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G‡·j cwiwPwZ I e¨envi 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� G‡·‡ji e¨envi mg~n Rvb‡Z cvi‡eb, 
� G‡·j Pvjy Kivi c×wZ m¤ú‡K© Rvb‡Z cvi‡eb 
� gvB‡µvmd&U G‡·‡ji ¯Œxb m¤ú‡K© cwiwPwZ jvf Ki‡eb| 

 
G‡·j n‡”Q gvB‡µvmd&U K‡c©v‡ik‡bi GKwU RbwcÖq B‡j±ªwbK †¯cÖWwmU G¨vbvjvBwmm †cÖvMÖvg| G‡·‡ji 

mvnv‡h¨ Lye mn‡RB MvwYwZK wnmve wbKvk, wewfbœ dg©~jv, PvU© ˆZwi BZ¨vw` KvR Kiv hvq| G‡·j †cÖvMÖvg g~jZ 

KZ¸‡jv Kjvg I †iv-Gi mgwó, hv wmU bv‡g cwiwPwZ| Giƒc A‡bK¸‡jv wm‡Ui mgš̂‡q GKwU dvBj ev eyK 

(Book) ˆZwi nq| cÖwZwU wm‡U i‡q‡Q 256 wU Kjvg I 65,536 wU †iv| d‡j m„wó n‡q‡Q 1,67,77,216 wU Ni ev 

†mj| G‡·j †cÖvMÖvg GB †m‡ji g‡a¨B Zvi Z_¨vejx aviY K‡i| 

 
G‡·‡ji e¨envi 
G‡·j c¨v‡KR †cÖvMÖgwU wbgœwjwLZ Kv‡R e¨envi Kiv nq| h_v- 

• IqvK©eyK I IqvK©wmU wb‡q KvR Kiv| 

• dvBj ‰Zwi Kiv, †mf Kiv, I‡cb Kiv| 

• IqvK©wmU di‡gwUs Kiv| 

• IqvK©wmU wcÖ›U Kiv| 

• PvU© ˆZwi Kiv, Wª Kiv I B‡¤úvU© Kiv| 

• ‡WUv w`‡q g¨vc ˆZwi Kiv| 

• ÷¨vwUw÷K¨vj WvUv G¨vbvjvBwmm, ev‡RU cÖbqY, Avq e¨q weeiYx, Drcv`b e¨e¯’vcbv, gRy` c‡b¨i wnmve 
wbKvk, wewfbœ Avw_©K cÖwZ‡e`b cÖbqY BZ¨vw`| 

 
G‡·j Pvjy Kiv t 
G‡·j †cÖvMÖvgwU Pvjy Ki‡Z n‡j Avcbvi Kw¤úDUv‡i Aek¨B G‡·j †cÖvMÖvgwU Bb÷j Kiv _vK‡Z n‡e| G 
Ae¯’vq cÖ_‡g Kw¤úDUvi Pvjy K‡i wbgœwjwLZ KvR¸‡jv Ki‡Z n‡e| 
1. DB‡Ûv‡Ri ‡W¯‹Uc DB‡Ûvi Uv¯‹ev‡ii Start evU‡b wK¬K Kiyb| GKwU †gby cvIqv hv‡e| 
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2. gvDm c‡q›Uv‡ii mvnv‡h¨ wm‡jKkb eviwU Porgrams †jLvi Dc‡i ivLyb| Zvi Awab¯Í  †cÖvMÖvg mg~n †`Lv 
hv‡e| 

3. Gevi wm‡jKkb eviwU Microsoft Excel †jLvwUi Dc‡i Avbyb| Avcbvi ¯ŒxbwU wPÎ-13.1.1 Gi b¨vq cÖ`wk©Z 
n‡e| 

 
 

 
wPÎ-13.1.1 t G‡·j Pvjy Kiv 

4.  Gevi gvD‡mi evg †evZv‡g wK¬K Kiyb| cÖ_‡g wPÎ-13.1.2 Gi b¨vq gvB‡µvmd&U G‡·j 2000 Gi wiwjR 
†bvwUkwU cÖ`wk©Z n‡e| 

 
wPÎ-13.1.2 t gvB‡µvmd&U G‡·j 2000 Gi wiwjR †bvwUk 

5. AZtci wPÎ-13.1.3 Gi b¨vq G‡·j WKz‡g›U DB‡ÛvwU cÖ`wk©Z n‡e| 
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gvB‡µvmd&U G‡·‡ji WKz‡g›U DB‡Ûv cwiwPwZt 
wb‡gœi wP‡Î gvB‡µvmd&U G‡·‡ji WKz‡g›U DB‡Ûvi wewfbœ Ask wPwýZ Kiv n‡q‡Q| 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

wPÎ-13.1.3 t gvB‡Îvmd&U G‡·j 2000 Gi WKz‡g›U DB‡Ûv 

Gevi G‡·j WKz‡g›U DB‡Ûvi wewfbœ As‡ki eY©bv †`qv n‡jv- 

UvB‡Uj evi t c`©vi Dc‡ii w`‡K GB evi Ae¯’vb K‡i| G‡·‡ji UvB‡Uj ev‡i memgq Microsoft Excel wjLv 
_v‡K Ges Gi mv‡_ Wvb w`‡K dvB‡ji bvg wjLv _v‡K| Avi hw` c ©̀vq †Kvb dvBj bv _v‡K Zvn‡j Book1, 
Book2 ..... BZ¨vw` wjLv _v‡K| UvB‡Uj ev‡i Double-wK¬K K‡i c ©̀v‡K eo (Maximize) ev †QvU (Minimize) Kiv 
hvq| UvB‡Uj ev‡i gvDm c‡q›Uvi †P‡c a‡i G‡·j DB‡Ûv‡K B”Qvg‡Zv miv‡bv hvq| 

‡gby evi t UvB‡Uj ev‡ii wb‡Pi jvB‡b †hLv‡b File, Edit, View, Insert, Format, Tools, Data, Window, Help 
BZ¨vw` wjLv _v‡K Zv‡K †gby evi e‡j| †gby ev‡ii Aax‡b i‡q‡Q GKvwaK mve-‡gby| Kx-‡evW© †_‡K A_ev gvDm 
w`‡q Gme mve-‡gby wm‡j± K‡i G‡·‡ji wewfbœ KvR m¤cv`b Kiv hvq| 

Uzj evi t mvaviYZ †gby ev‡ii wb‡Pi w`‡K KZ¸‡jv †QvU †QvU AvBKb †`Lv hvq|  Giƒc KZ¸‡jv AvBKb GK‡Î 
Uzj ev‡i cÖ`wk©Z nq| 

IqvK©wmU t G‡·‡ji IqvK©wmU g~jZ Kjvg Ges †iv-Gi mgš^‡q MwVZ GKwU wmU| IqvK©wm‡Ui Kjvg¸‡jv‡K A, 
B, C, ........ BZ¨w` bv‡g Ges †iv¸‡jv‡K 1, 2, 3, ....... BZ¨vw` bv‡g wPwýZ Kiv nq| G‡·‡ji IqvK©wm‡U i‡q‡Q 
256 wU Kjvg Ges 65536 wU †iv| gwbU‡i me¸‡jv Kjvg I †iv GK‡Î †`Lv m¤¢e bq| mvaviYZ IqvK©wm‡U 
GKmv‡_ 9wU Kjvg Ges 18 wU †iv †`Lv hvq| 

dg©~jv evi t IqvK©wm‡Ui Kjvg †nWvi A_©vr †hLv‡b Kjv‡gi bvg †jLv _v‡K wVK Zvi Dc‡ii jvBbwU‡K ejv nq 
dg©~jv evi| dg©~jv ev‡ii evg cv‡k¦© Kvm©‡ii eZ©gvb Ae¯’vb †jLv _v‡K| GB AskwU‡K e‡j Ô‡mj G¨v‡Wªm GwiqvÕ| 

†mj G¨v‡Wªm Gwiqvi Wvb cv‡k¦©i N‡i   GB `yBwU wPý _v‡K|  GB e·wUi bvg K¨vb‡mj (Cancel) e· 

Ges  GB e·wUi bvg G›Uvi (Enter) e·| hLb Kx-‡evW© †_‡K wKQy UvBc Kiv nq ZLb Zv GB e· ỳBwUi 

kxU U¨ve ÷¨vUvm evi 

Uzj evi ‡gby evi UvB‡Uj evi 

Kjvg †nwWs evi 

‡iv †nwWs evi 
‡¯Œvj evi 

digyjv evi 
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Wv‡b †`Lv hv‡e| UvBc Kiv †jLv IqvK©wm‡U †c‡Z PvB‡j  e‡· wK¬K Ki‡Z n‡e| Avi †jLvwU IqvK©wm‡U 

XyKv‡Z bv PvB‡j  G wK¬K Ki‡Z n‡e|  

wmU U¨ve t IqvK©wm‡Ui wb‡P Sheet1, Sheet2, Sheet3,.... BZ¨vw` †h †jLv¸‡jv _v‡K Zv‡K wmU U¨ve e‡j| GK 
GKwU wmU‡K Gfv‡e bvgKiY Kiv nq| GKwU IqvK©ey‡Ki AvIZvq A‡bK¸‡jv wmU _v‡K| wmU U¨v‡e wK¬K K‡i 
GK wmU †_‡K Ab¨ wm‡U hIqv hvq| 

‡¯Œvj evi t IqvK©wm‡Ui wb‡P Ges Wvb cv‡k¦© _v‡K †¯Œvj evi| †¯Œvj ev‡ii Dc‡i I wb‡P wK¬K K‡i IqvK©wm‡Ui 
Dc‡i I wb‡P DVvbvgv Kiv hvq| ‡Zgwb Wv‡b-ev‡g wK¬K K‡i Wv‡b I ev‡g miv‡bv hvq| 

÷¨vUvm evi t ¯Œx‡bi me©wb‡gœ A_©vr Uv¯‹ev‡ii Dc‡i Ready, CAPS, NUM †jLv m¤^wjZ evi‡K ÷¨vUvm evi 
e‡j| ÷¨vUvm ev‡ii evg cv‡k¦© †gvW wb‡ ©̀kK g¨v‡mR _v‡K hv wb‡ ©̀k K‡i IqvK©wmU †jLvi Dc‡hvMx wKbv| †gvW 
wb‡ ©̀k‡K Ready †jLv wWm‡cø n‡j eyS‡Z n‡e IqvK©wmU GLb †jLvi Rb¨ cÖ¯‘Z| hLb †Kvb †mj‡K GwWU Kiv nq 
ZLb †gvW wb‡ ©̀k‡K Edit †jLv wWm‡cø nq| †gvW wb‡`©k‡K Ready ev Edit †jLv wWm‡cø bv n‡j eyS‡Z n‡e Kvm©i  
IqvK©wm‡Ui g‡a¨ †bB| †m‡¶‡Î Kx-‡evW© n‡Z Esc ‡P‡c KgvÛ evwZj K‡i Kvm©i‡K IqvK©wm‡U Avb‡Z n‡e| 
GQvov ÷¨vUvm ev‡ii Wv‡b †¯úkvj Kx BwÛ‡KUi _v‡K| †¯úkvj Kx On _vK‡j Zvi bvg GLv‡b wWm‡cø nq| 
†hgb- NUM, CAPS, OVR BZ¨vw`| 
 
 
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) G‡·‡ji cÖwZwU wm‡U i‡q‡Q 
1. 128 wU Kjvg 
2. 225wU Kjvg 
3. 256 wU Kjvg 
4. 528 wU Kjvg 
DËit (K) 3 
 
2| msw¶ß cÖkœvejx  
K) G‡·‡ji e¨envi mg~n wjLyb| 
L) G‡·j Pvjy Kivi c×wZwU wjLyb| 
M) gvB‡µvmd&U G‡·‡ji WKz‡g›U DB‡Ûvi wewfbœ As‡ki eY©bv w`b| 



Kw¤cDUvi wk¶v 

BDwbU †Zi  c„ôv-169 

 

G‡·‡j dvBj ˆZwi I msi¶Y 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� G‡·‡ji IqvK©wm‡U KvR Kivi c×wZ m¤ú‡K© Rvb‡Z cvi‡eb, 
� WvUv ev Z_¨‡K wm‡j± Kivi wbqg m¤ú‡K© Rvb‡Z cvi‡eb, 
� dvBj †mf Kiv, I‡cb Kiv, †K¬vR Kivi avc mg~n m¤ú‡K© Ávb AR©b Ki‡eb| 

 
G‡·j †cÖvMÖvg Pvjy Kiv n‡j me mgqB GKwU k~b¨ IqvK©eyK KvR Kivi Rb¨ cÖ¯‘Z Ae¯’vq _v‡K| cÖwZwU 
IqvK©ey‡K _v‡K †ek K‡qKwU IqvK©wmU †hLv‡b wewfbœ WvUv Gw›Uª Kiv hvq| GB me WvUv cÖ‡qvR‡b †h †Kvb mgq 
GwWU Kiv hvq| Kw¤úDUv‡i Gw›UªK…Z WvUv‡K cieZ©x‡Z †h †Kvb mg‡q e¨env‡ii Rb¨ msi¶Y Ki‡Z PvB‡j Zv‡K 
Save Ki‡Z nq| KvR †k‡l dvBjwU Close Ki‡Z nq| wb‡gœ G‡·‡j GKwU bZzb IqvK©ey‡K wewfbœ Kgv‡Ûi 
e¨envi †`Lv‡bv n‡jvt 
bZzb IqvK©wm‡U KvR Kivt 
1. G‡·‡j cÖ‡e‡ki ci cÖ_‡g †h k~b¨ IqvK©wmU cÖ`wk©Z nq Zv‡Z wPÎ-13.2.1 Gi b¨vq †h †Kvb Z_¨ ev WvUv 

UvBc Kiv hv‡e| 
2. †Kvb †mj ev N‡i fyj WvUv ev Z_¨ †jLv n‡j Zv Delete ‡evZvg †P‡c gy‡Q †djv hv‡e Ges cybivq WvUv UvBc 

Kiv hv‡e| 

 
wPÎ-13.2.1 t bZzb IqvK©wm‡U KvR Kiv 

3. IqvK©wm‡U B”Qvg‡Zv evsjv ev Bs‡iRx †jLv hvq| GRb¨ Font evUb n‡Z cÖ‡qvRbxq Font wbe©vPb K‡i wb‡Z 
n‡e| 

 
wm‡j± Kivi wbqgt 
IqvK©wm‡U cÖ‡ekK…Z †Kvb Z_¨ ev WvUv‡K cwieZ©b, cwigvR©b ev gy‡Q †dj‡Z n‡j cÖ_‡g Zv‡K wm‡j± K‡i wb‡Z 
nq| G‡·‡ji †mj‡K wewfbœ fv‡e wm‡j± Kiv hvq| GKvR gvDm ev Kx-‡evW© e¨envi K‡i wbæiƒ‡c m¤úbœ Kiv hvq- 
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Kx-‡ev‡W©i gva¨‡g wm‡jKkb t †h †mj †_‡K wm‡jKkb ïiy Ki‡Z n‡e Kvm©i †mB †m‡j †i‡L Kx-†ev‡W©i Shift 
†evZvg †P‡c ai‡Z n‡e| Zvici †h w`‡K †h ch©šÍ wm‡j± Ki‡Z n‡e G¨v‡iv Kx w`‡q Kvm©i‡K †mB w`‡K †m ch©šÍ 
wb‡Z n‡e Ges Zvici Shift †Q‡o w`‡Z n‡e| 

gvD‡mi gva¨‡g wm‡jKkb t †h †mj ‡_‡K wm‡jKkb ïiy Ki‡Z n‡e gvDm c‡q›Uvi †mB †m‡j †i‡L gvD‡mi evg 
†evZvg †P‡c ai‡Z n‡e| Zvici †h w`‡K †h ch©šÍ wm‡j± Ki‡Z n‡e gvDm c‡q›Uvi‡K †mB w`‡K †m ch©šÍ wb‡Z 
n‡e Ges Zvici gvD‡mi evg †evZvg †Q‡o w`‡Z n‡e| 

GKwU Kjvg wm‡j± Kiv t GKwU Kjvg wm‡j± Ki‡Z n‡j †mB Kjv‡gi Kjvg †nWv‡i gvDm c‡q›Uvi wb‡q wK¬K 
Ki‡Z n‡e| Zvn‡jB H Kjvg wm‡j± n‡e| †hgb Kjvg A wm‡j± Ki‡Z n‡j Kjvg †nWv‡i †hLv‡b A †jLv Av‡Q 
gvDm c‡q›Uvi †mLv‡b wb‡q wK¬K Ki‡Z n‡e| 

GKwU ‡iv wm‡j± Kiv t GKwU ‡iv wm‡j± Ki‡Z n‡j †mB ‡iv-Gi ‡iv †nWv‡i gvDm c‡q›Uvi wb‡q wK¬K Ki‡Z 
n‡e| Zvn‡jB H †iv wm‡j± n‡e| †hgb ‡iv 1 wm‡j± Ki‡Z n‡j ‡iv †nWv‡i †hLv‡b 1 †jLv Av‡Q gvDm c‡q›Uvi 
†mLv‡b wb‡q wK¬K Ki‡Z n‡e| 

m¤ú~Y© IqvK©wmU wm‡j± Kiv t Kjvg †nWvi Ges †iv †nWv‡ii ms‡hvM ’̄‡j †hLv‡b Kjvg b¤̂i ev †iv b¤̂i _v‡K bv 
†mB N‡i gvDm c‡q›Uvi wb‡q GKevi wK¬K Ki‡j m¤ú~Y© IqvK©wmU wm‡j± n‡e| 
 
dvBj Save ev msi¶Y Kiv 

wb‡gœi c×wZ Abymib K‡i GKwU IqvK©ey‡Ki dvBj Save ev msi¶Y Kiv nq| 

1. †gby ev‡ii File †gby †_‡K Save wbe©vPb Kiyb ev Kx-‡evW© n‡Z Ctrl + S †cÖm Kiyb ev Uzjevi n‡Z Save evUb 

 -G wK¬K Kiyb 

2. wPÎ-13.2.2 Gi b¨vq Save As WvqjM e· c ©̀vq †`Lv hv‡e| 

 
wPÎ-13.2.2 t Save As WvqjM e· 

3. Gevi File name e‡· †h bv‡g dvBjwU Save Ki‡Z Pvb †mB bvgwU UvBc Kiyb|  D`vniY miƒc, G‡¶‡Î 
BK1 bvg UvBc Kiyb| 

4. Save in e‡· †h wW‡i±ix‡Z dvBjwU Save Ki‡Z Pvb †mB wW‡i±ixwU wbe©vPb Kiyb| 

5. me‡k‡l Save evU‡b wK¬K Kiyb| Zvn‡j BK1 bv‡g dvBjwU wbw`©ó wW‡i±ix‡Z msiw¶Z n‡e| 
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dvBj Open Kiv 
wb‡gœi c×wZ Abymib K‡i GKwU dvBj Open Kiv hvq| 
1. †gby ev‡ii File g‡by †_‡K Open wbe©vPb Kiyb ev Kx-‡evW© n‡Z Ctrl + O †cÖm Kiyb ev Uzjevi †_‡K Open 

evUb  -G wK¬K Kiyb| 
2. wPÎ-13.2.3 Gi b¨vq Open WvqjM e· c ©̀vq †`Lv hv‡e| 

 
wPÎ-13.2.3 t Open WvqjM e· 

3. †h wW‡i±ix n‡Z dvBjwU Open Ki‡Z Pvj Look in e‡· †h‡q †mB wW‡i±ixwU wbe©vPb Kiyb| 
4. Gevi †h dvBjwU Open Ki‡Z Pvb †mB dvBjwU gvD‡mi mvnv‡h¨ wbe©vPb Kiyb A_ev File name e‡· †mB 

dvB‡ji bvg UvBc Kiyb| D`vniY miƒc, G‡¶‡Î BK1 bvgK dvBjwU wbe©vPb Kiyb| 
5. me‡k‡l Open evU‡b wK¬K Kiyb| Zvn‡j BK1 bv‡gi dvBjwU Db¥y³ n‡e Ges c ©̀vq cÖ`wk©Z n‡e| 
 
dvBj Close Kiv 
‡Kvb dvBj Close ev eÜ Ki‡Z n‡j †gby ev‡ii File †gby †_‡K Close wbe©vPb Kiyb A_ev †gby ev‡ii Wvb †Kvbvq 

†h  wPý Av‡Q gvDm c‡q›Uvi †mLv‡b †i‡L wK¬K Kiyb| Zvn‡j wbw`©ó dvBjwU Close ev eÜ n‡q hv‡e| 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) †Kvb †mj ev N‡i fyj Z_¨ †jLv n‡j Zv gyQ‡Z n‡j Kx-‡ev‡W©i †Kvb& Kx Pvc‡Z nq 
(1) Delete (2) Tab (3) Insert  (4) Back Space 
DËit (K) 1 
 
2| msw¶ß cÖkœvejx 
(K) G‡·‡ji IqvK©wm‡U KvR Kivi c×wZ Av‡jvPbv Kiyb| 
(L) G‡·‡ji WvUv ev Z_¨‡K wm‡j± Kivi wbqg wjLyb| 
(M) wKfv‡e G‡·‡ji dvBj Save Kiv, Open Kiv, Close Kiv hvq Zv eY©bv Kiyb| 
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IqvK©wm‡Ui †mj di‡gwUs 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� ‡mj d›U I mvBR wbe©vPb Ki‡Z cvi‡eb, 
� G‡·‡j evsjvq KvR Ki‡Z cvi‡eb, 
� G‡·‡j †jLv Alignment Ki‡Z cvi‡eb 
� ‡gbyi mvnv‡h¨ †mj di‡gwUs Ki‡Z cvi‡eb| 

 
IqvK©wm‡U Z_¨mg~n mvwR‡q ¸wQ‡q Dc ’̄vcb Kiv hvq| †h †Kvb di‡gwUs Kivi c~‡e© cÖ_‡gB †mj ev †mj mg~n‡K 
wbe©vPb ev wm‡j± K‡i wb‡Z n‡e| Zvici ‡gby ev‡ii Format †gby n‡Z †mj di‡gwUs msµvšÍ KgvÛ B”QvgZ 
cÖ‡qvM Kiv hv‡e| Avevi GB KgvÛ Uzjevi n‡ZI cÖ‡qvM Kiv hvq| GB cv‡V Uzjevi ev Format †gby e¨env‡ii 
gva¨‡g wewfbœ cÖKvi  †mj  di‡gwUs  m¤ú‡K© we¯ÍvwiZ Av‡jvPbv Kiv n‡q‡Q| 
 
‡mj d›U I mvBR wbe©vPb 
IqvK©wm‡Ui †m‡j wjwLZ Z_¨ mg~‡ni d›U ev mvBR cwieZ©b Kiv cÖ‡qvRb nq| Formatting Uzjev‡ii mvnv‡h¨ GB 
KvR Lye mn‡RB Kiv hvq| ¯Œx‡b mvavibZ Formatting Uyjevi _v‡K| hw` ¯Œx‡b di‡gwUs Uzjevi bv †_‡K Zvn‡j 
wbgœwjwLZ Dcv‡q Uzjevi wbe©vPb Kiv hvq| 
‡gby ev‡ii View †gby n‡Z Toolbars wbe©vPb Kiyb| AZcit Formatting wbe©vPb Kiyb| Zvn‡j wbgœiƒc GKwU 
Uzjevi cvIqv hv‡e| 

 
wPÎ- 13.3.1 t Formatting Uzjevi 

 
d›U cwieZ©b Kiv 
1. †h †mj¸‡jvi d›U cwieZ©b Ki‡Z n‡e cÖ_‡g †mB †mj¸‡jv wm‡j± Kiyb| 
2. Formatting Uzjev‡ii d›U wj‡÷ gvD‡mi mvnv‡h¨ wK¬K K‡i cÖ‡qvRbxq d›UwU wbe©vPb Kiyb| Zvn‡j †m‡ji 

d›UwU cwiewZ©Z n‡e| 
 
d›U mvBR cwieZ©b Kiv 
1. †h †mj¸‡jvi d›U mvBR cwieZ©b Ki‡Z Pvb cÖ_‡g †mB †mj¸‡jv wm‡j± Kiyb| 
2. Formatting Uzjevi d›U mvBR wj÷ n‡Z gvD‡mi mvnv‡h¨ wK¬K K‡i cÖ‡qvRbxq d›U mvBR wbe©vPb Kiyb| 

Zvn‡j †m‡ji d›U mvBR cwiewZ©Z n‡e| 
 
G‡·‡j evsjvq wjLv 
G‡·‡ji IqvK©wm‡U evsjvq wjL‡Z n‡j wb‡gœi avcmg~n Abymib Kiyb|  
1. †h †mj¸‡jv‡Z evsjvq wjL‡Z Pvb cÖ_‡g †mB †mj¸‡jv wm‡j± Kiyb| 
2. Formatting Uzjev‡ii d›U wj‡÷ gvD‡mi mvnv‡h¨ wK¬K K‡i evsjv d›UwU (†hgb- weR‡qi Rb¨ Sutonny , 

†jLbxi Rb¨ Sulekha BZ¨vw`) wbe©vPb Kiyb| 
3. Gevi Kx-‡evW© wm‡j± Kiyb (weR‡qi Rb¨ Ctrl + Alt + B †cÖm Kiyb, †jLbxi Rb¨ †gby Ackb n‡Z GKwU 

Kx-‡evW© wm‡j± Kiyb)| Gevi Avcwb †m‡j evsjvq UvBc Ki‡Z cvi‡eb| 
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d›U ÷vBj wbe©vPb 
d›U ÷vBj cwieZ©‡bi KvR Formatting Uzjev‡ii gva¨‡g Kiv hv‡e| GRb¨ cÖ_‡g †mjmg~n wm‡j± K‡i wbb| 
AZtci 
• Z_¨mg~n †evì Ki‡Z n‡j Formatting Uzjevi n‡Z B wm‡j± Kiyb| 
• Z_mg~n BZvwjK Ki‡Z n‡Z Formatting Uzjevi n‡Z I wm‡j± Kiyb| 
• Z_¨mg~n AvÛvijvBb Ki‡Z n‡j Formatting Uzjevi n‡Z U wm‡j± Kiyb| 
 
‡jLv Alignment Kiv  
‡m‡ji Af¨šÍ‡i Z_¨mg~n mvaviYZ wZbfv‡e †jLv hvq| †jLv h_vµ‡g †m‡ji evgw`‡K, †m‡ji gv‡S Ges †m‡ji 
Wbw`‡K emv‡bvi Rb¨ wb‡gœi Uzjevi e¨envi Kiv nq| 

 
 

‡gbyi mvnv‡h¨ †mj di‡gwUs 
‡gbyi mvnv‡h¨ †mj di‡gwUs Kivi Rb¨ wb‡gœi avc Abymib Kiyb| 
1. cÖ_‡g †mjmg~n wm‡j± Kiyb| 
2. †gby ev‡ii Format †gby n‡Z Cells wbe©vPb Kiyb| GKwU WvqvjM e· cvIqv hv‡e| 
3. H WvqvjM e‡·i Font U¨ve wbe©vPb Kiyb| wb‡gœi wP‡Îi b¨vq Format Cells WvqjM e· †`Lv hv‡e| 

 
wPÎ- 13.3.2 t Format Cells WvqjM e· 

4. Gevi cÖ‡qvRb gZ d›U, d›U mvBR, ÷vBj, d›U Kvjvi, AvÛvi jvBb, B‡d± BZ¨vw` wbe©vPb Kiyb| 
5. OK evUb †cÖm Kiyb| Zvn‡j †mjmg~n di‡gwUs m¤úbœ †kl n‡e Ges KvR Kivi Dc‡hvMx n‡e| 
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Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) c`©vq Formatting Uzjevi wb‡q Avm‡Z n‡j †gby ev‡ii †Kvb †gby‡Z †h‡Z n‡e| 
(1) File †gby (2) View †gby  (3) Format †gby (4) Tools †gby 
DËit (K) 3 
 
2| msw¶ß cÖkœvejx 
(K) †mj d›U I mvBR wbe©vPb Kivi c×wZ wjLyb| 
(L) G‡·‡j evsjvq †jLvi wbqg wK? 
(M) wKfv‡e G‡·‡j †jLv Alignment Kiv nq? 
(N) †gbyi mvnv‡h¨ †mj di‡gwUs Kivi wbqg Av‡jvPbv Kiyb| 
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IqvK©wm‡Ui †iv I Kjvg di‡gwUs 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� ‡iv (Row) di‡gU Ki‡Z cvi‡eb, 
� Row Hide Ki‡Z ev jyKv‡Z cvi‡eb, 
� Row Unhide ev jyKv‡bv †iv cÖ`k©b Ki‡Z cvi‡eb, 
� Kjvg (Column) di‡gU Ki‡Z cvi‡eb, 
� Column Hide Ki‡Z ev jyKv‡Z cvi‡eb, 
� Column Unhide ev jyKv‡bv Kjvg cÖ`k©b Ki‡Z cvi‡eb, 
� Standard Width Kgv‡Ûi e¨envi Ki‡Z cvi‡eb| 

 
IqvK©wm‡U wjwLZ †h †Kvb Z_¨ ev WvUv‡K mvwR‡q Dc¯’vcb Kiv‡K di‡gwUs e‡j| IqvK©wmU Zvi Z_¨vejx mg~n 
†m‡j aviY K‡i| †mj mg~n †iv Ges Kjv‡g web¨¯Í _v‡K| †Kvb †iv ev Kjvg di‡gU Ki‡Z n‡j †mB †iv ev 
Kjvg‡K cÖ_‡g wm‡j± K‡i wb‡Z n‡e| Zvici gby ev‡ii Formt †gby n‡Z di‡gwUs msµvšÍ KgvÛ cÖ‡qvM Ki‡Z 
n‡e| GKB KvR gvDm e¨envi K‡iI ª̀yZ Kiv m¤¢e| wb‡gœ K‡qKwU di‡gwUs KgvÛ Av‡jvPbv Kiv n‡jv| 
 
†iv (Row) di‡gU Kiv 
†Kvb †m‡ji g‡a¨ A‡c¶vK…Z †QvU ev eo AvK…wZi d›U wbe©vPb Ki‡j †iv-Gi D”PZv cybt wba©vi‡Yi cÖ‡qvRb nq| 
Row di‡gwUs Gi gva¨‡g †iv Gi D”PZv e„w× Kiv hvq, †iv jywK‡q ivLv hvq Ges jyKv‡bv †iv cÖ`k©b Kiv hvq| 
†gby ev‡ii di‡gU (Format) †gby n‡Z Row wbe©vPb Ki‡j wb‡gœi b¨vq Row mve-‡gby‡Z K‡qKwU Ackb †`Lv 
hv‡e| 

 
wPÎ-13.4.1t Row mve-‡gby 

 
†iv (Row) Gi D”PZv wba©viY 
IqvK©wm‡Ui †Kvb †iv-Gi D”PZv cwieZ©b Kx-‡evW© ev gvDm w`‡q Kiv m¤¢e| gvDm w`‡q D”PZv cwieZ©b Ki‡Z 
n‡j cÖ_‡g †h †iv-Gi D”PZv cwieZ©b Ki‡Z n‡e †mB †iv-Gi Row Header-Gi wb‡Pi cÖv‡šÍ gvDm wb‡q †h‡Z 
n‡e| Gevi gvD‡mi evg cÖv‡šÍi †evZvg †P‡c a‡i gvDm c‡q›Uvi Dc‡i ev wb‡P †U‡b mwi‡q cÖ‡qvRbxq D”PZvq 
wba©vib Ki‡Z n‡e| ‡gby ev‡ii mvnv‡h¨ †iv-Gi D”PZv cwieZ©b Ki‡Z PvB‡j wb‡gœi avc¸‡jv Abymib Ki‡Z 
n‡e| 
1. †h †iv-Gi D”PZv wba©viY Ki‡Z n‡e cÖ_‡g †mB †iv¸‡jv wm‡j± Kiyb| 
2. Format †gby n‡Z Row wbe©vPb Kiyb| 

4 
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3. PviwU Ackb mn GKwU mve-‡gby †`Lv hv‡e| 
4. gvD‡mi mvnv‡h¨ Height Gi Dci wK¬K Kiyb ev Kx-‡ev‡W© Enter w`b| wb‡gœi wP‡Îi b¨vq Row Height WvqjM 

e· cÖ`wk©Z n‡e| 

 
wPÎ- 13.4.2 t Row Height WvqjM e· 

5. cÖ`wk©Z WvqjM e‡· Avcbvi cÖ‡qvRbxq D”PZv wjLyb| 
6. Gevi OK evU‡b wK¬K Kiyb| Zvn‡jB Avcbvi wba©vwiZ †iv-Gi D”PZv cvIqv hv‡e| 
 
A‡Uv‡gwUK †iv-Gi D”PZv wba©viY 
A‡Uv‡gwUK †iv-Gi D”PZv wba©vib Ki‡Z PvB‡j wb‡gœi avc¸‡jv AbymiY Ki‡Z n‡e| 
1. †h †iv-Gi D”PZv wba©viY K‡i w`‡Z Pvb cÖ_‡g †mB †iv¸‡jv wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Row wbe©vPb Kiyb| 
3. Gevi Row mve-‡gby n‡Z Auto Fit Ack‡b wK¬K Kiyb ev Enter w`b| 
 
Row Hide Kiv ev †iv jyKv‡bv 
IqvK©wm‡Ui †h †Kvb Row †K cÖ‡qvRb g‡Zv jywK‡q ivLv m¤¢e| Row Hide Kiv ev †iv jyKv‡bvi c×wZ n‡jv- 
1. †h †iv mgyn jywK‡q ivL‡Z Pvb †mB †iv¸‡jv wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Row wbe©vPb Kiyb| 
3. Gevi Row mve-‡gby n‡Z Hide Ackb wbe©vPb Kiyb ev Enter w`b| Zvn‡j wm‡j± Kiv †iv mg~n gwbU‡i 

cÖ`wk©Z n‡e bv| 
 
Row Unhide Kiv ev jyKv‡bv †iv cÖ`k©b Kiv 
IqvK©wm‡Ui jyKv‡bv †h †Kvb Row †K cybivq „̀k¨gvb Ki‡Z n‡j Row Unhide Ki‡Z nq| jyKv‡bv †iv cybivq 
†`Lvi c×wZ n‡jv- 
1. †h †iv mg~n wdwi‡q Avb‡Z Pvb Zvi c~‡e©i Row †_‡K c‡ii Row ch©šÍ wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Row wbe©vPb Kiyb| 
3. Gevi Row mve-‡gby n‡Z Unhide Ack‡b wK¬K Kiyb ev Enter w`b| Zvn‡j jyKv‡bv †iv¸‡jv IqvK©wm‡U 

Avevi wd‡i Avm‡e| 
 
Kjvg (Column) di‡gU Kiv 
IqvK©wm‡Ui †Kvb †Kvb Kjv‡gi cÖm¯ÍZv cwieZ©b  Kx-‡evW© ev gvD‡mi gva¨‡g Kiv hvq| gvDm w`‡q cÖm¯ÍZv 
cwieZ©b Ki‡Z n‡j cÖ_‡g †h Kjv‡gi cÖm¯ÍZv cwieZ©b Ki‡Z n‡e †mB Kjv‡gi Column Header Gi Wvb cÖv‡šÍ 
gvDm wb‡Z n‡e| Gevi gvD‡mi evg †evZvg †P‡c a‡i gvDm c‡q›Uvi Wv‡b ev ev‡g ‡U‡b mwi‡q cÖ‡qvRbxq 
cÖm¯ÍZv wba©viY Ki‡Z n‡e| †gby ev‡ii mvnv‡h¨ Kjv‡gi cÖm¯ÍZv cwieZ©b Ki‡Z PvB‡j wb‡gœi avc¸‡jv Abymib 
Ki‡Z n‡e| 
1. †h Kjv‡gi cÖm¯ÍZv wba©viY K‡i w`‡Z Pvb cÖ_‡g †mB Kjvg¸‡jv wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Column wbe©vPb Kiyb| 
3. cuvPwU Ackb mn GKwU mve-‡gby †`Lv hv‡e| 
4. gvD‡mi mvnv‡h¨ Width Gi Dci wK¬K Kiyb ev Kx-‡ev‡W© Enter w`b| wb‡gœi wP‡Îi b¨vq Column Width 

WvqjM e· cÖ`wk©Z n‡e| 
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wPÎ- 13.4.3 t Column Width WvqjM e· 

5. cÖ`wk©Z WvqjM e‡· Avcbvi cÖ‡qvRbxq cÖm¯ÍZv wjLyb| 
6. Gevi OK evU‡b wK¬K Kiyb| Zvn‡jB Avcbvi Kjv‡gi cÖm¯ÍZv wba©vwiZ n‡q hv‡e| 
 
A‡Uv‡gwUK Kjv‡gi cÖm¯ÍZv  wba©viY 
A‡Uv‡gwUK Kjv‡gi cÖm¯ÍZv wba©viY Ki‡Z PvB‡j wb‡gœi avc¸‡jv AbymiY Ki‡Z n‡e| 
1. †h Kjv‡gi cÖm¯ÍZv wba©viY K‡i w`‡Z Pvb cÖ_‡g †mB Kjvg¸‡jv wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Column wbe©vPb Kiyb| 
3. Gevi Column mve-‡gby n‡Z AutoFit Selection Ack‡b wK¬K Kiyb ev Enter w`b| 
 
Column Hide Kiv ev Kjvg jyKv‡bv 
IqvK©wm‡Ui †h †Kvb Column †K cÖ‡qvRb g‡Zv jywK‡q ivLv m¤¢e| Column Hide Kiv ev Kjvg jyKv‡bvi c×wZ 
n‡jv- 
1. †h Kjvg¸‡jv jywK‡q ivL‡Z Pvb †mB Kjvg¸‡jv wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Column wbe©vPb Kiyb| 
3. Gevi Column mve-‡gby n‡Z Hide Ackb wbe©vPb Kiyb ev Enter w`b| Zvn‡j wm‡j± Kiv Kjvg mg~n 

gwbU‡i cÖ`wk©Z n‡e bv 
  
Column Unhide Kiv ev jyKv‡bv Kjvg cÖ`k©b Kiv 
IqvK©wm‡Ui jyKv‡bv †h †Kvb Column †K cybivq `„k¨gvb Ki‡Z n‡j Column Unhide Ki‡Z nq| jyKv‡bv Kjvg 
cybivq †`Lvi c×wZ n‡jv- 
1. †h Kjvg mg~n wdwi‡q Avb‡Z Pvb Zvi c~‡e©i Column †_‡K c‡ii Column ch©šÍ wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Column wbe©vPb Kiyb| 
3. Gevi Column mve-‡gby n‡Z Unhide Ack‡b wK¬K Kiyb ev Enter w`b| Zvn‡j jyKv‡bv Kjvg¸‡jv IqvK©wm‡U 

Avevi wd‡i Avm‡e| 
 
Standard Width Kgv‡Ûi e¨envi 
Standard Width KgvÛ e¨envi K‡i IqvK©wm‡Ui mg¯Í Kjv‡gi Rb¨ mgvb cÖm¯ÍZv wba©viY Kiv hvq| G cÖwµqvq 
cÖm¯ÍZv wba©vib Ki‡Z PvB‡j wb‡gœ avc¸‡jv Abymib Ki‡Z n‡e| 
1. †gby ev‡ii Format †gby n‡Z Column wbe©vPb Kiyb| 
2. Gevi Column mve-‡gby n‡Z Standard Width Ack‡b wK¬K Kiyb ev Enter w`b| wb‡gœi wP‡Îi b¨vq 

Standard Width WvqjM e· cÖ`wk©Z n‡e| 

 
wPÎ-13.4.4 t Standard Width WvqjM e· 
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3. cÖ`wk©Z WvqjM e‡· Avcbvi cÖ‡qvRbxq cÖm¯ÍZv wjLyb| 
4. Gevi OK evU‡b wK¬K Kiyb| Zvn‡j IqvK©wm‡Ui mKj Kjv‡gi cÖm¯ÍZv wba©vwiZ n‡e| 
 
 
 
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) IqvK©wm‡Ui †iv Gi D”PZv wba©viY Ki‡Z n‡j wb‡gœi †Kvb †gbywU wbe©vPb Ki‡Z nq| 
(1) File †gby (2) View †gby  (3) Format †gby (4) Tools †gby 
DËit (K) 3 
 
2| msw¶ß cÖkœvejx 
(K) †iv (Row) Gi di‡gU Kivi c×wZ wjLyb| 
(L) wKfv‡e Row Hide Kiv ev †iv jyKv‡bv hvq? 
(M) wKfv‡e Row Unhide Kiv ev jyKv‡bv †iv cÖ`k©b Kiv hvq| 
(N) Kjvg (Column) di‡gU Kivi c×wZ wjLyb| 
(O) wKfv‡e Column Hide Kiv ev Kjvg jyKv‡bv hvq| 
(P) wKfv‡e Column Unhide Kiv ev jyKv‡bv Kjvg cÖ`k©b Kiv hvq| 
(Q) Standard Width Kgv‡Ûi e¨envi eY©bv Kiyb| 
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IqvK©wm‡U msL¨v di‡gwUs 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� Uzjevi Ges †gby evi n‡Z msL¨vq Currency wPý w`‡Z cvi‡eb, 
� msL¨vq `kwgK wPý w`‡Z cvi‡eb, 
� msL¨vq Kgv (,) wPý w`‡Z cvi‡eb, 
� mL¨v‡K kZKivq cÖKvk Ki‡Z cvi‡eb, 
� Date  di‡gU Ki‡Z cvi‡eb, 
� Time di‡gU Ki‡Z cvi‡eb| 

 
G‡·‡ji IqvK©wm‡U wjwLZ †Kvb MvwYwZK msL¨v‡K cÖ‡qvRb Abyhvqx wewfbœ fv‡e di‡gU Kiv hvq| †gby ev‡ii 
Format †gby n‡Z †mj di‡gwUs msµvšÍ KgvÛ cÖ‡qvM Kiv hvq| Avevi Gmg¯Í KvR mg~n †gby ev Uzjevi e¨envi 
K‡i m¤úbœ Kiv hvq| GB cv‡V Uzjevi ev di‡gU †gby e¨env‡ii gva¨‡g wewfbœ cÖKvi Number di‡gwUs m¤ú‡K© 
we¯ÍvwiZ Av‡jvPbv Kiv n‡q‡Q| 

View †gby n‡Z Toolbars wbe©vPb K‡i AZcit Formatting wbe©vPb Ki‡j wbgœiƒc GKwU Uzjevi cvIqv hv‡e| 

 
wPÎ-13.5.1 t Formatting Uzjevi 

 

Uzjevi n‡Z msL¨vq Currency wPý †`qv 

1. msL¨v mg~n †h †m‡j Av‡Q †mB †mj mg~n wbe©vPb Kiyb| 

2. Formatting Uzjevi ‡_‡K Currency wPý evU‡b wK¬K Kiyb| Zvn‡j msL¨v mg~n Kv‡iwÝ wPý m¤̂wjZ n‡e| 

mvavibZ Default Currency wPý wnmv‡e G‡·‡j Wjvi ($) wPý _v‡K| GB wPý Control Panel-G cwieZ©b Kiv 
hvq| 
 

‡gby n‡Z msL¨vq Currency wPý ‡`qv 

‡gby n‡Z msL¨vq Currency wPý †`qvi avc¸‡jv wbgœiƒc| 

1. msL¨v mg~n †h †m‡j Av‡Q †m †mj¸‡jv wbe©vPb Kiyb| 

2. ‡gby ev‡ii Format †gby n‡Z Cells wbe©vPb Kiyb| GKwU WvqvjM e· †`Lv hv‡e| 

3. H WvqjM e‡·i Number U¨ve wbe©vPb Kiyb| wb‡gœi wP‡Îi b¨vq Format Cells WvqjM e· †`Lv hv‡e| 
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wPÎ-13.5.2 t Format Cells WvqjM e· 

4. Category e· n‡Z Accounting Category wbe©vPb Kiyb| 
5. Symbol e· n‡Z cÖ‡qvRbxq Kv‡iwÝ wbe©vPb Kiyb| 
6. OK evUb †cÖm Kiyb|Zvn‡j msL¨v mg~n H Kv‡iwÝ wPý m¤̂wjZ n‡e| 
 

msL¨vq `kwgK wPý †`qv 
GKwU msL¨vq `kwg‡Ki e¨envi AZ¨šÍ ¸iyZ¡c~Y©| KL‡bv KL‡bv `kwg‡Ki ci AsK msL¨v e„w× ev n«vm Kiv AwaK 
¸iyZ¡c~Y© n‡q c‡i| Uzjevi e¨envi K‡i G KvR AZ¨šÍ mn‡R Kiv hvq| GRb¨ cÖ_‡g †h †mj mg~‡n msL¨v Av‡Q 
†m †mj¸‡jv wbe©vPb Ki‡Z n‡e| Zvici cÖ‡qvRb Abyhvqx wb‡gœi †h †Kvb wPý e¨envi K‡i msL¨v di‡gwUs Kiv 
hv‡e| 
 

 

di‡gwUs Uzjevi n‡Z GB Increase Decimal evU‡b cÖwZevi wK¬K Ki‡j, cÖwZeviB `kwg‡Ki ci AsK msL¨v e„w×   
†c‡Z _vK‡e| 

 

 

di‡gwUs Uzjevi n‡Z GB Decrease Decimal evU‡b cÖwZevi wK¬K Ki‡j, cÖwZeviB `kwg‡Ki ci AsK msL¨v 
Kg‡Z  _vK‡e| 

 

msL¨vq Kgv (,) wPý †`qv 
‡Kvb †m‡j msL¨v UvBc Kivi mgq mv‡_ mv‡_ Kgv †`Lv hvq bv| Kgv e¨envi Ki‡Z n‡j G‡¶‡Î wb‡gœi c×wZ 
Abymib Ki‡Z n‡e|  
1. †h †m‡ji msL¨v mg~‡n Kgv wPý w`‡Z  n‡e †mB †mj¸‡jv wbe©vPb Kiyb| 
2. di‡gwUs Uzjevi n‡Z Comma (,) evU‡b wK¬K Kiyb| Zvn‡j msL¨vwU Kgv m¤^wjZ n‡e| 
 

msL¨v‡K kZKivq cÖKvk Kiv 
†m‡ji mvaviY †Kvb msL¨v‡K kZKivq cÖKvk Ki‡Z PvB‡j wb‡gœi c×wZ AbymiY Ki‡Z n‡e| 
1. †h †m‡ji msL¨v¸‡jv kZKivq cÖKvk Ki‡Z n‡e †mB †mj¸‡jv wbe©vPb Kiyb| 
2. di‡gwUs Uzjevi n‡Z Percentage (%) evU‡b wK¬K Kiyb|Zvn‡j msL¨vwU kZKivq cÖKvwkZ n‡e| 
‡gbyi mvnv‡h¨ kZKivq cÖKvk Kivi Rb¨ cÖ_‡g Format Cells WvqjM e· n‡Z Number U¨ve wbe©vPb 
Kiyb|AZtci Catagury e· n‡Z Percentage wbe©vPb Kiyb| 
 

Date di‡gU Kiv 
Date †K wewfbœ fv‡e di‡gU K‡i IqvK©wm‡U cÖ`k©b Kiv hvq| GKvRwU wbgœiƒ‡c Ki‡Z nq| 
1. †h †m‡j ZvwiL cÖ`wk©Z n‡e Zv wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Cells wbe©vPb Kiyb| 
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3. Number U¨ve wbe©vPb Kiyb| 
4. Category e· n‡Z Date wbe©vPb Kiyb|wb‡gœi wP‡Îi b¨vq Format Cells WvqjM e· †`Lv hv‡e| 

 
wPÎ-13.5.3 t Format Cells WvqjM e· (Category : Date) 

5. Type e‡· wewfbœ ZvwiL di‡gU cÖ`wk©Z n‡e| †mLvb †_‡K cÖ‡qvRbxq Date di‡gUwU wbe©vPb Kiyb| 
6. OK evUb †cÖm Kiyb|Zvn‡j wba©vwiZ di‡g‡U Date †m‡j †`Lv hv‡e| 
 

Time di‡gU Kiv 
Time †K wewfbœ fv‡e di‡gU K‡i IqvK©wm‡U cÖ`k©b Kiv hvq| GKvRwU wbgœiƒ‡c Ki‡Z nq| 
1. †h †m‡j mgq cÖ`wk©Z n‡e Zv wm‡j± Kiyb| 
2. ‡gby ev‡ii Format †gby n‡Z Cells wbe©vPb Kiyb| 
3. Number U¨ve wbe©vPb Kiyb| 
4. Category e· n‡Z Time wbe©vPb Kiyb|wb‡gœi wP‡Îi b¨vq Format Cells WvqjM e· †`Lv hv‡e| 

 
wPÎ-13.5.4 t Format Cells WvqjM e· (Category : Time) 
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5. Type e‡· wewfbœ cÖKvi mgq di‡gU cÖ`wk©Z n‡e| †mLvb †_‡K cÖ‡qvRbxq Time di‡gUwU wbe©vPb Kiyb| 
6. OK evUb †cÖm Kiyb|Zvn‡j wba©vwiZ di‡g‡U Time †m‡j †`Lv hv‡e| 
 
 
 
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) IqvK©wm‡U Time ms‡hvRb Ki‡Z n‡j wb‡gœi †Kvb WvqjM e·wU cÖ‡qvRb n‡e? 
(1) Format Cells  (2) Style (3) Conditional Formatting  (4) Replace 
DËit (K) 1 
 
2| msw¶ß cÖkœvejx 
(K) Uzjevi Ges †gby n‡Z msL¨vq Currency †`qvi avc mg~n eY©bv Kiyb| 
(L) msL¨vq `kwgK wPý †`qvi wbqg wjLyb| 
(M) msL¨vq Kgv (,) wPý †`qvi wbqg wjLyb| 
(N) msL¨v‡K kZKivq cÖKvk Kivi c×wZ wjLyb| 
(O) Date di‡gU Kivi avc mg~n wjLyb| 
(P) Time di‡gU Kivi avc mg~n wjLyb| 
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G‡·‡j dvsk‡bi e¨envi 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� G‡·‡ji IqvK©wm‡U WvUvi Dci wewfbœ MvwYwZK KvR Ki‡Z cvi‡eb, 
� Uzjev‡ii gva¨‡g †hvM Ki‡Z cvi‡eb, 
� mivmwi dg©~jv wj‡L †hvM Ki‡Z cvi‡eb, 
� Dcv‡Ëi Mo wbY©q Ki‡Z cvi‡eb| 

 

G‡·‡ji IqvK©wm‡U e¨eüZ DcvË ev WvUvi Dci wewfbœ MvwYwZK KvR Kiv hvq| GRb¨ i‡q‡Q A‡bK¸‡jv c~e© 

wba©vwiZ dg©~jv| GQvov e¨enviKvix wb‡R B”QvgZ dg©~jv ˆZwi Ki‡Z cvi‡eb| †hvM, we‡qvM, ¸Y, fvM QvovI 

bvbvwea cwimsL¨vb wbY©q , A_©‰bwZK wnmve, ZvwiL I mgq wnmve BZ¨vw` Kiv m¤¢e| G‡·j †cÖvMÖv‡g dg©~jv evi 

bv‡g GKwU we‡kl evi _v‡K| wb‡Pi wP‡Î dg©~jv ev‡ii MVb †`Lv‡bv n‡jv| 

 
wPÎ- 13.6.1t dg©~jv evi 

Gi cÖ_g As‡k Kvm©‡ii Ae¯’vb ewY©Z _v‡K| Zvi cv‡k GKwU = wPý _v‡K| = wP‡ýi cv‡k cÖ‡qvRbxq dg©~jv 
wj‡LI djvdj wbY©q Kiv hvq| 
wb‡gœ IqvK©wm‡U Giƒc wKQy eûj e¨eüZ dvsk‡bi e¨envi †`Lv‡bv n‡jv| 
 

DcvË †hvM Kiv 
‡hvM Kivi Rb¨ G‡·‡j i‡q‡Q wewfbœ  c×wZ| Uzjevi ev †gby evi e¨envi K‡i A_ev dg©~jv ev‡i mivmwi dg©~jv 
wj‡L †hv‡Mi KvR Kiv hvq| 

 

Uzjev‡ii gva¨‡g †hvM Kiv 
1. cÖ_‡g †hvMdj †h †m‡j emv‡Z Pvb Kvm©i †mB †m‡j ivLyb| 
2. ‡h DcvË mg~n †hvM Ki‡Z n‡e †m¸‡jv wm‡j±  K‡i wbb| 
3. Gevi Standard Uzjevi n‡Z ∑ wPýwU‡Z wK¬K Kiyb|Zvn‡jB Kvw•LZ †m‡j DcvË mg~‡ni †hvMdj cÖ`wk©Z 

n‡e| 

 

‡gbyi gva¨‡g †hvM Kiv 
‡gbyi gva¨‡g †hvM Ki‡Z n‡j wb‡gœi c×wZ AbymiY Kiyb| 
1. cÖ_‡g †hvMdj †h †m‡j emv‡Z Pvb Kvm©i †mB †m‡j ivLyb| 
2. ‡h DcvË mg~n †hvM Ki‡Z n‡e †mB †mj¸‡jv wm‡j± Kiyb| 
3. Gevi †gby ev‡ii Insert †gby n‡Z Function wbe©vPb Kiyb|Zvn‡j wbgœiƒc Function WvqjM e· †`Lv hv‡e| 
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wPÎ- 13.6.2 t Function WvqjM e· 

4. Gevi Function WvqjM e‡·i Function category n‡Z All wbe©vPb Kiyb Ges Function name n‡Z SUM 
wbe©vPb Kiyb| 

5. Gevi OK evU‡b wK¬K Kiyb|Zvn‡j wbgœiƒc SUM WvqjM e· †`Lv hv‡e| 

 
wPÎ-13.6.3t SUM WvqjM e· 

6. SUM WvqjM e‡·i Number e‡· †m‡ji bvg ev †m‡ji †iÁ D‡jøL Kiyb| 
7. me‡k‡l OK evU‡b wK¬K Kiyb|Zvn‡j Kvw•LZ †m‡j DcvË mg~‡ni †hvMdj cÖ`wk©Z n‡e| 
 

mivmwi dg©~jv wj‡L †hvM Kiv 
1. cÖ_‡g †hvMdj †h †m‡j emv‡Z Pvb Kvm©i ‡mB †m‡j ivLyb| 
2. Gevi dg©~jv ev‡i mivmwi dg©~jv wjLyb| †hvM, we‡qvM, ¸Y, fv‡Mi Rb¨ h_vµ‡g +, -, *, / MvwYwZK wPý 

mg~n e¨envi Kiyb| 
D`vniY miƒc aiv hvK A1, A2, A3, A4 †m‡j iw¶Z msL¨v¸‡jvi †hvMdj wbY©q Ki‡Z n‡e Ges †hvMdj A5 
†m‡j ivL‡Z n‡e|GRb¨ cÖ_‡g Kvm©i A5 †m‡j ivLyb|Gevi dg©~jv ev‡i = SUM(A1:A4) A_ev 
=(A1+A2+A3+A4) wjLyb Ges Enter Pvcyb| Zvn‡jB A5 †m‡j DcvË mg~‡ni †hvMdj cÖ`wk©Z n‡e| 

 
wPÎ-13.6.4 t †hvMdj wbY©‡qi D`vniY 
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Dcv‡Ëi Mo wbY©q Kiv 
‡gbyi gva¨‡g Dcv‡Ëi Mo wbY©q Ki‡Z n‡j wb‡gœi c×wZ AbymiY Kiyb| 
1. cÖ_‡g Mo gvb †h †m‡j emv‡Z Pvb Kvm©i †mB †m‡j ivLyb| 
2. ‡h DcvË mg~‡ni Mo gvb wbY©q Ki‡Z n‡e †mB †mj¸‡jv wm‡j± Kiyb| 
3. Gevi †gby ev‡ii Insert †gby n‡Z Function wbe©vPb Kiyb|Zvn‡j wbgœiƒc Function WvqjM e· †`Lv hv‡e| 

 
wPÎ- 13.6.5 t Function WvqjM e· 

4. Gevi Function WvqjM e‡·i Function category n‡Z All wbe©vPb Kiyb Ges Function name n‡Z 
AVERAGE wbe©vPb Kiyb| 

5. Gevi OK evU‡b wK¬K Kiyb|Zvn‡j wbgœiƒc AVERAGE WvqjM e· †`Lv hv‡e| 

 
wPÎ-13.6.6 t AVERAGE WvqjM e· 

6. AVERAGE WvqjM e‡·i Number e‡· †m‡ji bvg ev †m‡ji †iÁ D‡jøL Kiyb| 
7. me‡k‡l OK evU‡b wK¬K Kiyb|Zvn‡j Kvw•LZ †m‡j DcvË mg~‡ni Mo gvb cÖ`wk©Z n‡e| 
 
mivmwi dg©~jv wj‡L Mo gvb wbY©q Kiv 
1. cÖ_‡g Mo gvb †h †m‡j emv‡Z Pvb Kvm©i ‡mB †m‡j ivLyb| 
2. Gevi dg©~jv ev‡i mivmwi dg©~jv wjLyb| 
D`vniY miƒc aiv hvK A1, A2, A3, A4 †m‡j iw¶Z msL¨v¸‡jvi Mo gvb wbY©q Ki‡Z n‡e Ges Mo gvb A5 
†m‡j ivL‡Z n‡e| GRb¨ cÖ_‡g Kvm©i A5 †m‡j ivLyb| Gevi dg©~jv ev‡i = AVERAGE(A1:A4) wjLyb Ges 
Enter Pvcyb| Zvn‡jB A5 †m‡j DcvË mg~‡ni Mo gvb cÖ`wk©Z n‡e| 
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wPÎ-13.6.7 t Mo gvb wbY©‡qi D`vniY 

 
dg©~jv e¨envi K‡i †Kvb wn‡me Kivi ci dg©~jvq e¨eüZ †Kvb †m‡ji WvUv ev Z_¨ cwieZ©b Kiv n‡j m‡½ m‡½ 
dg©~jvi djvdjI cwiewZ©Z n‡q hv‡e| 
G‡·‡ji IqvK©wm‡U wewfbœ Dcv‡Ëi Dci dg©~jvi mvnv‡h¨ Gfv‡e Avgiv bvbvwea wnmv‡ei KvR Ki‡Z cvwi| 
 
 
 
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) IqvK©wm‡U A1, A2, A3, A4 †m‡j iw¶Z msL¨v¸‡jvi †hvMdj wbY©‡qj Rb¨ dg©~jv ev‡i wjwLZ mwVK dg©~jvwU 
n‡e 
(1) = SUM(A1:4)  (2) = SUM(A1:A4) (3) = SUM(1:4) (4) = SUM(A1+A4) 
DËit (K) 2 
 
2| msw¶ß cÖkœvejx 
(K) Uzjev‡ii e¨envi K‡i Dcv‡Ëi †hvM Kivi c×wZ wjLyb| 
(L) †gbyi e¨envi K‡i †hvM Kivi avc mg~n wjLyb| 
(M) mivmwi dg©~jv wj‡L †hvM Kiv c×wZ Av‡jvPbv Kiyb| 
(N) Dcv‡Ëi Mo gvb wbY©q Kivi avc eY©bv Kiyb| 



Kw¤cDUvi wk¶v 
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G‡·‡j PvU© ˆZwi 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� G‡·‡j wewfbœ DcvË e¨envi K‡i PvU© ˆZwi‡Z `¶Zv AR©b Ki‡eb| 

 
Pv‡U©i gva¨‡g †h †Kvb Z_¨‡K my›`i I mnRfv‡e cÖKvk Kiv hvq| G‡·‡j wewfbœ cÖKvi PvU© ˆZwi Kivi Rb¨ 
A‡bK myweav i‡q‡Q| GQvov PvU© ˆZwi Kivi ci Pv‡U©i Z_¨ cwieZ©b K‡i ev bZzbfv‡e ms‡hvRb K‡i Pv‡U©i 
cwieZ©b Avbv hvq| 

Pv‡U©i cÖKvi‡f` 
G‡·‡j wbgœiƒc PvU© ˆZwi Kiv hvq| 
1. Kjvg PvU© 
2. evi PvU© 
3. jvBb PvU© 
4. cvB PvU© 

5. XY PvU© 
6. Gwiqv PvU©  
7. WMbvU PvU© 
8. ivWvi PvU© 

9. mvi‡dm PvU©  
10. evej PvU©  
11. ÷K PvU© BZ¨vw` 
 

G‡·‡j ỳBfv‡e PvU© ˆZwi Kiv hvq| †h wm‡U WvUv _v‡K †mB wm‡U PvU© ˆZwi Ki‡Z cv‡ib A_ev IqvK©wm‡Ui bZzb 
wm‡U PvU© ˆZwi Ki‡Z cv‡ib| 

G‡·‡j PvU© ˆZwi Kiv 
G‡·‡j PvU© ˆZwi Ki‡Z n‡j cÖ_‡g IqvK©wm‡U †h mg¯Í WvUv ev Dcv‡Ëi Dci Chart ˆZwi Kivi cÖ‡qvRb †m¸‡jv 

wm‡j± ev wbe©vPb Ki‡Z n‡e| Gevi Uzjevi n‡Z Chart Wizard  evU‡b ( ) wK¬K Ki‡Z n‡e| GLv‡b wewfbœ 
ai‡bi PvU© †`Lv hv‡e| Avcbvi WvUv we‡ePbv K‡i cÖ‡qvRbxq PvU© di‡gUwU wbe©vPb Kiyb|Pv‡U© ˆZwii Rb¨ Avcwb 
IqvK©wmU n‡Z GK ev GKvwaK WvUv wmwiR wm‡j± Ki‡Z cv‡ib (Kjvg wmwiR ev †iv wmwiR)| Pie Chart G 
ïaygvÎ GKwU WvUv wmwiR wbe©vPb Ki‡Z nq| Bar Chart, Column Chart, Area Chart BZ¨vw` Pv‡U© hZ Lywk WvUv 
wmwiR †`qv hvq| me‡k‡l IqvK©wm‡U PvU© ¯’vc‡bi Rb¨ GKwU ¯’vb wbw`©ó K‡i w`‡Z n‡e| G¯’vbwU †QvU ev eo n‡Z 
cv‡i|GKevi PvU© A¼‡bi ci Zvi mvBR c‡i †h †Kvb mg‡q cwieZ©b Kiv hv‡e| †h WvUv mg~n e¨envi K‡i PvU© 
ˆZwi Kiv nq †m WvUv mg~‡ni gvb cwieZ©b Ki‡j m‡½ m‡½ Pv‡U© Zvi cwieZ©b †`L‡Z cv‡eb| 
`yB fv‡e Chart Wizard G cÖ‡ek Kiv hvq| mivmwi Uzjevi n‡Z Chart Wizard wm‡j± K‡i A_ev †gby ev‡ii 
Insert †gby n‡Z Chart wbe©vPb K‡i| Dfq †¶‡ÎB wbgœiƒc Chart Wizard WvqjM e· cÖ`wk©Z n‡e| 

 
wPÎ-13.7.1 t Chart Wizard WvqjM e· 
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Chart Wizard Gi gva¨‡g K‡qKwU av‡c GKwU Chart ˆZwi Kiv hvq| cÖwZwU avc m¤úbœ nevi ci cieZ©x av‡c 
cÖ‡ek Kivi Rb¨ Next  evUb Pvc‡Z n‡e Ges c~e©eZ©x av‡c hvevi Rb¨ Back evUb Pvc‡Z n‡e| me‡k‡l Finish 
evUb Pvc‡Z n‡e| wb‡gœ GKwU D`vni‡Yi gva¨‡g Chart ˆZwii avc mg~n eY©bv Kiv nj| 
1. cÖ_‡g IqvK©wm‡Ui GKwU wm‡U wbgœiƒc WvUv wjwce× Kiyb| 

 
wPÎ-13.7.2 t Chart ˆZwii Rb¨ Sample WvUv 

2. A3 †mj †_‡K E6 †mj ch©šÍ wbe©vPb Kiyb| 
3. Gevi Chart Wizard evU‡b wK¬K Kiyb A_ev †gby ev‡ii Insert †gby n‡Z Chart wbe©vPb Kiyb|Chart Wizard 

Step 1 of 4 e· cÖ`wk©Z n‡e| GLv‡b K‡qK ai‡bi Pv‡U©i Qwe †`Lv hv‡e| 

 
wPÎ-13.7.3 t Chart Wizard (Step-1) WvqjM e· 

4. Chart type wnmv‡e Column Ges Chart sub-type wnmv‡e 3-D Column PvU© wbe©vPb Kiyb| 
5. Next evU‡b wK¬K Kiyb| 
6. Chart Wizard Step 2 of 4 WvqjM e· †`Lv hv‡e| G e‡· Pv‡U©i wbgœiƒc GKwU Preview †`Lv hv‡e| 
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wPÎ-13.7.4 t Chart Wizard (Step-2) WvqjM e· 

7. Chart Wizard Step-2 †Z Data range e‡· Pv‡U©i Rb¨ WvUv †iÁ D‡jøL Ki‡Z nq| Data Series e‡· Row 
Ges Column GB `yB cÖKvi WvUv wmwiR wbe©vPb Kiv hvq| †iv Gi Øviv eySvq cÖwZwU WvUv wmwiR †iv †Z 
Av‡Q| Avi Kjvg Øviv eySvq cÖwZwU WvUv wmwiR GK GKwU Kjv‡g Av‡Q| 

8. Next evU‡b wK¬K Kiyb| 

 
wPÎ-13.7.5 t Chart Wizard (Step-3) WvqjM e· 

9. Dc‡ii wP‡Îi b¨vq Chart Wizard Step 3 of 4 WvqjM e· †`Lv hv‡e| G e‡· Chart Gi Rb¨ Titles, Axes, 
Gridlines, Legend, Data Levels, Data Table cÖ`vb Kiv hv‡e| cÖwZwU Kv‡Ri Rb¨ GK GKwU U¨ve i‡q‡Q| 
wbgœwjwLZ Kv‡Ri Rb¨ mswkøó U¨vewU wbe©vPb Kiyb| 
Title t Chart G UvB‡Uj cÖ`vb Kivi Rb¨ Title U¨ve wK¬K K‡i Chart Title e‡· tUvB‡Uj wjL‡Z n‡e| 
Legend t Chart G WvUv wmwiR¸‡jv wewfbœ wPý w`‡q cÖKvk Kiv nq| G¸‡jv‡K GK‡Î Legend e‡j| 
Legend U¨ve wK¬K K‡i Pv‡U© Legend wjL‡Z nq| 
Axes t Pv‡U©i X Axis G wKQy wjL‡Z PvB‡j Category(x) e‡· wK¬K Kiyb| Pv‡U©i Y Axis G wKQy wjL‡Z 
PvB‡j Value(y) e‡· wK¬K Kiyb| 

10. Next e‡· wK¬K Kiyb| 
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11. wbgœiƒc Chart Wizard Step 4 of 4 WvqjM e· †`Lv hv‡e| G e‡· D‡jøL Ki‡Z n‡e MÖvdwU Avcwb †Kv_vq 
cÖ`k©b Ki‡Z Pvb, eZ©gvb wm‡U ev bZzb †Kvb wm‡U| 

 
wPÎ-13.7.6 t Chart Wizard (Step-4) WvqjM e· 

12. Finish evU‡b wK¬K Kiyb|Chart Wizard e· eÜ n‡e Ges IqvK©wm‡U wb‡gœi b¨vq GKwU Chart †`Lv hv‡e| 

 
wPÎ-13.7.7 t ˆZwi K…Z PvU© 

Gfv‡eB Avcwb GKwU Kjvg PvU© ˆZwi Ki‡Z cvi‡eb| GKB c×wZ e¨envi K‡i Ab¨vb¨ cÖKv‡ii PvU© mn‡RB ˆZwi 
Ki‡Z cvi‡eb|GKevi PvU© ˆZwi Kivi ci †gby n‡Z wewfbœ KgvÛ e¨envi K‡i Pv‡U© †h †Kvb mgq †h †Kvb 
cwieZ©b Avb‡Z cvi‡eb| 
 
 
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) wb‡gœi †KvbwU G‡·‡ji PvU© bq? 
(1) Circle (2) Column (3) Bar (4) Line 
DËit (K) 1 
 
2| msw¶ß cÖkœvejx 
(K) IqvK©wm‡Ui WvUvi Dci wfwË K‡i GKwU Column PvU© ˆZwi Kivi avc mg~n wjLyb| 
(L) wKfv‡e Pv‡U© Title, Legend, Axis †hvM Kiv hvq Zv wjLyb| 
(M) G‡·‡ji cuvP ai‡bi Pv‡U©i bvg wjLyb| 
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dvBj wcÖ›U Kiv I G‡·j n‡Z †ei nIqv 

 
D‡Ïk¨ 
GB cvV †k‡l Avcwb- 
� G‡·‡j wewfbœ dvBj wcÖ›U Ki‡Z cvi‡eb, 
� KvR †kl Kivi ci G‡·j n‡Z †ei n‡Z cvi‡eb| 

 
dvBj wcÖ›U Kiv 

Kw¤úDUv‡i G‡·j †cÖvMÖv‡g †Kvb dvB‡j KvR Kivi ci H dvBj wcÖ›U Kivi cÖ‡qvRb nq| ÷¨vÛvW© Uzjev‡ii  
AvBK‡b gvDm c‡q›Uvi wb‡q wK¬K K‡i A_ev †gby ev‡ii File †gby n‡Z Print KgvÛ e¨envi K‡i dvBj wcÖ›U Kiv 
hvq| †gbyev‡ii mvnv‡h¨ dvBj wcÖ›U Ki‡Z PvB‡j wb‡gœi c×wZ Abymib Ki‡Z n‡e| 
1. gvD‡mi mvnv‡h¨ †gby ev‡ii File †gby‡Z wK¬K Kiyb| 
2. Print †gby‡Z wK¬K Kiyb|wbgœiƒc Print WvqjM e· †`Lv hv‡e| 

 
wPÎ-13.8.1 t Print WvqjM e· 

3. Gici Name e· n‡Z wcÖ›Uvi wbe©vPb Ki‡Z n‡e A_©vr e¨enviKvix wcÖ›Uv‡ii bvgwU Name e‡· Avb‡Z n‡e| 
4. m¤ú~Y© dvBj wcÖ›U Ki‡Z PvB‡j Print range G All wbe©vPb Ki‡Z n‡e|  
5. dvB‡ji wbw ©̀ó †Kvb c„ôv wcÖ›U Ki‡Z PvB‡j Print range Gi Page(s) e‡· KZ c„ôv †_‡K KZ c„ôv wcÖ›U 

Ki‡Z Pvb Zvi b¤̂i D‡jøL Ki‡Z n‡e|  
6. GKvwaK Kwc wcÖ›U Ki‡Z PvB‡j Number of copies e‡· Kwc msL¨v D‡jøL K‡i w`‡Z n‡e| 
7. Gevi wcÖ›Uv‡i KvMR XywK‡q Print WvqjM e‡·i Ok evU‡b wK¬K Ki‡j wb‡`©k Abyhvqx dvBjwU wcÖ›U n‡Z 

_vK‡e| 
 
G‡·j n‡Z †ei nIqv 
KvR †kl K‡i G‡·j n‡Z wewfbœ c×wZ‡Z †ei nIqv m¤¢e| Avgiv UvB‡Uj evi ev †gby evi e¨envi K‡i G‡·j 
n‡Z †ei n‡Z cvwi| †gby ev‡ii mvnv‡h¨ wbgœwjwLZ Dcv‡q G‡·j n‡Z †ei nIqv hvq| 
1. cÖ_‡g gvD‡mi mvnv‡h¨ †gby ev‡ii File †gby‡Z wK¬K Kiyb| 
2. Zvici Exit G wK¬K Kiyb|Zvn‡jB G‡·j n‡Z †ei nIqv hv‡e| 
3. hw` †ei nIqvi Av‡M dvBj Save Kiv bv _v‡K Zvn‡j ¯Œx‡b wbgœiƒc †g‡mR †`Lv hv‡e| 
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4. Yes wbe©vPb K‡i dvBj †Kvb bv‡g Save Kiv n‡j G‡·j n‡Z †ei nIqv hv‡e| No wbe©vPb Ki‡j dvBjwU 

Save n‡e bv Ges G‡·j n‡Z †ei n‡q hv‡e| 

GQvov UvB‡Uj ev‡ii me©Wv‡b  evU‡b wK¬K K‡i mivmwi G‡·j n‡Z †ei nIqv hv‡e|  
 
 
 
 
 
 

Abykxjbx 
1| eû wbe©vPbx cÖkœvejx 
(K) GKwU dvB‡ji me¸‡jv c„ôv wcÖ›U Ki‡Z PvB‡j Print WvqjM e· n‡Z †KvbwU wbe©vPb Ki‡Z n‡e 
(1) All  (2) Current page (3) Pages (4) Selection 
DËit (K) 1 
 
2| msw¶ß cÖkœvejx 
(K) dvBj wcÖ›U Kivi c×wZ Av‡jvPbv Kiyb| 
(L) G‡·j n‡Z †ei nIqvi wbqgwU Av‡jvPbv Kiyb| 
 

 


