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wms mdif,a § .Ks;h úIh i|yd fldgqrE,a fmd;a Ndú; lruq' th ;sria

fma<s yd isria ;Srej,ska iEÿKq fldgqj,ska ks¾udKh ù we;' fuu fldgq iys;

msgq lSmhla tl;= ù fldgqrE,a fmd; iE§ we;'

fï wdldrfha u wdlD;shlska bf,lafg%dksl me;=reïm; (Spreadsheet)

iukaú; h' tkï th ;sria fma<s (Rows) iy ;Sre (Columns) .Kkdjlska iukaú;

j.=jls' fuu fldgqj, Wi iy m<, wjYH mßÈ fjkia l< yels h'

fõ.fhka iy ksje/È j ixLHduh .Kkh lsÍï isÿ lsÍfï yelshdjlska

hq;a úúO me;=reïm;a fhÿï uDÿldx." bxðfkareuh" jHdmdßl iy úoHd;aul

.Kkh lsÍï i|yd nyq, f,i f,dalfha iEu rgl u mdfya Ndú;hg .kq ,efí'

  fuu mdvu yeoEÍfuka Tng"

Ø me;=reïm;a ms<sn| uQ,sl lreKq

Ø me;=reïm;a fhÿï uDÿldx. Ndú; jk wjia:d

Ø úúO me;=reïm;a fhÿï uDÿldx.

Ø me;=reïm;a fhÿï uDÿldx.j, uQ,sldx.

  ms<sn| j ukd wjfndaOhla ,nd .ekSug yels jkq we;'

7'1 ye¢kaùu
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me;=reïm;ays uQ,sl úfYaI;ajh jkafka tys we;=<;a j we;s tla ixLHdjla

fjkia l< úg ta yd ne÷Kq ish¨ ixLHd;aul w.hhka Bg idfmaCI j ilia jk

f,i wjYH ilia lsÍï l< yels ùuhs' tfyhska fuu uDÿldx. Ndú;fhka

,nd.kakd f;dr;=re ksje/È" úYajdikSh iy jD;a;Sh uÜgñka b;d by< uÜgul

mj;S'

   me;=reïm;a uDÿldx. Ndú; jk wjia:d

1' jHdmdßl lafIa;%fha § ks;r Ndú; jk     o;a; úYd, m%udKhla ixúOdkd;aul

j oelaúh yels h' tfia u"

ld¾hd,hSh .sKqï ;nd .ekSfï § o"

uQ,H jd¾;d ilia lsÍfï § o"

úhoï m%ldYkhla ms<sfh, lsÍfï § o"

úhoï úYaf,aIKh lsÍfï § o"

fmd,sh .Kkh lsÍï jeks lghq;=j, § o"

jegqma jd¾;d ilia lsÍïj, § o" me;=reïm;a uDÿldx. Ndú; fõ'

2' bxðfkare lafIa;%fha § úúO .Kkh lsÍï i|yd me;=reïm;a Ndú; jk w;r

WÞyrK f,i"

;r, mSvkh .Kkh lsÍu"

boslsÍï lghq;=j, .Kkh lsÍï i|yd Ndú; fõ'

3' úoHd;aul lafIa;%fha § .Kkh lsÍï m¾fhaIK o;a; úYaf,aIKh i|yd o

fhdÞ .efka'

4' .Dyia: lghq;=j, § úfYaIfhka u     .Dy‚hka úiska ffoksl wdodhï yd

úhoï ms<sn| jd¾;d ms<sfh, lsÍu jeks lghq;=j, § iy wdfhdack" m%;s,dN

ms<sn| j jd¾;d ;nd .ekSu i|yd o Ndú; fõ'

5' mdi,aj, isiqkaf.a m%.;s jd¾;d ilia lsÍfï § Ndú; fõ' isiqkaf.a ,l=Kq

we;=<;a fldg tAjd weiqßka wjYH mßÈ tl;=j" idudkHh" ;rdj jeks .Kkh

lsÍï o ,l=Kq wdY%fhka wjYH wdldrfha m%ia;dr ilia lsÍu o me;=reïm;a

Ndú;fhka myiqfjka lr.; yels h'

6' óg wu;r j ks;r isÿ jk fmdÿ .Kkh lsÍu i|yd o me;=reïm;a Ndú; fõ'
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 úúO me;=reïm;a fhÿï uDÿldx. (Spreadsheet application packages)

• Apple iud.fï VisiCalc (Visible Calculator)

• Lotus iud.fï Lotus 123

• Microsoft iud.fï Microsoft Excel

• újD; uDÿldx.hla f,i ie,flk Open office ys Calc

• GNOME desktop ys Gnumeric

fuu uDÿldx.j, úúO ixialrK fyda udÈ,s fyda we;'

my; i|yka me;=reïm;a fhÿï uDÿldx. oekg nyq, j Ndú;fha mj;S'

1. Open office uDÿldx. lÜg,fha wvx.= Calc

           rEmh 7'1 - 'Calc' uDÿldx.fhys ;sr msgm;
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2.  Microsoft Office  uDÿldx. lÜg,fha wvx.= Microsoft Excel

   Microsoft Office  uDÿldx. lÜg,fha wvx.= Microsoft Excel uqyqK;l úúO wx.

rEmh 7'2 - Microsoft Excel ys ;sr msgm;

rEmh 7'3 - Microsoft Excel me;=reïmf;ys uqyqK;l úúO wx.
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;Sre (Columns)

me;=reïm;l we;s isria ;Sre 'Columns' f,i ye¢kafõ' tl fm<g my<g

msysá fldaIj,ska (Cells) ;Srejla iukaú; fõ' tlatla ;Sre y÷kd .ekSug

A,B,C,……..AA,AB,……IV ;Sre kduhka ^Column headings& fok ,o w;r Microsoft

Excel 2003 ;Sre 256 lska iukaú; fõ'

fma<s (Rows)

me;=reïm;l we;s ;sria fma<s 'Rows' f,i y÷kajkq ,nhs' tajd tl fm<g

yryg msysá fldaIj,ska iukaú; fõ' fïjd y÷kd .ekSu i|yd wxl wkqms<sfj<g

fma<s wxl ^Row Numbers& fhdod we;' Microsoft Excel 2003 ys fma<s 1,2, 3… f,i

fma<s 65536 la we;'

úúO me;=reïm;a fhÿï uDÿldx.j,  we;s fma<s iy ;Sre m%udKh tlsfklg

fjkia h.

fldaI (Cell)

jevm;l (Worksheet) fma<shla iy ;Srejla fþokh ùfuka iEfok fldgqj

fldaIhla f,i y÷kajkq ,efí' fujeks fldaI iuQyhlska jevm;la ilia ù we;s

w;r fuu fldaIhkays o;a; ;ekam;a l< yels h'

ilS%h fldaIh  (Active cell)

hï fldaIhla f;dard .;a úg tu fldaIh jgd we;s Þrh ;o l`M meyefhka

±lafjk w;r th il%Sh fldaIh kñka yeÈkafõ'

fldaI ,smskh (Cell address)

me;=reïm;l fldaI úYd, ixLHdjla we;s ksid y÷kd .ekSfï myiqj

i|yd tajdg ,smskhka (Cell address) § we;'

fldaI ,smskh ,súfï § m<uq j th ;sfnk ;Srefõ ;Sre kduh (Column

heading) ,súh hq;= w;r fojkq j th ;sfnk fma<sfha fma<s wxlh (Row number)

o ,súh hq;= h' WÞyrKhla f,i D3 hkafkka y÷kd.kq ,nkafka D kï jQ ;Srej

iy 3 jk fma<sh fþokh jk ia:dkfha msysá fldaIh njhs'

^rEmh 7'4 n,kak&

Name Box

rEmh 7'4
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 mrdihl we;s fldaI (Cell Range)

A1 isg D7 olajd we;s fldaI mrdih A1:D7 f,i ,shd olajhs' ̂ rEmh 7'5 n,kak'&

                                   rEmh 7'5

   jevm; yd jev fmd; (Worksheet and Workbook)

fldaIj,ska ieÿK fma<s yd ;Sre iys; ;,h (Sheet) jevm;la (Worksheet)

f,i y÷kajkq ,nk w;r fujeks jevm;a lsysmhl tl;=jla jev fmd;la

(Workbook) f,i y÷kajkq ,efí' me;=reïm;a meflach wdrïNfha we;s jevm;aj,g

wu;r j ;j;a jevm;a jevfmd;g tl;= lr.; yels h' jevm;la i|yd wdrïNfha

§ idudkHfhka kula ,efnk w;r th Sheet1, Sheet2, Sheet3 f,i ±l .; yels

h' tfy;a Tnf.a wjYH;dj u; thg iqÿiq kula ,nd §fï yelshdj o we;'

• úúO me;=reïm;a fhÿï uDÿldx.     y÷kd .kak'

• Tn Ndú; lrk me;=reïm;a uDÿldx.h Ndú; lr

tys we;s uQ,sldx. y÷kd.kak'
mejreu 7'1

f;dard.;a fldaI

^ks,a meyefhka&
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    7'2   me;=reïm;lg o;a; we;=<;a lsÍu

    jevfmd; ;ekam;a lssÍu      (Saving the Workbook)

m<uq j Tn újD; lrk ,o jevfmd;g leu;s kula § th Tn leu;s

ia:dkhl ;ekam;a l< yels h'

WodyrK  (- Microsoft Excel iy Calc i|yd

File fukqfõ we;s Save la,sla lrkak  à  Tng ,efnk ixjdo fldgqfõ Save in

hgf;a Odjlh f;darkak à File name  hgf;a kula h;=re,shkh lrkakà

Save  la,sla lrkak

    jevm; ;=< ießieÍu

jevm; ;=< ilS%h fldaIh h;=re mqjrej wdOdrfhka .uka lrùug Ndú;

lrk h;=re my; j.=fõ olajd we;'

                                      j.=j 7'1

    o;a; we;=¿ lsÍu

me;=reïm;l ́ kE u fldaIhlg o;a; we;=¿ l< yels w;r tA i|yd uq,ska

u wjYH fldaIh f;dard.; hq;=hs' tA i|yd uQislh fyda B h;=re (Arrow keys)

Ndú; lr.ksñka wÞ< fldaIh f;dard .; yels h' bka miq wod< o;a; h;=re,shkh

lrkak'

;o l< hq;= h;=r$h;=re m%;sM,h

Arrow keys wod< osYdjg fldaIhl ÿrla .uka lrhs

Home A ;Srej fj;g .uka lrhs

Ctrl+Home A1 fldaIh fj;g .uka lrhs

Page Up jrlg tla msgqj ne.ska by<g .uka lrhs

Page Down jrlg tla msgqj ne.ska  my<g .uka lrhs
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    jevm;g we;=¿ lrk úúO o;a;  (Data Types)

1' f,an,  (Label) fyda mdG fyda mdG fyda mdG fyda mdG fyda mdG (Text)

jevm;g we;=¿ lrk my; wdldrfha o;a; f,an, fyda mdG f,i y÷kajhs'

tajd fldaIfha jïmig (Left align) nrj msysghs'

    WodyrK (- Mala, Sri Lanka, A 15

2' w.hhka  (Values)

b,lalïj,ska muKla iukaú; o;a; óg wh;a h' h;=re,shkh l< miq

fldaIfha ol=Kq mig nr j (Right align)msysghs'

WodyrK (- 10" 2500" 20'8

3' iólrK (Formulae)

o;a; .Kkh lsÍu i|yd ,shfjk iólrK óg we;=<;a fõ'

WodyrK (- =    8  +  5

=    A1  +  A2

fndfyda me;=reïm;a uDÿldx.j, § iólrK iudk ,l=K ^=& fhdod

wdrïN l< hq;= h'

msrjqï ye~,h (Fill handle)

  msrjqï ye~,h Ndú; lrñka

fldaIhl jQ o;a; msgm;a lsÍu l< yel'

rEmh 7'6 - msrjqï ye~,h Ndú;d lrk whqre

msrjqï ye~,h
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  msrjqï ye~,h Ndú; lrk whqre

fldaIhl ol=Kq my< fl<jrg uQisl ;=v f.k .sh úg § uQisl ;=v

meyeÈ,s (+) Ok i,l=Kla f,i Èiajk wjia:dfõ § uQislh wjYH ÈYdjg

weof.k hdfuka ^drag lsÍfuka& wÞ< fldaIfha jQ o;a; msgm;a l< yel'

WÞ -( lsis hï fldaIhl January f,i we;=<;a lr th msrjqï ye~,h Ndú;

lrñka b;sß fldaIj,g msgm;a lsÍfuka February, March, April f,i

udij, kï wÞ< fldaIj,g msgm;a jkq we;'

fuf,i i;sfha Èkhla Monday or Tuesday f,i we;=<;a lsÍfuka b;sß

i;sfha Èk o ,nd .; yel'

D1 fldaIfha = A1 + B1 + C1 f,i we;=<;a fldg we;s iQ;%hla b;du;a myiqfjka

msrjqï ye~,h Ndú;fhka fma,sh my<g msgm;a l< úg wÞ< iQ;%h hdj;ald, ù

D2 ys = A2 + B2 + C2 f,i o D3 ys = A3 + B3 + C3 f,i o ilia fõ'

    Èkh iy ld,h jevm;lg we;=¿ lsÍu

me;=reï m;a Ndú;fha § Èkh iy ld,h i,lkq ,nkafka w.hhka

jYfhks' me;=reï m;lg we;=<;a l< Èk úúO yeviùïj,g n÷ka l< yel'

Èkhla we;=<;a lsÍfï § Y; j¾Ih we;s j fyda ke;s j we;=<;a l< yel'

• udih$Èkh$j¾Ih

• j¾Ih$udih$Èkh

• udih - Èkh - j¾Ih

• j¾Ih - udih - Èkh      hk wdldrj,ska tlla Ndú; l< yels h'

� Èk we;=¿ lsÍu

WÞ -( 05$25$2010

2025$05$21

05-25-2010

2025-02-21

� fõ,dj we;=¿ lsÍu

meh ( úkdä ( ;;amr wdldrhg b,lalïj,ska we;=¿ lrkak' fuys §

fõ,dj we;=<;a l< hq;af;a meh 24 Trf,daiq uqyqKf;ys ±lafjk wdldrfhks'

meh 12 Trf,daiq uqyqKf;ys ±lafjk wdldrfhka fõ,dj we;=<;a lrkafka kï

fõ,djg miqj ysia;ekla ;nd PM hkak we;=<;a l< hq;= h'

Wod (- 8(25(40

8(25(40 PM
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01' my; i|yka wjia:djkays § h;=re mqjrefõ we;s h;=re ;o lsÍfuka

miq Cell Pointer jevm; ;=< .uka lrk ia:dk ksÍCIKh lr my;

j.=j mqrjkak'

02' my; o;a; tl fldaIhlg tl ne.ska we;=¿ lr fldaIh ;=< tajdfha

msysàu ksÍCIKh lrkak'

^w& Mala ^wd& 25 ^we& 5 + 15, 5 + 15 ^wE& 0.25

Sri Lanka 35.75 = 5 + 15 25

A 15 35% 250

Num - 1 $ 52 2500

25000

250000

^b& kj jev msgqjl osk lsysmhla yd fõ,djka lsysmhla kshñ; mßÈ

we;=¿ lr" tAjdfha úúO wdlD;s (Format)  ksÍCIKh lr tu jevm;

Format kñka kï lrkak'

(B) Tn Ndú; l< jev fmd; 'Exercises' kñka ;ekam;a lr .kak'

;o l< hq;= h;=re m%;sM,h

Ctrl+ Arrow key

Ctrl+End

Tab

Enter

Shift+Tab

Page Up

Page Down

Alt+Page Down

Alt+Page Up

Ctrl+Page Down

Ctrl+PageUp

  ls%hdldrlï

       7'1
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   7'3  ir, .Ks; l¾u Ndú;h

 me;=reïm;a Ndú;fha § nyq, j Ndú; jk .‚; l¾u lsysmhla my; oelafõ'

   wxl .‚;uh .‚; l¾u

                                          j.=j 7'2

    ixikaokd;aul .‚; l¾u

                                    j.=j 7'3

    .Ks; l¾uh woyi ksoiqk

 + tl;= lsÍu 5  + 3

 - wvq lsÍu 5 - 3

 * .=K lsÍu 5*3

 / fn§u 5/3

 % m%;sY;h 10%

 ^ n,h 2^5

 & mdG (text) wE`§u Kamal & Saman

   .Ks; l¾u            woyi ksoiqk

   = iudkhs A=B

   > úYd,hs A>B

   < l=vdhs A<B

   >= úYd,hs fydaa iudkhs A>=B

   <= l=vdhs fyda iudkhs A<=B

   <> iudk fkd fõ ^wiudkhs& A<>B
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iEu .‚; l%shdldrlula u 'Microsoft Excel' yd 'Open Office Calc' ys wdrïN

jkqfha '=' ,l=Klsks.

WodyrK (- = 5 + 3

= 2 ^ 5

by;ska i|yka lf<a fldaIhlg iQ;%hla iDcq j u ,ndfok wdldrh

ms<sn|jhs'

  jev msgqfjys we;s fldaI ,smsk wdY%fhka .‚;uh iQ;%hla f.dvke.Su

iEu fldaIhlg u thg u wkkH jQ ,smskhla we;s nj l,ska i|yka jQ

nj Tng u;l we;ehs is;uq'

WodyrKhla f,i 7'4 j.=fõ"  A2 fldaIfha we;s ixLHdj iy B1 fldaIfhys

we;s ixLHdj tl;= fldg C2 fldaIfhys igyka l< hq;= hhs is;uq'

• m<uq j C2 fldaIh f;darkak'

• bka miq j = A2
 
+ B1 h;=re,shkh lsÍfuka wk;=rej 'Enter' h;=r

Tnkak'

• iefKlska ms<s;=r C2 fldaIfhys Èiafjkq we;'

                                   j.=j 7'4

A2 iy B1 fldaIj, we;s ixLHd fjkia l< úg Bg wod< ms<s;=r C2

fldaIfhys igyka fjhs'

          A           B                  C

1    3

2    5         8

3
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Tn l,ska Ndú; l< 'Exercises' jevfmd;     kej;     újD; lr .kak'

my; olajd we;s jev msgqj iïmQ¾K lrkak' fuys m<uq ;Srej iy m<uq

fmA,sh, ;Sre YS¾Il iy fmA,s YS¾Il jk neúka tjd we;=,;a l< hq;= ke;'

• mEka ñ,g .ekSug jeh jQ uqo, wÞ< iólrKh F2 fldaIfha i|yka

lr msrjqï ye~,h Ndú;fhka b;sß NdKav i|yd o ñ, ,nd .kak'

• ñ, § .kakd iEu NdKavhlg u 1] l jÜgula fokq ,efí kï E

;Srej iïmQ¾K lrkAk'

• F ;Srej iïmQ¾K lsÍug wÞ< iQ;%h ,shd .Kkh lrkak'

• B yd C ;Srej, w.h fjkia lr D,E,F ;Srej, w.h fjkia ùu
ksÍËKh lrkak.

• tu jevm; 'Bill' kñka kï lrkak'

• Tn Ndú; l< 'Exercises' kï jQ jevfmd; ;ekam;a lr .kak'

ysia jevm;la f.k A5, A6, A7 iy A8 fldaIhka ys 3" 4" 6 iy 2 hk

w.hhka wkqms<sfj<ska we;=<;a lrkak'

  ls%hdldrlï

       7'2

  ls%hdldrlu

       7'3

    øjH                  tll ñ,    m%udKh    uqo,        jÜgu 1]      f.úh hq;=

                      ^re'&               uqo,

mEka                 10         8

mekai,a              5          6

CR fmd;a    7          3

;ksrE,a fmd;a    4          8

1

2

3

4

5

6

A                      B             C            D               E                   F
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my; i|yka iólrK i|yd ,efnk w.hhka ixikaokh lrkak'

.Kkh lsÍfï § .‚;uh l¾u wkq.ukh lrk ms<sfj< y`ÿkd .kak'

^fï i|yd B ;Srej Ndú;d lrkak'&

(i) = A5 * A6 +A7

(ii) = A7 + A5 * A6

(iii) = A5 * A6 / A7 *A8

(iv) = A5 * A6 / (A7 * A8)

(v) = A5 * A6 ^ 2

(vi) = A5 +A6 / 2

(vii) = (A5 + A6) / 2

7'4  .Kkh lsÍu i|yd Y%s; Ndú;h

lsishï ksYaÑ; ld¾hhla isÿlr .ekSu i|yd ilia fldg we;s iólrKhla

Y%s;hla (Functions tlla) f,iska ye¢kafõ' Y%s;hlg (Functions tllg) wjYH

mßÈ o;a;$w.h tlla fyda lsysmhla fyda ,nd Èh yels w;r wÞ< ld¾hh wjidkfha

thska o;a;$w.h tlla msg;g ,nd §u isÿ fjhs' [A function is a predefined

equation that operates on one or more data/values and returns a single data/value.]

me;=reïm;a uDÿldx.j, § Ndú;fha myiqj ;ld Y%s; ldKav.; lsÍu

lrkq ,nhs' tu ldKav .‚;uh" uQ,Huh" bxðfkare wdoS jYfhka fõ'

   Y%s;hka Ndú; lrk whqre

fldaIhlg Y%s;hla tla lsÍu -(

  WodyrK (- Excel iy Calc i|yd

• Y%s;h we;=<;a l< hq;= fldaIh f;darkak'

• th ;=< iudk ,l=K we;=<;a lrkak'

• Y%s;fha ku i|yka lrkak'

• jryklska wdrïN lrkak'

• Y%s;hg wh;a wx. (Arguments) olajkak'

• jryka jykak'
• Y%s;h we;=<;a lsÍu wjika lsÍu i|yd Enter fnd;a;u ;o lrkak'

WÞ (-
tl;=j i|yd = SUM ()

idudkH i|yd   = AVERAGE ()

WÞ (-
tl;=j ,nd .ekSfï§ wÞ<
o;a; iSudj ,nd§u
= SUM (F2 : F5)
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    Insert function úYdro myiqlu Ndú; lsÍfuka Y%s; we;=<;a lsÍu'

Insert fukq whs;ufha

Insert function wjia:dj f;dard.;a

úg 7'7 rEmfha we;s ixjdo

fldgqj ±l.; yels fõ' thska

wjYH Y%s;hla f;dard.;a úg th

fhfok wdldrh iy thg wÞ<

úia;r tu ixjdo fldgqfõ

my<ska Èiajkq we;'

7'2 ls%hdldrlfï F6 fldaIhg f.úh hq;= uqof,a tl;=j ,nd .kak'

 ldrl Í;sh (Syntax) fh§u

     Sum        Sum (range) fldaI mrdihl we;s ixLHdjkaf.a

tl;=j ,ndfohs'

     Average        Average (range) fldaI mrdihl we;s ixLHdjkaf.a

idudkHh ,ndfohs'

    Max        Max (range) ixLHd .Kkdjlska Wmßuh ,ndfohs'

    Min        Min (range) ixLHd .Kkdjlska wjuh ,ndfohs'

   Count        Count(range) o;a; mrdihl ixLHd;aul o;a;

we;s fldaI .Kk ,ndfohs'

   Round        Round wjYH oYu ia:dk .Kklg

      (number,num_digits) ixLHdjl w.h ,ndfohs'

  rEmh 7'7 - Ys%; ixjdo fldgqj

Y%s;h

 j.=j 7'5

  ls%hdldrlï

       7'4

   nyq, j Ndú;d jk Y%s; lsysmhla
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  ls%hdldrlï

       7'5

If  Y%s;h

fuu Y%s;h ,shk whqre my; ±lafõ'

=If(logical_test,[value_if_true],[value_if_false])

fuys § lsishï fldkafoaishla imqrd we;akï i;H w.h o tfia ke;skï wi;H

w.h o igyka fõ'

WodyrK (-

A1 fldaIfha we;s w.h 100 g jeä kï B1 fldaIfha  Big  hkqfjka o"  100g iudk

fyda wvq kï Small hkqfjka o igyka úh hq;= hehs is;uq'

= IF (A1 >100 , “Big” , “Small”) hk .%s;h 'B1' ys i|yka l< úg 'Small'

hk jpkh 'B1' ys igyka fõ'

• Tn Ndú; l< 'Exercises' kï jQ jevfmd; kej; újD; lr .kak'

• kj jev msgqjla TfÄ jev fmd;g tla lr my; olajd we;s Wmfoia

Ndú; lr jevm; iïmQ¾K lrkak'

 • E ;Srefõ tlatla YsIHhd ,nd .;a uq¿ ,l=Kq ixLHdj Y%s; Ndú;fhka .Kkh
lrkak'

 • F ;Srefõ tlatla YsIHhd ,nd .;a ,l=Kqj, idudkH Y%s; Ndú;fhka .Kkh
lrkak'

 • ,l=Kqj, idudkHh 40g iudk fyda jeä kï “iu;a” hkak o idudkHh
40g wvq kï “wiu;a”hkako G ;Srejg Y%s; Ndú;fhka ,nd.kak'

 • 6 jk fma<sfha tla tla úIhhg isiqka úiska ,nd.;a Wmßu ,l=K Y%s;
Ndú;fhka ,shd olajkak'

   A     B

  1    90

    A     B    C     D     E      F         G

1 ku .Ks;h bx.S%is úoHdj tl;=j  idudkHh iu;a$wiu;a

2 ud,d   70   30   40

3 idud   40   20   10

4 md,   80   70   80

5 lu,d   30   25   15

6 Wmßu

7 wju
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 • 7 jk fma<sfha tla tla úIhhg isiqka úiska ,nd.;a wju ,l=K Y%s;
Ndú;fhka ,shd olajkak'

 • tu jevm; 'Mark_Sheet' kñka kï lrkak'

 • Tn Ndú; l< jevfmd; ;ekam;a (Save) lr .kak'

     7'5  jevm;la wjYH mßÈ ilia lr.ekSu

    jev msgqjlg ;Sre" fma<s yd jevfmd;lg jevm;a tla lsÍu

hï j.=jla fyda hï o;a; ;ekam;=jla f.dvkexùfï § mj;sk ;Sre iy

fma<sj,g wu;r j w;rueÈka kj ;Sre iy fma<s tlalr .ekSug isÿ fõ'

           j.=j 7'6

jevm;l ;Srej, m<, iy fma<sj, Wi wjYH mßÈ wvq fyda jeä fyda l<

yels h'

• wjYH mßÈ jevm;aj, fmkqu fjkia lr.; yels h'

         fï i|yd"

• wl=rej, yevh (Font)

• wl=rej, m%udKh (Font size)

• wl=re ;o meye lsÍu (Bold)

• wl=re we, lsÍu (Italic)

• wl=rej, meyeh (Font colour)  fjkia lsÍfuka isÿ l< yels h.

tla lsÍu úOdkh (Microsoft Excel)      ls%hdj

   ;Sre Insert  à Column  i,l=Kq l< ia:dkhg jï miska

 kj ;Srejla tlafõ

  fma<s Insert  à Row  i,l=Kq l< ia:dkhg by<ska kj

 fma<shla tlafõ

 jevm;a Insert  à Worksheet  i,l=Kq l< jevm;g bosßfhka

 kj jevm;la tlafõ

  jevm;l fmkqu fjkia lsÍu
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WodyrK (- 'MS Excel' iy 'Calc' ys § fjkia l< hq;= fldaIh f;dard"

Format   à Cells  à Font

hgf;a wod< fjkia lsÍu isÿ lrkak'

    fldaIhl wvx.= o;a;j, fm<.eiaùu fjkia lsÍu

o;a; fm<.eiaùu ^Align&

jevm;lg o;a;hla we;=<;a l< úg th iajhxl%Sh j fldaIfha jïmig

fyda ol=Kq mig nr j fm<.eiaùu isÿ fõ' tfia jqj o fldaIfhys o;a;j, isria

yd ;sria fm<.eiau Tng fjkia l< yels h'

WodyrKhla f,i MS Excel  ys wjYH fldgqj fyda fldgq fm< f;darkak'

bka miq my; wdldrhg úOdkhka f;dard.kak'

 Format   à   Cells à Font  à Alignment

ixjdo fldgqfjka úl,am .Kkdjla ,efí'

Horizontal - fldaIfha jug" ueog iy ol=Kq mig wCIr fyda wxl fm<.eiaùu
i|yd Ndú; fõ' óg wu;r j ;j;a fm<.eiaùï we;'

Vertical - fldaIfha wCIr fyda wxl isria f,i ueog yd my<g fm<.eiaùu
i|yd o Ndú; fõ'

Orientation - wCIr fyda wxl msysgk wdldrh lsishï fldaKhlg wkqj wdk;sh
ilia l< yels h'

Wrap text - we;=<;a lrk ,o mdGhla wÞ< fldaIfha m<,g jvd jeä jQ úg
   jeä fldgi tu fldaIfha u fma<s lsysmhl msysgk mßÈ ilia
   lsÍug fuu úl,amh Ndú; fõ'

Shrink to fit - we;=<;a lrk ,o mdGhla wÞ< fldaIfha m<,g jvd jeä jQ úg
th wÞ, fldaIfha m<,g iß,k mßÈ ilia lsÍug Ndú; fõ'

Merge cells - tl <Õ msysá fldgq lsysmhla tAldnoaO lr ;ks fldgqjla njg

m;a lsÍug Ndú; fõ'

Tng wjYH úl,amhka f;dard wjika jQ miq j 'OK' fnd;a;u Click lsÍu

fyda 'Enter' h;=r ;o lsÍu u.ska ld¾hh wjika jkq we;'

túg Tn ,nd ÿka úl,amh wkqj Tnf.a o;a;hka ilia fõ'

fldaIhl § we;s w.hhka uqo,a ,l=K (Currency symbol& iu. Èiaùug

Format àCell à Number àCurrency  Ndú; l< hq;= h'
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  ixLHdjkays oYuia:dk ixLHdj ;SrKh lsÍu'

me;=reïm;l Ndú; jk ixLHdj,g oYu ia:dk .Kk wjYH mßÈ fjkia

l< yels h'

WodyrK (- Format  à  Cells à    Number à    Number  u.ska ixLHdjl

oYu ia:dk .Kk wjYH mßÈ wvq jeä l< yels h'

± Tn Ndú; l< jevfmd;     újD; lr .kak'

± Mark_Sheet jev msgqj újD; lr  my; i|yka l%shdjka lsÍfuka tys

fmkqu fjkia lrkak'

• A ;Srefjys iy 1 jk fma<sfhys wl=re j¾.h (Font), wlaIrfha m%udKh

(Font size) iy wlaIrfhys j¾Kh (Font colour) fjkia lrkak'

• wl=re ;o meye lr (Bold) we, lrkak (Italic)'

• fldaIj, we;s ish¨ u wl=re fldaIfha ueog (Center) fm< .iajkak'

• ,l=Kqj, idudkH oYu ia:dk follg iSud lrkak'

• 1 jk fma<shg by<ska w¨;a fma<shla we;=¿ lr A1 isg G1 olajd jQ

fldaI tAldnoaO lr tu fldaI mrdih ;ks fldaIhla njg m;alrkak'

• tu fldaIh ;=< ud;Dldj f,i z,l=Kq ,ehsia;=jZ igyka lr th

fldaIfha ueog fm<.iajkak'

± Tn Ndú; l< jevfmd;     ;ekam;a lr .kak'

  ls%hdldrlï

       7'6
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   7'6  ksrfmaCI yd idfmaCI fldaI ,smsk y÷kd .ekSu

fldaIhl ,smskh th msysgd we;s ;Srefõ wl=r iy fma<sfhys wxlfhka

iukaú; fõ'

WodyrK (-

  by; olajd we;s ñ, o¾Ykh ms<sfh, lsÍfï §" C2 ys ,shk ,o

iQ;%h  '= A2 * B2' fõ' fuu iQ;%h C ;Srej Èf.a my<g msgm;a l< úg th 3 jk

fma<sfha § '=A3 *  B3' f,i;a 4 jk fma<sfha § '=A4 * B4' f,i;a igykaa fõ'

C2 ys msysá iQ;%h C3 g yd C4 g msgm;a lsÍfï § tys jQ fldaI ,smsk

fjkia jkafka tu fldaI ,smsk olajd we;af;a idfmalaI fldaI ,smsk (Relative

cell address) wdldrfhka jk neúks'

by; ñ, o¾Ykh ksje/È j msrùug kï"

C3 ys iólrKh = A3 * B2 f,i o

C4 ys iólrKh = A4 * B2  f,i o ±laúh hq;= h'

tkï by; fldaI ,smskfha B fma<sfha wxlh ksh; úh hq;=hs' tu fldgi

ksh; lsÍu i|yd ta bÈßfhka $ ,l=K fhÈh hq;= fõ' túg  'B$2' fldaI ,smskh

fma<s     ksrfmaCI fldaI ,smskhla (Absolute Row cell address) njg m;afõ'

       túg C2 ys iólrKh = A2 * B$2  wdldrh fõ'

$B2 jeks fldaI ,smsk ;Sre ksrfmalaI fldaI ,smskhka (Column absolute cell

address) f,i;a $B$2 jeks fldaI ,smsk ;Sre iy fma<s ksrfmalaI fldaI ,smskhka

(Row and column absolute cell address) f,i;a y÷kajkq ,nhs'  ($B2 iy B$2 jeks

fldaI ,smskhka ñY% fldaI ,smsk (Mixed cell address) f,i;a  MS Excel  ys y`ÿkajkq

,nhs')

       A         B     C

1 fmd;a .Kk     fmd;l ñ, ^re&  uq¿ uqo,

2       1    12'00 = A2 * B2

3       2

4       4

 j.=j 7'7
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• Tn Ndú; l< jevfmd;     újD; lr .kak'

• kj jev msgqjla Tfí jev fmd;g tla lr Tn Ndú; lrk me;=reïm;a

uDÿldx.h Ndú;fhka B3 fldaIhg iqÿiq iólrKh ,shd  C3:D3

mrdihg msgm;a lr my; olajd we;s jevm; iïmQ¾K lrkak'

• $B2, B$2 iy $B$2 ksrfmaCI fldaI ,smskhka w;r fjki

y÷kd.kak'

• Tn Ndú; l< jevfmd; ;ekam;a lr .kak'

• Format à Cell à    Number  à Custom   Ndú; lr #,#00.00;

[RED]   (#,#00.00); "NIL" hkak h;=re,shkh lr" f;dard.;a fldaIfha

Ok ixLHdjla" RK ixLHdjla fyda ìxÿj we;=¿ l< úg l=ula

isÿjkafka ±hs mÍlaId lr n,kak'

  ls%hdldrlï

       7'7

A                      B  C D

   1 fmd;a .Kk     1     2     4

   2 fmd;l ñ, ^re&    12'''''00

   3 uq¿ uqo,

   7'7   m%ia;dr we;=¿ lsÍu

hï f;dr;=rla m%ia;dr wdldrfhka oelaùfï § tu f;dr;=re myiqfjka

iy blaukska .%yKh lr.; yels h' jpkfhka úia;r lsÍug wmyiq iy ixlS¾K

f;dr;=re bÈßm;a lsÍfï § m%ia;dr Ndú; lrkq ,efí'
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 m%ia;drhla we£fï § ie<ls,su;a úh hq;= lreKq

01' m%ia;drfhys wka;¾.; úh hq;= o;a; jevmf;ys h;=re,shkh lr .; hq;=

h'

02' ;Sr ud;Dld we;=<;a jk mßÈ o;a; mrdih f;dard .; hq;= h'

03' bka miq iqÿiq m%ia;dr j¾.h f;dard .ekSu l< hq;= h'

04' m%ia;drhg iqÿiq ud;Dldjla o ;sria iy isria wlaI i|yd iqÿiq kduhka o

leu;s kï úúO j¾K o fhdÞ ilia lr.; hq;= h'

05' wjidkfha § wjYH kï m%ia;drhg o;a; f,an, (data labels) iy ixfla;

újrK (legend) fhdod iqÿiq ia:dkhl ia:dk.; lrkak'

WodyrK  (- m%ia;drhla ilia lsÍfï § MS Excel iy Calc ys § wkq.ukh lrkq

,nk mshjr my; oelafõ'

• m<uq j o;a; mrdih f;dard .kak'

• Insert fukqfõ Chart hk wjia:d f;darkak'

Insert  à Chart

• Ndú; lsÍug woyia lrk m%ia;dr j¾.h f;dard 'Next' fnd;a;u

u; la,sla lrkak'

• ;j ÿrg;a m%ia;drh ieliSfï wjia:d .Kkdjla imhd we;s w;r

;u wNsu;h mßÈ tajd ;=< ieliSï isÿ fldg 'Next' fnd;a;u ;o

lrkak'

• wjidkfha § j.=j ia:dk.; l< hq;= ia:dkh ^tu jevmf;a u

fyda kj jevm;l Èiaùu& ;SrKh fldg 'Finish' fnd;a;u ;o

lrkak'

• m%ia;drh ks¾udKh l< miq o wjYH fldgia f;dard tajd i|yd

úúO fjkialï isÿl< yels h'
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m%ia;drhla ks¾udKh lsÍu i|yd ilia lrk ,o wdo¾Y jevm;la my; ±lafõ'

                                     j.=j 7'8

by; j.=j weiqßka w¢k ,o wdo¾Y m%ia;drh my; oelafõ'

                                     rEmh 7'8

     wmkhk wdodhu

j¾Ih f;a fmd,a rn¾

2000 51042 12504 2175

2001 59327 10683 2115

2002 61188 12460 2515

2003 63064 13731 3705

2004 70895 17314 5137

2005 77327 17525 4684

2006 86337 19661 9341

ud;Dldj

  (Title)

igyka m%foaYh

(Chart Area)

X wlaIh - (X Axis)

Y wlaIh

(Y Axis)

,l=Kq lrk

m%foaYh (Plot Area)

 cd, f¾Ld

  (Grid Lines)

wmkhk wdÞhu

j¾Ih

w
dÞ
h
u

rn¾

fmd,a

f;a

ixfla; újrK

(Legend)
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•  m%ia;drhg ud;Dld (Title) fh§u

m%ia;drhg iqÿiq ud;Dldjla fhÈh hq;= w;r  'X' wlaIh iy 'Y' wlaIh

ksje/È j kï l< hq;= h' tu.ska m%ia;drfha .=Kd;aul w.h by< uÜgul

mj;ajd .; yels h'

•  cd, f¾Ld (Grid lines) fh§u'

m%ia;drh lshùu iy jgyd .ekSfï myiqj msKsi 'X' iy 'Y' wlaIj,g

iudka;rj w¢kq ,nk f¾Ld cd, f¾Ld f,i y÷kajkq ,efí' wjYH wjia:dj,

§ fuu cd, f¾Ld bj;a lsÍfï yelshdj o we;'

•  ixfla; újrK u.ska (Legends) fh§u

ixfla; újrK u.ska o;a; whs;uhka ksrEmkh flfrhs' fuh

m%ia;drfha .=Kd;aulNdjh by< ;,hl mj;ajd .ekSu i|yd bjy,a fõ'

•  o;a; f,an, (Data labels) fh§u

  m%ia;drh we£fï § Ndú; lrk ,o w.h m%ia;drfha wÞ< ia:dkj,

igyka lsÍu i|yd o;a; f,an, Ndú; flf¾'

• Tn Ndú; l< jevfmd;     újD; lr .kak'

• 'Mark_Sheet' jevmsgqj újD; lr  w¢k ,o j.=fjys tlatla YsIHhska

,nd.;a ,l=Kq i|yd ;Sr m%ia;drhla (Column chart) w¢kak'

o  m%ia;drhg iqÿiq ud;Dldjla § 'X' iy 'Y' wCI kï lrkak'

o  m%ia;drh i|yd iqÿiq ud;Dldjla fhdokak'

o  iqÿiq j¾K iy ksis wl=re m%udK f;dard .kak'

• tla isiqjl= úúO úIhhka i|yd ,nd.;a ,l=Kq i|yd jg m%ia;drhla

(Pie chart) ks¾udKh lrkak'

o tu m%ia;drhg iqÿiq ud;Dldjla fhdokak'

o o;a; f,an, tla lrkak'

o iqÿiq j¾K iy ksis wl=re m%udK f;dard .kak'

  ls%hdldrlï

       7'8
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   7'8  jevm;la uqøKh lsÍfï § ie,lsh hq;= lreKq

1' uqøK lvÞisfha m%udKh f;dard .ekSu

• nyq,j Ndú; jk fld<fha m%udKh  'A4'  fõ'  th 297mm x  210mm

m%udKh hs'

• óg wu;r j ì%;dkH iïu;hg wkqj ilia lrk ,o Letter 8 1/2" x 11"

lvÞish o Ndú; fõ'

• uqøK ÈYdj ^ÈYdk;sh& f;dard .kak'

o ;sria w;g (Landscape)    o isria w;g (Portrait)

2'  msgq udhsï ilia lsÍu (Page Margins)

• Top, Left, Right, Bottom wd§ jYfhka

• YS¾Ilh (Header) yd mdolh (Footer)

iEu msgqjl u by<ska fyda my<ska tl u ud;Dldjla fh§ug fyda msgq

wxl fh§ug we;s úg tajd YS¾Ilh fyda mdolh hgf;a igyka l< hq;= h'

3' uqøKh lsÍug fmr uqøKh jk wdldrh ^uqøK fmr±l=u - Print Preview&

;srfha o¾Ykh lsÍfuka jevm; uqøKh jk wdldrh wmg wjYH wdldrfhka

isÿ jkafka ±hs ;yjqre lr.; yels h'

4' jevmf;a we;s

• ;sria bß yd isria bß (grid lines) uqøKh lr.ekSug wjYH kï th my;

olajd we;s mßÈ ilia lr uqøKh lr.; yels h'

^Wod  (-   MS Excel ys § file fukqfjka Page setup hk wjia:dj f;dard

tys jQ má;sj,ska Sheet hk má;s f;dard tys we;s Grid lines hkak ilS%h

lsÍu i|yd tA u; √  ,l=K fhdokak'&

• fma<sj, wxl yd ;Srej, wl=re o wjYH kï uqøKh l< yels h'

^Wod  (-   MS Excel ys § file fukqfjka Page setup hk wjia:dj f;dard

tys jQ má;sj,ska Sheet hk má;s f;dard tys we;s Row and column

heading hkak ilS%h lsÍu i|yd tA u; √  ,l=K fhdokak'&
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5' uqøKh lsÍug wjYH msgq .Kk fyda msgq mrdih fyda msgq wxl fyda i|yka

lr wjYH msgq uqøKh lr.; yels h'

6' tfia u jevm;l wjYH fldgi muKla f;dard uqøKh lr.; yels h'

• Tn Ndú; l< jevfmd; újD; lr .kak'

• Tng wjYH jev msgq lSmhla uqøKh lrkak'

• Mark_Sheet f,i kï lr  we;s jev msgqjg cd, f¾Ld" fma<s iy

;Sr YS¾I fhdod uqøKh lrkak'

• Tn úiska w¢k ,o m%ia;drhla uqøKh lrkak'

  ls%hdldrlï

       7'9


