Unit 4: Electronic Spreadsheet (Basic) — Notes

B 1. Introduction to Spreadsheet
English:

A spreadsheet is a software used to store, calculate, analyse, and present data in
tabular form.

Hindi:
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B 2. Examples of Spreadsheet Software
e MS Excel
e (Google Sheets
o LibreOffice Calc

e WPS Office Spreadsheets

Hindi:
o THUH UFdd
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B 3. Spreadsheet Window Components
e Workbook: Entire file
e Worksheet: Single sheet inside workbook
¢ Rows: Horizontal lines (1, 2, 3...)
e Columns: Vertical lines (A, B, C...)
e Cell: Intersection of row & column (e.g., A1)
e Formula Bar: Shows formulas
e Name Box: Shows cell address

Hindi:
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B 4. Data Types in Spreadsheet

o Text

e Number

o Date &Time

e Currency

e Percentage
B 5. Cell Referencing
Types:

1. Relative Reference - A1

2. Absolute Reference — $A$1

3. Mixed Reference - A$1 or $A1
Hindi:

1. Rafea wiw- A1

2. TeHICYE YW - $AS1

3. fawrs WE-A$1 AT $AT

) 6. Basic Formulas
Formulas always start with =
Examples:

e =A1+B1

e =A2-B2



e =A3*B3

e =A4/B4
B 7. Basic Functions
Function Meaning
SUM() Adds numbers
AVERAGE() Finds average
MAX() Highest value
MIN() Lowest value
COUNT() Counts numbers
Hindi:

o SUM()-Sirzar

o AVERAGE() - 3i1ad fahreferr

o MAX()-gad §31 A

o MIN() -G8 BT AT

o COUNT() - A1t &

B 8. Formatting in Spreadsheet
¢ Bold, Italic, Underline
o Fontsize & color
o Cellcolor
o Borders
¢ Alignment (Left, Center, Right)
e Merge & Center
B 9. Sorting & Filtering
Sorting:
Arranging data in ascending or descending order.
Filtering:

Showing only selected data based on conditions.



Hindi:
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B 10. Charts & Graphs

Used to represent data visually.

Types:

e Column Chart

e BarChart
e Pie Chart
e Line Chart

B 11. Printing a Worksheet

o Ctrl+P

¢ Page setup

e Selectarea

e Print preview

I 12. Glossary (Key Terms)

Term English Meaning Hindi Meaning
Workbook Entire spreadsheet file q sie Frsd
Worksheet |Single page T ot

Cell Intersection of row & column U AR PrerA w BT
Formula Calculation expression ITOTAT T ARl
Function Predefined formula qd-feTRa wleer

13. Short Questions

Q1. What is a spreadsheet?

A software used to store and analyze data.

Q2. What s a cell?




Intersection of a row and column.

Q3. Write any two spreadsheet software.
MS Excel, Google Sheets.

Q4. What is SUM()?

A function used to add numbers.

B 14. Long Questions

Q1. Explain different types of cell referencing.

Relative, Absolute, and Mixed referencing.

Q2. Describe the components of a spreadsheet window.

Workbook, worksheet, rows, columns, cells, formula bar, name box.

B 15. MCQs (Class 9 Pattern)

1. Spreadsheet software is:
a) MS Word
b) MS Excel
c) PowerPoint
Answer: b) MS Excel
2. SUM()is used for:
a) Subtraction
b) Addition
c) Division
Answer: b) Addition
3. A1lis an example of:
a) Absolute reference
b) Mixed reference
c) Relative reference
Answer: c) Relative reference
4. Pie chart shows:
a) Parts of whole
b) Lines
c) Bars
Answer: a) Parts of whole



