
Avgv‡`i  cÖvZ¨wnK KgwcDwUs Rxeb‡K
mnR I wbwe©‡Nœ m¤úbœ Ki‡Z 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, A¨vwcø‡Kkb †cÖvMÖvg¸‡jvi g‡a¨
e¨envwiK Ges RbwcÖqZvi w`K †_‡K gvB‡µvmdU

Iqv‡W©i  ciB gvB‡µvmdU G‡·‡ji Ae¯’vb| we¯§qKi n‡jI mwZ¨,
80 kZvsk e¨enviKvixB †h‡Kv‡bv A¨vwcø‡Kkb †cÖvMÖv‡gi †gvU wdPv‡ii
20 kZvsk wbqwgZfv‡e e¨envi K‡i _v‡Kb| Avi G K_v AviI
cÖKUfv‡e mwZ¨ gvB‡µvmdU G‡·‡ji †ÿ‡Î| e¨enviKvix‡`i Rb¨
G‡·‡ji Mfx‡i i‡q‡Q cÖPzi cwigv‡Y mwd‡÷‡K‡UW Z_v ev¯Íe
eyw×m¤úbœ dgy©jv wdPvi, hvi Lye KgB Avgiv e¨envi Kwi ev Rvwb|
†Kbbv, G‡·‡j †Kv‡bv K¨vjKz‡jk‡bi †iRvë cvIqvi †ek K‡qKwU
Dcvq i‡q‡Q, †hLvb †_‡K m‡e©vËg Dcvq ev cÖwµqv †KvbwU Zv
Avgv‡`i‡K †e‡Q wb‡Z nq| G mZ¨ Dcjwä‡Z KgwcDUvi RMr-Gi
wbqwgZ wefvM cvVkvjvq Gevi Dc¯’vcb Kiv n‡q‡Q K¨vjKz‡jkb I
mvaviY Kv‡Ri Rb¨ wKQz G‡·j dg©yjv wPU|
G‡·j dgy©jv G›Uvi Kivi cuvP Dcvq

01. g¨vbyqvwj G‡·j dg©yjv G›Uvi Kiv : `xN© wj÷ : =SUM(B4:B13
mswÿß wj÷ : =SUM(B4,B5,B6,B7);  =SUM(B4+B5+B6+B7)

A_ev G IqvK©wk‡U wb‡P Avcbvi wj‡÷i cÖ_g Lvwj †k‡j ev †h‡Kv‡bv
Kvm©i ivLyb Ges cøvm wP‡ý Pvcyb| Gici B4-G wK¬K Kiæb| Gici
Avevi cøvm wP‡ý Pvcyb Ges B5-G wK¬K Kiæb| Gfv‡e †kl †k‡j wK¬K
K‡i G›Uvi Pvcyb| G‡·‡j wj÷ A¨vWm/†UvUvj Kivi Rb¨ c‡q‡›UW
Kiæb :  =+B4+B5+B6+B7

02. BbmvU© dvskb evU‡b wK¬K Kiæb : Formulas U¨v‡ei AšÍM©Z
Insert Function evUb e¨envi K‡i G‡·‡ji †gby wj÷ dvskb wm‡j±
Kiæb|

=COUNT(B4:B13) : GB dvskb GK †i‡Äi bv¤v̂i KvD›U Z_v
MYbv K‡i (eø̈v¼/Lvwj †mj Gwo‡q hvIqv nq)|

=COUNTA(B3:B13) : GB dvskb GK †i‡Äi me K¨v‡i±vi MYbv
K‡i (eø̈v¼/Lvwj †mj Gwo‡q hvIqv nq)|

03. GKwU MÖæc †_‡K dvskb wm‡j± Kiv (Formulas U¨ve) :
wdb¨vwÝqvj, jwRK¨vj ev UvBg dgy©jv mve‡mU cQ›` Kivi gva¨‡g
Avcbvi mvP©‡K µgvMZfv‡e mvgvb¨ K‡i †QvU Kiv| †hgbÑ 

=TODAY() dvskb AvR‡Ki ZvwiL BbmvU© Ki‡e|
04. Recently Used-Gi e¨envi : dgy©jv U¨v‡ei AšÍM©Z Recently

Used evU‡b wK¬K Kiæb| GwU Avcbvi mv¤úªwZK e¨envi Kiv dgy©jv
cÖ̀ k©b K‡i| GwU †ek mgqmvkÖqx GK dvskb| 

=AVERAGE(B4:B13)Ñ G dvskb GKwU wj÷ hy³ K‡i, hv f¨vjyi
msL¨v w`‡q fvM Kivi ci Mo Kiv nq|

05. AutoSum evU‡bi AšÍM©Z Auto dvskb : G‡·j
e¨enviKvix‡`i A‡b‡Ki Kv‡Q me‡P‡q wcÖq dvskb n‡jv A‡Uv dvskb|
†Kbbv, G dvskb¸‡jv Lye `ªæZ KvR K‡i| GKwU †mj †iÄ I GKwU
dvskb wm‡j± Kiæb| Gi d‡j ZvrÿwYKfv‡e djvdj cÖ̀ wk©Z n‡e|
A‡Uv dvsk‡bi K‡qKwU D`vniY †`qv n‡jv

=MAX(B4:B13) : G dvskb wj‡÷ m‡e©v”P f¨vjy wiUvb© Ki‡e|
=MIN(B4:B13) : G dvskb wj‡÷ m‡e©vwb¤œ f¨vjy wiUvb© Ki‡e|  

cvVkvjv
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G‡·j dgy©jv wPU wkU
Zvmbyfv gvn&&gỳ

wPÎ-1 : g¨vbyqvwj G‡·j dgy©jv BbmvU© Kiv
wPÎ-2 : AutoSum evUb e¨envi K‡i †ewmK dgy©jv K¨vjKz‡jU Kiv; †hgbÑ SUM,
AVERAGE, COUNT BZ¨vw`



cvVkvjv
jÿYxq, hw` Kvm©i‡K Lvwj †m‡j wVK bv¤v̂i †i‡Äi wb‡P ivLv nq,

Zvn‡j G‡·j wm×všÍ †b‡e Avcwb G †iÄ‡K K¨vjKz‡jU Ki‡Z Pvb Ges
¯q̂swµqfv‡e †iÄ‡K nvBjvBU Ki‡e A_ev h_vh_ WvqvjM e‡· †iÄ
†mj A¨v‡Wªm G›Uvi Ki‡e|
K‡qKwU wUc

* †ewmK dg©yjv w`‡q A‡Uvmvg evUb cQ‡›`i kx‡l© _vKv DwPZ| GwU
AutoSum®SUM-G wK¬K K‡i G›Uvi †P‡c KvR Kivi †P‡q `ªæZZi|
jÿYxq, G‡·j Avcbvi Rb¨ †iÄ nvBjvBU Ki‡e|

* GKwU bv¤v̂‡ii wj‡÷i A¨vW/†UvUvj Kivi me‡P‡q `ªæZZg Dcvq
n‡jv wj‡÷i wb‡P Kvm©i †i‡L Alt+ = †P‡c (Alt Kx †P‡c BKz̈qvj wP‡ý
†P‡c Dfq Kx †Q‡o w`‡Z n‡e) G›Uvi Pvc‡Z n‡e| G‡·j †iÄ‡K
nvBjvBU K‡i Kjv‡gi †UvUvj Ki‡e|
Kv‡Ri Rb¨ mnvqK cuvP dg©yjv

wb‡P DwjøwLZ cuvP dg©yjvi bvg wKQzUv `y‡Á©q n‡jI G‡`i dvskb
n‡Z cv‡i ˆ`wbKwfwËK mgq Ges WvUv Gw›Uª|

jÿYxq : wKQz dgy©jvi f¨vjy ev †U·U Bbcy‡Ui Rb¨ `iKvi wm‡½j
†mj ev †iÄ A¨v‡Wªm, hv Avcwb K¨vjKz‡jU Ki‡Z Pvb, hLb G‡·j
wWm‡cø K‡i wewfbœ †mj/†iÄ WvqvjM e·| Avcwb nq g¨vbyqvwj †mj/†iÄ
A¨v‡Wªm G›Uvi Ki‡Z cv‡ib A_ev Kvm©i †i‡L GwU c‡q›U Ki‡Z
cv‡ib| c‡q›U Kivi A_© n‡”Q wdì e‡· wK¬K K‡i IqvK©wk‡Ui
gvbvbmB †m‡j wK¬K Kiæb| dg©yjvi Rb¨ G cÖ‡mm wiwcU Kiæb, hv
K¨vjKz‡jU K‡i GK †iÄ †mj|

01. =DAYS : GwU GK mnvqK dg©yjv `ywU Zvwi‡Li g‡a¨ w`‡bi
msL¨v MYbv Kivi Rb¨| G dg©yjv e¨envi Ki‡j Avcbvi Rvbvi `iKvi
n‡e bv cÖwZ gv‡mi †i‡Ä KZw`b K‡i Av‡Q| †hgbÑ 2015 mv‡ji 12
A‡±vei †_‡K 2015 mv‡ji 31 gvP© we‡qvM Ki‡j †gvU w`‡bi msL¨v
cvIqv hv‡e 195 w`b| dgy©jv : =DAYS (A30, A29)

02. =NETWORKDAYS : GKB ai‡bi dgy©jv K¨vjKz‡jU K‡i
IqvK©‡W Z_v Kv‡Ri w`b (A_©vr mßv‡n Kv‡Ri w`b cuvP w`b) mywbw`©ó
UvBg‡d«‡gi g‡a¨| GLv‡b Av‡iKwU GKwU Ackb m¤ú„³ Kiv n‡q‡Q,
hv †gvU w`b †_‡K QzwUi w`b¸‡jv ev` †`‡e, Z‡e GwU‡K Aek¨B G›Uvi
Ki‡Z n‡e GKwU †i‡Äi †WU wn‡m‡e| †hgbÑ gvP© 31, 2015 †_‡K
A‡±vei 12, 2015 ev` w`‡j n‡e 140 w`b| dg©yjv : =NETWORK-
DAYS(A33,A34)

03. =TRIM : hw` Avcwb memgq G‡·‡j †U·U B‡¤úvU© A_ev
†c÷ K‡ib (WvUv‡eR, I‡qemvBU, IqvW© cÖ‡mwms mdUIq¨vi ev
Ab¨vb¨ †U·UwfwËK †cÖvMÖvg), Zvn‡j TRIM dvskbwU n‡e Avcbvi Rb¨
GK jvBd †mfvi| myZivs B‡¤úvU© Kiv †U·U memgq wj÷ Ry‡o Qov‡bv
wQUv‡bv evowZ †¯úm w`‡q c~Y© _v‡K| TRIM evowZ †¯úm wbwg‡li g‡a¨
AcmviY Ki‡Z cv‡i| G †ÿ‡Î ïay GKevi dg©yjv G›Uvi Kivi ci
dgy©jv‡K wj‡÷i †kl ch©šÍ Kwc Ki‡Z n‡e| †hgb =TRIMmn
c¨v‡ibw_wm‡mi †fZ‡ii †mj A¨v‡Wªm| dgy©jv : =TRIM(A39)

04. =CONCATENATE : hw` Avcwb G‡·‡j cÖPzi cwigv‡Yi WvUv
B‡¤úvU© K‡ib, Zvn‡j GB dgy©jv n‡e Av‡iKwU wKcvi| G dgy©jv R‡q›U
ev gvR© K‡i GKwU †m‡j `ywU wdì/†m‡ji Kb‡U›U| †hgbÑ WvUv‡e‡R
mPivPi †WUm, UvBgm, †dvb bv¤v̂im Ges Ab¨vb¨ gvwëcj WvUv †iKW©
G›Uvi Kiv nq Avjv`v wd‡ì, hv n‡jv mwZ¨Kvi A‡_© AmyweavRbK|
Iqv‡W©i gvSLv‡b †¯úm ev cvsPz‡qkb ev wd‡ìi gv‡S †¯úm hy³ Kivi
Rb¨ †Kv‡Ukb w`‡q WvUv Ave× Kiæb| †hgb =CONCATENATE-Gi
mv‡_ (gvm, Ô†¯úmÕ †W, ÔKgvÕ †¯úm eQi) †hLv‡b gvm, w`b Ges eQi
n‡jv †mj A¨v‡Wªm Ges †Kv‡Ukb wP‡ýi †fZ‡ii cÖK…Z †¯úm Ges Kgv|
dgy©jv : †WU G›Uvi Kivi Rb¨ =CONCATENATE(E33,” “,F33,”,
“,G33)| †dvb bv¤v̂i G›Uvi Kivi Rb¨ =CONCATENATE(E33,”
“,F33,”, “,G33)|

05. =DATEVALUE : †WU fv¨jyi Ic‡ii dgy©jv‡K G‡·j †W‡U
iƒcvšÍwiZ K‡i, hw` Avcwb G †WU‡K K¨vjKz‡jk‡bi D‡Ï‡k¨ e¨envi
Kivi cwiKíbv K‡ib| GwU Lye mnR| GRb¨ dgy©jv wj÷ †_‡K DAT-
EVALUE wm‡j± Kiæb| Gevi WvqvjM e‡· Date_Text wd‡ì wK¬K
Kiæb| Gevi †¯úªWwk‡U gvbvbmB †k‡j wK¬K Kiæb| Gici Ok-†Z wK¬K
K‡i wb‡Pi w`‡K Kwc Kiæb| djvdj n‡e G‡·j wmwiqvj bv¤v̂i|
myZivs Avcbv‡K Aek¨B †e‡Q wb‡Z n‡e Format®Format
Cells®Number®Date Ges Gici wj÷ †_‡K GKwU dig¨vU wm‡j±
Kiæb| dgy©jv : =DATEVALUE(H33)
Av‡iv wZbwU wUc

G‡·j dgy©jv w`‡q hZ †ewk KvR Ki‡eb, ZZ †ewk wØav `~i Kivi
Rb¨ wb‡Pi wZbwU wUc g‡b ivLv DwPZ: 

wUc: dgy©jv †_‡K †U·‡U A_ev bv¤v̂‡i iƒcvšÍi Kivi Rb¨ Avcbvi
Rb¨ Av‡iKwU dgy©jv `iKvi n‡e bv| ïay dgy©jvi †iÄ Kwc K‡i
Special®Values wn‡m‡e †c÷ Ki‡jB n‡e| dgy©jv †_‡K f¨vjy‡Z
†Kb iƒcv¯Íi Ki‡eb? †h‡nZz Avcwb WvUv gyf ev g¨vwbcy‡jU Ki‡Z
cvi‡ebv hZÿY ch©šÍ bv WvUv KbfvU© Kiv n‡”Q| G †mj¸‡jv  †dvb
bv¤v̂‡ii g‡Zv †`L‡Z g‡b n‡jI †m¸‡jv Avm‡j dgy©jv hv bv¤v̂‡ii
A_ev †U·‡Ui g‡Zv GwWU Kiv hvq bv|

wUc : hw` Avcwb †W‡Ui Rb¨ Copy and
Paste®Special®Values e¨envi K‡ib, Zvn‡j †iRvë n‡e †U·U
Ges wi‡qj †W‡U iƒcvšÍi Kiv hv‡e bv| †W‡Ui Rb¨ `iKvi DATE-
VALUE dgy©jv cÖK…Z †WU dvskb wn‡m‡e |

wUc : dgy©jv memgq Avcvi‡K‡m wWm‡cø nq| Z‡e Avcwb hw`
†jvqvi‡K‡m UvBc K‡ib, Zvn‡j G‡·j Zv Avcvi‡K‡m iƒcvšÍi Z_v
KbfvU© K‡i †b‡e| Av‡iKwU jÿYxq welq n‡jv dgy©jvi gv‡S †Kv‡bv
†¯úm _vK‡Z cvi‡e bv| hw` Avcbvi dgy©jv †dBj K‡i, Zvn‡j †PK
K‡i †`Lyb, †mLv‡b †Kv‡bv †¯úm Av‡Q wKbv, hw` _v‡K, Zvn‡j Zv
AcmiY Kiæb 

wdWe¨vK : mahmood_sw@yahoo.com
KR
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wPÎ-3 : dvskb Av¸©‡g›U


