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cwb GKRb KgwcDUvi
e¨enviKvix, A_P KLbB
gvB‡µvmdU IqvW© e¨envi

K‡ibwbÑ †eva nq Ggb e¨enviKvix Lye
GKUv Luy‡R cvIqv hv‡e bv| †Kbbv
gvB‡µvmdU IqvW© n‡jv me‡P‡q †ewk
e¨eüZ Ges RbwcÖq BÛvw÷ª ÷¨vÛvW© IqvW©
cÖ‡mwms mdUIq¨vi A¨vwcø‡Kkb| Gi gva¨‡g
e¨enviKvixiv mvaviY WKz‡g›U †_‡K ïiæ
K‡i Lye RwUj ai‡bi WKz‡g›U †hgb †g‡gv,
wi‡cvU© BZ¨vw` ˆZwi Ki‡Z cv‡ib|
gvB‡µvmdU memgq Zvi e¨enviKvixi
Pvwn`v c~i‡Yi j‡ÿ¨ wewfbœ A¨vwcø‡Kk‡bi
g‡Zv gvB‡µvmdU IqvW©‡KI wbqwgZfv‡e
Avc‡WU ev DbœZ †_‡K DbœZi K‡i Avm‡Q
bZzb bZzb wdPvi w`‡q| Gme wdPv‡ii g‡a¨
Ab¨Zg GKwU n‡jv IqvW© †Uej|

IqvW© †Uej n‡jv GK AM©vbvBRvi wdPvi,
hv w`‡q me‡P‡q RwUj gvB‡µvmdU IqvW©
WKz‡g›U‡K mn‡R Dc¯’vcb Kivi Kv‡R
e¨envi Kiv nq| Avgv‡`i g‡a¨ Ggb A‡bK
e¨enviKvix Av‡Qb hviv Iqv‡W©i †Uej e¨envi
K‡ib IqvK©wkU wn‡m‡e †U·U Ges WvUv‡K
Kjvg I mvwi‡Z AM©vbvBR Kivi Rb¨| †Kbbv
WKz‡g‡›U WvUv wWm‡cø Kivi Rb¨ IqvW© †Uej
PgrKvifv‡e KvR K‡i| G wdPvi‡K g~jZ
wWRvBb Kiv n‡q‡Q WvUv g¨v‡bR Kivi Rb¨,
Z‡e IqvK©wk‡Ui g‡Zv bq| g~jZ IqvW© †Uej
e¨envi Kiv nq WKz‡g‡›Ui Kb‡U›U g¨v‡bR
Ges wWm‡cø Kivi Rb¨|

gvB‡µvmdU Iqv‡W©i WKz‡g‡›U †Ue‡ji
e¨envi Lye GKUv n‡Z †`Lv hvq bv| Z‡e
hLb e¨envi nq, ZLb †Ue‡ji ¸iæZ¡ I
myweav ¯úó n‡q I‡V| G Kvi‡Y KgwcDUvi
RMr-Gi wbqwgZ wefvM cvVkvjvq Gevi
Dc¯’vcb Kiv n‡q‡Q gvB‡µvmdU IqvW©
†Uej e¨envi K‡i wKfv‡e WKz‡g‡›U Z_¨ hy³
I g¨v‡bR Kiv hvq|

G †jLvq †`Lv‡bv n‡q‡Q Iqv‡W© wKfv‡e
†Uej ˆZwi Kiv hvq, ÷vBj Kiv hvq,
Kjv‡gi cÖ¯’ Z_v DBW_ cwieZ©b Kiv hvq,
mvwi Z_v †iv hy³ ev AcmviY Kiv, Z_¨
G›Uvi Kiv Ges †Uej dig¨vU Kiv hvq|
gvB‡µvmdU IqvW© WKz‡g‡›U me‡P‡q Kvh©Ki
I djcÖm~fv‡e Z_¨ Dc¯’vcb Kivi
†KŠkj¸‡jvi g‡a¨ Ab¨Zg GKwU n‡jv
Z_¨‡K †Uej wn‡m‡e wWm‡cø Kiv| †Kbbv
†Uey‡j‡UW WvUv mivmwi †U·‡Ui †P‡q
AwaKZi ¯úó, AwaKZi mnR‡eva Ges g‡b
ivLv Zzjbvg~jKfv‡e †ewk mnR| Dc‡i

DwjøwLZ KvR¸‡jv m¤úbœ Ki‡Z PvB‡j wb‡P
ewY©Z avc¸‡jv m¤úbœ Ki‡Z n‡e|

avc-1 : G †jLvwU Dc ’̄vcb Kiv n‡q‡Q
g~jZ IqvW© 2007-Gi Av‡jv‡K| Z‡e GLv‡b
†hme KvR Kiv n‡q‡Q †m¸‡jv cÖvq GKBfv‡e
m¤úbœ Kiv hvq IqvW© 2010 e¨envi K‡i|
Z‡e IqvW© 2003 e¨enviKvix‡`i DwPZ n‡e

G †c‡R wb‡P DwjøwLZ welq¸‡jv m¤ú‡K©
fv‡jvfv‡e AewnZ nIqv| †Kbbv G †ÿ‡Î
wKQzUv wfbœZv cwijwÿZ nq|

†Uej wb‡q KvR Ki‡Z PvB‡j cÖ_‡g
GKwU WKz‡g›U I‡cb K‡i Insert U¨v‡e wK¬K
K‡i Table WªcWvDb †gby I‡cb Kiæb| Gevi
Quick Tables †gby AvB‡U‡g gvDm c‡q›Uvi
wb‡q hvb wcÖ‡mU wm‡jKkb †`Lvi Rb¨|
Gici Ggb GK Ackb †e‡Q wbb, hvi
i‡q‡Q cuvPwU mvwi Ges cuvPwU Kjvg|

avc-2 : wb‡P GKwU †Uej ˆZwi K‡i
†`Lv‡bv n‡q‡Q, †hLv‡b ¯’vbxq bvU¨`‡ji
†mvmvBwUi bZzb †Pqvig¨vb wbe©vP‡bi djvdj
cÖ`k©b Ki‡e| GLv‡b cÖvw_©i bvg cÖ_g

Kjv‡g, wØZxq, Z…Zxq Ges PZz_© Kjv‡g
_vK‡e h_vµ‡g Junior, Full Members,
Senior Ges PZz_© Kjvg Total wn‡m‡e c~wic~Y©
_vK‡e| wP‡Îi g‡Zv K‡i †Uej c~Y© Kiæb
Ges Kvm©i A¨v‡iv Kx e¨envi Kiæb †Uej
†m‡ji gv‡S gyf Kivi Rb¨| hw` fzj nq
Zvn‡j Kz̈BK A¨v‡·m Uzj ev‡ii Undo evUb
e¨envi Ki‡Z cv‡ib|

avc-3 : Iqv‡W©i Av‡Mi fvm©‡bi g‡Zv
GKUz GKUz K‡i †Uej dig¨vU bv K‡i AviI
mn‡R Ges ª̀æZ †Uej dig¨vU Kiv hvq
Iqv‡W©i mv¤úªwZK fvm©b e¨envi K‡i|

gvB‡µvmdU IqvW© 2007-G m¤ú„³ Kiv
n‡q‡Q wewfbœ ai‡bi Table Styles| gvDm
c‡q›Uvi‡K †h‡Kv‡bv †Uej ÷vB‡j wb‡q wM‡q
Zvi wcÖwfD †`L‡Z cvi‡eb| wewfbœ ai‡bi
†Uej _v¤̂‡bB‡ji Wvb w`‡Ki wm‡½j WvDb
IqvW© c‡qw›Us A¨v‡iv‡Z wK¬K Kiæb c‡ii

÷vB‡ji wm‡jKk‡bi Rb¨| GLv‡b †e‡Q †bqv
n‡q‡Q Light List Accent2 Ackb| jÿYxq,
IqvW© ¯̂qswµqfv‡e d›U, ˆewkó¨, dig¨vwUs,
eviK jvBb, †kwWs BZ¨vw` cÖ‡qvM K‡i|

avc-4 : Gevi Avcbvi †Ue‡j mwVK
Kvjv‡ii wKQz fvwU©‡Kj jvBb hy³ Kivi
cvjv| †Ue‡ji Ici c‡q›Uvi‡K †ivj Kiv‡j
Dc‡i evg cÖv‡šÍ GKwU †QvU e· Avwef~©Z

nq| G‡Z wK¬K Kiæb cy‡iv †Uej nvBjvBU
Kivi Rb¨| Gici WªcWvDb †gby I‡cb
Kiæb wie‡b Border Ack‡bi gva¨‡g Ges
†e‡Q wbb Border and Shading Ackb|
Gici WvqvjM e‡· Kvjvi Wªc WvDb †gby
I‡cb Kiæb Ges w_g Kvjvi cwieZ©b K‡i
jvj Kiæb| Gici Ok K‡i Avevi Border
WªcWvDb Ackb I‡cb Kiæb Ges wm‡j±
Kiæb Inside Vertical Border Ackb|

avc-5 : Gevi G †Ue‡ji cÖ_g I †kl
Kjv‡gi cȪ ’ Kwg‡q †Ue‡ji jyK‡K AviI
DbœZ Kiv hvK| gvDm c‡q›Uvi‡K cÖ_g I

wØZxq Kjv‡gi c„_KxKiY fvwU©‡Kj jvB‡b
wb‡q Avmyb hZÿY ch©šÍ bv GwU cwiewZ©Z
n‡q Wvej fvwU©‡Kj jvBbmn †jdU Ges ivBU
c‡qw›Us A¨v‡iv‡Z cwiYZ n‡”Q| evg gvDm
evUb †P‡c a‡i fvwU©‡Kj jvBb‡K Wª̈ vM K‡i
ev‡g wb‡q Avmyb| GKB KvR Kiæb PZz_© I
cÂg Kjv‡gi gv‡S fvwU©‡Kj jvB‡bi †ÿ‡Î|

avc-6 : cÖ_g I †kl Kjv‡gi mvBR
cwieZ©b Kivi d‡j gv‡Si Kjvg wZbwUi

Zvmbyfv gvn&gỳ

gvB‡µvmdU IqvW© †Uej
wb‡q †hfv‡e KvR Ki‡eb
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GLb wfbœ gv‡ci n‡e| Avgiv GKB
†KŠkj Aej¤̂b K‡i Kjvg¸‡jv g¨vbyqvwj
wimvBR Ki‡Z cvwi| Z‡e AviI fv‡jv I
wbfz©j Dcvq i‡q‡Q Kjv‡gi mvBR cwieZ©b
Kivi| wØZxq Kjv‡gi Ici c‡q›Uvi‡K gyf
Kiæb, hv‡Z GwU wb‡Pi w`‡K c‡q›U Kiv
A¨v‡iv nq| Gevi evg gvDm evUb †P‡c aiæb
Ges Wvb w`‡K Wª̈ vM Kiæb wZbwU Kjvg
nvBjvBU Kivi Rb¨| Gevi GKwU Kjvg
†nwWs‡q Wvb wK¬K Kiæb Ges †gby †_‡K
Distribute Columns Evenly †e‡Q wbb| Gi
d‡j gv‡Si Kjvg¸‡jvi cȪ ’ mgvb n‡e|

avc-7 : Avgiv Total Kjvg‡K GKUz
cÖjw¤^Z Ki‡Z cvwi| Gevi Total †nwWs‡qi
Lvwj †m‡ji wb‡P evg cÖv‡šÍ c‡q›Uvi wb‡q

G‡j GwU cwiYZ nq GKwU cyiæ 90 wWwMÖ
c‡qw›Us‡q| G‡Z wK¬K K‡i gvDm evUb †P‡c
aiæb Ges Wª¨vM WvDb Kiæb IB Kjv‡gi
Lvwj PviwU †mj nvBjvBU Kivi Rb¨| Gevi
wie‡b d›U Kvjvi WªcWvDb †gby I‡cb Kiæb
†U·U Kvjvi evUb cwieZ©b K‡i ¯^qswµq
Kivi Rb¨| †mj¸‡jv nvBjvBU _vKv Ae¯’vq
Design U¨v‡e wK¬K Kiæb| Gevi Shading
WªcWvDb †gby I‡cb Kiæb Ges jvj Kjvg
†_‡K GKwU Kvjvi †e‡Q wbb|

avc-8 : Gevi gv‡Si wZb Kjvg‡K
AviI ¯úó I ¯^”Qfv‡e dig¨vU Kivi Rb¨ 6

b¤^i av‡ci g‡Zv nvBjvBU Kiæb| wieb
ev‡ii Paragraph †mKk‡b wK¬K Kiæb|
Gici Center evU‡b wK¬K Kiæb| Gevi
†Ue‡ji †kl Kjvg nvBjvBU Kiæb Ges
Align Text Right evUb e¨envi Kiæb hv‡Z
IB Kjv‡g †Kv‡bv †U·U G›Uvi Ki‡j Wvb
w`‡K d¬¨vk n‡e|

avc-9 : aiæb, GB cÖ‡R‡± fzj K‡i
wd‡ivR bv‡g GKRb cÖv_x© ev` c‡o †M‡Q|
Aek¨ G‡Z †Zgb †Kv‡bv mgm¨v m„wó Ki‡e

bv| G mgm¨v mgvav‡bi Rb¨ †h †m‡j Kwig
BbcyU Kiv n‡q‡Q †mB †m‡j Wvb wK¬K Kiæb
Ges ccAvc †gby †_‡K Insert †e‡Q wbb|
Gici †e‡Q wbb Insert Rows Below Ackb
wb‡P GKwU Lvwj mvwi hy³ Kivi Rb¨| G
†KŠkj Aej¤^b K‡i †Ue‡ji †h‡Kv‡bv
cwRk‡b cÖ‡qvRb Abyhvqx mvwi ev Kjvg hy³
Kiv hvq †Kv‡bv mgm¨v QvovB| myZivs †Kv‡bv
mgm¨v QvovB †Ue‡j Kb‡U›U wi-wRM A_©vr
bZzb K‡i †XvKv‡bv hvq|

avc-10 : wgwks cÖv_x©i bvg Ges
†fvwUs‡qi we Í̄vwiZ Z_¨ Lvwj bZzb mvwi‡Z c~Y©
Kiæb| GB cÖv_x©i Rb¨ GKwU `xN© bvg †e‡Q
wbb| aiæb, GB cÖv_x©i c~Y© bvg wd‡ivR Avn‡g`
Lvb| GB bvg BbcyU Ki‡Z wM‡q cÖ_g Kjv‡gi
Ae ’̄v †Kgb nq Zv jÿ Kiæb| Kjv‡g hLb
bvg UvBc Kiv nq, ZLb Kjvg ¯̂qswµqfv‡e

m¤úªmvwiZ nq Kb‡U›U aviY Kivi Rb¨| ïay
ZvB bq, Ab¨vb¨ me Kjvg wb‡R‡`i‡K wi-
AM©vbvBR K‡i cÖ_g Kjv‡gi bZzb DBW‡_i
we‡ePbvq| G †ÿ‡Î Ab¨ me dig¨vwUs ˆewkó¨
`„pfv‡e Gu‡U _v‡K| GwU cÖK…Z A‡_© mgqmvkÖqx
†KŠkj| GRb¨ U¨v‡e wK¬K K‡i Auto Fit wm‡j±
K‡i Auto Fit Contents wm‡j± Kiæb|

avc-11 : G ch©v‡q `iKvi cÖwZwU cÖv_x©i
†fvU hy³ Kiv hv‡Z IqvW© Avgv‡`i Rb¨ Zv
†hvM K‡i †`q| GwU Lye mnR GKwU cÖ‡mm|
Gevi Total Kjv‡gi cÖ_g Lvwj †m‡j wK¬K
Kiæb| Gici wieb ev‡ii Ic‡i Layout
U¨v‡e wK¬K Kiæb| Data c¨v‡bj Luy‡R †ei
Kiæb Ges Formula-†Z wK¬K Kiæb| Gi d‡j
GKwU WvqvjM e· Avwef~©Z n‡e| IqvW©

eyS‡Z cvi‡e †h Avgiv IB mvwi‡Z me msL¨v
†hvM Ki‡Z Pvw”Q| Gici Ok-†Z wK¬K K‡i
wbwðZ Kiæb| Gi d‡j IqvW© wnmve K‡i
Avgv‡`i‡K djvdj †`‡e|

avc-12 : evwK Kjvg¸‡jvi Rb¨ GB
cÖ‡mm cybive„wË Ki‡j GKwU mgm¨v ¯úófv‡e

cwi®‹vi n‡q DV‡e| IqvW© a‡i †bq, Avgiv
Wvb w`‡Ki Kjv‡gi cÖwZwUi †ÿ‡Îi †hvMdj
†c‡Z Pvw”Q| GwU Lye mn‡RB m¤¢e| cÖ‡Z¨K
†ÿ‡Î †mj wm‡j± K‡i Layout U¨v‡e wK¬K
Kiæb Ges Formula †e‡Q wbb| Gici cÖ_g
wd‡ìi cÖK…Z dg©yjv =SUM(ABOVE)
cwieZ©b K‡i =SUM(LEFT) K‡i Ok
Kiæb| G cÖwµqv Ae¨vnZfv‡e K‡i †h‡Z
n‡e hZÿY ch©šÍ bv evwK †mj¸‡jv‡Z dgy©jv
cÖ‡qvM n‡”Q|

avc-13 : me‡kl †Ue‡ji wb‡P Av‡iKwU
mvwi hy³ Kiv hvK 9 b¤^i av‡ci g‡Zv K‡i|

G KvRwU †kl Kivi ci bZzb K‡i cÖ_g
wZbwU Kjv‡gi bZzb wZbwU mvwi nvBjvBU
Kiæb| Gici Design U¨v‡e wK¬K K‡i
Border-Gi cv‡k WªcWvDb †gby I‡cb Kiæb
Ges G‡K G‡K Bottom Border, Left Border
Ges Inside Vertical Border AcmviY Kiæb|
GLv‡b PZz_© I cÂg Kjv‡g `ywU bZzb †mj
†i‡L †`q, hv e¨envi nq †gvU †fvU Kv÷
cÖ`k©‡bi Rb¨| 

avc-14 : PZz_© Kjv‡gi P~ovšÍ †m‡j
Total Votes UvBc Kiæb Ges †kl Lvwj
Kjv‡g wK¬K Kiæb| Gevi Layout U¨v‡e wK¬K
Kiæb| Gici Formula evU‡b wK¬K Kiæb|
Gevi wWdë dgy©jv =SUM(ABOVE)
e¨envi Kiæb Ges Ok-†Z wK¬K Kiæb| Gi

d‡j †kl Kjv‡g †gvU Kv÷ nIqv †fvU
cÖ`k©b Ki‡e| GLv‡b dvBbvj Kjv‡g dgy©jv
e¨envi Kiv n‡q‡Q| hw` c‡i †Kv‡bv b¤^i
cwieZ©b Ki‡Z Pvb g~j †Ue‡j, Zvn‡j mswkøó
Total-G Wvb wK¬K Kiæb| Gici ccAvc
†gby †_‡K Update Field †e‡Q wbb
cwieZ©b¸‡jv †`Lvi Rb¨ 
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