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Page No.:
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es

@ Student Marksheet Table) .

| e

@ RECAD] (Purpose) : Student & fasaR 3@ &St T, Total, Percentage 3R
| | Result faarer |
BB Table Headings
Roll No | Student Name | Hindi | English | Math | Science | Social | Total | Percentage | Result
| @ Sample Data
RollNo | StudentName Hindi English  Math  Science | Social  Total Percentage | Result
101 Rahul 78 82 90 75 85 410 82.00% Pass
102 Priya 88 97 84 80 89 432 86.40% Pass
103 Aman 45 52 60 48 55 260 52.00% Pass
104 Neha 95 90 98 94 96 473 94.60% Pass
105 Rohit 28 40 35 30 45 178 35.60% Fail
| Formulas
© Total @ Percentage © Result
st fawadl & afe S & forg Bl 3 (500) H F wfced feprer & fog | gfe ot fawaf &0 O $7 33 3%
o =IF(MIN(C2:G2)>=33,"Pass","Fail")
39 Formula @1 H2 Cell # ford =AVERAGE(C2:G2)
3R 9 7% Drag 31 | &4 Formula @1 12 Cell # Rl 9 Formula 31 J2 Cell % ford
L 3 = @& Drag &% | 3R = 7 Drag & |

*
&
*
b4
*

[ @ Important Tips

oot fawg : 5
na® fawa : 100 3w
el 3 : 500

a2 & o uds fawg § &9 9§ o9 33 i T |

Auto Fill & Formula ¥t BTl oX @R F |

~

J

.

:
o Practce Tt

5 7q fenfeiai &1 3e1 o N SR I

Total, Percentage @I Result T@d et |
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MS Excel Hf ==
% _50 Practical Tables §

(@ Attendance Table (3

625

@ 3&eed (Purpose) :
E Table Headings

Student @t Daily Attendance goi @A 3R
Present, Absent Count @ Attendance Percentage fA@TeT |

Roll No

Student Name

Total Days

Present Days

Absent Days

Attendance %

Remark

@ Sample Data

Roll No Student Name Total Days Present Days | Absent Days Attendance % | Remark
| 101 Rahul 30 27 3 90.00% Good
I 102 Priya 30 26 4 86.67% Good
| 103 Aman 30 22 8 73.33% Average
104 Neha 30 29 1 96.67% Excellent
105 Rohit 30 18 12 60.00% Poor

} Formulas

o Absent Days
Fol o - Jufga iG=

[ =c2-p2 |

29 Formula F! E2 Cell & ford

N

3 9 9% Drag & |
o

-‘-@3 Important Tips
# Total Days Tt ol & fog awm w (SR 30) |
Percentage ®! 2 Decimal @& format &% |

*

# Conditional Formatting & Remarks @t Color & |
* Table @' Insert — Table & Format & |
*

Auto Fill & ¥t Formula & @& emg |

kS-i'f“sﬁl‘ﬁ}?!'ﬁi[J'ra.gil‘z‘f|

9 Attendance %
(Iufega 7 + g« ) x 100

| =D2/2*100 |

g9 Formula &1 F2 Cell # ford

AN

re Remark

ufda|d & 3y 9¥ Remark

5
o Optional Count
Total Present / Absent

=IF(F2>=90,"Excellent",
-IF(F2>=75,"Good",

=SUM(D2:D6)
(Total Present)

IF(F2>=60,"Average","Poor")))

g9 Formula &t G2 Cell # ford
3R = @& Drag &Y |

(Total Absent)

vy

—_— =

GommD

® 5 A Bl @1 Attendance Data gof & |
& Present, Absent 3R % @z @t |
® Remark & T & Ty @ |

@ Chart a=Te Attendance &7 Visual & 7
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%, 50 Practical Tables

® Employee Detalls Table (2= _

@ 3529T (Purpose) :

Table Headings

Company & &3t Employees @ Personal Details,
Contact Information 3f¥ Department Information @t Re&ig & |

EmpID | Employee Name

Gender

Date of Birth = Department

Designation | Join Date

Phone No.

Email ID Address

@ Sample Data

Phone No. ‘

| Address

Emp ID |Employee Name | Gender | Date of Birth Department | Designation | Join Date Email ID

E101 | Rahul Verma | Male | 12-05-1995 HR Executive | 01-04-2022 | 9876543210 | rahul@gmail.com | Bhopal

E102 | Priya Sharma | Female | 18-08-1996 | Accounts | Accountant | 15-06-2021 | 9876543211 | priya@gmail.com | Indore

E103 Aman Gupta Male 25-11-1994 IT Developer | 10-01-2022 | 9876543212 | aman@gmail.com | Gwalior
L Tl L = = s

E104 Neha Patel | Female | 02-03-1997 Sales | Sales Executive| 05-07-2022 | 9876543213 | neha@gmail.com | Bhopal

|

E105 Rohit Singh Male | 30-09-1993 | Marketing Manager | 20-09-2020 | 9876543214 | rohit@gmail.com | Indore
Useful Formulas (st suart &)

- e =5 \
o Employee Count 9 Male Count 9 Female Count o Department Wise Count
o1 Employees @t He&a Pl Male Employees Fel Female Employees fodt Department # faraq

(Data Row 2 @ 100 ) @I s @1 s Employees §
E - e (37T8=u1: HR Department)
=COUNTA(AZ:A100) | || | =COUNTIF(C2C100,Male’) | | | =COUNTIF(C2:C100, Female’) | | _counTir(E2:£100,HR')
29 Formula = et @t Gender Column (C) & Gender Column (C) # Department Column (E) & |
Cell & forg 1 Male Count et | Female Count fAeret | HR & firsft R |
- i ok S

"‘_IH'.
¢ Important Tips
# Date Format (DD-MM-YYYY) T |
% Phone Number &t Text Format & ¥ |
# Email ID Column ® W&t Email Format & |
# Data Entry & f7 Data Validation &1 3uahT &¥ |
* Table @t Select @& Ctrl + T g&ra* Table Format & |

W

P

@ Practice Task

@ 10 77 Employees T 32T 3ot ¥ |

@ Total Employees, Male Count, Female Count

fAepret |

@ Department Wise Count fAsTer &1 anamd &¥ |
@ Table ! Attractive Format & 3iI¥ Save & |

Computer Science Teacher

computerscienceteacher.in




Frrrrrrrrrrrrrrrrrry Y Y Y rYYYTe

MS Excel &I

Date: __/__/20__
Page No. :

Lt T et s e e e .

% 50 Practical Tables

@ Purchase Report Tablt@Er

@ 3¢9 (Purpose) :

Table Headings

Company ® 8 areil Purchases @1 Record &,
Total Amount, Discount, GST 31k Net Amount AT |

Bill No. | Date |Supplier Name | Item Name | Quantity | Rate

Amount

GST Net
Amount Amount

Discount

Amount GST %

Discount %

@ Sample Data

Bill No. Date

Supplier Name | Item Name |Quant’rty Rate

Discount

Rscuink Net Amount

Amount | Discount %

P001 | 01-05-2024 | Sharma Traders | Keyboard 10 450 | 4500 5% 225 18% | 769.50 | 5044.50
- e L . .
P002 | 02-05-2024 Gu;:ta Eﬂterprlses Mouse 15 250 | 3750 5% 187.50 18% | 641 25 4203.75
PO03 | 03-05-2024 | Verma Electronics | Monitor 5 6500 | 32500 10% 3250 18% 5265 36515
PO04 | 04-05-2024 | Kumar Supplies Printer 3 8500 | 25500 8% 2040 18% | 4222.80 | 27682.80
POO5 |05-05-2024| Singh & Co. CPU 2 12500 | 25000 ‘ 2500 18% 4050 28550
sz) Formulas
o A X N
o Amount 9 Discount Amount 9 GST Amount , o Net Amount
(et 7If) (ze af) (GST wf%) | (pet 3T wf3)
Quantity x Rate Amount x Discount % (Amount - Discount Amount) Amount - Discount Amount
x GST % | + GST Amount
=F2*G2 =H2*12
=(H2-J2)*K2 =H2-J2+L2
59 Formula =1 H2 Cell 59 Formula 7 J2 Cell 29 Formula &1 L2 Cell | 29 Formula & M2 Cell
% fordf sk F9 7 Drag ¥ 1| | ford ik H19 7 Drag =¥ | L F o siv 9 9% Drag 7 | # fordf afw 9 9% Drag #¢ |
, ", A "y §

/_@ Important Tips

* Discount % 3% GST % @ aren Cell ¥ & i Reference &% |
* Currency Format (¥) Apply &¢ a8a¥ Presentation & farg |

# Total Row ¥ It Columns 1 Total fATel (SUM Formula ) |
* Table #t Select & — Ctrl + T == Table Format 2 |

@ Practice Task

@ 5 ¥ Records Siiga QI Purchase Report @A |
& Total Amount, Discount, GST 3R Net Amount f¥aTe |
@ Grand Total ATl (Quantity, Amount, Net Amount @) |
@ Best Presentation & g Borders 3i¥ Colors Apply ¥ |

e Duice 3 B Do Codiie fhlaccton Autactatiox) ooft odf M Pei. D sy Poie Caii sl Ellaa. =% 4
N
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{ 50

Date: __/__/20__
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Practlcal Tables Jf

@ Sales Report Table]

@ 3%¢9d (Purpose) :

Company & Sales T Record 3@, Total Sales,
Discount, GST 3iR Net Sales fRerer=r |

Table Headings
S.No. Date | Product Name | Category | Quantity | Rate

Discount

Discount % Aout

Amount

GST %

GST

Amount Net Sales

@ Sample Data

Date Product Name Category Quantity Amount ‘ Discount % ! T::::tl Arﬁtﬂn t Net Sales
1 | 01-05-2024 | Keyboard ﬂg';t:; 10 450 4500 5% 225.00 18% | 769.50 5044.50
2 | 02-05-2024 | Mouse fc“""’““?’ 15 250 | 3750 5% 187.50 | 18% | 641.25 | 4203.75
s cessories e =t % |
3 | 03-05-2024 | Monitor ﬁgmz 5 6500 | 32500 10% 3250.00 | 18% | 5265.00 | 36515.00
4 | 04-052024| Printer | [OTPUST |3 | g500 | 25500 | 8% | 2040.00 | 18% | 4222.80 | 27682.80
5 | 05-05-2024 CPU ﬁ:rmdﬂl:: 2 12500 | 25000 10% 2500.00 | 18% | 4050.00 | 28550.00
Total 35 99250 8202.50 16948.55 | 107996.05

Q Formulas (STef 3wanft &)

Quantity x Rate

g4 Formula Ft G2 Cell
# ford 3l s 7% Drag &¥ |

9 Discount Amount
(ge wf)

Amount x Discount %

%9 Formula Y 12 Cell
7 fordf sl vt @& Drag &% |

S

'
€) GsT Amount

(GST =f2)
(Amount — Discount Amount)
x GST %

| =(G2-12)*)2 |

ZH Formula &Y K2 Cell
ﬁﬁ’l’éaﬁ-‘!ﬁﬁ Drag &% | )

( @ Important Tips

1
S
-

% Amount Column & EHem Quantity 3f¥ Rate &t uw |

# Discount % 3R GST % =T 3771 Cell ¥ ¥&f (Reference &) |
# Total Row ® SUM Formula & Total fAerer |

#* Currency Format (¥) Apply ¥ a@1f% Report WiheFa it |

cammD

@ 5 3R Products &7 Sales Data 35f =¥ |
@ Total Amount, Discount Amount, GST Amount

| 3 Net Sales ! |

& Category Wise Total Sales fret (Using SUMIF) |
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Amount — Discount Amount
+ GST Amount

| =G2-12+K2

29 Formula 7 L2 Cell
# ford 3i AW 7% Drag &9 |




MS Excel & ==—
%, 50 Practical Tables ;
(@ Inventory / Stock Register Table

@ KL (Purpose) : Business ® Items ®T Stock Record Y&,

Purchase, Sale 3R Balance Stock &l SR AT |
[E Table Headings

Opening Purchase Sale Closing Stock Value
Mo ) - Date ) StemMame | Lok [Tor T e 1D o5 | had | Stock. | (Ctoeing < Rats)
@ Sample Data
Opening Purchase Sale Closing Stock Value
S.No. Date ‘ Item Name Stock Qty Rate Qty Rate Stock (Closing x Rate)
1 01-05-2024 | Keyboard 20 10 450 15 550 15 ¥ 8,250
2 | 02-05-2024 Mouse 30 15 250 20 300 25 7,500
3 |03-05-2024| Monitor 10 5 6500 7 7000 8 ¥ 56,000
4 | 04-05-2024 Printer 5 3 8500 2 9000 6 ¥54,000
5 |[05-05-2024 CPU 8 2 12500 3 13000 7 ¥ 91,000
Formulas (5t 3wt &)
{ I’ (- 1
€@ Closing Stock @ stock Value € Total Purchase Qty | | @) Total Sale Qty
(Closing Stock) (Stock Value) (%1 Purchase Qty) (= Sale Qty) |
|
Opening Stock + Purchase Qty | | Closing Stock x Sale Rate w4t Items S Total Wi Items &t Total |
- Sale Qty Purchase Quantity - Sale Quantity '
| =D2+E2-G2 | =H2*12 | =SUM(E2:E6) | || | =SUM(G2:G6) | |
39 Formula %Y H2 Cell 39 Formula =t J2 Cell g9 Formula 3t E7 Cell | &9 Formula @t G7 Cell |
# fordf 3R 9 o Drag =¥ | # fordf 3l < 9 Drag &4 | TR . T o | |
, S =S s AN s
(@ Important Tips @ Practice Task
* Rate Column # g#en @& Rate 3Te¥ | @ 5 7Y Items &7 Stock Register IR & |
* Closing Stock fAiffea =1 &, Sale Qty &7 & | @ Total Purchase Qty 3R Total Sale Qty f&w |
* Currency Format (%) Apply & | @ Closing Stock 3R Stock Value femet |
| * Table %t Select %% Ctrl + T T Table Format & | & Low Stock Alert % f17 Conditional Formatting =
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[@ Budget Planmng Table]

FodP0.

@ 35¢% (Purpose) : Monthly Budget &Y Income, Expense 3R Saving FT fgdma @ |

E Table Headings

%50 Practlcal Tables Jg

Month Income Rent Electricity | Groceries | Transport | Other Expense E::::ie Saving | Saving %
Income ‘ Rent ‘ Electricity ‘ Groceries ‘ Transport ‘ Other Expense ‘Total Expense| Saving Saving %

Jan 60000 12000 2500 8000 3000 5000 28500 | 31500 | 52.50%
Feb 60000 12000 2200 7500 2800 4800 27300 32700 | 54.50%
Mar 60000 12000 2400 7800 3200 5200 28600 31400 | 52.33%
Apr 60000 12000 2600 8500 3000 5000 29100 30900 | 51.50%
May 60000 12000 2300 7900 2900 4700 27800 32200 | 53.67%

Formulas (St&f 3warit &)

g i W i
o Total Expense e Saving 9 Saving % o Average Expense
(o1 &) (@) (arret wifcera) (aftra &)
it == 1 am Income — Total Expense (Saving / Income) x 100 fepet it wétt @1 aftwa Total Expense
 =SUM(C2:H2) | =B2-12 ~ =J2/B2*100 |  =AVERAGE(12:16)
%9 Formula =1 12 Cell 29 Formula &t J2 Cell %9 Formula $t K2 Cell | g9 Formula &7 ot @relt
¥ ford aiw # 7% Drag #¢ | ﬁﬁﬁaﬂ'{ﬁﬁmagﬁlj H ford aflw # 7%5 Drag &% | ' Cell # forsf 1
S 5 8 A

' Important Tips (@ =D

% Income 3R Total Expense # g&2m Number Format ¥ | @ 6 W P Budget Data T & |
# Saving % Column I Percentage Format ¢ (2 Decimal) | @ Total Expense, Saving 3% Saving % Tl |

# Conditional Formatting ¥ Saving % 50% ¥ =% g ol 5
R:: ('::::a Eﬁ;'i'"“ dhe S @ @ Saving % 50% & FH B9 TR Red Color Apply ¥ |
T
WO S R o w25 e = M fru =¥ ¥ wa9 TIReT Savina 7E. OaT &Y |

Computer Science Teacher
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MS Excel &I

Date: __/__/20__
Page | N —

%&50 Practlcal Tables ﬁ%

(D Student Fee Collection Table]"

@ 3523 (Purpose) :

Table Headings

Students &I Fee T Record &,
Total Fee, Paid Amount, Due Amount 3R Payment Status ST=-T |

Roll No.

Student Name

Course | Total Fee

Paid Amount

Due Amount

Payment Status

Payment Date

@ Sample Data

Roll No. ‘ Student Name | Course ‘ Total Fee ‘ Paid Amount ‘ Due Amount i Payment Status | Payment Date
101 Rahul Kumar DCA 12000 12000 0 Paid 15-04-2024
102 Priya Sharma ADCA 15000 10000 5000 Pending 10-04-2024
103 Aman Singh Tally 10000 7000 3000 Pending 08-04-2024
104 Neha Verma DCA 12000 12000 0 Paid 16-04-2024

Rohit Patel ABCIQ_ 15000 5006 10000 Pendlng _05-0;-502; _

Formulas (STt 3yt 8

o Due Amount

(areTam fRY)
Total Fee - Paid Amount

89 Formula =1 F2 Cell
7 fadf 3k 12 7% Drag =¥
A

L5

9 Payment Status
(3 fRafa)
3R Due Amount = 0
Al “Paid” 372 “Pending”

| =IF(F2=0,"Paid","Pending")

g9 Formula @t G2 Cell

# fad AR 9 % Drag &¥ |
“ Y

@ Important Tips

* Currency Format (¥) Apply & |

% Payment Status Column ¥ Conditional Formatting
R “Paid” = Green 3iR “Pending” = Red &¢ |

% Date Column # Date Format (DD-MM-YYYY) & |

% Table &7 Select &%F Ctrl + T ZaT6T Table Format & |

.Y

Total Fee Collected il Total Due Amount
(et w1 fA) (et FaBTaT AfAN)
T4t Paid Amount T4t Due Amount
&I AnT 1 g
| =SUM(E2:E6) | || | =SUM(F2:F6) |
faseft @meft Cell # et et Cell #
L ford | P ford | )

@ Practice Task

Computer Science Teacher
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@ 5 AU Students T Fee Record daIR &Y | :
@ Total Fee Collected 3ilR Total Due Amount fAret |
@ Pending Students &1 H=1 COUNTIF & AT |

(] Payment Status ¥ Conditional Formatting U |
| Tahla nﬁ Attrantiva Earmat ; 'D"D' Cawa Flﬁ' (]
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%QSO Practlcal Tables /g

c

(D Employee Salary Sheet Table]

@ 35299 (Purpose) :
Table Headings

Employees & Salary @1 Record 3=,
Basic Salary, Allowances, Deductions 3R Net Salary ferer |

Emp ID

Employee Name

Designation

Basic Salary

HRA (20%) | DA (15%)

Gross Salary | PF (12%)

Tax (5%)

Net Salary i

@ Sample Data

Emp ID ‘ Employee Name | Designation ‘ Basic Salary ‘ HRA (20%) | DA (15%) | Gross Salaryi PF (12%) | Tax(5%) | Net Salary
| E101 Rahul Verma Manager 50000 10000 7500 67500 8100 3375 54025 |
| E102 Priya Sharma Assistant 35000 7000 5250 47250 5670 2363 37217
! E103 Aman Singh & CEI( 25000 5000 3750 _33?50 4050 _16_88 2601_3_ j
E104 i Neha-Patel- Executive 30000 6000 4500 40500 4860 | 2025 31615
|_E105 Rohit Kumar Operator 22000 4400 3300 29700 3564 1485 22651

Formulas (Si&f 3uaift &)
(0 HRA (20%)

3

(Hep W)
Basic Salary &1 20%

=D2*20% |

29 Formula 31 E2 Cell
# ford ik AR o Drag + 1

-,

(g W)
Basic Salary =T 15%

| =D2*15%

‘9 DA (15%)

o Gross Salary
(e aa)
Basic + HRA + DA

=D2+E2+F2

39 Formula #t F2 Cell
¥ o 3R F9 7 Drag & |

|
= i

@ Important Tips

59 Formula # G2 Cell
# forf sy 19 7 Drag &)

p 2

O rr %)

(ufersa fAfen)
Gross Salary @1 12%

=G2*12% |

%9 Formula 1 J2 Cell
i s s Drag Exl]

O 1%
(@)

Gross Salary &7 5%

g9 Formula 31 J2 Cell
¥ fordf v A o Drag =g

- . S _/

* Basic Salary @ Number Format # & |

#* HRA, DA, PF, Tax % &I Fixed ¥& aifs Formula ®&! &M &1 |
# Currency Format (¥) Apply &% 9 Table gez & |

* Total Row ¥ SUM, AVERAGE, MIN, MAX fAasret |

# Table &I Select @& Ctrl + T gaa Table Format € |

¢ =D

@ 5-10 Employees &7 Salary Data TaR & |
@ Gross Salary, PF, Tax 3¢ Net Salary et |
@ Total Gross Salary 3i¥ Total Net Salary ref |

@ Highest 3% Lowest Net Salary (MAX 3ifT MIN) faret | |
@ Table  Attractive Formatting &¥ 3iR Save & | '

Computer Science Teacher
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%1 MS Excel &t
%&50 Practlcal Tables Jf

@ Loan EMI Calculator Table] oY
@’ %394 (Purpose) :

Loan (3R0T) &I EMI, Total Interest, Total Payment
3iI¥ Balance Amount &t 0T BT |

Table Headings

EMI
)

Balance
Amount (%)

Total Interest
()

Tenure
(Years)

Interest Rate
(Annual %)

Loan Amount

®)

Total Payment

Loan ID @)

Loan Type

@ Sample Data

(______'\." % % % %

Computer Science Teacher

computerscienceteacher.in

Loan ID Loan T Loan Amount | Interest Rate Tenure EMI Total Payment | Total Interest Balance
‘ ype (F) (Annual %) (Years) (%) (%) (%) Amount (%)
L101 Home Loan 1000000 8.50% 20 8631.41 ] 2071538.40 1071538.40 0.00
L102 Car Loan 500000 9.00% 5 10301.92 l 618115.20 118115.20 0.00
L103 | Personal Loan 200000 12.00% 3 6643.21 | 239155.60 39155.60 0.00
L104 | Education Loan 300000 8.00% 10 3646.32 l 437558.40 137558.40 0.00
L105 | Two Wheeler Loan 80000 10.00% 4 1940.77 i 93157.04 13157.04 0.00
| <
Formulas (ST 3wyt &)
= - - N \ 7 ~
EMI (3) @ Total Payment () | | €)) Total Interest (2) Balance Amount (%) EMI Format
(mfEF® fFm) (et W) (et =aTn) (@esTan fan) (EMI =t w0d )
- | =PMT(D2/12,E2*12-C2) =F2*E2*12 ' =G2-C2 =IF(H2>0,0,0) I =ROUND(F2,2) |
59 Formula @I F2 Cell 54 Formula &t G2 Cell 54 Formula =1 H2 Cell 39 Formula = 12 Cell %4 Formula 31 F2 Cell
% foref afty 7y @ Drag &¥ 1 H ford 3w 1 % Drag =¥ 1 | | & fore 3w 1 76 Drag =¥ 1 | | & ford 3R e & Drag &¥ 1 | | TR Apply &¥ (Number Format)
%, e S - N b
Sp—— ™ —
1y’ Important Tips | @ Practice Task
Interest Rate &1 % ¥ Enter ¢ () 8.50%) | ’
PMT Function EMI fierer 3 forg aga Iuanft € | | | B 9 enrEansnLonnanibns ¥
Loan Amount e Negative ¥ Formula & (PMT & | ‘ @ EMI, Total Payment, Total Interest, Balance Amount fFaret |
Currency Format (%) Apply =¥ | @ Highest 3R Lowest EMI gar ¥ (MAX & MIN) |
Table @t Select @ Ctrl + T Zarsv Table Format ¥ 1 | @ Total Loan Amount 3% Total Interest &1 @im fAeFret |




