
we‡k¦i me‡P‡q RbwcÖq A¨vwcø‡Kkb
†cÖvMÖvg¸‡jvi g‡a¨ Ab¨Zg GKwU n‡jv
gvB‡µvmdU G‡·j| ejv n‡q _v‡K,

gvB‡µvmdU Iqv‡W©i ci me‡P‡q †ewk e¨envi
nIqv A¨vwcø‡Kkb †cÖvMÖvg n‡jv gvB‡µvmdU
G‡·j| Z‡e G K_v mZ¨, we‡k¦ Ggb
e¨enviKvix Lye KgB Av‡Qb, hviv G‡·‡ji
cÖwZwU RwUj ev `y‡e©va¨ welq m¤ú‡K© ¯̂”Q aviYv
iv‡Lb| A_P MZ 20 eQi a‡i BÛvw÷ª ÷¨vÛvW©
wn‡m‡e †¯úªWwkU A¨vwcø‡Kk‡bi RM‡Z GK”QÎ
AvwacZ¨ we Í̄vi K‡i Av‡Q gvB‡µvmdU G‡·j|
GB G‡·jB GK mg‡qi me‡P‡q RbwcÖq
A¨vwcø‡Kkb †cÖvMÖvg †jvUvm 1-2-3-Gi
cÖwZ ’̄vcb n‡q I‡V| G‡·j 1980 mv‡j n‡q
I‡V wcwmi Rb¨ cÖ_g wKjvi A¨vc, hv †jvUvm 1-
2-3-Gi e¨env‡ii Aemvb NUvq Ges GLb ch©šÍ
†¯úªWwk‡Ui RM‡Z AvwacZ¨ we Í̄vi K‡i Av‡Q|
Ab¨ †Kv‡bv †¯úªWwkU †cÖvMÖvg, †hgb †Kv‡i‡ji
†KvqvUª †cÖv ev A¨vcvwP ev wj‡eªi g‡Zv
I‡cb‡mvm© †¯úªWwkU ev ¸M‡ji wkU G‡·‡ji
cÖwZØ›Øx n‡q DV‡Z cv‡iwb GLb ch©šÍ|

Gi cÖavb KviY, G‡·j A‡bK kw³kvjx
A¨vwcø‡Kkb †cÖvMÖvg Ges Avgv‡`i Kv‡Q
mycwiwPZ GKwU eª¨vÛ wn‡m‡e cÖwZwôZ|
GKwU †¯úªWwkU †_‡K e¨enviKvixiv hv wKQz
cÖZ¨vkv K‡ib, Zvi mewKQzB cvIqv hv‡e
G‡·‡j| G‡·‡ji eZ©gvb fvm©b n‡jv G‡·j
2013| GwU eZ©gv‡b A‡bK kw³kvjx nIqvi
cvkvcvwk Lye mn‡R e¨envi Kiv hvq|
wbD‡gwiK WvUv mn‡R g¨vwbcy‡jU Kivi
ÿgZvi Kvi‡Y IqvK©wkU A¨v‡ci Rb¨ GwU
e¨enviKvix‡`i cÖ_g I GKgvÎ cQ›`|

G‡·j e¨enviKvix‡`i g‡a¨ GKwU wel‡q
Kgb wgj cvIqv hvq, Zvn‡jv G‡·‡ji c~Y©
ÿgZv m¤ú‡K© †Zgb Lye fv‡jv Ávb bv _vKv|
bv¤̂vi‡K wewfbœfv‡e Dc ’̄vcb Kivi mÿgZv
G‡·j‡K GKwU wfbœ gvÎv w`‡q‡Q, hv GK
wfbœiƒc cÖ̀ vb K‡i| G †jLvq G‡·‡ji wKQz
gRvi I RwUj welq mnRfv‡e Dc ’̄vcb Kiv
n‡q‡Q, hv Avcbv‡K AwfÁ G‡·j e¨enviKvix
wn‡m‡e cÖwZwôZ Ki‡Z mnvqZv Ki‡e|

WvUv †mU wm‡j± Kiv
gvDm I Kvm©i Wª̈ vwMs‡qi †P‡q A‡bK

mn‡R I ª̀æZMwZ‡Z GKwU WvUv‡mU wm‡j±
Kiv hvq| Avcbvi Kvw•ÿZ WvUv‡m‡Ui cÖ_g
†m‡j wK¬K Kiæb Ges Ctrl+Shift Kx †P‡c
aiæb| Gici wb‡Pi ev Ic‡ii me¸‡jv
Kjv‡gi WvUvi Rb¨ nq WvDb A¨v‡iv Pvcyb
A_ev A¨vc A¨v‡iv Kx Pvcyb| Avi Wvb ev evg
mvwii mewKQz wm‡j± Kivi Rb¨ Wvb A¨v‡iv ev
evg A¨v‡iv Pvcyb| mw¤§wjZ wW‡iKk‡b Avcwb

m¤ú~Y© Kjvg Ges Wvb ev ev‡gi mvwi wm‡j±
Ki‡Z cvi‡eb| GwU ïay WvUvmn †mj (A`„k¨
WvUvmn) wm‡j± Ki‡e| hw` Avcwb Ctrl +
Shift + End Kx GK‡Î e¨envi K‡ib, Zvn‡j
Kvm©i me‡P‡q wb‡P Wvb cÖv‡šÍi †m‡j WvUvmn
Rv¤ú K‡i hv‡e, †hLv‡b G †i‡Äi ga¨w ’̄Z
mewKQzB wm‡j‡±e _vK‡e| hw` Kvm©‡ii Dc‡i
evg †m‡j (Al) _v‡K, Zvn‡j mewKQzB| AviI
ª̀æZMwZ‡Z Ki‡Z PvB‡j Ctrl + Shift + *

Pvc‡j m¤ú~Y© WvUv †mU wm‡j± n‡e, †Kv‡bv
B‡gR Av‡Q wK bv Zv we‡eP¨ welq bq|

A‡Uv wdj
G‡·‡j A‡Uv wd‡ji KvRwU †Zgb

†gavwfwËK bv nIqvq mn‡RB Gwo‡q hvIqv
hvq| aiæb, Avcwb GK wmwiR cybive„wËg~jK
welq UvBc Kiv ïiæ Ki‡jb, †hgb †WU
(1/1/14, 1/2/14, 1/3/14 BZ¨vw`) Ges Avcwb
Rv‡bb `xN© mgq a‡i G KvRwU Ki‡Z n‡e|
Kvm©i‡K wb‡P Wvb cÖv‡šÍi †kl †m‡j wb‡q bv
G‡b wmwiR ïiæ Kiæb †mj c~Y© Kivi Rb¨|
GRb¨ wdj n¨v‡Ûjv‡i gvDm c‡q›Uvi wb‡q
Avmyb I gvDm c‡q›Uvi hLb + wP‡ýi iƒc aviY
Ki‡e, ZLb wK¬K K‡i Wª̈ vM Kiæb Kvw•ÿZ
†mj¸‡jv c~Y© Kivi Rb¨| Gfv‡e Dc‡ii Kjv‡g
ev evg ev Wvb w`‡Ki mvwi c~Y© Kiv hvq| B‡”Q
Ki‡j Auto Fill-Gi KvR Ki‡Z cv‡ib| GRb¨

GKwU †mj ev GK †iÄ †mj wm‡j± Kiæb Ges
wdj n¨v‡Ûjv‡i wM‡q wK¬K K‡i Wª̈ vM Kiæb|
Avcwb G KvRwU †gby Ackb e¨envi K‡i Ki‡Z
cv‡ib, hw` A‡bK †ewk WvUv BbcyU Ki‡Z nq|
Zvn‡j Fill Series Ackb fv‡jv KvR Ki‡e
Auto Fill Ackb ˆZwi K‡i|

d¬¨vk wdj
G‡·‡ji me‡kl fvm©‡b m¤ú„³ nIqv

Ab¨Zg †miv wdPvi n‡jv d¬̈ vk wdj| d¬̈ vk
wdj †ek `ÿZvi mv‡_ cÖ_g Kjv‡gi WvUvi
ai‡bi Ici wfwË K‡i GKwU Kjvg c~Y© Ki‡Z
cv‡i| D`vniY, cÖ_g Kjv‡gi me¸‡jvB †dvb
bv¤̂vi nq, hv Ô2125034111Õ dig¨v‡Ui
g‡Zv| GLb Avcwb Pv‡”Qb me¸‡jv †dvb

bv¤̂vi Ô(212)-503-4111Õ dig¨v‡Ui g‡Zv
n‡e| Ggb Ae ’̄vq wØZxq †mj †_‡K G‡·j
GB aibwU‡K wiKMbvBR Ki‡e Ges Avcbvi
Kvw•ÿZ dig¨v‡U cÖ̀ k©b Ki‡e| GwU e¨envi

Kivi Rb¨ ïay G›Uvi Pvc‡jB n‡e| GwU KvR
K‡i bv¤̂vi, bvg, †WU BZ¨vw` mn‡hv‡M| hw`
wØZxq †mj cÖK…Z †iÄ bv †`q, Zvn‡j UvBc
Kiæb AviI wKQz ai‡bi, hv wiKMbvBR Kiv
KwVb| Gici WvUv U¨v‡e wM‡q Flash Fill
evU‡b wK¬K Kiæb|

†U·U Uz Kjvg
G Kv‡R †Póv Kivi Rb¨ d¬̈ vk wdj e¨envi

Ki‡Z cv‡ib, Z‡e G †ÿ‡Î Text to columns
n‡e †evKvi g‡Zv KvR Ges Gi Rb¨ †Zgb
c¨vUvb© g‡b ivLv `iKvi nq bv| aiæb, Avcbvi
KjvgwU bv‡g c~Y© cÖ_‡g †_‡K †kl ch©šÍ| Z‡e
Avcwb `ywU Kjv‡g wfbœ wKQz Pv‡”Qb| GRb¨ WvUv
wm‡j± Kiæb| Gici WvUv U¨v‡e Text to
columns-G wK¬K Kiæb| Gici G¸‡jv‡K
Avjv`v Kivi Rb¨ Kgv ev †¯úm †e‡Q wbb wKsev
wd· DBW_ w`‡q mxgve× Kiæb| evwK me Rv`yi
g‡Zv KvR Ki‡e wbw ©̀ó wKQz bv¤̂v‡ii Rb¨ evowZ
Ackb w`‡q| wd·W DBW_ Kv‡R jv‡M Ggb me
WvUv cÖ_g Kjv‡g †V‡m †V‡m fiv nq, Z‡e wbw ©̀ó
msL¨K †¯úm ev wcwiqW w`‡q Avjv`v Kiv nq|

UªvÝ‡cv‡Ri Rb  ̈†̄ úkvj ev we‡kl †c÷
aiæb, Avcwb GK¸”Q mvwi‡K Kjv‡g

†c‡Z Pv‡”Qb A_ev Kjvg‡K mvwi‡Z †c‡Z
Pv‡”Qb| Avcwb †mj evB †mj gyf Kivi Rb¨
gwiqv n‡q DV‡Z cv‡ib| Z‡e Paste Special
wm‡j± K‡i WvUv Kwc Ki‡Z cvi‡eb| GRb¨

cvVkvjv
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cvVkvjv

Transpose e· †PK K‡i wfbœ Awi‡q‡›Uk‡b
†c÷ Ki‡Z cvi‡eb|

gvwëcj †mj
†h‡Kv‡bv Kvi‡Y KLbI KLbI

e¨enviKvix‡K IqvK©wk‡Ui †m‡j GKB WvUv
evievi UvBc Ki‡Z nq, hv GK ai‡bi
weiw³Ki KvR| GRb¨ m¤ú~Y© †mj †m‡U wK¬K

Kiæb nq Kvm©i Wªª¨vwMs‡qi gva¨‡g A_ev Ctrl
Kx †P‡c a‡i cÖwZwU Kx-†Z wK¬K Kiæb| †kl
†m‡j GwU UvBc K‡i Ctrl + Enter Kx Pvcyb|
Gi d‡j Avcwb hv UvBc K‡iwQ‡jb Zvi
cÖwZwU wm‡j± Kiv †m‡j em‡e|

dgy©jvmn †¯úkvj †c÷
aiæb, Avcbvi †¯úªWwk‡Ui †Wwm‡gj

dig¨v‡Ui wecyjmsL¨K msL¨v‡K cv‡m©‡›U‡R
†`L‡Z Pv‡”Qb| Z‡e G †ÿ‡Î mgm¨vwU n‡”Q
msL¨vwelqK ev wb‡`©kK 1, 100% n‡Z cv‡i
bv| Avi G‡·‡j GwUB cv‡eb Percent Style
evU‡b wK¬K K‡i A_ev Ctrl-Shift-% †P‡c|
Avcwb 1-†K 1% wn‡m‡e †c‡Z Pv‡”Qb|
myZivs Avcbv‡K 1-†K 100 w`‡q fvM Ki‡Z
n‡e| G †ÿ‡Î Paste Special †ek mnvqK
f~wgKv cvjb K‡i| cÖ_‡g GKwU †m‡j 100

UvBc K‡i Kwc Kiæb| me bv¤^vi wm‡j±
Kiæb †h¸‡jv Avcwb widig¨vU Ki‡Z
Pv‡”Qb| Gevi Paste Special wm‡j± K‡i
Divide †iwWI evU‡b wK¬K Kiæb| Gi d‡j
bv¤^vi¸‡jv cv‡m©‡›U‡R iƒcvšÍwiZ n‡q

Avcbvi Kvw•ÿZ djvdj †`‡e| G cÖwµqv
ZvrÿwYKfv‡e KvR K‡i msL¨v †hvM, we‡qvM
ev ¸Y Kivi †ÿ‡Î|

†U¤ú‡jU wn‡m‡e PvU© †mf Kiv
G‡·‡j A‡bK ai‡bi PvU© _vKvq wWdë

PvU© Lyu‡R cvIqv cÖvq Am¤¢e n‡q c‡o‡Q Ges
KwVb n‡q c‡o‡Q †Kvb PvU©wU Avcbvi
†cÖ‡R‡›Uk‡bi Dchy³ Zv wbe©vPb Kiv| me

ai‡bi MÖvd Kv‡÷vgvBR Kivi mÿgZv
G‡·j‡K w`‡q‡Q GK wfbœ gvÎv| Z‡e
e¨enviKvix‡K bZzb K‡i A_©vr wiwµ‡qU

Ki‡Z †ek Sv‡gjvq co‡Z nq| hw` Avcwb
g~j PvU©‡K †U¤ú‡jU wn‡m‡e †mf K‡ib,
Zvn‡j Avcbv‡K †Zgb hš¿Yv †cvnv‡Z n‡e
bv| Avcbvi PvU© wbLuyZ nIqvi ci G‡Z Wvb
wK¬K K‡i Save as Template wm‡j± Kiæb|
Gi d‡j Avcbvi dvBj wWdë gvB‡µvmdU
G‡·j †U¤ú‡jU †dvìv‡i CRTX
G·‡Ubkbmn †mf n‡e| Pv‡U©i Rb¨ WvUv
wm‡j± Kiæb| Insert U¨v‡e wM‡q
Recommended Charts-G wK¬K Kiæb|
Gici All Charts®Templates †dvìv‡i
wK¬K Kiæb| Gici My Templates e‡·
A¨vcøvB Kivi Rb¨ GwU †e‡Q wb‡q Ok-†Z

wK¬K Kiæb| wKQz wKQz Dcv`vb †hgb wj‡R›U
I UvB‡Uj Uªvb‡¯øU n‡e bv, hw` bv †m¸‡jv
wm‡j± Kiv WvUvi Ask nq| Avcwb d›U A¨vÛ
Kvjvi wm‡jKkb, A¨vg‡e‡WW MÖvwd· GgbwK
Ack‡bi wmwiRI cv‡eb|

w¯ŒbïU BbmvU© Kiv
G‡·‡j Ab¨ †h‡Kv‡bv I‡cb †cÖvMÖv‡gi

w¯ŒbïU Avcbvi †W¯‹U‡c wb‡Z cvi‡eb| ïay
ZvB bq, GwU Lye mn‡R IqvK©wk‡U BbmvU© Ki‡Z
cvi‡eb| GRb¨ Insert U¨v‡e wM‡q Screenshot
wm‡j± Ki‡j GKwU WªcWvDb cv‡eb, †hLv‡b me
I‡cb †cÖvMÖv‡gi _v¤̂‡bBj cÖ̀ wk©Z n‡e|

Iqv‡W© G‡·j WvUv BbmvU© Kiv
wek eQi Av‡M G‡·j †_‡K WvUv‡K Iqv‡W©

ev cvIqvi c‡q‡›U †cøm Kivi wPšÍv gv_vq Av‡m,
hv Awdm ïU we‡k¦ GK gvBÛ-†eøvwqs e¨vcvi
wn‡m‡e we‡ewPZ| eZ©gv‡b G KvRwU‡K †Zgb
†gavwfwËK KvR wn‡m‡e MY¨ Kiv nq bv| aiæb,
Avcwb GKwU WvUv †mj ev cwic~Y© MÖvwdK¨vj PvU©
Kwc Ki‡Z Pv‡”Qb| G †ÿ‡Î Avcbv‡K ïay Ab¨ 

†cÖvMÖv‡g Kwc I †c÷ Ki‡Z n‡e| †h wel‡q
Avcbv‡K mZK© _vK‡Z n‡e, Zvn‡jv GwU GKwU
wj¼ A¨vÛ A¨vg‡e‡WW cÖ‡mm| hw` Avcwb
†¯úªWwk‡U WvUv‡K cwieZ©b K‡ib, Zvn‡j GwU
IqvW© W‡K cwiewZ©Z n‡e A_ev cvIqvi
c‡q‡›U PPT cwieZ©b n‡e| hw` Avcwb GwU bv
Pvb, Zvn‡j me‡P‡q fv‡jv nq MÖvwd· wn‡m‡e
Zv †c÷ Kiv| G †ÿ‡Î e¨envi Ki‡Z cv‡ib
Iqv‡W©i wbR¯̂ Paste Special Uzj A_ev hLb
G‡·j †_‡K †b‡eb, ZLb Copy Special
Ackb e¨envi Ki‡Z cv‡ib †h‡Kv‡bv †cÖvMÖv‡g
MÖvwd· †c÷ Kivi Rb¨ 

wdWe¨vK : mahmood_sw@yahoo.com
KR
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Kjvg ev mvwi nvBW Kiv
G‡·‡j Kjvg ev mvwi mn‡R nvBW Kiv hvq| GRb¨ †jUvi ev bv¤̂vi †nWv‡i wK¬K Ki‡jB

m¤ú~Y© mvwi ev Kjvg nvBjvBU n‡q hv‡e| Gevi Wvb wK¬K K‡i Hide wm‡j± Kiæb| Avevi
AvbnvBW wm‡j± Kiæb Kjvg ev mvwi AvbnvBW Kivi Rb¨| GRb¨ Kjvg ev mvwi AvbnvBW
Kivi Rb¨ †jUvi ev bv¤̂vi †nWv‡i Wvb wK¬K K‡i Unhide wm‡j± Kiæb| Z‡e Avcwb nvBW
Ki‡Z Pv‡”Qb Ggb WvUvi wKQz †mKkb †ek AmyweavRbKfv‡e _vK‡j Avcbvi cÖZ¨vwkZ
KvRwU Ki‡Z cvi‡eb Kx? Ggb Ae ’̄vq †mj‡K nvBjvBU K‡i Wvb wK¬K Kiæb Ges Format
Cells †e‡Q wbb| Gevi Number U¨v‡e Category-†Z wM‡q Custom wm‡j± Kiæb| Gevi
Types wd‡ì wZbwU †mwg‡Kvjb (;;;) UvBc Kiæb Ges Ok-†Z wK¬K Kiæb| Gi d‡j
bv¤̂vi¸‡jv `„k¨gvb n‡e bv| Z‡e †m¸‡jv GLbI dgy©jv‡Z e¨envi Kiv hv‡e|

m¤ú~Y© wkU nvBW Kiv
Avcbvi wUwcK¨vj G‡·j IqvK©eyK n‡jv, Avcwb †h dvB‡j KvR Ki‡Qb †mwU| GwU cÖPzi

IqvK©wkUmn †jvW nq| cÖwZwU wkU wb‡ ©̀wkZ nq w¯Œ‡bi wb‡Pi w`‡K GKwU U¨ve w`‡q| Avcwb
B‡”Q Ki‡j GKwU wkU nvBW Ki‡Z cv‡ib wWwjU Kivi cwie‡Z©| GwU WvUv †idv‡i‡Ýi Rb¨B
ïay ch©vß bq, eis dgy©jvi gva¨‡g Ab¨vb¨ IqvK©wk‡UI GwU ch©vß| GRb¨ wb‡P wkU U¨v‡e
Wvb wK¬K K‡i Hide wm‡j± Kiæb| hLb GwU‡K Avevi †LuvRvi `iKvi n‡e, ZLb Avcbv‡K
Dc‡i View U¨v‡e wM‡q Unhide-G wK¬K K‡i Avwef~©Z nIqv ccAvc wj÷ †_‡K wkU †bg
wm‡j± Ki‡Z n‡e| View U¨v‡e Hide evU‡b wK¬K Ki‡j Kx nq Zv ciL K‡i †`Lyb| View
U¨v‡e Hide evU‡b wK¬K Ki‡j Avcbvi e¨envi nIqv m¤ú~Y© IqvK©eyK nvBW n‡e| GwU †`L‡Z
†K¬vR dvB‡ji g‡Zv g‡b n‡e| Z‡e G‡·j ivwbs _vK‡e| hLb †cÖvMÖvg eÜ Kiv n‡e, ZLb
wn‡Wb IqvK©ey‡Ki dvBj †mf n‡e wK bv wR‡Ám Ki‡e| hLb dvBj I‡cb Ki‡eb, ZLb
G‡·j Lvwj IqvK©eyK I‡cb Ki‡e hZÿY ch©šÍ bv Unhide-G Avevi wK¬K Ki‡Qb|
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