ˚ çlƒ xyÙy Ï̂òÓ˚ ˆÜ˛y Ï̂Î˚!Ó˚Ó˚ criteria Óy Ùylò[˛!ê˛G ˛õ!Ó˚Óï≈̨ l Ü˛Ó˚̂ Ïï˛ ˛õy!Ó˚–
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!ã˛e 6.24 ı Ùy!§Ü˛ ˆÓï˛l ≤Ã!ï˛ Ï̂Óò Ï̂lÓ˚ print preview

xyÙÓ˚y ≤Ã!ï˛!ê˛ @˝Ã%̂ Į̈ õÓ˚ çlƒ !Ó!Ë˛ß¨ Ü˛°y Ï̂ÙÓ˚ xô# Ï̂l §ÙhflÏ Ùylà%̂ Ï°y Ï̂Ü˛ ˆÎyà Ü˛ Ï̂Ó˚ ≤Ã!ï˛ Ï̂Óòl!ê˛ Ï̂Ü˛
xyÓ˚G í z̨ß¨ï˛ Ü˛ Ï̂Ó˚ ˆòá Ï̂ï˛ ã˛y•z– í z̨òy•Ó˚îfl∫Ó)̨̊ õñ xyÙÓ˚y l Ï̂Ë˛¡∫Ó˚ 2007 @˝Ã%̂ Į̈ õÓ˚ §ÙhflÏ Ü˛Ù≈ã˛yÓ˚#Ó˚ ˆÓ!§ Ï̂Ü˛Ó˚
ˆÙyê˛ Ù)°ƒ ˆòá Ï̂ï˛ ã˛y•z– ~•z ôÓ˚̂ ÏlÓ˚ ˛õ!Ó˚Óï≈̨ Ï̂lÓ˚ çlƒ ≤Ã!ï˛ Ï̂Óòl!ê˛ Ï̂Ü˛ !í˛çy•zl !Ë˛í ẑ̨ Ïï˛ ˆáy° ~ÓÇ ï˛yÓ˚ çlƒ
HomeˆÏê˛ˆÏÓ !Üœ˛Ü˛ Ü˛Ó˚ ~ÓÇ ï˛yÓ˚˛õÓ˚ views @˝Ã%ˆÏ˛õÓ˚ xô#ˆÏl Design viewˆï˛ !Üœ˛Ü˛ Ü˛Ó˚– !ã˛e 6.23ˆï˛
ˆòáy Ï̂ly !í˛çy•zl !Ë˛í ẑ̨ Ïï Į̈ñ Basic !Ê˛”˛!ê˛ ~Ü˛ÓyÓ˚ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ !§ Ï̂°Q Ü˛Ó˚– ̨~ál ‘Design’ ̂ ê˛ Ï̂ÓÓ˚ Grouping

and Totals @˝Ã%̂ Į̈ õÓ˚ xô# Ï̂l TotalÈüÈ~ !Üœ̨ Ü˛ Ü˛Ó˚– ≤Ãò!¢≈ï˛ pull down ˆÙl% ˆÌ Ï̂Ü˛ sum ~ !Üœ̨ Ü˛ Ü˛Ó˚– ˆï˛yÙÓ˚y
°«˛ Ü˛Ó˚̂ ÏÓ ˆÎ ‘=Sub ([Basic]) !ÓÓ,!ï˛!ê˛ Basic Text Óy Ï̂:Ó˚ l# Ï̂ã˛ ˆòáy Îy Ï̂Ó– ˆï˛yÙÓ˚y §ÇáƒyÙ)°Ü˛
ÙylÎ%=˛ å§!M˛ï˛ ~ÓÇ àîly°kô í z̨Ë˛Î˚•zä xlƒylƒ !Ê˛”˛à%̂ Ï°y Ï̂ï˛G í z̨̨ õ Ï̂Ó˚Ó˚ ˛õò Ï̂«˛˛õà%̂ Ï°y ˛õ%lÓ˚yÓ,!_ Ü˛Ó˚̂ Ïï˛
˛õyÓ˚– ~ál ˆï˛yÙÓ˚y Î!ò view ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛Ó˚ åxÌ≈yÍ Design>Report viewÈüÈˆï˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ä ï˛ Ï̂Ó
≤Ã!ï˛ Ü˛°y Ï̂ÙÓ˚ ˆÙyê˛ §Çáƒy å≤Ã!ï˛ @˝Ã%̨ õ§•ä ≤Ã!ï˛ Ï̂Óò Ï̂l ˆòá Ï̂ï˛ ˛õy Ï̂Ó Îy !ã˛e 6.24ÈüÈ~ ˆòáy Ï̂ly • Ï̂Î˚̂ ÏSÈ–

~Ó˚̨ õÓ˚ñ ˛≤Ã!ï˛ Ï̂Óòl!ê˛Ó˚ í z̨̨ õ Ï̂Ó˚ cross ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ≤Ã!ï˛ Ï̂Óòl!ê˛ Órô Ü˛Ó˚– Quick Access

BarÈüÈ~Ó˚ Ù Ï̂ôƒ xÓ!fiÌï˛ save ˆÓyï˛yÙ!ê˛ !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ xƒy!≤’ Ï̂Ü˛¢l!ê˛ xyÓyÓ˚G save Ü˛Ó˚– ~ Ï̂: Ï̂§ xyÙy Ï̂òÓ˚
ˆ˛õÈüÈˆÓ˚y° xƒy!≤’ Ï̂Ü˛¢l!ê˛ §¡õ)î≈ • Ï̂Î˚̂ ÏSÈ ~ÓÇ §ÇÓ˚«˛î Ü˛ Ï̂Ó˚ Ó˚yáyG • Ï̂Î˚̂ ÏSÈ– ̂ ï˛yÙÓ˚y ~ál Office buttonÈüÈ~Ó˚
Ù Ï̂ôƒ xÓ!fiÌï˛ close ˆÓyï˛y Ï̂Ù !Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ Óy §• Ï̂ç í z̨•ẑ Ïu˛yÓ˚ í˛yl!ò Ï̂Ü˛Ó˚ í z̨̨ õ Ï̂Ó˚Ó˚ ˆÜ˛y Ï̂l cross ˆÓyï˛yÙ!ê˛
!Üœ̨ Ü˛ Ü˛ Ï̂Ó˚ ˆï˛yÙy Ï̂òÓ˚ xƒy!≤’ Ï̂Ü˛¢l!ê˛ Órô Ü˛Ó˚̂ Ïï˛ ˛õyÓ˚–
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§yÓ̊§Ç Ï̂«˛˛õ

•  ˆí˛ê˛yˆÏÓ§ ÓƒÓfiÌy˛õly ˛õÂô!ï˛ (DBMS) x!ï˛ §•ç ˛õÂô!ï˛ˆÏï˛ ˆí˛ê˛y §ÇÓ˚«˛îñ ≤Ã!Ü ˛Î˚yÜ˛Ó˚î ~ÓÇ xl%§rôyˆÏlÓ˚
çlƒ !Ó!Ë˛ß¨ §Êê˛GÎ˚ƒyÓ˚ í˛z˛õÜ˛Ó˚î §Ó˚ÓÓ˚y• Ü˛ˆÏÓ˚ ÌyˆÏÜ˛–  MS-Access, Oracle, SQL Server, IBM-DB2

•zï˛ƒy!ò DBMS ~Ó˚ í˛zòy•Ó˚î–

• DBMS ÈüÈ~ ˆí˛ê˛yà%ˆÏ°yˆÏÜ˛ ˆê˛!ÓˆÏ° §!Iï˛ Ü˛Ó˚y •Î˚ åÊ˛y•zˆÏ°Ó˚ Ùï˛ä– ~Ü˛!ê˛ ˆê˛!ÓˆÏ° Ü˛ˆÏÎ˚Ü˛!ê˛ §y!Ó˚ åÓy ˆÓ˚Ü˛í≈˛ä
~ÓÇ Ü˛°yÙ å!Ê˛”˛ Óy xƒy!ê˛∆!Óí˛zê˛ä ÌyˆÏÜ˛– ≤Ã!ï˛!ê˛ §y!Ó˚ˆÏï˛ ï˛ˆÏÌƒÓ˚ ~Ü˛!ê˛ ˆÓ˚Ü˛í≈˛ ÌyˆÏÜ˛ñ í˛zòy•Ó˚îfl∫Ó˚)˛õñ ˆÜ˛yl
xƒyÜ˛yí˛zrê˛ ˆ•í˛ Óy ˆÜ˛ylG ˛õ«˛ Óy ≤ÃˆÏÎ˚yçl xl%ÎyÎ˚# ˆ°lˆÏòl •ˆÏï˛ ˛õyˆÏÓ˚– §y!Ó˚ÓÂô ï˛Ìƒà%ˆÏ°yÓ˚ ÙˆÏôƒ Ü˛°yÙ Óy Óy
xƒy!ê˛∆!Óí˛zê˛à%ˆÏ°yÓ˚ Ùyl ˛õÎ≈yÎ˚Ü ˛ˆÏÙ ÌyˆÏÜ˛ñ ˆÎÙlÈüÈ ˆ°lˆÏòˆÏlÓ˚ l¡∫Ó˚ñ ˆ°lˆÏòlÜ˛yÓ˚#Ó˚ ï˛y!Ó˚á •zï˛ƒy!ò xÌÓy ~!ê˛
ˆ°lˆÏòlÜ˛yÓ˚#Ó˚ lyÙñ ˆ°lˆÏòlÜ˛yÓ˚#Ó˚ !ë˛Ü˛yly •zï˛ƒy!ò •ˆÏï˛ ˛õyˆÏÓ˚–

• ≤Ã Ï̂Î˚yçl#Î˚ï˛yÓ˚ !Ó Ï̂Ÿ’£Ï̂ ÏîÓ˚ ~Ü˛!ê˛ Ü˛yç •°ñ ~Ó˚ í z̨̨ õyòylà%̂ Ï°y§• ≤Ã Ï̂Î˚yçl#Î˚ ï˛Ìƒà%̂ Ï°y §ly=˛Ü˛Ó˚î ~ÓÇ ï˛y!°Ü˛yË%̨ =˛
Ü˛Ó˚y– ï˛ˆÏÌƒÓ˚ ~•z í˛z˛õyòylà%ˆÏ°y ˆê˛!ÓˆÏ° Ü˛°yÙ åxƒy!ê˛∆!Óí˛zê˛ä !•ˆÏ§ˆÏÓ Ü˛yç Ü˛ˆÏÓ˚–

• ˆí˛ê˛y åxƒy!ê˛∆!Óí˛zˆÏê˛Ó˚ ˆ§ê˛äˆÜ˛ xÓ¢ƒ•z ˆÎÔ!=˛Ü˛Ë˛yˆÏÓ Ü˛yë˛yˆÏÙyÎ%=˛ Ü˛Ó˚y í˛z!ã˛ï˛ ÎyˆÏï˛ ~à%ˆÏ°y !Ó!Ë˛ß¨ ˆê˛!ÓˆÏ° Ó˚yáy
ÎyÎ˚– ~•z çyï˛#Î˚ Ü˛yë˛yˆÏÙyÓ˚ °«˛ƒ •° ˆí˛ê˛yÓ˚ Ó•% ≤ÃÜ˛y¢ Óy !Ó˚í˛ylˆÏí˛!™ •…y§ Ü˛Ó˚yñ ˆí˛ê˛yÓ˚ ôyÓ˚yÓy!•Ü˛ï˛y xç≈ˆÏlÓ˚
˛õy¢y˛õy!¢ ˆí˛ê˛yˆÏÓˆÏ§ §ÇÎ%!=˛Ü˛Ó˚îñ í˛zß¨ï˛Ü˛Ó˚î ~ÓÇ xl%§rôyˆÏlÓ˚ ò«˛ï˛y Ó,!Âô Ü˛Ó˚y–

• ˆí˛ê˛y !Ó˚í˛ylˆÏí˛!™ x˛õ§yÓ˚ˆÏîÓ˚ ≤Ã!Ü ˛Î˚yˆÏÜ˛ lÓ˚Ùy°y•zˆÏç¢l Ó°y •Î˚–

• ˆÎˆÏ•ï%˛ !Ó!Ë˛ß¨ ˆê˛!Ó°à%ˆÏ°yˆÏï˛ §!M˛ï˛ ˆí˛ê˛y ˛õÓ˚flõÓ˚ §¡õÜ≈˛Î%=˛ •ˆÏï˛ ˛õyˆÏÓ˚ñ ï˛y•z !Ó!Ë˛ß¨ ˆê˛!Ó°à%ˆÏ°yÓ˚ÙˆÏôƒ link

Óy §ÇˆÏÎyà fiÌy˛õˆÏlÓ˚ ÙyôƒˆÏÙ ~•z çyï˛#Î˚ §¡õÜ≈˛ Óy relationship Ü˛yÎ≈Ü˛Ó˚ Ü˛yÓ˚ •ˆÏÎ˚ ÌyˆÏÜ˛– !Ó!Ë˛ß¨  ˆê˛!ÓˆÏ°Ó˚ ÙˆÏôƒ
~Ó˚)˛õ §¡õˆÏÜ≈˛Ó˚ !Ë˛!_ˆÏï˛ ˜ï˛!Ó˚ Ü˛Ó˚y ˆí˛ê˛yˆÏÓ§ˆÏÜ˛ relational database ÓˆÏ°–

• Primary key ~ÓÇ Foreign key ~Ó˚ §y•yˆÏÎƒ !Ó!Ë˛ß¨ ˆê˛!ÓˆÏ°Ó˚ ÙˆÏôƒ §¡õÜ≈˛ fiÌy˛õl Ü˛Ó˚y •Î˚– Primary key

ˆï˛ ~Ü˛!ê˛ ˆê˛!ÓˆÏ°Ó˚ l)ƒlï˛Ù ~Ü˛ Óy ~Ü˛y!ôÜ˛ xƒy!ê˛∆!Óí˛zê˛ Óy ˜ÏÓ!¢T˛ƒ Óy Ü˛°yÙ ÌyˆÏÜ˛– Îy ˆ§•z ˆê˛!ÓˆÏ°Ó˚ ≤Ã!ï˛!ê˛
§y!Ó˚ˆÏÜ˛ fl∫ï˛sfË˛yˆÏÓ !ã˛!•´ï˛ Ü˛ˆÏÓ˚–  ÈForeign key !Ó!Ë˛ß¨ xƒy!ê˛∆!Óí˛zê˛ Óy ˜Ó!¢ˆÏT˛ƒÓ˚  ˆ§ê˛ !lˆÏÎ˚ à!ë˛ï˛ñ Îy xlƒ
å§¡õ!Ü≈˛ï˛ä ˆê˛!ÓˆÏ°Ó˚ ÈPrimary keyÈ ˆÌˆÏÜ˛ à!ë˛ï˛ •Î˚–

•  ˆÓ!¢Ó˚Ë˛yà Ü˛!¡õí˛zê˛yÓ˚!Ë˛!_Ü˛ !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˛õÂô!ï˛à%ˆÏ°y Ó•% ÓƒÓ•yÓ˚Ü˛yÓ˚# ˛õÂô!ï˛– ~•z ˛õÂô!ï˛à%ˆÏ°y  ‘server

database’ ÓƒÓ•yÓ˚ Ü˛ Ï̂Ó˚ ~ÓÇ xlƒ!ò Ï̂Ü˛ ~Ü˛Ü˛ ÓƒÓ•yÓ˚Ü˛yÓ˚# åÓy ̂ í˛flÒê˛˛õä ̨õÂô!ï˛à%̂ Ï°y ‘desktop database’ÓƒÓ•yÓ˚
Ü˛ˆÏÓ˚ ÌyˆÏÜ˛– ~Ü˛y!ôÜ˛ ÓƒÓ•yÓ˚Ü˛yÓ˚# ˛õÂô!ï˛ˆÏï˛ ˆÜ˛yl ÓƒÓ•yÓ˚Ü˛yÓ˚# §Êê˛GÎ˚ƒyˆÏÓ˚Ó˚ §yˆÏÌ §ÇˆÏÎyàfiÌy˛õl Ü˛ˆÏÓ˚ user

interface, ~Ó˚ ÙyôƒˆÏÙñ ÎyˆÏÜ˛ ‘front-end’ !•ˆÏ§ˆÏÓG x!Ë˛!•ï˛ Ü˛Ó˚y •Î˚– §yË≈˛yˆÏÓ˚ Ó˚yáy ˆí˛ê˛yˆÏÓ§ˆÏÜ˛  ‘back-

end’ !•§yˆÏÓ xyáƒy!Î˚ï˛ Ü˛Ó˚y •Î˚–

• MS-Access ˆÏí˛flÒê˛˛õ ˆí˛ê˛yˆÏÓˆÏ§Ó˚ ~Ü˛!ê˛ í˛zòy•Ó˚î– Oracle, SQL Server, IBM-DB2 •zï˛ƒy!ò •° ‘server

databases’ ~Ó˚ í˛zòy•Ó˚î– ̂ í˛flÒê˛˛õ ̂ í˛ê˛yˆÏÓ§à%ˆÏ°y SOHO (Small Office Home Office) §ÇfiÌyà%ˆÏ°yÓ˚ çlƒ
§%!ÓôyçlÜ˛ •ˆÏï˛ ˛õyˆÏÓ˚ Ü˛yÓ˚î ÓƒÓ§y Óy!îˆÏçƒ ≤Ãã%˛Ó˚ ˆí˛ê˛y §M˛Î˚ ~ÓÇ ≤Ã!Ü ˛Î˚yÜ˛Ó˚ˆÏîÓ˚ ˛ ≤ÃˆÏÎ˚yçl#Î˚ï˛yÓ˚ çlƒ ï˛yÓ˚y
§hflÏy G §•ç §Ùyôyl §Ó˚ÓÓ˚y• Ü˛ˆÏÓ˚ ÌyˆÏÜ˛–

• Ï̂í˛ê˛yÓ˚ §%Ó˚«˛y≤Ãòyl G ôyÓ˚yÓy!•Ü˛ï˛y ÓçyÎ˚ Ó˚yáyÓ˚ çlƒñ ̂ í˛ê˛y Ï̂Ó§à%̂ Ï°y ÓƒÓ•yÓ˚Ü˛yÓ˚# Ï̂òÓ˚ Ü˛y Ï̂SÈ §Ó˚y§!Ó˚ ÓƒÓ•yÓ˚̂ ÏÎyàƒ
lÎ˚– ˆí˛ê˛yˆÏÓˆÏ§ ï˛Ìƒ §ÇÎ%!=˛ Óy ˛õ%lÓ˚%ÂôyÓ˚ ÓƒÓ•yÓ˚Ü˛yÓ˚#ÈüÈÓyrôÓ ˆ≤Ãy@˝ÃyÙ myÓ˚y §¡õß¨ Ü˛Ó˚y •Î˚– ï˛y•z ˆí˛ê˛yˆÏÓ§ˆÏÜ˛
ÎÌyÎÌË˛yˆÏÓ  back-end  !•§yˆÏÓ í˛zˆÏÕ‘á Ü˛Ó˚y •Î˚ñ Îál xyhs˝§ÇˆÏÎyàÙ)°Ü˛ åinteractive ä ˆ≤Ãy@˝ÃyˆÏÙÓ˚ Ü˛Ìy xyˆÏ§
Îy Ï̂ï˛  user interface xhs˝Ë%≈˛=˛ ÌyˆÏÜ˛ ï˛ál ï˛yˆÏÜ˛ ˆí˛ê˛yˆÏÓ§ xƒy!≤’ˆÏÜ˛¢l front-end Ó°y •Î˚–



183

!•§yÓ!lÜ˛y¢Ü˛Ó˚̂ ÏîÓ˚ çlƒ ˆí˛ê˛y Ï̂Ó§ ÓƒÓfiÌy˛õly ˛õÂô!ï˛

xl%¢#°l#

1. §!ë˛Ü˛ í˛z_Ó˚!ê˛ !lÓ≈yã˛l Ü˛Ó˚ ı

1.  ‘DBMS’ ~Ó˚ §¡õ)î≈ lyÙ •° :

a. Drawing Board Management Software

b. Dividend Based Marketing System

c. Data Base Management System

d. Data Base Marketing Software.

2.  MS xƒyˆÏ:§ •° ~Ü˛!ê˛

a. Word processing Software

b. Presentation Software

c. Spread sheet Software

d. Data Base Management Software.

3. ˆí˛ê˛yˆÏÓ§ ˆê˛!ÓˆÏ° ≤ÃˆÏÎ˚yàÜ,˛ï˛ !Ê˛”˛ ¢∑!ê˛Ó˚ xÌ≈ •°

a. ˆê˛!Ó Ï̂°Ó˚ í z̨°¡∫ Ü˛°yÙ

b. ˆÏê˛!ÓˆÏ°Ó˚ xyÜ˛yÓ˚

c. ˆÏê˛!ÓˆÏ°Ó˚ xyl%Ë)˛!ÙÜ˛ §y!Ó˚

d. ˆÏê˛!ÓˆÏ°Ó˚ lyÙ

4. ˆí˛ê˛yˆÏÓ§ ˆê˛!ÓˆÏ° ≤ÃˆÏÎ˚yàÜ,̨ ï˛ ˆÓ˚Ü˛í≈˛ ¢∑!ê˛Ó˚ xÌ≈ •° ı

a.  ˆê˛!Ó Ï̂°Ó˚ í z̨°¡∫ Ü˛°yÙ

b. ˆê˛!ÓˆÏ°Ó˚ xyÜ˛yÓ˚

c.  ˆê˛!ÓˆÏ°Ó˚ xyl%Ë)˛!ÙÜ˛ §y!Ó˚

d.  ˆê˛!Ó Ï̂°Ó˚ lyÙ

5.  ˆê˛!ÓˆÏ°Ó˚ ÙˆÏôƒ !Ó˚ˆÏ°¢yl!¢ˆÏ˛õ ÓƒÓ•,ï˛ §yôyÓ˚î !Ê˛”˛à%ˆÏ°yˆÏÜ˛ ÓˆÏ° ı

a. Joint fields

b. Main fields

c. Key fields

d. Table fields.

6. Primary key !Ê˛ˆÏ”˛ ˆí˛ê˛yÓ˚ í˛z˛õ!fiÌ!ï˛ ı

a. xyÓ!¢ƒÜ˛Ë˛yˆÏÓ ≤ÃˆÏÎ˚yçl#Î˚ lÎ˚
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b. ≤ÃˆÏÎ˚yçl !Ü˛v xllƒ •GÎ˚yÓ˚ òÓ˚Ü˛yÓ˚ ˆl•z

c.  ≤ÃˆÏÎ˚yçl ~ÓÇ xÓ¢ƒ•z xllƒ •ˆÏï˛ •ˆÏÓ–

d. í˛z˛õˆÏÓ˚Ó˚ §Óà%ˆÏ°y–

7. ˆ§ˆÏÜ˛[˛yÓ˚# Ü˛#ˆÏï˛ ˆí˛ê˛yÓ˚ í˛z˛õ!fiÌ!ï˛ ı

a. xï˛ƒyÓ¢ƒÜ˛#Î˚Ë˛yˆÏÓ ≤ÃˆÏÎ˚yçl#Î˚ lÎ˚

b. ≤ÃˆÏÎ˚yçl !Ü˛v xllƒ •GÎ˚yÓ˚ òÓ˚Ü˛yÓ˚ ˆl•z

c. ≤ÃˆÏÎ˚yçl ~ÓÇ xÓ¢ƒ•z xllƒ •ˆÏï˛ •ˆÏÓ

d. í˛z˛õˆÏÓ˚Ó˚ §Óà%ˆÏ°y

8. SQL ~Ó˚ §¡õ)î≈ lyÙ

a. Simple Questions line Language

b. Simple Que line up

c. Singular Quantity Loading

d. Structured  Query Language

9. MS Access (2007) Ê˛y•z° ~Ó˚ !í˛Ê˛Œê˛ ~: Ï̂ê˛l¢yl •° ı

a. .accbd

b. .exl

c. .doc

d. .exe

10. MS Access ÈüÈ~ wizard ~Ó˚ xÌ≈ •° ı

a. !Î!l ˆ≤Ãy@˝ÃyÙ ˜ï˛!Ó˚ Ü˛ˆÏÓ˚l

b. ˆÏ≤Ãy@˝ÃyˆÏÙÓ˚ ÓƒÓ•yÓ˚ˆÏÜ˛ §•çï˛Ó˚ Ü˛Ó˚yÓ˚ ê%˛°§Ù)•

c. !Ó!Ë˛ß¨ ˆê˛!ÓˆÏ°Ó˚ ÙˆÏôƒ §¡õÜ≈˛

d. ≤Ã!ï˛ˆÏÓòl ≤Ã›ï˛Ü˛yÓ˚# ˆ≤Ãy@˝ÃyÙ

11.  ~ˆÏ:§ ˆê˛!ÓˆÏ°Ó˚ ˛õ!Ó˚ˆÏ≤Ã!«˛ˆÏï˛ ‘Join line’ ~Ó˚ xÌ≈ •° ı

a. !Ó!Ë˛ß¨ ˆê˛!ÓˆÏ°Ó˚ ÙˆÏôƒ §¡õˆÏÜ≈˛Ó˚ ˆ°á!ã˛eyÜ˛yˆÏÓ˚ í˛z˛õfiÌy˛õly

b. ˆÏê˛!ÓˆÏ°Ó˚ ÙˆÏôƒ ˆí˛ê˛y §ÇÎ%=˛ Ü˛Ó˚yÓ˚ ˆÓ˚áy

c.  ˆê˛!ÓˆÏ°Ó˚ ò%!ê˛ !Ê˛ˆÏ”˛Ó˚ ÙˆÏôƒ §ÇˆÏÎyàÜ˛yÓ˚# ˆÓ˚áy

d.  ˆê˛!ÓˆÏ°Ó˚ ò%!ê˛ ˆÓ˚Ü˛ˆÏí≈˛Ó˚ ÙˆÏôƒ §ÇˆÏÎyàÜ˛yÓ˚# ˆÓ˚áy–
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12. xƒyˆÏ:§ ˆí˛ê˛yˆÏÓˆÏ§Ó˚ ò%!ê˛ ˛õ,ÌÜ˛ ˆê˛!Ó° ˆÌˆÏÜ˛ ~Ü˛!ê˛ !l!ò≈T˛ Ùylò[˛ ˛õ)Ó˚î Ü˛ˆÏÓ˚ !§ˆÏ°Q Ü˛Ó˚y ˆí˛ê˛y
˛õ%lÓ˚%ÂôyÓ˚ Ü˛Ó˚yÓ˚ çlƒ xyÙÓ˚y ÓƒÓ•yÓ˚ Ü˛Ó˚ˆÏï˛ ˛õy!Ó˚ ı

a. Table

b. Query

c. Form

d. Report.

13. xƒyˆÏ:§ ˆí˛ê˛yˆÏÓ§ ˆÌˆÏÜ˛ ~Ü˛!ê˛ Ë˛y° Ê˛ˆÏÙ≈ˆÏê˛Ó˚ åÙ%oîˆÏÎyàƒä ˆí˛ê˛y ˛õyGÎ˚yÓ˚ çlƒ xyÙÓ˚y ÓƒÓ•yÓ˚ Ü˛Ó˚ˆÏï˛
˛õy!Ó˚ı

a. Table

b. Query

c. Form

d. Report.

2. !l¡¨!°!áï˛ ≤ÃŸ¿à%ˆÏ°yÓ˚ í˛z_Ó˚ òyG /

1. DBMS Ó°ˆÏï˛ ï%˛!Ù !Ü˛ ˆÓyV˛⁄ ò%!ê˛ ≤Ãã˛!°ï˛ §•ç°Ë˛ƒ DBMS §Êê˛GÎ˚ƒyˆÏÓ˚Ó˚ lyÙ Ü˛Ó˚⁄

2. ‘Desktop database’ ~ÓÇ ‘Server database’ ~Ó˚ ÙˆÏôƒ ̨õyÌ≈Ü˛ƒ !lÓ˚)˛õî Ü˛Ó˚– í˛z˛õÎ%=˛ ̂ í˛ê˛yˆÏÓ§ !lÓ≈yã˛l
Ü˛Ó˚ˆÏï˛ ˆï˛yÙyˆÏÜ˛ §•yÎ˚ï˛y Ü˛Ó˚ˆÏï˛ ˛õyˆÏÓ˚ ~Ó˚)˛õ ¢ï≈˛à%ˆÏ°y ï˛y!°Ü˛yÓÂô Ü˛Ó˚⁄

3. í˛z˛õÎ%=˛ í˛zòy•Ó˚ˆÏîÓ˚ §y•yˆÏÎƒ ˆí˛ê˛yˆÏÓˆÏ§ ≤ÃˆÏÎ˚yàÜ,˛ï˛ ‘attributes’ Óy ˜Ó!¢T˛ƒ Óy Ü˛°yÙ ~Ó˚ xÌ≈ Óƒyáƒy
Ü˛Ó˚⁄

4. ˆÜ˛l xyÙÓ˚y ~Ü˛!ê˛ ˆê˛!ÓˆÏ°Ó˚ ÙˆÏôƒ §#ÙyÓÂô ly ˆÌˆÏÜ˛ ï˛ÌƒˆÏÜ˛ !ÓË˛=˛ Ü˛ˆÏÓ˚ !Ë˛ß¨ !Ë˛ß¨ ˆê˛!ÓˆÏ° Ó˚yáyÓ˚
ˆã˛T˛y Ü˛!Ó˚⁄

5. ˆí˛ê˛yˆÏÓ§ ‘key field’ , ‘primary key’ ~ÓÇ ‘secondary key’ ¢∑à%ˆÏ°y myÓ˚y ï%˛!Ù !Ü˛ ˆÓyV˛⁄

6. ˆÜ˛yl ˆê˛!ÓˆÏ°Ó˚ !Ó!Ë˛ß¨ !Ê˛”˛à%ˆÏ°yÓ˚ lyÙÜ˛Ó˚ˆÏîÓ˚ §ÙÎ˚ ï%˛!Ù ˆÜ˛yl ˆÜ˛yl Ó˚#!ï˛l#!ï˛à%ˆÏ°y ˆÙˆÏl ã˛°ˆÏÓ
ï˛yÓ˚ ï˛y!°Ü˛y ≤Ã›ï˛ Ü˛Ó˚⁄

7.  xƒyˆÏ:§ ˆ≤Ãy@˝ÃyˆÏÙ ˆÜ˛yˆÏÎ˚Ó˚# xÓˆÏçˆÏQÓ˚ ÓƒÓ•yÓ˚ Ü˛#⁄

8. xƒyˆÏ:ˆÏ§ ‘Form’ xÓˆÏçˆÏQ Ó°ˆÏï˛ ï%˛!Ù !Ü˛ ˆÓyV˛ ~ÓÇ ˆ§à%ˆÏ°y Ü˛#Ë˛yˆÏÓ í˛z˛õˆÏÎyà#⁄

9.  xƒyˆÏ:§ ˆ≤Ãy@˝ÃyˆÏÙ ‘report’ å≤Ã!ï˛ˆÏÓòlä xÓˆÏçˆÏQÓ˚ í˛zˆÏj¢ƒ Ü˛#⁄

10.  ˆí˛ê˛yˆÏÓ§ Ó°ˆÏï˛ ï%˛!Ù Ü˛# ˆÓyV˛ ⁄ xƒyˆÏ:§ ˆí˛ê˛yˆÏÓ§ ˆí˛ê˛y §ÇÓ˚«˛î ~ÓÇ ˆÜ˛yˆÏÎ˚Ó˚# Ü˛Ó˚yÓ˚ ˛õÂô!ï˛à%ˆÏ°y
Ü˛# Ü˛# ⁄

11. ~ˆÏ:ˆÏ°Ó˚ ï%˛°lyÎ˚ ~ˆÏ:ˆÏ§Ó˚ §%!Óôyà%ˆÏ°y Ü˛# Ü˛# ⁄

12. xƒyˆÏ:§ ˆ≤Ãy@˝ÃyˆÏÙ ‘Table’, ‘Query’, ‘Form’ ~ÓÇ ‘Report’ xÓˆÏçQà%ˆÏ°yÓ˚ Ü˛yÎ≈ §ÇˆÏ«˛ˆÏ˛õ Óî≈ly
Ü˛Ó˚⁄
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3. ò«˛ï˛yÓ˚ ˛õÎ≈yˆÏ°yã˛ly

1. ˆÏï˛yÙÓ˚y ˆï˛yÙyˆÏòÓ˚ Ü˛yˆÏçÓ˚ §rôyˆÏlÓ˚ çlƒ §¡ø%á ˛õ!Ó˚Ü˛“ly ¢%Ó˚% Ü˛ˆÏÓ˚SÈ– ˆï˛yÙÓ˚y xƒyˆÏ:ˆÏ§ ˆÜ˛y¡õy!lÓ˚
ï˛ˆÏÌƒÓ˚ ~Ü˛!ê˛ ˆí˛ê˛yˆÏÓ§ ÓçyÎ˚ Ó˚yáyÓ˚ !§Âôyhs˝ !lˆÏÎ˚SÈ–

2. Ü˛Ù˛õˆÏ«˛ xyê˛!ê˛ ≤Ã!ï˛¤˛yl §rôyl Ü˛Ó˚– ˆï˛yÙÓ˚y ≤Ã!ï˛¤˛yˆÏlÓ˚ lyÙñ !ë˛Ü˛ylyñ ˆê˛!°ˆÏÊ˛yl l¡∫Ó˚ ~ÓÇ Ê˛ƒy:
l¡∫Ó˚ xhs˝Ë)≈˛=˛ Ü˛Ó˚yÓ˚ çlƒ ˆã˛T˛y Ü˛Ó˚ˆÏï˛ ã˛yG– §Ω˛Ó •ˆÏ° ˆÎyàyˆÏÎyàÜ˛yÓ˚# Óƒ!=˛Ó˚ lyÙG ï˛yˆÏòÓ˚  human

resorce department ~ xhs˝Ë%≈˛=˛ Ü˛Ó˚–

3. !lÓ˚y˛õò !•§yÓ!lÜ˛y¢Ü˛Ó˚î ˆí˛ê˛yˆÏÓ§ §¡õß¨ Ü˛yˆÏçÓ˚ §rôylÜ˛yÓ˚# ≤Ã!ï˛¤˛yl ˜ï˛Ó˚# Ü˛Ó˚–

4. ≤Ã!ï˛¤˛yˆÏlÓ˚ ï˛ˆÏÌƒÓ˚ ˆê˛!Ó°!ê˛ ˆáy°–

5. ˛õÓ˚Óï˛#≈ §ÙˆÏÎ˚ xl%§rôyˆÏlÓ˚ çlƒ ˆï˛yÙÓ˚y ≤Ã!ï˛¤˛yˆÏlÓ˚ l)ƒlï˛Ù ˆÓ˚Ü˛í≈˛ ~rê˛yÓ˚ Óy ≤ÃˆÏÓ¢ Ü˛Ó˚yG–

6. Ü˛°yˆÏÙÓ˚ ≤ÃfiÌ ≤ÃˆÏÎ˚yçl Ùï˛ ˛õ!Ó˚Óï≈˛l Ü˛Ó˚–

7. ≤Ã!ï˛¤˛yˆÏlÓ˚ lyˆÏÙÓ˚ |zôÁ≈Ü ˛Ù xl%§yˆÏÓ˚ ˆÓ˚Ü˛í≈˛à%ˆÏ°y §yçyG–

8. ˆê˛!Ó Ï̂°Ó˚ preview ̂ òá–

9. §Ü˛° ˆÓ˚Ü˛í≈̨ à%̂ Ï°y Ï̂Ü˛ ˆSÈyê˛ font sizeÈüÈ~ Ê˛Ó˚ˆÏÙê˛ Ü˛Ó˚–

10. §¡õ)î≈ ˆê˛!Ó°!ê˛ ~Ü˛!ê˛ ˛õyï˛yÎ˚ ˆòáyÓ˚ çlƒ page layout !ê˛ ˛õ!Ó˚Óï≈˛l Ü˛Ó˚–

11. ≤Ã!ï˛¤˛yl!ê˛Ó˚ ï˛ˆÏÌƒÓ˚ ˆê˛!Ó°!ê˛ Órô Ü˛Ó˚–

12. Ü˛yˆÏçÓ˚ §rôylÜ˛yÓ˚# ≤Ã!ï˛¤˛yl åJob Search Companyä ~ÓÇ acedb  ˆí˛ê˛y Ï̂Ó§ Órô Ü˛Ó˚–

í˛z_Ó˚

         Q.1.

1.  c. 2. d. 3. a. 4. c 5. c 6. c. 7.  a

8. d. 9. a. 10. b. 11. a. 12. b. 13. d.
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NOTE
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NOTE
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