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Ms-Excel
Ms-Office @a o aion @m GaTELy HGW. Baimpw Caswre
o el sy, sansEus srasmm Cuswrsaw, FIisawd
Qsuiy Yyuiusn @ Bsme Lwei UGS Slaler e .

@s0sTEUlle) o aien FmuudFm e .

1. syysma aeflu populsd &alL, sflés, Cupss, NGS B
RULTIER

Blup smaame url dsg afloL sram (pQuw.

umyysmen amsa CpmeausCaspu MM 56 Qa e sm(piguyid .
goafos, Bpn@aufloms GsugGsreea pgu.

Graphical Design gynenions 2_eiengl.

Macro euggl Guraip gpur@Gse 2 6ieng.

Pivot Table @wmen vwea UGS &1 oW e ST 6B 6D 6N
&S B8 QsTaiamens.

8. @5 Guraip um AplubsEamas QBTMILE STl Excel.

-~ N U W N

gaieurm Excel @ Qus gag?

samalullai Power @ waseafleo ON Qeuiw Geueni Gio. e B
Start aaip sLLomows Gsfe @sug UHaiei Program eaip
slLmamws Gsfey Geuig oige Ms-Excel aaip GL LMW
Gafey Geuwiw Ceuemi G. Siedeg Screen @ sremuiuBw
Ms-Excel aiqim Icon g Double Click Qg uiwGeueni Go.

giuy Ms-Excel Garn@umu apGaus’?
sameallled 2 miasei File @& Close
aaip sl Loamowu 2 uCursls g
wer sai. Neieri File Menu &
o of en Exit eaim &L LMW
2 uBwralg g Ms-Excel G@sr@leu
g afl (5 i &6 .
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Formating Tool har

%’@’%ﬂ“; x,gér*«’a?h&

53 g@g@ HAL AT & @g; |

Font (&L Lemen
Formating Tool bar Qaaian slLemen (1) @emar o uCwrsls g
aws SamLw (Text) aws s agaum amen (Font) wrppw GFwlwer.

2 -15: Excel (Times New Roman) EXCEL (Algerian)

Size (sLtemer 2)

Formating Tool bar @gueri en &L Lenen (2) @amen o uBuralg g Cell
B BmeE G aws sssaal smmel (Size) siglarssnrd S0 g
GDDS BT .

Bold & Italic & Under line [(a Lenen (3), (4), (5)]
Cupuy slLoamsma o uCuraliugsal @OV 60 HEHAS
soliunseyy slhaaTanw sPé CaTRLLETEML AMLSHOTD.

Excel —p Excel (Bold)
Excel —p Excel (Italic)
Excel —p _Excel (Underline)

Left Alignment [(sL Leven 6) & Center Alignment (L Lenen_7) &
Right Alienment (&L Lener §)]

Cell @& Text g Type Qouiyw Gurgy supewwnrs Left Alignment
A @mEGw. <6 Gured @essmsa Right Alignment e
amagw ssmea allgwlwug Cell @ai 2 af Gan wrp Puewiuhp @
Right Alignment, Center Alignment, Left Alignment gp&lweupepu
LWei UBS HOTH .
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Merge and Center (&l Lenen 9)
90 5188 GsrgUmu Type Qeuiyw Bung SIS SMOWRGS M5

Cell asafllygu Qurgiurss Gare Gaupusn@ 86 &L LMW
2 yGuraluGumd.

iUy Gua Geug?

woefled FPeumory Type G&w ujm sei.

e o b §
1 Year8 Marks list

_ 2 Name Science  Mathes  English

-3 Lavanya 75 a0 85

4 Visakan a0 85 80

5 Kumar 72 75 75

Step 1

g gmer Column Bp@ wgglulled (Center) Gsmeni §ouyaflmdy
alfi 8t s sma Cell smayws Gszfley (Highlight) Gewiw
Gouemi B15 .

astaug Al Qarrésws DI aay

Step 2

Merge and Center (s Lmen 9) @mead NjCunalds Geuemi .
o1 Gurg Year 8 Marks list aaiugy prai @ Column @ @w Center
e seal Cell gpaab e,

A L B | Cc D
1 Year 8 Marks list
2 Name Science  Mathes  English
3 Lavanya 75 90 85
- 4. Visakan 80 65 80
| 5 Kumar 72 75 75

eiiug baGeaug?

dawi G Cell mg Gsfa Gsuigall G Edit Menu @« Clear aaip

s Lenenufllgren en Formula eraiuemsl NjCwirslé s Geusmi GL6.
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Currency Style ($) (s Lemen 10)

BREsHEEME G S apud M QUPmH GUBD GS Comeiwnea Cell
smag Gpfeay Geugalil G Currency StylesL Lmeanowi UjBurslss
G euemi (510 .
@a augeus Ggmeauulled omeQueaflai Seani G apmas soud Click
Goww @eerws Gurgl. siGsGure Rs. gaip upuBmP LUy
gruGs sleug eaiug Format Menu @& @néEH oL Lomuie
afleng sl uL (e ongl. ;
Percentage Style (sl Lemen 11)
gsmar UgGunsls gwlurs Sisal Qupglow 100 LLEETS
QaelliuGs & <gsiLai Percentage Style guo S .

846 »84600%
@iluy: 846 »846% eaig Type Geuwiw ol Neammes Key board @ed
sramiuBy % agip &L LMW vwaiuGs s Gouem G5.

Coma Style (,) (sl Lemen 12)
Copuy asLL@MaOU BUS GG o Cell @& 2 6iem
Gossmamm (Wi Gain BNSsEEMTE BT (,) BaT&
il seomw. .
Ex. 86345 86,345

9654321 9,654,321
eriy: aswr () g NjbwnslsguBurg gaLBou @rem( HEW
yei efasepy Gafuamw. Bsme Decrease Decimal (L Lenen 14)
aaip sLLoa@w Lwaiu®s s SIGDH DT .

Increase Decimal (s Lemen 13)
CGopuy sLLMMOW Qe Gusa (WO Cell s o 6nen
@edsmsala Decimal yeiealamen gaim, Sy, wei 66 g
afefgge Qaneiaead. '
2 _-1p: 8556 »8556.0

8556 »8556.00
Decrease Decimal (s Lener 14)
Gupuy sl Lommwu o uurdliuga W Decimal yei eflamens
GMDNE HEOTL . 2 -15: 8556.00 »8556.0

8556.0 »8556
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Increase Indent (&( Lemen 15) ‘
96 Cell @quei on Text @ auwg ug s16 Gpra sl (Goludil L
BN GaI@ITLIE) B&)SHUSH G Gwrug slLmameawy frGurals s
CoumiGw. 88 &L Lamamamw 2 uBunals @ Gurg Cell GayenLw
e FleMsaE Grausmear SusTaldsmmD.

Decrease Indent (sC Lenen 16)
9@ Cell@gquei on Text y @LyLE 15 Cpréal paissusnE Cuopuy
BULLOMWL Uwaiu@Gs .

Border (s Leven 17)

Gopuy slLmammwl Lwaiufss sl 90 Cell @y o og
Cell saflat GareLyse alalsyse (Border) aupmiaomns. Cell g
A evg ue Cell smon @gMey@sui giafl @ Formating Tool Bar § e
Border aiaip s Lmamw (s Laen-17) Click Gewigned afleflid s af et
uw agasiseal  GsMua@l. Geuy g gaimp OpMeyQeuig
PE Gauga apeis Border smenr oupmi semns. Gaemarufley e 60 @ w el i
Noneugglmw eigmeaig Border oty ugsaws Gsfey Gsuig
aupE Gusal o Border @mar Qo eomwed Qeuwi wers.

Fill Colour (s enen 18)

Copuy sl Lmammwl Lweiufs gaiQeur Cell @0 @Y Blmm smen
aprisors. wsefla Cell ms Gsfey Geuigiell. ¢ Waiari Fill
Colour (s Lemen 18) @ Click @suig Apply Goeuiw Ceueni Gu.
8sa wos ama) Flpgos (Background Colour) @ e en
s sorw. deaiaefl gipw Csemeauded ma@weea Ogfley Geuigall @
Fill Colour @86 @@& guw None sigip sl iLommows Gsfley Goww
G ouemi 1.

- Text Colour (s Lenen 19)

Copug slLmamul uwelufs s 90 Cell 800 o aien oo g
v Cell sefllgyp o e en TWs 86 e@ms @ (Text) auien wrYPsms
LD 60T LD .
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FILE

M . v’\ - . .
Program qpevis 160 60 Excel Icon (daiemd) g Double click Gguisugeai

e Excel Qar@udlp@el HoppsTR (B\;mﬂsug,l. LI@LU. gnei.
@miGs usaw [Page] amip BLgde srei [Sheet] snfmm surrn.g,sm:@u
MyBwrsgsms o uCuraldslGpr. o meeai UTTMaIL uE 8 é Gen

X Microsoft Excel - Bookl
3 File Edit View Insert Format Tool

DR SRY ¥

| Arial 10+ B .

Gy s lweurg Sheet@zflwaumw A,B,C--- 6[66:1@61]“@] ﬁlmg&,m.naseqfn
[Column], 1,2,3--- e meunmy @Uw&mn&,mu? (Row)' &n@uu@m.
@aai 2 augdulled sTamUuGE FIOUN ouTem _@g)u G.LILM;56:G)GTI
Cell aan omps &Bprv. gaiQaurm Cell Bp@w Ql.JlUIT 2_emi (.
ef&s Column, Gnlsas Row @yemuiigpemeruw @ansmg,gﬂ 'snggjsu(Bg
Cell @ai Quuyn@ib. e gryemwrs @mibs Als.TsmmCell@gn Column
(A) ouwis Row (1) gy @mmsg ¢HufiGwGurGs @5 Ccllm@
Al aaip Quui o micnslpg. Bsoas Czfey GFwww (Bun.ﬂ
@riemL Line ms OstewiL &mssH @mg}ﬁmn.m Qmaﬂ alleflio y
GpNuamps. 8¢ Geumsula deaiai o5 Cell @0 pLagsmosmen
Sprwiflé s pgups.
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[Ex: Type Qeuwiw@wouw ]

GQurgieurs Cell 8.43cm gswgms QaTamiLsTs qAdLE HHE GL.
@smean all. Type Qswiyw Text o165 o0 g Number Quilgns simwp sme
a0 Gappaunry Cell g wrpyflumwss Couemi Giw.

auug wrpflumwiug ?

6.4375 aaiumy Goupsrigw uLggled Al aaip Cell & Type
Qewi glpsTel,

ol

Mouse wpmerwne [Point] A, B aaip Column ameni Wifégw
amoiugsulle Click Gsuiyw Gurg &y (Mouse) woar <
srataGor augeuw Qupm e@. Qsriisfwnrs Mouse Gai @Lg

~Button @ aiws s Nnsgs amians ang viss Grprésl @uwssé
G Gurg Cell sisd amigs Gae b

X Microsoft Excel - Book2

S Fle Edt View Insert Format Tools Data

DEE SRV smad

E%.D.rial ~10 - B I U

R

A B
1
..7»2
4
5

pop?2

Format Menu e, Cell aaip sl Leaemw Click Qsuigred Auto fit
Selection aaipm g slioa GsNuaEy. & &L Lom®W
Agburalgsred seameall srans 0&MeayGsuigns @ Column & e
wvpfrmwsae ety G sl imamw NjCurdlsgw waied
Column @& wlsd GumMw Text g Click Qsuigall Gu
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NyCurnals sCouemi G1B. SDOOH W Column @eawyi sy
Gruigal Gu UyBurzld &Caemi GLo.
Click

atug Columngmg GsMey Gauiag?

Column Heading B @ Mouse S
point &e Click Geuigne -
granasGer Column (pweugiw
Qe Qewwdul GaflGy.

E e Ll D

565 Gured Row @men Gzley

Qeuiupn@ 2 aeip Row e

Click Qeuiw Gesusmi (B16.
Click

2185 C8une File qppoug om e
Gemey Qeuiespd @ Column
s 16 Row 2.6 &B5slas G
mowg sl Click Gauw w
Gouemi Hi6

e Ol pea et Faed Yook [wds W
DFE @Ry L@
i gry %

Click —p»
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Open

6)[1]}5’601(36)’1 Q&ujg,{ bysa Collss maugslnss File soa gng s
urrrruug,m@, Cwm Csremi G Coumen Gewaupp @ GoPuy &L Lmenenw
Lugmn&fl&&mnm. File Menu @& Open aaip sl Lemeaeow Click
Ceuigne, gm smen Menu Qsilw QUHID .

) s

R TR

(3LD[D'.LI|.9 @]60’)60?1 Menu @& File g Double Click Gewieugea apevid
@LT]LBQI Q&ﬂmge\mui Awg @sifey Qsuigall @ Open aaip
sLLmamw NyGwralluseai i G i ) ]

il ® puy File g5 glpp s

Close

Qewpup ,rﬂsm.a)uﬂmi B8oeew 9o File g whusn e B8 sL Lo
Lg,mas‘]'mg)j. File Menu @& Close aaiumsg Oafey Qawiw Geuemi (G .
85 slLoaomw Apply QsuiseLeal &emaf sgraneaGo @pg File
8 Save GsuiwGauami Gor eaig CaL @i5.
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File s Save Gsuiw Gouewi GOwaipred Yes siqip &L LanaTenw Gzifey
Gsuig Save Qauig GQameiemems.

File @ Save Gouiw Gpmaullsd @eGuaipred No saip &L L 6D 6N ed W
Oafey Qaw wBaem Gw.

spGswers Closesl Lammw Guesl GobsTe Semi GO UHPW
Boand @ Gsao Cancel aaip sl Lmamw rBwrsw Gsws.

Save (Ctrl +S )

9@ File @ Gsllg s omaugssGanaen al@ iamme File Menu @&
Save a@ip sl Loamw Qpifa GsuiwCaumi GU. i oa Standard
Tool bar @eueien Save aaip Icon g [E]Click Gaw wBeuemi GU.
s Burg GsfNuapms soen Menu @& »

Baws o tseeents

Fo e

g TR

G g T s pett € vel i

File Name aaip @L&se, File @n@fu Name g Type Qguiw
Couemi G1o. siggLa apg File Type aaiusmean GsMey Qeulgall G
Save sl ieeamul AyCuralses Geuemt G5,

Note
File ;g Save GauiwwGurg Read - Only Button g Click Gsuwi g Save

Gsugdlpnste Naiai sits File @ wrpips Gsuweyuny.
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Save aaip sl Lmmmws QsnGs s e 2R EEE @G Qsfu s
gomeam Menu §e Option agin sl Lomemw Click Qeuigne &6y
STLLUULL giamem Menu QgMlweam.

Save Dptions R e *

[ always create backup

|
File shiaring - , ; : : 4 #
Passwordtogpen: - | Cancel i

Password o modify: ;

I™ Read-only recommended

il i g i 1

@ni GaPassword 1 @ewdas Hl6on s wg Text @B aups s,
samall Femi G Password m& Gsl @w. owiGursy Bmsei QupmE @lw
816g Password & GarGés GamiGw. Usiani aiGw Save
Qawiw Gouewi Hio. :

Read only

Read-only &L @eew Click Gsuig Save Gsuigdlms e, File m
Password p& QarGsais dpsaond gyame o8l wrppw QFu g
Save Gsuiwwyung. (65 File ge)

Bai Gt File oy 5 Save Qeulg) Naiani grisei wrpps s qg‘)u@g',g]‘

Save Qeuwiwems.

Savein aeip BLgBle0 aFs Directory @ed (A Drive / My Documents)
Grdlas allpuwydlfiGean ik Directory gs Az fley GauwiwBGsent Gu.
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EDIT

Undo

o File @8 Gaume Qsuig Garaingms Gw Curg g 5I;L66)SITGU?UJ
pauprs Qusslarlor seeg &pPeswuants Delete (Surrsl.nm
sl LMW Qe Sarlar o Lagurs S50 E WPhoW HIMmasd G
Gssdausy @ Undo aaip slLmamw Qués G Go.

Repeat | ‘
Undo sl Lomaow @uagw Gurg aps Cumemw GsuislpGsn
250 @ aslgra Gumeoemw Repeat sl Lemen Gawiuws.

Ex:

om Bwsasms Type Qeuig Erase Qsuiglmpsne lﬁGM'I@LfJ. Undo
BULMG pold UMPW Bloasd @ sta G auyorw. WaiGw Redo
sl Lamvenemw NyBwralgsred Erase QsuiwiulL plovews @ e G
Qeaig allGw.

C_lli . . .
@ssl Lommul uusiu@ssusa wow gpsmGa Type Geu s
aLwg g Culpri GLEHFINEG BLI WIHDETO.

Ex

ARUL KUMAR JESU

1. Arul aaip Cell mg Gafley Qews.

2. Edit Menu @ad Cut aaip &L LMW Lﬂu(%u.maﬂes&,

3. Arul augGauamigw Cell m Gsmey Gouig Edit Menu @65 Paste
gaip sLLmamow Ujluisls §s.

Copy o '
@ésl Laoaowy Npuradliugses (weow awsGs Camauwrea gaimn
Semi o Type Gsuiwmws CapfiLgsed g Qsug Garaimansd.

* @@ GeTeime N G Formula ma g wmp Copy Qeul gned
agsma pop ealewlargs SwmiGs CeiGs g Gouwg
Qamer emeumL.

S. A. GNANESWARAN, QUICK TEC ACADEMY 385, 2/9 GALLE ROAD, COLOMBO-O6 T P:S04311



w97 D)

Paste :
Lbo0 g Urg Gsuised aa simpsdsiufl. Cut e o g
Copy Gewpaupmpn gililliL QLésne CmiGw Gsnem Gauy Paste
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(Column) prigeat Blyiu Fivralss wopdoa GgMey Qsuw e
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# Entire Row aaip sl Loaewy Lwelubs sugai g Opieay
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Formula sflwurengr eaimp gL ufl g &6 Qareiemeom.

Status bar
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WeD G wanw = aaip GHlu oL Type Gouwise Geuemi BL6.

* 9n Cell @ Qe QFuiywCurgy @l eLs syuurer Black
Colour QGameni. @epulled o6 Cell Gsflwems. @5 sre
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Qe ssane 2w Cell @ Mouse womure &rl G &6 360 &l
Al aaig Type Geuiysisei. SGH55TE + qaiD @rufl o Type
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oM WS Fared allepi GaMweumw .

(elowLaw Click Qsuig Naiani F )
. ormula b ' S L6V
=Al«Bl aa Gafluaps). A urmacLr

g,rr.u') U saflusisma QUBES Gamiy gyulLre wop 1
hONSON. YD 2 P Uwa UGS &GN B @aumean g,

ST UTH L6 & 6wl Wik & e e L Quma Gaug?

=A1"B1

BRERE
0~ W oo
bmmww\cﬁ’

ang 1

Lﬂtmsmr (Bfomfnmduu. wopulsd Cl gai Qupuwglemw Qus &
gnwmﬂm@am.(;l aaip Cell @ GsMey Qsuigy Edit Menu B e
opy.sms‘rm sLLoaow WrGwrsw Qsuwymisei. Naieri C2
,Qg,rrLaa&su) C5 eauemy Select Geug ariy o @ Paste eaai
SLL@aow HygCursw Geuisred alleLsai Q& muweumw ’
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agip Sign g Keyboard o gal Garei Type

exct 97 @

@mGs BLUUZF eeiean?

1. C1 aaip Cell @ =AlxBl aaip Formula @@psra, Copy,

Paste QeuwiwwCGurg snerns oy

C2 amip Cell @ = A2+«B2 aaimw,

C3 aaip Cell @0 = A3«B3 aaigo,

C4 aamip Cell @0 = Ad4«B4 amigo,

CS aaip Cell @00 = AS5S«B5 aaipw srens wrrfl uEWw.

Bpryurs @edsmama Type Qsugps e Buugura 10 H o
ML LTE.) .

ol 2
Cl aaip Cell g Click Geuiyrisst oiiGurg Foumula bar @&

=A1+Bl g Gaflwaumw. daiei Mouse (peoawme Cl @ai
amivésorsaaeam £ @oaule Click Geuw + SI6 L W 6N 1o
GeMweaim . i=A1*B1 [_Qg,rru'r,rg'gu Mouse @& @Lg uss Button
m oiwssé Gsrai G C5 any @us sl sma gai Qeurai fln &
o fu  eloL Gafluagw. (@& Copy, Paste @pane GuaW
augflurgl.)

N2
2 3

&8 smpuuLL BT SlLLaumammu BlyTEas Bl FwnsHab
gal L Gouemi B15.

Byed (Column) auemaswns FaL LGeuemi Gwnuflet

Al:B4 aaip Cell vy Gafley Gauis (oiGurg GpMay GeuiwiuLL
u@# Black Colour @& Gafluys) Naieni Formatting Tool bar @ed
Auto Sum aaip sCLommw HyCwrsw Gguiw aNemLssi Gafwm.
S658ured AL:C3 amy Gzrlay Gauigal’ G Auto Sum aeip
sl Lmmeow Ugursw GQsus. afosurs FalLO) DHLOURSME

pLQuUMIL .
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efig o @flufG (-)

83-36

gmlgl)angﬂu.l (y)'anrfnduu; 9@ Cell (A1) @& 83 @oaryw wympw
ell (BI) @& 36 guuw Type Gauigiall. § iG55 Cell (C1) §e,

= Al-Bl aaig Type Gsuig Enter Key @ aiwgslane sysa

QupiulL aflor GasMNuams.

weHsN GHuG ()

16/2

;BLD[DBn.gﬂlLI (g)so)rrmj.utg 90 Cell @ 16 pyw oG55 Cell G
. s Type Q&U:!@ 9bps Cell@ad =Al/Bl aaip Type Gouig
nter Key g a1 slanmed augs g Qupiule el Gaflwaims.

'i‘ $ aaim @gﬂ.u.ﬁ_'ml_ vweiups slare Giullle Row o gy
Column @18 g @il L Cell wrprws BmsGLw.

Ex (1)

5 |=Arsesil

N s wg o

1]
2
3
4

Al ﬂssi:rn Cell guis Bl aiai p Cell guyis Quma Gwung Cl aai
gzell@tfo =AI*Bl aaip Formula GefNwams. ga Key board @6\!]5)
Curasmm Key 'g; a@‘g;gumg,.sai o e wg Foumula bar @ ey
rsor 3 BIns suga weow $ DLWING DG &P ST Quieum
e Lyssas. Uaiai Enter Key m oips dlamred aflenL GasMweams .

ZA]*$ B$1 aaip syan&uﬂm’) BrEsaT $augag ms 2 Ly@s glenmed
oPy, Past pLowgs s Gup Ganei @y Gungy Bl aaip FCell,
LrpowaLWILS Gme G,

S A CK ]
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facet97 €

Ex (2)

FY FapliulLany SilLamen gaiop Type GQsuig Quick-Ex
agip Quufle Csilgzsd Ganeimeyn. Naiai SPYupw allmnsssd
allenLwefld &a0.

T E B TR
o Ko Sheet

2 Nawe E pglish Lt Selie
% mestiy &y o 8
A fE womw 2] =4 B
& hanman & 74 8
B Gra &F i =
T Thacwph 47 54 i
R e % ) ¥
G Woas ¥ 25 &
18 Bag b i &5
11 K amals fri o4 e
13 Baax 5. “ a0
13 Srwbmesh B} & i
T4 Vemah 0% ] o)
"

(1) Marks Sheet aa ugmar Column @n @ Center &8
SIDDS S .

(2) Name, English, Maths, Science agiugme gel Gaur@m Cell@m@w
@wwsde Qaren Gaugays. Bold, Italic S E WD D aUpE S|

(3) g @Column gglmen English @p &w, Maths 8p @ B ufled
Insert Qewiweys. Naieni Tamil aaip urL g Semen Heading
5HE Qarew @ 75, 64, 33, 32, 41, 54, 71, 65, 88, 72, 91, 79
woplu G55 GuUuisEms G yei sfl@emen uipmH &ayLb.

4) oo Row @ea Siva @p@w Thuckchi §p@w gL ufled
Insert Gsuiwey Ueieni Ravi asip Guuidlmer auipm &) 88,
92, 64, aaip LeiofEmen 6IpME &6yid. :

(5) gaGurpau@omLw Total Marks @maujd ST &.

(6) Names aaip Column Gei gmaflmen 20 o4& WIHPY GFws.

(7) Marks Sheet eaip Row @emen Be Elpssreaus, Marks Sheet
a@iD GRSHMmS LEGEN BIPSHTYIWD prppy GFwWs.
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Links

@?&lL‘LSDG'ﬂ essma:a&,rr.mr’ra,@é;@m SN SN  FHUBSIUL LT
@&i@u.) MELETHESGW L LMMUTGL. BHmaL vweiu®s gl Type
Cewiub srayseamens GaTLisduns Bmeansgis CsTami( Q&) e

U S Leuamamu Gememiiug?

Wsled 576 oIl Leumemenws Sheet 1 §ed Type QauwiGsumw.

AT

ol Biscuit

2 Name Sales Rs.

-3 Marry 940 [Auto sum 2 uBur#lg g
4 Nuts 680 Sied g Beumeudufl e
5 {Rusckes | 1026 CLYNCLAE T |

6 Lamonpup| 890
4 {Total 3536

916sC6umed, Sheet-2 & Click Qsui i ]
: ime, &, Oil aaip smeown sg e
Y swamory Type GauiGeaumsp. g meps

TR T 8 ]
2 Name Sales Rs.
3 Coconut 1200
4 10live 800
5 Gingerly 3040
6 Turkey 4200
7_Total 9240
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518508uned, Sheet-3 g Click, Gswigy SWeaumwrg Type QauiGeumid.

gf:‘_ .
Sales Rs.

Name

2

3 (Samba 9000
4. Nadu 8.000
5 Pachchi 7.800
6 |Basmathi 6,800
7. Total 31600

216508uned, Sheet-4 g Click Qsuigl, gaumwrm Type QauiGeumd.

1 -

2 Name Sales Rs.
3. 1Asia 12,000
} 4 iHero 14 000

5 |Relighe 13,800

6 Road Master 16,200

7.{Total &6 ,000

@afl Sheet-5 ¢ Click Gewig Budget g swni GswiBaumd. @mGs
Links eigip @epulematl uwaiuGsaieuse (e SLTWU ST 6& 66N
Main Badget 80 @emams sid GareaiGaumw. :

Type Gswisudleud umiss Links o uGundluded aeien @eorud?
Budget @« Total g Type Qzuignev, syrbusFed sisTag Rice
@ Samba ol aflmevenws wIHOID CFUISTRID STETEH IO LTS
gyenned Link Qeuig @oemsmhsre Srensd (Automatic) Budget
@0 B WLIPOY gHUGBL.
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ety Links Gauisugy?
waelle Text g Spau@wngy Type GlFwwm e,

1

2 Mame Sales Rs.
3 Biscuit 3536
4 10il 9 240
5 Rice 31,600
& Bicycle 56,000
7 Total 100,376

ComsapiulL o Leusmemufled Biscuit B8ne oemiamoullsd (CrGy)
aremiu@w Cell @e (B3)Cursor g dlmsd = aia ;
Type Qauiymiseri. > P rbneme ®

Lﬂsu'rfsm'r.Mouse @ar o gpafl Gasmemi@ Sheet | aamiugman Click
OENTITLAE: Y

@@(B& Biscuits e1&im o Leusnemufler Total (B7) @& @ovd smisemen
Cllf:k Qeuig sTlBmsal. SGung sips Cell @ 6160 6 6VLILI (& B T
Ldlsarsoﬂ Beiefl @oLallL Garurs Ogfluw.  deteni Keyboard
@gz;snsn Enterkey @ oiwsamaa. @uGursy Budget @ai Biscuits
@(p@ Qm@gadj Besamaa Ggflweamn. Gwpsmpaw 2 uBurdlg
Oil, Rice, Bicycle opaweupemp a6deomid @smv;rg',gu afll. (B Au?o
Sum wes Gurgs GsrTmsmws &IT EI)E) & 611 ,

?mﬂ Links .@@muﬂ?’{) Qoems g sflgran e Ll Agan urmmse.

he‘et—.l @m_Blscmts sain SiLLeuamemulled Nuts @ai allemsvenw
wioow GFwlg GsrelBurw. grammas Budget @o0 @pa@w Gurss
GaTeme wWiIHDmLWLD.
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Eacet 97 €
Ex

A B C D E |
9 Receipts Month-1|Month-2 {Month-3 |Month4
10 Cash Sales 40000 | 30000f 42000 72,000
11 Dehtors 20000 22000| 15000} 30,000
12 Total Receipt
13
14
15 Payments [Month-1{Month2 |Month3 Month4
16 Repair 3,000 | 3,000 1.000 4 500
17 Electricity 10000 | 6,000 7000 2,000
18 Traveling 1,000 4,000 2 500 1,500
19 Food 1500 | 2,000 500 600
20 Total Payments | 20500
21 Opening Balance | 43 000 - - -
22 Closing Balance

Knit : ( Closing Balance=Opening Balance+ (Total Recipts-Total Payments)

GupsapuulL syey SiLeumenuied Closing Balance & snenis?
wselled sraysmen Guedsmiywearm Type QewlymIsaT.

Auto sum @ ooz Gaumefulied Total Receipts, Total Payments
B Wn®DS ST Telum ST

Ueeni Closing Balance snemGeusnigw SLgsled Cell s Gziley
Ceuwigl

= ( Opening Balance) + (Total Recipts-Total Payments) aaip cusnaulled
Siaflmens srepmsea. [B22 eaaim Cell @&,=B21+(B12-B20)]
@uBung Month (1) @h@fw Closing Balance g g on el Swuii sen

Neemi Month (1) @ai Closing Balance = Month (2) @e Opening
Balance sigip Gariurlym@® oweoww Month (2) @& Opening
Balance sigip @Lédled  Click Qsuwig = aaip @Puilew Type
Gsws. Oarani Closing Blance 8 Osfley Gswig Enter Key g
dipBuin s &.
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dereni Copy, Paste weppullement vwaiuGs e Cameawrer GLw
sueny  Opening Balance g plyudle Qsneaieprseai. oisa erari
Copy, Paste aaip wpepullenent uweiuGs @l Closing Balance g
Bliyullé Qamaremmise.

cacet97 Q)

Page Setup

dosopsspa

9 Receipts  [Month-1 _ |Month-2 [Month3 [Month4
10 Cash Sales 40000 | 30,000 42000] 72,000
11 Debtors 20,000 | 22000 15000 30,000
12 Total Receipt 60,000 | 52,000 | 57,000 102,000
13

14 r
15 Payments  [Month-1  [Month-2 [Month3 |Month4
16 Repair 5,000 3,000 1000 | 4500
| 17 Electricity 10,000 6,000 7000 | 2000
18 Traveling 1,000 4,000 2500 1,500
19 Food 1,500 2,000 500 600
20 Total Payments 20,500 16000 | 11,000 | 8500
21 ‘Opening Balance 43,000 62,500 | 119,500 | 165500
€2 [Closing Balance 82,500 | 119,500 | 185,500 | 258,900
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9® File g #prs Caoe Gsuwys Gury @@anq.b ;;15&-@:;
(Page) ap s omalle) @Hss GouemiGLo. SipTaIg Prmt‘sr@esas .qa&,@?
greflat Beor, SENEHSESCHHU File @s\). 9_.611611.@61] s:ﬂ@
LE smsEsmauw &iwrealsse Page Setup aauuGw. @@G& B &
(Paper) siso, Berw, Margins, Header/Footer, sheet eiesi ueup plenar
oY oY QFwiwem.

File saaim Menu @& Page Setup eei p 5L'|_smenfmu1 Qg,n‘]sq Qeuig,
si8led Page aaip sLLoamowsd Qe Qruigmed, @G Hmem
Menu Gaflu sumw.

R e

B i ; ;
v T Giesstas

L e T B [

Orientation ' ‘ o
Cupuy sl Loaule Portrait aaiugmars GpMey GFw g uB &5 ™5
Landscape eaai D

. : . . L
Benns G5 sl UussWLISU uumnu@g,g, scap )
slLmmmws GaMayCsug uUssEMH SMLLUULE SLISU
LW UGS HOTL .

Scaling

Scaling aaip &L Leverulled, Adjust toereim 5L'L_66')6ﬂ.6mlu Click Gauig
Braysmen Ty, Quigns ussn Smen aﬂmg,ﬁl. slg{rrsuw 0
Ad @ o aamLsaliuGums alL saBsars BGDHSTH Jpmea
75%, 50%,......... Lo wippsENE 2.LuGsd A4 sralled g
(Print) a8 &e0mo.
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86s8ured 150%, 200% S WTIHMS HH ‘ups
. g perneenes DUENE o Lu Qurfl
sinalled yg (Print) a@s s, Bogl Gulu

gittgﬂszgsw'rmTem_'memuJ BusGauga wwaw, Sheet @ 9 usssHH G
auatlGw Type Qeuigaup oy amss gn uéssdnear 1
oin oy galp@eai Uygl (Print)

@6?]611“&]]' o maa udagmpy LYFTM0E5HECsTaL Neiai Print
aap sLLoamu Quesl Nrg aBgss Gameiamears.

Paper size

Copug slLmm i Bume GsuiwalesEs usssda (Paper)
swnexﬂmas‘rg, Gsfley Gsuiwers. @smag Gzl Geuiusm G
lé)\.;@&‘]gy;;m Scrollrfl])ar ® uwaiu®sseord. Standard Size @ gieri en
aper saflmarg QziflayOsw sTed, snL Go I & @i
e SDDLW 6T, G0 &6

Print Quality
180 DPI

300 DPI

gwmum sLLeeT apeotd M Print a(a gw, Text (WS &E sl L)
o oe g Graphics (uLw) @eargy e wullai ] i
wr) flwenivsd sems. ¢ potidmen (Denciy)

First paper number:

?Q' wmwmﬁ Gopulle Page guissglma BLEs Goa g
vpuy weopullmal Cuemusyd @ Aut . ‘ .
(1,2,3........ ) e qo 88 Guapiaug B g,
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twcet 97 @)

Margin ‘
srefai afleflllp @ Type Gawiws saiguw uGEulla 66 meviiuE s G0

@mLCw o e HIJH DS a@guplusp @ Margin aei D
sl Levenewl uwei UGS sislat Gorw.

Page Setup aaip geoew Menu @s Margins aeip &sLLMMTMW
Click Gsuwigred, gimenm Menu &Gy 2 6 amany o @mUTHamLE.

bae . iiina | hmdeironte | e |

Ta a2 fyer.
é; ﬁ ’ B Foed Pl ;
s §
g Mg
Bt Fooami
epeees e P :
T sy 5 gartionty E
e i

GupsapliulL geomen Menu @6,

Top a@iug srafla Coauss Margin aimallmars GULuBTGO.
o mwulls @ms @w Scroll bar @ Bua s wew, Margin
senalloa wrprl aowssnns. BCs8ute BLaUSS (Left) Margin,
aungus s (Right) Margin, £ ugg) (Bottom) opElweuy Plai Margin
smen wIHH LS HEOT.

Center on page @& Horizontally eeip sLLmmow 0sMey
Grud@rsre, Type Gsuig aflugmisei Text G L
Honé@ssl usssdlpe Center 946 BHs G0 .

@B6sGune Vertically aiaip sLLmmMMWS OaMeGeuigred sralp G
AlomLwras Center o8 Q@O . Vertically , Horizontally o &lw
@reami mLw Gsfey Geuigl@epared, Text So O USBHSH DG
Flanews @5 HTHa0, SlML W s Center g,&a BB . DABHN6UG
ua&&&;@aﬁ 05 Hulled auEmLd.
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Header and Footer

Header and footer aiai mred 61621 617

U USaE &M AgumLE & Burs eCrwrglflwrer Text @emen
pmaOwWE sLTaaL Ao aflurs smen Jgius swrses Gsmami(
ailauT® uBas Sl WTY ML L Wrwe BrsEwLY JmLLUsH G
Header and Footer @emen vweiu®Gs siale Corw. @mCas QUIPMEI &L Li(H LD
Page Number syang sranna gailleuTp LEsEBEHE G ogars 5e
Geed ug fpuidweurgw. Header and Footer g e Gawiwys Goueneseri
s emd Margin ugglulles (Top, Bottom) Gopaiu@Ll .

LIV |

View Menu @« Header and Footer agip gHmews &L LMW
Osrfley Qswisred £Peams Sub Tool bar Gaflw aumip.

Teltnst tuh: st e fest, e

wa vk S Hirk B8,

¢ o N nocaiti oot pemd
G fadiue :

B8 simem Menu e,

[ Lanen 1]

GopampliulL sl Leerewl Hybureld guBurg gm simewm Menu
Q@sflw au@w. B&gymam Menu e,

Frabateeter Sualatdi ol W M G
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Font euigeumm &enem, 676y en 6N wrP o QFwweT.

uE e Beas [sL Lo 2] ' .

Page Number aips 8L 5 auy Gouemi HBwm tgum(g.a; Cl.lrsor 8
Fnge # sliLeoa (2) @oa Click Gsuigned us&ES6M
ae0 eoreum i @ Page Number sreins @BLUuGw.

. . o . 3
ug snsalal sl [GH0sTMS [asLme.J . - '
Number of Page sigip sl Loaowu GuUe GuUHa (Pew u& &m & el &
@G5 0sTme ApMwuamL.

&5 [sLLeen 4] ' . o
gate aeip sLLMMMU QUEGUSH PO ue s safe &3
Oarlweam. . . .
(fsmsuﬂuﬂmi 2 LUBSHUULRBSE @Y S EI MmN JAYUUMLLTES
Qaneni§ essei Qaeflamo)

Cryw [sL Lewen 5] . . . o .
Time aa@ip sLLmamwu Bus Gupe (POW ua sm &6p G
CEIE Flmen oulpE BT .

File Name [sLl Lemen 6] S o .
File siqip sl Lmaow s Gugpe o ug ami sefled File Name
@emean Print Gauiwemis.

Work Sheet Name [sU Lenen 7] . . o .
Work Sheet Nameaiqip sl Lemmaw Gusd Gusal (pw U &m &6l &l

Sheet Name @& e Print Qauwiwems.

PS4}
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2]

Sheet

Gridlines

Gridlines agip &L Lenenenw Ga ey _u
Qeuiglem sre, Print Qsuiuw =~ vy

S gtn

srojeesLai Sheet o aramiufw =

Gridlines o 16 Print @@ QL.  eomrene

Black & White ,
Black & White aaip slimameowu 77 i

Aprfley Geuwiglpp e, Eporg M;'m

NS5 E 2 LuBss Type A

CeuiglBpB s Brayse o6 oTw Black&Whlte &4 & Print Q&lou
NCITILY

Row & Column Headings
Row & Column Headings aiqim &L Levsreniw Gsrley Qewiglmssre,
Row @angis Column @engt (B]uturrasm Print Qeuiwiul G eumis.

Page Order

(1) Down, then order
uLsgled arlLiul Lapsmmuled Coaloppe & Cpred waonug
Page Column @ & en Print Qsui g, deaiar @rew Lieg
Page Column @men Print Qeui .

(2) Qver, then down
wole wsorwg afesomw (Row) Print Qeuwigy Naieri
GraviLioug auflesullaman Print Geuiwus.

Page Setup asiowns Gauig wyspslgiani OK aaip sl Leammuw
s &Gouami Gio. o0 wg Keyboard @ed o6 on Enter Key @man
3WsHs Gousn {15,

Page Setup €g e auules oo Gw el ai Cancelsiqip sl Lmaow apm &,
168 Gew wBeemi Guo.
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Excel 97 @

Print

File @& o sisnaupenp alpuudgdng gou Lﬂrjgﬂ'a@uug,m@ W& 6Sled
o585 File @& aggman Page 2 eieng a@ug,smsm Page Brea.k
Preview eaaip sLLemaowl uwaiuGsg uriemeulle (Bfuscm@u’).
Bro  Page Break Preview eaaip &L Lametenwid . LﬂU(Bu_u.naﬂg,g,squm.
File @& o aien syeymei Pagel, Page2, Page3, ... aia paurg 56\.)
Border @omat gpu@Gssl snem s g, 3160 60 8 'u&&,m&,aﬂ.m
aflugm smen sifleugn @ Print Preview eiaip éBl;LGO)GﬂSG)‘lUU HyGurdlé s
Cauani G5. SiGurs @B siman Menu Gsflwe.

Next (sLLevst 1)

Next aaqip sU Lomowd dybursliuga waw BHE G0 u&asg,@an
oBss UEHHBNE GFaeemid.

Previous (&L Lemsn 2) o . o
Previous aaip sliomaowl dgCursliugs wew BHSGW
LUEES S (WO LEHHHDE GFNENTY.

Zoom (&L Lemen_3) . o .
o won Njtwrsls guwCury vésw FAfisTaaw, ‘u&,&?w @P@ps}lg,lu.)
UTimaLl UGS 8 @ OsMuw o e o @@&@m. l.DSD'O'I(BLD
assl Lomowuyl Qyurslsgw Gurg Actual Size (1:1) e Ggrflus
QUL .

Print (s Lenen_4) ' . ' . .
@8 &l Lemen Print Preview @ellmr g Print aaip sLL®Ms @
SImpHHF GFeuo.
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Setup (&L Lenen 5)

Cupuy sl Lemenenw Bws @ o gei : .
sai e Page Setup aai & e
Menu @p@ Qs evem. P s

Margins (sl Lemen_6)

Copuy sl Lmmow GusGausal el u&,asg;gl,m@ ami s Margin
Boselps aaiugmer utimaull Gs GsfNBs Qsra mams.

Normal View (asl_'Lénm 7)
Cupuy slLmamw GusGusa weow Quilsrs BmaEw usEss slal
smeflma apmvuTe Foas @ G Gauyans.

Close (sL Lenen_8)
CGup u &L L& an e w BQus gausal wew Print Preview
BLUYSE MESMET WY& HE Qarewih usss 80 @ (Sheet) Qe oeomis.

Help (&L Lenen 9)
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