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 Chapter 2 

Spreadsheet 
Spreadsheet is a large sheet comprising several Rows and Columns for data manipulation. It is used 

to record, calculate and compare numerical or financial data. The data stored can be arranged and 

analysed with the help of different functions and formulae. Spreadsheet provides the facility to draw 

various graphs like bar, pie, etc.Hence, it helps in studying the relationship of various data. Each 

value can either be independent value or it may be derived on the basis of values of other variables. 

The Derived value is the outcome of an arithmetic expression or a formula.LibreOffice Calc, MS-

Excel, Lotus 123, Open Office Spread Sheet, Quattro, etc .are examples for electronic spread sheet.   

 

 

 

 

 

 

Basic concepts of spreadsheet-LibreOffice Calc 

Work book 

 A file in spread sheet is known as work book. A work book is a collection of number of work 

sheets. By default, in Libre Office Calc, there is only one active worksheet to carry out operations. 

One can add more active work sheets in a work book, if required. Worksheets name will be shown 

in the “Sheet Tab”. 

Work sheet 

Each page in the work book is called work sheet. It is a sheet where we can record and manipulate 

data. By default, the user gets only one worksheet. Default name of a work sheet is sheet 1.We can 

have as many worksheets as the memory capacity of our computer. Work sheet is a single page or 

sheet of a work book like a page in a book.  You can insert, delete and rename a work sheet. 

1) To insert a new work sheet Click the tab at the exact position(plus symbol) on the 

bottom of the present work sheet  or right click on the sheet tab--------Insert sheet. 

        

2) To  delete a work sheet 

Click on the work sheet tab which you want to delete ------ Right click ----Delete-----Ok 
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3) To rename a worksheet 

Click on the name of the work sheet tab (say, sheet 1) you want to rename ----- Right 

click---- Enter the new name ----Ok 

 

4) To copy / move a work sheet 

Click on the work sheet tab which you want to copy--------Right click-----select move or 

copy--------- select the sheet insert before ------- ok 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  Libreoffice Calc Screen 

 

 

 

 

 

 

  

 

1.Title bar 

2.Menu bar 

3.Standard tool bar 

 

4.Formula bar 

5.Cell 

 

6.Rows 

 

7.Columns 

 

 

 

 

 

 

 

 

 

8.Sheet tab 

 

 

 

 

 

10,48,576 Rows in Libreoffice Calc 

1024 Columns in Libreoffice Calc 
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Sheet tab 

 Sheet tab shows the sheets in a work book. Here the user can rename, move, delete and copy 

a work sheet. 

Ribbon 

 The horizontal tabs at the top with a number of related options are called Ribbon. 

Row 

 The horizontal grid in a in a work sheet is called row. Rows are named by numbers like 1, 2, 

3 etc. In LibreOffice Calc there are 1048576 rows. 

Column 

 The vertical grid in a worksheet is called column. Columns are named by alpha characters 

like A, B...AA,AB,..and ended with AMJ) In LibreOffice Calc there are 1024 columns  

Cell 

The intersection of a row and a column is called a cell. They are used to store data. Data can be 

number, text, date& time. The data is always entered into the active cell; the active cell can be 

identified with the black outline.  

Cell address  

 Cell address is used to identify a cell. It consists of column name (letter) and row number. 

Each cell has a unique identification code known as cell address. Example for cell address: 

First column first row (first cell in a worksheet) A1 

9th column 7th row I7 

11th row 3rd column C11 

26th column 8th row Z8 

27th column4th row AA4 

28th column 28th row Ab28 

52 column 1st row AZ1 

The cell in the last column first row AMJ1 

Last cell in the worksheet(column AMJ & Row 

1048576) 

AMJ1048576 

Cell in the first column and last row A1048576 

Cell pointer 

 The active cell has a frame around it. That frame is called cell pointer. 
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Data entry 

To enter data into a work sheet you must have a selected cell. With mouse pointer we can 

easily select a cell. Move your mouse to the desired cell and click on it. Then you can type text or 

number into the cell. By default texts are aligned on the left side of the cell and numbers are 

aligned on the right side of the cell. 

 Two types of data can be entered in cell. They are numbers and text. Numbers are values 

which are used in calculations. For instance, mark, age, salary, sales, date of birth, formula etc. 

 Alphabetical characters and symbols come under text entries. For instance name of the 

student, name of an item etc. 

Adding data 

To add data in a particular cell, the following steps are to be considered: 

1. Move the cell pointer to the concerned cell and click the left mouse button. 

2. Then press F2 key from the key board. At the time the cursor appears at the end of the text in the 

cell. The desired data can be added here. 

Deleting the cell content 

The contents of a cell can be deleted by placing the mouse pointer at the concerned cell to be 

deleted and pressing the space bar from the key board or select cell to be deleted----------delete.  

 

 

 

 

 

Insert a column and rows 

 We can add or delete Rows and columns in a spread sheet. To add a column, click at the 

column header and right click the mouse, there we get an option to “insert column left”  Click, 

new column is to be inserted.   

      OR 

Right click the mouse anywhere in the column-----------Insert-------Entire column-----Ok 

Insert a Row 

To add a row, click at the Row header and right click the mouse, there we get an option to  “insert  

Rows above” ----- Click ,new Row is to be inserted. 
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      OR 

Right click the mouse in a cell anywhere in the row to be deleted---------Insert----- Entire Row. 

Delete column 

 To delete a column the following steps to be followed: 

. To delete  a column, click at the column header and right click the mouse, there we get an option 

to  “delete selected column”-----Click ,now the  selected column  deleted 

      OR 

1. Select  anywhere in the column to be deleted. 

2. Right click the mouse. 

3. Select delete. 

4. Again select “delete  entire column” 

5. Click OK 

Range 

 A RANGE is a group of adjacent cells that forms rectangular area. A range may contain just 

a single cell, or many cells. A range is specified by giving the address for first cell in the range and 

last cell in the range. A range can be referenced by using the reference of the starting cell and 

ending cell separated by a colon (:) eg.The range starting from D1 to E10 is written as D1:E10, 

where colon (:) is the range operator. 

For eg: The range D1:E10 (D1 colon E10) includes a block of 20 cells starting from D1 and ending 

E10. 

A range can be selected by any one of the following ways: 

 A range can be selected by moving the mouse pointer to the centre of the first cell in the 

range (The mouse pointer shape would be the large plus symbol used for selecting),hold down the 

mouse button and drag to the last cell to be selected before releasing the mouse button.  

 A range can be selected in another way by ‘click’ the first cell of the range to be selected, 

hold down the shift key and click the last cell of the range. 

 The entire worksheet can be selected by pressing Ctrl+A 

Naming a Range 

 Select the range (Group of cell), click on the Data tab and choose the option “Define  

Range”, enter the desired name for the range 

 

 

  .  
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Steps Involved in the process of naming a range, here the name of the range is “Numbers”: 

1) Select the cells which are to be named, say(B2:F2) 

2) Select “Define Range “from “Data” Menu. 

This will display a dialogue box as “Define Database Range”. It will provide a place to enter 

“Name” in which type  we can type any name ,say “Numbers” which will represent cell range 

$B$2:$F$2 as shown in the range. Naming range in Calc will save time for writing complex 

formulas. 

Q.5 Consider the following data 

si no Months Sales 

1 Jan 50000 

2 Feb 68000 

3 Mar 78000 

4 Apr 67500 

5 May 45000 

 

a. Sales are in the range C2:C6. Name this range as Monthly Sales. 

b.Find the sum of the Range "Monthly Sales" 

c.Find the sum of all figures within the range which is greater than or equal to 66000 

Step-1 

Application---------office-----LibreOffice calc 

Step-2 

Enter the labels 

A1- SI NO 

B1- MONTHS 

C1- SALES 

 Then enter values given in the question in respective cells. 

Step-3 

Select the range C2:C6, where the values of sales figures entered. 

Step-4 

Select “Define Range “from “Data” Menu.Here enter the name of the range as “monthlysales”----

Ok 
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Note: No space is required at the time of giving name. 

Step-6 Calculate sum of monthly sales in cell C7 

 C7=SUM(monthlysales) + Enter 

Step-7 

Find the sum of all figures within the range which is greater than or equal to 65000 in Cell C8 

C8=SUMIF(monthlysales,”>=65000”) 

 

 

 

 

 

 

 

 

Creating formulas 

A formula is a mathematical expression that produces a new value from the values or 

numbers on which it is applied. Formulas are used for simple addition, subtraction, multiplication 

and division as well as for complex calculations. In LibreOffice calc formula begins with an equal 

(=) symbol. In spread sheet formulas are used to calculate results from the worksheet data. When 

there is some change in the data, such formulas automatically calculate the updated results with no 

extra efforts on the part of the user. 

A formula can have any of the following elements: 

1. Must begin with the equal (=) sign. 

2. Mathematical operators such as +,-,*,/ etc and logical operators such as <,> etc. 

3. Reference cells. 

4. Text or values. 

Examples for formula 

If the cell A1 contains the value 10 and the cell B1 contains the value 5, you can display the result 

after adding the contents A1 and B1 in cell C1 by entering the following formula: 

C1=A1+B1 
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Example2 

In a worksheet, suppose basic pay is provided in cell B2, and DA is to be computed in cell C2 at 

55% of basic pay, the formula is provided in cell C2 as under: 

=B2*55/100 or=B2*55% or=B2*.55 

Labels 

A text or special character will be treated as labels. They do not have a value associated with them. 

It consists of alphabets and special Characters. For example in an employee database the First 

Name, Middle Name, Last Name , Address etc are labels. Labels are not used for any mathematical 

operations. 

Cell References 

The cells which coordinate in the formula are called cell references. For example Sum of Cell A1 

and B1 are calculated in cell C1 (ie.C1= A1+B1), here cell references are A1 and B1. 

Types of cell references 

1) Relative references 

2) Absolute references 

3) Mixed cell references 

 

 

1) Relative reference (Normal references) 

In relative cell reference, when a formula is copied to another cell, the cell references given 

in the formula will automatically changes to suit the new location. For eg  cell D1 contains 

the formula =A1+B1+C1, while coping the formula in D1 to D2 the formula will 

automatically changed to = A2+B2+C2  

 

 

 

 

 

 

 

 

 
 

D2=A2+B2+C2 
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2) Absolute cell reference 

Unlike relative references, absolute reference cell does not change when copied to another 

location. An absolute cell reference is used to keep a cell constant in the formula.Here column  

and row (a Cell) remain  constant .To set an absolute reference a dollar sign ($) is use before the 

column name and/ row number.  

For example, when the formula C7 =B7*$C$1is copied from C7 toC8, the relative cell reference 

changes B7 to B8 but the absolute cell reference ($C$1) remains unchanged. Here both the 

column C and row 1 are constant. 

Example 2: C1=$A$1+$B$1.Absolute cell reference will not change its references if we copy 

the formula to any part of the work sheet. 

Example 3 

 

 

 

 

 

 

 

 

Here D1=A1+B1+$C$1.In this formula C1 cell is set as Absolute Cell reference by giving dollar 

sign($).Through  absolute cell reference we can keep a particular cell as constant in the 

formula.The absolute cell reference(here C1) never change when we copy the formula to another 

location. 

3) Mixed reference 

Mixed reference is used to keep a column or a row remains constant in a formula. It is partly 

absolute and partly relative. In mixed cell references when formula is copied and pasted to other 

cells ,the cell reference in the formula ,it holds either row number or column name constant.$C4 

is example for column constant, C$5 is example for row constant. 

 For example cell reference $A1, makes the column A constant, but the row 1 changes as 

A1,A2,A3 etc according to the new location. In the same way the reference A$1, makes the row 

1 constant, but the column reference changes as B1,C1,D1 etc according to the new location. 

Another example: C1=A$1+$B1 

 

D2=A2+B2+$C$1 

D3=A3+B3+$C$1 

D4=A4+B4+$C$1 
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   C2=B2*A$2  

Functions 

 Functions are built in formulas or pre set formulas to perform some specific function.Unlike 

formula in function users have to provide cell references and address only. There are different 

categories of functions available in LibreOffice Calc.For Example Logical function ,Date and Time 

function, Mathematical function, Lookup function etc.Various types of logical functions are 

IF,AND,OR,FALSE etc 

There is a function button  “f (x)” in the formula bar.When we click on the formula bar,functions 

offers assistance through function wizard.Alternatively we can enter the function directly into the 

formula bar.The Function always begins with =(initial operator)followed by function name and a 

pair of round brackets which enclose arguments of the function.Eg. Sum (),Avg( ),Max( ) 

 

 

 

 

 

 

 

 

 

 

Another example.F1=Avg(D1:D10)gives average values of the figures in the range. 

Arguments 

 The data that a function receives is known as the arguments of the function. Functions use 

the arguments in the same way as that of equations use variables. For example,F1=Avg(D1:D10) .In 

this formula ,the cell range D1:D10 is the argument of the average functions. 

Important functions in LibreOffice Calc 

 LibreOffice Calc provides many functions by default. Here classify LibreOffice Calc 

functions into six categories. 

1. Date and Time function. 

2. Mathematical function. 

3. Text manipulation function 

4. Logical function. 

 

A function 

contains: 

1. Initial operator 

(=) 

2. Function name, 

here SUM 

3. Opening bracket 

4. Arguments,here 

(B2:G2) 

5. Closing bracket 
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5. Lookup function. 

6. Financial function. 

1. Date and Time Function 

 Accounting is much related with the dates and time. Transactions are recorded and analysed 

on the basis of its date and time of occurrences. LibreOffice Cal takes 30/12/1899 as the base year 

for calculating date. Date and time functions are used to manipulate date and time. The important 

Date and Time functions are, TODAY ( ), NOW ( ), DAY ( ), MONTH ( ), YEAR ( ), 

DATEVALUE ( ).  

Today( ) 

This function shows today’s date in a selected cell.LibreOffice Calc assumes this date from 

our computer’s system date. This function helps us to find out number of dates from a particular 

date to current date. For example, we can find out current date (suppose current date is15-08-2018) 

in cell A1 by A1=Today () and type date,say,01/01/2018 in cell B1.Wewill get answer in cell C1. 

C1=A1-B1.In this case answer will be 226 days. 

 

 

 

 

 

 

Q1. 

Find out the age of an employee John. His date of birth is 24-11-1975 and suppose current date is 

15-08-2018. 

Solution: 

1) Select cell A1 and type the formula A1=Today() 

2) Select cell B1 and type the date of birth 24-11-1975 

3) Select cell C1, C1=A1-B1.Here we get no of days as 15605. 

4) We can divide these days(15605) by 365.25 to convert days into years or D1=C1/365.25.here 

we get 42.72 years. 

Note:365.25 here the fractional value( .25 ) is  used for leap year adjustment. 
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Now( ) 

It is a similar function of Today (). But Now ( ) function shows the current date with time.  

 

 

 

Day(serial number) 

This function shows the day of the date. For example if A1=23-9-2015, the Day(A1) will result in 

23.Because it is the 23rd day of the month. 

Month(serial number) 

This function shows the serial number of the month ranging from 1 to 12. In the above example 

Month(A1) returns 9,i,e. The 9th month. 

Year(serial number) 

This function shows the serial number of the year. For example in the above case Year(A1) returns 

2015,i.e. the 2015th year. 

DATEVALUE( ) 

This function converts the given date that is stored as text to a serial number that LibreOffice Calc 

recognise as a date. By default 30/12/1899 is set as 1 in LibreOffice Calc. For example the formula 

=DATEVALUE(“01/01/2016”)returns the value 42370. There are 42370 days from30/12/1899  to 

01/01/2016. The DATEVALUE(“Date” ) function is helpful in case where a worksheet contains 

dates in a text format that you want to filter, sort, or use in the date calculations. 

Example-2,the  Function DATEVALUE(“15/08/2018”) returns 43327,the serial number of the date 

15/08/2018,that date value(43327) is used by spread sheet in the date calculations. 
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2. Mathematical Functions 

These functions are used for arithmetical calculations used in business. It includes : 

1. SUM( ) 

2. SUMIF( ) 

3. AVERAGE( ) 

4. MINIMUM( ) 

5.  MAXIMUM( ) 

6. ROUND( ) 

7. ROUNDUP( ) 

8.  ROUNDDOWN( ) 

9. COUNTIF( ) 

10.  COUNT( ) 

11. COUNTA( ) 

12. COUNTBLANK()  

Sum( ) 

The Sum( ) functions add together  a supplied set of numbers. For example =sum(12,14,10).It will 

show the result as 36.(numbers should be separated by coma(,)) 

 Syntax=sum(number1,number2,number3.........) 

  Or 

Syntax=sum(cell 1,cell 2,..........) 

 Or 

Syntax=sum(Range 1,Range 2,..........) 

Illustrations for SUM( ) Function 

 

 

 

 

 

 

1 =sum(13,15,153) Adds up three numbers given in the brackets, separated 

by commas 

2 =sum(A1:A10) Adds up values in the range A1 to A10 

3 =sum(A5:A10,D30:D40) Adds up values in two non adjacent ranges separated 

by commas 

4 =sum(Basic pay,DA) Adds up values given in two named ranges separated by 

comma 

 

H2=SUM(65,47,48,65,40,62) 

OR 

SUM(B2:G2) 
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=SUMIF( ) 

The SUMIF( )function sum up the cells specified by a given criteria .on the basis of finds values in 

supplied array(Range of cells containing values),that satisfies a given criteria(conditions to be 

tested),and returns the sum of the corresponding values in a second supplied array. 

 Syntax=SUMIF(range,”criteria”,sum range) 

Where; Range is the range to which the criteria are to be applied. 

   Criteria is the cell in which the search criterion is shown. If the criteria is written into the 

 formula, it has to be surrounded by double quotes. 

 Sumrange (Optional) is the range from which values are summed. If this parameter has not 

 been indicated, the values found in the range are summed.  

Q.Following table shows the monthly sales figures of various salesmen in Union Trading Company. 

Sales Man Sales 

Johny 8000 

Johnson 12000 

Chacko 6000 

Johny 30000 

Chacko 38000 

Johnson 18000 

Johnson 7000 

Calculate the (1)total sales by Johnson?  Also calculate(2) total monthly sales by using SUM 

Function (use name range ,give name as “Totalsales”) ? 

(1) Step-1 Open a new spread sheet in LibvreOffice Calc 

 Application------Office------LibreOffice Calc 

Step-2 Enter the label as 

 SALESMAN-A1 

 SALES (Rs)- B1 

 Then enter the details given in the question in respective cells. 

Here we want to calculate only  the sales of Johnson,not Total sales,i.e there is a criteria.The 

suitable Function here is “SUMIF()”.Syntax=SUMIF(range,”criteria”,sum range) 

Step-3 Enter the Label “Total sales by Johnson” in cell-C2 

Calculate Total Sales by Johnson in cell D2 
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Step-4 D2=SUMIF(A2:A8,”Johnson”,B2:B9) 

 

 

 

 

 

 

 

 

Total Sales by salesman Johnson=37,000. 

(2) Calculate Total Sales using SUM Function 

Step-5 Naming the Range. 

 Select the range of the cells for which name is to be assigned (B2:B8) -----Data---Define 

range. Here enter the name of the range as “Totalsales”(without space)-----Ok. 

Step-6 Enter the label “Total Sales in the cell C1 

Step-7 Calculate Total Sales in the cell D1 

 D1=SUM(Totalsales) 

 

 

 

 

 

 

 

 

 

 

“Rannge” in 

which criteria is 

to be applied 

 

It is the cell in which the search criterion is shown 

or if the criteria are writes in the formula directly, 

it has to be surrounded by double quotes. 

It is the range from 

which values are 

summed 

 

“Totalsales”-just type and 

select it from already  

created range 
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Total Monthly Sales=1,19,000 

 

 

 

Q.The following table shows the values of assets and its depreciation for the year 2017.Calculate 

sum of depreciation of assets which valued above Rs.71, 000. 

Asset Value Depreciation 

90000 9000 

80000 8000 

77000 7700 

62000 6200 

73000 7300 

52000 5200 

70000 7000 

 

Syntax C2=sumif(A2:A7,”>69000”,B2:B7) 

Procedure: 

Step-1 Application---------office-----LibreOffice calc 

Step-2 Type the column head as: 

A1= Asset Value 

B1=  Depreciation 

Step-3. Enter the Asset value 90000 in cell A2 and respective cells. 

Step-4. Enter depreciation amount 9000 in cell B2 and respective cells. 

Step-5-Find out the sum of depreciation of assets which valued above Rs.71, 000 by apply the 

formula in cell D2. 

D2=sumif(A2:A8,”>71000”,B2:B8).Here we will get the result. 

 

 

 

 

 

In this question, there is a 

condion, so suitable 

function is SUMIF 
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1 =sumif(A2:A8,”>71000”,B2:B8) Adds up depreciation of only those assets 

which is more than Rs.71000 (Result is 32000) 

2 =sumif(A2:A8,”>65000”,B2:B8) Adds up depreciation of only those assets 

which is valued exactly Rs.65000.(Result is Rs 

39000) 

3 Sumif(A2:A8,”<65000”,B2:B8) Adds up depreciation of only those assets 

which is less than Rs.65000.(Result is 

Rs.11400) 

4 =sumif(B2:B8,”>7000”) Adds up the depreciation values which is 

more than Rs.7000(Result is Rs.32000) 

5 =sumif(A2:A8,”>=73000”,B2:B7) Adds up the depreciation of only those assets 

which is higher than or equal to 

Rs.73000(Result is Rs. 32000) 

6 =sumif(A2:A8,”>73000”) Adds up values of assets which is higher than 

Rs.73000.(Result is Rs 247000) 

 

Q.The following tables hows the values of Assets and its Depreciation  

 

NO CASES EXAMPLE RESULT 

1 Total depreciation of those  

assets which is more than 

Rs.200000 

=SUMIF(A2:A6,”>200000”,B2:B6) 108000 

2 Total depreciation of those 

assets which is less than  

Rs.350000 

=SUMIF(A2:A6,”<350000”,B2:B6) 49500 

3 Total depreciation of those 

assets  which is exactly 

Rs.300000 

=SUMIF(A2:A6,”300000”,B2:B6) 27000 

4 Total value of assets which is 

less than Rs.180000 

=SUMIF(A2:A6,”<180000”) 250000 

5 Total  value of assets which is 

more than Rs.350000 

=SUMIF(A2:A6,”>350000”) 90000 
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AVERAGE Function/AVEREGE( ) 

Syntax=AVERAGE(Number1,number2,...) 

This function is used to find out average values(Arithmetic mean)  in a range of cells. 

 

 

 

 

 

 

 

 

 

 

 

 

MINIMUM Function/ MIN( ) 

The minimum function in LibreOffice Calc is used to find out lowest values in a range of cells. 

Syntax=MIN(Number1,Number2,...) 

 

 

 

 

 

 

 

 

 

F4:F11 range is named as 

“MARK”. 

Function-AVERAGE 
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MAXIMUM Function/ MAX( ) 

The maximum function in LibreOffice Calc is used to find out lowest values in a range of cells.  

Syntax=MAX(Number1,Number2,...) 

 

 

 

 

 

 

  

ROUND( )Function 

 The  ROUND function rounds a supplied number to a specified decimal places. 

Eg.If the cell A1 contains 94.4837,and if you want to round the cell value to 2 decimal place,the 

relevant function in LibreOffice Calc is ROUND( ). 

Syntax:=round(number,count) 

Number-Number is the number that you want to round. For eg. 128.758 

Count-It specifies the number of digits to round the number, say 2 

Eg:If the number 128.758 is to be rounded to 2 decimal places, the formula to be given is  

=ROUND(128.758,2) and the result will be 128.76 

 

 

 

 

 

 

 

 

 

 

Answer 
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 Count Round to Example 

0 Nearest 1(Integer) 528.654 round to 529 

1 Round to 1 Decimal 32.654 round to 32.7 

2 Round to 2 Decimal 185.9214 round to 

185.92 

3 Round to 3 Decimal 5.1478 round to 5.148 

-1 Round to nearest 10 412.654 round to 410 

-2 Round to nearest 100 85.8156 round to 100 

-3 Round to nearest 1000 2795.285 round to 

3000 

Syntax for the following=Round(A2,0) 

 

 

 

 

 

 

Note; 

a) If count is greater than zero,then the number is rounded to the specified number or decimal 

place.] 

b) If count is zero, the number is rounded to the nearest integer. 

c) If count is less than zero,the number is rounded to the left of the decimal point. 

 

SYNTAX RESULT 

ROUND(25431.2572,2) 25431.26 

ROUND(25431.2532,2) 25431.25 

ROUND(25431.2572,1) 25431.3 

ROUND(25431.2572,0) 25431 

ROUND(25431.8572,0) 25432 

ROUND(25431.2572,-1) 25430 

ROUND(25431.2572,-2) 25400 

 

Roundup( ) Function 

The Roundup function always round a number to upward, without considering the value next to the 

rounding digit. Eg.=Roundup(125.373,2)results in 125.38.Instead,if we use the 
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formula=Round(125.373,2),the result will be 125.37,because the digit in the third decimal place is 

less than 5. 

Syntax=Roundup(number,Count) 

   

SYNTAX DESCRIPTION RESULT 

=Roundup(45.437,0) Rounds up to the next integer 46 

=Roundup(217.812,1) Rounds up to one decimal place without 

considering the value to the next rounding digit. 

217.9 

=Roundup(916.624,2) Rounds up to 2 decimal number 916.63 

=Roundup(4.2121,3) Rounds up to 3 decimal number 4.213 

=Roundup(412.654,-1) Rounds up to the next 10 420 

=Roundup(185.8156,-2) Rounds up to the next 100 200 

=Roundup(8743.2347,-3) Rounds up to the next 1000 9000 

 

 

 

 

 

 

 

 

SYNTAX DESCRIPTION RESULT 

ROUNDUP(45321.7354,2) Rounds 45321.7354  up to 2 decimal place 45321.74 

ROUNDUP(45321.7354,1) Rounds 45321.7354  up to 1 decimal place 45321.8 

ROUNDUP(45321.7354,0) Rounds 45321.7354 up to 0 decimal place 45322 

ROUNDUP(45321.7354,-1) Rounds 45321.7354  up to 1 decimal place to the 

left to the decimal place.(Rounds up to next 10) 

45330 

ROUNDUP(45321.7354,-2) Rounds 45321.7354 up to 2 decimal place to the 

left to the decimal place.(Rounds up to the next 

100) 

45400 

Rounddown( ) Function 

The ROUNDDOWN function always round a number to downward, without considering 

value next to the rounding digit.Eg.=Round down(623.497,1)results in 623.4.Instead,if we use the 

formula =Round(623.497,1),the result will be 623.5,because the digit in the second decimal place is 

more than 5. 

Syntax=Rounddown(number,Count) 
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SYNTAX DESCRIPTION RESULT 

=Rounddown(45.437,0) Rounds down to the next integer 45 

=Rounddown(217.812,1) Rounds down to one decimal place without 

considering the value to the next rounding 

digit. 

217.8 

=Rounddown(916.624,2) Rounds down to 2 decimal number 916.62 

=Rounddown(4.2177,3) Rounds down to 3 decimal number 4.217 

=Rounddown(412.654,-1) Rounds down to the next 10 410 

=Rounddown(185.8156,-2) Rounds down to the next 100 100 

=Rounddown(8743.2347,-3) Rounds down to the next 1000 8000 

SYNTAX DESCRIPTION RESULT 

ROUNDDOWN(45321.7354,2) Rounds 4521.7354  down to 2 

decimal place 

45321.73 

ROUNDDOWN(45321.7354,1) Rounds 45321.7354  downto 

1 decimal place 

45321.7 

ROUNDDOWN(45321.7354,0) Rounds 45321.7354 down to 

0 decimal place 

45321 

ROUNDDOWN(45321.7354,-1) Rounds 45321.7354  down to 

1 decimal place to the left to 

the decimal place.(Rounds 

down to next 10) 

45320 

ROUNDDOWN(45321.7354,-2) Rounds 45321.7354 down to 

2 decimal place to the left to 

the decimal place.(Rounds 

down to the next 100) 

45300 

 

COUNT( ) 

The COUNT function counts the number of cells that contains numeric values in a given range 

of cells or list of arguments separated by commas. 
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 It counts both numbers and dates. Empty cells, logical values, text and error codes etc are 

ignored. Only numerical values (numerical values include number and date and time) are counted 

here. 

Syntax=COUNT(value 1,value 2,value 3...) 

  Or 

Syntax= COUNT(cell 1,cell 2,..........) 

Or 

Syntax=COUNT(Range 1,Range 2,..........) 

Eg-1:COUNT(12,18,DF,25,23,RT,46) + Enter .Returns  5 

Eg-2  

J1=COUNT(A1:H1)  + Enter ,Returns 7 as shown in the following figure. 

J2=COUNT(A2:H2)  + Enter ,Returns 6 as shown in the following figure. 

 

 

 

 

 

 

Illustration: 

Given below is a worksheet which occupies the range A1:E7, consisting of 35cells. It contains 

different types of data and also some blank cells. 

Syntax=A9=count(A1:E7),the result will be 12.The reason is that out of these 35 cells only 12 cells 

contains number or date.  
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COUNTA( ) 

The COUNTA function counts the number of cells that contain any type of data. It count cells 

contains numbers, text, date,time,logical values,etc. This function never counts blank cells. 

Syntax=Counta(value 1,value 2,value 3...) 

Refer the above example,A6=Counta(A1:F5).The result will be 22.The reason is that out of 25 cells 

22 cells contains any type of data. 

 

 

 

 

 

 

 

Eg;=COUNTA(45,78,HK,46,AF,23,89) + Enter, Returns  7. 

COUNTBLANK( ) 

COUNTBLANK functions counts the number of empty cells in a given range. A cell that 

contains formula is not treated as empty, even if its result is empty. 

Syntax=Countblank(range) 

Refer the above example,A9=Countblank(A1:F7).The result will be 9.The reason is that out of 35 

cells only 9 cells  remain blank. 
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COUNTIF( ) 

Count if function is used to count the number of cells in a range that meet a given condition or 

criteria. The criteria can be a number(10), text string(Hindu), expression(>) etc.  

Syntax=Countif(range,”criteria”) 

WHERE: 

Range: Range to which criteria are to be applied. 

Criteria:It can be a number,expression,cell reference or a character string. For eg.,criteria can be 

expressed as 7000,”>50”,”Thodupuzha”,C2 etc. 

Note.If you search for literal text enclose the text in double quotes (“ “) 

Eg.The following Excel worksheet shows personal details of students in a saksharatha  class. 

 

 

 

 

 

 

 

 

A8=Countif(A2:G6,”KALAYANTHANI”),the result will be 2.The reason is that the text string 

“KALAYANTHANI”occurs 2 times in the above sheet. 

Refer the above example 

=Countif(A2:G6,”MANAKKADU”) The result will be 1, the reason is 

“MANAKKADU”occurs two times in the table. 

=Countif(B2:B6,”>=21”) The result will be 4, the reason is that there are 4 values 

which are greater than or equal to 21. 

=Countif(A2:G6,”=45”) The result will be 1; the reason is that there is only one 

value which is equal to 45. 

= Countif(G2:G6,”<65”) The result will be 2; the reason is that there are 2 values 

which are less than 65. 

Example: 

A1:A10 is a cell range containing the numbers 2000 to 2009. Cell B1 contains the numer 

2006.In cell B2,C2 and D2 enter these formula: 
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=COUNTIF (A1:A10,2006) – Returns 1 

=COUNTIF (A1:A10,B1) – Returns 1 

=COUNTIF (A1:A10,”>=2007”) – Returns 8 

 

 

 

 

 

 

 

FUNCTION COUNT 

COUNT() It counts the number of cells in range that 

contains both number and date 

COUNTA() It counts the number of cells that contain any 

type of value. 

COUNTBLANK() It counts the number of empty cells in the 

given range. 

COUNTIF() It counts  the number of cells within the given 

range that meet the given condition or criteria 

ROWS() 

This functions the number of rows in a range or array. 

Syntax=ROWS(Array) 

Eg:H6=ROWS(A1:G7) –Returns-7 

 

 

 

 

COLUMNS() 

This function returns the number of columns in an array or range. 

Syntax=COLUMNS(Array) 

Eg: L5=COLUMNS(A1:K5) Returns -11 
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3. Text manipulation function 

Text( ) 

The TEXT function converts a supplied numeric value into text according to user defined format.  

 

 This function is useful in situations to display numbers in a more readable format, or to 

combine numbers with text or symbols.For example cell A1 contains the number 119.85.  To add 

dollar symbol (“$”) before this number or to convert the presentation as $ 119.85, use TEXT 

Function. 

Syntax=Text(Number,Format) 

Here, 

Number=Number is the numerical value  to be convert into text. 

Format text=Specifies the format according to which the conversion is to be done. It should always 

be enclosed in quotation mark(“ “). 

Eg. 

For example, suppose cell A1 contains the number 221.458 . To add dollar symbol (“$”) before this 

number or to convert the presentation as $ 221.46, use TEXT Function. 

 

Syntax B2=Text(A2,”$ 000.00”) 

 

 

 

 

 

 

 

Example-2.Mobile phone number of a person is 1147980247. Convert that numerical value into a 

text format 

“000 00  00 000”. 

ANS:Suitable function is – Text(Number,Format) 

Step-1 Type the mobile phone number 1147980247 in cell A1 

Step-2 Type the formula in cell B1.B1= TEXT(A1,"00 00 00 000") 

 

 

 

 

“Mark,   $ Sign,   Space 
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Syntax Returns 

=TEXT(A1,”$000.00”) $119.85 

=TEXT(21.34567,”000.00”) 021.35 

=TEXT(08082017,”00-00-000”) 08-08-2017 

=TEXT(TODAY(),”DD/MM/YYYY”) Today,s date 26/08/2018 

=TEXT(34.5643,”###.##”) 34.56 

=TEXT(O.9876,”0.0%”) 98.76% 

=TEXT(NOW(),”H:MM AM/PM”) 6:04 PM 

CONCATENATE( ) 

Concatenate means join together. This function used to combines several text strings in different 

cells into one string. 

Syntax=concatenate(Text1,Text2,....,Text n  ) 

For example:Suppose cellA1 contains Good and cell B1 contains Morning. We can concatenate 

two cells inC1. 

Syntax C1=concatenate(A1,B1).It will give the result GoodMorning in cell C1.In this case one 

problem is that there is no space between Good and Morning. So in order to put a space  should use  

a space in quotes( “ “)between these two texts. So the   Syntax C1=concatenate(A1,” “,B1) gives 

the result Good Morning 

 

 

 

 

 

 

 

 

 

 

 

 

SYNTAX:- 

CONCATENATE(A2,”-“,B2,”-“,C2) 

SYNTAX:- 

CONCATENATE(A3,B3,”-“,C3) 

 

SYNTAX:- 

STEP-1 Merge & Center cell D5 &E5 

CONCATENATE(A5,”,”,B5,”,“,C5) 

 

Example for: 

• Concatenate Date 

• Concatenate vehicle number 

• Concatenate Address 

 

Example –CONCATENATE Function 



  Chapter 2 

29 
  Binoy George 

 

 

 

 SYNTAX RESULT 

A1=concatenate(“very”,” “,”good”) It will give the result” very good” 

Suppose A1 contains Annie and B1 contains 

George C1=concatenate(A1,” “,B1) 

Quotes(“ “)is not needed in case of cell 

address. But it is necessary for texts. The 

result is Annie George 

Suppose A1 contains 500 and B1 contains 700 

Syntax C1=concatenate(A1,”-“,B1) 

The result is 500-700 

4. LOGICAL FUNCTION 

Logical functions help to compare more than one condition and outcome. Logical functions return 

only one of two values: True or False. Logical function requires the usage of logical operators. 

There are number of logical operators such as =,> (greater than), <(less than),>= (greater than or 

equal to),<=(less than or equal to),<>(not equal to)  etc. 

Eg:=IF(A1<20,”Yes”,”No”)this function will return Yes if cell A1<20 and 0 for  anything else. 

Various logical functions are: 

a) IF Specifies a logical test to perform 

b) AND Returns TRUE if all of its arguments are TRUE 

c) NOT Reverses the logic of its argument 

d) OR Returns TRUE if any argument is TRUE 

a) IF (Simple IF) 

 IF function is one of the most popular and useful functions in LibreOfficeCalc. This function 

is used to test a condition. When the condition is TRUE, then first action is taken. When it is 

FALSE, then the second action is taken.  

Syntax=IF(Test,ThenValue,OtherwiseVlue) 

 =IF(A1<20,”Passed”,”Failed”) 

Logic test= Condition you want to test, it may be any value or expression that can be True or False. 

ThenValue(Value if true)= The value that is returned if the result of logical test is true. 

OtherwiseValue(Value if false)=the value that is returned if the result of logical test is false. 
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In our above example=IF(A1<18,”Passed”,”Failed”) 

A1<20(Test),”Passed”(ThenValue),”Failed”(OtherwiseValue) 

 

 

 

 

More Examples: 

A work sheet shows the following: 

1) C1=IF(B1=”Male”,”He”,”She”) results -She 

2) C2=If(B2>=18,”Adult”,”Child”) results-Child   

3) C3=IF(B3<20000,B3*10%,B3*20%) results-5000 

4) C4=IF(B4>=18,”Passed”,”Failed”) results-Passed 

5) C5=IF(B5>300000,”Rich”,”Poor”) results- Poor 

6) C6=IF(B3<50000,100,50) results-100 

7) C7=IF(B4<>30,1,2) results-1 

 

 

 

 

 

 

 

Example: 

 =If(J2=100,L2+M2,””) It means if the number in cell J2 is equal to 100,L2+M2 is 

calculated and returned. Otherwise empty text (“”)is returned. 

 

 

Q.Akil Ltd declared bonus to its employees subject to the following conditions: 

1) Bonus= 20% of basic pay, if basic pay is 20000 or less. 

 
Syntax=IF(A2<18,”Failed”,”Passed”

) 

 

 

 

 

 Logical parameters 

Less than :< 

Greater than :> 

Less than or equal to :<= 

Greater than or equal to: >= 

Not equal to :<> 
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2)Bonu=15% of basic pay, if basic pay greater than 20000. 

Name of the Employee Basic Pay 

Rajan 18000 

George 22000 

Sabu 16000 

Radhakrishnan 23000 

 

Calculate Bonus? 

Step-1 Open a new work sheet in LibreOffice Calc 

Step-2 

Type the Labels 

Employee Name – A1 

Basic Pay - B1 

Bonu  - C1 

Step-4 Enter the details given in the question in respective cells. 

Step-5 Calculate bonus in cell C2 

C2=IF(B2<=20000,B2*20%,B2*15%)+ Enter. Then select the C2 again and drag C2 to C5. 

 

Note :IF  function is helpful to test a single condition, if there is multiple conditions to test NESTED 

IF Function is preferable. 

NESTED IF 

Nested If function is used to evaluate different conditions. The IF function can be nested, when you 

have multiple conditions to meet. 

Syntax 
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=IF(Test 1,Then Value 1,IF(Test 2,Then Value 2,IF(..............))) 

 

Note: 

• The second IF will be started only when the first IF statement result a FALSE value.  

• When values are TEXT It should always be enclosed in quotation mark (“ “). 

• Note the number of closing brackets; its number should be equal to the number of IF’s in the 

formula. 

Q-2 Richu obtained the following scores (out of 100) in his HSS Examination March 2016. 

Subjects Scores 

ENGLISH 85 

MALAYALAM 96 

BUSINESS STUDIES 75 

ACCOUNTANCY 67 

ECONOMICS 29 

COMPUTER APPLICATIOM 45 

Converts the above scores into grades for each subject using the following criteria: 

Score Grade 

90-100 A+ 

80-89 A 

70-79 B+ 

60-69 B 

50-59 C+ 

40-49 C 

30-39 D+ 

Less than 30 D 

Procedure: 

Step-1 Open a new spread sheet in LibreOffice Calc 

Step-2 Type the labels 

SUBJET-A1 

SCORE-B1 

GRADE-C1 

Step-3 

Enter the details given in the question in respective cells. 
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Step-4 

Enter the formula in cell C2 

C2=IF(B2>=90,”A+”,IF(B2>=80,”A”,IF(B2>=70,”B+”,IF(B2>=60,”B”,IF(B2>=50,”C+”,IF(B2

>=40,”C”,IF(B2>=30,”D+,”D”))))))) 

Then select the cell C2 again and drag from C2 to C7. 

 

 

 

 

 

Q.The yearly sales of 6 salesmen are given below: 

employee name sales 

Alen 28000 

Balan 8000 

Rajan  11000 

Mohan 45000 

Venu 32000 

Salim 52000 

Calculate the commission earned by each salesman on the basis of the percentage given in table 

Yearly Sales Commission(% on 

sales) 

<10000 0% 

>=10000 to<20000 5% 

>=20000 to<30000 10% 

>=30000 to<50000 15% 

>=50000 18% 

 

Procedure: 

Nested IF is the suitable function to calculate the above commission 

Step-1 Application---------office-----LibreOffice calc 

Step-2 Type the column head as 

A1- Employee Name 

B1-Sales 
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C1-Commission 

Enter the employees name in the range A2:A7 

Enter the sales figures in the range B2:B7 

Step-3 Calculate commission in cell C2 by applying the formula  

C2=IF(B2<10000,B2*0%,IF(B2<20000,B2*5%,IF(B2<30000,B2*10%,IF(B2<50000,B2*15

%,IF(B2>=50000,B2*18%))))) 

 

 

 

 

 

 

 

AND 

 Returns True if ALL arguments are TTUE. It checks more than one condition and If any 

argument is FALSE, returns FALSE. 

 Syntax=AND(logical Value 1,logical Value 2..........) 

Syntax Description Result 

=AND(True,True,True) If all arguments True TRUE 

=AND(True,False,False) If any argument False FALSE 

=AND(5<9,15>13,23>20) If all arguments True TRUE 

=AND(5>9,15>13,23>20) If any argument False FALSE 

=IF(AND(A1>100,A1<200,A1,”The  

Value is out of range”) 

 

Displays the number in cell B1.If it is 

between 100 and 200.Otherewise,it displays 

the message”The Value is out of Rang” 

118 

Example: 

=AND(A1>100,B1>=60,C1>30 If any argument False FALSE 

 

 

 

 

 

If A1=118 
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Example:A company furnishes you the following list for recruiting few applicants for the post of a 

driver cum salesman. 

Name Sex Age Weight 

Aju Male 18 65 

Chithra Female 21 55 

Binu Male 14 59 

Raju Male 24 68 

Cinu Male 26 55 

Anusha Female 33 78 

 

Design an excel template to generate a selection list based on the following criteria: 

A. Applicant should be MALE 

B. Age should not be less than 18 

C. Weight should be less than 66 kg. 

Procedure: 

Step-1 Application---------office-----LibreOffice calc 

Step-2 Enter the details given in the question in respective cells 

Step 3 Select the cell E2 and enter the formula 

E2=IF(AND(B2="Male",C2>=18,D2<=66),"Selected","Not Selected") +Enter .Select E2 again 

and drag 

   

 

OR Function 

OR Function tests a number of supplied conditions and returns TRUE if at least one argument is 

TRUE ;returns FALSE if all arguments are FALSE. The syntax of OR function is very similar to 

AND: 

OR(logical Value 1,logical Value 2..........) 

Returns  TRUE,if at least one argument is TRUE,returns FALSE if all arguments are FALSE. 

Syntax=OR(logical Value 1,logical Value 2..........) 

Syntax Description Result 

=OR(5>9,15>13,23<20) If at least one argument is 

True, returns True 

TRUE 

Example: 
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=OR(A1>100,B1>=60,C1>30 If any argument TRUE, returns TRUE TRUE 

 

 

 

Formula Description 

=OR(A2="Bananas", 

A2="Oranges") 

Returns TRUE if A2 contains "Bananas" or "Oranges", FALSE 

otherwise. 

=OR(B2>=40, C2>=20) 
Returns TRUE if B2 is greater than or equal to 40 or C2 is 

greater than or equal to 20, FALSE otherwise. 

=OR(B2=" ", C2="") 
Returns TRUE if either B2 or C2 is blank or both, FALSE 

otherwise. 

This functions returns TRUE if any argument evaluated is TRUE, returns FALSE if all 

arguments are false. 

Example: 

The scores obtained by few students are given below. Those students who have scored more than 90 

in any subject or an average of 85 for all subjects will be awarded a scholarship. Write a formula in 

excel to generate a list of eligible candidates. Use OR function 

Name Eng Acc Bs 

Anil 75 65 85 

Sunil 78 48 84 

Binil 68 58 73 

Binu 90 78 65 

Ginu 92 57 88 

Vinu 61 42 59 

Manu 23 73 76 

 

 

Step-1 Application---------office-----LibreOffice calc 

Step-2 Type the column head as 

Name-A1 

Eng- B1 

Acc- C1 

BS- D1 

Step-3 

Enter details given in the question in respective cells. 

Step-4 

Select cell E2 and apply the formula  
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E2=IF(OR(B2>=90,C2>=90,D2>=90,AVERAGE(B2:D2)>=85),"Eligibe","Not eligible") 

Then select E2 again and drag upto E8. 

 

 

 

 

 

 

 

 

 

 

 

 

5. Lookup and Reference Function 

A Lookup and reference function is used to find out particular item from a data table with the help of 

a given value. The Lookup function returns the value as the content of a cell either from one row 

range or one column range or from an Array(collection of Rows and Columns).There are three 

important lookup and reference functions. They are LOOKUP, VLOOKUP and HLOOKUP.  

5 (A) LOOKUP Function 

LOOKUP function has two forms: the Vector(One Row or one Column) form and the Array(collection 

of Rows and Columns) form.  

(a)The Vector Form of Lookup Function 

The vector form of the Lookup function 'looks up' a value in a data vector and returns the 

corresponding value from a second data vector. The LOOKUP function is used to searches for 

specific value in one row or column, and returns a value from the corresponding position from 

another row or column. For example,let’s say you know the name of a student, but you don’t know 

his phone number. With the help of “Lookup” function  you can look his name in one column range 

and find the data(here phone number) corresponding to the row in another column. 

Syntax=LOOKUP (Search Criterion,Search Vector,Result  vector) 

 

 

 

 

 

 

 

 

With the help of Lookup 

Function here found the value 

of Gopalan’s Phone Number 
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Syntax=LOOKUP (Search Criterion,Search Vector,Result  vector) 

Here,Search Criterion: The value to be searched for, entered either directly or as a reference. 

Search Vector: A single raw or a single column area to be searched,where data that is stored in 

ascending order.  

NOTE: 

1. If the LOOKUP function can’t find the exact match, it chooses the largest value in the lookup 

range that is less than the lookup value. 

2. If the lookup value is smaller than all of the values in the lookup range, then the lookup 

function will return the error #N/A. 

3. If the values in the LOOKUP range are not stored in the ascending order, the lookup function 

will return the incorrect value.  

Result Vector: It is the another single raw or a single column area from which the result of the 

function is taken. 

Example:Following Table shows the details of students in a class. With the help of LOOKUP 

Function 

 (1) Find out the phone number of a student, by directly giving admission number as Search 

Criterion . 

(2) Write a suitable LibreOffice Calc Function to display the Phone Number as return when 

enter Admission Number as input. 

 

 

 

 

 

 

 

Ans:(1) Procedure:Step-1Open a new worksheet in LibreOffice Calc and enter the Labels as under. 
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Step-2 Enter the details given in the question in respective cells. 

Step-3 Apply LOOKUP Function in cell B11 

Syntax B11=LOOKUP(5416,A2:A9,E2:E9) 

 

 

 

 

 

 

 

 

Ans (2) Procedure:Step-1Open a new worksheet in LibreOffice Calc and enter the details given in 

the question in respective cells. 

Step-2 Select the cell A2 and type the Label “Enter Admission Number” 

Step-3 Select the cell A3 and type the Label “Phone Number” 

Step-4 Select the cell G3 and type the Syntax, G3=LOOKUP(G2,A2:A9,E2:E9). 

When we type admission number in G2, we will get the answer 
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More Examples: 

=Lookup(3146,A2:A11,C2:C11)retrieves 458 as the result. 

=Lookup(3400,A2:A11,B2:B11)gives the result “Jeevan”(Since lookup value 3400 is not in the 

list it takes highest value lower than 3100 into the consideration. Here it is 3146.) 

=Lookup(2750,A2:A11,B2:B11)results in an error #N/A(Because the lookup values is smaller than 

the lowest item in the range) 

Q.A trader deals in  various textile items and an item list is maintained in the following format. 

Item code Item name Brand Qty Rate 

1501 Shirt Zero 200 500 

1502 Jeans Denim 250 550 

1503 Churidar Vstar 420 900 

1504 Saree Rangoli 175 1200 

1505 t-shirts Peter England 155 325 

1506 Burmuda Local 320 150 

1507 Leggings Local 125 125 

1508 Salwar Star 190 300 

1509 Jackets Mafatlal 220 450 

1510 Skirts Local 150 250 

Write an excel formula to display the quantity and unit price,when item code is input.. 

Procedure: 

Step-1 

Open a new worksheet in LibreOffice Calc. 

Step-2 

Type the column head as: 

Item code-A1 

Item name-B1 

Brand-C1 

Qty-D1 

Rate-E1 

Step-3 
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Enter item codes in the range A2:A11 

Enter item names in the range B2:B11 

Enter brand name in the range C2:C11 

Enter quantities in the range D2:D11 

Enter rates in the range E2:E11 

Step-4 

Select the cells A14:C14 and select merge and center and type ‘Enter Item Code’ 

Select the cell D14 and select thick border 

Step-5 

Select the cells A15:C15 and select merge and center and type “The Quanty in Stock” 

Select the cell D15 and select thick border 

Step-6 

Select the cells A16:C16 and select merge and center and Type “Unit Price” 

Select the cell D16and select thick border 

Step-7 

Apply the lookup function 

Cell D15 =LOOKUP(D14,A2:A11,D2:D11) 

Cell D16=LOOKUP(D14,A2:A11,E2:E11). 

Now we can enter any item code in cell D14,that will return the quantity in stock in cell D15 and the 

unit price in cell D16. 
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(b)The Array Form of the Excel Lookup Function 

An array is a collection of values in rows and columns (like a table i.e rows and columns).The array 

form of the Lookup function 'looks up' a supplied value in the first column or row of a supplied 

data array   and returns the corresponding value from the last column or row of the array. 

The syntax of the array form of the Lookup function is: 

LOOKUP( lookup_value, array ) 

Where the arguments are as follows: 

lookup 

value 

- The value that you want to look up. 

array - Array (or table) of data, containing values to be searched in the first row or 

column and values to be returned in the last row or column. 

 

Q.Find out students name based on their admission number. 

 

 

 

 

 

 

 

 

 

 

 

Here,Syntax, C3=LOOKUP(1205,A2:B7),Returs-Sony 

Q. Find out students Phone number based on their name. 

 

 

 

 

 

 

 

 

 

 

 

Here Syntax, 

E5=LOOKUP(“Rahul”,B2:D7).In this 

array first column is B and last column 

is D. 
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Lookup Function Errors 

If you get an error from the Lookup function this is likely to be one of the following: 

Common Errors 

#N/A - This error indicates that the Lookup function fails to find a closest match to the 

supplied lookup_value. This can occur if either: 

• The smallest value in the lookup_vector (or first column/row of the array) is greater 

than the supplied lookup_value. 

• The lookup_vector (or first column/row of the array) is not in ascending order. 

#REF! - Occurs if the formula is attempting to reference cells that do not exist. 

This can be caused by either: 

• Cells being deleted after the Lookup function has been entered. 

• Relative references in the Lookup function, which become invalid when the 

function is copied to other cells. 

VLOOKUP 

 VLOOKUP stands for vertical lookup. VLOOKUP looks up a supplied value in the first 

column of a table, and returns the corresponding value in the same row from another given column. 

For example, when looking up a number in a phone book, you read down the list of names until you 

find the name and then move your finger to the right to find the associated phone number. 

Syntax=vlookup(Search criterion,Array,index,Sort order) 

Here, 

Search Criterion-The value to be searched in the first column of the table. 

Array-It is the reference, which comprises Two  or more columns. 

Index(Column number)-It is the number of column in the array that contains the value to be 

returned. The first column has the number 1. 

Sort Order(Range Lookup)-(It is optional, by default it is TRUE) A logical value (TRUE or 

FALSE) that specifies whether we want to find an exact match or an approximate match.FALSE for 

exact match and TRUE for approximate match, in case no exact match is found.,In this criteria ,you 

can give either FALSE or TRUE.If you are given FALSE  it will search for an exact match. If an 

exact match is not found the formula will return an error #NA.If you are given TRUE or not given 

anything ,it will search for an approximate match.That means if an exact match is not found it will 

search for largest value that is less than Lookup value.If the first column is not stored in ascending 

order,it will give wrong result in this case. 

Example: 
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Given below the details of employees of a firm 

First name Last name Place Telephone number 

Anju Regi  Pala 456787923 

Anil Kuriakos Pravithanam 345267288 

Abdul Lathif Cherpunkal 452666262 

Abin Suresh Thodupuzha 566288292 

Abu Mohan Pala 552782892 

Write the formula in LibreOffice Calc to display telephone number in F2 when name  entered in cell 

E2. Use VLOOKUP function. 

Procedure: 

Step-1 Open a new worksheet in LibreOffice Calc 

Step-2Type the column head as: 

First name-A1 

Last name-B1 

Place-C1 

Telephone no-D1 

Step-3Enter details given in the question in respective cells. 

Step-4 

Enter the label “Enter Name” in cell-E1 

Enter the label “Telephone Number” in cell F1. 

Stp-5 

Select the cell E2 and give thick border. 

Step-6 

Select the cell F2 and apply the Vlookup formula 

F2= VLOOKUP(E2,A2:D6,4) 
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OR 

Enter formula with the help of  “Function Wizard” 

 

 

 

 

 

 

 

 

 

 

 

 

 

+ 

 

 

 

 

 

 

Illustration:  

The following Excel table shows the students details of a particular class.Use a suitable function to 

get the Date of Birth of a student with the help of his admission number. 

 

Syntax, F2=VLOOKUP(1215,A2:E10,4,FALSE)will give the result-23/04/1996 
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Syntax, F3=VLOOKUP(A9,A2:E10,3,FALSE).Here the formula will search for the value 1218 in 

the first column of the table, which is arranged in the range A2:E10.Then it retrieves corresponding 

value of that row in the 3rd column ,i.e. Community. 

 

 

 

 

 

 

 

 

 

In the same manner, the formula =VLOOKUP(1212,A2:E10,5,FALSE)retieves the result –

Velliyamattam,i.e. value in the  5th column. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

More Examples: 

Formula Result 

F4=VLOOKUP(A2,A2:E10,4,FALSE) 7/10/1996 

F5=VLOOKUP(1213,A2:B10,2,FALSE) Giboy 

=VLOOKUP(A8,A2:E10,5,FALSE) Idukki 

 

 

If cell F4 it returns 35345 select 

cell F4 again and right click 

“Format 

Cells”…..Numbers….Date….Ok. 

Now 35345 convert as 

07/10/1996 
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Another example for VLOOKUP 

Following table shows spare parts list of a Computer service shop. With the help of VLOOKUP 

Function, Find out price or description of that part when you type part number. 

 

 

 

 

 

 

 

 

Procedure: 

Step-1 Open a new worksheet in LibreOffice Calc and enter the details given in the question in 

respective cells. 

Step-2 Enter the label “Enter Parts No” in cell-E2 and select cell E3----select Borders-----Selct 

suitable Border colour. 

Step-3 Select the cell F3 and apply the Vlookup function 

F3=VLOOKUP(E3,A2:D8,3,FALSE) 

Step-4 Select cell E3 and ptype the Parts No P879.Now F3 cell returns the price “459” 

 

 

 

 

 

 

 

We can search the “Availability” of parts by applying the following Syntax 

F3= VLOOKUP(E3,A2:D8,4,FALSE).Now F3 cell returs the avilability position as “Out of Stock” 
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HLOOKUP 

HLOOKUP is a very useful function for creating horizontal lookups, but as most of the tables that 

we deal with are vertical hence this function is not very popular. HLOOKUP looks up values in the 

first row of a table, and returns the corresponding value in the same column from another given row 

of the same table. We can try to understand HLOOKUP Function with the help of an example. The 

following  table shows the students details of a particular class. In this table data arranged 

horizontly. 

 

 

 

 

 

 

 

Syntax=HLOOKUP(Search Criteria,Array,Index,[sorted]) 

 Lookup value- The value to search for in the first row of the array. 

Array-The table or range in which the data is stored. 

Index(Row index number)-The row number in the table from which the matching value must be 

returned.The first row is 1. 

Sorted(Range lookup):In this criteria ,you can give either FALSE or TRUE as in case of 

VLLOKUP 

Syntax =HLOOKUP(1212,B1:J5,2,FALSE)retrieves the result –Thomas 
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Syntax Result 

=HLOOKUP(H1,B1:J5,5,FALSE) Edavetty 

=HLOOKUP(D1,B1:J5,3,FALSE) OBC 

=HLOOKUP(E1,B1:J5,4,FALSE) 04/06/1996 

Example:2 

The price of various kinds of shares during the first week of January is given below. 

 

STOCK MARKET:SHARE PRICES 

Shares 01-01-16 02-01-16 03-01-16 04-01-16 05-01-16 06-01-16 07-01-16 

Infosys 2500 2560 2700 2500 2410 2600 2890 

V-Guard 1200 1210 1250 1190 1120 1170 1230 

MRF 35000 35800 36300 35900 36800 37000 37100 

Reliance 970 973 978 999 1002 1024 1034 

HDFC 700 710 718 890 840 920 965 

 

You are required to write a formula to find the price of a share on a specific date. Use HLOOKUP 

function. Find the share price of MRF on 06-01-2016 using HLOOKUP function. 

Procedure: 

Step-1 Open a new worksheet in LibreOffice Calc 

Step-2 Arrange the table horizontally 

Select cell A1 to H1 and select Merge and centre, and type “Stock market- share prices” 

 
Type the column head as: 

A2:Name of the company 

B2:Infosys 

C2:V-Guard 

D2:MRF 

E2:Reliance 

F2:HDFC 

Step-3 Enter the details given in the question in respective cells 

Step-4 

Select the cell A9 and type the label “Enter the Date”. 

Select the cell B9 and type the label “Share Price”. 
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Step-5 

Select cell B10 and enter the formula 

B10=HLOOKUP(A10,B2:H7,4) 

Step-6 Enter the date 6-1-16 in the cell A10 + Enter 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   OR                Enter formula with the help of “Function Wizard” 

 

 
 

Financial Function 

1 The ACCRINT() Function 

The ACCRINT() Function  helps to calculate  accrued interest for a security that pays periodic 

interest . In case an interest bearing financial instrument is sold as ex interest, it means that the 

seller will be entitled to get the interest till the date of sales. In other case where the instrument 

has been sold as cum interest, it means that the right to receive interest till the date of sales also 

passed to the purchaser. So the cum interest selling price is always higher than the ex interest 

selling price and the difference is usually is the interest accrued till the date of sale.  
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Syntax =ACCRINT(Issue date,first interest,settlement,rate,frequency,basis,calculation method) 

Issue date-(compulsory) It is the issue date of the security 

 First interest-(compulsory) First interest is the securities first interest date. 

Settlement-(compulsory) Settlement is the security settlement date. This is the date when the 

security is traded to the buyer. 

Rate-(compulsory) Rate is the securities annual coupon rate. 

Par-(compulsory) Par is the securities par value. 

Frequency- (compulsory) Frequency is the number of interest payments per year. For annual 

payment frequency-1, for semi annual-2, for quarterly-4. 

Basis-(optional) Basis is the type of day count basis to use. 

Basis Day count basis 

0 or Omitted US 30/360 

1 Actual/Actual 

2 Actual/360 

3 Actual/365 

4 European 30/360 

Calculation method-(optional)-It is either  0 or 1. 0 calculate the accrued interest from 1st interest 

date to settlement date.1 calculates the interest from issue date to settlement date. By default it is 1. 

Accrint Function Examples 

The following spreadsheet shows an example of the Excel Accrint function, used to calculate the 

accrued interest of a security that pays periodic interest. The security's issue date is 01-01-2012, the 

first interest date is 01-04-2012, the settlement date is 31-12-2013 and the annual coupon rate is 8%. 

The security's par value is Rs.10, 000, payments are made quarterly, and a US (NASD) 30/360 day 
count basis is used. Syntax, C7=ACCRINT(B1,B2,B3,B4,B5,B6,B7). Accrued interest is Rs 1597.78 
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Example-ACCRINT():M Ltd issued a security with par value is Rs.200000 on 1-1-2010, the first 

interest date is 1-4-2010,the settlement date is 15-4-2010 and the annual coupon rate is 10%.The 

interest is paid half yearly(frequency-2) and a US30/360 day count basis is used. Use ACCRINT() 

function to calculate the accrued interest of a security that pays periodic interest. Syntax 

 

 

 

 

 

 

 

2. CUMIPMT() 

The CUMIPMT function returns the cumulative interest paid on a loan between two specific 

periods ,i.e start period and end period. 

Usage: Suppose you take a housing loan of Rs.1500000 for 12 years at an interest rate of 

Rs.12%.At the time of filing income tax return we want to know the amount of interest and 

principal amount repaid during an assessment year.CUMIMPT function gives us the amount of 

interest repaid during a particular year.CUMPRINC function returns the amount of principal 

amount paid during a particular year. 

The syntax of the function is: 

CUMIPMT( rate, nper, pv, start_period, end_period, type ) 

Where the arguments are as follows: 

rate - The interest rate, per period.(Divided by 12 to get monthly rate) 

nper - The number of periods over which the loan or investment is to be paid. Multiply 
the year by 12 to get the total number of periods in months 

pv - The present value of the loan / investment. 

start_period - The number of the first period over which the interest is to be calculated (must 

be an integer between 1 and nper). 

end_period - The number of the last period over which the interest is to be calculated (must be 

an integer between 1 and nper). 
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type - An integer (equal to 0 or 1) that specifies whether the payment is made at the 

start or the end of the period: 

0   -   the payment is made at the end of the period; 

1   -   the payment is made at the start of the period. 

Q.Calculate the cumulative interest paid during First year and second year of a loan of Rs.50,000 

which is to be paid off over 5 years. Interest is charged at a rate of 5% per year and the payment to 

the loan is to be made at the end of each month. 

CUMIPMT( rate, nper, pv, start_period, end_period, type ) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Q. What are the interest payment at a yearly interest rate of 8%,monthly payment for 4 years and a 

current cash value of Rs.70,000.The start period is 18 and end period is 24.The payment is due at 

the beginning of each period. 

Syntax, C6=CUMIPMT(B/12,B2,B3,B4,B5,B6) 

 

 

 

 

 

 

Out of 5 years or 60 months, in first year 

starting period is 1st month and end period is 

12th month.In second year Start period is 13th 

and End period is 24.  

First year 

 

Second Year 

To get 

monthly rate 

B1/12 
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3.PV( ) 

The PV function returns the present value of an investment, which is the present value of 

total amount based on a series of future payments. This function, is very relevant because 

rupee today is worth more than tomorrow. 

The syntax of the function is: 

PV( rate, nper, [pmt], [fv], [type] ) 

Where the arguments are as follows: 

rate - The interest rate, per period.(If instalment is paid in monthly ,Rate/12) 

nper - The number of periods for the lifetime of the investment.( If instalment is 

paid in monthly ,to get total number of payment period, ‘year X 12’) 

[pmt] - (OPTIONAL) Payment per period. 

If the [pmt] argument is omitted, the [fv] argument must be supplied. 

[fv] - (Optional) Defines the future value remaining after the final installment has 

been made. 

If the [fv] argument is omitted, it takes on the default value 0. 

[type] - An optional argument that defines whether the payment is made at the start 

or the end of the period. 

The [type] argument can have the value 0 or 1, meaning: 

0   -   the payment is made at the end of the period; 

1   -   the payment is made at the start of the period. 

If the [type] argument is omitted, it takes on the default value of 0 (denoting 

payments made at the end of the period). 

Q.1Tomy opened a recurring deposit scheme paying Rs.3000 per month for a period of 5 

years with an interest rate of 10% per annum, and the payments are made at the beginning 

of the month. 

Step-1: Open a blank sheet in LibreOffice Calc and enter the details as given below. 
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Step-2 : Select the cell B6 and enter the formula 

=PV(B1/12,B2,B3,B4,B5) 

 

Cash Flow Convention: 

Note that, in line with the general cash flow convention, outgoing payments are 

represented by negative numbers and incoming payments are represented by positive 

numbers. This is seen in the examples below. 

 Pv Function Examples 

Example 1 

In the following spreadsheet, Pv function is used to calculate the present value of an 
annuity that pays $1,000 per month for a period of 5 years. The interest is 5% per year and 
each payment is made at the end of the month. 
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 Formulas: 

  A 

1 

Present value of an annuity 
with an interest rate of 5% 
per year and payments of 
$1,000 per month over 5 
years (payment made at end 
of each month): 

2 =PV( 5%/12, 60, 1000 ) 

 

 Results: 

  A 

1 

Present value of an annuity 
with an interest rate of 5% 
per year and payments of 
$1,000 per month over 5 
years (payment made at end 
of each month): 

2 -$52,990.71 

 

Note that, in this example: 

• As the payments are made monthly, it has been necessary to convert the annual interest 
rate of 5% into a monthly rate (=5%/12), and to express the 5-year period as a number of 
months (=60); 

• As the forecast value is zero, and the payment is to be made at the end of the month, 
the [fv] and [type]arguments can be omitted from the above function; 

• As the initial investment is paid out, the calculated present value is a negative cash amount. 
 

Example 2 

In the example below, the Excel Pv function is used to calculate the present value of an 
annuity that pays $2,000 per quarter for a period of 4 years. The interest is 10% per year 
and each payment is made at the start of the quarter. 

 Formulas: 

  A 

1 

Present value of an annuity 
with an interest rate of 10% 
per year and payments of 
$2,000 per quarter over 4 
years (payment made at 
start of each quarter): 

2 =PV( 10%/4, 16, 2000, 0, 1 ) 

 

 Results: 

  A 

1 

Present value of an annuity 
with an interest rate of 10% 
per year and payments of 
$2,000 per quarter over 4 
years (payment made at 
start of each quarter): 

2 -$26,762.76 

 

Note that, in this example: 
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• As the payments are made quarterly, it has been necessary to convert the annual interest 
rate of 10% into a monthly rate (=10%/4), and to express the 4-year period as a number of 
quarters (=16); 

• Again, as the initial investment is paid out, the calculated present value is negative. 

4.FV() 

The FV() function calculates the future value of an investment based on periodic constant  

payment and a constant interest rate. 

Syntax=FV(RATE,NPER,PMT,PV,TYPE) 

Rate=Periodic interest rate 

NPER= The number of periods for the lifetime of the investment.( If instalment is paid in 
monthly ,to get total number of payment period, ‘year X 12’) 
PMT= Payment per period. 

PV=(Optional) It is the present cash value of an investment. 

Type=(Optional) defines whether the payment is due at the beginning or the end of the 
period. 

Q1. How much will you have in bank if you start with Rs.10000 and save Rs.200 per month( 
at the beginning of each month) at an annual 12% for 30 years interest is compounded? 

Step-1: Open a blank sheet in LibreOffice Calc and enter the details as given below. 

 

 

Step-2 : Select the cell B6 and enter the formula 

=FV(B1/12,B2,B3,B4,B5) 
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5.PMT() 

PMT function calculates the constant periodic payment required to pay off a loan,with 

constant interest rate, over a specified period. 

Syntax=PMT(Rate,NPER,PV,FV,Type) 

Rate=Periodic interest rate 

NPER= The total number of payment periods for the lifetime of the loan.( If instalment is 
paid in monthly ,to get total number of payment period, ‘year X 12’) 
PMT= Payment per period. 

PV=It is the present cash value of the loan. 

FV=(Optional)The future value of the loan at the end of NPER payments.If omitted,[FV] has 
the default value of 0. 

Type=(Optional) defines whether the payment is due at the beginning or the end of the 
period.’0’ for end period and ‘1’ for beginning period. 

Eg.Calculate the monthly payment of a car loan of Rs.9,00,000 which is to be paid off in full 
after 7 years.Interest is charged at a rate of 9.5% per year and the payment to the loan is to 
be made at the end of each month. 

Step-1: Open a blank sheet in LibreOffice Calc 

Step-2:Enter the details as given below. 
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Step-2 : Select the cell B6 and enter the formula 

B6=PMT(B1/12,B2,B3,B4,B5) 

 

6.RATE() 

This function calculates the interest rate required to pay off specified amount of a loan, or 

to reach a target amount on investment, over a given period. 

Syntax=RATE(NPER,PMT,PV,FV,Type,Guess) 

NPER= The total number of payment periods for the lifetime of the loan.( If instalment is 
paid in monthly ,to get total number of payment period, ‘year X 12’) 
PMT= Payment per period. 
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PV=It is the present cash value of the loan. 

FV=(Optional)The future value of the loan at the end of NPER payments.If omitted,[FV] has 
the default value of 0. 

Type=(Optional) defines whether the payment is due at the beginning or the end of the 
period.’0’ for end period and ‘1’ for beginning period. 

Guess(optional)determines the estimated value of interest with repeated calculation. 

 

 Q. George Kuruvila has taken a car loan of Rs 15,00,000 from SBI ,agreed to pay Rs40,000 

per month over a period of 6 years, and the monthly payments are to be made at the end 

of each month. Compute the rate of interest using Rate Function. 

Step-1: Open a blank sheet in LibreOffice Calc and enter the details as given below. 

 

Step-2 : Select the cell B6 and enter the formula 
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7.NPV() 

Net present value is defined as the present value of the expected future cash flows less the 

initial cost of the investment. ‘Net’ always means that something has been subtracted.NPV 

is simply the difference between the value and cost. To get the present value, subtract the 

cost of the project from the returned value. This function helps to compare projects with 

their relative profitability to ensure that only the most profitable ventures are pursued.A 

higher NPV indicates that the poject or investment is more profitable. 

Syntax=NPV(Rate,Value1,Value2,value3.........) 

Rate:The discount rate over one period.[ Discounting is a technique used to compare costs and 

benefits that occur in different time periods. It is a separate concept from inflation, and is based on the 
principle that, generally, people prefer to receive goods and services now rather than later. This is 
known as ‘time preference’. Calculating the present value of the differences between the streams of 
costs and benefits provides the net present value (NPV) of an option. The NPV is the primary criterion 
for deciding whether government action can be justified. The following table shows how the present 
value of Rs.1,000 declines in future years with a discount rate of 3.5 per cent. 

Time 

(mid year) 

PV of payment 

(mid year)(RS.) 

0 
1,000 

1 
966 

2 
934 

3 
902 

4 
871 

5 
842 

6 
814 

7 
786 

8 
759 

9 
734 

10 
709 

Valu1,value2....:Numeric values representing payments and income.Negative values are 

treated as payments and positive values are treated as income. 
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Q1.Mr.John has made an investment in a machine Rs.3,00,000. The additional cash inflow 

from the machine will be Rs.1,20,000,1,50,000, 1,80,000 over the next 3 years .Firms cost 

of capital is at 16%. Calculate the NPV. 

Step-1 open a blank worksheet and enter the details as given below. 

 

 

Step-2 

Enter the formula in B6. 

Syntax=NPV(B1,B2,B3,B4,B5) 

 

 

Q2.A company proposes to invest Rs.1000000 by installing a plant and machinery with 

expected cash inflow of Rs.400000 ,Rs350000,Rs.275000,Rs225000 respectively for 4 years 

of its life.Find out the NPV of the project using appropriate spread sheet function.The 

normal rate of return of business is 20%. 
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Step-1 open a blank worksheet and enter the details as given below. 

 

 

 Step-2 

Apply the Function in cell B7.B7=NPV(B1,B2,B3,B4,B5,B6) 

 

    *********************************** 
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