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Excel 2007, Excel 2010 Á Excel 2013 ¶˛y¢≈ò

Windows XP, (service pack-3) Windows-7 Óy Windows-8 ˆÎ ˆÑ˛yˆÏòy x˛ôyˆÏÓ˚!›˛Ç !¢ˆÏfi›˛õ ˆÌˆÏÑ˛ Excel 2007, Excel 2010

Óy Windows-7 Óy Windows-8 ˆÎ ˆÑ˛yˆÏòy x˛ôyˆÏÓ˚!›˛Ç !¢ˆÏfi›˛õ ˆÌˆÏÑ˛ Excel 2013 ~Ó˚ ˆÎ ˆÑ˛yˆÏòy ¶˛y¢≈òˆÏÑ˛ Run Ñ˛Ó˚yˆÏòy ÎyÎ˚– ì˛ˆÏÓ
Excel ~Ó˚ ¶˛y¢≈ò ¢¡∫ˆÏı˛ ÓˆÏú Ó˚y!Ö Excel 2003 Óy ì˛yÓ˚ xyˆÏÜÓ˚ ¶˛y¢≈ˆÏòÓ˚ Excel ˆÌˆÏÑ˛ Excel 2007 Óy ì˛yÓ˚ ˛ôˆÏÓ˚Ó˚ ¶˛y¢≈ò ïÓ˚ˆÏì˛
~Ñ˛›%˛ x¢%!Óïy £ˆÏì˛£z ˛ôyˆÏÓ˚– ˆÎõò Excel 2007 ~Ó˚ xyˆÏÜÓ˚ ¶˛y¢≈ˆÏòÓ˚ £zv˛zãyÓ˚Ó˚y ˆõò% Óy ›%˛ú ÓyˆÏÓ˚Ó˚ ¢yˆÏÌ ˛ô!Ó˚!â˛ì˛ !Ñ˛ls˛ Excel 2007

~Ó˚ xyˆÏÜÓ˚ ¶˛y¢≈ˆÏòÓ˚ £zv˛zãyÓ˚ˆÏîÓ˚ ãòƒ Excel 2007 Óy ì˛yÓ˚ ˛ôˆÏÓ˚Ó˚ ¶˛y¢≈ò ïÓ˚ˆÏì˛ ~Ñ˛›%˛ x¢%!Óïy £ˆÏì˛£z ˛ôyˆÏÓ˚– ˆÎõò Excel 2007

~Ó˚ xyˆÏÜÓ˚ ¶˛y¢≈ˆÏòÓ˚ £zv˛zãyÓ˚Ó˚y ˆõò% Óy ›%˛ú ÓyˆÏÓ˚Ó˚ ¢yˆÏÌ ˛ô!Ó˚!â˛ì˛ !Ñ˛ls˛ Excel 2007 ˆÌˆÏÑ˛ ˆõò% Óy ›%˛úÓyÓ˚ òy£z ~ÖyˆÏò ¢õhfl˛ Ñ˛õyu˛
Ribbon ~ÓÇ Ribbon @˘Ã&ˆÏ˛ôÓ˚ õˆÏïƒ xÓ!fl˛iì˛– xyõyˆÏîÓ˚ ~£z Ó£z!›˛ Excel 2007 Óy Excel 2010 Óy ¢Ó≈ˆÏü°Ï ¶˛y¢≈ò Excel 2013

¶˛y¢≈ˆÏòÓ˚ ãòƒ ˆúÖy £ˆÏÎ˚ˆÏäÈ– ≤ÃÌõ !îˆÏÑ˛ xyõÓ˚y Excel 2007, Excel 2010 ~ÓÇ Excel 2013 ~Ó˚ v˛z˛ôÓ˚ xyúyîy xyˆÏúyâ˛òy Ñ˛Ó˚Ó–

ì˛ˆÏÓ ¶˛y¢≈ò=!úÓ˚ £zr›˛yÓ˚ˆÏö˛¢ Ñ˛õyu˛ 99.90% ~Ñ˛£z– Ñ˛yˆÏã£z ~Ñ˛!›˛ ¶˛y¢≈ˆÏòÓ˚ ¢yˆÏÌ xòƒ!›˛Ó˚ ˆì˛õò ˆÑ˛yˆÏòy ˛ôyÌ≈Ñ˛ƒ ˆò£z– ÷ï%õye
Excel 2007 Ö%úˆÏú Ribbon ~Ó˚ v˛z˛ôˆÏÓ˚ ≤ÃÌˆÏõ xÌ≈yÍ Home, Insert £zì˛ƒy!î !Ó˚ÓˆÏòÓ˚ xyˆÏÜ x!ö˛ˆÏ¢Ó˚ !â˛e ¢¡∫!úì˛ Office Óy›˛ò
ÌyˆÏÑ˛ ~ÓÇ Excel 2010 Á Excel 2013 ˆÏì˛ ~Ñ˛£z fl˛iyˆÏòÓ˚ â˛yÓ˚ˆÏÑ˛yíy File Óy›˛ò Óy !Ó˚Óò ÌyˆÏÑ˛– !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Ñ˛yã ~Ñ˛£z £ˆÏÓ– Ñ˛yˆÏã£z
ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ ¶˛y¢≈ò !òˆÏÎ˚ xyˆÏúyâ˛òy Ñ˛Ó˚ˆÏú£z xòƒ ¶˛y¢≈ò ÓƒÓ£yÓ˚Ñ˛yÓ˚#Ó˚yÁ ¢£ˆÏã£z ÓƒÓ£yÓ˚ Ñ˛Ó˚ˆÏì˛ ˛ôyÓ˚ˆÏÓò–

1. (Windows-7)- ≤ÃÌõ Mouse ˛ôˆÏÎ˚r›˛yÓ˚ S|ïπ≈õ%Ö# !ì˛Ó˚V Start Óy›˛ˆÏòÓ˚ v˛z˛ôÓ˚ ~ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ˆîÖ%ò !òˆÏâ˛Ó˚ äÈ!ÓÓ˚ õˆÏì˛y
~Ñ˛!›˛ Pop Up ˆõò% |ïπ≈õ%Ö# ~Ñ˛!›˛ ˆõò% xy¢ˆÏÓñ ˆÎÖyˆÏò !òâ˛ ˆÌˆÏÑ˛ ÎÌye´ˆÏõ All Programs ~ÓÇ xòƒyòƒ ¢ö‰˛›˛ÁÎ˚ƒyˆÏÓ˚Ó˚ òyõ xÌÓy
Log off, Turn off Computer, Help and Support, Search, Run £zì˛ƒy!î ˆúÖy ÌyÑ˛ˆÏÓ–

Fig. 1.1

Fig. 1.2
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1. Ñ˛y¢≈Ó˚ Óì≈˛õyˆÏò A1 ˆ¢ˆÏú xÓfl˛iyò Ñ˛Ó˚ˆÏäÈ–

2. Ñ˛# ˆÓyv≈˛ ˆÌˆÏÑ˛ Months ›˛y£z˛ô Ñ˛ˆÏÓ˚ Enter ˆ≤Ã¢ Ñ˛Ó˚&ò–

Fig. 1.3

9. D1 ˆ¢ˆÏú CD, D2 ˆ¢ˆÏú 40, D3 ˆ¢ˆÏú 25 ~ÓÇ D4 ˆ¢ˆÏú 15 !úˆÏÖ Enter ˆ≤Ã¢ Ñ˛Ó˚&ò–

Fig. 1.4

~Ñ˛!›˛ ˆäÈy›˛ÖyˆÏ›˛y v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛Ó˚y £z!ì˛õˆÏïƒ£z xyõÓ˚y !üˆÏÖ ˆö˛ˆÏú!äÈ–

ú«˛ƒ Ñ˛Ó˚&òñ Months- January, February, March, PC, Disk Óy CD ˆúÖy=!ú ˆ¢ˆÏúÓ˚ Óyõ!îÑ˛ ˆá§ˆÏ°Ï (Left Alignment)ÈÙÈ~
ÓˆÏ¢ˆÏäÈ ~ÓÇ 15, 40, 30 £zì˛ƒy!î ¢ÇÖƒy=ˆÏúy v˛yò!îÑ˛ ˆá§ˆÏ°Ï (Right Alignment)ÈÙÈ~ ÓˆÏ¢ˆÏäÈ– Excel ~£z î%£z ïÓ˚ˆÏòÓ˚ v˛y›˛y ˆÌˆÏÑ˛ Label

~ÓÇ Value (Numeric)– LabelÈÙÈ~Ó˚ xÌ≈ x«˛Ó˚ Óy ˆÑ˛yˆÏòy òyõ ~ÓÇ Value ~Ó˚ xÌ≈ £ú Üy!í!ì˛Ñ˛ ¢ÇÖƒy xÌ≈yÍ ÎyÓ˚ ˆÎyÜñ !ÓˆÏÎ˚yÜñ
=íñ ¶˛yÜ £zì˛ƒy!î Üy!í!ì˛Ñ˛ Ñ˛ƒyúÑ%˛ˆÏúüò Ñ˛Ó˚y ÎyÎ˚– x«˛Ó˚=!úˆÏÑ˛ Label ~ÓÇ Üy!í!ì˛Ñ˛ ¢ÇÖƒy=!úˆÏÑ˛ Value ÓˆÏú–

MS-Excel Screen ~Ó˚ ¢Ç!«˛Æ !ÓÓÓ˚í

¢Ó ˆ≤Ãy@˘ÃyˆÏõÓ˚£z ¢ÓˆÏâ˛ˆÏÎ˚ v˛z˛ôˆÏÓ˚ ÓyˆÏõ ÌyÑ˛ˆÏÓ File Óy›˛ò ~ÓÇ ~Ó˚ v˛z˛ôˆÏÓ˚ ÌyÑ˛ˆÏÓ Quick Access toolbar, ~äÈyv˛¸y Home, Insert

£zì˛ƒy!î ˆúÖy¢£ ›%˛úÓyˆÏÓ˚ ¢!Iì˛ ú¡∫y ÓyÓ˚!›˛£z £ˆÏFäÈ Ribbon– !Ó˚ÓˆÏòÓ˚ õˆÏïƒ xÓ!fl˛iì˛ Home, Insert, View, Review £zì˛ƒy!î ˆúÖy
x˛ôüò=!ú £ˆÏFäÈ Tab Óy Ribbon Tab ~ÓÇ ≤Ã!ì˛!›˛ ›˛ƒyˆÏÓÓ˚ õˆÏïƒ xÓ!fl˛iì˛ Font, Paragraph £zì˛ƒy!î ˆúÖy x˛ôüò=!ú £ˆÏFäÈ Group

Óy Command Group– ~äÈyv˛¸y ≤Ã!ì˛!›˛ @˘Ã&ˆÏ˛ôÓ˚ v˛yò!îˆÏÑ˛Ó˚ !òˆÏâ˛ xÓ!fl˛iì˛ ˆäÈy›˛ â˛yÓ˚ˆÏÑ˛yíy Óy›˛ò!›˛ £ˆÏFäÈ Dialog Box Launcher–
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Fig 1.5

Title Bar

Excel ScreenÈÙÈ~Ó˚ ¢ÓˆÏâ˛ˆÏÎ˚ v˛z˛ôˆÏÓ˚ õyG˛ÖyˆÏò Book1-Microsoft Excel ˆúÖy ÓyÓ˚!›˛Ó˚ òyõ ›˛y£zˆÏ›˛ú ÓyÓ˚ ~Ó˚ Óyõ!îˆÏÑ˛ 4!›˛ Óy›˛ò
S!v˛ö˛Œ›˛V ¢£ Quick Access ›%˛úÓyÓ˚ xÓ!fl˛iì˛– Microsoft Office ~Ó˚ ¢ÓÜˆÏúy ˆ≤Ãy@˘ÃyˆÏõ ~£z ÓyÓ˚ ÌyˆÏÑ˛– ~ÖyˆÏò ˆ≤Ãy@˘ÃyˆÏõÓ˚ òyõ
~ÓÇ ˆÎ ö˛y£zú!›˛ ˆÖyúy ÌyÑ˛ˆÏú ì˛yÓ˚ òyõ ÌyˆÏÑ˛– ~£z ÓyˆÏÓ˚Ó˚ v˛yò!îˆÏÑ˛ ˛ôÎ≈yÎ˚e´ˆÏõ Minimize Óy›˛òñ Maximize Óy›˛ò, xÌÓy Restore

Óy›˛ò ~ÓÇ Close Óy›˛ò ÌyˆÏÑ˛–

Fig. 1.6

Ñ˛ˆÏr›˛∆yú Óy›˛ò É ~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú v»˛˛ô v˛yv˛zò ˆõò% S!ò¡¨õ%Ö# ˆõò% xyˆÏ¢ ~ÓÇ ~Öy ˆÌˆÏÑ˛ MS-Excel Óı˛ Ñ˛Ó˚y ÎyÎ˚–

Fig. 1.7

!õ!òõy£zã Óy›˛ò É v˛yò!îˆÏÑ˛Ó˚ õy£zòy¢ !â˛£´ Î%_´ Óy›˛ò!›˛Ó˚ òyõ !õ!òõy£zã Óy›˛ò– ~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Excel ˆäÈy›˛ £ˆÏÎ˚
›˛yfl˛ÒÓyˆÏÓ˚ â˛ˆÏú ÎyÎ˚– ›˛yfl˛ÒÓyˆÏÓ˚ xyÓyÓ˚Á !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Excel xyÓyÓ˚ !fl˛;˛ò ã%ˆÏv˛¸ â˛ˆÏú xyˆÏ¢–

Fig. 1.8

õƒy!:õy£zã Óy›˛ò É v˛yò!îˆÏÑ˛Ó˚ !ì˛ò!›˛ Óy›˛ˆÏòÓ˚ õˆÏïƒ õyˆÏG˛Ó˚!›˛ xÌ≈yÍ î%£z!›˛ ÓÜ≈¢¡∫!úì˛ Óy›˛ò!›˛Ó˚ òyõ õƒy!:õy£zã Óy›˛ò– ˆ£z
Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Excel ˛ô%ˆÏÓ˚y !fl˛;˛ò ã%ˆÏv˛¸ ˆîÖy ÎyÎ˚ ~ÓÇ õƒy!:õy£zã Óy›˛ˆÏòÓ˚ ˛ô!Ó˚ÓˆÏì≈˛ ~Ñ˛!›˛ ÓÜ≈¢£ Restore Óy›˛ˆÏò
Ó˚*˛ôyhs˛!Ó˚ì˛ £Î˚– xyÓyÓ˚Á Restore Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Excel !fl˛;˛ò ˛ô)ˆÏÓ≈Ó˚ xyÑ˛yˆÏÓ˚ !ö˛ˆÏÓ˚ xyˆÏ¢–

Close Óy›˛ò É v˛yò!îˆÏÑ˛Ó˚ ¢ÓˆÏâ˛ˆÏÎ˚ ˆüˆÏ°Ï e´¢ ¢y£zò Î%_´ Óy›˛ò!›˛Ó˚ òyõ Close Óy›˛ò– ~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Excel Óı˛
£ÁÎ˚yÓ˚ ãòƒ ≤Ãlfl˛ì˛ £Î˚ ~ÓÇ õƒyˆÏ¢ã xyˆÏ¢– No Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú MS-Excel Óı˛ £Î˚ ~ÓÇ ~ÓÇ Cancel Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Óı˛
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òy £ˆÏÎ˚ xyÓyÓ˚ !fl˛;˛ò !ö˛ˆÏÓ˚ xyˆÏ¢–

Office (2007)/File(2010/2013) Óy›˛ò

Excel !fl˛;˛ˆÏòÓ˚ Óyõ Ñ˛ò≈yˆÏÓ˚ File ˆúÖy ò#ú Ó˚ˆÏàÓ˚ Óy›˛ò!›˛Ó˚ òyõ File Óy›˛ò– ~!›˛ myÓ˚y ö˛y£zú ave, Open, New, Save As, Print,

Close £zì˛ƒy!î Ñ˛yã Ñ˛Ó˚y ÎyÎ˚– ~!›˛ ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ xyõÓ˚y New, Open ~ÓÇ Save x˛ôüˆÏòÓ˚ ÓƒÓ£yÓ˚ !üÖÓ– ¢Ç!Ÿ’‹T xïƒyˆÏÎ˚ xòƒ
x˛ôüò=!ú ¢¡∫ˆÏı˛ !Óhfl˛y!Ó˚ì˛ ãyòÓ–

Fig. 1.9

Ribbon ›˛ƒyÓ ¢õ)£

Quick Access ›%˛úÓyˆÏÓ˚Ó˚ !òˆÏâ˛£z Ó˚ˆÏÎ˚ˆÏäÈ Office-2013/2010/2007 ~Ó˚ ¢ÓˆÏâ˛ˆÏÎ˚ v˛zˆÏÕ‘ÖˆÏÎyÜƒ ~ÓÇ ˛ô!Ó˚Ó!ì≈˛ì˛ xÇü Ribbon

›˛ƒyÓ ¢õ)£– ~!›˛ Office 97-2003 ˆì˛ xÓ!fl˛iì˛ ˆõò% Á ›%˛úÓyÓ˚ˆÏÑ˛ ¢õß∫Î˚ Ñ˛ˆÏÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y £ˆÏÎ˚ˆÏäÈ– Office 2013/2010/2007ÈÙÈ~ Home,

Insert, Page Layout, Formulas, References, Data, Review, View ~ÓÇ Team ›˛ƒyÓ Ó˚ˆÏÎ˚ˆÏäÈ– ~äÈyv˛¸y ¢Ç!Ÿ’‹T !Ó°ÏˆÏÎ˚ xyÓ˚Á òì%˛ò
!Ñ˛ä%È ›˛ƒyÓ ˛ôyÁÎ˚y ÎyˆÏÓ– ≤Ã!ì˛!›˛ ›˛ƒyˆÏÓ Ó˚ˆÏÎ˚ˆÏäÈ ¢Ç!Ÿ’‹T Ñ˛õyu˛@˘Ã&˛ô– ˆÎõò Home ›˛ƒyˆÏÓ Ó˚ˆÏÎ˚ˆÏäÈ Clipboard, Font, Alignment, Editing

Ñ˛õyu˛ @˘Ã&˛ô– ≤Ã!ì˛!›˛ Ñ˛õyu˛ @˘Ã&ˆÏ˛ô Ó˚ˆÏÎ˚ˆÏäÈ ¢Ç!Ÿ’‹T Ñ˛õyu˛– ˆÎõò Font Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ õˆÏïƒ Ó˚ˆÏÎ˚ˆÏäÈ Bold, Italic, Underline,

Strikethrough, Subscript, Superscript, Font Color, Font Size, Increase Font Size Á Decrease Font Size Óy›˛ò– !Ñ˛ä%È !Ñ˛ä%È
Ñ˛õyu˛ @˘Ã&ˆÏ˛ôÓ˚ !òˆÏâ˛ v˛yò!îˆÏÑ˛ ~Ñ˛!›˛ â˛yÓ˚ˆÏÑ˛yíy Ó: Ó˚ˆÏÎ˚ˆÏäÈñ ~!›˛ˆÏì˛ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ¢Ç!Ÿ’‹T v˛yÎ˚yúÜ Ó: ˛ôyÁÎ˚y ÎyˆÏÓ–

Formula ÓyÓ˚

ö˛ˆÏõ≈!›˛Ç ›%˛úÓyˆÏÓ˚Ó˚ ò#ˆÏâ˛ 2!›˛ xÇˆÏü !Ó¶˛_´ ÓyÓ˚!›˛ˆÏÑ˛ ÓˆÏú ö˛õ≈)úy ÓyÓ˚– ö˛õ≈)úy ÓyˆÏÓ˚Ó˚ ≤ÃÌõ xÇˆÏü Ñ˛y¢≈Ó˚ ˆÎ ˆ¢ˆÏú xÓfl˛iò Ñ˛Ó˚ˆÏäÈ
ˆ¢!›˛ ˆúÖy ÌyˆÏÑ˛ xÌ≈yÍ B5, F14 £zì˛ƒy!î ~¶˛yˆÏÓ ˆúÖy ÌyˆÏÑ˛– ~£z xÇˆÏü Cell Address ˆúÖy ÌyÑ˛yÓ˚ Ñ˛yÓ˚ˆÏí ~!›˛ˆÏÑ˛ Name Box

ÓˆÏú– ~£z xÇˆÏü ˆÑ˛yˆÏòy Cell Address !úˆÏÖ SˆÎõò M5, B9 £zì˛ƒy!îV Enter !îˆÏú ˆ¢£z ˆ¢ˆÏú Ñ˛y¢≈Ó˚ â˛ˆÏú ÎyˆÏÓ– Name Box

~Ó˚ ˛ôyˆÏü fx ˆúÖyÓ˚ ˛ôyˆÏü ö§˛yÑ˛y fl˛iyˆÏò ˛ôˆÏÎ˚r›˛yÓ˚ xÓ!fl˛iì˛ ˆ¢ˆÏú ˆÑ˛yˆÏòy ö˛õ≈)ú Óy v˛y›˛y ˆúÖy ÌyÑ˛ˆÏú ˆ¢!›˛ ˆîÖy ÎyˆÏÓ– v˛y›˛y Óy
ö˛õ≈)úy ¢ÇˆÏüyïˆÏòÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏúñ ~£z áˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ñ ¢ÇˆÏüyïò Ñ˛ˆÏÓ˚ Enter !îˆÏì˛ £Î˚–

Fig. 1.10

ˆÎõò v˛z˛ôˆÏÓ˚Ó˚ äÈ!ÓˆÏì˛ D2 ˆ¢ˆÏú ö˛õ≈)úyÓ˚ ¢y£yˆÏÎƒ B1 ~ÓÇ B2 ˆ¢ˆÏúÓ˚ ˆÎyÜö˛ú ˆÓÓ˚ Ñ˛Ó˚y £ˆÏÎ˚ˆÏäÈ ~ÓÇ ˛ôÓ˚Óì≈˛#ˆÏì˛ D2 ˆ¢ˆÏú
Ñ˛y¢≈Ó˚ Ó˚yÖyˆÏì˛ ö˛õ≈)úy ÓyˆÏÓ˚ ö˛õ≈)úy!›˛ ˆîÖy ÎyˆÏFäÈ–
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â˛ú%ò xyÓyÓ˚Á Excel Ö%ˆÏú ~Ñ˛!›˛ ˆäÈy›˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛Ó˚y ÎyÑ˛– ˛ôˆÏÓ˚ xòƒyòƒ Ñ˛õyu˛ ¢¡∫ˆÏı˛ !Óhfl˛y!Ó˚ì˛ ãyòˆÏÓy– ~Ñ˛!›˛ ö§˛yÑ˛y
Screen ¢£ MS-Excel ÷Ó˚& Ñ˛Ó˚&ò ~ÓÇ ò#ˆÏâ˛Ó˚ ì˛Ìƒ=ˆÏúy ˝Ó˝ ›˛y£z˛ô Ñ˛Ó˚&ò–

1. Ñ˛y¢≈Ó˚ Óì≈˛õyˆÏò A1 ˆ¢ˆÏú xÓfl˛iyò Ñ˛Ó˚ˆÏäÈ– Ñ˛#ˆÏÓyv≈˛ ˆÌˆÏÑ˛ Sl. No. ›˛y£z˛ô Ñ˛ˆÏÓ˚ Enter ˆ≤Ã¢ Ñ˛Ó˚&ò–

2. A1 Cell ~ Sl. No. ˆúÖy £ˆÏÓ ~ÓÇ ˛ôˆÏÎ˚r›˛yÓ˚ Sâ˛yÓ˚ˆÏÑ˛yíy Óv≈˛yÓ˚¢£ ~Ñ˛!›˛ ~!Ó˚Î˚yñ ~!›˛£z ˛ôˆÏÎ˚r›˛yÓ˚ Óy Excel ~Ó˚ Ñ˛y¢≈Ó˚V
ò#ˆÏâ˛Ó˚ Row ˆÏì˛ xÌ≈yÍ A2 ˆ¢ú ~ xÓfl˛iyò Ñ˛Ó˚ˆÏÓ–

3. 1 !úˆÏÖ xyÓyÓ˚Á Enter !îò– 1 ˆúÖy £ˆÏÓ ~ÓÇ ˛ôˆÏÎ˚r›˛yÓ˚ ˛ôÓ˚Óì≈˛# ò#ˆÏâ˛Ó˚ ¢y!Ó˚ˆÏì˛ A3 ˆ¢ú ~ xÓfl˛iyò Ñ˛Ó˚ˆÏÓ– xyÓyÓ˚Á
2 !úˆÏÖ Enter !îò ~ÓÇ 3 !úˆÏÖ Enter !îò–

4. B1 ˆ¢ú SxÌ≈yÍ Column ò¡∫Ó˚ B ~ÓÇ Row ò¡∫Ó˚ 1V ~ ˛ôˆÏÎ˚r›˛yÓ˚ fl˛iy˛ôò Ñ˛Ó˚&ò ~ÓÇ Name !úˆÏÖ Enter !îò– ~Ñ˛£z¶˛yˆÏÓ
B2 ˆ¢úÈÙÈ~ RKM, B3 ˆ¢úÈÙÈ~ RAM ~ÓÇ B4 ˆ¢úÈÙÈ~ RAMU ›˛y£z˛ô Ñ˛ˆÏÓ˚ Enter ˆ≤Ã¢ Ñ˛Ó˚&ò–

ú«˛ƒ Ñ˛Ó˚&ò Name ˆúÖy=!ú ˆ¢ˆÏúÓ˚ Óyõ!îÑ˛ ˆá§ˆÏ°Ï (Left Alignment) ÓˆÏ¢ˆÏäÈ ~ÓÇ 1, 2, 3 £zì˛ƒy!î ¢ÇÖƒy=ˆÏúy v˛yò!îÑ˛ ˆá§ˆÏ°Ï
(Right Alignment) ÓˆÏ¢ˆÏäÈ– Excel ~ î%£z ïÓ˚ˆÏòÓ˚ v˛y›˛y ÌyˆÏÑ˛ É 1. Label-~Ó˚ xÌ≈ x«˛Ó˚ Óy ˆÑ˛yˆÏòy òyõ ~ÓÇ 2. Value ~Ó˚ xÌ≈
£ˆÏúy Üy!í!ì˛Ñ˛ ¢ÇÖƒy xÌ≈yÍ ÎyÓ˚ ˆÎyÜñ !ÓˆÏÎ˚yÜñ =íñ ¶˛yÜ £zì˛ƒy!î Üy!í!ì˛Ñ˛ Ñ˛ƒyúÑ%˛ˆÏúüò Ñ˛Ó˚y ÎyÎ˚–

5. ò#ˆÏâ˛Ó˚ ì˛Ìƒ=ˆÏúy ˝Ó˝ ›˛y£z˛ô Ñ˛Ó˚&ò–

Fig. 1.11

v˛zˆÏÕ‘Öƒ v˛z˛ôˆÏÓ˚y_´ v˛y›˛yˆÏÓã!›˛ ˝Ó˝ ›˛y£z˛ô Ñ˛Ó˚yÓ˚ xò%ˆÏÓ˚yï Ó˚£zú– ˛ôÓ˚Óì≈˛#ˆÏì˛ ~£z v˛y›˛yˆÏÓã!›˛ !òˆÏÎ˚ xyõÓ˚y !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚
xƒòyúy£z!¢¢ ~Ó˚ Ñ˛yã Ñ˛Ó˚ˆÏÓy– ˆüˆÏ°Ï ö˛y£zú!›˛ DATA òyˆÏõ ˆ¢¶˛ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– !òˆÏâ˛ Save Ñ˛Ó˚yÓ˚ ≤Ã!e´Î˚y Óí≈òy Ñ˛Ó˚y £ˆÏúy–

ö˛y£zú Save Ñ˛Ó˚y

xyõyˆÏîÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y ö˛y£zˆÏú / ÁÎ˚yÑ≈˛!üˆÏ›˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ v˛y›˛y / @˘Ãyö˛ / äÈ!Ó £zì˛ƒy!î ¢ÇˆÏÎyãˆÏòÓ˚ ˛ôÓ˚ ö˛y£zú!›˛ˆÏÑ˛ ˆ¢¶˛ (Save)

Ñ˛Ó˚yÓ˚ îÓ˚Ñ˛yÓ˚ £Î˚– ≤Ã!ì˛!›˛ Worksheet ~Ó˚ ò#ˆÏâ˛Ó˚ !îˆÏÑ˛ Sheet1, Sheet2, Sheet3 òyˆÏõ !ì˛ò!›˛ ü#›˛/˛ôyì˛y ÌyˆÏÑ˛– ~äÈyv˛¸y ≤ÃˆÏÎ˚yãòõˆÏì˛y
xyõÓ˚y xyÓ˚Á Sheet/˛ôyì˛y ¢ÇÎ%_´ Ñ˛Ó˚ˆÏì˛ ˛ôy!Ó˚– ö˛y£zú!›˛ ˆäÈy›˛ £ˆÏì˛ ˛ôyˆÏÓ˚ xyÓyÓ˚ ≤Ãâ%˛Ó˚ v˛y›˛y¢£ !Óüyú Óv˛¸ ö˛y£zú £ˆÏì˛ ˛ôyˆÏÓ˚–
¢%ì˛Ó˚yÇ Óv˛¸ ö˛y£zˆÏúÓ˚ ˆ«˛ˆÏe ~Ñ˛£z¢yˆÏÌ Óy ~Ñ˛£z !îˆÏò ¢¡ô)í≈ Ñ˛yã ˆü°Ï Ñ˛Ó˚y ¢Ω˛Ó òÎ˚– ˆ¢ˆÏ«˛ˆÏe ≤Ã!ì˛!îò ~Ñ˛›%˛ ~Ñ˛›%˛ Ñ˛ˆÏÓ˚ ö˛y£zú!›˛
˜ì˛Ó˚# Ñ˛Ó˚ˆÏì˛ £Î˚– ≤ÃÌõ xÇü›%˛Ñ%˛ ˆúÖyÓ˚ ˛ôÓ˚ ö˛y£zú!›˛ Save Ñ˛ˆÏÓ˚ Ó˚yÖy £Î˚– ˛ôÓ˚Óì≈˛# ¢õˆÏÎ˚ xyˆÏÜÓ˚ Save Ñ˛ˆÏÓ˚ Ó˚yÖy ö˛y£zú!›˛ Ö%ˆÏú
˛ôÓ˚Óì≈˛# xÇü !úÖˆÏì˛ £Î˚ ~ÓÇ Ñ˛yã ˆüˆÏ°Ï xyÓyÓ˚Á Save Ñ˛ˆÏÓ˚ Ó˚yÖy £Î˚– ~£zõye ˆÎ v˛y›˛yˆÏÓã!›˛ ˜ì˛Ó˚# Ñ˛Ó˚y £ˆÏúy ~Öò xyõÓ˚y
ˆ¢!›˛ˆÏÑ˛ ˆ¢¶˛ Ñ˛Ó˚ˆÏÓy–

1. (Excel 2007) õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ myÓ˚y Office Óy›˛ˆÏòÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– New, Open..., Close, Save... £zì˛ƒy!î ˆúÖy ¢£
~Ñ˛!›˛ v»˛˛ô v˛yv˛zò xy¢ˆÏÓ–
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 Fig. 1.12

ö§˛yÑ˛y Column ˆÑ˛ Insert Ñ˛Ó˚y

1. C Ñ˛úyˆÏõÓ˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ú !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Home !Ó˚Óò ˆÌˆÏÑ˛ Insert>Insert Sheet Columns Ñ˛õyu˛ !îò– (Alt+I,C) òì%˛ò ~Ñ˛!›˛ ö§˛yÑ˛y Ñ˛úyõ ˜ì˛Ó˚# £ˆÏÓ ~ÓÇ xòƒ
Ñ˛úyˆÏõÓ˚ v˛y›˛y=!ú ~Ñ˛ Ñ˛úyõ Ñ˛ˆÏÓ˚ v˛yˆÏò ¢ˆÏÓ˚ ÎyˆÏÓ–

       Fig.1.13È

~Ñ˛y!ïÑ˛ Ñ˛úyõ Óy Ñ˛úyˆÏõÓ˚ ˆ¢ú !¢ˆÏúQ ÌyÑ˛ˆÏú ~Ñ˛y!ïÑ˛ òì%˛ò Ñ˛úyõ ˜ì˛Ó˚# £ˆÏì˛y– ~ÓÇ v˛y›˛y=!ú ˆ¢£z ¢ÇÖƒÑ˛ Ñ˛úyõ v˛yˆÏò
¢ˆÏÓ˚ ˆÎì˛–

ö§˛yÑ˛y Column ˆÑ˛ Delete Ñ˛Ó˚y

1. C Ñ˛úyˆÏõÓ˚ ˆÎ ˆÑ˛yˆÏòy Cell ~ Ñ˛y¢≈Ó˚ S˛ôˆÏÎ˚r›˛yÓ˚V Ó˚yÖ%ò Óy ¢¡ô)í≈ C Ñ˛úyõ !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Home !Ó˚Óò ˆÌˆÏÑ˛ Delete>Delete Sheet Columns Ñ˛õyu˛ !îò–

       Fig.1.14È

ö§˛yÑ˛y Ñ˛úyõ!›˛ õ%ˆÏäÈ ÎyˆÏÓ ~ÓÇ ¢õhfl˛ v˛y›˛y ~Ñ˛ Ñ˛úyõ ÓyˆÏõ ¢ˆÏÓ˚ ÎyˆÏÓ–

ö§˛yÑ˛y Row ˆÑ˛ Insert Ñ˛Ó˚y

1. C5 ˆ¢ˆÏú Ñ˛y¢≈Ó˚ S˛ôˆÏÎ˚r›˛yÓ˚V Ó˚yÖ%ò Óy ¢¡ô)í≈ 5 ò¡∫Ó˚ ¢y!Ó˚ (Row) !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Home !Ó˚Óò ˆÌˆÏÑ˛ Insert>Insert Sheet Rows Ñ˛õyu˛ !îò– òì%˛ò ~Ñ˛!›˛ ö§˛yÑ˛y ¢y!Ó˚ xy¢ˆÏÓ ~ÓÇ v˛y›˛y=!ú ~Ñ˛¢y!ò !òˆÏâ˛
ˆòˆÏõ ÎyˆÏÓ–

      Fig.1.15
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È~Ñ˛y!ïÑ˛ ¢y!Ó˚ Óy ¢y!Ó˚Ó˚ ˆ¢ú !¢ˆÏúQ ÌyÑ˛ˆÏú ~Ñ˛y!ïÑ˛ òì%˛ò ¢y!Ó˚ ˛ôyÁÎ˚y ˆÎì˛ ~ÓÇ ˆ¢£z xò%¢yˆÏÓ˚ v˛y›˛y ¢ˆÏÓ˚ ˆÎì˛–

ö§˛yÑ˛y Row ˆÏÑ˛ Delete Ñ˛Ó˚y

1. 5 ò¡∫Ó˚ ¢y!Ó˚Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ú ~ Ñ˛y¢≈Ó˚ Ó˚yÖ%ò Óy ¢¡ô)í≈ 5 ò¡∫Ó˚ ¢y!Ó˚ !¢ˆÏúQ Ñ˛Ó˚&ò– Home !Ó˚Óò ˆÌˆÏÑ˛ Delete>Delete

Sheet Rows Ñ˛õyu˛ !îò–

      Fig.1.16

2. ö§˛yÑ˛y ¢y!Ó˚!›˛ õ%ˆÏäÈ ÎyˆÏÓ ~ÓÇ v˛y›˛y v˛z˛ôˆÏÓ˚ v˛zˆÏ‡˛ xy¢ˆÏÓ– v˛zˆÏÕ‘Öƒ ¢õhfl˛ Ñ˛úyõ Óy ¢y!Ó˚ !¢ˆÏúQ Ñ˛ˆÏÓ˚ Ñ˛#ˆÏÓyv≈˛ ˆÌˆÏÑ˛ DeleteÈÙÈÑ˛#
ˆ≤Ã¢ Ñ˛Ó˚ˆÏú v˛y›˛y õ%ˆÏäÈ ÎyˆÏÓ !Ñ˛ls˛ v˛y›˛y fl˛iyòyhs˛!Ó˚ì˛ £ˆÏÓ òy–

òì%˛ò Sheet ˆÏÑ˛ Insert Ñ˛Ó˚y

Î!îÁ ExcelÈÙÈ~Ó˚ ≤Ã!ì˛ WorkbookÈÙÈ~ 256›˛y Sheet ÌyˆÏÑ˛ !Ñ˛ls˛ WorkbookÈÙÈ~Ó˚ ò#ˆÏâ˛Ó˚ !îˆÏÑ˛ Sheet1 ˆÌˆÏÑ˛ Sheet16 ˛ôÎ≈hs˛
xy¢ˆÏì˛ ˛ôyˆÏÓ˚– ¢yïyÓ˚íì˛ Sheet1, Sheet2 Á Sheet3 ÌyˆÏÑ˛– ~ xÓfl˛iyÎ˚ òì%˛ò Worksheet îÓ˚Ñ˛yÓ˚ £ˆÏú xyòy ÎyˆÏÓ–

1. ö˛y£zˆÏúÓ˚ !òˆÏâ˛Ó˚ !îÑ˛ ˆÌˆÏÑ˛ Sheet3 ˆì˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Home !Ó˚Óò ˆÌˆÏÑ˛ Insert>Insert Sheet (Worksheet) Ñ˛õyu˛ !îò– ú«˛ƒ Ñ˛Ó˚&òñ Sheet4 òyˆÏõ òì%˛ò ~Ñ˛!›˛ Sheet ˛ôyÁÎ˚y
ÎyˆÏÓ–

Fig.1.17È

Sheet ˆÏÑ˛ Delete Ñ˛Ó˚y

Work Ó%Ñ˛ ˆÌˆÏÑ˛ ~Ñ˛ Óy ~Ñ˛y!ïÑ˛ Sheet õ%ˆÏäÈ ˆîÁÎ˚y ÎyˆÏÓ– ~Ñ˛y!ïÑ˛ Sheet !¢ˆÏúQ Ñ˛Ó˚ˆÏì˛ £ˆÏú Ñ˛#ÈÙÈˆÓyv≈˛ ˆÌˆÏÑ˛ CtrlÈÙÈÑ˛# ˆ≤Ã¢
Ñ˛Ó˚y xÓfl˛iyÎ˚ ≤Ã!ì˛ Sheet ~Ó˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

1. Sheet4 !¢ˆÏúQ Ñ˛ˆÏÓ˚ Home !Ó˚Óò ˆÌˆÏÑ˛ Delete>Delete Sheet Ñ˛õyu˛ !îò–

v˛zˆÏÕ‘Öƒñ Sheet!›˛ v˛y›˛y¢£ õ%ˆÏäÈ ÎyˆÏÓ ~ÓÇ Sheet fl˛iyÎ˚#¶˛yˆÏÓ õ%ˆÏäÈ ÎyÎ˚– Undo Ñ˛ˆÏÓ˚ ˆõyäÈy Sheet ˆÑ˛ !ö˛!Ó˚ˆÏÎ˚ xyòy ÎyÎ˚ òy– ì˛ˆÏÓ
ö˛y£zú!›˛ Save òy Ñ˛ˆÏÓ˚ Close Ñ˛ˆÏÓ˚ñ xyÓyÓ˚ Open Ñ˛Ó˚ˆÏú ˛ô)Ó≈yÓfl˛iyÎ˚ ˛ôyÁÎ˚y ÎyˆÏÓ– Sheet ¢Çe´yhs˛ xyÓ˚Á !Óhfl˛y!Ó˚ì˛ !Ó°ÏÎ˚ ˛ôˆÏÓ˚
xyˆÏúyâ˛òy Ñ˛Ó˚y £ˆÏÓ–

Sheet ~Ó˚ òyõ ˆîÁÎ˚y

xy˛ô!ò â˛y£zˆÏú xy˛ôòyÓ˚ Ñ˛yˆÏãÓ˚ ¢%!ÓïyˆÏÌ≈ Sheet ~Ó˚ òyõ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚ˆÏì˛ ˛ôyˆÏÓ˚ò–

1. ˆÎ Sheet ~Ó˚ ãyÎ˚Üy ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚ˆÏì˛ â˛yò ˆ¢£z Sheet ~Ó˚ òyˆÏõÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Ñ˛y!Cì˛ fl˛iyˆÏò v»˛yÜ Ñ˛ˆÏÓ˚ !òˆÏÎ˚ xy¢%ò–

2. xyõÓ˚y Worksheet òyˆÏõÓ˚ Sheet!›˛Ó˚ ãyÎ˚Üy ˛ô!Ó˚Óì≈˛ò Ñ˛ˆÏÓ˚ ˆüˆÏ°Ï !òˆÏÎ˚ ~ˆÏ¢!äÈ–
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Fig.1.18È

Row Height ˛ô!Ó˚Óì≈˛ò

≤ÃˆÏÎ˚yãˆÏò Row S¢y!Ó˚Ó˚V v˛zFâ˛ì˛y Ñ˛õ/ˆÓü# Ñ˛Ó˚y ÎyˆÏÓ–

1. ˆÎ ˆÑ˛yˆÏòy RowÈÙÈˆÏì˛ ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ Home ›˛ƒyˆÏÓÓ˚ v˛yò!îÑ˛ ˆÌˆÏÑ˛ Format>Row Height Ñ˛õyu˛ !îò–

2. Row Height v˛yÎ˚yúÜ Ó: xy¢ˆÏú Height = 20 !úˆÏÖ OK Ñ˛Ó˚&ò– Sfl˛∫y¶˛y!ÓÑ˛ Height = 12.75) Height ˛ô!Ó˚Ó!ì≈˛ì˛ £ˆÏÓ–

~Ñ˛y!ïÑ˛ Row ~Ó˚ ˆ«˛ˆÏe Row =!úˆÏÑ˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ !òˆÏì˛ £ˆÏÓ– xÌÓyñ Row Title ˆ£v˛yˆÏÓ˚Ó˚ v˛z˛ôÓ˚ î%£z!›˛ Row ~Ó˚ õyˆÏG˛ Ñ˛y¢≈Ó˚
!òò ˆÎõò 8 Á 9ÈÙÈ~Ó˚ õyˆÏG˛– |ïπ≈ Á !ò¡¨õ%Ö# !ì˛Ó˚¢£ ≤’y¢ ¢y£zò xy¢ˆÏÓ–

v˛z˛ôÓ˚/ò#ˆÏâ˛ v»˛yÜ Ñ˛ˆÏÓ˚ v˛zFâ˛ì˛y Ñ˛õ/ˆÓü# Ñ˛Ó˚&ò–

Column Width ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y

≤ÃˆÏÎ˚yãˆÏò Column ~Ó˚ Width S≤Ãühfl˛ì˛yV Ñ˛õ/ˆÓü# Ñ˛Ó˚y ÎyˆÏÓ–

3. ˆÎ ˆÑ˛yˆÏòy Ñ˛úyˆÏõ ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ Home ›˛ƒyˆÏÓÓ˚ v˛yò!îÑ˛ ˆÌˆÏÑ˛ Format>Column Width Ñ˛õyu˛ !îò– Column Width

v˛yÎ˚yúÜ Ó: xy¢ˆÏú òì%˛ò Width !úˆÏÖ OK Ñ˛Ó˚&ò–

Sfl˛∫y¶˛y!ÓÑ˛ Width=10.86V Width ˛ô!Ó˚Ó!ì≈˛ì˛ £ˆÏÓ– ~Ñ˛y!ïÑ˛ Column ~Ó˚ ˆ«˛ˆÏe Column=!úˆÏÑ˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ !òˆÏì˛ £ˆÏÓ–
xÌÓyñ Column Title ˆ£v˛yˆÏÓ˚Ó˚ v˛z˛ôÓ˚ î%£z!›˛ Column ~Ó˚ õyˆÏG˛ Ñ˛y¢≈Ó˚ !òò ˆÎõò E Á FÈÙÈ~Ó˚ õyˆÏG˛– v˛yò Á !mõ%Ö# !ì˛Ó˚¢£ ≤’y¢ ¢y£zò
xy¢ˆÏÓ–

v˛yˆÏò Óy ÓyˆÏõ v»˛yÜ Ñ˛ˆÏÓ˚ ≤Ãühfl˛ì˛y Ñ˛õ/ˆÓü# Ñ˛Ó˚&ò–

Data FillÈÙÈ~Ó˚ ˛ôyüy˛ôy!ü ˆ¢ˆÏú (Continious) ~Ñ˛£z ãyì˛#Î˚ v˛y›˛y ˆÎõòÈÙÙÙÈ e´!õÑ˛ ¢ÇÖƒyñ õyˆÏ¢Ó˚ òyõ xÌÓy !îˆÏòÓ˚ òyõ £zì˛ƒy!î
ˆúÖyÓ˚ ≤ÃˆÏÎ˚yãò £Î˚– ~ xÓfl˛iyÎ˚ 1ñ 2ñ 3 ~¶˛yˆÏÓ !úÖˆÏì˛ xˆÏòÑ˛ ¢õˆÏÎ˚Ó˚ Óƒy˛ôyÓ˚– !Ñ˛ls˛ xy˛ô!ò Î!î Data Fill ~Ó˚ !òÎ˚õ ãyˆÏòò
ì˛ˆÏÓ Óƒy˛ôyÓ˚!›˛ ˛ôy!òÓ˚ õˆÏì˛y ¢£ã– õˆÏò Ó˚yÖˆÏÓò Data Fill myÓ˚y Row Óy Column ~Ó˚ ˆÎ ˆÑ˛yˆÏòy!›˛ˆÏÑ˛£z Fill Ñ˛Ó˚y ÎyÎ˚–

ïÓ˚&ò xy˛ôòyÓ˚ ≤ÃˆÏÎ˚yãò e´!õÑ˛ 1 ˆÌˆÏÑ˛ 100 xÌÓy õyˆÏ¢Ó˚ òyõ January ˆÌˆÏÑ˛ December Óy !îˆÏòÓ˚ òyõ Sunday ˆÌˆÏÑ˛
Saturday £zì˛ƒy!î– ˆ¢ˆÏ«˛ˆÏe !òˆÏâ˛Ó˚ Ñ˛õyu˛=ˆÏúy ≤ÃˆÏÎ˚yÜ Ñ˛Ó˚&ò–
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Chart Óy @˘Ãyö˛ ˜ì˛Ó˚# Ñ˛Ó˚y

ˆÑ˛yˆÏòy !Ó˚ˆÏ˛ôyˆÏ›≈˛Ó˚ v˛y›˛y ≤Ãîü≈ˆÏòÓ˚ ãòƒ ¢ÓˆÏâ˛ˆÏÎ˚ ¢£ã v˛z˛ôyÎ˚ £ˆÏúy Graph Óy Chart– ExcelÈÙÈ~ !Ó!¶˛ß¨¶˛yˆÏÓ Chart ~Ó˚ õyïƒˆÏõ
v˛y›˛yˆÏÑ˛ ì%˛ˆÏú ïÓ˚y ÎyÎ˚ ~ÓÇ Chart ˆÑ˛ !Ó!¶˛ß¨ fi›˛y£zˆÏú ¢yãyˆÏòy ÎyÎ˚– ExcelÈÙÈ~Ó˚ Chart Wizard ˆÌˆÏÑ˛ xy˛ôòyÓ˚ £zFäÈyõˆÏì˛y Chart

˛ôäÈ® Ñ˛ˆÏÓ˚ v˛z˛ôfl˛i˛y˛ôò Ñ˛Ó˚ˆÏì˛ ˛ôyÓ˚ˆÏÓò– Excel-2013/2010/2007 ˆì˛ Standard Chart ~Ó˚ õˆÏïƒ ˆõy›˛ 15 ïÓ˚ˆÏòÓ˚ @˘Ã&˛ô â˛y›≈˛ ~ÓÇ
Custom Chart ~Ó˚ õˆÏïƒ ˆõy›˛ 20 ïÓ˚ˆÏòÓ˚ @˘Ã&˛ô â˛y›≈˛ xyˆÏäÈ– ≤Ã!ì˛!›˛ @˘Ã&ˆÏ˛ô xyÓyÓ˚ ~Ñ˛y!ïÑ˛ ïÓ˚ˆÏòÓ˚ â˛y›≈˛ xyˆÏäÈ–

Chart õ)úì˛É ExcelÈÙÈ~Ó˚ xÇü £ÁÎ˚y ¢ˆÏ_¥Á Microsoft OfficeÈÙÈ~Ó˚ xòƒyòƒ ¢ö‰˛›˛ÁÎ˚ƒyÓ˚ñ ˆÎõòÈÙÈ Word, Access, Powerpoint

£zì˛ƒy!îˆÏì˛Á Chart Óy @˘Ãyö˛ ¢ÇˆÏÎyãò Ñ˛Ó˚y ÎyÎ˚– ˆÎõòÈÙÙÙÈ Microsoft Clipart GalaryÈÙÈÓ˚ äÈ!Ó OfficeÈÙÈ~Ó˚ ¢Ó ˆ≤Ãy@˘ÃyˆÏõ ÓƒÓ£yÓ˚ Ñ˛Ó˚y
ÎyÎ˚– â˛y›≈˛ Óy @˘ÃyˆÏö˛Ó˚ !Ó!¶˛ß¨ xÇˆÏüÓ˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Editor xyˆÏ¢ ~Öyò ˆÌˆÏÑ˛ â˛yˆÏ›≈˛Ó˚ Ñ˛yúyÓ˚ñ ˛ôƒy›˛yò≈ñ ïÓ˚í¢£ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚
!v˛ãy£zò ~!v˛›˛ Ñ˛Ó˚y ÎyÎ˚– ~äÈyv˛¸yÁ OfficeÈÙÈ~ â˛y›≈˛ xyòy õye£z ~Ñ˛!›˛ fl˛∫ì˛s˛f ›%˛úÓyÓ˚ ˆ¶˛ˆÏ¢ ÁˆÏ‡˛– ˆ¢Öyò ˆÌˆÏÑ˛Á â˛y›≈˛ˆÏÑ˛ ~!v˛›˛ Ñ˛Ó˚y
ÎyÎ˚–

â˛y›≈˛ ~!v˛›˛ Ñ˛Ó˚y

xyˆÏÜ£z ÓˆÏú!äÈ â˛y›≈˛ ˜ì˛Ó˚#Ó˚ ˛ôÓ˚ ˆ¢!›˛ˆÏÑ˛ !Ó!¶˛ß¨¶˛yˆÏÓ ~!v˛›˛ Ñ˛Ó˚y ¢Ω˛Ó– ~Öò xyÓ˚ â˛y›≈˛!›˛ ~!v˛›˛ Ñ˛ˆÏÓ˚ £yˆÏì˛ Ñ˛úyˆÏõ â˛y›≈˛ ˛ô!Ó˚Óì≈˛ò
Ñ˛Ó˚y !üÖÓ– â˛y›≈˛!›˛ˆÏì˛ Legend off/on, Title, Data Labels, Data Table, Gridline, Wall ~Ó˚ ˛ô!Ó˚Óì≈˛òñ Area!›˛ˆÏÑ˛ Ñ˛yúyÓ˚ !îˆÏÎ˚ Fill

£zì˛ƒy!î Ñ˛Ó˚Ó– ò#ˆÏâ˛Ó˚ Step=ˆÏúy ~ˆÏÑ˛ ~ˆÏÑ˛ xò%¢Ó˚í Ñ˛Ó˚&ò–

1. â˛y›≈˛!›˛ !¢ˆÏúQ òy ÌyÑ˛ˆÏú !Ó˚ÓòÓyˆÏÓ˚Ó˚ ˆÑ˛yˆÏòy Chart ›˛ƒyÓ ÌyÑ˛ˆÏÓ òy– â˛y›≈˛!›˛ !¢ˆÏúQ òy ÌyÑ˛ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Chart!›˛ !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ òì%˛ò ˜ì˛!Ó˚ £ÁÎ˚y Design òyõÑ˛ ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Óyõ!îÑ˛ ˆÌˆÏÑ˛ ≤ÃÌõ x˛ôüò Change

Chart Type ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ â˛y›≈˛ x˛ôüò¢£ v˛yÎ˚yúÜ Ó: ˛ôyˆÏÓò–

3. Chart Type ˆˆÏÑ˛ 2Î˚ ¢y!Ó˚Ó˚ Súy£zˆÏòÓ˚V 4Ì≈ xy£zˆÏ›˛õ 3-D Cylinder !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig.2.3

4. OK Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xy˛ôòyÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y â˛y›≈˛!›˛ ˛ô!Ó˚Ó!ì≈˛ì˛ £ˆÏÎ˚ 3-D Cylinder ¢£ ˆîÖy ÎyˆÏÓ–

Chapter - 2Chapter - 2Chapter - 2Chapter - 2Chapter - 2
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Fig.2.4

5. ~Öò â˛y›≈˛!›˛ˆÏì˛ ˛ô)í≈ì˛y xyòyÓ˚ ãòƒ !Ó!¶˛ß¨ x˛ôüˆÏò ˆÎõò Title, Legend, Data labels, Data Table, Gridlines £zì˛ƒy!î
¢ÇÎ%_´ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

â˛yˆÏ›≈˛ Title ¢ÇˆÏÎyÜ

6. ~Öò â˛yˆÏ›≈˛ Horizontal Á Vertical ›˛y£zˆÏ›˛ú ¢ÇˆÏÎyÜ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– â˛y›≈˛!›˛ ~Ñ˛!›˛ ˆÑ˛y¡ôy!òÓ˚ Sales Report ~Ó˚ v˛z˛ôÓ˚ ˜ì˛Ó˚#ñ
¢%ì˛Ó˚yÇ õ)ú ›˛y£zˆÏ›˛ú £ˆÏÓ Sales Report ~ÓÇ Primary Horizontal Axis Title ˛ô!ãüˆÏò õyˆÏ¢Ó˚ òyõ ˆîÖyˆÏFäÈñ ~ãòƒ Monthly

›˛y£zˆÏ›˛ú ˆîÓñ Primary Vertical Axis Title xy£zˆÏ›˛ˆÏõÓ˚ ˛ô!Ó˚õyí ˆîÖyˆÏFäÈñ ~ãòƒ Number ›˛y£zˆÏ›˛ú !îÓ–

7. Chart!›˛ !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ òì%˛ò ˜ì˛!Ó˚ £ÁÎ˚y Layout òyõÑ˛ ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Chart Title Ñ˛õyˆÏu˛ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Chart

Title ~Ó˚ v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ 2òÇ x˛ôüò Centered Overlay Title !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig.2.5

â˛yˆÏ›≈˛Ó˚ v˛z˛ôˆÏÓ˚ õyG˛yõy!G˛ fl˛iyˆÏò Chart title ˆúÖy xy¢ˆÏÓ– ~£z xÇˆÏü xy˛ô!ò xy˛ôòyÓ˚ â˛yˆÏ›≈˛Ó˚ ›˛y£zˆÏ›˛ú ¢ÇÎ%_´ Ñ˛Ó˚ˆÏì˛ ˛ôyˆÏÓ˚ò–

Gridline ¢ÇˆÏÎyÜ

20. ~Öò Chart ~ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ !@˘Ãv˛ úy£zò xÌ≈yÍ Horizontal ~ÓÇ Vertical úy£zˆÏòÓ˚ ¢ÇˆÏÎyˆÏÜ ˜ì˛Ó˚# Ñ˛Ó˚y ˆäÈy›˛ ˆäÈy›˛ áÓ˚
¢ÇˆÏÎyÜ Ñ˛Ó˚Ó– ~£z !@˘Ãv˛ úy£zò ÌyÑ˛ˆÏú Value Óy õyò Ó%G˛ˆÏì˛ ¢%!Óïy £Î˚– â˛yˆÏ›≈˛Ó˚ !Ó!¶˛ß¨ Axis ~ Major ~ÓÇ Minor òyˆÏõ î%£z ïÓ˚ˆÏòÓ˚
x˛ôüò ÌyˆÏÑ˛– Major !@˘Ãv˛ !Ñ˛ä%È›˛y ö§˛yÑ˛y ö§˛yÑ˛y ~ÓÇ Minor !@˘Ãv˛ xˆÏ˛ô«˛yÑ,˛ì˛ áò £ˆÏÓ–

21. Chart!›˛ !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ òì%˛ò ˜ì˛!Ó˚ £ÁÎ˚y Laout òyõÑ˛ ›˛ƒyÓ £ˆÏì˛ Gridlines ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

22. Primary Horizontal Axis ~ÓÇ Primary Vertical Axis òyˆÏõ î%£z!›˛ Gridlines x˛ôüò xy¢ˆÏÓ– î%ˆÏ›˛y x˛ôüò £ˆÏì˛£z Major

Gridlines !¢ˆÏúQ Ñ˛Ó˚&ò–
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Fig.2.6

â˛yˆÏ›≈˛ xyÓ˚Á x!ïÑ˛ Horizontal Á Vertical úy£zò ˛ôyÁÎ˚y ÎyˆÏÓ–

Legend ¢ÇˆÏÎyÜ

23. !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ v˛y›˛y ˆõÑ˛y¢≈ Sxy£zˆÏ›˛ˆÏõÓ˚ òyˆÏõÓ˚ ÓyÓ˚V !Ó!¶˛ß¨ Ó˚à Óy òÑ˛üyÎ˚ £ˆÏÎ˚ ÌyˆÏÑ˛– ˆÑ˛yò!›˛ !îˆÏÎ˚ !Ñ˛ ˆÓyG˛yˆÏòy £Î˚
ì˛y ¢£ã ˆÓyG˛yÓ˚ ãòƒ Legend ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚–

24. Chart!›˛ !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ òì%˛ò ˜ì˛!Ó˚ £ÁÎ˚y Layout òyõÑ˛ ›˛ƒyÓ £ˆÏì˛ Legend ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Fig 2.7

Fig 2.8

Fig.2.9

25. Legend x˛ôüˆÏòÓ˚ v»˛˛ô v˛yv˛zˆÏò at Right, at Top, at Left, at Bottom, Overlay at Right, Overlay at Left !Ó!¶˛ß¨
x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˛ô!Ó˚Óì≈˛ò ˆîÖ%ò ˆüˆÏ°Ï at Left !¢ˆÏúQ Ñ˛Ó˚&ò–

Formatting

ˆ›˛:›˛ Óy v˛y›˛y ~!r›˛∆ Ñ˛Ó˚yÓ˚ ˛ôÓ˚ v˛y›˛yÓ˚ FontÈÙÈ~Ó˚ ïÓ˚ò ˛ô!Ó˚Óì≈˛òñ ¢y£zã ˛ô!Ó˚Óì≈˛òñ Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛òñ ≤ÃˆÏÎ˚yãˆÏò xyu˛yÓ˚ úy£zò
ˆîÁÎ˚y Óy Üyë˛¸ Ñ˛Ó˚yñ Óv˛¸ £yˆÏì˛Ó˚ ˆúÖy ˆäÈyˆÏ›˛y £yì˛Ó˚ Ñ˛Ó˚yñ îü!õÑ˛ !â˛£´ñ Ñ˛yˆÏÓ˚!™ !â˛£´ñ ˛ôyÓ˚ˆÏ¢r›˛ !â˛£´ñ Óv≈˛yÓ˚ ˆîÁÎ˚y £zì˛ƒy!î òyòy
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≤ÃˆÏÎ˚yãò £ˆÏì˛ ˛ôyˆÏÓ˚– xyõÓ˚y ~Ñ˛!›˛ v˛y›˛yˆÏÓã ˜ì˛!Ó˚ Ñ˛ˆÏÓ˚ ˛ôˆÏÓ˚ ~!›˛Ó˚ Format ˜ì˛!Ó˚ Ñ˛Ó˚Ó– ˝Ó˝ ò#ˆÏâ˛Ó˚ õˆÏì˛y ~Ñ˛!›˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚#
Ñ˛Ó˚&ò ~ÓÇ Format1 òyˆÏõ ˆ¢¶˛ Ñ˛Ó˚&ò–

Fig.2.10

Number Format

õ)úì˛ Üy!í!ì˛Ñ˛ ¢ÇÖƒyÓ˚ ˆ«˛ˆÏe ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚ ˆÎõò ¢ÇÖƒyˆÏì˛ % !â˛£´ñ îü!õÑ˛ !â˛£´ñ õ%oy Óy Currency £zì˛ƒy!îÓ˚ ãòƒ
Number ›˛ƒyÓ ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚–

1. xy˛ôòyÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y v˛y›˛yˆÏÓã!›˛ A1 ˆÌˆÏÑ˛ A3 ˛ôÎ≈hs˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

2. Home !Ó˚ÓˆÏòÓ˚ Cells Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Format>Format Cells... Ñ˛õyu˛ !îò– Format Cells v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

3. Number ›˛ƒyÓ !¢ˆÏúQ xyˆÏäÈ˛ !ò!ÿ˛ì˛ £ˆÏÎ˚ !òò–

4. Category Ó: ˆÌˆÏÑ˛ Number !¢ˆÏúQ Ñ˛Ó˚&ò–

Decimal Places x˛ôüˆÏò 2 !¢ˆÏúQ ÌyÑ˛ˆÏÓ xÌ≈yÍ îü!õˆÏÑ˛Ó˚ î%£záÓ˚ xy¢ˆÏÓ– îü!õˆÏÑ˛Ó˚ ˛ôÓ˚ î%£z ¢ÇÖƒyÓ˚ ˆÓü# â˛y£zˆÏú ˆ¢£z
˛ô!Ó˚õyí ¢ÇÖƒy ›˛y£z˛ô Ñ˛Ó˚&ò xÌÓy Up/Down xƒyˆÏÓ˚yˆÏì˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò–

5. £yãyÓ˚ ¢ÇÖƒyÓ˚ ˛ôÓ˚ Ñ˛õy (,) ˆîÁÎ˚yÓ˚ ãòƒ Use 100 Separnator(.) x˛ôüˆÏò !›˛Ñ˛ õyÑ≈˛ (ü) Ñ˛Ó˚&ò–

6. Negative Number xÇˆÏü â˛yÓ˚!›˛ Style ~Ó˚ ˆÎˆÏÑ˛yˆÏòy ~Ñ˛!›˛ !¢ˆÏúQ Ñ˛Ó˚ˆÏì˛ ˛ôyˆÏÓ˚ò–

7. ˆüˆÏ°Ï OK Ñ˛Ó˚&ò– xy˛ôòyÓ˚ ˆúÖy A1 ˆÌˆÏÑ˛ A3 ˛ôÎ≈hs˛ v˛y›˛y=!ú îü!õÑ˛ ~ÓÇ £yãyˆÏÓ˚Ó˚ ˛ôÓ˚ Ñ˛õy¢£ ≤Ãî!ü≈ì˛ £ˆÏÓ–

Fig.2.11

xÌÓyñ ≤ÃˆÏÎ˚yãò#Î˚ v˛y›˛y !¢ˆÏúQ Ñ˛ˆÏÓ˚ ›%˛úÓyÓ˚ ˆÌˆÏÑ˛ Increase Decimal Óy›˛ò Óy Decrease Decmial Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Tips : v˛zˆÏÕ‘Öƒ Category Ó: ˆÌˆÏÑ˛ Custom !¢ˆÏúQ Ñ˛ˆÏÓ˚Á £zFäÈyõˆÏì˛y Format ˆîÁÎ˚y ÎyÎ˚–
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Font !¢ˆÏúQ Ñ˛Ó˚y

ÁÎ˚yÑ≈˛ü#ˆÏ›˛ ˆúÖy v˛y›˛yÓ˚ ãòƒ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Font, Font ~Ó˚ ¢y£zãñ Ñ˛yúyÓ˚ñ Font ˆÏÑ˛ Underline, Bold, Italic £zì˛ƒy!î Ñ˛Ó˚yÓ˚
≤ÃˆÏÎ˚yãò £Î˚– Font ö˛Ó˚ˆÏõ!›˛Ç ~Ó˚ ˆ«˛ˆÏe õy£zˆÏe´y¢ö‰˛›˛ ÁÎ˚yˆÏv≈˛Ó˚ x!ïÑ˛yÇü ö˛Ó˚ˆÏõ!›˛ÇÈÙÈ£z Ñ˛Ó˚y ¢Ω˛Ó– â˛ú%ò xyõyˆÏîÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y
Worksheet ~Ó˚ Font ˆÏÑ˛ Formatting Ñ˛Ó˚y ÎyÑ˛–

1. xy˛ôòyÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y (Format1 ö˛y£zú) v˛y›˛yˆÏÓã ˆÌˆÏÑ˛ A7 ˆÌˆÏÑ˛ C7 ˛ôÎ≈hs˛ v»˛yÜ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò xÌÓy ˆÎ ˆÑ˛yˆÏòy Text

!¢ˆÏúQ Ñ˛Ó˚&ò–

Fig.2.12

2. Home !Ó˚ÓˆÏòÓ˚ Cells Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Format>Format Cells... Ñ˛õyu˛ !îò– Format Cell v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

3. Font ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ x˛ôüò¢£ Font v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

Fig.2.13

Font x˛ôüò ˆÌˆÏÑ˛ ≤ÃÌˆÏõ£z ˆÎ ˆÑ˛yˆÏòy ïÓ˚ˆÏòÓ˚ Font !¢ˆÏúQ Ñ˛Ó˚&ò–

Font Style x˛ôüò ˆÌˆÏÑ˛ Bold, Italic, Bold Italic £zì˛ƒy!î !¢ˆÏúQ Ñ˛Ó˚&ò–



14

RKMSWS MS Excel

Size x˛ôüò ˆÌˆÏÑ˛ Font ~Ó˚ ¢y£zã ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚&ò–

Underline ˛x˛ôüˆÏòÓ˚ v»˛˛ôÈÙÈv˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Single/Double £zì˛ƒy!î !¢ˆÏúQ Ñ˛Ó˚&ò–

Color x˛ôüˆÏòÓ˚ v»˛È˛ôÈÙÈv˛yv˛zò ˆÌˆÏÑ˛ ˆÎ ˆÑ˛yˆÏòy Ñ˛yúyÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò–

Strikethrough x˛ôüò ˆÌˆÏÑ˛ Text ~ Ñ˛y›˛y ~ˆÏö˛Qñ Superscript Óy Subscript ~Ó˚ õyïƒˆÏõ Text ˆÏÑ˛ v˛z˛ôˆÏÓ˚ Óy ò#ˆÏâ˛ !¢ˆÏúQ
Ñ˛Ó˚&ò– £zFäÈyõˆÏì˛y ˆ¢!›˛Ç ˆüˆÏ°Ï OK Ñ˛Ó˚&ò–

Border ¢ÇˆÏÎyãò

SheetÈÙÈ~Ó˚ @˘Ã#v˛ SáÓ˚V ~Ó˚ äÈ!Ó=ˆÏúy Print Ñ˛Ó˚ˆÏú xyˆÏ¢ òyñ ~ãòƒ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Óv≈˛yÓ˚ ¢ÇˆÏÎyˆÏÜÓ˚ ÓƒÓfl˛iy Ó˚ˆÏÎ˚ˆÏäÈ–

1. xy˛ôòyÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y v˛y›˛yˆÏÓã!›˛ SFormat1 ö˛y£zú!›˛ Ö%ú%ò– SxÌÓy Ñ˛ˆÏÎ˚Ñ˛!›˛ ˆ¢ˆÏú £zFäÈyõˆÏì˛y ˆ›˛:›˛ !úˆÏÖ !¢ˆÏúQ Ñ˛Ó˚&òV–

2. A7 ˆ¢ú ˆÌˆÏÑ˛ C10 ˆ¢ú ˛ôÎ≈hs˛ !¢ˆÏúQ Ñ˛Ó˚&ò– SxÌÓy £zFäÈyõˆÏì˛y ˆ›˛:›˛ !úˆÏÖ ÌyÑ˛ˆÏú !¢ˆÏúQ Ñ˛Ó˚&òV–

3. Home !Ó˚ÓˆÏòÓ˚ Cells Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Format>Format Cells... ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– (Alt+O,E) Format Cells v˛yÎ˚yúÜ Ó:
xy¢ˆÏÓ– Border ›˛ƒyÓ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– v˛yÎ˚yúÜ Ó:!›˛ ˛ô!Ó˚Ó!ì≈˛ì˛ £ˆÏÓ–

4. Style ˆÌˆÏÑ˛ v˛yÓú Underline !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ Presets ˆÌˆÏÑ˛ Outline !¢ˆÏúQ Ñ˛ˆÏÓ˚ Preview xÇü ú«˛ƒ Ñ˛Ó˚&ò– â˛yÓ˚!îˆÏÑ˛
v˛yÓú xyu˛yÓ˚ úy£zˆÏòÓ˚ õˆÏì˛y Óv≈˛yÓ˚ ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig.2.14

(...)ÈÙÈ÷ï%õye ò#ˆÏâ˛ v˛yÓú Óv≈˛yÓ˚ ˆîÁÎ˚yÓ˚ ãòƒ

(...)ÈÙÈò#ˆÏâ˛ ˆõy›˛y Óv≈˛yÓ˚ ˆîÁÎ˚yÓ˚ ãòƒ

(...)ÈÙÈv˛z˛ôˆÏÓ˚ ~ÓÇ ò#ˆÏâ˛ Óv≈˛yÓ˚ ˆîÁÎ˚yÓ˚ ãòƒ

(...)ÈÙÈv˛z˛ôˆÏÓ˚ !¢Dú ~ÓÇ ò#ˆÏâ˛ ˆõy›˛y Óv˛≈yÓ˚ ˆîÁÎ˚yÓ˚ ãòƒ

(...)ÈÙÈv˛z˛ôˆÏÓ˚ !¢Dú ~ÓÇ ò#ˆÏâ˛ v˛yÓú Óv≈˛yÓ˚ ˆîÁÎ˚yÓ˚ ãòƒ

(...)ÈÙÈ≤ÃˆÏì˛ƒÑ˛ ˆ¢ˆÏú Óv≈˛yÓ˚ ˆîÁÎ˚yÓ˚ ãòƒ

(...)ÈÙÈâ˛yÓ˚!îˆÏÑ˛ Óv≈˛yÓ˚ ˆîÁÎ˚yÓ˚ ãòƒ

Pattern ¢ÇˆÏÎyãò

v˛y›˛yˆÏÑ˛ xˆÏòÑ˛ ¢õÎ˚ ¢%®Ó˚ Ñ˛ˆÏÓ˚ v˛z˛ôfl˛iy˛ôò Ñ˛Ó˚yÓ˚ ãòƒ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ ˆ¢!v˛Ç Pattern Óy £yÕÒy Ñ˛yúyÓ˚ !îˆÏÎ˚ ˛ô)í≈ (Fill) Ñ˛Ó˚y ÎyÎ˚–
ò#ˆÏâ˛Ó˚ Step=ˆÏúy xò%¢Ó˚í Ñ˛Ó˚&ò–

1. xy˛ôòyÓ˚ v˛y›˛yˆÏÓã!›˛ (Format1) A7 ˆÌˆÏÑ˛ C7 ˛ôÎ≈hs˛ !¢ˆÏúQ Ñ˛Ó˚&ò– xòƒ Ñ˛ˆÏÎ˚Ñ˛!›˛ ˆ¢ˆÏú v˛y›˛y !úˆÏÖÁ xò%ü#úò Ñ˛Ó˚ˆÏì˛
˛ôyˆÏÓ˚ò–

2. Home !Ó˚ÓˆÏòÓ˚ Cells Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Format>Format Cells... Ñ˛õyu˛ !îò– Format Cell v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

3. Fill ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– v˛yÎ˚yúÜ Ó: ˛ô!Ó˚Ó!ì≈˛ì˛ £ˆÏÓ–
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Fig.2.15

4. Background Color x˛ôüò ˆÌˆÏÑ˛ £yÕÒy ¢Ó%ã Ñ˛yúyÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– Pattern Color ~Ó˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Orange

Color–

Fig.2.16

Pattern Style ~Ó˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Horizontal Stripe ˛ôƒy›˛yò≈ !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig.2.17

5. ˆüˆÏ°Ï OK Ñ˛Ó˚&ò xy˛ôòyÓ˚ !¢ˆÏúQ Ñ˛Ó˚y xÇˆÏü ˛ôƒ›˛yò≈ ˜ì˛Ó˚# £ˆÏÓ–



16

RKMSWS MS Excel

Protection Ñ˛Ó˚y

1. !ò!î≈‹T !Ñ˛ä%È Cell !¢ˆÏúQ Ñ˛ˆÏÓ˚ Home !Ó˚ÓˆÏòÓ˚ Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Format>Format Cell... Ñ˛õyu˛ !îˆÏÎ˚ Format Cell v˛yÎ˚yúÜ
Ó: xyò%ò–

2. Protection ›˛ƒyˆÏÓ !Ñœ˛ Ñ˛ˆÏÓ˚ Locked ˆâ˛Ñ˛ õyÑ≈˛ (ü) v˛z!‡˛ˆÏÎ˚ !îò ~ÓÇ OK Ñ˛Ó˚&ò–

Fig.2.18

3. ~Öò Review !Ó˚ÓˆÏòÓ˚ Changes Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Protect Sheet... (Review>Protect Sheet) Ñ˛õyu˛ !îò–

Fig.2.19

Protect Sheet v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– £zˆÏFäÈõˆÏì˛y ˛ôy¢ÁÎ˚yv≈˛ !îˆÏÎ˚ OK Ñ˛Ó˚&ò– Confirm Password ÓˆÏ: ~Ñ˛£z ˛ôy¢ÁÎ˚yv≈˛ !îˆÏÎ˚
OK Ñ˛Ó˚&ò–

Fig 2.20

4. ~Öò Sheet ~Ó˚ ˆÑ˛yÌyÎ˚ !Ñ˛ä%È !úÖˆÏì˛ Óy ˛ô!Ó˚Ó!ì≈˛ì˛ Ñ˛Ó˚ˆÏì˛ ˆÜˆÏú £ˆÏÓ òy– ÷ï%õye !¢ˆÏúQ Ñ˛ˆÏÓ˚ Unlock Ñ˛Ó˚y ˆ¢ú=!ú
~!v˛›˛ Ñ˛Ó˚y ÎyˆÏÓ–

Auto Fit

ˆÑ˛yˆÏòy Row Óy Column ˆÏÑ˛ Î!î !v˛ö˛Œ›˛ Hight Óy Width Ñ˛Ó˚ˆÏì˛ â˛yò ì˛ˆÏÓ Row Óy Column!›˛ !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ Home

!Ó˚ÓˆÏòÓ˚ Cells Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Format>Auto Fit Row Hight Óy Format>Auto Fit Column Width Ñ˛õyu˛ !îò– ˆîÖ%ò Width

Óy Hight xyˆÏÜÓ˚ õˆÏì˛y !ö˛ˆÏÓ˚ xy¢ˆÏÓ– ˆÑ˛yˆÏòy Column !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ Format>Default Width Ñ˛õyu˛ !îˆÏú !v˛ö˛Œ›˛ ˆ¢!›˛Ç
xò%¢yˆÏÓ˚ 8.43 õyˆÏ˛ô ö˛Ó˚õƒy›˛ £ˆÏÓ– ~£z ¢ÇÖƒy Óyv˛¸yˆÏòy Óy Ñ˛õyˆÏòy ÎyˆÏÓ–
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Fig.2.21

Hide/Unhide

Worksheet ~Ó˚ ˆÎ ˆÑ˛yˆÏòy Row Óy Column ˆÏÑ˛ ú%Ñ˛yˆÏòy ÎyÎ˚– ~ˆÏì˛ ú%Ñ˛yˆÏòy xÓfl˛iyÎ˚ Print Ñ˛Ó˚ˆÏú ú%Ñ˛yˆÏòy ~Ñ˛ Óy ~Ñ˛y!ïÑ˛
Row Óy Column ÓyˆÏî ÓyÑ˛# Sheet!›˛ !≤Ãr›˛ £Î˚– ˛ôÓ˚Óì≈˛#ˆÏì˛ ≤ÃˆÏÎ˚yãò £ˆÏú ú%Ñ˛yˆÏòy Row Óy Column ˆÑ˛ xyÓyÓ˚ !ö˛!Ó˚ˆÏÎ˚ (Unhide)

xyòy ÎyÎ˚–

~Ñ˛ Óy ~Ñ˛y!ïÑ˛ Row Óy Column ˆÏÑ˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

Home !Ó˚ÓˆÏòÓ˚ Cells Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Format>Hide & Unhide>Hide Rows Óy Format>Hide & Unhide>Hide Columns

Ñ˛õyu˛ !îò– !¢ˆÏúQ Ñ˛Ó˚y Row Óy Column ˆîÖy ÎyˆÏÓ òy–

xyÓyÓ˚ !ö˛!Ó˚ˆÏÎ˚ xyòˆÏì˛ â˛y£zˆÏúñ xyÓyÓ˚Á Home !Ó˚ÓˆÏòÓ˚ Cells Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Format>Hide & Unhide>Unhide Rows

Óy Format>Hide & Unhide>Unhide Column Ñ˛õyu˛ !îò– Hide Ñ˛Ó˚y Row Óy Column=!ú !ö˛ˆÏÓ˚ xy¢ˆÏÓ–



18

RKMSWS MS Excel

ˆÎyÜñ !ÓˆÏÎ˚yÜñ =íñ ¶˛yÜñ Üv˛¸ £zì˛ƒy!î Ñ˛Ó˚y

ExcelÈÙÈ~ Ö%Ó ¢£ã !Ñ˛ä%È ö˛õ≈)úy ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ ˆÎyÜñ !ÓˆÏÎ˚yÜñ =íñ ¶˛yÜ £zì˛ƒy!î Ñ˛Ó˚y ÎyÎ˚– ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˆÑ˛yˆÏòy ö˛õ≈)úy
!úÑ˛ˆÏú ~ÓÇ ˆ¢£z ˆ¢ˆÏú Ñ˛y¢≈Ó˚ ÌyÑ˛ˆÏú ö˛õ≈)úy ÓyˆÏÓ˚ ö˛õ≈)úy!›˛ ˆîÖy ÎyÎ˚– ö˛õ≈)úy ˆúÖyÓ˚ ¢õˆÏÎ˚ ~Ñ˛!›˛ ¢õyò !â˛£´ (=) !îˆÏÎ˚ ˆúÖy ÷Ó˚&
Ñ˛Ó˚ˆÏì˛ £Î˚– ˆüˆÏ°Ï Enter !îˆÏì˛ £Î˚– Enter ˆîÁÎ˚yÓ˚ ˛ôˆÏÓ˚ ˆ¢ˆÏú ö˛õ≈)úy!›˛ ˆîÖy ÎyÎ˚ òy– !Ñ˛ls˛ Formula ÓyˆÏÓ˚ ˆîÖy ÎyÎ˚– ˆÑ˛yˆÏòy
¢ÇˆÏüyïˆÏòÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏú ö˛õ≈)úy ÓyÓ˚ ˆÌˆÏÑ˛ ¢ÇˆÏüyïò Ñ˛ˆÏÓ˚ Enter !îˆÏì˛ £Î˚–

Üy!í!ì˛Ñ˛ Ñ˛ƒyúÑ%˛ˆÏúüò Ñ˛Ó˚y

~Öò xyõÓ˚y !Ñ˛ä%È Üy!í!ì˛Ñ˛ !£¢yÓ Ñ˛Ó˚Ó– ˆÎõòÈÙÙÙÈ ˆÎyÜö˛úñ ¢ÓˆÏâ˛ˆÏÎ˚ Óv˛¸ ¢ÇÖƒyñ ¢ÓˆÏâ˛ˆÏÎ˚ ˆäÈy›˛ ¢ÇÖƒyñ Üv˛¸ £zì˛ƒy!î !òí≈Î˚– ˝Ó˝
ò#ˆÏâ˛Ó˚ õˆÏì˛y Ñ˛ˆÏÓ˚ ~Ñ˛!›˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛Ó˚&ò– ~ÖyˆÏò v˛z˛ôˆÏÓ˚Ó˚ xÇü PC, Disk, CD Á Mouse xy£zˆÏ›˛ˆÏõÓ˚ January, February

Á March õyˆÏ¢Ó˚ ˆ¢ˆÏúÓ˚ !£¢yÓ ˆîÁÎ˚y £ˆÏÎ˚ˆÏäÈ– ~=!úÓ˚ Total Average, Maximum ˆ¢ú Á Minimum ˆ¢ˆÏúÓ˚ !£¢yÓ Ó˚ˆÏÎ˚ˆÏäÈ–
ò#ˆÏâ˛ ~Ñ˛!›˛ ≤Ã!ì˛¤˛yˆÏòÓ˚ Opening Stock, Closing Stock, Sales Á Purchase ~Ó˚ !£¢yÓ Ó˚ˆÏÎ˚ˆÏäÈ ~ÓÇ ˛ôˆÏíƒÓ˚ Unit Price Á Total

Price ~Ó˚ !£¢yÓ Ó˚ˆÏÎ˚ˆÏäÈñ !Ñ˛ä%È áÓ˚ ö§˛yÑ˛y Ó˚ˆÏÎ˚ˆÏäÈ– xyõÓ˚y ˆ¢=!úˆÏì˛ Üy!í!ì˛Ñ˛ !£¢yÓÈÙÈ!òÑ˛y°Ï myÓ˚y ö˛úyö˛ú ˆÓÓ˚ Ñ˛Ó˚Ó–

ˆÎyÜö˛ú !òí≈Î˚ Ñ˛Ó˚y

~ÖyˆÏò E2 ˆ¢ˆÏú ˆÎyÜö˛ú !òí≈ˆÏÎ˚Ó˚ õyïƒˆÏõ Total Ñ˛ì˛ !Ó!e´ £ˆÏÎ˚ˆÏäÈ ˆ¢!›˛ !òí≈Î˚ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

=Sum() Ñ˛õyu˛ ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ ˆÎyÜö˛ú !òí≈Î˚ Ñ˛Ó˚y £Î˚– xyõÓ˚y January, February Á March õyˆÏ¢ !Ó!e´ì˛ Item xÌ≈yÍ B2,

C2 ~ÓÇ D2 ˆ¢ˆÏúÓ˚ v˛y›˛yˆÏÑ˛ E2 ˆ¢ˆÏú ˆÎyÜ Ñ˛Ó˚Ó– ~ãòƒ = Sum !úˆÏÖ Ó yv˛zãyˆÏÓ˚Ó˚ õˆÏïƒ ≤ÃÌõ Á ˆü°Ï ˆ¢ˆÏúÓ˚ Address !îˆÏì˛
£ˆÏÓ– xÌ≈yÍ = Sum (B2:D2) !úÖˆÏì˛ £ˆÏÓ–

1. E2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =Sum(B2:D2)

     
Fig.3.1

2. ~ÓÇ Enter !îò– E2 ˆ¢ˆÏú ˆÎyÜö˛ú (130000) ˛ôyÁÎ˚y ÎyˆÏÓ–

Üv˛¸ !òí≈Î˚ Ñ˛Ó˚y

=Average() Ñ˛õy Ï̂u˛Ó̊ õyïƒ Ï̂õ Ñ˛ Ï̂Î̊Ñ˛!›˛ ¢ÇÖƒyÓ̊ Üv˛̧ !òí≈Î̊ Ñ˛Ó̊y ÎyÎ̊– xyõÓ̊y January, February Á March õy Ï̂¢Ó̊ ˆ¢!úÇ Üv˛̧ !òí≈Î̊
Ñ˛Ó̊Ó– ~ãòƒ = Average() ö˛õ≈)úy ÓƒÓ£yÓ̊ Ñ˛Ó̊ Ï̂ì˛ £ Ï̂Ó– Ó y Ï̂Ñ˛ Ï̂›˛Ó̊ õ Ï̂ïƒ ≤ÃÌõ ˆ¢ Ï̂úÓ̊ Address xÌ≈yÍ January õy Ï̂¢Ó̊ Address(B2) !ú Ï̂Ö
~Ñ˛!›˛ ˆÑ˛yúò !î Ï̂Î̊ ˆü°Ï ˆ¢ Ï̂úÓ̊ Address xÌ≈yÍ March ˆ¢ Ï̂úÓ̊ Address (D2) !úÖ Ï̂ì˛ £ Ï̂Ó– xyõÓ̊y ö˛úyö˛ú!›˛ F2 ˆ¢ Ï̂ú !òí≈Î̊ Ñ˛Ó̊Ó–

3. F2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =Average(B2:D2)

Fig.3.2

Chapter - 3Chapter - 3Chapter - 3Chapter - 3Chapter - 3
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4. ~ÓÇ Enter !îò F2 ˆ¢ˆÏú Üv˛¸ (4333) ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig.3.3

¢ˆÏÓ≈yFâ˛ ¢ÇÖƒy !òí≈Î˚ Ñ˛Ó˚y

=MAX() Ñ˛õyˆÏu˛Ó˚ õyïƒˆÏõ Ñ˛ˆÏÎ˚Ñ˛!›˛ ¢ÇÖƒyÓ˚ õˆÏïƒ ¢ÓˆÏâ˛ˆÏÎ˚ Óv˛¸ ¢ÇÖƒy!›˛ ˛ôyÁÎ˚y ÎyˆÏÓ– xyõÓ˚y January, February Á March

ˆ¢ˆÏúÓ˚ õˆÏïƒ ¢ˆÏÓ≈yFâ˛ ˆ¢ú !òí≈Î˚ Ñ˛Ó˚Ó G3 ˆ¢ˆÏú– G2 ˆ¢ˆÏú Max Ñ˛õyˆÏu˛Ó˚ ¢yˆÏÌ Ó yˆÏÑ˛ˆÏ›˛Ó˚ õˆÏïƒ ≤ÃÌõ ˆ¢ˆÏúÓ˚ Address(B2) Á
ˆü°Ï ˆ¢ˆÏúÓ˚ Address (D2) !úÖˆÏì˛ £ˆÏÓ–

5. G2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =Max(B2:D2)

Fig.3.4

6. ~ÓÇ Enter !îò– G2 ˆ¢ˆÏú Óv˛¸ ¢ÇÖƒy!›˛ (60000) ˛ôyÁÎ˚y ÎyˆÏÓ–

¢Ó≈!ò¡¨ ¢ÇÖƒy !òí≈Î˚ Ñ˛Ó˚y

=Min() Ñ˛õyˆÏu˛Ó˚ õyïƒˆÏõ Ñ˛ˆÏÎ˚Ñ˛!›˛ ¢ÇÖƒyÓ˚ õˆÏïƒ ¢ÓˆÏâ˛ˆÏÎ˚ ˆäÈy›˛ ¢ÇÖƒy!›˛ ˛ôyÁÎ˚y ÎyˆÏÓ– ~Ñ˛£z ≤Ã!e´Î˚yÓ˚ H2 ˆ¢ˆÏú ¢Ó≈!ò¡¨ ¢ÇÖƒy
ˆÓÓ˚ Ñ˛Ó˚Ó–

7. H2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =Min(B2:D2)

Fig.3.5

~Ñ˛£z¶˛yˆÏÓ E Ñ˛úyˆÏõÓ˚ xòƒ ˆ¢ú=!úˆÏì˛ Total, F Ñ˛úyˆÏõ Average, G Ñ˛úyˆÏõ Maximum ¢ÇÖƒyñ H Ñ˛úyˆÏõ Minimum ¢ÇÖƒy–
~¶˛yˆÏÓ !ÓˆÏÎ˚yÜñ =íñ ¶˛yÜ £zì˛ƒy!î !òí≈Î˚ Ñ˛Ó˚y ÎyÎ˚–

ˆÎyÜÈÙÈ!ÓˆÏÎ˚yÜ Ñ˛Ó˚y

v˛y›˛yˆÏÓˆÏãÓ˚ ò#ˆÏâ˛Ó˚ xÇˆÏü Stock !úfi›˛ Ó˚ˆÏÎ˚ˆÏäÈ– ~Öyò ˆÌˆÏÑ˛ Opening Stock ~Ó˚ ¢yˆÏÌ Purchase ˆÎyÜ Ñ˛ˆÏÓ˚ ~ÓÇ Sales Óyî
!îˆÏÎ˚ Closing Stock ÓyÓ˚ Ñ˛Ó˚ˆÏì˛ £ˆÏÓñ ~ãòƒ Opening Stock Á Purchase Ó˚ˆÏÎ˚ˆÏäÈ B8 Á D8 ˆ¢ˆÏú ~ãòƒ = ¢y£zò !îˆÏÎ˚ Ó yˆÏÑ˛ˆÏ›˛Ó˚
õˆÏïƒ B8 + D8 !îˆÏì˛ £ˆÏÓ ~ÓÇ Sales Ó˚ˆÏÎ˚ˆÏäÈ C8 ˆ¢ˆÏú– ~ãòƒ ~!›˛ˆÏÑ˛ C8 Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– ~ÓÇ Closing Stock Ó˚ˆÏÎ˚ˆÏäÈ E8 ˆ¢ˆÏú–
~ÖyˆÏò ö˛õ≈)úy !úÖˆÏì˛ £ˆÏÓ–

1. E8 ˆ¢ˆÏú Ñ˛y¢≈Ó˚ ˆÓ˚ˆÏÖ =(B8+D8–C8) ›˛y£z˛ô Ñ˛Ó˚&ò–
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Fig.3.6

2. ~ÓÇ Enter !îò– E8 ˆ¢ˆÏú Closing Stock ˛ôyÁÎ˚y ÎyˆÏÓ–

3. xyÓyÓ˚Á E9 ˆ¢ˆÏú Ñ˛y¢≈Ó˚ ˆÓ˚ˆÏÖ =(B9+D9-C9) ›˛y£z˛ô Ñ˛Ó˚&ò ~ÓÇ Enter !îò–

Fig.3.7

~Öò Closing Stock ~Ó˚ õ)úƒ ÓyÓ˚ Ñ˛Ó˚yÓ˚ ãòƒ Closing Stock ~Ó˚ ¢yˆÏÌ Unit Price ˆÑ˛ =í Ñ˛ˆÏÓ˚ Total Price ÓyÓ˚ Ñ˛Ó˚ˆÏì˛
£ˆÏÓ– G8 ˆ¢ˆÏú Total Price ÓyÓ˚ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– xyÓ˚ Closing Stock Ó˚ˆÏÎ˚ˆÏäÈ E8I Unit Price Ó˚ˆÏÎ˚ˆÏäÈ F8 ˆ¢ˆÏú– =í Ñ˛Ó˚yÓ˚ ãòƒ
2!›˛ ˆ¢ˆÏúÓ˚ õyˆÏG˛ Estrist Óy Star (*) !â˛£´ ÓƒÓ£yÓ˚ Ñ˛Ó˚ˆÏì˛ £Î˚–

=í Ñ˛Ó˚y

4. G8 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ =E8*F8 ›˛y£z˛ô Ñ˛ˆÏÓ˚ Enter !îò–

Fig.3.8
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ò#ˆÏâ˛Ó˚ v˛y›˛yˆÏÓã!›˛ ú«˛ƒ Ñ˛Ó˚&ò–

Fig.3.9

~ÖyˆÏò Sl. No., Name, Address, Title ~ÓÇ Salary ≤ÃˆÏì˛ƒÑ˛!›˛ ~Ñ˛!›˛ Field ~ÓÇ !mì˛#Î˚ Row ˆÌˆÏÑ˛ ≤Ã!ì˛!›˛ Row Óy ¢y!Ó˚ˆÏì˛
xÓ!fl˛iì˛ v˛y›˛y £ˆÏFäÈ ~Ñ˛!›˛ Record–

Field Name

v˛y›˛yˆÏÓˆÏãÓ˚ ≤Ã!ì˛!›˛ ≤ÃÌõ !ö˛ˆÏ”˛ Field Name ÌyˆÏÑ˛– ˆÎõò v˛z˛ô!Ó˚v˛z_´ v˛y›˛yˆÏÓˆÏãÓ˚ 1òÇ ¢y!Ó˚ˆÏì˛ Sl. No., Name £zì˛ƒy!îˆÏÑ˛
Field Name ÓˆÏú ~ÓÇ ~!›˛£z £ˆÏFäÈ Header–

Database Sort

xˆÏòÑ˛ Óv˛¸ v˛y›˛yˆÏÓˆÏãÓ˚ ˆ«˛ˆÏe ˆÑ˛yˆÏòy !Ó°ÏˆÏÎ˚Ó˚ v˛z˛ôÓ˚ v˛y›˛y Ö§%ˆÏã ˛ôyÁÎ˚y ~Ñ˛!›˛ î%Ó˚*£ Ñ˛yã– ˆÎõò õˆÏò Ñ˛Ó˚&ò ~Ñ˛!›˛ Óv˛¸
úy£zˆÏÓ Ó˚#ˆÏì˛ úyÖ úyÖ Ó£zˆÏÎ˚Ó˚ õˆÏïƒ !ò!î≈‹T òyˆÏõÓ˚ ~Ñ˛!›˛ Ó£z Ö§%ˆÏã ˆÓÓ˚ Ñ˛Ó˚y î%Ó˚*£ Ñ˛yã– !Ñ˛ls˛ Î!î Ó£zˆÏÎ˚Ó˚ òyõ=ˆÏúy !v˛Ñ˛üòy!Ó˚Ó˚
õˆÏì˛y x«˛Ó˚ xò%¢yˆÏÓ˚ ¢yãyˆÏòy ÌˆÏÑ˛ ì˛ˆÏÓ Ñ˛yã!›˛ ¢£ã– Óv˛¸ v˛y›˛yˆÏÓˆÏãÓ˚ ˆ«˛ˆÏe ~¶˛yˆÏÓ ¢yãyˆÏòyÓ˚ Ñ˛yã!›˛ˆÏÑ˛£z Data Sorting ÓˆÏú–
¢yïyÓ˚íì˛ î%£z¶˛yˆÏÓ v˛y›˛y ¢!›≈˛Ç Ñ˛Ó˚y £Î˚ñ ~Ñ˛!›˛ £ˆÏFäÈ A to Z Óy v˛zFâ˛e´õ xò%¢yˆÏÓ˚ xÌ≈yÍ ˆäÈy›˛ ˆÌˆÏÑ˛ Óv˛¸ ˆÎõò 1 ˆÌˆÏÑ˛ 10 Óy A

ˆÌˆÏÑ˛ ZÈÙÈ~¶˛yˆÏÓ– x˛ôÓ˚!›˛ £ˆÏFäÈ Z to A Óy !ò¡¨e´õ xò%¢yˆÏÓ˚ Óv˛¸ ˆÌˆÏÑ˛ ˆäÈy›˛ñ ˆÎõò 10ñ 9 ˆÌˆÏÑ˛ 1 Óy Z ˆÌˆÏÑ˛ A ~¶˛yˆÏÓ– ~äÈyv˛¸yÁ
~ˆÏ:ˆÏú ~Ñ˛¢yˆÏÌ ¢ˆÏÓ≈yFâ˛ !ì˛ò!›˛ Ñ˛úyõˆÏÑ˛ Sorting Ñ˛Ó˚y ÎyÎ˚– ≤ÃÌˆÏõ Data ö˛y£zˆÏúÓ˚ v˛y›˛yˆÏÓã!›˛ Ö%ú%ò xÌÓy xyÓyÓ˚Á xyˆÏÜÓ˚ õˆÏì˛y
Ñ˛ˆÏÓ˚ v˛y›˛yˆÏÓã!›˛ ˜ì˛Ó˚# Ñ˛Ó˚&ò–

A to Z xv≈˛yˆÏÓ˚ ˆ¢!›˛Ç

~Öò xyõÓ˚y Name !ö˛”˛ˆÏÑ˛ A to Z xv≈˛yˆÏÓ˚ ¢!›≈˛Ç Ñ˛Ó˚Ó– ~ˆÏì˛ Name !ö˛”˛!›˛ A ˆÌˆÏÑ˛ Z xò%¢yˆÏÓ˚ ¢!›≈˛Ç £ˆÏÓ ~ÓÇ ˆ¢£z
ˆõyì˛yˆÏÓÑ˛ ¢Ç!Ÿ’‹T !ö˛”˛=ˆÏúyÓ˚ ˛ô!Ó˚Óì≈˛ò £ˆÏÓ–

1. Name !ö˛ˆÏ”˛Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

2. Data !Ó˚Óò ~Ó˚ Sort & Filter @˘Ã&˛ô ˆÌˆÏÑ˛ Data>Sort Ñ˛õyu˛ !îò–

Fig.3.10

Data Filter

v˛y›˛yˆÏÓˆÏãÓ˚ ¢õhfl˛ ˆÓ˚Ñ˛v≈˛ ˆÌˆÏÑ˛ !ò!î≈‹T ˆÑ˛yˆÏòy üˆÏì≈˛Ó˚ !¶˛!_ˆÏì˛ v˛y›˛yˆÏÑ˛ ˆÓˆÏäÈ ˆÓÓ˚ Ñ˛Ó˚y£z £ˆÏFäÈ Data Filter ˆÎõòñ õˆÏò Ñ˛Ó˚&ò
÷ï%õye Officer Ñ˛ì˛ãò xyˆÏäÈ Óy ÷ï%õye Officer ~ÓÇ (And) ˆÓì˛ò 5000 ›˛yÑ˛yÓ˚ v˛z˛ôˆÏÓ˚ Óy ÷ï%õye Officer xÌÓy (Or) ˆÓì˛ò
5000 ›˛yÑ˛yÓ˚ v˛z˛ôˆÏÓ˚ñ £zì˛ƒy!î üˆÏì≈˛Ó˚ !¶˛!_ˆÏì˛ v˛y›˛y !ö˛Œ›˛yÓ˚ Ñ˛Ó˚y–

1. xy˛ôòyÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y v˛y›˛yˆÏÓã DATA ö˛y£zú!›˛ Ö%ú%ò– ö˛y£zú!›˛ ˜ì˛Ó˚# Óy ˆ¢¶˛ Ñ˛ˆÏÓ˚ òy ÌyÑ˛ˆÏú ò#ˆÏâ˛Ó˚ õˆÏì˛y xyÓyÓ˚Á
v˛y›˛yˆÏÓã!›˛ ›˛y£z˛ô Ñ˛Ó˚&ò– v˛y›˛yˆÏÓˆÏãÓ˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

2. Data !Ó˚ÓˆÏòÓ˚ Sort & Filter @˘Ã&˛ô ˆÌˆÏÑ˛ Filter Ñ˛õyu˛ !îò–
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Fig.3.11

3. ú«˛ƒ Ñ˛Ó˚&òñ ≤Ã!ì˛!›˛ v˛y›˛y !ö˛ˆÏ”˛Ó˚ òyˆÏõÓ˚ ¢yˆÏÌ v˛yv˛zò xƒyˆÏÓ˚y ¢ÇÎ%_´ £ˆÏÎ˚ˆÏäÈ– ~Öyò ˆÌˆÏÑ˛ v˛y›˛y ˆÓˆÏäÈ !òˆÏì˛ £ˆÏÓ–

÷ï%õye OfficerˆÏîÓ˚ v˛y›˛y ˆîÖy

4. Title !ö˛ˆÏ”˛Ó˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !úfi›˛ xy¢ˆÏÓñ ~Öyò ˆÌˆÏÑ˛ Officer !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig.3.12

5. ÷ï%õye OfficerÈÙÈˆÏîÓ˚ v˛y›˛y ˆîÖyˆÏÓ–

Filter õ%ˆÏäÈ ˆö˛úy

14. Filter õ%ˆÏäÈ ˆö˛úyÓ˚ ãòƒ xyÓyÓ˚Á !Ó˚ÓˆÏòÓ˚ ›˛ƒyÓ ˆÌˆÏÑ˛ Filter Ñ˛õyu˛ !îò–

Fig.3.13

ú«˛ƒ Ñ˛Ó˚&òñ ≤Ã!ì˛!›˛ !ö˛ˆÏ”˛Ó˚ ¢yˆÏÌ Ó˚!«˛ì˛ v»˛˛ôÈÙÈv˛yv˛zòÁ v˛zˆÏ‡˛ ÎyˆÏÓ–
Subtotal

¢yïyÓ˚íì˛ ˆÑ˛yˆÏòy Üy!í!ì˛Ñ˛ !ö˛ˆÏ”˛Ó˚ ˆÎyÜö˛ú !òí≈Î˚ Ñ˛Ó˚yÓ˚ ¢õÎ˚ñ @˘Ã&˛ô xò%¢yˆÏÓ˚ ¢yÓ ˆ›˛y›˛yú ÓyÓ˚ Ñ˛Ó˚y £Î˚– ˆÎõòÈÙÙÙÈ ˆÑ˛yˆÏòy
≤Ã!ì˛¤˛yˆÏòÓ˚ Ñ˛õ≈â˛yÓ˚#ˆÏîÓ˚ ˆÓì˛ˆÏòÓ˚ Total !òí≈Î˚ Ñ˛Ó˚yÓ˚ ˆ«˛ˆÏe ÷ï%õye Accountant ˆîÓ˚ ˆÓì˛ò Ñ˛ì˛ Óy ÷ï%õye Officer ˆîÓ˚ ˆÓì˛ò
Ñ˛ì˛ Óy ÷ï%õye ÎyˆÏîÓ˚ Address ë˛yÑ˛y ì˛yˆÏîÓ˚ ˆÓì˛ò Ñ˛ì˛ÈÙÙÙÈ ~¶˛yˆÏÓ Subtotal ˆÓÓ˚ Ñ˛Ó˚y ¢Ω˛¶˛– ì˛ˆÏÓ õˆÏò Ó˚yÖˆÏì˛ £ˆÏÓ !ò!î≈‹T !ö˛ˆÏ”˛Ó˚
Subtotal Ñ˛Ó˚yÓ˚ xyˆÏÜ ¢Ç!Ÿ’‹T !ö˛”˛!›˛ˆÏÑ˛ Sorting Ñ˛ˆÏÓ˚ !òˆÏì˛ £ˆÏÓ– â˛ú%òñ xyõyˆÏîÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y v˛y›˛yˆÏÓã ˆÌˆÏÑ˛ Subtotal !òí≈Î˚ Ñ˛Ó˚y
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ÎyÑ˛–

1. xy˛ôòyÓ˚ ˜ì˛Ó˚# v˛y›˛yˆÏÓã!›˛ (DATA) Ö%ú%ò– Î!î v˛y›˛yˆÏÓã!›˛ ˜ì˛Ó˚# Óy ˆ¢¶˛ Ñ˛ˆÏÓ˚ òy ÌyˆÏÑ˛ò ì˛ˆÏÓ òì%˛ò Ñ˛ˆÏÓ˚ v˛y›˛yˆÏÓã!›˛
˜ì˛Ó˚# Ñ˛ˆÏÓ˚ DATA òyˆÏõ ˆ¢¶˛ Ñ˛ˆÏÓ˚ !îò–

2. v˛y›˛yˆÏÓã Title !ö˛ˆÏ”˛Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò– !Ó˚ÓˆÏòÓ˚ Data ›˛ƒyÓ ˆÌˆÏÑ˛ Sort Ñ˛õyu˛ !îò
(Data>Sort)– Sort v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– Sort by !ö˛ˆÏ”˛ Title x˛ôüò !¢ˆÏúQ òy ÌyÑ˛ˆÏú !¢ˆÏúQ Ñ˛ˆÏÓ˚ !òò– ˆüˆÏ°Ï OK Ñ˛Ó˚&ò–
Title !ö˛”˛!›˛ A ˆÌˆÏÑ˛ Z xò%¢yˆÏÓ˚ ¢yãyˆÏòy £ˆÏÓ– Title !ö˛”˛!›˛ ¢›≈˛ £ÁÎ˚yÓ˚ ˛ôÓ˚ñ ~Öò xyõÓ˚y Subtotal Ñ˛Ó˚Ó–

3. v˛y›˛yˆÏÓˆÏãÓ˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˛ôˆÏÎ˚r›˛yÓ˚ fl˛iy˛ôò Ñ˛Ó˚&ò– xyÓyÓ˚ Data ›˛ƒyÓ ˆÌˆÏÑ˛ Subtotal Ñ˛õyu˛ !îò
(Data>Subtotal)– Subtotal v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

Fig.3.14

4. At each change in : x˛ôüˆÏòÓ˚ v»˛˛ôÈÙÈv˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Title !¢ˆÏúQ Ñ˛Ó˚&ò–

Ñ˛yÓ˚í xyõÓ˚y Title !ö˛ˆÏ”˛Ó˚ v˛z˛ôÓ˚ Subtotal ÓyÓ˚ Ñ˛Ó˚Ó– ˆÎõòÈÙÙÙÈ Officer Óy Accountant Óy Director ~ˆÏîÓ˚ Subtotal ÓyÓ˚ Ñ˛Ó˚Ó
£zì˛ƒy!î–

5. Use Function x˛ôüˆÏòÓ˚ ò#ˆÏâ˛Ó˚ ÓˆÏ: Sum !¢ˆÏúQ xyˆÏäÈ !ò!ÿ˛ì˛ £ˆÏÎ˚ !òò–

Ñ˛yÓ˚í Subtotal ~Ó˚ xÌ≈ £ˆÏFäÈ xyõÓ˚y !ò!î≈‹T @˘Ã&ˆÏ˛ôÓ˚ ˆÎyÜö˛ú ÓyÓ˚ Ñ˛Ó˚Ó–

6. Add Subtotal to x˛ôüˆÏòÓ˚ Salary ˆúÖyÓ˚ Óyõ ˛ôyˆÏüÓ˚ ÓˆÏ: !›˛Ñ˛ õyÑ≈˛ (ü) xyˆÏäÈ !ò!ÿ˛ì˛ £ˆÏÎ˚ !òò–

Ñ˛yÓ˚í xyõÓ˚y Salary òyõÑ˛ !ö˛ˆÏ”˛Ó˚ v˛y›˛yÓ˚ ˆÎyÜö˛ú ÓyÓ˚ Ñ˛Ó˚Ó– v˛zˆÏÕ‘Öƒñ Salary ÓyˆÏî xòƒ !ö˛ˆÏ”˛ !›˛Ñ˛ õyÑ≈˛ ÌyÑ˛ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚
v˛z!‡˛ˆÏÎ˚ !îò–

7. ò#ˆÏâ˛Ó˚ !ì˛ò!›˛ x˛ôüˆÏòÓ˚ õˆÏïƒ Replace Current Subtotals ~ÓÇ Summary below data x˛ôüò !¢ˆÏúQ xyˆÏäÈ !ò!ÿ˛ì˛ £ˆÏÎ˚
!òò– xòƒ!›˛ !¢ˆÏúQ ÌyÑ˛ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ õyÑ≈˛ (ü) v˛z!‡˛ˆÏÎ˚ !îò–

Fig.3.15

8. ˆüˆÏ°Ï OK Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–
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Fig.3.16

xy˛ôòyÓ˚ v˛y›˛yˆÏÓã!›˛ˆÏì˛ Title !ö˛ˆÏ”˛Ó˚ @˘Ã&˛ô xò%¢yˆÏÓ˚ Salary !ö˛ˆÏ”˛ Subtotal ~ÓÇ ˆüˆÏ°Ï Grand Total ˆîÖy ÎyˆÏÓ– Worksheet

~Ó˚ Óyõ!îˆÏÑ˛ 1ñ 2ñ 3 Column òy¡∫yÓ˚ ÌyÑ˛ˆÏÓ ~ÓÇ õy£zòy¢ (-) !â˛£´ xy¢ˆÏÓ–

9. 2 ò¡∫Ó˚ Ñ˛úyˆÏõÓ˚ ≤Ã!ì˛!›˛ õy£zòy¢ (-) !â˛ˆÏ£´ ~Ñ˛ÓyÓ˚ Ñ˛ˆÏÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– õy£zòy¢ (-) !â˛£´=!ú (+) !â˛ˆÏ£´ ˛ô!Ó˚íì˛ £ˆÏÓ–
v˛y›˛yˆÏÓˆÏã !Óhfl˛y!Ó˚ì˛ !ÓÓÓ˚í ÓyˆÏî ÷ï%õye Title ~Ó˚ òyõ ~ÓÇ Subtotal Á Grand Total ˆîÖy ÎyˆÏÓ–

10. 1 ò¡∫Ó˚ Ñ˛úyˆÏõÓ˚ õy£zòy¢ (-) !â˛ˆÏ£´ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ÷ï%õye Grand Total ˆîÖy ÎyˆÏÓ ~ÓÇ ¢Ó=!ú õy£zòy¢ !â˛£´ ~Ñ˛!›˛ ≤’y¢
!â˛ˆÏ£´ (+) ˛ô!Ó˚íì˛ £ˆÏÓ–

11. ~ˆÏÑ˛ ~ˆÏÑ˛ ¢õhfl˛ ≤’y¢ !â˛ˆÏ£´ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏì˛ ÌyÑ%˛ò– ˆîÖˆÏÓò @˘Ã&˛ô=ˆÏúy xyÓyÓ˚ !Óhfl˛y!Ó˚ì˛ (Expend) xyÑ˛yˆÏÓ˚ ˆîÖyˆÏÓ–

Subtotal ì%˛ˆÏú ˆîÁÎ˚y

Subtotal ì%˛ˆÏú ˆîÁÎ˚y Ö%Ó£z ¢£ã– ò#ˆÏâ˛Ó˚ ˛ôk˛!ì˛ ú«˛ƒ Ñ˛Ó˚&ò– Subtotal Ñ˛Ó˚y v˛y›˛yˆÏÓˆÏãÓ˚ ˆÎ ˆÑ˛yˆÏòy !ö˛ˆÏ”˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Ñ˛y¢≈Ó˚
Ó˚yÖ%ò– Data>Subtotal Ñ˛õyu˛ !îò– Subtotal v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– Remove All Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ¢Ó Subtotal õ%ˆÏäÈ ÎyˆÏÓ–

Subtotal v˛yÎ˚yúÜ ÓˆÏ:Ó˚ xòƒyòƒ x˛ôüò

Replace Current Subtotal- ~£z ˆâ˛Ñ˛Ó: !¢ˆÏúQ ÌyÑ˛ˆÏú Îì˛ÓyÓ˚ Subtotal Ñ˛õyu˛ ˆîÁÎ˚y £ˆÏÓ ì˛ì˛ÓyÓ˚£z ˛ô)ˆÏÓ≈Ó˚ Subtotal ~Ó˚
v˛z˛ôÓ˚ òì%˛ò Subtotal Replace £ˆÏÓ– xòƒÌyÎ˚ ~Ñ˛ÓyÓ˚ Subtotal Ñ˛Ó˚yÓ˚ ˛ôÓ˚ xyÓyÓ˚ Subtotal Ñ˛Ó˚ˆÏú Worksheet ~ ˛ôˆÏÓ˚Ó˚ Subtotal

xy¢ˆÏÓ òy–

Page Break between groups : ~£z x˛ôüò !¢ˆÏúQ ÌyÑ˛ˆÏú ≤Ã!ì˛!›˛ Subtotal ~Ó˚ ˆüˆÏ°Ï xyúyîy ˛ô,¤˛y ˜ì˛Ó˚# £ˆÏÓ– xÌ≈yÍ !≤Ãr›˛
Ñ˛Ó˚ˆÏú Officer, Accountant £zì˛ƒy!î @˘Ã&˛ô ˛ô,ÌÑ˛ ˛ô,ÌÑ˛ ˛ô,¤˛yÎ˚ !≤Ãr›˛ £ˆÏÓ–

Summary below data : ~£z x˛ôüò !¢ˆÏúQ ÌyÑ˛ˆÏú Grand Total!›˛ Subtotal ~Ó˚ ¢ÓˆÏâ˛ˆÏÎ˚ ò#ˆÏâ˛ xy¢ˆÏÓ– ~!›˛ !¢ˆÏúQ òy
ÌyÑ˛ˆÏú Subtotal!›˛ ˆÎ ˆÑ˛yˆÏòy ãyÎ˚ÜyÎ˚ xy¢ˆÏÓ–

Data Consolidate

!Ó!¶˛ß¨ Source ˆÌˆÏÑ˛ ~Ñ˛£z ïÓ˚ˆÏòÓ˚ v˛y›˛y ~ˆÏò ~Ñ˛!›˛ â)˛v˛¸yhs˛ !Ó˚ˆÏ˛ôy›≈˛ ˜ì˛Ó˚#Ó˚ ãòƒ ~ˆÏ:ˆÏú Data Consolidate Ñ˛õyu˛ ÓƒÓ£yÓ˚
Ñ˛Ó˚y £Î˚– !Ó!¶˛ß¨ Source xÌ≈ ~Ñ˛!›˛ Worksheet ~Ó˚ !Ó!¶˛ß¨ Sheet Óy !¶˛ß¨ !¶˛ß¨ Worksheet £ˆÏì˛ ˛ôyˆÏÓ˚– õˆÏò Ñ˛Ó˚&òñ ~Ñ˛!›˛ Óv˛¸
!v˛˛ôy›≈˛ˆÏõr›˛yú ˆfi›˛yˆÏÓ˚Ó˚ !Óe´Î˚ ¢Çe´yhs˛ ~£z ïÓ˚ˆÏòÓ˚ ˆúãyÓ˚ ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚ ~ÓÇ ˆfi›˛yÓ˚!›˛Ó˚ Ñ˛ˆÏÎ˚Ñ˛!›˛ üyÖy Ó˚ˆÏÎ˚ˆÏäÈ ˆ¢ˆÏ«˛ˆÏe !Óe´Î˚
¢Çe´yhs˛ â)˛v˛¸yhs˛ !Ó˚ˆÏ˛ôy›≈˛ ˜ì˛Ó˚#Ó˚ ¢õÎ˚ ¢Ñ˛ú üyÖyÓ˚ !Óe´Î˚ ˆúãyÓ˚ˆÏÑ˛ Data Consolidate Ñ˛ˆÏÓ˚ ~Ñ˛!›˛ â)˛v˛¸yhs˛ !Ó˚ˆÏ˛ôy›≈˛ ˜ì˛Ó˚# Ñ˛Ó˚y £Î˚–
v˛zˆÏÕ‘Öƒñ v˛y›˛y Field =ˆÏúyÓ˚ õˆÏïƒ ¢yõO¢ƒ ÌyÑ˛ˆÏì˛ £ˆÏÓ– â˛ú%ò ~Ñ˛!›˛ v˛zîy£Ó˚ˆÏí õyïƒˆÏõ Óƒy˛ôyÓ˚!›˛ ¢¡∫ˆÏı˛ ¢õƒÑ˛ ïyÓ˚íy ˆòÁÎ˚y ÎyÑ˛–
≤ÃÌˆÏõ ~Ñ˛y!ïÑ˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛Ó˚ˆÏì˛ £ˆÏÓ ~ÓÇ ˛ôˆÏÓ˚ Data Consolidate Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– xyõÓ˚y !ì˛ò!›˛ v˛y›˛yˆÏÓã !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚Ó–
¢%ì˛Ó˚yÇ ≤ÃÌˆÏõ !ì˛ò!›˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

Data ö˛y£zú ˜ì˛Ó˚#

1. File>New Workbook>Create Ñ˛õyu˛ !îˆÏÎ˚ ~Ñ˛!›˛ òì%˛ò Workbook Ö%ú%ò– Sheet1 ›˛ƒyˆÏÓ v˛yÓú !Ñœ˛Ñ˛ Ñ˛Ó˚&ò ~ÓÇ X-
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Branch òyõ !îò–

Fig.3.17

2. !¢›˛!›˛ˆÏì˛ !òˆÏ¡¨Ó˚ õˆÏì˛y v˛y›˛y ~!r›˛∆ Ñ˛Ó˚&ò–

Fig.3.18

3. ö˛y£zú!›˛ Consolidate òyˆÏõ ˆ¢¶˛ Ñ˛Ó˚ò–

4. Sheet2 ›˛ƒyˆÏÓ v˛yÓú !Ñœ˛Ñ˛ Ñ˛Ó˚&ò ~ÓÇ Y-Branch òyõ !îò– !¢›˛!›˛ˆÏì˛ !òˆÏ¡¨Ó˚ õˆÏì˛y v˛y›˛y ~!r›˛∆ Ñ˛Ó˚&ò–

Fig.3.19

5. Sheet3 ›˛ƒyˆÏÓ v˛yÓú !Ñœ˛Ñ˛ Ñ˛Ó˚&ò ~ÓÇ Z-Branch òyõ !îò– !¢›˛!›˛ˆÏì˛ !òˆÏ¡¨y_´ v˛y›˛y ~!r›˛∆ Ñ˛Ó˚&ò–

Fig.3.20

ö˛y£zú!›˛ ˆ¢¶˛ Ñ˛Ó˚&ò– ˆõy›˛ !ì˛ò!›˛ ˆ¢yˆÏ¢≈ v˛y›˛y ~!r›˛∆ Ñ˛Ó˚y £ˆÏúy– ~Öò Consolidate ö˛y£zˆÏúÓ˚ ãòƒ Field ˜ì˛Ó˚# Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

Consolidate ö˛y£zú ˜ì˛Ó˚# Ñ˛Ó˚y

6. Home ›˛ƒyÓ ˆÌˆÏÑ˛ Insert>Insert Sheet Ñ˛õyu˛ !îˆÏÎ˚ òì%˛ò Sheet ˜ì˛Ó˚# Ñ˛Ó˚&ò– Sheet4 òyˆÏõ ~Ñ˛!›˛ òì%˛ò Sheet ˜ì˛Ó˚# £ˆÏÓ–
Sheet4 ›˛ƒyˆÏÓ v˛yÓú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Total Sales òyõ !îò–

Fig.3.21
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7. !¢›˛!›˛ˆÏì˛ !òˆÏ¡¨y_´ v˛y›˛y ~!r›˛∆ Ñ˛Ó˚&ò–

Fig.3.22

8. B4 ˆ¢ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

9. !Ó˚ÓˆÏòÓ˚ Data ›˛ƒyÓ ˆÌˆÏÑ˛ Data>Consolidate Ñ˛õyu˛ !îò (Data>Consolidate)– Consolidate v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

10. Function !ö˛ˆÏ”˛ Sum !¢ˆÏúQ xyˆÏäÈ !ò!ÿ˛ì˛ £ˆÏÎ˚ !òò– òy ÌyÑ˛ˆÏú v»˛˛ô v˛yv˛zò ˆÌˆÏÑ˛ Sum !¢ˆÏúQ Ñ˛Ó˚&ò–

Fig.3.23

xy˛ôòyÓ˚ !¢ˆÏúQ Ñ˛Ó˚y Total Sales !¢ˆÏ›˛ ˆõy›˛ !ì˛ò!›˛ !¢ˆÏ›˛Ó˚ ˆÎyÜö˛ú¢£ v˛y›˛y ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig.3.24

Tips : ~Ñ˛£z WorkbookÈÙÈ~Ó˚ !Ó!¶˛ß¨ SheetÈÙÈ~Ó˚ ÓîˆÏúñ !Ó!¶˛ß¨ ö˛y£zˆÏúÓ˚ v˛y›˛yˆÏÑ˛Á Consolidate Ñ˛Ó˚y ˆÎì˛– ˆ¢ˆÏ«˛ˆÏe Refer-

ence ÓˆÏ: Browse Ñ˛ˆÏÓ˚ !ò!î≈‹T ö˛y£zú!›˛ Ö%ˆÏú ¢Ç!Ÿ’‹T ˆ¢ú=!ú v»˛yÜ Ñ˛ˆÏÓ˚ Add Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏì˛ £ˆÏì˛y xÌÓy ˆúyˆÏÑ˛üò¢£
ö˛y£zˆÏúÓ˚ òyõ Á Range (Filename\A1:Z1) !úˆÏÖ !îˆÏì˛ £ˆÏì˛y–

Data Validation

WorksheetÈÙÈ~ v˛y›˛y ~!r›˛∆ Ñ˛Ó˚yÓ˚ ¢õÎ˚ x¢yÓïyòÓüì˛É ÎyˆÏì˛ ¶%˛ú òy £Î˚ ˆ¢ãòƒ Validation Ó˚&ú ˆ¢!›˛Ç Ñ˛ˆÏÓ˚ ˆîÁÎ˚y ÎyÎ˚– ˆÎõò
õˆÏò Ñ˛Ó˚&ò 5000 ~Ó˚ ˛ô!Ó˚ÓˆÏì≈˛ ¶%˛ú Ñ˛ˆÏÓ˚ 50000 !úÖˆÏú Ñ˛!¡ôv˛z›˛yÓ˚ ¢ì˛Ñ≈˛ Ñ˛Ó˚ˆÏÓ ~ÓÇ !úÖˆÏì˛ !îˆÏÓ òy £zì˛ƒy!î !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚
Validation !¢ˆÏúQ Ñ˛ˆÏÓ˚ ˆîÁÎ˚y ÎyˆÏÓ– ~äÈyv˛¸y ≤Ã!ì˛!›˛ ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆòÁÎ˚y õye ~Ñ˛!›˛ ¢ì˛Ñ≈˛ì˛yõ)úÑ˛ õƒyˆÏ¢ã !v˛¢ˆÏ≤’ Ñ˛Ó˚ˆÏì˛
ÌyÑ˛ˆÏÓ– ~¶˛yˆÏÓÁ Validation ˆ¢!›˛Ç Ñ˛Ó˚y ÎyÎ˚– xyõÓ˚y ~Ñ˛!›˛ v˛y›˛yˆÏÓˆÏãÓ˚ Salary òyõÑ˛ !ö˛ˆÏ”˛ 5000 ~Ó˚ Ñ˛õ Óy 25000 ~Ó˚ ˆÓü#
v˛y›˛y ~!r›˛∆ Ñ˛Ó˚ˆÏì˛ ˆÜˆÏú ~!r›˛∆ £ˆÏÓ òy ~ÓÇ ~Ñ˛!›˛ õƒyˆÏ¢ã ˆîÖyˆÏÓ– ~¶˛yˆÏÓ ~Ñ˛!›˛ Validation ˆ¢!›˛Ç Ñ˛Ó˚ˆÏÓy– ~äÈyv˛¸y ≤Ã!ì˛!›˛ ˆ¢ˆÏú
˛ôˆÏÎ˚r›˛yÓ˚ !òˆÏú ~Ñ˛!›˛ õƒyˆÏ¢ã !v˛¢ˆÏ≤’ Ñ˛Ó˚ˆÏì˛ ÌyÑ˛ˆÏÓ–

1. File>New Ñ˛õyu˛ !îˆÏÎ˚ ~Ñ˛!›˛ òì%˛ò ö˛y£zú Ö%ú%ò ~ÓÇ ˝Ó˝ ò#ˆÏâ˛Ó˚ õˆÏì˛y v˛y›˛y ~!r›˛∆ Ñ˛Ó˚&ò–
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Fig.3.25

2. ö˛y£zú!›˛ Validation òyˆÏõ ˆ¢¶˛ Ñ˛Ó˚&ò– B2 ˆ¢ú ˆÌˆÏÑ˛ B6 ˆ¢ú ˛ôÎ≈hs˛ v»˛yÜ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò–

3. Data>Validation... Ñ˛õyu˛ !îò– Validation v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

Fig.3.26

Style x˛ôüˆÏò Stop !¢ˆÏúQ Ñ˛Ó˚yÓ˚ Ñ˛yÓ˚ˆÏí Ñ˛!¡ôv˛z›˛yÓ˚ 5000 ~Ó˚ ò#ˆÏâ˛ ~ÓÇ 25000 ~Ó˚ v˛z˛ôˆÏÓ˚ ¢ÇÖƒy !úˆÏÖ Enter !îˆÏú v˛y›˛y
òy !úˆÏÖñ ˆÓÓ˚ £ˆÏÎ˚ xy¢ˆÏÓ– Style x˛ôüˆÏò Warning !¢ˆÏúQ Ñ˛Ó˚ˆÏú Yes/No x˛ôüò !îˆÏÓ– Information !¢ˆÏúQ Ñ˛Ó˚ˆÏú v˛y›˛y !úÖˆÏÓ
!Ñ˛ls˛ ÷ï%õye Message ˆîÖyˆÏÓ–

11. ˆüˆÏ°Ï OK Ñ˛Ó˚&ò– ~Öò !¢ˆÏúQ Ñ˛Ó˚y ˆÎ ˆÑ˛yòy ˆ¢ˆÏú 5000 ~Ó˚ Ñ˛õ Óy 25000 ~Ó˚ ˆÓü# ¢ÇÖƒy !úˆÏÖ Enter !îò–

Fig.3.27

12. v˛y›˛y ~!r›˛∆ £ˆÏÓ òy ~ÓÇ ~Ñ˛!›˛ Error Message v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– Ñ˛#ÈÙÈˆÏÓyv≈˛ ˆÌˆÏÑ˛ Esc Ñ˛# ˆ≤Ã¢ Ñ˛Ó˚&òñ Error Message

¢£ v˛yÎ˚yúÜ Ó: â˛ˆÏú ÎyˆÏÓ– ¢!‡˛Ñ˛ v˛y›˛y !úˆÏÖ v˛y›˛yˆÏÓã!›˛ ˛ô)í≈ Ñ˛Ó˚&ò–

Data Table

~ˆÏ:ˆÏú Ñ˛#¶˛yˆÏÓ !Ó!¶˛ß¨ Üy!í!ì˛Ñ˛ ¢ÇÖƒyÓ˚ ¢õ¢ƒy ¢õyïyò Ñ˛Ó˚y ÎyÎ˚ ì˛yÓ˚ ¢yˆÏÌ xyõyˆÏîÓ˚ ¢yõyòƒ ˛ô!Ó˚â˛Î˚ áˆÏ›˛ˆÏäÈ– x!ïÑ˛yÇü
ˆ«˛ˆÏe ˆîÖy ˆÜˆÏäÈ xyõÓ˚y ~Ñ˛!›˛ !ò!î≈‹T Ñ˛úyõ Óy ˆÓ˚y ˆì˛ ö˛õ≈)úy ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ ¢õyïyò Ñ˛ˆÏÓ˚!äÈ– !Ñ˛ls˛ ~Ñ˛£z ïÓ˚ˆÏòÓ˚ v˛y›˛y ¢õhfl˛ Ñ˛úyõ
Óy ¢y!Ó˚ ã%ˆÏv˛¸ Ó˚ˆÏÎ˚ˆÏäÈ ~ÓÇ ~Ñ˛!›˛ Ñ˛õyˆÏu˛Ó˚ õyïƒˆÏõ ¢õhfl˛ Ñ˛úyõ Óy ¢y!Ó˚Ó˚ ¢õyïyò ˆÓÓ˚ Ñ˛!Ó˚!ò–

ˆÎõòÈÙÙÙÈ ˆÑ˛yˆÏòy ˆÑ˛ãò Óƒ!_´Ó˚ ˆÓì˛ˆÏòÓ˚ ˆÓ!¢Ñ˛ 1500 ›˛yÑ˛y ~Ó˚ ¢yˆÏÌ !Ó!¶˛ß¨ ¢)e ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ Óy!v˛¸¶˛yv˛¸yñ ˆõ!v˛ˆÏÑ˛ú £zì˛ƒy!î
ÖÓ˚â˛¢£ ˆÎyÜö˛ú ˆÓÓ˚ Ñ˛Ó˚yÓ˚ ¢)e xyõÓ˚y ãy!ò SˆÎyÜñ !ÓˆÏÎ˚yÜñ =íñ ¶˛yÜ £zì˛ƒy!î ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚V !Ñ˛ls˛ ˆÓ!¢Ñ˛ ˆÓì˛ò!›˛ Î!î
˛ô!Ó˚Óì≈˛òü#ú £Î˚ñ ì˛ˆÏÓ Ñ˛#¶˛yˆÏÓ ¢õ¢ƒyÓ˚ ¢õyïyò Ñ˛Ó˚ˆÏì˛ £ˆÏÓ ˆ¢!›˛ ~ÖòÁ Ñ˛!Ó˚!ò–

Data Table Ñ˛õyˆÏu˛Ó˚ õyïƒˆÏõ ~£z ¢õ¢ƒyÓ˚ ¢õyïyò Ñ˛Ó˚y ÎyÎ˚– î%£z ïÓ˚ˆÏòÓ˚ Data Table ÓƒÓ£*ì˛ £Î˚– ˆÎõòÈÙÙÙÈ Out-Input Data
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Table ~ÓÇ Two-Input Data Table– ¢yïyÓ˚íì˛ One-Input v˛y›˛y ˆ›˛!ÓˆÏú ~Ñ˛!›˛ ¢y!Ó˚ Óy Ñ˛úyˆÏõÓ˚ v˛y›˛y ˛ô!Ó˚Óì≈˛òü#ú ÌyˆÏÑ˛ñ
x˛ôÓ˚!îˆÏÑ˛ Two-Input v˛y›˛y ˆ›˛!ÓˆÏú ¢y!Ó˚ Á Ñ˛úyõ v˛z¶˛ˆÏÎ˚Ó˚ v˛y›˛y ˛ô!Ó˚Óì≈˛ò £Î˚– â˛ú%ò Óyhfl˛Ó v˛zîy£Ó˚ˆÏíÓ˚ õyïƒˆÏõ ¢õyïyò Ñ˛ˆÏÓ˚
Óƒy˛ôyÓ˚!›˛ ¢¡∫ˆÏı˛ !Óhfl˛y!Ó˚ì˛ ïyÓ˚íy ˆòÁÎ˚y ÎyÑ˛–

One Input Data Table

~Öò One-Input v˛y›˛y ˆ›˛!ÓˆÏúÓ˚ õyïƒˆÏõ Ö%Ó ¢£ˆÏã ~Ñ˛!›˛ ¢yïyÓ˚í Salary Sheet ˜ì˛Ó˚# Ñ˛Ó˚ˆÏÓy– ~ÖyˆÏò õ)ú v˛y›˛y=!ú Column

~ ÌyÑ˛ˆÏÓ ~ÓÇ ~Ñ˛!›˛ Ñ˛y“!òÑ˛ ˆÓ!¢ˆÏÑ˛Ó˚ v˛z˛ôÓ˚ House Rent (H.R.), Medical Allowance (M.A.) ~ÓÇ Other Expences ÓyÓ˚
Ñ˛ˆÏÓ˚ Total Salary ˜ì˛Ó˚# Ñ˛Ó˚ˆÏÓy ˛ôˆÏÓ˚ Data Table ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ xòƒyòƒ Basic ˆÓì˛ˆÏòÓ˚ v˛z˛ôÓ˚ !¶˛!_ Ñ˛ˆÏÓ˚ Total ÓyÓ˚ Ñ˛Ó˚ˆÏÓy–

õˆÏò Ñ˛!Ó˚ñ Óy!v˛¸¶˛yv˛¸y (H.R.) ˆÓ!¢ˆÏÑ˛Ó˚ 50%ñ ˆõ!v˛ˆÏÑ˛ú (M.A.) ¢ÓyÓ˚ ãòƒ 500 ›˛yÑ˛y ~ÓÇ xòƒyòƒ (Other) ˆÓ!¢ˆÏÑ˛Ó˚ 20%–
â˛ú%ò !òˆÏãÓ˚y Ñ˛!Ó˚–

1. ˝Ó˝ ò#ˆÏâ˛Ó˚ õˆÏì˛y Ñ˛ˆÏÓ˚ ~Ñ˛!›˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛ˆÏÓ˚ Data Table òyˆÏõ ˆ¢¶˛ Ñ˛Ó˚&ò–

Fig.3.28

2. ~Öò C2 ˆ¢ˆÏú Ñ˛y¢≈Ó˚ fl˛iy˛ôò Ñ˛Ó˚&ò ~ÓÇ ~Ñ˛!›˛ Ñ˛y“!òÑ˛ ˆÎ ˆÑ˛yˆÏòy ˆÓ!¢Ñ˛ !úÖ%ò ˆÎõò (6200)

3. D2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =C2*50% ~ÓÇ Enter !îò–

4. E2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =500 ~ÓÇ Enter !îò–

5. F2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =C2*20% ~ÓÇ Enter !îò–

6. G2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =C2+D2+E2+F2 ~ÓÇ Enter !îò–

7. ~Öò C2 ˆ¢ú ˆÌˆÏÑ˛ G8 ˆ¢ú ˛ôÎ≈hs˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

8. Data !Ó˚ÓˆÏòÓ˚ Data Tools @˘Ã&˛ô ˆÌˆÏÑ˛ What-If Analysis>Data Table... Ñ˛õyu˛ !îò– Table (...) v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–
v˛yÎ˚yúÜ ÓˆÏ: Row input cell ~ÓÇ Column input cell x˛ôüò ÌyÑ˛ˆÏÓ–

Fig.3.29

ˆÎˆÏ£ì%˛ xyõyˆÏîÓ˚ v˛y›˛yˆÏÓˆÏã ˆÓ!¢Ñ˛ ˆÓì˛ò=ˆÏúy Ñ˛úyˆÏõ (Column) ¢yãyˆÏòy xyˆÏäÈ ~ÓÇ Ñ˛y“!òÑ˛ ˆÓ!¢Ñ˛!›˛ (6200), ˆ¢ˆÏ£ì%˛
C2 ˆ¢ˆÏú xyˆÏäÈ ~ãòƒ Column input cell ÓˆÏ:ñ ˆ¢ˆÏúÓ˚ xƒyˆÏv»˛¢ ˆîÓ ~ÓÇ Row input cell ö§˛yÑ˛y Ó˚yÖÓ–

9. Column input cell ~Ó˚ ÓˆÏ: C2 ›˛y£z˛ô Ñ˛Ó˚&ò–

10. ˆüˆÏ°Ï OK Ñ˛Ó˚&ò Óy Enter !îò–

¢õhfl˛ v˛y›˛yˆÏÓˆÏã Basic, House Rent, Medical Allowance, Other ~ÓÇ Total ~Ó˚ ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ
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Üy!í!ì˛Ñ˛ Ñ˛yÎ≈yÓú#

Goal Seek

Goal SeekÈÙÈ~Ó˚ myÓ˚y !ò!î≈‹T ›˛yˆÏÜ≈›˛ Óy ›˛yˆÏÜ≈›˛ ¶˛ƒyú% ÓyÓ˚ Ñ˛Ó˚y ÎyÎ˚– ˆÎõÈòÈÙÙÙÈ ~Ñ˛!›˛ !ò!î≈‹T ˛ô!Ó˚õyí ›˛yÑ˛y v˛yv˛zò ˆ˛ôˆÏõr›˛ !îˆÏúñ
!ò!î≈‹T ˛ô!Ó˚õyí ¢%ˆÏîÓ˚ £yˆÏÓ˚ ~ÓÇ !ò!î≈‹T !Ñ˛!hfl˛ˆÏì˛ ¢ˆÏÓ≈yFâ˛ Ñ˛ì˛ ›˛yÑ˛y ˆ˛ôˆÏì˛ ˛ôyˆÏÓ˚òñ ~£z ãyì˛#Î˚ ¢õ¢ƒyÓ˚ ¢õyïyˆÏò Goal Seek Ñ˛õyˆÏu˛Ó˚
ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚– â˛ú%ò ~Ñ˛!›˛ v˛zîy£Ó˚ˆÏíÓ˚ õyïƒˆÏõ Óƒy˛ôyÓ˚!›˛ ¢¡∫ˆÏı˛ !Óhfl˛y!Ó˚ì˛ ãyòy ÎyÑ˛– õˆÏò Ñ˛Ó˚&òñ xy˛ô!ò ~Ñ˛!›˛ Ñ˛!¡ôv˛z›˛yÓ˚
!Ñ˛!hfl˛ˆÏì˛ !Ñ˛òˆÏÓò– !ÓˆÏe´ì˛y ≤Ã!ì˛¤˛yò xy˛ôòyˆÏÑ˛ üì≈˛ !îú ¢%ˆÏîÓ˚ £yÓ˚ 15%, òÜî ãyõyòì˛ 40% ~ÓÇ ≤Ã!ì˛ !Ñ˛!hfl˛ˆÏì˛ 4000 ›˛yÑ˛y
˛ô!Ó˚ˆÏüyï Ñ˛Ó˚ˆÏì˛ £ˆÏÓñ ¢ˆÏÓ≈yFâ˛ 12 !Ñ˛!hfl˛ˆÏì˛– ~Öò ˆÓÓ˚ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ Ñ˛!¡ôv˛z›˛yˆÏÓ˚Ó˚ õ)úƒ Ñ˛ì˛ ~ÓÇ ~!›˛ ˆÓÓ˚ Ñ˛Ó˚ˆÏì˛ ˛ôyÓ˚ˆÏú£z Ñ˛ì˛ ›˛yÑ˛y
ˆúyò ˛ôyÁÎ˚y ÎyˆÏÓ ˆ¢!›˛Á ˆÓÓ˚ Ñ˛Ó˚y ÎyˆÏÓ– ò#ˆÏâ˛Ó˚ Ñ˛õyu˛=ˆÏúy xò%¢Ó˚í Ñ˛Ó˚&ò–

1. ˝Ó˝ ò#ˆÏâ˛Ó˚ WorksheetÈÙÈ~Ó˚ õˆÏì˛y ~Ñ˛!›˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛Ó˚&ò– ~Öò D2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =C2*60%

~ÓÇ Enter !îò–

Fig.4.1

xy˛ôyì˛ì˛ D2 ˆ¢ˆÏú ˆÑ˛yˆÏòy õyò ÓyÓ˚ £ˆÏÓ òy ÷ï% ~Ñ˛!›˛ ü)íƒ (0) xy¢ˆÏÓ– ˆÎˆÏ£ì%˛ Óúy xyˆÏäÈ òÜî ãõyòì˛ 40%, ¢%ì˛Ó˚yÇ C2

ˆ¢ˆÏú Purchase Price ÓyÓ˚ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ ~ÓÇ Purchase Price ~Ó˚ 60% £ˆÏFäÈ Loan Amount– ~ãòƒ D2 xÌ≈yÍ Loan Amount

áˆÏÓ˚ Purchase Price*60%(=C2*60%) ö˛õ≈)úy ˆîÁÎ˚y £ˆÏÎ˚ˆÏäÈ–

=PMT() ö˛yÇüò!›˛ ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ ~ˆÏ:ˆÏú ˆÑ˛yˆÏòy !ò!î≈‹T ¢%ˆÏîÓ˚ £yˆÏÓ˚ñ Ñ˛ì˛ ›˛yÑ˛yÓ˚ ãòƒ Ñ˛ì˛ ›˛yÑ˛y Ñ˛ˆÏÓ˚ !Ñ˛!hfl˛ ˛ô!Ó˚ˆÏüyï Ñ˛Ó˚ˆÏì˛
£ˆÏÓ ˆ¢!›˛ ãyòy ÎyˆÏÓ– ö˛yÇüò xïƒyˆÏÎ˚ ~ !Ó°ÏˆÏÎ˚ !Óhfl˛y!Ó˚ì˛ xyˆÏúyâ˛òy Ñ˛Ó˚y £ˆÏÎ˚ˆÏäÈ–

=PMT() ö˛yÇüˆÏòÓ˚ Ü‡˛ò £ˆÏFäÈÈÙÈ =PMT(Interest,Periods,Present Value)

xyõyˆÏîÓ˚ v˛zîy£Ó˚ˆÏí ˆîÁÎ˚y xyˆÏäÈñ

Interest = 15% Period = 12 Sõy!¢Ñ˛V

Present Value (C2) xyõÓ˚y ãy!ò òy–

xy˛ôyì˛ì˛ õˆÏò Ñ˛!Ó˚ Present Value 50000 ›˛yÑ˛y ~ˆÏ«˛ˆÏe !Ñ˛!hfl˛ ÓyÓ˚ Ñ˛Ó˚y ¢Ω˛Ó–

2. C2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ 50000 !úˆÏÖ Enter !îò–

3. C6 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ =PMT(A2/12,B2,C2) ›˛y£z˛ô Ñ˛ˆÏÓ˚ Enter !îò– ˆîÖ%ò !Ñ˛!hfl˛Ó˚ ˛ô!Ó˚õyí 4512 ˛ôyÁÎ˚y ÎyˆÏÓ–
Sõy!¢Ñ˛ !Ñ˛!hfl˛Ó˚ Ñ˛yÓ˚ˆÏí PMT ö˛yÇüò A2/12 ˆîÁÎ˚y £ˆÏÎ˚ˆÏäÈV–

Add-Ins

Add-Ins £ˆÏúy ~ˆÏ:ˆÏúÓ˚ x!ì˛!Ó˚_´ !Ñ˛ä%È xy£zˆÏ›˛õ– Excel ˆ¢!›˛Ç £ÁÎ˚yÓ˚ ¢yˆÏÌ ¢yˆÏÌ ¢Ó ïÓ˚ˆÏòÓ˚ Add-Ins ¢ÇÎ%_´ £Î˚ òy–
≤ÃˆÏÎ˚yãˆÏòÓ˚ ¢õÎ˚ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Add-Ins ¢ÇÎ%_´ Ñ˛ˆÏÓ˚ !òˆÏì˛ £Î˚– Ñ˛yã ˆü°Ï £ÁÎ˚yÓ˚ ˛ôÓ˚ xyÓyÓ˚ Add-Ins =ˆÏúyˆÏÑ˛ Remove Ñ˛ˆÏÓ˚
!òˆÏì˛ £Î˚– ¢ÓïÓ˚ˆÏòÓ˚ Add-Ins ¢ÇÎ%_´ ÌyÑ˛ˆÏú ˆõ!üˆÏòÓ˚ ˆõõÓ˚# ˆÓü# ÓƒÓ£*ì˛ £Î˚– ~ãòƒ ˆõ!üˆÏòÓ˚ Ü!ì˛ Ñ˛õ £Î˚– xyõÓ˚y Solver

òyˆÏõ ~Ñ˛!›˛ Add-Ins ÓƒÓ£yÓ˚ Ñ˛Ó˚Ó– ~ãòƒ SolverˆÑ˛ ¢yõ!Î˚Ñ˛¶˛yˆÏÓ Install Ñ˛ˆÏÓ˚ !òˆÏì˛ £Î˚–

Add-Ins ¢ÇˆÏÎyÜ SRibbon Ñ˛yfi›˛õy£zã Ñ˛Ó˚yV

Customize Ñ˛Ó˚yÓ˚ xÌ≈ £ˆÏFäÈ ÓƒÓ£yÓ˚Ñ˛yÓ˚#Ó˚ £zFäÈyõˆÏì˛y ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y– Excel ÷Ó˚& Ñ˛Ó˚yÓ˚ ¢yˆÏÌ ¢yˆÏÌ xyõÓ˚y !Ó˚Óò ~ÓÇ !Ó!¶˛ß¨
Ñ˛õyu˛ @˘Ã&˛ô ˆ˛ôˆÏÎ˚ Ìy!Ñ˛– ~£z !Ó˚ÓˆÏò ¢Ñ˛ú Ñ˛õyu˛ @˘Ã&˛ô ÌyˆÏÑ˛ òyñ xyÓyÓ˚ ~õò !Ñ˛ä%È Ñ˛õyu˛ @˘Ã&˛ô ÌyˆÏÑ˛ ˆÎ=!ú ¢â˛Ó˚yâ˛Ó˚ ÓƒÓ£yÓ˚ Ñ˛Ó˚y

Chapter - 4Chapter - 4Chapter - 4Chapter - 4Chapter - 4
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£Î˚ òy– xyõÓ˚y xyõyˆÏîÓ˚ ˛ôäÈ®õˆÏì˛y òì%˛ò Ñ˛õyu˛ @˘Ã&˛ô !Ó˚ÓˆÏò ¢ÇˆÏÎyãò Ñ˛Ó˚ˆÏì˛ ˛˛ôy!Ó˚ xÌÓy ˆÑ˛yˆÏòy Ñ˛õyu˛ @˘Ã&˛ô õ%ˆÏäÈ ˆö˛úˆÏì˛ ˛ôy!Ó˚–

!Ó˚ÓòÓyˆÏÓ˚ òì%˛ò ›˛ƒyÓ ˜ì˛Ó˚# Ñ˛Ó˚y

~Öò xyõÓ˚y !òˆÏãÓ˚y£z !Ó˚Óò ˜ì˛Ó˚# Ñ˛ˆÏÓ˚ ¢ÇˆÏÎyãò Ñ˛Ó˚ˆÏÓy– ú«˛ƒ Ñ˛Ó˚&ò File Óy›˛ò ÓyˆÏî Home, Inser, Page Layout £zì˛ƒy!î
òyˆÏõ Ó˚ˆÏÎ˚ˆÏäÈ– xyõÓ˚y 1!›˛ !Ó˚Óò ¢ÇˆÏÎyãò Ñ˛Ó˚ˆÏÓy–

1. File Óy›˛ò ˆÌˆÏÑ˛ File>Options Ñ˛õyu˛ !îò (File>Excel Options 2007 ~Ó˚ ˆ«˛ˆÏeV– Excel Options v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–
Customize Ribbon x˛ôüò !¢ˆÏúQ Ñ˛Ó˚&ò–

3. v˛yÎ˚yúÜ ÓˆÏ:Ó˚ v˛yò!îˆÏÑ˛ Customize the Ribbon xÇˆÏü Developer ›˛ƒyÓ !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò–

Fig.4.3

xÌ≈yÍ ÓˆÏ:Ó˚ v˛yò!îˆÏÑ˛ New Tab x˛ôüò ¢ÇÎ%_´ £ˆÏÓ–

Solver ¢ÇˆÏÎyÜ

1. Developer !Ó˚Óò ~Ó˚ Add-Ins @˘Ã&˛ô ˆÌˆÏÑ˛ Add-Ins Ñ˛õyu˛ !îò– ˛ôî≈yÎ˚ Add-Ins v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– ~ÖyˆÏò ≤Ãâ%˛Ó˚ !úfi›˛
ÌyÑ˛ˆÏÓ– ˆÎ=!úÓ˚ õyˆÏã !›˛Ñ˛ !â˛£´ òy£z ˆ¢=!ú £zòfi›˛ú Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– õˆÏò Ñ˛!Ó˚ñ Solver Add-in x˛ôüò!›˛ ˆÎyÜ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–
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Fig.4.4

2. Solver Add-in x˛ôüˆÏòÓ˚ ÓyˆÏõÓ˚ ÓˆÏ: !›˛Ñ˛ õyÑ≈˛ (ü) !îò– OK Óy›˛ˆÏò !Ñœ˛Ñ˛ Ó˚&òñ Add-Ins !›˛ ¢ÇÎ%_´ £ˆÏÓ–

Solver ~Ó˚ ÓƒÓ£yÓ˚

xyõÓ˚y Solver ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ Goal Seek ~Ó˚ myÓ˚y Ñ˛Ó˚y xÇÑ˛!›˛ xyˆÏÓ˚Ñ˛ÓyÓ˚ Ñ˛Ó˚ˆÏÓy– ì˛ˆÏÓ Solver ~Ó˚ ¢y£yˆÏÎƒ v˛z_´ ¢õ¢ƒyÓ˚
¢õyïyò Ñ˛Ó˚yÓ˚ ãòƒ Solver v˛yÎ˚yúÜ ÓˆÏ: ÓƒÓ£*ì˛ !Ó!¶˛ß¨ !Ó°ÏÎ˚ ¢¡∫ˆÏı˛ ~Ñ˛›%˛ ïyÓ˚íy ÌyÑ˛y îÓ˚Ñ˛yÓ˚– ò#ˆÏâ˛ Ó:!›˛ ú«˛ƒ Ñ˛Ó˚&ò– ~!›˛ ~Ñ˛!›˛
Solver v˛yÎ˚yúÜ ÓˆÏ:Ó˚ òõ%òy– ~Ó˚ ÓƒÓ£yÓ˚

Set Target Cell/Target CellÈÙÈ ˆÎ ˆ¢ˆÏúÓ˚ Value Ñ˛õ/ˆÓü# £ˆÏÓ ~ÓÇ ~Ó˚ ¢yˆÏÌ ¢¡ôÑ≈˛Î%_´ xòƒyòƒ ˆ¢ˆÏúÓ˚ ˛ô!Ó˚Óì≈˛ò £ˆÏÓ–
ˆ¢yãy Ñ˛Ìy ˆÎ ˆ¢ˆÏú xyõÓ˚y ˆÓ˚ãyŒ›˛ â˛y£z ˆ¢!›˛£z £ˆÏúy Target Cell. ˆÎõò Goal Seek ~Ó˚ xÇÑ˛!›˛Ó˚ ãòƒ Target Cell £ˆÏúy C6

SInstallment ˛~Ó˚ ˛ô!Ó˚õyíV

By/Changing Cell- Target ˆ¢ˆÏúÓ˚ õyˆÏòÓ˚ ˆ≤Ã!«˛ˆÏì˛ ˆÎ ¢õhfl˛ ˆ¢ˆÏúÓ˚ õyˆÏòÓ˚ (Value) ˛ô!Ó˚Óì≈˛ò ≤ÃˆÏÎ˚yãò ˆ¢=ˆÏúyˆÏÑ˛ Chang-

ing Cell ÓˆÏú– ˆÎõò É v˛z˛ôˆÏÓ˚y_´ v˛zîy£Ó˚ˆÏí Changing Cell £ˆÏúy C2 ˆ¢ˆÏ£ì%˛ v˛zîy£Ó˚ˆÏí D2 ˆ¢ˆÏú C2 ˆ¢ˆÏúÓ˚ ˆÓ˚ö˛yˆÏÓ˚™ ˛ö˛õ≈)úy
ˆîÁÎ˚y xyˆÏäÈ ì˛y£z ~ˆÏ«˛ˆÏe Changing Cell ÷ï%õye C2.

Subject to the/Constrains- ¢õyïyˆÏòÓ˚ ¢õÎ˚ Solver ˆÑ˛yˆÏòy ˆÑ˛yˆÏòy ˆ¢ˆÏúÓ˚ õyˆÏòÓ˚ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚ˆÏÓ òy– ˆ¢!›˛£z £ˆÏúy Subject

to the constrains. ˆÎõò Goal Seek ~Ó˚ xˆÏB˛Ó˚ v˛zîy£Ó˚ˆÏí A2 ~ÓÇ B2 ˆ¢ú £ˆÏFäÈ Constrains ˆ¢ú ~ÓÇ v˛z£yˆÏîÓ˚ õyò £ˆÏúy 15%

~ÓÇ 12–

v˛z_´ !¢›˛ ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛Ó˚&òñ ö˛ˆÏú !Óhfl˛y!Ó˚ì˛ !ÓÓÓ˚í¢£ Result ˆîÖy ÎyˆÏÓ– ˆÎõòÈÙÙÙÈ

Scenario

ˆúyò ˆòÁÎ˚yÓ˚ ¢õÎ˚ !ò!î≈‹T ˛ô!Ó˚õyí ›˛yÑ˛yÓ˚ v˛z˛ôÓ˚ !ò!î≈‹T £yˆÏÓ˚ ¢%î !îˆÏÎ˚ Ñ˛ì˛ ›˛yÑ˛y õy!¢Ñ˛ !Ñ˛!hfl˛ £ˆÏÓ ˆ¢ˆÏ«˛ˆÏe PMT() ö˛yÇüˆÏòÓ˚
Ñ˛Ìy !òÿ˛Î˚£z õˆÏò xyˆÏäÈ– xyõÓ˚y ~Öò Scenario Manager òyˆÏõ xyÓ˚Á ü!_´üyú# ~Ñ˛!›˛ x˛ôüˆÏòÓ˚ ¢yˆÏÌ ˛ô!Ó˚!â˛ì˛ £Ó– Goal Seek,

Slover Óy Data Table ~Ó˚ õyïƒˆÏõ ˆÎ ¢õ¢ƒyÓ˚ ¢õyïyò òy ˛ôyÁÎ˚y ÎyÎ˚ ˆ¢!›˛ xyõÓ˚y Scenario Manager !îˆÏÎ˚ Ñ˛Ó˚Ó–

õˆÏò Ñ˛Ó˚&ò !ò!î≈‹T ˛ô!Ó˚õyí ›˛yÑ˛y ˆÎõò 50000/ÈÙÈ ~!›˛ !¶˛ß¨ !¶˛ß¨ ¢%ˆÏîÓ˚ £yˆÏÓ˚ 5%, 6%, 7% Óy 8% ~¶˛yˆÏÓ !Ñ˛!hfl˛Ó˚ ˛ô!Ó˚õyí
Ñ˛ì˛ £ˆÏÓ ˆ¢!›˛ One-Input Data Table ~Ó˚ õyïƒˆÏõ ãyòy ÎyˆÏÓ–

xyÓyÓ˚ !¶˛ß¨ !¶˛ß¨ ˛ô!Ó˚õyí ›˛yÑ˛y ˆÎõò 50000ñ 60000ñ 70000ñ 8000 £zì˛ƒy!î !¶˛ß¨ !¶˛ß¨ ¢%ˆÏîÓ˚ £yˆÏÓ˚ ˆÎõò 5%, 6%, 7%

Óy 8% ~¶˛yˆÏÓ !Ñ˛!hfl˛Ó˚ ˛ô!Ó˚õyí Ñ˛ì˛ £ˆÏÓ ˆ¢!›˛ Two-Input Data Table ~Ó˚ õyïƒˆÏõ ãyòy ÎyˆÏÓ–

18. ~Öyò ˆÌˆÏÑ˛ Scenario Summary x˛ôüˆÏòÓ˚ ÓyˆÏõ ˆÓ˚!v˛Á Óy›˛ò !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ OK Ñ˛Ó˚&ò–



32

RKMSWS MS Excel

ú«˛ƒ Ñ˛Ó˚&òñ Sheet BarÈÙÈ~ Sò#ˆÏâ˛ Sheet1, Sheet2, Sheet3 ˆúÖy ÓyˆÏÓ˚V Scenario Summary1 òyˆÏõ ~Ñ˛!›˛ xyúyîy Sheet ˆîÖy
ÎyˆÏFäÈ–

19. Scenario Summary1 ›˛ƒyˆÏÓ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

!Óhfl˛y!Ó˚ì˛ !ÓÓÓ˚í ¢£ Result ˆîÖy ÎyˆÏÓ– File>Save Ñ˛õyu˛ !îˆÏÎ˚ Scenario1 òyˆÏõ ö˛y£zú!›˛ ˆ¢¶˛ Ñ˛Ó˚&ò–

Scenario ˆÏÑ˛ Edit Á Delete Ñ˛Ó˚y

1. ˆÎ Sheet ~ Scenario xyˆÏäÈ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˆ¢!›˛ !¢ˆÏúQ Ñ˛Ó˚&ò–

2. xyÓyÓ˚Á Data !Ó˚Óò ~Ó˚ Data Tools @˘Ã&˛ô ˆÌˆÏÑ˛ What-If-Analysis>>Scenario Manager... Ñ˛õyu˛ !îò– Scenario

Manager v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

3. ˆÎ!›˛ˆÏÑ˛ Edit Ñ˛Ó˚ˆÏì˛ â˛yò ˆ¢!›˛ˆÏÑ˛ Scenario Name x˛ôüˆÏòÓ˚ !úfi›˛ ˆÌˆÏÑ˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ Edit Óy›˛ˆÏò !Ñœ˛Ñ˛
Ñ˛Ó̊&ò–

4. ˆÑ˛yˆÏòy Scenario ˆÏÑ˛ Delete Ñ˛Ó˚ˆÏì˛ â˛y£zˆÏúñ Scenario Name ˛x˛ôüˆÏòÓ˚ !úfi›˛ ˆÌˆÏÑ˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ Delete

Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Scenario ˆÑ˛ Merge Ñ˛Ó˚y

~Ñ˛ Workbook ~Ó˚ Scenario ˆÏÑ˛ xòƒ Workbook ~ ÓƒÓ£yÓ˚ Ñ˛Ó˚y ÎyÎ˚–

1. ≤ÃÌˆÏõ ~Ñ˛!›˛ Workbook Ö%ˆÏú !Ñ˛ä%È Scenario ˜ì˛Ó˚# Ñ˛ˆÏÓ˚ ö˛y£zú!›˛ ˆ¢¶˛ Ñ˛Ó˚&ò– xÌÓy xy˛ôòyÓ˚ ˜ì˛Ó˚# Scenario1 ö˛y£zú!›˛
Ö%ú%ò–

2. xyÓyÓ˚Á File>New Ñ˛õyu˛ !îˆÏÎ˚ xòƒ ~Ñ˛!›˛ ö˛y£zú Ö%ú%ò ~ÓÇ !Ñ˛ä%È Scenario ˜ì˛Ó˚# Ñ˛Ó˚&ò–

3. î%£z!›˛ ö˛y£zú ~Ñ˛¢yˆÏÌ ˆÖyúy ÌyÑ˛y xÓfl˛iyÎ˚ Data !Ó˚Óò ~Ó˚ Data Tools @˘Ã&˛ô ˆÌˆÏÑ˛ What-If-Analysis>>Scenario

Manager... Ñ˛õyu˛ !îò–
Auditing

ˆÑ˛yˆÏòy WorksheetÈÙÈ~ ö˛õ≈)úy ÓƒÓ£yÓ˚ Ñ˛Ó˚ˆÏúñ ¢Ç!Ÿ’‹T ˆ¢ú=ˆÏúyˆÏÑ˛ Auditing ~Ó˚ õyïƒˆÏõ ¢òy_´ Ñ˛Ó˚y ÎyÎ˚–

1. ˆÎ ˆÑ˛yˆÏòy Worksheet Ö%ú%ò– !Ó!¶˛ß¨ Ñ˛úyõ ~ÓÇ Row ˆÏì˛ !Ñ˛ä%È ¢ÇÖƒy !úÖ%ò– ˆÎõò A2 = 100, B5 = 200, C6 = 300

2. D8 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ =A2+B5+C6 Ñ˛õyu˛ !îò– D8 ˆ¢ˆÏú ˆÎyÜö˛ú xy¢ˆÏÓ–

3. D8 ˆ¢ˆÏú Ñ˛y¢≈Ó˚ ˆÓ˚ˆÏÖ Formulas !Ó˚Óò ~Ó˚ Formula @˘Ã&˛ô ˆÌˆÏÑ˛ Tree Precendents... Ñ˛õyu˛ !îò–

4. ò#ú Ó˚ˆÏàÓ˚ ˆ›˛∆¢yÓ˚ !â˛£´ xy¢ˆÏÓ–

5. ¢õhfl˛ !â˛£´ ì%˛ˆÏú ˆö˛úˆÏì˛ Formulas>Formula @˘Ã&˛ô ˆÌˆÏÑ˛ >Remove Arrows Ñ˛õyu˛ !îò–
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Shape !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚y

òì%˛ò Rectangle Óy Square x§yÑ˛y

~Ñ˛£z¶˛yˆÏÓ !Ó˚ÓòÓyˆÏÓ˚ Insert>Shape Ñ˛õyu˛ !îˆÏÎ˚ Rectangle (...) !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– ~ÓÇ ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚ ˆÎ ˆÑ˛yˆÏòy fl˛iyˆÏò
!Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ v»˛yÜ Ñ˛Ó˚&ò– ~Ñ˛!›˛ Rectangle x§yÑ˛y £ˆÏÓ–

Fig.5.1

Shift Ñ˛# ˆ≤Ã¢ Ñ˛Ó˚y ÌyÑ˛ˆÏú Rectangle!›˛ Square £ˆÏÓ–

òì%˛ò Oval Óy Circle x§yÑ˛y

~Ñ˛£z¶˛yˆÏÓ !Ó˚ÓòÓyˆÏÓ˚ Insert>Shape Ñ˛õyu˛ !îˆÏÎ˚ Basic Shapes @˘Ã&ˆÏ˛ô Oval (...) !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– ~ÓÇ ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚
ˆÎ ˆÑ˛yˆÏòy fl˛iyˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ v»˛yÜ Ñ˛Ó˚&ò– ~Ñ˛!›˛ !v˛¡∫yÑ,˛!ì˛ ˆ¢˛ô ˜ì˛Ó˚# £ˆÏÓ–

Fig.5.2

Chapter - 5Chapter - 5Chapter - 5Chapter - 5Chapter - 5
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Shift Ñ˛# ˆ≤Ã¢ Ñ˛Ó˚y ÌyÑ˛ˆÏú Oval ˆ¢˛ô!›˛ Circle £ˆÏÓ–

Auto Shape

xòƒyòƒ Shapes @˘Ã&˛ô ˆÌˆÏÑ˛ ~Ñ˛!›˛ Ñ˛ˆÏÓ˚ ~§ˆÏÑ˛ ˆîÁÎ˚y £ú– !òˆÏã !òˆÏã ˆ¢˛ô=ˆÏúy ~§ˆÏÑ˛ !òò– !Óhfl˛y!Ó˚ì˛ Óy!Ø xyüÓ˚yˆÏö˛Ó˚
õyfi›˛y!Ó˚Ç ÁÎ˚yv≈˛ Ó£zˆÏì˛ ˛ôyˆÏÓò–

Fig.5.3

Drawing ˆÑ˛ !¢ˆÏúQñ õ%Ö ~ÓÇ ˆäÈy›˛/Óv˛¸ Ñ˛Ó˚y

1. ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ ˆ¢˛ô x§yÑ%˛ò– ˆÎõò Basic Shapes @˘Ã&ˆÏ˛ôÓ˚ ~Ñ˛!›˛ Heart Shape

Fig.5.4

ú«˛ƒ Ñ˛Ó˚&òñ ˆ¢˛ô!›˛Ó˚ â˛yÓ˚ Ñ˛ò≈yˆÏÓ˚ ~ÓÇ õyˆÏG˛ â˛yÓ˚!›˛ ˆõy›˛y xy›˛!›˛ ö§˛yÑ˛y ˆÜyú ¢yˆÏÑ≈˛ú Óy Ó: Ó˚ˆÏÎ˚ˆÏäÈ– ~£z Ó: Óy ¢yˆÏÑ≈˛ú ÌyÑ˛ˆÏú
Ó%G˛ˆÏì˛ £ˆÏÓ ˆ¢˛ô!›˛ !¢ˆÏúQ Ó˚ˆÏÎ˚ˆÏäÈ–

2. ˆ¢ˆÏ˛ôÓ˚ Óy£zˆÏÓ˚ ˆÑ˛yÌyÁ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Ó: Óy ¢yˆÏÑ≈˛ú ÌyÑ˛ˆÏÓ òy xÌ≈yÍ ˆ¢˛ô!›˛ ~Öò xyÓ˚ !¢ˆÏúQ òy£z–
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3. xyÓyÓ˚ ˆ¢ˆÏ˛ôÓ˚ õˆÏïƒ ˆÑ˛yÌyÁ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ˆ¢˛ô!›˛ !¢ˆÏúQ £ˆÏÓ– ~ xÓfl˛iyÎ˚ ˆ¢ˆÏ˛ôÓ˚ õˆÏïƒ õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ !òˆÏú ArrowÈÙÈÓ˚
¢yˆÏÌ ~Ñ˛!›˛ e´¢ ¢y£zò xy¢ˆÏÓ–

4. ˆ¢ˆÏ˛ôÓ˚ õˆÏïƒ ˛ôˆÏÎ˚r›˛yÓ˚ !òˆÏÎ˚ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ v»˛yÜ Ñ˛Ó˚ˆÏì˛ ÌyÑ%˛ò ˆ¢˛ô!›˛ õ%¶˛ £ˆÏÓ– Ñ˛y!Cì˛ fl˛iyˆÏò !òˆÏÎ˚ õyv˛z¢ Óy›˛ò ˆäÈˆÏv˛¸ !îò–

Fig.5.5

5. ˆ¢˛ô!›˛ !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ Ñ˛ò≈yˆÏÓ˚ Óy õyˆÏG˛Ó˚ ˆäÈy›˛ ¢yˆÏÑ≈˛ú Óy ÓˆÏ:Ó˚ v˛z˛ôÓ˚ ˛ôˆÏÎ˚r›˛yÓ˚ !òòñ ~Ñ˛!›˛ !mõ%Ö# !ì˛Ó˚ (Arrow)

(...) xy¢ˆÏÓ–

6. !mõ%Ö# !ì˛Ó˚ xy¢ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˆ¢ˆÏ˛ôÓ˚ !¶˛ì˛ˆÏÓ˚Ó˚ !îˆÏÑ˛ v»˛yÜ Ñ˛Ó˚&òñ ˆ¢˛ô!›˛ ˆäÈy›˛ £ˆÏÓ– Óy£zˆÏÓ˚Ó˚ !îˆÏÑ˛ v»˛yÜ Ñ˛Ó˚ˆÏú Óv˛¸ £ˆÏÓ–

Ñ˛ò≈yÓ˚ ïˆÏÓ˚ v»˛yÜ Ñ˛Ó˚ˆÏú ˜îá≈ƒ ~ÓÇ ≤Ãfl˛i ~Ñ˛¢yˆÏÌ Ñ˛õˆÏÓ/Óyv˛¸ˆÏÓ– õyˆÏG˛ ïˆÏÓ˚ v»˛yÜ Ñ˛Ó˚ˆÏú ˜îá≈ƒ Óy ≤ÃˆÏfl˛iÓ˚ ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ Ñ˛õˆÏÓ/
Óyv˛¸ˆÏÓ–

Fig.5.6

Line Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛ò

1. ~Ñ˛!›˛ Autoshpae, Rectangle, Word Art Óy Line £zì˛ƒy!î ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ ˆ¢˛ô ˜ì˛Ó˚# Ñ˛Ó˚&ò– !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˆ¢˛ô!›˛ !Ñœ˛Ñ˛
Ñ˛Ó˚&ò– !Ó˚ÓòÓyˆÏÓ˚ Format òyõÑ˛ òì%˛ò ›˛ƒyˆÏÓ Shape Styles @˘Ã&˛ô ˆÌˆÏÑ˛ Shape Outline ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ˆÎˆÏÑ˛yˆÏòy Ñ˛yúyÓ˚ !¢ˆÏúQ
Ñ˛Ó˚&ò– ˛ô!Ó˚Óì≈˛ò ˆîÖ%ò–
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Fig.5.7

Fill Color ˛ô!Ó˚Óì≈˛ò

ˆÑ˛yˆÏòy ˆ¢˛ô x§yÑ˛ˆÏú !v˛ö˛Œ›˛ Ñ˛yúyÓ˚ xò%¢yˆÏÓ˚ Fill Á Stroke Ñ˛yúyÓ˚ !¢ˆÏúQ £Î˚– Word ArtÈÙÈ~Ó˚ ˆ«˛ˆÏe !v˛ãy£zò xò%¢yˆÏÓ˚
Ñ˛yúyÓ˚ !¢ˆÏúQ ÌyˆÏÑ˛– ~¢Ó Ñ˛yúyÓ˚ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyÎ˚–

1. ~Ñ˛!›˛ AutoShape, Rectangle, WordArt Óy Oval £zì˛ƒy!îÓ˚ ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ ˆ¢˛ô ˜ì˛Ó˚# Ñ˛Ó˚&ò– !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˆ¢˛ô!›˛ !¢ˆÏúQ
Ñ˛Ó̊&ò–

2. !Ó˚ÓòÓyˆÏÓ˚ Format òyõÑ˛ òì%˛ò ›˛ƒyˆÏÓ Shape Styles @˘Ã&˛ô ˆÌˆÏÑ˛ Shape Fill ~Ó˚ (...) ˆäÈy›˛ v˛yv˛zò xƒyˆÏÓ˚y S!ò¡¨õ%Ö# !ì˛Ó˚VÈÙÈ~
!Ñœ˛Ñ˛ Ñ˛Ó˚&ò– Color Ó: xy¢ˆÏÓ–

Fig.5.8
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3. ˆÎ ˆÑ˛yˆÏòy Ñ˛yúyˆÏÓ˚Ó˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˛ôäÈˆÏ®Ó˚ Ñ˛yúyÓ˚ ˆÓˆÏäÈ !òò– xÌÓy xyÓ˚Á ˆÓü# Ñ˛yúyÓ˚ ˆ˛ôˆÏì˛ â˛y£zˆÏú More Fill

Color... x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– xyÓyÓ˚ òì%˛ò Ñ˛yúyÓ˚ Ó: xy¢ˆÏÓ–

4. ˛ôäÈˆÏ®Ó˚ Ñ˛yúyÓ˚!›˛ !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ OK Ñ˛Ó˚&ò– !¢ˆÏúQ Ñ˛Ó˚y xÓˆÏãQ!›˛ ˛ôäÈˆÏ®Ó˚ Ñ˛yúyÓ˚ !îˆÏÎ˚ ˛ô)í≈ £ˆÏÓ–

÷ï% Ñ˛yúyÓ˚ òÎ˚ ÓÓ˚Ç !Ó!¶˛ß¨ ~ˆÏö˛Q !îˆÏÎ˚ ˆÎõò Picture, Texture, Gradient £zì˛ƒy!î !îˆÏÎ˚ !Ó!¶˛ß¨ ˆ¢˛ô Fill Ñ˛Ó˚y ÎyÎ˚ñ Îy Óy!Ø
xyüÓ˚yˆÏö˛Ó˚ õyfi›˛y!Ó˚Ç ÁÎ˚yˆÏv≈˛Ó˚ Ó£zˆÏì˛ !Óhfl˛y!Ó˚ì˛ ˛ôyˆÏÓò–

Shape Effect

!Ó˚ÓòÓyˆÏÓ˚ Format òyõÑ˛ òì%˛ò ›˛ƒyˆÏÓ Shape Styles @˘Ã&˛ô ˆÌˆÏÑ˛ Shape Effect !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– !Ó!¶˛ß¨ Effect x˛ôüò xy¢ˆÏÓ–

Shadow : Shadow x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˆÎˆÏÑ˛yˆÏòy Shadow ˆì˛ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ˛ô!Ó˚Óì≈˛ò ˆîÖ%ò–

Fig.5.9

Reflections : Reflections x˛ôüˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ˆÎ ˆÑ˛yˆÏòy Reflections ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ˛ô!Ó˚Óì≈˛ò ˆîÖ%ò–



38

RKMSWS MS Excel

Searching and Correction

xˆÏòÑ˛ Óv˛¸ ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚ ˆ«˛ˆÏe Î!î !ò!î≈‹T ˆÑ˛yˆÏòy ü∑ˆÏÑ˛ Ö§%ˆÏã ˆ˛ôˆÏì˛ £Î˚ Óy ü∑ˆÏÑ˛ ≤Ã!ì˛fl˛iy!˛ôì˛ Ñ˛Ó˚ˆÏì˛ £Î˚ñ ì˛ˆÏÓ ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚
≤Ã!ì˛!›˛ ˆ¢ú ˆÌˆÏÑ˛ ü∑ˆÏÑ˛ Ö§%ˆÏã ˛ôyÁÎ˚y ¢õÎ˚ ¢yˆÏ˛ô«˛ñ !ÓÓ˚!_´Ñ˛Ó˚ ~ÓÇ ˆÑ˛yˆÏòy ˆÑ˛yˆÏòy ˆ«˛ˆÏe x¢yïƒ– ~ãòƒ Find ~ÓÇ Replace

Ñ˛õyu˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚– ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚ !Ó!¶˛ß¨ ˆ¢ˆÏú xhs˛ì˛ 20/30 ãyÎ˚ÜyÎ˚ Ex ü∑!›˛ !úÖ%ò– ~Öò xyõÓ˚y ≤ÃÌõ ü∑!›˛ˆÏÑ˛ Find

Ñ˛Ó˚Ó ˛ôˆÏÓ˚ Replace Ñ˛Ó˚Ó–

Find Ñ˛Ó˚y

1. ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚ ˆÎÖyò ˆÌˆÏÑ˛ Ex ü∑!›˛ Ö§%ãˆÏì˛ £ˆÏÓ ˆ¢ÖyˆÏò Ñ˛y¢≈Ó˚ Ó˚yÖ%ò–

2. Home !Ó˚ÓˆÏòÓ˚ Editing @˘Ã&˛ô ˆÌˆÏÑ˛ Find & Select>Find Ñ˛õyu˛ !îò–

Find and Replace v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–

Fig.6.1

3. Find What ÓˆÏ: Ex !úÖ%ò Sxòƒ ü∑ ˆÖ§yãyÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏú ˆ¢!›˛ !úÖ%òV

4. Find Next Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ≤ÃÌõ Ex ˆúÖy ˆ¢ˆÏú õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ xy¢ˆÏÓ–

Fig.6.2

5. xyÓyÓ˚Á Find Next Ñ˛õyu˛ !îˆÏì˛ ÌyÑ˛ˆÏú ~ˆÏÑ˛ ~ˆÏÑ˛ ˛ôÓ˚Óì≈˛# ˆúÖyÓ˚ v˛z˛ôÓ˚ ˛ôˆÏÎ˚r›˛yÓ˚ xy¢ˆÏì˛ ÌyÑ˛ˆÏÓ–

Fig.6.3

!Ó!¶˛ß¨ Option

Chapter - 6Chapter - 6Chapter - 6Chapter - 6Chapter - 6
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Options Óy›˛ˆÏò !Ñœ˛Ñ˛ Ó˚ˆÏú !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ x˛ôüò xy¢ˆÏÓ–

Search- ~£z x˛ôüˆÏòÓ˚ v˛yò!îˆÏÑ˛Ó˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú By Row ~ÓÇ By Column xy¢ˆÏÓ– By Row !¢ˆÏúQ Ñ˛Ó˚ˆÏú Row

Óy úy£zò xò%¢yˆÏÓ˚ ü∑ Ö§%ãˆÏÓ ~ÓÇ By Column !¢ˆÏúQ Ñ˛Ó˚ˆÏú Column xò%¢yˆÏÓ˚ ü∑ Ö§%ãˆÏÓ–

Look inÈÙÈ~£z x˛ôüˆÏòÓ˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏúÁ v»˛˛ô v˛yv˛zò ˆõò% xy¢ˆÏÓ– Formulas !¢ˆÏúQ Ñ˛Ó˚ˆÏú Ñ˛y!Cì˛ ü∑!›˛ Formula

ˆÌˆÏÑ˛ Ö§%ãˆÏÓ– Values !¢ˆÏúQ Ñ˛Ó˚ˆÏú Ñ˛y!Cì˛ ü∑!›˛ Value ˆÌˆÏÑ˛ ~ÓÇ Comments !¢ˆÏúQ Ñ˛Ó˚ˆÏú Ñ˛y!Cì˛ ü∑!›˛ Comments ~Ó˚
õïƒ ˆÌˆÏÑ˛ Ö§%ˆÏã ˆîÖˆÏÓ–

Fig.6.4

Within- ~£z x˛ôüˆÏòÓ˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Sheet ~ÓÇ Workbook x˛ôüò xy¢ˆÏÓ– Sheet !¢ˆÏúQ Ñ˛Ó˚ˆÏú Óì≈˛õyò Sheet

ˆÌˆÏÑ˛ ~ÓÇ Workbook !¢ˆÏúQ Ñ˛Ó˚ˆÏú ¢õhfl˛ Workbook ˆÌˆÏÑ˛ ü∑!›˛ Ö§%ãˆÏÓ–

Match CaseÈÙÈ~£z x˛ôüò !¢ˆÏúQ Ñ˛Ó˚ˆÏú ˆäÈy›˛ £yì˛/Óv˛¸ £yˆÏì˛Ó˚ x«˛Ó˚ !õ!úˆÏÎ˚ ˆîÖˆÏÓ xÌ≈yÍ NOVA !úÖˆÏú Nova Óy nova

£zì˛ƒy!î x«˛ˆÏÓ˚ ˆäÈy›˛/Óv˛¸ £yˆÏì˛Ó˚ x«˛Ó˚ (case) òy !õúˆÏú Ö§%ãˆÏÓ òy–

Match entire cell contents-(Find entire cells only)- !¢ˆÏúQ ÌyÑ˛ˆÏú ˆ¢ˆÏúÓ˚ ö§˛yÑ˛y ãyÎ˚Üy¢£ ¢õhfl˛ !Ó°ÏÎ˚ !õ!úˆÏÎ˚ ü∑
Ö§%ãˆÏÓ–

Format... Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Find Format v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– ~Öyò ˆÌˆÏÑ˛ Number, Alignment, Font £zì˛ƒy!î !Ó!¶˛ß¨
x˛ôüò !¢ˆÏúQ Ñ˛ˆÏÓ˚ ˆîÁÎ˚y ÎyˆÏÓ ~ÓÇ ˆ¢£z xò%¢yˆÏÓ˚ !òÖ§%ì˛¶˛yˆÏÓ Format !õ!úˆÏÎ˚ ü∑ Ö§%ãˆÏÓ–

ü∑ Replace Ñ˛Ó˚y

1. ~Ñ˛£z !òÎ˚ˆÏõ ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚ !Ó!¶˛ß¨ ˆ¢ˆÏú Ex ˆúÖy ÁÎ˚yÑ≈˛ü#ˆÏ›˛ xÓfl˛iyò Ñ˛yˆÏú Home !Ó˚ÓˆÏòÓ˚ Editing @˘Ã&˛ô ˆÌˆÏÑ˛ Find &

Select > Replace Ñ˛õyu˛ !îò xÌÓy Home !Ó˚ÓˆÏòÓ˚ Editing @˘Ã&˛ô ˆÌˆÏÑ˛ Find & Select>Find Ñ˛õyu˛ !îˆÏÎ˚ Replace ›˛ƒyÓ !¢ˆÏúQ
Ñ˛Ó˚&ò– Find and Replace v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ–
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¢y!â≈̨ Ç ~ÓÇ Ñ˛y Ï̂Ó˚Ñ˛üò

Spelling Á Grammar ˛ôÓ˚#«˛y

ÁÎ˚yÑ≈˛!üˆÏ›˛ ˆÑ˛yˆÏòy Óyòyò ¶%̨ ú !úÖˆÏú ¢£ˆÏã£z ÷ïˆÏÓ˚ ˆòÁÎ˚y ÎyˆÏÓ– ~ˆÏ:ˆÏú ~Ñ˛ úˆÏ«˛Ó˚ v z̨̨ ôÓ˚ ü∑¢£ ~Ñ˛!›˛ !v˛Ñ˛üòyÓ˚# ¢ÇˆÏÎy!ãì˛
xyˆÏäÈ– ˆÑ˛yˆÏòy Word !v˛Ñ˛üòy!Ó˚Ó˚ üˆÏ∑Ó˚ ¢yˆÏÌ òy !õúˆÏú ˆ¢!›˛ˆÏÑ˛ ¶%̨ ú !£¢yˆÏÓ ¢òy_´ Ñ˛Ó˚ˆÏÓ ~ÓÇ ¶%̨ ú ü∑!›˛Ó˚ ¢yˆÏÌ !õú ˆÓ˚ˆÏÖ Ñ˛ˆÏÎ˚Ñ˛!›˛
¢!‡˛Ñ˛ ü∑ ˆîÖy Ï̂Ó– ~Öyò ˆÌ Ï̂Ñ˛ Óyòyò ÷ï Ï̂Ó˚ ˆòÁÎ˚y Îy Ï̂Ó–

1. ≤ÃÌˆÏõ !Ñ˛ä%È ¶%˛ú Óyòyò ~ÓÇ Noun ¢£ !Ñ˛ä%È Text !úÖ%ò– Ñ˛õ˛ôˆÏ«˛ 10/12 úy£zò ̂ ›˛:›˛ £ Ï̂ú ¶˛yú £Î˚– ÁÎ˚yÑ≈̨ !ü Ï̂›˛Ó˚ ¢Ó Ï̂â˛ Ï̂Î˚ ≤ÃÌ Ï̂õ
˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

2. Review !Ó˚ÓˆÏòÓ˚ Proofing @˘Ã&˛ô ̂ ÌˆÏÑ˛ Spelling Ñ˛õyu˛ !îò (Review>Spelling)–

Fig. 7.1

3. Spelling v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

Fig. 2

~ÖyˆÏò !Ó!¶˛ß¨ Óy›˛ò ÌyÑ˛ˆÏÓ–

Not in Dictionary- ~£z Ó Ï̂: ¶%̨ ú ü∑!›˛ ˆîÖy Ï̂Ó–

Suggestions- ~£z Ó Ï̂: ¶%̨ ú ü Ï̂∑Ó˚ ¢y Ï̂Ì ¢yõO¢ƒ ˆÓ˚̂ ÏÖ Ñ˛ Ï̂Î˚Ñ˛!›˛ ¢!‡˛Ñ˛ ü∑ ¢y Ï̂ãüò xyÑ˛y Ï̂Ó˚ ˆîÖy Ï̂Ó–

Change- ~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ ¶%˛ú ü∑!›˛ Suggestions ÓˆÏ: xÓ!fl˛iì˛ !¢ˆÏúQ Ñ˛Ó˚y ¢!‡˛Ñ˛ ü∑ !îˆÏÎ˚ ≤Ã!ì˛fl˛iy!˛ôì˛ £ˆÏÓ–

Change All- ~£z Óy›˛ˆÏò !Ñœ̨ Ñ˛ Ñ˛Ó˚ˆÏú ¶%̨ ú ü∑!›˛ Îì˛ fl˛iyˆÏò£z ÌyÑ˛ ¢õhfl˛ ¶%̨ ú ü∑ ¢!‡˛Ñ˛ ü∑ !îˆÏÎ˚ ≤Ã!ì˛fl˛iy!˛ôì˛ £ˆÏÓ–

Ignore- Î!î ˆÎ ü∑!›˛ˆÏÑ˛ ¶%˛ú !£ˆÏ¢ˆÏÓ ïˆÏÓ˚ˆÏäÈ xÌâ˛ ü∑!›˛ !v˛Ñ˛üòyÓ˚#ˆÏì˛ òy ÌyÑ˛y ¢ˆÏ_¥Á ˆÑ˛yˆÏòy Noun Óy xòƒ ü∑ xÌ≈yÍ ü∑!›˛ ¶%˛ú
òy ˆÎõò Dhaka, Rahim, Milan £zì˛ƒy!î üˆÏ∑Ó˚ ˆ«˛ˆÏe Ignore Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ü∑!›˛ x˛ô!Ó˚Ó!ì≈˛ì˛ ˆÓ˚ˆÏÖ ˛ôÓ˚Óì≈˛# ¶%˛ú ü∑ Ö§%ˆÏã

Chapter - 7Chapter - 7Chapter - 7Chapter - 7Chapter - 7
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ˆîÖˆÏÓ–

Ignore All-~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ¶%˛ú ïÓ˚y ü∑!›˛ ˛ô!Ó˚Óì≈˛ò òy Ñ˛ˆÏÓ˚ ˆäÈˆÏv˛¸ ˆîˆÏÓ– ˛ôÓ˚Óì≈˛#ˆÏì˛ ~£z ü∑ ˆ˛ôˆÏúÁ xyÓ˚ ïÓ˚ˆÏÓ òy xÌ≈yÍ
Noun ïÓ˚ˆÏòÓ˚ ˆÑ˛yˆÏòy ü∑ ¶%̨ ú !£¢yˆÏÓ ïÓ˚ˆÏú ~ÓÇ Ignore All Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú ¢¡ô)í≈ ÁÎ˚yÑ≈˛!üˆÏ›˛ Îì˛ÓyÓ˚£z ˛ôyÁÎ˚y ÎyÑ˛ ¶%˛ú !£ˆÏ¢ˆÏÓ
ïÓ˚̂ ÏÓ òy–

Not in Dictionary- ~£z x˛ôüˆÏòÓ˚ õˆÏïƒ ¶%̨ ú ü∑!›˛Ó˚ ¢yˆÏÌ ¢yõO¢ƒ˛ô)í≈ ˆÑ˛yˆÏòy ü∑ òy ˆ˛ôˆÏú Not in Dictionary x˛ôü Ï̂ò ¶%̨ ú
ü∑!›˛ ˛ôyÁÎ˚y ÎyˆÏÓ–

Auto CorrectÈÙÈ v˛Ñ%˛ˆÏõˆÏr›˛ !â˛!£´ì˛ ¶%˛ú ü∑!›˛ Suggestions ÓˆÏ: ≤Ãî!ü≈ì˛ ü∑ !îˆÏÎ˚ xˆÏ›˛yˆÏõ!›˛Ñ˛ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚ˆÏì˛ â˛y£zˆÏú ~£z Óy›˛ˆÏò
!Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏì˛ £Î˚– ì˛ˆÏÓ ~£z Óy›˛ˆÏòÓ˚ x¢%!Óïy £ˆÏFäÈ Suggestions ÓˆÏ: ̂ Ñ˛yˆÏòy ü∑ òy ÌyÑ˛ˆÏú ¶%̨ ú ü∑!›˛ ¢!‡˛Ñ˛ Ñ˛Ó˚ˆÏÓ òy xÌÓy Suggestions

ÓˆÏ: ~Ñ˛y!ïÑ˛ Ñ˛yäÈyÑ˛y!äÈ ü∑ ÌyÑ˛ˆÏú ˝Ó˝ ¢!‡˛Ñ˛ ü∑!›˛ !îˆÏÎ˚ ≤Ã!ì˛fl˛iy˛ô!ì˛ òyÁ £ˆÏì˛ ˛ôyˆÏÓ˚–

Add- ~£z Óy›˛ˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú Suggestions Ó Ï̂: ü∑!›˛ Î!î Noun Óy ~£z ãyì˛#Î˚ ü∑ £Î˚ ~ÓÇ !v˛Ñ˛üòyÓ˚#ˆÏì˛ òy ÌyˆÏÑ˛ ì˛ˆÏÓ Dictio-

nary ˆÏì˛ ü∑!›˛ ¢ÇˆÏÎy!ãì˛ £ˆÏÓ–

Excel ~Ó˚ !Ñ˛ä%È ÓƒÓ£y!Ó˚Ñ˛ Ñ˛yã

Wages Sõã%!Ó˚V !òí≈Î˚

xy¢%ò ~Ñ˛!›˛ ≤Ã!ì˛¤˛yˆÏòÓ˚ Wages Óy õã%!Ó˚ !òï≈yÓ˚í Ñ˛Ó˚y ÎyÑ˛– õˆÏò Ñ˛!Ó˚ñ ≤Ã!ì˛!îò ¢yïyÓ˚í Ñ˛õ≈á^˘›˛y £ˆÏFäÈ 8 ~ÓÇ 8 Óy ì˛yÓ˚ Ñ˛õ
Ñ˛õ≈á^˘›˛yÓ˚ ãòƒ õã%!Ó˚ 20 ›˛yÑ˛y– ~äÈyv˛¸y ˆÑ˛yˆÏòy Ñ˛õ≈â˛yÓ˚# £zFäÈy Ñ˛Ó˚ˆÏú Á¶˛yÓ˚ ›˛y£zõ Ñ˛Ó˚ˆÏì˛ ˛ôyˆÏÓ˚– Á¶˛yÓ˚ ›˛y£zˆÏõÓ˚ ãòƒ ≤ÃÌõ 8 á^˘›˛yÓ˚ ˛ôˆÏÓ˚ ≤Ã!ì˛
á^˘›˛yÓ˚ ãòƒ õã%!Ó˚ 25 ›˛yÑ˛y– ¢%ì˛Ó˚yÇ ̂ Ñ˛v˛z 6 á^˘›˛y Ñ˛yã Ñ˛Ó˚ˆÏú õã%!Ó˚ ̨ ôyˆÏÓ 6 X 20 = 120 ›˛yÑ˛y– xyÓyÓ˚ ̂ Ñ˛v˛z 8 á^˘›˛y Ñ˛yã Ñ˛Ó˚ˆÏú õã%!Ó˚ ̨ ôyˆÏÓ
8 X20 = 160 ›˛yÑ˛y– xyÓyÓ˚ ˆÑ˛v˛z 11 á^˘›˛y Ñ˛yã Ñ˛Ó˚ˆÏú ˛ôyˆÏÓ ≤ÃÌõ 8 á^˘›˛yÓ˚ ãòƒ  8 X 20 = 160 ›˛yÑ˛y ~ÓÇ ˛ôÓ˚Óì≈˛# 3 á^˘›˛yÓ˚ ãòƒ ˛ôyˆÏÓ 3
X 25 = 75 ›˛yÑ˛y– ¢%ì˛Ó˚yÇ ̂ õy›˛ 11 á^˘›˛yÓ˚ ãòƒ 160 + 75 = 235 ›˛yÑ˛y– ~¶˛yˆÏÓ ~Ñ˛!›˛ ≤Ã!ì˛¤˛yˆÏòÓ˚ !Ñ˛ä%È Ñ˛õ≈â˛yÓ˚#Ó˚ ̂ õy›˛ Ñ˛õ≈á^˘›˛yÓ˚ v˛z˛ôÓ˚ ~Ñ˛!›˛
Wages Sheet ˜ì˛!Ó˚ Ñ˛Ó˚Ó– !òˆÏâ˛Ó˚ Step= Ï̂úy xò%¢Ó˚í Ñ˛Ó˚&ò–

1. ˝Ó˝ ò#ˆÏâ˛Ó˚ õˆÏì˛y ~Ñ˛!›˛ Worksheet ˜ì˛!Ó˚ Ñ˛Ó˚&ò–

Fig. 7.3

~Öy Ï̂ò C2 ˆ¢ˆÏú ö˛õ≈%úy !úÖˆÏì˛ £ˆÏÓ– ~ˆÏ«˛ˆÏe B2 ˆ¢ˆÏú xÓ!fl˛iì˛ Ñ˛õ≈á^˘›˛y Î!î 8 á^˘›˛yÓ˚ ˆÓ!ü £Î˚ñ ì˛ˆÏÓ£z Á¶˛yÓ˚ ›˛y£zõ ˛ôyÁÎ˚y ÎyˆÏÓ–
òì%˛Óy Á¶˛yÓ˚ ›˛y£zõ !£ˆÏ¢ˆÏÓ ˆÑ˛yˆÏòy á^˘›˛y Üíòy £ˆÏÓ òy– xÌ≈yÍ 0 á^˘›˛y Üíòy £ˆÏÓ– ~ˆÏ«˛ˆÏe xyõÓ˚y IF òyˆÏõÓ˚ ~Ñ˛!›˛ Statement ÓƒÓ£yÓ˚
Ñ˛Ó˚Ó– ~£z Statement ~ ~Ñ˛!›˛ üì≈˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚ ~ÓÇ üì≈˛!›˛Ó˚ ˆ«˛ˆÏe 2!›˛ ö˛úyö˛ú v˛zˆÏÕ‘Ö Ñ˛ˆÏÓ˚ !îˆÏì˛ £Î˚– xÌ≈yÍ üì≈˛!›˛ ¢!ì˛ƒ £ˆÏú SÎ!î
Ñ˛õ≈á^˘›˛y 8 á^˘›˛yÓ˚ ˆÓ!ü £Î˚V ~Ñ˛!›˛ ö˛úyö˛ú v˛zˆÏÕ‘Ö Ñ˛Ó˚ˆÏì˛ £Î˚– ~ÓÇ üì≈˛!›˛ ¢!ì˛ƒ òy £ˆÏú SÎ!î Ñ˛õ≈á^˘›˛y 8 á^˘›˛yÓ˚ Ñ˛õ £Î˚V xyˆÏÓ˚Ñ˛!›˛ ö˛úyö˛ú
v ẑ̨ ÏÕ‘Ö Ñ˛Ó˚̂ Ïì˛ £Î˚– ~ÓÇ If Ñ˛õyu˛ !úˆÏÖ üì≈˛!›˛ !úÖˆÏì˛ £Î˚ SˆÎõò Î!î Ñ˛õ≈á^˘›˛y 8 á^˘›˛yÓ˚ ˆÓ!ü £Î ̊(IF (B2>8)Vñ â˛ú%ò ö˛õ≈%úy!›˛ ˆîÁÎ˚y
ÎyÑ˛–

2. ˆ¢ú ˛ô Ï̂Î˚r›˛yÓ˚ C2 ˆ¢ˆÏú Ó˚yÖ%ò~ÓÇ ö˛õ≈%úy ›˛y£z̨ ô Ñ˛Ó˚&ò–

= IF (B2>8. B2-8, 0)

~ÓÇ ~r›˛yÓ˚ !îò–
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Fig. 7.4

Salary SˆÓì˛òV !òí≈Î˚

~Öò â˛ú%ò ~Ñ˛!›˛ ≤Ã!ì˛¤˛yˆÏòÓ˚ Ñ˛õ≈â˛yÓ˚#ˆÏîÓ˚ ˆÓì˛ò !òí≈Î˚ Ñ˛Ó˚y ÎyÑ˛– õˆÏò Ñ˛!Ó˚ ≤Ã!ì˛¤˛yˆÏòÓ˚ Ñ˛õ≈Ñ˛ì≈˛yˆÏîÓ˚ ˆÓì˛ˆÏòÓ˚ ˛ôyüy˛ôy!ü !Óe´ˆÏÎ˚Ó˚
v˛z˛ôÓ˚ 10% Ñ˛!õüò ˆîÁÎ˚y £Î˚– ¢%ì˛Ó˚yÇ õ)ú ˆÓì˛ˆÏòÓ˚ ¢yˆÏÌñ ˆõy›˛ !Óe´ˆÏÎ˚Ó˚ v z̨̨ ôÓ˚ 10% Ñ˛!õüò !òí≈Î˚ Ñ˛ Ï̂Ó˚ ˆÎyÜ Ñ˛Ó˚̂ Ïì˛ £ Ï̂Ó– â˛ú%ò Salary

Sheet!›˛ ˜ì˛Ó˚# Ñ˛Ó˚y ÎyÑ˛–

1. ˝Ó˝ !òˆÏâ˛Ó˚ õˆÏì˛y ~Ñ˛!›˛ Work Sheet ˜ì˛!Ó˚ Ñ˛Ó˚&ò–

Fig. 7.5

2. ~Öò D2 ˆ¢ú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ö˛õ≈%úy ›˛y£z˛ô Ñ˛Ó˚&ò

= B2 + C2 * 10%

~ÓÇ Enter !îò– D2 ˆ¢ Ï̂ú Total Payment ˛ôyÁÎ˚y Îy Ï̂Ó–

3. D2 ˆ¢ú !¢ˆÏúQ ÌyÑ˛y xÓfl˛iyÎ˚ Home !Ó˚ÓˆÏòÓ˚ Clipboard Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Copy Ñ˛õyu˛ !îò–

4. D3 ˆÌˆÏÑ˛ D7 ˆ¢ú ˛ôÎ≈hs˛ Block Ñ˛ˆÏÓ˚ xyÓyÓ˚Á Home !Ó˚ÓˆÏòÓ˚ Clipboard Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Paste Ñ˛õyu˛ !îò– ≤Ã!ì˛!›˛ ˆ¢ Ï̂ú
¢!‡˛Ñ˛ ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 7.6
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Commission !òí≈Î˚

â˛ú%ò ~Ñ˛!›˛ !Óe´Î˚ ö˛yˆÏõ≈Ó˚ Ñ˛!õüò ÓyÓ˚ Ñ˛Ó˚y ÎyÑ˛– ~ˆÏ«˛ˆÏe !Óe´Î˚Ñ˛õ≈#ˆÏîÓ˚ !Ó!e´Ó˚ ˛ô!Ó˚õyˆÏíÓ˚ v z̨̨ ôÓ˚ Ñ˛!õüò !òï≈yÓ˚í Ñ˛Ó˚y £ˆÏÓ– üì≈˛
£ Ï̂FäÈ Î!î !Óe´Î˚ 10,000 ›˛yÑ˛yÓ˚ Ñ˛õ £Î˚ñ ì˛ˆÏÓ Ñ˛!õüò 5%– Î!î !Óe´Î˚ 20,000 ›˛yÑ˛y Óy ì˛yÓ˚ Ñ˛õ £Î˚ ì˛ˆÏÓ Ñ˛!õüò 7%– Î!î !Óe´Î˚ £Î˚
30,000 ›˛yÑ˛y Óy ì˛yÓ˚ Ñ˛õ £Î˚ ì˛ˆÏÓ 10%– Î!î !Óe´Î˚ 40,000 ›˛yÑ˛y Óy ì˛yÓ˚ Ñ˛õ £Î˚ñ ì˛ˆÏÓ Ñ˛!õüò 12% ~ÓÇ Î!î !Óe´Î˚ £Î˚ 40,000 ›˛yÑ˛yÓ˚
ˆÓü# £Î˚ ì˛ Ï̂Ó Ñ˛!õüò 15%–

1. ˝Ó˝ !òˆÏâ˛Ó˚ õˆÏì˛y ~Ñ˛!›˛ Worksheet ˜ì˛Ó˚# Ñ˛Ó˚&ò

Fig. 8.1

2. C2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

= IF (B2<10000, B2*5%, IF(B2<=20000, B2*7%,

IF (B2<=30000, B2*10%, IF(B2<=40,000, B2*12%,

IF (B2>40,000, B2*15%)))))

~ÓÇ Enter !îò– C2 ˆ¢ Ï̂ú ö˛úyö˛ú ˛ôyÁÎ˚y Îy Ï̂Ó–

3. C2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ Home !Ó˚ÓˆÏòÓ˚ Clipboard Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Copy Ñ˛õyu˛ !îò–

4. C3 ˆ¢ú ˆÌˆÏÑ˛ C6 ˆ¢ú ˛ôÎ≈hs˛ ÓœÑ˛ Ñ˛ˆÏÓ˚ Home !Ó˚ÓˆÏòÓ˚ Clipboard Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Paste Ñ˛õyu˛ !îò– ¢õhfl˛ ˆ¢ Ï̂ú ö˛úyö˛ú
˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 8.2

Income Tax !òí≈Î˚

~Öò xyõÓ˚y ~Ñ˛!›˛ ≤Ã!ì˛¤˛yˆÏòÓ˚ Ñ˛õ≈Ñ˛ì≈˛yˆÏîÓ˚ Income Tax !òí≈Î˚ Ñ˛Ó˚Ó– üì≈̨  £ Ï̂FäÈ Basic ˆÓì˛ò Î!î 1500 ›˛yÑ˛y Óy ì˛yÓ˚ ò#ˆÏâ˛ £Î˚ñ ì˛ˆÏÓ

Chapter - 8Chapter - 8Chapter - 8Chapter - 8Chapter - 8
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ˆÑ˛yˆÏòy ›˛ƒy: Ñ˛y›˛y ÎˆÏÓ òy– Basic Î!î 3000 ›˛yÑ˛y Óy ì˛yÓ˚ ò#ˆÏâ˛ £Î˚ ì˛ˆÏÓ 2% ›˛ƒy: Ñ˛y›˛y ÎyˆÏÓ– Basic Î!î 4500 ›˛yÑ˛y Óy ì˛yÓ˚ ò#ˆÏâ˛ £Î˚ ì˛ˆÏÓ
4% ›˛ƒy: Ñ˛y›˛y ÎyˆÏÓ– Basic Î!î 6000 ›˛yÑ˛y Óy ì˛yÓ˚ ò#ˆÏâ˛ £Î˚ ì˛ˆÏÓ 6% ›˛ƒy: Ñ˛y›˛y ÎyˆÏÓ– Basic Î!î 7500 ›˛yÑ˛y Óy ì˛yÓ˚ ò#ˆÏâ˛ £Î˚ ì˛ˆÏÓ 8%

›˛ƒy: Ñ˛y›˛y ÎyˆÏÓ– xyÓ˚ ˆÓ!¢Ñ˛ Î!î 7500 ›˛yÑ˛yÓ˚ v˛z˛ôˆÏÓ˚ £Î˚ ì˛ˆÏÓ 10% ›˛ƒy: Ñ˛y›˛y ÎyˆÏÓ– â˛ú%ò !òˆÏãÓ˚y Income Tax Sheet!›˛ ˜ì˛!Ó˚ Ñ˛!Ó˚–

1. ˝Ó˝ ò# Ï̂â˛Ó˚ Workbook ~Ó˚ õˆÏì˛y ~Ñ˛!›˛ Workbook ˜ì˛Ó˚# Ñ˛Ó˚&ò–

Fig. 8.3

2. C2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò–

= IF (B2<=1500, B2*0%, IF(B2<=3000, B2*2%,

IF (B2<=4500, B2*4%, IF(B2<=6000, B2*6%

IF (B2<=7500, B2*8%, IF(B2>7500, B2*10%))))))

~ÓÇ Enter !îò– C2 ˆ¢ˆÏú ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ–

3. C2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ Home !Ó˚ÓˆÏòÓ˚ Clipboard Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Copy Ñ˛õyu˛ !îò–

4. xyÓyÓ˚ C3 ˆ¢ú ˆÌ Ï̂Ñ˛ C10 ˆ¢ú ˛ôÎ≈hs˛ ÓœÑ˛ / !¢ˆÏúQ Ñ˛ˆÏÓ˚ Home !Ó˚ÓˆÏòÓ˚ Clipboard Ñ˛õyu˛@˘Ã&˛ô ˆÌ Ï̂Ñ˛ Past ¢õhfl˛ ˆ¢ Ï̂ú
ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 8.4

Electricity Bill !òí≈Î˚

!òÿ˛Î˚ ãyˆÏòò !Óî%ƒÍ !ÓˆÏúÓ˚ ˆ«˛ˆÏe £zv˛z!ò›˛ ÓƒÓ£yˆÏÓ˚Ó˚ v˛z˛ôÓ˚ !Óú ˜ì˛!Ó˚ Ñ˛Ó˚y £Î˚– ~ˆÏ«˛ˆÏe ÓƒÓ£*ì˛ £zv˛z!òˆÏ›˛Ó˚ ˛ô!Ó˚õyˆÏíÓ˚ v˛z˛ôÓ˚ !Óú
!ò¶≈̨ Ó˚ Ñ˛ Ï̂Ó˚– üì≈̨  £ Ï̂FäÈÈÙÙÙÈ !Óî%ƒÍ ÖÓ˚â˛ 1 ̂ ÌˆÏÑ˛ 200 ̨ ôÎ≈hs˛ 1.75 ›˛yÑ˛y ≤Ã!ì˛ £zv˛z!ò›˛ñ 201 ̂ Ì Ï̂Ñ˛ 400 £zv˛z!ò›˛ ̨ ôÎ≈hs˛ 2.50 ›˛yÑ˛y ≤Ã!ì˛ £zv˛z!ò›˛ñ 401

ˆÌ Ï̂Ñ˛ 500 £zv˛z!ò›˛ ˛ôÎ≈hs˛ 3.75 ›˛yÑ˛y ~ÓÇ 500 £zv˛z!òˆÏ›˛Ó˚ v˛z˛ôÓ˚ £ˆÏú 4.50 ›˛yÑ˛y ≤Ã!ì˛ £zv˛z!ò›˛– â˛ú%ò !Óî%ƒÍ !Óú!›˛ ˜ì˛!Ó˚ Ñ˛Ó˚y ÎyÑ˛–

1. ˝Ó˝ !òˆÏâ˛Ó˚ õˆÏì˛y ~Ñ˛!›˛ Workbook ˜ì˛Ó˚# Ñ˛Ó˚&ò–
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Fig. 8.5

2. D2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&òñ

=IF(C2<=200, C2*1.75, IF(C2<=400, C2*2.50,

IF(C2<=500, C2*3.75, IF(C2>500, C2*4.50))))

~ÓÇ Enter !îò–

D2 ˆ¢ Ï̂ú ö˛úyö˛ú ˛ôyÁÎ˚y Îy Ï̂Ó–

3. D2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ Home !Ó˚ÓˆÏòÓ˚ Clipboard Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Copy Ñ˛õyu˛ !îò–

4. D3 ˆ¢ú ˆÌ Ï̂Ñ˛ D10 ˆ¢ú ˛ôÎ≈hs˛ ÓœÑ˛/!¢ˆÏúQ Ñ˛ˆÏÓ˚ xyÓyÓ˚Á Home !Ó˚ÓˆÏòÓ˚ Clipboard Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Paste Ñ˛õyu˛ !îò–

¢õhfl˛ !õ›˛yˆÏÓ˚Ó˚ ˛ãòƒ ≤Ãy˛ôƒ !Óî%ƒÍ !Óú ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 8.6

Salary Sheet ˜ì˛Ó˚#

~Öò xyõÓ˚y ~Ñ˛!›˛ Salary Sheet ˜ì˛Ó˚# Ñ˛Ó˚Ó– ≤ÃˆÏì˛ƒˆÏÑ˛Ó˚ ~Ñ˛!›˛ Basic ˆÓì˛ò ÌyÑ˛ˆÏÓ– Óyv ¸̨#¶˛yv ¸̨y Óy House Rent (H. Rent) £ Ï̂Ó
Basic ~Ó˚ 50%, Medical Allowance (Medical) £ˆÏÓ Basic-~Ó˚ 20%, Îyì˛yÎ˚yì˛ ÖÓ˚â˛ Óy Convence £ Ï̂Ó Basic ~Ó˚ 15% ~ÓÇ xòƒyòƒ
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ÖÓ˚â˛ (Others) ÓyÓî Basic ~Ó˚ 5% ≤ÃˆÏì˛ƒˆÏÑ˛ ˛ôyˆÏÓ– Basic, H. Rent, Medical, Convence ~ÓÇ Others ˆÎyÜ Ñ˛ Ï̂Ó˚ Gross Salary ÓyÓ˚
Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– ~Ó˚˛ôÓ˚ Income Tax Ñ˛y›˛y ÎyˆÏÓ Basic ~Ó˚ v z̨̨ ôÓ˚ !¶˛!_ Ñ˛ˆÏÓ˚– ˆÎõò Basic Î!î 1500 ›˛yÑ˛y Óy ì˛yÓ˚ Ñ˛õ £Î˚ ì˛ˆÏÓ ˆÑ˛yˆÏòy
Income Tax Ñ˛y›˛y ÎyˆÏÓ òy– Basic Î!î 3000 ›˛yÑ˛y Óy ì˛yÓ˚ ò#ˆÏâ˛ £Î˚ ì˛ˆÏÓ 2% Ñ˛y›˛y ÎyˆÏÓ– Basic Î!î 4500 ›˛yÑ˛y Óy ì˛yÓ˚ ò#ˆÏâ˛ £Î˚ ì˛ˆÏÓ 4%

›˛ƒy: Ñ˛y›˛y ÎyˆÏÓ– Basic Î!î 6000 ›˛yÑ˛y Óy ò#ˆÏâ˛ £Î˚ ì˛ˆÏÓ 6% ›˛ƒy: Ñ˛y›˛y ÎyˆÏÓ– Basic Î!î 7500 ›˛yÑ˛yÓ˚ v˛z˛ôˆÏÓ˚ £Î˚ ì˛ˆÏÓ 10% ›˛ƒy: Ñ˛y›˛y
Îy Ï̂Ó– ~¶˛y Ï̂Ó Income Tax ˆÓÓ˚ Ñ˛Ó˚̂ Ïì˛ £ Ï̂Ó– Provident Func (P. Fund) Ñ˛y›˛y ÎyˆÏÓ Basic ~Ó˚ 10%– ~¶˛y Ï̂Ó Provident Fund ~ÓÇ
Income Tax ˆÎyÜö˛ú ÓyÓ˚ Ñ˛ˆÏÓ˚ Total Payable (Total Pay) ÓyÓ˚ Ñ˛Ó˚y £ˆÏÓ– ~Ó˚˛ôÓ˚ Gross Salary ˆÌ Ï̂Ñ˛ Total Pay Óyî !îˆÏú£z Net Pay

˛ôyÁÎ˚y ÎyˆÏÓ– â˛ú%ò Salary Sheet!›˛ ˜ì˛!Ó˚ Ñ˛Ó˚y ÎyÑ˛–

1. ˝Ó˝ !òˆÏâ˛Ó˚ õˆÏì˛y ~Ñ˛!›˛ Worksheet ˜ì˛Ó˚# Ñ˛Ó˚&ò–

Fig. 8.7

2. ~Öò D2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =C2*50% ~ÓÇ Enter !îò– Basic ~Ó˚ 50% Óyv˛¸#¶˛yv˛¸y ˛ôyÁÎ˚y ÎyˆÏÓ–

3. E2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =C2*20% ~ÓÇ Enter !îò– Basic ~Ó˚ 20% Medical Allowance ˛ôyÁÎ˚y ÎyˆÏÓ–

4. F2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =C2*15% ~ÓÇ Enter !îò– Basic ~Ó˚ 15% Convence ˛ôyÁÎ˚y Îy Ï̂Ó–

5. G2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =C2*5% ~ÓÇ Enter !îò– Basic ~Ó˚ 5% xòƒyòƒ ÖÓ˚â˛ ˛ôyÁÎ˚y ÎyˆÏÓ– ~Öò£z ~£z ≤ÃyÆ
ö˛úyö˛ú ˆÎyÜ Ñ˛ˆÏÓ˚ Total Ñ˛Ó˚Ó–

6. H2 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò =Sum(D2:G2) ~ÓÇ Enter !îò–

~Öò Basic ˆÓì˛ˆÏòÓ˚ ¢yˆÏÌ xòƒyòƒ ≤Ãy˛ôƒ ÖÓ˚â˛ ˆÎyÜ Ñ˛ˆÏÓ˚ Gross Salary ÓyÓ˚ Ñ˛Ó˚Ó–
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Print Preview

ˆÑ˛yˆÏòy !Ñ˛ä%È !≤Ãr›˛ Ñ˛Ó˚yÓ˚ xyˆÏÜ ¢yïyÓ˚íì˛ Preview ˆîˆÏÖ ö˛y£zú!›˛ !≤Ãr›˛ Ñ˛Ó˚ˆÏú Ñ˛#Ó˚*˛ô ˆîÖyˆÏÓ ˆ¢!›˛ ˆîˆÏÖ ˆòÁÎ˚y £Î˚– xÌ≈yÍ
v˛Ñ%˛ˆÏõˆÏr›˛Ó˚ â˛yÓ˚˛ôyˆÏü Ñ˛ì˛›%˛Ñ%˛ ¢yîy ãyÎ˚Üy xyˆÏäÈñ !@˘Ãv˛ úy£zò ˆîÖy ÎyˆÏFäÈ !Ñ˛òy £zì˛ƒy!î !≤Ãr›˛ Ñ˛Ó˚yÓ˚ xyˆÏÜ£z ˆîˆÏÖ ˆòÁÎ˚y ÎyˆÏÓ– Ñ˛yˆÏã£z
≤ÃˆÏÎ˚yãò £ˆÏú !≤ÃˆÏr›˛Ó˚ xyˆÏÜ£z ˆÑ˛yˆÏòy ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚yÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏú Ñ˛ˆÏÓ˚ ˆòÁÎ˚y ÎyˆÏÓ ¢%ì˛Ó˚yÇ !≤Ãr›˛ Ñ˛Ó˚yÓ˚ xyˆÏÜ Print Preview £ Ï̂FäÈ
˛úyfi›˛ ˆâ˛Ñ˛ ˆ˛ôyfi›˛–

File>Print Ñ˛õyu˛ !îò–

v˛yˆÏò Preview ˆîÖy Îy Ï̂Ó–

Fig. 9.1

Print Preview ~Ó˚ ò#ˆÏâ˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Óy›˛ò ÌyÑ˛ˆÏÓ–

˛ôy¢ÁÎ˚yv≈̨  !î Ï̂Î˚ ö˛y£zú Save Ñ˛Ó˚y

MS-Office ~Ó˚ ˆÎ ˆÑ˛yˆÏòy ö˛y£zúˆÏÑ˛ Password !îˆÏÎ˚ Protect Ñ˛Ó˚y ÎyÎ˚– xÌ≈yÍ ~£z Password ãyòy òy ÌyÑ˛ˆÏú ˆÑ˛v˛z ö˛y£zú!›˛
Ö%úˆÏì˛ ˛ôyÓ˚ˆÏÓ òy– ˆÑ˛yˆÏòy ö˛y£zúˆÏÑ˛ Password !î Ï̂Î˚ ˆ¢¶˛ Ñ˛Ó˚yÓ˚ ãòƒ ò# Ï̂â˛Ó˚ Step= Ï̂úy ≤Ã Ï̂Î˚yÜ Ñ˛Ó˚&ò–

1. ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ ö˛y£zú Ö%ú%ò–

2. File Óy›˛ò ˆÌˆÏÑ˛ File>Save As (Alt+F,A) Ñ˛õyu˛ !îò– Save As v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

3. ò# Ï̂â˛Ó˚ Óyõ!î Ï̂Ñ˛ Tools ˆúÖyÓ˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ General Options... ~ !Ñœ˛Ñ˛ Ñ˛Ó˚&ò–

Fig. 9.2

Chapter - 9Chapter - 9Chapter - 9Chapter - 9Chapter - 9
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General Options v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

Fig. 9.3

End £zv z̨ãyÓ˚ Ñ˛õyu˛

Pivot Table Á Pivot Chart

v˛y›˛yˆÏÑ˛ xƒòyúy£z!¢¢ Ñ˛ˆÏÓ˚ ¢£ˆÏã v˛z˛ôfl˛iy˛ôò Ñ˛Ó˚yÓ˚ xyÓ˚Á ~Ñ˛!›˛ !ò¶≈˛Ó˚ˆÏÎyÜƒ ˛ôk˛!ì˛ £ú Pivot Table Óy Pivot Chart, Pivot ˆ›˛!ÓˆÏú
v˛y›˛y v˛z˛ôfl˛iy˛ôˆÏòÓ˚ ˛ôÓ˚Á !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ üì≈˛yÓú# ¢yˆÏ˛ôˆÏ«˛ ¢!›≈˛Ç Ñ˛ˆÏÓ˚ v˛z˛ôfl˛iy˛ôò Ñ˛Ó˚y ÎyÎ˚– xyõyˆÏîÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y Noval v˛y›˛yˆÏÓã!›˛ ÓƒÓ£yÓ˚
Ñ˛ˆÏÓ˚ Pivot Table Óy Pivot Chart ˜ì˛Ó˚# Ñ˛Ó˚Ó– v ẑ̨ ÏÕ‘Öƒñ ~Öy Ï̂ò ≤ÃÌõ Ñ˛úyõ xÌ≈yÍ Sl. No. òyˆÏõÓ˚ !ö˛”˛!›˛ v˛y›˛yˆÏÓˆÏãÓ˚ xyÁì˛yÓ˚ Óy£zˆÏÓ˚
Ó˚yÖÓ– ~ãòƒ ~£z !ö˛”˛ ÓyˆÏî xòƒ !ö˛”˛=ˆÏúyˆÏÑ˛ !¢ˆÏúQ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– ¢¡ô)í≈ v˛y›˛yˆÏÓˆÏãÓ˚ ˆ«˛ˆÏe ˆÑ˛yˆÏòy !ö˛”˛ !¢ˆÏúQ òy Ñ˛ˆÏÓ˚ v˛y›˛yˆÏÓˆÏãÓ˚
õˆÏïƒ ˆÎ ˆÑ˛yˆÏòy fl˛iyˆÏò ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ Ñ˛õyu˛ ≤ÃˆÏÎ˚yÜ Ñ˛Ó˚y ÎyˆÏÓ– â˛ú%ò !òˆÏãÓ˚y Pivot Table Á Pivot Chart ˜ì˛Ó˚# Ñ˛ˆÏÓ˚ !Ó°ÏÎ˚!›˛ ¢¡∫ˆÏı˛
¢õƒÑ˛ ïyÓ˚íy ˆòÁÎ˚y ÎyÑ˛–

Pivot Table

1. xy˛ôòyÓ˚ ˜ì˛!Ó˚ v˛y›˛yˆÏÓ¢!›˛ Ö%ú%ò– Î!î ö˛y£zú!›˛ ˜ì˛Ó˚# Óy ˆ¢¶˛ òy Ñ˛ˆÏÓ˚ ÌyˆÏÑ˛ò ì˛ˆÏÓ ˝Ó˝ ò#ˆÏâ˛Ó˚ õˆÏì˛y Ñ˛ˆÏÓ˚ ~Ñ˛!›˛ ö˛y£zú ˜ì˛Ó˚# Ñ˛ˆÏÓ˚
ˆ¢¶˛ Ñ˛Ó˚&ò–

Fig. 9.4

2. B1 ˆ¢ú ˆÌ Ï̂Ñ˛ E15 ˆ¢ú ˛ôÎ≈hs˛ !¢ Ï̂úQ/ÓœÑ˛ Ñ˛Ó˚&ò–

3. Insert !Ó˚ÓˆÏòÓ˚ Table Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Pivot Table Ñ˛õyu˛ !îò– Create Pivit Table v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–
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Fig. 9.5

ú«˛ƒ Ñ˛Ó˚&ò Pivot Table ˜ì˛Ó˚# £ˆÏÎ˚ˆÏäÈ ~ÓÇ FieldÈÙÈ~Ó˚ òy Ï̂õÓ˚ ¢y Ï̂Ì v»̨ ˛ô v˛yv z̨ò ˆîÖy Îy Ï̂Ó–

Fig. 9.6

Pivot Chart ˜ì˛Ó˚# Ñ˛Ó˚y

1. xy˛ôòyÓ˚ ˜ì˛Ó˚# Ñ˛Ó˚y v˛y›˛yˆÏÓ¢!›˛ Ö%ú%ò– B1 ˆ¢ú ˆÌˆÏÑ˛ E15 ˆ¢ú ˛ôÎ≈hs˛ !¢ Ï̂úQ/ÓœÑ˛ Ñ˛Ó˚&ò–

2. Insert !Ó˚ÓˆÏòÓ˚ Table Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Pivot Chart Ñ˛õyu˛ !îò–

Fig. 9.7

ú«˛ƒ Ñ˛Ó˚&òñ Pivot Chart ˜ì˛Ó˚# £ Ï̂Î˚̂ ÏäÈ–



50

RKMSWS MS Excel

Fig. 9.8

External v˛y›˛yˆÏÓã ÓƒÓ£yÓ˚

~ˆÏ:ú Internl ˆv˛›˛yˆÏÓã äÈyv ¸̨yÁ dBASE, FoxPro Óy Access ~ ˜ì˛Ó˚# v˛y›˛yˆÏÓãˆÏÑ˛ Import Ñ˛ Ï̂Ó˚ Ñ˛yã Ñ˛Ó˚y ÎyÎ˚– ~ãòƒ v˛y›˛y Ï̂Óã
xyòyÓ˚ ≤Ã!e´Î˚y !ò¡¨Ó˚*˛ô–

Steps

1. ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ ö§˛yÑ˛y ~ˆÏ:ú ö˛y£zú Ö%ú%ò–

2. Data>Get External Data Ñ˛õyu˛ !îò–

Fig. 9.9

3. ~Öyò ˆÌˆÏÑ˛ dFrom Access, From Web, From Text, From Other Source Óy Existing Connections !¢ Ï̂úQ Ñ˛ Ï̂Ó˚ OK

Ñ˛Ó̊&ò–

4. ~Ó˚˛ôÓ˚ Wizard xò%¢y Ï̂Ó˚ Ñ˛õyu˛ ≤Ã Ï̂Î˚yÜ Ñ˛Ó˚&ò–

Data Protect Ñ˛Ó˚y

ÁÎ˚yÑ≈˛!ü›˛ Óy ÁÎ˚yÑ≈˛Ó%ˆÏÑ˛ =Ó˚&c˛ô)í≈ v˛y›˛y ¢ÇÓ˚«˛í Ñ˛ˆÏÓ˚ Ó˚yÖy £Î˚– ≤ÃˆÏÎ˚yãˆÏò ˆÑ˛v˛z ˆÎò ˆ¢£z v˛y›˛y ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚ˆÏì˛ òy ˛ôyˆÏÓ˚ Óy xˆÏòÑ˛
ˆ«˛ˆÏe ˆÎò ÁÎ˚yÑ≈˛Ó%Ñ˛ Ö%̂ Ïú v˛y›˛y ˆîÖˆÏì˛ òy ˛ôyˆÏÓ˚ñ ˆ¢ãòƒ ˛ôy¢ÁÎ˚yv≈˛ !îˆÏÎ˚ ˆ≤ÃyˆÏ›˛Q Ñ˛ˆÏÓ˚ Ó˚yÖyÓ˚ ÓƒÓfl˛iy Ó˚ˆÏÎ˚ˆÏäÈ–

ÁÎ˚yÑ≈̨ Ó%Ñ˛ Protect Ñ˛Ó˚y

1. ˆÎ ÁÎ˚yÑ≈˛Ó%Ñ˛ ˆ≤ÃyˆÏ›˛Q Ñ˛Ó˚ˆÏì˛ â˛yò ˆ¢!›˛ Open Ñ˛Ó˚&ò–

2. Review !Ó˚ÓˆÏòÓ˚ Changes Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Protect Workbook Ñ˛õyu˛ !îò– Protect Workbook v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

Fig. 9.10

3. Password (Optional) ÓˆÏ: ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ ˛ôy¢ÁÎ˚yv≈˛ ›˛y£z˛ô Ñ˛Ó˚&ò– ˆÎõòÈÙÙÙÈ (555)

Structure- ~£z x˛ôüò !ü Ï̂úQ ÌyÑ˛ Ï̂ú !›˛Ñ˛ õyÑ≈̨  (¸) ÌyÑ˛ Ï̂ú ÁÎ̊yÑ≈̨ Ó%̂ ÏÑ˛Ó̊ Structure xÌ≈yÍ Deleting, Remaning, Moving, Inserting
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£zì˛ƒy!î ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y â˛y›≈˛ñ @˘Ãy!ö˛:ñ õƒyˆÏe´yñ Scenario Óy Pivot Table ˜ì˛Ó˚# Ñ˛Ó˚y ÎyˆÏÓ òy– SOption... ~Ó˚ x˛ôüˆÏòÓ˚ v˛z˛ôÓ˚ !ò¶≈˛Ó˚ü#ú–V

Window-~£z x˛ôüò !¢ˆÏúQ ÌyÑ˛ˆÏú xÌ≈yÍ !›˛Ñ˛ õyÑ≈˛ (¸) ÌyÑ˛ˆÏú ÁÎ˚yÑ≈˛Ó%ˆÏÑ˛Ó˚ Window Control xÌ≈yÍ Close, Restore, Minimize,

Maximize £zì˛ƒy!î Ñ˛Ó˚y ÎyˆÏÓ òy– SOptioÈÙÈ~Ó˚ x˛ôüˆÏòÓ˚ v z̨̨ ôÓ˚ !ò¶≈˛Ó˚ü#úV

4. ≤Ã Ï̂Î˚yãò#Î˚ x˛ôüò !¢ Ï̂úQ Ñ˛Ó˚&ò– Password, Structure ~ÓÇ Window x˛ôüò !¢ Ï̂úQ Ñ˛ Ï̂Ó˚ OK Ñ˛Ó˚&ò– Confirm Password

v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

5. xy Ï̂ÜÓ˚ ˆúÖy Password!›˛ SˆÎõò 555V xyÓyÓ˚ ›˛y£z˛ô Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò ~ÓÇ ö˛y£zú!›˛ Save Ñ˛Ó˚&ò–

6. ~Öò ˆõò% ˆÌ Ï̂Ñ˛ File>Open Ñ˛õyu˛ !îò– ö˛y£zú ˆÖyúyÓ˚ ˛ôÓ˚ Structure Á Window ¢Çe´yhs˛ Ñ˛õyu˛ !îˆÏú Ñ˛yã Ñ˛Ó˚ˆÏÓ òy–

ÁÎ˚yÑ≈˛Ó%ˆÏÑ˛Ó˚ Protection Óy!ì˛ú

ÁÎ˚yÑ≈˛Ó%̂ ÏÑ˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Protection ˆîÁÎ˚yÓ˚ ˛ôÓ˚ ˆ¢!›˛ Óy!ì˛úÁ Ñ˛Ó˚y ÎyˆÏÓ–

1. Protect Ñ˛Ó˚y ö˛y£zú!›˛ Ö%ú%ò–

2. Review !Ó˚ÓˆÏòÓ˚ Changes Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Protect Workbook Ñ˛õyu˛ !îò– Protect Workbook v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

Fig. 9.11

3. ¢!‡˛Ñ˛ Password !úˆÏÖ OK Ñ˛Ó˚&ò– ö˛y£zú!›˛ Unprotected £ˆÏÓ– ˆüˆÏ°Ï ö˛y£zú!›˛ xyÓyÓ˚Á ˆ¢¶˛ Ñ˛Ó˚&ò–

ÁÎ˚yÑ≈̨ !ü›˛ Ï̂Ñ˛ Protect Ñ˛Ó˚y

ÁÎ˚yÑ≈˛Ó%ˆÏÑ˛Ó˚ õˆÏì˛y ÁÎ˚yÑ≈˛!ü›˛ˆÏÑ˛Á ˆ≤ÃyˆÏ›˛Q Ñ˛ˆÏÓ˚ Ó˚yÖy ÎyÎ˚– ÁÎ˚yÑ≈˛!ü›˛ ˆ≤ÃyˆÏ›˛Q Ñ˛Ó˚yÓ˚ ˛ôÓ˚ xyÓyÓ˚ Unprotect Ñ˛õyu˛ !îˆÏú ¢õhfl˛
ˆ≤ÃyˆÏ›˛Ñ˛üò Óy!ì˛ú £ˆÏÎ˚ ÎyÎ˚– ~ãòƒ Protect Ñ˛Ó˚yÓ˚ ¢õÎ˚ Password ÓƒÓ£yÓ˚ Ñ˛Ó˚ˆÏú ˆ¢£z Password ãyòy òy ÌyÑ˛ˆÏú xˆÏòƒÓ˚ ˛ôˆÏ«˛
Protect Ñ˛Ó˚y ÁÎ˚yÑ≈˛!ü›˛ˆÏÑ˛ Unprotect Ñ˛Ó˚y ¢Ω˛Ó òÎ˚–

1. ÁÎ˚yÑ≈˛Ó%Ñ˛ Open Ñ˛ Ï̂Ó˚ ≤Ã Ï̂Î˚yãò#Î˚ SheetÈÙÈ!›˛Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò SSheet1, Sheet2, Sheet3

£zì˛ƒy!îÓ˚ ˆÎ ˆÑ˛yˆÏòy!›˛V–

2. Review !Ó˚ÓˆÏòÓ˚ Changes Ñ˛õyu˛@˘Ã&˛ô ˆÌ Ï̂Ñ˛ Protect Sheet Ñ˛õyu˛ !îò– Protect Workbook v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

Fig. 9.12

3. Password to unprotect sheet/Password (optional) Ó Ï̂: ̂ Î ̂ Ñ˛y Ï̂òy ~Ñ˛!›˛ ̨ôy¢ÁÎ̊yv≈̨  ›˛y£z̨ ô Ñ˛Ó̊&ò– SˆÎõòÈÙÈ555V fi›˛yÓ̊ !¢¡∫ú xy¢ Ï̂Ó–

Fig. 9.13
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Content- ~£z x˛ôüò !¢ˆÏúQ ÌyÑ˛ˆÏú !›˛Ñ˛ õyÑ≈˛ (a) ÌyÑ˛ˆÏú ÁÎ˚yÑ≈˛!üˆÏ›˛Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏúÓ˚ ˆÑ˛yˆÏòy ˆúÖy Óy â˛yˆÏ›≈˛Ó˚ xy£zˆÏ›˛õ
˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyˆÏÓ òy–

Object- ~£z x˛ôüò !¢ˆÏúQ ÌyÑ˛ˆÏú @˘Ãy!ö˛: xÓˆÏãQ Óy â˛y›≈˛ ˆõyäÈyñ õ%¶˛ Ñ˛Ó˚yñ ¢y£zã ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y £zì˛ƒy!î ~!v˛›˛ Ñ˛Ó˚y ÎyˆÏÓ òy–

Scenario- x˛ôüò !¢ Ï̂úQ ÌyÑ˛ Ï̂ú Scenario-ˆÏì˛ ˆÑ˛yˆÏòyÓ˚*˛ô ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚y ÎyˆÏÓ òy– SOption... ~Ó˚ x˛ôüˆÏòÓ˚ v˛z˛ôÓ˚ !ò¶≈˛Ó˚ü#úV

4. Password Content, Object, Scenario £zì˛ƒy!î ≤ÃˆÏÎ˚yãò#Î˚ x˛ôüò !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò– Confirm Password v˛yÎ˚yúÜ Ó:
xy¢ˆÏÓ–

5. xyˆÏÜÓ˚ ˆúÖy Password!›˛ SˆÎõò 555V xyÓyÓ˚ ›˛y£z˛ô Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò ~ÓÇ ö˛y£zú!›˛ Save Ñ˛Ó˚&ò– ~Öò ö˛y£zú!›˛ xyÓyÓ˚ Open

Ñ˛ˆÏÓ˚ !ò!î≈‹T !üˆÏ›˛ ˛ô!Ó˚Óì≈˛ò Ñ˛Ó˚ˆÏì˛ â˛y£zˆÏú £ˆÏÓ òy–

ÁÎ˚yÑ≈̨ !ü Ï̂›˛Ó˚ Protection Óy!ì˛ú Ñ˛Ó˚y

ÁÎ˚yÑ≈˛!üˆÏ›˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ Protection ˆîÁÎ˚yÓ˚ ˛ôÓ˚ ˆ¢!›˛ Óy!ì˛úÁ Ñ˛Ó˚y ÎyˆÏÓ–

1. Protect Ñ˛Ó˚y ÁÎ˚yÑ≈˛!üˆÏ›˛Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ õyv˛z¢ ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

2. Review !Ó˚ÓˆÏòÓ˚ Changes Ñ˛õyu˛@˘Ã&˛ô ˆÌ Ï̂Ñ˛ Unprotected Sheet Ñ˛õyu˛ !îò– Unprotect Workbook v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

Fig. 9.14

¢!‡˛Ñ˛ ˛ôy¢ÁÎ˚yv≈˛ !úˆÏÖ OK Ñ˛Ó˚&ò– ÁÎ˚yÑ≈˛!ü›˛!›˛ Unprotected £ˆÏÓ– ˆüˆÏ°Ï ö˛y£zú!›˛ xyÓyÓ˚Á ˆ¢¶˛ Ñ˛Ó˚&ò–

Formula Bar xö˛/xò Ñ˛Ó˚y

View !Ó˚ÓˆÏòÓ˚ Show Ñ˛õyu˛@˘Ã&˛ô ˆÌˆÏÑ˛ Formula Bar Ñ˛õyu˛ !îò– Î!î Formula Bar ≤Ãî!ü≈ì˛ ÌyˆÏÑ˛ ì˛ˆÏÓ ˆ¢!›˛ xyÓ˚ ˆîÖy ÎyˆÏÓ ò–
xyÓ˚ Î!î ≤Ãî!ü≈ì˛ òy ÌyˆÏÑ˛ ì˛ˆÏÓ ˆîÖy ÎyˆÏÓ– ˛ô)ˆÏÓ≈Ó˚ xÓfl˛iyÎ˚ !ö˛Ó˚ˆÏì˛ â˛y£zˆÏú View>Formula Bar Ñ˛õyu˛ !îò– õˆÏò Ó˚yÖˆÏÓò Formula Bar

~Ó˚ Óyõ ˛ôyˆÏü !›˛Ñ˛ !â˛£´ ÌyÑ˛ˆÏú ~!›˛ ≤Ãî!ü≈ì˛ xÓfl˛iyÎ˚ ÌyÑ˛ˆÏÓ–

Fig. 9.15

Ribon xö˛/xò Ñ˛Ó˚y

Minimize the Ribon Óy›˛ò ~Ó˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏú !fl˛;˛ò ˆÌˆÏÑ˛ Ribon ›%˛úÓyÓ˚ â˛ˆÏú ÎyˆÏÓ–

Fig. 9.16

xyÓyÓ˚ !ö˛!Ó˚ˆÏÎ˚ yyòˆÏì˛ â˛y£zˆÏú ~Ñ˛£z¶˛yˆÏÓ Minimize the Ribon Óy›˛ò ~Ó˚ v˛z˛ôÓ˚ !Ñœ˛Ñ˛ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

Fig. 9.17
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Zoom !òï≈yÓ˚í

1. !Ó˚ÓòÓyÓ˚ ˆÌˆÏÑ˛ View>Zoom Ñ˛õyu˛ !îò–

Fig. 9.18

2. Zoom v˛yÎ˚yúÜ Ó: xy¢ˆÏÓ– !v˛ö˛Œ›˛ ˆ¢!›˛Ç xò%¢yˆÏÓ˚ 100% !¢ Ï̂úQ Ìy Ï̂Ñ˛–

Fig. 9.19

3. 100%, 75%, 50%, 25% £zì˛ƒy!î !Ó!¶˛ß¨ x˛ôüò ~ˆÏÑ˛ ~ˆÏÑ˛ !¢ˆÏúQ Ñ˛Ó˚&ò ~ÓÇ OK Ñ˛Ó˚&ò– ˆüˆÏ°Ï 100% !¢ Ï̂úQ Ñ˛ Ï̂Ó˚ OK Ñ˛Ó˚&ò–

Freeze Ñ˛Ó˚y

xˆÏòÑ˛ Óv˛¸ ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚ ˆ«˛ˆÏe Row Óy Column ˆ£!v˛Ç ˆÑ˛ !fl˛iÓ˚ Ó˚yÖyÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏì˛ ˛ôyˆÏÓ˚–

1. ö˛y£zú!›˛ Ö%ú%ò ~ÓÇ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

2. View ›˛ƒyÓ ˆÌˆÏÑ˛ Freeze Panes>Freeze Top Row Ñ˛õyu˛ !îò–

Fig. 9.20

1 òy¡∫yÓ˚ Row!›˛ ~Öò !fl˛iÓ˚ ÌyÑ˛ˆÏÓ–

Fig. 9.21
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3. Freeze Ñ˛Ó˚y xÇü ì%˛ˆÏú !îˆÏì˛ £ˆÏú xyÓyÓ˚Á View ›˛ƒyÓ ˆì˛ˆÏÑ˛ Freeze Panes>Unfreeze Panes Ñ˛õyu˛ !îò– ÁÎ˚yÑ≈˛ü#›˛ ˛ô)̂ ÏÓ≈Ó˚
xÓfl˛iyÎ˚ !ö˛ˆÏÓ˚ xy¢ˆÏÓ–

Page Setup Ñ˛Ó˚y
ö˛y£ẑ Ïú v˛y›˛y ~!r› ∆̨ Ñ˛Ó̊yÓ̊ ˛ô)̂ ÏÓ≈£zñ xhs˛ì˛ !≤Ãr›˛ Ñ˛Ó̊yÓ̊ ˛ô)̂ ÏÓ≈ñ xÓüƒ£z Page Setup !‡˛Ñ˛ Ñ˛ Ï̂Ó̊ !ò Ï̂ì˛ £ Ï̂Ó– ˛ô Ï̂Ó̊ Page Setup ˛ô!Ó̊Óì≈̨ ò Ñ˛Ó̊ Ï̂ú

!Ó!¶˛ß̈ ïÓ̊ Ï̂òÓ̊ ¢õ¢ƒy ˆîÖy ÎyÎ̊– õ Ï̂ò Ñ˛Ó̊&ò 50 ˛ô,¤˛yÓ̊ ~Ñ˛!›˛ ÁÎ̊yÑ≈̨ ü#›˛ ˜ì˛!Ó̊ Ñ˛Ó̊ Ï̂äÈò– ~Öò õy!ã≈ò ˛ô!Ó̊Óì≈̨ ò Ñ˛Ó̊ Ï̂úñ ~õòÑ˛# !≤Ãr›˛yÓ̊ ˆ¢›˛ xy˛ô
S!≤Ãr›˛y Ï̂Ó̊Ó̊ ïÓ̊òV ˛ô!Ó̊Óì≈̨ ò Ñ˛Ó̊ Ï̂úñ ö˛y£ẑ Ïú xÓ!fl įì˛ !Ó!¶˛ß̈ â˛y›≈̨ ñ !˛ôÑ˛â˛yÓ̊ £zì˛ƒy!îÓ̊ xÓfl įyò ˛ô!Ó̊Óì≈̨ ò £ Ï̂Ó ~ÓÇ v˛Ñ%̨ Ï̂õ Ï̂r›˛Ó̊ ˛ô,¤˛y ¢ÇÖƒyÓ̊Á
˛ô!Ó̊Óì≈̨ ò £ Ï̂Ó– xÓüƒ Page Setup ˛ô!Ó̊Óì≈̨ ò Ñ˛Ó̊yÓ̊ xy Ï̂Üñ ˆ˛ô˛ôyÓ̊ ¢y£zã ~ÓÇ Á!Ó̊ Ï̂Î̊ Ï̂r›˛üòñ DPI £zì˛ƒy!î ¢¡∫̂ Ïı˛ ïyÓ̊íy ÌyÑ˛ Ï̂ì˛ £ Ï̂Ó–

Page Orientation

ˆÑ˛yˆÏòy !Ñ˛ä%È !≤Ãr›˛ Ñ˛Ó˚yÓ˚ xyˆÏÜ xÓüƒ£z ˆ˛ôã Á!Ó˚ˆÏÎ˚ˆÏr›˛üò !¢ˆÏúQ Ñ˛ˆÏÓ˚ !òˆÏì˛ £ˆÏÓ– î%£z ïÓ˚ˆÏòÓ˚ Á!Ó˚ˆÏÎ˚ˆÏr›˛üò !¢ˆÏúQ Ñ˛Ó˚y ÎyÎ˚– ˆÎõò
Portrait Á Landscape– Portrait !¢ˆÏúQ Ñ˛Ó˚ˆÏú Ñ˛yÜˆÏã ú¡∫y¶˛yˆÏÓ xÌ≈yÍ Bio-Data-Ó˚ õˆÏì˛y !≤Ãr›˛ £Î˚– ~ˆÏì˛ ¢y!Ó˚ (Row) ~Ó˚ ¢ÇÖƒy
ˆÓ!ü !≤Ãr›˛ £Î˚– Landscape !¢ˆÏúQ Ñ˛Ó˚ˆÏú Ñ˛yÜˆÏã xyv˛¸yxy!v˛¸¶˛yˆÏÓ xÌ≈yÍ Certificate ~Ó˚ õˆÏì˛y !≤Ãr›˛ £Î˚– ~ˆÏì˛ Ñ˛úyˆÏõÓ˚ (Column)

¢ÇÖƒy ˆÓ!ü !≤Ãr›˛ £Î˚– v ẑ̨ ÏÕ‘Öƒñ v z̨¶˛Î˚ ˆ«˛ Ï̂e£z Ñ˛yÜã !≤Ãr›˛y Ï̂Ó˚ ~Ñ˛£z¶˛y Ï̂Ó !î Ï̂ì˛ £Î˚–

1. Page Layout !Ó˚Óò ˆÌˆÏÑ˛ Margins>Custom Margins Ñ˛õyu˛ !îò– Page Setup v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

Fig. 9.22

Paper Size

!Ó!¶˛ß¨ õy Į̈̂ ôÓ˚ Ñ˛yÜã ÁÎ˚yÑ≈̨ ü#›˛ Ï̂Ñ˛ !≤Ãr›˛ Ñ˛Ó˚y ÎyÎ˚– Óyãy Ï̂Ó˚ ≤Ãâ˛!úì˛ Ñ˛yÜ Ï̂ãÓ˚ ¢y£zã £ Ï̂FäÈ Letter (A4) = 8.5 ? 11 £z!M˛È Óy Legal

(A5) = 8.5 X 14 £z!M˛È– ~äÈyv ¸̨y !òˆÏãÓ˚ ≤ÃˆÏÎ˚yãò#Î˚ ˆ˛ô˛ôyÓ˚ ¢y£zã ˆ¢!›˛Ç Ñ˛ˆÏÓ˚ ˆòÁÎ˚y ÎyÎ˚–

1. Page Setup v˛yÎ˚yúÜ Ó Ï̂:Ó˚ Page ›˛ƒyÓ !¢ˆÏúQ xyˆÏäÈ !ò!ÿ˛ì˛ £ˆÏÎ˚ !òò–

2. Paper Size ˛x˛ôüˆÏò v˛yò!îˆÏÑ˛Ó˚ v»˛˛ô v˛yv ẑ̨ Ïò !Ñœ̨ Ñ˛ Ñ˛Ó˚&ò– ˆõò% xy¢ˆÏÓ–

Fig. 9.23
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3. ~Öyò ˆÌ Ï̂Ñ˛ ≤Ã Ï̂Î˚yãò#Î˚ ¢y£zã ˆÎõò Letter !¢ Ï̂úQ Ñ˛Ó˚&ò–

4. xòƒ ˆÑ˛yˆÏòy x˛ôüò ˛ô!Ó˚Óì≈˛ˆÏòÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏú ˛ô!Ó˚Óì≈˛ò Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò–

Print Quality

!≤Ãr›˛yÓ˚ myÓ˚y !Ó!¶˛ß¨ ˆÑ˛yÎ˚y!ú!›˛Ó˚ !≤Ãr›˛ Ñ˛Ó˚y ÎyÎ˚–

ˆÎõò 300DPI, 600DPI, 1200DPI £zì˛ƒy!î– DPI xÌ≈ Dot Per Inch– ¢yïyÓ˚íì˛ ˆÑ˛yˆÏòy !Ñ˛ä%È ö˛y£zòyú !≤Ãr›˛ Ñ˛Ó˚yÓ˚ xyˆÏÜ ≤Ã&ö˛ Ñ˛!˛ô
ÓyÓ˚ Ñ˛Ó˚ˆÏì˛ £Î˚– ≤Ã&ö˛ Ñ˛!˛ôˆÏì˛ DPI ~Ó˚ ˛ô!Ó˚õyí Ñ˛õ ÌyˆÏÑ˛– DPI Ñ˛õ !îˆÏú ˆúÖy ~Ñ˛›%̨  £yÕÒy xyˆÏ¢ ~ÓÇ ˆ›˛yòyˆÏÓ˚Ó˚ Ñ˛y!ú Ñ˛õ ÖÓ˚â˛ £Î˚–
~äÈyv˛¸y Econo Mode On òyˆÏõÓ˚ x˛ôüò ˆÌˆÏÑ˛Á £yÕÒy xÌ≈yÍ v»˛yö‰˛›˛ ˆÑ˛yÎ˚y!ú!›˛Ó˚ !≤Ãr›˛ ˆîÁÎ˚y £Î˚– fi›˛ƒyu˛yv≈˛ ˆÑ˛yÎ˚y!ú!›˛ £ˆÏFäÈ 600DPI–

1. Page Setup v˛yÎ˚yúÜ Ó Ï̂:Ó˚ Page ›˛ƒyÓ !¢ˆÏúQ xyˆÏäÈ !ò!ÿ˛ì˛ £ˆÏÎ˚ !òò–

2. Print Quality x˛ôüˆÏòÓ˚ v˛yò!îˆÏÑ˛Ó˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛Ó˚&ò– ˆõò% xy¢ˆÏÓ–

3. ~Öyò ˆÌ Ï̂Ñ˛ ≤Ã Ï̂Î˚yãò#Î˚ x˛ôüò !¢ Ï̂úQ Ñ˛Ó˚&ò–

4. xòƒ ˆÑ˛yˆÏòy x˛ôüò ˛ô!Ó˚Óì≈˛ˆÏòÓ˚ îÓ˚Ñ˛yÓ˚ £ˆÏú ˛ô!Ó˚Óì≈˛ò Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò–

First Page Number

Óv˛̧ ÁÎ˚yÑ≈̨ ü#›˛ ¢yïyÓ˚íì˛ Ñ˛ Ï̂Î˚Ñ˛!›˛ ̂ ˛ô Ï̂ã !Ó¶˛_´ Ìy Ï̂Ñ˛– x Ï̂òÑ˛ ¢õÎ˚ ̂ îÖy ÎyÎ˚ Óv˛̧ £zòö˛Ó˚̂ ÏõüòÎ%_´ ö˛y£ẑ ÏúÓ˚ ̂ «˛ Ï̂e Ñ˛ Ï̂Î˚Ñ˛!›˛ ÁÎ˚yÑ≈̨ ü# Ï̂›˛
ö˛y£zúˆÏÑ˛ !Ó¶˛_´ Ñ˛ˆÏÓ˚ ˆòÁÎ˚y £Î˚– ~ˆÏ«˛ˆÏe ≤ÃÌõ ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚ ≤ÃÌõ ˆ˛ôã ò¡∫Ó˚ 1 ˆÌˆÏÑ˛ ÷Ó˚& £ˆÏúÁ ˛ôÓ˚Óì≈˛# ÁÎ˚yÑ≈˛ü#ˆÏ›˛Ó˚ ˆ˛ôã ò¡∫Ó˚ 1
ˆÌˆÏÑ˛ ÷Ó˚& òy £ˆÏÎ˚ 50 Óy xòƒ ˆÑ˛yˆÏòy òy¡∫yÓ˚ ˆÌˆÏÑ˛ ÷Ó˚& £ˆÏì˛ ˛ôyˆÏÓ˚– ~ˆÏ«˛ˆÏe First Page Number x˛ôüˆÏòÓ˚ v˛yò!îˆÏÑ˛Ó˚ ÓˆÏ: òì%̨ ò ˆ˛ôã
òy¡∫yÓ˚ !ú Ï̂Ö !î Ï̂ì˛ £ Ï̂Ó–

Margin

õy!ã≈ò £ˆÏFäÈ Ñ˛yÜˆÏã ˆÑ˛yˆÏòy v˛Ñ%˛ˆÏõr›˛ !≤Ãr›˛ Ñ˛Ó˚yÓ˚ ˛ôÓ˚ v˛z˛ôˆÏÓ˚ ò#ˆÏâ˛ñ v˛yˆÏòñ ÓyˆÏõ Ñ˛ì˛›%˛Ñ%˛ ãyÎ˚Üy ÌyÑ˛ˆÏÓ ˆ¢!›˛– Excel ~Ó˚ !v˛ö˛Œ›˛ ˆ¢!›˛Ç
xò%¢yˆÏÓ˚ v˛yò (Right) = .75, Óyõ (Left) = .75 v˛z˛ôÓ˚ (Top) = 1 ~ÓÇ !òˆÏâ˛ (Bottom) = 1 £z!M˛È ̂ ¢!›˛Ç ÌyˆÏÑ˛– ~!›˛ ̨ ô!Ó˚Óì≈˛ò Ñ˛ˆÏÓ˚ £zFäÈyõˆÏì˛y
õy!ã≈ò ˆ¢!›˛Ç Ñ˛Ó˚y ÎyˆÏÓ–

1. Page Layout !Ó˚Óò ˆÌˆÏÑ˛ Margin>Custom Margins Ñ˛õyu˛ !îò–

2. Margins ›˛ƒyˆÏÓ !Ñœ̨ Ñ˛ Ñ˛ˆÏÓ˚ !¢ˆÏúQ Ñ˛Ó˚&ò– v˛yÎ˚yúÜ Ó: ˛ô!Ó˚Ó!ì≈˛ì˛ £ˆÏÓ–

Fig. 9.24

3. ~Öò Top, Bottom, Left Á Right ¢Ó=!ú áˆÏÓ˚ 1 ›˛y£z̨ ô Ñ˛Ó˚&ò– ~ˆÏì˛ ¢Ó!îˆÏÑ˛ 1 £z!M˛È ˛ô!Ó˚õyí ö§˛yÑ˛y ãyÎ˚Üy ÌyÑ˛ˆÏÓ–
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4. ~äÈyv˛¸y Top ~ÓÇ Bottom õy!ã≈ˆÏòÓ˚ õˆÏïƒ Ñ˛ì˛›%˛Ñ%˛ Header ~ÓÇ Footer ~Ó˚ ãòƒ ãyÎ˚Üy Ó˚yÖ Ï̂Óò ˆ¢!›˛ Header ~ÓÇ Footer

ÓˆÏ: õˆÏïƒ ›˛y£z˛ô Ñ˛ˆÏÓ˚ !îò–

v ẑ̨ ÏÕ‘Öƒ Margin ~ÓÇ Paper Size !‡˛Ñ˛ Ñ˛Ó˚yÓ˚ ˛ôÓ˚ ÁÎ˚yÑ≈˛ü#ˆÏ›˛ ú«˛ƒ Ñ˛Ó˚&ò ~Ñ˛!›˛ v˛ˆÏ›˛v˛ úy£zò !îˆÏÎ˚ ˛ô,¤˛y ¶˛yÜ Ñ˛Ó˚y £ˆÏÎ˚ˆÏäÈ ˆîÖy ÎyˆÏÓ–

Center on Page

¢yïyÓ˚íì˛ 8.5” X 11” £z!M˛È ˆ˛ô˛ôyˆÏÓ˚ ¢y£zã ˆÌˆÏÑ˛ Top, Bottom, Left Á Right-È~ 1 £z!M˛È õy!ã≈ò Ó˚yÖy £Î˚ ~ˆÏ«˛ˆÏe !≤Ãr›˛ Ñ˛Ó˚yÓ˚
õƒy›˛yÓ˚ Óy xÓ Ï̂ãQ 6.5’  9 £z!M˛È £ˆÏÎ˚ ÌyˆÏÑ˛– !Ñ˛ls˛ õƒy›˛yÓ˚ ~Ó˚ ˆâ˛ˆÏÎ˚Á Ñ˛õ £ˆÏú !≤Ãr›˛ Ñ˛Ó˚yÓ˚ ˛ôÓ˚ !≤Ãr›˛ xÓˆÏãQ v˛z˛ôˆÏÓ˚ Óyõ ˆâ˛ˆÏ˛ô (Top, Left

Corner) !≤Ãr›˛ £Î˚–

Header/Footer

~£z ¢Çe´yhs˛ xyˆÏúyâ˛òy ~Ñ˛›%˛ ˛ôˆÏÓ˚£z ˆîÁÎ˚y xyˆÏäÈ– Page Setup v˛yÎ˚yúÜ Ó Ï̂:Ó˚ Header/Footer ›˛ƒyˆÏÓ !Ñœ̨ Ñ˛ Ñ˛Ó˚&ò–

Fig. 9.25
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Function ~Ó˚ ÓƒÓ£yÓ˚

Excel ~Ó˚ ~Ñ˛!›˛ Óƒy˛ôÑ˛ xÇü ã%ˆÏv˛¸ xyˆÏäÈ Function () Ñ˛õyu˛– !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ ã!›˛ú Üy!í!ì˛Ñ˛ ¢õ¢ƒyÓ˚ ¢õyïyˆÏò ~£z ö˛yÇüò ÓƒÓ£yÓ˚
Ñ˛Ó˚y £Î˚– ~Ñ˛!›˛ ¢£ã v z̨îy£Ó˚í ú«˛ƒ Ñ˛Ó˚&ò– õ Ï̂ò Ñ˛Ó˚&ò B1 ˆÌˆÏÑ˛ B12 ˛ôÎ≈hs˛ ˆ¢ˆÏúÓ˚ ¶˛ƒyú%̂ ÏÑ˛ ˆÎyÜ Ñ˛Ó˚ˆÏÓò– ~ãòƒ ›˛y£z̨ ô Ñ˛Ó˚ˆÏì˛ £ˆÏÓ

=B1+B2+B3+B4+B5+B6+B7+B8+B9+B10+B11+B12 ~¶˛y Ï̂Ó–

xÌâ˛ Function Ñ˛õyu˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚ˆÏú =Sum(B1:B12) ›˛y£z̨ ô Ñ˛Ó˚ˆÏú£z £ˆÏÓ– Function ̂ úÖyÓ˚ ≤ÃÌ Ï̂õ ~Ñ˛!›˛ ¢õyò !â˛£´ (=) !î Ï̂ì˛ £ Ï̂Ó
~ÓÇ ˛ôˆÏÓ˚ ö˛yfi›≈˛ Ó†ƒyˆÏÑ˛ˆÏ›˛Ó˚ õˆÏïƒ () üì≈̨  (Argument) !î Ï̂ì˛ £Î˚– ¢%ì˛Ó˚yÇ Function ~Ó˚ Ü‡˛ò £ˆÏÓ !ò¡¨Ó˚*˛ô–

= Function(Argument1, Argument2, Argument3)

ˆÎõò =IF(B5>100, B5*15%,0)

Function Ï̂Ñ˛ ˆ¢ Ï̂ú ¢Ó˚y¢!Ó˚ !ú Ï̂Ö ˆîÁÎ˚y ÎyÎ˚– xÌÓy !Ó˚ÓòÓyÓ˚ ˆÌ Ï̂Ñ˛ Formulas>Insert Function Ñ˛õyu˛ !î Ï̂Î˚ Insert Function

Wizard ~ Ï̂ò Ñ˛õyu˛ ˆîÁÎ˚y ÎyÎ˚–

Fig. 10.1

Excel-~ ÓƒÓ£*ì˛ !Ó!¶˛ß¨ CatagoryÈÙÈÓ˚ ö˛yÇü Ï̂ò £ Ï̂FäÈ–

Financial ö˛yÇüò

Date & Time ö˛yÇüò

Statistical ö˛yÇüò

Lookup & Reference ö˛yÇüò

Database ö˛yÇüò

Text ö˛yÇüò

Logical ö˛yÇüò

Information ö˛yÇüò

Future Value (FV) !òï≈yÓ˚í

Chapter - 10Chapter - 10Chapter - 10Chapter - 10Chapter - 10
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~Öò xyõÓ˚y ~Ñ˛!›˛ Financial ö˛yÇüˆÏòÓ˚ ÓƒÓ£yÓ˚ ˆîÖÓ– ~!›˛ ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ !ò!î≈‹T ˛ô!Ó˚õyí xÌ≈ñ !ò!î≈‹T ¢%̂ ÏîÓ˚ £yˆÏÓ˚ !ò!î≈‹T ¢õÎ˚ ˛ôÎ≈hs˛
!Ó!òˆÏÎ˚yÜ Ñ˛Ó˚ˆÏú ¢%îy¢ˆÏú Ñ˛ì˛ £ˆÏÓ ˆ¢!›˛ !òí≈Î˚ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

õˆÏò Ñ˛!Ó˚ñ 5,00,000 ›˛yÑ˛y 12% Óy!°Ï≈Ñ˛ ¢%ˆÏîÓ˚ £yˆÏÓ˚ ≤Ã!ì˛ !Ñ˛!hfl˛ˆÏì˛ 10,000 ›˛yÑ˛y Ñ˛ˆÏÓ˚ 50!›˛ !Ñ˛!hfl˛ˆÏì˛ !Ó!òˆÏÎ˚yÜ Ñ˛Ó˚ˆÏú ¢%îy¢ˆÏú Ñ˛ì˛ £ˆÏÓ
ˆ¢!›˛ !òí≈Î˚ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ–

~£z ¢õyïyˆÏòÓ˚ ãòƒ xyõÓ˚y FV() ö˛yÇüò!›˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚Ó– FV ö˛yÇüˆÏòÓ˚ ö˛Ó˚õƒy›˛ £ˆÏÓ !ò¡¨Ó˚*˛ô

=FV(Rate, Nper, Pmt, Pv, Type)

xyõÓ˚y ãy!ò

~ˆÏ«˛ˆÏe Óy!°Ï≈Ñ˛ ¢%ˆÏîÓ˚ £yÓ˚ Óy Rate = 12%

!Ñ˛!hfl˛Ó˚ ˛ô!Ó˚õyí Óy Nper = 50

≤Ã!ì˛ !Ñ˛!hfl˛Ó˚ ›˛yÑ˛yÓ˚ ˛ô!Ó˚õyí Óy Pmt = 10000

Óì≈˛õyò õ)úƒ Óy Pv = 0

Type x˛ôüˆÏò 0 Óy 1 ÓƒÓ£yÓ˚ Ñ˛Ó˚y £ˆÏÓ– Î!î 1 !¢ˆÏúQ ÌyˆÏÑ˛ ì˛ˆÏÓ ˆõÎ˚yˆÏîÓ˚ ÷Ó˚&ˆÏì˛ !Ñ˛!hfl˛ Óy!Ñ˛ ÌyÑ˛ˆÏÓñ Î!î 0 £Î˚ ì˛ Ï̂Ó ˆõÎ˚y Ï̂îÓ˚
ˆüˆÏ°Ï !Ñ˛!hfl˛ Óy!Ñ˛ ÌyÑ˛ˆÏÓ–

Type = 1

¶˛!Ó°ÏƒÍ õ)úƒ Óy FV =?

1. Worksheet ~Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

2. ~Öò ›˛y£z˛ô Ñ˛Ó˚&ò =FV(12%, 50, 10000,0,1) ~ÓÇ Enter !îò–

ö˛úyö˛ú 26,880,204,38 ˛ôyÁÎ˚y ÎyˆÏÓ– xÌÓy

ˆ¢ Ï̂ú ¢Ó˚y¢!Ó˚ ö˛õ≈)úy òy !ú Ï̂Ö Wizard ~Ó˚ õyïƒ Ï̂õ ¢õ¢ƒy!›˛Ó˚ ¢õyïyò Ñ˛Ó˚y Îy Ï̂Ó–

1. ˆÎ ˆÑ˛yˆÏòy ˆ¢ú !¢ˆÏúQ Ñ˛ˆÏÓ˚ !Ó˚ÓòÓyÓ˚ ˆÌˆÏÑ˛ Formulas>Insert Function Ñ˛õyu˛ !îò– Function Wizard xy¢ Ï̂Ó– Or select a

Category ˆÌˆÏÑ˛ Financial ~ÓÇ Select a Function ˆÌˆÏÑ˛ FV ˆÌˆÏÑ˛ !¢ˆÏúQ Ñ˛ˆÏÓ˚ OK Ñ˛Ó˚&ò–

Fig. 10.2

2. Rate ÓˆÏ: 12%, Nper ÓˆÏ: 50, Pmt ÓˆÏ: 10000, Pv ÓˆÏ: 0 ~ÓÇ Type ÓˆÏ:Ó˚ 1 ›˛y£z̨ ô Ñ˛Ó˚&ò–

Fig. 10.3
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3. ˆüˆÏ°Ï OK Ñ˛Ó˚&ò– !¢ Ï̂úQ Ñ˛Ó˚y ˆ¢ Ï̂ú ö˛úyö˛ú 26,880,204,38 ˛ôyÁÎ˚y ÎyˆÏÓ–

Statistical ö˛yÇüò

Statistical ö˛yÇüò myÓ˚y ˛ô!Ó˚¢ÇÖƒyˆÏòÓ˚ !Ó!¶˛ß¨ ¢õ¢ƒy ˆÎõò Average, Maximum, Minimum, Standard Diviation, Mode, Vari-

ance Sˆ¶˛îyB˛V £zì˛ƒy!îÓ˚ ¢õyïyò Ñ˛Ó˚y ÎyÎ˚– ~ˆÏ«˛ˆÏe !Ó!¶˛ß¨ ˆ¢ú Óy Range S~Ñ˛!›˛ òyõ¢£ ~Ñ˛y!ïÑ˛ ˆ¢úVÈÙÈ~ ì˛Ìƒ¢õ)£ Ó˚yÖy £Î˚– ¢Ñ˛ú
ö˛yÇüˆÏòÓ˚ ˆ«˛ˆÏe£z ¢Ó˚y¢!Ó˚ ˆ¢ˆÏú ¢Ó˚y¢!Ó˚ ö˛yÇüò !úˆÏÖ Óy !Ó˚ÓòÓyÓ˚ ˆÌˆÏÑ˛ Formulas>Insert Function Ñ˛õyu˛ !îˆÏÎ˚ Function Wizard

~Ó˚ õyïƒˆÏõ ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ–

1. !Ó˚ÓòÓyÓ˚ ˆÌ Ï̂Ñ˛ Formulas>Insert Function... Ñ˛õyu˛ !îò– Function Wizard Óy Insert Function v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

2. Or Select a Category x˛ôüˆÏòÓ˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Statistical x˛ôüò !¢ Ï̂úQ Ñ˛Ó˚&ò– Statistical ö˛yÇüò=ˆÏúy ˛ôyÁÎ˚y
ÎyˆÏÓ–

Fig. 10.4

3. ˆüˆÏ°Ï OK Ñ˛ Ï̂Ó˚ Wizard Óı˛ Ñ˛Ó˚&ò– Function Arguments v˛yÎ˚yúÜ Ó: xy¢ˆÏú Cancel Ñ˛Ó˚&ò–

~Öò ~Ñ˛!›˛ v˛y›˛y Ï̂Óã ˜ì˛Ó˚#Ó˚ õyïƒ Ï̂õ Statistical ö˛yÇüò ÓƒÓ£yÓ˚ Ñ˛Ó˚Ó–

5. C2 ˆ¢ú ˆÌ Ï̂Ñ˛ C7 ˆ¢ú ˛ôÎ≈hs˛ ÓœÑ˛ Ñ˛Ó˚&ò ~ÓÇ Range ~Ó˚ òyõ !îò FEB–

~Öò xyõÓ˚y ö˛õ≈%úy ÓƒÓ£yÓ˚ Ñ˛Ó˚Ó

Average (Number...)

~£z Ñ˛õyu˛ myÓ˚y !Ó!¶˛ß¨ ¢ÇÖƒy Óy ˆÓ˚ˆÏOÓ˚ Üv ¸̨ Óy!£Ó˚ Ñ˛Ó˚y ÎyÎ˚– ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ !òˆÏ¡¨y_´ Ñ˛õyu˛ !îò–

=Average (B2:B7) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 2766.67

= Average (C2:C7) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 2966.67

= Average (JAN) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 2766.67

= Average (FEB) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 2966.67

= Average (JAN,FEB) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 2866.67

= Average (5200,1600,2300,1200,3000,3300) Ñ˛õyu˛ !îòñ ö˛úyö˛ú 2766.67

Count (Value1...)

~£z Ñ˛õyu˛ myÓ˚y ˆ¢ˆÏúÓ˚ ¢ÇÖƒy Óy RangeÈÙÈ~Ó˚ ¢ÇÖƒyÓ˚ ˛ô!Ó˚õyí Óy!£Ó˚ Ñ˛Ó˚y ÎyÎ˚–

=Count(B2:B7) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 6

=Count(JAN) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 6

=Count(FEB) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 6

=Count(JAN,FEB) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 12

=Count(5200,1600,2300,1200,3000,3300) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 6
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Max (Number...)

~£z Ñ˛õyu˛ myÓ˚y !ò!î≈‹T ˆ¢ú Óy Range ~Ó˚ ¢ÇÖƒyÓ˚ õˆÏïƒ ¢ÓˆÏâ˛ˆÏÎ˚ Óv ¸̨ ¢ÇÖƒy!›˛ ˛ôyÁÎ˚y ÎyˆÏÓ–

=Max(B2:B7) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 5200

=Max(C2:C7) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 5300

=Max(JAN) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 5200

=Max(FEB) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 5300

=Max(5200,1600,2300,1200,3000,3300) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 5200

Min (Number...)

~£z Ñ˛õyu˛ myÓ˚y !ò!î≈‹T ˆ¢ú Óy Range ~Ó˚ ¢ÇÖƒyÓ˚ õˆÏïƒ ¢ÓˆÏâ˛ˆÏÎ˚ ˆäÈy›˛ ¢ÇÖƒy!›˛ ˛ôyÁÎ˚y ÎyˆÏÓ–

=Min(B2:B7) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 1200

=Min(C2:C7) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 1100

=Min(JAN) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 1200

=Min(FEB) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 1100

=Min(JAN,FEB) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 1100

=Min(5200,1600,2300,1200,3000,3300) Ñ˛õyu˛ !îòñ ö˛úyö˛ú 1200

STDEV (Number...)

~!›˛ ˛ô!Ó˚¢ÇÖƒyˆÏò Ó˝ú ÓƒÓ£*ì˛ ~Ñ˛!›˛ !Ó°ÏÎ˚– ~Ó˚ myÓ˚y ˆÑ˛yˆÏòy !ò!î≈‹T ˆ¢ú Óy Range Óy !ò!î≈‹T !¢!Ó˚ˆÏãÓ˚ ˛ô!Ó˚!õì˛ ÓƒÓïyò Óy
Standard Divition (Stdev) ˛ôyÁÎ˚y ÎyˆÏÓ–

=Stdev(B2:B7) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 1434.81

=Stdev(C2:C7) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 1604.58

=Stdev(JAN) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 1434.81

=Stdev(FEB) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 1604.58

=Stdev(JAN,FEB) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 1454.98

=Stdev(5200,1600,2300,1200,3000,3300) Ñ˛õyu˛ !î Ï̂ú

ö˛úyö˛ú xy¢ Ï̂Ó 1434.81

Var (Number...)

~!›˛Á ˛ô!Ó˚¢ÇÖƒyˆÏò Ó˝ú ÓƒÓ£*ì˛ ~Ñ˛!›˛ !Ó°ÏÎ˚– ~Ó˚ myÓ˚y ˆÑ˛yˆÏòy !ò!î≈‹T ˆ¢ú Óy Range Óy !¢!Ó˚̂ ÏãÓ˚ ˆ¶˛îyB˛ Óy Varience ˛ôyÁÎ˚y
ÎyˆÏÓ– xÌ≈yÍ ˆÎ ¶˛ƒyú%!›˛ ˆÓü# ÓƒÓ£*ì˛ £ˆÏÎ˚ˆÏäÈ ˆ¢!›˛ ˛ôyÁÎ˚y ÎyˆÏÓ–

=Var(B2:B7) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 2058667

=Var(JAN) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 2058667

=Var(JAN,FEB) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 2116970

=Var(5200,1600,2300,1200,3000,3300) Ñ˛õyu˛ !î Ï̂ú

ö˛úyö˛ú xy¢ˆÏÓ 2058667

Mode (Number...)

~!›˛Á ˛ô!Ó˚¢ÇÖƒyˆÏò Ó˝ú ÓƒÓ£*ì˛ ~Ñ˛!›˛ !Ó°ÏÎ˚– ~Ó˚ myÓ˚y !ò!î≈‹T ˆ¢ú Óy Range Óy !¢!Ó˚̂ ÏãÓ˚ Mode Óy ˆÎ ¢ÇÖƒy!›˛Ó˚ ˛ô%òÓ˚yÓ,!_ ˆÓü#
ˆ¢!›˛ ˛ôyÁÎ˚y ÎyÎ˚–

=Mode(B2:B7) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó N/A

Ñ˛yÓ˚í ˆÑ˛yˆÏòy ¢ÇÖƒyÓ˚ ˛ô%òÓ˚yÓ,!_ òy£z–
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=Mode(B2:C7) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 1600

=Mode(JAN,FEB) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 1600

=Mode(500, 150, 300, 500, 300, 200, 132, 300) Ñ˛õyu˛ !î Ï̂ú

ö˛úyö˛ú xy¢ Ï̂Ó 300

Date and Time ö˛yÇüò

¢õÎ˚ Óy ì˛y!Ó˚Ö ˆúÖyÓ˚ ˆ«˛ˆÏeÁ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ ö˛yÇüò ÓƒÓ£yÓ˚ Ñ˛Ó˚y £ˆÏÎ˚ ÌyˆÏÑ˛– ~ˆÏ:ú ¢õÎ˚ Óy ì˛y!Ó˚ÖˆÏÑ˛ Üy!í!ì˛Ñ˛ !£¢yÓ !òÑ˛yü
Ñ˛Ó˚ˆÏì˛ ˛ôyˆÏÓ˚–

=DATE(Year, Month, Day) Ñ˛õy Ï̂u˛Ó˚ õyïƒ Ï̂õ õy¢ÈÙÈ!îòÈÙÈÓäÈÓ˚ ~£z ö˛Ó˚õƒy Ï̂›˛ ì˛y!Ó˚Ö ˆúÖy ÎyÎ˚

=DATE(2004,12,5) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 12/5/2004

=DAY(DateNumber) Ñ˛õyˆÏu˛Ó˚ õyïƒˆÏõ õyˆÏ¢Ó˚ Ñ˛ì˛ì˛õ !îò ˆ¢!›˛ !òí≈Î˚ Ñ˛Ó˚y ÎyˆÏÓ–

=DAY(38653) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 28

=DAY(38953) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 24

Lookup & Reference ö˛yÇüò

~£z ö˛yÇüˆÏòÓ˚ myÓ˚y ˆ¢ú Óy Row Óy Column ¢Çe´yhs˛ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ ì˛Ìƒ ˛ôyÁÎ˚y ÎyÎ˚–

1. !Ó˚ÓòÓyÓ˚ ˆÌˆÏÑ˛ Formulas>Insert Function Ñ˛õyu˛ !îò– Insert Function v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

2. Select a Category x˛ôüˆÏòÓ˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Lookup & Reference !¢ Ï̂úQ Ñ˛Ó˚&ò– Lookup & Reference ö˛yÇüò= Ï̂úy
˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 10.5

ˆ¢ Ï̂úÓ˚ Value ¢Ó˚y¢!Ó˚ ˛ôyÁÎ˚y Îy Ï̂Ó–

=VLookup (“DVD”,nova,3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ 530

=VLookup(“DVD”,A1:C7,3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ 530

=VLookup(A5,nova,3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ 530

=VLookup(A5,A1:B7,3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ 530
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Index(Array, Row-num,Column-Nun) ~£z Ñ˛õyu˛ myÓ˚y !ò!î≈‹T Row ~ÓÇ Column ~Ó˚ !‡˛Ñ˛yòyÎ˚ xÓ!fl˛iì˛ ˆ¢ˆÏúÓ˚ Value ˛ôyÁÎ˚y
ÎyˆÏÓ–

=Index(nova,5,3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ 530

=Index(A1:C7,5,3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ 530

Database ö˛yÇüò

Î!îÁ v˛y›˛yˆÏÓˆÏãÓ˚ v z̨̨ ôÓ˚ xyúyîy ¢ö‰̨ ›˛ÁÎ˚ƒyÓ˚ SˆÎõò MS-Access £zì˛ƒy!îV Ó˚ˆÏÎ˚ˆÏäÈ– v˛y›˛yˆÏÓã ¢Çe´yhs˛ !òÖ§%ì˛ ~ÓÇ ã!›˛ú ¢õ¢ƒyÓ˚
¢õyïyò ~£z ¢ö‰̨ ›˛ÁÎ˚ƒyÓ˚ !îˆÏÎ˚ ¢£ˆÏã£z Ñ˛Ó˚y ÎyÎ˚– ~ˆÏ:ˆÏúÁ !Ó!¶˛ß¨ ïÓ˚ˆÏòÓ˚ v˛y›˛yˆÏÓˆÏãÓ˚ Ñ˛yã Ñ˛Ó˚y £Î˚– v˛y›˛yˆÏÓˆÏãÓ˚ ˆ«˛ˆÏe Worksheet ~Ó˚
≤Ã!ì˛!›˛ Ñ˛úyˆÏõñ ~Ñ˛ ïÓ˚ˆÏòÓ˚ v˛y›˛yˆÏÑ˛ ¢!Iì˛ Ñ˛ˆÏÓ˚ ~Ñ˛!›˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛Ó˚y £Î˚– ˆÎõò Name !ö˛ˆÏ”˛ ¢Ñ˛ˆÏúÓ˚ òyõñ Title !ö˛ Ï̂”˛ ¢Ñ˛ Ï̂úÓ˚
òyõñ Title !ö˛ˆÏ”˛ ¢Ñ˛ˆÏúÓ˚ ˛ôîÓ#ñ Salary !ö˛ˆÏ”˛ ¢Ñ˛ˆÏúÓ˚ ˆÓì˛ò £zì˛ƒy!î– ~ˆÏ«˛ˆÏe =DSUM, =AVERAGE, =DMAX, =DMIN £zì˛ƒy!î
ö˛yÇüò ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚– ì˛ˆÏÓ ~ˆÏ«˛ˆÏe üì≈˛ Óy Criteria ˆÎyÜ Ñ˛Ó˚y ÎyÎ˚– ˆÎõò ÷ï%õye Officer ˆÏîÓ ̊SalaryÈÙÈÓ˚ DSUM Óy ˆÎyÜö˛úñ
£zì˛ƒy!î– ¢Ñ˛ú ö˛yÇüˆÏòÓ˚ ˆ«˛ˆÏe£z ¢Ó˚y¢!Ó˚ ö˛yÇüò !úˆÏÖ Óy Formulas>Insert Function Ñ˛õyu˛ !î Ï̂Î˚ Function Wizard ~Ó˚ õyïƒ Ï̂õ
ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ–

1. !Ó˚ÓòÓyÓ˚ ˆÌ Ï̂Ñ˛ Formulas>Inser Function... Ñ˛õyu˛ !îò– Insert Function v˛yÎ˚yúÜ Ó: xy¢ Ï̂Ó–

2. Select Category x˛ôüˆÏò v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Database x˛ôüò !¢ Ï̂úQ Ñ˛Ó˚&ò– Database ö˛yÇüò=ˆÏúy ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 10.6

3. ˆü Ï̂°Ï OK Ñ˛Ó˚&ò– xyÓyÓ˚Á Criteria Wizard Óy Function Arguments v˛yÎ˚yúÜ Ó: ˛ôyÁÎ˚y ÎyˆÏÓ–

Fig. 10.7

=SYD(Cost, Salvage, Life, Period) ö˛yÇüò myÓ˚yÁ ˆõ!üò Óy Ólfl˛Ó˚ x˛ôâ˛Î˚ Óy Depreciation !òí≈Î˚ Ñ˛Ó˚y £Î˚– SYD Óy Sum of

Years Degit Methods ˛ôk˛!ì˛ˆÏì˛ ¢¡ô!_Ó˚ ÓƒÓ£yÓ˚ Ñ˛yˆÏúÓ˚ ˆõy›˛ Ñ˛yúˆÏÑ˛ ˆÎyÜ Ñ˛ˆÏÓ˚ ¢¡ô!_Ó˚ õ)úƒˆÏÑ˛ ¶˛yÜ Ñ˛Ó˚y £Î˚– ~Ó˚˛ôÓ˚ ¶˛yÜö˛úˆÏÑ˛
ÓÍ¢ Ï̂Ó˚Ó˚ ¢ÇÖƒy myÓ˚y =í Ñ˛ Ï̂Ó˚ xÓâ˛Î˚ !òí≈Î˚ Ñ˛Ó˚y £Î˚–

õˆÏò Ñ˛!Ó˚ ~Ñ˛!›˛ Ñ˛!¡ôv˛z›˛yÓ˚ 80ñ000 ›˛yÑ˛y !îˆÏÎ˚ ˆÑ˛òy £ˆÏúy ~ÓÇ 5 ÓÍ¢Ó˚ ˛ôÓ˚ ~!›˛Ó˚ õ)úƒ £ˆÏúy 20ñ000 ›˛yÑ˛y– ~!›˛Ó˚ ÓyÍ¢!Ó˚Ñ˛ xÓâ˛Î˚
ˆÓÓ˚ Ñ˛Ó˚ˆÏì˛ £ˆÏÓ– Üy!í!ì˛Ñ˛ ¢õyïyˆÏòÓ˚ ˆ«˛ˆÏe ~ÖyˆÏò ˆõy›˛ ÓÍ¢Ó˚ £ˆÏFäÈ 5+4+3+2+1=15

¢%ì˛Ó˚yÇ SYD ˛ôk˛!ì˛ˆÏì˛

≤ÃÌõ ÓäÈ Ï̂Ó˚Ó˚ xÓâ˛Î˚ £ Ï̂FäÈ 80000ÈÙÈ20000 =  ›˛yÑ˛y

≤ÃÌõ ÓäÈ Ï̂Ó˚Ó˚ xÓâ˛Î˚ £ Ï̂FäÈ 80000ÈÙÈ20000 =  ›˛yÑ˛y
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ì,̨ ì˛#Î˚ ÓäÈˆÏÓ˚Ó˚ xÓâ˛Î˚ £ˆÏFäÈ 80000ÈÙÈ20000 =  ›˛yÑ˛y

~¶˛y Ï̂Ó â˛ì%̨ Ì≈ ÓäÈ Ï̂Ó˚Ó˚ xÓâ˛Î˚ £ Ï̂FäÈ 80000ÈÙÈ20000 =  ›˛yÑ˛y

˛ôM˛õ ÓäÈˆÏÓ˚Ó˚ xÓâ˛Î˚ £ˆÏFäÈ 80000ÈÙÈ20000 =  ›˛yÑ˛y

~Öò xyõÓ˚y SYD() ö˛yÇüò!›˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚Ó– SYD ö˛yÇüˆÏòÓ˚ ö˛Ó˚õƒy›˛ £ˆÏÓñ

=SYD(Cost,Salvage,Life,Period)

≤ÃÌˆÏõ ˝Ó˝ !òˆÏâ˛Ó˚ õˆÏì˛y ~Ñ˛!›˛ v˛y›˛yˆÏÓã ˜ì˛Ó˚# Ñ˛Ó˚&ò– ~ÖyˆÏò Salvage Value £ˆÏFäÈ 5 ÓÍ¢ˆÏÓ˚Ó˚ ˛ôˆÏÓ˚Ó˚ xÓ!ü‹T õ)úƒ–

Fig. 10.8

~Öò xyõÓ˚y ãy!òñ

e´Î˚õ)úƒ Óy Cost = B1 = 80000

5 ÓÍ¢Ó˚ ˛ôˆÏÓ˚ õ)úƒ Óy xÓ!ü‹T õ)úƒ Óy Salvage = 20000

ÓƒÓ£yÓ˚ Ñ˛yú Óy Life = B3 = 5

!ò!î≈‹T ÓÍ¢Ó˚ Óy Period = 1, 2, 3, 4, 5

xÌ≈yÍ 1 = ≤ÃÌõ ÓÍ¢Ó˚ñ 2 = !mì˛#Î˚ ÓÍ¢Ó˚ñ 3 = ì,̨ ì˛#Î˚ ÓÍ¢Ó˚ñ 4 = â˛ì%˛Ì≈ ÓÍ¢Ó˚ñ 5 = ˛ôM˛Èõ ÓÍ¢Ó˚–

â˛ú%ò ÷Ó˚& Ñ˛Ó˚y ÎyÑ˛

1. Worksheet ~Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

2. ~Öò ›˛y£z̨ ô Ñ˛Ó˚&ò =DB(80000,20000,5,1) ~ÓÇ Enter !îò

ö˛úyö˛ú xy¢ˆÏÓ 19,360

xÌ≈yÍ ≤ÃÌõ ÓäÈ Ï̂Ó˚Ó˚ xÓâ˛Î˚ = 19360

3. xyÓyÓ˚ ›˛y£z˛ô Ñ˛Ó˚&ò =DB(80000,20000,5,1,3) ~ÓÇ Enter !îò–

ö˛úyö˛ú xy¢ˆÏÓ 4,840

xÌ≈yÍ ≤ÃÌõ ÓäÈ Ï̂Ó˚Ó˚ ≤ÃÌõ !ì˛ò õy Ï̂¢Ó˚ xÓâ˛Î˚ = 4,840 ›˛yÑ˛y

~¶˛yˆÏÓ

=DB(80000,20000,5,2) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 14,674 ›˛yÑ˛y

=DB(80000,20000,5,3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 11,123 ›˛yÑ˛y

=DB(80000,20000,5,4) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 8,431 ›˛yÑ˛y

=DB(80000,20000,5,5) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 6,391 ›˛yÑ˛y

=DDB(Cost,Salvage,Life,Period,Factor) ö˛yÇüò myÓ˚yÁ xÓâ˛Î˚ !òí≈Î˚ Ñ˛Ó˚y £Î˚– ~ˆÏ«˛ˆÏeÁ ≤ÃÌõ ÓÍ¢ˆÏÓ˚ ˆÓü# ~ÓÇ ˛ôˆÏÓ˚Ó˚ ÓäÈÓ˚
ˆÌˆÏÑ˛ xÓâ˛Î˚ Ñ˛õ £ˆÏì˛ ÌyˆÏÑ˛– DDB xÌ≈yÍ Double Deeling Balance ˛ôk˛!ì˛ˆÏì˛ ˆüˆÏ°Ï Factor ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚– ¢)̂ Ïe Factor òy !î Ï̂ú
Double ˛ôk˛!ì˛ xò%¢yˆÏÓ˚ 2 ÓƒÓ£yÓ˚ £Î˚–

õˆÏò Ñ˛!Ó˚ 80000 ›˛yÑ˛y ~Ñ˛!›˛ Ñ˛!¡ôv˛z›˛yÓ˚ !Ñ˛ˆÏò 5 ÓÍ¢Ó˚ ÓƒÓ£y Ï̂Ó˚Ó˚ ˛ôÓ˚ xÓ!ü‹T õ)úƒ 20000 ›˛yÑ˛y– DDB ˛ôk˛!ì˛ˆÏì˛ xÓâ˛Î˚ ÓyÓ˚ Ñ˛Ó˚ˆÏì˛
£ˆÏÓ–

xyõÓ˚y DDB() ö˛yÇüò!›˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚Ó– DDB() ö˛yÇüˆÏòÓ˚ ö˛Ó˚õƒy›˛ £ˆÏÓ !ò¡¨Ó˚*˛ô
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=DDB(Cost,Salvage,Life,Period,Factor)

xyõÓ˚y ãy!òñ

e´Î˚õ)úƒ Óy Cost = 80000

xÓ!ü‹T õ)úƒ Óy Salvage = 20000

ÓƒÓ£yÓ˚ Ñ˛yú Óy Life = 5

!ò!î≈‹T ÓÍ¢Ó˚ Óy Period = 1 Óy 2 Óy 3 £zì˛ƒy!î ~ÓÇ Factor = 2 S!v˛ö˛Œ›˛Vñ 3 £zì˛ƒy!î–

â˛ú%ò ÷Ó˚& Ñ˛Ó˚y ÎyÑ˛

1. Worksheet ~Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ Ó˚yÖ%ò–

2. ~Öò ›˛y£z˛ô Ñ˛Ó˚&ò =DDB(80000,20000,5,1) ~ÓÇ Enter !îò–

ö˛úyö˛ú xy¢ Ï̂Ó 32000

xÌ≈yÍ ≤ÃÌõ ÓÍ¢ Ï̂Ó˚Ó˚ xÓâ˛Î˚ 32000 ›˛yÑ˛y

=DDB(80000,20000,5,2) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 19,200 ›˛yÑ˛y

=DDB(80000,20000,5,3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 8,800 ›˛yÑ˛y

=DDB(80000,20000,5,4) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 0 ›˛yÑ˛y

=DDB(80000,20000,5,5) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 0 ›˛yÑ˛y

Math & Trig ö˛yÇüò

~£z ö˛yÇüò=!ú ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ xˆÏòÑ˛ ã!›˛ú Üy!í!ì˛Ñ˛ ¢õ¢ƒyÓ˚ ¢õyïyò Ñ˛Ó˚y ÎyÎ˚– ~äÈyv ¸̨yÁ !eˆÏÑ˛yí!õ!ì˛Ó˚ !Ó!¶˛ß¨ ¢õ¢ƒyÓ˚ ¢õyïyòÁ
Ñ˛Ó˚y £ˆÏÎ˚ ÌyˆÏÑ˛– xòƒyòƒ ö˛yÇüˆÏòÓ˚ õˆÏì˛y ¢Ó˚y¢!Ó˚ ˆ¢ˆÏú ö˛yÇüò !úˆÏÖ Óy Function Wizard ˆÌ Ï̂Ñ˛ Ñ˛õyu˛ ˆîÁÎ˚y Îy Ï̂Ó–

Steps

1. !Ó˚ÓòÓyÓ˚ ˆÌˆÏÑ˛ Formulas>Inser Function... Ñ˛õyu˛ !îò– Insert Function Wizard xy¢ Ï̂Ó–

2. Or select a Category x˛ôüˆÏòÓ˚ v»˛˛ô v˛yv˛zˆÏò !Ñœ˛Ñ˛ Ñ˛ˆÏÓ˚ Math & Trig x˛ôüò !¢ Ï̂úQ Ñ˛Ó˚&ò– Math & Trig ö˛yÇüò=ˆÏúy ̨ ôyÁÎ˚y
ÎyˆÏÓ–

Fig. 10.9

3. ˆüˆÏ°Ï OK Ñ˛ˆÏÓ˚ Wizard Óı˛ Ñ˛Ó˚&ò–

ABS(Number) ö˛yÇüò myÓ˚y ˆÑ˛yˆÏòy ïòydñ }íydÑ˛ Óy ¶˛@¿yÇü ¢ÇÖƒyÓ˚ ˛ôÓ˚õ õyò (Absolute Value) ˛ôyÁÎ˚y ÎyÎ˚– ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú
˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ !òˆÏ¡¨y_´ Ñ˛õyu˛ !îò–

=ABS(1.257) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 1.26
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=ABS(-50) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 50

=ABS(“Nova”) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 0 Óy Value

v ẑ̨ ÏÕ‘Öƒ Number ~Ó˚ ˛ô!Ó˚ÓˆÏì≈˛ String ÓƒÓ£yÓ˚ Ñ˛Ó˚̂ Ïú õyò £ Ï̂Ó ü)òƒ (0)

=INT(Number) ö˛yÇüò myÓ˚y ˆÑ˛yˆÏòy îü!õÑ˛ xB˛ˆÏÑ˛ xÖ[˛ (Integer) ¢ÇÖƒy !£ˆÏ¢ˆÏÓ ≤ÃÑ˛yü Ñ˛ˆÏÓ˚– ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ
!ò Ï̂¡¨y_´ Ñ˛õyu˛ !îò–

=INT(50.45) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 50

=INT(50.69) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 50

=Exp(Number) ö˛yÇüò myÓ˚y C ~Ó˚ õyò ~Ó˚ Power !îˆÏÎ˚ õyò !òí≈Î˚ Ñ˛ˆÏÓ˚ ï†&ÓÑ˛ =C=2.718282 (Appx)– Natural Logarithms

~Ó˚ base !£ˆÏ¢ˆÏÓ C ï†&ÓÑ˛ ÓƒÓ£*ì˛ £Î˚– ~£z ï†&Ó Ï̂Ñ˛Ó˚ Power !òí≈ˆÏÎ˚Ó˚ ˆ«˛ˆÏe Exp() ö˛yÇüò ÓƒÓ£*ì˛ £Î˚– Power ~Ó˚ ¢ Ï̂Ó≈yFâ˛ õyò 709
£ˆÏì˛ ˛ôyˆÏÓ˚– Power ~Ó˚ õyò 230 ~Ó˚ ˆâ˛ˆÏÎ˚ Óv˛¸ £ˆÏú Óy -227 ~Ó˚ ˆäÈy›˛ £ˆÏú ~ˆÏ:ú ö˛úyö˛ú ¢ÇÓ˚«˛í Ñ˛Ó˚ˆÏì˛ ˛ôyÓ˚ˆÏÓ !Ñ˛ls˛ ≤Ãîü≈ò Ñ˛Ó˚ˆÏì˛
˛ôyˆÏÓ˚ òy– ö˛úyö˛ú Óv ¸̨ £ˆÏú ~ˆÏ:ú Scientific Ñ˛ˆÏÓ˚ ˆîÖyˆÏÓ– ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ !òˆÏ¡¨y_´ Ñ˛õyu˛ !îò–

=Exp(2) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 7.389056099

xÌ≈yÍ C = 2.718282=7.389056099

=Exp(3) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 20.80 (Appx)

xÌ≈yÍ C = 2.718282=20.08

=Exp(1.25) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 3.490342

=MOD(Number,Division) ö˛yÇüò myÓ˚y ˆÑ˛yˆÏòy ¢ÇÖƒyˆÏÑ˛ x˛ôÓ˚ ~Ñ˛!›˛ ¢ÇÖƒy !îˆÏÎ˚ ¶˛yÜ Ñ˛Ó˚ˆÏú ˆÎ ¶˛yÜö˛ú ÌyˆÏÑ˛ ˆ¢!›˛ !òí≈Î˚ Ñ˛Ó˚y
ÎyÎ˚– ~£z ö˛yÇüˆÏòÓ˚ ¢yˆÏÌ Date() ö˛yÇüò ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚– ˆÎ ˆÑ˛yˆÏòy ÓäÈˆÏÓ˚Ó˚ ˆÎ ˆÑ˛yˆÏòy ì˛y!Ó˚ˆÏÖÓ˚ ÓyÓ˚ !òí≈Î˚ Ñ˛Ó˚y ÎyÎ˚– ~ˆÏ«˛ˆÏe ¶˛yÜö˛ˆÏúÓ˚
v˛z˛ôÓ˚ñ !Ñ˛ ÓyÓ˚ ˆ¢!›˛ !ò¶≈˛Ó˚ Ñ˛ˆÏÓ˚– ö˛úyö˛ˆÏúÓ˚ v˛z˛ôÓ˚ ¢ÆyˆÏ£Ó˚ !Ó!¶˛ß¨ !îˆÏòÓ˚ ì˛y!úÑ˛y !ò¡¨Ó˚*˛ô–

ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ !òˆÏ¡¨y_´ Ñ˛õyu˛ !îò–

=MOD(11,3) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 2

=MOD(19,5) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ = 4

=ROUND(Number,Number of Digit) ~£z ö˛yÇüò myÓ˚y îü!õÑ˛¢£ ¢ÇÖƒyˆÏÑ˛ Round Ñ˛ˆÏÓ˚– õ)ú ¢ÇÖƒyÓ˚ ˛ôˆÏÓ˚£z îü!õˆÏÑ˛Ó˚ !v˛!ã›˛
õ)ú ¢ÇÖƒyÓ˚ ˛ô Ï̂Ó˚£z îü!õ Ï̂Ñ˛Ó˚ !v˛!ã›˛ ¢ÇÖƒy Ï̂ì˛ ˆúÖy £Î˚– ÈÙÈ15 ˆÌˆÏÑ˛ 15 ˛ôÎ≈hs˛ !v˛!ã›˛ ˆîÁÎ˚y ÎyˆÏÓ– õy£zòy¢ Óy }íydÑ˛ (-) !v˛!ã Ï̂›˛Ó˚
ˆ«˛ˆÏe õ)ú ¢ÇÖƒyˆÏÑ˛£z Round Ñ˛ Ï̂Ó˚ ˆÎ ˆÑ˛y Ï̂òy ˆ¢ Ï̂ú ˛ô Ï̂Î˚r›˛yÓ˚ ˆÓ˚̂ ÏÖ !ò Ï̂ãÓ˚ Ñ˛õyu˛=!ú ≤Ãîyò Ñ˛Ó˚&ò–

=ROUND(255.57811,2) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 255.58

=ROUND(255.57811,1) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 255.6

=ROUND(255.57811,0) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 256

=ROUND(255.57811,-1) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 260

=ROUND(255.57811,-2) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 300

=SQRT(Number) ö˛yÇüˆÏòÓ˚ myÓ˚y ˆÑ˛yˆÏòy ˛ô)í≈¢ÇÖƒyÓ˚ Square Root Óy ÓÜ≈õ)ú ÓyÓ˚ Ñ˛Ó˚y ÎyÎ˚– ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ
!ò Ï̂â˛Ó˚ Ñ˛õyu˛=!ú !îò–

=SQRT(81) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 9

=SQRT(25) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 5

=LOG(Number,base) ö˛yÇüˆÏòÓ˚ myÓ˚y Üy!í!ì˛Ñ˛ ¢ÇÖƒyÓ˚ Logarithm !òí≈Î˚ Ñ˛Ó˚y ÎyÎ˚– ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ !òˆÏâ˛Ó˚
Ñ˛õyu˛ !îò–

=LOG(12) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 1.079181246

=RAND() ~£z ö˛yÇü Ï̂òÓ̊ myÓ̊y 0 ~ÓÇ 1 ~Ó̊ õy Ï̂G˛Ó̊ Value ̃ ì˛Ó̊# Ñ˛ Ï̂Ó̊– ~!›˛ îü!õ Ï̂Ñ˛Ó̊ ̨ôÓ̊ 17›˛y ̨ôÎ≈hs˛ ¢ÇÖƒy ̂ îÖ Ï̂ì˛ ̨ôy Ï̂Ó̊– Ñ˛# Ï̂Óyv≈̨  ̂ Ì Ï̂Ñ˛
F9 Ñ˛# ˆ≤Ã¢ Ñ˛Ó̊ Ï̂ì˛ ÌyÑ˛ Ï̂ú Random Value ˜ì˛Ó̊# Ñ˛Ó̊ Ï̂ì˛ Ìy Ï̂Ñ˛– Worksheet ~Ó̊ ˆÎ ˆÑ˛y Ï̂òy ˆ¢ Ï̂ú ˛ô Ï̂Î̊r›˛yÓ̊ ˆÓ̊ Ï̂Ö !ò Ï̂â˛Ó̊ Ñ˛õyu˛ !îò–
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=Rand()*10+1 Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 5.73220963

xÌ≈yÍ 1 ~ÓÇ 10 ~Ó˚ õ Ï̂ïƒÓ˚ Random Value = 5.73220963

=Rand()*50+1 Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 9.006

=Rand()*100+1 Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 51.9247

Trigonomatic ö˛yÇüò

Math & Trig ö˛yÇüˆÏòÓ˚ õˆÏïƒ ˆÑ˛yí (Angle) ˛ô!Ó˚õy˛ô !Ó°ÏÎ˚Ñ˛ ˆÓü Ñ˛ˆÏÎ˚Ñ˛!›˛ ö˛yÇüò xyˆÏäÈ– ~=!ú !îˆÏÎ˚ !eˆÏÑ˛yí!õ!ì˛Ó˚ ¢õ¢ƒy
¢õyïyò Ñ˛Ó˚y ÎyÎ˚– ö˛yÇüˆÏò xyˆÏúyâ˛òyÓ˚ xyˆÏÜ !e¶)̨ ã ~Ó˚ ¢yõyòƒ ïyÓ˚íy xyˆÏúyâ˛òy Ñ˛Ó˚y £ú–

=pI() ö˛yÇüò myÓ˚y ˛ôy£z (pie) ~Ó˚ õyò ÓyÓ˚ Ñ˛Ó˚y £Î˚– ? S˛ôy£zV ~Ó˚ ï†&ÓÑ˛ õyò £ˆÏFäÈ 3.14 (Appx)– ˆÎõò õˆÏò Ñ˛Ó˚&ò ~Ñ˛!›˛ Ó,ˆÏ_Ó˚
Óƒy¢yï≈ £ˆÏúy 4 ~ÓÇ ~!Ó˚Î˚y £ˆÏFäÈ =?r2 ~Öy Ï̂ò r = 4

~Öò Worksheet ~Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú Ñ˛y¢≈Ó˚ ˆÓ˚ˆÏÖ Ñ˛õyu˛ !îò

=PI()*4^2 ~ÓÇ Enter !îò–

ö˛úyö˛ú xy¢ˆÏÓ 50.26548

=PI()/2 Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 1.57079

=Sin(PI()/2) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 1

=SIN(Number) ~£z ö˛yÇüò myÓ˚y ˆÑ˛yˆÏíÓ˚ Sin? !òí≈Î˚ Ñ˛Ó˚y ÎyÎ˚– =Sin ~Ó˚ õyò 1 Óy 1 £ˆÏì˛ ˛ôyˆÏÓ˚– xyõÓ˚y ãy!ò Sinq = ú¡∫/
x!ì˛¶%̨ ã– ¢%ì˛Ó˚yÇ ˆÑ˛y Ï̂òy !e¶%̨ Ï̂ãÓ˚ Sin?, ú¡∫ñ x!ì˛¶%˛ˆÏãÓ˚ õˆÏïƒ ˆÎ ˆÑ˛yˆÏòy î%£z!›˛ ãyòy ÌyÑ˛ˆÏú x˛ôÓ˚!›˛ !òí≈Î˚ Ñ˛Ó˚y ÎyˆÏÓ–

~Öò Worksheet ~Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

=Sin (45*PI()/180)*10 ~ÓÇ Enter !îò–

ö˛úyö˛ú xy¢ Ï̂Ó 7.071068 xÌ≈yÍ ú¡∫ = 7 S≤ÃyÎ˚V

=Cos(Number) ~£z ö˛yÇüò myÓ˚y !e¶%˛ˆÏãÓ˚ Cosine !òí≈Î˚ Ñ˛Ó˚y ÎyÎ˚– =Cos? ~Ó˚ õyò 1 Óy -1 £ˆÏì˛ ˛ôyˆÏÓ˚–

=TAN(Number) ~£z ö˛yÇüò myÓ˚y ˆÑ˛yˆÏíÓ˚ tangent !òí≈Î˚ Ñ˛Ó˚y ÎyÎ˚– ˆÑ˛yˆÏíÓ˚ õyò 900 ˆÌ Ï̂Ñ˛ -900 ˛ôÎ≈hs˛ £ˆÏì˛ ˛ôyˆÏÓ˚–

Text ö˛yÇüò

Lebels, ˆ›˛:›˛ ö˛õ≈)úyñ xÌÓy !fl˛T…Ç SÑ˛õyÓ˚ õˆÏïƒ xÓ!fl˛iì˛V £zì˛ƒy!î !òˆÏÎ˚ Ñ˛yã Ñ˛Ó˚yÓ˚ ãòƒ Text ö˛yÇüò= Ï̂úy ÓƒÓ£*ì˛ £Î˚–

=CHAR(Number) ~£z ö˛yÇüˆÏòÓ˚ õyïƒˆÏõ Excel ~ ÓƒÓ£*ì˛ !òÎ˚õ xò%¢yˆÏÓ˚ !Ñ˛ä%È !ÓˆÏü°Ï !¢¡∫ú Óy x«˛Ó˚ ÓƒÓ£yÓ˚ Ñ˛Ó˚y ÎyÎ˚– Excel

~ LICS Óy Excel International Character Set òyˆÏõ ~Ñ˛!›˛ xyhs˛ã≈y!ì˛Ñ˛ ˆÑ˛yv˛ ÓƒÓ£*ì˛ £Î˚– ~!›˛Ó˚ õyïƒˆÏõ !ÓˆÏîü# ¶˛y°ÏyÎ˚ ÓƒÓ£*ì˛
!ÓˆÏü°Ï !Ñ˛ä%È !â˛£´ ÓƒÓ£yÓ˚ Ñ˛Ó˚y ÎyÎ˚– ¢yïyÓ˚íì˛ Ñ˛#ÈÙÈˆÏÓyˆÏv≈˛ ~£z !â˛£´=!ú ÌyˆÏÑ˛ òy– Symbol x˛ôüˆÏòÓ˚ õˆÏïƒ !Ñ˛ä%È !â˛£´ ˛ôyÁÎ˚y ÎyÎ˚–
CHAR(Number) ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ ~£z ö˛yÇüò!›˛ Ñ˛yÎ≈Ñ˛Ó˚ Ñ˛Ó˚y £Î˚– ~ÖyˆÏò Number xÌ≈ £ú 0 ˆÌˆÏÑ˛ 255 ˛ôÎ≈hs˛ xÌ≈yÍ ˆõy›˛ 256!›˛ ¢¡ô)í≈
Sîü!õÑ˛ Óy Ï̂îV Üy!í!ì˛Ñ˛ ¢ÇÖƒy ÓƒÓ£yÓ˚ Ñ˛Ó˚y ÎyÎ˚– ~=!ú Ï̂Ñ˛ ASCII ˆÑ˛yv˛Á Óúy £Î˚– American Standard Code for Information

Interchange.

¢%ì˛Ó˚yÇ ASCII ˆÑ˛yv˛ ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚ x«˛Ó˚ ≤Ãîü≈ò Ñ˛Ó˚yÓ˚ ö˛õ≈)úy !£ˆÏ¢ˆÏÓÁ ~!›˛ ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚– ˆÎõòÈÙÙÙÈ

=CHAR(65) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó =A

=CODE(Number) ~£z ˛ö˛yÇüˆÏòÓ˚ õyïƒˆÏõ CHAR() ö˛yÇüˆÏòÓ˚ v˛z˛Œ›˛y ö˛úyö˛ú ˛ôyÁÎ˚y ÎyˆÏÓ– xÌ≈yÍ CODE() ö˛yÇüˆÏòÓ˚ ˆ«˛ˆÏe ˆÎ
ˆÑ˛yˆÏòy x«˛Ó˚ !úÖˆÏú ì˛yÓ˚ ASCII ˆÑ˛yv˛ Ñ˛ì˛ ãyòy Îy Ï̂Ó– ˆÎõòÈÙÙÙÈ

=CODE(“A”) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ 65

=CODE(“B”) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó 66

=EXACT(Text,Text) ~£z ö˛yÇüˆÏòÓ˚ myÓ˚y î%!›˛ String ¢õyò !Ñ˛òy ˆ¢!›˛ ˛ôÓ˚#«˛y Ñ˛Ó˚y £Î˚ (ASCII CODE xò%¢yˆÏÓ˚) Î!î î%£z!›˛ String

¢õyò £Î˚ ì˛ Ï̂Ó TRUE òì%˛Óy FALSE ö˛úyö˛ú !îˆÏÓ–

=EXACT(“NOVA”,NOVA”) Ñ˛õyu˛ !îˆÏú ö˛úyö˛ú xy¢ˆÏÓ TRUE

=EXACT(“Nova,“nova”) Ñ˛õyu˛ !îˆÏú ˛ö˛úyö˛ú xy¢ˆÏÓ FALSE
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=EXACT(“Nova”,“Novae”) Ñ˛õyu˛ !î Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó FALSE

=LEN(Text) ~£z ö˛yÇüˆÏòÓ˚ õyïƒˆÏõ ˆÑ˛yò ˆ›˛:ˆÏ›˛ Ñ˛ì˛=!ú x«˛Ó˚ xyˆÏäÈ ˆ¢!›˛ Üíòy Ñ˛Ó˚y £Î˚– v˛zˆÏÕ‘Öƒ Spacebar ˆ≤Ã¢ Ñ˛ Ï̂Ó˚ ˜ì˛Ó˚# Ñ˛Ó˚y
≤Ã!ì˛!›˛ ö§˛yÑ˛y fl˛iyòˆÏÑ˛Á Ñ˛!¡ôv˛z›˛yÓ˚ ~Ñ˛!›˛ Ñ˛ˆÏÓ˚ x«˛Ó˚ ïˆÏÓ˚ ÌyˆÏÑ˛– ö˛yÇüò ¢Ó˚y¢!Ó˚ ˆÑ˛yò ˆ›˛:›˛ !úˆÏÖ Óy ˆ¢ˆÏú ˆ›˛:›˛ !úˆÏÖ ˆ¢ú Address

ÓƒÓ£yÓ˚ Ñ˛ˆÏÓ˚Á ö˛úyö˛ú ˛ôyÁÎ˚y ÎyÎ˚– C3 ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò This is Bangladesh, ~Öò Worksheet ~Ó˚ ˆÎ ˆÑ˛y Ï̂òy ˆ¢ Ï̂ú
˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ !òˆÏ¡¨y_´ Ñ˛õyu˛ !îò–

=LEN(This is Bangladesh) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ = 18

=LEN(C3) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó = 18

=LEN(“5555”) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ = 4

=LEN(5555) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 4/ERR

Ñ˛yÓ˚í ~!›˛ ˆÑ˛yˆÏòy Text Óy String òÎ˚–

=LEFT(“This is Bangladesh”,4) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ This

=LEFT(“This is Bangladesh”,7) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó This is

=LEFT(“This is Bangladesh”,18) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ This is Bangladesh

=LEFT(C3,4) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ This

=RIGHT(Text,Number) ~£z ö˛yÇüˆÏòÓ˚ myÓ˚y ˆÑ˛yˆÏòy ˆ›˛:ˆÏ›˛ ÓƒÓ£*ì˛ x«˛Ó˚ ¢ÇÖƒy xò%¢yˆÏÓ˚ v˛yò!îÑ˛ ˆÌˆÏÑ˛ ≤Ãîü≈ò Ñ˛Ó˚y ÎyÎ˚– ˆÎõò

=RIGHT(“This is Bangladesh”,10) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó Bangladesh

=RIGHT(“This is Bangladesh”,13) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó is Bangladesh

=RIGHT(C3,10) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ Bangladesh

=MID(Text,Number,Number) ~£z ö˛yÇüˆÏòÓ˚ myÓ˚y ˆÑ˛yˆÏòy ˆ›˛:ˆÏ›˛ ÓƒÓ£*ì˛ x«˛Ó˚ !ò!î≈‹T ¢ÇÖƒy ˆÌˆÏÑ˛ ÷Ó˚& £ˆÏÎ˚ !ò!î≈‹T ¢ÇÖƒy ˛ôÎ≈hs˛
≤Ãîü≈ò Ñ˛Ó˚ˆÏì˛ ˛ôyˆÏÓ˚– ˆÎõò

=MID(“This is Bangladesh”,9,6) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó Bangla

=MID(C3,9,6) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ Bangla

=LOWER(Text) ~£z ö˛yÇüˆÏòÓ˚ myÓ˚y Óv˛¸ £yˆÏì˛Ó˚ ˆúÖy x«˛Ó˚ˆÏÑ˛ ˆäÈy›˛ £yˆÏì˛ Ó˚*˛ôyhs˛!Ó˚ì˛ Ñ˛ˆÏÓ˚ ≤Ãîü≈ò Ñ˛ˆÏÓ˚ ˆÎõò†É

=VALUE(Text) ~£z ö˛yÇüˆÏòÓ˚ myÓ˚y !ú!Öì˛ ˆ›˛:›˛ Text ˆÑ˛ Üy!í!ì˛Ñ˛ ¢ÇÖƒyÓ˚ Óy Value ˆì˛ Ó˚*˛ôyhs˛!Ó˚ì˛ Ñ˛Ó˚y ÎyÎ˚– ˆÎõò†É

=VALUE(“555”) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ 555

=Text(Value,Format,Text) ~£z ö˛yÇüˆÏòÓ˚ myÓ˚y !ú!Öì˛ Value ˆÏÑ˛ ˆúˆÏÓú ˆ›˛:›˛ ~ Ó˚*˛ôyhs˛!Ó˚ì˛ Ñ˛ˆÏÓ˚ ≤Ãîü≈ò Ñ˛ˆÏÓ˚– ˆÎõò†É

=Text(555,“TK,0.00”) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ˆÏÓ TK 550.00

=Text (555,“mm,dd,yy”) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó 07, 08, 01

=REPLACE (Text, Number, Number, Text) ~£z ö˛yÇüˆÏòÓ˚ myÓ˚y ˆ›˛:ˆÏ›˛Ó˚ !ò!î≈‹T x«˛Ó˚ ˆÌˆÏÑ˛ ÷Ó˚& Ñ˛ˆÏÓ˚ !ò!î≈‹T x«˛Ó˚ ˛ôÎ≈hs˛ òì%˛ò
Text myÓ˚y ≤Ã!ì˛fl˛iy!˛ôì˛ Ñ˛Ó˚y ÎyÎ˚–

=REPT(Text,Number) ~£z ö˛yÇüˆÏòÓ˚ myÓ˚y !ú!Öì˛ ˆ›˛:›˛ˆÏÑ˛ !ò!î≈‹T ¢ÇÖƒy ˛ôÎ≈hs˛ ÓyÓ˚ ÓyÓ˚ ˆúÖy ÎyÎ˚ ˆÎõò†É

=REPT(“Nova”,10) Ñ˛õyu˛ !îò ö˛úyö˛ú xy¢ˆÏÓ

=NovaNovaNovaNovaNovaNovaNovaNovaNovaNova

=REPT(C3,3) Ñ˛õyu˛ !îòñ ö˛úyö˛ú xy¢ Ï̂Ó

This is BangladeshThis is BangladeshThis is Bangladesh

=TRIM(Text()Text) ~£z ö˛yÇüò myÓ˚y ˆÑ˛yˆÏòy Sentence wordÈÙÈ~Ó˚ õ Ï̂ïƒ x≤Ã Ï̂Î˚yãò#Î˚ ö§̨ yÑ˛y ãyÎ˚Üy õ%̂ ÏäÈ ˆö˛úy ÎyÎ˚–

Logical ö˛yÇüò

~ Ï̂: Ï̂ú !Ñ˛ä%È Logical ö˛yÇüò ÓƒÓ£yÓ˚ Ñ˛Ó˚y £Î˚– xÌ≈yÍ ~ÖyˆÏò 2!›˛ ö˛úyö˛ú ÌyˆÏÑ˛ ~ÓÇ 1!›˛ üì≈˛ ÌyˆÏÑ˛ñ ~ˆÏ«˛ˆÏe üì≈˛!›˛ !õúˆÏú ≤ÃÌõ
ö˛úyö˛ú xy¢ˆÏÓ xÌÓy üì≈˛!›˛ òy !õúˆÏú x˛ôÓ˚ ö˛úyö˛ú xy¢ˆÏÓ– Logical ö˛yÇüˆÏòÓ˚ ö˛Ó˚õƒy›˛ £ˆÏÓ !ò¡¨Ó˚*˛ô
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IF Süì≈̨ ñ ö˛úyö˛ú1ñ ö˛úyö˛ú2V

1. Worksheet ~Ó˚ ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

=If(B2>=100,TRUE,FALSE) ~ÓÇ Enter !îò–

2. B2 ˆ¢ Ï̂ú 100ÈÙÈÓ˚ !òˆÏâ˛ ˆÑ˛yˆÏòy ¢ÇÖƒy !úˆÏÖ Enter !îò ö˛úyö˛ú xy¢ˆÏÓ =FALSE

3. B2 ˆ¢ˆÏú 100ÈÙÈÓ˚ Óv ¸̨ ˆÑ˛yˆÏòy ¢ÇÖƒy !úˆÏÖ Enter !îò ö˛úyö˛ú xy¢ˆÏÓ =TRUE

xÌ≈yÍ üì≈˛!›˛ £ˆÏFäÈ B2 ˆ¢ˆÏú 100 Óy ì˛yÓ˚ Óv ¸̨ ¢ÇÖƒy xyˆÏäÈ !Ñ˛òy Î!î ÌyˆÏÑ˛ ì˛ˆÏÓ ≤ÃÌõ ö˛úyö˛ú TRUE ˆîÖyˆÏÓ òì%̨ Óy !mì˛#Î˚ ö˛úyö˛ú
FALSE ˆîÖy Ï̂Ó– ~Öy Ï̂ò ÓƒÓ£*ì˛ = ~ÓÇ < ¢y£zò î%£z!›˛ˆÏÑ˛ ÓˆÏú x˛ôyˆÏÓ˚›˛Ó˚–

~ˆÏ:ú ÓƒÓ£*ì˛ x˛ôyˆÏÓ˚›˛Ó˚=!ú !ò¡¨Ó˚*˛ô†É

= ¢õyò xÌ≈ ≤ÃÑ˛yü Ñ˛ Ï̂Ó˚

> xˆÏ˛ô«˛yÑ,˛ì˛ Óv˛¸ xÌ≈ ≤ÃÑ˛yü Ñ˛ˆÏÓ˚

< xˆÏ˛ô«˛yÑ,˛ì˛ ˆäÈy›˛ xÌ≈ ≤ÃÑ˛yü Ñ˛ˆÏÓ˚

>= xˆÏ˛ô«˛yÑ,˛ì˛ Óv˛¸ ~ÓÇ ¢õyò xÌ≈ ≤ÃÑ˛yü Ñ˛ˆÏÓ˚–

<= xˆÏ˛ô«˛yÑ,˛ì˛ ˆäÈy›˛ Óy ¢õyò xÌ≈ ≤ÃÑ˛yü Ñ˛ˆÏÓ˚

<> x¢õyò xÌ≈ ≤ÃÑ˛yü Ñ˛ Ï̂Ó˚–

AND ~Ñ˛y!ïÑ˛ üˆÏì≈˛Ó˚ ˆ«˛ˆÏe ~!›˛ ÓƒÓ£*ì˛ £Î˚– ~ˆÏ«˛ˆÏe ~Ñ˛y!ïÑ˛ üì≈˛£z !õúˆÏì˛ £ˆÏÓ–

OR ~Ñ˛y!ïÑ˛ üˆÏì≈˛Ó˚ ˆ«˛ˆÏe ~!›˛ ÓƒÓ£*ì˛ £Î˚– ~ˆÏ«˛ˆÏe 2!›˛Ó˚ ˆÎ ˆÑ˛yˆÏòy ~Ñ˛!›˛ !õúˆÏú £ˆÏÓ–

NOT ~ˆÏ«˛ˆÏe üì≈˛!›˛ òy !õúˆÏú ≤ÃÌõ ö˛úyö˛ú!›˛ ˆîÖyˆÏÓ–

ö˛yÇüò ~Ó˚ ÓƒÓ£yÓ˚

<= ˆ¶˛!Ó˚ˆÏÎ˚Óú

ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

=IF(B2<=500,“Bad”,“Good”) ~ÓÇ Enter !îò–

B2 ˆ¢ˆÏú 500 Óy ì˛yÓ˚ ˆâ˛ˆÏÎ˚ ˆäÈy›˛ ¢ÇÖƒy !úÖˆÏú ö˛úyö˛ú xy¢ˆÏÓ Bad òì%˛Óy ö˛úyö˛ú xy¢ˆÏÓ Good

= ˆ¶˛!Ó˚̂ ÏÎ˚Óú

ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

=IF(B2=500,“Correct”,“Wrong”) ~ÓÇ Enter !îò–

B2 ˆ¢ Ï̂ú 500 ¢ÇÖƒy !úÖ Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó Correct òì%̨ Óy xòƒ ˆÎ ˆÑ˛yˆÏòy ¢ÇÖƒy !úÖˆÏú ö˛úyö˛ú xy¢ˆÏÓ Wrong–

> ˆ¶˛!Ó˚̂ ÏÎ˚Óú

ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

=IF(B2>500,“Correct”,“Wrong”) ~ÓÇ Enter !îò–

B2 ˆ¢ Ï̂ú 500 Óy ì˛yÓ˚ Óv ¸̨ ¢ÇÖƒy !úÖ Ï̂ú ö˛úyö˛ú xy¢ Ï̂Ó Correct òì%˛Óy 500 Óy ì˛yÓ˚ ˆâ˛ˆÏÎ˚ ˆäÈy›˛ ¢ÇÖƒy !úÖˆÏú ö˛úyö˛ú xy¢ˆÏÓ
Wrong

< ˆ¶˛!Ó˚̂ ÏÎ˚Óú

ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

=IF(B2<500,“Correct”,“Wrong”) ~ÓÇ Enter !îò–

B2 ˆ¢ Ï̂ú 500 Óy ì˛yÓ˚ Óv˛¸ ¢ÇÖƒy !úÖˆÏú ö˛úyö˛ú xy¢ˆÏÓ Correct òì%˛Óy 500 Óy ì˛yÓ˚ ˆâ˛ˆÏÎ˚ Óv ¸̨ ¢ÇÖƒy !úÖˆÏú ö˛úyö˛ú xy¢ˆÏÓ
Wrong.

AND ˆ¶˛!Ó˚ˆÏÎ˚Óú

ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò
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=IF(AND(B3<200,B2=100),“YES”,“NO”) ~ÓÇ Enter !îò–

B2 ˆ¢ˆÏú 200 ~Ó˚ ˆâ˛ˆÏÎ˚ ˆäÈy›˛ ~ÓÇ B2 100 ¢ÇÖƒy !úÖ Ï̂ú ö˛úyö˛ú £ Ï̂Ó “Yes” òì%˛Óy ö˛úyö˛ú £ˆÏÓ “No”

OR ˆ¶˛!Ó˚̂ ÏÎ˚Óú

ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

=IF(OR(B2<=200,B2>=500),“YES”,“NO”) ~ÓÇ Enter !îò–

B2 ˆ¢ Ï̂ú 200 Óy ì˛yÓ˚ Ñ˛õ ¢ÇÖƒy !úÖ Ï̂ú xÌÓy B2 ˆ¢ˆÏú 500 Óy ì˛yÓ˚ ˆÓü# ¢ÇÖƒy !úÖˆÏú ì˛ˆÏÓ£z ö˛úyö˛ú xy¢ˆÏÓ YES òì%̨ Óy
ö˛úyö˛ú xy¢ Ï̂Ó NO

NOT ˆ¶˛!Ó˚ˆÏÎ˚Óú

ˆÎ ˆÑ˛yˆÏòy ˆ¢ˆÏú ˛ôˆÏÎ˚r›˛yÓ˚ ˆÓ˚ˆÏÖ ›˛y£z˛ô Ñ˛Ó˚&ò

=IF(NOT(B2>=500),“YES,“NO”) ~ÓÇ Enter !îò–

B2 ˆ¢ Ï̂ú 500 Óy ì˛yÓ˚ ˆÓü# ¢ÇÖƒy òy ÌyÑ˛ˆÏú ö˛úyö˛ú xy¢ˆÏÓ YES òì%˛Óy ö˛úyö˛ú xy¢ˆÏÓ NO–


