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CHAPTER 2

ELECTRONIC SPREADSHEET (ADVANCED)
SESSION 1: ANALYZE DATA USING SCENARIOS AND GOAL SEEK

T 1: TRETAN 3R 68T WISl BT ST B Sl I [Tz B

Consolidating data (éz'rﬁ aﬁmm‘—m

SeT> THG ST IR B8 AT (o7 TN 7 39a) & J TH & Ialld IHT g 1 34feb A0 & ST b Uep s
AUTt H JTT PR BT T RIpT U Bl & | THH B SR, B3 T ¥ cells B M B T -F R
ST gHar g

Steps:
OpenOffice ﬁ@%mﬁ@spreadsheet@ﬁl
3 A BT I I oIgT MY Ffehd SeT fearr area g
Menu SR ¥ Data > consolidate(ﬁﬁ‘l@f) R fads B
qAfohd TaTe aiaq §, 39 weil a1 2itel &t 9ol &1 997 &% g o Tafdhd =1 9184 5|
I8 HaRT g for 31T ST &1 Thfdhd d- & ol Facied BT d18d & (o1 THT a7 3¥d)
D3 ot sifafeaa A AfEy &3, o o daa 2nfiya =1 ¢ a1 @ett 9|
ST P! I d B & AT ok fakads B |

N o ks wnN e

Advantages(WTdql):
Ig s wIea! a1 ey B ol ST % 1Y HTH B4 H Heg ol § 3R IdTehdl, Teidhdr R fofa a3 &

AT P FTaT B |

Creating Subtotals (m -T):
OpenOfficemmﬁm@@mﬁﬁﬂﬁm%@mﬁmm%%
Al Bt 4ot F JaIed B AT HRT 81 T AR BT SUANT JUft A1 g gRT ST &1 IRIRA IR &
T fopa o el B, PRy 3 e T4 & U T b i &g Tobdl B |
Steps:

1. OpenOfficeﬁqumﬁW@@Qﬂ?@ﬁl

2. 39 ST B! Juft BT T Y R 341U g 98 d B

3. ﬁqaﬁﬁ Data > subtotal TR fddid &1 |

4. T ST d1aq H, I B BT T H1 foId YR TR 3T JYg F-IHT 918d o AR o

TraRI BT 3ATT STTNT BT A8 § (14 TN T T07)
5. Hecicd AN R & ford dlep faetad dY |

Advantages (CITH):
1. AFES & YR W STl Pl GEaS 3R GRIRI B S e fa=eyur|

2. JU-GRT UM &) ThIferd db 3R Ffedl &) HH HRdb Jgak Gl
3. Sl AR 3R U ¥ ggfed e I TS|

Using “What If” Scenarios

“What i’ Scenerio e U} gfaen & Wi war g st 3! fafiys gfkomt a1 Fura-reft &1 gar & &
fore 31 & faft Je 999 SR T & BT ST ST B 1 Scenerio SUANT BId § SId 31T TG T ST
ared § fob ST & uRad= mus! st Bt B8 yuifad wem, S 6 o< Aisfe a1 gafgam #
Scenerio T "What if " ﬁ&éw, 3y fafye HWGﬁWQﬁWWW% 3R U ST & gRad-l &
YT THTT BT UaT o ebd &, T 3mues! 3iferes gferd oy on & weg fierdt 21




Steps:

OpenOffice ﬁw?s‘mlﬁvﬁ spreadsheet Q|

Original data aﬁaﬁ%ﬁ 31T 3T scenerio & &TW%WﬁWWW%I

Menu SR ¥ Tools > scenerio TR fad® Hx |

Scenerio IdIg aTa%rfr, 4l scenerio Wﬁ%ﬁm sum IR fode B3|

30 scenerio H%qué{ 3R 3 cells WWﬁmmmscenerio ﬁw?ﬂ?ﬁél

30U scenerio H T cell & fau 7T values(HI) T B

3{Y-T scenerio ﬂ%ﬁﬁ%ﬁﬂ! ok T B |

3faRad scenerio M & f?fQ?R'UT 4-7 EPIETI"QI

Scenerio @] WW%%@ Tool > scenerio TR fadd B3 @TB_'T scenerio BT T B3 ST 3T

qaTT BT AR § |

L e N oA WN e

Advantages (¢ITH):
1. 309 3T ! IR &7 J IHIH 3R 31fere Jfera Aol o= & ot Geradr axar g
2. o=y =u 9 foxfta Atsfem, gargam oiR o/ &1 & Iuaift St sMue! o+ Sel R At i &
TUTE BT Tl T &1 ATTIH T gl & |
3. 3T fafid Tel SR I WU TUTa &1 ga1 3R G B &1 U dRidh] Y Sl g |

Using Goal Seek

Electronic spreadsheet H Goal seek Wﬁﬁgﬁmaﬁwﬁhm%a‘r Wﬁm output value T B
¥ foTT SMTTRTD input value TISH P1 FHT ST B 1 TE IUTNT B bl § S 31U TUMAT F Fifesed afoms
DI S &, A 310 AT 61 § f 39 aRRom &1 it & & I S ¥ input Bt STaTHAT B |
Steps:
1. 39 formula aﬁaﬁﬁﬁl@rmw cellﬁwmmgﬁﬁma@a%ﬁ;output value
ferg <
2. WinputceII%WW\%valueﬁﬁmmwmﬁ%l
3. Menu dR ¥ Tools > Goal Seek TR fd@d® x|
4. Goal Seek dialog box ﬁ, dg output value Eﬁﬁﬁlﬁ WWWW% GﬁTW@aWWﬁ
mﬁaﬁ'inputvalue%ﬁl@\?ﬂqwfﬁ’%%l
5. GoalSeekanalysisﬂﬁﬁ%%ﬁokm%ﬁl
6. Goal Seek “{[ﬁ?ﬂaﬂ%ﬁ[ output UTtd W%ﬁm 3T value b ITOFT HU 3R input cell ﬁ:nz
value & 1Y 3(USC HN |

Using the Solver(ﬁmﬁmnm)

lear Mt Hiep BT 3 I TIHRUI 8 | Tafp @ed Ticp ! T TR FHIYM T & fore fEeime= favar
T 8, JleaR B3 3T =R dTel THIBRUN 1 THTS Teball ¢ | SHBT IUAINT arad THd TRUMH TeH & fag
fara e & S aRuTid <raf & U A &) I FRal ©, o b eimuds gRT ulia Rt ar anensif &
YR R fohft =iy aRumd o1 <gas a1 i ad &




agﬁwd’rcrusn (Multiple Choice Questions)

Q1. Fufafad & & & 1 3MUHT 3T ST B T J SHGT B B IHT Sal § JHRIC BT AR
EERCRSEE I

TicaR (Solver)

ghfed (Consolidate)

e (Spreadsheet)

ufeeg (Scenario)

P w N e

Q2. FAAfafed & & & 91 " 1-3FR" U &1 T&0 53 & o U Juanu g |
1. SRUIS (Worksheet)
2. 1vTIET(SoIver)
3. ORE (Scenario)
4. &I B! AT (Goal Seek)

Q3. TABY F Sfcia F0 T J B 1 fadhed 767 WIS (Goal Seek) BT Y Y faId 7 |
1. I P! AT (Goal Seek)
2. TleR (Solver)
3. gafed (Consolidate)
4. 309 (Subtotal)

Q4. 3 Bl (cell) Pt AUN BT T B3 [P T 3T IU-ANN (subtotal) BT TUFT HIAT I8 &, 3R b
- ﬂef > 309G (Subtotal) |

1. Insert

2. el

3. Bigd
4. Tool

Qs. 3ATHS Brexfc o T Ut gaen &1 Geffa H=ar & S st SrgAfd &l § falke
3{T3TYC A U A & folU SHTa=a P $7Y¢ A J1d b |

1. G}I'W(Solver)

2. &g P IR (Goal seek)

3. GﬁGﬂT(TooI)

4. UGN (Subtotal)

gryar myTiRd Uy (Competency based Questions)
Q1. T ST fas Ty & U 10,000 STeR §, foraas oy 31y &t wygard e & Ue af & fog fawr
B © | TS X 8% TS &R P A1 TP HH ST alel B § 3R B8 Y 12% TS &R P A1 Id SIaH
Il B $1000 HT Fd TSl Hfofd B & T UdS HIY H fora1 U1 a1 anfee? Wisfie &f frg
TR BT ST 3! T & fore o S Wb g2

1. TEI P! AT (Goal Seek)

2. 1v’lEIJET(SoIver)

3. G'Q-‘Cn"T(Subtotal)

4, 13I'f=~i€'52'5[(5cenario)



Q2. IET U BET 30 A&l BI AIo1 &1 It & b I 5y ofs & U a1 1Ry S TRex 4
RIemst § U SR (75%) W &R & fo1T| SDT TUMT dxA & (0T BiSTe Bt [y fo=ivar &1 I
far ST gwar g1

1. W(Solver)

2. &I DI AT (Goal Seek)

3. 3U-AN (Subtotal)

4, ﬂﬂﬁ'ﬁ(Consolidate)

ﬁgﬁﬁ'ﬂﬂﬂ (Short Answer Questions)

Q1 HieaR 3R M " & o SR |

Q2 TISTMe &1 A& T (Goal Seek) FAUT & FT TH §?
Q3 TNel e BT I TGHRUT B T 7 3R BN

Q4 ST gHGA (Consolidation) T 3BT WW%’?

?ﬂﬁm'ﬁﬂ (Long Answer Questions)

Q1. 31 Treefe & Se1 o HY Thfdrd IR Jad 82

Q2. 90Tt 7 TG GRT Sl & ARIRIG B BT SFAR & & fog Fraem Sk =aR01 ford, Siegt & i g &
fore g g & farge

SESSION 2: LINK DATA AND SPREADSHEETS
A 2: fifw St ok Wszfley
3T WS T IUTNT HIb Ps Hldl ¥ Sel B! ARIRIT B & 7T F3 ahficy ik Wisiey I Id
i 1ft TR Uhd § | I8 SMUS! GF M BT S0fd T § S HS Hial A Sl Bl Sredr § 3R fofes fvg o
3R W ST Gl T SUUNT HRP TV BT ¢ | 75 Xt JRIferd H1 oid 3119 T -3 Wetiie Wdd &,
a3 AR R Bfie, ez 3R fes 9m @ fiF 2fe |t 81 afe e Weshie § tw =2 2fe afferd
HAT A8 8, @ 3y faftrs fafday o1 Iuaiv % Iahd &
7 e T &b TR0T -

1. Menu SR ¥ Insert > Sheet ?;Jﬁ,

2. ST Ize-fFas HP We I,

3. Tfic T & 3id H @ &7 H fFas o3|

Renaming Sheets
1. TR 1 HIS[GT ahRiTe & 11 IR SIa-fadd B |
2. TR 2: Context menu T SUTNT HX ol 9 Udhe GIdl § OIG MTT A F&a BT T HRA & o7g farait
Wworksheet%ﬂﬂﬂﬁ-mwgl
3. TR 3: forg ahRiie T MY AW ol I18d § 39 g & [T ghRiic ¢d R fFaew HY iR iR
Wit A=Y W e [adhed 9| 97a MY TH1 = § o UG RId g9 aTd IeH=g & I & [abed g1
EIEIGIHY

Cell Reference (ﬁa H—c."'l-f)

Trefie # Ja VBRI Ue fAfRIy ugamiadl &1 SUaRT dRe dwsite & Hiar Ue fafiy I« a1 9a &1 9of
B! Gefifd B o1 Ufshar 81 39 fafRIY Uga sl &1 cell reference H8T SITdT & 3R U8 T HIAH 38R 3fR
TS Ui T & TN O &1 T ¢ ot foblt faRie 9t & T &1 ugaH T g |



Referencing Other Sheets (amvﬂa\qﬁqaf‘mh C L)

3= Xfiey & Aal &1 Hahfd w7 & & adie 8
1. AP BT I B AT AT BT STANT IR G &of TP |
2. Creating The Reference with The Mouse (W%W?‘f “v'l_ct"-fEFﬂTﬂ)

3. W39 A T 91 & fore S Drexfie geit e Tnfet | a8 A g ol A &l fohdT SITa|

Creating The Reference with The Keyboard (aﬂaﬁé F Y ﬂ'q"‘l-f 1)

e T A PIaIS BT ST s T Tedf gof Ho1 o g1 Y A um g 8
1. Path and file name (UY ﬁTWWW)
2. sheet name (UA I {MH)
3. Cell (h&)

Working with Hyperlinks (WW%W”WW)

Calc B, 3110 Biexiic Ia & o9 3R 99 a1 i Hiaal, Jaursc!, a1 Ig1 ad o 3 BIsiie & 3 &l o
e A & oL FTEIRRAS HT TN R T ¢ |

maﬁ&mwﬁm?ﬁ relative or absolute %Wﬁmﬁmmm%l

Relative and Absolute E'IETR'I%I?\‘T
Relative and Absolute B3R P IUANT WSfte Iy o fara ST 8, S Siu=3{ithd cale, It

Trefie & Hidr o1 9168} BIsa! 3R 39 U & iR cell TT 30 TTeAT & o fofes 991 & femm|

Relative BT3IRIIYT - Raifed gemRitiay 9 fich Bid & off aciAH ¥d & M & oy § Ay ga 81 3 3
TR TR I UY BT SUTNT B & S G BIsd b R J Jod 7 1 IaT801 F g, afe 3y g/ & I
AL TR & 3R I} 2fie & 9 B1 T foiep BT 9184 €, Y 31U Tefd gTSWRfiE "B1" T IUTNT HR Thd B
Absolute BTSURITIA - Absolute BTEURICIANT, GO 31, foidh fohT ST @ TeH T 1 0¥ AT URL Ay v
&1 IemeRu & farg,

“https://cbseskilleducation.com/information-technology-class-10-notes/”, you can use the absolute hyperlink
“https://cbseskilleducation.com/information-technology-class-10-notes/”.

Linking to External Data (W’&?:ET@WWT)
Wﬁ@agﬁﬁ%ﬁmaﬁﬁ? HTMLW@{WW m@ﬁwﬁmﬁa@@rﬁ OpenOffice Calc
B, oMy §1g<t ST HaTe a1 AR o1 ITN IR Thd g |

1. External Data dialogwwm: Data > “External Data” UR SI[U, STI & Fid BT IIT B ﬁ?ﬂ'&lﬁﬁf
FA & fore fafy Ser g | oy a1et ST feids R bl & A1 33Ut Wesfte § it R Tahd B

2. AANER BT ST HIAT: "AINCR" 3SHA IR faaAd P AT F5 TATY, “Data Sources” HTHTT (section) BT
IR &Y, ST & Tid BT TTT B, 3R d1ferepT a1 AHifpd Auft i 3o & H Wi IR B

g fAs &g Y| (Multiple Choice Questions)
Q1. FhRiie IR TH I 19 B T J0ft I o1 Y id T § TR SHBT IUANT 3 AFI A1 ST Bl Wior
¥ fore foman o G § fora! TTurMT A & forg 8mu I =g 8

1. @Ff(cell)

2. JU-TNT (Subtotal)

3. %Wﬁ(Cellreference)

4, @aW(Data Link)




Q2. I IWIN calc & T WS & idR I U e RIM W A 3 o fasan o1 Fabdm § 3R
JAHH BTsd & 30 YR H, faftrs wrgerl a1 ugi deb fob de wrsel & forg i

1. @ﬁﬂ’dﬁ (Cell Reference)

2. BRWRfd® (Hyperlink)

3. g??el?.’(lnternet)

4. e (Spreadsheet)

Q3. _ﬂef»a'lgﬁ?aET(External Data)@fwaﬁl
1. SIdHI (Insert)
2. @ET(Data)
3. IR (File)
4. 3SR (Tool)

Q4. Th fefep It BT AT d B TE YRY 3R A& R Th AR P TTUE (relative) Taard
gl

1. Absolute 2. Mixed 3. Relative

Q5. $A$1 T BT U IeERUI B |
2. Absolute 2. Mixed 3. Relative

Y ST UY (Short Answer Questions)

Q1. Brsxfie # 75 e ST & ol ford?

Q2. Brsxfie 7 2fte 1 fSthiee A a1 8 3R 31U &Y 7 Jad Tabd &2
Q3. TN ST ARF FAF AR F DA 2

E&éﬁ'\ﬂ'ﬂqﬂ (Long Answer Questions)
Q1. 3 Yt & Y YHI §9H & &l D! 6! THRT|
Q2. fRue (Absolute)\’rﬁT e (Relative) e & g sia fora?

SESSION 3: SHARING WORKSHEET DATA

T 3 : TH N ST IR HIAT

3al sharing W%ﬁm Spreadsheet Pl ﬁ set Y

foratt ﬂ-ﬁw, Spreadsheet wméﬂ%ﬂ: Spreadsheet @EW%, mﬁ‘mﬁg Steps % |
Spreadsheet Document @1 @Il |

Tools ﬁqﬁ\—mﬁﬁl

PR IR documents D Talae BT | IR Documents WWWE& Dialog Box open a’rﬂ I
R with other users TR fad® & |

3R 3fd H oK TR et Y |

vk N oe

Opening A Shared spreadsheet (WWM@W)

aﬁ éjf 3HIU spreadsheet document 373[ W In_s' ff open W % Fﬁ Udh message display EhTIT \_ﬁ}f W qdr1
W%% documentwm_s'ﬁ% |

OK IR faeTd Hh 31T Documentﬁwmﬁ@ﬂmg |



Saving A Shared Spreadsheets (@'CIE; Spreadsheet &I save DAI):

S 3T IR spreadsheet P save HIA %, T‘hW Situations ﬁﬂﬁ% |
1. q%a@ﬂ?ﬁ modify :IE?[E&IT ﬁwmmsave mwa?‘haﬁ'Save_&ﬁW |
2. Hﬁﬂﬁ?ﬁ modification EW@@WW@WWQ@ ﬁ'@"'ﬂ |

Record Changes (ﬂ?ﬁ% Qﬁaﬁq):
Calc o UTH WX feature %, o dg fordy spreadsheet ® 3R e IR B track B Tbdl % I a@ f&
"Who made the change" 3R "when the change made" ddl" T URga fearmar |

Start recording changes in Spreadsheet

1. Spreadsheet HIE |
2. YA Edit > Changes > RP1&H from AL IR |
3. Worksheet T Editing %ﬁ |

Viewing Changes (trha?has’ra@m):
Calc ¥ g0 Rapls ufkacH &l ¢ & forg 5 U So=m |
Jdde Edit > TR > Show.
EIE?QEB dialog box @Tﬂ |
STET MY 37THT- 37T Setting T TANT HR Thd @ |
> Date
» Range
» Comment
» Show Accepted Changes
» Show Rejected Changes

Adding Comments to Changes (tlﬁa?ﬁﬁ Comment ﬁ\_rﬁg:ﬂ)
Calc WWWﬁW$WWﬁW CommentﬁGhSﬂT%, N describe W%ﬁ?wuﬁaﬁq
g3l

1. Spreadsheetﬁwaﬁ |
UREd & 1Y U &1 Felde BT |
R Edit > IRGAT > comments Taae B |
Comment?lg'qﬁ |
. OK R faqes X |
Edit Changes Comments (Qﬁaﬁ;d Comment &1 Edit D)
Worksheet @1 @I |
W@F{, fSIPBT comment Wﬂ'ﬁ:—!ﬁ% |
ISP TS Edit > Changes > Comments TR S1TU |
Comment T Edit X |
OK TR foieh X |

G W

A I

Accept or Reject Changes (trha?h’raﬁ Accept 3R Reject D)
Accept 3R Reject Changes ¥ e g Hen g |
1. Editmw Document &I @I |
2. Yaide Edit > Changes > Accept 3R Rejectmmﬁ, Dialog BOXW I
3. Dialog Box 7 3y Accept, Accept All, Reject, Reject All 7 g fooddt oft option I} [ESCACREIET % S

AMTARAE |



Merging worksheets (Worksheet ﬁmfm)

f&d Document ®1 merge CESKARE] Steps(hqH) % |

Original Document BT T |

o3 Edit > Changes > Merge Documenth\_rlTﬁ I

File Selection mﬁﬂﬂﬁﬂﬂm |

I B Pl Toae $3 o 7ol HATARA ¢ |

OK TR faeTes ¥ |

Document merge Bﬁﬁ%ﬁﬁ Accept 3R Reject Wmﬁﬁaﬂgﬁm I

3HTU Accept dT Reject aﬁma@mﬂaﬁ% |

W@ 3P Document BT merge W%ﬁﬂ 2 71 3 (Step) P aH HU Repeat WW% |

© N o Uk W DN R

Comparing Document (Document aﬁmm)

Libre Office Calc & Documents B! & B3 P 1L TRUT|:
1. Edit Document Y open ﬁ, ISE] original Document >y T DAl dlsa % |
2. 3P 916 Edit > Changes > Compare Document tl?\_rl'lﬁ |
3. SANT S open Eﬁﬁ%aﬂﬁ original Document Select PR P Insert B |

98 fd®edg U% | (Multiple Choice Questions)
Q1. THRAC DY 7S [HaT S Fbll B, A |
1. 3UB
2. <"
3. WIkd
4. e @

Q2. ST T H3A HT [dded fobe Ay & Iua g2
1. BIkd
2. JUDI
3. gurfdd &
4, THIDITTI

Q3. G § ST S1TU 1S PHRUT DI H&H AT 3{&H BT g Jabel ¢ |
1. U3
2. qdlg
3. BIEd
4. Tt

Q4. 9 H1g G ST 3R JEoT STl 8, af SH WA U ........... Y 1 TP GBI g 5 |
1. XSS
2. Hiegd
3. T
4. THI DS TRl

Q5. ITANTHAT ARy SuANTHdl & -1y g4t STANTHarel gRT fhT 7T gRad-l &) WeR AT 3RATBR
P IgHAT !
1. 39 2.9




Q6. SISt ¥ fhT 7Y uikad! & WHR H1 & g, uRkadd 99g 9 > >
fdhed IR fokeTes DY |

Q7. FEfafed 3§ & A RE Fe Bt g 3¢ JHHC g2
. R +r1
ﬁTEE'+F2
. ﬁTCEWB
. R +ra

g JTRIT UH (Short Answer Questions)
Q1. IhRMT 32T WR FA S RN B 2

Q2. TSI AT HA & IR0 ford |

Q3. Bsfie B o 3R A H3A & TRl ford |

Q4. TR TH gD ST draq & Iuasy [afe fasmedl &t aamen 1|

Q5. TN HTIYRAHT & 30 IUgRTHArat gRT uRad-! &I gTSarse &y H?
Q6. Bsefie § fewforgt &t aar Yftre g2

Q7. Brexiic # fewuft urfed H & =Rl ferd |

?ﬁ‘ﬁﬁﬁﬁ U (Long Answer Questions)
Q1. fewuft &1 Urefid o3 & fore Iuetsyl fasmeul &t saram &3 3iR fewuft o1 gem & e sen ford |

Q2. UGS T T fadmet &1 it 991¢ SiR THee uikac! &l gT3arse &s Jdlg aied |

Q3. Trefie & SUANTHdl gRT T 7T it ufkacH! & WHR B & TRON D fawgd B |

Q4. TR DI TH-THh TP SRABR B & IRON DI Ao DY |

Q5. Hte ¢9 B 1t 3R gaT fadhed Hd Sike @ivd TR gaaR & gal fadmed ot off are e

T LRI U (Competency Based Question)

TH 3R T "HIS Wolae” A7 & 3T 31ThY Calc 1 TP BIsd H HH PR &1 3 A Uoide” B &
T T3 Ui ST aTed 8 | I1Y 81 3 Uieide oisR Had & 1Y 3101 BIsd 1=l B3 Irgd g |

39 A & 3NYR R Fafafad & 3w v

Q1. "HTE Toiae” BId ol TaHe e T 82

Q2. 718 Xfie STaH & Pig ol axiep |

Q3. "HTS Tivlae” BIEd | Iudsy 2fie & fEhice Io o g2

Q4. 7 & 1Y HTIE VIR B b o THF IR FAT BV oo T R fadd ST B




SESSION 4: CREATE AND USE MACROS IN SPREADSHEET

T3 4 : T A AshIe M1 3R YURT AT

Macro (ﬁﬂﬁ')

Macros Spreadsheet [ Ud W feature %’ Tdh éjf cap (work) P! IR- IR TN B & 1%1? Macros
Record R TIdT §, 3R Ofd T: S| oRexd US ol U GERT B B! Folld Macro Y IR Ad & | TAT A I
TR P FAd I § |

qie:

Macros Command o Steps P save WW@T‘IT%, WEH: ST HI ISP |

Using the Macro Recorder ('Elﬁ Recorder WW"T):

=l Recordermaﬂﬁaaﬁgwg:

W'T’ic Spreadsheet QI |

Sheet H value Enter 1] |

I A B! Jdae B fo ! value ﬁ% I

Tools > Macros > Record Macros 0 fa@d &1 |

Record Macros -TH ﬁw window E;ﬁ"ﬂ |

Work YT B ST TR Window H "Stop Recording " R foa® & |

Basic Macro Window H Macro &1 save &Y |

'aﬁ Record Eﬁm Save Epf SR |

©® N o vk WD E

Recorded Macros 1 Run 34 ®Y:
Macros Run W%ﬁ’gm%

1. S IdH macros Run W%aﬁcursor@ |
Tools > Macros > Run Macros UR f&eids &7 |
Macros Selector ATH 1 Wﬁ@fw I
39 &SI H Macros &1 Tdtae & |
Run Macros §¢-1 IR fa@® @ |
Selected 9 & Macros run EﬂTIT |

o vk~ wnwN

Using A Macro as a Function (ﬁw’rwuﬁﬂmﬂ%wﬁm—ﬂ)
% 3T gH Tl H Function &1 SIS Tohd 8, 3P 1o18 1 TR (Steps) B:
1. Libre Office Calc & Tools > Macro option W\_rﬂ?f% |
2. Organize Macros > Basic option R foq® &9 |
3. Macro & Tdide B3 3R Edit e TR ot B3 |
4. ﬁ?ﬁopen @Tﬁ,mﬁFunction ﬁﬁh@ |
qIe: Function Name B4t 4t case-Sensitive &1 8T | SI: =NUMBERFIVE()

Passing Arguments to macros (Macros ﬁ' Arguments a?r pass D)

Function & WN value I pass DIl 3)[ Pass Arguments W% |

S Test Max (x, y);

29 function Ty 3R 'y' Arguments % I

JalgrUl: Spreadsheet A1 GﬁT B1 I § Sl Value %, 3 compare hAl % b ﬁ:f EI@)[ %, sﬂ% ﬁm Test
Max(x, y) function WE@"T%‘II BH Arguments T function ®I 7 AP I Pass W%



Text Max (A1:B1)
Function Test Max(x, y)

if x>=y Then

Test Max = x
Else

Test Max =y
End if

End function

Passing Arguments as Values (Arguments @1 Value & T H Pass C X))

Eﬂ%w Function § Address @t SI7Tg Direct Value Enter A % RIRRE:] "Passing Arguments as Values" Wﬁ
gl

a"‘?f: Test Max (4, 5).

29 function ﬁ?ﬁ Direct Value 4 3R 5 WW% |

Writing Macros like built-in-functions (Macros function 1 built-in-function %Wﬁm)
Built-in-functions q%?f@faﬁ function Eﬁ?f%, \_rﬁ Standard Library f[ Eﬁ?f% |
Macros &I Built-in-functions W%%’QB% Standard Library o G“S Gl tI@_';?IT%I

Accessing Cells Directly ('\‘ﬂﬂ' Cells W'qfﬂ)

o A B value B direct WW@ "Accessing Cell directly" ﬂ?ﬂ?ﬂ% |
®H Macros function T efie ﬁ?@ﬂ% Address %Q'RT Cells DI directly access R GDhd % |
Ex: e 2ife T 9d &I Sre-T

Function SumCells All Sheets ()

Dim The Sum As Double

Dim | As Integer

Dim o Sheets

Dim o sheet

Dim o cell

O sheets = This component. getSheets()

For | = O to O sheets.getcount() -1

Osheet = O sheet = o sheet.getBy Indec (i)

OCell = Osheet.getCell By position (0, 1)

The Sum = The Sum + OCell.get value()

Next

Sum CellsAll Sheets = The Sum

End function

Sorting (E\:‘?@W)
Open Office Calc T Macro create ®d SICI ® Direct/Automatic (¥dd:) Sort WW%I
Libre Office Calc ff Columns ﬁ value ﬁ Sort ON:I a'7 ﬁ'{;f YR %:

1. Libre Office Calc H Values @V Enter & |

Basic Macro f[dSI H macro &1 save & |
Column %Iﬂ:{(value) Pl sort W%ﬁﬂ Micros function & ST |

2. Tools > Macros > Record Macros TR faad &3 |

3. Macro RecirdingQI\’?a\_rlTaTﬁ |

4. Accending /Descending option T value I sort BN |
5. Stop Recording R foq® &9 |

6.

7.



agﬁwqﬁnu&n (Multiple Choice Questions)
Q1. 321 P! Had of 2fie T gAfed fear ST awdr gl
1. 994 2. 349

Q2. Calc @1 &I It faivar gren adbefie & fu e ulkad=) &1 38 H Aeg Bl g
1. JieaR
2. gdcled
3. Rl ufvadq
4. THIAPIS TGN
Q3. HHGY 3R PRI HT Vos WHg3HTd g SNl alg | JUNT & forg @R forar Srar g

v

HieR
I HAT
EEd
sifcrad

P w N

Q4. Heh! &1 TuTfed o34 & forg, 89 H1 TN R 5|
1. abﬁﬁwnr%zﬁﬁa
2. TR > TN > UfEe Al
3. E%E’>W>Q%‘c’ﬁw
4. W>W>Q@E’m

Q5. Teh! RepTer I= o3 & forg FRgfefad o @ fegest Iugi fasar srar 82
1. W>Wé>waﬁ
2. 3aT>RPis > Repis Al
3. @W>ﬁm>ﬁ$\|’é
4. TIPS T

Q6. Calc H Ta=M &1 91 $ Jffed el glaT g |
1. I 2. 3

Q7. Bpivl foaRiv U 3 IugHT fhu Sd €1 Th B |
. AT
o

U

WA B

PN

Q8. Calc 7 Hehl ST 31U 3iTTh g H ST &Y e s fovar o ghd gl

2w e



Y 3G UH (Short Answer Questions)

Q1. HopTol o1 87

Q2. BTTS ¥ 31T T THA 62

Q3. Libre office calc T Ol Nopls 1 & T g |

Qa. HopTe & @y fafau|

Q5. S'hq?&mcalcﬁaﬁﬁm‘?

Q6. 3T T calc & TH HaRH & U H T BT STANT hd H?

Epf‘iqu%f (Long Answer Questions)

Q1. Fsh! & aRUTRT Y| Akt Rl R & W feref

Q2. Fh! T I b ST calc H ST H1 IE B & forg IRON b ferel?
Q3. "BeTs" H T T U 52 e 1Y calc H WIfET & A1y qHemSU|

g emid U4:(Competency Based Question)
gt - FHelT 10 B el RARHT 31 T8 cale T HTH HR G ¢ 3R Urd fawdl & 3f S1aq & fog adhite
JIR HR I 8| 98 3 91 B! AbR 3o H ¢ b T foeder o gdbxiic ot Jud SIh Y RR 3T S|
FaTY fos I8 31U SRl 1 QR B o T Teh! BT STTNT o I Tdbell 62
a1 U H I o9 1 HHie T1 2d &1 Ra= A siieq § Aeg adl g2

1. 89 2. 3¢ 3. BIRd 4. Rg

Q2. Fp! RBTET = FA & forg o B 3 oy 5¢1 ! fakres Al Y STaxa el 82
1. fogemaRie 2 O 3. RPISTH 4. A AUl o1 ST

Q3. A A WR A § o & 9 319 a1 faded Suasy el 82
1. g dHgPH 2. G IhgH 3. T Aol ahad 4. Stel

Q4. 9 o A o1 1 fdsheu Aokl ST STag | Aehl BT IR SdTdl 82
1. A9 2. fawm 3. §ed 4. T BT it




UNIT-3 RELATIONAL DATABASE MANAGEMENT SYSTEMS (BASIC)

SESSION 1: APPRECIATE THE CONCEPT OF DATABASE MANAGEMENT SYSTEM

SESSION 2: CREATE AND EDIT TABLES USING WIZARD AND SQL COMMANDS

SESSION 3: PERFORM OPERATIONS ON TABLE

SESSION 4: RETRIEVE DATA USING QUERY

SESSION 5: CREATE FORMS AND REPORTS USING WIZARD



DATABASE MANAGEMENT SYSTEM
SESSION 1: APPRECIATE THE CONCEPT OF DATABASE MANAGEMENT SYSTEM

DATA : STT &ed a2d 3R 31ihs &1 Jg 3TS, aoie, ATH, HEAT Sl $o §fT g1 Hevel &

DATA PROCESSING: 32T &I Bicel IT 0T el I UThAT Pl ST TATHIT FHgT ST &
INFORMATION: 3TeT SHaffer & qRUMA & Fa=lr Hel ST &

[ DATA ] [ DATA PROCESSING ] [ INFORMATION

DATABASE: T& 3¢9d 3Soldciiaieh ®9 & dAlc 3R taaw fhT 10 3er FI Teh d9fad
g & STy SeT Y al 3Tl IATdT &l

3CTER0T & Tl U 3iTeTossT ol fAERIPT 3ee &l 39T AR & Bl ek 3R
3T TUH RO & 3T A FIET A & foIT Far g

3CTER0T & TIU-hageh HEEAT, 3oieh GIEcll , A faamael 31 & Tt SeT &l TR, g

PR FEJ T &




MTNL TELEPHONE DIRECTORY

Serial no | Name Address Contact number
1 ANANYA H.no 324 chattarpur 7899003423
2 AVYUKT Flat no 456, vasant vihar 9874532223
3 PARIDHI Flat no 403, vasant kunj 9897776342
4 VRITI H.no 678, karol bagh 7843111113

ADVANTAGES OF DATABASE

1. 37 3TRF H FA AT §: AR HT g N HERITHAT gl &1 e
Nt & AT 32T H T BIsd H FIET HaAT 1T B

2. ST IS TG ST I HTehel SYAWRTRAIN & AL HIST AT ST Fehell B

3. 3¢ 3Gsdn: Seed # 3¢ @l 3R FEIT ¢

4. STT GRET: hael AAHA ITAITRAT T & STEH T Tgdel I HefAf &1 STt
By

5. NUAIAT: shael AT IUAThT & AT TNUAIAT T HAT & ITER ey
ST T g Fehll B

6. ¥ 3T AR Repail: ITARTRAT I TFAI-TAT G 3T SH3AT el I ITTDAT
A& Y &1 TE TATeH & her A1 el gl & a6 o 3T A REER e ¥

7. 3T HIAT: QAT 3T ST H RNAR @S ar § 3RSl el suerenansit &
T g g =Rl

FEATURES OF DATABASE

1. Uk 32€T & Th I F% a9l & T & |

. ST H TAF dAlferdT H T GHR B aEG3 F IR H FATERy g g
. U ST gY difersr # fafdrsear s=w t@dr g

4. 9% ST H Foll & &9 & fAESe Teh A1 3HTAUF Pos gl TR
5. ST &I HISH

6. THITAF ITATHAT g Bl MY

7. HESRUT TUA 3R dreTg 9917

2
3




DATABASE COMPONENTS

HARDWARE

DATA
ACCESS

LANGUAGE

PROCEDURE

Database programs are: Microsoft access ,open office. ORG Base, MySQL.

TYPES OF DATABASE

Flat file: STT T & HMET & AT 3UYFd Uehel ATfIehT H HIEIA STl
Relational: &% dfeIahI3T H TIAEIT 3T 3R dIfeI3it & T AT &F HI 3T
I ST AT &1 FIURS ST ALTA § 92 AT F 3T & fAv 3ugad B

DBMS software are:

Oracle, IBM DB2, Microsoft SQL Server, Microsoft access, Postgre SQL, Mysql,
FoxPro, SQLite.

DATABASE SERVER: ¥ Al @afid stgex § S aredfas 2eed @d § 3R el
DBMS 3R Hefd AtedR Tdld &1 3T TAX Fl dh US gl ST g, 39 YR & el
TFHH F FlSc AT ASST gl T gl



TYPES OF KEYS IN DATABASE

Primary key: & SrIffis &oll AR W drferar & fafdsedr @ SRa gl 81 78
giARed &ar & fo aftrse siod & AT sefadha § 3k 7= 381 2l

Foreign key: T&h faeelt &eil & 3U2lT A Rk o & Alfciehi3il & o JY Sl &
fore foham Sirar €1 I8 U @ 3ifeeh faeRl doft &1 3rgafd & denar g1

Composite key: T FHI FHoll Teh 3FHIGaR Foll § fFFHA T a1 T & 3w fAATAT
| TG 81 & S U Ty drferer 9fed 1 afdse ggare g

Unigque key: Teh 3i[8T ol AlfciehT & Ueh IT Teh & 3HTeh TIHT 1 THE ¢ it fafrse
9§ STE Repis &I Ggarel el &1 Ieidaid ol AT T8 & v g A=l
oI Tl &

S.NO | PRIMARY KEY FOREIGN KEY
D | afe o e s e | e o @8 s St @ weh
Al g el

Tg IRMEFd TAAT Y 3T TARE | T§ 3RS TGHT B AT ST g
Fofl SHS @S I WA B Dl
SIAA oFET & &

o\

fSthice 3feshAOh Foee el ol

fewiee S3¢g FarreX foram &

TR Foft SHS IHWSAT N o] | G 3eT 1 o] e & fow
AT & 3efach Foir gl




SESSION 2: CREATE AND EDIT TABLES USING WIZARD AND SQL COMMANDS
L ol | A K3 B 1

Base openoffice.org &I SeIed 37odNer &

Ig 3T & ST & fAaATor 3R @I @1 AT & B

§H A5 WU T ITed S T FaT Thd B

319 33T U S [Ahed HT IIT L

39 g a1 Reey Mea &

1 Ueh o747 ST S| 2 HIS[El Teh & 39T Y

— N ——— O N\

S ST &l A0 17 & ¥d A AR AT g |
Foleh &Y
ST Jellel & 916 §H HETd SRR &l FER el & foIT ¢del Jollall gidm
gl 87 i alehl & <ol ST Fohd g

faos &1 39T F

f33tTss =g &1 3uAer &l

SQL FATS H 39T Hh

319 GaRT dTfelenl Selell

§H ol Hlos VT & & [T Fo Al Jea 3 3@ FFhd &
3ETS Fed W Felsh H|

Hles & YR 3R Fa&T A A |




UfAE Foll T X IR 39T Foleh |

HS T HT ATH BT I 3R fAer sead | Fasd |
fBorser veg & arfesr samen

CTel 3MMgehed W feFeleh hi-> TSSlgel &g # el FATC|

I ARONECY UIRT H drfelehl YeTel adl § STal 8H Ycdsh 819 H Y STedshiy
gol T THhd &l

379 §H Hles W 9co Tohd ¢

Data types used in DBMS

fordY it & 3T YR &7 3T & TohdT & AT gles & ohdl g, 39 3TT el

YhR gl SiTal gl

arg §iAGIET ST YR & 3¢l § oo &/ aifers 7 afFafaa &t ad ¢

Bigint/smallint

Boolean

Real/float
/double

CharVarchar,Binary,

TEXTO O Q

Varchar_ignorecase



Date/time

Date,Time

Timestamp

SQL FHTS FT IUIIT

gH ¢dd S0 & T T TecHE & 3UATT d gl

AeFy: el edl ATH daTU
(. Coll. % ¥R,
Col2 22T UK,

Col3 22T UK,

For example.

Create table Emp

( Empid integer,

Name char(20), Desig Varchar(255)

);



UPDATE

INSERT

REMOVE

T 3: T TR HATAT B

NSy 9 H, g0 ¢9d H ST WR PR g TABLE1T D D

ID COMPANY | CITY EMAIL ADDRESS | CONTACT
1) dIferes1 BT NO.
JIT BN, ST W
29d f[FaH B 1 A DELHI a@gmail.com 1111111111
2) ¥ad Serefle |2 B MUMBAI | b@yahoo.co.n | 3333333333
g 3 WL‘

PERFORM OPERATION ON TABLE
T TR TR B

INSERT STdAT FIELD PROPERTY
ScrRite g o SCRNCT@H | SAB AR | el YR AT &
IS JBATH | SfTaeges Replg | TAMA STTWITT | IR Wics &
Rpis S| UTiGd B TP P> TN | Ry o7

fdhed T I9q B |
ID COMPANY CITY EMAIL CONTACT
ADDRESS NO.
1 A DELHI a@gmail.com 1111111111
2 B CHENNAI b@yahoo.co.in 3333333333
3 C BANGALORE | C123@gmail.com | 2222222222
4 D MOHALI d234@yahoo.co.in 5555555555

FIELD PROPERTY ~TWO TYPE (FIELD JUfRI- Gl UBR B1)

Numeric type data are given below :



mailto:a@gmail.com
mailto:b@yahoo.co.in
mailto:a@gmail.com
mailto:b@yahoo.co.in
mailto:C123@gmail.com

HEITHS YHR & 3idps 4 g MU d

1) AutoValue - B - 3iie] gAR® A UTE B |

2) AutoValue - T8} - 3ffel gAR® A 81 fiadT g

3) TaTs - fSWice U T Bics &I FE1 10 § AP AfUHdH dars IR e g

4) fewice 7 - T fehiee A Ic fhar o Gobar 8 -> Tfe IuNTRdl U3 Hd Ay
Pl A USH Tl Bl gl

5) Format—%‘lﬂ%ﬁﬁﬂﬁ%ﬁﬂéﬂ%%qaﬁ@? %3 § GG BT g

Character type data are shown below :

PG T3y Sef i feamar man &:

1) Ufafy Sma<ae - gi-> Yed Afferd &A1 R

2) TaTs - fSWhlee U T Wits B ddls 10 § A fUHTH daTs TR AT B

3) feWice AM - U feiee A e a1 o o & -> Il IUTNTHAT YA HRd I
®Is UM UM T8l Ha1 gl

4) Fogwat—%@ﬁ?s’ﬁ@ﬁﬂ@éﬂ% Format S 91-222-333 &1 J¢ B | HEG
HRATE

Sorting Data : (@'ET??ET%)
BeTs BT 3 § 3iThs! Bl RIS HH IT RIS HH H IR BT

UNSORTED DATA

ITHIES SeT

ASCENDING DATA

IRIE ST

DESCENDING DATA

SaRNE SeT

4

1

4

2

2

3




Ascending

— B

Descending

Referential Integrity : T&f\® THIET :

3T 9 , wrdfie Foil 3R fae=h Hoft it wgraar @ Se1 & gl a1 &l & i
arferp1ait & Ji SireT o gadT 8@

Wﬂgéaaﬂwﬁnsﬁvﬁuwmwﬁ%mmmmmmm
iG]

AVOID (eTT) :-
1) Rep1E ST - TS primary key AT H H13 Tag Reble Juas el o

2) 9500 el - Afe Feifda aiferest # &1S 3nfid Repls Hiele g1

3) RepTS gerT - afe Tefda afereT & w13 firam Jefta Rets Suas §1
Creating and Editing Relationships between Tables :

arfereTeit & di daY TAET SR HuTfed o

TS Ay &l a1 &l F I aiferplsll & sta Jeiy a1 Gae BT HaHid Bl 5

diferep1all & di et Bl 5 UbR A FHgH H Hag d 6

1. gAY gaTC|

2. Sa1-ufafy Ffedi &t wH I

3. Hefed dTfeieprafi & ST bl YR 1|

3T T A & ReRARI fased gAa [l Hi &1 Saal & offa day o1 9hd 6|



drfereprel § a9 UPR & Ty 914 off Jobhd o

RELATION SHIP

ONE TO ONE MANY TO
MANY

aHFI difare 9 difcrmrel 3 9 U | fopat arferenT o primary
primary key TH 819 | primary key ©WH BT | key TH &1 B
EINY Iy

Remove the Relationships
fzal v ger g

eI IR @1 fpy U Rxdl &1 feeite sifeM & Aee ¥ +f ger off 9o ]|
3e fadew, RATFRY 98 W 3e faaes & iR fSdie sifwm |




SESSION 4: RETRIEVE DATA USING QUERY

9 Y & THGRI ST I18d g <l R 3T Sy ¥ IBdId dRd gl Query Scod I
ARy SR tehd B Bt ufhar B
T® Query g1 TAftH AIfeissial @ TSGR S 3R 39 SHGR! & fheer B4 H Heg ddl o

e f¥ar 7 o1 8 T Query T2 S2T fRdT= & foIT siraek 3T W& 30 10 ATHEE T STTRT HiTdl 8 3T Fad
FoT T FIAT & ST 3T F@AT ATgd gl
Query WTHTU F[e¥ ATITY g I STANT STTH T FAAT TUTAT H 30 F91 o forw 7w Srar 2

Query Creation Using Wizard

FETT= = 7 ITANRT e FL1 &1 A7 Fwg RDBMS FT I o [olT U AT ATE T FLd &, AT
rfershter RDBMS UHT A5l #¥d gl Tgl 9 3T SQL ("Hige" & T § IFTIA) IT TEaae il dAvast Hl STINT
Fd B

SQL(Structured Query Language)- FXIs 9 FHIE g ST ITTRT ST HLAAT &l TILATIOIT Feel ST
STTAE H 2T H TR F2A & forg ot FoharT srar )

> SQLis

categorized >> 1) DDL >> 2) DML >

> 1)DDL >> >> (B) >> (©) >
statements CREATE ALTER DROP

> 2)DML >> A) >> (B) >> © >> >
statements SELECT INSERT UPDATE DELETE

SQL FHTE FT STINT ST | STl Ha9T ¥ AT ete Fa & forw o o smar g

SQL FHTE Tl TH TR ax(1eha [T AT &

(1)DDL statements (Data Definition Language) - STed ® a9 S2=H1st &7 afeariod & &
foro 2ot oo |uT T ST AT ST )

(a)CREATE Command: T3z ¥eeHz &7 SUART S21ad AT 28 99T o forT 37T Srar gl
Syntax of CREATE Command:

CREATE TABLE (columnName Datatype(size), columnName Datatype(size)......... );
For Example:

CREATE TABLE St1 ( StudentID INT(10), Name VARCHAR(55),



Address VARCHAR(60), DOB DATE , mobile(12) );

(b)ALTER TABLE Statement: HIS[&T ATl & HieTH SIS, geT AT HeMTTerd #%d # {0 ALTER TABLE

TeaHe T ITANT FRAT 74T 2

Syntax:

ALTER TABLE tablename ADD columnname datatype ; dg
For Example

ALTER TABLE St1 ADD city VARCHAR(20) ;

(c)DROP TABLE Statement: DROP TABLE ¥2#e &1 SUTRT ST H HIS[QT &9 &l 1T Fd & (o7
T STaT 2

Syntax

DROP TABLE tablename ;
For Example
DROP TABLE St1 ;

(2) Data Manipulation language (DML)

g STARTHATSAT I STaH H ST T Tgd AT g Heed H &7 F97aT &l
SIPB] ITANT FHe< & AT AT H9 & AT g
g 2T gThY FHIE ITTRTEHRAT #l HEg Hdl g: -

(a)INSERT statement : SH®HT ITINT TTad | TF AT Uk 7 Afereh Fanie sirgw F forw forar srar 2
Syntax :

INSERT INTO () VALUES ();

For Example

INSERT INTO St1 ( StudentIlD, Name, Address DOB, mobile)

VALUES (19761234567, ‘Anil’, * 78,Daryaganj, New Delhi’, ‘05/10/1976' 9512365690’) ;

(B)UPDATE statement : update statement T STFIT qTTeraT § HIS[AT XIS &l HeTAT FX o o0

T STaT 2
Syntax:

UPDATE table_name SET column1 = value1, column2 = value2, ... WHERE condition;
For Example

UPDATE St1 SET Address= ‘ 45, shahdara, New Delhi’ WHERE Name=‘ Anu’



C) DELETE statement: {2z ®©2atie T ST S2Ta® | UF AT UF F A2 (ahle T gar  forw
SITAT 81 Rt T SUANT Fh Ugl aATs T arfersl § o el U Naie 7 ge & forg

Syntax :
DELETE FROM WHERE;
For Example:

DELETE FROM St1 WHERE Name= ‘Anil’;

(D) SELECT Statement: S2TaH & ST T FAF FA & (10 olFe TEHe T ITTRT AT AT 8
Syntax :

SELECT column1,column2, ... FROM tablename ;

Here, column1, column2, ... are the field names of the table you want to select data from.
If you want to select all the fields available in the table, use the following syntax:
SELECT * FROM tablename ;

For Example SELECT * FROM St1 ;

Or

SELECT Name, Address, mobile FROM St1;

The SELECT statement has many optional clauses:
* WHERE specifies which rows to retrieve.
* ORDER BY specifies an order in which to return the rows.

In order to execute queries click on the Queries option available on the left side under database
section, click Create Query in SQL View as shown below.

SQL ORDER BY Keyword:

ORDER BY #a€ T ST THUMH-HE I Al AT AL HF § HIE L & [orT T
STAT g1 AST a1 Filae FiE Ff Rhice & F el 77 § TIe Fedl gl

To sort the records in descending order, use the DESC keyword.
ORDER BY Syntax SELECT column1, column2, ... FROM table_name
ORDER BY column1, column2, ... ASC|DESC;

For Example

SELECT Name, Address. FROM Student ORDER BY Student_ID ASC;
SELECT Name, Address. FROM Student ORDER BY Student_ID DESC;



SQL Where Keyword:

T T AEIFTI UF EY THE F A A1 TS w2 o Fe F T "WHERE” @ #7799

SQL FHT< # 97 T ST F9har 2

To get details about the list of students whose favorite color is Red, you can use:

select * from SDetails where Color="Red’;



SESSION 5: CREATE FORMS AND REPORTS USING WIZARD

Forms ( TTH)

Forms STIaY 3feoiae & ST SUANT dlfcid] & STl gof -, Julfad HR- a1 WioH
& forg fraT SaT 31

CREATE a FORM (W TH §-IT0)

Forms d 3ffeelae BId § T SUANT Sel ! AU Id B o fo1e {1 ST &, ford
TRt H Go a1 HuTfed foha off b & |

CREATE FORM Using Form Wizard(WTH fIWITS T SUUNT H3db BIH §-T4)

1. SIS window & Hisoide Yok H B faddhed TR faed ol |

2. TR Ryda=E o - g faers ¢ fobue wid g4

3. HIc IU - ¢9d T Queryd] TIT B |

TP GahiH AT Pe |

4. A0 afRYd R - Wiee ATH B qaIT I |

5. S UfafY Te & - ST ufafP &1 9= B (Far a1 g4t ga)

6. TISA AN X - BIH HIIT A

7. ¢ AW - I9YAd T ¢ 3R A= Fe7 R faas &3

Form ST TRAT B |

Reports (futef)

RO Seray sifssiae § ot SUTNT dTferds! a1 &3t H TURId SMeR] & fUie #vA
I URY B U = & o fhar Sran g |

CREATE REPORTS (FRUYE §HITT)

feurd o aifarar/edt & T pics a1 hits & had FafHd e A g |

CREATE REPORTS Using Wizard (fawITS T SUaiT #3& fYuid §910)

1. 3fisoide YoM H RUIE fddhed g+ 3R TR TR d RUIE 997 & fod fawme &t
SUINT P IR ek DR |

2. HICE T - DT AT 1 BT I B o IR RUIE IR B ST 8 3R Rl &
TP Hics B II- B | ST IR foRefh Db

3, QAT IS - BIdH BT AT dcal



4. U - IS 3MTa=Te Bl dl s R g a4

5. FIC [APHe - Wics BT 9 DX oD gRT 3T SHRIG! AT 3faRTg! v H | R Argd
g

6. AIATIC T - A3M3e g - RUIE Hft et &

7. TROie ¢ - Iuged v € ofk TaT R faaes |

RUIE SR B




MCQ(objective questions):-

1.32T & Qlgld A fhd & H ST AT 87

(v) ser fagerfa () ser 3ifake (@) ser gRara (3) S8 & FIs Jar

3 3T ATRF

2. WIYROT o], v A7 35T & T H S S dTel ST T FIEIA FA dlell Teh
TR &l

(V) g2t (&) diferar (&) RAE (&) wre|

ELCHECLC]

3. U ST H AT glar a1fgu

(T) Bfaam () sga TR RS () Tk 97 &7 (3N dgd TR AR fRT 1T 9o
I Th AT &

4. SI9 UH GrATHE Holl H Th & Wb &1F gid ¢ dl U Hel STl §

() defcush Hoil () 3Flcar Soll (&) Frufdes ol (3) FHaT Sl
3R I il

5. IWNTHdT IRYTT A3M3T | Th §exhd Sl STANTHdl dI cdd | Sl o@H, gof
P I deaq odT & B (U eea (@) »iF (@ Raid @) 8 & U F oF S R

3T =g
6.RDBMS &1 Addd___ g
7. WeHe &1 IWNT ey H 78 o§d 991 & o fovar Srar g1

8___ @ # gMe deg B Il gl

9. ¢q0 U RPISH I WR B & fo1E [y STy sifesiae T IUaRT fard SiTdl
8

aRUE b)Ud o)BH d)sTHI DS Tal

10. TH query BT JUANT B Jaiaaics- (o Sl Tl 82

a)F1 b)F3 ¢)F5 d)F7

11. ITS HCcH Bl AN HRA & 178 [ sqL HHTS BT SUINT faT i1 82
a) TeeX b) ARMRIT®HR ¢) BT d) Fuifad B




Subjective questions:-
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Competency based questions

Solved Queries

Q1: To display the salary of all the employees after incrementing by 1000 then the foll1"owing SQL
command will be executed in Base SQL Design 144

Ans. Select “EmployeelD”, “FirstName”, “Salary” +1000 from “Employee”;

Q2:To display the salary of all the employees after decreasing by 10000 then the following SQL
command will be executed in Base SQL Design

Ans.Select “EmployeelD”, “FirstName”, “Salary” - 10000 from “Employee”;

Q3:To display the salary of all the employees after incrementing it as twice the amount of present
salary, then the following SQL command will be executed in Base SQL Design.

Ans.Select “EmployeelD”, “FirstName”, “Salary” * 2 from “Employee” ;

Q4.To display half of the salary amount paid to the employees, then the following SQL command
will be executed in Base SQL Design.

Ans.Select “EmployeelD”, “FirstName”, “Salary”/2 from “Employee”;

Q5.To view records in ascending order of RolINo, from the table the select statement will be:
Ans. select * from SDetails order by “Rollno” ASC;

Q6.To retrieve all the columns in a table the syntax is:

Ans.SELECT * FROM tablename;

Q7.change location of roll no=14 to bhubanewar.

Ans.Update SDetails set Location = ‘Bhubaneswar’ where Rollno = 14;
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Creating An Instant Messaging Account

agbrwbE

YAl & HIR R S[AAS 3R
S¥erd fobar |

Google Talk

Yahoo! Messenger
Skype

Windows Live Messenger
Rediff Bol, etc.

PwpNpPE

nternet Explorer, Mozilla Firefox, Google

Chrome, Waﬁmﬁw
PRop TRIY fHdT 07| AIh U FIoedaR
& =Y H-

Meebo

Yahoo! Messenger for the Web
MSN Web Messenger

IMO, etc.




TP @fvd T QT §9T1

TEXT
f ) ~
GOOGLE TALK ,

. VOICE

cafter Feawr Ja1 foreresd ¥ AR A7 oowdee- MESSAGING
e AR A9-3mRT F T F qaey ¥ \
. - (
VIDEO CALLING

*You need to download Google Talk Application

MUY Google Talk TMRIHR STSTAIS HIA DI ATAYHT &

« 3T Gmail account H TS 3 BT
» Google Talk <l -l

Click—>Start->Google Talk > Google Talk

Or
Double click on Google Talk ICON (if available on Desktop)
See a window similar to the one displayed below:-

Googlie T allk > -

tall&"

o Demo Leamrm
-—

Seftings |He1o

- >

- leeam . demo’2

- Adca Viewy W

> 3MUP URT FUD! Bt Gt gt Al
> e 3MUd UMy YU D! Gt Ta o
(S{THTT USRI Gmail accountﬁmw@ﬁ@g}

SESSION 4: CHATTING WITH A CONTACT - GOOGLE TALK

A 4: fHf) Tudh & 1Y B¢ HIAT - GOOGLE TALK




Steps to Chat with a contact that is already added to your contact list.

STYPH! Ut el & Ued | oS ¢ YU & 1Y A B & TR

> 3D 3 WUD! DI Y AT AT S e & ol JuA g | TG 3MUd U Hig WU el @, <l
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TR R/ 3R TIPS ST T SfaTd M|

@ leas nudernoZa-gimnail.comn — <

S Send voicernall Call -

Desmno: | am Mine, Thank you. How about
you?

fearn.demo2: | am doing Good
Ywhat timme can we go Tor lunch?

Demmo: 1 PM should be Tine

learn.demo2: Greatl, we will meeaet at 1

General rules and etiquettes to be followed while chatting :
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CHATTING ON GMAIL
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Starred Gmail Team
Important
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Press Enter 10 send your message

! me: Hi
| learmm.demeot: H i
me: How are you?

leamm.demeot: | am fine, Thank
you. How about you?
me: | am doing Good
What time can we go for lunch?
learmn.demel: 1 PM should be fine

me: Great, we will meet at 1

CHATTING ON YAHOO
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SESSION 5:CREATING AND PUBLISHING WEB PAGES: BLOGS
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SESSION 6: USING OFFLINE BLOG EDITORS
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SESSION 7 ONLINE TRANSACTION (3fTaTs @-e)
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Benefit Of Online Transaction (3{TTATST T-Te BT TTH)

1. 9 -G

2. gfayr

3. IRI BT HH SIRGH

Threats (Cybersecurity risks) (YHe! - JTZaR RET STIRIA)
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1.www.irtc.co.in

2.www.flipkart.com
3.www.amazon.com
4.www.redbus.com

5.www.domino.com

SESSION 8 : INTERNET SECURITY (e3e &)
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Session 9: Maintain work place Safety(@rRya & §1¢ 7& )
FIRE SAFETY RULES
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FALLS AND SLEEPS SAFETY RULES
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ELECTRICAL SAFETY RULES
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RULES OF FIRST AID
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SESSION 10: ACCIDENTS AND EMERGENCIES (gHeTg 3fiv 3murd fufa)

Accident: Teh GHTHT Teh (ST TeaT § ST 3leTeh 8 Hehell ©
Types of Accidents
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* A JA9/AART

* s AT G
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o ol FaHT Ww

Handling Accidents and Emergency
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Handling accident at home
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3P’s of handling accidents

Preserve life: 39eT 3iAd @18 safea &t shifad @ar g @nfgol
Prevent further injury: ETael SIfed I &I W 3R 3T G gl § S|



Promote recovery: TSIcdeT & Th 3edchl Tl I Slh el ahl DITAA HI|

Handling accidents at workplace
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Types of Emergency
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Session 11: Hazards and Sources of Hazards(@ﬂﬁ 3T RN %;ﬁa)
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General Evacuation Procedure
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