
gvB‡µvmdU Awdm G‡·j 2010
†¯úªWwkU †cÖvMÖvg : †¯úªWwkU kãwU `ywU

kã Spread Ges Sheet-Gi mgš^‡q MwVZ|
Spread A_© Qov‡bv Ges Sheet A_© cvZv|
A_©vr Spread Sheet A_© Qov‡bv cvZv|
†¯úªWwkU †cÖvMÖv‡g wewfbœ Z_¨ msi¶Y Kiv
hvq Ges mnR-mij wnmve-wbKv‡ki KvR
†_‡K ïiæ K‡i †ek RwUj wnmve-wbKv‡ki
KvR Kiv hvq| KZ¸‡jv cÖPwjZ RbwcÖq
†¯úªWwkU †cÖvMÖvg n‡jvÑ

01. gvB‡µvmdU G‡·j (Microsoft
Excel), 02. †jvUvm 1-2-3 (Lotus 1-2-3),
03. †Kvqv‡Uªv †cÖv (Quatro Pro), 04.
wfwmK¨vé (Visicale), 05. mycviK¨vé
(Supercale) I 06. gvwëcø¨vb (Multiplan)|

gvB‡µvmdU G‡·j 2010 : gvB‡µvmdU
G‡·j 2010 GKwU RbwcÖq †¯úªWwkU
†cÖvMÖvg| GB †cÖvMÖv‡g GKvwaK wkU _v‡K|
cÖwZwU wk‡U A †_‡K XFD ch©šÍ 16384wU
Kjvg (Column) Ges 1048576wU mvwi
(Row) Av‡Q| cÖwZwU wk‡U Giƒc Kjvg I
mvwii mgš^‡q AmsL¨ N‡ii m„wó nq| Giƒc
cÖwZwU Ni‡K †mj (Cell) e‡j| Avgiv GLv‡b
gvB‡µvmdU Awdm G‡·j 2010 wb‡q
Av‡jvPbv Kie|

gvB‡µvmdU Awdm G‡·j 2010-Gi
IqvK©eyK cwiwPwZ : gvB‡µvmdU Awdm
G‡·j 2010 †cÖvMÖvg Pvjy Ki‡j c`©vq †h
DB‡Ûv Av‡m, Zvi bvg IqvK©eyK
(Workbook)| GB IqvK©ey‡Ki wewfbœ Ask
Av‡Q| wb‡P IqvK©ey‡Ki wewfbœ Ask Av‡jvPbv
Kiv n‡jvÑ

WKz‡g›U DB‡Ûv : †¯úªWwkU †cÖvMÖvg Pvjy
Ki‡j c`©vq mvwi Ges Kjv‡g web¨¯Í AmsL¨
Niwewkó wnmv‡ei QK Av‡m| G¸‡jvB
IqvK©wkU| c`©vq AmsL¨ AvqZvKvi Niwewkó

AskwUB n‡”Q IqvK©wk‡Ui WKz‡g›U DB‡Ûv|

UvB‡Uj evi : gvB‡µvmdU G‡·j 2010
†cÖvMÖv‡gi G‡Kev‡i Dc‡i †h eviwU _v‡K,
Zv‡K UvB‡Uj evi e‡j| UvB‡Uj ev‡i
IqvK©ey‡Ki wk‡ivbvg †jLv _v‡K|

Awdm evUb : G‡·j DB‡Ûvi
Dc‡ii evg w`‡Ki †Kvbvq †h
evUbwU †`Lv hvq, †mwU n‡jv Awdm
evUb|

÷¨vUvm evi : IqvK©wk‡Ui wb‡Pi w`‡K
÷¨vUvm evi †`Lv hvq| wewfbœ Kv‡Ri mgq
Zvr¶wYK Ae¯’v G ev‡i †`Lv hvq| 

wkU U¨ve : GKwU IqvK©ey‡K hZ¸‡jv
IqvK©wkU _v‡K wkU U¨v‡e †m¸‡jv †`Lv hvq|
wewfbœ wk‡Ui g‡a¨ Avmv-hvIqv Kivi Rb¨
wkU U¨ve e¨envi Kiv nq| 

†mj : Kjvg I mvwii
wgwjZ ¯’vb‡K GK GKwU
†mj e‡j| 16384wU
Kjvg I 1048576wU
mvwi ¸Y Ki‡j †h djvdj cvIqv hv‡e Zvi
msL¨v n‡e †mj|

Kjvg : Kjvg
n‡”Q Dci †_‡K
wb‡Pi w`‡K Avmv
N‡ii mgwó| cÖ‡Z¨KwU Kjvg‡K GKwU K‡i
Bs‡iwR eY© w`‡q wPwýZ Kiv _v‡K| †hgbÑ
A, B, C, D, ..., XFD ch©šÍ 16384wU Kjvg
Av‡Q| wP‡Î D bs Kjvg wPwýZ K‡i †`Lv‡bv
n‡jv|

mvwi : mvwi n‡”Q
evg w`K †_‡K Wvb
w`‡K P‡j hvIqv
N‡ii mgwó| cÖ‡Z¨KwU mvwi‡K Bs‡iwR 1, 2,
3, 4 BZ¨vw` w`‡q wPwýZ Kiv _v‡K| †gvU
mvwii msL¨v 1048576wU| wP‡Î 4 bs mvwi
wPwýZ K‡i †`Lv‡bv n‡jv|

N‡ii Ae¯’vb ev †m‡ji A¨v‡Wªm : Kjvg
I mvwii ms‡hvM ¯’v‡b Aew¯’Z NiwU‡K IB
N‡ii Ae¯’vb wn‡m‡e D‡jøL Kiv nq| †hgbÑ
A Kjv‡gi 5 b¤^i mvwii
ms‡hvM ¯’v‡b Aew¯’Z
NiwU n‡”Q A5, †Zgwb B
Kjv‡gi 15 b¤^i mvwii
ms‡hvM ¯’v‡b Aew¯’Z NiwU n‡”Q B15| 

mwµq Ni : †Kv‡bv N‡i gvDm c‡q›Uvi
wb‡q wK¬K Ki‡j IB NiwU mwµq Ni nq|
wP‡Î B2 mwµq Ni †`Lv‡bv n‡jv|

gvDm c‡q›Uvi : � GB wP‡ýi bvg Mouse
Pointer| gvDm bvov‡j GUv bovPov K‡i|
GUv‡K Move K‡i †hLv‡b wb‡q wK¬K Kiv
n‡e, †mLv‡bB gvDm c‡q›U †`Lv hv‡e| wP‡Î
A1 †m‡j gvDm c‡q›Uvi †`Lv‡bv n‡jv|

dg©yjv evi : IqvK©wk‡Ui Dc‡i fx †jLv
Ae¯’vb‡K dgy©jv evi e‡j| †m‡ji g‡a¨ †h
†jLv nq †mB †jLv dgy©jv ev‡i cÖ`wk©Z nq| 

gvB‡µvmdU G‡·j 2010-G KvR
ïiæ Kiv

01. Tab-Gi gva¨‡g : mvaviYfv‡e
wK‡ev‡W©i U¨ve Kx-†Z GKevi Pvc w`‡j Cell
Point GK Ni Wv‡b hv‡e| Avevi Shift †P‡c
a‡i Tab Pvc w`‡j GK Ni ev‡g Avm‡e| 

02. Enter-Gi gva¨‡g : mvaviYfv‡e
wK‡ev‡W©i Enter Kx-†Z GKevi Pvc w`‡j
Cell Point GK Ni wb‡P bvg‡e| Avevi Shift
†P‡c a‡i Enter-G Pvc w`‡j GK Ni Dc‡i
DV‡e|

03. Arrow Key-Gi gva¨‡g : wK‡ev‡W©
PviwU Arrow Key   Av‡Q| evg, Wvb,
Dci I wbP| G¸‡jv‡Z Pvc w`‡q Cell Point-
Gi Ae¯’vb cwieZ©b Kiv hvq| 

04. Mouse Pointer-Gi gva¨‡g :
Mouse Pointer †hLv‡b wb‡q wK¬K Kiv n‡e
Cell Point †mLv‡b hv‡e|

05. Page Down-G Pvc w`‡j Cell Point
GK w¯Œb cwigvY wb‡P hv‡e| Page Up-G Pvc
w`‡j GK w¯Œb cwigvY Dc‡i DV‡e| Home-
G Pvc w`‡j cÖ_g Cell-G Avm‡e| 

wkÿv_©xi cvZv
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gva¨wgK †kÖYxi wkÿv_©x‡`i
AvBwmwU wel‡qi gvB‡µvmdU
Awdm G‡·j 2010-Gi
e¨envwiK wb‡q Av‡jvPbv

cÖKvk Kzgvi `vm
wefvMxq cÖavb, Z_¨ I †hvMv‡hvM cÖhyw³ wefvM
†gvnv¤§`cyi wcÖcv‡iUwi ¯‹zj A¨vÛ K‡jR, XvKv



wkÿv_©xi cvZv
dgy©jv : wewfbœ N‡ii wewfbœ msL¨vi mv‡_

†hvM, we‡qvM, ¸Y, fvM, kZKiv wnmve
BZ¨vw` m¤ú‡K©i wfwË‡Z djvdj cvIqvi
Rb¨ †h c×wZ e¨envi Kiv nq, Zv‡K dgy©jv
ejv nq| dgy©jv ïiæi Av‡M mgvb (=) wPý
w`‡q KvR ïiæ Ki‡Z nq| 

G Qvov wewfbœ Ni D‡jøL ev wewfbœ N‡ii
g‡a¨ m¤úK© ¯’vc‡bi Rb¨ †Kvjb (:) Ges
Kgv (,) e¨envi Kiv nq| †hgbÑ A1 Ni
†_‡K A5 Ni ch©šÍ †hvM Kivi Rb¨ UvBc Kiv
nq = SUM (A1:A5)| 

mvaviY wKQy dgy©jv e¨envi K‡i
wnmv‡ei KvR 

cÖ_‡g Avgiv
†hv‡Mi KvR Kie :
†hv‡Mi KvR wZbfv‡e
Kiv hvq|

cÖwZwU †mj‡K
Avjv`vfv‡e D‡jøL K‡i †hvM wPý w`‡qÑ01.
†h †m‡j †hvM Ki‡Z n‡e, †mLv‡b Mouse
Pointer ivL‡Z n‡e| Gici = wPý w`‡q
UvBc Ki‡Z n‡e| 02. Gici cÖ_g †mj b¤^i
UvBc Ki‡Z n‡e, Gici + wPý UvBc Ki‡Z
n‡e| µgvš^‡q G‡Ki ci GK †mj¸‡jv‡K
Gfv‡e UvBc Ki‡Z n‡e| =
A1+A2+A3+A4+A5 ¿| 03. m e ‡ k l

djvdj cvIqvi Rb¨ Enter evU‡b Pvc w`‡Z
n‡e|
we‡qvMdj wbY©q
01. †h †m‡j we‡qvM

Ki‡Z n‡e,
†mLv‡b Mouse
Pointer ivL‡Z
n‡e| Gici = wPý w`‡q UvBc Ki‡Z
n‡e| 

02. Zvici cÖ_g †mj b¤^i UvBc Ki‡Z
n‡e, Gici - wPý UvBc Ki‡Z n‡e|
Gici wØZxq †mj UvBc Ki‡Z n‡e| =
A1-A2 ¿|

03. me‡kl djvdj cvIqvi Rb¨ Enter
evU‡b Pvc‡Z n‡e| 

¸Ydj wbY©q 
01. †h †m‡j ¸Y

Ki‡Z n‡e †mLv‡b
Mouse Pointer
ivL‡Z n‡e|
Gici = wPý w`‡q UvBc Ki‡Z n‡e| 

02. Zvici cÖ_g †mj b¤^i UvBc Ki‡Z
n‡e, Gici * (ZviKv wPý) UvBc
Ki‡Z n‡e| Gici wØZxq †mj UvBc
Ki‡Z n‡e| = A1*A2 ¿|

03. me‡kl djvdj cvIqvi Rb¨ Enter
evU‡b Pvc‡Z n‡e| 

fvMdj wbY©q 
01. †h †m‡j fvM

Ki‡Z n‡e,
†mLv‡b Mouse
Pointer ivL‡Z n‡e| Gici = wPý
w`‡q UvBc Ki‡Z n‡e| 

02. Zvici cÖ_g †mj b¤^i UvBc Ki‡Z
n‡e| Gici / UvBc Ki‡Z n‡e| Gici
wØZxq †mj UvBc Ki‡Z n‡e| = A1/A2
¿|

03. me‡kl djvdj cvIqvi Rb¨ Enter
evU‡b Pvc‡Z n‡e|
kZKiv wnmve †ei Kiv : mvaviYfv‡e

†h‡Kv‡bv GKwU
k‡Z© kZKiv
wnmve Kiv|
01. cÖ_‡g = wPý

UvBc Ki‡Z
n‡e Ges Cell Reference UvBc Ki‡Z
n‡e|

02. Gici x (¸Y) wPý UvBc Ki‡Z n‡e|
03. Gici cÖ‡qvRbxq msL¨vmn % (kZKiv)

wPý UvBc Ki‡Z n‡e|
04. me‡k‡l ¿ G Pvc w`‡Z n‡e| †hgb =

B2*40% 
wdWe¨vK : prokashkumar08@yahoo.com

KR

54 KgwcDUvi RMr AvM÷ 2017


