
mviv we‡k¦ cÖhyw³‡cÖgx‡`i e¨env‡ii
RbwcÖq c¨v‡KR †cÖvMÖvg¸‡jvi g‡a¨
G‡·j wØZxq m‡e©v”P| A_©vr RbwcÖqZv

I e¨envwiK w`K †_‡K G‡·‡ji Ae ’̄vb n‡jv
gvB‡µvmdU Iqv‡W©i c‡i| G‡·‡ji me©‡kl
fvm©b G‡·j 2013| G‡·j 2013-i
AvKl©Yxq wUªKm¸‡jvi g‡a¨ Ab¨Zg GKwU n‡jv
WvB‡gbkbvj ev w_ªwW †idv‡iÝ| GB wdPv‡ii
gva¨‡g e¨enviKvix dgy©jv ˆZwi Ki‡Z cvi‡eb
GKB †mj‡K †idvi K‡i ev gvwëcj
IqvK©wk‡Ui †iÄ‡K †idvi K‡i mn‡R RwUj ev
Kg‡cø· WKz‡g›U ˆZwii KvR‡K, †hgb gvwmK
Bb‡f›Uwi ev †mjm wi‡cvU©| gvB‡µvmdU
G‡·j 2013-†K A¨vbn¨vÝ Ackb Ges dgy©jv
w`‡q A‡bK DbœZ K‡i‡Q|

w_ªwW IqvK©wk‡Ui ÿgZv Ges
†d¬w·wewjwU‡K eY©bv Kivi Rb¨ G †jLvq
ˆZwi Kiv n‡q‡Q GKwU Year-to-date cÖ‡R±,
†hLv‡b GKwU †QvU e¨emvq cÖwZôv‡bi gvwmK
BDwUwjwU we‡ji wnmve †`Lv‡bv n‡q‡Q|
GLv‡b cÖ_g wk‡U Dc¯’vcb Kiv n‡q‡Q Year-
to-date-Gi totals| GB IqvK©ey‡K (i‡q‡Q
cÖ‡R‡±i me IqvK©wkU) K¨vjKz‡jU Kiv
n‡q‡Q w_ª WvB‡gbkbvwj Kjvg, mvwi ev †iv
Ges gvwëcj †¯úªWwkU|

†h‡nZz GKB WvUv evievi UvBc Kiv
Drcv`bkxjZvi cwicš’x, ZvB GLv‡b cÖ_‡g
Rvbyqvwi gv‡mi wnmve ˆZwi Kiv n‡q‡Q| GB
dgy©jv‡K hy³ Kiv n‡e Kjvg Ges mvwii
Rb¨| Gici GB wkU‡K 12 evi Kwc Kiv
n‡e (cÖwZ gv‡mi Rb¨ GKevi)| Gi mv‡_
_vK‡e Year-to-date wkU|

Home Menu †cR †_‡K Blank Workbook
wm‡j± Kivi gva¨‡g KvR ïiæ Kiæb|

wkU UvB‡Uj I Kv‡÷vg †WU
†mj A1-G January 2014 UvBc Kiæb|

G‡·j G dig¨vU‡K Jan-14-G cwieZ©b
K‡i| GB †m‡j Wvb wK¬K Kiæb Ges †e‡Q
wbb Format Cells Wªc WvDb wj÷ †_‡K|
Format Ackb †_‡K date †e‡Q wbb| Gi
d‡j Avcbv‡K AewnZ Kiv n‡e †h eQ‡ii
Rb¨ Pvi wWwRU Bqvimn gv‡mi bv‡gi evbvb
dig¨vU wj‡÷ †bB| ZvB †e‡Q wbb Custom
Ges Type wdì e‡· wj‡÷i Dc‡i mmmm
yyyyy G›Uvi K‡i Ok Kiæb| Gevi UvB‡Uj
w`b January 2014|

aiæb, GB e¨emvq cÖwZôv‡b Pvi
wWRvBbvi Av‡Qb, hviv †¯úm fvov wb‡q‡Qb|
fvov mgvbfv‡e fvM Kiv n‡q‡Q, Z‡e
BDwUwjwU Ges Ab¨vb¨ wd wnmve Kiv nq

e¨env‡ii kZKiv wn‡m‡e| myZivs cÖwZwU
wWRvBbvi‡K w`‡Z nq wfbœ g~j¨| Z‡e G
†ÿ‡Î mZK© _vK‡Z n‡e cÖK…Z cv‡m©›U wPý
e¨env‡ii mgq, hLb bv¤^vi G›Uvi Kiv nq|
WvUv G›Uvi I †mj dig¨vU Kiv

A4 †mj †_‡K G4 †mj Ry‡o G›Uvi Kiæb
Total, Monthly, Kamal, Jamal, Rahman,
Shafique Ges Percent Total| †mj A5 †_‡K
G5 ch©šÍ G›Uvi Kiæb Utilities, Totals, 28%,
32%, 17% 23% Ges Verified Gme WvUv| Gevi
A4 †_‡K G5 ch©šÍ †mj wm‡j± Kiæb Ges

Home †gby U¨v‡ei wieb evi †_‡K Center
wm‡j± Kiæb| jÿYxq, Avcwb nivBR›Uvwj Ges
fvwU©K¨vwj DfqB †m›Uvi Ki‡Z cv‡ib|

†mj A6 †_‡K A15 ch©šÍ †m‡j G›Uvi
Kiæb Electricity, Gas, Water, Garbage,
Shop Phone, Internet, Alarm Service,
Maintenance, Cleaning Service, Totals
Gme Z_¨| Gevi Kjvg DBW_ mgš^q Kiæb,
hv‡Z me WvUv cwic~Y©iƒ‡c wdU nq| B6 †_‡K
ïiæ K‡i B14 ch©šÍ †m‡j 646, 510, 211, 56,
165, 98, 55, 335 Ges 400 msL¨v¸‡jv G›Uvi
Kiæb I B6 †_‡K ïiæ K‡i G15 ch©šÍ †mj
wm‡j± Kiæb Ges Center-G wK¬K Kiæb|
Gevi Increase Decimal (`yÕNi) wK¬K Kiæb,
hv‡Z `yB Ni †Wwm‡gj dig¨v‡U WvUv mw¾Z
nq| DfqB Home †gby‡Z cv‡eb|

dgy©jv hy³ Kiv
G AskUzKz cÖK…Z A‡_© h‡_ó mnR| †Kbbv

me dgy©jv Kwc Kivi gva¨‡g KvR‡K `ªæZ
m¤úbœ Kiv hvq| †mj C6-G = sum(B6*C5)
dgy©jv UvBc K‡i G›Uv‡i wK¬K Kiæb| Gevi
C6-G Kvm©i †i‡L F2 Pvcyb dgy©jv‡K GwWU
Kivi Rb¨| Kvm©i‡K wb‡q hvb B6-Gi ÔB’-
G| Gici F4 wZbevi Pvcyb hZÿY ch©šÍ bv
ÔB’ †jUv‡ii mvg‡b Wjvi wPý Avwef~©Z
n‡”Q| Gevi GwWU †gv‡W Kvm©i‡K C5-Gi C
†jUv‡ii evg cv‡k gyf Kivb Ges F4 Pvcyb
`yBevi, hZÿY ch©šÍ bv 5 msL¨vi Av‡M Wjvi
wPý Avwef~©Z n‡”Q| Gici G›Uvi Pvcyb| Gi

d‡j C6-G Avcbvi dgy©jv †`Lv hv‡e
=sum($B*C$5)-Gi g‡Zv| GB wUªKm
dgy©jvi Ask‡K jK Ki‡e (A_©vr Kjvg B I
mvwi 5), hv Avcwb cwieZ©b Ki‡Z Pvb bv|
Gi d‡j e¨vcKfv‡e GwWU‡K cÖwZnZ Kiv
m¤¢e n‡e|
dgy©jv Kwc Kiv

C6 †m‡j Kvm©i‡K Avevi wb‡q hvb| Gevi
wieb evi †_‡K Copy-†Z wK¬K Kiæb A_ev
Ctrl+C Pvcyb| C7-G Kvm©i‡K gyf Kiæb| C7
†_‡K C14 ch©šÍ †mj‡K wm‡j± Kiæb Ges

G›Uvi Pvcyb| C7 †_‡K C14 ch©šÍ †mj
GLbI wm‡j± Kiv _vK‡e| Gevi Avevi
Copy-†Z wK¬K Kiæb Ges Kvm©i‡K mwi‡q
D7-G wb‡q hvb| Gevi D7 †_‡K F14 ch©šÍ
†mj wm‡j± K‡i G›Uvi Pvcyb| Gi d‡j me
†mj K¨vjKz‡jU n‡e|

me K¨vjKz‡jkb †h mwVKfv‡e n‡q‡Q Zv
†fwidvB Kivi Rb¨ G6-G Kvm©i wb‡q wM‡q
=sum(C6:F6) dgy©jv UvBc K‡i G›Uvi
Pvcyb| B‡”Q Ki‡j GB †iÄ‡K nvBjvBU
Ki‡Z cv‡ib Ges G‡·j‡K †mj
†jv‡Kkbc~Y© K‡i w`‡Z cv‡ib| G6 †m‡j
Kvm©i †i‡L Copy-†Z wK¬K Kiæb Ges G7
†_‡K G14 ch©šÍ †mj wm‡j± K‡i G›Uvi
Pvcyb| hw` G Kjv‡gi bv¤^vi B Kjv‡gi
bv¤^v‡ii mv‡_ ûeû wg‡j hvq, Zvn‡j eyS‡eb
dgy©jv wVK n‡q‡Q|

Gevi B15 †m‡j Kvm©i‡K wb‡q hvb Ges
=sum(B6:B14) dgy©jvwU G›Uvi Kiæb| B15-
G Kvm©i †i‡L Copy-†Z wK¬K Kiæb Ges C15
†_‡K G15 ch©šÍ †mj wm‡j± K‡i G›Uvi
Pvcyb|

†¯úªWwkU Kwc I wi‡bg Kiv
GB †¯úªWwkU 12 evi Kiæb cy‡iv eQ‡ii

WvUvi Rb¨| Kvm©i‡K wkU1 U¨v‡e ivLyb G‡·j
DB‡Ûvi wb‡Pi w`‡K| Wvb gvDm evU‡b wK¬K
Kiæb Ges Move ev Copy wm‡j± Kiæb Wªc
wj÷ †_‡K| Create a copy bv‡gi e· †PK
Kiæb| GwU wm‡j± K‡i Ok-†Z wK¬K Kiæb|

cvVkvjv
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G‡·j 2013-G †hfv‡e
w_ªwW IqvK©wkU ˆZwi Ki‡eb 

Zvmbyfv gvn&gỳ

wPÎ-1 : G‡·j 2013-i †nvg †gby †_‡K eøv¼ IqvK©eyK wm‡j± Kiv

wPÎ-2 : IqvK©wk‡U WvUv I †mj dig¨vU G›Uvi Kiv

wPÎ-3 : IqvK©wk‡U dgy©jv hy³ I Kwc Kiv



cvVkvjv

Sheet1-G Wvej wK¬K Kiæb Ges G‡K
YTD wn‡m‡e wi‡bg Kiæb| evwK wkU U¨v‡e
Sheet1 †_‡K ïiæ K‡i Sheet12 ch©šÍ
me¸‡jv Wvej wK¬K Kiæb Ges IqvK©wkU
U¨ve‡K wi‡bg Kiæb Jan, Feb, Mar, ..., Dec
BZ¨vw` wn‡m‡e| Gici cÖwZwU wk‡Ui UvB‡Uj
cwieZ©b Kiæb U¨v‡ei mv‡_ g¨vP Kivi Rb¨|
jÿYxq †¯úªWwk‡Ui U¨ve UvB‡Uj mswÿß Kiv
DwPZ, hv‡Z WvB‡gbkbvj K¨vjKz‡jwUs
mnRZi nq|
†¯úªWwkU I †¯úªWwkU U¨v‡e wi‡bg Kiv

Feb †_‡K Dec ch©šÍ †¯úªWwk‡U A¨v‡·m
I G›Uvi Kiæb wKQz i¨vÛg bv¤^vi Monthy
Totals Kjv‡gi B6 †mj †_‡K ïiæ K‡i
B14 ch©šÍ †m‡j| Z‡e B15 †mj ev` w`‡q,
†Kbbv GwU dgy©jv| GB D`vni‡Yi Rb¨
WvB‡gbkbvj †UvUvj ïay K¨vjKz‡jU K‡i
Jan †_‡K May ch©šÍ|

w_ªwW IqvK©wkU dgy©jv hy³ Kiv
YTD †¯úªWwk‡U Kvm©i‡K B6 †m‡j ivLyb

Ges =sum(jan:Dec!B6) dgy©jvwU G›Uvi
Kiæb| GB dg©yjv‡K Kwc Kiæb B6 †_‡K
wb‡P B7 n‡q B14 †mj ch©šÍ| B15 Qvov,
†Kbbv GB Kjv‡g dgy©jv †UvUvj|

Gici B6 †_‡K B14 ch©šÍ †mj wm‡j±
K‡i Copy wm‡j± Kiæb| Gici C6 †_‡K
F14 ch©šÍ †mj nvBjvBU K‡i G›Uvi Pvcyb|
Gi d‡j YTD †¯úªWwk‡Ui †UvUvj cvIqv
hv‡e cy‡iv eQi †_‡K| B Kjv‡g (Monthly
Total)-G hZevi cwieZ©b Ki‡eb Rvby †_‡K
wW‡m ch©šÍ †¯úªWwk‡U A_©vr ¯^Zš¿ BDwUwjwU
wd hLbB mgš^q Ki‡eb| ZLbB cy‡iv
†¯úªWwkU Avevi K¨vjKz‡jU n‡e IBme bZzb
bv¤^vi‡K wi‡d± Kivi Rb¨|

2015 mv‡j †¯úªWwk‡U Rvby †_‡K wW‡m
ch©šÍ B Kjv‡g B6 †_‡K B14 ch©šÍ †m‡ji
msL¨v¸‡jv wWwjU Kiæb| Gici wej Avmvi
mv‡_ mv‡_ cÖwZ gv‡mi mwVK BDwUwjwUi wej
G›Uvi Kiæb| †Lqvj K‡i †`Lyb, YTD
†¯úªWwk‡Ui †UvUv‡ji cwieZ©b, hLbB cÖwZ
gv‡mi †UvUvj hy³ Kiv n‡e| dgy©jvmn
†¯úªWwkU ˆZwi Kivi ci GB cÖ‡mm KLbB
Avevi Ki‡Z n‡e bv|
fwel¨‡Zi Rb¨ GwWU Kiv

hw` GKwU w_ªwW IqvK©wkU †_‡K BDwUwjwU
A¨vW ev wigyf Ki‡Z nq, Zvn‡j wbwðZ

_vK‡Z n‡e, Avcwb K¨vjKz‡jU Gwoqvi
†fZ‡iB Av‡Qb| D`vniY¯^iƒc, A¨vjvg©
mvwf©m Ryb 2015 †_‡K ev` †`qv n‡jv,
Zvn‡j †Kv‡bv wKQz cwieZ©b Ki‡eb bv| G
†ÿ‡Î RyjvB †_‡K wW‡m ch©šÍ gv‡mi
†mj¸‡jv‡Z ïay 0 (wR‡iv) G›Uvi Ki‡Z
n‡e| Gici Rvbyqvwi 2016 mv‡j Kvm©i‡K
IB mvwi‡Z emv‡Z n‡j (Rvby †_‡K wW‡m
ch©šÍ cÖwZwU †¯úªWwk‡U) Gi mv‡_ _vK‡e
YTD †¯úªWwkU Ges Home †gby U¨ve †_‡K

Delete Sheet Row wm‡j± Kiæb|
bZzb GKwU BDwUwjwU hy³ Ki‡Z PvB‡j

B6 I B1 †m‡ji gv‡S †h‡Kv‡bv RvqMvq
Kvm©i‡K ivLyb Ges Insert Sheet Row wm‡j±
Kiæb| Gici Ic‡ii mvwi †_‡K IB mvwii
Rb¨ dgy©jv Kwc Kiæb| g¨vwUª‡·i †fZ‡i
bZzb mvwi hy³ Ki‡j wbwðZ Ki‡e †h bZzb
mvwii bv¤^vi I dgy©jv m¤ú„³ _vK‡e
cÖ‡R±Ry‡o|

hw` g¨vwUª‡·i evB‡i mvwi BbmvU© Kiv nq,
Zvn‡j GB mvwii bv¤^vi I dgy©jv hy³ n‡e bv
Avcbvi †Kv‡bv ai‡bi K¨vjKz‡jk‡b hw` bv
Avcwb bZzb †iÄmn me dgy©jv A¨vWRv÷ ev
mgš^q K‡ib| jÿYxq, B6 I B14-Gi g‡a¨
hLb †Kv‡bv mvwi BbmvU© Kiv n‡”Q, ZLb
Totals mvwi wb‡P B16 mwi‡q wbb Ges IB
†m‡ji dgy©jv (hv †gvU B Kjvg) cwieZ©b
n‡e =sum(B6:B14) †_‡K =sum(B6:B15)-
†Z| Gevi g~j g¨vwUª· †i‡Ä Ae¯’vb Kiæb|
Gi d‡j mewKQzB wbfz©jfv‡e A_©vr
h_vh_fv‡e K¨vjKz‡jU n‡e cÖ‡R±Ry‡o 

wdWe¨vK : mahmood_sw@yahoo.com
KR

wPÎ-4 : 12 evi †¯úªWwkU Kwc Kiv

wPÎ-5 : †¯úªWwkU I †¯úªWwkU U¨v‡e wi‡bg Kiv

wPÎ-6 : †UvUvj †¯úªWwkU WvB‡gbkbvwj Rvby. †_‡K
wW‡m. ch©šÍ dgy©jv hy³ Kiv

wPÎ-7 : 2 YTD †¯úªWwk‡U B Kjvg †_‡K evwK
Kjvg¸‡jv WvB‡gbkbvj dgy©jv Kwc Kiv

wPÎ-8 : bZzb mvwi hy³ ev wWwjU Kivi ci g~j
†¯úªWwkU g¨vwUª·

74 KgwcDUvi RMr AvM÷ 2014


