
lwpuk izkS|ksfxdh lwpuk izkS|ksfxdh lwpuk izkS|ksfxdh lwpuk izkS|ksfxdh     
,uohbZD;w Lrj 2 & d{kk 10,uohbZD;w Lrj 2 & d{kk 10,uohbZD;w Lrj 2 & d{kk 10,uohbZD;w Lrj 2 & d{kk 10    

vkbZVh 204 & ,uD;w2012 & vkbZVh 204 & ,uD;w2012 & vkbZVh 204 & ,uD;w2012 & vkbZVh 204 & ,uD;w2012 & LizsMLizsMLizsMLizsM'khV'khV'khV'khV    ¼ek/;fed½¼ek/;fed½¼ek/;fed½¼ek/;fed½    
Nk= dk;ZiqfLrdkNk= dk;ZiqfLrdkNk= dk;ZiqfLrdkNk= dk;ZiqfLrdk    
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©    iiii----llllqqqq----'k'k'k'k----dsUnzh; O;kolkf;d f'k{kk laLFkkudsUnzh; O;kolkf;d f'k{kk laLFkkudsUnzh; O;kolkf;d f'k{kk laLFkkudsUnzh; O;kolkf;d f'k{kk laLFkku] 2012] 2012] 2012] 2012    
 
;g izdk'ku dkWihjkbV }kjk lqjf{kr gSA dkWihjkbV vf/kfu;e }kjk vuqer iz;kstuksa ds 
vykok turk }kjk iwoZ fyf[kr vuqefr ds fcuk bldk iqu% mRiknu] vaxhdkj] 
bysDVªkWfud Hk.Mkj vkSj lEizs"k.k fuf"k) gSA  

 



 

 

Nk= fooj.kNk= fooj.kNk= fooj.kNk= fooj.k    

    

Nk= dk uke % Nk= dk uke % Nk= dk uke % Nk= dk uke % ----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------    

    

Nk= dk jksy uacj % Nk= dk jksy uacj % Nk= dk jksy uacj % Nk= dk jksy uacj % ----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------    

    

cSp cSp cSp cSp 'k'k'k'kq: gksus dh frfFk % q: gksus dh frfFk % q: gksus dh frfFk % q: gksus dh frfFk % ----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------    

 



 

ffffoooo""""kkkk;;;;    ooooLLLLrrrrqqqq                                                                                                                                            

vkHkkj vkHkkj vkHkkj vkHkkj      

izLrkouk izLrkouk izLrkouk izLrkouk      

vkidh dk;ZiqfLrdk ds ckjs esa vkidh dk;ZiqfLrdk ds ckjs esa vkidh dk;ZiqfLrdk ds ckjs esa vkidh dk;ZiqfLrdk ds ckjs esa      

l= 1 % l= 1 % l= 1 % l= 1 % lsYl esa vkWVksllsYl esa vkWVksllsYl esa vkWVksllsYl esa vkWVksle dk mi;ksxe dk mi;ksxe dk mi;ksxe dk mi;ksx   

l= 2 % l= 2 % l= 2 % l= 2 %  daMh'kuy QkWesZfVaxdaMh'kuy QkWesZfVaxdaMh'kuy QkWesZfVaxdaMh'kuy QkWesZfVax     

l= 3 % gkbM @ vugkbM @ jks vkSj dkWye dks Ýht djukl= 3 % gkbM @ vugkbM @ jks vkSj dkWye dks Ýht djukl= 3 % gkbM @ vugkbM @ jks vkSj dkWye dks Ýht djukl= 3 % gkbM @ vugkbM @ jks vkSj dkWye dks Ýht djuk  

l= 4 % lsV ist czsdl= 4 % lsV ist czsdl= 4 % lsV ist czsdl= 4 % lsV ist czsd  

l= 5 % lsV ist ysvkmVl= 5 % lsV ist ysvkmVl= 5 % lsV ist ysvkmVl= 5 % lsV ist ysvkmV  

l= 6 % odZcqd ns[ksal= 6 % odZcqd ns[ksal= 6 % odZcqd ns[ksal= 6 % odZcqd ns[ksa  

l= 7 % lsy vkSj jsat dk uke ,Iykb djuk l= 7 % lsy vkSj jsat dk uke ,Iykb djuk l= 7 % lsy vkSj jsat dk uke ,Iykb djuk l= 7 % lsy vkSj jsat dk uke ,Iykb djuk   

l= 8 % QkWesZV pkVZ~l vkSj ekWMhQkb djukl= 8 % QkWesZV pkVZ~l vkSj ekWMhQkb djukl= 8 % QkWesZV pkVZ~l vkSj ekWMhQkb djukl= 8 % QkWesZV pkVZ~l vkSj ekWMhQkb djuk     

llll= 9 % lkWVZ vkSj fQYVj MsVk= 9 % lkWVZ vkSj fQYVj MsVk= 9 % lkWVZ vkSj fQYVj MsVk= 9 % lkWVZ vkSj fQYVj MsVk    

l= 10 % odZ'khV esa MsVk dSYkdqysV djukl= 10 % odZ'khV esa MsVk dSYkdqysV djukl= 10 % odZ'khV esa MsVk dSYkdqysV djukl= 10 % odZ'khV esa MsVk dSYkdqysV djuk  

l= 11 % eYVhiy odZcqd vkSj fyafdax lsy dk mi;ksx l= 11 % eYVhiy odZcqd vkSj fyafdax lsy dk mi;ksx l= 11 % eYVhiy odZcqd vkSj fyafdax lsy dk mi;ksx l= 11 % eYVhiy odZcqd vkSj fyafdax lsy dk mi;ksx   



vkHkkjvkHkkjvkHkkjvkHkkj    

 

fuEufyf[kr Hkkxhnkjksa us lkexzh miyC/k djkus esa egRoiw.kZ Hkwfedk fuHkkbZ FkhA %  

1- dsUnzh; ek/;fed f'k{kk cksMZ ¼lhch,lbZ½ us iafMr lqanjyky 'kekZ dsUnzh; O;kolkf;d f'k{kk laLFkku 
¼ih,l,llhvkbZoh½ ds lkFk dEI;wVj vkSj lwpuk izkS|ksfxdh dh ewyHkwr ckrksa ij ikB~; lkexzh vkSj 
vH;kl iznku fd, gSaA bl ny esa MkW- vkse fodkl ¼leUo;d½ MkW- fou; Lo:i egjks=k ¼lg & 
leUo;d½] lqJh xqjizhr dkSj] Jh eqds'k dqekj] lqJh usUlh lgxy vkSj Jh ;ksxs'k dqekj rFkk Jh 
_rqjkt rkezdkj 'kkfey gSaA  
 

2- ,Dlsa'kj bafM;k dkWIkksZjsV flfVtu izksxzke ¼dkS'ky 4 thou½A ,Dlsa'kj us og fo"k; lkexzh iznku dh 
gS] ftldk mUgksaus fodkl fd;k vkSj bl lkexzh ds fy, vius dk;kZUo;u Hkkxhnkjksa ¼MkW- jsM~Mht+ 
QkmaMs'ku vkSj DosLV ,ykbal½ dks vf/kxE;rk iznku dh gSA 

   
3- lhch,lbZ @ ih,l,llhvkbZohbZ dh lkexzh dks iwjdrk iznku djus ds fy, ekbØkslk¶V Ýh 

fMftVy fyVjslh izksxzke bZ&yfuZax iSdst dk mi;ksx fd;k x;k gSA 
 
4- ok/kokuh QkmaMs'ku dk ny bl ikB~;p;kZ dh fMtkbfuax vkSj fufeZfr esa 'kkfey jgk vkSj fo"k; oLrq 

ij lqJh nf'kZdk la?kkuh] lqJh lksfu;k dDdM+] Jh dkfrZd panzw] Jh Vksjy ohdwelh] lqJh js[kk esuu] 
Jh vt; xks;y vkSj Jh vkWfLVu FkkWel us dk;Z fd;kA 

 
5- blds vykok lHkh ekWM~;wyksa dh lkexzh vkSj fp=ksa dk l`tu djus ds fy, fofHkUu lkoZtfud Mksesu 

lzksrksa dk mi;ksx fd;k x;k gSA bu lHkh lzksrksa ds ;ksxnku dks vkHkkjiwoZd Lohdkj fd;k x;k vkSj 
ekU;rk nh xbZ gSA 

 



izLrkoukizLrkoukizLrkoukizLrkouk    

    

jk"Vªh; ikB~;p;kZ :ijs[kk] 2005 esa flQkfj'k dh xbZ gS fd fo|ky;ksa esa cPpksa ds thou dks fo|ky; ds 
ckgjh thou ds lkFk tksM+uk vfuok;Z gSA bl fl)kar ds vuqlkj fdrkch v/;;u dh ijaijk NksM+ nsuh 
pkfg, tks gekjs ra= dks yxkrkj ,d vkdkj nssrh vkbZ gS vkSj fo|ky;] ?kj] leqnk; vkSj dk;ZLFky ds 
chp varjky ykrh gSA  

^^LizLizLizLizsMsMsMsM'khV ¼ek/;fed½^^ 'khV ¼ek/;fed½^^ 'khV ¼ek/;fed½^^ 'khV ¼ek/;fed½^^ ij ;g Nk= dk;Z iqfLrdk ekuo lalk/ku fodkl ea=ky; ¼,e,pvkjMh½] Hkkjr 
ljdkj ds ,d iz;kl] jk"Vªh; O;kolkf;d f'k{kk ;ksX;rk :ijs[kk ¼,uohbZD;w,Q½ ds dk;kZUo;u gsrq 
fodflr vgZdrk iSdst dk Hkkx gS] ftlesa fo|ky;ksa] O;kolkf;d f'k{kk vkSj izf'k{k.k laLFkkuksa] rduhdh 
f'k{kk laLFkkuksa] egkfo|ky;ksa vkSj fo'ofo|ky;ksa esa viukbZ tkus okyh jk"Vªh; Lrj ij ekU;rk izkIr vgZdrk 
iz.kkyh ds fy, lkekU; fl)kar vkSj fn'kk funsZ'k r; fd, tkrs gaSA ;g ladYiuk dh xbZ gS fd 
,uohbZD;w,Q ls vgZdrkvksa dh ikjnf'kZrk] fo"ke {ks=h; vf/kxe] Nk= dsafnzr vf/kxe vkSj Nk= dks fofHkUu 
vgZrkvksa ds chp pyu'khyrk dh lqfo/kk dks c<+kok feysxk vkSj bl izdkj thou Hkj vf/kxe dks izksRlkgu 
feyrk jgsxkA   

;g Nk= dk;ZiqfLrdk] tks d{kk 9 ;k led{k ijh{kk mŸkh.kZ djus okys Nk=ksa ds fy, O;kolkf;d vgZdrk 
iSdst dk ,d Hkkx gS] bls fo'ks"kKksa ds ,d lewg }kjk cuk;k x;k FkkA vkbZVh & vkbZVhbZ,l m|ksx ds 
fy, jk"Vªh; dkS'ky fodkl fuxe ¼,u,lMhlh½ }kjk vuqeksfnr vkbZVh & vkbZVhbZ,l dkS'ky fodkl ifj"kn 
}kjk jk"Vªh; O;kolkf;d ekud ¼,uvks,l½ dk fodkl fd;k x;kA jk"Vªh; O;kolkf;d ekud izfrLi)kZ 
ekudksa vkSj fn'kkfunsZ'kksa dk ,d lsV gS ftls dk;Z LFky esa izHkkoh fu"iknu ds fy, vko';d dkS'kyksa rFkk 
Kku ds vkdyu ,oa ekU;rk nsus gsrq vkbZVh m|ksx ds izfrfuf/k;ksa }kjk i`"Bkafdr fd;k x;k gSA 

ia- laqnjyky ’kekZ dsanzh; O;kolkf;d f’k{kk laLFkku ¼ih,l,llhvkbZohbZ½] jk"Vªh; 'kSf{kd vuqla/kku vkSj 
izf'k{k.k ifj"kn~ ¼,ulhbZvkjVh½ us ok/kokuh QkmaMs’ku ds lkFk feydj ,uohbZD;w ds fy, Lrj 1 ls 4 rd 
vkbZVh & vkbZVhbZ,l {ks= esa O;kolkf;d vgZrk iSdst ds fy, ekWM~;wyj ikB~;p;kZ vkSj vf/kxe lkefxz;kas 
¼bdkb;ksa½ dk fodkl fd;k gS] Lrj 1 d{kk 9 ds led{k gSA ,uvks,l ds vk/kkj ij ewy n{krkvksa ¼Kku] 
dkS'ky vkSj {kerk,a½ ls lacaf/kr O;kolk; dks ikB~;p;kZ rFkk vf/kxe ekWM~;wy ¼bdkb;ksa½ ds fodkl ds fy, 
vfHkKkr fd;k x;k FkkA 

bl Nk= dk;Z iqfLrdk esa izLrkfor ikB~;Øeksa dh vfuok;Z uE;rk] fofHkUu fo"k; {ks=ksa ds chp Li"V lhek 
js[kkvksa dks rksM+us ds fy, vfuok;Z ekus x, vf/kxe ds jVus ds iqjkus rjhds dks fu#Rlkfgr djus dk 
iz;kl fd;k x;k gSA bl dk;Z iqfLrdk esa iw.kZrk vkSj vkl ikl utj nkSM+kus ds voljksa] NksVs lewgksa esa 
ppkZ rFkk Lo;a djus ds vuqHko dh vko';drk okyh xfrfof/k;ksa dks LFkku rFkk mPp izkFkfedrk nsdj bu 
iz;klksa dks laof/kZr djus dk iz;kl fd;k x;k gSA gesa vk'kk gS fd bu lk/kuksa ls ge jk"Vªh; f'k{kk uhfr 
¼1986½ esa crkbZ xbZ cky dsafnzr f'k{kk iz.kkyh dh fn'kk eas egRoiw.kZ dne mBk ldsaxsA bl iz;kl dh 
lQyrk mu dneksa ij fuHkZj djrh gS tks fo|ky;ksa ds iz/kkukpk;Z vkSj v/;kid vius vf/kxe dks n'kkZus 



rFkk dkYifud vkSj dk;Z ds nkSjku dh tkus okyh xfrfof/k;ksa rFkk iz'uksa dks vkxs c<+kus ds fy, vius 
cPpkssa dks izksRlkgu nsus ds fy, mBk,axsA dkS'ky fodkl vH;klksa vkSj ekU;rkvksa ,oa jpukRedrk ds iks"k.k 
esa Nk=ksa dh Hkkxhnkjh rHkh laHko gS ;fn ge vf/kxe esa cPpksa dks Hkkxhnkj ds :i esa 'kkfey djsa vkSj os 
ek= lwpuk ds xzkgh ugha cusaA ;s y{; fo|ky; dh nSfud fnup;kZ rFkk dk;Z'kSyh esa i;kZIr cnyko ykrs 
gSaA izfrfnu dh le; rkfydk esa uE;rk xfrfof/k;ksa ds dk;kZUo;u esa lfØ;rk cuk, j[kus ds fy, vfuok;Z 
gksxh vkSj v/;kiu vkSj izf'k{k.k ds fy, v/;;u fnolksa dh vko';d la[;k dks c<+k;k tk,xkA    

 



vkidh dk;ZiqfLrdk ds ckjs esavkidh dk;ZiqfLrdk ds ckjs esavkidh dk;ZiqfLrdk ds ckjs esavkidh dk;ZiqfLrdk ds ckjs esa    
    

;g dk;Z iqfLrdk vkidks n{krk bdkbZ vkbZVh 20vkbZVh 20vkbZVh 20vkbZVh 204444    & ,uD;w 2012 % & ,uD;w 2012 % & ,uD;w 2012 % & ,uD;w 2012 % LizsMLizsMLizsMLizsM'khV 'khV 'khV 'khV ¼ek/;fed½¼ek/;fed½¼ek/;fed½¼ek/;fed½    iwjk djus esa 
lgk;rk nsus ds fy, gSA vkidks d{kk d{k esa] dk;ZLFky ij ;k vkids v/;kid ;k izf'k{kd ds ekxZn'kZu 
rFkk i;Zos{k.k esa vius le; ds vuqlkj bls bLrseky djuk pkfg,A  

bl dk;ZiqfLrdk esa fn, x, vuqHkkxksa ls n{krk dh bdkbZ ds fofHkUu i{kksa ij laxr Kku vkSj dkS'ky ¼e`nq 
vkSj dBksj½ vftZr djus esa vkidks lgk;rk feysxhA izR;sd l= bruk NksVk gS fd bls vklkuh ls vxys 
l= ij tkus ls igys le>k vkSj viuk;k tk ldrk gSA n`'; ds ek/;e ls tkudkjh nsus vkSj ikB dks 
thoar rFkk vkids fy, var% fØ;kRed cukus gsrq ,fuesfVM rLohjsa vkSj QksVks 'kkfey fd, x, gSaA vkidh 
dYiuk dk mi;ksx djrs gq, vki Lo;a vius dqN fp= cukus dk iz;kl dj ldrs gSa ;k vius v/;kid 
dh lgk;rk ys ldrs gSaA vkb, vc ns[ksa fd bu l=ksa ds vuqHkkxksa esa vkids fy, D;k tkudkjh gSA 

vuqHkkx 1 % ifjp; vuqHkkx 1 % ifjp; vuqHkkx 1 % ifjp; vuqHkkx 1 % ifjp;     

bl vuqHkkx esa vkidks bdkbZ ds fo"k; dk ifjp; fn;k x;k gSA blesa vkidks crk;k x;k gS fd vki 
bdkbZ esa 'kkfey fofHkUu l=ksa esa D;k lh[ksaxsA 

vuqHkkx 2 % laxr Kku  vuqHkkx 2 % laxr Kku  vuqHkkx 2 % laxr Kku  vuqHkkx 2 % laxr Kku      

bl vuqHkkx esa vkidks l= esa 'kkfey fd, x, fo"k;ksa ij laxr tkudkjh nh xbZ gSA bl vuqHkkx ds 
ek/;e ls fodflr Kku ls vki dqN xfrfof/k;ksa ds fu"iknu dj ldsaxsA vkidks vH;kl iwjk djus ls 
igys fo"k; ds fofHkUu i{kksa ij ,d le> fodflr djus ds fy, i;kZIr lwpuk i<+uh pkfg,A    

vuqHkkx 3 % vH;kl   vuqHkkx 3 % vH;kl   vuqHkkx 3 % vH;kl   vuqHkkx 3 % vH;kl       

izR;sd l= esa vH;kl gksrs gSa] ftUgsa vki le; ij iwjk djsaA vki d{kk d{k esa] ?kj esa ;k dk;Z LFky ij 
bu xfrfof/k;ksa dk fu"iknu djsaxsA bl vuqHkkx esa 'kkfey dh xbZ xfrfof/k;ksa ls vkidks vfuok;Z Kku] 
dkS'ky vkSj eukso`fÙk ds fodkl esa lgk;rk feysxh ftudh vko';drk vkidks dk;ZLFky ij dk;ksZa ds 
fu"iknu esa l{kerk ikus ds fy, gSA xfrfof/k;ka vkids v/;kid ;k izf'k{kd ds i;Zos{k.k esa dh tkuh 
pkfg, tks vkidks dk;ksZa dks iwjk djus dk ekxZn'kZu rFkk vkids fu"iknu esa lq/kkj ds fy, izfrfØ;k Hkh 
nsaxsA bls izkIr djus ds fy, vkids v/;kid ;k izf'k{kd ds ijke'kZ ls ,d le; rkfydk cuk,a vkSj 
fufnZ"V Lrjksa ;k ekudksa dk ikyu dBksjrk iwoZd djsaA ;fn vkidks le>kbZ xbZ dksbZ ckr Li"V :i ls 
le> esa ugha vkrh gS rks csfgpd vius v/;kid ;k izf'k{kd ls iwNsaA 

vuqHkkx 4 % vkdyu   vuqHkkx 4 % vkdyu   vuqHkkx 4 % vkdyu   vuqHkkx 4 % vkdyu       

bl vuqHkkx esa 'kkfey fd, x, leh{kk iz'uksa ls vkidks viuh izxfr dh tkap djus esa lgk;rk feysxhA 
vkidks vxys l= esa tkus ls igys bu lHkh iz'uksa dk mÙkj nsus esa l{ke gksuk pkfg,A 

 



l= 1 % l= 1 % l= 1 % l= 1 % lsYl esa vkWVksle dk mi;ksxlsYl esa vkWVksle dk mi;ksxlsYl esa vkWVksle dk mi;ksxlsYl esa vkWVksle dk mi;ksx 
 

laxr Kku laxr Kku laxr Kku laxr Kku     
    
vkius ,d LizsM'khV esa usfoxsV djuk] lsy ikWiqysV djuk vkSj dSydqys'ku djuk lh[kk gSA tSlk fd vki 
tkurs gSa fd ,d LizsM'khV ls dSydqys'ku ds fy, xf.kr ds dbZ QaD'ku fd, tk ldrs gSaA budk tksM+ 
,d ,slk QaD'ku gS tks 'khV esa pquh xbZ la[;k tksM+us ds fy, LizsM'khV esa miyC/k gksrk gSA bl vH;kl esa 
vki ,d LizsM'khV esa djus ds fy, vkWVksle vkWVksle vkWVksle vkWVksle QaD'ku dk mi;ksx djuk lh[ksaxsA 
 
vkWVksle dk mi;ksx oSY;w dks tksM+us ds fy, crkbZ xbZ lSYl esa dksbZ vU; dk;Z fd, fcuk QkWewZyk fy[kdj 
iwjk djus esa gksrk gSA  
 
,d ubZ LizsM'khV [kksysa vkSj fuEufyf[kr MsVk MkysaA 
 

    
    

fp= 1    
    
vc izR;sd Nk= ds vadksa dk ;ksx djus gsrq bl izdkj djsa % 

• lsy th2 ij tk,aA tc lsy th2 flysDV djus ds Home VSc ds Editing xzqi esa miyC/k 
AutoSum fodYi dks fDyd djsaA 

 
 

fp= 2    
 

• lsy lh2 ls ,Q2 dh osY;w vkWVksesfVdyh flysDV gks tk,xh tSlk uhps fn;k x;k gSA 
 



    
    

 fp= 3    
 

 

• Enter nck,aA 
 

o lsy th3 esa vkHkkl ds dqy vad fn[kk, x, gSaA  

o blh rjg] Nk= ckdh dqy vadksa dh x.kuk djsaA 

    
    

fp= 4    
    
fVIi.kh % fVIi.kh % fVIi.kh % fVIi.kh % vkWVksle esa lSy ds vklikl ds lHkh oSY;wt+ dks vius vki pquk tkrk gS] pkgs vkM+s ;k [kM+s Øe 
esaA bl mnkgj.k esa vki ck,a ls nk,a dh vksj fn, x, uacjksa dk tksM+ tkuuk pkgrs gSa] ftlesa nks O;fDr;ksa 
dk tksM+ Kkr gS] tc vki fdlh vU; O;fDr ds oSY;w ds fy, vkWVksle djrs gSa rks ekStwnk lSy ds Åij 
ekStwn oSY;w flysDV gks tkrh gSA bl ekeys esa vkidks og lSy oSY;w pquuh gksxh ftls vki vfrfjDr :Ik 
ls djuk pkgrs gSaA 
 

vc ,d ;k vf/kd fo"k;ksa esa fdlh ,d Nk= ds vad cnysaA ml Nk= ds dqy vad dh x.kuk vius vki 
gks tk,xhA QkWeZwyk dk vkWVksesfVd dSydqys'ku bysDVªkWfud LizsM'khV dh lcls vge fo'ks"krkvksa esa ls ,d 
gSA 

vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka    



1.   vkWVksle QaD'ku ds mi;ksx }kjk lw= fy[ks fcuk dsYdqys'ku dk izn'kZu djsaA  

2.   vkWVksle QaD'ku ds mi;ksx djrs gq, ,d ekg vkSj ,d lkFk lfeax djus ds fy, O;fDrxr 
O;; dh lwph cukus dk izn'kZu djsaA  

3.   ekg esa vodk'kksa dh la[;k Mkydj vodk'kksa dh la[;k dh x.kuk vkSj blds ckn vkWVksle 
QaD'ku ds mi;ksx ls dqy vodk'kksa dh x.kuk dk izn'kZu djsaA 

 

vkdyuvkdyuvkdyuvkdyu  

  

fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    

1. ----------------------------ds lw= bysDVªkWfud LizsM'khV dh lcls etcwr fo'ks"krkvksa esa ls ,d gSA 

2. ----------------------------dk mi;ksx lsYl esa lw= fy[ks fcuk vius vki oSY;w dks tksM+us esa fd;k tkrk gSA 

3. gkse VSc ds rgr xzqi -----------------esa vkWVksle fodYi miyC/k gSA 

4. vkWVksle vius vki ;k rks ------------------- ;k ds lsYl esa osY;w dks flysDV djrk gSA    



l= 2 % l= 2 % l= 2 % l= 2 %  daMh'kuy QkWesZfVax daMh'kuy QkWesZfVax daMh'kuy QkWesZfVax daMh'kuy QkWesZfVax  

 

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
 
daMh'kuy QkWesZfVax ls vki ges'kk lSYl esa nh xbZ oSY;w dh QkWesZfVax dj ldrs gSa ¼QkWUV] dyj] ckWMZj] 
'ksfMax½A th gka vki eSuqvy fof/k ls bls dj ldrs gSa] fdarq ;g cgqr Fkdkus okyk dke gksxk] ;fn vkids 
ikl cgqr cM+h la[;k esa MsVk gSA vr% vki lsy esa nh xbZ oSY;w ds fy, ,d daMh'ku r; djrs gSa vkSj 
;fn daMh'ku iwjh gksrh gS rks lsy dh QkWesZfVax vius vki gks tkrh gSA ;g fo'ks"krk vR;ar mi;ksxh gks 
ldrh gS ;fn vki ykHk vkSj gkfu dh LizsM'khV ij dk;Z dj jgs gSa ;k vkids ikl rkieku esa cnyko dh 
'khV ;k vad rkfydk gSA vki mu lSy dks gkbykbV dj ldrs gSa ftudh oSY;w ,d dyj ds lkFk 
ifjHkkf"kr fu;e ls vf/kd gS ;k ftuesa ,d vyx dyj ds lkFk oSY;w de gSA 
 
cqfu;knh rkSj ij vki ,d ;k dbZ lSy flysDV dj ldrs gSa vkSj fu;e ¼'krsZa½ cuk ldrs gSa fd bu lSy 
dks dc vkSj dSls QkWesZV fd;k tk,xkA ;g daMh'ku pquh gqbZ lSy daVsaV ;k fdlh vU; lSy ds daVsaV ds 
vk/kkj ij gks ldrh gSA 
 

vki fuEu QkWeZsV~l dks daVªksy dj ldrs gSa %  
 

• uacj QkWesZV  
• QkWUV] QkWUV LVkbYl vkSj dyj ¼ysfdu QkWUV lkbt+ ugha½  
• dyj djuk vkSj fQy iSVuZ  
• ckWMZj dyj vkSj ckWMZj LVkby ¼ysfdu ckWMZj fFkdusl ugha½ 
 

u, LizsM'khV dks [kksysa vkSj fuEufyf[kr MsVk dks ,aVj djsaA 
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vc fUkEufyf[kr MsVk ds fy, daMh'kuy QkWesZfVax dks ,Iykb djsaA 

• daMh'kuyh QkWesZV djus ds fy, lHkh lsy dks flysDV djsaA 
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• Home VSc esa Styles xzqi esa miyC/k Conditional Formatting fodYi ij fDyd djsaA MªkWi 
Mkmu lwph vkrh gSA 
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• Highlight Cells Rules fodYi ij fDyd djsa] lc ehuw vkrk gSA  
    
• fVIi.kh % fVIi.kh % fVIi.kh % fVIi.kh % vki viuh t:jr ds vuqlkj lwph esa nh xbZ daMh'ku pqu ldrs gSaA bl mnkgj.k esa ;fn 

vki 75 ls vf/kd oSY;w dks gkbykbV djuk pkgrs gSa rks lcehuw ds rgr miyC/k “Greater Than...” 
pqusaA ,d Mk;ykWx ckWDl vkrk gSA  

 

    
    

fp= 8 
• ckWDl esa osY;w fufnZ"V djsa vkSj with QhYM ls vxys Mkmu ,jks ij fDyd djsa rFkk MªkWi Mkmu lwph 

ls fLFkfr ds fy, igys ls r; QkWesZV dks pqusaA ;fn vki vius QkWesZfVax LVkby ds lkFk lsy dkWUVsaV 
dks gkbykbV djuk pkgrs gSa rks MªkWi Mkmu lwph esa Custom Format fodYi dks fDyd djsaA 
 



• ,d Format Cells dk Mk;ykWx ckWDl vkrk gSA vki QkWUV Vscy] ckWMZj LVkby ds rgr fofHkUu 
QkWUV dyj vkSj ckWMZj VSc ds rgr dyj rFkk fQy VSc ds rgr fQy dyj dk p;u dj ldrs gSaA 
 

• vkxs tk,a vkSj uhps MsVk cuk,a rFkk Ekkbuj fMLIys esa QkWesZV djsaA 
 

    

fp= 9 

fVIi.kh % fVIi.kh % fVIi.kh % fVIi.kh % blh rjg osY;w dks flYsDV djus ds fy, fofHkUu fLFkfr vki lsV dj ldrs gSa tSls ^^ls de**] 
^^ds cjkcj^^] ^^ds chp** vkfnA 
 
oSdfYid :Ik ls] vki lSy ,Mªsl crk ldrs gSa tgka oSY;w LVksj dh xbZ gSA ;g cgqr lgk;d gks ldrk gS] 
D;ksafd blesa ,d LFkku ij oSY;w cnyus ls igys pquh xbZ jsat esa lHkh LFkkuksa ij daMh'kuy QkWesZfVax gks 
tkrh gSA fp= esa ,d mnkgj.k vkxs fn;k x;k gSA  
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ifj.kke fMLIys ds uhps gSA 
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vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka    

1.   MsVk lclsV ij dafM'kuy QkWesZfVax dk izn'kZu djsaA  

2.   de ls de 10 Nk=ksa vkSj 5 fo"k;ksa dh vad lwph cuk,aA mu Nk=ksa dks gjs jax ls gkbykbV djsa 
ftUgsa 80 ls vf/kd vad feys gSa vkSj ftlesa uhyk fQy gksA odZ'khV dks Marks_{your 

name}. uke ls lso djsaA   
 

vkdyuvkdyuvkdyuvkdyu 
 

fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    

1- -------------------------------------- QkWesZfVax ls vki lsYl esa Mkyh xbZ osY;w dh QkWesZfVax esa cnyko dj ldrs gSa 
¼QkWUV dyj] ckWMZj] 'ksfMax½    

2- dafM'kuy QkWesZfVax gkse VSc esa LVkby xzqi ds rgr ------------------------------------ miyC/k gSA      

 

fuEufyf[kr ds mÙkjfuEufyf[kr ds mÙkjfuEufyf[kr ds mÙkjfuEufyf[kr ds mÙkj    nsansansansa    % % % %  
    
1- dafM'kuy QkWesZfVax ds fy, iz;qDr fdlh ikap dafM'ku @ lw=ksa @ enksa dh lwph cuk,aA  



l= 3 % gkbM @ vugkbM @ jks vkSj dkWye dks Ýht djukl= 3 % gkbM @ vugkbM @ jks vkSj dkWye dks Ýht djukl= 3 % gkbM @ vugkbM @ jks vkSj dkWye dks Ýht djukl= 3 % gkbM @ vugkbM @ jks vkSj dkWye dks Ýht djuk 
 

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
    
dbZ ckj vkids ikl jks rFkk dkWye esa MsVk gksrk gS] ftls QkWewZyk ;k pkVZ esa j[kus dh t:jr gksrh gS] 
fdarq vki ugha pkgrs fd MsVk foftcy gks ¼fn[kkbZ ns½A LizsM'khV dh ,d cgqr vklku fo'ks"krk ;g gS fd 
blesa jks @ dkWye dks gkbM fd;k tk ldrk gS vFkkZr ;g var esa i<+us okys dks fn[kkbZ ugha nsrh gSA 
fgMu jks @ dkWye dk MsVk dSydqys'ku ds miyC/k gS] tcfd ;g fn[kkbZ ugha nsrk! 
 
,d LizsM'khV esa jks vkSj dkWye Ýht+ djuk ,d vU; ennxkj fo'ks"krk gSA tc vki cM+h ek=k esa MsVk ds 
lkFk dk;Z djrs gSa rks ;g dbZ dkWye vkSj jks esa QSyk gksrk gS] vki gSMj dks ,d LFkku ij fu;r ¼Ýkstu½ 
cuk, j[kuk pkgrs gSa] tcfd MsVk esa LØksy djrs gSa] rkfd vki jks @ dkWye dks ukeksa ls igpku ldasA 
 

,d ubZ LizsM'khV [kksysaA row vkSj column dks hide djsa] fuEufyf[kr djsa % 
 

• vki vU; row vkSj column dks hide djus ds fy, blh row vkSj column esa fo'ks"k :Ik ls row 
vkSj column tks fgMu gks ;k dsoy ,d lsy dks Hkh flysDV dj ldrs gSa ¼mnkgj.k ds fy, ch3½A 
 

• Home tab.esa Cells group ds vanj miyC/k Format option ij fDyd djsaA 
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• ,d MªkWi Mkmu lwph uhps fn[kkbZ nsrh gSA  
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• Hide & Unhide > Hide Rows ij fDyd djsaA fMLIys ds uhps LizsM'khV fn[kkbZ nsxhA 
 

fVIi.khfVIi.khfVIi.khfVIi.kh % oSdfYid :Ik ls vki dks row/column, right click vkSj  select Hide flysDV dj ldrs gSA 
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fVIi.kh % fVIi.kh % fVIi.kh % fVIi.kh % bl mnkgj.k esa LizsM'khV dh rhljh jks esa lSy dks pquk x;k vkSj blds ckn gkbM jks dk fodYi 
pquk x;kA vr%] rhljh jks fg.Mu gSA ;fn vkius blds LFkku ij Hide Columns dks gksrk rks D;k 
gksrk\ 
 

 

• ;fn vki row ;k column  dks unhide djuk pkgrs gSa tks hidden gS rks hidden lsy ls igys ;k ds 
ckn lsy dks flYksDV djsa rc Home tab esa Format option ds vanj miyC/k Unhide Rows ij 
fDyd djsaA 

 

row ;k column  dks Ýht djus ds fy, fuEufyf[kr djsaA  
 

• ,d ubZ LizsM'khV [kksysaA  
• row ;k column  dks Ýht djus ds fy, View tab esa Window group ds vanj miyC/k Freeze 

Panes ij fDyd djsaA 
 

• ,d MªkWi Mkmu lwph uhps fn[kkbZ nsxhA Freeze Panes ij fDyd djsaA ,slk djus ls Åij dh lHkh 
jks vkSj lHkh dkWye pquh xbZ lSy ds ckbZa vksj Ýht+ gks tk,axsA LizsM'khV esa viuk ekml Ýkstu jks 
vkSj dkWye ,d LFkku ij fLFkj j[kdj LØksy djsaA  
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fVIi.kh % fVIi.kh % fVIi.kh % fVIi.kh % tc vkidk dlZj ;gka vkrk gS rks isu curs gSaA nksckjk fodYi pquas vkSj ns[ksa fd miyC/k fodYi 
esa cnyko gksrk gS! vkxs tk,a vkSj vU; fodYikas dks Hkh vktek,aA vki iwjh jks ;k dkWye dks flysDV djus 



ij iwjh jks ;k dkWye dks Hkh Ýht+ dj ldrs gSa vkSj iwjs dkWye ;k jks dks Ýht+ djus ds fy, “Freeze 
Panes” ij fDyd djsaA        
    
vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfoxfrfoxfrfoxfrfof/k;kaf/k;kaf/k;kaf/k;ka     

1. jks @ dkWye dks gkbM@vugkbM djsaA 

2.   jks @ dkWye dks Ýht+@vu Ýht+ djsaA  

 uhps nh xbZ odZ'khV cuk,a] viuk dlZj ch 2 ij j[kssa] Ýhft+ax lsYl ds lHkh fodYi vktek,a 
vkSj bQSDV ns[ksaA dkWye vkSj jks ds pyus ij fo'k"k rkSj ij /;ku nsaA odZ'khV dks 
expenses_{your name}ds uke ls lso djsaA 

 

 

 

vkdyuvkdyuvkdyuvkdyu    
 

fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    

1- tc vki ,d jks dks Ýht+ djrs gSa rks ----------------fLFkj cuk jgrk gSA 
2- Ýht+ iSu dk fodYi VSc ----------------------- esa xzqi -------------- ds rgr miyC/k gSA 
3- iSu ml LFkku ij curs gSa tgka vkidk ------------------ gksrk gSA 

 
 

 

        



l= 4 % lsV ist czsdl= 4 % lsV ist czsdl= 4 % lsV ist czsdl= 4 % lsV ist czsd 

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
    
vki ftrus istksa esa odZ'khV dks fizaV djuk pkgrs gSa] vki bls fizaV djus ls igys odZ'khV esa ist czsd dks 
,MtLV dj ldrs gSaA ;g fo'ks"krk cgqr mi;ksxh gS] [kkl rkSj ij tc vkidks cgqr cM+h 'khV fizaV djuh 
gSA vki ;g ns[kus ds fy, ist czsd O;w dk mi;ksx dj ldrs gSa fd vU; cnykoksa ls vkWVkseSfVd ist czsd 
ij fdl izdkj vlj gksrk gS ¼mnkgj.k ds fy, jks dh gkbV @ dkWye dh foM~Fk½A  
 
bl vH;kl esa vki lh[kasxs fd LizsM'khV esa ist czsd dSls lsV djuk gSA  
 

,d ubZ LizsM'khV [kksysa vkSj uhps 'khV cuk,aA View tab ij] Workbook Views group esa] Page 
Break Preview fDyd djsaA 
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vc ist czsd dks lsV djus ds fy, fuEUkfyf[kr djsaA  
 

• ,d ofVZdy ist czsd dks balVZ djus ds fy,] jks ds uhps flysDV djds ist czsd dks baLkVZ djsa tgka 
vki pkgrs gSaA ,d gksfjtksaVy ist czsd dks balVZ djus ds fy,] jkbV dkWye dks flysDV djds ist 
czsd dks baLkVZ djsa tgka vki pkgrs gSaA 
 

• Page Layout tab esa Page Setup group ds vanj Breaks down arrow ij fDyd djsaA ,d 
MªkWi Mkmu uhps vkrk gSA  
 

 



fp= 17 
 

• Insert Page Break fodYi dks fDyd djsaA uhps fMLIys ij LizsM'khV vkrh gSA vki igys ist esa 
viuk daVsaV Vkbi dj ldrs gSa vkSj vki fizaV dj ldrs gSaA 
 

• ,d ist czsd dks ewo djus ds fy, lgh yksds'ku ij ist czsd dks flEiy MSªx djasaA 
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fVIIk.kh %    vki Breaks MªkWi Mkmu fyLV esa Remove Page Break ij fDyd djrs gq, Hkh ist czsd 
gVk ldrs gSaA 
 
tc vki ist czsd ds lkFk dke iwjk dj ysrs gSa rks Normal view ij okil ykSVus ds fy, VSc View ds 
rgr xzqi Workbook Views esa Normal ij fDyd djsaA  
 

 

 

 

 

 

 

 

 

 

 



vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka     

1.   ist czsd lsV] ewo vkSj fMyhV djsaA    

2.   uhps nh xbZ odZ'khV cuk,aA lekiu 'ks"k jkf'k fudkysaA lwph esa 10 en vkSj tksM+sa vkSj fizafVax ds 
fy, ist czsd MkysaA ;fn lkexzh ,d ist esa ugha vkrh gS rks ist czsd ewo djsaA bl Qkby dks 
vxys vH;kl esa mi;ksx ds fy, lso djsa vkSj name items_{your name} uke nsaA  

 
 

  

vkdyuvkdyuvkdyuvkdyu  

 

fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    
1- ----------------------------- ,d ist czsd balVZ djus ds fy, ml jks dks flysDV djsa tgka vki ist czsd balVZ 

djuk pkgrs gSaA 
2- ----------------------------- ,d ist czsd balVZ djus ds fy, ml dkWye dks flysDV djsa tgka vki ist czsd balVZ 

djuk pkgrs gSaA 
3- ,d ist czsd ist ysvkmV VSc esa xzqi------------------------ ds rgr miyC/k gSA 
4- ,d ist czsd ij dke iwjk djus ds ckn ukWeZy O;w ij okil ykSVus ds fy, vkidks VSCk O;wO;wO;wO;w ds rgr ----

--------------xzqi esa------------- ij fDyd djuk gksrk gSA   
 

 
 



l= 5 % lsV ist ysvkmVl= 5 % lsV ist ysvkmVl= 5 % lsV ist ysvkmVl= 5 % lsV ist ysvkmV 

;fn vkids ikl ,d ,slh odZ'khV gS ftlesa dbZ pkVksZ ds MsVk dh cM+h ek=k gS vkSj vki ,d is'ksoj rjhds 
ls fizaV vkmV ysuk pkgrs gSa] rks vki D;k djsaxs\ LizsM'khV lkW¶Vos;j ls ist ysvkmV fodYi dk mi;ksx 
djrs gq, ist O;ofLFkr djus gsrq fofHkUu ist ysvkmV fodYi feyrs gSaA bl vH;kl esa vki ;g lh[ksaxs 
fd LizsM'khV ,Iyhds'ku esa ist ysvkmV fodYi dks fdl izdkj lsV djuk gSA ,d ubZ LizsM'khV [kksysaA  
  

ist ysvkmV fodYiksa dks lsV djus ds fy, fuEufyf[kr djsa %  
 

• View tab ij Workbook Views group ds vanj Page Layout option ij fDyd djsaA fMLIys 
ij LizsM'khV uhps fn[kkbZ nsxhA vki lsV dj ldrs gSa 
o ekftZu  
o vksfj,aVs'ku  
o ist gsMj vkSj QqVj  
o gkbM ;k fMLIys fxzM ykbu  
o ist dk lkbt  
o fizaV ,fj;k dks fMQkbu djuk  
o cSdxzkmaM dks fufnZ"V djuk 
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• Page Setup group ds vanj Margins option ij fDyd djsa] fp= 20 esa fn[kkbZ xbZ ,d MªkWi 
Mkmu lwph vkrh gSA 
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• vki igys ls miyC/k ekftZu fodYi esa ls fdlh ,d dks pqu ldrs gSa ;k vki Custom Margins 

fodYi ij fDyd }kjk viuh ekftZu lsfVax r; dj ldrs gSaA ,d Mk;ykWx ckWDl vkrk gSA 
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• Mk;ykWx ckWDl ds vanj miyC/k fodYiksa ls vki ekftZu osY;w eSuqvyh lsV dj ldrs gSaA 
• Page Layout tab esa Page Setup group ds vanj Orientation option dh tkap }kjk vki 

iksVsZV vkSj ySaMLdSi ist dk Hkh vksfj,aVs'ku lsV dj ldrs gSA 
• Page Layout tab esa Page Setup group ds vanj Size option dh tkap }kjk vki ist ds 

lkbt dks lsV dj ldrs gSaA  
• ,fj;k dks flysDV }kjk ,fj;k dks fufnZ"V djrs gq, vki fizaV dj ldrs gSa vkSj rc Page Layout 

tab esa Page Setup group ds vanj Print Area option dh tkap dj ldrs gSaA uhps ,d MªkWi 
Mkmu lwph vkrh gSA 
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• fiazV ysus ds fy, flysfDVax dks lsV djus Set Print Area gsrq ij fDyd djsaA Clear Print Area 
option dks fDyd djus }kjk vki ,fj;k dk lkQ fizaV Hkh ys ldrs gSaA 

• vki Page Layout VSc esa Page Setup ds rgr fodYi Background dk mi;ksx djrs gq, 
viuh 'khV dk cSdxzkmaM r; dj ldrs gSaA  
 

 

 

 

 

 

 

 

 

 

 

 



vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka    

1.   fiNys vH;kl esa vkids }kjk cukbZ xbZ odZ'khV items_{your  name} nksckjk [kksysaA fizaV O;w 
dk mi;ksx djrs gq, ekftZu cnysa] MkWD;wesaV ns[ksa vkSj gksus okys cnyko ns[ksaA  

  

vkdyuvkdyuvkdyuvkdyu  

 

fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    

1- LizsM'khV lkW¶Vos;j ls ------------------------- O;w dk mi;ksx djrs gq, ist O;ofLFkr djus ds fy, 
fofHkUu ist ysvkmV fodYi feyrs gSaA  

2- VSc -------------- esa ----------- xzqi ds rgr ekftZu fodYi miyC/k gSaA 

3- ist vksfj,aVs'ku esa nks fodYi --------- vkSj -------- miyC/k gSaA   
 

 

 

 

 

 

 

 



l= 6 % odZcqd ns[ksal= 6 % odZcqd ns[ksal= 6 % odZcqd ns[ksal= 6 % odZcqd ns[ksa 

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
    
LizsM'khV ls iz;ksDrkvksa dks fizaV djrs le; 'khV ds ifj.kke ns[kus ds fy, fofHkUu O;w feyrs gSaA 
 

LizsM'khV esa miyC/k O;w ds ikap izdkj gksrs gSaA  
• ukWeZy  
• ist ysvkmV  
• ist czsd izhO;w  
• dLVe O;w 
• Qqy LØhu  
 

vki View VSc esa ds rgr mfpr fodYi Workbook Views ij fDyfdax }kjk mijksDr crk, x, lHkh O;w 
esa ls ,d pqu ldrs gSaA 
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ukWeZy O;w %    LizsM'khV ,Iyhds'ku default dk Normal O;w gSA ;g odZ ,fj;k esa O;ofLFkr lSYl dk 
dysD'ku gSA   
 

ist ysvkmV    % % % % vki ,d odZ'khV esa tYnh ls Qkbu V~;wu ds fy, Page Layout O;w dks pqu ldrs gSa] 
ftlesa cM+h la[;k esa pkVZ vkSj MsVk gksrk gS vkSj is'ksoj rjhds ls ifj.kke izkIr dj ldrs gSaA 
 

ist czsd izhO;w %    ;g fodYi ds Page Layout fodYi ds leku gS] tc rd vki dqN ,sls fgLls dks lsV 
ugha djrs tks ist czsd Mkyus ds ckn ist ds rkSj ij lsV fd;k tkrk gSA 
 

dLVe O;w    % % % % vki fdlh MkWD;wesaV ds pqus gq, ,fj;k dks ns[kuk pkgrs gS] rks vki dLVe O;w dk vkWI'ku dk 
mi;ksx dj ldrs gaSA mnkgj.k ds fy,] ;fn vki dqN jks vkSj dkWye dks ikWbaV vkmV djuk pkgrs gS] rks 
vki dLVe O;w dks ,M dj ldrs gSA  
 

Qqy LØhu    % % % % ;g vkWI'ku flysDV djus ls odZcqd iwjs LØhu dks doj djrh gSA lHkh VSc ls O;w dks gkbM 
dj ldrs gSaA VSc dks okil ykus ds fy,] Qkby Qkby Qkby Qkby > fjLVksjfjLVksjfjLVksjfjLVksj ij fDyd djsaA  



blds vykok LizsM'khV esa vki dbZ foaMks [kksy ldrs gSa ftuls ekStwnk LizsM'khV fMLIys gksrh gS vkSj fQj 
vki dbZ rjhdksa ls bu foaMks dks O;ofLFkr dj ldrs gSaA vki dbZ odZcqd foaMks Hkh O;ofLFkr dj ldrs 
gSaA 
 

,d vyx foaMks esa ,d odZcqd dk nwljk mnkgj.k [kksyus ds fy, %  
 

• Window group esa View tab ij New Window ds cVu ij fDyd djsaA  
 

eYVhiy izksxzke foaMks dks vjsat djus ds fy, %  
 

• Window group esa Arrange All cVu fDyd djsaA ,d Arrange Windows Mk;ykWx ckWDl 
vkrk gSA  
 

• Tiled, Horizontal, Vertical ;k Cascade fodYi ij fDyd djsaA  
 

• djaV odZcqd ds O;w foaMks fMLIys dks 'kkfey djus ds fy,] Windows of active workbook psd 
ckWDl dks flysDV djsaA   
 

• vksdvksdvksdvksds fDyd djsaA  
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vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka    

1.   vki vH;kl l= 2 esa Marks_{your name} uke dh odZ'khV [kksysa] vH;kl l= 3 esa 
expenses _{your name} uke dh odZ'khV vkSj vH;kl l= 4 esa items _{your name} uke 
dh odZ'khV [kksysaA O;w ehuw ij foaMks xzqi esa dekaM dk mi;ksx djrs gq, rhu foaMks dks Vkby 
djsa vkSj vksojySi djrs gq, tek,aA  izR;sd foaMks dks vyx vyx ewo djsa vkSj ns[ksa fd vU; ds 
lkFk D;k gksrk gSA dkLdsM ns[kas vkSj Vkby fodYi Hkh ns[ksaA  

2.   odZcqd dk nwljk mnkgj.k [kksyus ds fy, ubZ foaMks mi;ksx djsaA blds ckn vkM+h fn'kk esa 
[kqyh gqbZ odZcqd dh dsoy nks foaMks tek,aA  

  

vkdyuvkdyuvkdyuvkdyu  

    
fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    

1- O;w VSc esa ----------------------------------- ds rgr fofHkUu O;w ns[ksaA    
2- ikap izdkj ds O;w miyC/k gSa tks gSa ---------------] -------------------------] -------------------------] -------------------------------- vkSj 

---------------------------------------A    
3- ------------------------------ ls vkidks odZcqd ds pqus gq, fgLls dks ns[kus esa enn feyrh gSA      

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    



    
l= 7 % lsy vkSjl= 7 % lsy vkSjl= 7 % lsy vkSjl= 7 % lsy vkSj    jsat dk uke ,Iykb djukjsat dk uke ,Iykb djukjsat dk uke ,Iykb djukjsat dk uke ,Iykb djuk 
 

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
    
vki odZ'khV esa lSYl dks uke ns ldrs gSa vkSj ,d fo'ks"k lSy dk irk yxkus ds fy, uke Mkydj [kkst 
ldrs gSaA ;g rc mi;ksxh gS tc cM+h LizsM'khV ds lkFk dke djuk gksrk gSA mnkgj.k ds fy, tc vkids 
ikl fdjkus ds lkeku vkSj budh ewY; lwph gS rks vki bldk irk tYnh ls yxkus vkSj iwjh lwph esa ls 
Qyksa dk dqy ewY; tkuus ds fy, bl rjhds dk mi;ksx dj ldrs gSaA 
 
bl vH;kl esa vki lh[ksaxs fd lSy ds lkFk fdl izdkj dk;Z fd;k tk, vkSj mudh jsat ds ukeA  
 
,d ubZ LizsM'khV [kksysa vkSj fuEukuqlkj ,aVj djsa ¼uhps fp= fn;k x;k gS½ %  
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vc jsat ukeksa dks ,Iykb djus ds fy, fuEufyf[kr djsa %   
 

• lsc] dsyk] psjh] vaxwj] ve:n] vke] vukukl ds ewY;ksa ds lsy dh nwljh dkWLV dks flysDV djsa ¼ Ctrl 
key dks nck,a j[ksa vkSj lsy ij fDyd djsa & vki pquh gqbZ lsyksa dks ,d lkFk flYksDV dj ldsaxss!½ 
Name a Range… dks flysDV djsa vkSj jkbV fDyd djsaA oSdfYid :Ik ls] vki Formulas tab 
esa Defines Names group ds vanj Define Name dks flysDV dj ldrs gSaA 
 

• ,d uke dks Mkyus ds fy, ,d New Name  Mk;ykWx ckWDl vkrk gSA Name field esa Fruits dks 
,aVj djsa vkSj OK fDyd djsa ¼uhps fp= ns[ksa½A 
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• iÙkkxksHkh] QwyxksHkh] yky fepZ] ddM+h] vnjd] vkyw] díw] ikyd] VekVj ds ewY;ksa ds lsy dh nwljh 
dkWLV dks flysDV djsaA bl group ds fy, Vegetables uke dks define djus ds fy, jkbV fDyd 
djsaA  
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;fn vki pkgsa rks lwph ds Qyksa dh dqy ykxr dSydqysV dj ldrs gSa] 
 

• [kkyh lsy dks flysDV djsaA 
• ,MtLV lsy] Vkbi =SUM(Fruits) esa Qyksa dh dqy ykxr dks Vkbi djsa vkSj Enter  nck,aA 

 
Qy ds rkSj ij uke fn, x, lHkh lkeku dk dqy ewY; fMLIys gksrk gSA 

  

    
    
    
    
    
    
    
    
    



    
    
vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka     

1.   lsYl vkSj lsy jsat ds uke Mkysa vkSj bUgsa lw= esa mi;ksx djsaA  

2.   bl vH;kl esa cukbZ xbZ odZ'khV dk mi;ksx djrs gq, lfCt;ksa dh ykxr fudkysaA odZcqd dks  
Grocery_{your name} ds uke ls lso djsaA  

  

vkdyuvkdyuvkdyuvkdyu  

 

 

fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    % % % %     

1- ,d odZ'khV esa lkSais x, lsYl ds uke ls vkidks ------------------------- fo'ks"k lsy esa enn feyrh gSA 

2- Define  Name  fodYi ---------- VSCk esa xzqi ------------------- ds rgr miyC/k gSA  
 

    

    

    

    

    

    

    



l= 8 % QkWesZV pkVZ~l vkSj ekWMhQkb djukl= 8 % QkWesZV pkVZ~l vkSj ekWMhQkb djukl= 8 % QkWesZV pkVZ~l vkSj ekWMhQkb djukl= 8 % QkWesZV pkVZ~l vkSj ekWMhQkb djuk    

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
    
pkVZ ,d xzkfQd izLrqrhdj.k gS ftlesa MsVk gksrs gSa vkSj MsVk dks ladsrksa ls n'kkZ;k tkrk gS] tSls ,d ckj 
pkVZ esa ckj] ykbu pkVZ esa ykbu ;k ikb pkVZ esa LykbMA ,d pkVZ esa rkfydkc) lkaf[;dh MsVk] QaD'ku 
;k dqN izdkj dh xq.kkRed jpuk,a gks ldrh gSaA  
 
LizsM'khV esa vki blds vanj fn, x, MsVk ds vk/kkj ij pkVZ dks cuk] la'kksf/kr vkSj QkWesZV dj ldrs gSaA 
bl vH;kl esa] vki lh[ksaxs fd LizsM'khV dk mi;ksx djrs gq, pkVZ dks dSls cuk,a] la'kksf/kr vkSj QkWesZV 
djsaA  
 
odZ'khV ds [kpZ nksckjk [kksysa ¼vkidk uke½A 
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vc pkVZ cukus ds fy, fuEufyf[kr djsaA  
• lHkh [kpZ ds MsVk flysDV djsaA 
• ml pkVZ izdkj ij fDyd djsa ftls vki Insert VSc ds rgr Charts xzqi ls pquuk pkgrs gSaA 
• pkVZ ds izdkj dks pquus ds ckn LizsM'khV uhps fn, x, fp= ds leku fn[kkbZ nsxhA 
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• vki MsVk Vscy esa t:jh la'kks/ku }kjk pkVZ oSY;w Hkh cny ldrs gSaA 
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pkVZ esa dbZ ,fyesaV gksrs gSa( tcfd] buesa ls dqN ,fyesaV gh fMQkWYV }kjk fMLIys gksrs gSaA ,fyesaV ds bl 
fooj.k dks mijksDr pkVZ esa bLrseky fd;k x;k gS %  

 

1- pkVZ dk pkVZ ,fj;kpkVZ ,fj;kpkVZ ,fj;kpkVZ ,fj;k 
2- pkVZ dk IykWV ,fj;k  
3- pkVZ esa fd, x, IykWfVM ds MsVk ikWbaV MsVk ikWbaV MsVk ikWbaV MsVk ikWbaV  
4- pkVZ esa gksfjtkWUVy vkSj ofVZdy ,fDllgksfjtkWUVy vkSj ofVZdy ,fDllgksfjtkWUVy vkSj ofVZdy ,fDllgksfjtkWUVy vkSj ofVZdy ,fDll  
5- pkVZ ds yhtsaM  
6- pkVZ esa mi;ksx pkVpkVpkVpkVZ vkSj ,fDll VkbVyZ vkSj ,fDll VkbVyZ vkSj ,fDll VkbVyZ vkSj ,fDll VkbVy  
7- pkVZ esa MsVk ikWbaV ds fooj.k dh igpku djus ds fy, MsVk yscyMsVk yscyMsVk yscyMsVk yscy  
 

fVIi.kh %    tc vki LizsM'khV esa ,d pkVZ balVZ djrs gSa rks fjcu ij rhu vfrfjDr VSc miyC/k gksrs gSa] tks 
Design, Layout vkSj Format gSaA blds ckn vki bu rhu miyC/k VSc dk mi;ksx djrs gq, pkVZ dks 
,fMV dj ldrs gSa] bldh fMtkbu] ysvkmV vkSj QkWesZfVax ds fodYi cny ldrs gSaA vki fMtkbu VSc esa 
miyC/k pkVZ Vkbi] pkVZ fodYi vkfn dks cny ldrs gSa vkSj ys vkmV VSc esa bls VkbVy vkfn ns ldrs 
gSa vkSj QkWesZV VSc ds rgr ckWMZj] dyj vkSj lkbt dks cny ldrs gSaA        
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lgh izdkj dk pkVZ pquuk cgqr egRoiw.kZ gSA vyx vyx pkVZ ls vyx vyx izdkj ds MsVk fMLIys gksrs 
gSaA lcls vPNk pkVZ izdkj vkSj QkWesZV mi;ksx djus ls vki vf/kd lkFkZd rjhds ls MsVk dks fMLIys dj 
ldsaxsA 
 

ckj pkVZ~l    % % % % ,d ckj pkVZ ¼vkM+k ckj½ esa ,d r; le; ij oLrqvksa ds chp rqyuk ij cy fn;k tkrk gSA 
bl pkVZ Vkbi esa Hkh flyasMj] dksu vkSj fijkfeM lcVkbi 'kkfey gSA  
    
dkWye pkVZ~l    % % % % ,d ckj pkVZ esa ,d r; le; ij oLrqvksa ds chp rqyuk ij cy fn;k tkrk gSA bl pkVZ 
Vkbi esa Hkh flyasMj] dksu vkSj fijkfeM lcVkbi 'kkfey gSA 
 

ykbu pkV~Zl        % ,d ykbu pkVZ le; dh vof/k dks MsVk esa ifjorZu ds laca/k dks n'kkZrk gSA  
 

ikbZ pkV~Zl    % % % % ikbZ pkVZ esa dsoy ,d pkVZ MsVk flfjt+ gksrh gSA ikbZ pkVZ esa ,d iwjs en ds fgLlkas dk laca/k 
n'kkZ;k tkrk gSA 
 

,fj;k pkVZ~l    % % % % ,d ,fj;k pkVZ le; ds lkFk ewY;ksa ds lkis{k egRo dks n'kkZrk gSA  
 

,Dl ok; ¼LdSVj½ pkVZ~l    % % % % LdSVj pkVZ MsVk fcanqvksa ds chp lg laca/k n'kkZus esa mi;ksxh gS] ftls dsoy 
MsVk lss ns[kuk vklku ugha gSS 
 

vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka        

1.   ,d pkVZ cuk,aA 

2.   uhps fn, x, fcØh ds MsVk mi;ksx djrs gq, ,d odZ'khV cuk,aA   

 

3.   uhps fn, x, MsVk mi;ksx djrs gq, ckj vkSj ykbu pkVZ cuk,aA vius pkVZ dks vkSj vf/kd 



izLrqfr ;ksX; cukus ds fy, csgrj cuk,aA    

 

4.   izR;sd 'kgj dh dqy fcØh fudkysaA izR;sd 'kgj dh dqy fcØh n'kkZrs gq, ,d ikbZ pkVZ cuk,aA  

 
  

vkdyuvkdyuvkdyuvkdyu  
    

AAAA---- fjDr LFkku Hkjsa % fjDr LFkku Hkjsa % fjDr LFkku Hkjsa % fjDr LFkku Hkjsa %     

1- ,d pkVZ MsVk dk -------------------------- ------------------------- gS ftlesa MsVk dks ckj pkVZ esa ---------- tSls flacy 
vkSj ykbu pkVZ esa ---------------------ls ;k ikbZ esa --------------------------- ls n'kkZ;k tkrk gSA 

2- LizsM'khV esa pkVZ Mkyus ds ckn miyC/k thu VSc ------------- ] --------------------------------- vkSj ------------------------ 
gSaA  

    
AAAAAAAA----    fuEufyf[kr ds mÙkjfuEufyf[kr ds mÙkjfuEufyf[kr ds mÙkjfuEufyf[kr ds mÙkj    nsansansansa    % % % %     
 

1- lkr pkVZ ,fyesaV dh lwph nsaA  
2- ,d LizsM'khV esa miyC/k ikap izdkj ds pkVZ dh lwph nsaA 



l= 9 % lkWVZ vkSj fQYVj MsVkl= 9 % lkWVZ vkSj fQYVj MsVkl= 9 % lkWVZ vkSj fQYVj MsVkl= 9 % lkWVZ vkSj fQYVj MsVk   
 

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
    
lkWVZ djuk ,d ,slh fo'ks"krk gS ftlls vki ?kVrs ;k c<+rs Øe esa MsVk dks pqudj mls O;ofLFkr djrs gSaA 
fQYVj ,d ,slh fo'ks"krk gS tks dqN 'krksZa dk mi;ksx djrs gq, fdlh [kkl MsVk dks ,DLVªsDV djus esa 
bLrseky gksrh gSA LizsM'khV ls ;s nksuksa fo'ks"krk,a MsVk dks fQYVj vkSj lkWVZ djus ds fy, LizsM'khV esa nh 
tkrh gSaA  
 
,d ubZ LizsM'khV [kksysa vkSj fuEufyf[kr MsVk Mkysa %  
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vc MsVk lkWVZ vkSj fQYVj djus ds fy, fuEufyf[kr djsa % 
 

• lkWVZ fd, x, MsVk dks flysDV djsa vkSj Data tab esa Sort & Filter group ds vanj Sort option 
ij fDyd djsaA ,d Mk;ykWx ckWDl uhps fn[kkbZ nsrk gSa 
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• vkidks Sort by QhYM esa MsVk lkWVZ djus ds fy, bldk vk/kkj crkus dh t:jr gksrh gS vkSj blds 
?kVus ;k c<+us dk og Øe pquuk gksrk gS tks bLrseky djuk gS vkSj fQj OK ij fDyd djuk gksrk 
gSA mnkgj.k ds fy, ;fn vki 2008 dh fcØh ds MsVk dks lkWVZ djuk pkgrs gSa rks vki lwph esa ls 
lkWVZ ds laxr fooj.k pqusaxs vkSj fQj OK ij fDyd djsaxsA LizsM'khV uhps fn, x, fp= ds leku 
fMLIys gksxhA vki ns[k ldrs gSa fd MsVk 2008 ds MsVk ds vuqlkj lkWVZ gks x;k gS vkSj fcØh 2008 
QhYM esa oSY;w c<+rs Øe esa O;ofLFkr dh xbZ gS] vFkkZr lcls NksVs ls cM+s dh vksj j[kh xbZ gaSA 
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MsVk fQYVj djus ds fy, fuEufyf[kr djsa %  
 

• Data tab esa Sort & Filter group ds vanj Filter option ij fDyd djsaA  
fQYVj ,Iykb djus ls igys vki gSMj ds lkFk MsVk dks flysDV dj ldrs gSa tSlk uhps fn[kk;k x;k gSA 
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• ,d ckj fQYVj ij fDyd djsa] ,d Mkmu ,jks ds lkFk fMLIys esa gSMj vk,xk tSlk uhps fn[kk;k x;k 
gSA 
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;fn vki fcØh 2009 esa 75 ls vf/kd ds MsVk dks fQYVj djuk pkgrs gSa rks bl izdkj djsaA 
 

• Sales 2009 gSMj ds vanj miyC/k Mkmu ,jks dks fDyd djsa] ,d MªkWi Mkmu lwph uhps fn[kkbZ nsrh 
gSA 
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• vki lwph esa miyC/k osY;w dks flysDV djus ds }kjk fQYVj dks fufnZ"V dj ldrs gSaA  
 

• vki MªkWiMkmu lwph esa miyC/k Sort Smallest ls Largest ;k Sort Largest  ls Smallest fodYi 
}kjk fQYVMZ MsVk dks lkWVZ Hkh dj ldrs gSaA 
  

• MªkWiMkmu lwph ds vanj Number Filters option ij fDyd djsa] ,d ckj fDyd djus ij fuEufyf[kr 
lcehuw vkrk gSA  
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• vki ;gka ml 'krZ dks pqu ldrs gSa tks lwph esa MsVk ds fy, vki r; djuk pkgrs gSa] ;fn vki 
Greater Than pqurs gSa rks fuEufyf[kr Mk;ykWx ckWDl vkrk gSA 
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• vki osY;w ckWDl esa osY;w dks fufnZ"V djsa ¼;gka ;g 75 gksrk gS½] vkSj OK ij fDyd djsasA 
 
LizsM'khV uhps nh xbZ rLohj ds leku fMLIys gksxhA ns[ksa fd blesa fcØh 2009 ds rgr dsoy 75 ls 
vf/kd ds MsVk fMLIys gq, gSaA 
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vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka     

1.   vko';d Øe esa MsVklsV lkWVZ djsaA  

2.   crk, x, Øe esa MsVk fQYVj djsaA 

3.   crk, x, MsVk ls odZ'khV cuk,aA dqy fudkysaA izfr'kr Kkr djsaA MsVk dks fo"k; ds vuqlkj 
vkSj jsad ds vuqlkj lkWVZ djus ds fy, bldk mi;ksx djsaA bl Qkby dks Student_{your 

name} ds uke ls lso djsaA  



 
  

vkdyuvkdyuvkdyuvkdyu  

    
fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    

1- ------------------ ls vkidks pqus x, MsVk dks ----------- ;k ds Øe esa tekus esa enn feyrh gSA 

2- fQYVj ds mi;ksx ls vki ---------------------------------ds vk/kkj ij MsVk ,DLVsªDV dj ldrs gaSA 

3- lkWVZ dk fodYi MsVk VSc ds rgr ---------------------- xzqi esa miyC/k gSA 
4- fQYVj dk fodYi MsVk VSc ds rgr ---------------------- xzqi esa miyC/k gSA 

    



l= 10 % odZ'khV esa MsVk dSYkdqysV djukl= 10 % odZ'khV esa MsVk dSYkdqysV djukl= 10 % odZ'khV esa MsVk dSYkdqysV djukl= 10 % odZ'khV esa MsVk dSYkdqysV djuk 

laxr Kkulaxr Kkulaxr Kkulaxr Kku 
 

eku yas fd vki 6 {ks=ksa ds fy, eq[; dk;kZy; esa MsVk dk j[kj[kko djrs gSa vkSj vki mlh odZ'khV 
ysvkmV vkSj yscy dk mi;ksx djrs gq, fiNyh frekgh ds fy, izR;sd {ks= dh vkSlr fcØh dks ntZ djrs 
gSaA izR;sd 'khV esa {ks= ds vuqlkj 'kh"kZd fn, x, gSa ¼tSls {ks= 01] {ks= 02] {ks= 06½ vkSj izR;sd 'khV esa 
lSy ,p15 ij frekgh ds fy, dqy fcØh dh fxurh vkrh gSA ;fn vki frekgh ds nkSjku vkSlr fcØh dh 
tkudkjh ikuk pkgrs gSa rks vki D;k djsaxs\ 
bl vH;kl esa vki lh[ksaxs fd fofHkUu odZ'khV esa MsVk ij dSydqys'ku dSls djuh gSA  
 

,d UkbZ LizsM'khV [kksysaA fuEufyf[kr MsVk dks o"kZ 1 vkSj izdkj ds vuqlkj 'khV 1 dk uke nsaA 
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vc odZ'khV ds MsVk dks fuEufyf[kr ls dSYkdqysV djsaA 
 

• sheet 2 ij tk,a] year2 'khV uke nsa] vkSj next year ds fy, Sheet 2  esa mlh MsVk dks insert  
djsaA 

• sheet 2 ij tk,a] Totals 'khV uke nsa] vkSj mlh labels dks insert  djsaA 
• lSy ch2 esa sum formula Vkbi djsa =sum] tcfd go to year1 ij parenthesis [kksyk x;k gS vkSj 

go to year2 ij tk,aA ¼tcfd ;g [kqyh gqbZ 'khV gS vkSj Enter nck,aA vU; [kpksZa ds fy, ;ksx 
fudkyus ds fy, ;gh pj.k nksgjk,aA jsat crkus dk rjhdk ns[ksa ¼'khV dk uke ! lSy uacj½A 
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igys mBk, x, iz'u dk mÙkj nsus ds fy, vki ,d ubZ 'khV cuk ldrs gSa ftls frekgh lkjka'k dgrs gSaA 
vkSlr tkuus ds fy, lejh 'khV dh lSy esa ls ,d dks mBk,a %=AVERAGE(Region01: 
Region06!H15) 

 

LizsM'khV esa jsat Region01:Region06 esa lHkh 'khV ij ,p15 esa LVksj dh xbZ lHkh oSY;w dk vkSlr 
fudkyk tkrk gSA ;fn vki Regions 04 vkSj Regions 05 ds chp Regions 06 dks ys tkrs gSa rks 
lkW¶Vos;j ls 'khV esa Regions01, 02, 03, 04, and 06 'kkfey djus ds fy, dSydqys'ku ,MtLV dh 
tk,xh vkSj Region05 dks gVk fn;k tk,xkA blh izdkj ;fn vki Region01 vkSj Region06 ds chp 
'khV ls dqN gVkrs ;k tksM+rs gSa rks lkW¶Vos;j esa viuh dSydqys'ku ds fy, jsat ds vanj fLFkr lHkh 'khVksa 
dks 'kkfey fd;k tk,xkA  
 

 

vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka    

1.   odZ'khV esa dSydqys'ku djsaA  

2.   igys vkSj nwljs VeZ ds fy, fo"k; vkSj vadksa ds lkFk nks odZ'khV cuk,aA vkSlr uked ,d 
vU; odZ'khV cuk,aA lHkh fo"k;ksa ds fy, vkSlr fudkysaA  



l= 11 % eYVhiy odZcqd vkSj fyafdax lsy dk mi;ksx l= 11 % eYVhiy odZcqd vkSj fyafdax lsy dk mi;ksx l= 11 % eYVhiy odZcqd vkSj fyafdax lsy dk mi;ksx l= 11 % eYVhiy odZcqd vkSj fyafdax lsy dk mi;ksx  

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
 
LizsM'khV ls vki fofHkUu odZ 'khV vkSj fofHkUu LizsM'khV dh lSy dks fyad djrs gSa vkSj fofHkUu lzksrksa ls 
MsVk dk lkjka'k cukrs gSaA bl izdkj vki ,slk QkWeZwyk cuk ldrs gSa tks fofHkUu lzksrksa ds chp QSyk gS vkSj 
yksdy rFkk fyad dh xbZ tkudkjh ds esytksy ls dSydqys'ku dj ldrs gSaA vki LizsM'khV dks vU; 'khV 
ds lkFk tksM+ ldrs gSa vkSj gj ckj MsVk esa cnyko djus ij dbZ txg cnyko fd, fcuk tkudkjh viMsV 
dj ldrs gSaA mnkgj.k ds fy,] vki lzksrksa ds chp tkudkjh lk>k fd, fcuk vksojO;w ds fooj.k ds fy, 
dbZ foHkkxksa ds MsVk ,d lkFk fMLIys dj ldrs gSaA  
 
bl vH;kl esa vki fofHkUu LizsM'khV ds lSy dks fyad djuk lh[ksaxsA  
 
,d ubZ LizsM'khV [kksysa vkSj fuEufyf[kr MsVk Mkysa %  
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fofHkUu odZ'khV ls lsy fyad djus ds fy, fuEufyf[kr djsa % 
 

• ,d ubZ LizsM'khV odZcqd [kksysaA 
• dqN QkWewZyk Vkbi djsa] mnkgj.k ds fy, vU; cell =sum esa sum formula tc parenthesis [kksyk 

gS] View tab esa Window group ds vanj Switch Windows option ij fDyd djsaA ,d MªkWi 
Mkmu lwph ds lkFk active workbook names vkrk gSA 
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• vki }kjk Book1 ij cukbZ xbZ LizsM'khV fDyd djsa vkSj A2:D2 lsYk dks flysDV djsaA  
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• Enter nck,aA vki nwljh LizsM'khV ij okil vk tk,axsA mu lSyksa esa tgka vkius QkWeZwyk Mkyk Fkk 
ogka igyh LizsM'khV dh VksVy oSY;w gksrh gS! lkW¶Vos;j esa lSy dk jsQjsal nsus dk rjhdk uksV djsaA 
;fn vki igyh LizsM'khV esa dksbZ oSY;w viMsV djrs gSa rks nwljh LizsM'khV esa bldh le oSY;w vius 
vki viMsV gks tkrh gS! bls vktek,aA 
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vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka        

1.   lsYl dks fyad djsa vkSj odZcqd esa dSydqys'ku djsaA 

    

vkdyuvkdyuvkdyuvkdyu  
 

fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    

1- O;w VSc ds rgr -------------------- xzqi esa fLop foaMks fodYi miyC/k gSA 

2- fofHkUu ------------------------ dh lsYl dks fyad djus ls vki fofHkUu lzksrksa ds MsVk dk lkjka'k fudky 
ldrs gSaaaA  MsVk dh lsYl dks fyad djus ls vkidks fofHkUu LFkkuksa ij ,fMfVax fd, fcuk 
tkudkjh dks ------------------------ djus esa enn feyrh gSA  

 



l= 12 % odZ'khV MsVk lk>k djuk l= 12 % odZ'khV MsVk lk>k djuk l= 12 % odZ'khV MsVk lk>k djuk l= 12 % odZ'khV MsVk lk>k djuk     
    

laxr Kkulaxr Kkulaxr Kkulaxr Kku    
 

vf/kdka'k dk;kZy; O;oLFkkvksa esa ,d lk>k Mªkbo gksrh gS] tgka lHkh yksx dqN lkekU; Qkbyksa dks LVksj 
djrs gSa] ftUgsa lHkh bLrseky djrs gSaA vke rkSj ij blesa bl izdkj dk lans'k gksrk gS % ^^The document 
[file name] is locked for editing by another user. To open a read only copy of this document, 

click“!! ^^ ;g lans'k blfy, vkrk gS D;ksafd fdlh vU; O;fDr us igys ls Qkby [kksyh gSaA tcfd dbZ 
ckj ,slk t:jh gksrk gS fd ,d gh le; ij ,d Qkby esa dbZ yksxksa dks dke djuk iM+sA ;g MsVk ,aVªh 
esa rsth ykus ;k lg;ksxkRed mís';ksa ds fy, phtksa dks vklku cukdj fd;k tk ldrk gSA 
 
LizsM'khV lkW¶Vos;j ls yksx odZcqd dks lk>k dj ldrs gSa vkSj bls usVodZ ij ,sls LFkku esa j[k ldrs gSa 
tgka dbZ yksx ,d lkFk bl ij dke dj ldsaA bl vH;kl esa vki lh[ksaxs fd ,d odZ'khV dks lk>k 
fdl izdkj djsaA  
 
,d ubZ LizsM'khV [kksysa vkSj fuEufyf[kr Vkbi djsaA 
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vc LizsM'khV dks lk>k djus ds fy, fuEUkfyf[kr djsaA  
 

•  Review tab esa Changes group ds vanj Share workbook option ij fDyd djsaA 
• ,d Mk;ykWx ckWDl uhps fn[kkbZ nsrk gSA 
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• mlh le; esa ,d ls vf/kd ;wt+j }kjk option Allow changes dh tkap djsaA ;g workbook 
merging dks allows Hkh djrk gSA 

• OK ij fDyd djsaA 
 

 

fVIi.kh %    vf/kdka'k LizsM'khV lkW¶Vos;j esa lk>k dh xbZ odZcqd esa dqN fo'ks"krk,a vius vki vkWQ gks 
tkrh gSA ;g blfy, gksrk gS fd pwafd odZcqd esa ,d gh le; ij dbZ yksx ,d Qkby esa dke dj 
ldsaA mnkgj.k ds fy, lk>k odZcqd esa lSy dks etZ djus] dafM'kuy QkWesZfVax ;k fiDpj@xzkQ vkfn 
balVZ djus  dh vuqefr ugha gksrh gSA 

    
vH;klvH;klvH;klvH;kl    
 

tc rd vkidks iwjk fo'okl u gks tk, rc rd fuEufyf[kr xfrfof/k;ka djsa % 
 

ØØØØ----    lalalala----    xfrfof/k;kaxfrfof/k;kaxfrfof/k;kaxfrfof/k;ka     

1.   vU; yksxksa ds lkFk odZ'khV lk>k djsaA 

    
vkdyuvkdyuvkdyuvkdyu  

    
fjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku HkjsafjDr LFkku Hkjsa    

1- fjO;w VSc ds rgr ------------------------------------------- xzqi esa miyC/k odZcqd fodYi lk>k djsaA  
2- lk>k dh xbZ odZcqd esa -------------- ] --------------------- vkSj ---------------- balVZ djus ;k dh vuqefr ugha 

gksrh gSA  


