
cvVkvjv

KgwcDUvi RMr-Gi wbqwgZ wefvM
cvVkvjvq MZ †g msL¨vq gvB‡µvmdU IqvW©
U¨vej wb‡q KvR Kivi †KŠkj †`Lv‡bv
n‡qwQj| G msL¨vq gvB‡µvmdU A¨v‡·m
e¨envi K‡i AvKl©Yxq U¨vej ˆZwii †Mvcb
wKQz †KŠkj wb‡q Av‡jvPbv Kiv n‡q‡Q|

G‡·‡j e¨envi nIqv †ewkifvM WvUv
A¨vbvjvBR Kivi Rb¨ wj÷ di‡g _v‡K|
Avcbv‡K nq‡Zv †mB WvUv mU©, Z_v
µgvbymv‡i mvRv‡Z n‡Z cv‡i wdëvi Ki‡Z,
wnmve Ki‡Z Ges PvU© ˆZwi Ki‡Z ev G
ai‡bi KvR Ki‡Z e¨envi n‡Z cv‡i| G‡·j
U¨vej †`q GK AwaKZi Kvh©Ki Uzj, hv w`‡q
wj÷ di‡g WvUv wb‡q KvR Kiv hvq|

Avcwb Kjv‡gi WvUv ¯^qswµqfv‡e †hvM
Ki‡Z Pvb, hv‡Z `„k¨gvb †m‡ji ïay †gvU
†hvMdj †`Lv hvq| G ai‡bi KvR G‡·‡ji
U¨vej wdPvi PgrKvifv‡e m¤úbœ Ki‡Z
cv‡i| hw` Avcwb †h‡Kv‡bv G‡·j WvUv
dig¨vU Ki‡Z Pvb, Zvn‡j G‡·‡ji U¨vej
wdPvi †mB KvRwU m~Pviæfv‡e m¤úbœ Ki‡Z
cvi‡e| hw` mvaviY †¯úªWwkU †m‡j bv¤^v‡i
cvÂ Kivi cwie‡Z© dig e¨envi Kiv nq,
Zvn‡jI G‡·j U¨vej dig¨vU Lye `ÿZvi
mv‡_ †mB KvRwU m¤úbœ Ki‡Z cv‡i|

wb‡P G‡·j U¨vej e¨envi K‡i WvUvi
wj÷ g¨v‡bR Kivi wKQz †Mvcb †KŠkj mwPÎ
Dc¯’vcb Kiv n‡q‡Q|

†h‡Kv‡bv GKfv‡e U¨vej ˆZwi Kiv
Avcwb U¨vej ˆZwi Ki‡Z cvi‡eb BbmvU©

U¨ve †_‡K A_ev †nvg U¨ve †_‡K, †hLv‡b
GKB mv‡_ ÷vBjI †e‡Q wb‡Z cvi‡eb|

G‡·‡ji U¨vej wdPvi wb‡q Kxfv‡e KvR
Ki‡Z n‡e, Zv Rvbvi Rb¨ cÖ_‡g G‡·j
e¨envi K‡i U¨vej ˆZwi Ki‡Z n‡e| GRb¨
`iKvi Kjvg I †iv Z_v mvwi †nwWsmn GKwU

wj÷| Gevi †nwWs mvwi Ges Kjvgmn WvUv
wm‡j± K‡i Insert→table-G wK¬K Kiæb|
wm‡j± Kiv WvUv †iÄ †h wVK Av‡Q Zv wbwðZ
Kiæb| Gevi My table has a headers †PK

e‡· wK¬K K‡i Ok-†Z wK¬K Kiæb| Gi d‡j
G‡·j GKwU dig¨v‡UW U¨vej ˆZwi Ki‡e|
hw` †Kv‡bv wbw ©̀ó dig¨v‡Ui U¨vej †e‡Q wb‡Z
Pvb Zvn‡j GKB WvUv Gwiqv †e‡Q wbb Ges
Bbmv‡U©i cwie‡Z© †nv‡g wK¬K K‡i U¨vej
÷vBj M¨vjvwi †_‡K cQ›`vbyhvqx GKwU
U¨vej ÷vBj †e‡Q wbb|
wdëvi A¨v‡iv AcmviY Kiv

wdëvi Ack‡b wK¬K Kiæb wWm‡cø‡K
U¨vvMvj Kivi Rb¨, hv‡Z wdëvi A¨v‡iv Ab
A_ev Ad nq| hLb G‡·j U¨ve‡ji wKQz
wdPvi e¨envi Ki‡Z PvB‡eb, wKš‘ WvUv
wdëvi ev mU© Kivi †Kv‡bv cwiKíbv †bB,
Zvn‡j wdëvi A¨v‡iv‡K nvBW ev jywK‡q
ivL‡Z cvi‡eb| G KvRwU Kivi Rb¨
U¨ve‡ji †fZ‡i †Kv‡bv RvqMvq wK¬K K‡i

Gici Data→Sort & Filters→Filter-G wK¬K
Kiæb| Gici GK wK¬‡K A¨v‡iv nvBW Ki‡Z
Ges c‡i Avevi Zv cÖKvk Ki‡Z cvi‡eb|
GB GKB KvR Avcwb m¤úbœ Ki‡Z cvi‡eb
Shift+Ctrl+L wK‡evW© kU©Kv‡Ui gva¨‡gI|

dig¨vU MÖnY Kiv Z‡e U¨vej Z¨vM Kiv
G‡·‡j GK †iÄ cwi®‹vi cwi”Qbœ

dig¨v‡UW †mj cvIqv ev AR©b Kivi mnRZg
I ª̀æZZg Dcvq n‡jv G‡·j U¨vej wn‡m‡e
WvUv dig¨vU Kiv| AvcvZ `„wó‡Z m¤¢ve¨
GKgvÎ mgm¨v n‡jv dig¨vwUs eyS‡Z bvI
cv‡ib AbvKvw•ÿZ me U¨vej dig¨vwUs wdPvi
Qvov| KvwiMwifv‡e G mxgve×Zv mZ¨ n‡jI
B‡”Q Ki‡j cÖ‡qvRb bv n‡j U¨vej wdPvi iß
bvI Ki‡Z cv‡ib| †h‡Kv‡bv IqvK©wk‡Ui Rb¨
U¨vej wdPvi Avb‡Z PvB‡j cÖ_‡g ˆZwi Kiæb
U¨vej wn‡m‡e WvUv Ges dig¨vwUs‡qi Rb¨
cQ›`vbyhvqx dig¨vU ÷vBj|

Gici U¨ve‡ji †fZ‡i wK¬K Kiæb Ges
Gici Table Tools→Designee→Convert to
Range-G wK¬K Kiæb| Gici Yes-G wK¬K
Kiæb hLb G‡·j Do you want to convert
the table to a normal range? cÖ¤úU Ki‡e|
Gi d‡j U¨vej Av‡Mi Ae¯’vq wd‡i Avm‡e
†i¸jvi †i‡Ä AvKl©Yxq dig¨vUmn|

ev‡R Kjvg †nwWs `~i Kiv
A¨vjvBb Kjvg †nwWsmn Increase Indent

Ackb e¨envi Kiæb, hv‡Z †m¸‡jv‡K
wdëvi A¨v‡ivi ev‡g †X‡j †`qv hvq| G‡·j
U¨ve‡ji Kjvg †nwWs‡qi wdëvi A¨v‡iv
†`L‡Z †ek ev‡R g‡b nq, †Kbbv †nwWs¸‡jv
Wvb A¨vjvBb‡g‡›U _v‡K| G A¨v‡iv
†nwWs‡qi me©Wv‡bi †ewkifvM K¨v‡i±vi
cwi‡eób K‡i iv‡L| G mgm¨v `~i Kivi
mnR I mvaviY †Kv‡bv Dcvq †bB| G mgm¨v

mgvav‡bi Rb¨ †m‡ji Wvb w`K †_‡K
Kb‡U›U‡K Bb‡W›U K‡i KvR Ki‡Z nq| G
KvRwU Kivi Rb¨ GKwU †m‡ji †nwWsmn
Kb‡U›U‡K wm‡j± Kiæb, hv AvswkK wn‡Wb
_v‡K| Ggb Ae¯’vq Home→Increase
Indent wK¬K Kiæb| hw` †mj Kb‡U›U evg
w`‡K Rv¤ú K‡i m‡i G‡m mvov †`q, Zvn‡j
Home→Align right-G wK¬K Kiæb Wvb w`‡K
A¨vjvBb‡g‡›Ui Rb¨| Increase Indent
GKvwaKevi wK¬K Kiæb, hv‡Z U¨v·U †nwWs
wdëvi A¨v‡ivi h_vh_ RvqMvq †mU nq|
U¨ve‡j bZzb mvwi (†iv) hy³ Kiv

U¨ve‡j †iv ev mvwi GKUz wfbœ AvPiY K‡i
¯^vfvweK IqvK©wk‡Ui mvwi †_‡K| hw` †Kv‡bv
U¨ve‡j GKwU mvwi hy³ Kivi cÖ‡qvRb nq
Ges hw` Totals mvwi `„k¨gvb bv _v‡K,
Zvn‡j U¨ve‡j wb‡Pi Wvb †m‡j wK¬K K‡i
U¨ve Kx-†Z Pvcyb| U¨ve‡j bZzb mvwi hy³
Kivi GwU n‡jv GKwU mvaviY c×wZ| G
c×wZwU A‡bKUv Iqv‡W© U¨ve‡j KvR Kivi
g‡Zv| U¨ve‡ji †fZ‡i †Kv‡bv mvwi hy³
Ki‡Z PvB‡j e¨envi Kiæb we‡kl BbmvU©
Ackb, hv ïay ZLbB Avwef~©Z n‡e hLb
Avcwb U¨ve‡ji †fZ‡i GKwU †mj hy³
Ki‡eb|

U¨ve‡ji †k‡l mvwi hy³ Ki‡Z PvB‡j
U¨ve‡ji wb‡Pi Wvb cÖv‡šÍi †QvU BwÛ‡KUi‡K
Wª¨vM Kiæb| U¨ve‡ji †fZ‡i mvwi hy³ Ki‡Z
PvB‡j Dc‡i ev wb‡Pi GKwU †m‡j wK¬K Kiæb
†hLv‡b mvwi †XvKv‡Z n‡e| Gevi
Home®Insert®Insert Table Row Above
A_ev Home®Insert®Insert Table Row
Below-†Z wK¬K Kiæb| GwU wbf©i K‡i bZzb

Zvmbyfv gvn&gỳ

AvKl©Yxq G‡·j U¨vej
ˆZwii †Mvcb †KŠkj
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cvVkvjv
mvwi‡K `„wó‡MvPi Ki‡Z Pvb wK Pvb bv Zvi
Ici| U¨ve‡ji dig¨vwUs ¯^qswµqfv‡e
mgš^q n‡e hv‡Z bZzb hy³ nIqv mvwi
h_vh_fv‡e dig¨v‡UW nq|
wbfz©jfv‡e †gvU wnmv‡e

hLb †Kv‡bv U¨ve‡ji GKwU Kjv‡gi
†hvMdj †ei Kivi Rb¨ †e‡Q  †b‡eb, ZLb
G‡·j m¤ú„³ Ki‡e SUBTOTAL dvskb, hv
ïay `„k¨gvb †m‡ji f¨vjyi †hvMdj †ei
Ki‡e|

G‡·‡j †h‡KD SUM dvskb e¨envi K‡i
†Kv‡bv Kjv‡gi WvUvi †hvMdj Z_v me©‡gvU
wnmve †ei Ki‡Z cvi‡eb, †hLv‡b wKQz mvwi
_vK‡e wn‡Wb ev jyKv‡bv| Ggb Ae¯’vq
we¯§qKi djvdj cvIqv hvq| SUM dvskb
GK †i‡Äi me †m‡ji †gvU wnmve †ei Ki‡Z
cv‡i, Zv `„k¨gvb wKsev A`„k¨ n‡Z cv‡i|
dvsk‡bi G ˆewk‡ó¨i A_© n‡”Q djvdjwU
`„k¨gvb mvwii †gvU b¤^i bq Ges GB
AmvgÄm¨Zv weivU mgm¨v m„wó Ki‡Z cv‡i|

G RwUjZv Gov‡bvi Dcvq n‡jv weKí
wn‡m‡e SUBTOTAL dvskb e¨envi Kiv|
G‡·j G KvRwU ¯^qswµqfv‡e m¤úbœ Ki‡e
hLb U¨ve‡ji Rb¨ †gvU mvwii wdPvi e¨envi
Ki‡eb|

U¨ve‡j †gvU mvwi †hvM Ki‡Z PvB‡j
U¨ve‡ji †fZ‡i wK¬K Kiæb| Gici Wvb wK¬K
K‡i Table Totals Row †e‡Q wbb A_ev
U¨ve‡ji †fZ‡i wK¬K K‡i Table
Tools→Design→ Total Row-†Z wK¬K
Kiæb| cÖ‡Z¨K †ÿ‡ÎB †gvU mvwi Avwef~©Z
n‡e U¨ve‡ji wb‡P| hw` †kl Kjvg
wbD‡gwiK¨vj f¨vjy aviY K‡i Zvn‡j G‡·j
¯^qswµqfv‡e GKwU SUBTOTAL dvskb
e¨envi K‡i †m¸‡jv‡K wnmve Kivi Rb¨|

Ab¨ †Kv‡bv Kjv‡g †UvUvj hy³ Kivi Rb¨
Total mvwi‡Z h_vh_ †m‡j wK¬K Kiæb Ges
Wªc WvDb †gby‡Z SUM-G wK¬K Kiæb| G
Acv‡ikb GKwU †m‡j hy³ Ki‡e
SUBTOTAL dgy©jv, hv n‡e ïay `„k¨gvb
f¨vjyi †gvU U¨vej wdëvi Kiv nq| Avcwb
B‡”Q Ki‡j WªcWvDb wj÷ †_‡K Ab¨
K¨vjKz‡jkb Ackb †e‡Q wb‡Z cv‡ib| G‡Z
m¤ú„³ _vK‡Z cv‡i Min, Max, Count Ges
Average|

WvUv U¨vej †_‡K PvU© ˆZwi Kiv
G‡·j U¨vej †_‡K PvU© ˆZwi Ki‡j

¯^qswµqfv‡e G·cvÛ Ges K›Uªv± nq, †h‡nZz

U¨vej †_‡K WvUv hy³ ev AcmviY Ki‡Qb| 
U¨vej wn‡m‡e wj÷ dig¨vU Kivi GK

D‡jøL‡hvM¨ myweav n‡jv WvUv U¨vej †_‡K PvU©
ˆZwi Ki‡j cieZx© ch©v‡q cÖ‡qvR‡b U¨vej
†_‡K WvUv hy³ ev AcmviY Ki‡j Zv
WvqbvwgKfv‡e cwiewZ©Z nq| GK †i‡Äi
f¨vjyi PvU© ˆZwi K‡i GKwU Kjv‡gi PvU©, hv
bZzb f¨vjy‡K mgwš^Z Ki‡Z m¤úªmvwiZ nq,
hLb †m¸‡jv‡K U¨ve‡j hy³ Ki‡eb| GwU
Ggb GKwU †ÿÎ, †hLv‡b Avcwb B‡”Q Ki‡j
U¨ve‡ji wbP †_‡K WvUv hy³ Ki‡Z cv‡ib
wKsev U¨ve‡ji Wvb w`‡K GKwU bZzb Kjvg
m~Pbv Ki‡Z cvi‡eb| 

†h‡Kv‡bv G‡·j PvU© ˆZwi Kivi g‡ZvB
U¨ve‡ji Ici wfwË K‡i PvU© ˆZwi Kiv hvq|
G †ÿ‡Î Pv‡U©i AvPiYwU ïay wfbœ nq| G
ai‡bi U¨vej LyeB mnvqK f~wgKv ivL‡Z
cv‡i, we‡kl K‡i hLb WvUv wb‡q KvR
Ki‡eb, hv GK mgq G·cvÛ ev K›Uªv±
Ki‡e|
mvaviY dig e¨envi K‡i WvUv G›Uvi Kiv

G‡·‡ji †Mvcb dig wdPvi U¨ve‡ji Rb¨
¯^qswµqfv‡e ˆZwi K‡i WvUv Gw›Uª dig|
we¯Í…Z ev cÖk¯Í U¨vejRy‡o cÖPzi WvUv UvBc
Kivi KvRwU †ek weiw³Ki| mvaviYZ di‡g
WvUv G›Uvi Kivi KvRwU Zzjbvg~jKfv‡e

mnR| G‡·‡ji Av‡M m¤ú„³ wQj GK
mnvqK dig Uzj, hv GLbI e¨envi Kiv
hv‡e| Z‡e Zv Lye mn‡R Lyu‡R cv‡eb bv|
wie‡b G wdPviwU mn‡R Lye cvIqvi Rb¨
GwU‡K G‡·‡j Quick Access Toolbar-G
m¤ú„³ Ki‡Z cv‡ib| GRb¨
File→Options→Quick Access Toolbar-G
A¨v‡·m Kiæb| Choose Commands From
wj‡÷ wK¬K Kiæb All Commands-G| Gici
¯Œj WvDb K‡i Form...-G wK¬K Kiæb| Gevi
Quick Access Toolbar-G Uzj hy³ Kivi Rb¨
Add-G wK¬K K‡i Ok-†Z wK¬K Kiæb| dig
e¨envi Kivi Rb¨ U¨ve‡ji †fZ‡i †h‡Kv‡bv
RvqMvq wK¬K Kiæb Ges Gici dig evU‡b
wK¬K Kiæb GKwU dig WvqvjM Gwiqv wWm‡cø
Kivi Rb¨| dig †nwWs n‡jv wkU †bg, dig
aviY K‡i e·, †hLv‡b wcÖwfD Ki‡Z cvi‡eb

eZ©gvb WvUv Ges bZzb WvUv| bZzb WvUv hy³
Kivi Rb¨ New-†Z wK¬K Kiæb Ges mswkøó
U¨v·U e‡· WvUv UvBc Kiæb| dig WvUv wfD
Kivi Rb¨ Find Prevew-G wK¬K Kiæb A_ev
cieZx© mvwii WvUv Ry‡o gyf Kivi Rb¨ Find
Next-G wK¬K Kiæb| dig †_‡K †ei nIqvi
Rb¨ Close-G wK¬K Kiæb|
mU© A¨vÛ wdëvi U¨vej WvUv

G‡·‡j U¨ve‡ji GKwU g~j wdPvi n‡jv
U¨ve‡j WvUvi mU© Ges wdëvi Kivi mÿgZv
A_©vr WvUv µgvbymv‡i mvRv‡bv I †Qu‡K †ei
Kivi ÿgZv| G dvskb¸‡jvi †h‡Kv‡bv
GKwU‡K Kvh©Ki Kivi Rb¨ †h‡Kv‡bv U¨vej
Kjv‡gi Wvb w`‡K WvDb A¨v‡iv‡Z wK¬K K‡i
Sort ev Filtes Ackb †e‡Q wbb| Sort-Gi
Rb¨ ascending Ges descending `ywU Ackb
i‡q‡Q| bv¤^vi Kjv‡g w`‡q wKsev U¨v·U ev
†WU w`‡q KvR Ki‡eb wKbv Zvi Ici wfwË
K‡i wdëvi Ack‡bi ZviZg¨ n‡q _v‡K|

G‡·‡ji weë Bb Auto Filters wdPvi
†`‡e U¨vej WvUv wdëvi Kivi Rb¨ GKwU
wm‡j± Kiv †i‡Äi wcÖ-weë wdëvi Ackb|

Gici †ek wKQz wcÖ-wWdvBÛ Kiv Ackb
†_‡K GKwU †e‡Q wbb A_ev Custom Filter-
G wK¬K Kiæb I wb‡Ri cQ›`g‡Zv ˆZwi

Kiæb| weKí wn‡m‡e RwUj wdëvi ˆZwi
Ki‡Z cv‡ib| †hgb AND ev OR wdëvi
e¨envi K‡i| D`vniY¯^iƒc OR wdëvi
e¨envi K‡i Kjv‡g †Kv‡bv f¨vjy †jv‡KU
Kiæb, hv 2 jvL Wjv‡ii †P‡q Kg nq A_ev
4 jvL Wjv‡i †ewk nq| GwU ˆZwi Kivi Rb¨
Custom Filter-G wK¬K K‡i WvqvjM Gwiqvq
mv‡P©i Dfq Ask ˆZwi Kiæb| G‡ÿ‡Î OR
Ack‡b wK¬K K‡i wbwðZ Kiæb| GKBfv‡e
ˆZwi Ki‡Z cvi‡eb AND wdëvi, hv `yB
Kjvg Ry‡o KvR Ki‡e| Gi d‡j me Z_¨
wWm‡cø Ki‡Z mÿg n‡eb| aiæb, KvbvWvi
me Gw›Uª †hLv‡b wewµi cwigvY 3 jvL
Wjv‡ii †ewk Ggb ai‡bi †ÿ‡Î Avcbv‡K
wm‡j± Ki‡Z n‡e ‘Canada’ †jv‡Kkb
Kjv‡g| Sales Kjv‡g Numbers→
Filters→Custom Filter→3,00,000 UvBc
K‡i Ok-†Z wK¬K Kiæb| Gi d‡j WvDb
IqvW© c‡qw›Us Uªvqv‡½‡ji cwie‡Z© wdëvi
AvBKb †`Lv hv‡e wdëvi nIqv †h‡Kv‡bv
Kjv‡g| myZivs GK Sj‡K †`L‡Z cvi‡eb
wdëvi Gwiqv| wdëvi‡K wK¬qvi Kivi Rb¨
wdëvi AvBK‡b wK¬K K‡i wK¬qvi wdëvi
di‡g wK¬K Kiæb ev Home→Sort &
Filter→Clear-G wK¬K Kiæb U¨ve‡ji me
Kjvg †_‡K wdëvi cwi®‹vi Kivi Rb¨ 
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