Workbook &

Worksheet Basics
SEC (Semester-1)

Santosh Kumar Lal

Dept. of Commerce
Sariya College, Suriya



What 1s a Workbook?

A Workbook is a file created in spreadsheet software like Microsoft Excel or
Google Sheets that contains one or more worksheets. It 1s used to store,
organize, and analyze data.

Default extension in Excel: .xlsx
A workbook can contain multiple sheets

It acts like a “complete notebook”
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What 1s a Worksheet?

A Worksheet is a single page within a workbook where data is entered in
rows and columns.

Also called a spreadsheet
Used for calculations and data storage

Each worksheet has a grid structure
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Structure of a Worksheet

A worksheet consists of:
Rows — Horizontal lines (1, 2, 3...)
Columns — Vertical lines (A, B, C...)
Cells — Intersection of row & column
Cell Address — Unique name (e.g., Al, B2)

- Example:
Cell A1 = Column A + Row 1

Worksheet &I T3
Rows (dfFddn) — &fast (1,2, 3...)
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- 3cladUT:
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Difference Between Workbook &
Worksheet

Workbook Worksheet Workbook Worksheet

(English) (English) (Hindi) (Hindi)
Meaning File Page inside higel :
file PISE & e
S|
Contains Multiple Single sheet 5 S rexs T 2l
sheets

Example Excel file Sheet 1 Excel BISel Sheet1




Types of Data in Worksheet

- Text (Label) — Names, words
- Numbers (Values) — 100, 200
- Formulas — =A1+B1

- Functions — SUM(), AVERAGE()

. Text (Adel) — =11H, 2UAeq

. Numbers (§&IT) — 100, 200

- Formulas (§d) — =A1+B1

. Functions (%) — SUM(), AVERAGE()




Basic Operations In

Workbook/Worksheet

- Create new workbook
- Add/Delete worksheet
- Rename sheet
- Save file

- Enter/Edit data
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Importance of Workbook &
Worksheet

- Helps in data management
- Makes calculations easy
- Used in business, education, and accounting

- Supports charts and analysis
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Key Points

- Workbook = File
- Worksheet = Page
- Cell = Data entry unit

- Rows & Columns form a grid

. Workbook = ®Igel

- Worksheet = daf

. Cell = 3eT STl &I SHIS
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Conclusion (f[sew)

Workbook and Worksheet are the fundamental components of spreadsheet
software. Understanding them 1s essential for performing data entry,
calculations, and analysis efficiently.
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