
AvBwmwU e¨envwiK 

(wcÖq wkÿv_©xiv †Zvgiv AvBwmwU e¨et LvZvi cÖwZ c„ôvi evg cv‡k cixÿ‡Yi †jLv¸‡jv wjL‡e| mswkøó iwOb 

Qwe¸‡jv evg cv‡k AvUv w`‡q jvwM‡q w`‡e|) - †gv: gwReyi ingvb, wmwbqi wkÿK|    

cixÿY-1 

cixÿY 1: DB‡ÛvR cwi‡ek gvB‡µvmd&U IqvW© I‡cb K‡i - 

(K) dvBj/WKz‡g›U Ly‡j KvR Kiv| 

(L) WKz‡g›U dvBj AvKv‡i †mf Kiv ev msiÿY Kiv| 

(M) WKz‡g›U †U·U d‡g©wUs Kiv ev †jLv‡jvwLi mvRm¾v Kiv| 

(N) Gg Gm IqvW© †_‡K †ii nIqv| 

 

D‡Ïk¨: gvB‡µvmd&U Iqv‡W© †jLv‡jwLi KvR Kivi Rb¨ wewfbœ †KŠkj wkLv| 

 

ZË¡:  †jLv‡jwLi KvR Kivi Rb¨ gvB‡µvmd&U Ki‡cv‡ikb KZ…K ‰ZwiK…Z GKwU RbwcÖq c¨v‡KR md&UIqvi ‘Word’ 

k‡ãi A_© n‡”Q kã Avi ‘Processing’ k‡ãi A_© n‡”Q cÖwµqv KiY| IqvW© cÖ‡mwms k‡ãi A_© n‡jv kã 

cÖwµqvKiY| UvBcK…Z kã‡K Kw¤úDUv‡ii gva¨‡g cÖwµqvKiY K‡i WKz‡g›U ‰Zwi Kivi c×wZ‡K IqvW©cÖ‡mwms e‡j| 

Avi †h md&UIqvi w`‡q IqvW© cÖ‡mwms Gi KvR Kiv nq Zv‡K IqvW© cÖ‡mmi e‡j| gvB‡µvmd&U IqvW© n‡jv †Zgwb 

GKwU IqvW© cÖ‡mmi | 

 

cÖ‡qvRbxq DcKiY (nvW©Iqvi I md&UIqvi):  

gvB‡µvmd&UIqvW© 2007 Bb÷j Kiv GKwU ¯q̂s m¤ú~Y© Kw¤úDUvi (wmwcD, gwbUi, gvDm, Ges Bb÷j Kiv Awdm 

Gwcø‡Kkb †cÖvMÖvg) 
 

gvB‡µvmd&U IqvW© 2007 I‡cb Kiv/Pvjy Kiv : 

Kv‡Ri aviv : 

1| Windows Desktop Gi Taskbar Gi  Star Button G wK¬K Kiv n‡jv| cÖ`wk©Z  Start  †gby †_‡K 

Programs/ All programs Acv‡ik‡bi Dci gvDm c‡q›Uvi ¯’vcb Kiv n‡j| 
 

2| cÖ`wk©Z †cÖvMÖvg wj÷ †_‡K Microsoft Office 2007         Microsoft word 2007 G wK¬K Kiv n‡jv| d‡j 

GKwU bZzb Document window mn Microsoft word window cÖ`wk©Z n‡jv hv wb¤œiƒc: 

 



 

djvdj:  gvB‡µvmd&U ‡cÖvMÖvg I‡cb n‡jv ev Pvjy nj| 

 

(K) bZzb dvBj/WKy‡g›U Ly‡j KvR Kiv: 

 

Kv‡Ri aviv: 

1| Microsoft word window I‡cb nIqvi gv‡b UvB‡ci Rb¨ GKwU bZzb Blank document  cvIqv †Mj| 

cÖ`wk©Z Screen  †K Microsoft Word Screen ejv nq| 

 

2| Blank document Gi Dc‡ii w`‡K evg cv‡k¦© GKwU j¤̂v `vM R¡j‡Q Ges wbf‡Q hv‡K Insertion  Point ev 

Coursor  ejv nq| GLvb †_‡KB †jLv ïiæ Kiv nj| 

 

3| Ms word  UvBc Kiv: 
 

GLb cÖ‡qvRbxq ÕKxÕ e¨envi K‡i wbLyuZfv‡e wKQz †U·U UvBc Kiv nj| jÿKwi †h Word Gi cÖwZwU jvBb †k‡l 

Kvm©i A‡Uv‡gwUK c‡ii jvB‡b P‡j †Mj| wKšÍy  Avjv`v †jLvi Avjv`v c¨viv Kivi Rb¨ Entry key Pvcv n‡jv| 

Gfv‡e Ms word e¨envi Kiv GKwU WKz‡g›U ‰Zwi Kiv nj| 

 

 

 

(L) WKz‡g›U dvBj AvKv‡i msiÿY Kiv: 

Blank document Gi Dc‡ii w`‡K evg cv‡k¦© GKwU j¤̂v `vM R¡j‡Q Ges 

wbf‡Q hv‡K Insertion  Point ev Coursor  ejv nq| GLvb †_‡KB †jLv 

ïiæ Kiv nj| 



 

‰ZwiK…Z WKz‡g›U dvBj AvKv‡i msiÿY Kivi Rb¨ wb¤œwjwLZ avc¸‡jv AbymiY Kiv Kiv njt 

 

1| Qick Access Uyjevi †_‡K Office Button-G wK¬K K‡i Drop down menu cvIqv †Mj| 

 

2| GLvb †_‡K Save G wK¬K Kiv nj| 

 

3| Gevi Save As WvqjM e‡·i dvB‡ji wb‡Pi w`‡K File Name  †jLv Acv‡ik‡bi Wvbw`‡Ki N‡i wK¬K K‡i 

dvB‡ji GKwU bvg  wjLv nj| †hgb – Work  
 

4| †k‡q Wvqvj e‡·I wb‡Pi Wvbw`‡K Aew¯’Z Save evU‡b wK¬K Kwi dvBjwU My Document bv‡gi Default 

Folder G Work.doc bv‡g †mf nj| 

 

 

 

 

(M) WKz‡g›U †U·U‡K di‡gwUs Kiv: 

1| †U·U‡K Formating Kiv ej‡Z mvaviYZ Text Gi Font Gi cwieZ©b, mvBU cwieZ©b, Kvjvi cwieZ©b, 

cÖ‡qvR‡b †jLv Mvp ev Bold, Underline eo nv‡Zi †jLv, †QvU nv‡Zi †jLv BZ¨vw` eySvq| Formatting tab bar 

e¨envi K‡i A_ev †gby †_‡K Text  †K Format Kiv hvq| 

 

Font Gi aiY:: 

1| cÖ_‡g Format Kivi Rb¨ Text †K Block ev wm‡j± Kiv nj| 

2| Home Menu Ges Font KgvÛ MÖæc †_‡K Dc‡ii cÖ_g Uzj(d‡›Ui bvg †jLv Wv‡b Zxi‡K) wK¬K Kwi G‡Z 

wewfbœ wewfbœ d‡g©i bvg mn Wªc WvDb †gby Avm‡e| 

3| cÖ`wk©Z Wªc WvDb †gby‡Z wewfbœ d‡›Ui bvg †`Lv †Mj| GLvb †_‡K Times New Roman  ev  Arial  d›U 

wm‡j± Kwi| 



Formatting toolbar e¨envi K‡I A_ev Menu †_‡K Text ‡K Format Kiv hvq| 

 

 

 

(i) Font Gi aiY cwieZ©b Kiv: 

 

1| Format Kivi Rb¨ cÖ_‡g †U·U‡K gvDm Øviv A_ev Shift+Arrow (       ) Øviv eøK ev wm‡j± Kiv nj| 
 

2| Home menu -Gi Font KgvÛ MÖæc †_‡K Dc‡ii cÖ_g Uzj d‡›Ui bvg †jLv Wvb Zx‡i wK¬K ev wm‡j± Kiv nj| 

3| cÖ`wk©Z cyj WvDb †gbyi  wewfbœ d‡›Ui bvg †_‡K evsjv Arial ev Times new Roman wm‡j± Kiv nj|evsjvq 

UvBc Kivi  Rb¨ evsjv d›U I GLvb †_‡K wm‡j± Kiv nq| 

 

(ii) d‡›Ui mvBR cwieZ©b Kiv:  

1| cÖ_‡g Text †K gvDm (A_e, Shift Arrow) Øvi  Block ev wm‡j± Kiv nj| 
 

2| †jLv wm‡j± Kivi ci KgvÛ MÖæc †_‡K d‡›Ui cv‡ki(msL¨v †jLv) Wªc WvD‡b wK¬K Kiv nj| cyj WvDb †gbyi 

wewfbœ mvBR †_‡K 20 wm‡j± Kiv nj| G‡Z d‡›Ui mvBR cwieZ©b n‡jv (Ctrl+]) Pvc‡j d‡›Ui AvKvi 1 c‡q›U eo 

A_ev (Ctr+[ ) Pvc‡j d‡›Ui AvKvi GK c‡q›U  †QvU nq|) 

 

 (iii) d‡›Ui ÷vBj (Style)cwieZ©b Kivt 

Bold Kiv: 

1| Kvw•LZ †U·‡K eøK ev wm‡j± Kiv| 

2| Font Command KgvÛ MÖæc †_‡K Font Gi wb‡Pi w`‡K evUb A_©vr ‘B’ †jLv evU‡bi Dci wK¬K Kwi Zvn‡j 

eøKK…Z †jLvwU  †evì ev Mvp n‡q hv‡e| 

 

Ittalic Kiv: 

1| Kvw•LZ †jLv‡K eøK ev wm‡j± Kwi| 

2| c~‡e©i b¨vq Font Command MÖæc †_‡K ‘I’ †jLv evU‡b wK¬K Kwi d‡j eøKK…Z †jLvwU †njv‡bv ev Ittalic n‡q 

†Mj| 
 



Underline Kiv: 

1| Kvw•LZ †jLvwU‡K wm‡j± Kwi| 

2| d›U KgvÛ MÖæc †_‡K ‘U’ †jLvv Uz‡j wK¬K Kwi d‡j wm‡j±K…Z †jLvwU AvÛvi jvBb n‡q †Mj| 

 
  

‡U·‡Ui Kvjvi cwieZ©b Kiv: 

 

1| Kvw•LZ †jLv‡K wm‡j± Kwi| 

2| d›U KgvÛ MÖæc †_‡K ‘A’ †jLv Uz‡j wK¬K Kwi| Zvn‡j WªcWvDb †gby †_‡K B”Qvg‡Zv Kvjvi wm‡j± K‡i d‡›Ui 

Kvjvi cwieZ©b Kiv nj| 

 

djvdjt  WKz‡g›U mvRm¾vi wewfbœ †KŠkj †hgb d‡›Ui AvKvi, mvBR, ÷vBj, †evì, AvÛvijvBb, BZvwjK Rvbv 

†Mj| 

 

 

 

cixÿY 2: Gg.Gm. Iqv‡W© WKz‡g‡›Ui wewfbœ †jLv‡K-  

(K) Cut, Copy Ges Paste Kiv| 

(L) Undo Ges Redo Kiv| 

(M) WKz‡g›U eÜ K‡i gvB‡µvmd&U IqvW© †_‡K †ei nIqv| 

 

(K) i. Cut Ges Paste –Kiv: 

 †Kvb Ae‡R± ev †U·U‡K GK¯’vb †_‡K gy‡Q †d‡j(cut K‡i) Ab¨¯’v‡b ¯’vbvšÍi Kivi Rb¨ Cut Ges paste 

Kgv‡Ûi cÖ‡qvM Ki‡Z nq| 

Kv‡Ri aviv:  

Cut Kiv:  

1| gvDm w`‡q WªvM ev wK¬K K‡i Kvw•LZ Ae‡R± ev †U·U‡K wm‡j± Kiv nj| 
 

2| †gby †_‡K Home Ribon Gi KgvÛMÖc †_‡K KvuwPi g‡Zv †`L‡Z cut evU‡b wK¬K Kwi A_ev ctrl+x Pvwc|  

Zvn‡j wm‡j± Kiv Ask A „̀k¨ n‡q †Mj| A_©vr GwU windows Gi menubary †Z  Ae¯’vb Ki‡e| 
 

Paste (move) Kivt 

1| †h ¯’v‡b Ae‡R±/ †U·U wb‡Z PvB †mLv‡b Kvm©i wb‡q paste evU‡b wK¬K Kiv nj| A_ev ctrl+v 

 Pvcv nj G‡Z wbw ©̀ó Cut Kiv Ae‡R±wU  †`Lv †Mj| 



ii. Copy I paste Kivt 

Copy Kivt 

1| gvDm Øviv WªvM ev wK¬K K‡i Kvw¼LZ Ae‡R± ev †U·U‡K wm‡j± Kiv nj| 

2| †gby †_‡K Home Ribon Gi KgvÛMÖæ‡c †_‡K Copy evU‡b wK¬K Kwi A_ev Ctrl+c Pvwc| G‡Z wbw ©̀ó †jLv/ 

Ae‡R± Copy n‡q †Mj| 

Paste Kivt 

†h ¯’v‡b Ae‡R±/ †U·U‡K wb‡Z PvB †mLv‡b Kvm©I wb‡q c~‡e©i b¨vq paste evU‡b wK¬K Kwi A_ev Ctrl+v Pvcv nj| 

G‡Z Kwc Kiv Ae‡R±wU/ †U·wU cybt Kwc n‡q †Mj| 

Undo Ges Redo Kivt  

Undo Kivt GB gvÎ †h Ae‡R± ev †U·UwU fyj K‡i ev gy‡Q (cut) †djv n‡q‡Q Zv cybt †diZ Avbvi Rb¨ GB KgvÛ 

cÖ‡qvM Ki‡Z nq| D³ Kv‡Ri Rb¨ †gby †_‡K Quck Access Uzjevi †_‡K(   ) †jLv UzjwU‡Z wKøK K‡i A_ev 

Kx‡evW© †_‡K Ctrl+Z KgvÛ cÖ‡qvM K‡i GB gvÎ fz‡j gy‡Q(Cut) †djv Ae‡R± ev †U·U‡K †diZ Avbv nj| 

 

Redo Kivt 

Undo KgvÛ evwZj Kivi Rb¨ Redo () KgvÛ e¨eüZ nq| †gby †_‡K Quick Access toolbar  †_‡K 

 †jLv evU‡b wK¬K K‡i A_ev Ctrl+y KgvÛ cÖ‡qvM K‡i Unod Kiv welqe¯‘‡K Redo Kiv nj| 

 

(M) WKz‡g›U eÜ K‡i gvB‡µvmd&U IqvW© †_‡K †ei nIqv: 

Msword G KvR Kivi ci Close Kivi cÖwµqv: 

1| †gby †_‡K Quick Access toolbar †_‡K evU‡b wK¬K K‡I Wªc WvDb †gby †_‡K me‡P‡q wb‡P Aew¯’Z KgvÛ 

Exit word evU‡b wK¬K Kiv nj| 

A_ev, Home, Insert BZ¨vw` wieb/ †gbyev‡ii Wvb w`‡K Aew¯’Z µm(x) ev Close evU‡b wK¬K Kiv nj| 

Msword eÜ n‡e Ges Kw¤úDUvi Avevi Windows desktop G wdi Avm‡e| 

 

----- x -----  

 

 

 



 

†¯úªWwmU GbvjvBwmm 

cixÿY 3t 

K) gvB‡µvmd&U G‡·j †Lvjv ev Pvjy K‡i KvR ¸‡jv m¤úv`b Ki| 

L) dg©~jv ev dvskb e¨envi K‡i ¸Y, fvM,Mo BZ¨vw` KvR Kiv| 

gvB‡µvmd&U G‡·j Pvjy ev I‡cb Kivt 
 

ZË¡t  Spread k‡ãi A_© Qov‡bv Avi Sheet A_© cvZv ZvB kvwãK A‡_© Spread Sheet A_© Qov‡bv cvZv 

wewfb MvwbwZK wnmve wbKv‡ki KvR h_vt †hvM, we‡qvM,¸b ,fM ,kZKiv, Mo, BZ¨vw` Ges Ab¨vb¨ 

cwimsL¨vbMZ wnmve, ev‡RU cÖYqb cÖf…wZ KvR Kivi Rb¨ Kjvg I mvwii Øviv MwVZ AmsL¨ †m‡jvi (cell) 

mgš^‡q IqvK©wmU‡K †¯úªWwmU †cÖvMÖvg e‡j| †¯úªWwkU †cÖvMÖv‡gi mvnv‡h¨ wewfbœ dg©~jv I dvskb e¨envi K‡i 

DcvË we‡kølb Kiv hvq Ges cª‡qvR‡b AvKl©bxq MÖvd/ PvU© e¨envi K‡i DcvË Dc ’̄vcb Kiv hvq| 

cÖ‡qvRbxq DcKiY t gB‡µvmd&U G‡·j 2007 Bmój Kiv ¯^qs m¤ú~Y© Kw¤úDUvi ( †hgb-

cpu,monitor, mouse, keyboard ) BZ¨vw`| 

Kv‡Ri aviv t  

1| Kw¤úDUvi Pvjy K‡I DB‡ÛvR †W·Uc cwi‡ek cvIqv †Mj| 

2| DB‡ÛvR †W·Uc †_‡K Start→ All prgrams→Ms Office 2007→Microsoft Excel 2007 

wm‡j± Kiv nj| 

3| Aí wKQzÿ‡bi g‡a¨B Ms Excel 2007 Program I‡cb nj| †mLv‡b wewfb Kjvg(Column) Ges 

mvwii mgš̂‡q MwVZ `vMKvUv IqvK©wkU †`Lv †Mj| 

 

 

 

 

 

 

 

 

 



K) dg©~jv ev dvskb e¨envi K‡i wewfbœ MvwbwZK KvR h_v - †hvM, we‡qvM, ¸Y, fvM, kZKiv 

BZ¨vw` KvR Kiviv| 

ZË¡t gvB‡µvmd&U G‡·j‡K wewfbœ MvwbwZK wnmve wbKv‡ki KvR h_v- ¸Y,fvM,kZKvi BZ¨vw` KvR 

Kivi Rb¨ e¨eüZ c×wZi bvg dg©~jv| dg©~jv UvBc Kivi c~‡e© cÖ_‡g Ô=Õ wPý w`‡Z nq| cÖ`Ë 

DcvË‡K() cÖ_‡gB IqvK©wk‡Ui cvkvcvwk ev Dc‡i-bx‡P †m‡j UvBc K‡i wb‡Z nq| 

Kv‡Ri avivt 

1| gvB‡µvmd&U G‡·j 2007 I‡cb Kiv nj| 

 †hvM I ¸‡bi D`vniYt 

2| bx‡Pi Q‡Ki (Table) b¨vq DcvË ev  Data ¸‡jv‡K IqvK©wk‡U Gw›Uª Kiv nj| 

QKt gvwmK Kv‡Ri LiPt 

10 C D E F G 

11 µwgK bvs ª̀‡e¨i bvg cwigvY( †KwR) `i LiP 

12 1 Pvj 50 48  

13 2 Wvj 4 120  

14 3 ‰Zj 5 140  

15  ‡gvU-    

 

3| cÖwZwU AvB‡U‡gi ‡gvU LiP wnmve Kivi Rb¨ G11 †m‡j Kvm©i †i‡L =E11*F11 dg~©jv UvBc 

K‡i Enter press Kwi| 

 

4| G11 N‡ii dg~©jvwU h_v =E11*F11 (Ctrl + C) Kwc K‡i Ab¨vb¨ †m‡j †hgb G12, G13, ... 

Paste Kiv nj| Gfv‡e cÖwZwU AvB‡U‡gi wecix‡Z LiP cvIqv †Mj| 

 

5| GLb †gvU LiP wnmve Kivi Rb¨ G14 †m‡j Kvm©i †i‡L =SUM(G11: G13) dg~©jv UvBc Kiv 

nj Ges G›Uvi †`Iqv nj| d‡j G14 N‡i †gvU Li‡Pi wnmve cÖ`wk©Z nj| 

 

 

 

 

 

 



fv‡Mi KvR Kiv: 

1| wb‡Pi QK ev Table-Gi b¨vq DcvË ev Data ¸‡jv‡K IqvK©wk‡U UvBc Kiv nj hv wb¤œiƒc: 

 

‰`wbK Li‡Pi wnmve 

 

 A B C D 

8 gv‡mi 

bvg 

gvwmK Avq 

(UvKv) 

‡gvU w`b ‰`wbK Avq (M‡o) 

9 Rvbyqvwi 32000 31 = B9/C9 

10 ‡deªæqvwi 38500 28 = B10/C10 
11 gvP© 32100 20 = B11/C11 

 

2| D9 †m‡j Kvm©i †i‡L =B9/C9 dg~©jv UvBc Kiv nj Ges G›Uvi Kx †cÖm Kiv nj| d‡j  D9 N‡i 

Rvbyqvwi gv‡mi ˆ`wbK Mo Avq cvIqv †Mj| 

 

3| GLb  D9 †m‡ji dg~©jvwU Kwc K‡i (Ctrl+C) †m‡j D10, D11, .. †c÷ Kiv nj| d‡j Ab¨vb¨ 

‡m‡j Zvi gv‡mi wecix‡Z ˆ`wbK Mo Avq cvIqv †Mj| 

 

 

cixÿY (KvR)-4 

 †¯úªWwkU †cÖvMÖvg e¨envi K‡i kZKiv msµvšÍ wewfbœ mgm¨vi mgvavb Kiv: 

(wewfbœ e¨w³i gvwmK g~j-‡eZb, evwofvov fvZv, wPwKrmv fvZv, Kj¨vY Znwej, ‡hŠ_ exgvi Puv`v 

†_‡K Zv‡`i wbU ev cÖK…Z †eZb wnmve Kiv)| 
 

 

ZË¡ : D‡jøwLZ KvR¸‡jv m¤úv`‡bi Rb¨ gvB‡µmd&U G‡·j †cÖvMÖvg 2007 e¨envi Kiv nq| cÖ‡qvRbxq 

DcvË IqvK©wk‡Ui wbw`©ó †m‡j UvBc K‡i dg~j©v I dvskb e¨envi K‡i wnmv‡ei KvRwU mwVKfv‡e m¤úbœ Kiv 

nq| 

cÖ‡qvRbxq DcKiY: gvB‡µmd&U G‡·j 2007 Bb÷j Kiv GKwU ¯̂qs m¤ú~Y© Kw¤úDUvi  (†hgb-wmwcBD, 

gwbUi, Kx‡evW©, gvDm BZ¨vw`)|   

 

Kv‡Ri aviv: 

 

1| Kw¤úDUvi cvIqvi myBP Ab Kivi Aí wKQzÿ‡Yi g‡a¨B DB‡ÛvR †W¯‹Uc cwi‡ek cvIqv †Mj| 

 

 

 

 



2| DB‡ÛvR †W¯‹Uc Star button → All programs →  Microsoft Office 2007 →   MS 

Excel 2007  wm‡j± Kivi ci G›Uvi Kx Pvcv nj Ges MS Excel 2007 opening screen  A_©vr 

IqvK©wkU cvIqv †Mj †hLv‡b cÖ‡kœi cÖ`Ë DcvË ev Data QK (†Uwej) AvKv‡i wbw`©ó †m‡j UvBc Kiv 

nj hv wb¤œiƒc: 

 

gvwmK †eZ‡bi wnmve 

(evwofvov, Kj¨vY Znwej, ‡hŠ_ exgvi Puv`v h_vµ‡g g~j-‡eZ‡bi 50%, 10%, 3.5%) 

 A B C D E F G H 
8 µwgK 

bs 

bvg g~j-‡eZb evwofvov wPwKrmv 

fvZv 

Kj¨vY 

Znwej 

‡hŠ_ exgvi 

Puv`v 

wbU ev cÖK…Z 

†eZb 

9 1 iwng 25.000 
= C9*50% 

750 =C9*10% = 9*3.5% = C9+D9+E9-

F9-G9 

11 2 Avwddv 18.250      

12 3 Avwjd 15,500      

13 4 wgbnv 9,800      

14 ‡gvU        

 

3| g~j-‡eZb †_‡K evwofvov, Kj¨vY Znwej I ‡hŠ_ exgvi Puv`v wnmve Kivi Rb¨ h_vµ‡g D9, F9 I 

G9 †m‡j Kvm©i †i‡L ‡m‡j cÖ`wk©Z dg~©jv UvBc K‡i G›Uvi Kx Pvcv nj d‡j iwn‡gi g~j-‡eZ‡bi 

wewfb fvZv I Puv`v cvIqv †Mj| Ges wbU ev cÖK„Z †eZ‡bi Rb¨ cÖ`wk©Z dg~©jvwU UvBc K‡i G›Uvi Pvcv 

nj cÖ_g e¨vw³i wbU ev cÖK…Z †eZ‡bi wnmve †m‡j †`Lv †Mj| 

4| Abyiƒcfv‡e, Ab¨‡`iI g~j-‡eZb †_‡K evwofvov, Kj¨vY Znwej, ‡hŠ_exgvi Puv`v Ges wbU ev cÖK„Z 

†eZb wnmve Kivi Rb¨ dg~©jv Kwc (Ctrl+C) K‡i wb‡Pi †mj¸‡jv‡Z †c÷ (Ctrl+V) KgvÛ †`qv 

nj| d‡j mevi wbU ev cÖK…Z †eZ‡bi wnmve †m‡j †`Lv †Mj| 

 

5| cÖwZwU LvZ Iqvix ‡gvU UvKvi wnmve Kivi Rb¨ C14, D14, E14, F14, G14, H14 †m‡j 

Kvm©i †i‡L hLvµ‡g =SUM(C9:C13), =SUM(D9:D13), =SUM(E9:E13), 

=SUM(F9:F13), =SUM(G9:G13), =SUM(H9:H13), dvskb UvBc K‡i G›Uvi †`Iqv 

nj Ges wb‡Pi †m‡j mKj AvB‡U‡gi †gvU UvKvi wnmve cvIqv †Mj|    


