
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



;g ^^O;kikj esa dEI;wVj dk vuqiz;ksx^^ ikB~;Øe ij ikapoka vkSj vafre [kaM gSA ;g 
[kaM f'k{kkfFkZ;ksa dks daI;wVj esa miyC/k fofHkUu lw=ksa] dk;ksaZ vkSj mUur fodYiksa vkSj 
O;olk; esa muds vuqç;ksxksa ls ifjfpr djsxkA ^^LçsM'khV vkSj O;kolkf;d 
vuqç;ksx^^ fo"k; ij [kaM esa ik¡p bdkb;k¡ 'kkfey gSa] ftudk fooj.k uhps fn;k 
x;k gS% 

 bl [akM dh igyh bdkbZ fo'ks"k :i ls LçsM'khV vo/kkj.kkvksa ij 
dsafær gS tSls dk;Zi=d cukuk] gSaMfyax vkSj laiknu MsVk] lewghdj.k dk;Zi=d 
bR;kfnA bl fo'ks"k bdkbZ dk mís'; bl ckr ij tksj nsrk gS fd dSls [kkrs] djksa 
vkSj fcØh ;k ctV] bysDVª‚fud LçsM'khV ,slh vko';drk dks laHkkyus ds fy, 
,d egRoiw.kZ midj.k ds :i esa mi;ksx gks jgs gSaA lkFk gh] ;g bdkbZ lh[kus 
okyksa dks ,Dlsy LØhu ysvkmV vkSj ,Dlsy esuw 

ls ifjfpr djkrh gSA 

 ;g bdkbZ ekbØksl‚¶V ,Dlsy esa miyC/k fofHkUu QkeqZyksa vkSj dk;ksaZ 
tSls rkfdZd dk;ksaZ] foÙkh; dk;ksaZ] lkaf[;dh; dk;ksaZ] xf.krh; dk;ksaZ] ikB dk;ksaZ] 
fnukad vkSj le; dk;ksaZ vkfn dks ykxw djus esa enn djrh gSA gekjs MsVk dks 
LVksj djus] j[kj[kko] çca/ku] gsjQsj djus vkSj O;ofLFkr djus ds fy, mi;ksx 
fd, tkus okys ,e-,l- ,Dlsy dh cqfu;knh dk;Z{kerk ij ppkZ dh tkrh gS] 
ftldk mi;ksx foÙk vkSj okf.kT; esa leL;kvksa dks gy djus ds fy, dq'kyrk ls 
fd;k tk ldrk gSA 

 ;g bdkbZ ,Dlsy vkSj blds xzkfQdy çfrfuf/kRo dk mi;ksx djds 
pkVZ ih<+h ds fy, cqfu;knh lqfo/kkvksa dks le>us esa enn djrh gSA pkVZ vkSj 
blds fofHkUu çdkj tSls LraHk] ikbZ] {ks=] LV‚d vkfn dks muds vuqç;ksxksa ds lkFk 
Li"V rjhds ls le>k;k x;k gSA ;g bdkbZ ;g Hkh crkrh gS fd MsVk dks dSls 
rS;kj fd;k tk, vkSj bls dSls pkVZ esa LFkkukarfjr fd;k tk,A ;g f'k{kkfFkZ;ksa dks 
fioV lkj.kh dks rS;kj djus ds lkFk&lkFk lkj.khc) vkSj pkfVaZx esa 
Hkh enn djsxkA 

 MsVk ds fo'ys"k.k] fQYVfjax vkSj N¡VkbZ esa bl bdkbZ dh mi;ksfxrk gSA 
;g mi;ksxdrkZvksa dks dk;Zi=dksa esa MsVk dks ykxw djus esa enn djrk gS vkSj var 
esa lw= yqdvi rkfydkvksa ds lkFk x.kuk djrk gSA fu.kZ; ysus ds fy, o.kZukRed 
vkadM+ksa] lglaca/k vkSj çfrxeu dk mi;ksx djds MsVk dk fo'ys"k.k Hkh bl fo'ks"k 
bdkbZ esa le>k;k tk,xkA 

 ;g bdkbZ yxHkx lHkh cqfu;knh çdkj dh m|ksx Lrj dh fjiksfVaZx 
vkSj fo'ys"k.k i=d vkSj okLrfod le; dh nqfu;k esa muds dk;kZUo;u ds ckjs esa 
crkrh gS] ftls ,e-,l- ,Dlsy dh enn ls rS;kj fd;k tk ldrk gS] tSls fd 
_.k fooj.k] iV~Vk fooj.k] yht fooj.k] ifj;kstuk izca/ku vkfnA -bl bdkbZ esa 
vuqikr vkSj fofHkUu vU; foÙkh; fooj.kksa ds ek/;e ls MsVk ds fo'ys"k.k dh Hkh 
O;k[;k dh xbZ gSA 
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16-0 mís'; 

16-1 izLrkouk 

16-2  ,e +,l +,Dlsy dk izkjaHk 

16-3  ,Dlsy LØhu ysvkmV (Layout) 

16-4  ,Dlsy esU;w 

16-5  odZ'khV cukuk 

16-5-1  MsVk gSaMfyax vkSj laiknu 

16-5-2  QkWesZfVax 

16-5-3  lsy desaV 

16-5-4  ukedj.k lsy vkSj jsat 

16-5-5  lacks/ku vkSj mlds izdkj 

16-6  pkVZ vkSj xzkQ ¼js[kkadu½ dk vk;kstu 

16-7  ,dkf/kd odZ'khV okyh ifj;kstuk 

16-7-1  odZ'khV dk ukedj.k 

16-7-2  ubZ odZ'khV yxkuk 

16-7-3  odZ'khV gVkuk ¼fMyhV djuk½ 

16-7-4  odZ'khV lewghd̀r djuk 

16-7-5  odZ'khV dks vuxzqfiax ¼vlewghd`r½ djuk 

16-7-6  odZcqd esa dk;Zi=dksa dk iqu% fu/kkZj.k 

16-7-7 Nqikus okyh odZ'khV (Hiding Worksheets)  

16-7-8 fyafdax odZ~l'khV 

16-7-9  odZcqd dh lqj{kk djuk 

16-7-10 odZcqd dh lgstuk djuk 

16-8  eqnz.k dk;Zi=d ¼odZ'khV fizaV djuk½ 

16-9  ,Dlsy gSYi dk mi;ksx dSls djsa 

16-10 lkjka”k 
16-11 “kCnkoyh 
16-12 Loij[k iz”u 
 

 

bl bdkbZ dk v/;;u djus ds ckn vki bl ;ksX; gks ldsaxs fd % 
  ,Dlsy dh cqfu;knh fo'ks"krkvksa dks le> ldsa( 
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  odZ'khV cukus vkSj MsVk dh x.kuk djus dk rjhdk le> ldsa( 

  ,Dlsy ds LØhu fMLIys dks le> ldsa( 

  ,Dlsy esU;w esa miyC/k fofHkUu vkbdu dk o.kZu dj ldsa( 

  ,Dlsy esa odZ'khV cuk ldsa( 

pkVZ vkSj xzkQ dks O;ofLFkr dj ldsa( vkSj 

  odZ'khV dks dSls eqnz.k djsa] ;g le> ldsaA 

?kjksa esa] ge vius Lo;a ds ctV vkSj fuos'k dks VªSd djrs gSa] vkSj nQrj esa ges 
la[;kRed dk;Z djus gksrs gSa] tks fd ys[kks ¼accounts)] djksa] fcØh vkSj ctV ls 
lacaf/kr gksrs gSaA O;kikj esa  fo'ys"k.k vkSj vuqeku ds fy, xzkQ vkSj js[kkadu 
t:jh gSA vkxs okf.kT; ds Nk= tks fd Lukrd dh fMxzh bafnjk xka/kh jk’Vªh; eqDr 
fo”ofo|ky; ds izca/k v/;;u fo|kihB ls dj jgs gS mUgs cM+h  la[;kvksa] lw=ksa 
rFkk x.kukvksa dk lkeuk djuk iM+rk gSa vkSj orZeku ifjis{k esa yxHkx ge LkHkh 
dks rkfydk] MkVk vkSj x.kukvksa dk lkeuk djuk iM+rk gSA bu lHkh la[;k 
vk/kkfjr dk;ksZa esa lgk;rk djus ds fy, dbZ odZ”khV lkW¶Vos;j iSdst miYkC/k gSA 
bysDVª‚fud LçsM'khV ,slh vkOk”;drk dks laHkkyus ds fy, lcls vke midj.k gSA 
LçsM'khV MsVk dks iafDr;ksa vkSj dkWye esa lewfgr djds O;ofLFkr fo”ys’k.k vkSj 
gsjQsj djus ds fy, iz;ksx fd;s tkrs gSA ysfdu ;g la[;kRed MkVk ds fy, 
lacaf/kr dk;Z{kerkvksa dks iznku djrk gSA ;gka dkQh la[;k esa bysDVª‚fud LçsM'khV 
dk;ZØe tSls ekbØksl‚¶V ,Dlsy] vksisu vkWfQl dkYd vkSj xwxy LçsM'khV 
miyC/k gSA mi;ksfxrk vkSj loZO;kih O;kid mi;ksx ds dkj.k ge ,e + ,l + 
,Dlsy dks vius v/;;u esa “kkfey djsaxsA ;g ekbØksl‚¶V vkWfQl ds lkFk vkrk 
gS tksfd ,d vkWfQl vkWVkses”ksu Vwy ¼lk/ku½ gSA ekbØksl‚¶V ,Dlsy “kfDry”kkyh 
LçsM'khV  esa ls ,d gSA ftldk mi;ksx fofHkUu yksx vius fnu izfrfnu dh 
ukSdfj;ksa esa djrs gSA bl Hkkx ¼bdkbZ½ esa ge ekbØksl‚¶V ,Dlsy dh cqfu;knh 
dk;Z{kerkvks] ekbØksl‚¶V vkWfQl iSdst dh ,Iyhds”ku lk¶Vos;j] O;olkf;d 
mn~ns”; ds fy, mi;ksx fd;s tkus okys O;olk; MkVk dks vklkuh ls vkSj 
O;ofLFkr :Ik ls pykus ds fy, vkSj j[kj[kko] izca/ku] gsjQsj vkSj O;ofLFkr djus 
ds fy, mi;ksx fd;k tkrk gSA 

,e + ,l + ,Dlsy dks jkstejkZ ds dk;ksaZ tSls fd ctV cukuk] irs dh lwph cukuk]  
D;k dk;Z djuk gSA mudh lwph cukus dk Vªsd j[kus ds fy, fMtkbu fd;k x;k 
gSA ,Dlsy ekbØksl‚¶V v‚fQl dk Hkkx gS] vkSj ;g vkids daI;wVj ij igys ls 
mifLFkr gksrk gS ¼izhs yksM~M½ vkrk gSA vki ,e +,l + ,Dlsy dks fuEufyf[kr nks 
rjhdksa ls 'kq: dj ldrs gSa% 



LVkZV fdYd djsa      vkWy iz
vkWfQl      ekbØkslkW¶V vkWf

  ,e +,l + ,Dlsy fpUg ij nks ckj
 

tc ,Dlsy [kqyrk gS] rks u;k MkWD;wes
gS½ ftldk fd fMQkWYV uke fdrkc 
fy, la[;k ,d ls c<+ tkrh gS] mgn
j[ksa fd vki ,d le; esa ,d ls vf
dk;ZiqfLrdk dh la[;k c<+k ;k ?kVk l
lh[ksxsaA vki viuh gkMZ Mªkbo (Ha
odZcqd ij fDyd djds Hkh ,Dlsy “
[kqy tk;sxk vkSj odZcqd ,Dlsy foaMks 

tc vki esU;w ;k MsLdV‚i vkbdu ls
fn[kkbZ nsxh 

 

izksxzke ¼lHkh dk;ZØe½         ekbØkslkW¶V 
fQl ,Dlsy 

j fDyd djsasa 

esaV “kq: gksrk gS] ¼,Dlsy esa ,d odZcqd gksrh 
(Book) gSA izR;sd vfrfjDr dk;ZiqfLrdk ds 

nkgj.kr%  cqd 1] cqd 2] bR;kfnA d`I;k /;ku 
f/kd dk;ZiqfLrdk [kksy ldrs gSaA vki fdlh 
ldrs gSA ge bls dSls djrs gSA ge ckn esa 
ard Drive) ij lgsth lso lqjf{kr dh xbZ 
“kq: dj ldrs gSA ,Dlsy Lopkfyr :Ik ls 
esa iznf”kZr gksxkA 

ls ,Dlsy [kksyrs gSa] rks LØhu fp= 16-2 tSlh 
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vkb, ge  izeq[k ?kVdksa ds lkFk [kqn dks ifjfpr djsa] tks fd fp= la[;k 16-2 esa a 
Åij fn[kk, x, ,Dlsy LØhu ysvkmV esa mYys[k fd;k x;k gSA  

;g ,Dlsy foaMks ds Åijh&ck,¡ dksus esa cVu gSA tc vki cVu ij fDyd djrs 
gSa] rks ;g ,d esU;ww çnf'kZr djrk gS] ftldk mi;ksx ubZ odZcqd ¼dk;ZiqfLrdk½ 
cukus ds fy, fd;k tk ldrk gS] ,d miyC/k odZcqd ¼dk;ZiqfLrdk½ [kksysa] mls 
lqjf{kr ¼lso½ djsa dbZ vU; dk;ksZ dk fçaV vkSj fu’ifnr ¼ijQkeZ½ djsaA  

;g Åij EkkbØkslkW¶V vkWfQl cVu ds cxy esa ekStwn gksrk gSA ;g vkidks mu 
vkns'kksa rd igqapkrk gSa] ftudk vki vDlj mi;ksx djrs gSaA pqd ¼fMQkWYV½ :Ik 
ls fuEufyf[kr fDod ,Dlsl Vwyckj ij fn[kkbZ nsrk gSa% 

  Save)  viuh Qkby dks lqjf{kr j[kus ds fy, ¼vki dhcksMZ 
cVu ij Ctrl+S) Hkh nck ldrs gSaA 

  UNDO)  vkids }kjk fiNyh ckj yh xbZ dkjZokbZ 
(Ctrl+Z).dks jksycSd djus ds fy,A 

  REDO): og dk;Z ¼fØ;k½ dks vki okil ykrs gS ;k 
fdlh ;k fdlh fØ;k dks nksgjkus ds fy, iqu% ykxw djsa ¼Ctrl + Y½A 

;g Åij fDod ,Dlsl Vwyckj ds cxy esa gksrk gSA ;g ml odZcqd ¼dk;ZiqfLrdk½ 
dk 'kh"kZd çnf'kZr djrk gS ftl ij vki orZeku esa dke dj jgs gSaA fMQ‚YV :i 
ls] igyh ubZ odZcqd ¼dk;ZiqfLrdk½ ds fy, vki la[;k dks ,d ls c<krs gSA vki 
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fdlh Hkh dkuwuh Qkby uke ls fnu dh odZcqd ¼dk;ZiqfLrdk½ dks lqjf{kr dj 
ldrs gSA 

blls igys fd vki viuh LçSM'khV ij dke djuk 'kq: djsa] vki viuk ,Dlsy 
okrkoj.k lsV djuk pkgrs gSa vkSj dqN çeq[k dk;ksaZ ls ifjfpr gks ldrs gSa tSls 
fd vf/kdre vkSj U;wure dSls djsa] fDod ,Dlsl Vwyckj dks d‚fUQxj 
(Configure) djsa] lw= iV~Vh ¼QkewZyk ckj½ dks çnf'kZr / fNik,a] ist dk n`”; 
cnysa vkfnA 

  esu esU;w  ds nfgus vksj dgha ij fDyd djsa 

  tks esU;w fn[kkbZ ns jgk gS mles fjcu dks U;wure djsa A ;g fjcu dks vkWu 
¼[kksysa½ vksj vkWQ ¼can½ djus ds fy, VkSxy djsxkA 

 

fjcu fd cxy esa fLFkr psd ekdZ ;g crkrk gS fd Qhpj LkØh; gSA ;fn vki 
fjcu dk mi;ksx ugha djuk ialn djrs gSA ysfdu] fofHkUu esU;w vkSj dhcksMZ 
“kkWVdVZ (Keyboard Shortcut) dk mi;ksx djrs gS] rks vki bl fodYi dk 
mi;ksx dj ldrs gSA 

bl eSU;w esa Åij ds ctk; fjcu ds uhps ,Dlsl Vwyckj fn[kkus dk fodYi Hkh gSA 
vki bl eSU;w esa miyC/k fodYi dk mi;ksx djds fDod ,Dlssl Vwyckj dks Hkh 
vuqdwfyr ¼dLVekbt½ dj ldrs gSA bl fodYi dks pqurs gh ,d foaMks dks 
çnf'kZr gksrh gS tSlk fd fp= 16-4 esa fn[kk;k x;k gS 

commands) 

  fDod ,Dlsl Vwyckj ds nkbZa vksj rhj ¼,jks½ ij fDYkd djsa rFkk fDod ,Dlsl 
Vwyckj dks vuqdwfyr ¼dLVekbt½ djsaA 

  Mª‚i Mkmu eSU;w esa og dekaM pqusa ftls vki tksM+uk pkgrs gSaA fDod ,Dlsl 
Vwyckj esa vkns”k  ¼dekaM½ fn[kkbZ ns tk;sxhA 
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vki fp= la[;k 16-4 esa fn[kk;s vuqlkj LØhu [kksyus ds fy, vf/kd dekaM Hkh 
cuk ldrs gSA  ;gka vki Vwyckj esa ,d ls ,d dekaM tksM+ ldrs gSa ;k fof'k"V 
lqfo/kkvksa dks vklkuh ls lqyHk cukus ds fy, Vwyckj ls vkns”k ¼dekaM½ gVk ldrs 
gSA  

  fjcu ds O;w VSc (View Tab) ij fDyd ¼nck,½ djsaA 

  fn[kkus@fNikus xzqi psd@ QkewZyk ckj dks fn[kkus@fNikus ds fy,  QkewZyk 
ckj f[kykQ vupsd djsaA 

,sDlsiSaM ¼foLrkj½ (Expend)@iru¼dksysIl½ QkeZwyk ckj cVu QkewZyk ckj ds nk;sa 
vkSj ij ekStwn gSaA 

 

Q‚ewZyk ckjj dks ,sDlsiM ¼foLr`r½ ;k laf{kIr djus ds fy, cVu ij fDyd djsaA 

  LVsVl ckj ds nfguh vksj dgha ij fDyd djsaA 

  fn[kkbZ nsus okys esU;w ls] mu fodYiksa dks pqus ftUgsa vki LVsVl ckj ij 
ns[kuk pkgrs gSaA ;fn fodYi dk p;u fd;k tkrk gS] rks psd ekdZ mlds 
lkeus vkrk gSA lqfuf'pr djsa fd 'k‚VZdV vkSj twe LykbMj fodYi pqus x, 
gSaA 
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  uhps] nk;h vksj fLFkr twe ckj dk irk yxk,¡A 

  LykbMj dks ck;h vkSj fDyd djsa vkSj bls twe vkmV ¼twe ls ckgj fudkyus 
ds fy,½ djus ds fy, ckbZa vksj [khapsa vkSj twe bu djus ds fy, nkbZa vksjA 

 

vki vius twe dks lsV djus ds fy, fjcu ds O;w VSc esa twe xzqi dk Hkh mi;ksx 
dj ldrs gSaA 

  uhps dh vksj nk;h rjQ ist n`”; ¼O;w½ fodYi [kkstsaA bldks pquus ds fy, 
,d fodYi ij fDyd djsaA fofHkUu ist O;w;w fodYi gSa% 

   ;g fMQ‚YV ¼pwd½ n`”;  gSA 

   ;g O;w (View) ¼n`”;½ NikbZ dh ǹf’V ls cgqr lgk;d gSA  
tc vki bl O;w dks pqurss gSa] rks vki gsMj Cy‚d dks ns[k ldrs gS]  odZ'khV 
ds pkjksa vksj lHkh ekftZu] Å/kZ~ok/kj vkSj {kSfrt :ylZ vkSj dkWye vkSj iafDr 
Åij Hkh vyx&vyx fn[kkbZ nsrs gSaA ;g n`”; fn[krk gS fd tc vki bls 
fçaV djrs gSa rks dk;ZiqfLrdk ¼odZcqd½ okLro esa dSlh gksxhA 

 ;g O;w ¼n`”;½ ;g fu/kkZfjr djus ds fy, mi;ksxh gS fd 
ist rc gh vyx gksxk tc vki ,d ,Dlsy “khV dks fizaV djus dh dksf”k”k 
djrs gSa tks dbZ istksa rd QSyh gqbZ gSA   

 

 

vki fjcu ij O;w VSc esa odZcqd n”̀; lewg dk mi;ksx djds ist n`”; Hkh lsV 
dj ldrs gSaA 

,Dlsy fodYi esU;w vkidks viuh ojh;rkvksa ds vuqlkj ,Dlsy dks vuqdwfyr 
djus dh vuqefr nsrk gSA 
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  EkkbØkslkW¶V vkWfQl cVu ij fDyd djsa 

  *,Dlsy fodYi* cVu ij fDyd djsa tks fd esU;w esa uhps dh vksj gSA 

 

tc vki  cVu ij fDyd djrs gSa] rks ,d cM+k ¼O;kid½ esU;w [kqy 
tk;sxkA ,Dlsy fodYi esU;w dk mi;ksx djds] vki feuh Vwyckj] ds lkFk vius 
dk;Z okrkoj.k dks futhd̀r dj ldrs gSA ltho iwokZoyksdu] jax lek;kstu] 
Øec) vkSj vuqØe] vkWVks lq/kkj lsfVax] ubZ odZcqd] x.kuk vkSj vU; lkekU; 
lsfVax ds fy, fMQ‚YV fodYi la'kksf/kr djsaA 

tc vki esU;w;w ;k MsLdV‚i vkbdu ls ,Dlsy [kksyrs gSa] rks LØhu fp= 16-9 tSlh 
fn[ksxhA    
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VkbVy ckj ds Bhd uhps esU;w;w M‚D;wesaV Åijh Hkkj ij ;g iSuy gS] blds 
lkFk 'kq: djus ds fy, fuEufyf[kr lkr VSc gSa%  

i)  blesa LçsM'khV cukus] laikfnr djus ds fy, cqfu;knh vkns”k gSA  

ii)   blesa Vscy] fp=] vkdkj] vU; fp=] fyad] pkVZ] gsMj] QqVj] 
vkfn lfEefyr djus ds fy, dekaM gksrs gSaA  

iii)   ;gka dekaM LçsM'khV ds ysvkmV dks lsV djus esa enn djrs 
gSa] ,d fo’k; dks ykxw djus ds fy, lexz Lo:i lsV djsa  ekftZu] 
vksfj,aVs'ku] vkdkj] i`"BHkwfe] vkfn lsV djrk gSaA 

iv)   blesa ,sls dekaM~l  gSa] tks vkidks fofHkUu QkeZwykykkkkkkkkk vkSj dk;ksaZ 
dk mi;ksx djus esa enn djrs gSaA  

v)    ckgjh Lkzksrks ls MsVk vk;kr djus ¼ysus½] Dosjh djus] MsVk ns[kus] MsVk 
fQYVj djus ;k MsVk çcaf/kr djus dh dekaM nsrk gSA  

vi)  desaV dks tksM+us] ist dks lqjf{kr djus] odZcqd dh j{kk djus] odZcqd 
lk>k djus vkfn ds dekaM nsrk gSA 

vii)  odZ'khV {ks= ¼,fj;k½ ds izn”kZu dks cnyus esa enn djrk gSA  

ge ftl lanHkZ esa dke dj jgs gSa] mlds vk/kkj ij bu ewy VSc ds vykok 
vfrfjDr VSc le; ij fn[kkbZ nsrs gSA bu VSc dks izklafxd VSc dgk tkrk gSA 
mnkgj.k ds fy,] vxj vki dksbZ pkVZ pqurs gS] rks ,d pkVZ Vwy çklafxd VSc 
fn[kkbZ nsrk gSA ftles pkVZ dk fMtkbu djus vkSj çk:fir djus esa vkidh 
lgk;rk djus ds fy, dekaM gSaA ;s çklafxd VSc mUgsa vklkuh ls fn[kus ds fy, 
vyx  jax esa fn[kkbZ nsrs gSaA 
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çR;sd VSc ij dekaM dks lewgksa esa O;ofLFkr fd;k tkrk gSA blfy,] ,d lewg 
rkfdZd :i ls lacaf/kr dekaM cVu dk ,d laxzg gS ftldk mi;ksx vki odZ'khV 
dk çca/ku djus ds fy, dj ldrs gSaA vkerkSj ij mi;ksx dh tkus okyh 
fo'ks"krk,¡ fjcu ij çnf'kZr gksrh gSa vkSj çR;sd lewg ds fupys&nk,a dksus esa 
Mk;y‚x c‚Dl y‚Upj ds ek/;e ls vfrfjDr fodYiksa rd igq¡pk tk ldrk gSA 

Q‚ewZyk ckjj dks rhu Hkkxksa esa ckaVk fd;k x;k gS% 

i)   ;g Q‚ewZyk ckj ds ckbZa vksj fLFkr gksrk gS] ;g orZeku lsy ¼d{k½ 
dk irk çnf'kZr djrk gS 

ii)  Q‚ewZyk ckj  ds chp ds Hkkx ds ckbZb vksj baMsaV ldZy ds 
lkFk use c‚Dl ds vkdkj dks c<+kus ;k ?kVkus ds fy,½ vksj QaD'ku fotkMZ 
¼yscy ,Q,Dl½ ds nkbZ vksjA tc vki lsy esa MsVk Mkyus yxrs gSa]  dSaly 
djsa (  vkSj ,aVj ( ) cVu Hkh vkrs gSaA 

iii)  Q‚ewZyk ckjj ds nkbZa vksj lsy ,UVªht fn[kkbZ nsrh gSA  

odZ'khV {ks= ¼,fj;k½ lHkh lsyks dks fn[kkrk gSA ;g mu lsyks esa gS tks vki ntZ] 
Hkjrs izk:fir rFkk laikfnr djrs gSA  

LVsVl ckj ,Dlsy foaMks ds cgqr uhps dh vksj fn[kkbZ nsrk gS vkSj pquh xbZ 
la[;kvksa ds ;ksx] vkSlr] U;wure vkSj vf/kdre ewY; tSlh tkudkjh nsrk gSA vki 
LVsVl ckj ds nk;h vkSj fDyd djds LVsVl ckj (Status Bar) tks fn[kkbZ ns jgk 
gS mls cny ldrs gS vkSj viuh bPNk vuqlkj LVsVl ckj  esU;w vkbVe ij fDyd 
dj ldrs gSaA vki bls nksckjk  ls fDyd djds MhlysDV ¼vp;fur½ dj ldrs 
gSA fdlh Hkh vkbVe ds vkxs psd dk fu”kku gksus dk eryc gksrk gS fd ;g 
vkbVe pqu fy;k x;k gSA 

1½ VkbVy ckj D;k gS\ 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 
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2½ fjcu dks U;wure vkSj vf/kdre dSls djsa\ 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

3½ fDod ,Dlsl Vwyckj esa fMQ‚YV ¼vius vki½ dkSu ls rhu fodYi ekStwn jgrs  
gSa\ 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

4½ ist czsd dh D;k Hkwfedk gS\ 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

----------------------------------------------------------------------------------------------------------------------------------------------- 

tc ,Dlsy [kqyrk gS] rks ,d u;k MkWD;wesaV ¼,Dlsy esa odZcqd½ ftldk fMQkWYV 
uke cqd (Book) gS [kqyrk gSA izR;sd vfrfjDr odZcqd [kksyus ds fy, izR;sd 
vfrfjDr odZcqd ds fy, la[;k ,d mnkgj.k ds fy, cqd 1] cqd 2 bR;kfn gks 
tkrh gSA ;g /;ku j[ksa fd vki ,d le; ij ,d ls vf/kd odZcqd dks [kksy 
ldrs gSaA fMQ‚YV :i ls gj odZcqd esa rhu odZ”khV “kkfey gksrh gSA vki 
odZcqd esa odZ”khV dh la[;k dks ?kVk ;k c<+k ldrs gSA ,d ,Dlsy odZcqd 
vkidh ,Dlsy Qkby ds fy, “kCn gSA ;gka ij ge uksVcqd dks dSls [kksyk tkrk 
gSA ,d VsEIysV ls ,d odZcqd cukuk vkSj ,d gh le; esa dbZ odZcqd ns[kuk 
lh[ksxsaA blds vykok ,Dlsy odZ”khV mu lsyksa dk laxzg gS] tgka vki MsVk j[krs 
gSaA vkSj mlesa gsj Qsj djrs gSA  
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tc vkidks ubZ odZcqd [kksyuh gksrh gS rks  vkWfQl cVu ij fDyd djsa vkSj U;w 
fDyd djsa] ;g uhps fn[kkbZ xbZ foaMks [kqysxh tgka ls vki ,d [kkyh odZcqd pqu 
ldrs gksA 

 

;fn vko';d gks rks vki vius flLVe ls baLV‚y fd, x, VsEIysV Hkh pqu ldrs 
gSa] ;fn os vkids flLVe esa miyC/k ugha gSa] rks vki mu VsEIysV dks MkmuyksM dj 
ldrs gSa tks vkidh ilan dh odZcqd rS;kj dj ldrs gSaA 
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,Dlsy odZcqd dks ,d Qkby dh rjg lso djus ds fy, fuEufyf[kr pj.kksa dk 
ikyu djuk gksrk gS &  

1½ odZcqd esa ,d MsVklsV rS;kj djuk  & 'khV 1  

2½ vkWfQl cVu ij fDyd djsa] tks fd Åij fdukjs dh vksj gSA  

3½ lso vkWI”ku dks pquuk vkSj & ;g fuEufyf[kr Mk;y‚x c‚Dl [kksysxkA  

4½ Qkby dk uke fy[ks & odZcqd ds fy, Qkby dk uke fy[ksa vkSj lso djus 
ds fy, LFkku pqusaA  

5½ lso cVu ij fDyd djsaA 

 

ekStwnk ,Dlsy odZcqd dks fdlh Hkh LFkku ij igys ls [kksyus ds fy, vkidks uhps 
crk, x, pj.kks dk ikyu djuk gksxkA 

1½  vkWfQl cVu dks fDyd djsaA 

2½  Qkby  & vksiu fodYi pqusaA 

3½  ;g vkids fy, fuEufyf[kr Mk;y‚x c‚Dl dks [kksysxkA 

4½  fLFkfr ¼yksds”ku½ tgka ls vkidks Qkby dks pquuk gks ogka ls vki yksds”ku 
¼fLFkfr½ dks pqusaA  

5½ Qkby [kksyus ds fy, pqusaA 
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6½ vksiu Qkby cVu ij fDyd djsaA 

 

vko';drk gksus ij ,d lkFk dbZ odZcqd [kksyh tk ldrh gSaA vksiu odZcqd dh 
lwph dks ns[kus ds fy, % 

  fjcu ds O;w VSc ij fDyd djsaA 

  foaMks xzqi esa fLop foaMks ij fDyd djsaA lHkh vksiu odZcqd  dks ,d Mª‚i 
Mkmu lwph çnf'kZr dh tkrh gSA 

fn[kkbZ xbZ ¼orZeku½ odZcqd esa blds uke ds vykok ,d psdekdZ gSA vki bls 
pkyw djus ds fy, lwph esa ls fdlh Hkh odZcqd dk p;u dj ldrs gSaA 

,Dlsy odZcqd dks can djus ds fy, vkidks uhps crk, x;s pj.kksa dks ekuuk 
gksxk% 

1½ vkWfQl cVu ij fDyd djsaA 

2½ Dykst v‚I'ku dks pqusaA 
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lcls igys odZ'khV ij viuk dke 'kq: djus ls igys odZcqd dks [kksyrs gSA  
dbZ ckj] vkidks lsYl dks pquus]  fdlh Hkh odZ'khV vkSj lsYl dks pquus fdlh Hkh 
odZ”khV ds lfEefyr ¼bUlVZ½ djus ;k gVkus ¼fMyhV½ dh vko';drk gks ldrh 
gSA 

  

nks odZ”khV esa ls ,d odZ”khV dks balZV ¼Mkyus½ ds fy, balZV esU;w esa ls 
odZ”khV fodYi pqusaA 

   odZcqd ls odZ'khV gVkus ds fy,  
,fMV esU;w esa ls fMfyV 'khV fodYi pqusaA bldh iqf’V djus ds fy, ,d  
Mk;y‚x c‚Dl fn[kkbZ nsxkA 

  (Move the worksheet)  mlh 
odZcqd esa VSc ij j[ksa ckbZ ekml cVu dks nck,a  vkSj bls bfPNr LFkku ij 
[khpsaA cVu dks NksM+ nsaA  

vki odZ'khV esa ,d lsy esa lHkh çdkj ds MsVk ntZ djrs gSaA ,d ,Dlsy odZcqd 
fdlh Hkh la[;k esa odZ'khV gks ldrh gS vkSj çR;sd odZ'khV dks l=g fcfy;u ls 
vf/kd lsy ls cuk;k x;k gSA çR;sd lsy dqN MsVk j[krk gS vkSj ,Dlsy fofHkUu 
izdkj ds MsVk dks vyx&vyx rjg ls ns[krk gSA izR;sd lsy fuEufyf[kr rhu 
izdkj ds MsVk esa ls fdlh Hkh ,d dks fn[kk ¼idM+½ ldrk gSA  

   ;g la[;k ¼mnkgj.k 300-40½] fnukad ¼mnkgj.k 
4&Qjojh&2018½ ;k le; ¼mnkgj.k 3%35½ gks ldrk gSA la[;kRed ekuksa dks 
fn[kkus ds fy, ,Dlsy esa dbZ vyx&vyx çk:i ¼QkesZV½ fodYi miyC/k gSaA 
la[;kvksa esa 1 ls 9 rd vad vkSj dqN fo'ks"k o.kZ tSls vkfn 
'kkfey gSaA 
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odZ'khV d

fdlh lsy
gksuk pkfg

  ,d 
fn[k

  QkewZ
,Mªsl
mnkg
¼A)

  lsy 
Nk;

 ,Dlsy esa VSDLV dk mi;ksx oSY;w ds fy, 
fy, gSfMax ;k fdlh Hkh rjg ds funsZ'kksa ds f
;k ds lkFk 'kq: gksus okys VSDLV dks vHkh Hkh VS
:i esa vadksa dks ntZ djus ds fy, ¼x.kuk bl r
mi;ksx djds ugha fd;k tk ldrk gS½ igys ,d
A 

 QkWewZyk dks ,d lsy esa “kkfey fd;
QkWewZyk dk ifj.kke fn[kk;k tkrk gSA ge bl 
x i<saxsaA  mnkgj.k% [kkyh lsy esa VwMsa ¼ ½ Vkbi 

vkidks fnukad vkSj le; fn[kk;sxk½A 

'khV pkVZ] Mkbxzke] fp= vkSj nwljh phtsa Hkh j
“kkfey  ugha gSaA cfYd] os odZ'khV dh Mª‚ ys;
ds 'kh"kZ ij ,d v–'; ys;j gksrh gSA 

y esa MsVk Mkyus ¼,UVj½ vkSj tksMus ¼,fMV½ ds 
fg, ,Dlsy crkrk gS] fd fuEufyf[kr rjhdksa ls 

xgjk dkyk c‚MZj ¼ftls lsy dlZj dgk tk
kkbZ nsrh gSA 

ewZyk ckj ds uke c‚Dl esa lsy dk irk ¼,Mªsl½ 
l d‚ye ysVj (s½ vkSj iafDr ¼ykbu½ lap;
gj.k ds fy,] ;fn lsy irk A3 gS] rks bldk 
 vkSj iafDr 3 ij dsafnzr gSA 

d‚ye gsfMax ¼v{kj½ vkSj iafDr gsfMax ¼la[;k
;kafdr fd;k tkrk gSA 

yscy] d‚ye ;k odZ'khV 
fy, fd;k tk ldrk gSA 

VDLV ekuk tkrk gSA VSDLV 
rjg dh çfof"V;ksa ¼,UVªht½ 
d ,iksLVªksQ ¼^½ dk mi;ksx 

;k tk ldrk gSa tgka vUr 
Hkkx esa QkWewZyk ds ckjs esa 
djsa  vkSj ,UVj dh  nck,a 

j[k ldrh gSA ;g oLrq,a 
;j ij jgrs gSa] tks çR;sd 

fy, mls lsy dks orZeku 
,d lsy pkyw gS% 

krk gS½ lsy ds pkjksa vksj 

fn[kkbZ nsrk gSA ,d lsy 
;k dk la;kstu gksrk gSA  
eryc gS fd ;g LraHk v 

k½ ml fo'ks"k lsy ds fy, 
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odZ'khV esae MsVk ntZ djus ds fy,] vkidks mu fo”ks’krkvksa dk 
lewg cukus dh vko”;drk gS tks (A,B…….) ek/;e ls n”kkZ, tk;sxsA tks igyh 
iafDr esa ,d d‚ye ds ek/;e ls n”kkZ, tk;sxs A fQj ml MsVk dk fo”ys’k.k djrs 
le; csgrj ifj.kke izkIr djus ds fy, ,d fufnZ’V izk:Ik esa MsVk ntZ djuk 
pkfg,] vU;Fkk os leL; iSnk dj ldrs gSA  

gkse VSc esa fofHkUu fodYi miyC/k gSa 

1) [gkse fDyicksMZ ] 

MsVklsV esa ços'k djrs le; dk;Z dks vklku cukus ds fy, dV] d‚ih] isLV] 
çk:i ¼QkesZV½ isaVj ¼fp=dkj½ tSls fodYi gSaA 

2½ [gkse  Q‚UV] 

blesa Q‚UV Qsl] Q‚UV lkbt] Q‚UV Vkbi] Q‚UV dyj] lsy dyj] c‚MZj 
vkfn tSls fodYi gksrs gSaA 

3½ [gkse  vykbsauesaV¼lajsf[kr½]  

blesa ,d lsy ¼ck,a chp esa] nk,a½ esa MsVk dks lajsf[kr djus tSls fodYi 
miyC/k gSA MsVk dks etZ fd, x, lsy Åijh] chp esa] uhps lajsf[kr djuk 
ck,a baMsV] nk,a baMsaV] eftZax lsy ikB jsfiax tls fodYi miyC/k gSA  

4½  [gkse  UkEcj¼la[;k½] 

blesa eqæk] çfr'kr] lkekU;] c<+rs n'keyo] ?kVrs n'keyo] MsVk vkfn tSls 
fodYi miyC/k gSaA 

5½  [gkse  LVkby] 

blesa “krZ ds lkFk rS;kj djus rkfydk cukus lsy “kSyh vkfn tSls fodYi 
miyC/k gSA 

6½  [gkse  lsYl] 

blesa dbZ fodYi gksrs tSls 

d½ bZlaVZ  lsYl] jks] dkWYke] “khV~l (Cells, Row, Column, Sheet) 

[k½ MhyhV  lsYl] jks] dkWye] “khV~l (Cells, Row, Column, Sheet) 

x½ QkesZV ¼izk:i½ 

¼i½  lsy dk vkdkj 

1½  iafDr dh Å¡pkbZ 

2½  v‚VksfQV iafDr dh Å¡pkbZ 

3½  dkWYke dh pkSM+kbZ 

4½  v‚VksfQV dkWYke dh pkSM+kbZ 
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5½  fMQ‚YV pkSM+kbZ 

ii)  –';rk 
1½  fNikuk vkSj fn[kkuk djuk 

v½ iafDr;ka 

c½  d‚ye 

l½  'khV~l 

iii) 'khV~l dk vk;kstu 

1½  'khV dk uke cnyuk 

2½  gVkuk ;k “khV dh izfrfyfi fudkyuk 

3½  VSc ds jax 

iv) lqj{kk 

1½  'khV dks lqjf{kr djuk 

2½  lsy dks y‚d djuk 

 

vkids ikl fdlh Hkh izfØ;k dh vko”;drkuqlkj MsVklsV ds laiknu ds fy, fjcu 
gkse  ,fMfVax esa fofHkUu fodYi miyC/k gSaA  

1½  [kksts vkSj pqus 

2½  l‚VZ vkSj fQYVj djsa (Sort & filter) 

3½  le ¼;ksx½ 

4½  Hkjuk ¼fQy½ 

5½  gVkuk ¼fDy;j½ 



91

 

l‚VZ vkSj fQYVj djsa% 

1½  l‚VZ , ls tsM+ (A to Z) 

2½  l‚VZ tsM ls , (A to Z) 

3½  dLVe l‚VZ 

4½  fQYVj 

 

[kkstsa vkSj pqusa  

1½ [kkstsa--------- 

2½ cnysa ¼fjIysl½-------------- 

3½ ds fy, tkvksa 

4½ fo”ks’k ij tk,a  

5½ QkewZyk ¼lw=½ 

6½ fVIIkf.k;k¡ 
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7½ lq”krZ QkeZsfVax 

8½ fLFkjkad ¼Constants½  

9½ MsVk ekU; 

10½ oLrqvksa dk p;u djsa 

11½ p;u Qye ¼lsySD”ku isu½ 

,Dlsy esa MsVk vk;kr ¼eaxokuk½  djus ds lQy lapkyu ds fy, vkidks fdlh 
vU; tsufjd çk:i mnkgj.k & VSDLV esa MsVklsV dh vko';drk gksrh gS  

1001 vfer 65

1002 v#.k 68

1003 vrqy 78

1004 vflu 64

1005 vk'kq 62

vc] vkidks MsVklsV dks ,Dlsy QkWeZV esa eaxokus djus ds fy, fn, x;s  pj.kksa 
dk ikyu djuk gksxkA 

1½ ,e + ,l + ,Dlsy dks [kksysa 

2½ vkWfQl cVu ij fDyd djsa 

3½ Qkby  vksiu fodYi dks pqusa 

4½ izk:iksa dh Qkby lwph esa ls VSDlV Qkby fodYi dks pqusaA 
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5½ MsVk Qkby pqusa] ftls  ¼vk;kr½ djus ds fy, fdlh LFkku ij j[kk 
gSA 

6½ vksiu cVu nck,a] ;g vkidks MsVk vk;kr fotkMZ  pj.k 1 dh vksj ys 
tk,xkA 

 

(Text import wizard) 

7½ lhekafdr fodYi pqusa vkSj vxyk cVu nck,aA ;g vkidks fotkMZ ds vxys 
pj.k dh vksj ys tk,xkA tgka vkidks lhekdad ¼d‚ek] VSc] Lisl vkfn½ 
pquuk gksxkA 

 

8½ tSlk fd] gekjs dsl ¼ekeys½ esa MsVk dks lhekafdr mi;ksx¼]½ ls fd;k x;k gSA 
mlh izdkj geus lhekafdr (,) dh lwph ls fodYik vYifojke ¼dkWek½ pquk gSA  

9½ vxys ¼uSDLV½ cVu dks nck,aA 
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10½  izR;sd d‚ye ds fy, dkWYke MsVk izk:Ik ¼lkekU;] VSDLV vkSj fnukad½  çnku 
djsa ftls vki fdlh ekStwnk VSDLV Qkby esas vk;kr djuk pkgrs gSaA vxj 
vki fdlh Hkh d‚ye dks eaxokuk ¼vk;kr½ ugha pkgrs gSa] rks mlh dk p;u 
djsa vkSj dkWye u eaxok, ¼fLDi½^^  ij fDyd djsaA 

11½  fQfu'k ¼[kRe½ cVu dks nck,aA 

 

vkSj vki viuh ,Dlsy LçsM 'khV esa MsVk fey tk;sxk] ftl ij vki  fo'ys"k.k ;k 
fdlh vU; v‚ijs'ku dks djuk ilan  djsaxsA  
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,e+ ,d ,Dlsy esa  ds fy, dbZ çdkj ds fodYi ekStwn gSaA ;g fodYi 
gkse VSc esa miyC/k gSaA ;g fodYi bl çdkj gSa% &  

1½   bles d‚ih] isLV] QkWesZV isaVj MsVklsV dks ,aVj ¼ntZ½ djrs le; 
dke dks vklku cukus ds fy, dV] d‚ih] isLV] QkWesZV isaVj tSls fodYi 
miyC/k gSaA  

 

d)  bl fodYi ij fDyd djds vki MkWD;wesaV ls ,d p;u dks dkV 
ldrs gSa vkSj bls fDyicksMZ ij j[k ldrs gSaA 

[k)  bl fodYi ij fDyd djds vki MkWD;wesaV ls ,d p;u d‚ih dj 
ldrs gSa vkSj bls fDyicksMZ ij isLV dj ldrs gSaA 

x)  bl fodYi ij fDyd djds vki fDyicksMZ ij MkWD;wesaV ls 
p;fur lkexzh dks isLV dj ldrs gSaA 

?k)  bl fodYi ij fDyd djds vki ,d LFkku ls Q‚esZfVax 
dh izfrfyfi cuk ldrs gSA vkSj nwljs ij ykxw dj ldrs gSaA 

2½  ;gka ij dbZ fodYi miyC/k gSA tSls Q‚UV Qsl] Q‚UV lkbt¼vkdkj½] 
Q‚UV Vkbi ¼izdkj½]  Q‚UV dyj ¼jax½]  jax Hkjuk ¼fQy½] c‚MZj] bQsDV~l] 
¼izHkko½]  la[;k Q‚jesV ¼izk:i½   vkSj ,ykbuesaV ¼laj{ks.k½ 
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d)  bl fodYi ij fDyd djds vki ml VsDLV dk Q‚UV Qsl cny 
ldrs gSa] ftls vki cnyuk pkgrs gSaA 

[k)  bl fodYi ij fDyd djds vki mls vius bfPNr VsDLV ds 
Q‚UV dk vkdkj cny ldrs gSaA 

x)  bl fodYi ij fDyd djds vki VsDLV  ds Q‚UV çdkj dks 
cny ldrs gSaA tSlk vki pkgrs gSA fodYi bl izdkj gSA 

i½   ;g VsDLV dks cksYM cukrk gSA 

ii½  ;g VsDLV dks bVSfyd (Italic) cukrk gSA 

iii½    ;g VsDLV dks js[kkafdr djrk gSA vki vkbdu 
ds ikl  js[kkadu ds çdkj dks cny ldrs gSaA 

?k)  bl fodYi ij fDyd djds vki lsy esa VsDLV dk Q‚UV 
jax¼dyj½ tks vki pkgrs gS oSlk cny ldrs gSaA 

M +½  bl fodYi ij fDyd djds vki lsy dk jax cny ldrs gSaA 

p)  bl fodYi ij fDyd djds vki ml c‚MZj dks mlesa “kkfey dj 
ldrs gSa ftls vki pkgrs gSaA 

N)  bl fodYi ij fDyd djds vki LVªkbdFkw  vkfn tSls 
VSDLV esa çHkko tksM+ ldrs gSaA 
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t)  bl fodYi ij fDyd djds vki la[;;;; QkWesZV 
dks tSLks pkgs tujy djsalh vkfn esa cny ldrs gSaA 

3½ 

 rhu fodYiksa esa ls fdlh ij Hkh fDyd djds vki 
lsy esa VSDLV dks vko';drkuqlkj vykbu (Allign) dj ldrs gSaA buds 
fodYi gSa % 

i)  ckbZa vksj VSDLV vykbu djsaA  

ii)   dsaæ esa VSDLV vykbu djukA  

iii)  nkbZa vksj VSDLV vykbu djukA  

[k½   rhu fodYiksa esa ls fdlh ij fDyd 
djds vki etZ fd, x, lsy esa VSDLV dks vko';drkuqlkj vykbu dj 
ldrs gSaA buds fuEufyf[kr fodYi gSa % 

i)  etZ fd, x, lsy ds 'kh"kZ ij VSDLV vykbu djsaA  

ii)  etZ fd, x, lsy ds dsaæ esa VSDLV vykbu djsaA 

,ykabesaV ¼lj¢[ku½ % blesa dbZ fodYi gS tlss MsVk dks lsy esa ,d lsy esa 
MsVk ,ykabesaV ¼ck;h] chp nk;h½ esa MsVk etZ fd, x, lsy ¼VkWi] lsaVj] c‚Ve½ 
baMsaV] ekftaZax lsy jSfiax VsDLV vkSj vksfjiUVs”ku es MsVk ,ykabesaV djus tSLks 
fodYi miyC/k gSA 
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iii)   etZ fd, x, d{k ds fupys Hkkx esa VSDLV vykbu 
djsaA  

x½  nks fodYiksa esa ls fdlh ij fDyd djds vki VSDLV vkSj lsy 
ds chp ds varj dks de ;k c<+k ldrs gSaA  

?k½   bldk mi;ksx VSDLV dks ?kqekus ;k Å/kZ~ok/kk vksfj;UVs”ku djus 
ds fy, fd;k tkrk gS vkSj blesa dbZ çdkj ds fodYi gksrs gSaA bldk mi;ksx 
vDlj ladh.kZ dkWye dks yscy djus ds fy, fd;k tkrk gSA vfHkfoU;kl ds 
dbZ çdkj gSa%  

i) ,axy dkmVjDykWd  okbt+  

ii) ,axy DykWd okbt 

iii) ofVfdYk VSDLV 

iv) jksVsV VSDLV vi 

v) jksVsV VSDLV Mkmu 

vi) QkesZV lsy vykbaesaV 

³½  bldk mi;ksx lsy ds Hkhrj lHkh lkefxz;ksa dks dbZ ykbuksa 
ij çnf'kZr djds fn[kkbZ nsrk gSA  

p½   bldk mi;ksx p;fur dkWye ds lewg dks ,d cM+s lsy esa 'kkfey 
djus ds fy, fd;k tkrk gS vkSj ,d ubZ lsy esa lkexzh dks dsaæ esa yk;k 
tkrk gSA bldk mi;ksx vDlj ,sls yscy cukus ds fy, fd;k tkrk gS tks 
dbZ d‚yeksa dks QSykrs gSaA blesa fodYi miyC/k gSa tks fuEu gSa%  

i) etZ vksj lsaVj (Merge & Center) 

ii) etZ vØkWl (Merge Across) 

iii) etZ lsYl (Merge Cells) 

iv) vuetZ lsYl (Unmerge Cells) 

4½  uacj QkWesZV] çfr'kr] c<+rs n'keyo] ?kVrs n'keyo] ,dkmfVax uacj 
QkWesZV vkSj dksek 'kSyh tSls fodYi miyC/k gSaA 
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d)  bldk mi;ksx ;g pquus ds fy, fd;k tkrk gS fd ekuksa 
(Value) dks lsy esa dSls çnf'kZr fd;k tk,A fnukad] çfr'kr] eqæk] vkfn 
ds :i esaA 

[k)  bldk bLrseky vkids uacj ds djsalh Q‚esZV 
;k LVkby dks pquus ds fy, fd;k tkrk gSA tSls% $45]000A 

x)  bldk mi;ksx çfr'kr çk:i esa la[;k ds ewY; dks fn[kkus ds 
fy, fd;k tkrk gSA 

?k+)  bldk mi;ksx lsy ds ewY; dks ,d gtkj foHkktdksa ds 
lkFk çnf'kZr djus ds fy, fd;k tkrk gSA ;g eqæk ds çrhd ds fcuk 
lsy ds çk:i dks ys[kkadu esa cny nsxkA 

³½   bldk mi;ksx la[;k ds 
n'keyo LFkku dks c<+kus ;k ?kVkus ds fy, fd;k tkrk gSA 

5½ LLLLLLLLL blesa dafM'kuy Q‚esZfVax] Q‚esZfVax Vscy vkSj lsy LVkbYl tSls 
fodYi miyC/k gSaA 
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a)   bldk mi;ksx ekinaM ds vk/kkj ij fnypLi 
dksf'kdkvksa dks mtkxj djus] MsVk ckj] dyj Ldsy vkSj vkbdu lsV dh 
dYiuk djus ds fy, fd;k tkrk gSA blesa fodYi miyC/k gSa tks fuEu gSa% 

i) gkbykbV lsy #Yl 

ii) VkWi@ckWVe #Yl 

iii) MsVk ckj 

iv) Dyj LdsYl 

v) vkbdu 

vkids ikl fu;eksa ds fy, rhu fodYi miyC/k gSa% 

vi)      U;w #y 

vii)    fdy;j #y 

viii)   eSusat #y 

% ,Dlsy esa dbZ vU; fo'ks"krkvksa esa ls ,d gS tks gesa 
is'ksoj vkSj =qfV eqDr nLrkost cukus esa enn djrk gSA vkb, blds ckjs esa 
vf/kd tkusaA 

daMh”kuy QkesZfVax vkidks ,d utj esa la[;kvksa] iSVuZ vkSj #>kuksa esa varj 
dks tYnh ls ns[kus dh vuqefr nsrk gSA vki fofHkUu daMh”kuy QkesZfVax 
fu;eksa dk mi;ksx djds fnypLi ;k vlkekU; lsy ewY;ksa dks mtkxj dj 
ldrs gSaA daMh”kuy QkesZfVax ykxw djus ds fy,% 
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mu lsYl dk p;u djsa ftUgsa vki QWkesZV djuk pkgrs gSaA 

gkse VSc pqusa vkSj LVkby xzqi dk irk yxk,aA 

 daMh”kuy QkesZfVax dekaM ij fDyd djsaA vkids QkesZfVax fodYiksa ds lkFk 
,d esuw fn[kkbZ nsxkA vki iwoZfu/kkZfjr fu;eksa ls pqu ldrs gSa ;k viuk u;k 
fu;e cuk ldrs gSaA 

p;fur lsy esa bls ykxw djus ds fy, fodYiksa esa ls ,d dk p;u djsaA 
tc vki ,d iwoZfu/kkZfjr fu;e pqurs gSa] rks ,d dSLdsfMax esuw 
(Cascading Menu) fn[kkbZ nsxkA vkSj vkids }kjk pqus x, fodYi ds 
vk/kkj ij ,d vfrfjDr Mk;ykWx c‚Dl fn[kkbZ ns ldrk gSA vko';d 
fodYi cuk,a] vkSj vksds ij fDyd djsaA 

daMh”kuy QkesZfVax vkns'k ij fDyd djsaA 

fdYk;j #Yl dk p;u djsaA ,d dSLdsfMax esuw fn[kkbZ nsrk gSA 

laiw.kZ odZ'khV ;k p;fur lsy ls fu;e lkQ djus ds fy, pqusaA 

 bldk mi;ksx lsYl dh ,d J̀a[kyk dks tYnh 
ls QkWesZV djus vkSj iwoZ&ifjHkkf"kr yscy LVkby dk mi;ksx djds bls 
Vscy esa cnyus ds fy, fd;k tkrk gSA blesa jaxksa ds dbZ fodYi gSa tks 
ykbV] ehfM;e vkSj MkdZ çdkj ds jaxksa }kjk foHksfnr gSaA vki ubZ rkfydk 
vkSj fioV Vscy (Pivot Table) LVkby Hkh cuk ldrs gSaA 

 bldk bLrseky dbZ rjg ds lsy LVkby dks pqfuank lsy 
cukus ds fy, fd;k tkrk gSA vki iwoZ&ifjHkkf"kr 'kSfy;ksa ls pqudj lsy 
dks QkWesZV dj ldrs gSaA MsVk vkSj e‚My] VkbVy vkSj gSfMUx vkfn tSls 
dbZ fodYi miyC/k gSaA 

 tSls fodYi miyC/k gSa% 
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balVZ]  jkst+ lsYl jkst] dkWye] “khV~l  

MhyhV ¼Delete)   lsy] jkst] d‚ye] “khV~l 

QkesZV 

i)  lsy lkbt 

1½ jks gkbV (Row Height) 

2½ v‚VksfQV jks gkbV 

3½ dkWye fo/k ¼pkSM+kbZ½ 

4½ v‚VksfQV d‚ye fo/k ¼pkSM+kbZ½ 

5½ fMQ‚YV fo/k ¼pkSM+kbZ½ 

ii) foft+fcYVh 

1½ gkbM vkSj vugkbM 

d)  jkst+ (Rows) 

[k)  d‚ye 

x)  'khV~l 

iii)  'khV~l dk vk;kstu 

1½ jhusfeax “khV 

2½ ewo ;k d‚ih 'khV 

3½ dyj 
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iv)  izkSVsD”ku 

1½  'khV dks lqjf{kr j[ksa 

2½  y‚d lsy 

6½  blesa fodYi miyC/k gSa%& 

 

 bldk mi;ksx MsVk dks O;ofLFkr djus ds fy, fd;k tkrk 
gS rkfd fo'ys"k.k djuk vklku gksA vki p;fur dks vkjksgh ;k vojksgh Øe 
esa l‚VZ (Sort) dj ldrs gSa ;k vki vLFkk;h :i ls fof'k"V ekuksa dks fQYVj 
dj ldrs gSaA ;g miyC/k fodYi gSa% 

i) lkWVZ , ls tsM (Sort A to Z) 

ii) lkWVZ tsM ls , (Sort Z to A) 

iii) dLVe l‚VZ (Custom Sort) 

iv) fQYVj (Filter) 

 bldk mi;ksx odZcqd ds Hkhrj fof'k"V MsVk] Lo:i.k 
;k tkudkjh dks [kkstus vkSj pquus ds fy, fd;k tkrk gSA vki tkudkjh dks 
u, VSDLV ;k Lo:i.k ds lkFk Hkh cny ldrs gSaA ;g miyC/k fodYi gSa% 

i) Qkb±M (Find) 

ii) fjIysl (Replace) 

iii) xksVw (Go To) 

iv) xksVw Lis”ky 

v) QkWeZwyk 
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vi) desaVl 

vii) daMh”kuy QkesZfVax 

viii) dkWUlVsUV 

ix) MsVk oSfyMs”ku 

x) lySDV vksCTksDV 

xi) lysD”ku isu 

desaV ewy :i ls uksV~l gSa] ftUgsa ,Dlsy esa fdlh Hkh lsy esa Mkyk tk ldrk gSA 
LçsM'khV esa gh QkewZyk lsy vkSj vU; MsVk dh O;k[;k djus ds fy, desaV dk 
mi;ksx fd;k tk ldrk gSA ,Dlsy odZ'khV esa ,d desaV tksM+us ds fy,% 

ml lsy dk p;u djsa] tgk¡ vki desaV tksM+uk pkgrs gSaA 

fjcu ij fjO;w VSc ij fDyd djsaA 

desaV lewg esa ubZ desaV dk p;u djsaA 

;k 

ml lsy ij jkbV fDyd djsa] ftlesa vki desaV tksM+uk pkgrs gSaA 

esuw ls bUlVZ desaV pqusaA desaV c‚Dl p;fur lsy ds ikl fn[kkbZ nsrk gS] 
mi;ksxdrkZ uke çnf'kZr djrk gSA 

c‚Dl esa viuh desaV fy[ksaA 

lekIr gksus ij] fdlh vU; lsy ij fDyd djsaA 

lsy ds Åijh nk,a dksus ij ,d yky f=dks.k fn[kkbZ nsrk gS] tks n'kkZrk gS fd 
,d desaV layXu dh xbZ gSA tc vki vius ekml dks lsy ij j[krs gSa] rks desaV 
fn[kkbZ nsrh gSA 
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fp= 16-31 esa Nk=ksa ds ekdZ~l ds gekjs mnkgj.k esa] dqy d‚ye ds Åijh nk,a 
dksus ij ,d NksVs ls f=dks.k dks bafxr djrs gq, ladsr feyrk gS fd blds lkFk 
,d desaV tqM+h gqbZ gSA 

,Dlsy esa ,d lsy ;k jsat ds fy, ,d o.kZukRed uke vlkbu djsa] vius 
dk;Zi=dksa esa QkewZyk dks le>us vkSj cuk, j[kus esa cgqr vklku cukus esa enn 
djus ds fy,A jsat ds uke vkids fy, vLi"V lsy jsQjal dk mi;ksx djus ds 
ctk; ,d QkWewZyk ds mís'; dks ;kn j[kuk vklku cukrs gSaA 

mnkgj.k ds fy,] QkWewZyk = SUM(Qtr2Sales) ¾ SUM (Qtr2Sales½ ¾ ¼SUM 
(C5- C12½½ dh rqyuk esa cgqr vf/kd lgt gSA bl mnkgj.k esa] vki dk;Z J`a[kyk 
esa C5:C12 dh Js.kh ds fy, Qtr2Sales uke fufnZ"V djsaxsA 

lsy ;k Js.kh dk uke nsus ds fy,] bu pj.kksa dk ikyu djsa% 

1½  ml lsy ;k lsy jsat dk p;u djsa ftls vki uke nsuk pkgrs gSaA 

vki u‚u&daVhftvl lsy dk Hkh p;u dj ldrs gSa ¼çR;sd lsy ;k jsat dk 
p;u djus ds fy, Ctrl nck,a½A 

2½  QkWewZykVSc ij] ifjHkkf"kr uke lewg esa uke ifjHkkf"kr djsa ij fDyd djsaA 

u;k uke Mk;ykWx c‚Dl çdV gksrk gSA 

p;fur Js.kh esa uke fufnZ"V djus ds fy, u, uke Mk;ykWx c‚Dl dk mi;ksx 
djsaA 

 

3½  use VSDLV c‚Dl esa] lhek ds fy, 255 o.kZ dk uke Vkbi djsaA 

Js.kh uke dsl&lsfUlfVo ugha gSa( gkyk¡fd] jsat use dks bu lEesyuksa dk ikyu 
djuk pkfg,% 
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·  igyk o.kZ v{kj] vaMjLdksj ;k cSdLyS'k gksuk pkfg,A 

·  fdlh jsat ds uke esa fjDr LFkku dh vuqefr ugha gSA 

·  jsat dk uke lsy irs ds leku ugha gksuk pkfg,A mnkgj.k ds fy,] vki 
fdlh jsat U2 or UB40 dk uke ugha ys ldrs] ysfdu BLINK182 vkSj 
ABBA Bhd gSaA 

4½  vksds ij fDyd djsaA 

ukfer lsy ;k jsat dk mi;ksx djus ds fy, Q‚ewZyk ckj ds ckbZa vksj fLFkr use 
c‚Dl esa uhps rhj ij fDyd djsaA ml jsat uke dk p;u djsa ftls vki ,Dlsl 
djuk pkgrs gSa] vkSj ,Dlsy ukfer lsy dks gkbykbV djrk gSA 

odZ”khV ds ,d {ks= dk 'kh?kz irk yxkus ds fy, vki use c‚Dl esa ,d jsat use 
dk p;u dj ldrs gSaA 

 

vki jsat ds ukeksa dks mu QkWewZyk esa lfEefyr dj ldrs gSa] tSls os lkekU; lsy 
jsQjsUl FksA gkykafd] eYVh&lsy jsat uke dk mi;ksx djus esa lko/kkuh cjrsaA mu 
dk;ksaZ dk mi;ksx djuk ;kn j[ksa] ftuds fy, flaxy lsy jsQjsUl ds ctk; ,d 
jsat dh vko';drk gksrh gS & tSls MAX, SUM, or AVERAGE ;k fQj vkidks 
dksbZ =qfV lans'k çkIr gksxkA  

,d dk;Z”khV esa 16384 iafDr;k¡ vkSj 256 LraHk gSaA igys lsy dks A1 ¼A ds :i esa 
d‚ye vkSj 1 ds :i esa iafDr jks Ukacj½ ;k R1C1 ds :i esa yscy fd;k x;k gSA 
tc lsy irs dk mi;ksx fdlh QkWewZyk ds Hkkx ds :i esa fd;k tkrk gS] rks bls 

//  dgk tkrk gS D;ksafd fof'k"V la[;kvksa dks QkWewZyk esa ntZ 
djus ds ctk;] fdlh LisflfQd (Specific) lsy dk lanHkZ nsus okys d{k irs dk 
mi;ksx fd;k tk jgk gS] mnkgj.k ds fy,] ;fn vkids ikl QkWewZyk gS d{k C1 esa 
A1 + B1] vkSj vki lsy C3 esa QkWewZyk dks Hkjus ds fy, Hkj.k gSaMy dk mi;ksx 
dj ldrs gSaA /;ku nsa fd Q‚ewZyk C3 esa oSlk gh ugha fn[kkbZ nsrk tSlk fd C1 esa 
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gksrk gSA ¾ A1 + B1 ds ctk;] vki lsy C3 esa ¾ A3 + B3 ns[ksaxsA bls 
 dgk tkrk gS] tgka QkWewZyk esa lsy lanHkksaZ dks iafDr vkSj dkWye 

ds lkis{k lsy irs dks cny fn;k tkrk gS] ftls os ys tk;k tkrk gSA jsysfVo 
jsQjsUl esa]  :i ls u, LFkkuksa ij lek;ksftr gks tkrs gSa tc 
mUgsa fofHkUu lsysa esa fpidk;k tkrk gSA dHkh&dHkh] gekjh vko';drk ,slh gksrh gS 
fd ge fpidkus ij lsy irs ds bl ifjorZu dks ugha pkgrs gSaA bls çkIr djus ds 
fy,] lsy dks  }kjk lacksf/kr fd;k tkuk pkfg,A ,ClsY;wV lsy 
jsQjsUl esa] ,d QkWewZyk ges'kk mlh lsy ;k lsy jsat dks lanfHkZr djrk gS tks blesa 
mi;ksx fd;k tkrk gSA ;fn fdlh QkWewZyk dks fdlh fHkUu LFkku ij d‚ih fd;k 
tkrk gS] rks lsy irk ogh jgrk gSA ,d ,ClksY;wV M‚yj ds fpà ¼$½ ds QkWewZyk esa 
cuk;k x;k gSA ;g dkWye jsQjsUl ;k jks jsQjsUl] ;k nksuksa dks csgrj dj ldrk 
gSA iw.kZ jsQjsUl ds mnkgj.k gSa% $ A1 & ;gka d‚ih gksus ij d‚ye ugha cnysxkA 
$ 1 & ;gk¡ d‚ih djus ij iafDr ugha cnysxhA $ A $ 1 & ;gka iafDr vkSj LraHk 
nksuksa d‚ih gksus ij ugha cnysaxsA mijksDr mnkgj.k esa] ;fn gekjs ikl lsy C1 esa 
¾ $ A $ 1 + $ B $ 1 dk Q‚ewZyk gS vkSj ge lsy C3 esa bl Q‚ewZys dks d‚ih 
djrs gSa] rks vki lsy C3 esa vHkh Hkh ¾ $ A $ 1 + $ B $ 1 ns[ksaxsA 

fjysfVo esa lsy jsQjsUl / vMsªl vyx&vyx rjhdksa ls fn, x, gSa% 

d½   ;g nh xbZ fLFkfr ds lsy fjysfVo dks lanfHkZr djrk gSA 

mnkgj.k% fuEufyf[kr eku ntZ djsa% 

lsy A3 esa ewY; 34 ntZ djsa 

lsy A4 esa 23 eku ntZ djsa 

lsy A5 esa ewY; 89 ntZ djsa 

d{k A6 esa QkWewZyk ¾ A3 + A4 + A5 ntZ djsa 

bl QkWewZyk dks lsy A7 esa d‚ih djsa] vkSj ifj.kke ns[ksaA 

d{k A7 esa ntZ QkWewZyk dk fujh{k.k djsaA ;g A4 + A5 + A6 gSA lsy A6 
esa ntZ QkWewZyk dk eryc orZeku lsy ds Åij fn, x, rhu lsy esa fn, 
x, ekuksa dk ;ksx gSA blfy, tc ge uhps tkrs gSa] rks QkWewZyk esa fufnZ"V 
laca/k dh çfrfyfi cukbZ xbZ Fkh ¼;kuh orZeku lsy ds Åij fn, x, rhu 
eku tks vHkh , 7 gS½A 

[k½   ;g QkWewZyk dh fLFkfr ds ckotwn fof'k"V lsy dks lanfHkZr djrk 
gSA ^$^ fpà dk mi;ksx ,OeksY;wV lanHkZ dks n'kkZus ds fy, fd;k tkrk gSA 

mnkgj.k% lsy B3 esa Q‚ewZyk $A$3 + $A$4 + $A$5 dh çfrfyfi cuk,¡ 

bl Q‚ewZys dks lsy B4 ij d‚ih djsaA 

ge ikrs gSa fd ifj.kke vkSj QkWewZyk leku gSA 
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x½   ;g fj'rsnkj vkSj feDLM jsQjsUl nksuksa dk ,d la;kstu gSA blesa 
,d iw.kZ leUo; vkSj ,d lkis{k leUo; gSA $ D1 vkSj D $ 1 feDLM 
jsQjsUl ds nksuksa mnkgj.k gSaA 

dHkh&dHkh] vki ,d QkWewZyk esa ,d gh odZcqd esa fdlh vU; odZ'khV esa lsy ls 
eku dk mi;ksx djuk pkg ldrs gSaA mnkgj.k ds fy,] orZeku odZ'khV esa lsy 
A1 dk eku vkSj nwljs odZ'khV esa lsy A3 dks ^^”khV use lsy vMªl^^  QkesZV dk 
mi;ksx djds tksM+k tk ldrk gSA bl mnkgj.k dk QkWewZyk^^¾ A1 + ”khV3! A3^^ 
gksxk tgka orZeku odZ'khV esa lsy A1 dk eku ^^'khV 3^^ uked odZ'khV esa lsy 
A3 ds eku esa tksM+k tkrk gSA 

bl fodYi ds }kjk vki fofHkUu çdkj ds jsMhesM pkVZ vkSj xzkQ tksM+ ldrs gSaA 
;g vkids }kjk ntZ fd, x, MsVk dks ys tk,xk vkSj ;g ,d MsV'khV tksM+sxk 
vkSj lkFk gh ,d pkVZ Hkh tksM+sxkA 

bUlVZ VSc ij fDyd djus ds ckn] ;s fodYi pkVZ fodYi esa miyC/k gksaxsA vki 
vius bfPNr pkVZ ds çdkj dk p;u dj ldrs gSaA dbZ çdkj ds pkVZ miyC/k gSa 
tSls d‚ye] VSDLVZ] ykbu] ckj] ,fj;k] LdSVj vkSj vU; pkVZ vU; pkVZ fodYi esa 
Hkh miyC/k gSaA fodYi gSa% 

1½   bu pkVksaZ dk mi;ksx Jsf.k;ksa esa ewY;ksa dh rqyuk djus ds fy, fd;k 
tkrk gSA 
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1.  bu pkVksZ dk mi;ksx le; ds lkFk :>ku iznf”kZr djrk gSA 

 

2½  bu pkVksZa dk mi;ksx dqy ds fy, izR;sd ewY; ds ;ksxnku dks iznf”kZr 
djus ds fy, fd;k tkrk gSA 
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 bu pkVZ dk mi;ksx dbZ ewY;ksa dh rqyuk djus ds fy, fd;k tkrk gSA 

 

5½   bu pkVksZ dk mi;ksx le; dh vof/k esa MsVk ds dbZ lsVksa dh 
rqyuk djus ds fy, fd;k tkrk gSA
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6. LdSVj % bu pkVksZ dk mi;ksx oSY;wt ds tksM+ks dh rqyuk djus ds fy, fd;k 
tkrk gSA 

 

7   vU; % bu fodYi esa ;gka dbZ vyx izdkj ds pkVZ gS tSls& 

  d½  LVkWd (Stock) 

[k½  ljQsl (Surface) 

x½  MkWuV (Doughnut) 

?k½  jMkj (Radar) 

M +½  ccy (bubble) 
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bl lsD'ku esa ge uke] ,sM] fMyhV] xzqi ;k vuxzqi odZ'khV cukuk lh[ksaxsA ge 
fizfVax ds fy, ,d odZ'khV dks QkesZV djuk Hkh lh[ksaxsA 

odZ'khV ds fMQ‚YV uke 'khV 1] 'khV 3 vkSj 'khV 3 gSaA pwafd ;s uke mi;ksxh vkSj 
o.kZukRed ugha gSa] blfy, ge odZ'khV dk uke cnyuk lh[ksaxsA 

vki fuEu esa ls fdlh Hkh rjhds ls odZ'khV dk uke cny ldrs gSa% 

 VSc ij jkbV ekml fDyd djsaA esuw fn[kkrk gS tslk fd fp=     
16-41(d) esa fn[kk;k gSA 

'khV 1 uke ,d CySd c‚Dl }kjk gkbykbV fd;k x;k gS vkSj ,fMV ;ksX; cu 
x;k gSA 

  VSc ij u;k uke Vkbi djsaA 

 ,aVj nck,A odZ'khV dk uke cny fn;k x;k gSA 

                         ;k 

  gkse VSc esa lsy lewg ds QkesZV dekaM ij fDyd djsaA esuw fn[kkrk gS tSlk 
fd fp= 16-41([k) esa fn[kk;k gSA 

  v‚xZukbt 'khV ds rgr jhuse “khV fodYi pqusa 'khV dk uke ,d CySd c‚Dl 
}kjk gkbykbV fd;k x;k vkSj ,fMV ;ksX; gks x;kA 

  VSc ij u;k uke Vkbi djsaA 

 ,aVj nck,A odZ'khV dk uke cny fn;k x;k gSA 
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vki tc pkgsa rc odZcqd esa odZ'khV tksM+ ldrs gSaA tksM+h xbZ ubZ 'khVksa dks 'khV 
4 vkSj ,sls gh vkxs uke fn;k tk,xkA dbZ rjhds gSa ftuls vki ,d ubZ odZ'khV 
tksM+ ldrs gSa % 

  odZ'khV VSc ds ikl odZ'khV vkbdu ij fDyd djsa ;k Shift + F11 nck,¡A 

  vafre VSc ds ckn ,d ubZ odZ'khV tksM+h tk,xhA 

                          ;k 

  odZ'khV VSc ij jkbV ekml fDyd djsaA 

esuw ls balVZ djsa pqusa] --- fp= 16-41(d) esa fn[kk;k x;k gS balVZ Mk;ykWV 
c‚Dl [kqyrk gSA 

  odZ'khV dk p;u djsaA vksds ij fDyd djsa 

  p;fur VSc ls igys ,d ubZ odZ'khV tksM+h tk,xhA 

                         ;k 

  gkse VSc ds lsy lewg esa bUlVZ dekaM ds Mkmu ,jks ij fDyd djsaA ,d esuw 
fn[kkbZ nsrk gSA 

  esuw ls balVZ 'khV pqusaA 

  p;fur odZ'khV ls igys ,d ubZ odZ'khV tksM+h tk,xhA 

odZ'khV dh fdlh Hkh la[;k dks bl rF; ds ckotwn gVk;k tk ldrk gS fd 
muds ikl dksbZ MsVk gS ;k ughaA ysfdu] odZcqd esa de ls de ,d odZ'khV gksuh 
pkfg,A odZ'khV gVkus ds fy,% 

  odZ'khV VSc ij jkbV ekml fDyd djsaA 
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  esuw ls gVk,a pqusa ¼fp= 16-41(d) esa fn[kk;k x;k gS½A 

  p;fur odZ'khV dks gVk fn;k x;k gSA 

                     ;k 

  gkse VSc ds lsy lewg esa fMyhV dekaM ds Mkmu ,jks ij fDyd djsaA ,d esuw 
fn[kkbZ nsrk gSA 

  esuw ls fMyhV 'khV pqusaA 

  p;fur odZ'khV dks gVk fn;k x;k gSA 

;fn fdlh odZcqd ds ,dkf/kd odZ”khV esa leku QkWewZyk vkSj QkWesZV gSa] rks vki 
mUgsa ,d lkFk lewfgr dj ldrs gSaA tc odZ'khV dks ,d lkFk j[kk tkrk gS] rks 
,d odZ'khV esa fd, x, fdlh Hkh cnyko dks lewg ds vU; lHkh odZ'khV ij ykxw 
fd;k tk,xkA vki dUVsfx;l vkSj ukWu dUVsfx;l nksuksa odZ'khV dk lewg cuk 
ldrs gSaA dUVsfx;l odZ”khV dks lewgh—r djus ds fy,% 

  igys odZ'khV VSc ij fDyd djsaA 

 dh nck,aA 

 dh dks idM+rs le;] lewg esa bfPNr ykLV odZ'khV VSc ij fDyd 
djsaA 

dh tkjh djsaA 

  igyh 'khV ls vkf[kjh 'khV rd dh lHkh 'khV vc lewgh—r gks xbZ gSaA VSc 
dk jax vc lQsn jax esa cny tk,xk vkSj ;g n'kkZrk gS fd os ,d lkFk 
lewgh—r gSaA 

ukWUk dUVsfx;l odZ”khV dks lewgh—r djus ds fy,% 

igys odZ'khV VSc ij fDyd djsaA 

Ctrl dh nck,aA 

Ctrl dh dks idM+rs le;] lewg esa vU; lHkh odZ”khV dk p;u djsaA 

Ctrl dh tkjh djsaA 

Ctrl dh dks nck, j[krs gq, vkids }kjk p;fur lHkh 'khVksa dks ,d lkFk 
lewgh—r fd;k tk,xk vkSj 'khV VSc lQsn fn[kkbZ nsaxsA 

odZ”khV dks vuxzqi djus ds fy,% 

jkbV ekml lewg esa ,d odZ'khV ij fDyd djsaA 
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esuw ls vuxzqi 'khV~l dk p;u djsaA 

odZcqd esa odZ”khV dh fLFkfr cnyus ds fy,% 

'khV ds ck,a dksus ij ,d rhj fn[kkbZ nsus rd dk;Zi=d VSc ij fDyd djsa 
vkSj j[ksaA 

odZ'khV dks okafNr LFkku ij [khapsa 

(Hiding Worksheets)

odZ”khV gkbM ds fy,% 

ml 'khV ds VSc ij jkbV&fDyd djsa ftls vki fNikuk pkgrs gSaA 

Hide dk p;u djsa 

;k 

QkWesZV cVu ij fDyd djsaA 

esuw esa –';rk ds rgr gkbM¡ vkSj vugkbM pqusaA 

Hide Sheet fodYi pqusaA 

odZ'khV dks vugkbM djus ds fy,% 

fdlh Hkh 'khV ds VSc ij jkbV fDyd djsaA 

vugkbM dk p;u djsa --- fNis gq, odZ'khV dh lwph ds lkFk ,d Mk;y‚x 
c‚Dl çnf'kZr gksrk gSA 

'khV dks vugkbM djus ds fy, pqusaA 

;k 

QkWesZV cVu ij fDyd djsaA 

esuw esa –';rk ds rgr gkbM vkSj vugkbM pqusaA 

vugkbV “khV ¼Unhide Sheet). fodYi pqusaA fNis gq, odZ'khV dh lwph ds 
lkFk ,d Mk;y‚x c‚Dl çnf'kZr gksrk gSA 

'khV dks vugkbM djus ds fy, pqusaA 

dHkh&dHkh] vki ,d QkWewZyk esa ,d gh odZcqd esa fdlh vU; odZ'khV esa lsy ls 
eku dk mi;ksx djuk pkg ldrs gSaA mnkgj.k ds fy,] orZeku odZ'khV esa lsy 
A1 dk eku vkSj nwljs odZ'khV esa lsy A3 dks “khVuse ^^lsy vMªsl^^ QkWesZV dk 
mi;ksx djds tksM+k tk ldrk gSA bl mnkgj.k dk QkWewZyk"=A1+Sheet3!A3 
gksxk tgka orZeku odZ'khV esa lsy A1 dk eku ^^'khV 3^^ uked odZ'khV esa lsy 
A3 ds eku esa tksM+k tkrk gSA 
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odZcqd dks lqj{kk çnku djus ds fy, vkidks lwpuk vf/kdkj çca/ku ds ek/;e ls 
ØsMsaf'k;Yl rd igqap dh vko';drk gksrh gS] tks igpku ds fy, ,d oS/k dksM 
çnku djrk gSA 

 

;g vkidks lfoZl lkbuvi ds ckn ;ksX; lk[k çnku djrk gSA vkbZvkj,e mu 
yksxksa dh lk[k dks çekf.kr djus ds fy, loZj dk mi;ksx djrk gS tks çfrcaf/kr 
vuqefr ds lkFk nLrkost ;k bZ&esy cukrs gSa ;k çkIr djrs gSaA 

 



117

vki ,Dlsy esa miyC/k fuEu fodYiksa dk mi;ksx djds viuh odZ'khV dh lqj{kk 
dj ldrs gSaA 

 

vki O;fDrxr :i ls odZ'khV ds fofHkUu ?kVdksa dh lqj{kk dj ldrs gSa% 

 

vki fofHkUu ç;kstuksa ds fy, odZ'khV dks Hkh lgst ldrs gSa tSls% 

1½ ,d odZcqd [kksysa 
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2½ ,d odZcqd dk ,fMV djuk 

;g odZcqd dks lgstus ds le; fd;k tk ldrk FkkA vki lso cVu ds ikl 
miyC/k Vwy cVu ds ek/;e ls ^^lkekU; fodYi^^ dk fodYi pqu ldrs gSaA 

lqj{kk mís'; ds fy, vkidks ,d ikloMZ dk mYys[k djus dh vko';drk gS] 
ftldh vko';drk gksxh ;fn vki odZ”khV dks vlqjf{kr ;k vuy‚d djuk pkgrs 
gSaA 

 

vki [kksyus ds fy, ikloMZ ;k la'kksf/kr djus ds fy, ,d ikloMZ çnku dj 
ldrs gSaA ;kn j[kus dh ckr ;g gS fd vkidks dsoy i<+us ds fy, vuq'kaflr ij 
fDyd djuk gksxkA 

 

,d ckj tc vki fdlh odZcqd esa viuk dke iwjk dj ysrs gSa] rks vki viuh 
odZ'khV ds dqN fçaV ysuk pkgsaxs] ftlds fy, vkidks fn, x, funsZ'kksa dk ikyu 
djuk gksxk% 

vkWfQl ¼Office) cVu ij fDyd djsa 
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fçaV fodYi pqusa 

nh xbZ lwph esa ls fodYi pqusa 

vks fçaV 

vks fDod fçaV 

vks fçaV fizO;w 

 

 

1½  ;g fodYi ,d Mk;y‚x c‚Dl [kksysxk ftlds ek/;e ls vki vius 
fçaVvkmV dks dLVekbt dj ldrs gSa 
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2½   ;g fodYi vkids fçaVj ds fy, fMQ‚YV lsfVax vkSj lh/ks 
fizfVax dk;Z ds fy, odZ'khV dk vuqlj.k djrk gSA 

3½  ;g fodYi fçaV fizO;w LØhu fn[kkrk gS] tSlk fd uhps fp= esa 
fn[kk;k x;k gS] tks fofHkUu fodYi çnku djrk gS] ftlds ek/;e ls vki 
okLrfod nLrkost / odZ'khV ds fçaVvkmV ¼gkMZ d‚ih½ dks cckZn fd, fcuk 
vius fçaV dks vuqdwfyr dj ldrs gSaA 

 

 

odZ”khV dk fçaV  gksus ds ckn] ge fçaVvkmV ysus ls igys ist lsVvi dh 
çrh{kk dj ldrs gSaA ;g fçaVvkmV ds fuEufyf[kr vk;ke LFkkfir djus ds fy, 
vkSj fodYi nsrk gS% 

 ist 

  ekftZu 

 gSMj@QqVj 

 “khV 

vc] ist fodYi dks ist lsVvi ds fy, mi&fodYi feyk gS% 

1½  

d½  iksVZzsV [ysVj ds fy, (Potrait) [e.g. 8.5” x 11”] 

[k½  ySaMLdsi ysVj ds fy, (Landscape) [e.g. 11” x 8.5”] 

2½ 

d½   vki daVsaV dk vkdkj 100% ls c<+k ldrs gSaA 

[k½   vki pqu ldrs gSa fd vkidh odZ”khV dh daVsaV ij dCtk 
djus ds fy, fdrus i`"Bksa dh vko';drk gSA 
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3  vki Mª‚i&Mkmu lwph ls isij dk vkdkj pqu ldrs gSaA 

4½  vki fçaV xq.koÙkk dk p;u dj ldrs gSa 

d½  ekud ¼LVS.MMZ½ 

[k½  VSDLV / ykbu 

x½  osc DokfyVh 

vxyk VSc vxys vkWI”ku }kjk pquk x;k gS & ;g ekftZu mís'; ds fy, lsV djus 
ds fy, fofHkUu fodYi çnku djrk gSA  

1½ VkWi / ckWVe% fMQ‚YV :i ls ¼0-75½  

2½ yS¶V / jkbV% fMQ‚YV :i ls ¼0-7½]  

3½ gsMj / QqVj% fMQ‚YV :i ls ¼0-3½]  

vki vius fçaVvkmV dks / nksuksa ds }kjk Hkh dsfUær dj ldrs gSa  [{kSfrt / 
yEcor]A 
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¼1½ ,Dlsy esa gSYi dSls çkIr djsa 

 

 

2½ tc rd vkidks eupkgk fo"k; ugha fey tkrk rc rd gsYi fyad ij fDyd 
djsa --- 

3½ “kks DVsaV Vscy ij fDyd djsaA --- 

4½ lpZ c‚Dl esa dhoMZ Vkbi djsa vkSj lpZ cVu ij fDyd djsaA --- 

5½  foaMkst VkLdckj ij jkbV&fDyd djsa vkSj 'kks foaMkst lkbM ck; lkbM pqusaA 

gSYi  cVu ¼,d ç'u fpà ds lkFk pØ½ Åij vkSj fjcu ds nkbZa vksj fLFkr gS 

,d ckj p;fur gksus ds ckn ,d ubZ ,Dlsy gsYi foaMks fn[kkbZ nsrh gS 

 

czkmt ,Dlsy gSYi ds rgr fdlh Hkh fo"k; dk p;u djsa vkSj vf/kd mi;ksxh 
lcV‚fiDl [kkstus esa enn djsa 

 

o VsDLV c‚Dl ds vanj fDyd djsa] ,d fo"k; fy[ksa vkSj lpZ ij fDyd djsa 

  vki gSYi foaMks ds 'kh"kZ ij fLFkr Vwyckj ij vU; lgk;d fodYi ¼tSls gkse 
vkSj fçaV½ [kkst Hkh ldrs gSa 

  dUVsaV dh rkfydk ns[kus ds fy, ,d Dykst cqd ds vkdkj ds cVu ij 
fDyd djsa 

vkids daI;wVj ij cM+h la[;k esa lgk;rk MkD;wesaV fLFkr gSaA gkyk¡fd] vf/kd 

fooj.k vkSj vf/kd fo"k; miyC/k gSa ;fn daI;wVj baVjusV ls tqM+k gSA 

1½ lsy ,Mªsl (cell address) D;k gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 
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2½ lsy desaV D;k gSa\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

3½ lsy jsQjsal dk uke nsa ftlesa d‚ih djrs le; jkW vkSj d‚ye nksuksa ugha 
cnysaxsA 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

4½ dqy ds fy, çR;sd ewY; ds ;ksxnku dks çnf'kZr djus ds fy, dkSu ls pkVZ 
dk mi;ksx fd;k tkrk gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

LçSM'khV dks 'kkunkj rjhds ls MsVk dks laxfBr djus ds rjhdksa ls tksM+dj jkW vkSj 
d‚ye (Row & Column) esa foHkkftr fd;k tkrk gS] mudk mi;ksx lHkh çdkj ds 
MsVk dks O;ofLFkr] fo'ys"k.k vkSj gsjQsj djus ds fy, fd;k tkrk gS] ysfdu ;g 
la[;kRed MsVk ds fy, c<+h gqbZ dk;Z{kerk çnku djrk gSA ekbØksl‚¶V ,Dlsy 
vkWfQl ¼Microsoft Excel Office) esa caMy gks tkrk gS] tks ,d vkWfQl vkVkses”ku 
Vwy gSA ;g 'kfDr'kkyh LçsM'khV midj.k esa ls ,d gS] ftldk mi;ksx fofHkUu 
yksxksa }kjk viuh fnu&çfrfnu dh vkWfQl dk;ks± esa fd;k tkrk gSA 

,Dlsy LØhu ysvkmV og LØhu gS tks ekbØksl‚¶V ,Dlsy dks [kksyrs le; 
fn[kkbZ nsrh gSA blesa fofHkUu ?kVd gksrs gSa] tSls fd fjcu] fDod ,Dlsl Vwyckj] 
VkbVy ckjA vkSj çR;sd ?kVd dk viuk egRo gSA mnkgj.k ds fy, fDod ,Dlsl 
Vwyckj vkidks vkids }kjk vDlj mi;ksx dh tkus okyh dekaM rd igq¡p çnku 
djrk gS ;k VkbVy ckj ml odZcqd dk 'kh"kZd çnf'kZr djrk gS ftl ij vki 
orZeku esa dke dj jgs gSaA 

The Title Bar): ;g ml odZcqd dk 'kh"kZd çnf'kZr djrk gS] ftl 
ij vki orZeku esa dke dj jgs gSaA fMQ‚YV :i ls] igyh ubZ odZcqd dks cqd 1 
uke fn;k x;k gSA 

 (The Menu Bar):  esuw ckj M‚D;wesaV ds 'kh"kZ Hkkx ij fLFkr iSuy gksrk 
gS] VkbVy ckj ds Bhd uhpsA bldh 'kq#vkr djus ds fy, gkse] balVZ] ist 
ysvkmV] MsVk] vkfn tSls lkr VSc gSaA 
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uksV% ;s ç'u vkids vH;kl ds fy, gSaA buds mÙkj fy[kus dk vH;kl djsa fdarq 
mŸkjksa dks fo'ofo|ky; esa ewY;kadu ds fy, u HkstsaA ç'uksa ds mÙkj fy[kdj vki 
Lo;a viuh izxfr dh tk¡p dj ldrs gSaA

 (The Worksheet Area):  odZ'khV {ks= lHkh lsy dks çnf'kZr djrk 
gSA ;g mu lsy esa gS] tks vki vius MsVk dks ntZ djrs gSa] QkWesV djrs gSa ;k 
,fMV djrs gSaA 

The Status Bar): LVsVl ckj ,Dlsy foaMks ds lcls fupys Hkkx esa 
fn[kkbZ nsrk gS vkSj p;fur la[;kvksa ds ;ksx] vkSlr] U;wure vkSj vf/kdre ewY; 
tSlh tkudkjh çnku djrk gSA 

(Cell address): % ;g d‚ye ysVj (s) vkSj jks uacj dk la;kstu gS tks 
ml lsy fLFkfr ij çfrPNsn djrk gSA mnkgj.k ds fy,] ;fn lsy irk A3 gS] rks 
bldk eryc gS fd ;g dkWye A vkSj jks 3 ds pkSjkgs ij gSA 

 (Conditional Formatting):  bldk mi;ksx ekinaM ds 
vk/kkj ij fnypLi lsYl dks mtkxj djus] MsVk ckj] dyj Ldsy vkSj vkbdu 
lsV dh dYiuk djus ds fy, fd;k tkrk gSA blesa fofHkUu fodYi miyC/k gSa tSls 
fd gkbykbV lsy fu;e] V‚i / c‚Ve fu;e] MsVk ckj] dyj Ldsy vkfnA ;g gesa 
is'ksoj vkSj =qfV eqDr MkD;wesaV cukus esa enn djrk gSA 

 (Cell Comments): desaV ewy :i ls uksV~l gSa ftUgsa ,Dlsy esa 
fdlh Hkh lsy esa Mkyk tk ldrk gSA os LçsM'khV esa gh QkewZyk] lsYl vkSj vU; 
MsVk dh O;k[;k djus ds fy, mi;ksx fd, tkrs gSaA 

1½  ,Dlsy LØhu ds fofHkUu ?kVdksa dh O;k[;k djsaA 

2½  esuw ckj ij miyC/k fofHkUu VSc dh O;k[;k djsaA 

3½  Q‚ewZyk ckj ds rhu [kaM dkSu ls gSa\ 

4½  fofHkUu çdkj ds MsVk dkSu ls lsy idM+ ldrs gSa\ 

5½  gkse VSc esa fofHkUu fodYi D;k miyC/k gSa\ 

6½  daMh”kuy QkesZfVax D;k gS\ 

7½  lsy jsQfjax ls vkidk D;k rkRi;Z gS\ 

8½  mnkgj.k ds lkFk lsy ds rhu çdkjksa dks le>kb,A 

9½  fçaV vkSj fçaV fizO;w esa D;k varj gS\ 
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bdkbZ dh :ijs[kk 
 
17-0 mÌs”;  
17-1 izLrkouk 
17-2 lw= 
 17-2-1 lw=ksa dk fuekZ.k 
 17-2-2 lj.kh lw= 

17-3 izdk;Z 
 17-3-1 O;ofLFkr izdk;Z 
 17-3-2 fufgrkFkZ izdk;Z 

17-4 Xkf.krh;; izdk;Z 
17-5 lkaf[;dh; izdk;Z 
17-6 foŸkh; izdk;Z 
17-7 rkfdZd izdk;Z 
17-8 ikB vkSj Lo:i.k@vk:Ik izdk;Z 
17-9 fnukad vkSj le; izdk;Z 
17-10 lkjka”k 
17-11 “kCnkoyh  
17-12 cks/k iz”uksa ds mŸkj 
17-13 Loij[k iz”u 

bl bdkbZ dk v/;;u djus ds ckn vki bl ;ksX; gks ldsaxs fd% 

,Dlsy ds dk;Zi=d vkSj vfHkdyu MkVk dh jpuk ds ewy y{k.kksa dks le> 
ldsa( 

,e ,l ,Dlsy esa miyC/k ewy lw=ksa dks le> ldsa(  

lw=ksa dk fuekZ.k vkSj lfEefyr djus dk rjhdk le> ldsa( vkSj 

,e +,l +,Dlsy esa fofHkUu miyC/k izdkjksa ds ckjs eas vkSj muds iz;ksxks ds ckjs 
esa tku ldsaA  

?kj ij ge vius ctV vkSj fuos”k dh fLFkfr dk vfHkys[k j[krs gSaA dk;kZy; esa 
gekjs ikl fu’ikfnr djus ds fy, vusd dk;Z gksrs gSa( tks ys[kkdu fo”ys’k.k] fcØh 
;k ctV ls lacaf/kr gksrs gaSA O;olk;ksa lfp=ksa dh vko”;dr MkVk fo”ys’k.k vkSj 
ifj;kstukvksa ds fy, gksrh gSA blds vfrfjDr vadxf.kr vkSj bathfu;fjax Nk=ksa 
dks cM+s vadksa lw=ksa vkSj ifjdyuksa dk ysu&nsu lac/kh dk;Z djuk gksrk gS ftlds 
fy, csgrj lk¶Vos;j ys[kkadj.k ds fy, lkj.khd`r vadks daI;wVj dk;ZØe djuk 
pkfg,A 
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blds vfrfjdr] ges lHkh lkjf.k;ksa vkSj MkVklsV ls nSfud O;ogkj djuk gksrk gSA 
ftlds fy, cgqr ls lkW¶Vos;j xqPN miyC/k gSa tks mDr dk;Z dks fu’ikfnr djus 
esa lgk;d gksrs gaSA bySDVªkfud LizsM”khV vR;f/kd lkekU; mPpLrjh; rjhdk gS 
LizsM”khV dks iafDr;ksa vkSj LrHkksa esa lkewfgr djds MsVk dks O;ofLFkr djus ds 
rjhdksa ds lkFk ,dhd̀r fd;k tkrk gSA mudk mi;ksx lHkh izdkj ds MsVk dks 
O;ofLFkr] fo”ys’k.k vkSj gsjQsj djus vkSj la[;kRed MsVklsV ds fy, c<+h gqbZ 
dk;Z{kerk iznku djus ds fy, fd;k tkrk gSA ,e +,l +,Dlsy] vksiu vkWfQl] 
dSyd ¼Open Office Calc) tks vki LizsM”khV ;k  xwxy LizsM”khV tSls dqN 
bysDVªkfud LisM”khV izksxzke miyC/k gSaA ge vius v/;;u ds fy;s ,e ,l ,Dlsy 
ij fopkj djsaxs] ;g ekbØkslkW¶V vkWfQl dk Lopkyu midj.k gSA ekbØkslkW¶V 
,Dlsy ,d mPp dksfV dh LizsM”khV lkW¶Vos;lZ esa ls ,d gS] ftldk mi;ksx yksx 
viuh fnup;kZ ds dk;ksZa esa djrs gSaA bl bdkbZ esa ge vius MsVk dks LVksj djus] 
cuk, j[kus] izcaf/kr djus] O;ofLFkr djus ds fy, mi;ksx fd, tkus okys 
ekbØkslkW¶V ,Dlsy dh ewy dk;Z {kerk ij ppkZ djsaxsA 

ekbØksl‚¶V ,Dlsy esa dbZ 'kfä'kkyh lw= vkSj çdk;Z gSa] ftudk mi;ksx fofHkUu 
foÙkh;] rkfdZd] lkaf[;dh; ;k xf.krh; leL;kvksa ds fy, fd;k tkrk gSA ,e-,l- 
,Dlsy esa çdk;Z ,d vfHkO;fDr gS ftlesa ,d d{k ;k d{kksa dh Js.kh esa ykxw ewY;] 
v‚ijsVj vkSj 'krsZ 'kkfey gSaA  

,e-,l- ,Dlsy esa varosZ”ku fofuekZ.k djus ds fy, fuEu dne mBk,a 

1½ vius dlZj ls dksf”kdk dk p;u djsaA 

2½ * * fpg~u (cursor) Vkbi djsa ,e ,l ,Dlsy esa izR;sd lw=  * *  fpg~u ls 

“kq: gksrk gSA 

3½ mnkgj.kkFkZ ge tksM+ ds ljy lw= ls izkjaHk djsa 

4½ * * fpg~u ds ckn ch2] lh3] vkfn ds ckn tksM+ ds lsyksa dk p;u djsa ;k lsy 

lanHkZ VkbZi djsa 

5½ LØhu fuEu vkd`fr tSlk n”kkZ,xhA 

 

fp= 17-1 % fuekZ.k lw= 

6½ lw= dk ifj.kke fuEu izdkj gS% 
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17-2-2 lj.kh lw= 

Lkj.kh lw= ;k rks ekuksa dh ,d iafDr] rFkk ekuksa dk LRkaHk ;k ekuksa dh iafDr vkSj 
LraHk nksuksa dk la;kstu gSA ,d lj.kh lw= fdlh lkj.kh ds ,d ;k vf/kd d{kks 
ij dbZ la[;kvksa dh x.kuk dj ldrk gSA ;g ,dy vkSj ,dkf/kd lsy ifj.kke 
nksuksa ns ldrk gSA bl lw= dh lh +,l +bZ + (CSE) ¼daVªksy $ f”k¶V $ ,aVj½ lw= 
ds :Ik esa Hkh tkuk tkrk gSA 

Lkj.kh lw= ds fy, fuEu dne mBk,A 

1½ vkvks ge daI;wVj “kkWi dh dqN mRikn dh [kjhnkjh dk mnkgj.k ysaA geus 
blds fy, fuEu lkj.kh dh jpuk dh gSA 

 

fp= 17-3 % lj.kh lw= mnkgj.k 

2½ lj.kh lw= izos”k djsa] bldh vko”;drk leLr lsy dkWye (column) dk 
p;u djuk gS ftl ij cgq lsy izkjaHk gksrk gSA 

3½ fQj uhps fn, ;ksxQy lw= dk mi;ksx fooj.k ds vuqlkj djuk gSA 
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4½ tc vki lw= esa izos”k djsa] izos”k dks nckus ds ctk, Ctrl + Shift + Enter dks 
feykdj mi;ksx djsaA ;g lw= dks csl czsdV (base bracket) ds jsDVj ds 
lkFk fn[kk,xkA ;gh lw= izR;sd lsy dks n”kkZ,xk ftu ij lw= mi;ksx fd;k 
tk jgk gSA 

5½ ldsfdr lw= ,dy lsy ij Hkh mi;ksx fd;k tk ldrk gSA ;g leLr leku 
izfØ;k gSA dsoy ml ,dy lsy dk p;u djuk gksxkA ftl ij lw= dk 
mi;ksx djuk gSA 

17-3 izdk;Z 

,e-,l- ,Dlsy esa ,d izdk;Z] ,d iwoZ&lajfpr ;k iwoZ&ifjHkkf’kr lw= ds :Ik esa 
dgk tk ldrk gS] tks p;fur fof”k’V ekuksa dk mi;ksx djds dqN ifj.kkeksa dh 
x.kuk dj ldrk gSA ,d izdk;Z ,d fuf'pr ewy okD; jpuk ij vk/kkfjr gSA 
blesa le fpUg Þ¾Þ izdk;Z dk uke tSls SUM, PRODUCT, IF vkSj vkf[kjh esa] 
rdZ “kkfey gSaA rdZ ,d cSzdsV esa ntZ fd, tkrs gSa( muesa og tkudkjh lekfur 
gS] ftldh x.kuk dh tkuh gSA 

O;ofLFkrr

izdk;Z dks O;ofLFkr djus ds fy, fuEu dne mBk,¡%& 

1½ lw=ksa dk p;u djds esU;w fjcu dks nck,¡A 

2½  {kSfrt lwph ls ,d izdk;Z dk p;u djsa] tSlk fd uhps fn[kk;k x;k gS% 

 

fp= 17-5% lw=ksa dk fjCku 

3½ vkb, ge mnkgj.k ysaA 
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4½ ;g lw= xf.kr ;k f=dks.kferh (Maths & Trig) lkj.kh esa miyC/k gSA 

 

fp= 17-6 % xf.kr vkSj f=dks.k dh js[kkvksa dh lkj.kh 

5½ tc ge bl fodYi ij fDyd djrs gaS( p;fur lsy ij okD; jpuk vkSj 
laokn d{k fn[ksxkA 

 

6½  geas izdk;Z dks ifjdyu ds fy, visf{kr lwpuk nsuh gksxh] bl fo’k; esa ftu 
dksf”kdkvks dks tksM+uk gSA 
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7½ lwpuk Hkjus ds i”pkr~ OK nck,a  

8½ blls p;fur lsy ;ksxQy izkIr gksxk] ysfdu blesa vko”;d gS fd izfØ;k esa 
vadh; ewY; gksus pkfg, tSlk fd fp= 17-9 eas gSA 

 

tSlk fd ge fuEu lkj.kh esa ns[krs gSaA ,e-,l- ,Dlsy esa O;kid :Ik ls Ng 
fufgrkFkZ izdk;Z gS] ;Fkk 
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fp= 17-10 % lw=ksa dk fjcu 

1½ foŸkh; izdk;Z 

d½ ih-,e-Vh- & ;g izdk;Z fLFkj C;kt nj ij dtZ dh vkof/kd fd”rksa dk 
ifjdyu djrk gSA 

[k½ ih-oh- & bl izdk;Z dk mi;ksx fn, x, dtZ dk orZeku ifjdyu fLFkj 
C;kt nj ij  fuos”k jkf”k ds fy, fd;k tkrk gSA 

x½ ,Q-oh-  – bl dk;Z dk mi;ksx orZeku fuos”k jkf”k ds Hkfo’; ds ewY; dh 
x.kuk ds fy, fd;k tkrk gS( x.kuk C;kt dh fuf'pr nj ij fuHkZj gksrh 
gSA   

2½ rkfdZd izdk;Z 

d½ vkbZ-,Q- & ;g ewY; vkSj izR;kf”kr ewY; ess rkfdZd rqyuk djrk gS( 

[k½ ,sUM & ;g vPNh rkfdZd rqyuk djus ds fy, lewy leFkZuh; izdk;Z gSA 
leLr vkxrks dks lR; j[kus ds fy, ifj.kke lR; gksrk gSA vU;Fkk 
vkxrsa xyr gksus ij ifj.kke xyr gksrk gS( vkSj 

x½ vks-vkj- & ;g Hkh leFkZuh; rkfdZd izdk;Z gS] ysfdu ;g fuEUk rkfdZd 
vk/kkj Ikj dk;Z djrk gS] bl dk ifj.kke lR; gksrk gS ;fn ,dkf/kd 
vkxrsa lR; n”kkZrk gSa vU;Fkk leLr vkxrs xyr n”kkZrh gSa rks ifj.kke 
xyr fn[kkrk gSA 

3½ ikB izdk;Z  

d½ lafonkdkjh & ,dy lsy esa vR;f/kd ikB fLVªax j[krh gaSA 

[k½ MkWyj & ;g iwoZ ;kstu ds :Ik esa MkWyj fpg~u dks ikB la[;k esa 
ifjofrZr djrh gSA 

4½ frfFk vkSj le; dk;Z 

d½  frfFk - ;g izdk; p;fur dksf'kdkvksa dks fnukad ¼mm / dd / yyyy ) - 
default½ çk:i esa ykSVkrk gSA 

[k½ le; = eghuk & ;g eghus ds uke dk ifj.kke nsrk gS] 1 ¼tuojh½ ls 
ysdj 12 ¼fnlacj½ ds chp dh dksbZ Hkh la[;kA 
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5½  yqdvi (LOOKUP) vkSj lanHkZ dk;Z 

d½ yqdvi (LOOKUP) : ;g ,d cgqr yksdfç; dk;Z gSA ;g p;fur 
lsy ds :i esa fn, x, MkVklsV ds lcls ck,¡ fooj.k esa fn, x, 
buiqV ds ewY; dks lanfHkZr djrk gS vkSj ifj.kke fdlh fHkUu / p;fur 
d‚ye dh feJ iafDr ls ewY; ds lkFk gksrk gSA 

[k½ lfEeJ : ;g ,d fufnZ"V eku ls esy [kkus okys lkj.kh ls vko';d 
eku dh lkis{k fLFkfr ds lkFk nsrk gSA 

6½ xf.kr vkSj fVaªx dk;Z 

d½ ;ksxQy (SUM) = p;fur lsyksa ds ;ksx ds lkFk ykSVrk gS] tc 
p;fur lsy la[;kRed eku gSaA 

[k½  ihvkbZ (PI)%  PI ;g ifj.kkeh ifj.kke ihvkbZ dk xf.krh; ewY; gS        
¼3-14159265½ 15 n'keyo LFkkuksa rd gSA 

Xk½  mRikn (PRODUCT½ %  ;g p;fur lsyksa ds xq.ku esa fn, x;s ifj.kke 
,oe mu lsyksa dk la[;kRed eku gSaA 

fdlh fu.kZ; dks djus ds fy, xf.krh; i)fr vfuok;Z gSA vadxf.krh; leL;kvksa 
dks gy djus ds fy, ekbØkslkW¶V ,Dlsy oxhZdr̀ :Ik esa gy iznku djrk gSA 
vadxf.krh; vkSj f=dks.kfefr izdk; ds laca/k esa vadx.krh; vkSj f=dks.kfefr 
pqukSfr;ksa ds fy, gy iznku djrk gSA 

 

fp= 17-11 % vadxf.krh; lw= 

,Dlsy esa tksM+uk vkSj ?kVkuk vklku gS( vkidks cl bls djus ds fy, ,d ljy 
lw= cukuk gksxkA ;kn j[ksa fd ,Dlsy esa lHkh lw= leku fpà ¼¾½ ls 'kq: gksrs gSa] 
vkSj gekjs ikl mUgsa cukus vkSj laikfnr djus ds fy, lw= iêh gksrh gSA 

,d lsy esa nks ;k vf/kd la[;k,¡ tksM+sa] fdlh Hkh fjDr lsy ij fDyd djsa vkSj 
fQj ,d lw= 'kq: djus ds fy, ,d cjkcj fpà ¼¾½ fy[ksaA cjkcj fpà ds ckn] 
,d Iyl fpà ¼+½ }kjk vyx fd, x, dqN uacj fy[ksaA 

mnkgj.kkFkZ] 40 $ 21 $ 14 $ 3] okfil (RETURN) nck,¡ rks ifj.kke 78 gksxkA 
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lsy esa nks ;k vf/kd vad ?kVk,¡ fQj fjDr lsy dks nck,¡ vkSj rc lw= dks izkjaHk 
djus ds fy, cjkcj fpUg ¼=½ nck,¡A tksM ds Ik”pkr~ dqN ,d vadks dks izFkd 
djsa ?kVk fpg~u ¼&½ lsA 

mnkg.kkFkZ  

70&20 &15&3 iqu% nck,¡ ;fn vki uewuk vad mi;ksx djsa ifj.kke 32 vk,xkA 

 

 

fp= 17-12 % tksM+ ¼;ksxQy½ lw= vuqiz;ksx laokn 

tksM+  ¼½ çdk;Z dks rdksaZ ds :i esa ikfjr djus ds fy, la[;kvksa ds lsy tkudkjh 

dh vko';drk gksrh gSA vxj dsoy rdZ ds :i esa Vkbi fd;k tk, rks ikB vkSj 

rkfdZd ekuksa dks d{kksa esa utjvankt dj fn;k tkrk gSA 

 

 

fp= 17-13 % tksM+ ¼;ksxQy½ lw= laokn d{k 
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lsy lanH

,d lsy 
tc vki 
lw= cny

1½ lh1 

2½ Lsky 

3½ Lkefp

4½ okfi
ifj.

dqN vPNs

= 1 $ 2
vki laiw.

1½ VkbZis
djrs

=14

vc ekU;
d{kksa esa j
vki mu 

HkksaZ dk mi;ksx djds la[;k ?kVk,a% 

lanHkZ A 1 ;k F 345 dh rjg iafDr la[;k vkS
lsy eku ds ctk; fdlh lw= esa lsy lanHkZ d

yus ds fcuk ml lsy esa eku cny ldrs gSaA 

vkSj Mh 1 esa vad VkbZi djsa mnkgj.kkFkZ] 5 vkSj

bZ1 esa lw= izkjaHk djus ds fy, lefpàu Vk

fpàu  ds Ik”pkr~ lh1&Mh1 VkbZi djsaA 

fp= 17-14% ?kVk lw= 

il (RETURN) nck,a] ;fn vki uewuk vadksa 
.kke 2 gSaA 

Ns vH;kl tksM+ ¼SUM½ lw= ds lkFk dk;Z djus 

2 ;k  = , $ ch in/kfr & vki tcfd 1 $ 2
.kZ ;FkkFkZ ifj.kkeksa dks izkIr djrs gS% ;g in~/kfr 

isl (Types) & ;fn vki vf/kd vkSj@;k vR
rs gSa% tSls 

4598.93 + 65437.90 + 78496.23  

; djus dk ç;kl djsa fd çfof"V;k¡ lgh gSaA b
j[kuk vkSj  SUM lw= dk mi;ksx djuk cgqr
ewY;ksa dks Hkh çk:fir dj ldrs gSa tc os lsyksa 

 

fp= 17-15% tksM+ (SUM) izdk;Z dk m

kSj LraHk i= dks tksM+rk gSA 
dk mi;ksx djrs gSa] rks vki 

j 3- 

kbZi djsaA 

 

dk mi;ksx djrs gsA Rkks 

dsA 

2 $ 3 esa izos”k djrs gS rks 
=qfVxzLr gks ldrh gS% 

R;f/kd cM+s ewY;ksa esa izos”k 

bu ewY;ksa dks vyx&vyx 
r vklku gSA blds vykok] 
k esa gksrs gSaA 

mi;ksx 
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lw=ksa esa dfBu dwV ys[ku ds ctk; tksM+ izdk;Z mi;ksx djsaA Mh 5 lsy esa lw= = 
tksM+ ¼;ksxQy½ ¼D2% D4½ gSA 

2½ # VALUE! la[;kvksa ds ctk; ikB lanfHkZr djrs le; =qfV;ka  

;fn vki ,d lw= mi;ksx djrs gSa tSls% 

=A1 + B1 + C1  ;k = A1 + A2 + A3 

fp= 17-16 % # ewY; =qfV 

,d [kjkc QkeZwyk fuEkkZ.k dk mnkgj.k% lsyy D2 esa lw== =A2 + B2 + C2 gSA 

;g fufnZ’V lsy esa xSj la[;kRed eku gSa] rks vkidk lw= VwV ldrk gS] tks 
#VALUE =qfV fn;k x;kA  

SUM ikB ekuksa dh mis{kk djsxk vkSj dsoy la[;kRed ekuksa dk ;ksx iznku 
djsxkA 

 

fp= 17-17% tksM+ lekjksg dh rkdr 

mfpr lw= fuekZ.k =A2 + B2 + C2, ds ctk;]  = SUM (A2:C2) dk mi;ksx djsaA  

3½  # REF! iaafDr;ksa ;k LraHkksa dks gVkus ls =`fV  

 

fp= 17-18% # lanHkZ =qfV 
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# REF! =qfV ;fn dksbZ dkWye gVk fn;k tkrk gS rks gskrh gSA rks izdk;Z cnydj     
=A2#REF! B2 gks tk;sxkA 

vxj vki fdlh iafDr ;k LraHk dks gVkrs gSa] rks gVk, x, iafDr dks ckgj djus ds 
fy, izdk;kZ v|ru ugha gksxk vkSj ;g  # REF okil vk tk,xk! =qfV tgka ,d 
;ksx izdk;kZ Lopkfyr :Ik ls v|ru gks tk,xkA 

 

tksM+ izdk;Z Lor% :Ik ls tksM+ ;k ?kVk iafDr;ksa vkSj fooj.kksa dks lek;kstu djsaxkA 

4½ iafDr;ksa ;k LraHkksa dks lfEefyr djrs le; lw= lanHkksZ dks v|ru ugha djsaxsA  

 

=A+B+C lw= ;fn vki tksM+s iafDr vkSj fooj.kksa dks rks ;g fd, x, lek;kstuks 
dks ugha tksM+xk tgk¡ le izdk;Z gS] ;g Lor% vn;ru dj ysxk ¼tc rd fd vki 
lw= ls lanfHkZr izjkl ds ckgj ugha gSA ;g fo”ks’k :Ik ls egRoiw.kZ gS ;fn vki 
izR;k”kk djrs gSa fd vkidk lw= vn;ru djsxk ysfdu ;g ugha djrk] D;ksafd ;g 
viw.kZ ifj.kke nsxk ftUgsa vki ugha le> ik,¡xsA 

 

=SUM(A2:C2) to 
=SUM(A2:D2) rd foLrkj dj jgk gS] tc ,d LrEHk Mkyk x;kA 

5½ O;fDrxr lsy lanHkZ cuke ijkl 
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Þ¾SUM¼A1]A2]A3]B1]B2]B3½ß tSls lw= dk mi;ksx djuk leku :Ik ls =qfV 
izo.k gS tc ge Åij crk, x, dkj.kksa ds fy, lanfHkZr lhek ds Hkhrj iafDr;ksa 
dks lfEefyr ;k gVkrs gSaA O;fDrxr Jsf.k;ksa dk mi;ksx djuk csgrj gS] 

tSls “=SUM (A1:A3,B1:B3)” A  

iafDr;ksa dks tksM+us ;k gVkus ij ;g Lopkfyr :i ls v|ru gks tk,xkA 

,Dlsy esa xq.kk vklku gS( vkidks cl bls djus ds fy, ,d ljy lw= cukuk 
gksxkA tSlk fd ge igys ls gh tkurs gSa fd ,Dlsy esa lHkh lw= leku fpà ¼¾½ 
ls 'kq: gksrs gSa] vkSj vki mUgsa cukus ds fy, lw= iêh dk mi;ksx dj ldrs gSaA 

,d lsy esa nks ;k vf/kd la[;kvksa dks xq.kk djus ds fy,] fdlh Hkh fjDr lsy ij 
fDyd djsa] vkSj fQj ,d lw= fy[kuk 'kq: djus ds fy, ,d leku fpà ¼¾½ 
fy[ksaA leku fpà ds ckn] xq.ku fpà ¼*½ }kjk vyx fd, x, dqN la[;kvksa dks 
fy[ksaA 

mnkgj.k ds fy,] 40 * 21  fy[kdj  RETURN nck;s 

ifj.kke 840 gksxkA 

xq.ku ds fy, mijksDr fof/k xf.krh; izdk;Z ds vykok] xq.kuQy izdk;Z uhsps 
okf.kZr gS% 

xq.kuQy çdk;Z lHkh uacjksa dks xq.kk djrk gS vkSj mRikn ykSVkrk gSA mnkgj.k ds 
fy,] ;fn d{kksa A1 vkSj A2 esa la[;k,¡ gSa] rks vki nks la[;kvksa dks ,d lkFk xq.kk 
djus ds fy, lw= ¾ PRODUCT ¼A1] A2½ dk mi;ksx dj ldrs gSaA vki 
eYVhIy ¼*½ v‚ijsVj dk mi;ksx djds  Hkh leku çdk;Z  dj ldrs gSa; tSls]  
^^¾ A1 * A2^^A 

 

tc vki dbZ d{kksa dks ,d lkFk xq.kk djuk pkgrs gSa] rks xq.kuQy çdk;Z csgrj 
gksrk gSA mnkgj.k ds fy,] lw= ¾ PRODUCT ¼[A1: A3] C1: C3½  

¾ A1 * A2 * A3 * C1 * C2 * C3 ds leku gSA 

bl çdk;Z dk okd;k jpuk fuEukuqlkj gS% 

PRODUCT ¼la[;k 1] [la[;k 2]] [la[;k 3]] [la[;k 4]] --½ 

xq.kuQy izdk;Z 

xq.kuQy çdk;Z ds fy;s ç;qDr okD; jpuk fuEu rdksaZ ls lacaf/kr gS% 

  uacj 1 & ;g vfuok;Z :i ls vko';d gSA igyh la[;k ;k lhek tks vki 
xq.kk djuk pkgrs gSaA 

  uacj 2] 3] 4 & os oSdfYid gSaA vf/kdre 255 rdksaZ rd dh vfrfjDr 
la[;k ;k lhek rd tk ldrs gSA 
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;g çdk;Z lkj.kh esa dsoy la[;k ;k x.kuk ds fy, lanHkZ dk ,glkl djrk gS 
vkSj os xq.kk gks x,A [kkyh ,Dlsy d{k] ;k rkfdZd ;k ikB eku ;qDr x.kuk ds 
fy, utjvankt dj fn;k tkrk gSA 

 

LizsM“khV esa of.kZr MkVk - 3,6,9,12 gSA fuEu lkj.kh fofHkUu rjhds cgqfo/k lsyksa ds 
rjhds crkrh gSA
 

lkj.kh 17-1% lw= 

lw= fooj.k Result 

= PRODUCT (A1:A4) A1 ls A4  rd la[;kvksa dks xq.kk 1944 

= PRODUCT (A1:A4, 2) A1 ls A4  rd la[;kvksa dks A4 ls 
xq.kk] vkSj fQj ifj.kke dks 2 ls 
xq.kkA 

3888 

= A1*A2*A3*A4 Lsky izdk;Z ds ctk;s xf.krh; 

vkWijsVj ¼*½ dk mi;ksx djds A1 ls 
A4  ds ek/;e ls d{kksa esa la[;kvksa 
dks xq.kk 

1944 

(Mode Function) 

;g izdk;Z vU; vad dks foHksnd ds :Ik esa izLrqr djds izLrqr djsxk ifj.kke dk 
ogh fpàu gksxk tks foHksnd dk gSA 

okD; jpuk = eksM ¼vad] foHksnd½ 

 vad ogh ftl vad ls vki foHksn djuk pkgrs gSaA foHksnd 

¼visf{kr½ & vad ogh gS ftlls vki foHksn djuk pkgrs gSaA ;g izdk;Z mi;ksx 
djrs le; vki dks /;ku j[kuk gksxk fd ;fn foHksnd “0” gS ;g Mh vkbZ oh 01 
(DIV 01) =qfV izLrqr djsxk ,e vks Mh izdk;Z dks vkbZ ,u Vh izdk;Z esa O;Dr 
fd;k tk ldrk gSA 
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okD; jpuk  & eksM ¼vad] foHksnd½ 

vad ¼visf{kr½ & vad ogh ftl vad ls vki foHksn djuk pkgrs gSaA  

eksM (n, d) = n - d*INT(n/d)  

 

¼A1]A2½ 

tSlk fd Åij fn, x, vkadMs+ esa crk;k x;k gS] izdk;Z ekWM ¼ A1] A2½ lsy A3 
esa “ks’k jgrk gS tgka A1 369 gS] A2 6 gS vkSj var esa bl izdk;Z dk ifj.kke 6 ds 
3 ls foHkkftr 369 ls “ks’k gSA 

lkj.kh 17-2 : fofHkUUk lanHkZ vknsf”kr O;oLFkkvksa dks izdk;Z eksM 0 

 =  

369 6 3 

369 -6 -3 

-369 -6 -3 

-369 6 3 

 (SUMIF): 

;g izdk;Z vki ds nokjk fofufnZ’V ewY;ksa vkSj rdksZ dk ;ksxQy djrk gSA 
mnkgj.kkFkZ] eku ysa vki tks ewY; 3 ls de gS muds ewY;ksa dk tksM+ djuk pkgrs 
gSaA ftudk fooj.k ,dy la[;k gS ;fn vki muds ewY;ksa dks tksM+uk pkgrs gS 
blds fy, fuEu lw= mi;ksx fd;k tk ldrk gS% 

=SUMIF(B1:B15,"< 3")  esa 12 ifj.kke nsrk gSA 

;g lw= mu la[;kvksa dks lwph ls ckgj djus esa ifj.kr gksrk gS tks lw= iV~Vh esa 
izkpy iSjkehVj ls de gSa ;Fkk] ^^< 3^^ 
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(SUMIF) 

Åij ds fp= ;g n'kkZrk gS dSls vki izdk;Z ds ifj.kkeksa dh x.kuk djrs gSaA

(SUMIF) 

fuEufyf[kr mnkgj.k esa] bl ekunaM dks mUgha ewY;ksa ij ykxw fd;k tkrk gS ftUgsa 
;ksx fd;k tk jgk gSA ;fn dksbZ vko';drk gS] rks vki ,d lhek rd ekunaM 
ykxw dj ldrs gSa vkSj ,d vyx Js.kh esa lacaf/kr ekuksa dks tksM+ ldrs gSaA 
mnkgj.k ds fy,] lw= =SUMIF(A1:A5, "Jack", B1:B5) dsoy B1:B5 Js.kh esa 
çnku fd, x, ekuksa dk ,d lsV Hkjrk gS] ,d ckj  tc A1 : A5 çnku dh xbZ 
jsat  ^^Jack^^ gSA 
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MMULT: 

vc bls vPNs <ax ls le>us ds fy,] ge fcx cktkj vkSj ljy fnu tSls xzkgdksa 
n~okjk [kjhns x, ewY; vkSj otu tSlh dqN fo'ks"krkvksa ds lkFk pEep] QksdZ ¼dkaVk 
vkSj di tSls mRiknksa ds fy, ,d xq.ku ij ppkZ djsaxsA 

 

(Matrix) 
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MMULT izdk;Z (Function) 

 

fp= 17-29 % vkO;wg ¼= vk/kkj½ xq.kk 

igyk vkO;wg mu mRiknksa dks n”kkZrk gS] ftUgsa xzkgd [kjhnsaxs vkSj nwljk vkO;wg 
mRiknksa dh dher vkSj muds Hkkj dks n”kkZrk gSA varr%] rhljk vkO;wg ;g n'kkZrk 
gS] tgk¡ vkO;wg MMULT (O;oLFkk 1, O;oLFkk 2) vkO;wg lw= ds lkFk ifjdyu 
djrk gSA 
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fp==  17.30: MMULT mnkgj.k 

Ckks/k iz”u  d 

1½ vki lj.kh lw=ksa ls D;k le>rs gSa\ 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

---------------------------------------------------------------------------------------------------------------------------------------------------

2½ foŸkh; izdk;ksZa ds dqN mnkgj.k nhft,A 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

3½ “OR”  --------------------------- gSA 

d½ foŸkh; izdk;Z 

[k½ rkfdZd izdk;Z 
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x½ ikB izdk;Z 

?k½ frfFk ,oa le; izdk;Z 

4½ fuEu fodYiksa esa ls ikB izdk;Z dk p;u djsaA 

d½ VLOOKUP 

[k½ SUM 

x½ CONCATENATE

?k½ PMT 

5½ “MMULT” lw= dk mi;ksx D;k gS\ 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

--------------------------------------------------------------------------------------------------------------------------------------------------- 

---------------------------------------------------------------------------------------------------------------------------------------------------  

(AVERAGE) 

vkSlr ¼½ izdk;Z fn, x, vadks dk vkSlr iznku djrk gS vkSj lw= esa izdk;Z vadh; 
ek/;e ds iz;kstu izdk;Z ;Fkk( A2: A10 lw= ds ctk; = vkSlr (A2: A10) ds 
ewY;ksa dks vadksa esa izLrqr djrk gSA 

mnkgj.kkFkZ] uhps 20 esa ls 5 Nk=ksa n~okjk izkIr vad fn, x, gS] vc bl dh vkSlr 
x.kuk dks fudkyus ds fy, by [=vkSlr (B2:B6)] dk ifj.kke 13-8 gksxkA 

Nk= uke vad [20] izdk;Z 

v:.k 15  

vfer 12  

vk”kq 14  

vlye 15 vkSlr  (B2:B6) 

vkdk”k 13 13.8 

 (COUNT) 

x.kuk¼½ izdk;Z tSlk lwfpr djrk gS ;g izdk;Z rdksZa ijkl ds :Ik esa izLrqr djrk 
gSA  
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mnkgj.kkFkZ] x.kuk ¼½ ds fy, mfYyf[kr enksa dh la[;k ijkl  [=count(B:B6)] 
dk ifj.kke nsrh gSA 

lkj.kh 17-4 % x.kuk ds fy, 

Nk= uke vad [20] izdk;Z 

v:.k 15  

vfer 12  

vk”kq 14  

vlye 15 x.kuk (Count) (B2:B6) 

vkdk”k 13 5 

dkmafVQ (COUNTIF) 

;g izdk;Z ds lkFk&lkFk ekinaMks ds vuqlkj lhek ds :Ik esa ikfjr rdksZ dh la[;k 
dh x.kuk djrk gSA 

mnkgj.k ds fy, x.kuk ds fy, lhek esa crkbZ xbZ oLrqvksa dh la[;k ¼½ ml Js.kh 
esa oLrqvksa dh fxurh çnku djrh gS [=countif(B:B6,”>13”)] esa 3 ifj.kke gksxk 
D;ksafd ;g dsoy mu ewY;ksa dks fxurk gS tks blls vf/kd  rkfdZd v‚ijsVj ds 
:i esa ekinaM esa ykxw fd;k ^^ekuh >13^^ gSA 

 

lkj.kh 17-5 % dkÅafVQ (COUNTIF) ds fy, MkVklsV 

Nk= uke vad [20] izdk;Z 

v:.k 15  

vfer 12  

vk”kq 14  

vlye 15  Countif  (B2:B6,”>13”) 

vkdk”k 13 3 

ckjackjrk (FREQUENCY) 

ckjackjrk izdk;Z O;oLFkk ¼ ½ vk/kkfjr gksrk gS] ;g tSlk lwfpr djrk gS oSlk gh 
dk;Z djrk gS] ;g izdk;Z ijklksa ds :Ik esa vxzsf’kr rdksZ ds lkFk ijkl izLrqr 
djrk gSA 

mnkgj.kkFkZ] ckjackjrk ¼ ½ ds ijkl esa mfYyf[kr enksa dh la[;k =  ckjackjrk 
¼MkVk Jà[kyk esa mfYyf[kr vadksa dh fo’k;okj  izdk;Z ds ifj.kke izLrqr djrh gSA 
mnkgj.kkFkZ vki 0 ls 15 vkSj 1 ls 15 ls 20 MkVk Ja`[kyk ikrs gaS tcfd 20 ls 
30 vadks dks izkIr djrs gSaA 
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lkj.kh 17-6 % ckjackjrk ds fy, MkVklsV 

35 15 2 

32 20 1 

30 30 5 

25   

21   

15   

16   

43   

40   

45   

46   

38   

25   

29   

10   

vf/kdre] fuEure ¼MAX, MIN) 

;g nks izdk;Z vkxr ewY;ksa ds ijkl dh vf/kdre ;k fUkEure ewY; izLrqr dj jgs 
gSA 

=  vf/kdre ¼ijkl½ ijkl dk ifj.kke vf/kdre vad izLrqr dj ldrk gSA 

= fuEure ¼ijkl½ izdk;Z fuEure vad izLrqr dj ldrk gSA 

uke vad 

[50] 
izdk;Z 

 
v:.k 35 Maximum 

vkdk”k 32 =max(b2:b16) 

vLye 30 46 

vfer 25  

vk”kw 21 Minimum 

vdcj 15 =min(b2:b16) 

vkbZ”kk 16 10 

v:.kk 43  

vuU; 40  

vfUork 45  
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vk”kh 46  

v”kksd 38  

vk”kk 25  

vk”uk 29  

vn~fork 10  

ih-,e-Vh (PMT)  

;g izdk;Z fLFkj la[;k dh C;kt nj vkSj vnk;xh dh fLFkj la[;k dk dtZ dh 
vnkfx;ksa vkSj C;kt nj fn[kkrh gSA ;g izdk;Z  fuEu okD;&jpuk izLrqr djrk gS% 

PMT(Rate, Nper, Pv, [Fv], [Type]) 

 dtZ dh C;kt nj dks n”kkZrh gSA 

 dtZ dh vnk;kfx;ksa dh la[;k n”kkZrh gSA 

orZeku ewY; Hkfo"; ds Hkqxrkuksa dh ,d J̀a[kyk ds fy, 
orekZu ewY; ¼ewY;/ku jkf'k½ 

 vafre Hkqxrku fd;s tkus ds ckn izkIr gksus okys Hkfo"; 
dk ewY; ;fn bls NksM+ fn;k tk, rks bls 'kwU; ekuk tkrk gSA 

 ;fn vof/k] dh 'kq#vkr ls 'kwU; ;k ,d bafxr djrk gS 
fd Hkqxrku vof/k ds var esa gksus okys gSaA 

bl lw= dk ifj.kke 8 izfr”kr dh nj vkSj dtZ dh vnk;fx;ksa dh la[;k 12 
n”kkZ,] fuEu lkj.kh esa Hkkoh vn;kfx;ksa dk ewY; ftls pkyw [kkrk ds :Ik esa 
n”kkZ;k x;k gSA 

 

fp= 17-31 % ih,eVh izdk;Z 
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(DB & SLN) 

bu nksuksa izdk;ksZ dk mi;ksx ifjlaifŸk dk àkleku ewY; dk ifjdyu djus ds 
fy, fd;k tkrk gSA 

àflr ewY; in~/kfr ,d vof/k ds fy, ifjlaifŸk ds fo:) àkflr jkf”k ds izfrQy 
vkSj ifjdyu ds fy, mi;ksx dh tkrh gS tcfd lh/kh js[kk àkflr ewY; vof/k 
mi;ksx ds fy, dh tkrh gS] tc izR;sd vof/k ds fy, àkflr ewY; ,d leku 
jgrk gSA 

 ¼ykxr] lkYost] thou] vof/k [ekg]½ 

 laifŸk dh [kjhn@[kjhnh ykxrA 

 ;g var esa àkleku ewY; dh jkf”k n”kkZrh gSA 

 og vo/kh ftlesa laifÙk dk gzkl gksrk gSA 

 og le; vof/k ftlds fy, ewY;ºzkl dh x.kuk dh xbZ gSA vof/k 
dks thou ds leku bdkb;ksa dk mi;ksx djuk pkfg,A 

 igys o’kZ esa eghuksa dh la[;kA ;fn eghus dks NksM+ fn;k 
tkrkgS\ rks bls 12 eku fy;k tkrk gSA 

 fof/k ,d fuf'pr nj ij ewY;gzkl dh x.kuk djrh gSA Mh-ch- ,d 
vof/k ds fy, ewY;gzkl dh x.kuk djus ds fy, fuEu lw=ksa dk mi;ksx djrk gS % 

ykxr % fiNyh vof/k ls dqy ewY;gkzkl dh x.kuk  * nj 

tgka nj  1 ¼¼fuLrkj.k @ykxr ¼1@thou½½ n”keyo ds 3 LFkkuksa rd x.kuk 

igyh vkSj vkf[kjh vof/k ds fy, ewY;gkzkl ,d vyx fLFkfr gSA 

igyh ckj ds fy, vof/k Mh-ch- bl lw= dk mi;ksx djrk gS%  

¼ykxr *nj *ekg½@12 

vafre vof/k ds fy, Mh-ch- bl lw= dk mi;ksx djrk gS% 

¼¼ykxr & fiNyh vof/k ls x.kuk dh xbZ dqy ewY;gkzkl nj * ¼12&ekg½@12 

 

= Mh ch (100000,10000,6,6) #i;sa  4,672.25 dk ifj.kke n”kkZrk gSA 



 (FV & NPV

fLFkj C;kt nj dk mi;ksx djds fu
,Q-oh- dk mi;ksx vkof/kd fLFkj vn
dj ldrs gSA  

lw= ds fy, okD; jpuk FV(rate,npe

fp= 17-33 % Hkk

=FV(6%,12,-600,-1000,0) Rs. 12,13

,u-ih-oh% bl çdk;Z dk  mi;ksx fdl
vkSj Hkfo"; ds Hkqxrkuksa ds ,d lsV d
¼udkjkRed ewY;ksa ds :i esa çnku 
¼ldkjkRed ewY;ksa ds :i esa çnku dh

,u-ih-oh- ¼nj] eku 1] [eku 2] ---½ 

,u-ih-oh- udnh çokg ds Øe dh x.
gSA fdlh lj.kh ;k lanHkZ esa dsoy l
lwph esa ,u-ih-oh- dh udnh çokg dh
x;k gS% 

 

,u-ih-oh- ih-oh- çdk;Z ¼orZeku ewY;½ d

,u-ih-oh- vkbZ-vkj-vkj- izdk;Z ¼fjVuZ 
vkj-vkj- okilh dh nj dks n'kkZrk 

NPV(IRR(...), ...) = 0 

V) 

uos”k dk Hkkoh ifjdyu fd;k tkrk gSA vki 
nk;fx;ksa ;k ,dy ,deq”r vnk;xh ds fy, 

er,pmt,[pv],[type]) dk fuEu rdZ gS% 

 

koh ewY; rdZ laokn d{k 

34.16 dk ,d ifj.kke mRiUu djrk gSA 

lh Hkh jkf'k ds 'kq) orZeku ewY; dks NwV nj 
dks çnku djds fuos'k ds :i esa fd;k tkrk gS 

fd;k tk,xk½ vkSj mRiUu vk; dh çkfIr 
h tk,xh½A 

.kuk djus ds fy, buiqV ds vkns'k ij fuHkZj 
la[;k dk mi;ksx fd;k tkrk gSA ewY;ksa dh 

dh la[;k dh x.kuk djus dk lw= uhps fn;k 

ds leku gS 

dh vkarfjd nj½ ls lacaf/kr gSA tgka vkbZ- 
gS ftl ij ,u-ih-oh- 'kwU; ds cjkcj gS% 

149



150 

 

fuEu mnkgj.kk “,uihoh”,e ,l ,Dlsy esa Bhd rjg ls le>us esa lgk;rk djsxkA 

lkj.kh 17-8% ,uihoh ds fy, MkVklsV 
vkWdM+s fooj.k  

0.1 cV~Vk nj [Okkf’kZd]  

-10000 izkjafHkd ykxr fuos”k [Okkf’kZd]  

3000 fuos”k ij izfrQy [izFke o’kZ]  

4200 fuos”k ij izfrQy [nwljk o’kZ]  

6800 fuos”k ij izfrQy [rr̀h; o’kZ]  

lw= fooj.k ifj.kke 

=NPV(A2, A3, A4, A5, A6) usV osru ewY; bl fuos”k   1,188.44  

 (IRR) 

;g udnh izokgksa ds ewY;ksa ds la[;k dk izfrfuf/kRo djrh gSA ;g vko”;d ugha gS 
fd ;s udnh izokg ,d leku gks tSlk okf’kZdh esa visf{kr gksrk gSA rFkkfi] udnh 
izokg fu;fer varjkyksa ij ekfld ;k okf’kZd :Ik esa vkus pkfg,A 

= okD; jpuk (Syntax ½ ¼IRR(values, [guess]) 

 lsyksa dks J`a[kyk ;k lnaHkZ ftu ds fy, vki vkarfjd C;kt nj 
vkdfyr djuk pkgrs gSaA ifjdyu ds fy, ,d ldkj vkSj ,d udkj ewY; gksuk 
pkfg,A vkbZ-vkj-vkj- (IRR) udnh izokgksa ds ewY;ksa ds vkns”k mi;ksx djrs gSaA 
;fn J̀a[kyk ;k lanHkZ rdZ esa ikB okf’kZd ewY; ;k [kkyh lsy gSa rks mu dh mis{kk 
dj nh tkrh gSA 

 ,d vad ftldk vki vanktk yxkrs gSa vkbZ vkj vkj ds 
ifj.kke ds fudV gSA 

¼RATE) - ;g okf’kZd C;kt&nj dks n”kkZrk gSA 

 - nj (nper, pmt, pv, [fv], [type], [guess]) 

fuEu lkj.kh gesa *nj* izdk;Z le>us esa lgk;rk djsxhA 
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lkj.kh 17-9 % vkd`fr nj dk MkVk lsV 

vkadMs fooj.k  

5 o’kZ   

-750 bZ,e ,y  

20000 _.k jkf”k  

lw= fooj.k ifj.kke 

= nj (A2*12, A3, A4) bZ,e vkbZ 3.18% 

= nj (A2*12, A3, A4)*12 Okf’kd C;kt nj 38.10% 

YIELD  

;g ,d jkf'k ds f[kykQ mit ykSVkrk gS D;ksafd lqj{kk fu/kkZfjr le; esa C;kt dk 
Hkqxrku djus ds fy, rRij gSA 

: YIELD (fuiVku] ifjiDork] nj] tulaidZ] ekspu] vko`fŸk] [vk/kkj] ½ 
 fnu ds izdkj mi;ksx ds fy, la[;k 
 lqj{kk ds fy, fuiVku dh rkjh[kA 

 lqj{kk dh ifjiDork frfFkA 

 lqj{kk ds fy, C;kt dh okf’kZd nj 

 lqj{kk dk vafdr ewY; 

  lqj{kk dk ekspu ewY;A 

vko`fŸk Hkqxrku dh la[;k izfrA 

lw= esa rkfdZd izdk;Z esa lsy ijklksa ds ijLij rkfdZd laca/kksa dks ykxw djus dh 
fu{ksikxkj gksrh gSA bQ if ( ) ;g çdk;Z fu.kZ; ysus ds nkSjku czkafpax v‚ijs'ku 
djrk gSA bl çdk;Z ds fy, rhu rdZ fn, x, gSaA 

  rkfdZd_çdk;Z  ¼vkisf{kr½% lgh ;k xyr ds :i esa ,d f}vk/kkjh ifj.kke ds 
fy,A 

  value_if_true ¼vkisf{kr½% y‚ftdy v‚ijs'ku tc rkfdZd _çdk;Z okil 
ykSVsxkA 

  value_if_false ¼vkisf{kr½% y‚ftdy v‚ijs'ku tc rkfdZd_ çdk;Z xyr 
ykSVrk gSA 
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mi;ZqDr mnkgj.k esa xzkgd nks fHkUUk nqdkuksa ls [kjhn djus ij rkfdZd ijh{k.k dk 
mi;ksx djrk gSA fLFkfr oLrqvksa dh [kjhn ds fy, fodYi izLrqr djrh gSA 

bl rkfdZd ijh{k.k ds fy, de&ls&de nks vkxr rdksZ dh vkOk”;drk bldh 
izfØ;Redrk ds fy, gksrh gS] ;g izdk;Z lR; ¼1½ ;k vlR; ¼0½ esa gksrh gS ;g 
n~fovk/kkjh ifj.kke dh tk¡p djrh gSA tks izdk;Z esa fLFkfr gksrh gSA tc 

lkj.kh 17-10% ds MkVklsV 

Con1 Con2 Con3 Result 

0 0 0 0 

0 0 1 0 

0 1 0 0 

0 1 1 0 

1 0 0 0 

1 0 1 0 

1 1 0 0 

1 1 1 1 

mi;ZqDr mnkgj.k esa fHkUUk rkfdZd vkxrks ds :Ik esa fLFkfr 1] fLFkfr 2] fLFkfr 3 
vkSj fn[kkbZ xbZ gS vkSj ,,uMh 1 ¼fLFkfr 1] fLFkfr 2] fLFkfr 3½ ds ifj.kke ds :Ik 
esa vk/kkfjr gSA ,d ckj tc lHkh rhu fLFkfr;k¡ lp fn[kkrh gSA rks ifj.kke lp 
gksrk gSA 
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mnkgj.kkFkZ% ,dleku fooj.k esa lw= Mh11 vU; lHkh lsyks esa udy fdfyd 
lacaf/kr lsy ds Mkyus ls ge ljyrk ls ;g tku ysxs fd ;g O;fDr Hkkjr esa er 
i= Mkyus dk vf/kdkjh gS ;k ughaA 

=AND(A11>=18,B11="Indian",C11="Active") 

Lkkj.kh 17-11% ,,uMh ds fy, MkVklsV 2 

vk;q ukxfjdrk fLFkfr Hkkjr esa er 

17 Hkkjrh; lfØ; >wB 

18 Hkkjrh; lfØ; Lkp 

25 vHkkjrh; lfØ; >wB 

27 Hkkjrh; fuf’Ø; >wB 

23 vHkkjrh; fuf’Ø; >wB 

27 Hkkjrh; lfØ; Lkp 

35 Hkkjrh; lfØ; Lkp 

37 vHkkjrh; lfØ; >wB 

lR; vkSj vlR; ¼TRUE & FALSE) 

;s nks izdk;Z lR; ¼ ½ ,oa vlR; ¼ ½ Øe”k lp vkSj >wB ds rkfdZd ewY; n”kkZrs gSa 
rFkk ;g dk;Z iqfLrdk ds LizMs”khVksa ds lkFk izkFkfed :Ik esa laxrrk dh tk¡p dks 
n”kkZrs gSA 

ikB vkSj la:Ik izdk;Z vf/kdka”k :Ik esa ,DlyMkVk lsV esa dBksj vkjksg&vojksg ds 
fy, visf{kr gksrh gSA 

¼LEFT & RIGHT) 

bu nks lw=kas dks ikB vkSj ue pklZ ds vkxr rdksZa dh vko”;drk gksrh gSA rdZ ds 
fy, fof”k’V lw=ks dh vis{kk gksrh gS] vkjaHk ls ;k vafre ikfjHkkf’kr pfj=ks dh 
la[;k dk ;fn nwljk rdZ Bhd ugha gksrk] rc mi;ksx dh xbZ izfØ;k pfj= 
rnuqlkj okil djrk gSA ;fn izklafxd pfj= myVk ¼ ½ mi;ksx fd;k tkrk gSA 
vkSj vafre pfj= lh/kk mi;ksx fd;k tkrk gSA 

= mYVk  (Text, Num_chars) 

= lh/kk (Text, Num_chars) 

lkj.kh esa mfYyf[kr fLVªax mu ij ykxw lw= ds vuqlkj gksxk vkSj ifj.kke mu dks 
izfrfuf/kRo djsxsaA 

 



154 

vkxr fLVaªax lw= ifj.kke 
NksVh okrkZ = mYVk (, 2,5) NksVk 

NksVh okrkZ = lh/kk (, 2,4) okrkZ 

NksVh okrkZ = mYVk (, 2) ,l 

NksVh okrkZ = lh/kk (, 2) K 

Dyhu ¼CLEAN) 
bl izfØ;k esa rdZ ds :Ik esa izdk”kuh; lHkh pfj=ks dks  fudky nsrs gSA bl ikB 
esa dksbZ Hkh lwpuk dk;ZZ”khV ls gVkus ds fy, pfj= okaNuh; gSA 

dkWudsVusV ¼CONCATENATE) 

;g izdk;Z ,dy iBu fLVªax dks fofHkUUk iBu fLVaªx dks tksM+us es egRoiw.kZ gksrk 
gSA ikB fLVaªx bUgsa lsy lanHkZ iznku djrh gS] ;k bl izdk;Z ds ifj.kke dks tksM+us 
dk dk;Z djrh gSA 

fuEu vkSj mPPk (LOWER & UPPER) 

;s nks izdk;Z vko”;drk ds vuq:Ik ,oa mi;ksx ds vuq:Ik fuEu ;k mPp fo’k; esa 
dk;Z”khy gksrs gSaA 

;g çdk;Z fofHkUu lsy irksa ls rhu vyx&vyx ?kVdksa dks 'kkfey djrk gS vkSj 
mUgsa ,d rkjh[k ds :i esa ,dy ifj.kke esa ifjofrZr djrk gSA tSlk fd uhps fn, 
x, vkadM+s esa fn[kk;k x;k gS] rkjh[k lekjksg C1 ls fo'ks"krk ,df=r dj jgk gS 
tSls o"kZ] A1] eghuk vkSj B1 fnu ds :i esa vkSj var esa fnukad 14&02&2019 ds 
:i esa fn[kkrk gSA 
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fnu ¼DAY) 

;g lw= bl izdk;Z ds ifj.kke dks frfFk ds fnu dks n”kkZrh gSA tSlk fuEu vkd`fr 
esa n”kkZ;k x;k gSA frfFk 14&02&2019 dks = fnu ¼,2½ ds :Ik esa bl izdk;Z dk 
ifj.kke 14 gS tks frfFk dk fnu gSA 

 

 (TODAY & NOW) 

izdk;Z esa ;g nks izdk;Z fcuk rdkZs ds dke djrs gSA ;s i)fr frfFk vkt ¼ ½ vkSj 
in~/kfr frfFk vkSj vHkh ¼ ½ dk le; n”kkZrk gSA  

Ckks/k iz”u [k 

1½ Mh-ch- ds fy, okD; jpuk fy[kasA 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

2½ dkÅaV vkSj dkÅafVQ izdk;Z ds chp Hksn crk,¡A 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

3½ LoPN izdk;Z D;k gS ? 
------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 
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4½ nj ds fy, okD; jpuk fy[kasA 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

ekbZØkslkW¶V ,Dlsy esa dbZ 'kfDr'kkyh lw= vkSj izdk;Z gksrs gSa] ftudk mi;ksx 
fofHkUu leL;kvksa ds fy, fd;k tk ldrk gS] pkgs og foÙkh;] rkfdZd] lkaf[;dh; 
;k xf.krh; gksA ,e-,l- ,Dlsy esa ,d lw=] ,d vfHkO;fDr gS] ftlesa ewY;ksa] 
izpkydks vkSj 'krksaZ dks lfEefyr fd;k tkrk gS] tks lsy ;k lsyks dh ,d J̀aa[kyk 
ij ykxw gksrk gSA 

,d fof”k’V lw= ;k rks ekuksa dh ,d iafDr] ekuksa dk LraHk ;k ekuksa dh iafDr vkSj 
LraHk nksuksa dk la;kstu gSA ,d fof”k’V lw= fdlh lj.kh ds ,d ;k vf/kd d{kksa 
ij dbZ la[;kvksa dh x.kuk dj ldrk gSA ;g ,dy vkSj ,dkf/kd lsy ifj.kke 
nksuksa ns ldrk gSA bl  lw=  dks lh-,l-bZ- ¼daVªksy +f'k¶V+  + ,aVj½ lw= ds :i 
esa Hkh tkuk tkrk gSA 

,e-,l- ,Dlsy esa fofHkUu çdkj ds dk;Z vkSj lw= gSa] ftudk mi;ksx foÙk vkSj 
okf.kT; esa leL;kvksa dks gy djus ds fy, dq'kyrkiwoZd fd;k tk ldrk gSA ;g 
,d cgqr 'kfDr'kkyh l‚¶Vos;j gS vkSj O;kid :i ls iwjh nqfu;k esa lcls vPNk 
miyC/k LçsM'khV ;a= ekuk tkrk gSA ^^IF^^] ^^VLOOKUP^^ vkSj 
^^CONCATENATE” tSls dk;Z foÙkh; ukSdfj;ksa esa cM+s iSekus ij mi;ksx fd, 
tkrs gSa vkSj os m|ksx dh ekSfyd vko';drk Hkh gSaA 

,e-,l- ,Dlsy esa ,d izdk;Z] ,d iwoZ&lajfpr ;k iwoZ&ikfjHkkf"kr lw= ds :i esa 
dgk tk ldrk gS] tks p;fur fof'k"V ekuksa dk mi;ksx djds dqN ifj.kkeksa dh 
x.kuk dj ldrk gSA ,d izdk;Z ,d fuf'pr ewy flaVSDl ij vk/kkfjr gSA blesa 
,d leku fpà ^^¾^^] izdk;Z dk uke] tSls SUM[PRODUCT] IF vkSj var esa] 
rdZ ¼s½ lfEefyr gSaA lkaf[;dh; dk;Z] foÙkh; dk;Z] rkfdZd dk;Z] fnukad vkSj 
le; dk;Z] la[;k vkSj ikB izdk;Z] yqdvi vkSj lanHkZ izdk;Z xf.kr vkSj fVªx 
izdk;Z vkfnA 

Array Formulas): ,d lj.kh lw= og lw= gS] tks fdlh lj.kh esa 
,d ;k ,d ls vf/kd enksa ij dbZ ifjdyu dj ldrk gSA ,d lj.kh ekuksa dh 
,d iafDr ;k LraHk ;k ekuksa dh iafDr;ksa vkSj LraHkksa ds la;kstu ds :i esa gks ldrh 
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gSA lj.kh lw= ;k rks dbZ ifj.kke] ;k ,dy ifj.kke okil dj ldrs gSaA mUgsa 
CSE ¼Control + Shift + Enter½ lw= ds :i esa Hkh tkuk tkrk gSA 

 (Financial Functions): foÙkh; izdk;Z foÙkh; tkudkjh dh x.kuk 
djrs gSa vkSj fofHkUu çdkj dh foÙkh; x.kukvksa tSls fd Hkqxrku] orZeku ewY;] 
mit dh x.kuk] fuos'k ewY;kadu] C;kt nj] vkarfjd njksa dh okilh] laifÙk 
ewY;ºzkl] vkSj Hkqxrkuksa dks fu"ikfnr djus ds fy, miyC/k djk, x, gSaA 

rkfdZd izdk;Z (Logical Functions): ,Dlsy esa rkfdZd izdk;Z lcls yksdfç; 
vkSj mi;ksxh gSaA os vU; lsyks esa ewY;ksa dk ijh{k.k dj ldrs gSa vkSj ijh{k.k ds 
ifj.kke ij fuHkZj fØ;k,a dj ldrs gSaA ;g gesa vius LçsM'khV esa dk;ksaZ dks 
Lopkfyr djus esa enn djrk gSA mnkgj.k gSa AND, OR, XOR vkSj NOT vkfnA 

xf.krh; izdk;Z (Mathematical Functions): ,Dlsy esa xf.krh; izdk;ksZ dk 
mi;ksx fofHkUu vadxf.krh; dk;ksaZ dks djus ds fy, fd;k tkrk gS] tSls fd lsyksa 
dh Js.kh esa ewY;ksa dks tksM+uk] p;fur lsyksa dk vkSlr [kkstukA ,Dlsy esa lcls 
vf/kd mi;ksx fd, tkus okys xf.krh; izdk;Z vkSlr] baV] jkmaM] e‚M] jSaM vkfn 
gSaA 

lkaf[;dh; izdk;Z (Statistical Functions): lkaf[;dh; izdk;Z ,d odZ'khV esa 
lsyks ds ,d lewg ds fy, ,d xf.krh; çfØ;k dks ykxw djrs gSaA mnkgj.k ds 
fy,] ‘SUM’ QaD'ku dk mi;ksx lsyks dh Js.kh esa fufgr ekuksa dks tksM+us ds fy, 
fd;k tkrk gSA la[;kRed eku ds lkFk lsy LFkkuksa dh x.kuk djus ds fy, 
COUNT izdk;Z] vadxf.krh; ek/; dh x.kuk djus ds fy, vkSLkr izdk;Z] 
vf/kdre vkSj U;wure eku dks ,d Js.kh dh lsyks esa [kkstus ds fy, dk;Z djrk 
gSA 

ikB izdk;;;;;;; (Text Functions): ikB izdk;Z dk mi;ksx uacj dks LçsM'khV esa ikB 
esa ifjorZu ds fy, fd;k tkrk gSA ikB ,Dlsy ds lHkh laLdj.kksa esa miyC/k gSA 
ge ifjfLFkfr;ksa esa bl izdk;Z dk mi;ksx djrs gSa( tc ge fufnZ"V çk:i esa 
fnukad çnf'kZr djuk pkgrs gSa] tc ge fdlh fufnZ"V çk:i esa ;k vf/kd lqikB 
rjhds ls la[;kvksa dks çnf'kZr djuk pkgrs gSa ;k tc ge ikB ;k o.kksaZ ds lkFk 
la[;kvksa dks tksM+uk pkgrs gSaA 

3½ [k½ rkfdZd izdk;Z 

4½ x½ J`a[kyk cn~/krk (Concatenate) 

1½ lw= dk ifj.kke tkuus ds fy, dkSu&lk lfEEkJ mi;ksx fd;k tkrk gS vkSj 
bls D;ksa mi;ksx djrs gS \ 
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2½ ,e-,l- ,Dlsy ds dk;Z dks ikfjHkkf’kr djsaA 

3½ ,e-,l- ,Dlsy esa lw=ks dh lkj.kh ds oxhZdj.k dks cuk,aA 

4½ ,e-,l- ,Dlsy esa tek djus ;k ?kVkus esa *ewY;* esa =qfV D;ksa vkrh gSA 

5½ ,e-,l- ,Dlsy esa mi;ksx gksus okys lw= ih-oh- vkSj ,u-ih-oh- esa D;k varj gS\ 

 

uksV % bu iz”uksa esa vkidks bl bdkbZ dks vkSj vPNh rjg ls le>us eas lgk;rk 
feysxhA muds mÙkj nsus dk iz;kl dhft,A ysfdu vius mÙkj 
fo”ofo|ky; dks er Hksft,A ;s dsoy vkids vius vH;kl ds fy, fn, 
x, gSA 



 

 

18-0 mÌs”;   

18-1 izLrkouk 

18-2 lafp= vkSj blds çdkj  

18-3 viuk MkVk rS;kj djuk 

18-4 vius MkVk dks lafp= esa ifjofrZr djuk 

18-5 jsf[kr ,oa lkj.khc) lafp=.k 

18-6 lkjka”k 

18-7 “kCnkoyh 

18-8  Loij[k iz”u 

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki bl ;ksX; gks ldsaxs fd % 

,Dlsy dk mi;ksx djds pkVZ cukus ds fy, rFkk cqfu;knh lqfo/kkvksa dks 
le> ldsa(  

dk;Zi=d vkSj MsVk dh lax.kuk cukuk le> ldsa( 

  ,Dlsy ds ek/;e ls rS;kj MkVk dks le> ldsa( 

  MkVk rS;kj dj ldsa( vkSj 

  lafp= dk mi;ksx djds MkVk dh dYiuk dj ldsaA 

fdlh çfØ;k dh fdlh xfrfof/k ls lacaf/kr çR;sd ysunsu çklafxd MkVk mRiUu 
djrk gSA ,d ckj tc ;g MkVk ,DLky LizsM'khV dk mi;ksx djds Bhd ls 
fjd‚MZ fd;k tkrk gS] rks lafp= esa miyC/k fofHkUu fodYiksa ds ek/;e ls dYiuk 
dh tk ldrh gSA  MkVk rS;kjh vkSj lafp= dh jpukvksa ls lacaf/kr fofHkUu pj.kksa 
ij bl v/;k; esa ppkZ dh xbZ gSA 

lafp= çn'kZu midj.k dk ,d lsV gS] tks leL;k ds vk/kkj ij MkVklsV dks vius 
vkdkj esa çLrqr djus ds fy, mi;ksx fd;k tkrk gS vkSj bldk mÌs”; vuqeku 
dks çfrfcafcr djus ds fy, lafp= çk:i dks ljyrk ls le>uk gSA ,d vPNh 
vkSj lkFkZd le> ds fy, ,d= fd, x, vkadM+ksa dh dYiuk djus ds fy, fofHkUu 
lafp= çdkj miyC/k gSaA 

 



 

 

 
vki fuEu pj.kksa dk ikyu djds ,e-,l- ,Dlsy dk mi;ksx djds lafp= cuk 
ldrs gSa% 

  MkVk ladYiuk ds fy, rS;kj MkVklsV ij fDyd djsa 

VSc ls vkxr fodYi pqusa vkSj Lolafp= ds lsV ds fy, vuq'kaflr lafp= pqusaA 

  vuq'kaflr lafp= esa ls ,d lafp= pqusa vkSj mlh dk iwokZoyksdu djsaA 

  MkVk çLrqfr ds fy, viuh vko';drkvksa ds vuqlkj lcls vPNk fQV pqusa 

;fn vki ,d izo`fŸk js[kk cukuk pkgrs gSa rks fuEufyf[kr dne mBk,  

  izo`fŸk js[kk cukus ds fy, rS;kj MkVklsV dks nck,¡A 

  lafp= rRo dks tksM+us ds fy, vfHkdYi dk p;u djsaA 

  ,d izòfŸk js[kk dks pqusaA 

  izo`fŸk js[kk ds çdkj ds fy, blds fofHkUu çdkj tSls jSf[kd] ?kkrkad] py 
vkSlr vkfn dk p;u djsaA 

 

mi;ksxdrkZ vko';drk ds vuqlkj MkVk ladYiuk ds fy, fuEu çdkj ds lafp= esa 
ls pqu ldrs gSa% 

1½   ,e,l ,Dlsy esa dbZ çdkj tSls DyLVj d‚ye] LVSDM 
d‚ye vkSj 3&Mh ladYiuk ,d gh rjg ds lafp= ds fy, miyC/k gSaA 

2½  jsf[kr lafp= ds fofHkUu mnkgj.k gSa tSls LVSDM js[kk] 
fpfàr js[kk lafp= vkSj 3&Mh ladYiukA  

3½   ,Dlsy esa fofHkUu çdkj ds ikbZ lafp= miyC/k gSa] tSls ikbZ 
v‚Q ikbZ] MksuV vkSj 3&Mh ladYiuk A 

4½   d‚ye lafp= ds leku] ;s lafp= {kSfrt :i ls QSys gksrs gSaA 
bu lafp=ksa ds DyLVMZ] LVSDM vkSj 3&Mh ladYiuk tSls lafp= miyC/k gSaA 



 

 

5½   ,e-,l- ,Dlsy esa fofHkUu {ks= lafp= çnku fd, tkrs gSaA 
LVSDM ,fj;k lafp= dh rjg] mlh ds 3&Mh ladYiuk Hkh miyC/k gSaA 

6½  ,e-,l- ,Dlsy esa miyC/k lafp= ds iwy ds 
fy, LdSVj lafp= ,d vPNk lafp= gSA blds mnkgj.k gS] lh/kh js[kk,a vkSj 
ccy pkVZA  

7½ LVkWd lafp=~ & ;s lafp= rc mi;ksx esa vkrs gSa] tc gesa LVkWd vkSj 
izfrHkwfr;ksa ls lacaf/kr MkVk dh O;k[;k djuh gksrh gSA fofHkUu çdkj miyC/k 
gSa tSls] gkbZ&yks&Dykst] vksiu&gkbZ&yks&Dykst] o‚Y;we&gkbZ&yks& Dykst 
vkSj o‚Y;we&vksiu&gkbZ&yks&DykstA 

8½  bu lafp=ksa dk mi;ksx ladYiuk vR;f/kd izdkj dks fn[kkus 
ds fy, fd;k tk ldrk gSA ,e-,l- ,Dlsy esa 3& lrg] ok;jÝse] leksPp 
vkSj ok;jÝse daVwj tSls lafp= miyC/k gSaA 

fofHkUu xfrfof/k;ksa ds ek/;e ls mRiUu MkVk dks lafp= dk mi;ksx djds çLrqfr 
ds fy, rS;kj djus dh vko';drk gSA ;n~fi ljy çfØ;k,a MkVk dh rS;kjh dh 
vksj ys tkrh gSa] tks bls fo'ys"k.k vkSj lacaf/kr ih<+h ds vkfo"dkj dh fn'kk esa 
mi;ksx fd, tkus okys fp=e; çfrfuf/kRo ds fy, MkVk dks le>us ds fy, 
ifjofrZr dj nsrh gSA blds fy, MkVklsV rS;kj djus ds fy, vadksa dh vkSj le> 
dh vko';drk gksrh gS] tSls fd okgd ifj.kkeksa ds lkFk mi;ksx fd, tkus okys 
pj vkSj var esa mRiUu MkVkA ;s fcanq MkVk ds vknku&çnku dh fn'kk esa lgk;rk 
djrs gSa] tks cnys esa ;kstuk dh lacaf/kr tkudkjh vkSj çfØ;k ds ifj.kke mRiUu 
djrs gSaA MkVk igpku dk egRo mHkjrk gS vkSj lafp= vkSj xzkQ dk mi;ksx djds 
MkVk ds Li"V fooj.k dh vksj tkrk gSA MkVk çdkjksa vkSj muds lacaf/kr 
lkj.khdj.k vkSj rS;kjh dh lgh igpku blds xzkfQ; çfrfuf/kRo ds ek/;e ls 
vuqeku dks çHkkfor djrh gSA 

MkVk laxzg leL;k c;ku laca/kh ijh{k.kksa dh O;ofLFkr fVIif.k;ksa ds ek/;e ls 
gksxkA ,d= fd, x, lgh vkadM+ksa dk ,d lsV csgrj lkaf[;dh; fo'ys"k.k djus 
ds fy, leFkZu djrk gSA MkVk laxzg ,d ;k ,d ls vf/kd pjksa dh eki ds fy, 
fu;ksftr fVIif.k;ksa ds ek/;e ls gksrk gSA ;s pj MkVk }kjk ekih tkus ;ksX; 
fo'ks"krkvksa ;k fo'ks"krk dks /kkj.k djrs gSaA bu pjksa dks Js.khxr ¼xq.kkRed½ vkSj 
la[;kRed ¼ek=kRed½ pj ds nks cM+s lewgksa esa foHkkftr fd;k x;k gSA 

1½ Js.khc) ;k xq.kkRed pj] vkxs fn~fochti=h] ukeek= vkSj ¼;k Øfed½ pj esa 
foHkkftr gksrs gSaA 

 d½ n~foHkkth pj ç—fr esa fn~fovk/kkjh gSa] ftldk fooj.k djus ds fy, nks 
Jsf.k;ka gksrh gSaA 



 

 

 
 [k½  dkfMZuy ;k v‚fMZuy pj rhu ;k vf/kd Jsf.k;ksa ds gksrs gSa] ysfdu os 

Øe esa gSaA 

x½  ukeek= pj Hkh rhu ;k vf/kd Jsf.k;ksa ds gksrs gSa] ysfdu budk dksbZ 
ØEk ugh gS tSls vka[kks dh ysal dkyk] Hkwjk] uhyk] gjk jax dksfMax jDr 
lewg , +ch +,ch +vks + vkfn 

2½ la[;kRed ;k ek=kRed pj] vkxs fujarj vkSj vlrr pj esa foHkkftr gksrs 
gSaA 

d½ fujarj pj dks fujarj iSekus ds ek/;e ls ekik tkrk gS] bu esa ;a= ds 
eki {kerk ds vk/kkj ij n”keyo LFkku gksrs gSA tSls otu iSekus] 
yackbZ eki ds Vsi vkSj LVkWiokWp vkfnA  

[k½  lafpr ewY;ks ds ek/;e ls vlrr pj dks ekik tkrk gSA dqN laiw.kZ 
la[;kvksa ds ,d=hdj.k ds fy, mi;ksx fd, tkus okys dqN xf.krh; 
dk;ksaZ ds f[kykQ laxzghr la[;kRed ekuksa ds ek/;e ls ekik x;k 
vlrr pj] tSls d{kk esa mifLFkr Nk=ks dh fxurhA  

,dy ;k ,dkf/kd MkVk lsV ds fy, LraHk lafp=] ckj lafp= ;k jsf[kr lafp= nks 
v{k lafp= dk mi;ksx djds rS;kj fd, tkrs gSa] tgka ,Dl&v{k Lora= pj dk 
xBu djrs gSa vkSj okbZ&v{k fuHkZj pj ds lkFk xfBr MkVk dks n'kkZrk gSA dbZ 
MkVk lsV d‚ye ;k ckj lafp= ds ekeys esa eq[; :i ls eki ds fy, leku ijkl 
ds lkFk çfrLi/khZ oLrqvksa ds chp rqyuk çnf'kZr djus ds fy, mi;ksx fd, tkus 
okys ladqy lafp= ds :i esa fn[kk, tkrs gSaA fofHkUu MkVklsV ds fy, rqyukRed 
fo'ys"k.k ds fy, mi;ksx fd, tkus okys bl çdkj ds lafp= ,d gh izdkj ds gSaA 

tSlk fd ihNs ppkZ dh xbZ gS] MkVk laxzg pj ds ek/;e ls gksrk gSA fu;ksftr 
fVIif.k;ksa ds ek/;e ls MkVk laxzg ,d ;k vf/kd pj ds ek/;e ls MkVklsV ds 
:i esa laxzghr fd;k tkrk gSA ;s MkVklsV izk;% çn'kZu ds fy, mi;ksx fd, tkus 
okys MkVk ds çdkj ds vk/kkj ij lafp= ;k xzkQ dh lgk;rk ls çnf'kZr fd, 
tkrs gSaA 

vkidks lafp= ;k xzkQ ds :i esa çnf'kZr djus ls igys vko';d MkVk dks 
ifjofrZr djuk gksxkA mnkgj.kkFkZ Hkkstu ds çdkj ds ckjs esa losZ{k.k djus okys 
MkVklsV yksxksa dks Hkkstu djrs le; lcls vf/kd ilan vkrs gSaA lwpuk ds :i esa 
çnf'kZr djus ds fy, izk;% [kkn~; dh ilan dh vkòfÙk ;k fxurh ds :i esa ,d 
gh laxzfgr fd;k tk,xk] ckj lafp= vkSj ikbZ lafp= tkudkjh ds :i esa çnf'kZr 
djus ds fy, lcls mi;qDr gSaA 



 

 

lkj.kh 18-1 % izn

blds vfrfjDr] n~fovFkhZ pj dks v
blfy,] ckj lafp= dh rqyuk esa ik
tkrk gSA 

ewy ;k Øelw= MkVklsV ds ekeys esa]
ftlds Nk=ksa ds laxzg vkSj vlrr M
MsVk jsat ;k Jsf.k;ksa ds fcV~l esa vf/k
pkVZ dk mi;ksx djds iznf”kZr fd;k 
tkrh gS rks ikbZ lafp= loksZÙke ifj.kke

fuEufyf[kr lkj.kh ds lafp= cukus ds
vPNs ifj.kke çnku djsxkA 

CHINESE SPANISH KORE

Ckkgj tkdj [kkus 

Chinese Spanish Korean

ckgj [kkuk [kkus ds fy,

 

n”kZu ds fy, vkSlr MkVk 

vfHkfyf[kr djus ds fy, nks Jsf.k;ka gSa vkSj 
kbZ lafp= dk mi;ksx vPNs rjhds ls fd;k 

] ijkl ds varjky ds vk/kkj ij fujarj MsVk 
MsVk] tSls fd ,d d{kk esa Nk=ksa dh rkdr 
kxzfgr dh tkrh gS] ftls ckj pkVZ ;k dkWye 
tkrk gSA tc MkVk dh x.kuk çfr'kr esa dh 
ke çnku djrk gSA 

ds fy, miyC/k MkVk dks ifjofrZr djrs le; 

EAN MUGHLAI ITALIAN INDIAN

ds fy, [kkn~;Uu dk p;u

Mughlai Italian Indian

, [kkn~;Uu dk p;u



 

 

 
1½   mu lHkh pjksa dh igpku djsa ftuds varxZr MkVk dh vPNs 

çLrqfr vkSj vuqeku ih<+h ds fy, oxhZ—r MkVkA 

2½  ykirk ewY;ksa ds lkFk fofHkUu laØe.k dk mipkjA 

3½  (Outlier)  lacaf/kr mipkj ds lkFk vkmVys;lZ dh igpku ls 
csgrj laØe.k gksrk gSA 

lafp= ;k xzkQ cukus ds fy, mi;ksx fd, tkus okys fuEu pj.k% 

1½ MkVk vf/kxzg.k 

2½ ifjorZuh; ekufp=.k 

3½ lafp= rS;kj djus ds fy, pj dk p;u djsa 

4½ lfEefyr djsa     lafp= pj ij fDyd djsa      vuq'kaflr lafp= ij fDyd 
djsa 

5½ vko';drk ds vuqlkj lafp= 'kh"kZd] lafDr;ksaa] lafp= dks vuqdwfyr djsa 

uhps fn;k x;k MkVklsV nqdku&, vkSj nqdku&ch esa oLrqvksa dh dherksa dh rqyuk 
dj jgk gSA 

lkj.kh 2 % oLrq dher 

oLrq ykxr A ykxr B fLFkfr 
pkoy ¼izfr fdyks½ #- #- nqdku&ch

ifj’dr̀ rsy ¼izfr fyVj½ #- #- nqdku&ch

eD[kau ¼ 500 xzke½ #- #- nqdku&,

eD[kau ¼ 100 xzke½ #- #- nqdku&,

mi;qZDr lafp= esa MkVk dk izn”kZu fuEUk gksxk% 

 

oLRkq rqyuk

Status Price B Price A

eD[kau ¼ 100 xzke½ 

 

eD[kau ¼ 500 xzke½ 

ifj’d`r rsy ¼izfr 
fyVj½ 

pkoy ¼ izfr 
fdyksxzke½ 



 

 

lafp= dk vuqdyu  djrs le;] fuEu çko/kku miyC/k gSa% 

1½  lafp= ds ysvkmV vkSj blds pkjksa vksj ikB ds lkFk bldh 
ckrphr dk p;u esa enn djrk gSA 

2½ 'kh"kZd] fdaonafr;ksa] fxzM ykbuksa vkSj MkVk yscy dks vuqdwyu ds lafp= rRoksa 
vuqHkkx dk mi;ksx djds miyC/k lafp= ls tksM+k ;k gVk;k tk ldrk gSA 

3½ lafp= çnf'kZr djrs le;] p;u ds fy, 'kSyh fodYi miyC/k gSaA 

4½ çn'kZu ds fy, miyC/k lHkh rRoksa vkSj MkVk yscy ds chp fQYVfjax dk ,d 
fodYi gSA 

fioV lkj.kh dk mi;ksx MsVk ds ØkWl lkj.khdj.k ds fy, fd;k tkrk gS] fioV 
lafp= dk mi;ksx ikj lkj.khc) MsVk pkftZax ds fy, fd;k tkrk gSA  ;g fofHkUu 
pj ds chp laca/k dks ekU; djus dh ,d çfØ;k gSA  ;g muds chp lglaca/k 
LFkkfir djus esa lgk;rk djrk gSA fioV lkj.kh lacaf/kr LraHkksa esa MkVk okys 
fofHkUu pj dks O;ofLFkr djus ds fy, mi;ksx dh tkrh gSA blds vfrfjDr 
vko';d fo'ys"k.k djus ds fy, mudk fo'ys"k.k fd;k tkrk gSA 

fioV lkj.kh dk mi;ksx djus ds fy, pj.k% 

  ,d odZ'khV esa iafDr;ksa vkSj lkj.kh esa MkVk dh O;oLFkk djsaA 

mi;ksx dh tkus okyh iafDr;ksa vkSj d‚ye dk p;u djsaA 

 lfEeJ fioV lkj.kh Mkysa  



 

 

 
fioV lkj.kh cukus ds baVjQsl ds lkFk ,d ubZ odZ”khV cu tk,xhs

 

 

          fp= 

  fQYVj] d‚ye ;k iafDr;ksa ds :i esa MªSx vkSj Mª‚i ds fy, QhYM dk p;u 
djsaA 

  ewY;ksa esa ,d=hdj.k dk;ksaZ dks pqudj viuh x.kuk dks Bhd djsaA 

  Lopkfyr :i ls] fioV lkj.kh vkdkj nsus yxrh gS 

  p;fur ekunaMksa ds fy, foLr`r ifj.kke fp= 18-7 ds fn[kk, x, gSA 

fp= 

1½ ,e-,l- ,Dlsy esa lafp= D;k gSa\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 



 

 

2½ MkVk pj ds nks ewy çdkj D;k gSa\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

3½ MkVk ds :i esa çfr'kr çnf'kZr djrs le;] MkVklsV dh dYiuk djus ds 
fy, fdl rjg dk lafp= lcls vPNk laHko izdkj gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

4½ fioV lkj.kh dh Hkwfedk D;k gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

fdlh Hkh rjg dh çLrqfr ds fy, lafp= çfrfuf/kRo egRoiw.kZ gSA ;g n'kZdksa ds 
fy, MkVklsV vf/kd iBuh; vkSj le>us ;ksX; cukrk gSA fioV lkj.kh vkSj fioV 
lafp= vkt ds fo”ys’kd m|ksx esa ,d vko';drk gSA os mu O;fDr;ksa dh ewyHkwr 
vko';drk,a gSa] tks bl rjg ds m|ksx esa ços'k djuk pkgrs gSaA os MkVk dks 
vf/kd çHkkoh vkSj dq'ky rjhds ls O;ofLFkr djus esa lgk;rk djrs gSaA fo"k; dks 
vPNh rjg ls le>us ds fy, uhps fn, x, dsl LVMh dks ns[ksa vkSj iwjk djsa% 

 



 

 

 

vc fn, x, MkVklsV ds fy, ,d fioV lkj.kh vkSj mlh ds fy, 
,d fioV lafp= MkysaA fQj vius ifj.kkeksa dk fo'ys"k.k djus dk iz;Ru djsaA 

lafp= (Charts  lafp= çn'kZu midj.k dk lsV gksrk gS] tks leL;k ds vk/kkj 
ij MkVklsV dks muds vkdkj esa vyx&vyx izLrqr djus ds fy, mi;ksx fd;k 
tkrk gS vkSj bldk mn~ns'; vuqeku dks ikjn”khZ djus ds fy, lafp= çk:i dks 
ljyrk ls le>uk gSA 

fujarj pj (Continuous Variables): ;s pj fujarj ekunaM ds ek/;e ls ekik 
tkrk gS( muds ikl rjktw ds eki dh {kerk ds vk/kkj ij n'keyo LFkku gksrs gSa 
tSls otu ekid] yackbZ ekius okys Vsi vkSj LV‚io‚pA 

vlrr pj  (Discrete variables ;s pj dqN iw.kZ la[;kvksa ds ,d=hdj.k ds 
fy, mi;ksx fd, tkus okys dqN xf.krh; dk;ksaZ ds fo#) laxzghr la[;kRed 
ekunaM ds ek/;e ls ekik tkrk gS tSls fd d{kk esa mifLFkr Nk=ksa dh x.kukA 

Mk;dksVksel pj (Dichotomous Variables): ;s pj ç—fr esa f}vk/kkjh gSa ftldk 
fjd‚MZ djus ds fy, nks Jsf.k;ka gSaA 

fioV lkj.kh (Pivot Table): fioV lkj.kh dk mi;ksx lacaf/kr d‚ye esa MkVk okys 
fofHkUu pj dks iqu% O;ofLFkr djus ds fy, fd;k tkrk gS( blds vfrfjDr 
vko';d fo'ys"k.k mRiUu djus ds fy, mudk fo'ys"k.k fd;k tkrk gSA 



 

 

1½ ,Dlsy esa MkVklsV dk mi;ksx djds tkudkjh ds çko/kku esa fofHkUu lafp=ksa 
ds mi;ksx dh O;k[;k djsaA 

2½ ,Dlsy esa ,d Ø‚l VSc Dosjh dSls mRiUu dh tk ldrh gS\ 

3½ fioV lkj.kh ds js[kh; lkj.khdj.k ds ifj.kke dks le>us esa dSls lgk;rk 
djrh gS\ 

4½ fuEufyf[kr çdkj ds lafp= dks Li"V djsa% 

1½ ikbZ lafp= 

2½ fgLVksxzke 

3½ eky lafp= 

 

uksV % bu iz”uksa esa vkidks bl bdkbZ dks vkSj vPNh rjg ls le>us eas lgk;rk 
feysxhA muds mÙkj nsus dk iz;kl dhft,A ysfdu vius mÙkj 
fo”ofo|ky; dks er Hksft,A ;s dsoy vkids vius vH;kl ds fy, fn, 
x, gSA 
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19-0 mís'; 

19-1 izLrkouk 

19-2 MkVk Nk¡V djuk 

19-3 MkVk dk fuLianu djuk 

19-4 MkVk dks [kkstuk 

19-4-1  yqdvi 

19-4-2  lanHkZ 

19-5 “ks’k jkf”k dk mi;ksx djrs gq, ckjackjrk forj.k 

19-6 MkVk fo'ys"k.k VwyiSd yksM djuk 

19-7 o.kZukRed lkaf[;dh; 

19-8 lglaca/k vkSj çfrxeu 

19-9 ifjdYiuk ijh{k.k 

19-10 lkjka”k 

19-11 “kCnkoyh 

19-12  Loij[k iz”u   

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki bl ;ksX; gks ldsaxs fd % 

  ,Dlsy esa MkVk dks Nk¡Vus dh çfØ;k dks le> ldsa( 

  ,Dlsy dh ewyHkwr fo'ks"krkvksa dks le>us ds fy, tSls fd dk;Zi=d esa Nk¡Vs 
x, MkVk dk mUu;u vkSj lw=ksa ds lkFk MkVk dh x.kuk dj ldsa( 

  çnku fd, x, ekunaMksa ds vuqlkj MkVk dks Nk¡V ldsa( 

  [kkst rkfydkvksa dk mi;ksx djds MkVk dh [kkst dj ldsa( 

  o.kZukRed vkadM+ksa dk mi;ksx djds MkVk dk fo'ys"k.k dj ldsa( 

  fn, x, MkVklsV ds fy, fu.kZ; ysus ds fy, lglaca/k vkSj çfrxeu dk 
mi;ksx dj ldsa( vkSj 

  ifjdYiuk ijh{k.k dk mi;ksx dj leL;kvksa dks gy dj ldsaA 

LçsM'khV fxzM&vk/kkfjr Qkbysa gSa ftUgsa lwpuk dks O;ofLFkr djus vkSj ekiuh; 
çfof"V;ksa ds lkFk x.kuk djus ds fy, fMtkbu fd;k x;k gSA nqfu;k Hkj ds yksx 
fdlh Hkh O;fDrxr ;k O;kolkf;d vko';drk ds fy, lkj.kh cukus ds fy, 
LçsM'khV dk mi;ksx djrs gSaA gkyk¡fd] LçsM'khV lk/kkj.k fxzM ls 'kfDr'kkyh 
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midj.k] MkVkcsl ;k ,si dh rjg dk;Z dj jgs gSa] tks ,d gh i=d ij dbZ 
x.kuk djrs gSaA O;olk;ksa esa LçsM'khV dk mi;ksx le; ds lkFk ca/kd Hkqxrku 
fu/kkZfjr djus ;k ifjlaifÙk;ksa ds ewY;ºzkl dh x.kuk esa lgk;rk djus vkSj ;g 
ns[kus ds fy, fd;k tk ldrk gS fd ;g O;olk; djksa dks dSls çHkkfor djsxkA 
dbZ i=d ds chp MkVk dks ,d nj esa le> ds fy, jax&dwV rkfydkvksa esa 
dYiuk djus ds fy, tksM+k tk ldrk gSA 

400 ls vf/kd dk;ksaZ ds lkFk] 'kq) x.kuk dh ckr vkrh gS] rks ,e-,l- ,Dlsy 
lcls O;kid LçsM'khV fodYi gSA blesa n<̀+ –'; {kerk Hkh gS] ftlesa l'krZ 
Lo:i] fioV lkjf.k;k¡] LekVZvkVZ] xzkQ vkSj lafp= lkfe~fyr gSaA ?kj vkSj O;kikj 
mi;ksxdrkZ leku :i ls MkVk dks VªSd djus vkSj vius fu.kZ;ksa dks lwfpr djus 
ds fy, 'kfDr'kkyh LçsM'khV vkSj fjiksVZ cuk ldrs gSaA LçsM'khV esa mUur fodYi 
tSls MkVk [kkst] Linu] Nk¡V] ckjackjrk forj.k] o.kZukRed vk¡dM+s] jsQfjax vkfn 
tSls fd bl bdkbZ ds vkxs ds Hkkx esa foLrkj ls crk;k x;k gS fd ;g O;olk;ksa 
dks 'kh?kz x.kuk esa cgqr lgk;rk djrk gSA   

mu mEehnokjksa ds fy, fofHkUu mUur] LçsM'khV lqfo/kkvksa dh vko';drk gksrh gS 
tks dk;kZy; Lopkyu ds fy, tkuk pkgrs gSaA laxBuksa dks lcls vf/kd dke djus 
dh vko';drk gS] fcuk fdlh ekuoh; =qfV;ksa ds fd;k tkuk pkfg,] bl çdkj 
dk;Z Lopkyu ,dek= rjhdk gSA bl çdkj] bl v/;k; esa çfØ;kvksa vkSj lw=ksa dh 
le> vkSj dk;kZUo;u mi;ksxdrkZvksa dh lgk;rk djsxkA 

Nk¡V djuk ,d ewYk izfØ;k ysfdu] ,e-,l- ,Dlsy esa ;g ,d egRoiw.kZ fo'ks"krk 
gSA dPpk MkVk dks ges'kk Nk¡Vus djus dh vko';drk gksrh gS] blls igys fd 
bldk fo'ys"k.k vkSj O;k[;k dh tk ldsA MkVk ij Nk¡V ykxw djus ds fy,] ,e-
,l ,Dlsy esa dbZ rjhds miyC/k gSaA N¡VkbZ ;k rks iwjh i=d ij ;k dqN fof'k"V 
lsy jsat ij dh tk ldrh gSA ,e ,l ,Dlsy esa vyx&vyx rjg ds Nk¡Vus tSls 
o.kZ.kkRed ;k jax miyC/k gSaA 

MkVk ds fdlh fo'ks"k lsV dks Øec) djus ds fy,] fuEUk pj.kksa dk ikyu djsa% 

1½  N¡VkbZ fd, tkus okys MkVk dh Js.kh dk p;u djsaA 
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2½  esuw fjcu ds uhps Nk¡V (sort) vkSj Lianu (filter) cVu dks nck,¡A 

 

3½  ,d ckj fDyd djus ds ckn] ,d Mª‚i&Mkmu lwph MsVk ij ykxw gksus okys 
lkWfVZax ds Øe dks crkrs gq, pkgs ^^, ls tsM^^] ^^tsM ls ,^^ ;k ,d dLVe 
lwph fn[kbZ nsxhA blesa bfPNr çdkj dk p;u djsaA pyks ^^, Vw tsM^^ pqusaA 

 

4½ MsVk fQj fp= 19-3 esa fn[kkbZ nsxkA

 

5½  oSdfYid :i ls] ^^Ctrl + Shift + L^^ dk ,d dhcksMZ 'k‚VZdV Hkh pj.k 1 ds 
ckn mi;ksx  fd;k tk ldrk gSA 

6½  fQj gsMj iafDr ds izR;sd d‚ye dks vyx&vyx Mª‚i&Mkmu lwph feysxhA 
fQj ml lwph dk mi;ksx djrs gq,] MkVk dks fdlh Hkh d‚ye “kh’kZ ds 
vuqlkj Nk¡V fd;k tk ldrk gS] pkgs lcls NksVk ls lcls cM+k ;k lcls cM+s 
ls lcls NksVkA 
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 "Ctrl+Shift+L"

N¡VkbZ dh rjg] MkVk dks çHkkoh <ax ls fo'ys"k.k djus ds fy, fuLianu djuk Hkh 
mruk gh egRoiw.kZ gSA Nk¡V vkSj fuLianu ,d lkFk iz;ksx es yk;s tkrs gSaA  os 
vf/kdrj ,d lkFk mi;ksx fd, tkrs gSaA fuLianu ykxw djus ds rjhds MkVk ij 
,d çdkj ykxw djus ds leku gSaA N¡VkbZ ds leku] dqN vU; fuLianu fodYi Hkh 
miyC/k gSa] tSls fd uacj fuLianu vkSj fo’k; jax fuLianu vkSj lsy jax fuLianuA 

MkVk ds fdlh fo'ks"k lsV dks Lianu djus ds fy,] uhps fn, x, mixeksa dk ikyu 
djsa% 

 

1½ Nk¡V fd, tkus okys MkVk dh Js.kh dk p;u djsaA 

2½ esuw fjcu ds uhps N¡VkbZ vkSj Lianu cVu dks nck,¡A 
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3½ fDyd djus ds ckn] ,d Mª‚i&Mkmu lwph fn[kkbZ nsxh] fuLianu ds fy, ,d 
fodYi fn[kkbZ nsxk]  vius MkVklsV ij Lianu ykxw djus ds fy, ml fodYi 
dks nck,¡A 

 

4½ ncko Mkyrs gh] uhps fp= -19-7 esa MkVklsV fn[kkbZ nsxkA 

5½ blds ckn ge MkVk dks “kh’kZ js[kk ij uhps mRkkjus dh lwph dk mi;ksx djds 
MkVk dks rnuqlkj fuLianu djus ds fy, lsV dj ldrs gSaA mnkgj.kkFkZ  
tSlk fd vkd`fr 19-8 esa fn[kk;k x;k gSA 
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6½  tSlk fd vkbVe fp= 19-8 esa pqus xbZ gS] ;s uhps fn, x, fp= 19-9 ds :Ik 
esa ifj.kke nsxsaA 

 

 

7½ oSdfYid :i ls] “Ctrl+Shift+L” dhcksMZ 'k‚VZdV dk mi;ksx MkVklsV esa 
Lianu yxkus ds fy, Hkh fd;k tk ldrk gSA 

,e-,l- ,Dlsy esa MkVklsV izk;% cM+s gksrs gSa vkSj MkVklsV ds c<+rs gh fo'ys"k.k 
dfBu gks tkrk gSA vxj gesa laiw.kZ MkVklsV esa dqN fo'ks"k fo’k; dh [kkst djus 
dh vko';drk gS] rks ,e-,l- ,Dlsy esa [kkstus dk fodYi Hkh lfefyr gSA 

MkVklsV esa en [kkstus ds fy, fuEu pj.kksa dk mi;ksx djsa% 

1½ MkVklsV esa rhu fo"k;ksa esa ls çR;sd esa Nk=ksa ds ^^vkbZMh^^ vkSj muds lacaf/kr 
vad gksrs gSaA 

2½ mnkgj.kkFkZ ;fn gesa fdlh fo'ks"k Nk= ds fy, vad [kkstus dh vko';drk gS] 
rks ge mlds fy, ,e-,l- ,Dlsy esa [kkst fodYi dk mi;ksx dj ldrs gSaA 

3½  gkse VSc ds varxZRk esuw fjcu esa fn, x, <w<ksa vkSj p;u fodYi dk mi;ksx 
djsaA 
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QkabM vkWI”ku ij fDyd djsaA tSlk fd fp= 19-11 esa uhps esa fn[kk;k x;k gS 
,d Mk;ykWx ckWDl fn[kkbZ nsxkA

5½ vc ge tks <w¡<uk pkgrs gS [kkst ldrs gSA pfy, ge vkbZ Mh & 4776 ds 
vad ns[kuk pkgrs gS] okrkZd{k  ds [kkst ij "4776" VkbZi djsaA 

 

6½ ,d ckj tc ge Þvxyk [kkstsÞ nckrs gSa] rks ;g MsVklsV esa vkbVe [kkstsxkA 
;fn vkbVe MsVklsV es ekStwn gS] rks ;g ml vkbVe dks fn[kk,xk tSlk fd 
fp= 19-13 esa uhps fn[kk;k x;k gSA  
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7½  ;fn vkbVe MsVklsV esa ekStwn ugha gS] rks ;g ,d =qfV ds lkFk okil vk 
tk,xkA uhps fn, x, fp= 19-14 ds vuqlkj 

 

8½ oSdfYid :i ls] ge dhcksMZ 'k‚VZdV ^^Ctrl + F^^ dk mi;ksx dj ldrs gSa] 
<w¡<sa vkSj cnysa laokn c‚Dl dks fVªxj djus vkSj MkVklsV ls ,d fo’k;  
[kkstus ds fy,A 

,e-,l- ,Dlsy esa yqdvi izdk;Z dk mi;ksx ,dy iafDr ;k LraHk es ns[kus ds fy, 
vkSj nwljh iafDr ;k LraHk esa leku fLFkfr ls eku Kkr djus ds fy, fd;k tkrk gS 
bldh dk;Z{kerk lhfer gS] D;ksafd ;g mu fLFkfr;ksa dks laHkkyus ds fy, iwjh rjg 
ls ;ksX; ugha gS tgka ,d ,sjs “kkfey gSA blfy,] ge vU; nks egRoiw.kZ yqdvi 
izdk;Z dk mi;ksx djrs gSaA ,e ,l ,Dlsy LizsM”khV esa eq[; :Ik ls nks izdkj ds 
yqdvi izdk;Z miyC/k gSA vFkkZRk~ ^^,p-yqdvi** vkSj ^^oh yqdvi**  ^^,p-yqdvi** 
{kSfrt yqdvi gS vkSj ^^oh-yqdvi** Å?okZ/kj yqdvi gSA 
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uhps ^^oh yqdvi ^^ dk ,d mnkgj.k gSA vkb, ge dgrs gSa fd ge fdlh fo'ks"k 
Nk= vkbZMh ds fy, dqy vadksa dh [kkst djuk pkgrs gSaA ge fuEu fp= 19-15 esa 
fn[kk, x, lw= dk mi;ksx djsaxsA 

oh yqdvi ds fy, okD; jpuk bl çdkj gS% 

 

 

=VLOOKUP(lookup_value, table_array, col_index_num, [range_lookup]) 

¾ VLOOKUP ¼yqdvi_osY;w] Vscy_vjs] col_indeÛ_num] [range_lookup½ 

lw= lsy ^^I4^^ esa dqy vadksa dks okil djsxk] lsy ^^I3^^ esa ntZ dh xbZ Nk= vkbZMh 
dk lanHkZ nsrs gaSA ;g dqy vadksa dks n”kkZ,xk tSlk fuEUk vkd`fr eas gSA 

 

mnkgj.k esa ge Nk= vkbZMh ds :i esa ^^1073^^ esa j[krs gSaA ;g dqy vadksa ds lkFk 
okil vk x;k D;ksafd ;g uhps fn, x, vk¡adM+s esa ns[kk tk ldrk gSA 

 

 



179

lsy lanfHkZr ,e-,l- ,Dlsy dh ,d egRoiw.kZ fo'ks"krk gSA ;g ,d 'khV ij ,d 
lsy ;k lsy dh ,d Ja`a[kyk dks lanfHkZr djrk gS] ftls ,d lw= esa mi;ksx fd;k 
tkuk gS rkfd ,e-,l- ,Dlsy mu ekuksa dks ik lds] ftldk mi;ksx djus ds fy, 
lw= vko';d gSA 

,d lsy lanHkZ dk mi;ksx fuEu dks lanfHkZr djus ds fy, fd;k tk ldrk gS% 

1½  odZ'khV ij ,d ;k vf/kd lfUufgr lsyks ls MkVk ds fy, 

2½  odZ'khV ds fofHkUu {ks=ksa esa fufgr MkVk ds fy,A 

3½ ,d gh dk;ZiqfLrdk esa vU; dk;Zi=dksa ij MsVk ds  fy,A 

uhps lsy lanfHkZr Q+keZqyk ds dqN mnkgj.k fn, x, gS ftudk mi;ksx ,e ,l 

,Dlsy esa fd;k tkrk gSA 

lw= lanHkZ ifj.kke 

B4 lsy B4 B4 esa lsy eku 

¾ A4:C8 C8 ds ek/;e ls A4 ls 
lsy 

lHkh lsy esa ekuA bl 
jsQjsfUlax dk mi;ksx djus ds 
fy, gesa lw= dks ntZ djus ds 
fy, ^^daVªksy $ f'k¶V $ ,aVj** 
dks nckuk gkxkA 

¾ 'khV 2! B1 'khV 2 ij lsy B1 'khV 2 ij B1 esa eku 

: "=B4" 

1½ “=B4” :- 

2) “=A4:C8” :-

fcØh O;fofLFkr lw= ds dqN mnkgj.k uhps fn, x, gSa tks ,e ,l ,Dlsy esa 
mi;ksx fd, tkrs gSa%  igys ge ewY; Hkjus ds fy, O;oLFkk dh vko”;drk gSA 
pw¡fd ;g A4:C8  gS bl dk vk”; gS] rhu dkWye ,oa pkj ifDr;k¡A blfy, ge 
ml {ks= dk p;u djsaxs ftles rhu dkWye vkSj pkj iafDr;k¡ gkasxhA 

lw= okilh ds fy, lanfHkZr djrk gS 
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 "=A4:C8" 

3)  “=Sheet2!B1 

 

 19.19: ¾ " SHEET2!B1 " 

Ckakjackjrk forj.k lkj.kh ,d mi;ksxh vk¡dM+k gS] tks uewuk MkVklsV esa fofHkUu 
ifj.kkeksa ds fy, vyx&vyx eku fn[kkrk gSA eku ml le; dh la[;k gS] tks 
uewuk MsVk lsV esa fo”ks’k ifj.kke nsrk gS] ,e-,l- ,Dlsy ds lw= 
FREQUENCYÞ dk mi;ksx djrs gq, ge fdlh fo”ks’k MsVk lsV ds fy, ,d 
vko`fÙk forj.k rkfydk cuk ldrs gSaaa] mnkgj.k ds fy,] vkb, ge uewus ds :Ik esa 
vkadMk 19-20 esa uhsps fn, x, MsVk dks ysrs gSA  
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vc ge bl MkVk lsV ij ÞCkkajackjrkß lw= dk mi;ksx djsaxsA ;kn j[ksa fd gesa ;gk¡ 
lj.kh lw= dk mi;ksx djus dh vko';drk gS] vFkkZr] gesa lw= esa ços'k djus ds 
fy, vko`fr rkfydk ds fy, dksf'kdkvksa ds {ks= dk p;u djus vkSj ^^Ctrl + Shift 
+ Enter^^ dk mi;ksx djus dh vko';drk gSA 

Ckakjackjrk dk okD; jpuk bl çdkj gS% 

= Ckkajackjrk (MkVk_O;oLFkrk, fcUl_ O;oLFkrk½ 

tSlk fd ge fp= 19-21 esa ns[k ldrs gSa] igys d‚ye esa Dykl ds lkFk ,d 
Ckakjackjrk lkj.kh cukbZ xbZ gS vkSj nwljs d‚ye esa ml Dykl dh CkakjackjrkA 
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tSlk fd ge fp= 19-21 esa ns[k ldrs gS ,d Ckakjackjrk lkj.kh dk fuekZ.k gqvk 
ftlesa d{kk izFke dkWye esa vkSj nwljs dkWye esa ml d{kk dh Ckakjackjrk dk  

cks/k iz”u d 

1½ ,e ,l ,Dlsy esa fofHkUu MkVk N¡VkbZ fodYi D;k miyC/k gSa\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------  

2½ oh yqdvi ds fy, okD; jpuk D;k gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

3½ lsy lanHkZ ds dqN mnkgj.k nsa\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

4½ ckjackjrk ds fy, okD; jpuk fy[ksaA 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

MkVk fo'ys"k.k VwyiSd yksM djukk

MsVk fo'ys"k.k VwyiSd iSd ,e-,l- ,Dlsy esa tfVy vkSj vf/kd foLr`r lkaf[;dh; 
leL;kvksa dks fodflr djus vkSj gy djus ds fy, miyC/k gSA ge iz.kkyh dks 
MkVklsV vkSj ijkl çnku djrs gSa vkSj ;g leL;k dks gy djus ds fy, mi;qDr 
lkaf[;dh; ;k bathfu;fjax midj.k dk mi;ksx djrk gSA 
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dqN midj.k vPNs fo'ys"k.k vkSj ml fo'ks"k leL;k ds fy, loksZÙke laHko 
lek/kku ds fy, lafp= dk mi;ksx Hkh djrs gSaA MkVk fo'ys"k.k dk mi;ksx dsoy 
,d le; esa ,d dk;Zi=d ij fd;k tk ldrk gSA 

 

,e-,l- ,Dlsy esa MsVk fo'ys"k.k VwyiSd dks [kkstus ds fy, fp= 19-22 ns[ksaA 

1½  esuw fjcu ls MkVk VSc ij tk,¡ 

2½ ^^MkVk fo'ys"k.k^^ fodYi ij fDyd djsaA 

 

4½ ;gka ls] ge lkaf[;dh; midj.k dk p;u dj ldrs gSa ftls ge vius MkVk 
lsV ij ykxw djuk pkgrs gSaA 

19-7  o.kZukRed lkaf[;dh; 

o.kZukRed vk¡dM+s lkaf[;dh; fof/k;ksa dk ,d lkjka'k gS] tks izfrn”kZ MkVklsV dk 
ek=kRed o.kZu ;k lkjka'k djrk gSA ,e-,l- ,Dlsy esa] blesa ek/;] ekud fopyu] 
e/;e] eksM] ijkl vkSj izfrn”kZ fofo/krk tSls rjhds lfEefyr gSaA 
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mnkgj.kkFkZ] ge uhps fn, x, MkVklsV ¼fp= 19-24½ ij o.kZukRed vk¡dM+s mi;ksx 
djuk pkgrs gSa% & 

 

1½  esuw fjcu esa MkVk VSc ls MkVk fo'ys"k.k VSc ij fDyd djsaA 

2½  blds ckn LØhu ij fn[kkbZ nsus okys laokn d{k ls ÞfoLrkj.kh lkaf[;dh;ß 
pqusaA 

3½ mlds ckn] laokn d{k fn[kkbZ nsxkA 
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4½  fQj fodYiksa ds lsV esa ;k fo'ys"k.k ds fy, vko';drk ds :i esa j[ksaA 
mnkgj.kkFkZ] geus bl fo'ys"k.k mnkgj.k ds fy, fuEu fodYiksa dks ykxw fd;k 
gSA 

 

5½  vksds nckus ds ckn] fuEu rkfydk cusxhA 

 

,e-,l- ,Dlsy ls MkVk fo”ys’k.k VwyiSd ds ek/;e ls lglaca/k vkSj çfrxeu Hkh 
ykxw gksrs gSaA 
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lglaca/k xq.kkad dk mi;ksx pj dh ,d tksM+h ds chp jSf[kd laca/k dh rkdr dk 
vkdyu djus ds fy,] fd;k tkrk gSA tcfd izfrxeu fo”ys’k.k dk mi;ksx muds 
ca/ku dh rkdr vkSj ;g vkdyu djus ds fy, fd;k tkrk gS] fd fdrus Lor= 
pj fuHkZj pj ls lacaf/kr gSA  

lglaca/k 

1- vkb, fuEu mnkgj.k dks ysaA 

 

fp= 19-28 % lglaca/k dk izfrn”kZ 

2½  vc] o.kZukRed lkaf[;dh; ds leku ge MkVk fo'ys"k.k VwyiSd dk mi;ksx 
djsaxsA 

3½  bl ckj fuEu laokn d{k fn[kkbZ nsxkA 
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4½ vki  vkd`fr 19-29 esa mlh lsfVax dks pqu ldrs gSa] ;k vko';drkvksa ds 
vuqlkj viuh lsfVaXl pqu ldrs gSaA 

;g fuEufyf[kr ifj.kke esa gksxk fp= 19-30 

 

5-  ifj.kke ,d eSp Vhe ds dqy ju vkSj  f[kykMh n~okjk fd, x, juks esa 0-394 
dk ldkjkRed lglaca/k fn[kkrk gSA 

çfrxeu% 

1½  vkb, fuEUk mnkgj.k dks ysaA vxj ge f[kykM+h 1 vkSj f[kykM+h 2 }kjk cuk, 
x, ju tkurs gSa] rks ge Vhe ds Ldksj dk vuqeku yxkuk pkgrs gSaA 
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fp= 19-31% izfrxeu dk mnkgj.k 

2½  lglaca/k ds leku] ge uhps fn, x, laokn d{k rd igqapus ds fy, mlh 
çfØ;k dk ikyu djsaxsA ¼fp= 19-32½ 
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3½  vki vkd`fr 19-32 esa mlh lsfVax dk p;u dj ldrs gSa] ;k vko';drk ds 
vuqlkj viuh lsfVaXl pqu ldrs gSaA 

4½  OK ij fDyd djus ds ckn] ;g fuEufyf[kr vk—fr ¼vkd`fr -19-33 vkSj 19-
34½ esa ifj.kke nsxkA 

5½  fuxZr nks çdkj dk gksxkA 

¼d½ lkjka'k fuxZr 
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,e-,l- ,Dlsy esa ifjdYiuk ijh{k.k fofHkUu çdkjksa esa miyC/k gSa ¼fp= 19-35½% 

 Vh&VsLV (T-Test)% lk/kuksa ds fy, nks uewus tksM+s 

 Vh&VsLV% nks&izfrn”kZ ,d leku fofHkUurk 

 Vh&VsLV% nks&uewuk vleku ifjorZu 

 Z-VsLV (Z-Test)% ehUl ds fy, izfrn”kZ 

ifjdYiuk ijh{k.k dk mi;ksx rc fd;k tkrk gS] tc gesa ;g tk¡apus dh 
vko';drk gksrh gS fd leL;k ds vuqlkj lek/kku lgh fn'kk esa vkxs c<+ jgk gS 
;k ughaA ;g ,d lkaf[;dh; fof/k gS] ftldk mi;ksx uewuk MsVk dk mi;ksx 
djds fu.kZ; ysus ds fy, fd;k tkrk gSA 

 

ge mlh mnkgj.k dks ysaxs tSls fd fp= 19-31 esa izfrxeu ds fy, fy;k x;k gSA 
ge  bl mnkgj.k ds fy, Vh&VsLV%is;j Vw lSaiy QkWj ehUl dk mi;ksx djsaxsA 
MsVk fo'ys"k.k VwyiSd ls bl  fodYi dk p;u djus dss ckn] fuEufyf[kr okrkZ 
d{k fn[kkbZ nsxk tSlk fd fp= 19-36 esa fn[kk;k x;k gSA 
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bl p;u dk ifj.kke fuEu gksxk% ¼vkd`fr 19-37½ 

;g ifj.kke nsrk gS fd f[kykMh 1 }kjk ju fd, x, e/;e ju 56-7 vkSj f[kykMh 
2 dk 52-15 gSA fi;lZu lglaca/k &0-121 gS] ftlesa n'kkZ;k  gS fd mudk ,d 
nwljs ds lkFk v;ksX; mYVk laca/k gSA 

cks/k iz”u [k 

1½ MsVk fo”ys’k.k VwyiSd D;k gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------  

2½ o.kZukRed vka¡dM+ksa ls vki D;k le>rs gSa\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

3½ lglaca/k vkSj çfrxeu ds chp D;k varj gS \ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 
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4½ ifjdYiuk ijh{k.k ls vki D;k le>rs gSa\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

19-10  lkjka”k 

N¡Vuh ,d ewyHkwr ysfdu] ,e-,l- ,Dlsy esa ,d egRoiw.kZ fo'ks"krk gSA dPps 
vk¡dMs dks lnSo vYi N¡Vuh djus dh vko';drk gksrh gS] blls igys fd bldk 
fo'ys"k.k vkSj O;k[;k dh tk ldsA MkVk ij mi;ksx djus ds fy,] ,e-,l- ,Dlsy 
esa dbZ mikxe miyC/k gSaA NaVkbZ dh rjg] MkVk dks çHkkoh <ax ls fo'ys"k.k djus 
ds fy, N¡Vuh djuk Hkh mruk gh egRoiw.kZ gSA N¡Vuh vkSj fuLianu vke rkSj ij 
,d lkFk mi;ksx fd, tkrs gSaA 

,e,l ,Dlsy esa yqdvi izdk;Z Q+D”ku dk mi;ksx ,dy ifaDr ;k LraHk esa ns[kus 
ds fy, vkSj nwljh iafDr ;k LraHk esa leku fLFkfr ls eku Kkr djus ds fy, fd;k 
tkrk gSA bldh dk;Z{kerk lfer gS] D;ksafd ;g mu fLFkfr;ksa dks laHkkyus ds fy, 
iwjh rjg ls ;ksX; ugha gSA tgka ,d ,sjs “kfey gSA blfy,] ge vU; nks egRoiw.kZ 
yqdvi izdk;Z dk mi;ksx djrs gSaA ,e-,l- ,Dlsy LizsM”khV~l esa eq[; :Ik ls nks 
izdkj ds yqdvi izdk;Z miyC/k gSA vFkkZr~ ,pyqdvi vkSj ohyqdvi ,pyqdvi 
{kSfrt yqdvi gS] vkSj ohyqdvi m/okZ/kj gSA 

MsVk fo”ys’k.k VwyiSd tfVy vkSj vf/kd foLr`r lkaf[;dh; leL;kvksa dks fodflr 
djus vkSj gy djus ds fy, ,e-,l- ,Dlsy esa miyC/k gSA o.kZukRed vk¡dM+s 
lkaf[;dh; fof/k;ksa dk ,d lkjka'k gS] tks uewuk MkVk lsV dk ek=kRed o.kZu ;k 
lkjka'k djrk gSA ,e-,l- ,Dlsy esa] ek/;] ekud fopyu] e/;e] eksM] ijkl vkSj 
ijkl lan”kZ fHkUurk tSls izdkj lfEefyr gSaA 

,e-,l- ,Dlsy ls MkVk fo'ys"k.k midj.k iSd ds ek/;e ls lglaca/k vkSj 
çfrxeu ykxw gksrs gSaA laglaca/k xq.kkad dk mi;ksx pj dh ,d tksM+h ds chp 
jSf[kd laca/k dh rkdr dk vkdyu djus ds fy, fd;k tkrk gSA tcfd izfrxeu 
fo”ys’k.k dk mi;ksx muds ca/ku dh rkdr vkSj ;g vkdyu djus ds fy, fd;k 
tkrk gS fd fdrus Lora= pj fuHkZj pj ls lacaf/kr gSA 

ifjdYiuk ijh{k.k dk mi;ksx rc fd;k tkrk gS] tc gesa ;g tkapuk gksrk gS fd 
leL;k ds vuqlkj lek/kku lgh fn'kk esa vkxs c<+ jgk gS ;k ughaA ,e-,l- ,Dlsy 
esa fofHkUu çdkj dh ifjdYiuk ijh{k.k miyC/k gSA  
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19-11  “kCnkoyh 

yqdvi ¼Lookup)%  ,e +,l +,Dlsy esa yqdvi izdk;Z dk mi;ksx ,dy iafDr ;k 
LraHk esa ns[kus ds fy, vkSj nwljh iafDr ;k LraHk esa lkeku fLFkfr ls eku Kkr dus 
ds fy, fd;k tkrk gSA ,pyqdvi {kSfrt yqdvi gS] vkSj ohyqdvi m/okZ/kj 
yqdvi gSA 

lsy lanHkZ (Cell Referencing): lsy lanfHkZr ,e-,l- ,Dlsy dh ,d egRoiw.kZ 
fo'ks"krk gSA ;g ,d 'khV ij ,d lsy ;k lsYl dh ,d J̀a[kyk dks lanfHkZr djrk 
gS] ftls ,d lw= esa mi;ksx fd;k tkuk gS] rkfd ,e-,l- ,Dlsy mu ewY;ksa dks ik 
lds] ftldk mi;ksx djus ds fy, lw= vko';d gSA 

o.kZukRed lkaf[;dh; (Descriptive Statistics): o.kZukRed lkaf[;dh; fof/k;ksa dk 
,d lkjka'k gS] tks izfrn”kZ MkVk lsV dk ek=kRed o.kZu ;k lkjka'k djrk gSA mUgsa 
dsaæh; çòfÙk ds mik;ksa vkSj ifjorZu'khyrk ¼çlkj½ ds mik;ksa esa foHkkftr fd;k tk 
ldrk gSA 

ckajckjrk forj.k lkj.kh (Frequency Distribution): ckajckjrk forj.k lkj.kh 
,d mi;ksxh vk¡dM+k gS] tks izfrn”kZ MkVk lsV esa fofHkUu ifj.kkeksa ds fy, 
vyx&vyx eku fn[kkrk gSA eku dbZ ckj izfrn”kZ MkVk lsV esa fo'ks"k ifj.kke gq, 
gSaA 

lglaca/k ¼Correlation) : lglaca/k fo'ys"k.k lkaf[;dh; ewY;kadu dk ,d mikxe 
gS ftldk mi;ksx nks] la[;kRed :i ls] fujarj pj ds chp laca/kksa dh “kfDr dk 
v/;;u djus ds fy, fd;k tkrk gSA ;g fo'ks"k çdkj dk fo'ys"k.k rc mi;ksxh 
gksrk gS tc ,d 'kks/kdrkZ ;g LFkkfir djuk pkgrk gS fd D;k pj ds chp laHko 
laca/k gSaA 

çfrxeu  (Regression) : çfrxeu fo'ys"k.k lkaf[;dh; rjhdksa dk ,d lewg gS 
tks ,d vkfJr pj vkSj ,d ls vf/kd Lora= pj ds chp laca/kksa ds vkdyu ds 
fy, mi;ksx fd;k tkrk gSA bldk mi;ksx pj ds chp laca/kksa dh “kfDr dk 
vkdyu djus vkSj muds chp Hkfo"; ds laca/k  dks e‚Mfyax djus ds fy, fd;k 
tk ldrk gSA 

ifjdYiuk  (Hypothesis): ifjdYiuk ijh{k.k dk mi;ksx rc fd;k tkrk gS tc 
gesa ;g tka¡pus dh vko';drk gksrh gS fd leL;k ds vuqlkj lek/kku lgh fn'kk 
esa vkxs c<+ jgk gS ;k ughaA ;g ,d lkaf[;dh; fof/k gS] ftldk mi;ksx izfrn”kZ 
MkVk dk mi;ksx djds fu.kZ; ysus ds fy, fd;k tkrk gS] vkcknh ls ckgjA 

19-12  Loij[k iz”u 

1½ mnkgj.k ds lkFk yqdvi]  ohyqdvi vkSj ,pyqdvi Li"V djsaA 

2½ MkVk N¡Vuh esa lfEefyr fofHkUu mikxe D;k gSaA 

3½ lkj.kh lw=ksa dk mi;ksx djds vko`fÙk forj.k dh O;k[;k djsaA 



194 

4½ çfrxeu fo'ys"k.k ds fy, fuEu rkfydk dks iwjk djsaA lacaf/kr d{kksa esa 
mi;qDr lw= fyf[k,A 

d [k x ?k p 

1 o"kZ   fuxZr  vuqekfur mRiknu  <yku   \ 

2 2001  100  \   vojks/ku  \ 

3 2002  125  \ 

4 2003  190  \ 

5 2004  210  \ 

 

 d [k Xk ?k p 

1 Ok’kZ fuxZr vuqekfur fuxZr <yku ? 
2 2001 100 \ gLr{ksi \ 

3 2002 125 \   

4 2003 190 \   

5 2004 210 \   

5½ ifjdYiuk ijh{k.k ds fy, ,Dlsy esa fofHkUu mikxe D;k miyC/k gSaA 

6½ ,e-,l- ,Dlsy esa MsVk fo”ys’k.k VwyiSd dk D;k egRo gSA 

uksV % bu iz”uksa esa vkidks bl bdkbZ dks vkSj vPNh rjg ls le>us eas 
lgk;rk feysxhA muds mÙkj nsus dk iz;kl dhft,A ysfdu vius 
mÙkj fo”ofo|ky; dks er Hksft,A ;s dsoy vkids vius vH;kl ds 
fy, fn, x, gSA 
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20-0 mís'; 

20-1 izLrkouk 

20-2 _.k vkSj iV~Vs fooj.k 

20-3 vuqikr fo'ys"k.k 

20-4 isjksy fooj.k  

20-5 iwa¡thxr ctV

20-6 ewY;gzkl ys[kkadu

20-7 lkjka”k 

20-8 “kCnkoyh    

20-9   cks/k iz”uksa ds mŸkj 

20-10  Loij[k iz”u 

20-11  dqN mi;®xh iqLrd¢a

bl bdkbZ dk v/;;u djus ds Ik”pkr~ vki bl ;ksX; gks ldsaxs fd% 

  ,Dlsy dh ewyHkwr fo'ks"krkvksa tSls fd odZ'khV dk fuekZ.k vkSj MkVk dh 

x.kuk le> ldsa( 

  okLrfod le; dh nqfu;k esa ,e-,l- ,Dlsy ds fofHkUu izfrosfnr dk;kZUo;u 

dks le> ldsa( 

  m|ksx Lrj dh izfrosfnr vko';drkvksa dh tkudkjh ys ldsa( 

  _.k fooj.k] isjksy fooj.k vkSj ifj;kstuk izca/ku ds ckjs esa tku ldsa( vkSj 

  vuqikr vkSj fofHkUu vU; foÙkh; fooj.kksa ds ek/;e ls MkVk dk fo'ys"k.k dj 

ldsaA 

vkt ds d‚iksZjsV fo”o esa O;olk; LçsM'khV ,d vfuok;Z gSA yxHkx gj laokn] gj 
fo'ys"k.k vkSj O;k[;k ,e-,l- ,Dlsy ds ek/;e ls gksrh gS] vkSj ;g gj ,d daiuh 
ds fy, ,d /kqjh cu xbZ gSA ,e-,l- ,Dlsy esa _.k fooj.k~] isjksy fooj.k~] 
ifj;kstuk izca/ku tksf[ke] vkSj dbZ vkSj laokn fooj.k ljyrk ls rS;kj fd, tk 
ldrs gSaA ;g bdkbZ yxHkx lHkh rjg dh vfHkys[ku] fo”ys’k.k fooj.k crkrh gS] 
ftUgsa ,e-,l- ,Dlsy dh lgk;rk ls rS;kj fd;k tk ldrk gSA cSafdax {ks= ls 
ysdj fofuekZ.k {ks= rd ,e-,l- ,Dlsy dk mi;ksx bldh iw.kZ {kerk rd fd;k 
tk ldrk gSA ;g çca/ku ds fy, O;k[;k ljy cukrk gS tks dq'ky fu.kZ; ysus esa 
lgk;rk djrk gSA 
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,d _.k fooj.k ,d izys[k gS] ftls _.knkrk] ,d cSad] foÙkh; laLFkku }kjk ntZ 
fd;k tkrk gSA blesa _.k ls lacaf/kr lHkh tkudkjh] tSls] _.k jkf'k] C;kt nj] 
_.k dh le; vof/k] fd”rksa dh la[;k vkfn lfEefyr gSaA ;g çR;sd fd”r dh 
vof/k esa m/kkjdrkZ dks çnku fd;k tkrk gS] rkfd os _.knkrk dks ns; frfFk ls 
igys Hkqxrku dj ldsaA ;g _.knkrk vkSj m/kkjdrkZ ds chp ,d dkuwuh lapkj 
gSA 

iV~Vs dks iV~Vs nkj vkSj iV~Vsnkj ds chp ,d vuqca/k ds :i esa ifjHkkf"kr fd;k tk 
ldrk gS] ftlesa iV~Vsnkj ¼edku ekfyd½ mlds LokfeRo okyh laifÙk dks iV~Vsnkj 
¼fdjk,nkj½ dks fdjk, ij nsrk gSA iV~Vk fooj.k esa iV~Vsnkj }kjk iV~Vsnkj dks fd, 
tkus okys vkof/kd Hkqxrku ls lacaf/kr tkudkjh Hkh lfEefyr gSA fdjk, ij nh 
xbZ laifÙk@laifÙk dks vuqca/k ds var esa iV~Vsnkj dks ykSVk;k tkuk pkfg,A 

vc ns[krs gSa fd bu fooj.kksa dks ,Dlsy esa dSls rS;kj fd;k tk ldrk gSA eku 
ysrs gSa% 

15% okf’kZd dh C;kt nj ij leku :i ls =Sekfld fd'rksa esa pqdkus ds fy, 5 
o"kZ dh vof/k ds fy, B ls # 100000 dk _.k fy;k x;kA fn, x, çk:i ds 
vuqlkj _.k pqdkSrh vuqlwph rS;kj ds fy,% 

fp= 20-1 % _.k  ,oa  iV~Vs dk fooj.k 

gekjs ikl 5 d‚ye gSa] tks gj _.k / iV~Vs  ds fooj.k ds fy, ewyHkwr gSa% 

1½ fd”r la[;k 

2½ izkjafHkd “ks’k 

3½ C;kt jkf'k 

4½ fd'r jkf'k 

5½ vaar “ks’k 

lcls igys] gesa bl ckr ij /;ku nsuk pkfg, fd vof/kdrk dk D;k vFkZ gSA 

vof/kdrk ,d o"kZ esa] le; ds var esa / le; dh vkorZd la[;k gksrh gS] ftlds 
izkjaHk esa fd'r cukuh gksrh gSA mijksDr mnkgj.k esa] vof/kdrk 4 ds :i esa nh xbZ 
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gSA bldk vk”; gS fd fd'rksa dks =Sekfld :i ls cuk;k tkuk gS] vFkkZr] çR;sd 
3 eghuksa esaA blh rjg C;kt nj dh x.kuk Hkh vof/kdrk ds vuqlkj dh tkrh gSA 
tSls] bl mnkgj.k esa] C;kt dh x.kuk gj 3 eghukas esa dh tk,xh] ;Fkk% 

 

C;kt ¼=Sekfld½ ¾ ¼gj fd”r ds var esa 'ks"k jkf'k½  ¼C;kt / vof/kdrk dh nj½ 
tc Hkh fd”r dh vof/k lekIr gksrh gS] rks C;kt ewy :i ls pØo`n~f/k fd;k 
tkrk gSA 

,Dlsy esa dtZ / iV~Vk fooj.k rS;kj djus ds fy,] ge uhps fn, x, pj.kksa dk 
ikyu djsaxs% 

1½  ,Dlsy esa ewy lajpuk cuk,a] tSlk fd fp= 20-2 esa fn;k x;k gSA 

2½  d‚ye fd”r uacj ds varxZr fd”rksa dh la[;k HkjsaA 

fd”rksa dh dqy la[;k ¾ o"kksaZ dh dqy la[;k  vof/kdrk 

3½ rRi”pkr~ izkjafHkd “ks’k esa Hkjsa] tks fd igyh fd”r ds le; yksu dh jkf'k ds 
leku gksxkA 

4½ mlds ckn] C;kt d‚ye ds rgr] lw= esa j[kk tk,] tSlk fd fp= 20-3 esa 
fn[kk;k x;k gSA 

blesa dgk x;k gS fd C;kt ¾ izkjafHkd “ks’k  ¼C;kt nj / vof/kdrk½ 
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5½  blds ckn] ewy/ku vkSj fd”r d‚ye HkjsaA fuEufyf[kr pj.kksa dk mi;ksx 
djds fd”r dh x.kuk igys gh dh tk pqdh gS% & 

a)  ge lw= dk mi;ksx djsaxs – PMT(rate,nper,pv,[fv],[type])& ,u ih bZ 
vkj ih oh(,Q oh) ¼VkbZi½ & ;g ,Dlsy esa lw= ds fy, okD; jpuk gSA 

i) nj & C;kt nj 

ii)  Nper & vkof/kdrk dh la[;k 

iii) Pv & orZeku ewY; 

iv) [fv] & Hkkoh ewY;] ;g Hkjuk ds fy, oSdfYid gS 

v) [çdkj] & fd”r Hkqxrku dk çdkj] vFkkZRk] vof/k dh “kq:vkr ;k 
vof/k dk var] ;g Hkjus ds fy, oSdfYid gSA  

b)  ,d lsy pqusa] “=PMT(B4/B2, B3*B2, -B1,0,0)”.Vkbi djsaA 

c) bl lw= dks bl izdkj le>k;k tk ldrk gS 

i) ch 4 / ch 2 ¾ C;kt / vkof/kdrk dh nj 

ii½ B4/B2  ch 3  ch 2 ¾ o"kZ  vkof/kdrk 

iii) –B1 ¾ _.k dh jkf'k 

d)  bl rjg ls fd”r dh jkf'k dh x.kuk dh tk,xhA 

 

6½ fd”r dh jkf”k dk vkdyu 

ewy/ku ifjdyu fuEu izdkj gksxk 

ewy/ku =  fd”r dh jkf”k & C;kt dh jkf”k 
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7½ vr% “ks’k dk vkdyu fuEu izdkj gksxk 

vr% “ks’k = izkjafHkad “ks’k & ewy/ku “ks’k 

 

8½ vc cl mijksDr pj.kksa dks nkgjk,a vkSj fp= 20-7 dh rjg ,d cSad fooj.k 
cu tk,xkA 

 

9)  var esa] gesa fooj.k esa ,d vkSj lw= ykxw djus dh vko';drk gSA bl çfØ;k 
dks xkjcst Dyhfuax dgk tkrk gSA ;g cSad fooj.k dks lhfer djus ds fy, 
fd;k tkrk gS rkfd var 'ks"k 'kwU; ls uhps udkjkRed jkf'k esa u vk ldsA bls 
ykxw fd;k tkrk gS] rkfd tc Hkh var 'ks"k 'kwU; gks] rksfooj.k jksd fn;k tk,A 
;g  lw= fooj.k dh gj igyh iafä esa ykxw fd;k tkuk gSh fp= 20-8 blds 
vuqç;ksx dk dkj.k n'kkZrk gSA 
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10) tSlk fd ge fp= 20-8 esa ns[k ldrs gSa] O;DrO; esa dqN udkjkRed ewY; gSa] 
vkSj lekiu 'ks"k 'kwU; ls uhps pyk tkrk gS] udkjkRed ewY;ksa ds fy, bls 
jksdus ds fy,] ge xkjcst Dyhfuax ykxw djsaxsA fp= 20-9 xkjcst Dyhfuax 
vkSj iw.kZ cSad fooj.k ds fy, okD; jpuk fn[kkrk gSA 

 

fp= 20-9 % iw.kZ cSad fooj.k 
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mi;ksx dh xbZ okD; jpuk 

 

vuqikr fo'ys"k.k ,d laxBu dh ln~Hkkouk ds fy, fu.kZ; ysus esa lcls egRoiw.kZ 
fu.kkZ;d dkjdksa esa ls ,d gSA dqN fuf'pr vuqikr gksrs gSa] tks fdlh laxBu dh 
orZeku / Hkfo"; dh fLFkfr dks n'kkZrs gSa] ftlds vk/kkj ij çca/ku dks fu.kZ; ysuk 
pkfg,A vuqikr x.kuk O;olk; ys[kk] ykHk vkSj gkfu fooj.k vkSj laxBu dh 
rqyu&i= ij vk/kkfjr gSA ge bl v/;k; esa fuEufyf[kr vuqikr ij ppkZ djsaxs%& 

1½  ¼Current Ratio) : ;g vuqikr fdlh laxBu dh orZeku 
ifjlaifÙk;ksa vkSj orZeku nsunkfj;ksa dh rqyuk djrk gSA ;g laxBu ds 
vYidkfyd nkf;Roksa dk Hkqxrku djus dh {kerk dks ekirk gSA orZeku 
ifjlaifÙk;ksa esa udnh] cSad 'ks"k] [kkrs / fcy çkfIr;ka] vkSj orZeku nsunkfj;ksa esa 
[kkrs / fcy Hkqxrku] etnwjh ns;] ,d nh?kZdkfyd _.k dk orZeku vuqikr 
vkfn 'kkfey gSaA ,d laxBu ds fy, ,d dq'ky orZeku vuqikr 2% 1  ¼pkyw 
laifÙk;ka pkyw nkf;Ro½ gSA  

2½  ¼Quick Ratio) : orZeku vuqikr dh rjg] Rofjr vuqikr Hkh 
,d laxBu dh vYidkfyd {kerkvksa dks n'kkZrk gS] ysfdu blesa orZeku 
ifjlaifÙk;ksa ds ctk; rjy ifjlaifÙk;k¡ lfEefyr gSaA rjy ifjlaifÙk;k¡   esa 
ekylwph vkSj iwoZnŸk [kpksaZ dks NksM+dj ekStwnk laifÙk lfEefyr gSA ;g 
fn[kkrk gS fd laxBu rhu eghus rd ds vius vYidkfyd nkf;Roksa dk 
Hkqxrku fdruh dq'kyrk ls dj ldrk gSA ,d laxBu ds fy, ,d dq'ky 
Rofjr vuqikr 1% 1 ¼Rofjr ifjlaifÙk;ka% orZeku ns;rk,¡a½ gSA 

3½  ¼Debt/Equity Ratio) : _.k / bfDoVh vuqikr dk 
mi;ksx fdlh laxBu ds foÙkh; mÙkksyu dh x.kuk djus ds fy, fd;k tkrk 
gSA bldh x.kuk 'ks;j/kkjdksa ds QaM }kjk laxBu ds dqy nh?kZdkfyd _.k 
dks foHkkftr djds dh tkrh gSA nh?kZdkfyd _.k esa _.k ¼1 o"kZ ls vf/kd½ 
vkSj vfxze vkSj vlqjf{kr nksuksa rjg ds _.k 'kkfey gSaA 'ks;j/kkjdksa dh fuf/k 
dh x.kuk nks vyx&vyx rjhdksa ls dh tk ldrh gS] pkgs dqy nsunkfj;ksa ls 
dqy nsunkfj;ksa dks ?kVk;k tk, ;k va'k/kkjd ds QaMksa dks tksM+k tk,] ftlesa 
'ks;j/kkjd dh iwa¡th] ykHk gkfu [kkrs ls 'ks"k jkf'k] HkaMkj vkSj vf/k'ks"k] vkfn 
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lfEefyr gSaA ,d 2%1 Mh / bZA v‚Vkseksckby m|ksx tSls iwa¡th&xgu m|ksxksa 
ds fy, vuqikr vPNk ekuk tkrk gSA tcfd] lsokvksa / Vsd laxBuksa ds fy, 
,d 0-5% 1 Mh / bZ vuqikr dq'ky ekuk tkrk gSA 

4½  ¼Gross Profit Ratio) : bl vuqikr esa vk; / jktLo 
dk çfr'kr tks dh csph xbZ oLrqvksa dh ykxr ls vf/kd gS n'kkZ;k x;k gSA 
;g foÙkh; ykHkçnrk dk ,d mik; gSA csgrj vuqikr csgrj QeZ dh 
ykHkçnrk vkSj dk;Zdkjh çca/ku n'kkZrk  gSA dqy jktLo ;k fcØh }kjk csph 
xbZ fcØh ds varj vkSj ykxr ds varj dks foHkkftr djds bldh x.kuk dh 
tkrh gSA  

5½  ¼Net Profit Ratio) : ;g laxBu vkSj mlds jktLo ds 
'kq) ykHk ds vuqikr dks n'kkZrk gSA ;g fn[kkrk gS fd laxBu }kjk ,d= 
fd, x, çR;sd #i;s dk fdruk jktLo ykHk esa ifjofrZr gksrk gSA ;g 
vuqikr egRoiw.kZ gS] D;ksafd jktLo esa o`f) dk eryc okLro esa ykHk esa o`f) 
ugha gSA bldh x.kuk bl çdkj gS% 

[ldy ykHk & ¼vçR;{k ;k ifjpkyu O;;½ $ vçR;{k vk;½ / dqy jktLo ;k fcØh]  

 

6½   (Operating Cost Ratio): ;g lapkyu O;; dks 
'kq) fcØh ls rqyuk djds laxBu ds çca/ku dh n{krk dks n'kkZrk gSA bldh 
x.kuk 'kq) fcØh }kjk ifjpkyu ykxr dks foHkkftr djds dh tkrh gSA 
ifjpkyu ykxr esa ifjpkyu O;; vkSj csph xbZ oLrqvksa dh ykxr 'kkfey gSA 

7½  ¼Return on Working Capital) : ;g vuqikr 
laxBu }kjk muds }kjk fu;ksftr dk;Z”khy iwa¡th ds fy, esa çkIr izfrQy dks 
fu/kkZfjr djrk gSA bldh x.kuk dk;Z'khy iwa¡th }kjk 'kq) ykHk dks foHkkftr 
djds dh tkrh gSA dk;Z”khy iwa¡th orZeku ifjlEifŸk;ksa vkSj orZeku nsunkfj;ksa  
ds chp ds varj ds leku gSA 

8½  ¼Return on Capital Employed) :  ;g 
vuqikr 'kq) ykHk ¼C;kt] dj vkSj ojh;rk ykHkka'k ls igys½ vkSj laxBu esa 
dk;Zjr iwath ds chp ds laca/k dks n'kkZrk gSA bldh x.kuk 'kq) ykHk ¼C;kt] 
dj vkSj ojh;rk ykHkka'k ls igys½ vkSj fu;ksftr iwath dks foHkkftr djds dh 
tkrh gSA 

d½   'ks;j/kkjd ds QaM] ooZekusrj / nh?kZdkfyd 
ns;rkvksa dks tksM+djA 

[k½   orZeku ifjlEifŸk;ksa( ;Fkk fu;r ifjlEifŸk;ksa 
O;olk;srj fuos”k vkSj nh?kZdkyhu vkof/kd dtZ vkSj vfxze vkSj 
dk;Z”khy iwa¡th dks tksM+djA 
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9½  ¼Inventory Turnover Ratio) & bl vuqikr dh 
x.kuk eky dh ykxr vkSj vkSlr ekylwph dh ykxr dks foHkkftr djds dh 
tkrh gSA vkSlr ekylwph] ekylwph + “ks’k ekylwph ds cjkcj gS] ftls 2 ls 
foHkkftr fd;k x;k gSA blesa laxBu dh ekylwph dh fcØh esa ifjofrZr gksus 
dh la[;k dks n'kkZ;k x;k gSA 

10½ Working Capital Turnover Ratio): bl 
vuqikr esa fcØh dks mRiUu djus ds fy, laxBu dh dk;Z'khy iwath dh la[;k 
dks n'kkZ;k x;k gSA ;g dk;Z'khy iwath }kjk foHkkftr 'kq) fcØh ds cjkcj gSA 
dk;Z'khy iwath orZeku ifjlaifÙk;ksa vkSj orZeku nsunkfj;ksa ds varj ds cjkcj 
gSA uhps fn, x, O;oLkk; ys[kk ykHk&gkfu] fooj.k vkSj rqyu i= dks ns[ksa] 
vkSj ppkZ fd, x, vuqikr dh x.kuk djsa% 

vc] ge mijksDr ppkZ fd, x, vuqikrksa dh x.kuk fp= 20-11 vkSj 20-12 esa iznku 
fd, x, MkVk ds vk/kkj ij djsaxsA 
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fp= 20-12 % rqyu i= 

1½ orZeku vuqikr% 

orZeku vuqikr ds fy,] gesa orZeku laifÙk;ksa vkSj orZeku nsunkfj;ksa ds ewY; 
dh vko';drk gksrh gSA 

orZeku laifÙk ¾ 31]51]807 

orZeku ns;rk,a ¾ 6]90]600 

orZeku vuqikr ¾ orZeku ifjlaifÙk;k¡/orZeku nsunkfj;k¡ ¾ ¼31]51]807/6]90]600½  
¾ 4-56 

2½   

Rofjr vuqikr ds fy,] gesa rjy laifÙk vkSj orZeku nsunkfj;ksa ds ewY; dh 
vko';drk gksrh gSA 

rjy laifÙk ¾ fofo/k nsunkj+ gkFk esa udnh+ cSad [kkrs+ fcy çkfIr;ka ¾ 
17]14]600 

orZeku nsunkfj;k¡ ¾ 6]90]600 

Rofjr vuqikr ¾ rjy laifÙk / orZeku nsunkfj;ka ¾ ¼17]14]600 / 6]90]600½ 
¾ 2-48 

3½  

_.k / bfDoVh vuqikr ds fy,] gesa dqy nh?kZdkfyd _.k vkSj 'ks;j/kkjd ds 
QaM ds ewY; dh vko';drk gksrh gSA 

nh?kZdkfyd _.k ¾ lqjf{kr _.k + vlqjf{kr _.k ¾ 30]00]000 
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'ks;j/kkjd ds QaM ¾ HkaMkj vkSj vf/k'ks"k + iwa¡th [kkrk  + YkkHk vkSj gkfu 
[kkrk ¾ 25]28]707 

Mh / bZ vuqikr ¾ nh?kZdkfyd _.k / 'ks;j/kkjd ds QaM ¾ ¼30]00]000 / 
25]28]707 ¾ 1-9½ 

4½  

ldy ykHk vuqikr ds fy,] gesa ldy ykHk vkSj dqy fcØh ds ewY; dh 
vko';drk gksrh gSA 

ldy ykHk ¾ fcØh & csps x, eky dh dher ¾ 60 2]81]607 

fcØh ¾ 25 6]25]000 

ldy ykHk vuqikr ¾ ldy ykHk / fcØh ¾ ¼2]81]607 / 6]25]000½ ¾ 0-45 
5½  

'kq) ykHk vuqikr ds fy,] gesa 'kq) ykHk vkSj dqy fcØh ds ewY; dh 
vko';drk gksrh gSA 

'kq) ykHk ¾ ldy ykHk & ¼vçR;{k ;k ifjpkyu O;;½ $ vçR;{k vk; ¾ 
1]48]707 

fcØh ¾ 25 6]25]000 

'kq) ykHk vuqikr ¾ 'kq) ykHk / fcØh ¾ ¼1]48]707 / 6]25]000½ ¾ 0-24 

6½  

ifjpkyu ykxr vuqikr ds fy,] gesa ifjpkyu ykxr vkSj fcØh ds ewY; dh 
vko';drk gksrh gSA 

ifjpkyu ykxr ¾ ifjpkyu O;;  $ csps x, eky dh dher ¾ 49 5]96]493 

fcØh ¾ 25 6]25]000 

ifjpkyu ykxr vuqikr ¾ ifjpkyu ykxr / fcØh ¾ ¼5]96]493 /6]25]000½ 
¾ 0-95 

7½  

dk;Z'khy iwa¡th ij izfrQy ds fy,] gesa 'kq) ykHk vkSj dk;Z'khy iwa¡th ds ewY; 
dh vko';drk gksrh gSA 

'kq) ykHk ¾ ldy ykHk & ¼vçR;{k ;k ifjpkyu O;;½ $ vçR;{k vk; ¾  
1]48]707 

fu;ksftr iwath ¾ orZeku ifjlaifÙk;k¡ & orZeku nsunkfj;k¡ ¾ 24]61]207 

fu;ksftr iwath ij okilh ¾ 'kq) ykHk @ fu;ksftr iwath ¾ ¼1]48]707@ 
24]61]207½ ¾ 0-06½  

8½  

fu;ksftr iwa¡th ij izfrQy ds fy,] gesa “kq) ykHk vkSj iw¡th fuos”k ds ewY; dh 
vko';drk gksrh gSA 
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'kq) ykHk ¾ ldy ykHk & ¼vçR;{k ;k ifjpkyu O;;½ + vçR;{k vk; ¾ 
1]48]707 

 fu;ksftr iwath ¾ HkaMkj vkSj vf/k'ks"k + iwath [kkrk + ykHk vkSj gkfu [kkrk ¾ 
25]28]707 

fu;ksftr iwath ij okilh ¾ 'kq) ykHk /  fu;ksftr iwath ¾ 

¼1]48]707 / 25]28]707½ ¾ 0-06½  

9½  eky lwph vkorZ vuqikr 

Ekky lwph vkorZ vuqikr ds fy,] gesa lkekU; vkSj vkSlr ekylwph ds ewY; 
dh vko';drk gksrh gSA 

COGS ¾ vksifuax LV‚d & “ks’k LV‚d + [kjhn ¾] 3]43]393 

vkSlr ekylwph ¾ ¼vksifuax bUosaVjh  “ks’k bUosaVjh½ / 2 ¾ 15]79]603-5 

ekylwph vkor vuqikr ¾ eky dh ykxr dk fcØh /vkSlr ekylwph ¾    
0-22 

10½ dk;Z'khy iwath vkorZ vuqikr% 

dk;Z'khy iwath vkorZ vuqikr ds fy,] gesa 'kq) fcØh vkSj vkSlr dk;Z'khy 
iwath ds ewY; dh vko';drk gksrh gSA 

fcØh ¾ 6]25]000 

vkSlr dk;Z'khy iwath ¾ orZeku laifÙk & orZeku nsunkfj;k¡ ¾ 24]61]207 

dk;Z'khy iwath dkjksckj vuqikr ¾ 'kq) fcØh / vkSlr dk;Z'khy iwath ¾ 0-25 

1½ ………………… _.k fooj.kksa esa le; vof/k dh iqujko`fÙk la[;k gSA 

2½ ,d daiuh ds fy, dq'ky orZeku vuqikr D;k gS ……………? 

d½  1% 1 

[k½  3% 2 

x½  2% 1 

?k½  5% 3 

3½ “kq) ykHk vkSj “kDy YkkHk esa D;k varj gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 
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------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

4½ _.k / bfDoVh vuqikr dk lw= D;k gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

20-4  isjksy fooj.k 

isjksy ,d laxBu }kjk vius deZpkfj;ksa dks Hkqxrku dh xbZ jkf'k dks lanfHkZr 
djrk gSA ;g ,d laxBu dk ,d egRoiw.kZ fgLlk gS] D;ksafd vxj os ekSfæd 'krksaZ 
ij vius deZpkfj;ksa dk eukscy Åapk j[krs gSa] rks os çHkkoh vkSj dq'kyrk ls dke 
djsaxsA isjksy foHkkx dk nkf;ROk gS fd og vius deZpkfj;ksa dks lgh vkSj le; ij 
osru] ykHkka”k ;k izksRlkgu tkjh djsA bl dk;Z dks ldkjkRed :i ls iwjk djus 
ds fy,] isjksy fooj.k dks cuk, j[kuk ges'kk çHkkoh gksrk gSA  

isjksy fooj.k esa laxBu ds lHkh deZpkfj;ksa dk MkVk 'kkfey gksrk gSA blesa fooj.k 
“kkfey gSa tSls] 

  deZpkjh dk uke vkSj deZpkjh dksM 

  deZpkjh Js.kh 

 ewy osru 

  vuqykHk vkSj HkÙks 

  dj oxZ 

  dqN fo'ks"k ekunaMksa vkSj HkÙkksa ds fy, ik=rk dh fLFkfr 

  dVkSrh vkSj NwV oxZ [kaM 

 dqy osru 

,d ckj tc ;g fooj.k iwjh rjg ls rS;kj vkSj lR;kfir gks tkrk gS] rks laxBu 
dh uhfr;ksa ds vuqlkj] dqy Hkqxrku dks varr% cSpksa esa tkjh fd;k tkrk gSA 
lR;kiudrkZ dks ;g lqfuf'pr djus dh vko';drk gS fd Hkqxrku lgh <ax ls 
tkjh fd;k x;k gS vkSj deZpkjh osru ds lkFk larq"V gSaA ;fn fdlh çdkj dh 
folaxfr;ka gSa tSls fd Hkqxrku esa deh] ifÙk;ksa dh xyr dVkSrh ;k xyr cksul / 
çksRlkgu tkjh djukA 

vkb, ge ,d mnkgj.k ysrs gSa% 
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fp= 20-13 esa ç'u fuEufyf[kr enksa ds Hkqxrku / dVkSrh ds fu;e crkrk gS% 

  ewYk osru] ifjogu HkŸkk ¼”kgj vuq”kkaflr HkŸkk½  

  Mhih ¼e¡gxkbZ osru½] Mh, ¼e¡gxkbZ HkÙkk½ vkSj ,pvkj, ¼?kj fdjk;k HkŸkk½A 

  thih,Q ¼lkekU; Hkfo"; fuf/k½ vkSj vkbZVh ¼vk;dj½ 

tSlk fd ;g ns[kk tk ldrk gS fd deZpkfj;ksa dks rhu lewgksa esa oxhZ—r fd;k 
x;k gS] vFkkZRk] ,] ch vkSj lhA ewy osru] Vh, vkSj lhlh, dk Hkqxrku bu Jsf.k;ksa 
ds vk/kkj ij fd;k tkrk gSA fp= 20-14 esa fn[kk, x, vuqlkj ,e,l ,Dlsy esa 
fooj.k rS;kj fd;k x;k gSA 

 

fp= 20-14 % isjksy fooj.k VsEIysV 

tSlk fd vkadM+s 20-15 esa fn[kk;k x;k gS] ;g gekjs ikl dsoy O;fäxr fooj.k 
ds :i esa deZpkjh dksM vkSj deZpkjh dk uke gSA ;g MkVk vkSj vf/kd Hkh  gks 
ldrk gS ysfdu isjksy fooj.k esa bldh dksbZ vko';drk ugha gSA bl mnkgj.k ds 
fy, pquk x;k uewuk MsVk gSA lgh Øe ls deZpkfj;ksa dks ,] ch vkSj lh rhu 
Jsf.k;ksa esa oxhZ—r fd;k tkrk gS] deZpkjh dks ,pvkj, çkIr gksrk gS ;k ugha] 
bldk Hkh mYys[k fd;k x;k gSA 
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fp= 20-15 % uewuk deZpkjh MkVk 

vxyk dne fooj.k ds ^^ewy^^ d‚ye esa fooj.k Hkjuk gSA pwa¡fd] gj nwljs d‚ye 
dh x.kuk ewyosru ds }kjk dh tkrh gS] ¼tSlk fd fp= 20-13 esa fn[kk;k x;k gS½A 
MkVk dks lko/kkuh ls Hkjuk pkfg,] D;ksafd ;g iwjs isjksy fooj.k dh jh<+ gSA 

fp= esa 20-16 uhps fn[kk, x, okD; jpuk dk mi;ksx djds MkVk dks Hkj x;k  
gSA 

 

fp= 20-16 % ewy osru okD; jpuk 

mi;qZDr fp= 20-16 esa okD; jpuk  

1½  ^^C2^^ ml eku dk lsy lanHkZ gS ftls MkVk 1 esa fLFkr gksuk pkfg,A 

2½ ^^MkVk1^^ ewy osru] Vh-, vkSj lh-lh-,- ds Hkqxrku ds fy, fu;eksa dks lanfHkZr 
djrk gS tSlk fd fp= 20-13 esa fn[kk;k x;k gSA ewy osru deZpkjh dh Js.kh 
ds vuqlkj fHkUu gksrk gSA 

3½ ^^2^^ MsVk 1 ds dkWye uacj dks lanfHkZr djrk gS] ftlesa ls eku dks fudkyuk 
vkSj fn[kk;k tkuk gSA  
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4½ ^^xyr^^ dk vFkZ gS fd ;g ,d leku fn[kk;k tkuk vko';d gSA 

blh rjg ls vU; d‚ye & DP, DA, HRA, TA vkSj CCA Hkjs tkrs gSaA bu HkÙkksa 
dk okD; jpuk uhps nh xbZ gSA 

 

fp= 20-17 :  DP, DA, HRA, TA and CCA ds fy, okD; jpuk 

1½   ;g csfld forku ds 50% ds cjkcj gSA 

2½   ;g 41% ¼ewy +Mhih½ ds cjkcj gSA pwafd ifj.kkeh jkf'k ds fy, 
jkmaM&v‚Q dh vko';drk gksrh gS] blfy, ^^ROUND^^ ykxw fd;k x;k 
FkkA  0 dk mi;ksx fd;k tkrk gS D;ksafd ;g jkf'k dks fudVre iw.kZ 
la[;k esa  ifjofrZr fd;k tkrk gSA 

3½   ;g ¼ewy osru+ Mhih½ ds 30% ds cjkcj gSA blesa ,d 'krZ 
Hkh 'kkfey gS fd deZpkjh ,p-vkj-,- ds fy, ;ksX; gS ;k ughaA blfy, 
^^IF^^ QaD'ku dk mi;ksx fd;k tkrk gSA ;fn d‚ye ^^D^^ gk¡ fn[kkrk gS] 
rHkh ,pvkj, dh x.kuk dh tk,xh] vU;Fkk bldk ifj.kke 0 gksxkA 

4½   bu HkÙkksa dh x.kuk mlh rjg dh tkrh gS] tSls 
ewy osru] tSlk fd mUgsa ewy rkfydk esa fn[kk;k x;k gSA 20-13 ds vkadM+s 
dk lanHkZ ysaA 

,d ckj lHkh HkÙks Hkjs tkus ds ckn] fooj.k bl rjg fn[kk;k tk,xk% 

 

fp= 20-18 % HkŸks ds lkFk isjksy fooj.k 

 



211

fooj.k dk vafre Hkkx gS] ldy osru] dj vkSj dVkSrh vkSj “kq) osru dh x.kuk 
djuk bldh okD; jpuk fups nh xbZ gSA 

 

1½   ;g ewy osru vkSj lHkh HkÙkksa dk ;ksx gSA blfy, ;ksx çdk;Z dk 
mi;ksx d‚ye E ls J rd fd;k tkrk gS] ftlesa ewy osru vkSj lHkh HkÙks 
'kkfey gSaA 

2½  ;g ldy osru dk 8% gSA  fp= 20-13 dk lanHkZ ysI 

3½   ;g ldy osru dk 10% gSA fp= 20-13 dk lanHkZ ysaA 

4½  dqy dVkSrh% ;g vkbZVh vkSj thih,Q ds ;ksx ds cjkcj gSA 

5½   ;g ldy osru vkSj dqy dVkSrh ds chp varj ds cjkcj gSA vafre 
isjksy fooj.k bl rjg fn[ksxk% 

 

fp= 20-20 % vafre osru i=d fooj.k 

iwathxr ctV ,d ,slh çfØ;k gS] tgka dksbZ laxBu fdlh ifj;kstuk dk T;knkrj 
nh?kZdkfyd ewY;kadu djrk gSA ewY;kadu ifj;kstuk ds dbZ –f"Vdks.kksa esa gksrk gS 
ftlesa ,d u;k la;a= ;k ,d dkj[kkus dk fuekZ.k ;k ,d O;kikj e‚My esa fd;k 
x;k nh?kZdkfyd fuos'k 'kkfey gks ldrk gSA blesa ifj;kstuk ds lHkh laHkkfor 
udnh çokg vkSj udnh cfgokZg dk vkdyu 'kkfey gSA ;g fu/kkZfjr djuk gS fd 
çkIr fuos'k ij okLrfod çfrQy ifj;kstuk ls visf{kr çfrQy ls esy [kkrk gS 
;k ughaA 
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vc] ,e-,l- ,Dlsy ij iwath ctrs djus ds fy,] ge ifj;kstuk ds fo'ys"k.k dks 
le>us vkSj O;k[;k djus esa vklku cukus ds fy, dqN lw=ksa dh enn ysaxsA ge 
vo/kkj.kk dks csgrj le>us ds fy, uhps fn, x, mnkgj.k ¼ fp= 20-21½ dk 
mi;ksx djsaxsA  

 

fp= 20-21 % iwa¡thxr ctV mnkgj.k 

ç'u esa ,slh ifj;kstuk,¡ gSa] ftudh ,d nwljs ds lkFk rqyuk dh tkuh pkfg, 
fn[kkbZ x;h gSA  nksuksa dh ifj;kstuk dh vyx&vyx ykxr vkSj udnh çokg gSA 
mudk ewY;kadu nks rjhdksa ds vk/kkj ij fd;k tk ldrk gS% 

1½  vkbZvkjvkj fof/k okilh dh vkarfjd nj ,d ,slh nj 
gS ftl ij udnh çokg ¼çokg vkSj cfgokZg½ nksuksa ds 'kq) orZeku ewY; 'kwU; 
ds cjkcj gksrk gSA ;fn ifj;kstuk ls ifj;kstuk ki okilh dh nj visf{kr nj 
ls vf/kd gS] rks ifj;kstuk okaNuh; gSA 

2½  ;g udnh çokg ds orZeku ewY; vkSj le; dh vof/k esa 
fn, x, udnh cfgokZg ds orZeku ewY; ds chp dk varj gSA 

vc] ge ,e-,l- ,Dlsy  esa vkbZ-vkj-vkj- vkSj ,u-ih-ch- ds fy, lw=ksa dk mi;ksx 
djsaxsA bl rjg ds foÙkh; dk;ksaZ ds fy, lh/ks lw= gSaA okD; jpuk dk mi;ksx 
fuEukuqlkj gS tSlk fd fp= 20-22 esa fn[kk;k x;k gS% 

 

fp= 20-22 % vkbZvkjvkj vkSj ,uihoh ds fy, okD; jpuk 

lsy lanHkZ ¼ fp= 20-21 dks ns[ksa½% 

 ch 3 & ifj;kstuk , dh ykxr 

 ch 9 & ifj;kstuk , ds fy, fiNys o"kZ esa udnh dh vken 

 ch 2 & ifj;kstuk , ds fy, okilh dh vko';d nj 
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 ch 5 & çkstsDV , ds fy, igys o"kZ esa udnh çokg 

 ch 13 vkSj lh 13 & ,d ifj;kstuk ds p;u ds fy, vafre flQkfj'kA 

¼ ifj;kstuk  B ds lsy lanHkZ ns[kus ds fy, ^^C^^ ds lkFk ^^B^^ cnysa½ 

^^vkbZ-vkj-vkj-^^ vkSj ^^,u-ih-oh-^^ lw= ykxw djus ds ckn ifj.kke fuEukuqlkj gSa% 

 

fp= 20-23 %^vkbZvkjvkj^ vkSj ^,uihoh^ ifj.kke 

fp= 20-23 ls irk pyrk gS fd ifj;kstuk , dks pquus dh flQkfj'k dh xbZ gS] 
D;ksafd ;g nksuksa rjhdksa esa ifj;kstuk ch ls vf/kd gSA 

ifj;kstuk , esa vkbZ-vkj-vkj- 16% gS tcfd ifj;kstuk ch esa 12% gSA 

ifj;kstuk ,] ,uihoh esa 27]182-07 ds :i esa ,d ldkjkRed ifj.kke çnku 
djrk gS vkSj ifj;kstuk chA 855-97 ds :i esa ,d udkjkRed ifj.kke nsrk gSA 

vc] D;k gksxk vxj ,u-ih-oh- vkSj vkbZ-vkj-vkj- ijLij fojks/kh ifj.kke nsrs gSaA 
mnkgj.k ds fy,] ifj;kstuk , esa ,d vPNk vkbZ-vkj-vkj- gS] gkykafd ifj;kstuk 
ch esa ,d mPp ,u-ih-oh- gSA gesa D;k pquuk pkfg,\ 

rFkkfi] vkbZ-vkj-vkj- ij ,u-ih-oh- dk p;u vPNk csgrj gksrk gS] D;ksafd ;g vkbZ-
vkj-vkj- ls vf/kd ;FkkFkZoknh gksrk gS] vkSj çfr'kr ds ctk; jkf'k esa ifj.kke 
çnku djrk gSA ,uihoh ,d ifj;kstuk esa xSj&lkekU; udnh çokg ds ekeyksa esa 
Hkh ykHkçn gSA vlkekU; udnh çokg dk vk”k; gS fd ifj;kstuk vof/k ds var esa 
;k mlds chp esa ,d cM+h udnh cfgokZg gSA ,uihoh Hkh vPNk gS tc 
ifj;kstukvksa ds chp rqyuk gksrh gS] ftlesa vyx&vyx le; ij udnh çokg 
gksrk gS] vkSj vkdkj esa fHkUu gksrk gSA 

gj 6 eghus ;k ,d lky esa ,d fuf'pr le; vof/k ds ckn [kjhnh xbZ fdlh Hkh 
laifÙk dk ewY; esa deh dk lkeuk djuk iM+rk gSA daiuh dh cSysal 'khV esa 
ys[kkadu ekunaMksa ds vuqlkj laifÙk ds ewY; dks ewY;ºzkl fd;k tkrk  gSA ewrZ 
laifÙk ds fy, bls ewY;ºzkl dgk tkrk gS] gkykafd xSj&ewrZ laifÙk ds fy, bls 
ifj'kks/ku dgk tkrk gSA 

bl bdkbZ esa nks çdkj ds ewY;ºzkl ij ppkZ dh tk,xh% 

1½  ¼SLN½% bl çdkj ds ewY;ºzkl esa laifÙk dk ewY; gj lky 
leku ewY; ls ?kVrk gS] ¼okf"kZd ewY;ºzkl ekudj½A mnkgj.k ds fy, ;fn 
ifjlaifÙk dk ewY; # 50]000 vkSj ewY;ºzkl 10% gSA fQj gj lky ds var 
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esa] ewY;ºzkl ewY; esa 5]000]#i;s ds fy, dVkSrh dh tk,xh]  tc rd laifÙk 
csph ;k iwjh rjg ls ewY;ºzkl ugha gks tkrkA 

2½   bl çdkj 
ds ewY;ºzkl esa ewY;ºzkl dk ewY; ?kVrs ewY; ls ?kVrk gSA gj lky ifjlaifÙk 
ds fy, ewY;ºzkl dk ,d u;k ewY; x.kuk fd;k tkrk gSA mnkgj.k ds fy,] 
;fn ifjlaifÙk dk ewY; 50]000 #i;s gS vkSj ewY;ºzkl 10% gSA fQj igys 
lky ds var esa ewY;ºzkl ewY; 5]000 #i;s gksxkA mlds ckn] nwljs o"kZ esa 
;g #A 4]500 ¿10% ¼#A 50]000 & #A 5]000½ÀA blh rjg] rhljs o"kZ esa   
40]500 {10 % ;kuh  4]050} #i;s gksxkA  

,e,l ,Dlsy esa nksuksa rjg ds ewY;ºzkl rduhdksa ds çR;{k lw= gSaA ge bl fo"k; 
dks le>us ds fy, fuEufyf[kr mnkgj.k dk mi;ksx djsaxs ¼fp= -20-24 ns[ksa½% 

 

fp= 20-24  : ewY;ºzkl mnkgj.k 

ge fp= 20-24 esa fn[kk, x, izk:Ik dk vuqlj.k djsaxsA fooj.k fp= 20-25 esa uhsps 
fn;s x;s gS%   

 

fp= 20-25 :  iz”u dk fooj.k 

fp= 20-25  ifjlaifÙk dh ykxr] thou dky] ewY;ºzkl dh nj  vkfn dk fooj.k 
fn;k x;k gSA gesa lh/kh js[kk fof/k vkSj fyf[kr ºzkl ewY; fof/k nksuksa dh rqyuk 
djus dh vko';drk gSA  

lh/kh js[kk fof/k ds fy, lw= & ,l-,y-,u- ¼ykxr] fuLrkj.k] thou½ 

fyf[kr U;wu ewY; iz.kkyh  ds fy, lw= & Mh-ch- ¼ykxr] fuLrkj.k] thou] vof/k] 
[ekg]½ 

  ykxr & ifjlEifÙk dh ykxr 
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  cpko & ifjlEifŸk dk fuLrkj.k ewY; 

  thou & ifjlEifŸk dk thou 

  vof/k & o"kZ la[;k 

  ekg & çFke o"kZ esa eghuksa dh la[;k 

vc ifj.kke dks ns[kus ds fy;s fp= 20-26 vkSj 20-27 dk lanHkZ ysaA 

 

 

tSlk fd mijksDr nks vkadM+ksa ls ns[kk tk ldrk gS] rhljs o"kZ ds var esa laifÙk dk 
ewY;% 

 ,l-,y-,u- & 18]750 #-  

 MCY;w-Mh-oh- & 17]205-62 #- 

blfy,] rqyuk esa dgk x;k gS fd] ,l-,y-,u- ds ek/;e ls ifjlaifÙk ewY; rhljs 
o"kZ ds var esa MCY;w-Mh-oh- fof/k ds ek/;e ls vf/kd gSA 

1½ iwa¡th ctVu ls vki D;k le>rs gSa\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 
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2½ Mhih ¼egaxkbZ Hkqxrku½ ds fy, okD; jpuk D;k gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

3½ bl v/;k; esa nks çdkj ds ewY;ºzkl ds lw= D;k gSa\ vkSj mu nksuksa ds fy, 
okD; jpuk D;k gS\ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

 

4½ bl v?;k; esa isjksy fooj.k cukus esa bLrseky gksus okys rfdZd izdk;Z dk 
uke crkb,A 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------------------------------------------------ 

,d _.k fooj.k ,d nLrkost gS ftls _.knkrk] ,d cSad] foÙkh; laLFkku }kjk 
ntZ fd;k tkrk gSA blesa _.k ls lacaf/kr lHkh tkudkjh] tSls] _.k jkf'k] C;kt 
nj] _.k dh le; vof/k] fd”rksa dh la[;k vkfn lfEefyr gSa] vkSj] iV~Vs  dks 
iV~Vs nkj vkSj iV~Vs nkj ds chp ,d vuqca/k ds :i esa ifjHkkf"kr fd;k tk ldrk 
gS] ftlesa iV~Vs nkj ¼edku ekfyd½ mlds LokfeRo okyh laifÙk dks fdjk,nkj dks 
fdjk, ij nsrk gSA iêk fooj.k esa iV~Vs nkj }kjk iV~Vs nkj dks fd, tkus okys 
vkof/kd Hkqxrku ls lacaf/kr tkudkjh Hkh lfEefyr gSA 

vuqikr fo'ys"k.k ,d laxBu dh ln~Hkkouk ds fy, fu.kZ; ysus esa lcls egRoiw.kZ 
fu.kkZ;d dkjdksa esa ls ,d gSA dqN fuf'pr vuqikr gksrs gSa] tks fdlh laxBu dh 
orZeku / Hkfo"; dh fLFkfr dks n'kkZrs gSa] ftlds vk/kkj ij çca/ku dks fu.kZ; ysuk 
pkfg,A vuqikr x.kuk O;olk; ys[kk] ykHk&gkfu fooj.k vkSj laxBu ds rqyu i=  
ij vk/kkfjr gSA 
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isjksy ,d laxBu }kjk vius deZpkfj;ksa dks Hkqxrku dh xbZ jkf'k dks lanfHkZr 
djrk gSA ;g ,d laxBu dk ,d egRoiw.kZ fgLlk gS] D;ksafd os ekSfæd 'krksaZ ij 
vius deZpkfj;ksa dk eukscy Åa¡pk j[krs gSaA isjksy fooj.k esa laxBu ds lHkh 
deZpkfj;ksa dk MkVk lfEefyr gksrk gSA blesa deZpkjh dk uke] deZpkjh dksM] 
deZpkjh Js.kh] ewy osru] HkÙks vkSj HkÙks] dj oxZ] ik=rk ds fy, ik=rk dh fLFkfr 
vkSj HkÙks] dVkSrh vkSj NwV oxZ fuoy osru vkfn tSls fooj.k lfEefyr gSaA 

iwathxr ctV ,d ,slh çfØ;k gS] tgka dksbZ laxBu fdlh ifj;kstuk dk T;knkrj 
nh?kZdkfyd ewY;kadu djrk gSA ewY;kadu ifj;kstuk ds dbZ –f"Vdks.kksa esa gksrk gS 
ftlesa ,d u;k la;a= ;k ,d dkj[kkus dk fuekZ.k ;k ,d O;kikj e‚My esa fd;k 
x;k nh?kZdkfyd fuos'k 'kkfey gks ldrk gSA blesa ifj;kstuk ds lHkh laHkkfor 
udnh çokg vkSj udnh cfgokZg dk vkdyu 'kkfey gSA ;g fu/kkZfjr djuk gS fd 
çkIr fuos'k ij okLrfod çfrQy ifj;kstuk ls visf{kr çfrQy ls esy [kkrk gS 
;k ughaA 

 ¼Loan Statements): ,d dtZ fooj.k ,d _.knkrk] ,d cSad] 
foÙkh; laLFkku }kjk ntZ fd;k x;k ,d nLrkost gksrk gSA blesa dtZ ls lacaf/kr 
lHkh tkudkjh] tSls] dtZ jkf'k] C;kt nj] dtZ dh le; vof/k] fd”rksa dh la[;k 
vkfn lfEEkfyr gksrk gSaA 

 ¼Depreciation): ewY;ºzkl vius mi;ksxh thou ;k thou çR;k'kk ij 
,d ewrZ ;k HkkSfrd laifÙk dh ykxr dks vkoafVr djus dh ,d ys[kk fof/k gSA ;g 
n'kkZrk gS fd fdlh laifÙk ds ewY; dk fdruk mi;ksx fd;k x;k gSA 

 ¼Capital Ratios): vuqikr fo'ys"k.k ,d laxBu dh ln~Hkkouk ds fy, 
fu.kZ; ysus esa lcls egRoiw.kZ fu.kkZ;d dkjdksa esa ls ,d gSA dqN fuf'pr vuqikr 
gksrs gSa] tks fdlh laxBu dh orZeku / Hkfo"; dh fLFkfr dks n'kkZrs gSa] ftlds 
vk/kkj ij çca/ku dks fu.kZ; ysuk pkfg,A 

(Capital Budgding)  iwathxr ctV ,d ,slh çfØ;k gS] tgka 
dksbZ laxBu fdlh ifj;kstuk dk T;knkrj nh?kZdkfyd ewY;kadu djrk gSA 
ewY;kadu ifj;kstuk ds dbZ –f"Vdks.kksa gksrs gS] ftlesa ,d u, la;a= ;k dkj[kkus 
dk fuekZ.k ;k ,d O;kikj e‚My esa fd;k x;k nh?kZdkfyd fuos'k lfEefyr gks 
ldrk gSA 

 (Payroll Statement) % isjksy og lHkh {kfriwfrZ gS tks ,d O;olk; 
dks vius deZpkfj;ksa dks fu/kkZfjr le;kof/k ;k fdlh fuf'pr rkjh[k dks vnk 
djuh pkfg,A ;g vkerkSj ij ,d O;olk; ds ys[kkadu ;k ekuo lalk/ku foHkkx 
}kjk çcaf/kr fd;k tkrk gSA ,d NksVs&O;olk; ds fy, isjksy dks lh/ks ekfyd ;k 
,d lg;ksxh }kjk Hkh fu;af=r fd;k tk ldrk gSA  
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 ¼IRR Method): vkbZ-vkj-vkj- fof/k okilh dh vkarfjd nj 
,d ,slh nj gS] ftl ij udnh çokg ¼çokg vkSj cfgokZg½ nksuksa ds 'kq) orZeku 
ewY; 'kwU; ds cjkcj gksrk gSA ;fn ifj;kstuk ls ifj;kstuk dh okilh dh nj 
visf{kr nj ls vf/kd gS] rks ifj;kstuk okaNuh; gSA 

¼NPV Method): 'kq) orZeku ewY; ¼,u-ih-oh-½ udnh çokg ds 
orZeku ewY; vkSj le; dh vof/k esa udnh cfgokZg ds orZeku ewY; ds chp dk 
varj gSA ,uihoh dk mi;ksx iwa¡thxr ctV vkSj fuos'k ;kstuk esa vuqekfur fuos'k 
;k ifj;kstuk dh ykHkçnrk dk fo'ys"k.k djus ds fy, fd;k tkrk gSA 

1) Nper 

2½ x 2% 1 

1½ _.k fooj.k cukus ds fy, pj.kksa dh O;k[;k dhft,A 

2½ ,u-ih-oh- –f"Vdks.k vkSj vkbZ-vkj-vkj- –f"Vdks.k ds chp varj D;k gS\ tc 
muds ifj.kke esy ugha [kkrs gSa rks dkSu lk –f"Vdks.k pquk tkuk pkfg,\ 

3½ ewY;ºzkl dh ,l-,y-,u- (SLN) vkSj Mh-ch- ¼DB) fof/k esa D;k varj gS\ mUgsa 
,e-,l- ,Dlsy esa dSls ykxw fd;k tkrk gS\ 

4½ iwa¡th ctV D;k gS\ bldh nks fof/k;k¡ Li"V dhft,A 

5½ isjksy i=d fooj.k ds ?kVdksa dks le>kb,A 

dsLk LVMh% 

 

1½  ,Dlsy esa ysvkmV dSls cnys\ 
2½  ,Dlsy dks LØhu ij dSls fQV djs\ 
3½  ,Dlsy esa ist ysvkmV D;k gS\ 
4½  ,Dlsy LØhu ds rRo D;k gSa\ 

uksV % bu iz”uksa esa vkidks bl bdkbZ dks vkSj vPNh rjg ls le>us eas 

lgk;rk feysxhA muds mÙkj nsus dk iz;kl dhft,A ysfdu vius 
mÙkj fo”ofo|ky; dks er Hksft,A ;s dsoy vkids vius vH;kl ds 
fy, fn, x, gSA 
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