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Module 03  

Prepare spreadsheets (spreadsheets ieliSu) 

 

Aim:  

fuu mdvu uÕska Tng Microsoft Excel 2007 Ndú;fhka spreadsheets tlla ilia lrk 
wdldrh ms<sn|j wjfndaOhla ,nd §ug wfmalaId flf¾' 

 

Objectives:  

fuu mdvu wOHhkfhka miqj Tng my; yelshdjka ,nd §ug wfmalaId flf¾ 

 Microsoft Excel 2007 iuÕska lghq;= lrk wdldrh ms<sn|j uQ,sl oekSula ,nd .ekSu 

 Format work sheet (work sheet tlla format lsÍu) 

 Apply built-in functions  and formulas (Function iy formulas iu.ska lghq;= lsÍu) 

 Fill ,Sort  and Filter data (o;a; wjYH mßÈ Fill lsÍu,Sort lsÍu yd  Filter lsÍu) 

 Prepare  graphs and charts (graphs and charts wjYH mßÈ ieliSu) 

 Use data tools (data tool wjYH mßÈ Ndú; lsÍu) 

 Create a pivot table (Pivot table tlla wjYH mßÈ ilia lsÍu) 

 Develop and  customize  worksheet (Work sheet tlla wjYH mßÈ ieliSu iy fjkia 

lsÍu)  

 Set page properties and print a spread sheet(spread sheet tl wjYH mßÈ print lsÍu )  

     

3.1 yeÈkaùu 

Microsoft Excel hkq spread sheet ieliSu ioyd f,dj nyq,ju Ndú; lrk ckm%sh uDÿldx.hls' 

spread sheet tla jYfhka yÿkajkq ,nkafka o;a; j.=jl wdldrhg ksrEmkh lr we;s 

m;s%ldjls' Excel j, b;d jeo.;a myiqlï lsysmhla mj;S tajd kï" calculation, graphing tools, 

pivot tables and a macro wdÈhhs. Tng myqiqfjka  wjYH lghq;= lr .ekSu ioyd Excel j, 

oyilg wêl úodk ixLHdjla mj;S' Tng Microsoft Excel Ndú; lsÍu weröu i|yd my; 
mshjr wkq.ukh l< yelsh'  

Click Start -> All Programs -> Microsoft Office -> Microsoft Office Excel 2007 

túg Microsoft Excel ys User Interface (GUI) tl ,efí' ±ka wm m<uqj tu User Interface tl 
yÿkd .ksuq' 3-1 rEmfhys Microsoft Excel ys Interface tl ±lafõ' tys ioyka m%Odk fldgia 3-1 
j.=fjys olajd we;'  
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Table 3-1: Excel User Interface 

 
wxlh ku 
1 Office button  

2 Quick Access tool bar 

3 Work sheet title  

4 Ribbon  

5 Control keys (Close | resize | Minimize ) 

6 Name box 

7 A cell 

8 Work sheet 

9 Formula bar 

10 Scroll bars  
 

Table 3-2: Excel 2007 user interface tflys m%Odk fldgia 

 

±ka wm Excel Ndú; lsrSu i|yd wjYH o;a; we;=,;a lrkafka flfia±hs fidhd n,uq' 

01 
02 03 

05 04 

07 
10 08 

09 

06 
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3.2 Data we;=,;a lsrSu 

Excel Document tll sheet lsysmhla we;' wm o;a; we;=,;a lrkq ,nkafka sheet tllgh' 

sheet tlla ;=< cells we;' Cell tlla kï lsÍfï§ m<uqj column tfla kuo fojkqj Row 

tflys wxlho tl;=j kdu lrKh ilid we;' fï wkqj m<uq Cell tflys ku A1 fõ' tfiau 

wmg Cell lsysmhlao tlajr f;aßh yelsh túg th Cell Range tlla f,i yÿkajkq ,efí' Cell 

Range tlla yeÈkAùug Cell 2 la Ndú; lrhs' tajd (:) ,l=Kska fjka lrkq ,efí'  

 

wm o;a; we;=,;a lrkq ,nkafka fuu Cell j,gh' wmg fl,skau h;=re mqjrej Ndú;fhka o;a; 
we;=,;a lr yels w;r o;a; iajxlS%hj we;=,;a l< yels l%u lsysmhlao mj;S' WodyrKhla f,i 
Tng 1 isg 100 olajd ixLHd 100 la my<g we;=,;a l, hq;= hehs is;kak Excel j, tu o;a; 
iajxlS%hj we;=,;a lr .ekSu ioyd l%u lsysmhla we;' ±ka wm tajd fláfhka i<ld n,uq'  
my; 1-2 j.=fõ tfia Ndú; l< yels l%u olajd we;'  

 
Method Action 

AutoFill fuys§ m<uq w.hka fyda o;a;h we;=,;a l< úg iajxlS%hj fmkajk w.hka 
Ndú; lrhs' (enter the first value in a recognized series and use the fill 

handle to extend the series) 

FillSeries fuys§ m<uq w.hka 2 we;=,;a lr th Ndú;fhka b;sßjd mqrjkq ,efí' 
Enter the first two values in a series and use the fill handle to extend the 

series. 

AutoComplete fuys§ isÿjkafka o;a;hl wl=re lsysmhla we;=,;a lrk úg thg iudk 
fjk;a o;a;hla fmr we;=,;a lr we;akï tajd fl,skau Ndú; l< yelsh' 
Type the first few letters in a cell, and if a similar value exists in the same 

column, Excel 2007 suggests the existing value. 

Pick from Drop-

down List 
fï ioyd m<uqj cell tl Right-click lrkak' ,efnk shortcut menu tflka 
Pick From Drop-down List tl f;dard .kak' túg tu cell column tflys 
we;s w.hjka fmkajhs thska Tng leu;s w.h f;dard .; yelsh'  

 

Table 3-3: o;a; we;=,;a lsÍfï l%u 

 
wNHdih 01 

my; j.=fõ ioyka o;a; Excel Sheet tll we;=,;a lrkak fï ioyd Tn Fill Series 

myiqlu No iy Index No ;Sre msrùu i|yd Ndú; lrkak'  
 

A1 

C2:F5 
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No Index No Physics Mathematics Chemistry 

1 DP-2010-001 34 43 55 

2 DP-2010-002 56 56 75 

3 DP-2010-003 78 77 88 

4 DP-2010-004 90 53 80 

5 DP-2010-005 45 87 35 

6 DP-2010-006 67 35 63 

7 DP-2010-007 32 76 69 

8 DP-2010-008 56 87 40 

9 DP-2010-009 12 37 56 

10 DP-2010-010 89 75 58 

11 DP-2010-011 45 89 27 

12 DP-2010-012 76 30 69 

13 DP-2010-013 34 90 43 

14 DP-2010-014 98 36 67 

15 DP-2010-015 28 78 83 

16 DP-2010-016 67 48 79 

17 DP-2010-017 89 72 34 

18 DP-2010-018 84 76 56 

19 DP-2010-019 56 50 72 

20 DP-2010-020 78 39 56 

Table 3-4: wNHdih 01 i|yd wjYH o;a; 

±ka wm ilia lek ,o Excel Sheet tlla wjYH mßÈ format lrk wdldrh ms<sn|j i<ld n,uq'   

 

3.3 Cell formatting ^Cell format lsÍu& 

fï ioyd wm m<uqj Cell tlla format lrk wdlr ms<snoj i<ld n,uq ta ioyd my; mshjr 
wkq.ukh lrkak' 

1. Format lsÍug wjYH cell tl Select lr.kak 

2. ±ka Mouse tl  Right click lrkak ,efnk menu tflys format cell Select lrkak 

3. formatting window tl ,efí' th Ndú;fhka wjYH format lsÍu isÿ lrkak 
 

fuu Format Window tl Ndú;fhka Tng ixLHd wjYH mßÈ format lr .; yelsh tfiau cell 
tl ;=< o;a;h wjYH mßÈ Align lr .; yelsh'  

±ka wm Number tlla format lrk wdldrh i<ld n,uq' WodyrKhla f,ig ixLHdjla Tng 
oYu ia:dk 2 lg ilia l< hq;= hehs is;kak' ta ioyd my; mshjrj,a wkq.ukh lrkak 

m<uqj formatting window tflys Number Tab tl fj;g hkak tys Category tl number f,i 
f;dard oYuia:dk .Kk 2 f,i ilikak 3-2 rEmh n,kak 
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Table 3-5Format Cells window 

 

±ka wm Cell tlla Align lrk wdldrh i<ld n,uq fï ioyd Tn Alignment tab tl fj; 
hkak th Ndú;fhka Text tl wjYH mßÈ ilia lr .; yelsh 3-3 rEmh n,kak WodyrKhla 
f,i Tng wl=re jk yevh fjkia lsrSug wjYH kï Tn l, hq;af;a Orientation fj; f.dia 
wl=re j, fldaKh wjYH f,ig fjkia lsÍuhs'  

 

         
 

Table 3-6 Aligning a cell text 

 

formatting window tl Ndú; lr Tng wjYH mßÈ Cell tflys we;s wl=re j, Font tl wjYH 
mßÈ fjkia l, yelsh' fï ioyd Tn m<uqj Font Tab tl fj;g hkak tys Font tflys j¾.h 
m%udKh j¾Kh wdÈfhys wjYH fjkialï lsÍu isÿ lrkak'  
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Table 3-7: Change the fonts 

tfiau Tng formatting window tl Ndú; lr Tng wjYH mßÈ Cells j, Border  fjkia l< 
yelsh' fï ioyd Tn m<uqj Border Tab tl fj;g hkak tys§ Border tflys j¾.h m%udKh 
j¾Kh wdÈfhys wjYH fjkialï lsÍug myiqlï we;' 3-5 rEmh n,kak' 

 

 

 
 

Table 3-8: Change the border 

tfiau Tng formatting window tl Ndú; lr Tng wjYH mßÈ Cell tflys Fill color  tl 
fjkia l, yelsh' fï ioyd Tn m<uqj Fill Tab tl fj;g hkak tys§ Cell tflys j¾Kh 
wjYH mßÈ fjkia lrkak' 

 
 

 

 

font type tl 
Change lrkak 

select here 

Font size tl 

change lrkak  

 

border style tl 
fjkia lsÍug 

Change  Border tl 
fjkia lsÍug  
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Table 3-9: Cell fills data 

Cells format lsÍfï§ Cell j,g kshñ; Wila yd m<,la ilia lsÍu w;HjYH fõ' th my; 
wdldrhg th lr .; yelsh' 
cell tll Wi wjYH mßÈ ilia lsÍu ioyd my; mshjr wkq.ukh lrkak 

1. Select the row 

2. Right click on it 

3. Select row height in a Shortcut menu 

4. Set row height 

5. Press OK 

 
 

cell tll m<, wjYH mßÈ ilia lsÍu ioyd my; mshjr wkq.ukh lrkak 

  
1. Select the Column 

2. Right click 

3. Select column width in a Shortcut menu 

4. Set row height 

5. Press OK 

 

wjYH j¾Kh fuhska 
f;dard .kak 
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Tng fndfydA wjia:d j,§ cells lsysmhla tl;= lr ;ks cell tlla iE§ug wjYH fõ' fuh 
merge Cells kñka yÿkajkq ,efí' cells lsysmhla merge lsÍu ioyd my; mshjr wkq.ukh 
lrkak 
 

1. Select cells you need to merge 

2. Right Click 

3. Click merge and center icon 

 

 

 
wNHdih 02 
 
by; Tn ,nd .;a ±kqu Ndú; lr by;§ Tn ilia lrk ,o excel sheet tl my; olajd we;s 
wdldrhg format lrkak' 
 

 
 

Table 3-10: Sample Data 

 

±ka Tng Excel sheet j,g o;a; we;=,;a lr tajd wjYH wdldrhg format lsÍug yelsh' Excel 
j, § wmg wjYH wdldrhg o;a; ilia lsÍug myiqlï fndfyda mj;S' WodyrKhla f,i 
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mj;sk o;a; Ndú; lr wjYH m%ia:dr ,nd .ekSug fukau wjYH fjk;a o;a; mj;sk o;a; 
wdOdrfhka ,nd .ekSug ^tl;=j uOHhkh wd§& fï i|yd wmg iólrK ^ formulas & Ndú; l< 
yelsh' ±ka wm ta ms<snoj i<ld ,nuq' 

 

3.4 Working with formulas   

fuys§ wm ksjerÈj formulas Ndú; lrk wdldrh ms<snoj i,ld n,uq' formula tlla hkqfjka 

yÿkajkq ,nkakfka calculation tlla lsÍu ioyd ,nd fok Wmfoia iuQyhlgh' Excel j,§ 

Tng wjYH fndfyda calculations lsÍu ioyd myiqlï imhd we;' iEu formula tllu cell 

reference tlla we;s w;r iEu formula tllau = (equal) ,l=Kqlska wdrïN fõ' 

 Tng formula tlla ,nd .ekSu i|yd my; mshjr wkq.ukh lr .; yelsh' 
 

1. m<uqj ms<s;=r ,nd .; hq;= cell tl Select lr.kak 

2. ±ka formula bar tl fj; hkak 

3. ±ka  = Sign tl we;=,;a lrkak 

4. wjYH function tl ,nd fokak 

5. Enter lrkak 

 
WodyrKhla f,i wm by; wNHdifha we;=,;a l< o;a; wkqj úIhka ;=fkys ,l=Kq j, tl;=j 
,nd .ksuq fï i|yd  

1. m<uqj ms<s;=r ,nd Èh hq;= cell tlg hkak 

2. =C4+D4+E4 f,i type lrkak ) 

3. Enter lrkak 

 

 

 
 

Table 3-11:Sample data 

 

ms<s;=r F4 Cell tflys olakg ,efnhs' 
 

iEu formula tllu  operand iy operators jYfhka fldgia folla we;' operators hkq wod, 
.Ks;l¾uh isÿ lÍu ioyd Ndú;d lrkq ,nk ixfla;hhs tfiau Operand hkqfjka 
yÿkajkafka ta ioyd Ndú; lrkq ,nk o;a;hs' Excel j,§ wm Operand j¾. lsysmhla Ndú; 
lrhs tajd kï 

 ksh; w.hka (WodyrKh 23 + 14) 

 Cell tlla fyda Cell lsysmhla   
 Work sheet tll function tlla 

Formula bar tl  
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my; j.=fõ o;ajd we;af;a formula tlla i|yd Ndú; l< yels operators iy tajdfha f;areuhs' 
  
 

Operator Explanation 

Arithmetic Operators  

+ Addition (A1+B1) 

- Subtraction (A1-B1) 

* Multiplication  (A1*B1) 

/ Division (A1/B1) 

% Percentage 

^ Exponentiation 

Logical Operators  

= Equal to 

<> Not equal to 

> Greater than 

>= Greater than or equal to 

< Less than 

<= Less than or equal to 

Reference Operators  

: Range of contiguous cell 

, Range of noncontiguous cell 

[space] The cell or range shared by two reference 

Text Operator  

& concatenates 

 

Table 3-12: Excel j, Operators 

 
3.5 Working with functions (Functions iu.ska jev lsrSu) 

Formulas ,sùug Excel j, function úYd, ixLHdjla mj;S' tajd Ndú; lr Formulas ,shk 
wdldrh my; olajd we;' Excel j, we;s function Ndú; lr myiqfjka wjYH;d bgq lr .; 
yelsh' fï i|yd fndfyda Function mj;sk w;r nyq,ju SUM, COUNT, AVERAGE, MAX, 

MIN wd§ function Ndú; lrkq ,efí' ±ka wm tla tla m%Odk function lsysmhla Ndú; lrk 
wdldrh my; olajd we;' 

 
3.5.1 Function Sum 

jämqru Ndú; lrk function tl fuhhs' fuu function tl u.ska fok ,o mßifha we;s ish¨u 
o;a; j, tl;=j olajhs' fuu function tflys syntax tl my; mßÈ fõ' 

 

=SUM(first value, second value, etc)  
 
w.hka ioyd Tng constant, cell, range of cells wdÈh ,nd Èh yelsh' fuys§  Blank cells ioyd 0 
tl;= lrkq ,efí' tfiau Sum function tl ioyd Text iys; cells ;sìh fkdyel tfia mej;sh 
fyd;a error tlla f,i olajhs' 
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WodyrKhla f,i wm by; wNHdifha úIhka ;=fkys ,l=Kq j, tl;=j Sum function tl 
Ndú;fhka ,nd .ksuq fï ioyd  

1. Go to the Cell F4 (m<uqj ms<s;=r ,nd Èh hq;= cell tl& 
2. Type =SUM(C4:E4) 

3. Enter lrkak 
 

fuys§  C4:E4 mrdifha we;s w.hka j, tl;=j F4  Cell tlg ,efí' 

 
 

 

 
3.5.2 Function Average 

uOHhkh ^Average& tl fiùu i|yd fuu function tl Ndú; lrkq ,efí' fuys syntax tl 
my; mßÈ fõ' 
 
 =Average (first value, second value, etc.) 

 

by; f,igu w.hka ioyd Tng constant, cell, range of cells ,nd Èh yelsh' fuys§  Blank cells 

iy Text iys; cells .Kkh i|yd Ndú; fkdlrhs' 
 
WodyrKhla f,i wm by; wNHdifha úIhka ;=fkys ,l=Kq j, uOHkHh Average function 
tl Ndú;fhka ,nd .ksuq fï ioyd  

1. Go to the Cell F4 (m<uqj ms<s;=r ,nd Èh hq;= cell tl f;dard .kak& 
2. Type =Average(C4:E4) 

3. Enter lrkak 

 

 

 

 

Formula bar with a function 
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3.5.3 MAX Function 

fok o;a; iuQyhla w;ßka Wmßu w.h ,nd .ekSu ioyd fuu MIN function tl Ndú; 
lrkq ,efí' fuu function tflka fok ,o w.hka iuQyhlska jsYd,u w.h ,nd .; yelsh' 
fuys syntax tl my; mßÈ fõ' 
 

=Max (first value, second value, etc.) 

 

               
 

by; f,igu w.hka ioyd Tng constant, cell, range of cells ,nd Èh yelsh' fuys§  Blank cells 

iy Text iys; cells .Kkh ioyd Ndú; fkdlrhs' 
 

WodyrKhla f,i Physics úIh ioyd ,nd .;a Wmßu ,l=Kq ixLHdj ,nd .ekSu ioyd Tng 
my; wdldrhg  function tlla ,súh yelsh' 
 =MAX(C4:C23) 

 

Max function tl fiau ls%hd lrk ;j;a function tlls MIN.  Max function tl u.ska Tng 
wju w.h ,nd .; yelsh' 

 

 
3.5.4 COUNT Function 

Count function tl u.ska wmg number of entries m%udKh ,nd .; yelsh' fuys§o Blank cells 

iy Text iys; cells .Kkh ioyd Ndú; fkdlrhs' Count function tflys syntax tl my; mßÈ 
fõ' 
 

=COUNT(first value, second value, etc.) 

 
 
3.5.5 IF Statement 

hï o;a;hl i;H yd wi;H ;djh u; wjYH foa bgq lr .ekSu ioyd wm IF function tl Ndú; 
lrkq ,efí' WodyrKhla f,I Tng <uhskaf.a <l=Kq wkqj iu;a fyda wiu;a jYfhka Print 

lr .ekSug wjYhkï Tng ta ioyd IF statement Ndú; l< yelsh' IF function tflys syntax 
tl my; mßÈ fõ' 
 

if(logical test, [value if true], [value if false]) 

 
IF function tflys m%Odk jYfhka fldgia 03 la mj;S tajd kï  
 

1. Logical test ^mÍlaIlh & C3> 40 

2. mÍlaIlh i;H úg l< hq;= foa  
3. mÍlaIlh wi;H jQ úg l< hq;= foa 

 
wNHdih( 
by; Tn ieliQ j.=fjys <uhskaf.a idudKH ,l=Kq m%udKh wkqj fyd jYfhka print lsÍu 
ioyd wjYH function tl ,shkak  
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=IF(G4>=40,"PASS","FAIL") 

 

Tng wjYH kï IF function tl function wizard tl Ndú;fhka jqjo l< yelsh' ta ioyd my; 
mshjr j,a wkq.ukh lrkak' 
 

1. Function button tl click lrkak (near the formula bar)  

 

 
 

 

2. OK Click lrkak 

(IF function wizard tl o¾Ykh fõ) 

3. W.hka we;=,;a lsÍu ioyd ia:dk 3 la we; ta ta ia:dkj, ksjrÈ o;a; we;=,;a lrkak.  

4. C3 > 40 f,i logical test field tflys we;=,;a lrkak 

5. “PASS” f,i value if true field tflys we;=,;a lrkak 

6. “FAIL” f,i value if false field tflys we;=,;a lrkak 

7. OK Click lrkak 
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wNHdih 5 

fok ,o ,l=Kq i|yd fY%aKsh m%o¾Ykh lsÍu ioyd wjYH function tlla ,shkak'    

Mark Grade 

Mark >=75 A 

Mark <75 & Mark >=60 B 

Mark <60 & Mark >=55 C 

Mark <55 & Mark >=40 S 

Mark <40  F 

 
fï ioyd wmg if function tlla we;=,; ;j;a if functions fhÈh hq;=h' my; WodyrKh u.ska 
tf,i if functions lsysmhla tljr fhdok wdldrh olajd we;' 
 
=IF(A2>=75,"A", 

IF(A2>=60,"B", 

IF(A2>=55,"C", 

IF(A2>=40,"S","F"  ) ) ) ) 

 

         
 

 
3.5.6 Count IF Statement 

hï fok ,o wjYH;djhla bgq jk wdldrhg we;s o;a; m%udKh .ek .ekSu i|yd wm Count IF  

function tl Ndú; lrkq ,efí' WodyrKhla f,i Tng by; Ndú; lrk ,o j.=fjys iu;a 
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isiqka .Kk ±k .ekSug wjYH kï fuh Ndú; l, yelsh' COUNTIF function tflys syntax 
tl my; mßÈ fõ' 
 

=COUNTIF(Range, Criteria) 

wNHdih 06 
by; wNHdifha § we;s o;a; ie,ls,a,g f.k iu;a isiqka .Kk .Kkh lrkak' 

fï i|yd Tng my; ±lafjk f,ig iólrKh ielish yelsh' 

 = =COUNTIF(D1:D8, VAL>40) 

idudkHfhka wm tla formula tlla ,shQ miq wm isÿ lrkq ,nkafka tu formula tl wfkla 
wjYH ;ela j,g fldms lsÍuhs' th isÿlrk wdldrh ±ka i<ld n,uq' 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
 

3.5.7 12.3.9    Copying formulas  

wmg tlu formula tlla fjk;a ia:dkj, Ndú; lsÍu i|yd wjYH ia:dkj,g Copy lsÍug 
wjYH fõ' fuys§ idudkHfhka isÿ jkafka Cells information ta ta ;ek wkqj fjkia ùuhs' my; 
WodyrKh i<lkak' C1 Cell tflys =A1+B1 jYfhka formula tlla mj;skjd hehs is;kak' 
±ka Tn tu formula tl C2 Cell tlg copy l< úg wod, Cell Refernce fjkia fõ' ta wkqj kj  
formula tl =A2+B2 f,ig fjkia fõ' 
 

No A B C 

1 5 6 =A1+B1 

2 2 3 =A2+B2 

3 7 1 =A3+B3 

4 5 4 =A4+B4 

 

tfiau Tng fufia cells úYd, .Kklg formula tlla copy lsÍug wjYH kï ta i|yd my; 
mshjr j,a wkq.ukh lrkak'  
 

1. original formula tl we;s cell tl f;dard .kak  

2. Cell tflys right down corner tflys (+) we;s ;ek Click lrkak  

3. cell box tl wjYH m%udKhg drag lrkak  

 

we;eï wjia:d j,§ Tng by; f,ig formula tlla copy lsÍfï§ Cell Refernce fjkiaùu 
kej;sh hq;=h' tkï tlu Cell Refernce tlla Ndú; l, hq;=h' fï ioyd ^$& ,l=K Column 

tlg yd Row number tlg bÈßfhka we;=,;a lrkq ,efí' ^=$A$1+$B$1& túg Cell Refernce 
fjkiaùu isÿ fkdfõ' 
 

cell tlla tla ;ekl isg ;j;a ;eklg Paste lsÍfï§ Tng wjYH kï “paste special” l%uh 
Ndú; l< yelsh' fï ioyd msy; mshjrj,A wkq.ukh lrkak' 

1. Cell tl f;dard .kak 
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2. ±ka th Copy lrkak  

3. target cell tl fj; hkak  

4. mouse tflys Right click lrkak  
5. ±ka paste special hkak shortcut menu tflka f;darkak 

6. paste special window tl Ndú; lr wjYH foaj,a select lr.kak 

7. OK Click lrkak 

 

               
     

 

 

3.5.8 Troubleshooting  

Tn ,shkq ,nk formula j, hï fodaYhla mej;sh fyd;a túg th error tlla f,i olajhs'  
Microsoft Excel iu.ska jev lsÍfï§ tu errors yÿkd.ekSfï yelshdjla Tng ;sìh hq;=h' tjeks 
fmdÿ errors lsysmhla iy tajdg fya;= my; j.=fõ olajd we;' 
 

 

Error Description 

######  fuh fodaYhla fkdfõ' m%;sm,h fmkaùug cell tflys bv m%udKj;a fkdjk 
nj ±lafõ'  

#DIV/0  fuys§ 0 ka fn§ug hdfï§ fujeks ms<s;=rla ,efí' wod, cell reference tflys 
w.h 0 fyda empty o hehs mÍlaId lrkak' 

#NAME?  Formula tflys fodaYhla mj;sk úg fuh Èiafõ' Excel j,g Formula  tl 
ksjerÈj wÿkd .ekSug fkdyels jQ úg fuh Èiafõ' 

#REF!  Cell reference tl ksjerÈ fkdjQ úg fuh Èiafõ' fuys§ Formula tl ksjerÈ 
lr kej; ,shkak  

#VALUE!  fuu fodaYfhka ±lafjkafka formula tflys operand fyda arguments j, fodaY 
mj;sk njhs'  
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Excel j, o;a; we;=,;a lr Formulas ,shQ miq by; wdldrfha fodaY we;s úh yelsh' túg tajd 
ksjerÈ lsÍu w;HjYH fõ' fuys§ m<uqj fodaYh l=ula±hs ksjerÈj wÿkd .ekSu b;du jeo.;a 
fõ' ta wkqj wjYH mßÈ ksjerÈ lsÍï isÿ lr .kak'  

 

 

3.6  Sort and filter your data (o;a; wjYH mßÈ Sort lsÍu iy filter lsÍu) 

Tnf.a o;a; f.dkqfõ o;a; úYd, ixLHdjla we;s úg tu o;a; wjYH mßÈ Sort lsÍu fyda filter  

lsÍu isÿ l, hq;=h' th isÿlrk wdldrh fuys§ i<ld n,kq ,efí' o;a; wjYH mßÈ sort lsÍu 
ioyd my; mshjrj,a wkq.ukh lrkak' 
 

1. data set tl Select lr.kak 

2. data tab tflys  sort and filter groups tflys sort Click lrkak 

 

 
                                              

 

o;a; wjYH mßÈ Filter lsÍu ioyd my; mshjr wkq.ukh lrkak' 

 

3. data set tl Select lr.kak 

4. data tab tflys  sort and filter groups tflys Filter Click lrkak 

 

 

o;a; filter l< úg Tng ±lsh yels jkafka tu o;a; muKs ^ Filter lrk ,o& Tng ish¨ o;a; 

kej; n,d .ekSug wjYH kï Tn filter tl bj;a l< hq;=h' ta ioyd my; mshjr wkq.ukh 
lrkak' 

1. Marks Column  tflys we;s B;,h Click lrkak  

2. oeka Clear Filter from “Marks” Click lrkak 
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Excel Ndú;fha§ wmg fndfyda wjia:dj,§ wjYH o;a; ksjerÈj ,nd .ekSu ioyd mj;sk o;a; 
j,ska fldgila fjk;a ;eklg f.k f.daia wjYH mßÈ ilia lsÍug isÿ fõ' fujeks 
wjia:dj,§ tla j.=jl we;s o;a Ndú;d lr wjYH mßÈ fjk;a j.= iE§u isÿ lrhs' fï ioyd 

wmg pivat Table myiq lu Ndú; l< yelsh' wm ±ka ta ms<sn|j úuid n<uq' 

 

3.7 Pivat Table tl ieliSu 

Microsoft excel 2007 Ndú; lr wjYH mßÈ wjYH o;a; muKla Ndú;fhka j.=jla  ieliSu 
Tng b;d myiqfjka isÿ lr .; yelsh' ta ioyd my; mshjrj,a wkq.ukh lrkak' 

 Ribbon tflys insert Tab  tflys Table Group tflys we;s Pivat Table Click lrkak   

 túg Create Pivat Table Window tl o¾Ykh fõ' tys m<uqj Select a table Range ioyd 
Tnf.a mj;sk o;a; iys; j.=fõ wjYH o;a; mrdih ,nd fokak   

 

Table 13: Create Pivat Table Window tl 

 wk;=rej w¨;ska ilik j.=j we;=,;a l< hq;= ia:dkh ,nd fokak' th New worksheet 

jYfhka f;darkak ^tu worksheet tflysu kï wdrïNl ia:dkh fmkajkak& 

 ±ka  OK Click lrkak túg Pivat Table field list window tl ,efí 

 

 tys wjYH Fields f;dard .kak ^Select lrkak& túg wjYH o;a; muKla we;s w,q;a j.=j 
,efí' 



 

© Budditha Hettige (budditha@yahoo.com) Page 19 
 

wmg wjYH mßÈ Fields f;daÍug wu;rj wjYH kï m%foaYhla jqjo f;dard .; yelsh' fï i|yd 

m<uqj by; Pivat Table field list window tflys ol=Kq mi we;s button tl click lrkak' túg 
wjYH mßÈ j.=jla ieliSu ioyd myiqlï 5 la imhd we;' wjYH myiqlu f;dard f.k thg 
.e,fmk wdldrhg j.=j ilikak' 

 

Pivat Table ieliSfï§ ta ioyd myiqlï ie,iSug Options iy Desing jYfhka tool folla we;' 

 

 

 

 

 

 

 

 

Table 14 Option Tools 

 

 

 

 

 

Table 15: Design Tool 

T able tflys Layout wjYH mßÈ 

fjkia lsÍug fuu Tools Ndú; 
lrkak 

T able tflys Style tl wjYH 

mßÈ fjkia lsÍug fuu Styles 

Ndú; lrkak 

T able tflys Option 

wjYH mßÈ fjkia lsÍug 
fuh Ndú; lrkak 

T able tflys w.hka  

Update lsÍug fuh 
Ndú; lrkak 

Table tflys Field list, buttons 

iy Headers Show fyda Hide 

lsÍug fuh Ndú; lrkak 

T able tflys Data source tl 
fjkia lsÍug fuh Ndú; 
lrkak 
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fuu Tool fol Ndú;fhka Tng wjYH mßÈ Pivat Table tlla ilia lr .; yelsh'  

o;a; wjYH wdldrhg f.dkq l< miq wmg tu o;a; Ndú;fha ks.uk j,g t<îug wjYH fõ' 

fï ioyd m%ia:dr Ndú;d lsÍu b;d jeo.;a fukau wjYH fõ' Excel j, m%ia:dr ieliSu i|yd 

fndfyda myiqlï mj;S' wm ±ka  Excel Ndú;fhka wmg wjYH mßÈ m%ia:dr ilia lrk wdldrh 
i<ld n,uq' 

 

3.8 Prepare  graphs and charts(graphs iy charts ieliSu) 

Microsoft excel 2007 Ndú; lr wjYH m%ia:dr ieliSu Tng b;d myiqfjka isÿ lr .; yelsh' 
wm WodyrKhla f,i my; § we;s o;a; ^j.=j& wjYH wdldrhg ksrEmkh lsÍug m%ia:dr 
iliuq' ta ioyd my; mshjrj,a wkq.ukh lrkak'  
 

 
 

m%ia:dr ieliSu i|yd wm by; j.=fõ olajd we;s o;a; iuQyh Ndú; lruq' ta ioyd wm l< hq;= 
m<uq mshjr m%ia:drh we§ug wjYH o;a; iuQyh wjYH mßÈ f;dard .ekSuhs' o;a; 

f;dard .ekSfï§ wjYH o;a; tys YS¾Ih iu.skau f;dard .ekSu jvd;a iqÿiqh ^Name, Physics wd§ 

f,ig by,skau we;f;a tla tla o;a; j,g wod, YS¾Ihs & fï wkqj Tn A1 isg D11 olajd jQ o;a; 
mrdih f;dard f.k we;ehs is;kak' 

±ka wm fojk mshjrg huq' ±ka wm l< hq;af;a wjYH m%ia:dr j¾.h f;dard .ekSuhs' fï ioyd 

1. Click insert Tab (insert fj; hkak)  

2. Click Chart (tys Chart group tflka wjYH Cart tl f;dard .kak)  

 

fuys§ Tng m%ia:dr j¾. ms<snoj meyeÈ,s wjfndaOhla ;sìh hq;=h' tla tla m%ia:drh tla tla 

wjYH;d i|yd Ndú; lrhs' ±ka wm ta ms<snoj i<ld n,uq' Column chart, Line chart, Pie chart 

iy Scatter Plot tajd w;ßka m%Odk ;ekla .kS'   
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Column chart wm nyq,j Ndú; lrkafka hï o;a; iuQmhl úisÍu m%udKd;aulj myiqfjka 
n,d .ekSu ioydh'  

Line chart tlla fndfyda úg wm Ndú; lrkqfha o;a; j, fjkiaùu ms<snoj ksjerÈ 
wjfndaOhla ,nd .ekSugh' WodyrKhla f,i  tla tla jir j,§ úNd.h iu;a isÿka .Kk 
±k .ekSu wdÈh ioyd fuh Ndú; l< yelsh túg wmg fl,skau jirla mdid fuu w.h jeä 
jkafkao wvqjkafkao hkak ±l .; yelsh' 

Pie chart fndfyda úg wm Ndú; lrkq ,nkafka o;a; j, yeisÍu idfmalaIj ksrEmkh 

lr .ekSugh' o;a ish,af,a tl;=j 100% jk wjia;d j,§ wm Pie chart Ndú; lrhs'  

Scatter Plot Ndú;fhka wmg tu o;a; j,g wod, iólrKhla .; yelsh WodyrKhla f,i 
if;l=f.a nr iy Wf.a wdhqld,h ±lafjk o;a; iuQyhla mj;S kï tajd w;r iïnkaOh yd o;a; 

j, úirKh myiqfjka n,d .ekSug wm Scatter Plot Ndú; lrkq ,efí' 

                  

 

Figure 3-12 Excel 2007 j, Graphs types 

 

oeka wm coloum chart tlla Ndú;fhka by; o;a; ksrEmhk lruq' ta ioyd my; mshjrj,a 
wkq.ukh lrkak'  

 

1. wjYH o;a; iuQyh tys YSraIho iu.ska f;dard .kak  

2. oeka insert j, Chart j,g f.dia Column chart f;dard .kak 
 
túg my; wdldrfha m%ia:drhla ,efí' 
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Figure 3-13 Sample Chart 

±ka Tn isÿ l< hq;= jkafka Tng ,enqKq m%ia:drh wjYh mßÈ format lsÍuhs' fï i|yd Tng 
wjYH mßÈ YS¾I we;=,;a lsÍï wdÈh isÿ l< yelsh' ta ioyd my; mshjrj,a wkq.ukh lrkak' 

1. Select your chart (Tnf.a m%ia:drh select lr .kak) 

2. ±ka chart tools j, Design tab tl fj;g hkak 

3. Click chart layout tys iqÿiq chart layout tl f;dard .kak 

4. Modyfy titles as you need wjYH fjkialï isÿ lrkak 

 

      
 

Figure 3-14: Selected graphs layout 

 

wNHdih 04( by; Tn ilia lrk ,o m%ia:drfhys iqÿiq layout tlla Ndú; lr my; fjkia 
lï isÿ lrkak  

 

 Title tl“Final Examination Result” f,i fjkia lrkak 

 X acess title tl “Name” f,i fjkia lrkak 
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Select your chart layout here 
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 Y access title tl “Marks” f,i fjkia lrkak 
±ka Tn ilia lrk ,o m%ia:drh my; wdldrhg osiafõ' 

 

Figure 3-15: Format lrk ,o m%ia:drh 

 

 

3.9.2 Customize the appearance of a chart (m%ia:drfha osiajk iajrEmh fjkia lsrSu) 

 

Microsoft Excel 2007 u.ska Tng b;du myiqfjka Tnf.a m%ia:drfha appearance  tl fjkia 
lr .; yelsh fï ioyd Tng chart design tool tl Ndú; l< yelsh. chart design tool 

tl ,nd .ekSu i|yd Tn l< hq;af;a Tnf.a m%ia:drh Select lr chart design tool tflys 
Design fj; hkak' fuys design, layout iy format jYfhka tool 3 la mj;S' ta jdfha ld¾hHka 
ms<snoj my; úia;r lr we;' 
 

14.2.1    The Chart design tool  

fuu design tool tl Ndú;fhka Tng Tnf.a ilia lrk ,o m%ia:drfhys layout tl iy style 

tl wjYH mßÈ fjkia lsÍug myiqlï i<id we;' design tool tflys we;s myiqlï yd tla tla 
tool tflka isÿ lrk ld¾hHhka my; úia;r lr we;' 
   

 

 

 

 

Figure 3-15: Chart Design tool 
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wxlh ku úia;rh 
1 Chart Change tool chart type tl fjkia lsÍu ioyd 
2 Save as template 

tool 
chart template tlla jYfhka Tnf.a chart tl save 
lsÍug 

3 Switch 

Row/column 
Chart tflys Row / Column wjYH mßÈ fjka lsÍug  

4 Select Data chart tflys data set tl fjkia lsÍug  

5 Quick layout chart layout tl fjkia lsÍug  

6 Style Chart style tl fjkia lsÍug  

7 Move Charts chart tl new sheet tllg fyda tu chart tflysu 
Object tlla f,i Move lsÍug   

 

Figure 3-16 Tools available in the design tool  

  

 

14.2.3    The Chart Layout tool tl 
 

Chart layout tool tl u.ska Tng wjYH mßÈ m%ia:dr j, layout tl ilia lr .; yelsh' Layout 

tool tflys we;s myiqlï yd tla tla tool tlla u.ska lrk ld¾hHhka my; úia;r lr we;' 
 
 
 

 

 

 

wxlh ku úia;rh 
1 Current selection selected area tl fjkia lsÍug 

2 Format selection selected are tl wjYH mßÈ Format lsÍug 

3 Insert picture/shapes we;=,;a lr .ekSug 

4 Labels label position iy the style fjkia lsÍug 

5 Axes Axes fjkia lsÍug 

6 Plot Area plot area tflys Style tl fjkia lsÍug  

7 Trendline Trenderline tlla we;=,;a lsÍug 

8 Properties Chart tflys properties fjkia lsÍug 

 

 

14.2.3   The Chart Format tool 

Chart Format tool tl u.ska Tng wjYH mßÈ m%ia:drh Format lr .; yelsh' Format tool 

tflys we;s myiqlï yd tla tla tool tlla u.ska lrk ld¾hHhka my; úia;r lr we;' 
 

  

1 2 3 4 5 
6 

7 8 



 

© Budditha Hettige (budditha@yahoo.com) Page 25 
 

 

 

 

Figure 3-18: Chart format tool tl 

wxlh ku úia;rh 
1 Current selection selected area tl fjkia lsÍug 

2 Format selection selected are tl Format lsÍug 

3 Style chart style fjkia lsÍug 

4 Shape effects tool effects of the shape fjkia lsÍug 

5 Shape fill chart fill properties fjkia lsÍug 

6 Quick style style of the chart quickly fjkia lsÍug 

7 Size chart size fjkia lsÍug 

  

Format tool tflys we;s myiqlï 

 

3.8.1 Finding Trends in your data 

,nd fok o;a; Ndú;fhka m%ia:drhla ilia lrkjdg wu;rj tu m%ia:drh Ndú;fhka wjYH 
kshu f;dr;=re yd iólrK yd o;a; ,nd .ekSfï myiqluo Microsoft excel 2007 j, imhd 
we;' Trendline hkq Tnf.a m%ia:drfhys ksrEms; o;a; j,g wkqj ,efnk iólrKhhs' 
WodyrKhla f,i wm ir< mÍlaIKhla i,luq'  
<ufhla úiska fjdÜ 1000 l ySgrhla Ndú;fhka j;=r ,Sgr 1 la r;a lrkq ,efí' Tyq wdrïNfha 
is; úkdäfhka úkdähg WIaK;ajh igyka lr .kq ,efí' ±ka Tyq tu o;a; Ndú;fhka 
m%ia:drhla wekao úg Tyqg tu m%ia:drh Ndú;fhka ´kEu WIaK;ajhl§ 0-100 w;r <.d ùug 
.; jk ld,h fyda hï fok,o WIaK;ajhlg j;=r r;aùug .; jk ld,h fiúh yelsh' fï 
i|yd Tyqg tu m%ia:drhg wod, iólrKfha w.hka fidhd .; hq;=h' Trendline tflka lrkq 
,nkafka fuhhs' WodyrKhla f,i my; § we;s o;a; i,lkak' 
 
 
 
 
 
 
 
 
 
 
 
 
 
oeka wm fuu o;a; Ndú;fhka m%ia:drhla we| iólrKh fidhuq' ta ioyd my; mshjrj,a 
wkq.ukh lrkak'  
fï ioyd Tn m%ia:drh f;dard .ekSfï§ X yd Y jYfhka wlaI folla we;akï Scatter plot tlla 
,nd .kak' ±ka ,nd .;a m%ia:drh f;dard .kak (Select lr.kak)'   

Time (Min) Temperature (C) 

1 30 

2 35 

3 40 

4 47 

5 55 

6 65 

7 75 

8 88 

1 2 3 4 5 6 7 
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1. wk;=rej Layout contextual tab tl fj;g f.dia Analysis group ys Trendline fj; 

hkak More Trendline Options fj; hkak. (Format Trendline dialog box tl o¾Ykh 

fõ) 

2. ,efnk Window tflys Trend/Regression Type area tflys Linear option button. tl 

Select lrkak 

3. tfiau tu Window tflys Display Equation on chart Click lrkak 

4. Close Click lrkak 

 

 

 

wxlh ku úia;rh 
1 Type Trend/Regression type tl linear f,i f;dard we; 
2 Name Trend line name tl automatic f,i f;dard we; 

3 Equation trendline equation Display  jk f,ig ilid we; 
4 R-squre value R-squared value Display  jk f,ig ilid we; 

  

Table 3-18 Tools available in the Format tool  

m%ia:drh iïmQ¾K l< úg Tng my; wdldrfha m%ia:drhla ±lafõ' 

1 

3 4 

2 
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Figure 3-16: WIaK;ajh yd ld,h w;r m%ia:drh 

 

3.8.2 Pivot Chart Ndú;fhka Dynamic Charts ieliSu  
we;eï wjia:dj, Tng m%ia:drh ieliSug wjYH o;a; fl,skau fkdue;s úh yelsh' tjeks 
wjia:dj,§ Tng we;s o;a; j,ska wjYH o;a; kshu wdldrfhka ilia lr ,nd .; hq;=h' fï 
ioyd PivotChart myiqlu Ndú; l< yelsh' 
 

Tnf.a wjYH;djh mßÈ Pivot Chart tlla ilia lr .ekSu i|yd my; mshjrj,a wkq.ukh 
lrkak fï i|yd wm by; Tn Ndú; lrk ,o ,l=Kq j, idudkHh fjk;a Excel sheet 
tllg ,nd ,nd .uq' ta ioyd my; mshjrj,a wkq.ukh lrkak' 

1. by; ,l=Kq iys; Excel work sheet tl ,nd .kak 

2. ±ka Insert tab tflys Tables group hgf;a we;s PivotTable button tflys down arrow tl 

click lr PivotChart fj; hkak 

3. ±ka Tng Create PivotTable with PivotChartWindow tl o¾Yhk fõ. 
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4. tys m<uqj o;a; mrdih ,nd fokak A3: G23 olajd 

5. tfiau m%ia:drh wÈk ia:dkh f,i New Worksheet f;darkak 

   

6. ±ka ,efnk Pivot Table field list tflys fields to add to report ys wjYH fields f;dard 

.kak fuu WodyrKfhys Index No iy Average f;dard f.k we;'  
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7. ±ka Tng ,efnk m%ia:drh o¾Ykh fõ tys Title tl iy wfkl=;a wjYH o;a; we;=,;a 

lr m%ia:drh iïmQ¾K lrkak. 

              

3.9 Print lsÍu 

o;a; iy wfkl=;a wjYH foa (graphs) ieliQ miq wmg tajd wjYH mßÈ print lr .ekSug wjYH 
fõ' ta i|yd .; hq;= ls%hd ud¾. i<ld n,uq' 

1. ta ioyd m<uqj Microsoft Office Button tflys print fj; hkak. 

2. túg ,efnk Sub Menu tflys Option 3 la we; tajd kï print, Quick Print iy print 

preview h tajd Tng myiqfjka  Sheet tl Print lsÍu i|yd ilid we;' wm tajd ms<sn|j 
i<ld n,uq' 
 

 

 

Print: Tn „Print‟ Click l< úg print dialog box tl o¾Ykh fõ' fuu dialog box tl Ndú; lr 
Tng print lsÍug wjYH printer tl f;dard .ekSu msgm;a .Kk f;aÍu msgqfõ m%udKh f;aÍu 
wd§ jQ lghq;= isÿ lr .; yelsh' fuys§ Tng wjYH kï Tnf.a ,smsfha ish¨ msgq uqøKh lsÍu 
fukau wjYH msgq muK;a f;dard uqøKh lsÍuo isÿ lr .; yelsh'  
 

Print Range tflys All f;dard .;a úg ish¨ msgq uqøKh lsÍug yelsh' tfiau Current: f;dard 
.;a úg ±kg Ndú; lsr mqgqj muKla uqøKh lr .; yelsh' tfiao ke;fyd;a Pages: range: 3 – 

4  wd§ jYfhka ilid mqgq mßihlao ,nd Èh yelsh' print lsÍu ioyd OK click lrkak' 
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Table 17: print dialog box tl 

tfiau Document tlla print lsÍfï§ tys print margin ms<snoj ie,lSu jeo.;ah' tkï document 
tfla tla msgqjlg print jk m%udKh ±lafõ my; rEmfha lv bß j,ska ±lafjkafka' tys print 

margin tlhs'  print lsÍug m%:u ta ms<snojo ie,ls,su;a jkak' 
 

 
Table 18: Print margin 

 

Quick Print: fuh Ndú; l< úg print dialog box l o¾Ykh fkdfõ fl,skau fmr f;dard we;s 
printer tl u.ska print ùu isÿ fõ' fuys§ default print options ilid we;s wdldrhg print ùu isÿ 

Print margin 
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fõ' Tnf.a mß.Klfha tla print tlla muKla we;súg yd Tn ish¨u msgq uqøKh lrk 
wjia:djka ys§ fuh myiqfjka Ndú; l< yelsh' 
 

Print Preview: Print ùug m%:u Print jk wdldrh ms<snoj ksjerÈj ±k .ekSug fuh Ndú; l< 
yelsh' fuys§ print preview tab tl Ribbon tflys o¾Ykh fõ' tfiau fuys§ Tng wjYH mßÈ 
page setup lr .ekSugo myiqlï i<id we;' print preview myiqlfuka bj;a ùu ioyd Tn l< 
hq;= jkafka Close print preview click lsÍuhs' 
 

 

 
 

 

Table 3-19: Print Preview Option 

              

3.10 wNHhdih 
my; olajd we;s o;a; f.kqj Ndú; lr wid we;s ls%hdlrlï isÿ lrkak' 

 my; oS we;s j.=j wjYH mrsos format lrkak 

 OT Rate tl oS we;af;a uQ,sl jegqfmys m%;sY;hla f,ig § we;ehs i<ld iïmQ¾K jegqm 

.Kkh lrkak WodyrKhla f,i IT2010/345 ys wu;r §ukdj 20000 x 0.01 (1%) jk 

w;r meh 4 la w;sld, lr we;s neúka iïmQ¾K jegqm 20000 + 200 x4 = 20800/= fõ' 

print preview option 

tflka bj;a ùug 

fuh click lrkak 
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 UPF tl .Kkh lrkq ,nkafka ,efnk iïmQ¾K jegqfmka (Total) 5% ls tu w.hka 

.Kkh lrkak 

 Net Pay tl .Kkh lrkak 

 Pivot Table myiqlu Ndú; lr Emp No iy Net Pay muKla we;s j.=jla ,nd .kak  

 

 


